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Creating a Role
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Account Settings

Customer Relationships

Users

Notifications
Application Subscriptions
Account Registration

Network Settings

Electronic Order Routing
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My Account

Link User IDs

Contact Administrator

Standard account

Company Profile

Marketing Profile

Settings >

Feedback

Logout

Note: In your Ariba account, you can add multiple users that will
perform specific tasks.

For example, user A will participate in procurement
opportunities, user B will be responsible for supplier
onboarding, and user C will issue invoice. For these users to
perform these tasks, they must be assigned a role.

This guide will show you how to create a role that can be
assigned to a user.

After you logged into your account, navigate to
0 [Supplier Initial]

a Click “Settings”
e Select and click “Users”
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Creating a Role

Click “+” button to create role in the “Manage Roles” section. This action will bring you to a page where you can create
the role for your users.

SAP Business Network Standard Account | (Get enterprise account = TEST MODE

Account Settings

Customer Relationships

Manage Roles MassEE Users

Roles (1)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified

Filters

Role Mame Users Assigned Actions
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Creating a Role

Enter a distinctive Name for the role, and optionally you can enter a Description to record your intentions
for this role.

Create Role

* Indicates a required field

New Role Information

Mame:* | <Sample Role=

Description:

Permissions

Each role must have at least one permission.
Upgrade your SAP Business Network, standard account to an enterprise account to enable all permissions.

I:I Permission Description

View your organization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the H
Sourcing buyers before they can view or participate in events or contract tasks

D Access Proposals and Contracts
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Creating a Role

Next, you need to assign Permissions for this Role you're creating. Click the check box next to one or more permissions
for the new role. Each role must have at least one permission. Please select the permission you want to give to this

Role.

Create Role
a required fleld

Mew Role Information

Name:* | Sample Rold
Des
A
Permissions
Ui e your Ariba Network, standsrd sccount b i W
Selectithe:! permissionyyou
2  Wwantto,give to)this Role.
WanlogIvVeEAOLNISINGE.
] Permission Desc-lpljan
] el a5 p g the €
] coess Proposals and Cor reiny ks. Thi
wchive
atalog Ac E cess bo manage price file uptoad and customer specific catalog upload
.

Ae
Access to manage mastar content upload, price file upload and customer specific catalog upload
et

ess to the Propo:

sals

and

Page | 1 v B

Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can
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NOTE: There are
several pages of
permissions. Navigate
through the list using
the page selector

Page »
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Creating a Role

Click Save.

|

After a role has been created, you can assign a user to this role.

Please refer to Section 2. Create New User (if the user you want to assign this newly created role is not created yet)

or Section 3. Assigning an Existing User to a New Role (if you already have an existing user and want to assign a
new role to this User).
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Modifying Roles

Note: After you create a role, you can modify it. If the role
is already assigned to a user, the modifications will take
effect for that user the next time they log in.

My Account

Link User IDs

o

Account Settings Contact Administrator

Customer Relationships

From the Company Settings menu, select Users to navigate
to the Manage Roles section.

Users Standard account

Notifications Company Profile

Application Subscriptions Marketing Profile

Account Registration Settings >

Network Settings Logout

Feedback

Electronic Order Routing
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Modifying Roles

Click on the “Manage Roles” tab. Then, click on the role that you want to update.

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

Manage User Authentication Revoked Users More...

Manage Roles ge Users

Roles (2)
Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters

Permission

‘ Select permission assigned v

Apply

Reset

Actions

Role Name

Administrator

Sample Role

Users Assigned

Billy Navarro

Jerico De Santos
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Modifying Roles

et Rol (@

Edit the details of this role. Each role must have at least one permission. Note that any changes are applied to all users with this role.

* Indicates a required field

Selected Role Information

0 Name: *‘ Sample Role
Sample Role for User Guide

Description:

Permissions

Each role must have at least one permission.
Upgrade your SAP Business Network, standard account to an enterprise account to enable all permissions.

l:l Show me all the available permissions

Permission Description

Inbox and Order Access a View and search documents in Inbox and take actions based on your role
Invoice Generation

Generate invoices, as supported by customers (requires Inbox and Outbox Access)
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0 Update the role Name, and
optionally, the Description.

e Update selected Permissions
for this role. Click on “Show
me all the available
permissions” to expand the
list of permissions to choose
from.
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2. Create New User
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Create New User

———

Account Settings

Customer Relationships

Notifications

Application Subscriptions

My Account
Link User IDs

Contact Administrator

Standard account

Company Profile

Marketing Profile

Account Registration al’

Settings

Network Settings

Logout

Fesdback

Electronic Order Routing
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Note: In your Ariba account, you can add multiple users that will
perform specific tasks.

For example, user A will participate in procurement
opportunities, user B will be responsible for supplier
onboarding, and user C will issue invoice.

This guide will show you how to create a user.

After you logged into your account,
0 navigate to [Supplier Initial]

Q Click “Settings”
e Select and click “Users”
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Create New User

“uyn
+

Navigate to “Manage Users”. Click button to create new user in the Manage Users section.

ACCOUn] Semmgs m {1
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Create New User

Update the field with asterisk (*). The
username will be the username used

Creste User | __ for the User login. The indicated
- activation link. This is also the email
a s address that will be used to reset

. password.

MNew User Information

e Select the Role Assignment. This is the
role you created previously that will

0 contain the permission/access that this
user can have.

You can then indicate whether the
assigned role of the user will apply to
all partners/buyers under your
organization or only to a select few.
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Create New User

Click Done.

E.! 4 Business N&M()rk Standard Account | Get enterprise account | m @

Create User m Cancel

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user accoawe account information entered here
will not be modifiable after you click Done. However, you can modify role assighments at any time.

New User Information

Note: After this, Ariba will send an activation link via the indicated email address. They will also send the temporary
password. The new user will then need to activate his/her Ariba account.
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3. Assigning an Existing User to a New Role
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Assigning an

Existing User to a New Role

_r———

Account Settings

Customer Relationships

Notifications

Application Subscriptions

My Account
Link User IDs

Contact Administrator

Standard account

Company Profile

Marketing Profile

Account Registration al’

Settings

Network Settings

Logout

Fesdback

Electronic Order Routing
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Note: Please follow this guide if you want to assign a new role

to an existing user in your Ariba account.

0 After you logged into your account,

navigate to [Supplier Initial]
e Click “Settings”
e Select and click “Users”
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Assigning an Existing User to a New Role

Account Settings

Application Sut

Usersiz;

Filter
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Find the existing user by
navigating to “Manage
Users”.

This menu will display all
the Existing Users created
under your Ariba Account.
It will display the
[username], [email
address], [first name], [last
name], [Role Assigned] of
the users.
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Assigning an Existing User to a New Role

Account Settings
o Bedeadl e Once you identified the

Usersica) user that you want to

e assign a new role, select

pe = the user by clicking on the
check box > then click
“Actions” > select and click

[ preihovse tesi@gmailcom  dwarbatestng@grailcom  Gina tao Mo SOURCING SUPPLIER BASE, +5 o)

= —— P = .

(oot oo ] [ronont

https://service.ariba.com/ProfileManagement.aw/109552072/aw?awh=r&aw...
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Assigning an Existing User to a New Role

SAP~ Business Network Standard Account | Get enferprise account = 2sT Mooe

Edit User
ewy user infarmation, revise role assignments, assign business units or reset user passwords. Arlba recommends only using the reast password functionality I fi 2ir pass d the b
‘assword on the Ariba log in page if they forget their password. When you click Reset Password, Ariba resets the password and sends an email to the user wi dand ar et gue:

Selected User Information

‘Tick on the checbox of the Role you

want to assign for this User

ICustol

mer Assignment
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In Edit User page > Tick on the
check box under Role
Assignment section to select
the Role you want to assign for
the User.

Once you have selected
the Role for the user >
Click “Save”
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Assigning an Existing User to a New Role

The new role is now assigned to the User. Click “Save” to save all of your new settings.

Usemame Email Address First Name Last Name SAP Business Network Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AM Access Adlions

flowerhous I - Loo No SOURCING_SUPPLIER_BASE, +5 Allfo)

ma af_‘.au-_ Mac Adam Ho Sample Role ALl es Actions. =

A BETTER WORLD BY DESIGN. Elﬂlmﬁi



Assigning an

Existing User to a New Role

Role Assignment

MName

Sample Role

v
v

NOTE: You can assign multiple roles for one user. You
just need to select all the roles that you want to assign
to the said user.
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Finance
Usam Email First Name Last Mame AP Business Metwork Discovery Contact Raole Assignad Authorization Profiles Assigned Customer Assigned Actions
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4. Change the Administrator of the Account
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Change the Administrator of the Account

_———

Account Settings

Customer Relationships

Notifications

Application Subscriptions

My Account
Link User IDs

Contact Administrator

Standard account

Company Profile

Marketing Profile

Account Registration gl’

Settings

Network Settings

Logout

Fesdback

Electronic Order Routing
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Note: Your Ariba account will have an administrator. This is the user
with the most powerful role — highest read and write access to all
documents and transactions in your Ariba account.

Please follow this guide if you want to update the administrator (i.e.,
user A is the administrator, and you want to update it to user B).

Do note that only the current administrator can reassign his/her role to
another user.

0 After you logged into your account,
navigate to [Supplier Initial]

0 Click “Settings”

e Select and click “Users”
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Change the Administrator of the Account

Account Settings

Find the existing user by navigating
to “Manage Users”.

Users (2

This menu will display all the
Existing users created / available in
your Ariba Account.

Filter

It will display the [username],
[email address], [first name], [last
name], [Role Assigned] of the
users.
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Change the Administrator of the Account

Account Settings

Revoked Users
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Once you identified the user you
want to assign as Administrator,
select the user by clicking on the
check box > then click “Actions”
> select and click “Make
Administrator”
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Change the Administrator of the Account

Follow the next steps as shown by Ariba. If you're brought to “Assign a Role” page, select the check box of all the roles
displayed > click “Assign” > Ariba will prompt a message to warn you that you're transferring the administrator role to

the new user. To proceed, click “Ok”.

Assign a Role

Description

Assign a New Administrator

H WARNING: You are about to transfer your administrator role to Mac Adam. After you assign the administrator robe to another user, you will be logged out of your account.
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Change the Administrator of the Account

Once done, click “Save”.
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Update Electronic Routing Email

Account Settings
Customer Relationships
Users

Notifications

Application Subscriptions

Account Registration

Network Settings

My Account
Link User IDs
Contact Administrator

Switch Account >

Company Profile

Marketing Profile

Note: Please follow this guide if you want to maintain/update
the email addresses that will receive the PO issued by SUTD.

After you logged into your account, navigate to
0 [Supplier Initial]

e Click “Settings”

Settings >

e Electronic Order Routing

Logout

e Select and click “Electronic Order Routing”

Electronic Invoice Routing
Accelerated Payments

Remittances
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Update Electronic Routing Email

0 Select Electronic Order Routing

Change the highlighted field with the new email address you want to use as the routing email address.
» Email address(es) maintained in the below field will receive the POs from SUTD.

GAP  Business Network Standard Account | Get enterprise account | TeST Mooe

Network Settings

Electronic Order Routing Etaice Routing Accelerated Payments Settlement Data Deletion Criteria

* Indicates a required field

External System Integration

Configure cXML (native) integration

Non-Catalog Orders with Part Numbers

D Process non-catalog orders as catalog orders if part numbers are entered manually e

Status Update Request Notifications

D Do not send status updates for inbound decuments in pending queue

New Orders
Document Type Routing Method Options \
il addres|
ttach cXwIE
Catalog Orders without Attachments Email v Include document in ti
Lear
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orders with attachments that have the

Note: You can maintainup to 5
email addresses separated by
comma with no space.

Example:
emaill@gmail.com,email2@gm
ail.com,email3@gmail.com
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Update Electronic Routing Email

a Click Save button to save the changes made.

E.! " BUSinESS Nemork Standard Account | Get enterprise account | W @

Network Settings a Close

Electronic Order Routing Electronic Invoice Routing Accelerated Payments Settlement Data Deletion Criteria
* Indicates a required field

External System Integration

Configure cXML (native) integration

Note: All email addresses maintained must be active and valid. If at least one email address is invalid or inactive, this
may cause issues with the issuance of PO, Goods Receipt, Service Entry Sheet, and Invoice.
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Thank you
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