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1. THE MENNET SKILLS ASSESSMENT TOOL USER GUIDE FOR
STUDENT
Dear adult learner
Congratulations on your decision to take up online learning.
This program is designed for learning with a mentor. The way to use the assessment tool is to talk
through the questions and how you figure out your answers with your mentor.
If your mentor is new to this, there is a mentor’s guide here [link to user guide]
You can also try the questions on your own. Below is a short intro to how the tool works.
No log in is required and none of your information is stored on this platform. This also means your
results are not stored. You can do the quiz as many times as you like.
Best of luck to you.

How to take the test
You can choose one skill you are interested in: Reading, writing, calculations or using a computer. Or
you can do all of them. But we recommend not doing all skill assessments in one sitting. Each skills
assessment is set up a little differently, so for that reason, and to “clear the mind” there should be a
break between assessing each skill.
If possible, select a quiet place for the task and make sure you are not disturbed.
There are no videos or listening exercises in the tests. But you can have a note pad and a pen ready
for exercises and making notes.
You need a computer to take this test.
Start the test by clicking the name of the skill you want to assess below the icon on the menu:
Calculations, Using Computer, Reading or Writing.

The test window will appear below the menu. It will consist of “prompts” (explanations of what to do)
and tasks that will be either select the answer or type in a short answer.
At the bottom of the page there will be a progress path that will show your current position on the
test. Navigate through the test either by ticking the slide-boxes or click the tiny arrows at the bottom
of the window You can skip a page and navigate back to it. However, we recommend doing the tasks
in the set order.
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Sometimes there will be several slides belonging to the same task. Then it will not be necessary to
navigate between them as there will be an automatic transition to the next slide. The score bar will
then appear in the end of the series of slides.

How to answer the different question types
There are different question types in the assessment tool, and they behave a little differently.
For most of the questions you have to pick one or more answer from a set of alternatives. I only one
of the answers are correct you will see the score automatically when you click on your choice.
Like this:
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The slide will change automatically. If you chose the wrong answer you will see the clue:

When you select the right answer you will see the score bar.

Some questions can have more than one correct answer. Questions with multiple choice or drag and
drop. When you have selected all the answers you think are correct; click the blue check-button at the
bottom left of the page.
You can retry as many times as you want.
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In a multiple-choice question set, your score display will reflect the number of correct answers.

There can be a few short text answer questions. There will be a prompt and a space in which to write.
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The empty space will expand as you start writing. It works like a little text editor, so write like usual,
and use delete- or backspace button to delete any text. When ready, click the blue check-button at
the bottom left to check your answer.
Note: The program only recognises the correct answer, so even if you are very close you not get any
star. You can compare your answer to the solution to see how close you are. Like the example below:

Results
The tests in the assessment tools are self-correcting, which means they will not recognize partly right
answers, right answer if wrongly spelled and so on. That is one reason for why there should be a skilled
mentor available.
For each question or set of questions, there is a score, and if the answers were not correct, you get an
option to retry. There will be a final score page in the end, and it will show the best result from the
test. This will not give a complete skills profile.
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2. THE MENNET SKILLS ASSESSMENT TOOL USER GUIDE FOR
MENTOR
Preface
This guide is written for the mentors and counsellors involved in the MENNET program. The guides in
Lithuanian, Norwegian, Romanian and Spanish are translated from English and the images have
English text. The buttons, checkboxes and so on look the same and are in the same places for all
languages.
The original assessment tool, and this user guide, is written in English by people who haven’t got
English as their first language, and then translated into the language in which you are reading it. This
may cause discrepancies in the tool and between the tool and the user guide. We therefor recommend
that the assessment tool is never used by the learner alone, but always under the supervision of a
skilled mentor.
The guide covers both the technical aspects of this particular assessment tool and the learner centred
approach to be taken by the mentor.

Who is the “low skilled” learner?
According to the new report from OECD: Getting Skills Right -Engaging low-skilled adults in learning,1
they will be “adults with low educational levels, namely those whose highest qualification is at lower
secondary level (ISCED 0-2), which means they have not completed high-school or equivalent, or Adults
with low cognitive skill levels, namely those who score at proficiency level 1 or below in the literacy
and/or numeracy dimension of the OECD survey of Adult Skills (PIAAC). These are adults who can at
most complete very simple reading tasks, such as read brief texts on familiar topics, and mathematical
tasks, such as one-step or simple processes involving counting, sorting, basic arithmetic operations and
understanding simple percentages.” (page 4) The report recognises low digital skills as an obstacle but
does not offer a definition.
Note that this definition of low skilled is very limited. The adult learners might in fact be very skilled
in other areas. But the same OECD-report states that people with low formal skills might have a more
difficult time recognising both their own skills and their learning needs (page 6). An online tool like
this might help the learners see what they don’t know, but not what they actually know, understand
and are able to do. This is why a skilled mentor is crucial for the good use of the assessment tool.

Part one: About the assessment tool
How to guide the adult learner through the assessment tool
Before starting to use the tool there should be a conversation about the learner’s motivation for doing
the tests. The learner should be prepared to put in some effort to learn more in at least one of the
skills.
We recommend not doing all skill assessments in one sitting. Each skills assessment is set up a little
differently, so for that reason and to “clear the mind” there should be a break between each skill.
Ideally the mentor should sit with the learner throughout the assessment as talking through the tasks
is as important as ticking the boxes and pushing the buttons. If possible, help the learner make
connections between the tasks and their own experiences.
If possible, select a quiet place for the task and make sure the learners are not disturbed.
1

http://www.oecd.org/employment/emp/engaging-low-skilled-adults-2019.pdf
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There are no videos or listening exercises in the tests, but a pad and a pen should be at hand.
The tool is available through a browser on a computer or a smart phone. Either type the URL:
[mennet.beti.lt/skills-assessment] or go through the menu on the MENNET home page.

Technical requirements
The test is written in H5P, a plugin that allows for publishing systems to create interactive content.
Therefor www.h5p.org is the best source for reading about updates, accessibility and so on.
All that is needed to do the tests is a computer with a keyboard or a smart phone and a stable internet
connection.

Part two: How to navigate in the assessment tool
Start the test by clicking the name of the skill you want to assess below the icon on the menu:
Calculations, Using Computer, Reading or Writing.

The test window will appear below the menu. It will consist of “prompts” (explanations of what to do)
and tasks that will be either:
•
•
•
•

Single choice: select one alternative by clicking on it
Multiple choice: check one or more alternative by checking a box
Short text answer: write the answer in the empty space
Drag and drop: fill in empty spaces in a text by selecting from a menu of answers

At the bottom of the page there will be a progress path that will show your current position on the
test. Navigate through the test either by ticking the slide-boxes or click the tiny arrows at the bottom
of the window You can skip a page and navigate back to it. However, we recommend doing the tasks
in the set order.
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Sometimes there will be several slides belonging to the same task. Then it will not be necessary to
navigate between them as there will be an automatic transition to the next slide. The score bar will
then appear in the end of the series of slides.

How to answer the different question types
There are four question types in the assessment tool, and they behave a little differently.

Single choice questions:
There will be a question under which there will be boxes with alternative answers. When you hover
the mouse over one alternative it changes colour. Click on the alternative to select it.
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The slide will change automatically. Correct alternative will then be displayed as green, wrong as red.
Your choice will be displayed as a green tick if you chose the right answer or a red cross if you chose
the wrong answer. You will see this picture for only a short while.

The picture will then change automatically. If you selected the wrong answer you will be offered a
new choice to see the right solution again and/or retry to answer the question. Click the button with
the eye marked “Show solution” to see all the right and wrong answers (close solution popup window
by clicking the little arrow int the top left corner). Click the button with the arrow marked “Retry” to
answer the questions again.

When you select the right answer you will instead see the score bar and the star fill with colour and
your score in digits:
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Multiple choice questions (check boxes):
The checkbox questions can have more than one correct answer. You pick your answers by checking
the boxes. If you want to change your answer, just click on the box again, and it goes back to unchecked.
Your selected alternatives turn blue. When you have selected all the answer you think are correct;
click the blue check-button at the bottom left of the page.

The result page will show your selected answers in red for wrong and green for right. If you selected
any wrong answers, or missed a correct one, you will be offered a new choice to see the right solution
again and/or retry to answer the question. Click the button with the eye marked “Show solution” to
see all the right and wrong answers (close solution popup window by clicking the little arrow int the
top left corner). Click the button with the arrow marked “Retry” to answer the questions again.
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In a multiple choice question set, your score display will reflect the number of correct answers.

Short text answer type questions
There are only two sets of short text answers, and they are in the writing skill module. There will be a
prompt and a space in which to write.

The empty space will expand as you start writing. It works like a little text editor, so write like usual
and use delete- or backspace button to delete any text. When ready, click the blue check-button at
the bottom left.
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If you made any errors, you will be offered a new choice to see the right solution again and/or retry
to answer the question. Click the button with the eye marked “Show solution” to see the right and
wrong answers (close solution popup window by clicking the little arrow int the top left corner). Click
the button with the arrow marked “Retry” to answer the questions again.

The answer will be displayed on the same side -no need to close a popup window. Click the button
with the arrow marked “Retry” to answer the questions again.
Correct answer is rewarded with a full green bar and a gold star:

Fill in the blanks
There is only one fill in the blanks question, and it is in the reading skill module. It consists of a text
with empty spaces replacing some of the words. To the right is a list of the missing words in a jumbled
order.
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Click on the word you want to place in the text, hold the left mouse button in and use the cursor to
move it to the empty space on where you want to insert the word. Release the mouse button. When
you have placed all the words to your satisfaction, click the check-button at the bottom left.

Right answers appear as green with a green tick, wrong answers appear as red with a red cross.

If you selected any wrong answers, or missed a correct one, you will be offered a new choice to see
the right solution again and/or retry to answer the question. Click the button with the eye marked
“Show solution” to see all the right and wrong answers. Click the button with the arrow marked
“Retry” to answer the questions again.
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Part three: particular for each skill set
Colculations
The skill set of calculations is both about to be able to do actual calculations and to understand
patterns, but also to know and understand the areas and terms of mathematics. The calculations test
will cover both terms and calculations, all questions are single choice and the calculations are neither
complicated or require pen and paper (for most people).
What does it mean to be skilled in calculations? In addition to the OECD-report mentioned previously,
according to Skills Norway important numeric skills could be reading and understanding tables,
estimating angles and areal, estimating how long time a job takes, keeping simple budgets or
comparing orders and invoices2.

Using computer
This skill set test consists of multiple or single choice questions. But the questions can still be tricky
because there is a cultural, but also a personal, aspect to using internet and computers. The questions
will assess personal judgement as well as factual knowledge, so the mentor might be an especially
important support.
What does it mean to be skilled in using a computer? According to Skills Norway important digital skills
could be using the intranet for reading and posting information, using work specific software, finding
relevant and true information online or communicating digitally with customers2.

Reading
The module consists of texts to read and questions to answer. Notice there are both factual questions,
questions about identifying the main idea and supporting details and separating facts from opinion.
In some of the question sets the text and questions are on the same page, but for some you need to
read the text first, the move to the next slide for the questions.
It is important to note that this test does not assess reading speed. Quite the contrary; the best angle
of attack is to take the time necessary and be thorough.
What does it mean to be a skilled reader? In addition to the OECD-report mentioned previously,
according to Skills Norway important literate skills could be reading forms, lists, messages, manuals
2

https://www.kompetansenorge.no/English/Basic-skills/#ob=9920&AdultSkills2
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and signs. Discriminating between important and less important information in a complex text. Know
when to read deeply and when to read superficially2.

Writing
In this module there is a mix of different question types, some are sets where several slides belong
together.
The last questions have no right or wrong answers, they are self-evaluation questions. One is a
handwriting task where the learners is asked to copy a verse on the note pad and insert into the
assessment tool the time that he/she used. More than three minutes is an indication that more
practising could be useful. The last question asks the learner to evaluate how hard he/she finds it to
write and if they need to dedicate more time to the writing process than the content, they might
benefit from practicing more.
What does it mean to be a skilled writer? In addition to the OECD-report mentioned previously,
according to skills Norway important literate skills could be to fill in forms correctly, write free texts;
anything from a short SMS to a report. Know enough spelling and grammar to produce readable texts.
Write for memory, for peers, customers and supervisors2.

Part four: analyse the results
The tests in the assessment tools are self-correcting, which means they will not recognize partly right
answers, right answer if wrongly spelled and so on. That is one reason for why there should be a skilled
mentor available.
The best way of doing the tests would be to talk through the results with the learner and ask questions
like “Why do you think that is the right answer?” The system will give a final score for each skill, but
only a mentor can help the learner to profile their strengths and weaknesses, so the assessment tool
is more a learning resource, not a complete profiling tool.
The main idea of the tool is to help the learners see in which skill he/she needs more practice. Some
learners may need practice in all four skills. The task of improving all skills at once would be both
overwhelming and unrealistic. Better then to choose one, maximum two skills. We advise to guide the
learner towards the skills that will be most useful for their employment situation.

The automatic scoring system
For each question or set of questions, there is a score and, if the answers weren’t correct, an option
to retry. There will be a final score page in the end, and it will show the best result from the test. This
will not give an overview of the learner’s skills profile.
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The online assessment tool does not store the results. The learner can start over again as many times
he or she wants.
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3. TRAINING PROGRAM
Preface
Dear students and mentors,
This user guide is written with a purpose to help you navigate through the MENNET’s training program.
The training program is an open-source and is completely free of charge. This is online learning which
in many cases implies a lot of individual studying, however here students are offered a support from
a Mentoring Network.
The training program is a compilation of theory and exercises that were picked up to reflect the reallife situations and be as practically applicable as possible. The platform is user friendly, where it is easy
to locate needed information, section titles are obviously named, and is not overloaded with
unnecessary buttons or any confusing notes. Besides, the platform does not require any extra
advanced technological equipment; all you need is a computer and internet connection.

Registration
No registration is required to do the exercises, but we suggest you register to access the mentoring
network. Working with a mentor will help you get the most out of the programme. The learning
programme is open and free to anybody.

Further steps
After finishing the skill assessment test (there is a separate guide) you may proceed with the training
program starting with any module of your own preference or the one that the assessment tool
revealed to be the one that needs the most attention.

Structure

Each skill is made of four sub-skills
1. Calculation:
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2. Using computer:

3. Reading:

4. Writing:

Clicking the links/icons you will find explanatory texts and different types of exercises to improve and
develop the four basic skills.
The training of each of the basic skills is estimated to take approximately 8 hours, thus all four skills
will take up around 32 hours. This includes the time studying the material individually and doing the
exercises online.
Students are welcomed to address a mentor on a mentoring network via the email or a chat feature
on the platform. A mentor can be approached with any question concerning the exercises, looking for
a relevant additional source of information or just consultation.

Exercises
There are different types of exercises the majority of which are test question types or we may call
them closed tasks such as:

1. Multiple choice:
You have to choose either one or several options, based on the instructions.
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2. Fill the gap
These are the exercises where a student should write his/her answer. Some exercises may include a
hint, when the gap is located in the middle of a sentence.

3. Writing exercises
These are open-ended exercises which have a range of possible answers. Such exercises are also selfevaluative in nature, students are expected to be self-critical and review their work according to the
criteria presented in the explanatory sections. To receive feedback on their answers, the students are
advised to contact their mentor.
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4. Drag and drop exercises
These exercises are also of a closed-ended type. A student has to pick the box with an answer and put
it in an empty box where, according to the student, the correct answer should be located.
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Feedback on the exercises
By pressing the check button a learner will get a feedback on his/her exercise and a possibility to see
the solution:

Feedback works the same with all the exercises.

Recommendations
To the learner
→ Please read the explanatory texts and exercises’ instructions carefully.
→ Do not hesitate to contact your mentor should you have any question.
→ Searching for additional information on the Internet is possible and even advisable. This way
you will learn to look for specific and relevant information.

→ Be polite and patient while communicating with your mentor, the reply from your mentor
may take a while.
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5. MENTORING PLATFORM FOR LEARNER
Dear learner, thank you for using the MENNET mentoring network.
This platform is designed to connect you to a mentor via a text chatting room.
Best of luck to you.

How to register
Registering to the network is simple. First off, you have to open it.

Then press “Register” just below the “Login” button.

Next, you will see a form that you have to fill out. Type in your name, surname. Think of a username,
be creative and make sure to remember it, then type in your email, think of a password, make sure it
is not easy to guess, but don’t forget it! Select your birthday, which country you are from, gender.
Then select Student in “Role check”. In addition, if you want, you can upload a profile picture. Do the
captcha and press register.

Example of a filled out registration form.
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You’re almost done. After pressing the register button you should have received a mail to the
designated email account. The sender should be MENNET with the subject Account verification. Open
it and all you have to do is press the link.
The email should look like this.
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That’s it, now you’re registered to the network. Feel free to log in!

How to login
All you have to do is to input your details that you used to register, do the captcha and press login.

Forgot my password!
If you forgot you password, don’t worry, there is a way to reset it. Just go to the login form and press
“Lost Password?” and enter your email, then press reset password.

Next step is to open your email and find a ”OTP”. The sender should be MENNET and the subject
should be Password Reset. It should look like this.
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Then copy everything after the OTP: and paste it in the field back on the website.

Then just enter your new password and press update password. That’s it.

Profile
When you login you will see the mentoring network. On the “Profile” tab you can logout and see your
information.
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Next is the “Submissions” tab.

Here you will see the same registration form, expect it can be modified a bit. You can change your
profile photo here.
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In the “Change Password” tab you can change your login password. Just write in your current password
and the new one that you want it to be changed to in each of the given spaces.

Next tab is “Notifications” the number next to it shows how many unread notifications you have. Here
is an example on how a new notification looks.

Next is “Find mentor”. This is your main destination when you have registered to the platform. Here
you can choose a person who will mentor you throughout the learning platform. To choose a mentor
all you need to do is to pick one of the given mentors in the tab and press “Ask to be mentor”.
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When you press the button, write a short description about yourself, and why you want them to be
your mentor, and press the send button. If you want to chose someone else press the “x” or cancel
buttons.

Now you need to wait for the mentor to accept your request. If your picked mentor is taking a long
time you can always go back to the Find mentor tab and press cancel request.

You will get a pop-up asking if you want to cancel it. If you do, just press yes, or you can wait a bit
more and press no.

Note that a mentor can decline your request. But don’t worry, there are more mentors that you can
choose from.

After you chosen mentor accepts the request you will receive a notification on the network and now
you will no longer see “Find mentor” but it will be changed to “My mentor”. Here you can go and talk
to the, or if they are not helpful, you can dismiss them and find someone else to help you with your
journey.
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As always, if you want to dismiss your mentor after pressing “Delete mentor” you will receive a
confirmation popup.

Next part, and the main part of the platform is the messenger or simply “Chat”. Here you can talk with
your mentor, ask questions. To send a message, write in the blue area that has “Type your message…”
and press send, and you will see your message popup on the screen.

That’s it. Good luck!
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6.

MENTORING PLATFORM FOR MENTOR

Dear mentor, welcome to the mennet mentoring network. This platform is designed to connect you
to students that need help learning the material.

How to register
Registering to the network is simple. First off, you have to open it.

Then press “Register” just below the “Login” button.

Next, you will see a form that you have to fill out. Type in your name, surname. Think of a username,
be creative and make sure to remember it, then type in your email, think of a password, make sure it
is not easy to guess, but don’t forget it! Select your birthday, which country you are from, gender.
Then select Student in “Role check”. In addition, if you want, you can upload a profile picture. Do the
captcha and press register.
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Example of a filled-out registration form.

You are almost done. After pressing the register button, you should have received a mail to the
designated email account. The sender should be MENNET with the subject Account verification. Open
it and all you have to do is press the link.
The email should look like this.
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That is it, now you have registered to the network. Feel free to log in!

How to login
All you have to do is to input your details that you used to register and do the captcha and press login.

Forgot my password!
If you forgot your password, do not worry, there is a way to reset it. Just go to the login form, press
“Lost Password?”, and enter your email, then press-reset password.

Next step is to open your email and find a ”OTP”. The sender should be MENNET and the subject
should be Password Reset. It should look like this.
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v
Then copy everything after the OTP: and paste it in the field back on the website.

Then just enter your new password and press update password. That is it.
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Profile
When you login, you will see the profile page that is the main page of the platform. Here you can
accept and talk to students.
The main tab “Profile” shows your information and lets you logout out of the platform.

Next tab is “Submissions”. Here you are able to edit your details such as your name, country. In
addition, you are able to change the profile photo. All this is done by pressing the edit button, doing
the changes and pressing register at the bottom of the popup.

The “Change Password” tab allows you to change your password, just type in your current password
and your new password.
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The “Notification” tab shows you all received notifications, such as you have a new request, a mentee
decided to change their mentor. The number at the name shows you how many new notifications
there are, new notifications are showed in a light blue color.

One of the important tabs is the “Request” tab; it also has a number next to it that shows the number
of pending request from students. Here you will see the name of the mentee and a short description
that they have written. In the same line you can decide to accept them or not to. They will be notified
of your decision.

The last and the most important tab: My Mentees. Here you will see all your students that you have
accepted. Here you can see their name and a button to redirect you to the chat where you can talk
with the chosen student. In addition, you can use a “Delete mentee” button if the student has finished
or have become inactive for a long time.

When pressed the delete button, you will be prompted with a confirmation.
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Chat
Now the chat. Here you can talk with your students and help them with their questions and problems
regarding the learning material on the website. To send a message, write in the blue area that has
“Type your message…” and press send and you will see your message popup on the screen.
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