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How to Add a New Ariba Account

Log in as the Administrator of your company’s Ariba Business Network account.

1. Click the user icon in the upper-right corner.

2. Click Settings.

3. Under Account Settings, select Users.
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To add a new Ariba Business Network Account user, you (the Administrator) must first create at least one role.

4. Click + to add a new role.
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5. In the New Role Information section, enter a Name for the new role.

6. Select the necessary permissions in the Permissions section by ticking the checkboxes.

7. Once done, select Save to finalise. 
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8. On the Account Settings page, click Manage Users.

9. Click the + icon to add a new Ariba Business Network user account for your company.
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10. On the Create User page, enter the details of the user (Username, Email Address, First Name, Last Name, and Office Phone).

11. Select a role in the Role Assignment section
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12. Assign a customer that the new user is allowed to manage (either All Customers or Select Customers).

13. (if ‘Select Customers’ is chosen) Select the customer from the list of Ariba systems the administrator is linked to.

14. Once done, select Done to finalise.
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15. On the Manage Users page, the new Ariba Business Network user account will be displayed.
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16. Whenever a new user is added to the Administrator’s Ariba Business Network account, the Administrator will receive the following email notification.
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17. After the new user is created, the Ariba Business Network user will receive a separate email containing their username and a temporary password, 
which will be valid for 24 hours.
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