UDoodle

Setup guide for school admins

Setup UDoodle across
your school

Forthe person who looks after your school’s UDoodle account. Add
your classes, invite your teachers and get your tablets ready: here’s
everything you need, step by step.

[ ] ( } udoodle.co.uk

< Backto notebooks

< Classes (7)

Class ataglance Add each class at Oakheld Primary School here, hen nvie s teacher. ach lass has s own
. pupils, login link and class tablets, and teachers see only the classes they're invited to. Pupils are
Year2 Willow addedinside each class

Eachpupil's latest page. It updates by itself while this screenis open. Tap a page to openiit. Addaclass

Forexample, Year 5 Oak

Hello! Drawing now Drawing now
ol 273 @)
S5 ! vz m
= ?‘ — m Reception Hazel
I3 Bonjour ! 22 0pupils o Inviteteacher ~ Open [
= jHola! No teacheryet

red oronge yellow
B3 Hallo! {24
- + 352 green  blue  purple
Year1Rowan
0 pupils Open [
Invited: r khan@example.org

7o the moon!

ﬁ

Year 2 Willow
0 pupils & Invite teacher Open W
No teacheryet
UDoodle Year2Wilow notinthe
Alsha Year 2 Willow Ava Year3Oak
4minutes 4 1minute ago - Art 6 pupils Open 0]

Tap yourname to start drawing

Teacher: Ben Harris

Year 4 Ash
o0 6 pupils & Invite teacher Open W
A No teacheryet
Todoy | Feel A
A ladybira oty ied “rry Year 5 Maple
becouse it is sunny. 0 pupils Open @

Invited: m.evans@example.org

Year 6 EIm
0 pupils 2+ Invite teacher Open @]

No teacheryet
Freddie

v Every classinone place v/ No pupil emails v/ Nothing toinstall v Invoiced to the school

udoodle.co.uk Built by a school IT manager
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v/ Whatyou’llneed

v The emailaddress your school’s account was v/ Pupils’ first names foreach class (a CSV export
setup with. works).
v Yourlist of classes, and each class teacher’s v YourIT team, for the checklist on page 12.

email address.
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How it works

How it works

How a school plan fits together

Your school has one UDoodle account, which you look after. Inside it, each class has its own
pupils, teachers, class link and tablets.

Your school
|ﬂ| You, the school admin: you add the classes and invite the

teachers.

J

Year 2 Willow
:= Itsownclasslinkand
tablets

Teachers: Mrs Patel

Pupils: 28, each with a sign-in card

2 Teachers

See the classesyouinvite them
to. They add pupils, print cards,
setup tablets and see their pupils’
work. Each class canhave up to
three: aclass teacher,aco-
teacherand ateaching assistant,
forexample.

J

Year 3 Oak
‘= ltsownclasslinkand
tablets

Teachers: MrHarris and Ms Brown
(TA)

Pupils: 30, each with a sign-incard

/ Pupils

Belong to one class. No email
address and no password: they
tap theirname on aclass tablet, or
scan their sign-in card athome.
Each sees only their own work.

B There’s aguide foryourteachers too

|

Year 4 Ash
‘= Itsownclasslinkand
tablets

Teachers: Miss Khan

Pupils: 26, each with a sign-in card

@ Parents and carers

Up to two for each pupil, invited
by the class teacher. They can
look through that one pupil’s
notebooks fromhome.

The Setup guide for teachers covers everythinginside a class: adding pupils, sign-in cards, tablets, the
shared whiteboard, seeing work, PDFs and sending copies. Share it with your staff: it’'s on
udoodle.co.uk/schools, and behind the “Teachers’ guide” link in “Manage your group”.

udoodle.co.uk
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Quick start

Your school, setupinsix steps

Signin
We set up your school’s account and email you. Signin at
udoodle.co.uk with that email address.

Seepage5

Addyour classes
Inthe “Classes” section, type each class name and tap
the “Add class” button.

Seepage 6

Invite the teachers

Tap the “Invite teacher” button next to a class and type
the teacher’s email address.

Seepage 8

Add the pupils

You or the class teacher paste in each class’s first names,
then print the sign-in cards.

See page 10

Setup the tablets

Setup each shared tablet for the classes that useit. Pupils
tap their class, then theirname.

See pagel

Brief your IT team

Give them the checklist on page 12: two web addresses to
allow, plus tips foriPads and Chromebooks.

See page 12

udoodle.co.uk

Quick start
Welcome back
Enter your email to continue
Email
[ sam.taylor@example.org J

Reception Hazel
O pupils S Invi
No teacheryet

Year1Rowan
O pupils
Invited: r.khan@example.org

o Co-Teachers
" Noco-teachersyet

Invite teachers and teaching assistants to help run this class. They can add and ediit pupils, set up ¢

tablets and see pupils' notebooks
) & sendnvitg

They don't need an existing UDoodle account, and they won't be charged

( ben.harris@example.org

or paste names

Paste names

Emma
Leo
Aisha
Sam
lames

UDoodle

Which class are youin?

Tap your class

2 Year3Oak 2. Year4Ash

Web filter: allow
v udoodle.co.uk

*.supabase.co (with
WebSockets)

Setup guide for school admins




UDoodle Signing in and your school account

Chapter1

Signing in and your school account

When your school orders UDoodle, we set up the school’s account for you and email the person
who willlook afterit.

Signinwith acode, notapassword

o Gotoudoodle.co.uk and tap the “Login” button at the &
top.
Type the email address we set your account up with, and Check your email
tap the “Continue” button. Enter the 6-digit code for

sam.taylor@example.org.
o We emailyou a 6-digit code. Typeitinandtap the

“Login” button.
If this email has a UDoodle account, acodeiis

onitsway.

©
The code works for 10 minutes. If it hasn’t arrived, check your spam
folderoraskforanew one.
Verification Code

Your school on your dashboard 998586
Tap the “Manage your group” bar at the top of your This code expires in10 minutes.
dashboard. It shows your school’sname and, inside |‘t, the No code after a few minutes? Check the address and your

spam folder, or sign up if you are new to UDoodle.

“Classes” section, where each class is kept withits own pupils,

Use a different email < Resendin57s

The code we email you.

Your plan

2 Group Subscription

Tap your name at the top of the screen to see your

Group Name Oakfield Primary School
account page. Your schoolis onaschoolplan,invoiced
to the school, so there’s nothing to set up in PayPal. The Flan Site
page shows the date your school has paid until. Status @ Active
v Asmany classes and pupils as your school needs. Paid until 31August 2027

v Everyclasshas every feature.

Your planis invoiced by the UDoodle team, so there is nothing to manage in PayPal.
We'llbe in touch before 31 August 2027 about renewing.

v Questions about your plan: hello@udoodle.co.uk.

Questions about your plan? Email hello@udoodle.co.uk.

udoodle.co.uk Setup guide for school admins
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Chapter 2

Adding your classes

Add one class foreach classinyour school. Each class getsits own pupils, class link and tablets,
andits teachers see just that class.

< Classes

Add each class at Oakfield Primary School here, theninvite its teacher. Each class has its own

On yOUF daShboa rd 3 Open the pupils, loginlink and class tablets, and teachers see only the classes they're invited to. Pupils are

‘“ Manage your group” bar added inside each class.
Addaclass

o Inthe “Classes” section, type the class’s € rocerroniae )

name, such as Year 3 Oak.

No classes yet. Add one foreach class inyour school.

Tap the “Add class” button, or press Enter. The
box clears, ready for the next one. o Type the class name, then Q tap the “Add class” button.

Classes arelistedin order, so Reception and Year 2
come before Year10. Each class’s link starts with
your school’s, such as
udoodle.co.uk/g/oakfield-primary-year-3-oak.

Q Naming classes

Use the name pupils and parents know, such as
Year 3 Oak or Class 4B. It appears on class
tablets and sign-in cards, and you canrename
aclassatanytime.

Your list of classes

Each class shows how many pupils it has and
Reception Hazel .
0 pupils 2 Invite teacher Open o} who teachesit:

No teacheryet

o “Teacher: BenHarris” The teacherhas

Year1Rowan accepted.

0 pupils Open o]
Invited: r.khan@example.org

o “Invited: ..” Aninvitationis onits way.

vear2 Willow o o “Noteacheryet” With an “Invite teacher”
0 pupils S Invite teacher Open W
flojtSachSyyet buttonnexttoit.

The “Open” button takes youinto the class, and
the bin button deletesiit.

udoodle.co.uk Setup guide for school admins




UDoodle Adding your classes

Renaming aclass
Openthe class, tap the “Class settings” button, change the name
« ’ Class settings X
and tap the “Save name” button. Here you can also change the
classlink (the old link keeps working and leads to the new one) and Class name
choose whether class tablets ask for pupils’ codes.
Year 2 Willow

(] Askforcodesonclass tabletstoo

Ontablets setup foryour class, pupils just tap their
name. Switch this on and they type their 4-digit code as
well. Anywhere else they always need their code or
sign-in card.

Deleting aclass

Aclass canbe deleted onceit’s empty, so pupils’ work is never removed by accident. Tap the bin button next to
the class. If it still has pupils, UDoodle offers to openit: archive and delete its pupils first (including any already
archived), then delete the class.

r N
Delete Year 6 EIm? X Year 3 Oak still has pupils X

The class, its login link and its class tablets will be Only anempty class can be deleted. Open the class,
removed, andits teachers will no longer see it. This then archive and delete its pupils, including any that
can'tbeundone. are already archived.

\ J

An empty class: the class, its link and its tablets are removed. Aclass with pupils: UDoodle offers to openit, so you can tidy it

first.
When a class moves up ayear
/ Keeptheclass andrenameit = Startafreshclasslist

If the same pupils move up together, rename the class If classes are mixed each year, download each class’s
(Year 3 Oak becomes Year 4 Oak) and change its notebooks, archive its pupils and paste in the new list.
teachers. Pupils keep theirnotebooks, sign-in cards Pupils getnew codes and new cards.

and codes, and the class keepsiits tablets. If you
change the classlink too, the old one still works.

@ Keep a copy first

Deleting a pupil deletes theirnotebooks for good, so download them first (page 14). Anything they drew on
shared whiteboards stays.

udoodle.co.uk Setup guide for school admins
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Chapter 3

Inviting your teachers

Teachers join by email invitation. They don’t need a UDoodle account already, and there’s
nothing for them to pay: the school’s plan covers everything.

Invite ateacherto aclass . Co-Teachers

N
No co-teachersyet

o Inyourlist of classes, tap the “Invite teacher”
Invite teachers and teaching assistants to help run this class. They can add and edit pupils, setup class
bUtton neXt to the Class . tablets and see pupils' notebooks

o The class opens with the invitation box ready. o
D ben.harris@example.org J

Type the teacher’s email address.

They don't need an existing UDoodle account, and they won't be charged.

o Tap the “Send Invite” button.

Cancel

Back inyour list, the class shows the address after ° The teacher’s email address. o The “Send Invite” button.

“Invited: ...” until the teacheraccepts.

To add a co-teacher orateaching assistant later,
openthe class, thenthe “Co-Teachers” section,
and tap the “Invite Co-Teacher” button. Each class
canhave up tothree.

What the teacher does
a They openthelinkin the invitation email. It lasts 14 days.

& e They type the email addressit was sent to, then the code we

L. email them.
Accept yourinvitation

Enter the email address the invitation was sent o The class appearson their dashboard.
to, and we'llemail you a code.

Email o> Manageyourclass
N
Year 3 Oak (Manager) - 6 members

[ ben.harris@example.org j

88 Classataglance + Add member L, Import

© PrintMember Cards v Select [0 Setup guide

What Ben sees: Year 3 Oak, ready to go.
The teacher signsin with the address the

invitation was sent to.

udoodle.co.uk Setup guide for school admins
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Who cando what

Teachersrun their own classes day to day. A few things that affect the whole school are kept foryou.

Class teachers You (sc:hool
admin)

Add and delete classes X v
Invite andremove a class’s teachers X v
Rename a class, changeitslink and the “ask for codes” setting X v
Add, edit and archive pupils; give pupils new codes v v
Delete archived pupils for good X v
Print sign-in cards v v
Setup and switch off class tablets v v
See pupils’ notebooks and Class at a glance; download PDFs v v
Invite parents and carers v v
Make their own notebooks and shared whiteboards v v

Eachteacher sees their own classes

Ateacherinvited to Year 3 Oak sees Year 3 Oak: its Whenateacher leaves

pup”s’ work and tab|ets} kept separate from every Remove them from their classes and invite the

other class. A teacher with two classes switches new teacher. Everythinginthe class stays:

between them with the “Select group to manage” list pupils, cards, tablets and work.
atthe top of “Manage your class”.

Removing a teacher

Openthe class, then the “Co-Teachers” section, and
tap the bin button next to theirname. They stop seeing
the class straight away, and the pupils and their work
stayjustastheyare.

Q Their own notebooks

Teachers onyour plan can also make theirown
notebooks and shared whiteboards, forlesson
examples and class activities.

udoodle.co.uk Setup guide for school admins
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Chapter 4

Working inside aclass

You can open any class and do everythingits teacher can. That’s handy for setting classes up
before term starts, or forlending a hand.

Moving between classes o Manage yourciass .
Year 3 Oak - O members
e Inyourlist of classes, tap the “Open” button next
to a ClaSS. Select group to manage
Year 3 Oak v

e Orchooseaclass fromthe “Select group to
manage” list at the top. Q at Oskteld Prmary School 9 Alclasses
e Inside aclass, the top says “A class at Oakfield
Primary School”. Tap the “All classes” button to
go backtoyourlist.

° Theclassyou'rein. e Backtoall classes.

Adding pupils to aclass

You can add pupils yourself, orleave it to each class teacher. Either

Import X
way:
B Uploadcsy o Open the class and tap the “Import” button.
or paste names
pactenames e Paste in the pupils’ first names, one perline, or tap the
Emma “Upload CSV” button for a file exported from your school’'s
;fs‘:‘a information system, with a Name column or First name and
Sam Surname columns.
James
Sophi
opre o Tap the “Add all” button.

Each pupil gets a picture, a colour and theirown 4-digit code. Then
tap the “Print Member Cards” button to print the class’s sign-in
cards.

() Samenames

Each pupilinaclass has theirownname, so add aninitial to tell
two apart, suchasJoe S. andJoeT.

udoodle.co.uk Setup guide for school admins
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Chapter5

Tablets across the school

Shared tablets and laptops are set up once for each class that uses them. Pupils’ own devices
athome need no setting up: pupils just use their sign-in card.

Atablet for one class
o Openthe class and tap the “Setup a tablet or computer” button. T T OB
Onthe tablet, scanthe QR code, orgo toudoodle.co.uk/setup ) Yearsoak ) Yoursheh

and typein the 6-digit code.

One code works onup to 35 devices for 15 minutes, soyoucansetup a

whole trolley at once from the classroom screen. Atablet set up for two classes: pupils tap
their class first.

A trolley shared by several classes

Seteachtabletup forevery class thatusesit: open the first class and set
the trolley up, then the next class, and so on. Each time, the tablet adds
the class to the onesit already knows.

Pupils then tap their class, then theirname.

Keeping tablets working

e Eachclasslistsits own tablets, with when each ¢ Setting up again from the tablet: open the class
was last used. You canrename a tablet or switchit link and tap “Set up this tablet”, then the teacher
off there. (oryou) taps the “Allow” button.

e Switching one off signs out anyone using it withina o Work lives safely online, not on the tablet. Drawing
minute. done offline waits on the tablet until it’s saved.

e Tidyby design: atabletnotusedfor120 days
(about aterm)is switched off automatically. Set it
up againin moments whenit's needed.

(] 2tabletsand computers setup Hide

E] Tablet 67 p g
Lastused: 5 Oct, 22:29

E] TrolleyiPad 1 7 o
Lastused: 5 Oct, 22:29

Aclass’s tablets, in “Manage your class”.

udoodle.co.uk Setup guide for school admins
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Chapter 6

ForyourIT team

ForyourIT team

Everything your IT team needs on one page. There’s more at udoodle.co.uk/schools, in the

“For your IT team” section.

@) Webfilter

Allow udoodle.co.uk and *.supabase.co, including
secure WebSocket connections (shared whiteboards
and live updates use them).

(] iPads

Add UDoodle to the Home Screen and setit up from that
icon (ordeploy it as aweb clip). AHome Screenicon
keepsits setup, while Safarionits ownmay clear a
website’s data after about a week without use.

o® Whataset-up device keeps

Arandom sign-inkey foreach classit’s set up for,in the
browser’s website storage and a cookie. No device
identifiers (such as MAC addresses or serial numbers) are
used.

@ Setting up many devices atonce

Correct codes can be used as quickly as youlike. Ten
wrong setup codesin arow from your school’sinternet
connection pause setup for 15 minutes, and any correct
coderesets the count.

Checklist before the first lesson

v udoodle.co.ukand *.supabase.co allowed, with
WebSockets.

v SharediPads: aHome Screenicon (web clip).

udoodle.co.uk Setup guide for school admins

oY, Nothingtoinstall

UDoodle runsin the web browser: Safari, Chrome or
Edge, keptup to date. There’s no app, device profile or
browser extension to deploy.

[J Chromebooks and shared profiles

Devices keep their setup aslong as they keep their
browser data. Guest or private browsing, ephemeral
Chromebook sessions and temporary Shared iPad
sessions are wiped at sign-out, so on those, pupils
simply scan their sign-in card instead.

9 Eachbrowseris separate

Safari, Chrome and aHome Screenicon each keep their
own setup, as does each user profile on a Chromebook.
Setup the one pupils will use.

= Ifthe network drops
Pupils keep drawing. Their work is kept on the device and
saved as soon as the connectionis back, soleave a
device’s browser datain place until then.

v Shared devices keep browser data between

sessions.

v Eachshared device setup forits classes.
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Chapter?7

Safeguarding and data protection

Safeguarding and data protection

UDoodle was built for primary schools from the start. Here’s who can see what, and how your

pupils’ dataislooked after.

© Builtforchildren
v Pupils need no email address, and we never
contact them.

v No adverts, and pupils’ work is never used to
train Al

v Pupils see only theirown notebooks and the
shared whiteboards they’re added to.

v Visits from class tablets aren’t included in our
visitor statistics.

Your school’s data

e Yourschoolis the controller of its pupils’ personal

data, and UDoodle s its processor, as our terms
set out (section?7).

e Adataprocessing agreementis available: just ask

us at hello@udoodle.co.uk.

e Whereit’skept: ourdatabaseishostedin
Belgium, in the European Union. Nightly backups
are stored on our own serverin the Channel
Islands.

e Security: everythingis encryptedin transit, pupils’
codes and sign-in card keys are encrypted (AES-

256), and there are no passwords to steal.

Telling parents

© Whoseesapupil’s work

e Thepupil.

e Theirclass’s teachers, and you as school
admin.

e Uptotwo parentsorcarers theirteacher
invites: that pupil’s work only, read-only.

e Pupils know: theirdashboard says “Your
teacher can see your notebooks.”

Leavers: archived pupils keep their notebooks
until you delete them. Deleting removes them and
theirnotebooks forgood.

Tablets not used for 120 days are removed
automatically, and so are joinrequests after a day.

If your plan ends, nothingis deleted: there are 30
days’ grace, then the account becomesread-
only.

Full details: our privacy policy at
udoodle.co.uk/privacy.

When you add pupils, you confirm that their parents or guardians have been told, as your own policies and
the law require. Our privacy policy sets out what UDoodle keeps and why, which may help.

udoodle.co.uk
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Chapter 8

The school year and your plan

Afew jobs at the start and end of each year keep everything tidy and everyone’s work safe.

At the end of the year

Foreach class (you orits teacher): ( » }

t- @ Aisha & 2
S

Selected:3  selectall © Archive(3) & Download notebooks

Keep the work: tap the “Select” button, then “Selectall”,
then “Download notebooks”. You get a zip file of PDFs, ‘ 2@ w2 ‘
with a folderforeach pupil.

4 3\
o Archive the pupils who are leaving or moving on. Archive Alfie? ~
They won'tbe able to signin, but theirnotebooks are
e Rename the class if its name changes, oradd the new kept. You can restore them later.
classes.
o Invite the new teachers and remove those moving on. N Y
o Add the new pupils with the “Import” button, and print
their cards.
o Check the tablets: any not used for 120 days need setting
up again.
Your plan through the year
9 Reminders 5 30days’ grace T Thenread-only
We email you 30 days and 7 days If the date passes, everything Every notebook can stillbe
before the date your school has keeps working for 30 days. If that opened, viewed and
paid until, and getintouch about falls over the summer holidays, it downloaded, and drawing starts
renewing. runs to 15 October. againassoonastheplanis
renewed.
B Check your dates Handing over to a colleague
The date your school has paid untilis on your If someone else is taking over UDoodle, email
account page (tap your name at the top of the hello@udoodle.co.uk and we’llmove the
screen). It’'sworth adding to the school calendar. school’s account to them. Classes, teachers and

work all stay as they are.

udoodle.co.uk Setup guide for school admins
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Help

Quick answers

Canthere be more than one school admin?

Your school has one admin account, and the teachers
you invite run theirown classes. If the personlooking
afterUDoodle changes, email hello@udoodle.co.uk
and we’llmove the account to them.

Canateacherhave two classes?

Yes. Invite them to each one, and they switch
between their classes at the top of
“Manage your class”.

Can pupils use UDoodle athome?

Yes. They scan the QR code on their sign-in card, or
use the classlink and their 4-digit code. Home
devices need no setting up.

A pupil moves to another class

Archive themin the old class and add them to the new
one. Download theirnotebooks first if you'd like to
keep them together.

Which languages does UDoodle speak?

English, French, Spanish and German. Each person
chooses theirown at the bottom of any page oron
theiraccount page.

Where can | read the terms and privacy policy?
Atudoodle.co.uk/terms and
udoodle.co.uk/privacy. Ask us for a data processing
agreement.

udoodle.co.uk

Quick answers

How many classes and pupils can we have?
As many as your school needs: classes on a school
plan have unlimited places.

Ateacherdidn’t get theirinvitation

Ask them to check their spam folder. Invitations last
14 days. To send anew one, open the class, remove
the waiting invitationin the “Co-Teachers” section,
andinvite themagain.

Canone tablet be used by several classes?

Yes. Setitup foreach class that usesit. Pupils then
tap their class, then theirname.

Do teachers or parents pay anything?
No. Everyone is covered by the school’s plan.

Canwe try it first?

Yes. The notebook on ourhome page works straight
away with no account, and we’re happy to talk you
throughit: hello@udoodle.co.uk.

Setup guide for school admins
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® Needahand?

We’re heretohelp

Email hello@udoodle.co.uk with any question, however small. We’re happy to help you set up.

Built by a school IT manager

UDoodle was built by school IT guy Joe, drawing on 15 years of hands-on
experiencein classrooms. It’s built around what actually works for teachers and
pupils: no complicated setups, no passwords for young children, and nothing
standing between a pupil and the page.

Getting started ‘= Usefullinks © Safe forchildren
Addevery class ¢ Signin: udoodle.co.uk e No pupil emails,and we
Invite each class’s e Setupatablet: never contact pupils.
teacher udoodle.co.uk/setup e Noadverts, and pupils’

« Forschools andIT: workis neverused to train
Al

guide udoodle.co.uk/schools

e Eachpupil seesonly their
own notebooks.

e Terms:

Brief the IT team (page
udoodle.co.uk/terms

v
O
O
Share the teachers’
O
O
O
O

12)
« Privacy: e Dataprocessing
Add pupils and print udoodle.co.uk/privacy agreement onrequest.
cards
Setup the shared tablets
/ Your school’s details
School admin (email) Plan paid until
IT contact Number of classes

udoodle.co.uk hello@udoodle.co.uk
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