How to create users on the Ariba Network.

THE BEST RUN w



To start creating a user on your Ariba Account you

Log in to your Ariba Account (this
can be either an Enterprise or a
Standard Account).

Click on the initials at the top right
corner.

Click on Settings.

Select the option “ Users ”.
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need to follow steps below:

‘ My Account

Link User IDs

|
ACCOUNT SETTINGS Contact Administrator
Customer Relationships Switch to Test Account

|
Users |
Notifications -
Account Hierarchy
Application Subscriptions Company Profile
Account Registration Service Subscriptions
NETWORK SETTINGS Settings >

Electronic Order Routing
Back to Classic View

Electronic Invoice Routing
Accelerated Payments Logout
Remittances

Data Deletion Criteria

Network Motifications

Audit Logs



Before you start creating users on the network, you need to set up Roles and assign permissions to
them. (Reminder, only the account administrator will be able to complete this set up)

Lets start with the Role creation:

Account Settings “

When you enter the page, you will

see your name listed and
assigned to the Role
“Administrator” this is

automatically created by system to =N

the account administrator. o
Click on the plus sign. _—

Start with the specific name for Create Role

that Role and a brief description of - ndicates 2 required feld

the tasks they need to fulfill on the

Ariba Network New Role Information

We will use this example for an Name:* | Invoices

I nVche r0|e . This role will be specific for users that needs to manage the

invoice creation process for our customers on the Ariba
Description: | Network
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Here are the
permissions
recommended to
assign on this
specific Invoice
Role.

Once you select
all of them click
on Save.

Once you clicked
on save, you will
see the new role
was successfully
Created.
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Permissions
Each role must have at least one permission
Page| 1 v »

Permission Description

./ Contract Access View contracts and generate invoices, as supported by customers (requires Inbox Access)

View and search documents in Inbox and take actions based on your role

Inbox and Order Access

v/ Invoice Generation Generate invoices, as supported by customers (requires Inbox and Qutbox Access)

J QOutbox Access View and search documents in Outbox and take actions based on your role

\erify timestamp token on invoices

J Timestamp verification

J Time & Expense Sheet Management Review and update Time and Expense sheets

Role Name Users Assigned Actions
Administrator -
Invoices T




Now, is time to create the users on the network and assign the role we just created, for this just click on the
“Manage Users” tab and select the plus sign to start the process.

Manage Roles Manage Users Manage User Authentication Revoked Users

Users (1)

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

Filter
Users (You can only search on one attribute at a time)
Username ~ | Enter username ‘ + ‘
+ |8 =
Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AN Access Actions
L ‘ Add to Contact List ‘ ‘ Remove from Contact List ‘

Note: You can have +250 users on your Ariba Network.
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First you need to give a Username for

the specific user, this has to be on an

email format but not necessarily be a e useromsien

valid email address.

Then select the email address for ————
your User, this needs to be a valid
email address that the User will use to
authenticate the account.

one USAl ~| | 123 1234567

Role Assignment

Provide the contact information for the
U Ser (N am e + P h O n e N u m b e r) ] v nvoices This role will be specific for users that needs to manage the invoice creation process for our customers on the Ariba Network

Customer Assignment

Assign the role we just created.

Select Customers

By entering this personal data, you acknowledge that you have authority to allow transfer of this personal data to Ariba for processing in the Ariba systems (hosted in various data centers globally) in accordance with the Privacy Statement, the service agreement
OU CaN SE the USEr 1O NAVE ACCEOSS T  surrercomm i ibe and sppicane tan and.  cppicant. et any personat dat hom Rossian iers s boer 501 by yout ganoatn i a sepree s 1poshors resOm it e o fedmaion

all the customers relationships you o I

have on the network or just specific
ones.

Click on done.
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Once you are back on the Manage Users tab you will see the new User has been successfully created.

Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned AN Access Actions
— ) . User First User Last . ] .
it e olier.co (@ 35 ] i ( =3
user@testsupplier.com user@testsupplier.com Name Name MNo Invoices AlL(0) Ye Actions
L ‘ Add to Contact List ‘ ‘ Remove from Contact List ‘

Only the account administrator can manage the Role/User creation.

Once the role is created, you can assign multiple users to that role, and you can edit to add/remove
permissions to the roles created.

You can have over 250 different users on the network.
You can add/remove users from your Ariba Account at any time.
In order to completely remove a Role you need to first remove the users assigned to it.

All the user/roles FAQs can be accessed from the Help Center on your Ariba Account.
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Thank you.



