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Descriptions: Administrator and User
Administrator
* There can only be one administrator per ANID (Ariba Supplier Account)

e 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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Supplier Login

Adding User

User Name

Password

Forgot Username or Password

Mew to Ariba?

@

SAP Ariba /\\

Login to Supplier
Account.
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SAP Business Network ~ Standard Acc:

Home Enablement Workbench

1

My widgets

Invoice aging

TEST MODE

Adding User

Catalogs

e

Overview

Getting started

©»

City of Ottawa - TEST v

Orders to invoice

Last 31 days

74 Customize

Purchase orders

$0 o

T

ey

3

Orders

Last 31 days

Last 3 months v

Last 31 days

| Support the people of Ukraine. Update the categories and service locations in your Marketing profile and enable the Support Ukraine toggle to match buyer postings for urgently-needed humanitarian aid for
Ukraine. Learn More | Update Profile

L

o 7

Rejected invoices

Last 31 days

Activity feed = All v

Invoice approved
Mar 30, 2022 | 12:53PM | City

4455668

Invoice approved
Jan 24,2022 | 03:09 PM | City of Ottawa - TEST

NetTerma#11

Invoices pending approval

ACCOUNT SETTINGS
Customer Relationships
Users

Notifications

Application Subscriptions

Account Registration

NETWORK SETTINGS
Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Data Deletion Criteria
Network Notifications

Audit Logs

Shalane Dunlop

My Account

Link User IDs

Contact Administrator

Switch Account

STANTEC CONSULTING

LTD-TEST

ANID: ANO
Standard acc:

Company Profile

Settings

Back to Classic View

Logout

SD

SAP Ariba

Locate your initials

(top right-hand corner

of dashboard).

Select “Settings”

then Select “Users”

Select “Users”

)
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SAP Business Network Standard Account | Upgrade = TESTmoDE The “ACCOU nt Settlngs”
= page appears

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication Revoked Users More...
Roles (7)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified

Filters

Permission

‘ Select permission assigned

- Under “Manage Roles”
tab and click the “+”
symbol.
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SAP~ Business Network Standard Account

Create Role
* Indicates a required field

New Role Information

Upgradel| st wooe

Name:* | |

Adding User

Description

Permissions

Each role must he

ast one permission

Permission

API Development Access
Order Assignment for Users with Limited Access

I:‘ Contact Administration

Goods Receipt Report Administration

ork, standard account to an enterprise account to enable all permissions

Description

Access to APl development using the SAF Ariba developer portal.
User can assign an order to a user with limited access to Ariba Network
Maintain information for account contact perscnnel

Access to Reporting, and Goods Receipt report type

SAP Ariba

The “Create Role” page
appears. Fill in the
“‘Name” (title of role) field.

Example: Invoicing
Clerk, etc.

Under “Permissions”
select all applicable
permissions role should
have.

Click “Save”.
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The “Account Settings” page

SN appears.

SAP Business Network Standard Account | Upgrade | TESTmope

Account Settings

Customer Relationships Users Notifications Application Subscriptions Account Registration APl management
Manage Roles Manage Users Manage User Authentication Revoked Users More...
Roles (8)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be medified.

Filters

Permission

| Select permission assigned v

The newly created role will
[11
R A appear under “Role
Name”.

Shalane Dunlop

+
#l

Administrator

Kathleen Crowe

Users Kathleen Crowe
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GAP  Business Network Standard Account

Account Settings

Customer Prlationships Users Notifications Application Subscriptions Account Registration API management
! Manage Users Manage User Authentication Revoked Users More...
Users(s)
@
|Z| Enable assignment of orders to users with limited access to Ariba Network, -
Filter
Users (You can only search on one attribute at a time)
| Username ~ | Enter username | + ]
l:‘ Username Email Address First Name Last Name Ariba Discovery Contact Role Assigned

Authorization Profiles Assigned Customer Assigned AN Access Actions

SAP Ariba

Go to “Manage Users”
tab.

Click the “+” symbol.
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GAP~ Business Network

Standard Account

Upgrade)| Tesr oo

N

Create a new user account and assign a role and if needed assign them to a business unit. Ariba will email a temporary password to the address provided for the new user account. The account information entered here will not be modifiable after you click Done. However, you can modify role

Create User

assignments at any time

New User Information

USe'name:*| | | i)

Email Address:

*|
First Nalw1e:*|
*|

Last Name:

ey
I:I Do not allow the user to resend invaices to the buyer's account. “*/

o)

l:‘ This user is the Ariba Discovery Contact &/

" 0]

|:| Limited access -
Counts Area

pre Mumber
var v | ]

Office Phone:

Role Assignment

Name Description

Kathleen Crowe

Users

(i

test invoicer

SAP Ariba

The “Create User” page
appears.

Complete the following
fields: Username, Email
Address, First Name, and
Last Name.

*Note: Username = Email
Address

Under “Role
Assignment”, locate
and select the role
created in step 7.

Click “Done”.
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Account Settings

Customer Relationships Users

Manage Roles

Manage Users

Users(s)

p
@ Enable assignment of orders to users with limited access to Ariba Network.

Filter

Notifications

Manage User Authentication

B)

Users (You can only search on one attribute at a time)

Application Subscriptions

Account Registration

Revoked Users

| Usemame

~ | Enter username

Odooodn

Usemame

kathleen.crowel @ottawa.ca

ariat0077@gmail.com

ariat.abala-morgan@ottawa.ca

Test-Stantec@ottawa.ca

Joseph.ghattas@ottawa.ca

Email Address

kathleen.crowe@ottawa.ca

ariat0077@gmail.com

ariat.abala-morgan@ottawa.ca

shalane.dunlop@ottawa.ca

Joseph.ghattas@ottawa.ca

First Name

Kathleen

Ariat

Ariat

Shalane

More...

Last Name

Crowe

Abala-Morgan

Abala-Morgan

Dunlop

Ghattas

API management

Ariba Discovery Contact

No

No

No

Role Assigned

Users

Clerk

test invoicer

PROFILE_MGMT_ROLE. +3

Invoice Submission

Authorization Profiles Assigned

Adding User

Customer Assigned

All(1)

All(1)

All(1)

All(1)

All(1)

+

AN Access

SAP Ariba

The “Account Settings”
page appears where you
will see the new user added
to the existing list of
“Users”.

You have successfully
added a new user to your
Ariba account,

10




