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Purpose

This User Manual explains the steps for Login at Vendor Portal, how to resetting Password and how
to upload Invoice at Vendor Portal

Scope

This document describes the user for below topics

1.

7.

Steps:

How to download User Manual and where to Contact Us for any query to Portal
How to reset password with Forgot Password option

How to unlock user ID

How to Login

How to upload Invoice

How to track Invoice status and payment details

How to download report

Vendor Portal will be accessible Using Google Chrome or Internet Explorer
browser only with below shared URL

https://ssvpl.sunpharma.com/portal/login

v nWendor Portal « X =+

&«

B Apps

c & ssvpl.sunpharma.com/fportaldogin

ﬁ Mewrgen LIVE ﬁ Process bManager  4* Metwark Login Che.. GoTokdeeting Hub ﬁ Mewegn AT 191 ¢/ bdetis | Horne ﬁ Crmnil

= Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange
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1. How to download User Manual and where to Contact Us for any query to Portal

You can download “User Manual” from Login page as highlighted in below print screen and we have
also shared “Contact Us” details at Login page

0 wVendor Portal : X +
« = C 8 sswvplsunpharma.com/portal/ogin

1 Apps E Mewrgen LIVE E Process Manager ? Metwork Login Che... * GoTokeeting Hub E Mewegn UAT 191 L _bdetis ]| Dome E Ormnil

Login Form

Welcome to Sun Phar
Vendor Self Service Exch e

l lJsername l

| Password

1gicloy @

| Enter Captcha

Onclick of Contact Us option details of SSC Assitance as well as IT Assitance will apper with Contact
person name, contact number and email ID.

Contact US x -+

< —» C @ ssvplsunpharma.com/portal/JSP/ContactUs.html

Live Newgen Login to OmniDocs... Newgen Process M... « ZOHO Newgen Test 2 Qb = Vendor Portal On... || MySunPhart
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On click of User manual option User Manual get downloaded as shown in below print screen.

v wvendor Partal o

x (+

« > @ ssvplisunpharma.com/portal/login

i Apps

ﬁ Mewgen LIVE

B Process Manager 4 Network Login Che...

*i% GoToMeeting Hub ﬁ Mewegn UAT 191

— Login Form

W letis | Hy

Welcome to Sun Pharma
Vendor Self Service Exchange
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2. How to reset password with Forgot Password option

Click on “Forgot Password?” option at Login Page as show below print screen

" n¥endor Portal i X +
— {5 8 ssvpl.sunpharma.com/portallogin
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Ormnil

= Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange

On click below new page will appear

W Wendor Portal o X +
& (€] 8 ssvplsunpharma.comfportalflogin?userhame=#toSetPass
P Apps ﬁ Mewvgen LIVE ﬁ Process Manager ‘:;‘ Metwork Login Che.., GoTakdeeting Hub ﬁ Mewegn UAT 191 Metis | Horme ﬁ Omnil

Activate Your Account With New Password

If wou don't have walid activation code | get code on

registred mail Id

GetActivationCode

To reset password user has to enter correct Username and Registered Email ID which we have share
with you after successful registeration as per shared details from your side
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In case you don’t have details you can send mail to IT Assitance i.e. FAIT.Support@sunpharma.com
from Contact Us details at Login page

We have created Username as Vendor code mentioned on PO beside your company name. Username
will be 8 digit Vendor code starting with 1 e.g. Vendor code at Sun Pharma PO mentioned as
0010001111 then your username will be 10001111 after removing initial 2 zeros. And Register Email
ID will be that email ID shared from your side at time of user creation.

W n¥endor Portal X +
& C 8 ssvplisunpharma.com/portalflogintuserMName=#toSetPass
S Apps E Mewgen LIVE E Process Manager 4‘;‘ Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Ormnil

Activate Your Account With New Password

If you don't have valid activation code | get code an

registred mail 1d

10020416

FAIT support@sunpharma corm|

GetactivationCode

Enter shared username and registered Email ID by Sun Pharma Team as shown in above print screen
and then click on Get Activiation Code Button to receive email on register Email ID with Activation
Code to reset new password at your own.
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Activiation Code will be send to your registered email ID from
Omniflow.SSC@sunpharma.com with new Activation Code

W nWendor Portal x it

< C A Mot secure | 172.30.59.66:8080/portal/ForgotPasswordServiet#toSetPass

E=-' Apps E Mewgen LIVE E Process Manager ‘3-‘ Metwark Login Che.., e GoTokdeeting Hub

B Mewegn UAT191 v Metis|Home [l OmniC

Activation Code has been Sent to your registred email |

Activate Your Account With New Password

If you don't have valid activation code | get code an

10020416

Enter Registred

mail Id

Ernail Ict

GetactivationCode

9801985

H ¢ L B T
FILE MESSAGE
A o o % 9
i x i (_4 ) B Meet SEP2020 3 To Manager
= Ignore 2 eeting
ﬁe ﬁe N EJ Team Email v Done
.'@Junk' Delete  Reply REAT:Y Forward EEMWE' 9(-Repl},.f&Delete ¥ Create New M
Delete Respond Quick Steps ]

Wed 28/07/2021 17:50
omniflow.ssc@sunpharma.com
Vendor Portal - User Activation/Change Password link

To fait support I:] -

Dear 10020416,

Please use below activation code to reset your password.
Your One time Activation Code is: 5801955

Regards,
Administrator

Wandar Dartal Suctom

Vendor Portal - User Activation/Change Password link - Message (Plain Text)

@ - Rules ~ £ [ 1] r:
= (Y W > a

_EEOneNote g ¢
Move —_ Mark Categorize Follow  Tran
- [EPAdtions~  nread i Up~

IMove Tags [F]
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Enter Activation Code received in email as highlighted in above print screen.

v wvendor Partal o X +
&« &) A Motsecure | 172.30.59.66:8080/portal/ForgotPasswordServiet#toSetPass
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Activation Code has been Sent to your registred email |

Activate Your Account With New Password

If you don't have valid activation code | get code on

‘ 10020416

registred mail 1d

GetactivationCode
Enter Ng
9801995 e

And Enter New Password of your choise atleast of 8 char in combination of 1 upper case, 1 lower
case and number, same password enter at Confirm New Password and then click on Save Button
On successful change in password will prompt message as Account Activated successfully with New
Password as shown in below print screen.

" n¥endor Portal i X +
&« &) A MNotsecure | 172.30.59.66:8080/portal/SetNewPassServiet
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Acount Activated successfully with New Password .
= Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange

Vrzkds o
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Then login with same User name and New set password to login at Vendor Portal to upload Invoices.

v wvendor Partal o b4 +
“— Cc A Notsecure | 172.30.59.66:8080/portal/SetNewPassServiet
i spps A Mewgen LVE [ Process Manager 4% Metwork Login Che.. 52 GoToMeeting Hub [l Meweagn UAT191 v Metis|Home [l OminiC

Acount Activated successfully with New Password .
— Login Form —

Welcome to Sun Pharma
Vendor Self Service Exchange

10020416

Vrzkds @

yrzkds

| L —
&« &) 8 ssvplssunpharma.com/portal/LoginServiet
$i Apps ..'_.'-_. SunPharma @ MySunPharma | Lo... Metis | Home EMC Remedy E)) Btrix I OPEN SAP ELEARNL.. PF UAN Member P...

v ome
10003887
UMA DRUGS

No data found

Powered By
D Submit Invoice
Copyri

% My Invoices

& Vendor Details

[l Reporis
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3. How to unlock user ID

On unsuccessful login attempt more than 3 times then system will lock the user ID, if user ID is locked
then how to unlock user ID at your own.

W n¥endor Portal X +
< C A Notsecure | 172.30.59.66:8080/portal/LoginServiet
S Apps ﬁ Mewgen LIVE E Process Manager ‘:i‘ Metwaork Login Che., 598 GoTobeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Ormnil

Incorrect Username or Password entered.
— Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange

epthb2 ©

Below message will prompt at Login page if user ID is locked, User has to click on “Unlock User 1d?”
option as highlighted in below print screen to unlock user ID

A Wendor Portal o X +

&« &) A Mot secure | 172.30.59.66:8080/portal/LoginServiet

=5 oApps ﬁ Mewgen LIVE ﬁ Process Manager  %® Metwork Login Che.., GoToheeting Hub ﬁ Mewegn UAT 191 Metis | Home ﬁ Omnil

User has been locked. Kindly Unlock User Id by click on Unlock User I¢
=~ Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange

[ <
290 O
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On click of “Unlock User 1d?” option below screen will appear.

W Wendor Portal o X +
& (€] 8 ssvplsunpharma.comfportalflogin?userhame=#toSetPass
P Apps E Mewvgen LIVE ﬁ Process Manager ‘:;‘ Metwork Login Che.., GoTakdeeting Hub ﬁ Mewegn UAT 191 Metis | Horme ﬁ Omnil

Activate Your Account With New Password

If wou don't have walid activation code | get code on

registred mail Id

GetActivationCode

To Unlock and Reset password user has to enter correct Username and Registered Email ID which we

have share with you after successful registeration as per shared details from your side

In case you don’t have details you can send mail to IT Assitance i.e. FAIT.Support@sunpharma.com

from Contact Us details at Login page

We have created Username as Vendor code mentioned on PO beside your company name. Username

will be 8 digit Vendor code starting with 1 e.g. Vendor code at Sun Pharma PO mentioned as

0010001111 then your username will be 10001111 after removing initial 2 zeros. And Register Email

ID will be that email ID shared from your side at time of user creation.
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" n¥endor Portal i X +
& C A Notsecure | 172.30.59.66:8080/portal/login#toSetPass
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Activate Your Account With New Password

If you don't have valid activation code | get code an

registred mail Id

10020416

devang. rajyagorg@sunpharma.com

GetActivationCode

Enter shared username and registered Email ID by Sun Pharma Team as shown in above print screen
and then click on Get Activiation Code Button to receive email on register Email ID with Activation
Code to reset new password at your own. If user enter wrong Username of Email ID then system will

prompt below message

W n¥endor Portal X +
<« C A MNotsecure | 172,30.59,66:8080/portal/ForgotPasswordServiet#toSetP ass
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Entered Username or Email is Incorrect , if need any help then connect\

Activate Your Account With New Password

If you don't have valid activation code | get code an

registred mail 1d

10020416

GetactivationCode
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If user enter corret username and email ID then Activiation Code will be send to your registered email
ID from Omniflow.SSC@sunpharma.com with new Activation Code

W nWendor Portal x it
[

< C A Mot secure | 172.30.59.66:8080/portal/ForgotPasswordServiet#toSetPass

E=-' Apps E Mewgen LIVE E Process Manager ‘j-‘ Metwark Login Che.., 23: GoTokdeeting Hub E Mewvegn AT 191 ¥ Mletis | Home E Cirmnil

Activation Code has been Sent to your registred email |

Activate Your Account With New Password

If you don't have valid activation code | get code an

mail Id
10020416
mail Id
GetactivationCode
9801985
o= L T Vendor Portal - User Activation/Change Password link - Message (Plain Text)
FILE MESSAGE
— S, — T g = e ~
B Ignore x ﬁ—é E_é ﬁ_eﬂ [E7 Meeting SEP2020 & 7o Manager ¥ s Rules £ hY I%l e a
EJ Team Email v Done _EE OneMote ¢
o Delete  Reply Reply Forward Move —_ Mark Categorize Follow  Tran
5 Junk ~ Py Ply B More - =] ; H % . g
g Al ]| « Reply 8 Delete # Create New . [ Actions - Unread il Up~
Delete Respond Quick Steps ] IMove Tags [F]

Wed 28/07/2021 17:50
omniflow.ssc@sunpharma.com
Vendor Portal - User Activation/Change Password link

To fait support I:] -

Dear 10020416,

Please use below activation code to reset your password.
Your One time Activation Code is: 5801955

Regards,

Administrator

Wandar Dartal Suctom
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Enter Activation Code received in email as highlighted in above print screen.

v wvendor Partal o X +
&« &) A Motsecure | 172.30.59.66:8080/portal/ForgotPasswordServiet#toSetPass
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Activation Code has been Sent to your registred email |

Activate Your Account With New Password

If you don't have valid activation code | get code on

‘ 10020416

registred mail 1d

GetactivationCode
Enter Ng
9801995 e

And Enter New Password of your choise atleast of 8 char in combination of 1 upper case, 1 lower
case and number, same password enter at Confirm New Password and then click on Save Button
On successful change in password will prompt message as Account Activated successfully with New
Password as shown in below print screen.

" n¥endor Portal i X +
&« &) A MNotsecure | 172.30.59.66:8080/portal/SetNewPassServiet
S Apps ﬁ Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub ﬁ Mewvegn UAT 191 betis | Home E Oranil

Acount Activated successfully with New Password .
= Login Form =

Welcome to Sun Pharma
Vendor Self Service Exchange

Vrzkds o
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Then login with same User name and New set password to login at Vendor Portal to upload Invoices.

v wvendor Partal o b4 +
“— Cc A Notsecure | 172.30.59.66:8080/portal/SetNewPassServiet
i spps A Mewgen LVE [ Process Manager 4% Metwork Login Che.. 52 GoToMeeting Hub [l Meweagn UAT191 v Metis|Home [l OminiC

Acount Activated successfully with New Password .
— Login Form —

Welcome to Sun Pharma
Vendor Self Service Exchange

10020416

Vrzkds @

yrzkds

| L —
&« &) 8 ssvplssunpharma.com/portal/LoginServiet
$i Apps ..'_.'-_. SunPharma @ MySunPharma | Lo... Metis | Home EMC Remedy E)) Btrix I OPEN SAP ELEARNL.. PF UAN Member P...

No data found

10003887
UMA DRUGS

Powered By
D Submit Invoice
Copyri

% My Invoices

& Vendor Details

[l Reporis
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4. How to Login

Vendor Portal Login

Login Form

Welcome to Sun Pharma

Vendor Self Service ExchanV
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5. How to upload Invoice

Click on Submit Invoice > PO option as shown in below print screen to load blank page for submitting
Invoice

My Invoice

Portal Reference  Workitem Invoice Submitted

UNIMED TECHNOLOGIES Invoice Number Number Number Amount Diate Status Exception Type
LIMITED 1510901 100 e

[ Submit Invoice

B Bill Processing

[B My invoices 12M0/2018 Bl Processing

& Vendor Dethils
11788929.440 1210/2018 ment
P

|l Reports

Submit Invoice

Submit New Invaoice

Bill Details
Invoice Type- P - Invaice Number
PO Numbar - ’ . Invales Date -
o Number Inw Base Amoun '
Remarks
Invelce Details
Company Code Vendor Codae 11000194
Company Name Vendor Name W PROL
Company Addrass Vendor Address
Vendor GSTNO ABCEWFF20078873 Vendor Region MNorth
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Enter below highlighted details i.e.

PO Number (10 digit starting with 93 or 50 or 44)

1
2. GST Invoice No (Your Invoice Number same as mentioned on your Invoice with / or -)
3

Invoice Date
4. Invoice Amount (Total Invoice Amount including of GST amount)
Marked with red estric * are mandatory fields, Remarks is optional.

After entering PO Number click on ADD button “+” without fail to auto fetch Company code, name,
Vendor code and other details automatically. User does not have to enter these details manually.

Submit Invoice

Submit New Invaoice

Bill Details

HI

PO Number

Company Name

Company Address

Vendor GSTNO ABCEWFF90078873

Involco Dates =

Vendor Address

Vendor Region

Morth
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After entring all mandatory fileds user has to attach Invoice and Supporting Document.

Document Check List (Upload limit - 10mb)
Supported File Formats - pdf, jpeg, jpg, tiff

Invaice w Choose File | Mo file chosen Attach Docurnent

Invaice

Document Name Document Type

» Invoice with digital sign is mandatory

» Supporting in not mandatory and it can be allowed without digitally signed with specific file
format as mentioned in above print screen with size limit of 10 MB max in total i.e. Invoice +
Supporting Document

> 2 Supporting document are allowed to attach
> After Choose File you need to click Attach Document button to add document in grid

» File name of Invoice or Supporting document must not contain any special char and file name
should not be too long i.e. not more than 20 char

Submit Invoice

Submit New Invaoice

Bill Details

Invoice Type® — - Invoice Number

PO Numbaer ’ . Involece Dates =

o Number Invoice Base Amoun: v
R ks

Invoice Details

Company Code

Company Name
Company Addrass
Vendor GSTNO ABCEWFFO0078873
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6. How to track Invoice status and payment details

CONTENTS

C VENDOR PORTAL LOGIN

( SUBMIT INVOICE :
C .

My Invoice

Welcome,
utl

UNIMED TECHNOLOGIES
LIMITED

[ submit Invoice

B My invoices

& Vendor Delils

sl Reports
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utl
Portal Reference  Workitem Invoice Submined

EI::!‘:'E% TECHNOLOGIES Invoice Number Number Number Amount Date Status Exception Type

[ submit inv

B my invoices

8 Bill Processing

& Vendor Details

000077

A knowledgement

Reports

18 Rejectad

000000 2

18  Bill Processing

e Portal Reference  Workitem  Invoice Submitted
UNIMED TECHNOLOGIES Invoice Number  Number Number Amount Date Status Exception Type
LIMITED

Bill Processing
Submit Invoice

My Invoices Bill Processing

Vendor D

000077 Acknowledgement

g at S5C

Reports

Bill Processing

Rejected

Bill Processing
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CONTENTS

(_ VENDOR PORTALLOGIN
SUBMITINVOICE
MY INVOICE N

My Invoice — Payment Details

0.59.66 »

Metis | Home (B3 = UAN Mesr
Invoice Portal Reference  Workitem  Invoice Submitted
E:‘TITEDDTECHNOLUWES Number Number Number Amount Date Exception Type

1112222000

0001

1 submit

pending at the currency as bean sp

B My invoices

Acknow

pending at =

& Vendor Dotails

1112222.000 knos

pending z

Il Reports
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My Invoice

utl
UNIMED TECHNOLOGIES

Workitem Number Payment Date Payment Amount Reference Number Cheque Number

AP-0DI

2017

123456

3-Process 25,

AP-D 3-Process
AP-DD Process

Vendor Details

"B VISE
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7. How to download report

Reports

Invoice Portal Reference  Workitem Invoice Submirned
EI:!‘IMTE[I; TECHNOLOGIES Number Number Number Amount Date Status Exception Type
1 SDA 000181900000102 AP- 1112222 000 121
D Submit o

D000003527-

B My invoice

1112222.000 1

Acknowledgement
snding at SSC

1000181900000055 A Acknowladgement

pending at SSC

Process

AP 16.000
000000247 3-
Process

Rejes

 Billing
the currency

rency in the Invoi
hat has been sg

1000181900000076 AP 11102018  Acknosde: T

"
pending at S5C

v wvendor Partal o X +
&« &) A Motsecure | 172.30.59.66:8080/portal/TransactionReportServiet

Apps E Mewgen LIVE E Process Manager 4? Metwark Login Che.., GoTokdeeting Hub E Mewvegn UAT 191 betis | Home E Ormnil

Reports

Transaction Report

From Date

To Date

Copyright © 2007-2
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- T
[ " n¥endor Portal i x +
& C A Mot secure| 172.30.59.66:8080/portal/TransactionReportiervet
S Apps E Mewgen LIVE ﬁ Process Manager ‘j‘ Metwark Lagin Che., 52 GoToMeeting Hub ﬁ Mewvegn UAT 191 betis | Home ﬁ Ormnil

@ Transaction Report ‘

From Date 07012021 To Date

hity Queries

E

Submit Query

Q Powered By
Search Status <E’ VIS E e

Copyright © 2007-2

v wvendor Partal o

x (+
e

&) A Mot secure| 172,30.59.66:8080/portal/TransactionReportierviet

B Apps E Mewgen LIVE E Process Manager “i‘ Metwark Login Che..,

¥ GoToMeeting Hub [ Mewegn UAT191 ' Metis|Home [ OrmniC

O Transaction Report

FDF O Excel O

Generate Report

Invoice Portal Reference  Workltem

Company Vendor Invoice Cre
Number Number Number Code Code Amount Invoice Date Dat
My Dueries EXPI23 1000212200000028 AP- 1000 0010020416 2300.00 02/0772021 28I
00000097 35-
Submit Query Process
INWF2021- 1000212200000027 AP- 1000 0010020416 1000.00 270712021 271
Search Status 22/0010 00000097 34-
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" n¥endor Portal i X +
&« &) A Mot secure| 172.30.59.66:8080/portal/TransactionReportiervie t#

P2 spps A Mewgen LVE [ Process Manager 4% Metwork Login Che.. 52 GoToMeeting Hub [l Meweagn UAT191 v Metis|Home [l OmniC

O Transaction Report

PDF O Excel © Icrasegre:
Invoice  Portal Reference  Workltem Company Vendor Invoice Cre
Number Number Number Code Code Amount Invoice Date Dat
My Queries EXP/23  1000212200000028 AP- 1000 0010020416 2300.00 020712021 28I
00000097 35-
Submit Query Process
|Nv,f2021mgz? AP- 1000 0010020416 100000  27/07/2021 37
Searsh Status 22/0010 00000097 34-
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Thank You
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