
How can Supplier Admin add a new user?



1 . G o  t o  t h e  S A P  B u s i n e s s  N e t w o r k  

S u p p l i e r  L o g i n  Pa g e  S A P  B u s i n e s s  

N e t w o r k  S u p p l i e r  L o g i n  H o m e p a g e a n d  

L o g i n  u n d e r  a c c o u n t  a d m i n i s t ra t o r  

a c c o u nt .

2 . S e l e c t  t h e  i n i t i a l s  u p  i n  t h e  t o p  r i g h t -

h a n d  c o r n e r

3 . S e l e c t  S e t t i n g s  a n d  U s e r s
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https://service.ariba.com/Supplier.aw/109588067/aw?awh=r&awssk=uT3_1Fkt&dard=1
https://service.ariba.com/Supplier.aw/109588067/aw?awh=r&awssk=uT3_1Fkt&dard=1


4 .  G o  t o  M a n a g e  U s e r s

5 .  S e l e c t  t h e  ‘ + ’  i c o n

6 .  E n t e r  t h e  n e w  u s e r  d a t a

TO ADD A NEW USER TO THE SUPPLIER'S ARIBA NETWORK ACCOUNT



7 .  T h e  n e w  u s e r  w i l l  r e c e i ve  a n  e m a i l  w i t h  

t h e i r  u s e r  I D  a n d  c o n f i r m a t i o n  o f  t h e  

A N I D  n u m b e r.

8 .  N e w  u s e r  w i l l  r e c e i v e  a  s e c o n d  e m a i l  

w i t h  a  t e m p o ra r y  p a s s w o r d .  T h e  u s e r  w i l l  

b e  a s ke d  t o  r e - s e t  t h e i r  p a s s w o r d  o n c e  

t h e y  l o g  i n  u s i n g  t h e  t e m p  p a s s w o r d .  

P l e a s e  a d v i s e  y o u r  L i l l y  c o n t a c t  w h e n  y o u  

a d d  a  n e w  u s e r  t o  y o u r  p r o f i l e .  L i l l y  w i l l  

c h e c k  a n d  c o n f i r m  t h e  n e w  u s e r  i s  v i s i b l e  

o n  o u r  e n d .  
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