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Administrator and users account management

Creation/management of the accounts
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INTRODUCTION eSH

%

» The SBN portal is the gateway to many applications that are available for our suppliers (lpack, LTSD, etc.).
Therefore, any new user wishing to access these applications must first have user access to your company's SBN

account

>~ This user guide is made to assist you in managing these user accounts, which can only be done from the SBN
portal of your company's administrator account
Whether it is for:

= Creating or modifying a user account

= Changing the account administrator

4 )

Click on the following link to access to the SBN portal :
A https://service.ariba.com/Supplier.aw



https://service.ariba.com/Supplier.aw

A& HOME

A Select the section you want to consult

® INES ADMINISTRATOR
& \\ANAGEMENT MANAGEMENT

Find the administrator contact
Create a new user account of the account of your
company

Modify the account
Modify a user account administrator (via SBN)

(in case the actual one is still in the
company)

Modify the account

administrator (via Ariba
Delete a user account support)

(in case the actual one is no more in the
[J

NB : This document is interactive, click on the different areas to navigate



CREATE A USER ACCOUNT

) From the SBN account administrator®, click on :
1. Your account menu (round icon at the top right of the home screen) [1]
2. Then on « Settings » [2]

3. Finally on « Users » [3]

ustomer Relationships
Users Contact Adm
Notifications
-TEST

o

Application Subscriptions ‘ y':
Only the account : A
administrator of the i
company have the right >
to create/modify the tog
users
* Link of the SBN portal : https://service.ariba.com/Supplier.aw
Home

I« Previous

If you do not know who
your account administrator is,

click HERE to find the
information
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CREATE A USER ACCOUNT eSH¢

) The creation of a user account is in two steps :
1. Creation of arole to which you attribute permissions> tab Manage Roles

2. Creation of a user to link to the good role> tab Manage Users

Customer Relationships Users Motifications Application Subscriptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication
Users(1)

You are not required to

e o e o e e e create a role each time you

[ |l emane (=] want to create a user. A role
can be assigned to several

different users

|:| Enable assignment of orders to users with limited access to Ariba Network. W

Filter

D Usemame Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned

l:l PREPRODEAIGUILLA com ch_ric_eas.eshop@richemont.com KLU uzer AIGUILLA Ne KU Role AlL{1) Actions »

Ly [ Add to Contact List ] l Remove from Contact List

Home

m Previous



CREATE A USER ACCOUNT eSH@P

Customer Relationships  Users MNotificstions ~ Application Subscriptions  Account Registration API management

) To create arole, in the tab « Manage Roles » [1] :
lf;. i 1) Click on the button «+» [2]
_—
« | = ?2) Fill the field Name [3]: titled of the role (for
- example : User, KU ...)

It is possible to add a description to the name of the role

3) Select the permissions [4] that will be link to this

e i role( refer to the next slide to know which role link )
-]
I - 4) Click on « Save » [5] at the end of each role
:aug;] b u:,-‘. » permizsion C reO .I.l O n
e e -
] ‘ o
| -
Ol
J
J
J
=

Home




ACCESS SUMMARY

) You will find below the accesses to select to create the role.

Permissions

=  Good Receip Report Administration

= |Inbox and Order Access

= |nvoices Report Administration

= Qutbox access

=  Purchase Order Report Administration
= Transaction configuration

)y There are several pages of access rights, remember to consult them in order to select the rights above (also
note that they are classified in alphabetical order). To do this, click on the arrow or select the page
number. e[ V|

I B
ki




CREATE A USER ACCOUNT eSH®P

y Once the role is created, you must create the user and
il e assign the role to it. In the tab « Manage Users » [1] :

Users(1)

[ oo e 1) Click on the button w#n [2]

L+ 2) Fill the user information [3] :
= Username: Use the Email of the user
[ e =  Email Address: Email of the user
i R k- = First Name
= Last Name
m .7 = Office Phone

3) Tick the role previously created to link to the user [4]

Click on « Done » [5] to save the information

Once the user is created, they will
receive an email with the information to
Cut, @aicsores connect (username and temporary password)

Home




ACCOUNT CONFIGURATION

) At the first login, each user must fill in their information in the account settings
» Click on your initials [1] and then on « My account » [2]

@ Business Network ¥  Enterprise Account _ w1 0 @ Ps

Home Enablement Discovery ~ Workbench Orders ~ Fulfillment + Invoices ~ Reports ~ Messages
-
* ‘ ‘m _ I
E &
Orders and Releases  ~ | Maisons du groupe R... v | Exactmatch v | Order number Q My Account

AT ety | -
RSV A LD

Contact Administrator

Overview  Getting started

s« 1 6 + 3 ¢ 0 + O

Mew orders H Orders H Items to confirm H Items to confirm ; Items to ship : Premium Package
Last 365 days Last 365 days Cartier reconfirmation Last 365 days Settings 5
Logout
My Widge‘ts Maisons du groupe R... ~ 3% Customize ‘
Purchase orders Last 7 days v Shipment trackin Activity feed All v View all 3=
pi
Order changed .
EUR Purchase order number r@ Mar 21,2024 | 11:43 AM | Maisons du groupe Richem...
§019918053 £50.25 EUR
=
ens L Order received s
r@ Mar 21,2024 | 11:41 AM | Maisons du groupe Richem...
€0.6 6019919053 €50.25 EUR
€0.4 "
A -
. Order received
€02 ; ) s
A r@ Mar 14,2024 | 05:08 PM | Maisons du groupe Richem...
r P
& - 5019913457 £47.35 EUR

43 44 45 4B 47 48 4e

B Maizons du groupe Richeman: - TEST )
£ Order received

n‘_‘l Jan 18,2024 | 06:15 PM | Maisons du groupe Richem. .. e

m Previous




ACCOUNT CONFIGURATION

)y Fillin the requested information and click on « Save » [1] to complete the entry.

T Business Network Enterprise Account @
My Account Close
Account Settings

+ Indicates & required field

Account Infermation

Usermame: =

Changs Passwera

Wit Name: | |

Last Name:~

ersonal Information Changs Log.

Sesiness nels

®
Defauit Currency:* Eura Select Currency |

Preferences

[ o Me to Sae FiterPrfesences i tre Inbox Outoox

Contact Information

. - It is imperative to fill in the "contact
. information” when logging in for the
first ime
CounmryRegion:* -

Personal information usage

You sxpressly acknawledge snd gve consen to frba fo your dats entered ntythissyste o be wansfened ourside the European Union, Russian Federarion orcther jrscicion where you sre loceted o fribs and he compuer ystems on which he Arbe
services are hosted (located in various data centers globally), in accordance with the Privacy Statement, the Terms of Use , and applicable - o You v right to sccess and modify your personal data from within the spplication o by contacting the A
Samiecaor S/ Yo Grgan2ear, T Gosent el D2 1 EVSck M e MOMaT & NS GSeh Geiad e ey b revoked B i TSR NGt 1o ATbA. I You B & FUSE1n G261 125 ing Wi 1 RUSSIan FEceraton, You ala exprecaty carfi e any
of your personal data entered or madified in the system has previously been captured by your organization in 8 separate data repository residing within the Russian federation

Revocation to consent to process personal information

[ Wi comser o process pesonst nformtion. B checking s bor, | amscuesing  evocstion o consent o proces my persralrformaton. | understand e il o anger b abief access S Business Netwerk e my reques s bee pproved by cur
oy s, M comany ey e personal formatn o ompiance and it roses

Close

Home

I« Previous




MODIFY A USER ACCOUNT eSH@P

> Modifying a user account only involves changing the role(s) assigned to it. You cannot change the identifier
of a user account; a new identifier necessarily implies creating a new user account.

) From the SBN account administrator®, click on :

1. Your account menu (round icon at the top right of the home screen) [1]

2. Then on « Settings » [2]
3. Finally on « Users » [3] I . ‘
s e R =
Only the account o \ If you do not know who
A administrator of the S your account administrator is,
company have the right : click HERE to find the
to create/modify the information
users

* Link of the SBN portal : https://service.ariba.com/Supplier.aw

m Previous
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MODIFY A USER ACCOUNT

) Inthe « Manage Users » tab [1], from the action menu click on « Edit » [2]

Account Settings Close

Customer Relationships ~ Users  Notfications  Application i Account APl Generative Al
Manage Roles || Manage Users || Manage User Authentication  Manage User Deletion  More...
Users (z)

Enable assignment of orders to users with limited access to SAP Business Network. ('

Filter

+ 8 =
[]  usemame Email Address FirstName  LastName  SAP Business Network Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned ANAccess  Actions
PREPRODBEONINCHLcom ch_ric_easeshop@richemont.com  BONINCHI  BONINGHI  No KU Role Allig) Yes Actions. v
Ear
testT_PREPROD@ECNINCHI.com ch_ric_eas.eshop@richemont.com T Admin No PROFILE_MGMT_ROLE. +5 A1) Yes
Delete
L | AddtoContact List Remave from Contact List Make Administiator

) You can then select/deselect the role(s) to assign to this user [3] and click « Save » [4]

Role Assignment

Name Description

IZI KU Role Role for KU

] Réle test

Customer Assignment

Assign to Customer: Il Customers

) Select Customers

m Previous




MODIFY A ROLE eSHOP

) Itis also possible to modify an already created role. To do this, go to the « Manage Roles » tab [1] and click on
the name of the role to modify [2]

Account Settings n s

e e The permissions of the

o administrator role cannot be
== - modified.

»  Then click on « Show all the available permissions » [3] , select/deselect the permissions you want, then click on
« Save » [4]

b
MRNEAAEAD @ i5): §

rrrrrrrrrrrrrrrrrrrr

Home




DELETE A USER ACCOUNT cSHE

) From the SBN account administrator®, click on :

1. Your account menu (round icon at the top right of the home screen) [1]

2. Then on « Settings » [2]

. @
3. Finally on « Users » [3] ool
I 4 B Paia i
C*.-::-t:;'er Pela:w:-r—:-"ac‘: Link User IDs
/ \ U':f;cnm S S ﬂ::;; s‘\»'
Only the account g e A
administrator of the — N If you do not know who
e WelE s el o ras | > your account administrator is,
to create/modify the B : click HERE to find the
users information

Accel: d Payments
k / Remittances

* Link of the SBN portal : https://service.ariba.com/Supplier.aw

m Previous

Home
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DELETE A USER ACCOUNT

) To delete a user, you must update the retention period by clicking on « More » [1] and « Manage User
Deletion » [2]
»  Then click on « Update Retention Period» [3]

w Business Network Enterprise Account [IEESITCTN @

Account Settings m Close

Customer Relationships Users Notifications Application Subscriptions Account istrati APl ive Al
Manage Roles Manage Users Manage User Authentication Manage User Deletion More...»
Manage Rols
@ The s will b ver nage
Rel Period(in months) age uthen
Last Modified Date: ked
Update Retention Period ge User Delet

m Close

) Enter a value different from 0 in the confirmation period field [4] and click on « Save » [5]

UPDATE RETENTION PERIOD

(D The data of revoked users will be retained for a period that you configure here. After the retention period is over, user data will be deleted permanently from SAP Business Network.

Retention peried in months:

Home

I« Previous /ﬂ\ Next m




DELETE A USER ACCOUNT

)  Go back on the tab Manage Users [1]
) From the menu Action click on Delete [2]

Account Settings Close
Customer Users Application i Account APl Generative Al
Manage Roles ||  Manage Users || Manage User Authentication  Manage User Deletion  More
Users(z)
Enable assignment of arders 1o users with limited access to SAP Business Network, (&
Filter
You can on h on one attribute al a time)
‘ semame | Enter usemame +
+ 8 =
(] usemame Email Address FistName  LastName  SAP Business Network Discovery Contact Rols Assigned Authorization Profiles Assigned Customer Assigned ANAccess  Actions
| PREPRODGBONINCH.Com ch_sc_saseshop@richemontcom  BONNCH BOMNCH Mo KuRole e ves actions +
Edt
‘ test-IT_PREPRODI@BONINGHLcom ch_ric_eas.eshop@richemont.com " Admin No PROFILE_MGMT_ROLE. 45 All(1) ves .
Delete
L | AddtoContaet List Remove from Contact List Make Administrator

y Click on « OK » [3] to confirm the deletion of the user

CONFIRM DELETION

You have chosen to delete this user. Please review the user information, and make sure that this user's email address is not used to receive any notifications. You may need to check the organization level notification preferences in Notifications page.
If you click OK, this user will lose access to SAP Business Network. However, this user's data will be retained in SAP Business Network for the period configured in the Manage User Deletion tab.

Selected User Information

Username:

Email Address:

First Name:

Last Name:

Office Phone:

Assigned Role:

SAP Business Network Discovery Contact:

Caneel “

Home




FIND THE CONTACT OF THE ACCOUNT ADMINISTRATOR eSH@P

) To find the contact of the account administrator of your company, from your SBN user account* click on :
1. Your account menu (round icon at the top right of the home screen) [1]

2. Then on « Contact Administrator » [2]

¥ Qo @ BB

Rapports v ages
. )
- ‘ = \
lers and Releases Maisons du groupe Ri... v = Exactmatch v Order number Mon compta
D 5
o 7 i Link User IDs
N\l - (idey A v LY
PP
s
B

Contact Administrator

Accueil

ID: ANO144277484!
79 Z 2 1 R
Items to confirm Items to confirm More
: Paramét
Logout ‘
My W|dgets Maisons du groupe R... v
Shipment tracking Application gateway Activity feed Al v View all 35 5
rrrrrrrrrrrrrrrrrrrrrrrrrrrrrr = ord d H
(€ Loz
Order receive d
(Q Mar 12,2025 | 02:45 PM | Maisons du groupe Richem.
6025243429 53,700.00 CHF
* Link of the SBN portal : https://service.ariba.com/Supplier.aw
Home

I« Previous /ﬂ\ Next m
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FIND THE CONTACT OF THE ACCOUNT ADMINISTRATOR eSH@P

) A new window opens with the information related to the account administrator.

w Business Network . Enterprise Account [T
Contact Your Account Administrator

The account administrator role is assigned to the individual at your organization who is responsible for setting configuration options, managing customer relationships, subscribing to services, and maintaining the account over time. The account administrator also serves as your primary
point of contact if you need help resetting your password, changing your permissions, or if you have any other questions or problems.

Account Administrator Information

Name: IT Admin

Email Address: ch_ric_eas.eshop@richemont.com
Office Phone: +41 (11) 2222
Fax:

w © 2022 SAP SE or an SAP affiliate company. All rights reserved. Privacy Statement  Security Disclosure  Terms of Use




CHANGE THE ACCOUNT ADMINISTRATOR (VIA SBN)

If the account administrator is still in your company, but you wish to reassign the administrator

account to another user: from the current SBN account administrator* click on :

1. Your account menu (round icon at the top right of the home screen) [1]

2. Then on « Settings » [2] ﬂl
3. Finally on « Users » [3] oo
= As a prerequisite,

another role must be available

to be assigned to the ex-
BN S— administrator

Audit Logs

* Link of the SBN portal : https://service.ariba.com/Supplier.aW

Home

m Previous /ﬂ\ Next m
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA SBN)

) Inthe tab « Manage Users » [1] :

1) Select the user who is to become the new administrator [2]

?2) Click on « Actions » [3] and select « Make administrator » [4]




CHANGE THE ACCOUNT ADMINISTRATOR (VIA SBN)

) Then select the role to be assigned to the former administrator [1], and click on « Assign » [2]

i
Name Description
1] wuroe

»  Once the change is made, click on « OK » [3] to register.
/I\ Please note that you will then be logged out of your account

Assign a New Administrator “

0 WARNING: You are about to transfer your adminisirator role to KLU user Boucledor. After you assign the administrator role to another user, you will be logged out of your account.

(|

Home

I« Previous




CHANGE THE ACCOUNT ADMINISTRATOR (VIA ARIBA SUPPORT) eSH®

If the account administrator is no longer in your company, you need to open a ticket through the
Ariba Help Center to request the assignment of a new administrator.

From your SBN user account* :
1) Click on the help icon to display the Help Center bar on the right-hand side of the screen [1]

?2) Click on « Support » [2]

* Link of the SBN portal : https://service.ariba.com/Supplier.aw

I« Previous
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA ARIBA SUPPORT

A new window appears, to open a ticket to the support :
» Click on « Contact us » [1]

In the search bar type « Reassign the account administrator » [2] and answer the questions [3]
) Then click on the button « Create a case » [4] af the bottom right of the page

SAP  Hewcen

Home  Leamin|  Contactus

ontact us

1. Start here to find your answer.

Reassign the account administrator X Q l

2. Browse below for our Al-based recommendations*

How do | ehange the administrator user in my SAP Business Network supplier account? ® FAQ
How o | change the administrator user in my SAP Business Network supplier account? Depending on what access you have, use any of the following procedures to change your SCCount's sdministrator: YouTe the current agministrator user & Mar 18, 2025
How can | change the administrator for an Ariba account | cannot access? ® FAQ

The account administrator is no longer with our company, and we cannot access the Ariba account. There are a few ways to be granted access to an SAP Ariba Business Network account if the administrator is no longer with the company: | Mar 31,2025
How do | access and change the former administrator's account? @ FAQ

How do | access the former administrator's account? If the account administrator is stll with your company, contact them by elicking [user iniials] in the 2 of the application and selecting Contact Administrat Mar 31, 2025
How do | reset my password as a supplier? ® FAQ

How o | reset my password as & supplier? How can | send myself & password reset? Access te Reset my password page. Enter the emil a0dress that s registered to the account in the Email Address field and click Subrit . SAP Ariba wil Mar 17, 2025
How do I search for other existing accounts and administrators my company has? ® FAQ

How do | search for other existing accounts and administrators my company has? The i function allows you to ‘accounts that may match your company profile. To search for existing accounts, sign i to your account oct3, 2024

*Pawered by SAP Incident Solution Matching

3. Choose from the options below to continue.

Do you need to reassign the account administrator?

Is your current administrator still with your company?

C- ol oo ]

Do you have access to retrieve emails sent to the listed administrator's email?

RO oo row o oms

Contact support to have the administrator information changed. You will be required to provide the following;

Company Name:
ANID:

Current administrator name:
Current administrator emil address
First and Last name of caller:

New administrator name:

New administrator email:

Phone number:

You can copy the above template and paste it directly into the Full description field of the Case and fil out your responses there.

Account security is important to SAP. Please be patient while our teams take the necessary steps to respond responsibly to your request.

Cant ind what you'e tooking or? =

Home

I« Previous




CHANGE THE ACCOUNT ADMINISTRATOR

VIA ARIBA SUPPORT

Fill all the mandatory fields (the one with the red asterisk « * »)

Click on the button « One last step » [1] at the bottom right of the page.

Select the way you want to be contacted (if
order to send the ticket to the support

Home  Leaming  Contactus

Recommendations*

Requested languags of support:  English [ Change? | [ search Q]

Note: If agents are unavailable to suppart In the Language youve chosen. support will be provided with the

assistance of a translation service, (&) How do| resetichange my SAP Business Network
password?

5 r ith.
SR snacyoonssdpsels (@) How do| change the administrator user in my
SAP Business Network supplier account?

Subject:» | Reassign the scount sdministetor

How do | contact SAP Business Network

ol descrpton: | Aacea erms expocted romat, o @ o dol cantac s4P Busiess

(@ How do | contact my buyer?

3000 characters

(@ How do | accept a customer's trading relationship
request / invitation?

Attachment: [ [[1]

Issue type:*

@ How do| register a new account?

Document or Evert_ | ] @ Howdo! reset my password as a supplier?

Company that invited you: [ ] @ Why is my account locked and how do | unlock
2 e

Top Recommendations:
@ How do| establish a trading relationship with a
(@ How do | reset/change my SAP Business Network password? buyer?

@ How do| change the administrator user in my SAP Business Network @ Why am 1 not receiving emalls from SAP Ariba?

supplier account?

(@ How do | reenablefreinstate/reactivate my
expired account?
2. How does this impact your normal business processes?

io | change my payment method for Arlba

ription invoices’
Business Impact:* - .

“Your company has already connected with
syer company using a different account and
Usiness Network 1D (ANID),

3. Provide your preferred contact details:

First name:
@ Why can'tl log in to my SAP Business Network
count?

\
Last name: |
User hame: |

(@ How do| create & contract Invoice?
Company:+

mals+ | SLP_NowveauFounisseur@autiook com @ Where doi find my SAP Business Network 1D
(ANID) number?
Phone:# | o

Extension: @ Why myinvoice or service entry sheet (SES)
- d?

rejacte

|
Gontinm phone:® | |
Ariba Network 10:» |

AN11213617003T (&) How to enable or disable multifactor
I SaertCiion for (ogn n SAP Busness
rk?
To see how your data is used by SAP Ariba, you can visit
the SAP Ariba Privacy Statement.
. (@ Whyami required to aginx to my invoice?

Previous

several choices proposed), then click on « Submit » [2] in

w Help Center Contact us

Home Learning Contact us

Choose this contact method for the fastest resolution of your issue:

[ ==
Phone

A support engineer will respond to your case by
phone.

Estimated wait time in minutes: 25

[] Do not record my phone call

Other methods you may choose:
L
Q

Live chat: open

You will chat with the same product expert that
would normally work your case, soon after you
click "Submit.”

Estimated wait time in minutes: 3

X

Webform

A support engineer will respond to your case by
email.

To receive communications, add itsm.notification-
service@sap.com to your allow list.

| Back]| m Cancel

Home
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