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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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How to Add a New Ariba Account

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.

Account Settings n

Customer Relationships Users Naotifications Application Subscriptions Account Registration AP1 management Generative Al
Manage Roles Manage Users Manage User Authentication Revoked Users More
Roles
Filters

Role Name Mers Assigned Actions

nistiator Fullname Fullname
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How to Add a New Ariba Account

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.

Creae Rol o

New Role Information

e Name:* | Sample

L npt

Permissions

e Page | 1 vi»
Permission Description
AP| Development Access Access to AP| development using the SAP Ariba developer portal

/ Access Proposals and View your organization’s Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Proposals and Contracts properties. Indiidual users must be approved by Ariba

Contracts Sourcing buyers before they can view of participate in events or contract tasks
Analytics Dashboard Access Access the Anatytics Dashboard
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How to Add a New Ariba Account

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.

Account Settings “

Customer Relationships Users Notifications Application Subscriptions Account Registration AP management Generative Al

Manage Roles Manage Users euv User Authentication Revoked Users More

Users 1
Frable assignmest of - users witl
Filter
Usermame v
O|+| o
Username Emall Address First Name Last Narme SAP Business Network Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AN Access
. SOURCING_SUPPLIER BASE .

fhlname 18 ariha.con Fullname Fuliname Ni = . Alll1) Yes
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How to Add a New Ariba Account

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

Create User m Cancel

New User Information

@ emame.”| fullname_2@mall.com

Fullname 2

Fullname 2

Role Assignment

Name Description

J Sample Q
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How to Add a New Ariba Account

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.

Role Assignment

Name

J Sample

Description

Customer Assignment

@ tome All Customers

® Select Customers

Customers

J Customers 1

! Description

A'STAR Research Entities - TEST

OFFICIAL (CLOSED) \ SENSITIVE NORMAL

Copyright © 2024 Accenture. All rights reserved.




How to Add a New Ariba Account

15. On the Manage Users page, the new Ariba Business Network user account will be displayed.

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration APl management Generative Al
Manage R Manage Users Manage User Authenticatior Revoked Users More
Users
PE
Filter

Username

| ) Emall Ad Hrst Name Last Name SAP Business Network Discovery Contact Role Assigned Authonzation Profiles Assigned Customer Assigned AN Access A
2 YOURCING SUPPLIER BASE >
fullname 1@ ariba.con Fullname Fullname No = . All(1) Yes
Fullname Fullname - A'STAR Research
fullname_2@mail com No Sampie . - Yes A
@ . 2 2 ! P Entities - TEST
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How to Add a New Ariba Account

16. Whenever a new user is added to the Administrator’s Ariba Business Network account, the Administrator will receive the following email notification.

Attention: User Account information changes detected @

@ Ariba Commerce Cloud <ordersender-prod@ansmip.ariba.com>

problems with haw this message & displayed chck here to view 2 i 3 web browser

§)If there are g

oy -— Yo ¥ 0 =0 P c n
(&) '7 Reply ) Reply Al » Forward G

3." ;' Business Network

User account information changed
Dear Fullname Fuliname,

An update was just made to the user account details for a user in the SAP

Business Network account that you administer. If you did not request this
update, contact SAP Business Network Support immediately.

Sincerely,
SAP Business Network team
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How to Add a New Ariba Account

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.

Your User ID on the SAP Business Network. @

@ Ariba Commerce Cloud <ordersender-prodi@ansmtp.ariba.com»

(1) # thare ace protdonys with has 1 J0¢ drplayed t here 10 e

;34".' Business Network

Important: your sub-user username
Dear Fullname 2 Fullname 2,

You have been enabled to access your company's SAP Business Nel-
work account(ANID:AN11210107674-T) with the following usemame:

fullname_2@mail.com

Important note
« Please keep your usemame confidenfial
« Your temporary password has been sent via a separate email

Pisase click on "Log in" to access your user account using your usemamae
and temporary password

Sincerely,
SAP Business Network team

Copyright © 2024 Accenture. All rights reserved.

Your password on the SAP Business Network

@ Ariba Commerce Cloud <ordersender-prodi@ansmip.enba.com>

) if therw are peobiems mith Sow ths message n doplaved cick here to view # 21 o wed

s Business Network

Your temporary password
Dear Fullname 2 Fullname 2

This message contains important information about your new user ac-
count related to your company’s SAP Business Network
account{AN11210107674-T)

Your temporary password

TiY#6KF@

For security reasons, your username has been sent in a separate email
which also includes instructions to log into your new SAP Business Nel-
work account

If you have any questions, contact your Account Administrator;
Fullname Fullname

Sincerely,
SAP Business Network team
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