
Administrator and users account management

Creation/management of the accounts



2

INTRODUCTION

 The SBN portal is the gateway to many applications that are available for our suppliers (Ipack, 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

Click on the following link to access to the SBN portal : 

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

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


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

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

If you do not know who 
your account administrator is, 
click HERE to find the 
information

❶

❷

❸

Only the account
administrator of the 
company have the right 
to create/modify the 
users

https://service.ariba.com/Supplier.aw
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CREATE A USER ACCOUNT 

 The creation of a user account is in two steps :

1. Creation of a role to which you attribute permissions> tab Manage Roles

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

You are not required to 
create a role each time you 
want to create a user. A role 
can be assigned to several 
different users

End with solid fillHome with solid fillBeginning with solid fill
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CREATE A USER ACCOUNT 

 To create a role, in the tab « Manage Roles » [1] :

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 

role( refer to the next slide to know which role link )

4) Click on « Save » [5] at the end of each role 

creation
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ACCESS SUMMARY

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

 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.

End with solid fillHome with solid fillBeginning with solid fill

Previous Next

Home

Permissions

▪ Good Receip Report Administration

▪ Inbox and Order Access

▪ Invoices Report Administration

▪ Outbox access

▪ Purchase Order Report Administration

▪ Transaction configuration
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 Once the role is created, you must create the user and 

assign the role to it. In the tab « Manage Users » [1] :

1) Click on the button «+» [2]

2) Fill the user information [3] :

▪ Username: Use the Email of the user

▪ Email Address: Email of the user

▪ First Name

▪ Last Name

▪ Office Phone

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

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

CREATE A USER ACCOUNT 

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

End with solid fillHome with solid fillBeginning with solid fill
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ACCOUNT CONFIGURATION

 Fill in the requested information and click on « Save » [1] to complete the entry.

It is imperative to fill in the "contact 
information" when logging in for the 
first time

Home with solid fillHomeBeginning with solid fill

Previous
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MODIFY A USER ACCOUNT

 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]

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

End with solid fillHome with solid fillBeginning with solid fill

If you do not know who 
your account administrator is, 
click HERE to find the 
information
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 In the « Manage Users » tab [1], from the action menu click on « Edit » [2]

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

MODIFY A USER ACCOUNT
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3

4

End with solid fill

Previous Next

Home

1

2



13

 It is 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]

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

« Save » [4]

MODIFY A ROLE

Home with solid fillBeginning with solid fill
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The permissions of the 
administrator role cannot be 
modified.
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Previous
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DELETE A USER ACCOUNT
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 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]

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

If you do not know who 
your account administrator is, 
click HERE to find the 
information

❶

❷

❸

Only the account
administrator of the 
company have the right 
to create/modify the 
users

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

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

DELETE A USER ACCOUNT

1

3 2

4 5
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 Go back on the tab Manage Users [1]

 From the menu Action click on Delete [2]

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

DELETE A USER ACCOUNT
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FIND THE CONTACT OF THE ACCOUNT ADMINISTRATOR

 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]

* Link of the SBN portal : https://service.ariba.com/Supplier.aw
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 A new window opens with the information related to the account administrator.

FIND THE CONTACT OF THE ACCOUNT ADMINISTRATOR
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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]

3. Finally on « Users » [3]

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

As a prerequisite, 
another role must be available 
to be assigned to the ex-
administrator
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA SBN)

 In the 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]

End with solid fillHome with solid fillBeginning with solid fill
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA SBN)

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

 Once the change is made, click on « OK » [3] to register.

/!\ Please note that you will then be logged out of your account
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA ARIBA SUPPORT)

 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
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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] at the bottom right of the page

1

2

3

4
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CHANGE THE ACCOUNT ADMINISTRATOR (VIA ARIBA SUPPORT)

Home with solid fillBeginning with solid fill
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 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 several choices proposed), then click on « Submit » [2] in 
order to send the ticket to the support

We recommand to 
put at least « 
affected » for 

business impact

1

2
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