
Setting Up, Maintaining & Creating  Standard 
Account Users
• Greyed out tabs, sections or selections indicate that you are no able to access

• Use the Dashboard to resend the Purchase Order Email

• Real time invoice status notifications



Users– General Information

There is a limited range of Account Settings that a supplier can use within the User’s selection. Supplier can Enable assignment of orders to users with limited access to

the Ariba Network. However, in order to perform this assignment of tasks Roles must be created first, then Users created. Only your organisation Ariba Network System

Administrator will have the Users selection in the drop down box and can create roles andusers.
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➢ From the Account Settings  

page accessed via Company  

Settings, then Users

1. Click on Create Role

➢ Screen displays the Create  

Role

2. Enter the Name of the role  

you are creating

3. Select all the relevant

Permissions for the role

Note: As you are working within  

a Standard Account there willbe  

a number of permissions that  

cannot be selected and are  

greyed out

4. Click Save

Note: Screen adds the role to  

the list, repeat for other roles if  

required

Creating and Assigning Roles
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➢ From the Account Settings  

page accessed via Company  

Settings, then Users

1. Click on Create User

➢ Screen displays the Create  

User

2. Enter a Username for the  

user

3. Enter the Email Addressof  

the user

4. Enter their First Name

5. Enter their Last Name

➢ Scroll down to Role  

Assignment

Creating Users
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6. Select the Role for the User

Note: The roles that you have  

created will be displayed, only  

can only be one System  

Administrator so the selection will  

not appear

7. Click on Done

Note: Remembering that a User  

name has to be in an email  

format but not necessarily the  

actual email, you may get the  

Confirm Domain message:

1) Click on Yes

➢ Screen displays the User in  

the list

Creating Users cont.
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Enable Assignment of Order of Users

➢ From the Account Settings  

page accessed via Company  

Settings, then Users

1. Click on Enable assignment  

of orders to users with  

limited access to Ariba  

Network

2. Click on the relevant user

3. Click on Save

Note: A green ribbon indicates

that the information or changes

entered have been successful.

4. Click on Close

➢ Screen displays the

Dashboard
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