
How to create a new user 

You have set up your SAP Business Network account and want to create a new user. 
First you need to log in as an authorized user. The account administrator is always authorized to create a new user, but other 

users can also do this if they have a role with the needed permissions. 

1. Go to 
h7ps://supplier.ariba.com and log in with 
your username and password. 

2. Click on the ini=als (top right), then on "Se@ngs" 
and on "Users". 

3. First create a role with the necessary correcEons for the 
user. If you have already created a role, you can use it again 
and create a user immediately (see page 2). 

In the "Manage roles" tab you can see the current roles. If 
you click on a name, you can change the correcEons of this 
role. 

Click on the blue plus (right) to create a new role. 

4. Give the new role a name and a short 
descrip=on. 

5. Select the necessary permissions. You can also select all the 
permissions using the buHon at the top leI of "Permission". 
AHenEon! There are several pages with permissions. 
Click the "Save" buHon at the end. 
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