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Step 1: Log In

Process Flow

Step 2: Link User

IDs

Step 3: Toggle
Between Accounts
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SAP Ariba

Supplier Login

Step 1: Log In

User Name

Password

Forgot Username or Password

Mew to Ariba?

SAP Ariba /\\

Once you have registered
your accounts, log into one.
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Step 2: Link User IDs

| GAP Ariba Network ~  Standard Account | Upgrade ~ TESTMODE

Home

2

Orders to Invoice

Order Number

0045093227
&

N e Tty

Orders, Invoices and Payments

0 0
Orders that Meed Invoices Rejected
Attention

Customer Status Armount
City of

Oittawa - Mew Emgi’;
TEST

City of Partially $1,440.00

1
Mew Purchase
Orders

Date |}

3 Oct 2020

A e AT

All Customers

[ 21
Mare...

Amount Invoiced

$0.00 CAD

Lt T Eal ot

Last 14

Action

Select

Tl

Shalane Dunlop

Test-Stanteci@ottawsa.ca

My Account
Link User IDs

Contact Administrator

STANTEC CONSULTING L...
AMID: ANOL525077584-T

Company Profile
Settings

Logout

fresh

SAP Ariba

Click on your initials to
open the menu

Select “Link User IDs




Ottawa Step 2: Link User IDs SAP Ariba /\

0 If you know the username

Link User IDs and password for the
account you wish to link:
If you have multiple user accounts, you can link your user IDs together. By linking your user 1Ds you can: Enter the Iogin information
¢ in to all your accounts using one usermame and password der the No A |
g sitch between your multiple accounts 0 unaer the No _ pprova
Needed heading.
APPROVAL NEEDED NO APPROVAL NEEDED CIle Llnk ACCOUI’ltS
Send a link request to another account. After the reguest is approved by the other Enter the username and password of another account to which you want to link.

account, the two accounts will be linked.

Username: * | test-mountainview@ottawa.ca @ |f yOU dO not knOW the
username and password:

Send link ot Password:® | sssssssssssy
ink reques Enter the username for the
user account you wish to

link to under the Approval
Needed heading.

Click Send link request.

This will send an email to
that user with the option to
accept your link request

Usermame: *




YOUR USER ID HAS BEEN LINKED.

Now you can switch to the linked account from the drop down menu of your user name in the upper right comer.

Step 2: Link User IDs

o

Done

1)

SAP Ariba /\\

Select Done to return to
your account.
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SAP  Ariba Network ~

Home

Step 3: Toggle Between Accounts

Standard Account

Orders, Invoices and Payments

2

Orders to Invoice

Order Number

0045093227

é

0045093050

0

Orders that Need

Attention

Customer

City of
Ottawa -
TEST
City of
Ottawa -
TEST

Status

New

Partially
Received

0

Invoices Rejected

Amount

$5,508.17
CAD

$1,440.00
CAD

Upgrade  TESTMODE

All Customers Last 14 days

1

New Purchase

o[ =

shalane dunlop

test-mountainview@ottawa.ca
MOUNTAINVIEW TURF FARM LTD-
Date | TEST

3 Oct 2020 $0.00 CAD Select

24 Sep 2020 $0.00 CAD Select

Shalane Dunlop

Test-Stantec@ottawa.ca

My Account
Link User IDs
Contact Administrator

Switch Account

STANTEC CONSULTING L...
ANID: AN01525077584-T

Company Profile
Settings

Logout

fresh

Feedback

SAP Ariba

Click on your initials to
open the menu

Select “Switch Account” to
open a list of linked
accounts.

Select the account you
wish to view.




