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Supplier Lifecycle and Performance




Using This Guide

This button will take you to
the next step

e The purpose of this guide is to help suppliers understand the
business processes required by Zimplats

* You may navigate this guide by:
* Clicking the buttons in the toolbar

This button will return you to the
beginning of the section, or skip
back between sections

* Clicking the hyperlinks on the pages — Hyperlinks may be words or

shapes within the graphics The HOME button will return you
to the Guide Contents page
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Home - Table of Contents

Select by clicking on the links:

« Introduction to New and Existing Suppliers + Help Centre
« Account Settings « Contact us

« Introduction

« Supplier Registration Questionnaire

« Invite to register to become a supplier

. New Users create an account

« New Users complete Company Information to register

«  Existing users

« Filling in Supplier Registration Questionnaire.

. Compose a message

« Revising the Registration Questionnaire
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Introduction to New and Existing users

New suppliers that have not registered with Zimplats will receive an invite to register on the Ariba network.

Existing suppliers already transacting with Zimplats on the Ariba Network can login with their credentials.

© 2021 SAP SE or an SAP affiliate company. All rights reserved.



Account Settings

The Network Notifications section indicates which system notifications you would like to receive and allows

you to designate which email addresses you would like to send them to.

1. On the Dashboard Click Blue Icon D
2. Click Settings.
3. Click on Electronic Order Routing

3.1 Complete the required fields, then click save.

You can enter up to 3 email addresses per notification type. You

must separate each address with a comma but include NO

spaces between the emails.

© 2021 SAP SE or an SAP affiliate company. All rights reserved.

Network Settings

Non-Catalog Orders with Part Numbers

rders as catalog orders

Status Update Request Notifications

0 not send status updates for inbound documents in pending queue

New Orders

atalog Orders without Attachments

SGAP  Ariba Network ~

if part numbers are entered manually

Standard Account

ACCOUNT SETTINGS

Customer Relationships

Users

Notifications

Application Subscriptions

Account Registration

NETWORK SETTINGS
@n'c Order Routing

77»_‘(‘31’1\'5 Invoice Routing
Remittances
Network Notifications

Audit Logs
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® b

Jane Doe

sandtonmining@gmail.com

My Account
Link User IDs
Contact Administrator

Sandton Mining Machi...
ANID: AN01644625870-T

Company Profile

Settings @ >

Logout —

atement  Security Disclosure  Terms o
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Account Settings

The Network Notifications section indicates which system notifications you would like to receive and allows
you to designate which email addresses you would like to send them to.

1. On the Dashboard Click Blue Icon @ JD

SAP Ariba Network ~ Standard Account

Jane Doe
sandtonmining@gmail.com v
2. Click Settlngs. Network Settings ACCOUNT SETTINGS - ﬂ
My Account
| Customer Relationships . y
3. Click on Electronic Invoice Routing. |, Link User IDs |
General ax In . A 1 et Contact Administrator
. . . . - | Notifications . .
3.1 Complete the required fields, then click save. Ceopahlties & Preferences i Sandton Mining Machi...
Sending Method Application Subscriptions ANID: AN01644625870-T
ument Ty Routing Meth opi . . Company Profil~
You can enter up to 3 email addresses per notification type. You — U B — N
NETWORK SETTINGS /.
must separate each address with a comma but include NO e T eronic onder Rout Logout -
ectronic rder Routing L
. Notifications
SpaCES between the emalls. e @ Electronic Invoice Routing
F P . __/'(
Remittances
u werable of rejected atement Security Disclosure Terms o

Network Notifications

Audit Logs
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Introduction

The purpose of this section is to provide the information suppliers need to effectively complete the SLP Registration for
Zimplats.
This section provides step by step instructions, procedures and hints to facilitate a smooth registration process between

Zimplats and its suppliers.
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Invitation to Supplier Registration Questionnaire

% Welcome, Jane Doe
ZIMPLATS
Have a question? Click here to see & Guick Start guide.
. - - . Sign up as a suppler with Zimplats - TEST on SAP Ariba.

@ Register as a supplier with Zimplats - TEST o ; —

Hello!

Alreatly hve an sccount? m O Existing User
has invited you to register to become a supplier with Zimplats
- TEST. Start by creating an account with Ariba Network. It's free. About Arba Nexviork

ation to manage all of your customer relationships and supplier activities regardless of which Ariba solution your customers are using, Once you have completed the registration, you will be able to

Zimplats - TEST uses Ariba Network to manage its sourcing and procurement
activities and to collaborate with suppliers. If Sandton Mining Machinery Pty Ltd
Sandton Mining Machinery Pty Ltd already has an account with Ariba Network,
@ sign in with your username and password.

) |:'-Jl> Click Here to create account now

You will receive an email from SAP Ariba to complete your Supplier Registration

Click on the link

This will take you to the Ariba network page

If you have an Existing account, login with your username and password

If New User, register your account

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Invitation to register as a supplier

Register as a supplier with Zimplats - TEST

VZIMPLATS

Register as a supplier with Zimplats - TEST
Hello!

has invited you to register to become a supplier with Zimplats
- TEST. Start by creating an account with Ariba Network. It's free.

Zimplats - TEST uses Ariba Network to manage its sourcing and procurement
activities and to collaborate with suppliers. If Sandton Mining Machinery Pty Ltd
Sandton Mining Machinery Pty Ltd already has an account with Ariba Network,
sign in with your username and password.

Click Here Jo create account now

© 2021 SAP SE or an SAP affiliate company. All rights reserved.



New User create an account

@ VZIMPLATS

Register as a supplier with Zimplats - TEST

Hello!

has invited you to register to become a supplier with Zimplats
- TEST. Start by creating an account with Ariba Network. It's free.

Zimplats - TEST uses Ariba Network to manage its sourcing and procurement
activities and to collaborate with suppliers. If Sandton Mining Machinery Pty Ltd
Sandton Mining Machinery Pty Ltd already has an account with Ariba Network,
@ sign in with your username and password.

e > Click Here to create account now

. You will receive an email from SAP Ariba to complete

your Supplier Registration

. Click on the link

. This will take you to the Ariba network page

. New User, register your account

. Click on the sign up link and complete your company

information to create your account.
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New User complete Company information

Review your Company Information Enter you User Account Information

/ ©
\'ﬂ = /”
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Existing User Log into the Ariba Network
Via the Ariba Supplier Portal Website

T — ® »

Enter Username & Password

Click Log In. SAP Ariba
Respond to leads for free
> Screen displays: Dashboard
Supplier Login ‘ We've opened access to SAP Ariba Discovery,
If you have forgotten your login details, s0 any buyer can post their immediate sourcing

needs, and any supplier can respond to show
they can deliver. Free to post, free to respond.
Open to everyone. Check your leads today!

click on Having trouble logging in?

For further assistance click on the Help

Centre User Name

Learn More

Password

Forgot Username or Password

© 2021 SAP SE or an SAP affiliate company. All rights reserved.


http://supplier.ariba.com/

Supplier Registration Questionnaire

The Supplier Registration Questionnaire solicits detailed information regarding the suppliers profile.

The Supplier Registration Questionnaire contains questions related to Company Information, Financial Information and

Supporting Documents that the suppliers will need to fill in.

Note: Any field with an * is a mandatory field and a value is required to be entered.

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Supplier Registration Questionnaire

SAP  iviba Proposals and Questionnalres »  Standard Account | Upgesds | TESTWoD0

On the Dashboard,
under “Registration o
Questionnaires"’ you Walcamss 0o e AT Spand Mansgemant sit, This Sa ESsists in keitving workd Class SUppUSrs who A manke! kasers in quality, senace, B £ost. AlD
will see the vendor

registration e
questionnaire t.hat. Vendor Registration Questionnaire visible The Status is shown
you have been invited here. Click on the questionnaire to respond. as invited.

: S s

Qualification Questionnaires

Questionnaires
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Doc586381413 - Zimplats Supplier Registration Questionnaire

All Content

Name t

3.4.7 Email Address

4 BANKING DETAILS \/
5 EQUITY OWNERSHIP - SHAREHOLDER DETAILS

List all persons or companies that have significant ownership in this company/business
6 Please attach proof of shareholders (if local, attach CR14 form or share certificate)

¥ 7 SIZE OF ORGANISATION

7.1 Annual Turnover

7.2 Number of Employees
8 TRADE REFERENCES - SUPPLIER DETAILS
List all your major suppliers
9 TRADE REFERENCES - CUSTOMER DETAILS
List your major customers
10 COMMODITIES SUPPLIED
¥ 11 ENVIRONMENTAL MANAGEMENT

(*) indicates a required field

Add BANKING DETAILS (0)

Add EQUITY OWNERSHIP - SHAREHOLDER DETAILS (0) Less...| —

Click on

Attacha :>

file.

Add TRADE REFERENCES - SUPPLIER DETAILS (0) Less...| —

Add TRADE REFERENCES - CUSTOMER DETAILS (0) Less...| —

Add COMMODITIES SUPPLIED (0)

*Attach a file
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Open the Supplier Registration Questionnaire

Here you will be able to Ariba S @‘
see the entire Supplier

Registration Console DocSEE381413 - Zimplats Supplier Registration Questionnaire C"j' 29 .;.j.‘-l-:l.jh 21:37:13
Questionnaire, with
different sections.

" adl Content Enter Responses here.

Scroll down for more.

You can click on All 8 [ _ |

Content to respond to the
entire questionnaire or |
click on the desired
content to respond to a
particular section.

Please respond to the
Questionnaire before it
expires.

v SLFFLER ADDRTSS
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Responding to Supplier Registration Questionnaire

Responding to Doc586381413 - Zimplats Supplier Registration Questionnaire
Standard Questions.

1. Select the drop All Content

downs to e 1
Choose the w i SUFFLIEH ALUVHESS
COFreCt Values ¥ 2.1 PHYSICAL ADDRESS

" Fill in Text fields and o P 0
¥ 27 POSTAL ADDRESS choose appropriate
1 values for

Dropdown fields.

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Responding to Supplier Registration Questionnaire

Responding to Doc5863281413 - Zimplats Supplier Registration Questionnaire

attachment based

questions.
All Content

1. Attach the

Shareholding 1% Bl Ak
Certificate @

i BANKING DETAILS

5 EQUNTY OWMNERSHIP - SHAREHOLDER DETAILS

TR ‘ Click on

areholders (if I, att CR14 fos re certificate Attach a :}‘

file.

¥ 7 SIZE OF ORGAMNISATION

TRADE REFEREMCES - SUPPLIER DETAILS

} TRADE REFEREMCES - CUSTOMER DETAILS

COMMODITIES SUPPLIED

¥ 11 ENVIRDMMENTAL MANAGEMENT
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Responding to Supplier Registration Questionnaire

Test Mode

Responding to Browse the file to be
attachment attached.
based A I ATECHTE

sktop File Sync

Click on OK
whan done. — I

guestions.

Enter the location of a file to add as an Attachment. To search for a particular file, click Browse... When you have finished, click OK to add the attachment.

Attachment:  Browse..  Nofile selected
Or drop file hera

“ Caq CB'

SAP Ariba

Data Policy ~ Security Disclosure  Terms of Use
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Responding to Supplier Registration Questionnaire

Responding to
attachment based All Content
guestions. Nar 1

Complete 221 PO Box
address
2.2.2 Postal Code

details by
completing 223 Postal City @

the fields and - -
. 2.2.4 Postal Country Unspecified A%
adding proof
of address. 2.3 Attach Proof of Address *Aittach a file
¥ 3 CONTACT PERSONS
Responding to ,
¥ 3.1 Main Contact Person
mandatory )
*
information 3.1.1 First Name = Jane
*
3.1.2 Surname Doe

2. Add Contact
persons by 3.1.3 Initials
completing the

fields marked
with * 3.1.5 Telephone Number

3.1.4 Title / Designation

3.1.6 Cellphone Number
(*) indicates a required field
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Responding to Supplier Registration Questionnaire

Responding to attachment G) e
. BAMNKING DETAILS (O0)
based questions. ¢ BANKING DETAILS Add BANKING DETARLS

1. Click on add banking BANKING DETAILS (1) @
details. SE— /

. Click on the add banking
details button

3. Complete banking details

> You are able to add

additional bank details

Complete
Banking :>
> Click Save Details. o

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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How to Send a Message to Zimplats While Filling out
the Questionnaire

Click Compose Message

@ to send a message to

Zimplats

Submit Entire Response | Save draft ‘ ‘ Compose Message ‘ ‘ Excel Import

@ Click Send

< 7

Compose New Message

@ From: Sandton Mining Machinery Pty Ltd Sandton Mining Machinery Pty Ltd (Jane Doe)

o: Project Team

Type your message Subject: ‘ Doc586381413 - Zimplats Supplier Registration Questionnaire
v Attachments:  Attach a file
2] B 7 U = iZ 1(py ¥ —font— ZHARO

Dear Zimplats Team

Our tax clearance certificate is still pending from the revenue services. |

© 2021 SAP SE or an SAP affiliate company. All rights reserved.



Responding to Supplier Registration Questionnaire

Responding to

attachment

based

questions. ¥ 13 CERTIFICATION OF CORRECTNESS OF INFORMATION @
13.1 |, who warrants that he/she is duly authorised to do so on behalf of the supplier, certifies that the information supplied in terms of this document, including the annexures with additional information, is correct. N~ 4

1. Read the I, furthermore give express permission that Zimplats limited may screen, check or confirm any information given to ascertain the authenticity and accuracy thereof, * V] Yes

. IWe understand that falsifying information will jeopardize changes of being considered for inclusion in Zimplats Vendor List.
Declaration

and Tick the @
Yes block

Submit Entire Response 7[ Save draft ] [ Compose Message }[ Excel Import

(*) indicates a required field

Submit the
entire
Response

© 2021 SAP SE or an SAP affiliate company. All rights reserved.



Responding to Supplier Registration Questionnaire

SAP  Ariba Proposals and Questionnaires ~  Standard Account |“ypgrade | TEsTMoDE

Supplier ZIMPLATS - TEST
RegiSt ration There are no matched postings.
Question naire Welcome to the Ariba Spend Management site. This site assists in identifying world class suppliers who are market leaders in quality, service, and cost. Ariba, Inc. administers this site in an effort to ensure market integrity. /&
pending approval
from Zimplats. Events =
Title D End Time | Event Type Participated
No items

Registration Questionnaires

Title D End Time { Status
Status
v
shown as
Zimplats Supplier Registration Questionnaire Doc586381413 2/5/2021 5:25 PM . Pending Approval
plats Supplier Reg o Pending B
Qualification Questionnaires Approval.
Title D End Time | Commodity Regions Status

© 2019 SAP Ariba. All rights reserved.



E-3 N KN =X

Revise the Supplier Registration Questionnaire

Ariba Sourcing

Supplier

Registration < Go back to Zimplats - TEST Dashboard
Questionnaire Event Details B Doc586381413 - Zimplats Supplier Registration Questionnaire
can be revised if
information Event Messages
Response History _ O]
neEds to be Download Tutorials
All Content
updated. Prepare Response
Name t

Resubmit for
approval again.

Response Team

v Event Contents

All Content 1.2 Company Registered Name Sandton Mining Machinery Pty Ltd
SUPPLIER 1.3 Company Trading Name Sandton Mining Machinery Pty Ltd
INFORMATION

1.4 Company Registration No. 19980100000
2 SUPPLIER 1.5 Attach Certificate of Incarporation REVIse |f - Company Registration Certificate.pdf
ADDRESS
1.6 Company VAT Registration Number changes 470000000
CONTACT
3 PERSONS 1.7 Attach VAT Registration need to be
1.8 Tax Clearance Number updatEd' 97800000000001
4 BANKING DETAILS
1.9 Attach Tax Clearance Certification Q" Tax Clearance Certificate.pdf

EQUITY .
5 OWNERSHIP - 5... 112 Entity Type Private Company
¥ 2 SUPPLIER ADDRESS
7 SIZE OF
ORGANISATION ¥ 2.1 PHYSICAL ADDRESS
s TRADE 2.1.1 Street Number 144

REFERENCES - S...

¥ 1 SUPPLIER INFORMATION

1.1 Are you a Local or International Supplier?

212 Sireat

International

Sandton

P SE or an SAP affiliate company. All rights reserved
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Registration approval

» Registration
approval e-mail

%IMPLATS

Hello Jane Doe,

ICongratuIations! Your supplier registration was approved. I

Log in to the supplier portal to see if you need to complete any tasks or
qualifications before you can start doing business with Zimplats - TEST.

Click Here

Sincerely,
Zimplats - TEST

© 2021 SAP SE or an SAP affiliate company. All rights reserved.
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Help and Support Centre

K« Help Centel]

SAP Ariba Orders & In

Ariba Network Supplier Support Post

En ab I em en t* Supp“er Login ;f-t—-_j help accessing a sourcing

* Ariba Network Support for Actively Transacting Suppliers

name(@email com How do | create an invoice?

e To contact Ariba Network Supplier Support: Ol—
Go to https://supplier.ariba.com/ and log in if able. —
Click on the Support icon at the bottom right of the Help Center e m——
menu. | )
Support Center View more 3
Enter keyword(s) into the | need help with box and Update.
Click to Get help by live chat or phone. I need help with [error Top 5 FAQs

Click No for the questions that pop-up.

Can't find what you are looking for? Let us help you.

Choose your

communication preference

£ Get help by phone  Esmated wait in minutes:

Notes:

The “Enablement” period lasts from when you receive the Project Notification Letter from ZIMPLATS receive the Trading Relationship Request from SAP Ariba, configure your Ariba
Network settings, and until you send back your first invoice.

Only a subset of the documentation is available in a pre-login state. For full content access, login to your Ariba Network Supplier account and access the same Help menu.
Support communication options may differ based on account type.

© 2021 SAP SE or an SAP affiliate company. All rights reserved.


https://supplier.ariba.com/

Help and

Support Centre
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If you chose to get help by
email/phone, you need to
fill in all mandatory fields
marked as “*” in below
form then

press submit.

You will receive an
email/phone call shortly to
assist you with your issue.

© 2021 SAP SE or an SAP affiliate company. All rights reserved

ba Exchange User Community

Q Home | Learning | Support

SAP Ariba Email Support

Specialist may take 24 10 48 hours. Please add customer_support_sr_update@sap.com o your Safe Sender List. For a faster response, choose

L pone suppor

Problem Description
Short Description: * pa
Problem Type: *| Please Select

Details: *

File Attachment 1: | Choose File |No file chosen

POVInvoice Number:
Contact Information
First Name:
Last Name:
User D:
Company:
Email:
Phone:

Country: *| Please Seiect

Country Code: ### Asea Coder Number: * Extansion

Ariba Network 1D:

You expressly &
systems [current

d understand that your data entered into this system will be
nihellS the Anba Privar

: o Aria, Inc. and the Ariba hasted compute
located primarily 8., In acoordance w appcabe favw

entand ¢

th

Cancel

Ariba Exchange User Community

Q Home | Leaming | Support
SAP Ariba Phone Support
\ext avallable specialist will call you,
Problem Description
Short Description: * po
Contact Information
First Name:
LastName: *
User ID:
Company: *
Email
Phone:  Country: * Please Select v
Country Code: | ## Area Code Number: * Extension
Confirm Number.
My phone number is correct
Do not record this phone call
Ariba Network ID:
You expressly agree and understand that your data entered intc ferred to Ariba, Inc. and the Ariba hosted computer
systems (currently located primarily in the U.S.), in accordance with th pplicable law.

| agree

SAP Ariba



Contact Us
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Enablement Help Desk

Account creation

Assistance creating first invoice
Configure your settings

Contact us on: Contact Form

Customer Support

User role changes

Password resets

‘How to’ Help

Access help directly from your AN
account (live chat, email, call back
feature) - SAP Ariba Customer Support

“A Day in the Life”: Supplier with SAP Ariba

Check out our website and our YouTube channel for more

Available in English, German and French

English link: information!
https://www.youtube.com/watch?v=RIzIWhmxtzU « hitp://www.ariba.com/suppliers/ariba-network-for-suppliers
German link: * https://www.youtube.com/user/AribaSpendManager/videos

hgttps:/Aww.youtube.com/watch?v=NOOOACAuU92g
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https://connectsupport.ariba.com/sites/Company?ANID=AN01588633428AFR&h=ocsXVGSfb0eRhzYkKslZRA#Enablement-Inquiry
https://support.ariba.com/AUC_Support_Tab/Contact_Support/?product=Ariba%2BNetwork&locale=en&persona&visibility&ANID
http://www.ariba.com/suppliers/ariba-network-for-suppliers
https://www.youtube.com/user/AribaSpendManager/videos
https://www.youtube.com/watch?v=RlzIWhmxtzU
https://www.youtube.com/watch?v=N0O0ACAu92g

SAP Ariba

Follow us

f v R oNin

/contactsap
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No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of
SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software products marketed by SAP SE and its
distributors contain proprietary software components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or
warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those that are set forth in the express warranty
statements accompanying such products and services, if any. Nothing herein should be construed as constituting an additional

warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or
any related presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation,
and SAP SE’s or its affiliated companies’ strategy and possible future developments, products, and/or platforms, directions, and
functionality are all subject to change and may be changed by SAP SE or its affiliated companies at any time for any reason
without notice. The information in this document is not a commitment, promise, or legal obligation to deliver any material, code, or
functionality. All forward-looking statements are subject to various risks and uncertainties that could cause actual results to differ
materially from expectations. Readers are cautioned not to place undue reliance on these forward-looking statements, and they
should not be relied upon in making purchasing decisions.

SAP and other SAP products and services mentioned herein as well as their respective logos are trademarks or registered
trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product and service names
mentioned are the trademarks of their respective companies.

See www.sap.com/trademark for additional trademark information and notices.

THE BEST RUN w
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