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Want to see my Ariba Network ID details and who is the account administrator

Refer to Navigate to Account Setting section after log in Ariba Supplier Portal

First time to process Mars Ariba PO, need to register Ariba ID or use existing account to log in for processing

Read the whole manual from Step 1 to Step 6

I still need further supports to system use after refer to above guidance 

Attempt to visit Mars Supplier Information Portal for more reference materials, or send mail to Mars Supplier Enablement Team

Menu
Click the blue box of senecio that you are facing, and it will redirect to relevant guidance

Add / Manage emails to receive Ariba Purchase Orders

Refer to Configure Order Routing section after log in Ariba Supplier Portal

Add users (accounts) against your company’s Ariba Network ID for processing POs/invoices

Refer to Configure Users section after log in Ariba Supplier Portal

Scenario 2

Scenario 1

Scenario 3

Scenario 4

Scenario 5
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• Search the PO notification in mailbox and click the 

Process Order button.

Step 1: Find the Purchase Order notification from Mars
Subject of Mars Ariba PO usually include “Mars Inc. ” and PO # (begins with 47xx/49xx)



• Select the Sign up option to create a new Standard 

Account

• -OR - use your existing Standard or Enterprise Account 

by clicking on Log in

When log in Ariba via this page, ensure to use Ariba 

Network ID’s admin account, while other account(s) 

will not be able to log in.

• You may encounter “Potential existing accounts” pop-

up, please ignore by clicking    (upper right corner) to 

close it and continue with sign-up or log-in.

If you think it necessary to review account, or there is 

no    in the pop-up, click “Review accounts”.

Then, you can follow the instruction in the review page 

to go back and continue with sign-up or log-in.

Step 2: Build Trading Relationship (TRR) with Mars
If your organization has not built TRR, you will redirect to this page, and the TRR will be built after successful log-in



It shows the registration form of registering an Ariba 

Network ID.

• Review your Company Information which will be 

automatically populated and modify if needed

• Enter your User Account Information

• Accept Terms of Users and Ariba Privacy Statement

before clicking on Submit

Step 3: Registration
Skip this step if you have existing Ariba ID



Find your administration

Add/Manage users connected to this ANID

(administrator only)

Find the Ariba Network ID and Account Type

Set up purchase order / invoice notification emails

Step 4: Navigate to Account Setting
In the upper right corner of the homepage and click your initial (e.g., MF in below sample) to find the menu



• Refer to Step 4 or below path to find

Your Initial → Settings → Electronic Order Routing

• Enter up to five email addresses (separated by 

commas) who will be responsible for processing 

orders, invoices or other applicable documents.

• Click Save bottom to complete.

Step 5: Configure Order Routing
Purchase Orders can be set to go directly to the resources you choose

You can add multiple users to your Ariba Network 

ID (ANID), and each user corresponds to a 

username (account)

If order recipients added in your ANID do not share 

account, but use their respective accounts to log in 

to Ariba for processing orders & invoices

➔ Navigate to how to Configure Users



To set up users, Admin must first create a role with specific 

permissions selected to allow users to be “assigned” a role.

• Refer to Step 4 or below path to find:

Your Initial → Settings → Users → Manage Roles

• Click the + icon in the manage role section.

In the “Create Role” page, enter the name, 

descriptions, add permissions to the role, then 

Save.

Please note the picture is for reference purpose  

only, and please set up roles per needs.

Step 6: Configure Users 
Administrator Only



• Navigate to Manage Users section.

• Click the + icon, then add all relevant information about 

the user including name and contact info.

Select a role in Role Assignment section, and 

assign the user to all or selected customers in 

Customer Assignment section.

Once complete, click Done.

Step 6: Configure Users 
(Continued)



This is the end of this manual
To seek supports for system use, please reach out to Mars.Supplier.Enablement.Team@effem.com

• To check purchasing terms & conditions and more system use guidance, please visit Mars Supplier Information Portal. 
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