
 

 

 

 

 

Account, Users &  

Email Management 
 

Ariba Business Network 

Sourcing events 

 

 
1. Introduction ................................................................................................................................................... 2 

2. Creating an account in ariba network ........................................................................................................... 4 

3. Creating a user in an existing account .......................................................................................................... 8 

4. Linking two existing accounts ..................................................................................................................... 14 

 

 
 

 

 

 

 

 

 

 

 



2 
 

1. INTRODUCTION 

 

Except for very specific cases, in Ariba Network, each supplier/company will have a single account. A single 

account can have multiple users if more than one person in the same company needs to manage customer needs 

on the Ariba Network. 

 
 

 

If you have received a registration invitation email from Grifols, please first verify whether your company already 

has an Ariba Network account. Depending on that, you will proceed with one of the following options, which we 

will detail later: 

• My company does NOT have an Ariba Network account → I will create a company account. 

• My company already has an Ariba Network account → I will create a new user. 

 

In section three of this document, you will learn how to link multiple accounts. This option is used in a very specific 

case where a user needs to manage purchasing or finance documents for two different companies. 

 

Example: Thomas Byrne works for a company that has two legal entities: 

• Garden Services Ltd. 

• Outdoor Furniture Ltd. 

 

In Ariba, each of these companies must have its own account. To make Thomas’s daily work easier, these two 

accounts can be linked so that he can access each one without having to log in separately every time. 

Ariba Network 
Account:

Greenfield 
Services Ltd.

User 1: Sarah O'Connor 
(Legal Consultant)

User 2: James Murphy 
(Financial Consultant)

User 3: Emily Walsh 
(Tax Consultant)
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With account linking, suppliers can: 

• Switch between accounts quickly and easily from a single profile 

• Link the same email address to receive orders 

• Act as both suppliers when switching between accounts 

• Grifols will also avoid future errors when receiving confirmations and invoices from the supplier. 

This feature is also very useful if a new account was mistakenly created when the company already had an Ariba 

Network account. Now there are two different ANIDs, but the supplier must act as a single company. 

• Linking two existing accounts 
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2. CREATING AN ACCOUNT IN ARIBA NETWORK 

 

You can create an account in Ariba Network either from the link in the email you received or by going directly to 

the Ariba Network website by clicking the following link: (Ariba Business Network Supplier).   

 

The screen that appears will be slightly different, but both options allow you to create the account: 

i. Click on the “Register” option: 

View from Website 

 
 

View when accessing through the registration email link 

 

https://service.ariba.com/Supplier.aw/109581060/aw?awh=r&awssk=VQ9eCG6x&dard=1
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ii. Enter your email address and check the required box to continue 

 

iii. Enter the code you will receive in your email. Remember, you have 30 minutes 

 

iv. You will receive an email with the code in this format. Check your Spam folder if you don’t see it. 

 
 

v. Fill in the following information and click the Create Account button. This will create your company 

account profile. 

By default, the email address used initially will be assigned as your username. If you want to change the 

username, you must uncheck the box. 

Note that the username format in Ariba must always be in the form of an email address (real or not). This 

email will be your username, but it does not mean that you will receive notification emails at this address.  

Enter a password that meets the requirements, indicate your role within the company, and check the 

required boxes to complete the account creation. 
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vi. Identification of Possible Duplicates 

The system detects, based on the information provided, the possibility that an Ariba account may already 

exist within your company. You can review accounts with similar information by clicking “Review 

Accounts”, and/or if it is not your company, click “Continue with account creation.” 

 

paula.martinez@servicios.empresariales.cat  

Email used as a 
Username 

Notification email If you keep this box checked , the system will 
assume you want to use the notification email as 
your username, and therefore only one option will 
appear. 

mailto:paula.martinez@servicios.empresariales.cat
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Once you click Continue, the following message will appear: 

 

 

vii. At this point, your account has been created. You will receive the following email with your account 

information: The ANID is the number of your Ariba account, which will allow you to establish relationships 

with your customers 

 
 

To learn more about Ariba’s functionalities with Grifols, you can access the supplier support portal, where you will 

find information and training videos about the platform:  GRIFOLS Supplier Information Portal (ariba.com) 

https://support.ariba.com/item/view/203533
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3. CREATING A USER IN AN EXISTING ACCOUNT 

 

To create a new user, you must first access the Ariba Network account using the credentials of an existing user 

from your company. 

You can access the company account from the link in the email you received or by going directly to the Ariba 

Network website by clicking the following link: (Ariba Business Network Supplier).   

 

i. Enter your username and click Next. 

 
 

If you access it from the link in the registration email, a very similar screen will appear where you must 

select the option Use an existing account. 

 

 

https://service.ariba.com/Supplier.aw/109581060/aw?awh=r&awssk=VQ9eCG6x&dard=1
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ii. Once inside the Ariba Network page, go to the button on the right with the initials of the existing user, 

select the Settings option, and go to the Users subsection. 

 
 
 

iii. Select the Manage User tab. There you will see the users created for your company’s Ariba account. 

You can add a user by clicking the + symbol. 

 

 
 

 

iv. Fill in the specific information for the new user. Remember that the Ariba username must be in email 

format, which can be real or fictitious. The email where notifications will be received is the second one. 
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v. Each user must be linked to a company role. You can create roles by clicking the Create Role button at 

the bottom. This will take you to the next page where you must name the role and select all the 

permissions you want to grant. Once done, click the Save button. 

 

 

 
 

 
You will see the created role appear at the bottom, available for selection. In the last section, you can 

choose whether the user you are creating will see all your clients or only receive and view information 

from a specific client. 

 

User email 

Notification email 
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Once the changes are saved, the new user will appear in the profile 
 

 
 

vi. The new user will receive two emails. The first includes the username and the link to log in. The second 

provides a temporary password for first-time access. Click the Log In button in the first email. 
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vii. Enter the username and click Next. 

 
 

viii. Create your new password and click Next. 

 
 

ix. The first time you log in, you will be asked to select the user role and click the Update button. The platform 
will welcome the new user with the option to take a virtual tour to learn the main features. 
 

Paula Martinez 

paula martinez@servicios.empresariales.cat 

Paula Martinez 

Paula Martinez Paula Martinez 

paula martinez@servicios.empresariales.cat 



13 
 

 
 

 
  



14 
 

4. LINKING TWO EXISTING ACCOUNTS 

i. Access the supplier profile using one of the two accounts and click “Link User IDs.” 

 
  

ii. A window will open informing you about the functionalities of account linking. In the yellow-highlighted 

field, enter the username and password of the other account and click “Link Accounts.” 

 

 
  

The next time you log in to your Ariba Network, you will be able to switch from one account to the other 
using the following button: 
 

 


