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CSV Invoice Overview

CSV stands for Comma Separated Value/Variable file.
It represents structured way of data stored as plain text file.

CSV Invoice Upload

Supports the transfer, transformation and loading of comma delimited files (CSV)
representing a Supplier’s invoices to be rendered as cXML invoices for their
Customers.

Provides an effective means for Suppliers with a large number of invoices to
submit these to their Ariba customers electronically when they do not have the
immediate means to provide these via cXML or EDI directly.
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CSV Invoice Scope

Novartis supports the following CSV invoice types:

PO Invoices: invoices against purchase orders where the purchase order was
received through the Ariba Network.

Non-PO Invoices: invoices that do not reference a purchase order OR invoices
that reference a purchase order but the purchase order was not received through
the Ariba Network.

Invoices submitted through CSV upload have the following requirements:
Cannot be greater then 10,000 lines in total.

Cannot be greater than 2500 invoices per file.

The file cannot exceed 40MB in size. Up to 100MB attachments on the network.

© 2015 SAP SE or an SAP affiliate company. All rights reserved. Public



Data requirements

An SAP Company



Invoice Data Requirements

Invoice ID must be always present and maximum 16 characters are allowed.
Date input format must be: mm/dd/yyyy.

PO based invoices MUST use the ‘orderlID’ field to capture the PO number.
‘supplierOrder’ field is used for non PO invoice.

‘agreementlD’ field is used for contract based Invoices

Purpose must be either ‘standard’ or ‘lineLevelCreditMemo’ only.
‘originalinvoiceNumberReference’ & ‘comments’ are mandatory for credit invoice.

The contact roles available in the CSV template are:- remitTo, billTo, soldTo, supplier(from role), shipTo

and shipFrom.,
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Additional Data Requirements

Required fields:
iIsTaxInLine
billToAddressID
billToName
billToStreet
billToCity
billToPostalCode
billToCountry(must be a two character country code)
soldToAddressID
soldToName
soldToStreet
soldToCity
soldToPostalCode
soldToCountry(must be a two character country code)
fromToName
fromToStreet
fromToCity
fromToPostalCode
fromToCountry(must be a two character country code)
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Additional Data Requirements

Required fields:
shipToAddressID
shipToName
shipToCountry(must be a two character country code)
shipFromName
shipFromCountry(must be a two character country code)
lineltemSubtotal
All the amount fields related to tax
summarySubtotalAmount
summaryGrossAmount
summaryNetAmount
summaryDueAmount
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CSV File Recommendations

File Requirements

Alterations or updates to the original CSV file format downloaded from the
Network will cause the CSV to fail during the upload process.

You must keep the CSV file you download in its native format.

Do not convert to an Excel file, save as a workbook, add macros, delete/add
columns or edit the column names in any way.

The application Ron’s editor is an example of a CSV File editor.

You can download a free trial at;
http://www.ronsplace.eu/Products/RonsEditor?utm source=Killink

Note that this is not an Ariba software and is not supported by Ariba.

© 2015 SAP SE or an SAP affiliate company. All rights reserved. Public


http://www.ronsplace.eu/Products/RonsEditor?utm_source=killink

CSV template detalls

An SAP Company



CSV Sample / Field Mapping

The embedded CSV sample template provides:
Data sample of valid CSV invoices processed successfully by the Customer.

&

Novartis_testFile

The embedded field overview provides:
Mapping information on field content and requirements.

&

Novartis Desc

For accounting and payment questions:
Contact Novartis: www.novartis.com

For CSV upload related questions or errors:
Contact Ariba Technical Support
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Downloading the CSV Template

CATeam Supplier Acc... ¥
AND1000440481, Basic Package
From the Home Page Of your IEI"tE" wour company revenue to reach I
production AN account, Click the 0%
AdmInIStl’a'[Ion tab Company Profile
Click Current Relationships Service Subscriptions
. . - L=2
AN will display a list of all Account Settings
customers that you have a :> Customer Relatonships
. . - . Users
relationship with on the Ariba Y9 Notifications
Network of Account Hierarchy
Click on Novartis link within your e
list.
Approve  Reject
Current
Custorner Approved Date 4
r Supplier Information Portal 31 Mar 2006
Reject
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Downloading the CSV Template (continued)

AN will display a readable
version of the template listing
fields and short description.
Please refer to the detailed
field mapping definition
worksheet included with this
upload guide for specific
field information.

At the very bottom of the field
list, you will see the Download

CSV Invoice Template button.

CsY INVOICE FIELDS

This is the list of supparted figlds in CSY invoice,

CaY Invoice Fields

Marne
invoicelD
invoiceDate
isTaxInLing
arderlD
orderDate
salesQOrderNumber
billToAddressID
billToName
billToStreet
billToCity
billToState

billTaPastalCode

[ [y o PR Y

Description

Unique identifier for the invoice (Required)

Date of the invoice (Required) FORMAT: 12/31/2008
Enter "' if there is a Tax Detail in Line Level Else entre 'N'(Y - indicates YES and N - indicates NO)
Reference to the order being invoiced (Required)
Order Date

Supplier Sales Order Number

bill Ta 1D

bill To Namne

bill To Street

bill To City

bill To State

bill Ta Postal Cade

LT Aeabe..

Download CEY Invoice Template
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Downloading the CSV Template (continued)

Click the Download CSV
Invoice Template button.
You will be prompted to
Open or Save the file.
Save the file to your local
hard drive.

Once you are finished saving
the template file, click the
Done button to exit this
section.

You will be back at your
Customer Relationship

page.

CSY INVOICE FIELDS

This is the list of supparted figlds in CSY invaice,

CoV Invoice Fields

Marne
invoicelD
invoiceDate
isTaxInLing
arderID
orderDate
salesQrderumber
billToAddressID
billToName
billToStreet
billToCity
billToState

billTaPastalCode

[ 1, o Y Y

Download CEY Invoice TEMPlat < m——

Description

Unique identifier for the invoice (Required)

Date of the invoice (Required) FORMAT: 12/31/2008
Enter "' if there is a Tax Detail in Line Level Else entre 'N'(Y - indicates YES and N - indicates NO)
Reference to the order being invoiced (Required)
Order Date

Supplier Sales Order Number

bill Ta 1D

bill To Namne

bill To Street

bill To City

bill To State

bill Ta Postal Code

Ll ~aobe..

Done
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Auto-populate the CSV Invoice Template

Populate each available invoice

field as appropriate — starting in / Ron’s CSV Editor
ROW 3’ Ce” A =4 ADT_Test - Copy.csv - Ron's Editor - licensed to Evaluator \
Note that . Rows 1 and 2 are B e A Colmes 2l Filier Took | Help
CSV File information rows and T = B | e e = [ 2P| 2
cannot be removed or modified Main Document
in any way. If these fields are .
e = € 6

changed or removed, the file will — Standard Rows — Do Not Change

. 85859_1 Column Column [1]
fall at upload 1 _csv_wversion:1.8 _csv_serial:1447835425975  csv_typerinveodice
ThlS data ShOUId be extracted 2 |invoiceID invoiceDate pUCpOSe

from a suppliers application and
automatically populate the CSV.
Populating the fields manually is
possible, but not the

Main Document

recommended approach. E € 8 - _ Begin Invoice Data
To populate value for each field
. . 8859_1 olumn Column [1]
select that Ce”’ rlght click and 1 ion: _csv_serial: 1447835425975 _csv_type:invoice
chose option ‘Edit with Edit 2 |RovoiceID invoiceDate purpose
Panel | > Edit with Edit Panel
When you have completed et with Editer
populating all fields for your B Insert Row(s) Above
particular invoice, Save the file g Insert Row(s) Below

to your local drive.
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Upload the CSV Invoice

From the Home Page, locate the
CSV Upload link on the left side

B

of the page. This is located in / csv upload
the Quick Links section. gz:!nrar Confirmation

Click Invoice CSV.

You will see an Import CSV

Invoice box.

Ensure Customer is selecte

the Customer drop-down box.
Note: Each customer using
the CSV Invoice method
has a customized template.

T
Invoice CSW

Sk
Import CSY Invoice

YOU CannOt use any Othel‘ * Customer: Regions Financial Corp, -TESTj
customer's template for * €8 imvoice file path: (Import C3U Invoice | Buowse. |
Customer .

Click the Browse button and find
the CSV File you have created — s T ———————————————————
and saved.

Once the file path is shown, click
the Import CSV Invoice button.

You will receive a “Successful Import CSV Invoice
CSV Import” message When \ * Customer: Ariba SB29 - TEST ]
Complete Mlc:\Documents and Sett  Browse.. |
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Tracking CSV Invoice status

Home Inbox |Qutbox |Catalogs FReports

Invoices Order Confirmations Ship Motices Drafts

Checking Invoice Status [ i
nvoilces

From your Home Page, click
on the Outbox tab.
You will again, see a listing of

p Search Filters

all of the invoices you have logolees
sent. \ Invoice # Custormner Reference Subrnit Method
Each invoice number is a link I : RTLProdChryTst Custormer Corp, Contract IS Paper Invoice

to open and view that invoice.
There are two status types
provided:
Routing Status: show
the routing status of the

[Creete Line-Ttern Credit Meme] [Edit] | [Generate Mon-PO Invaoice

Invoices Tofal 1 (i

invoice through the
Ariba network to

Invaice # Customer Reference Submit Method Ongn  SoweDoc  Date Aot Routng Status | Inwaice Status

Novartis fo] MProdlhTst  CwomerCop Conrat [CSPaperloiz Suppler 25 0ct 2011 460000 ISR Sent Sent
Invoice Status: shows [Create Lineem CreditMemul \ [Generat& Hon-£0 Invuice\

the status of the invoice

1 1Fi Cantact Sugoort | Privacy Statement | Securiy Disclusure | Terms of Use
Itself SpeC|f|Ca”y through £1996-2011 Aribs, Inc, Al ights resarved,

it's payment process.
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Tracking CSV Invoice status

Routing Status

Obsoleted: You canceled the invoice.
Failed: The invoice failed the Novartis invoicing rules as set within their Ariba Network account.

Queued: Ariba Network received the invoice from a suppliers Network account, but has not sent it
to the Novartis network account.

Sent: Ariba Network sent the invoice to Novartis Ariba Network account. The invoice is awaiting
download into the Novartis invoicing application.

Acknowledged: The invoice has been sent from the Novartis network account into their invoicing
application.

Invoices Total: 1 [

Invoice # Customer Reference Subrmit Method drigin Source Doc Date firnount Raouting Status Inyoice Status
(" [=1| RTLProdCtryTst Customer Corp, Contract ICS Paper Invoice Supplier 25 0ct 2011 $600.00 USD | Sent Sent

[Create Line-Iter Credit Meme] | [Generate Man-PO Inyoice

Contact Support / Privacy Statement / Security Disclosure / Terms of Use
@ 1996-2011 Ariba, Inc. All rights reserved,
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Tracking CSV Invoice status

Invoice Status

Sent : Novartis has received the invoice

Rejected: Novartis has rejected the invoice. If Novartis subsequently accepts the invoice or
approves it for payment, invoice status updated to Sent indicating invoice was accepted
Failed: Ariba Network experienced a problem routing the invoice

Approved: Novartis has approved the invoice for payment.

Invoices Total: 1
Invoice # Custormer Reference Submit Method Drigin Source Do Date frnount Routing Status
(" =1 RILProdCtryTst Customer Corp, Contract 1C5 Paper Invoice Supplier 25 Oct 2011 $600.00 USD Sent

[Create Ling-Ttem Credit Meme] | [Generate Non-PQ Invoice

Zontact Support / Privacy Statement/ Security Disclazure / Terms of Use
© 19962011 Ariba, Inc, All rights reserved,
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Troubleshooting CSV Invoices

General Checks

As noted earlier, the CSV template was designed to be automatically populated by a script in
which the data is extracted from your billing system into the template.

IF the template is being populated manually (not recommended, but possible) be sure that the
application that is being used to create the file is a true CSV editing application.

Be sure that all value fields such as unit price, tax, subtotal, gross, etc., are entered properly,
(for example 2.25 or .58).

Ensure that the file does not contain any special characters, (dollar sign, asterisk, quotation
marks, etc.).

Ensure that none of the file data within the first three rows of the template sample has been
modified from its original state.

Ensure you are using the correct version of the CSV template for Novartis.

IMP - Once the invoices are uploaded using the CSV channel , Supplier will see the message
saying — csv file uploaded successfully’ but may not immediately see the invoice on the
Network GUI .This is because the server may take sometime to update the Ul screen . In
case the Supplier need to refer the invoice immediately but doesn'’t find it on the Ul , they may
use the invoice search option to find the uploaded CSV invoice. The server will process the
request and fetch the invoice from the Database.
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Troubleshooting CSV Invoices

When is the problem occurring?

|s it at the point of uploading the file?

|s it after the file is uploaded and invoices show a failed status?

|s it after the file is uploaded and invoices show a rejected status?
If the problem happens at #1

The file itself does not meet the basic CSV requirements. You will see specific error messaging on the screen to help identify
which field needs to be reviewed/changed. This could be:

Missing header information or missing data in a required field
Incorrect formatting in any field

The problem within the file must be corrected and the entire file must be uploaded again — nothing was loaded from
the CSV file.

If the error happens at #2

The invoices (as opposed to the file) failed the invoice rule validation. When the invoices are converted from the .csv file to
actual individual invoice documents on the AN, they are then validated based on the Invoice Rules set in Customer Ariba
Network account.

Check the ‘History’ tab on the individual invoice to see which rule was violated and caused the invoice to fail.
The problem within the file must be corrected BUT only those invoices that failed need to be resent.
If the error happens at #3

The invoices passed .csv validation and Ariba Network validation but were rejected by Customer (either by their invoicing system
automatically or by an end user manually).

Check the History tab on the individual invoice for additional details.

The problem with the individual invoices must be corrected and only those invoices that were rejected need to be
resent. Invoice numbers must be modified.
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Moving from one version to another

Important notice:

Whenever new version of csv template is released or mapping rules are modified there is
new unique template serial number generated by Ariba Network. This number is part of the
template and being sent back with upload (sample: csv_serial:1423025640524).

If csv template header’s are not changed it is still possible to use the old version of the
template however supplier is notified every time outdated version is used.

B WARNING: The uploaded CSV uses a deprecated format. Please upgrade to the latest version (_csv_serial: 1415622106417).

In case csv template change consists of headers update or add of new columns suppliers

have to download new version and start using this one.
Otherwise upload will fail with mapping failure message.

Public
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CSV Invoice Template Change log

Template Release What is new
version date
Initial release 12 Jan 201  Initial CSV template release
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Training and Resources

Novartis Supplier
Information Portal

Supplier Information
Portal contains specific
documentation and
training material from the
home page of your
account.

Click the
Administration
Navigator and then
click the Customer
Relationship tab.

The portal link is located

ANO1000440481, Basic Package

[ ]
Enter wour company revenue to reach
70% =

I CATeam Supplier Acc... ¥

Company Profile

Service Subscriptions

24
= Fustcmer Relationships
Lo Users
ARIBA ; li
Account Settings Save Close
Custarner Relationships Users Motifications Account Hierarchy
Current Relationships Potential Relationships
I prefer to receive relationship requests as follows:
@ Automatically accept all relationship requests
) Manually review all relationship requests
Update
Pending
Customer Requested Date ¢
No items
Approve Reject
Current
Customer Approved Date 4 Routing Type
T =ree => SuRpler infarmnanen 3 Apr 2012 Default Actions v

next to your custonTters
name in the middle of
the screen

-

Review the presentations to learn more about transacting with Customer

Remove if portal will not be rolled out
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Ariba Network Standard Documentation

Go to: http://supplier.ariba.com

Click on the Help link in the upper right hand corner of the page to access Product Documentation

HELP @ ARIB A

Search

Registering and Logging In

} Registering with the Ariba Comme

Ariba Login

Enter Username]

rce Cloud

} Forgot Your Password or Username?

Tutorials
} Registration and Navigation
} I'm Buying on Ariba Discovery
} I'm Selling on Ariba Discovery

Links to Additional Resources

} Learn More About Ariba Discovery

} Learn More About the Ariba Network

© 2015 SAP SE or an SAP affiliate company. All rights

Join Ariba Network!

Reqgister your company on &riba Netwark, the
leading supplier network with over $100 billion

USD in annual business across industries,

products, and services.

Ariba Commerce Cloud Status

Cloud Status and Notifications

Technical Requirements

Supported Browsers
Browser Settings

Choose Language |Z|

Download Adobe Reader here:

{_'J Adobe Reader

Commerce
Commerce

nefits for

m

E Help *

Product Dccun1entatic|1

e -
ol

Ariba Exchange
Getti

View these tutorials to help you
get started with the Ariba
MNetworlk.

Introduction to Ariba Network

Introduction to the Seller
Collaboration Conzsole

Introducing Seller Collaboration
Console

Single-page Seller Reqgistration

Ariba Cloud Profile

Single Click-Mavigation

Central Certificate Management

Enhanced Profile and User
Management

Product Documentation/Online
Help

Public
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Ariba Network Standard Documentation

_Standard Documentation can be accessed also from your account. Click on Help button

on Home page of your account, click Product Documentation

Documentation is found on the Using tab. Click the Administration tab to view
Network Administrator’s documentation

Iba

GO TO MY: LEADYS PROPOSALS CONTRACTS

ARIBA NETWORK

HELP @ ARIB A

Adminishration

b What's New Apr2013
The Basics

P} Managing Your User Account
P Using the Test Account
P Reporting
} Tuterials
Collaboration and Order Fulfillment
} Working with Purchase Orders
} Working with Collaboration Requests
} Tracking Temporary Labor Items
} Tutorials
Invoices, Payments and Remittances

} Invoicing Features and Functions

} Creating and Managing Invoices

} Viewing Payments and Remittances

© 2015 SAP SE or an SAP atffiliate company. All rights reserved.

ORDERS & INVOICES

Help@Ariba Tips
Tips on Using Help@Ariba

White Papers
Introduction to the Ariba Network

Application Integration
Guide for QuickBooks Software
Users
Guide for Microsoft Dynamics GF
Software Users
Guide for SAP Business One
Software Users

Ariba Commerce Cloud Status
Cloud Status and Notifications

Frequently Asked Questions
Ariba Network Technical FAQ

Supported Browsers

Browser Settings

Submit Feedback on the
Content of This Page

Click here to provide feedback to
the Ariba Documentation Team.

Languages

Choose Language |Z|

GerAdobe et ADCBE jﬁj
Reader FLASH PLAYER =

Help *

Product Documentation

Contact Support

Contact Administrator

Ariba Exchange

Alerts ar 4 Messages

ghling for ways to better manage
our business growth, risk, and
wisibility? click here to take
advantage of special offers from
our business information partners.

Find out if your existing customers
are accepting relationship requests
from suppliers on Ariba Network.

4 Items

m

an
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Supplier Support

Go to http://supplier.ariba.com Go to http://supplier.ariba.com
If you forgot your username or If you need to contact support click Help and then
password click on the link Forgot select Help Center. You can also select this once you

Username? or Forgot Password? have logged into your Ariba Network account.

GOTOMY: ' LEADS = PROPOSALS = CON\RACTS ' ORDERS & INVOICES Revicter | Feedback | [N

ARIBA  NETWORK

Ariba Login Getting Started
& oAl View these tutorials to help you
: A 1 4 ;
Enter Username Jou? Lt . A ) ) . get started with the Ariba
ARIBA® Register your company on Ariba Network, the leading supplier network with over $100 billion Network.
l USD in annual business across industries, products, and services. . _
n
", . @ Register as 2 New Supplier 55 Introduction to Ariba Network
Network Introduction to the Seller
Login Forgot Username Collaboration Console
Fnrnnt Daccwnrd
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Supplier Support

Log into your account.
Click the Help link.
Click Help Center

You will find lists of
popular topics plus a
link to the Ariba
Support Center with
FAQ’s and option to
contact support
directly by phone.

PROPOSALS = CONTRACTS  ORDERS & INVOICES

NETWORK

Outbox Catalogs Enablement Tasks Reports

Early Access new

Feedback

Help Center

Contact Administrator

Rense Lim ¥ Logout

CATeam Supplier Ac|

AN01000440481, Basic
]

> Refresh Content

AR B A EXCHANGE USER COMMUNMNITY Ariba Network English [ Renee Lim

User Community Home

Popular Topics Sort by: Relevance «
=1 What should | do if my invoice has been rejected? Bethany Cramer
Question What should | do if my invoice has been rejected? Answer Invoices i::ec{ Manager

can be rejected in two ways: Manually by your buyer Automatically by the
business rules of your buyer To review the reason for invoice rejection, please follow these
instructions: Log into your supplier account on the Ariba Metwar..

Buyer Transaction Rules Invoices Invoice Status

Ariba
Documentation
-y

1 Use one of the following methods:+  Ifyou received an email invitation from a buying
organization, click the link in the email message. When Ariba displays the welcome page, click

Register Here. = If you received a purchase order welcome letter, use a web browser to go to the
LTTEN

© 2015 SAP SE or an SAP affiliate company. All rights reserved.

Home | Learning | Support

Leaming Center

’[ Product documentation

H and tutorials

Support Center

Get help with specific
6‘ ) problems

Additional Resources
Ariba Exchange

M lmw Tm s
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Supplier Support

AR B A ExXCHANGE USER COMMIUINITY

Ariba Network Support by
Web — Get help by phone User Community Home

Popular Topics Sort by:- Relevance -~

Click on the Support
Center link from the Help

i’| Howw to register as a scller on th e I Ariba Additional Resources
Documentation
— ~ Ariba Exchanae
enter Page. e e i e o e o s s o
crgmnication, Virk i Ut e Soge. When Ariba displays e welcome page, click

Click e

Register Here ou received a purchase order welcome letter, use a web browser to go to the

IS T D LaLd a2

Click on | Need Help Now

Get help by phone link. | Need Help Now l

:"' Get help by phone
You will be brought to a

page listing all Ariba
customer support

numbers. Have your

account information

(ANID) ready and

customer’s name when

you call.
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Who Should You Contact?

Supplier Support During Deployment
Novartis Business Process Support

Please contact the Novartis Supplier Enablement team at TBD for business-related
guestions.

Supplier Support Post Go-Live

Ariba Network Support for Actively Transacting Suppliers
Have your Ariba Network ID (ANID) available. It is located at the top right corner of your account home
page.

Call the specified number for your region as noted below:

US/Canada Toll Free: 1-866-31ARIBA (1-866-312-7422)
North/South America +1-412-222-6170

Europe, Middle East and Africa +44 (0) 20 7187 4185

Asia Pacific +65 6311 4585

For any other location please check the phone number at https://connect.ariba.com/help/1,,contact,00.html
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