ww UNIVERSITY OF

n’?n leERPOOL School of Medicine

MBChB Year 3

Clinical & Educational Supervision

E-portfolio Guide
2023-24




e

UNIVERSITY OF

@ LIVERPOOL School of Medicine

Contents
R 011 o o [ o £ [ o U 2
1.1 Logging in and accessing the E-portfolio SyStem ... 2
1.1.1 | have an IT account at the University of LIVerpool...........ccccccccvviviiiiiiiiiiiiiiiiiiininnnn. 2
1.1.2 | do not have an IT account at the University of Liverpool...........ccccccccvvvvviiiiiiinnnnnn. 3
1.2 Reviewing and completing the workbook placement pages...........ccccoeeiiiiiie, 4
1.3 Reviewing Evidence (attaChmMENTS) .......cccoiiiiiiiiiiiiieeee e 8
1.4 Clinical SKills (DOPS) fOIMS ....ccoviiiiiiiie e e e e e e e e e e e e eaaaaas 9
1.5 E-forms that are sent to your E-portfolio account (CPADS, DOPS & OES)................... 10
1.6 CrtifICAIES .o 12
R o T T {1 o o T | P 12
N Y o] 1= o | 12
2.1 How do student doctors record clinical activity on placement? ............ccccooeeeeeivviiivnnnnnn. 12
0 N R == o] o] (=T o T = Y o] o 12
2 I (011 01 12
2.2  Problems 10gging iNto the SYStEM ........cooiiiiiici e 13
2.3 RESEL YOUI PASSWOIU ....uuieeeiiieeiiiiie e e e e e et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeesannnnnas 13
S o T o RN oI =] (o Tod =T = SRR 13
2.5 Student doctor names on WOrkDOOKS ... 14
2.6 MErge ACCOUNT MESSAGE ... .ccitirrrunnun e eeeeeeeettii et e e e e et e ees e e e e e e e e e e e n e e e e e e eennnnnaan s 14
P A O £ {1 | B O 0] o) - Vo £ S 14
Last updated: 22 August 2023 Page 1 of 17

Due for review: July 2022



L&A4 UNIVERSITY OF

@ LIVERPOOL School of Medicine

1. Introduction

This document provides step by step guidance highlighting how Educational Supervisors can use
the key areas of the e-portfolio system, as staff supporting student doctors. The structure of this
guide maps directly onto the structure of the clinical programme for Year 3. We hope it provides
useful information in an easily accessible format. If you have further questions which are not
answered within these pages please contact the dedicated e-portfolio e-mail address:
eportfolio.mbchb@liverpool.ac.uk

All educational supervisors will require access to the MBChB E-portfolio in order to complete the
educational supervisor sections and review the placement activity of their student doctors. Full
details, including examples of the forms are provided in this Technical Guide which goes
alongside the ‘Clinical & Educational Supervision Handbook'’.

You will meet your allocated student doctors on a regular basis to assess their progress and
support them through the clinical placement. In order to achieve this, student doctors will meet
with you where will review and discuss cases that they have seen in order to review the student
doctors’ e-portfolio progress and completion. Educational Supervisors will complete forms in the
student doctors’ online workbook in the e-portfolio.

1.1 Logging in and accessing the E-portfolio System

When you meet with a student doctor you must log into the e-portfolio system to complete
the online forms and add your feedback and grades.

Recommended Browsers: Chrome, Safari and Firefox

Click the following link to log into the e-portfolio system. We recommend that you add this
link to your Bookmarks on your browser for easy access to the e-portfolio.
https://atlas.pebblepad.co.uk/atlas/liv [PebblePad Login web link]

1.1.1 I have an IT account at the University of Liverpool

Ensure the following is selected ‘1 have an IT account at this organisation’ then click the option
‘Login’ and login with your university account details. The ATLAS homepage will appear where you
can view the workspaces you have access to in the E-portfolio system. Depending on which year
you are a supervisor for the following workspace will be available:

MBChB Year 3 Assessment - 2023/24 ATLAS
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1.1.2 Ido not have an IT account at the University of Liverpool

You will be added to the e-portfolio as an external member of staff, please ask your Education
Centre to contact the e-portfolio administrator to verify that you require access. Once confirmation
is received you will then be added to the appropriate workspace using your Trust email address.

Once you have been added to the system you will receive an email which contains your username
and password and you will be able to login. Click the following link to log into the e-portfolio:
https://atlas.pebblepad.co.uk/atlas/liv [PebblePad Login web link]

Click ‘I have a guest account for PebblePad’ and enter the login details that have been emailed
to you from PebblePad. Once you have entered these details click the option ‘Login to PebblePad’.

Depending on which year of student doctors you are supervising, the following workspaces will be
available. Click on the Year you are Educational Supervisor for to enter the workspace.

MBChB Year 3 Assessment - 2023/24 ATLAS

Important Note:
If you already have access to the e-portfolio we will simply add the new workspaces for the year
to your account.

The example screenshots used in this guide relate to the Year 3 Assessment workspace
(clinical workbook). The content available to you may be different if you are responsible for
another year, but all functions remain the same.

Once you are in the correct workspace the page below will appear. To view the student doctors’
clinical workbooks, select the ‘Submissions’ tab located at the top of the screen.

MBChB Year 3 Assessment - 2023/24 ATLAS

The below screen will appear, click the dropdown menu entitled “You are viewing’ and select the
‘MBChB Year 3 Clinical Activity workbook’ from the list, (if it is not already selected). This will
bring up a list of all the student doctors’ clinical workbooks.
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You are viewing: MBChE Annual Student Agreement 2023-24 ~  Live w
Playing
MBChEB Annual Student Agreement 2023-24
MBChB Year 4 Academic Advisor Meetings 2023-24
MBChB Academic Advisor Meetings

MBChHB Year 4 Clinical Activity Workbook 2023-24
Years 1-5 Career Supporting Logbook

L, filter the sulbl w | Clear filter

Years 1-5 Clinical Skills Attendance and Mandatory...
Year 4 Observed Examination (OE eform)

MBChBE Annual Student Agreement 2023-24

MBChE Year 2 Academic Advisor Meetings 2023-24
MBChE Year 2 Clinical Activity Workbook 2023-24
MBChE Year 3 Clinical Activity Workbook 2023-24

1.2 Reviewing and completing the workbook placement pages

You will have been provided with a list of student doctors that you are supervising, if not please
contact the Education Centre.

You must search for your student doctor’'s workbook by typing their surname into the Filter the
submissions box. The student doctors’ names will be filtered as you type, the example below
shows a student with the name ‘MBChB Admin Year 3’

o admid -- Filter activity — v Clear filter

Ditem(s) selected @ Updated since your last visit (excludes activity logs and collections)
] Submission Details

MBChB Year 3 Clinical Activity Workbook 2023-24
m O school of Medicine - University of Liverpool
Submitted: 22nd Aug 2023 13:48 | Modified: 22nd Aug 2023 13:48 | Publisher: MBCHE Admin Vear 3 (mbchbyear3@fiverpool.ac.uk)

Please note: If a student’s workbook is not returned when you search for it this is because they
have not opened up their workbook and saved it correctly. If this is the case please encourage
them to do this as you cannot open their RS forms to complete your meetings until they do. Please
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direct students to the e-portfolio email account if they need support
eportfolio.mbchb@liverpool.ac.uk

The student’s name can be found in blue in the third sentence under each submission.

Before you opened the workbook please check that this is the correct student doctor. We
have student doctors with similar names and some with the same surname.

Click the title in blue to open the student doctor’s clinical workbook. Their workbook will
appear in a new window and display as a webpage.

All workbook menus are located at the top of the screen; to see the full menu you must click
on the small arrows located on the top left and right of the screen. There is also a drop down
menu on the left entitled ‘Contents’ which when clicked shows all the pages within a student
doctor’s workbook.

E= contents Introduction YEAR 3 Clinical Activity 2023... ¥ Placement Activities Collecti.. ¥ Good Doctor 2023-24 v Leadership & Teamwork: Alt.. ¥ Research & Scholarship (RS) Assessment Feedback Help & Support

¥ UNIVERSITY OF Year3

/ Student
&/ LIVERPOOL School of Medicine Doctor

MBChB Year 3 Clinical Activity Workbook 2023-2024

Introduction

Student Doctors are required to use this workbook throughout Year 3 of their studies to record their clinical activity. This can be done as
completed (signed) forms and reflective records.

Student doctors are to familiarise themselves with the content of this workbook, the e-portfolio requirements document and the
circulated instructional guidance, and to start recording their clinical activity as soon as they are ready. Further support can be obtained
by contacting the e-portfolio team at: eportfolio.mbchb@liverpool.ac.uk. We ask that Student Doctors read the guidance carefully before
contacting the team and to state clearly the issue that they require assistance with.

The top menu on the workbook includes dropdown menu to:
e Year 3 Clinical Activity

You can then click on the placement the student doctor is on with you e.g. ‘Medicine A, Surgery
A etc. this page includes all the areas that the student doctor is required to complete.

Important Note: Student doctors have been informed that they must fill out their clinical
workbooks before they meet with you.

Once you have navigated to the correct page and discussed the information/evidence that your
student doctor has entered and attached you can then complete the ‘Assessor fields’ on the
form. These fields are locked and only you as the Supervisor can edit them. The student doctor
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fields are also locked so only they can edit them. On each page there are text boxes, radio buttons
and rubric tables to complete.

Please Note: If the below warning message appears; click ‘Activate Page’. This is a standard
message that appears when we add new content to workbooks. Once you activate the page you
will be able to edit the workbook forms.

Please ensure that you complete each assessor field, examples below.
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COMFLETED BY: ENUCATIONAL SUPERVISOR

End of Placement Feedback - To be completed by Educational Supervisor

Meeling summary Lo be completed al the end of placement [ducational Supervisor meeting.

demansirated particularky well.

Pleaze pravide encouragerment for angoing developmesnt by desoribing the skills and alributes that this student dodior has

Plesse describe aggects Lthal Lhis Student doclor could Bnpeove upon and Lhen Suggedt how Lhey may be achisved.
| cardinm that this final Cducational Supervisor meeting has Laken place and thal the Student doolor has successlully compleled this

platerment Thid includes satsfsciony allendance and meeting the minimum requirements of their e-portfolio -

| have reviewed Lhe contents of the student dactors e-portfolio forms for Lthis placement and conflirm thal they cover a breadith of

cagas and have been carmpleled by a variety of doolors, of different grades and At dilferent sLages during Lhe placermsent.

Iy Teed that the student doclor has not reached Lhe satisfaoory slandard expecied, please soore accardingly, add commenis Lo

explain your peripedieg, and infaom he placemant undengraduate team and the Year 3 Tearm al the School of Meadics
(g Sinbe b liver poolac.uk) S0 thal we can help Support the Studenl's progress a8 appropriale.

COMPLETED BY: EDUCATIOMAL SUPERVISOR

Borderline

Placement Outcome

Unzatisfactory

This soudent Has not demanstrabed a

doctor has met | minimum level of

the placement activitics

requirements of

the placment
DF kas mot
demonstrated the
satistactory protessional

approach of a doctor in
training. g has caused
upsct i paticnis or saff

Has comipleted o
minimum level of
placemnent requinsments
bt without uploading a
range of further entries
for these activities (from
wihich the minimum
hesecd numnibers hawve been
solectod )L

OF has not completed
amy reflection on
wntimotabbed activtties.

OF has not
demorestrated the
expecied professional
approach to patins
ard staff of a doctor in
training
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Satisfactory

Haes cvidence of a
mirimum level of

placement activities

AMID has a brosd
portfollo of additional
acthiny emiries from
whilch 1 minimam
kel of activities hoe
been sclected

AMID has completed
reflection on 2 pleces of
untimetabled acthity
over the placcment

AMID shoram
profezsionalism ta all
staff and patients

Good

Has demorastrated the
recommended kevel of
placcment activitics

AND has completed the
recommaerded number
of refloctions on
untimetablied activity

AND shiwn

professionalism to all
statt and paticrts

Word count: 0 [Min 50)

Excellent (patential
commendation)

Has demnanstrated meons
‘Hhain the recommaended
kewel of placement
activities

AN has comiplcted e
more than
recomenended namber
of refloctions an
untimatablod acthty

AND has shown an
excellent spproach to
making the most of 3
wide mnge of extra
placemaent leaming

opportunities, with an
eoarel besnt bewel ot

organisation.

AMID shivvwm.

professionalism to all
staff and paticris
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Once you have completed the assessor section on the page and are happy with it to be submitted
click ‘Save & Release’ at the bottom of the assessor field. This is then saved as a permanent
record of your meeting and will be released to the student.

Staff within the School of Medicine and Education Centres will also be able to view saved
workbooks and your feedback immediately.

You can then close the student doctor’'s workbook by closing the tab on your browser. This will
take you to the main Submissions page where you can open another workbook.

1.3 Reviewing Evidence (attachments)

Student doctors record their clinical experiences/activities by filling in forms on the ‘Pebble Pocket
App’ on their device, having them signed off by a clinician. They are required to upload and attach
their signed/completed clinical placement forms; Case Presentation & Discussions (CPADSs),
Observed Examinations (OES) etc. as evidence against each placement clinical activity within their
clinical workbook.

Note: If student doctors are unable to obtain a signature on the PebblePocket App in person from
their assessor, they can email them an electronic version of the form.

The structure of the workbook maps directly against the structure of the clinical programme.

For example, on the ‘Year 3 Clinical Activity 2023-24’ dropdown, if a student doctor is on a
‘Medicine A’ placement they are required to attach a minimum number of forms to successfully
complete the placement.

Clinical activities which have evidence attached to them are indicated by the rosettes on the
placement page. The number next to the icon shows how many forms the student doctor has
attached.

The key thing to look at is the number of pieces of evidence attached and the quality.
This will be against an overall requirement for the year.
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Placement Specific Activities

Medicine A - Case Presentations and Discussions (CPADs)

Record CPADs from a range of cases including some of the following: Ischaemic Heart Disease and cardiac chest pain; Valvular disease;
Heart Failure and cardiac shortness of breath; arrhythmias, Obstructive sleep apnoea; Infection (infective exacerbation airways
disease/pneumonia); Obstructive lung disease (COPD/Asthma); Pleural effusion; Lung cancer, Suspected skin cancer; patient with a rash.

These are to be obtained during your ward work activity time.
Recommended number: 6. Minimum number: 4

Please attach your signed CPAD forms here:

+ Add...

To view the individual evidence which a student has attached, click the page icon that

will be displayed to the right of the ‘+Add...’ button.

A side menu will appear, showing the attached evidence. To view any specific evidence, click on
the appropriate file link and the evidence will appear in a new window. This can be done for each
student doctor and for each clinical activity/outcome, to view evidence added and to check on a

student doctor’s progress.

[ contents <on MBChB Year 1 v MBChB Year2 MBChB Year3 v MBChB Year 4 v MBChE Year 5

Please note: It is the student doctor's responsibility to ensure that all evidence is completed and
attached correctly to this workbook.

Guide to completing mandatory e-Learning for Healthcare modules

Data Security Awareness: Level 1

Please attach your e-Learning for Healthcare certificate of completion here

+Add.. || [ 1

Fire Safety: Level 1

1.4 Clinical Skills (DOPS) forms

FEEDBACK COMMENTS CAPABILITY I...

Close

Data Security Awareness:
Level 1

Evidence (1)

m Datasecurityawarene
ssL1.pdf

Student doctors are required to record evidence of performing a clinical skill (mandatory and
recommended skills) using a Direct Observed Procedural Skill’ (DOPS) form on their mobile
device called (PebblePocket). If a student doctor is unable to obtain a signature on the

Last updated: 22 August 2023
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PebblePocket App in person from their assessor, they can email them an electronic version of
the form (E-form). Once feedback is returned student doctors attach the completed DOPS forms
to their clinical workbook on the page entitled ‘DOPS Clinical Skills’. Information about what
DOPS forms are required etc. can be found on this page in the clinical workbook.

To view the forms, click on the rosettes on the student doctor’'s workbook, as explained above.

Note: If a student doctor observes a DOPS, no assessor feedback or sign off is required.

1.5 E-forms that are sent to your E-portfolio account (CPADS, DOPS & OES)

The School of Medicine’s E-portfolio system (PebblePad) now allows external members of staff
within the Trusts to be added to the system in two ways; either by the E-portfolio Administrator,
or by a student doctor.

Student Doctor: Can add members of staff to the e-portfolio system, who have watched them
perform a specific activity on placement, see list of E-forms below:

E-Forms
e Direct Observation of a Procedural Skill (DOPS)
e Case Presentation & Discussion (CPAD)
e Observed Examination (OE)

E-portfolio Administrator: Can add members of staff via email to the system, who are
Educational Supervisors and require higher access to the system in order to review and complete
student doctor’'s workbooks.

Educational Supervisors allocated by the Education Centre
You will have access to the e-portfolio system in order to review and complete student doctor’s
workbooks, this access will be granted by the E-portfolio Administrator.

If you will also be signing clinical placement forms (DOPS, CPADS or OEs) and prefer to
complete them electronically instead of on the PebblePocket App on the student’s device then
the student doctor can send you an E-form request via email. When you log into the e-portfolio
you will be able to view and complete the E-forms that the student doctor has sent to you.

Important: Please ensure that when the student doctor asks for your email address to
complete the E-form that you give them the email address that you log into the e-portfolio
system with (Trust/NHS email address). This will ensure that the system does not create a
duplicate account for you.
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There are two ways to access e-forms:

You can access a specific e-form by clicking on the link in the email. This will prompt you to
login and you will be taken directly to the form. Please note, this method will only allow you to
view a specific E-form, and not the list of E-forms from any other students.

You can also log into the e-portfolio as normal and you will see the below screen. If a
student doctor has shared an E-form/s with you it will appear here under ‘Iltems that have been

shared with you’.

[tems that have been shared with you

ﬂ Test oe

1

n Y2 Venepuncture

1

From the above page you can view and complete E-forms directly by clicking on the name of the
form. You can also click on the workspace link e.g. MBChB Year 3 Assessment 2023-24 ATLAS’
and access the Submissions page and complete workbooks and E-forms via the “You are viewing’

dropdown menu.

You are viewing: MBChB Year 3 Clinical Activity Workbook 2023-24
Playing
MBChB Annual Student Agreement 2023-24
MBChB Year 4 Academic Advisor Meetings 2023-24
MBChB Academic Advisor Meetings

MBChB Year 4 Clinical Activity Workbook 2023-24
Years 1-5 Career Supporting Logbook

L admin

0 itemn(s) selected

0O su

Years 1-5 Clinical Skills Attendance and Mandatory. ..

e ear 4 Observed Examination (OE eform)
m O sd MBChB Annual Student Agreement 2023-24
sy MBChB Year 2 Academic Advisor Meetings 2023-24
MBChB Year 2 Clinical Activity Workbook 2023-24

Showing 1 item MBChB Year 3 Clinical Activity Workbook 2023-24

Live v

~v | Clear filter

collections)

ublisher: MBCHE Admin Year 3 (mbchbyear3@liverpool.ac.uk)

Clicking on an e-form that has been shared with you will open the form and allow you to view and
provide feedback. Once you click Save the feedback is automatically added to the student
doctor’s e-portfolio, they will receive an email informing them that you have completed their form.
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1.6 Certificates

Student doctors are expected to complete and attach specific e-learning certificates throughout
the course of the academic year. These are also attached to their Clinical Skills Attendance &
Mandatory Training workbook, on the Mandatory Training page. Although you are welcome to
view these, you are not required to check that these have been completed in your role as
Education Supervisor.

1.7 Logging out

Always log out of the e-portfolio system correctly by clicking on the above button (this is located
at the top right of the screen and is located on the ‘Submissions’ page). If you do not log out
correctly you run the risk of losing the feedback you have added to the workbook. Failure to log
out correctly can also cause the system to create a duplicate workbook when the student doctor
next logs in, which can cause problems further down the line.

2. Appendix

2.1 How do student doctors record clinical activity on placement?

2.1.1 PebblePocket App
Student doctors record their clinical activity on placement using the PebblePocket App on their
mobile device and then attach these forms to their clinical workbook.

2.1.2 E-forms

If student doctors are unable to obtain a signature on the PebblePocket App in person from their
assessor, they can email them an electronic version of the form. Once feedback is returned they
attach these forms to their clinical workbook. (See section 1.5 for further details)

Please note: Forms that do not require a signature are:

Student Declaration form - Student doctors use this form to record their attendance at ward
rounds, clinics and investigative experience etc. This does not need to be signed off by a
healthcare professional.
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DOPS (Observed) - If a student doctor observes a DOPS, no assessor feedback or sign off is
required. If they perform a DOPS, sign off is required.

2.2 Problems logging into the system

If you follow the above guidance on logging into the system and find yourself on the below page,
simply click the ATLAS icon, located on the top left of the screen. You will then be taken to the
Managers Dashboard screen, where you can click the workspace you need access to.

b

N Get creative
. )
+ % With Portfolios, Pages, Blogs and Activity Logs
", o S, g gS Al 8
Click to get creative

Learning centre
Work on... New to PebblePad or keen to
learn more?

STORE Templates and workbooks to

support your learning

Your up-to-date timeline of things you need to
You last worked on know and things you need to

Upload new

Upload files as evidence or to

Or continue ing on your

n MBChB Year 5 Workbo. existir

Sets
View your history View your assets. (51)

ATLAS icon

2.3 Reset your password

If you forget your password you can reset it by clicking on the following link, you will be asked to
enter your username, which is your Trust/nhs email address.

https://atlas.pebblepad.co.uk/atlas/liv [Reset password link]

2.4 Pop-up Blockers

If the e-portfolio does not open in a new window, ensure any pop up blockers are disabled. If you
require some assistance with this please follow this link to view the most common ways to disable
popup blockers:

https://www.wikihow.com/Allow-Pop—ups [How to Disable Pop-up Blockers]
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2.5 Student doctor names on workbooks
If you are on a workbook page and would like to identify which student doctor workbook you are
currently looking it. You will find the student’s name in the bottom left of the workbook.

2.6 Merge account message

External Assessors who have External accounts from more than one organisation can now merge
their accounts so that they can use a single login to access PebblePad and then choose the
organisation that they want to view. If when you log into the e-portfolio you see the below
message, click ‘Continue without merging’ and complete what you need to on the e-portfolio.

If you wish to merge your accounts please contact the E-portfolio Administrator who will send you
guidance on how to do this.

Merge your accounts

We've noticed that you have multiple accounts across multiple organi-
sations. These accounts can now be merged providing access to all of

your organisations from a single page

To confirm you'd like to use the merged dashboard, we require a quick

password reset

Example merged dashboard:

» PebbiePad

Reset password and merge Continue without merging

O Don't show this message again

2.7 Useful Contacts

Year 3 Curriculum queries | Mrs Rebecca McHarron yr3mbchb@liverpool.ac.uk
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Title
E-portfolio queries

Name

Mrs Faye Unsworth, Miss
Sarah Donovan, and Mr
Charles Czalej

Email
eportfolio.mbchb@liverpool.ac.uk

Student Welfare and
Support for Studies

Mrs Michelle Szkudlapski

wellbeing.mbchb@liverpool.ac.uk
0151 794 8756
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Contact the E-portfolio Administrator if you find any digital content difficult or impossible to use,
either directly or with an assistive technology such as a screen reader.

Contact details for all teams and individual staff can be found on the School website.
[www.liverpool.ac.uk/medicine/contact-us/email/].
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