D)))

alfTOWenergy . Information sheet

go further

Add User to Ariba Network

Job Aid

Please follow this document to add new user(s) to Ariba.

Note: Only System Administrator can make the changes.

Login to the Ariba Network and click on the icon at the top right corner -> Settings -> Users:
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In the “Manage Roles” tab, click the “+” sign (If the roles have already been maintained, then
please jump to step 4):

Note: Roles must be created prior to creating users, roles are created based on the functions/roles within
the organisation.

Account Settings

In the new screen, enter the “Name” of the role and assign the “Permission” to this role, then click
“Save”:

Create Role

* Indicates a

required field

New Role Information

Name:* | Test role
Description:
4
Permissions
Each role must have et least one peri
Permission Description

Page
API Development Access Access to API development using the SAP Ariba developer portal.
Access Proposals and Contracts

or participate in events or contract tasks
Archive Access

Catalns Acconnt Fxarutive

e tn manage nrice fle nnlnad and o

your erganization's Ariba Sourcing events and Ariba Contract Management contracts, documents, and tasks. This permission grants access to the Proposals and Contracts properties. Individual users must be approved by Ariba Sourcing buyers befo
View and search archived items
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Note: The new role is now created:

Roles (3)

Create and nanage roles fo

Filters

Permission

Role Name

Administrator

SAP Administrator

Test role

Information sheet

Zhe-Xun Law

Phillip Nguyen

In the “Manage User” tab, click the “+” sign:

Account Settings

Filter

+
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Adding new user(s) by entre the “Username”, “Email Address”, “First Name” and “Last name”,

then complete the “Role Assignment” -> “Done”:

Note:

a. The username can be the email address of the user, or it can be created in email format, e.g.

example@abc.com.
b. User can be assigned more than 1 role.

Create User

New User Information
er@abc.com

+| sendongzhuji@as

Role Assignment

Name

v

Customer Assignment

Note: If multiple buyers associated with this account, the “Customer Assignment” allows to assign specific

customers:

Customer Assignment

Assign to Customer. Al Customers

@) select Customers

Customers
V] cusomers t Description
v Arrow Energy - TEST
ccordance with the Privacy Statement, the service a
"
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