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Office 365 Installation Guide
Shared/Lab Environments




Step 1. Install Office 365

1. Visit www.office.com and click SIGN IN.

All Microsoft +

Remote Learning in education. Leamn more >

Welcome to Office

Your place to create, communicate, collaborate, and get
great work done.

Get Office

Sign up for the free version of Office >

Sign in to use your favorite productivity apps from any device

2. Enter your G-Suite Email Address and click NEXT.

B Signin to your account x  +

= c legin.microsoftonline.com

¥ Microsoft
Sign in

XXX @eng.pdn.ac.lk

No account? Create one!

Can't access your account?

% Sign-in options

Termsofuse  Privacy & cookies - -+



https://www.office.com/

3. Then Select Work or School Account.

in to your account X+

c login.microsoftonline.com S © Incognito

B= Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department

|§| Work or school account
XXX @engpdnaclk

Personal account

fo Qe

XXX @engpdnach

Tired of seeing this? Rename your personal Microsoft
account.

Back

Terms of use  Privacy & cookies

4. Enter your G-Suite Email Address and select Next.

in— Google accounts x +

[¢] accounts.google.com v @) incognito

Google
Signin

Use your Google Account

Email or phone

XXX @eng.pdn.ac.lk

Forgot email?

Not your computer? Use Guest mode to sign in privately.

Learn more
Create account Next
English (United Kingdom) + Help  Privacy  Temms




5. Enter your G-suite password and select Next.

@ Sign in— Google accounts X +

< (¢] accounts.google.com

Google

Welcome

@ XXX @eng.pdn.aclk v

Enter your password

[0 show password

Forgot password? Next

English (United Kingdom) ~ Help Privacy Terms

6. Select NO to Stay signed in?

® Sign in to your account x +

< (¢} login.microsoftonline.com

B8 Microsoft
XXX @eng.pdn.aclk
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

o -

Terms of use  Privacy & cookies




7. Click on “Install Office” and select “Office 365 Apps”

Microsoft Office Home X

[¢] office.c S © Incognito

Office 365 £ Search 2 & ?

Good evening

(]
®

Office 365 apps
Recommended B e ey e e
W Word, Excel, PowerPoint, and mare.
= If‘ur::ent y opened this = \:uarED:Ent\y opened this Other mstall options
] e e % Select s different langusge or install other
apps available with your subscription.
a
L | |
ﬂ Document Book 1
Tharindu Perara’s Files Tharindu Perara's Files
7 Al Myrecent Shared  Favorites Type to filter list Y T Upload
s ) -~ Name Modified Shared by Activity -
I' @ Deocument ) oh a0 _ You recently opened this
Tharindu Perara's Files ? 8hago

Document1
8l
@ Tharindu Perara’s Files h ego .

8. Select Destination to download the office 365 app and click on SAVE.

€ Saveds X

. Incognit
4 & > TisPC > Downloads > v | @ | O SearchDownloads @ incognito

Organize +  New folder - @

I This b A Name Date modified Type A
) 3D Objects ~ Last week (1)
I Desktop ¥ VirtualBox-6.1.26-145057-Win.exe o/1/202112:11 AM Application
Documents ~ Last month (2)
& Downloads B Thunderbird Setup 91.0.3.exe £/26/2021 11:55 AM Application |
& Music 1] Officesetup.exe 8/25/2021 2:38 PM Applicstion
=] Pictures ~ Earlier this year (2) =
8 videos @ kis21.2.16.500aben_26096.exe 2/19/2021 6:13 PM Application L
3 Windows (C) MediaHuman 1/30/2021 1:57 PM File folder
Jif DATADRIVED (DY) |, °H

File name:

Saveastype Application (*.exe)

Cancel

4 Hide Folders

@ Click Run @ Say "yes" © Stay online
Click the Setup file at the bottom of the Click Ves to start installing. After installation, start Office and sign in
screen. with the account you use for Office 365:

tharinduc@eng.pdn.ac.lk

Need help installing?




9. Run the downloaded “OfficeSetup” and install office 365

Note: Please don’t open the office application until you complete Step 2 and Step 3

Microsoft Office Hom

Just a few more steps...

@ Click Run

Click the Setup file at the bottom of the
screen.

OfficeSetup (1).exe

® Say "yes”

Click Yes to start installing.

@ incognito

© Stay online

After installation, start Office and sign in
with the account you use for Office 365:
tharinduc@eng.pdn.ack.




Step 2: Configuring Registry edit to activate “Shared

Computer Licensing”

1.

2. Navigate to HKEY_LOCAL_MACHINE -> SOFTWARE -> Microsoft -> Office -> ClickToRun ->
Configuration

Press win + R and type “regedit” and click YES

= Run

=/

—

Open:

bt
Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.
reqedit e

OK

Cancel

Browse...

File

Edit  View Favorites

-. Registry Editor

Help

Computer\HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\ ClickToRun\.Configuration

>

FIRVITVIRVE

>

MET Framework Setup A
MNet5h
Metwork
Mon-Driver Signing
Motepad
0ODEC
OEM
Office

15.0

16.0

C2R5vcMgr

ClickToRun
> AppVMachineRegistny
AppVstreamingConfir
ClientDownloadSettin
Configuration
DeploymentOnline

Inventory
ProductReleaselDs
REGISTRY
Scenario
Updates
Watchers

Common v

W W W W W W

MName

3] (Default)

ab| AudienceData
fﬂAudienceld

ab| CDMBaseUrl

ab| ClientCulture
ab] ClientFolder

ab| ClientVersionTo...
ab| ClientXnoneHash
ab| Client{noneVers...
fl'jlnstallationPath
ab| |nstalllD

ab| 0365ProPlusRet...
ab] 0365ProPlusRet. .
ab| 0365ProPlusRet...
ab| 0365ProPlusRet...
ab| OneDriveClient...
fﬂpackageLockerP...
f_?jpipelineServerN...
ab| Platform
f_‘_'jProductReIeaselds
ab| RSODReset

ab|ScenarioCulture
o

Type

REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ
REG_SZ

Data

(value not set)

Production:CC

492350f6-3a01-4f97-b9c0- cTcbddf6TdB0
http://officecdn.microsoft.com/pr/492350f6-3a01-...
en-us

C:\Program Files\Common Files\Microsoft Shared...
16.0.14326.20220
DSACFEE430BFC7429551178658C0064C
16.0.14326.20238

C:\Program Files\Microsoft Office
DEF51CAC-9E11-4CD1-A4BS-0ACEBDA525E9
groove

CDN

]

4,b8d181b7-58fc-42cc-8853-9c4880d dfada
INSTALLED
CA\ProgramData'\Microsoft\Office
ClickToRun_Pipelinelf

x64

(0365ProPlusRetail

False

en-us




3. Select Edit -> New -> String Value

[ Registry Editor

File = Edit View Favorites Help
| Com New > Key guration
Permissions... String Value Data
Detete D B proactnect
“ Rename S e s 49235076-3a01-4f97-bc0-cTcddfETdE0
z Gy e QWC.)RD FM-brt) falts http://officecdn.microsoft.com/pr/492350f6-3a01-...
R Multi-5tring Value en-us
M Find... Ctrl+F Expandable String Value C:\Program Files\Common Files\Microsoft Shared...
Find Mext F3 ientVersionTo... » 16.0.14326.20220
5 160 =v| ClientXnoneHash REG_SZ DSACFEE430BFCT7429551178658C0064C
> C2RSwcMgr 2b] ClientXnoneVers... REG_SZ 16.0.14326.20238
v ClickToRun ab||nstallationPath REG_SZ C\Program Files\Microsoft Office
, AppVMachineRegistry ab||nstalllD REG_5Z DEFS1C4C-9E11-4CD1-A4B8-0ACEBD4525E9
AppVStreamingConfi 3_‘_'] (0363ProPlusRet.. REG_SZ groove
ClientDownloadSettin ab| 0365ProPlusRet... REG_SZ CDM
; Configuration ab| 0365ProPlusRet.. REG_SZ 1
» | DeploymentOnline ab| 0365ProPlusRet.. REG_SZ 4,bBd181b7-58fc-42cc-8853-9c4880d dfada
> Inventory 2b| OneDriveClient... REG_SZ INSTALLED
b4 ProductReleaselDs EPJ PackagelockerP... REG_57 CA\ProgramData\Microsoft\Office
> L REGISTRY 35| pipelineServerN... REG_SZ ClickToRun_Pipeline16
> L Scenario ab| Platform REG_SZ x6B4
: \Lir:‘::;:s 38| ProductReleaselds REG_SZ 0365ProPlusRetail
ab| RSODReset REG_SZ False
> Common W .
< ab|ScenarioCulture  REG_SZ en-us
4. Name it as “SharedComputerLicensing” and press “Enter”
-. Registry Editor
File Edit View Favorites Help
Computer\HKEY_LOCAL_MACHINE\SOFTWARE\Microsoft\Office\ Click ToRun'. Configuration
, MNET Framework Setup A || Name Type Data
Netsh ab| Client{noneVersion REG_SZ 16.0.14326.20238
; Networl.( L 3_‘_'] InstallationPath REG_SZ C:\Program Files\Microsoft Office
Mon-Driver Signing
. Netepad ab] nstalllD . REG_SZ DEF51CAC-9E11-4CD1-A4BE-0ACEBD4525E9
N 0DBC 3_‘_’30365ProP|usRetalI.EchudedApps REG_5Z groove
N OEM f_?j 0365ProPlusRetail MediaType REG_SZ CDOM
< | Office 2b] 0365ProPlusRetail OSPPReady  REG_SZ 1
; 15.0 ab| 0365ProPlusRetail. Tenantld REG_SZ 4 b2d181b7-58fc-42cc-2853-9c4880ddfada
y [ 160 25| OneDriveClientAddon REG_SZ INSTALLED
> C2RSvcMgr ab]packageLockerPath REG_SZ C\ProgramData\Microsoft\Office
- ClickTeRun EPJ PipelineServerMame REG_SZ ClickToRun_Pipelinelt
AppVMachineRegistry 2b| Platform REG_SZ x64
AppVstreamingConfir ab| ProductReleaselds REG_SZ 0365ProPlusRetail
ClientDownloadSettin fj'j RSODReset REG_SZ Falze
Configuration ab|ScenarioCulture REG_SZ en-us
» | DeploymentOnline ab] StreamingFinished REG_SZ True
be Inventory 3_‘_'] StreamPackagelrlChanged REG_SZ True
» | ProductReleaselDs ab) TeamsAddon REG_SZ INSTALLED
> Ly REGISTRY 25| UpdateChannel REG_SZ http://officecdn.microsoft.com/pr/4923506-3a01-...
* Scenario f_?j UpdateChannelChanged REG_SZ Falze
: \Li,:‘::::s 36| VersionToReport REG_SZ 16.0.14326.20238
. Common -ﬂ‘" salaslabandal REG_5Z 3600000
< REG_SZ




5. Double-click on “SharedComputerLicensing”. Insert value data as "1" and press OK.

BB Registry Editor — O *
File Edit View Favorites Help
Computer\HKEY_LOCAL_MACHIMNE\SOFTWARE\Microsoft\ Office\ClickToRun\Configuration
, | MET Frarnework Setup A || MName pe Data ~
- ! Edit String X EGsz 16.0.14326.20238
1 EG_SZ C\Program Files\Microsoft Office
o I Value pame:
i - - EG_SZ DEF31C4C-9E11-4CD1-A4B3-0ACEBDA525E9
.|.J ) |SharedCompmerL|censmg | EG ST groove
"+ { Value date: £G_SZ CDN
9 (i | E6.5z 1
ol EG_SZ 4,b8d18107-58fc-42cc-8853-9c4880d dfada
& T e NSTALLED
5 | [CZRSveMgr = PECKAECUCKETF AT meG_S7 C\ProgramData\Microsoft\ Office
- ClickToRun Q?jpipelineServerName REG_SZ ClickToRun_Pipelinelf
5 | | AppVMachineRegistry || 28] Platform REG_SZ %64
AppVitreamingConfiy fﬂProductReleaselds REG 57 0365ProPlusRetail
ClientDownloadSettin ab|RSODReset REG_SZ False
Configuration f_?j ScenarioCulture REG_SZ En-us
» . DeploymentOnline b StreamingFinished REG_S7 True
> Inventory f_?jStreamPackageUrIChanged REG_SZ True
> L} ProductReleaselDs 8] TeamsAddon REG_SZ INSTALLED
> L REGISTRY 25| UpdateChannel REG_SZ hitp://officecdn.microsoft.com/pr/492350f6-3a01-.,
* scenario f_?jUpdateChanneIChanged REG_SZ Falze
> L Updates 3b]VersionToReport REG_SZ 16.0.14326.20238
Ly Watchers 25| Watchernterval REG_SZ 3600000
> Common v X
< > .SharedComputerL\censmg REG_SZ o




Step 3: Disable Onedrive App on the computer.

1. Press win + R and type “gpedit.msc”. Then Press OK.

= Run >

J Type the name of a pregrarm, folder, documnent, or Internet
5] . m, folds
rescurce, and Windows will open it for you.

Open: | gpedit.mscl w

QK Cancel Browse...

2. Then Navigate to User Configuration -> Administrative Templates -> System (Click on
System). Then double-click on “Don’t run specified Windows applications”

= Local Group Policy Editor - [m| X
p Folicy
Eile Action View Help

ez nHE 2 HEIT

» [2] Windows Settings A
» [2] Administrative Templates R
- - Don’t run specified Windows Setting State Comr *
v %, User Configuration licati
» [] Software Settings app fons [ Locale Services
» [] Windows Settings Edit pali ; A = Logen
policy setting C X
v [ Administrative Templates [l Mitigation Options
» ] Control Panel Requirements: [] Power Management
» [0 Desktop At least Windows 2000 [] Removable Storage Access
» [7] Network Description: = Scripts .
[ Shared Folders Prevents Windows from running [ User Profiles
> [ Start Menu and Taskba the programs you specify in this || Download missing COM components Net configured ly
~ [ System policy setting. Century interpretation for Year 2000 Mot configured P
= CFrI+AIt+DeI Optio If you enable this policy setting Restrict these programs from being launched from Help Net configured &
a Dl_splay R users cannot run programs that Do not display the Getting Started welcome screen at logon Mot configured y
g E”I":r I;s:_‘latlfm you add to the list of disallowed | Custom User Interface Not configured &
= G‘:ouer_: lei::dlon applications. i=| Prevent access to the command prompt Mot configured I
5 [ Internet Communi If you disable this policy setting or — — S——— —— — !
do not configure it, users can run i
[ Locale Services anv proarams
& Logon y prograrms. SOy SpeCes e TS ooy P
B Mitigation Options This policy setting only prevents v |j Windows Automatic Updates Mot configured M .
7| Power Managerner o || users from running programs that < 2
e - [ T,
< > Extended / Stendard //

10 setting(s)




3. Select “Enable”. Then click on “Show..” button.

A Don't run specified Windows applications O x

E Don't run specified Windows applications v | | Mext Setting

() Mot Configured Comment:

(®) Enabled

(O) Disabled

supperted on | a4 jeast Windows 2000

Cpticns: Help:
| —

List of disallowed applications | [ Show.. Pre!.rents 1|.I".|f|n::lt:n.-'vnrs from running the programs you specify in this | »
policy setting.

If you enable this policy setting, users cannot run programs that

you add to the list of disallowed applications.

If you disable this policy setting or do not configure it, users can
run any programes,

This policy setting only prevents users from running prograrms
that are started by the File Explorer process. It does not prevent
users from running programs, such as Task Manager, which are
started by the system process or by other processes. Also, if
users have access to the command prompt (Crd.exe], this
policy setting does not prevent them from starting programs in
the command window even though they would be prevented
from doing so using File Explorer.

Mote: Mon-Microsoft applications with Windows 2000 or later
certification are required to comply with this pelicy setting.
Mote: To create a list of allowed applications, click Show. In the

L

| oK H Cancel || Apply |

4. Double-click on the text field and type “OneDrive.exe”. Then Press OK.

10




1 B8 Don't run specified Windows applications O >
E Dontteun enacifiad Windouue annlic-atinee I 1| "
Show Contents a X M

() Mot
i®) Enab

List of dizallowed applications

islue

O Disal F . 1
] o OneDrive axg| I
E L |

1 Cptions:

List of d ms you specify in this |

t run pregrams that

. oK | ‘ - I nfigure it, users can

This policy setting only prevents users from running programs
I that are started by the File Explorer process. It does not prevent
users from running programs, such as Task Manager, which are
started by the system process or by other processes, Also, if
users have access to the command prompt (Cmd.exe), this
policy setting does not prevent them from starting programs in
the command window even though they would be prevented

I from doing so using File Explorer.

I Mote: Mon-Microsoft applications with Windows 2000 or later
certification are required to comply with this policy setting.
Mote: To create a list of allowed applications, click Show. In the

W

| oK || Cancel || Apply |

"




5. Press Apply and OK. Then restart the computer.

A Don't run specified Windows applications O x

E Don't run specified Windows applications v | | Mext Setting

() Mot Configured Comment:
(®) Enabled
() Disabled
Supported on: | At jeast Windows 2000
Cpticns: Help:
. . - Prevents Windows from running the programs you specify in this [ #
List of disallowed applicaticns policy setting.

If you enable this policy setting, users cannot run programs that
you add to the list of disallowed applications.

If you disable this policy setting or do not configure it, users can
run any programes,

This policy setting only prevents users from running prograrms
that are started by the File Explorer process. It does not prevent
users from running programs, such as Task Manager, which are
started by the system process or by other processes. Also, if
users have access to the command prompt (Crd.exe], this
policy setting does not prevent them from starting programs in
the command window even though they would be prevented
from doing so using File Explorer.

Mote: Mon-Microsoft applications with Windows 2000 or later
certification are required to comply with this pelicy setting.
Mote: To create a list of allowed applications, click Show. In the

12




Guidelines for login to Office 365

1. Open Microsoft word application.

Documents Web More
Best match
&
App
Apps
Word
~  WordPad > A
PP
B Office >
Search the web = Open
L word - see web results > ~
Documents (15+) Recent
Settings (3) @2 |nstallo365InLab.docx
2. Click on SIGN IN.
Good mornina
X -
B Microsoft @D
Sign in to set up Office
ur first table of cont...
® I_b‘ @ D More templates —>
g—J E-I
Use your regular email Get free cloud storage Use your account to install
address Office on other devices
ignin.vitbyouuwar schogl or personal Microsoft account
Account | have a product key
What is a Microsoft account?
Feedback
P ey
Options ) )
@ Prosecuting Officer.rtf 0/13/2019

13




3. Enter your G-Suite Email Address.

Sgnin @ @ 7 — @

Good morning

x
~ New

[v]

B® Microsoft

9

I
Take| contents
o Activate Office e
Blank document Welcon XXX @eng_pdn_acm x Snapshot calendar Insert your first table of cont...

Enter a product key instead
" 4 More templates —>

No account? Create one!
‘ £ Search

Recent  Pinned Shared with Me

Name Date modified

9/15/2019
Desktop = IS e

IS_Assignment Suranga Rathnaya| 9/15/2019
Desktop» IS

al
@ InformationSecurity_Assignment.

rﬁ New Schedule letters.rtf

9/14/2019
P F: = New dates et
©2021 Microsoft  Privacy statement
Feedback % signature sheets.docx 971472019
F: = Formal Inquiry
Options ~ .
Prosecuting Officer.rtf
far 9/13/2019
L‘E Fi» New dates s =]
4. Select Work or School Account.
Nord signin. @ & 7 - a
Good morning
X =
~ New
B2 Microsoft M‘
Table of
Take| «contents
u We need a little more help e
Blank document Welcon Itlooks like this email is ”59‘? with mere than one Snapshot calendar Insert your first table of cont...
account from Microsoft. Which one do you want to
use?
Work or school account EnEmys =
Created by your IT department
| £ Search vy P
R Personal account
Recent Pinned Shared with Me Created by you
[ Name Tired of seeing this? Rename your personal Microsoft e
account.
@ Inn;c;tr:;at‘lsonSecunty_Amgnment 0/15/2019 ]
IDS_ﬁsugrcsment Suranga Rathnayal 0/15/2019
esktop »
New Schedule letters.rtf 9142019
Account F: » New dates
©2021 Microsoft  Privacy statement
Feedback @ signature sheets.docx 071472010
F: » Formal Inquiry
Options . §
[ Prosecuting Officer.rif 9/13/2019
F: » New dates [=]
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5. Enter your G-Suite email address and click NEXT.

~

Account

Feedback

Options

Account

Feedback

Options

Signiin

. X
Good morning
New
Google f—
-
Signin
Use your Google Account F
Blank document hot calendar
Email or phone
[ XXX @eng.pdn.ac.lk x
L
| £ search Forgot email?
Recent  Pinned Sha
Not your computer? Use InPrivate windows to sign in.
B Neme Learn more modified
@ InformationSecurit] po19
Desktop » 1S Create account
@ IS_Assignment Sur: R019
Desktop = IS
@ New Schedule lettg po19
F:» New dates
English (United States) ~ Help Privacy Terms
@ signature sheets.dd po19
F: » Formal Inquiry
@ Prosecuting Officer.rtf 971372019
F:» New dates
6. Enter your G-Suite password and click Next
Word Sign in
. X
Good morning
New
Google
Welcome
@ XXX @eng.pdn.ac.lk v P
Blank document hot calendar
Enter your password
£ Search [
J Show password
Recent  Pinned Sha
O Name Forgot password? edified
@ InformationSecurif] po19
Desktop = IS
@ IS_Assignment Sur: B019
Desktop = IS
New Schedule lettg
W
"E F:» New dates b
English (United States) ~ Help Privacy Terms
@ signature sheets.dg po19
F:» Formal Inquiry
L= Prosecuting Officer.rif
“E STy 971372019

A

g your et
Tabls of
contents

Insert your first table of cont...

More templates —>

B
contents

Insert your first table of cont...

More templates —>

[v]

[v]
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7. Now you can see your office 365 licensing information in the Account tab.

Account

User Information

XXX YYYY
XXX -@eng.pdn.ac.k

count

Account Privacy

Office Background:

[ circuit -]
Office Theme:
[ colorful -

Connected Services:
& OneDrive - University of Peradeniya
XXX@eng.pdn.ac.lk

i Sites - University of Peradeniya
XXX @eng.pdn.ac.lk

Feedback

Options

Word (Unlicensed Product) XXX YYYY @ @ » - 9 /%
User Information Product Infermation
XXX YYYY [ | | Micr
XXX :@eng.pdn.ac.k n c OSOﬂ
Sign out .
Switch account Subscription Product
. Microsoft 365 Apps for enterprise
Account Privacy Belongsto:  XXx@eng.pdn.aclk
. FGIdECGOIT
Office Background:
[reut -] ‘ Manage Account ‘ Change License
Office Theme: [}l’_‘ Office Updates
[ colorful - El Updates are automatically downloaded and installed.
Update
. Options -
Connected Services: prons
& OneDrive - Un;vers:kty of Peradeniya @ About Word
DOOMESE I e Learn more about Word, Support, Product ID, and Copyright information.
B Sites - University of Peradeniya About Version 2108 (Build 14326.20238 Click-to-Run)
XXX @eng pdn.ac.k Word Current Channel
| 4 !
Account :| Q What's New
See the most recently installed updates.
What's
Feedback New
Options
8. Please instruct students to sign out from office 365 before leaving the computer.
Word (Unlicensed Product) warvyy ‘@ @@ ¢ - 8 %

Product Information

BS Microsoft

Subscription Product
Microsoft 365 Apps for enterprise

Belongsto:  00@eng.pdn.aclkc
This product contains

‘ Manage Account | ‘ Change License |

[:1? Office Updates

=] Updates are automatically downloaded and installed.
Update
Options +

About Word
@ Leamn more about Word, Support, Praduct ID, and Copyright information.
About Version 2108 (Build 14326.20238 Click-to-Run)
Current Channel

4}1 What's New

Ses the most recently installed updates.
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