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 1 Positioning
 1.1 Content
 Arco offers a total solution
 - Enter incoming invoices: paper, emails and EDI
 - Register, approval and book
 - Legal archive
 - The storage of the sending of digital invoices
 1.2 Positioning of Arco Invoice
 Arco Invoice is an off-the-shelf packaged solution for handling your supplier
 invoices in an efficient way.
 Design focus is:
 Feature-rich
 Affordable
 Easy to implement: pre-configured environment
 Usable for small to corporate sized companies.
 Intuitive and attractive user interfaces make it acceptable for Accounts
 Payable (A/P) and approvers.
 High performance.
 Multilanguage and Multi-country
 Highly configurable (avoids custom development)
 It can be integrated easily with ERP-packages.
 Approval via app.
 Arco Invoice is a solution for multiple invoice types:
 - General costs
 - Projects
 - Investments
 - Commercial Goods
 1.3 Benefits
 Incoming invoices have a long processing time in enterprises: from the opening
 of the mail, through sorting, manually processing and inserting the invoices into
 the accounting package, controlling them and finally their payment. Each step
 takes time and increases the risk of making mistakes.
 Thanks to Arco's invoice management solution, the treatment of incoming
 invoices can be completely automated which makes it possible to gain in time
 and to work more efficiently.
 Possible benefits
 Short implementation times due to standard products
 Payback period of 18 months on average.
 No need to retain the original paper invoices.
 Invoices are easy to retrieve and don’t get lost.
 No more need to take photocopies for approvers.
 Internal transport of documents can be abolished.

Page 5
                        

15th January 2016 Arco Information 5/25
 Major productivity gain thanks to an enormous reduction of the data entry
 time:
 o OCR recognition of the invoice
 o G/L and cost centre can be proposed automatically in certain cases
 Shorter throughput time, approval process is transparent
 Detailed reporting
 Deadlines are monitored automatically
 2 The supplier Invoice comes in
 2.1 Scanning and recognition of documents
 2.1.1 Scanning
 Paper invoices are prepared for scanning.
 Document separation can be performed in several ways:
 A separation page is inserted per new invoice
 Invoices of one and of two pages are scanned separately. No separator
 page is necessary: the page count is completed before starting the
 scanning of the batch
 A bar code sticker is added on the invoice.
 o The sticker has always the same information and is only used for
 separation.
 o The sticker has a unique number (incremental) and/or with
 combination of the company code if multiple companies are
 applied.
 Invoices do not have to be separated per company type or whether they are
 invoice or credit note.
 The documents are scanned in batch. Attached documents such as delivery
 notes, detail pages and other can be added as appendixes of the document.
 The standard scanning method is single sided scanning. The general conditions of
 the invoice are not scanned. Real double sided invoices are scanned separately.
 2.1.2 OCR: Recognition method
 The Caas Cloud platform allows OCR recognition of the invoices.
 Freeform recognition: the system immediately reads the content of the
 invoice. This is based on:
 o a knowledgebase of suppliers (multi-country)
 o a freeform calculation logic (multi-country and Multilanguage)
 o comparison with master data: supplier, company, project
 o specific calculation logic (e.g. order number)
 Learning:
 o The system is able to automatically learn about specific fields per
 supplier
 o This increases the reliability of the recognition in a significant and
 continuous manner
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 2.1.3 OCR: Header recognition
 Standard fields that can be read:
 Multiple document types can be recognized.
 For invoice, the standard fields are:
 Company / Supplier
 1 Companyid Legal entity
 2 Supplierid Linked to database of suppliers
 3 Supplierbankno If correct bank account number must
 be checked
 Document information
 4 Barcode
 5 Type invoice or credit note
 6 Invoice number Of the supplier
 7 Invoice date
 8 Structured payment reference
 Amounts
 9 Total Net amount
 10 Total Tax Amount one or multiple totals
 11 Total amount
 12 Tax rate (s) one or multiple tax rates (is a
 percentage)
 13 Total tax per tax rate one or multiple tax total amounts,
 per tax rate
 14 Currency From a list of currency's
 For matching
 15 PO numbers
 One or more purchase order
 numbers
 2.1.4 OCR: Reading of detail lines
 Another (optional) possibility is to read the detail lines of the invoice.
 For commercial goods this can be:
 Easy to implement: Just find all the order numbers in the detail lines
 More advanced: find for all lines the necessary fields such as: article
 number, order number, article description, units, unit price, total price, net
 price.
 For general cost invoices this can be:
 Finding order number
 Finding reference numbers: contract number, car licence plate, phone
 number, etc.
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 2.2 Email Processor
 Goal is that incoming mails are sent automatically to the OCR processing without
 human intervention.
 Scheme:
 The system makes a number of checks. Goal is that this replaces the checks
 which are done manually today: each incoming mail is reviewed manually. Only
 PDF attachments that are compliant are forwarded in the system.
 o Format attachment: pdf.
 o 1 pdf = 1 document (additional pages in the same PDF are kept in the
 PDF, no splitting)
 o If multiple PDF’s in one Mail: check based on supplier based rules
 which ones are sent to the next step for Invoice Processing, e.g.
 Each PDF is an invoice (in general this is the standard)
 First PDF is an invoice
 File name contains “inv” but not “att”
 o Blacklist: emails coming in from undesired senders are disregarded
 o Whitelist: ability to define which suppliers are acceptable for sending E-
 PDF. Other not compliant suppliers will not be processed. White list is
 not mandatory but improves the security.
 o Manual handling: mails that are valid but that require manual handling,
 can be showed in separate lists. Examples are web portals (requires
 login and download) and mail with zip files. The user can
 download/extract the files, link it to the dossier and continue the
 automated processing
 The benefits are significant:
 - Receiving of electronic PDF and not paper:
 o Avoid printing of PDF-invoices (time consuming + quality)
 o Avoid scanning
 o Reduce hardware requirements scanning (as paper volume is going
 down)
 o No need to add barcodes
 - Automated and reliable processing of the PDF
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 o Avoid human errors while saving/copying the file attachments
 manually
 o Content is checked and filtered so that less human verification of
 the e-mail is necessary
 o Full audit trail: any incoming mail can be searched in the mail
 archive
 o The part of PDF invoices can increase rapidly to 5-15 % range of
 the total volume on the short term
 - A Streamlined procedure makes:
 o PDF invoice processing reliable (today it is often not reliable)
 o Encourages suppliers to participate rapidly
 - More and more suppliers are happy that they can send via PDF
 - Avoid that specific PDF files block in the Kofax OCR: they are converted
 automatically to a PDF format that works
 - Standardised:
 o simple to set up and put in production
 Customer ICT does not have to develop mailbox pre-processing
 2.3 E-invoices
 The electronic EDI-invoices enter in the Arco-invoice platform and are directly
 inserted into Arco Invoice.
 New suppliers can be connected to this network:
 - Known in the Arco Invoice platform: Arco has a database with suppliers
 that are connected already for this sending
 - New: for non-connected suppliers, easy guidelines are available in order to
 connect the suppliers easily.
 3 Register, Approve, book
 3.1 Principles of the Flow
 Based on the different input streams (scanning with OCR, electronic invoices, ...)
 the invoice goes through a number of steps in Arco Invoice.
 Type of steps are:
 User interaction steps: typically:
 o complete invoice (by accounting)
 o approval
 Automated steps: typically interaction with ERP:
 o register,
 o book,
 o unblock payment.
 Exception handling steps: examples are:
 o Missing supplier
 o Wrong approver was selected
 o Check invoices that were not booked successfully in ERP (Correct
 Invoice, Correct Payment Release)
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 The steps can be configured but contain already an out-of-the box configuration.
 Typical configuration could be:
 - Remove unnecessary steps
 - Change the naming of the steps
 - Add specific steps
 3.2 Steps in the flow
 Example of a typical flow:
 A colour border has been added to show the types of steps:
 Blue: user interaction steps
 Dotted blue: possible user interaction step
 Red: exception handling
 Black: automated steps
 So in normal cases there will only be user interaction for two steps.
 3.3 The work list
 Users can see work via the work list or via an email notification. In general
 Accounts Payable people will use the work list, as they have a number of invoices.
 This work list contains the main columns and work can filtered. Filtering can be
 done by searching invoices (see further), filtering in the columns (see screenshot)
 an/or by selecting a functional step.
 It is possible to select the columns that should appear in the work list.
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 3.4 Complete the Invoice
 During the complete invoice action, the Accounts Payable users can complete
 several elements of the invoice.
 3.4.1 Complete Invoice
 Sample screenshot:
 Several actions can be performed:
 - Make sure all header data are correct:
 o Mandatory fields must be filled in
 o Logical errors can be corrected
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 - Assign G/L and Cost Centre if possible (see further)
 - Assign approver (see further)
 The header data can be very complete and detailed or rather simple (also
 depending on the kind of booking in the ERP-package).
 Many advanced fields can be added, such as various costs and specific custom
 fields.
 3.4.2 Assign Cost Centre and GL
 Sample scheme 1:
 All instruments are available for flexible, fast and semi-automatic determination
 of these data:
 - Grid structure for fast typing
 - Balance is shown: green is full amount is assigned, red is balance open
 - Possibility to define links between GL Accounts and Cost Centre’s
 - Possibility to assign one fixed approver to a supplier
 - Possibility to assign one fixed approver to a GL Account or Cost Centre
 - Select analytical distribution codes for automatic assignation of GL Account
 and Cost Centre’s
 - Have an analytical split percentage over multiple Cost Centre’s
 - Select one booking line or multiple booking lines
 - Define approval on invoice level or on booking line level
 - Define the columns that have to appear on the booking lines. E.g. some
 columns might not be necessary on booking line level for more simple
 configurations:
 o Tax code
 o Description (in general used for comments between approver and
 Accounts Payable regarding booking line information)
 o Approver
 o …..
 - Other customer specific rules can be added via a custom action
 (development)
 3.4.3 Determine Approvers
 Approver selection can be manual or semi-automatic. Semi-automatic rules have
 been mentioned above.
 Approvers can be users, roles and user groups. This information can be
 synchronized with central user repositories such as Active Directory.
 Whether approval is just one simple approver or more possible actions depends
 on approver conditions that can be configured. This should allow the defining of
 approval schemes depending on:
 o Type of invoice: project, general costs, commercial goods, investments
 o Amount of the invoice
 o Profile and level of approver (administrative person, person in the field,
 senior manager)
 o Size of the organization
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 The approval conditions are based on the potential instruments mentioned below.
 In order to keep it simple, default values are available for the most advanced
 options (they can be changed in a later phase)
 • Define Approval Categories and link it to users and users roles (e.g. A, B,
 …. )
 • Define number of required Approval Levels: 1 (default) or more (2, 3, …)
 • Per Approval Level: 1 approver or more (= modus)
 • If more criteria are required: extra criteria 1 and 2
 • Approval is Final (default) or can be changed
 • Delegation (see further)
 3.4.4 Missing supplier
 When a supplier is missing, the invoice goes automatically to the Missing Supplier
 Step. Assigned users in Accounts Payable can create the supplier in the ERP-
 package and continue the processing.
 These users are linked to the standard role “InvoiceSupplierResponsable”.
 3.4.5 Check on doubles
 This process allows to check whether an invoice has been sent a second time.
 The detection method can be configurered.
 This standard check can be enabled in Arco Invoice.
 3.4.6 Register or book
 With Arco Invoice:
 Pre-registration in a separate environment not necessary any more.
 Registration in Arco Invoice is sufficient
 Depending on the ERP-package it is possible:
 o to book before making the approval (with payment block)
 on the real GL Account and Cost Centre
 on a waiting account.
 o to book after making the approval (with payment unblock)
 benefit is that the booking information is sure and confirmed
 as VAT declaration and deduction is concerned:
 due to the reduced approval time VAT declaration
 can be done very quickly
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 certain non-approved invoices could still be booked
 when the VAT time limit is approaching.
 3.5 Approve via Web Interface
 3.5.1 Notification per email
 Email notifications are a standard functionality
 Emails are available for:
 - New work
 - Reminders
 - Specific questions from other users
 Emails are:
 - Not active: a user (typically Accounts Payable) does not need emails
 - Individual: one email per invoice
 - Grouped: one periodic email (e.g. once a week)
 Email descriptions are preconfigured in several languages.
 Sample email for new work:
 Accounts Payable Dear …, In the mail you find a link to your worklist "Invoices to approve". New invoiced added to your worklist:1 Click here to see your worklist. This is an automatic mail, please don’t answer by e-mail but through the invoice application. For any question please contact the accounts payable department. Kind regards. Accounts Payable
 Sample email for a reminder:
 Accounts Payable Dear …, Attention: Please approve the invoice over deadline with high priority, so we can pay our suppliers on time. The number of invoices over deadline: 4 Click here to see you’re the list. This is an automatic mail, please don’t answer by e-mail but through the invoice application. For any question please contact the accounts payable department. Kind regards. Accounts Payable
 3.5.2 Approval Actions
 Several approval actions can be presented (8 types). Depending on
 configuration, just a few (minimum 3) or more can be presented.
 Typically the minimum is: (in order to keep is very simple)
 http://usgbearco001/Invoice/
 http://usgbearco001/Invoice/
 http://usgbearco001/Invoice/
 http://usgbearco001/Invoice/
 http://usgbearco001/Invoice/
 http://usgbearco001/Invoice/
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 Note that the sequence can be configured.
 A more extended configuration:
 All options are: (if authorised and if needed)
 - Add an extra approver
 - Approve the invoice
 - Block the invoice
 - Change the approver
 - Modify all approvers
 - Reject (do not accept the invoice)
 - Send back to accounts payable (not the right approver)
 - Send back to previous approver
 - (Partial Payment Approval)
 You can easily see what the status of the approval is on an invoice:
 3.5.3 Partial Approval
 An invoice can also be approved partially for payment. When payment is
 liberated then only this part will be paid.
 3.5.4 Block Invoice, Add information, Add documents
 3.5.4.1 Block Invoice
 When the invoice is blocked (not approved) then approver actions are expected.
 • Select Block Reason:
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 • Block Reason = Credit Note
 When a credit note comes in, it can be linked to the invoice.
 3.5.5 Ask Information/Email
 Although the flow of approval is already defined, flexibility might be useful. This can
 happen by asking advice to a specific user.
 By clicking on the Email-icon:
 This function can be made active / inactive.
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 The user has an overview :
 - Questions that are still open (not completed)
 - All incoming messages, all outgoing message
 3.5.5.1 Add documents
 Multiples documents can be logically linked to the invoice.
 e.g. a mail of a conversation with the supplier.
 3.5.6 Information available for a user
 3.5.6.1 What header information can the user see?
 Although an approver needs enough information he wants something simple.
 For approvers less information can be displayed than for accountants.
 This can be configured.
 The header information is shown in read only: via comments he can
 inform accounting that he thinks accounting information needs to be
 changed
 3.5.6.2 Can the user change booking information?
 This can be configured:
 - Read only and approve
 - Edit if needed
 The second option would be of benefit for Accounting:
 - A proposal of change is made by the approver
 - The system checks immediately the context
 - Accounting can still change it afterwards
 3.5.7 Individual user options
 User can change some preferences themselves.
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 Language: if they want to choose another language than the one defined in the
 central user management (English, French, Dutch, German)
 Email-address: when they want to get messages at another email address
 Show invoice in popup: if the user is working with two screens
 Open delegates: assign work to others (absence) or look what work has been
 assigned to me.
 3.6 Approve via App
 3.6.1 How it works
 The invoices to be approved appear in the Arco Invoice App. This can be made
 available to all approvers or just a part of the approvers (e.g. higher
 management, decentralised approvers such as project leaders).
 Benefits:
 - Ease of use. The app is made for smart phone and for tablet.
 - Certain users are very motivated to work with an app.
 - Ability to use it at home or while traveling:
 o Simple and rapid approval, not borrowed with other work
 o Well suited for the simple approvals (most of the invoices)
 - Offline work is possible (e.g. when Wi-Fi or mobile access is unavailable)
 - Speed
 o Fast handling motivates users. Speed is high as data are stored in
 the local cache (transmitting of the response is not linked to the file
 approval)
 o Approve several invoices at once:
 Can be activated or deactivated on system level
 E.g. activate because use by higher management
 Linked version:
 Invoice server: minimum Arco Invoice version 2.1
 Devices:
 - Apple
 o O.S.: Apple IOS: version 7.1, 8 and 9. Version 6 can work, but no
 official support.
 o What models: not linked to a specific hardware model
 - Android:
 o Foreseen in a future version
 o O.S.: all Android versions 4.0.3 and higher (including 5 and 6) are
 supported
 o What models: not linked to a specific hardware model
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 3.6.1 Screenprints
 Worklist for the tablet interface
 Overview screen:
 Sort on amount, filter on supplier:
 Approve= swipe to the right:
 Approve later (= later approval on desktop interface): swipe to the left:
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 Approve all invoices (if activated), with a confirmation question:
 3.7 Workflow under control
 3.7.1 Other functional steps
 3.7.2 Status and history of the workflow
 A full audit trail is available of the actions taken:
 3.7.3 Presence / absence
 With the open delegates function a user can assign work to others (absence) or
 look what work has been assigned to him.
 When work is assigned to me:
 - I will get the emails
 - I will be able to select the work of that person in the inbox:
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 3.7.4 Reporting
 3.7.4.1 Export to Excel
 An export to Excel can be done:
 The fields that appear in the Excel are configurable.
 The bookline info can also be included.
 3.7.4.2 Reporting
 Web-based reporting is available as an optional component.
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 4 Other Modules
 4.1 Procurement
 Procurement is an optional module. Purchase orders can be prepared (also
 decentrally), approved. Order documents are generated and sent to suppliers.
 Also the receiving of goods and services is covered.
 Allows matching in Arco Invoice as a later step.
 4.2 Order matching
 4.2.1 Principles
 Matching can be done automatically (fastest solution) or manually.
 Default rule is one Purchase Order for one Invoice (allows automatic matching).
 Matching of one line (or a few but not all) of an order number with a Purchase
 Order can be done via manual matching.
 Matching of the invoice with order is done in Arco Invoice.
 4.2.2 Automatic matching
 Automatic matching can be performed if following tests are positive:
 Invoicing company = company that was expected in order
 Supplier Invoice = supplier order
 Order number is correct
 Delivery is correct
 Not yet invoiced (or only partially)
 Amount invoice corresponds with balance (within tolerance,
 e.g. 2 %)
 Amount on invoice is not too high (above a certain amount a
 further check can be required if necessary)
 Due to this automatic matching no further manual matching or approval is
 required.
 4.2.3 Manual matching
 A user can execute the manual matching.
 The user:
 can select the correct Purchase Order line
 for a given Purchase Order, assign the full order amount or
 just a part.
 View the Purchase Order information (read-only) and the
 associated PO-document
 4.2.4 Detail lines
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 Recognition of detail lines and 3way matching (optional component) : see
 separate document.
 4.2.5 Booking without approval
 When the matching is positive booking can happen without approval (approval
 was already given during the purchase process).
 4.3 Expense Note Management
 Create expense notes, approve them and book them as a financial invoice or via
 the salary application.
 5 Archive, Searching
 5.1 Search and View
 Invoices can be stored in Arco Invoice and an intuitive search interface is
 available.
 Selection of the supplier:
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 Select extra fields in search:
 5.2 Legal Archive
 The document archive can be made fully compliant with legal storage directives.
 So a paper archive is no longer needed.
 6 Accounting / ERP-integration
 6.1 What kind of information can be exchanged?
 About the management and the status of the invoice
 - Make a registration or a preregistration in the Accounting package
 - Book invoice with payment block
 - Payment unblock
 - Get information back from ERP:
 o Invoice number
 o Confirmation of booking, registration, payment
 o Error messages
 Master data:
 - “Views” linked to the master data of the ERP are available.
 - These master data will then appear in the Arco Invoice interfaces
 - Master data consist of entities, suppliers, currencies, payment conditions,
 VAT codes, GL accounts, cost elements, possibly order info
 6.2 Existing Integrations
 Examples of standard Invoice connectors :
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 - SAP
 - Microsoft Dynamics NAV
 - Microsoft Dynamics AX
 - Exact Online
 - Exact Globe
 - KPD BouwOffice
 - Centric CS Solutions
 - Cevi New Horizon
 - Coda (Unit4)
 - Kluwer :Vero, Expert/M
 - Bob50 (Sage)
 Other accounting packages can be interfaced via standard EDI-based interfaces.
 Example Venice (Unit 4) and Winbooks.
 7 Functional and Technical Administration
 7.1.1 Security
 User names and passwords can be linked to central systems or are managed
 separately.
 Security can be defined on several levels, example:
 Who can approve what
 Per field and per step: what can be read / be modified / is mandatory
 Within accounts payable:
 o Accounts payable in general
 o Create new suppliers
 o Preference on company level (who works on which company)
 Manage delegation
 Who can do functional administration
 Who can do technical administration
 This is linked to users, roles and/or groups.
 Users can be users in the network (synchronised with repositories such as Active
 directory) or users created in the user database.
 7.1.2 Ability to configure
 7.1.2.1 Configuration screens overview
 The ability to configure the system is a key strength of Arco Invoice. It is a
 critical functionality for end-users: they are able to adapt the system to
 requirements of different services and invoice types in order to get acceptance
 and efficiency. Maintenance can be done in-house.
 Separate configuration actions are available for:
 - Functional configuration: e.g. for people in the accounting department
 - Technical and advanced configuration: with limited access (e.g. ICT).
 The ability to configure the system is a key strength of Arco Invoice. It is a
 critical functionality for end-users: they are able to adapt the system to
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 requirements of different services and invoice types in order to get acceptance
 and efficiency. Maintenance can be done in-house.
 Distinction is made between the basic functional configuration (typically done by
 users in the accounting department) and the other configuration.
 Some Configuration screens:
 Approvers Manage approval levels and rules
 Actions (Buttons) What approval actions/decisions are active
 Approve action List of approval types that are activated an in what sequence it is displayed
 Properties
 What fields and metadata is available? What is the content of the translation labels (e.g. make them similar to the ERP)
 Property Screen
 Link screen layouts to steps (e.g. complete invoice and approve). Which field is mandatory, …
 Blockreason
 e.g. Manage reasons when rejecting an invoice. E.g. Credit note, delivery note expected, wrong quantity
 Categories
 Invoice types: E.g. general costs, projects, commercial goods: they may require other approval rules
 Functional steps What functional steps are active in the workflow
 Settings Global main configuration settings
 7.1.3 Manage approval rules.
 Approval rules can be managed in a flexible way by functional administrators
 (typically from the accounting department).
 Some of the capabilities:
 - Rules for all companies, of for just one.
 - Rules per invoice category (trade goods, financial invoices, other)
 - Extra approval rules per approval category (e.g. fleet, investments, HR, …)
 - The number of approval levels is between 1 and 10
 - Approval rules based on the amount of the invoice
 - Users and roles
 - Modus: 1 approves from the list, all approve from the list, etc.
 - Extra approval criteria: Choose maximum 5 other criteria, e.g. supplier,
 GL, analytical costs, etc.
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