SHKOLLA E MESME PROFESIONALE
KACANIK

Kapitulli VI

Dérgimi dhe pranimii E-Mail
Outlook Express nuk dérgon vetém e-mail-e, por mundet me komoditet té pérgjigjet

letrave (mails). Fajllat mund tu shtohen e-mail-eve si dhe té dhéana personale té
dérguesit munden automatikisht té insertohen..

Ky kapitoll do té prenton juve
e Si té krijoni dhe dérgoni e-mail-e.
e Si té& shtoni shtojsa (add attachments).
e (far¢ éshté nj¢ AutoSignature?
e Si t& prananoni e-mail-e.
Shkrimi i E-mail-eve
Formé e vegant e pranimit t& e-mailve, dhe funksion mé& shpesh i pérdorur i Outlook Express-
it &shté shkrimi i e-mail-eve

Kliko linkun e fages t&€ Outlook Express pér t& krijuar njé mesazh t& ri ose
NEé njé Folder Mail tjetér , njé mesazh i ri mund t€ shkruhet me butonin e paré né¢ toolbar

ﬁj Inbox - Outlook Express Mi=1 E3
J File Edit “iew Toolz Message Help |

[(pl-lee@oe | & % | G- @5~
B N Vissope]

Falders x| | !] | N7 | Fram | Subject -
%3 Outlook Express 1} (=) andrea.riegler@dsi.at Notebook Problem
E@ Local Faolders 29 awattaindownload@macr...  Welcome to Your Macromedia Authons
‘@1 21 corsbldr_download@macr... ‘Welcome to Your 30-Day Download T
; J“\?;S Outbox 79 customerservice@®macro...  Thank you for your interest in Drumbeal _|
55 Sent ltems 1] 21 Josef Enzenhofer IT Cormect
3 Deleted ltems £2) Microsoft Dutlook Express... Welcome to Outlook Express 5 _'LI
5B} Drafts < | 4
E @ news.aon.at From: andreariegler@dsiat To: metzger@aon. at

Subject: Motebook Problem

L

LContacts * X 5 & W . . n
P ——— | Né cildo folder Mail, mesazh i ri mund té
[R customerservice@macromedi.. shkruhet me butonin e paré né toolbar.

Ij-ﬂ Jozef Enzenhofer
[H uploadskins@real com

8 message(s), 0 unread I_E_w T

N

|
Ose letra mund té shkruhet me Internet Explorer duke klikuar né butonin Mail -kliko new

message
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3 bit media/Homepage - Microsoft Internet Explorer

| Fle Edt View Favortes Tooks Help
LoD Al

| Back Ftiard Stop Refresh  Home

| Address IE] ittp: /v, bitrnedia, coAstart htrml

& 3B 3

Search Favorites  Histary M ail Erint

Send Page...

Read News

pasi té ngarkohet Outlook Expres njé€ letér e re mund t€ krijohet

MESSAGE / NEW MESSAGE.

B: New Message _ O] >
J File Edit “iew |nzet Format Tools Message Help |E
ENEY -GN E

Ta: | [wkhom@bit-online. com

il
1
1
fih
Il

i

| I I Rl [ R A A U2 2

lind

]
i
L

| — &

Adresa e marrésit futet né kutin To:.
Kopjet mund té dérgohen duke futur
adresén né kutin Ce: (Courtesy Copy-
kopja e Mirésjelljes.)

Emrat mund t€ futen gjithashtu edhe nga
libri i adresave(address book)

> cliko To:
I 1
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Select Recipients EHE
Type name or select from list: E
| Find... |
IHauptidentitét's Contacts j Message recipients:
Name 7 | E-Mail s E=|walter Khom
EZlAndrea Riegler andrea.r
customerservice@macro...  custome )
=|Jogef Enzenhofer zchuhmé ‘l I _’l %
EZ] uploadskins@real. com uploads} T m
[E=]'walter Khom wkhom@ _ ES | b
KN E— 2
Bcc > l : .. . .. ® e .. ..
. 5 Pérzgjedhé njé emér dhe mé pas
kliko njérén prej butonave To:, Cc
Mew Contact | Froperties | ose Bec.

Kliko OK pér t& mbyllur dritaren.

o | __ Cliko OK

it New Message _ (O]
J File Edit View Inset  Format | Tools Message Help ‘:
IBieElo e ¥ u@

[ To: IW’aIter Khom Er_m_.rypl "

Digitally Sign
E&Ce |
: Check Mames Chrl+k

Subject: I Select Recipients...
il ~] [0 =] . AdfessBook.. Cubshine EE | E = EE | — @
Hello Walter! .

I'm sorry to say that the progres of the Iessbns is rather  Vlarrési &shté kopjuar né
deadline. YWe need to extend by one week at least. kutin To: &shté e mundshme

It's & one man show and therefore, it takes time. té kontrollohet drejshkrimi i
Regards, tekstit t€ mesazhit pasi g€ ai té
Georg. jeté futur. Pét ta béré kéte
Kliko Tools/ Spelling ose F7
shtyp
Checks the spelling in a meszage. > tho Sp elling
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Fillon Spell Checker. Nése ndonjé fjalé nuk njihet nga spell Checker do té prezentohet
Speting |

Mat In Dictionany: IHE|D

Change To:

Suggestions: o

lgnore | Ignnre.ﬁ.lll

| Change I Ehange.ﬂ._lll
LI Add | Suggest |

[ pEtiEmE.. | e L-El:i:tl Cancel I

Halao

Kutia Change To : ju mundéson t&€ béni korreksioni. Sugjerimi mund t&€ pérzgjidhet nga
lista Suggestions.

Ignore /Change : pércakton nése teksti do t€ ndryshohet ose jo

Add: fjala aktuale q& nuk ndodhet né fjalor i shtohet fjalorit

Ignore ALL: fjala asnjéher nuk ndryshohet

Change ALL: t€ gjtha fjalét e métutjeme t& shkruara jo drejt ndryshohen automatikisht
Klikimi n€ ndonjérin prej butonave rifillon kérkimi i fjaléve.

Ndryshimet e fundit mund t& zhb&éhen me buttonin Undo Last

Kliko Change:

Kutia e mesazhit do tju informoj juve se éshté kompletu kontrolla e drejtshrimit (spelling
check)

Spelling

—

-
Q) The zpelling check iz complete.
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it ECDL - Internet - Further delay

J Fil= Edit “iew Inzet Format Tool:  Message Help

EEE - AN =T 1E
: IW’aIterKhom
[E} Ce: |

Subject: [ECDL - Intemet - Further delay

Arial

= [ s

' F X

—

e

Hello Walterl

Regards,
Georg |

-

I'm sorry to say that the progress of the lessons is rather slow. I'm quite sure that | can't meet the
deadline. We need to extend by one week at least.

It's a one man show and therefare, it takes time.

Rreshti Subject duhet shkurt dhe précisé t&
pérshkruan pérmbatjen e letrés .

Hapi i fundit éshté sérgimi i letrés

> Kliko Send.

7]

Rreshti Subject: paraget temén e mesazhit. Rreshti Subject zakonisht shfaget kur personi
kontrollon e-mail e tij apo t& saj

K

J File Edit ‘iew |Ir

g5 ECDL - Internet - Further delay

Farmat

=10 x|

Toolz ge

IBliERo a9 0 ¥ -

X

To: IWaItE( Khom
Cc: | Send Mail [ x|
Subject: |ECDL -ntert e
'..\l) “When you send an e-mail message, it will be placed in your
- ‘Dutbox’ folder ready to be zent the nest time you choose = | —
I"ﬁ'“aI the 'Send and Receive' command. EE | @
Hello Walter!

I'm sorry to say that
deadline. YWe need 1

It's a one man show

™ Don't show me this again. can't meet the

Regards,
Georg |

Nése ju aktualisht po punoni Offline letra
nuk mund t& dérgohet direkt. Ky mesazh
shfaqet pér tju njoh me kété gjendje.

Kliko OK

"
Socm R

&

Kliko butonin 2end/Fecy

Internet
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Kliko OK.

J File  Edit “iew Toolz Message Help

|RA-feing | & X & - @G-

€ Outbox

Folders X | ! | 1] I To l Subject
E:ﬁ] Outlook Express M alter Khom ECDL - Internet - Further delay
E‘@ Local Folders Dutlook Express B

B Inbox

Outbox i 'j : : : ;
g 5 tTt / ! You are currently working offline. Would you like ta go anline now?
ent ltems

Deleted Ite
B} Drafts Mo | |
@ rews. aon. ak - = S— wa—
Subject: ECDL - Infernet - Further delay
Contacts ¥ % | Hello Walter! Letra ruhet né Outbox pérderisa ju té mos t&¢ =
(Rlrdea g | e kaloni online duke Klikuar Send and
T : » Receive All. -
%J :ustc;rgerser:c:fe@macmmedl._[ ' sorry to say that th
A Jozef Enzenhofer :
SR i e || quite sure that [ cant >konfirmo kutin e mesazhit me Yes.
« | » week at least. i
11 messagels], 0 unread ['Em T "2

.
‘) Outlook Express i me konfigurim default realizon lidhjen me mail server dhe upload dhe download
letrat (mails) pér ¢cdo 30 minuta. Kjo sésht problem nése keni lidhje permanente me internet pérndryshe njé

lidhje dial-up vendoset pér ¢do 30 minuata.
e Ky interval mund t€ ndryshohet duke pérzgjedhé Tools / Options. N& Tabin General , ju

. . . ¥ Check for new messages every a0 =~ minute(z]
mund t& gjeni:

Rrezyme
Sérisht rrethé formulimeve Shkrimi i E-mail-eve
o Secili mesazh i ri duhet té keté spaku njé marrés(recipient)
o Fut adresén e marrésit né kutin To:
o Gjithashtu mundé té zgjedhni marrés(a) nga libri i adresave(addres book)
o Fut Subject, mé pas Trupin(tekstin) dhe dérgo letrén (send )

e Qéndroni offline pérderisa té krijoni letrén tuaj-éshté mé lire!
krijoni offline t& gjitha mesazhet dhe dérgoni t& gjitha me njé go!

Internet
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Shtimi i njé shtese -Adding Attachments

e Njé prej avantazheve t€ E-mail-it éshté se mund tu bashkangjiten fajlla dhe té
dérgohen s€ bashku me letrén. Andaj marrési mere t¢ gjitha informacionet menjéher.

5 ECDL - Internet _|O) x
J File Edit “iew Inzet Format Toolz Message Help I
Blreec|avo-|REo

To:  |walter Khom Aibtach File

Ce |

Subject: [ECOL - Intemet
Arial o= Z. B £ UA | = Es==s—-2R

[ |

Hello Walterl

Find attached the E-mail basics lesson for the Internet course.

Please check the lesson and tell me what you think of it

The rest will follow soon... Letra krijohet si zakonisht dhe mé&

pasé i shtohet njé shtesé(

Regards, attachment) duke klikur n€ butonin

G

50T Attach file.
>kliko Attach file
ji ECDL - Internet - |0O] x|
J File Edit “iew [nsert Fomat Tools  Message Help ‘
Insett Attachment Kl B
Look i | 07 E-Mail Basics - & & ek
15 _ih0701 i Yo7 a5
|1 swa2d %[ Tesson.ini
1 swakd
Al :Iwav = = = =
A= = = =E = - 'ﬂ
= E| download.ini | e
@ aloszary. bxt ;I
File name: IibU?’.aSp Attach
Files of type: IAII Files [%.%) j Ca |
I~ Make Shortcut ta this file Tani navigoni fajllin, pérzgjidh dhe
kliko Attach
T »  Kkliko Attach

Nz
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it ECDL - Internet =]
] File Edit “iew [Inzett Fomat Toolz Meszage Help |I
BléteRala v y- R8s

: IWaIter Khom
E&Ce |

Subject:  [ECDL - Internet

@tach: I&ibﬂ?.aSp (575 KEB) )

Arial o] Z. B £ UA|=SEE E=s== -0
Hello YWalter!
Find attached the E-mail basics lesson for the Internet course.
Please check the lesson and tell me what you think of - . . )
The rest will fallow saon. .. Fajlli shtes¢ shfaget né kutin
Attach
Regards, Krejt cka duhet béré tani €shté té
Georg| dérgohet letra
—>clik Send
Uutbox - Uutlook Express _|Opx
J File Edit ‘“iew Tools Message Help ‘E

[P | & X | S - @5 -
€ Outbox

Folders X| ' o 1o I Subject
3 Outlook Express ECDL - Internet
E]@ Local Folders
E -2 Inbox
% Duthox
.53 Sent ltems
.(F Deleted Items
LB Drafts 1 | 1]
@ news. aon. at z _
et [5]
Ikona e kapses sé letrés (paper
Etoes v X | Hello walter! Clip) né listen e mesazheve dhe
(B Andrea Riegler a . . " .
[ customerservice@macromedi. __ Fi . iconen P aper Cllp ne drltaren
3 ind attached the E-m: . .
Edolsef Fﬁéeniofer' | Please check the lessc  PTEVIEW tregon se mesazhi ka
« | Ll_l The rest will follow soor ghtesé (attachment)
1 meszage(z]. 0 unread E
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ooy Ouion P L] s

J File Edit ‘“iew Tools Meszage Help |E

A -foriee | 8 X |59 - mba-

< Outbox

Folders X | ' g 10 | Subject

";-ﬂ Outlock Express [Tl = alter Khom ECDL - Internet
-3 Local Folders
5 Inbox
& Outbox

-5 Sent ltems
Deleted Items
B Drafts 1] | 4

- news.aon at From: Georg Metzger To: “Walter Khom
Subject: ECDL - Intermet

Klikimi né kapsen e letrés né

& ib07.25p (590 KE)

preview hap njé¢ menu qé o Save Attachments..
srmb & oithé faillat shtesé E-mail basics lesson for the
pérmban t& th ¢ Iajllat shtesc lesson and tell me what you think of it.
soon... >
| m121 1 RrRAA 7 [E3 wierkine Nifline [
J File Edit View Toolz Message Help |

|P-v e | S X |9 -85 -

€ Outbox

Folders x|[Ta]70 Subject
Igl Outlook, Express 1] < ECDL - Internet
E@ Local Folders
5B Inbox
-8 Outbox

2 Sent Items
{3 Deleted ltems
B Drafts 1] |

- news. aon. at

(B

From: Georg Metzger To: 'Walter Khom
Subject: ECOL - Internet

[P - [ ib07.25p (530 KB)
Shtesat mund t& ruhen si¢ duhet

dhe t& mos humben kur fshihen he E-mail basics lesson for the
letrat he lesson and tell me what you think of it.
lowy so0n. .

%2 Working Offline |

14
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w¥ Outbox - Outlook Express - |O] =
| Fle Edit Miew Tools Message Help |

J@'ﬂd O B R e e
RN NGRS S ave Attachments 2l i
Attachments To Be Saved: —

Folders

73 Outlook Expr

E@ Local Fal Can

. TR Inbo
Duth
S Sent
(7 Delel
L.5B} Draft 1]

@' news.aof
selectl | 4

-

017 a5 (590 KE) save

LContacts * Save To . kt . . .
(B Andiea Fieal [CAECDL\Englshtintemet V26\07 E-Mai Basics Pércakto folderin pér trujtur

[ customerser, shtesésn -attachment(s) dhe
EEJOISBFFTZ_MTTE'I _l‘:J Please check the less  kliko Save
« | »

The rest will follow soo
Chooze which attachments to save to digk.

Rrezyme:

Sérisht rrethé furmulimeve shtimi i shtesave
o mesazhet t& cilat kané fajll shtes¢ indikojné me njé kapse letreje
o kliko kapsen e letres(paper clip) né dritaren Preview dhe mé fajlli hapwet si
njé shtesé
o kliko kapsen e letrés né dritaren e Preview dhe mé pas Save Attachments
pér ta ruajtur shtesén né disk
o gjthashtu komanda éshté e mundshme nga menua File.
Rreshti Attachment: shumé programe e-mail ju mundésojné t€ bashkngjitni fajlla(attach
files) si dokumente apo fleta pune(worksheets). Nése mesazhi posedon ndonjé
shtes(attachment), emri i fajllit do t& duket né rreshtin Attachment

AutoSignature

Nénshkruarimet -Signatures

Signature &shté njé€ tekst standard qé shtohet né€ fund t€ njé e-mail —i.
Signatures jané shtesa elektronike té kokés s¢ letrave konveksionale (jepé informata shtesé t&
dérguesit.
Ju mund t€ pérdorni vecoring AutoSignature té& shtoni t&€ gjithé informacionin e letrave
konvencionale me koké (Emri, adresa, nr i telefoni / fax , etj.).
Opérdor TOOLS / OPTIONS pér té krijuar mjé AutoSignature té re. Kliko Options
OSelect tab-in SIGNATURES né dritaren dialogues Options .
kliok butonin NEW .

Internet 10
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E WX Options K E3
J Security | Connection | Maintenance
T Genersl | FRead | Send | Compose Signatures Spelling
i Signature settings
| | ¥ IV Add signatures to all outgoing messages
F -~
- W Don't add sighatures to Replies and Fonwards :
= Signatures ok Problem
E a T Defaulisiorat & to Your Macromedia Authorw
e staulsgnatue Hew e o our 30-Day Download Tri
Benee | wou for your interest in Drumbeal __
et
Rename | e to Outlook Exprezz 5 -
L »
Edit Signature

& Test|[Regards.

- Georg B
I GJM-CTP@surfeu. at Ceko ADD SIGNATURES TO ALL OUTGOING
L MESSAGES, ME PAS shkruani tekstin q& duhet
L ta shtuar i né fund t& email-it
- e - > kliko OK.
it New Message =] E3

Farmat

Toolz: Message

Help

| Eile Edt View Insett

Bl tERo|e%| 0 - B8

Ta: |

BEcCe |

Subject: |

P
1l
nnn
11

IRk

4
Ti¥1

e
(e
Ml
1]

|

:
E

Regards,
Georg
Gl-CTP@Esurfeu. at

Prej tashtit signature (firma) e pérzgjedhur i
shtohet automatikisht seciit e-mail t& dérguar

%
Rrezyme
Sérisht rrethé formulimeve mé t&€ randsishme pér Signatures.
o Signatures jan¢ homologe elktronike pér kokat e letrave
konvencionale
Internet 11
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o Kiliko Tools/Options dhe pérzgjidh tab-in Signatures . pér té krijuar
njé signatures té re

o Secila e-mail account mund ta keté signature- en personale

Receiving e-mails

Letrat e juaja ruhen né server-in e letrave (mail server ) pérderisa ju nuk i sharkoni ato.
Nése po punoni online ato dérgohen automatikisht

N¢ pérgjithési, ju duhet ta vendosni lidhjen pér t&€ pranuar ndonjé e-mail

Kliko butonin Send/Recv
Send and Receive All (nése jeni offline) do t& fitoni

H Inbox - Dutiook Express —|O]
File Edit View Tools Message Help ‘E

P &5 S- @ 5~

= [nbox

olders | ' | Q | = I From i | Subiect -
1 Outlook Express
| @ Local Folders Outlook E“pmss acromedia Authorna
------ o | 0-Day Download Tri
@ Dutbox / ! You are currently working affline. ‘Would you like to ga online naw? |, oeot in Drumbeal_
------ ‘{fé Sent ltems
...... @ Deleted Ite Mo k Express 5 v
...... qﬂ. Dirafts
@ news.aon. at From: andreariegler@dsiat To: metzger@aon. at
Subject: Notebook Problem
Nése ju aktualisht po punoni offline , shfaqet ky
mesazh duke ju pyetér se a doni t& kaloni online :d to file: pic 19456 pox) ..

>Kliko Yes.
® ST on 03/22/2000 02:28 PM

wiorking Offline |

T¢ gjitha letrat e arrituar (nga sanduki i letrave ( mailbox) né severin e letrave ( mail
server) shkarkohen né INBOX.

Internet
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ﬁ,l Inbox - Outlook Express M=] 3

J File Edit “iew Toolz Message Help ‘
LB @ e = : = >
Mew b ail Feply Reply All Forward Frint [VElete Send/Recy
™= |Inbox
Faolders x !J QJ VP | From I Subject
E:EI Outlook Express = =3 Microsoft Dutlook Express... Welcome to Outlook Express
E@ Local Folders
el
- iFS Outbox
" Sent ltems
e d | 2
- Deleted Items |
o 5B Drafts From: Microzoft Dutlook Express Team To: Georg Metzger
L EB e orfen At ;I Subject: Welcome to Outlook Express 5
Contacts * x |
There are no contacts to display. Click The solution for all your messag
on Contacts to create a new contact, _____ILI
»

|1 meszage(z). 0 unread |§ Wwiorking Offline l 7

Picture 1: Outlook Express — The Inbox
Pjesa e sipérme e Folder window shfaq dérguesin dhe temén subject —in e e-
maill.

O jumund t€ sortoni listen bazuar né titujt e shtyllés duke klikuar né to.

O nése ju pérzgjidhni letér nga kjo list, pjesa e poshtme e dritarés éshté Pani
preview . i cili ju mundéson pamje pa patur nevoj ta hapni dritare t& vacant
mesazhet e palexuara jané t&€ prezentura me zarfin normal t€ mbyllur.

O DOUBLE CLICK a message to read and edit it:

Internet 13
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& Welcome to Dutlook Express 5 =] B3

J File Edit “iew Toolz Message Help ‘

9@@@@%}%4}0"”

Reply Reply &l Forward Frint Delete Previous Mext
From: Microzoft Outlook Express Team
Date: 05 July 2000 10:37
To: Georg Metzger

Subject: ‘wWelcome to Outlook Express 5

Featuring cl

.
=
]
*
I
N KR

Picture 2: Received Message

Mesazhet e lexuara dhe t€ palexuara munden leht t& dallohen .mesazhet e pa
lexuara tregohen me boldface dhe simbolin ndérsa mesazhet e lexuara
tregohen me tekst normal dhe simbolin 3,

Rrezyme :

Sérisht rrethé formulimeve rrethé marrjes s¢ E-mal-eve(Receiving E-mails)
o Mesazhi i juaj ruhet tek serveri i letrave provajderit (provider’s mail server)

o Ju mund ta shkarkoni letrén e juaj n€ ¢fardo kohe, zakonisht ju duhet t& log on
né server me emrin e juaj (user name) dhe fjalé kalim (password)

o Te& gjithé mesazhet e arritur ruhen né€ inbox
Detyré:
Krijone njé mesazh té ri dhe dérgo njé fajll si shtesé
Pérzgjedh marrésin(Recipient) nga libri i adresave
Pérdor maus pér té pérzgjedhé JJ dhe mbyll dritaren dialogues
Fut Meeting si Subject dhe shto njé fajll/p.sh fajlli xxx.doc dhe konfirmo pérzgjedhjen

Test:
1 1Piké

Kopjet e marrésve(Recipients of copies) t&€ njé e-mail-i futen né...
a From

a Copy

Internet 14
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o Cc
a To
2. 2piké

Rendit hapat pér dérgim té e-mail né renditje korrekte

Send Mail 1

Select Recipent

New Message

2
3
Open Address Book 4
Enter Body Text 5

3. 1Piké
Ku ju mund ti gjeni kopjet e letrave t& derguara?
e Copies folder
e Outbox folder
e Sent items folder
4 2 piké
Ju déshironi t€ ruani nj& Attachment(shtes¢). Cilén komand e pérdorni?
e Pérzgjedhé Attachment- mé pas File/Export
e Open message-Butoni Export
e KIlik tast djathté mbi Attachment —Save As
e Kliko Paper Clip(kapsja e letrés)- mé pas Save Attachments...
5 1piké
Spelling Check satrohet me Edit-spelling
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