Ariba Network Guide for User Creation

1. Create a Role for Editing Ariba Events

To allow a user in the Ariba Network to view, edit, and respond to an event, you need to

create a role with the appropriate permissions. This process requires administrative access
to your Ariba account, as only administrators can modify roles.

- Log in to your Ariba account as an administrator.
- Click on your initials in the top-right corner and select Settings.
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- Navigate to Manage Users.
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Next, you can create a new role by clicking the + (Plus) icon:

Enter a name for the role.

Select the following three permissions:
[Permission 1]

[Permission 2]

o [Permission 3]
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Once the role is created, return to the Manage Users tab.




Create a New User and Assign the Role
- Navigate to the Manage Users tab and click the + (Plus) icon.
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- Enter all the required information for the new user.
- To create a new user and assign them the newly created role. Also chose whether

they should be responsible for all customers on Ariba or only for selected ones.
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3. Finalize User Creation
After entering the user’s details and assigning the role:
- Ensure all information is correct and click Done.
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- The useris now created and assigned the new role.
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4. User Access

The newly created user can now login with the set username (needs to set a password) and
participate in events within the Ariba Network. You can log out of the Ariba Network as an
administrator.

The user information will be automatically transferred to our Ariba and will be available for
selection.

Please make sure to delete old users in order to avoid that event invitations are sent to
invalid users.

This process ensures the user has the appropriate permissions to view, edit, and respond to
events in the Ariba Network.



