This Supplier Quick Guide shows you how to...

ADD NEW USERS AND ROLES

AND MANAGE ACCESS ROLES IN
ARIBA ..in

\

Edit User Settings

N

Add a New Role

J

Edit a Role

-

|
N

Add a New User

Edit a User Role

~
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1. EDIT USER SETTINGS

1.

2.

— Step-by-step

Log in to your Ariba Supplier
account HERE.

Go to Company Settings.
Select Users.

— lllustration

SAP" Arba Network ~

SAP Ariba

Supplier Login

tiina,mavepsatainen@gmail.com

S o ‘ Tiina TEST NETWORK SETTINGS o
1s your company registered? ANID: ANO139 T
Electronic Order Routing -|l| c
- Company Profile N ~
‘ Electronic Invoice Routing
All Customers ACCOUNT SETTINGS
> = Accelerated Payments -
57 Customer Relationships Rernittarices
2rmittar P
3 Purchase Orders S0
More.
Vsecs Network Notifications
| Notifi o
- 1‘ Notifications Audit Logs
120.00 EUR 13 May 2020 0.00 EUR Application Subscriptions y All
ew £

20. A
120.00 EUR 12 May 2020 0.00 EUR Account Regjstration
480.00 EUR 21 Apr 2020 0.00 EUR

View All

100.00 EUR 14 Jan 2020 000 EUR

10.00 EUR 9 Jan 2020 0.00 EUR Select

10.00 EUR 8 Jan 2020 0.00 EUR Select
100.00 EUR 26 Nov 2019 0.00 EUR Select
160 00 FLIR 26 New 2010 000 __FLR Select

Buyers are looking for new suppliers

I Use code

SAPARIBA2020
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https://service.ariba.com/Supplier.aw/125042052/aw?awh=r&awssk=bn_YeqR6&dard=1

2. ADD A NEW ROLE

— Step-by-step
1.

Select Create Role by
pressing the + sign under
Manage User Roles section.

Enter a Name and Description
which describes the role.

Select Permissions for the role
by selecting the tick mark on the
required access. Each role must
have at least one permission.

Click Save button to save your
changes.

— lllustration

Account Settings

Roles (3)

Filters

¥ .
Create Role

Permissions

New Role Information

Name:* | Order Processing
Description

v »

— Tips & Tricks
» By selecting a user and clicking Make Administrator, you can transfer the role to this user.
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3. EDIT AROLE

— Step-by-step

1.

Select role you want to Edit
under Manage User Roles
section.

Update Name and/or
Description which describes
the role.

Update selected Permissions
for the role by selecting the tick
mark on the required access.
Select Show me all the
available permissions to see
all options.

Click Save button to save your
changes.

— lllustration

Account Settings

le. The & Create Role

Customer Relat hip: Use t Application Subscriptions
Manage Roles Mana ge Users
Roles (4)
Filters
v

o Role Name
Administrator

Users Assigned

Tiina Laustsen -
& Inbox and Order Access
Mojie Test Folio Management
ation

Test User, +1

Save Close
Regis API age
O== -
New Role Information
N e:* | Order Processin,
Description
Permissions
Page| 1 v »
Permissior CrIption

v

v Outbox Access
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4. ADD A NEW USER (1/2)

— lllustration

— Step-by-step

1. Select Create User by
pressing the + sign under
Manage Users section.

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration AP| management

Manage Roles

Manage Users

Filter

Usermame

Usemame Email Address First Name Last Name Ariba Discovery Contact
timve@gmail.com timve@gmail.com Test User No
tiina vepsalainen1 @outlook.com tiina.vepsalainen@outiook.com Tiina Vepsalainen No

Role Assigned

Order Handler
Access

Order Handler
Access

Authorization Profiles Assigned

Customer Assigned

All(2)

All(2)

-

0 =

Actions
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4. ADD A NEW USER (2/2)

— lllustration

— Step-by-step

Create User

2. Enter a Username, Email
Address, First Name and Last
Name of the user and review if
access restrictions should be
selected.

3. Select Role for the user under
Role Assignment section.

4. Specify whether user has
access to All Customers or
Selected Customers.

5. Click Done button and Save

Create a new user accou

Cco
entered here will not be

New User Information

your changes after you return to bladiec il
Account Settings. o

Order Processing

Customer Assignment

J Order Handler Access

int 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 account. The account information
modifiable after you click Done. However, you can modify role assignments at any time

Username:* | TiinaOrder@vestas.com

Email Address * | TiinaOrder@vestas.com

First Name:* | Tiina

Last Name:* | Order Handler

[ use nd ir h e
he Ariba D
Limited :
Pho
GBR 44
Description

User role for employees handling customer orders

Grant Access to manage orders and order confirmations

o Assign to Customer: (@) All Customers
Select Customers

[ Cancel
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5. EDIT A USER ROLE (1/2)

1.

— Step-by-step

— lllustration

In the Manage Users section,
select Actions next to the user
you want to Modify and click
Edit

Account Settings

Customer Relationships Users Notifications

Manage Roles Manage Users

Users(4)

Enable assignment of orders to users with limited access to Ariba Network

Application Subscriptions

Require two-factor authentication (applies for all users of your organization)
Filter
Users (You can only search on one attribute at a time)
Username v | Enter usemame

1
| Usemame Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions
= = indler
timve @gmail com timve@gmail com Test User No ‘:ZS::S”; e Al(2) o Actions v
Edit
- indler
tiina vepsalainenl @outlook.com tiina vepsalainen@outlook.com Tiina Vepsaldinen No Ordue Hancle All(2)
Access
Delete
mojie_03@yahoo.com mojie_03@yahoo.com Mojie Test No Test role All(2) Make Aominitrator
™ ooy PRV LT 204 o - Order Order Handler

Account Registration

APl management

T

+ 0 =
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5. EDIT A USER ROLE (2/2)

— Step-by-step

2.

Add or remove roles in the
Role Assignment section
Assign specific customers or
all customers in the Customer
Assignment section

Click Save.

— lllustration

Edit User

Ariba log in

stion and answer

timve@gmail.com
timve @gmail.com
Test
User

Do not allow th the buyer's a n
i is the
Limited access
Reset Password
Role Assignment
e Name Description
Test role
Order Processing User role for employees handling customer orders
J Order Handler Access Grant Access to manage ordets and order confirmations
Customer Assignment

Assign to Customer: (@) All Customers
Select Customers

e reset password functionality on this page when users have forgotten thelr
ge if they forget their password. When you click R a

Qe

*assword, Ariba resets

=a
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NEED HELP?

Support is available!

For questions or technical support please
contact the Vestas SSC Ariba team

For information and further Quick Guides from
@ the Digital Procurement program in Vestas, visit : )
our website .
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