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1. PURPOSE

To serve as a step by step guide in creating and submitting response to Expression of Interest (Eol)/
Request for Information (RFI) and Invitation to Tender (ITT)/Request for Proposal (RFP) on Smart
Source, Cairn’s e-Sourcing platform.

2. SCOPE
Responding to Cairn’s Eol/RFI and ITT/RFP

3. ACCESSING SMART SOURCE

Supplier Login
To access Smart Source type cairnindia.supplier.ariba.com URL in the browsers address bar:

GOTOMY: | LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES

ARIBA SOURCING

@ Smart Sownce
[reshar Ly

Seller Collaboration

Console

earn iore

Latest Updates from Ariba Exchange /&\ ARIB A | Excﬁranﬁlc

Please note that you must not prefix the address mentioned above with either http or www. Directly type
cairnindia.supplier.ariba.com in the address bar and press “Enter”

To access Smart Source you will require a username and a password. In case you have received
invitation to Smart Source, please follow the instructions in the mail. You will be required to set your
password on first access.

Upon clicking the link given in the email, the Smart Source page will open up in the browser window.
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@ Smant Sawmce
Welcome, Anoop

Welcome to the Ariba Commerce Cloud, Czimn Enargy India Private Limited has invited you to @ sourcing event, Plzase complate registration for your account on the Ariba Commerce Cloud prior to accessing the sourcing event,

Please complete your Ariba Commerce Cloud user account registration by clicking Continue. Note: If you click Continue and you already have an existing user account on the Ariba Commarce Cloud, Aribz Discovery or Ariba Network you will be creating 2
duplicate user account.

Click hers ifyou already have an Aribs Commerce Cloud, Ariba Discovery or Aribs Netwark account

About Ariba Commerce Cloud

The Ariba Commarce Cloud is your entryway to all your Ariba seller solutions. Vou now hava a single location to manage all of your customar ralationships and supplier activities regardless of which Ariba solution your customars ar using. Once you have
completed the ragistration, you will be able to:

* Respond more efficiently to your customer requests

* Work more quickly with your customers in all stages of workflow approval

* Strengthen your relationships with customers using an Ariba Commerce Cloud solution

® Review pending sourcing svents for multiple buyars with on= lagin

® Apply your Ariba Commerce Cloud Profile across Ariba Network, Ariba Discovery, and Ariba Sourcing activities

Moving ta the Ariba Commerce Claud allows you to log into 2 single location to manage:

* Al your Ariba customer relationships
o All your event actions, tasks, and transactions
# Vour profile information

* Al your registration activities

* Vour contact snd user sdministrative tasks

Click on the “Continue” button to move to the next page.

Enter basic company information

* Indicates a required field
Company Name *|Test_Organisation_&

Country *[India [IND] =l

Address *

City *|Gurgaen
State |[Haryana

Postal Code *[12345

Commpsidnes Add Commaodities i

SRl siiES Add Sales Territories i

Tax ID

DUNS Number i

As a first step you are required to enter basic information about your company. All fields marked * are
compulsory. In the next step, you are required to create your username password.

Enter user account information

* Indicates a required field o
Name *[User2_Test_Organisal Ariba Privacy Statement

Username *|User1_Test_Organisations@Test_Organisatiol L

Secret Question * [In what city was your mother born?

Language [English

By dlicking the Submit button you expressly agree and understand that your data entered into this system may be transferred outside the European Union or other jurisdiction where you are located, as further described in the
Ariba Privacy Statement . You have the right to access and medify your personal data from within the application or by centacting Ariba, Inc., as set forth in such policy.

¥ 1 have read and agree to the Terms of Use and the Ariba Privacy Statement

Submit Cancel
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By default your e mail id is your username. In case you want to have a customised username for
yourself, please uncheck the field “use my email as my username” field and enter your desired
username. Please note that your username must be in the email format i.e. ABCD@XYZ.com , e.g.
mark.waugh@timwork.com

Please create a new password (8-16 characters, Alphanumeric) and a secret answer (minimum 5
characters) to the secret question selected. Your password must contain at least one number between
the first and the last characters. An example of a correct password is sw1tzerland, since the number 1 is
between the first and the last characters. An example of an incorrect password in switzerland1 or
1switzerland, since number 1 is not between the first and the last characters.

Finally, please select your secret question. This question will be used to retrieve your password in case
you forget it. The answer to the secret question must have at least 5 characters.

Once you have completed all the steps above, please click on the checkbox before “I have read and
agree to the Terms of Use and the Ariba Privacy Statement”. To read through the Terms of Use and
Ariba Privacy Statement, please click on the hyperlinks for them.

Finally, please click on the yellow button “Submit”. Clicking on Submit completes your registration and
takes you to the Smart Source home page. Clicking on the “Submit” button takes you to the following
screen. Click on the relevant links to know more about the tool; to close the pop up, please click on the
“X” at the right hand corner.

New Features for Ariba Sellers

+/ Single User ID for All Ariba Seller Solutions
You can now use your Ariba Commerce Cloud User ID to access all Ariba Seller Solutions, including

» Ariba® Network

* Ariba Discovery”

« Ariba Sourcing™

e Ariba Contract Management™

«/ One Ariba Commerce Cloud Profile
Market your company with a consolidated company profile that is available to all buyers. You can easily manage
your Ariba Commerce Claud Profile from the Administration Navigator, located in the upper right hand corner of
all Ariba seller-facing solutions.

Seller Single-Click Navigation Between Ariba Commerce Cloud Solutions
Quickly navigate between all your Ariba Seller Solutions to manage Leads, Proposals, Contracts, and Orders and
Invoices.
Central Access to Sourcing Events and Contract Tasks
Access all your sourcing events and contract tasks for all your buyer from a central page.
ViewTutorial  or Close this message

Read the release guide

[F] Don't show me this messags again

*Integration with Ariba Sourcing and Ariba Contract Management vill be available after Ariba On-Demand Release 12s1
General Availability.

i

4. SMART SOURCE HOME PAGE

Smart Source homepage contains links to the Eols/Tenders to which you have been invited by Cairn
India. These would appear in the events section of the homepage.
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It also contains links to the supplier profile questionnaire set up by Cairn India. Upon reaching the home
page suppliers can update their organizational profile. Although this is an optional step, completing
profile will allow Cairn to reach out in case of appropriate sourcing requirements. Suppliers are advised
to complete their profile at the earliest available opportunity, in order to improve their prospects of being
invited to Cairn’s tenders.

GOTOMY: | LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES Us=r2_Test Org

ARIBA SOURCING

Cairn Energy India
Profile Completeness
Welcome to Cairn's Smart Source platform. @ St Sawrce
35%
Enter a short description
to reach 45% >
Events
Title D End Time + Event Type
TUstomer Requested
Profile Information
No items
Your customer has requested
that you complete 21
additional profile fields.
Tasks
Enter Now >
Name Status Begin Date Completion Alert
Relationship Status
No items
Organization: Approved
User account: Approved
There are no matched
postings.
Search Postings
fou equested that yvou complete the following profile information. When you are done, click Submit Submit
Name
. . . . -
2.1 Please provide the following information for two contacts that would be the point contacts for any future J
reference
¥ 2.1.1 Key Contact Person (1)
2.1.1.1 Contact Name *| |

2.1.1.2 Designation *| |

2.1.1.3 Phone Number{with STD/ISD code) *| |

2.1.1.4 Mobile Number(with ISD Code) *| |

2.1.1.5 E-mail *| |

¥ 2.1.2 Key Contact Person (2)
2.1.2.1 Contact Name *| |

2.1.2.2 Designation *| |

2.1.2.3 Phone Number{with STD/ISD code) *| |

2.1.2.4 Mobile Number(With ISD Ceode) *| |

2.1.2.5 E-mail *| |
= 2.2 Please list any holding / parent /subsidiary companies and attach company holding structure (if
applicable):
2.2,1 Does your organization have a parent company? IUnspecified vl
2.2.3 Does your organization have subsidiary companies? IUnspecified vl
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5. SUBMITTING RESPONSE’ FOR EOV/ITT

In order to submit your response to an Eol or Tender, you must first receive an “Invitation to Participate”
from Cairn. The invitation will be extended via an e mail to the e mail address of the registered user from
your organisation. You would then need to click on the link provided to access the Eol/Tender.

ARIBA  BIDS

Dear

v our organizstion is hereby invited in competition with other interested suppliers, to submit your bid for Training RFP - 2 through Cairn's Smart Source
platform

For details, including detailed documents, please follow the instructions below:

1. Acoess Click Here
2. Log on using your user neme (User!_Test_Organisation@@Test_Orgenisation_6.com) and password

2. View the event details and if you choose o participate in the event. you must Review and Accept the agreement.
If you don't went to respond to this event, please dlick on the below mentioned link:

Click Here

If you have questions about the ew

please contact Supplier Training Gell via
telephione st or via e-mail at smart source@cairnindia com

Bids are to be submitted through the Smart Source platform by Mendsy, September 2, 2012 at 10:54 AM, India Standerd Time ("Bid Closing Date”]

le to log in because you have forgotten your password please dick on
ink to reset your password. This URL is only valid for 30 days

MGTE: If dlicking the above link does not take you to the password reset soreen,
copy and paste the URL into your browser's address ber. If the URL spans multiple

Once done, please enter your username along with the password created earlier. Entering an incorrect
password more that thrice will lock your account; in such a case please contact the supplier helpdesk to
get your password reset. (Please note that the username is also case sensitive.)

GO TOMY: | LEADS  PROPOSALS | CONTRACTS | ORDERS & INVOICES

ARIBA  SOURCING

Ariba Login

Forgot
Username

Forgot Password

MNeed help? See Quick Start

First time users will be prompted to create their password and the process is detailed in the preceding
section.

After you have entered your login credentials correctly you would be taken to the Smart Source home
page. Please refer to the snapshot of the home screen. You will be able to choose the applicable
Eol/Tender from home screen.
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GOTOMY: | LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES Userl_Test_Organisa... ™

Test_Organisation_6 ¥
AND101041 o ard

ARIBA SOURCING

Cairn Energy India

Customer Requested

Profile Information i e o
elcome to Cairn's Smart Source platform.
Your customer has requested Smart Sawnce

that you complete 21
additional profile fields.

Enter Now > Events

Title D End Time + Event Type

Relationship Status
Oraanization: Approved ¥ status: Open (2)
User account: Approved Test Cust Excel Mcur - 1909 Doc207504513 9/29/2012 12:47 AM RFP
1000012345 Test Doc206740292 9/24/2012 5:00 PM RFP

¥ Status: Pending Selection (6)
There are no matched

RFP Supplier Training RJ Doc206956020 9/22/2012 4:43 PM RFP
postings. Test Traning Tender - 1809 Doc207428767 5/21/2012 8:00 PM RFP
RFP Doc206740989 5/21/2012 5:00 PM RFP
Search Postings 123345- Pipes and Fittings Doc206739187 5/21/2012 12:00 PM RFP
Test 1000025022 Fipes Doc207431778 5/18/2012 9:24 PM RFP
Test RFP - User Training 1609 Doc206956003 5/16/2012 8:15 AM RFP
Tasks

Name Status Begin Date Completion Alert

No items

Eol/Tenders that are currently open for you to submit responses will have a status of “Open”. Those
having “Pending Selection” or “Completed” status are past their due date and closed for bidding.

To download additional supplier guides on usage of Smart Source, please click on the “Help’ and then
choose “Product Documentation”

Userl_Test Organisa... ™ Feedback Logout

Test__Organisation_
AND1010465 Stand

Product Documentation
Contact Support
Contact Administrator

Ariba Exchange

Please select the relevant Eol/Tender by clicking on its name. This will take you to the next screenshot.

GOTOMY: | LEADS | PROPOSALS | CONTRACTS | ORDERS & INVOICES User1_Test_Org;

Test_Organisation_6 ¥
AND10104 Standard

ARIBA SOURCING

< Go back to Cairn Energy India Dashboard Desktop File Sync =3 Notifications Print
Event Details B8] Doc206740292 - 1000012345 Test Time remaining L3 [V
Event Messages
Download Tutorials [E] Review and respond to the prerequisites. Prerequisite questions must be answered before you can view event content or participate in the event. Some prerequisites may require the buyer to review and

accept your responses before you can continue with the event. If you decline the terms of the prerequisite, you cannot view the event content or participate in this event.
¥ Checklist

(Review Prerequisites | [Dedline to Respond | [Print Event Information |
1. Review Event

Details
B 2. Review and Accept Event Overview and Timing Rules
3. Submit Response Owner:  Mayank Singh Parihar B Currency:  Indian Rupee

Event Typs:  RFP Commodity:  Cables M_E&I_005
Publish time:  8/17/2012 9:00 PM

Due date:  9/24/2012 5:00 PM

© 1996-2012 Ariba, Inc. All rights reserved. Data Policy = Security Disclosure  Terms of Use
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Submission of your response (or Bid) in Smart Source is a three step process for Eol and four step
process for a Tender. The steps are available as a “Checklist” at the Top Left Hand menu.

¥ Checklist

+ 1. Review Event
Details

2. Review and Accept
Prerequisites

3. Submit Response

¥ Checklist

v 1. Review Event
Details

« 2. Review and Accept
Prereqguisites

» 3. Select Lots

« 4. Submit Bids

For submitting response in Smart Source project, you will need to first complete steps that are defined in
the “Checklist”. At any given moment the steps that are completed are marked by a tick mark (V). The
next incomplete step is displayed by a blinking box. In order to proceed to complete this step, please
click on “Yellow” button on the screen (in this case “Review Pre Requisites”).

Please click on ‘Review Prerequisites’ in order to review and accept (or decline) Bid Agreement or any
other term that is mandatory for suppliers to accept. In case you choose to decline any Pre Requisite
terms than you cannot submit your bid for the Eol/Tender.

The Bid Agreement can be downloaded and perused in detail offline. You need to accept Bid Agreement
to access Eol/Tender contents.

Upon completing the “Review Pre-Requisite” step, you can proceed to “Submit Responses” step in case
of an Eol. For a Tender you need to complete the selection of Lots before you can proceed to “Submit
Responses”.

Console

Event Messages
Response History

¥ Checklist

+ 1. Review Event
Details

«+ 2. Review and Accept
Prerequisites

v 3. Select Lots

& - 4. Submit Bids
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To view and select the Lots available for bidding please click on the yellow button “Select Lots”. Once
done please select the lots for which you intend to bid by clicking on the checkbox before each lot name.
Lots which are mandatory for suppliers will have a dimmed out check box with a tick and are not
available for selection. Suppliers will be able to select only those lots for which they have been invited by
the Buyer, other lots will not be available for selection.

Select Lots Select Using Exce

Lots Available for Bidding {EEES]

¢ MName

I ¥ 4.1 Implementation of IT infra Projects
4.1.1 Technical Architect
4.1.2 DBA
4.1.3 Server Architect

4.1.4 Network Architect

Submit Selected Lots

[Cancel

In case of Tenders involving suppliers from different countries, the buyer may choose to provide the
suppliers with an option for selecting their preferred currency. In this case the currency also needs to be
selected by the suppliers in the “Select Lots” step, before proceeding to select the relevant lots.

Event Bidding Currency

Select event bidding currency: Ilndian Rupee -

[T use a different currency for different lots

Once selected please click on the yellow button “Submit Selected Lots”. This will take you to the next
step in the process, which is “Submit Response”. In case you need to correct your lot selection, please
click on the “Select Lots” option on the checklist, correct your response and then click on “Submit
Selected Lots” button.

6. RESPONSE SUBMISSION (EOI)

For all Eols conducted through Cairn Smart Source, the contact details will be included in the text of the
Eol published. In terms of submission the screen layout will be similar to that of an RFP/ITT.

7. RESPONSE SUBMISSION (ITT/RFP)

Please fill in all the mandatory fields indicated by an asterix (*) to submit Tender response. Partial Tender
responses shall not be accepted by the system. You may fill partial RFP and click on ‘Save’ to save it for
your next login. You can complete your response over multiple login session and continue saving the
details.
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For all questions except attachment type you need to enter your answers by typing your response in the
box provided or selecting from the menu provided.

For attachment type questions, please upload the desired attachment from your desktop by clicking

fi 1 . .
on*Attachafile  n 56 multiple attachments need to be provided as an answer, please move them

into a zip folder and then upload.

For non attachment type questions also the buyer may allow you to attach supporting documents or
additional comments. Please click on &J in order to provide additional comments or supporting
attachments, wherever applicable.

The Buyer may also provide additional documents in a question as references. To access the reference
documents for a question/section please click on = References

Prices in Smart Source need to be submitted in the designated section only. This will be usually be the

last section of the ITT. Prices in this section are submitted by entering the prices in the line items. In the
following screenshot, the line items are items 5.1 and 5.2.

-
&

If the line item has ‘j icon in front of its name (as in 5.1) then you need to submit your prices

through excel upload (explained later). If there is no excel icon (as in 5.2) then you just need to type your

prices and taxes etc. in the boxes provided.

¥ 5 Pricing Response 33,458.52 INR.
5.1 McAfee Network Security Software and Hardware El £,743.46 INR. 2 zach 13,456.92 INR.

5.2 Laptop Type 1 Less 10,000.00 MR Zeach 20.000.00 INR

5,5080%

For entering your prices for items requiring excel upload please follow the below mentioned steps:

1. Click on the |@] icon on the bottom right hand side of your window.

| Download Contentl .

2. Click on icon to download the excel sheet and save it on your computer.
3. The downloaded excel sheet has four tabs:
Intend To Respond Instructions Submit Response Instructions 5 Pricing Response Offline Content

4. Please click on the 4" tab to open the excel sheet and fill up the required cells.
5. Once completed please check the totals and save the file.
6. Click on the browse button to locate the file on your desktop:

Locate the saved Excel file on your computer using the Browse button.

I Browse... |

Finally upload the file by clicking on the tptozd) button to upload the file onSmart Source.
. Your total prices will be displayed against the required line item. Please check the prices and re-
upload if need be.

© N

Once you have completed the filing up of your Tender/Eol document, please click on
[ Submit Entire Response ] pt1on at the bottom left hand corner of your response window.
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If required, a Cairn India Supplier Training Cell representative will contact you to train you for response
submission. It is recommended that you allocate time and complete the training prior to response

submission.

Event Messages
Eesponse History

¥ Checklist

. Review Event
D s

. Review and Accept
Prereguisites
» 3. Select Lots

« 4. Submit Response

¥ Event Contents
All Content
1 Cairn Overview
2 Technical Envelope
3 Commercial Envelope

4 Price Envelope

All Content

Name *

Price

« Submit this response?
1 Cairn Overview ]

¥ 2 Technical Envelope Click OK to submit.

*|Here are my financials

2.1 Financials

2.2 Prior Experience *|5 years

2.3 Schedule *|Attached below

Quantity

Extended Price Total Cost

2.4 HSE | Attached below
2.5 Supporting for Financials # (@] Supporting Documents.d Update file Delete file
¥ 3 commercial Envelope
3.1 Bid Validity 2
3.2 Firm Prices s
3.3 Adherence to conditions of contract *res
¥ 4 Price Envelope 225,000.03 INR.
4.1 Production Liquid Transfer Pumps *[40,000.00 R 3 each 120,000.00 INR
4.4 Coupling Guard (Non Sparking Type, One for each Pump) *[20,000.00 INR 3each  60,000.00 INR
4.5 Mechanical Seal with Accessories (One for each pump) **|10,000.00 e 3each  30,000.00 INR
4.6 Mounting and Anchor Bolts (One set for each Pump) *|5,000.01 ™R 3 each 15,000.03 INR

[Submit Entire Response ] [Update Totals ] [Reload Last 5id ]

| [Compose Message ]| [Excel Import]

225,000.03 INR
120,000.00 INR.
60,000.00 INR.

30,000.00 INR.

15,000.03 INR

REVISE SUBMITTED RE

RFP responses once submitted can be revised by the supplier only if there is time remaining before the
event expires. You can note the time remaining in the top right hand side of the Smart Source screen.

Console

2 days 23

Time remaining

Event Messages
Response History

¥ Checklist

< 1. Review Event

Detail

« 2. Review and Accept
Prerequisites

”

.

Submit Response

¥ Event Contents
all Content

1 Instruction

2 Commercial

3 Technical

4 Pricing

" Your response has been submitted. Thank you for participating in the event,
All Content
Hame 1
INVITATION TO TENDER NO: 1600XXXX

1.1 Please read the attached Instruction to Tenderer's for responding to this tender =l References

1.2 Pleass acknowledge receipt of the refersnced "Invitation of Tender" by indicating your discposition tawards responding to this tendsr.

1.3 Do you agree to the sttached Confidentiality Agresment? (Appendix ) [ @ IE=] peferences

1.4 Please use the attached format for posting any queries in the attached format by mailing to __@ariba.com{Appendix G}
References

i

¥ 2 Commercial
2.1 Company Name
2.2 Number of Years in Operation
2.3 Registered Address

2.4 Flease review, complets and upload the attached "Form of Tender, (Appendix 1) £/
¥ 3 Technical

References

3.1 Please share profiles of resources which are proposed for this project with retention plans for these resources
3.2 urhat is the mobilization plan of the proposed resources ?
3.3 Please share relevant experience of the proposed resources in implementing similar projects

3.4 Flease share any previous experience in working with Cairn, its highlights and its challenges.

Compose Message

I confirm I will be submitting a tender
response

Yes

xye

10

Burmingham, UK
B Event1.xls

B Event 1.xls
B Event1.xls
) Event 1.xls
B Event1.xls

Smart Source
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9. CONTACT BUYER USING ‘COMPOSE MESSAGE’ UTILITY

You can contact Cairn in case of queries related to the Eol/Tender.

Within each event an “Event Messages” link is provided in the menu on the left. Clicking on the link will

take you to the messages screen.

Event Details &g

Pending Selection

Event Messages

= (Download Content] [Review Prerequisites | [Print Event Information | [ Review Bidding |

Download Tutorials m

¥ Checklist
» 1. Review Event Commercial
Details
Name
« 2. Review and Accept = =
Prerequisites 2 Commercial
» 3. Select Lots 2.1 Question 1

+ 4. Submit Response 22 Qucston?

3 Price

¥ Event Contents Event Overview and Timing Rules
All Content Owner:
1 Technical Event Type:
2 Commercial
Publish time:

Due date:

Accenture Currency:
RFP Commadity:
8/15/2012 7:32 PM

8/15/2012 7:38 PM

(Section 2 of 3) << Prev. | Next == R

abcd
abed

>> Next Section: Price

US Dollar

Pumps M_MECH003

The ‘Compose Message’ button on the screen allows you to send your message to Cairn.

Event Messages - RFP for screen shot

Discover Business Opportunities Notifications = Print

&g

Pending Selection

B —
\' Compose Musaga

i
1d Replied To  Sent 4 From Contact Name Subject
MSG9764954 No 08/15/2012 07:38 PM Cairn Energy India - eSourcing Site - TEST Accenture Event RFP for screen shot is no longer accepting responses.
MSG9764918 No 08/15/2012 07:35 PM  Cairn Test Supplier 1 test supplier 1 (,1D7[DI75859213) e
been submitted.
MSG9764902 No 08/15/2012 07:32 PM  Cairn Energy India - eSourcing Site - TEST Accenture You are invited to participate in event: RFP for screen shot.

Note:

For all tenders conducted through Cairn Smart Source, the event message board will be the primary
means of communication between Cairn & you. All queries and resolution messages will be shared via

this functionality. Bid bulletins will also be shared though this medium.

10. AWARD DECISION AND COMMUNICATION FROM CAIRN

The responses submitted vide Smart Source shall be evaluated by Cairn team. If selected for award, the

Cairn team shall initiate communication for the same.

Smart Source
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