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How to create users on the Ariba Network.
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To start creating a user on your Ariba Account you need to follow steps below: 

1. Log in to your Ariba Account (this 

can be either an Enterprise or a 

Standard Account).

2. Click on the initials at the top right 

corner.

3. Click on Settings.

4. Select the option “ Users ”.



3INTERNAL© 2021 SAP SE or an SAP affiliate company. All rights reserved.  ǀ

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:

1. When you enter the page, you will 

see your name listed and 

assigned to the Role 

“Administrator” this is 

automatically created by system to 

the account administrator.

2. Click on the plus sign.

3. Start with the specific name for 

that Role and a brief description of 

the tasks they need to fulfill on the 

Ariba Network.

4. We will use this example for an 

Invoice role.
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1. Here are the 

permissions 

recommended to 

assign on this 

specific Invoice 

Role.

2. Once you select

all of them click

on Save.

3. Once you clicked

on save, you will

see the new role

was successfully 

created.
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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.

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

the specific user, this has to be on an 

email format but not necessarily be a 

valid email address.

2. 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.

3. Provide the contact information for the 

User (Name + Phone Number).

4. Assign the role we just created.

5. You can se the user to have access to 

all the customers relationships you 

have on the network or just specific 

ones.

6. 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.

Reminders:

• 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.



Thank you.


