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Administrator

Automatically linked to the username and login entered during registration
Responsible for the account management and configuration

The primary point of contact for users with questions or problems.

Creates roles for the account

User
Created by Administrator

Can have different roles, which correspond to the user’s actual job
responsibilities

Responsible for updating personal user information
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Role and User Creation

Account Settings Test Supplier 1
CIICk On the Users tab at Custamer Relationships Users Hotifications Accoun t Hierarc| h
Administration Navigator Manage Users EA99009097559, Basic Package
. [ ]
Embme = sl oot o o m b
The Users page appearS' U“rs‘ nar First Name Last N Ariba D Company Profile
:l:s f ‘ :: 2 Account Set:ting.s .
1 First Create a role Edit Delete Addto Contact List Remove from Contact List Make Administrator Create User CUEtCITIE’ d‘E|atICPS|-‘IpE
Users
' Manage User Roles Notifications
1. Click on Create Role button | ... Account Hierarchy
in the Manage Roles S Network Settings
t. 2!”’::\‘:”&” ;Z::\i Edit Delete ElECt,CI‘iE C’dE, :‘-CUtiltg
sectuon. AR rale 1 kta”; [ Electronic Inwvoice Routing
Discount Mgmt Detsils Edit Delete Accelerated Payments
2. Type Name and I
Description for the Role. Network Notifications

3. Add Permissions for the
Role that correspond tothe 2 Now create a User.
user’s actual job 1. Click on Create User button.
responsibilities by checking

proper boxes 2. Add all relevant information about the user incl. name and contact

info.
4. Click Save. New Role is

created. 3. Select a role in the Role Assignment section.

4. Click on Done.

You can add up to 250 users to your Ariba Network account.

© 2015 Ariba - an SAP company. All rights reserved. Public




Modify User

Account Settings Save Close

1. Click on the
Administration tab.

Customer Relationships Users Motifications Account Hierarchy

Manage Users

2. Click on Edit for the | ...-
Selected user. Username t Email Address First Name Last Name Ariba Discovery Contact Role Assigned Visible To Customer

lagarza@ariba.com agarza@ariba.com Ale Garza No AR role Mo
- tleall@ariba.com tleal@ariba.com Tessie Leal No Discovery (...) No
3. Click on the Reset _ _ -
Edit Delete Addto Contact List Remove from Contact List Make Administrator Create User
Password Button to

Edit User Save Cancel
reset the password View use inormaion o
ba log in pa

Of the user. with instructions to specify a new pa

Select

ed User Information
4. Other OptlonS: Username: carmen userl
Delete User Email Address:

First Name: Carmen
Last Name: Sanchez
Ad d to CO ntact Office Phone:  +1 (412) 2978069
5 7| This user ic the Ariba Discovery Contact £
List

Reset Password

Remove from
Contact List -

Make
Administrator Ao

AP Role PO

Discovery respond to postings on Discovery

Discount Mgmt
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Enhanced User Account Functionality

John Srnith + S

When clicking on your name in top right corner, you’ll access the
User Account Navigator. It enables you to:

My Account

Switch To

Quickly access your personal user account information and

# John Smith

SettlngS acmesellerz@ariba.com

. . Switch To Test ID
Link your multiple user accounts — .
Switch to your test account (—clerk@arba com

are

s on
Link User IDs

re vo

After your multiple user accounts are linked, the User Account
Navigator displays the multiple user accounts. retaned beyond 18 months, subscribet

Signup For Advantage Package, Subscri

. . . My Account
Click on My Account to view your user settings.
Complete or update all required fields listed by
an asterisks. et Adres:  sicha@arbacom

If you change username or password, Frat ame: +[FE

remember to use it at your next login.
Hide personal information if necessary by
checking the box in Preferences section. B
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