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;_J) Managing Roles and Users

ibuy

Administrator

« Automatically linked to the username and login entered during registration
 Responsible for account configuration and management

« Primary point of contact for users with questions or problems

« Create roles for the account

« Can have different roles, which correspond to the user’s actual job responsibilities
« Responsible for updating personal user information
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Role and User Creation

iouy

Click on the Users tab on the Administration
Navigator. The Users page will load.

Click on the Create Role button in the
Manage User Roles section and type in the
Name and a Description for the Role.

Add Permissions to the Role that
correspond to the Role user’s actual job
responsibilities by checking the proper boxes
and click save to create the role.

To create a User, Click on Create User
button and add all relevant information about
the user including name and contact info.

Select a role in the Role Assignment section
and Click on Done. You can add up to 250
users to you Ariba Network Account.
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jUnitOrg - LV38b8fbt...
ANID: AN02003380348
Standard Package

Company Profile

Service Subscriptions

Account Settings

Customer Relationships
Users
Notifications

Account Hierarchy

View All
Network Settings

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

Network Notifications

View All

L
N

Customer Relationships Users

Manage Users

Motifications

Account Hierarchy

Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and phone number.

Users
Username t Email Address First Mame Last Mame Ariba DiscoveneCr
rebecca.novotny@sap.com rebecca.novotny@sap.com Rebecca Maovotny Mo

L, Edit | ‘ Delete ‘ | Add to Contact List ‘ ‘ Remove from Contact List ‘ | Make Administrator ‘ | | Create User |

Manage User Roles

Create and manage roles for your account. You can view or edit the details of a role. The Administrator role can be viewed, but cannot be medified or assigned to ancther user

Role

Mame

Administrator

All Access

L, Create Role

Actions
Details

Details Edit Delete
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Role and User Creation
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S @ Mz

Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration APl management

1. Click on the Users tab on the | PoFTes vemoreserves | <Y

ANID: AN01459911101
.l &

Administration Navigator. The Fecronc oot | T ol
Users page Wi" Ioad . { ectronic Invoice Routing Roles (7

Company Profile
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.
. P Accelerated Payments
Service Subscriptions

Filters

ACCOUNT SETTINGS Remittances

2. Click on the “+” icon in the Cutomar Rotsiorsps e Noticaions
Manage Roles section. | 2

Permission

Select permission assigned %

Motifications

Account Hierarchy
+

3. Type in the Name and
Description for the Role. e Tt | |CrEGtE ROl [

View All * Indicates a required field

New Role Information

4. Add Permissionsto the Role |
that correspond to the user’s
actual job responsibilities by
checking the appropriate

boxes. .

Permissions

Permission Description
[ WUalTy NOTTICATIoN Lreation /ACCESS 10 Create quallly NOUNCaron aocuments
~
D Quality Review Access Access to view quality review documents
D Quality Review Creation Access to create quality review documents
D Receivables Upload Select receivables for auction
EI Access Proposals and View your organization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Proposals and Contracts
Contracts properties. Individual users must be approved by Ariba Sourcing buyers before they can view or participate in events or contract tasks
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J Role and User Creation
Ibuy

Assign Users (0)

5. Click on the “+” icon in the Assign Users
Secti O n ) |:| Username Email Address First Name Last Name Role Assigned

No users assigned yet.

6. Type inthe Name and search for users.

o

7. Add permissions to the Roles that e G E—
correspond to the user’s actual job =n
Results for Permissions you assign to

responsibilities by checking the proper -
boxes. Click Add and Save.

Permissions you assign to user

. Permissions you can assign to users

. B e st hasgnt
8. Clllck Save to add the user to the new o
role.

Assign Users (1)

ou can a -+
. . l:l Username T Email Address First Name Last Name Role Assigned
9 " U S e r I S aSS I g n e d to th e n eW rO I e " l:l sourcing_Yvonne.Rocha-Zempel@excelerateds2p.com Yvonne.Rocha-Zempel@excelerateds2p.com Yvonne Rocha Ariba Network transaction
Remove

Use help to get a list of Permissions to assign '8
to users.

Role Name Users Assigned Actions
Administrator Michal @
Sourcing Yvonne Rocha n @
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Modify Users
Iouy

Manage Roles Manage Users

1
1. Click on the Manage Users tab sers )

D Enable assignment of orders to users with limited access to Ariba Network. @
D Require two-factor authentication (applies for all users of your organization)

2. Select User |
Filter

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

‘ Username V| Enter username

3. Click on Edit for the selected user.
Other Options: .

 Delete User v )

. Add to Contact List V) et o twetw o weme  mm N s v e o «

dit

[ Re m Ove fro m CO ntaCt LISt L { Add to Contact List ] { Remove from Contact List Dol

® M ake Ad m i n IStrator Make Administrator
Edit User —

View user information, revise role assignments, assign business units or reset user passwords. Ariba recommends only using the reset password functionality on this page when users have forgotten their password and
their security question and answer. As a best practice, instruct users to click Forgot Password on the Ariba log in page if they forget their password. When you click Reset Password, Ariba resets the password and sends
an email to the user with instructions to specify a new password and a new secret gquestion and answer.

4. Click on the Reset Password Button to e
reset the password of the user. e S Y oche Zempelercsteredszp.com

First Name: Ywvonne
Last Name: Rocha

Office Phone:
l:l Do not allow the user to resend invoices to the buyer's account. “*/
l:l This user is the Ariba Discovery Contact @
l:| Limited access
4
Role Assignment
Name Description
@ Ariba Network transaction
@ Sourcing Access proposals and questionnaires

Customer Assignment

All Customers

Assign to Customer:

=
|__J Select Customers
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*) Help and Resources
lbUL] Forgotten Username and Password

If you forget your password, go to supplier.ariba.com and follow these steps:

1. Click Having Trouble logging in?
2. Select | forgot my password or Username and Click Continue

3. Enter email address linked to your username and click Continue

You will receive a password reset email from ordersender-prod@ansmtp.ariba.com

SAP Ariba

Having trouble logging in? Forgot Username

To retrieve your username and regain access to your account, enter your email address registered with your Ariba account. You will receive an email message with further instruf

information is confirmed.

Please select one:
3 Email Address:
| forgot my username. -
| forgot my password.

User Name | want to log in with a one-time password using the Ariba Supplier mobile app. Learn more -
Submit

Password m

Having trouble logging in?

Supplier Login

5\‘@“ —_—
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Help and Resources

|buu Help Centre — Basic Troubleshooting

Enter description of the issue in Help Center search box.
Click on one of the search results.
Review the Solution.

Alternatively click on Support (bottom) to display Support Center.

SAP Ariba /\\ Help Center

Home Learning Support
I need help with
Try:
Account Reassignment

Options to submit Invoices
Invoice Rejection
Update company information

Ariba Supplier Network
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create invoicel

create invoice

create invoice option

create invoice option available
create invoices

create invoice page

= How do | create an invoice?

s Why was my invoice or service entry
sheet rejected?

2 | need help with invoicing

2 | need help connecting with a
customer

2 When will my invoice be paid?
2 | need help with purchase orders

= Does Ariba offer live webinar
training?

. | need help with payment

Feedback

View more

R¢ create invoice option

-

create invoice E

create invoice

create invoice option available
create invoices
create invoice page

pac How do | create an invoice?

i' How to find contracts to create
invoices

How do | add an attachment to my
invoice?

i' How to create a PO-based invoice

o | am getting an error while creating my
invoice. What should | do?

How do | create more than one
invoice for a purchase order?

o How do | create a contract invoi

42 Can | add my own tax rate when
creating invoices?

-
[¥]
1]

=]

il
[+F]
@

e

i' How to create a contract invoice in the
customer’s site

-

How do | create an invoice?

(57
a edited Apr 29 2020

& 57486 e 29 " &

First, you will need a trading relationship
with your customer. Then, you will need to
determine what type of invoice you are
submitting. Please see the article "How do
| know which type of invoice to create? to
determine what type of invoice you are
creating.

The below articles will provide instructions
to create an invoice.

If you are submitting a Purchase Order
(PO) based invoice, please see the article
"Creating a PO-Based Invoice".

If you are submitting a non-PO invoice,
please see the article "Creating a Non-PO
Invoice".

If you are creating a contract invoice,
please see the article "Creating an Ariba
Network-Validated Contract Invoice".

Additional Information

To add tax, shipping, discounts or
comments to an invoice, please see "H
do | add tax, special handling, discount
payment terms, or comments fo an
invoice?" for instructions.

Feedback

< > I

|:L| Documentation O Support
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J Help and Resources
IbUL] Call Ariba Customer Support

1. If you don'’t find any relevant result in Support Center search results, click Something Else
2. Click Get help by phone to receive a call back from Ariba Customer Support

SAP Ariba /N, Help Center

Home Learning Support

| need help with Invoice creation Update

Search results for Invoice creation

m Invoice creation

Enhancements to automatic invoice creation from receipts

m Invoice creation process
@] nvoice creation process Can't find what you are looking for? Let us help you.
m General invoice creation compliance features Choose your com munication preference:

4 1 2 3 . 16 »

. §3) Get help by live chat
CT'- Contact SAP Ariba Customer Support

Your responses to these questions will help us provide you an answer or direct you to the appropriate support channels. @ Get hel p by phongstlmated Walt |n m Inu-tes 2

What do you need to do?

Create new invoice Create credit memo Raise another invoice against PO EK] Attend 3 Iive Weblnar
Invoice was rejected Edit and resubmit invoice Receive payment

Ariba Supplier Network
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Help and Resources

Click on Help Center to access
Standard Documentation
material.

Click Documentation.

View Ariba Network
Administrator’'s documentation.

Ariba Supplier Network
Guide — Managing Users

Ariba Network Standard Documentation

Documents ~~ Create ~

ar il <

Guide Trends Refresh

phile.

nformation

hent Security Disclosure Terms of Use

2

i I need help accessing a sourcing
event

g How do | create an invoice?

o Why was my invoice or service entry
sheet rejected?

2 | need help with invoicing

4 | need help connecting with a
customer

2~ When will my invoice be paid?
+2 | need help with purchase orders

= Does Ariba offer live webinar
training?

++a | need help with payment

Feedback

View more

Top 5 FAQs

I:L] Documentation O Support

Home Learning Support

Product Documentation

» What's new for Ariba Network

P Creating and managing invoices, credit memos, and

debit memos
P Catalogs
¥ Orders and releases
» Supply chain collaboration
» Getting started
» Application integration
» Managing your user account
» Collaborating with customers
» Payments and discounting
» Reports and report templates
» Tracking temporary labor time
» Administration and Configuration
» cXML and ERP integration

» Cloud integration tools and adapters

sapaviba/\ Help Center

Tutorials

Having trouble logging in (2:03)

Overview of Ariba Network (4:07)

Register for a light account and send an order confirmation
(4:10)

Send an invoice from a light account (4:13)
Supplier Basics (4:33)

Introduction to the dashboard (11:47)
What are electronic catalogs? (4:53)

What is cXML business integration? (6:30)
What is PunchOut? (6:29)

Accept a customer relationship (1:42)

Add a new user (3:12)

Create a customer contact (1:50)
Configure your payment and bank information (2:08)
Create a catalog (5:23)

Publish a catalog (3:11)

Update a catalog (1:20)

View a purchase order (4:00)

Send an order confirmation (4:54)

Send a ship notice (3:08)

Invoices (3:10)

Send a PO-based invoice (4:35)

Send a non-PO invoice (3:37)

Credit memos (2:24)

Send a header-level credit memo (1:58)
Send a line-item credit memo (2:20)

View a payment (2:10)

Change your account administrator (1:36)
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J Help and Resources

Ariba Learning Centre and Product Documentation

Ibuy

SAP  Ariba Network v

=

Go to http://supplier.ariba.com
Click Help Center
Click on Learning Centre to access Product Documentation.
. . . SAP Ariba
The Learning Center was created for users interested in s o
technical product documentation. The Learning Center was Suppler Login Buyers are looking fo new suppliers < camrom e
designed to allow you to browse the full library of product e et
documentation and tutorials. oo [Tt oo

W N

To help the world's businesses continue to run
g Supplier Basics (4:33)

matched leads today.

* What browser versions are certified
for SAP Ariba cloud solutions?

Note: only a subset of the documentation is available in a pre- s
login state. R

i How to retrieve usemames

New to Ariba? Viewmore O
Register Now or Learn More

Is your company registered?

Search Can'tlogin? Let us help you!

l:U Documentation O Support
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