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Descriptions: Administrator and User

Administrator

• There can only be one administrator per ANID (Ariba Supplier Account) 

• Automatically linked to the username and login entered during registration 

• Responsible for account set-up/configuration and management Primary point of contact for users with questions 

or problems 

• Creates users and assigns roles/permissions to users of the account 

User 

• Up to 250 user accounts can exist per ANID (Ariba Supplier Account) 

• Can have different roles/permissions, which correspond to the user’s actual job responsibilities

• Can access all or only specific customers assigned by Administrator
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1 Login to Supplier 

Account.
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Locate your initials 

(top right-hand corner 

of dashboard).

Select “Settings” 

then Select “Users”

Select “Users”
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The “Account Settings” 

page appears.
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6 Under “Manage Roles” 

tab and click the “+” 

symbol.
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The “Create Role” page

appears. Fill in the 

“Name” (title of role) field.

Example: Invoicing 

Clerk, etc.
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8 Under “Permissions” 

select all applicable 

permissions role should 

have.
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9 Click “Save”.
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The “Account Settings” page 
appears.

The newly created role will 

appear under  “Role 

Name”.
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Go to “Manage Users” 

tab.

Click the “+” symbol.
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The “Create User” page 

appears.

Complete the following 

fields: Username, Email 

Address, First Name, and 

Last Name. 

*Note: Username = Email 

Address
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15 Under “Role 

Assignment”, locate 

and select the role 

created in step 7.
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16 Click “Done”.
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The “Account Settings”

page appears where you 

will see the new user added 

to the existing list of 

“Users”.
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You have successfully 

added a new user to your 

Ariba account.
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