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Welcome to Contenido!
Welcome to Contenido, the user-friendly open sonteat management system.

The principal goal of content management sofsyamviding everyone in the work
environment with an easy way to publish Intemmgintolt's important to make this process as
easy as possible for everyone involved.

Programmers tend to focus mainly on how muclohualitti they can build into software they
develop. Most users, however, consider it morairhiat software be easy and intuitive to
use.

Contenido's modular system provides functiomalifyagtually find useful. For the end user this
means the following things are guaranteed:

our content management system is easy, intutlivélbstay that way, plus

you and your co-workers will need a minimummhtydo use it.

About this Handbook

On the following pages we'll be giving you an thddef at using the content management
system Contenido. We focus on the editorial woRamitenido, i.e. the administration of
content. For questions concerning the administ@ontenido we would like to refer you to
the administrator handbook.

This Handbook consists primarily of documentati©aritenido's backend, i.e. that part of
Contenido in which you'll be managing contennhd&diveopics such as integrating websites in
Contenido are not treated in this handbook. Tdigolo&ris structured to follow the structure of
Contenido's backend itself -- thus, the handbaaors/enient reference tool as well.

You can find out more about Contenidenat.contenido.d&specially in the Contenido forum
at www.contenido.de/forumany questions regarding Contenido are discndsadvad.

A Request to all our Readers

We welcome all your suggestions as to how thizolé&rchn be improved, and will gladly
address open questions that this handbook dossver dor you. Send your questions and
suggestions teandbuch@contenido.ddelp us continue to improve the quality of this
handbook!

Have fun with Contenido!
Your team afotauiofdiusisessABG
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1.. Starting with Contenido
To start your work in the content management s@steienido you need from your
administrator or integrator the following data:

a link to your website: http://www.xyz.de

a link to the CMS Contenido: http://www.xyz. ceicbor’t

user name and password for your login in Contenido

Please choose at the login ,English* as youreggrédaguage for Contenido. After the login you
will get to the starting area of Contenido (MyRQido)e

MyContenido you can always access by clickimg@untienido logo in the left side upper area
or by selecting the icon in the right side upper area.

In the overview the following information is disgia

Available clients: the system shows you all thighy®u can work on. If you can have
the right to work on several clients, you wilhfinel a selectbox to change the clients.

Recently edited articles

Your personal reminder list with all the remindesryothers users defined
Settings to change your password and your e-reas ad

Contenido Help with a link to the overview of &yanmbicons and the glossary
Contact to your system administrator
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2. Content

Everything to do with publishing content revalwasdithe creation and maintenance of
"articles" and "structures". Content in Contemdists of three sub-categories: Articles,
Structure and Uploading. Via the Articles mefliegtar content and maintain it; via the
Structure menu you'll create the navigationatseuwd your website, and Uploading, as you've
no doubt surmised, lets you upload your artiches server.

2.1. ARTICLES
Content -> Article is the main workspace for edtorthe left-hand side of the workspace you'll
see the Navigation Points (structure points) wetbgte displayed. When you click on a

structure point, all the articles belonging fapiéar on the right side of the page, along with
important information about each article.:

2.1.1 Article Lists

You can reach the menus for Properties, Config&ditor and Preview directly from the
Overview page. Just click on the correspondingemneabove the list of articles:

Alternatively you can select the areas by cbickihg icons in the article lists.
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Click on the "Overview" tab. From this page ysartctoe
articles by different criteria:

alphabetically
most recent modification
creation date.

Sort number

Contenido assigns a "language" and a "clienthtargele.
You can add new languages and clients from the
Administration menu. Located at the top and tayttief
every Contenido display is a drop-down menu ficmyeh
can change the language in which the articleésityr
displayed.

The "Overview" tab displays the following infanmatio

Lead Articlehe green arrow lets you know which articlfinede

as the Lead Article. It always appears firstcatagpry. If you
haven't defined a Lead Article for a categoityggban error
message from Contenido.

Articles Belonging to Multiple Categtfrigsi've assigned an article
to a number of catergories the ic "@ @ are displayed.

Title:Clicking on "Title" takes you to the Edit woeksylaere you
modify article content.

Creation and Modification Dald®ese reflect the dates when the article wasdcaalt |last
modified.

Sort ordenf your articles are sorted in the frontend (yelsite) manually by a number and
not by date, this sort number (0,1,2...) is didpéaged

Templatesiere you can see which template is used fotichee Hmo template is chosen for
an article Contenido automatically uses the teragkxiciated with the corresponding

Structure Point. To configure an article usimgpéate click on the "Tool" #nYou'll see
that formula elements for Modules are displayedserell.

Reminderfor every article you can define a remindesdaryfor other users
Propertie€licking on takes you to the Article Properties dialog.

ActionsOnline/Offline The state of the screeffiliceimows whether an article is online or
offline (in other words, whether an article desisom the website or not). A white screen
indicates Online; a dark screen indicates theiar@dfline.
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Locking Articledd & If you lock an article no other user can editeiss you lift the lock
again. This comes in handy when you're aboutish pmbarticle but need more
information, and don't want a well-meaning coketagedit it while you're otherwise
occupied.

Copy Article® By selecting this icon you can create a copy aftibie.

Article Time Schedu\"'E‘j:| & As part of Article Properties you can provat#icde with a
time control; that is, you can define from what wimtil what time an article is online and
available on your website.

DeleteUse the Trash icliihto delete articles.

2.1.2  Article properties

If you want to create a new article you mustéfite the article properties. The properties you
can change always by selecting the correspondinglmoge the list of articles or selecting the
icon . In the article properties you can define toeviof) data:

TitleThis is both Contenido's internal reference datitie and the title as displayed in the
program. It is not, however, relevant to howttble avill be presented over the Internet.

Article specificatioApart from the hierarchical structure articlebeassigned also to a
second structure, like projects or groups. Tdificapens must be defined in the
administration of Contenido.

Idart / idcatartContenido assigns each article an unambiguous nWfith the help of
"idcatart=article number* as displayed by therithritee end user can quickly reach the
desired article.

Created / Last Modifigéde fields displayed show the creation date ahceoent
modification date of the article.

Author:This is a system-side entry corresponding tartigeai the article's creator, as
stored on the server.

Redirectiorif you click this checkbox and enter a web aduleetly beneath, the article will
be linked to the address entered.
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Time Controf.ou can set a Time Control for any article exosgud Article. You'll need to
define both a start time and an end time. Betivesm tivo points in time the article is
online, that is, visible to the viewer. You cadedise whether the article is to be
automatically placed in another category oncentaeantrol expires, for example, an
archive. You can also define whether the art@leisain online or not once archived.

OnlineHere you define whether an article is onlinélioe ¢¥isible or invisible from the
frontend.). Please note that some modules daf'ttlsiseflag and will display an article
regardless (article list modules, for examplecr@dre icon displays the state of this flag, as
described elsewhere in Section 2.1.1.

Lead Articléiere you define which article is to appear isstheember of a category.
Corresponds to the green arrow in the article list.

Sort Rankindflere you can assign a number to give an artclateary ranking when
sorting: The first article to appear would gét thélsecond a "2", and so on..

Categoriegthis field lets determines the category undér @dmeenido's frontend will

display the article on the Internet. Contenidmatitally employs the category you assigned
from the Article Overview menu under "Create Nae/ Art"Edit Article”. You can also
assign an article to more than one category:dwidtbe CTL key and click on the desired
categories.
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SummaryYou can enter a brief summary of the articleSuenearies are relevant to
searching for pages and displaying so-calleds'tdageaser is a brief display of an article
on an overview page.)

Page Titl€&or each page you can define a title that widydia the caption bar of the
browser window. The title defined in the Laymedsf you don't define one.

MetatagsMetatags contain information that helps seardhimeadind pages. For each
separate page in Contenido you can define spgatalgst author, date, page description,
expiration date, keywords, how long the searcim@sobbots should wait before visiting
the page again, and restrictions as to wheresiteglebots are permitted to search.

- author. responsible person for the content of a website

- date date of the publication of an article in thedbiear-Month-Day (2004-01-14).

- descriptionthis description appears when finding the webaitgerach engine. The description
text should not exceed 200 characters.

- expiresby an expire date you can defining if and atdateat website should be loaded from a
cache or directly from the original site. Plefise thee date in format Year-Month-Day (2004-
01-14). By typing the number 0 you define thatwehsite is not cached and always loaded
from the original website by the search engine.

- keywordsthe most relevant keywords of the article shouskceed 1000 characters; they are
separated by commas.
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- revisit-after request to a search engine to revisit your evafisit a certain period. This period
should be defined by a number followed by ,dagk$“wr ,months”, e.g. 3 weeks.

- robots here you can define if a search engine mayhadmpropriate article. ,index“ allows
the indexing, ,noindex" barns it, ,follow" all@@slee indexing of the linked pages and articles,
,hofollow” barns it. The definitions are sepdmammmas (e.g. index,nofollow).

2.1.3 Configuring Templates

You need to give every article you create a eniplattemplate determines the display
parameters of the content you provide. During-asticddategory-specific configuration of the
template, module-specific input fields are didayeell.

There are two ways to configure an article usingpkate: click on the Tool icon in the article lis
and define a template for the associated article;

Or simply define no template at all: the article
automatically assumes the template assigned to the
category it's in. You'll know a category hasudtdefa
template assigned to it if a description of thplaten
appears in the "Choose Template" dialog boxtebove t
article list.

TIP: When you're configuring categories keegliwhaintemplate should be used for the
majority of the articles in that category. Forgeaihalmost all of the pages in a categorg are t
use one template, configure the category wittethatate and configure the Lead Article
separately. The (perhaps many) pages below #mdeadill then assume the default template
without your intervention.
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An example for configuring press releases:

Lead Article (consisting of a heading and soatiattrry text) is configured using the
"Article List" template, automatically listipyesdb releases in a single category (achieved
using a module).

Press Article 1 (all press articles are configimgdhe "Press Detail View" template.)
Press Article 2

Press Article 3

As you can see, it makes more sense here to"&sedb®etail View" template as the default for
the category, since most of the articles in tbgargtwill be using it. Every new press article wil
automatically use that template; only the LeateAstconfigured to use a template of its own.

2.1.4  Editing Articles

Double-click on an entry in the Article List ta,enlitselect it with a single click and thekatic
"Editor" from the choices above the list.

What appears is how the article will be disphaylee fsontend. You can edit content directly
(Insite-Editing). Please don't forget to savhahgeas you made on an article by the icon
. By selecting preview you can see how theladiksldike on the website.
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Just click on tres rea #mae icon to reach the integrated WYSISWYG Editah&Paéfiars you
advanced functionalities.

2.15 WYSIWYG-Editor SPAW

Contenido offers the editor an integrated WY SIHit¥GaEh many functionalities known from
the word processing. This editor called SPAp¢émssoftware integrated in Contenido.

The most important functionalities offered by SRAW

Insert Link

Insert Image

Edit image properties
HTML clean up

To insert a link, please mark the appropriatéovi@rdinked and select the icon and define
in the upcoming dialog which type of link you toeasst:

Internal link to another article in Contenido

Link to a PDF document

Link to other medias, like videos or images

External link in the format http://www.xyz.de

Target: Here you can define whether the link blecoieéned in a new browser window.

To insert a image please select the icormThen you can select by the images preview the
desired image.
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If you have already inserted an image and yotoveiainge the properties please select the icon

Here you can insert an alternate text that iayksplvhen the user of your website touches the
image with his mouse. In the next field you ciaie tled vertical or horizontal alignment of the
picture. Futhermore you can define a border asidttrece in pixel between pictures and the

text.
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2.2. CATEGORIES

A Category is an element forming part of thedhegmiryour website. The Category menu takes
you to the tools you'll use to edit your sitelstste. Site structure is displayed in a farrdiat "
format. Use of the tree format makes it posgilyleud@o display multidimensional or
independent navigation levels. Typically, lagntamdoth primary and secondary navigational
elements. The structure for secondary navigatftamidisplayed prominently, perhaps blended
in, giving access to licensing, legal and copgfayhiation or to contact links and information.

You can create a new Tree at the uppermost Evetiate by clicking on "Create New
Tree".

Clicking on thZ] icon takes you to the dialog for creating a saberg beneath the
selected structure point. As an example, if yotoveagate a new structure point within
the "Products" structure point, click on "Newdtatégthe "Product” row.

Click on thebt icon to change the category's identifier.

Click on th& to switch a Category offline. This results oatbgory and all articles in it
being invisible on the Internent. If the screeisicark in color, the category is invisible
(offline); if it's white, the category is visiioling).

The folder icd2d indicates whether a category is part of a protegi®n or not. A

protected category is available only to a sejeotgulof users; access to such a category is
only possible by logging in with a username aswiqudslf there's a key displayed in front
of the folder, the area is protected. Specialen@atalavailable to implement this behavior.

Clicking on th3 icon moves the selected category up one levehlyhiorks for
categories that share the same level. If youonaoi/e a category (even across hierachical

levels), click on the folder igInNow you can select a new location for your patsgo
clicking on thE- icon. The category will now appear as a subrgaibgtatever category
you selected. To move a category to the upp@&wvabatlick ol

Selecting the Traflhicon lets you delete a selected category, fgllawonfirmation
dialog. You cannot delete a category that stdirc®articles. You'll need to delete all the

articles in the category before you can deletatdgory itself. Contenido is structured this
way to minimize the possibility of editors' urtinteaily deleting categories.
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2.3. FILE MANAGEMENT

From thé-ile Managemewbu can upload images, PDF files or other doctonttes use in
articles. For example, you can integrate images @fsa text file or make files available for
download.

2.3.1 Overview

On the left in the figure above you can see aliltf@ders of the Upload directory on the
webserver. In a standard installaton of Contérdddpload directory is a subdirectory of the
website directory on your server. The curremtiotttewn directly above the entry field (above,
left).

After selecting a directory on the left on thésida all files are shown which are in the
correspondent directory. In case of images avgsesi®wn. This preview images you can switch
off or limitate in their size by ,Thubnail siesiddthe preview the name, size and type & the fi
are shown. With the trash icon you can deletiethel'® delete more than one file please mark
them with the clickbox on the left und selectaisé tcon on the buttom of the list. By selecting

you can add a reminder to every file.
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2.3.2  File Upload

In this area you can upload files from you Iatafrsyo the webserver. You can upload up to 10
files at once. By the green-white icon you cath&tampload process.
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2.3.3  File properties

In the file properties you can define for evempédila data that are used for searching:
Media name (file name)
Description (e.g. image description)
Keywords (for searching)
Internal Notes

By selecting replace file you can upload antgheigting the existing.
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2.3.4 File search

With the file search you can search for files filehmanagement of Contenido. Please insert a
search item, e.g. the name of the document dethethe short description in the search field.

If an item was found the display ,Search reqptsrabelow the search field. After selecting the
search results are displayed on the right.

2.4. REMINDER
An editor can use the reminder to inform other®thiat an action concerning a element of the
CMS Contenido has to be done. E.g. anothethadlitevise an existing article.
The following elements of Contenido can be linkedreminder:

Article

Files

Layouts
Modules

For the editorial work with Contenido remindeheawvith articles in particular. For that
purpose please select in the list of articlesrttieder icon .

After selecting the icon a new browser window iopiiias you can define the reminder:
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In the reminder details you can define a topi destription of the task to be done. Futhermore
you can specify, when a reminder should be stadtedtil when the task should be finished.
The reminder for a task can also be sent byte-Maither Contenido user.

All your personal reminders you can see in thatbhiG@o area. MyContenido you can start by
clicking on the Contenido logo.

After selecting the reminder link in MyContenith@ aéminders assigned to you can be seen.

You can limitate the number of reminders inthg Belecting ,Hide done tasks®. In the list of
reminders the creating date, the end date, gtatuiy, completion and due date are shown. By
selecting the properties of reminder you can ctiengettings.

2.5. SYNCHRONIZATION OF LANGUAGES

The synchronization of languages is very heygiulliive multilingual websites. The
synchronization allows the editors to copy cdnbembne language to another, in order to keep
multilingual websites on a common level.

When an editor starts the synchronziation e.gGeoman to English, he can see in the English
version all the articles or categories that weeel &authe German version since the last
synchronization. He now can decide whether hetovenipy the content into the English version
in order to start the translating process.

To start the synchronization please select tbeltarguage, in which you want to synchronize:
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Then please select in Content — Article thegstaniyjuage from which you wish to synchronize.
Plese confirm the selection with the arrow icon:

In the tree structure all the categories aredhtddiin which new articles were added. If you
select the corresponding category all the anmleshown that can be copied to the target
language.

After selecting the synchronization buttothe selected article is copied in the targetdgagu
Now the editor can start the translation of theert
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If a new category was added in the starting lasgtuagll be shown in the tree structure of the
target language:

After selecting the synchronization buttothe category will be copied in the target language
Now the editor has to copy the correspong aitithés category.
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3. Extras

The Extras area gives you access to newslettgrmeriaVia the menu entry "Newsletter” you
can prepare and send your content. The "Recipgmis#ntry gives you access to tools to
manage lists of potential newsletter recipients.

3.1. NEWSLETTERS

To author a newsletter, click on "Create Newstteename you choose for the newsletter as
part of the dialog is used for internal purpo$gsSender, Subject and Message are analogous to
fields of a normal email message.

In the body of the message you can insert keyairddd dynamic content capability to your
newsletter. From the following table you can die¢ettme possibilities Contenido offers you in

this regard:

Placeholder Name Inserted Content

MAIL_NAME Name of recipient

MAIL DATE Email date

MAIL_TIME Email time

MAIL_NUMBER Number of recipients
MAIL_UNSUBSCRIBE Link to unsubscribe

MAIL_STOP Link to pause newsletter subscription
MAIL_GOON Link to resume newsletter subscription

Save your variable declarations by clicking greémecheckmark button. To circulate your
newsletter to all active recipients, click omtredope icoll

3.2. RECIPIENTS
Here you create and manage your newsletter tdidfseBnter a name and email address for

each recipient. You can also deactivate users/dipablish the next edition of your
newsletter, deactivated users won't receivettigbutser data will remain available to you.
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4.. Statistics

4.1. SITE ACCESS (HITS)

Contenido Statistics gives you an overview of droywisitors have accessed your website. These
statistics are intended to complement those yauve&om your provider. You can see the
number of hits for individual articles as wellrasfegories. If your website is available in

multiple languages, you can see the number for midividual languages next to the number of
hits for all languages you've selected to usaten@io. From the navigation menu on the left
you'll find archived statistics for the past femttmsoln the upper right-hand corner is a drop-
down menu that gives you the option of displagpghe most frequently requested documents

in the statistics.
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5. Glossary

Templates

ottt

Categories

Upload

pdf

Layout

Modules

Metadata

« In Contenido, a template is a layout framewdnkadel used for generating both
static and dynamic Internet content. Templatdsfered for standard Internet
contenttypes (for example, displaying a press releasejefdred, they can be L

in multiple spots in the Content Management Sy&amlates, in Contenido, are
the link between Layouts (HTML code with placgherdeModules (displaying
content).

* Content refers to all the material that is captideing displayed on the Internet.
Content in Contenido ranges over a broad spdotrarsimple text, to images, to
animation. Contenido's content is stored and ndana®ySQL database.

« A Category is an element in your website'schier@ategories combine to prc
website structure, and form the basis for naviglgiiements. One or more Articles,
the actual content elements in Contenido, ard stonglividual categories.

* Uploading refers to the transmission of datdntsteor a mailbox (as opposed to
downloading). Contenido provides you with a wefagetfor uploading content.

* PDF (short fd?ortable Document Fornigta file format defined and propogated
by the Adobe Systems, Incorporated. Just abkindaofydocument can be
represented in a PDF file: handbooks, informativerbs, statistics, and so forth.
PDF files are platform-independent and can bégdielisctronically. The most
important attribute of a PDF file is that its lagoesn't change from browser to
browser, or from operating system to operatirgrsyghis holds true even if the
reader doesn't have the fonts used in the docawadéiable on the system
displaying the file. File size reduction is arriitkeplus.

« Layout in Contenido refers to the external foand@cument. Contenido
distinguishes between a document's layout andtiésic This permits the use of
content on media other than the Internet. In delegm@uts in Contenido consist of
HTML code, with placeholders for Containers.

* Modules are individual components of conglonsgsdgams. In Contenido,
modules integrate functionality with other webldtaents;hiefly layouts. Toget!
with layouts, modules define and produce Intésptetydof content.

* Metadata is content that characterizes or ogedeiscribes Articles, but is not
visible to Internet viewers. Examples of metaclatieithe name of an article's
editor, a summary, the article's creation datspdarth.
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Start Pag * A Start Page is the first page displayed ngoGatee. structure point). In
Contenido each Category requires a Start PatieerAdages in a category can then
be accessed via links from the Start Page.

Insite Editin - Insite Editing in Contenido gives the editgrawer to "fine-tune", change and
augment preset content right in a page's laysuit®Ref Insite Editing are visible
immediately.

WYSIWYG- « (WhatWouSedd WhatWou@et)Contenido's WYSIWYG editor lets users reformat
Edito preset content. You can add text attributes sbofdasr cursive, adjust and
reformat paragraphs, or integrate lists. Theaksditing is visible to the editor
exactly as it will appear on the website.
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®. Overview of Symbols and Icons

B2—<8a-

Information
Logout
Takes you to "MyContenido” (personal settings)

Confirm / Cancel

Protect (Lock) / Unprotect (Unlock)

Set to Online / Offline

Category online / online and locked

Category offline / offline and locked

Category online with errors / online with errartoaked
Category offline with errors / offline with eandslocked
Configure Category

Create New Article

Article

Article is Start Article / not Start Article

(Start) Article assigned to multiple Categories
Edit Article Properties

Configure Article

Element is offline / online (click to toggle)
Delete / Delete unavailable

Element is locked / accessible (click to toggle)
Article with time control, online / offline
Configure Category

Create Category

Rename

Move Category

Move Category up in hierarchy

(After selectirg:l) Insert Category here / uppermost level
Upload

Element in use

Create New Module

Module / Module Compilation Failed

Copy Template

Send Newsletter
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7.. Copyright and Other Legal Information

This Handbook is protected by copyright. © fbusitoess AG 2004
The Handbook may be distributed under the foltmmititjons:

This copyright notice must appear clearly anchenbiyion all distributed copies or
other reproductions.

This Handbook shall be distributed in its entiittgut modification or change, and

The copying or distribution of this Handbook, albaverinted form, shall not serve to
further any commercial purpose whatsoever.
Any other use of this Handbook is expressly ddsdiougr for business AG.

four for business AG assumes no liability whimtesdamages that may result from the use of
this Handbook, and no warranty of fithess fotieuer purpose is implied or attaches.
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Winter Laite
Christian End

Page 27 of 27, Editor Handbook Contenido VersNwvdrbber 2004




