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aIf you want to add another user 
under your company, please 
proceed with following steps:

a. Click settings.

b. Click on “Users”.

c. Click “Create Role” button.

Note: You need to create a role if 
you have not defined anything 
yet. Otherwise, just continue 
adding the user.
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d. Enter the “Name” of the role that you are 

creating. You can also add description.

e. Select the correct permission that applies:

▪ For strategic eSourcing events & 

answering tactical Quotation Requests, 

select “Access Proposals and 

Contracts”.

f. Click “Save” button..

Note: Creating a role is important and 

mandatory before you can add a user. The type 

of permission you can provide is also listed 

down with description.
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To add a user, please click on 

“Create User” button. Then, follow 

the steps below: 

a. Fill out all the mandatory fields.

b. Tick the “Role Assignment” you 

created.

c. Specify “Customer 

Assignment”. In this case if you 

are creating a user only for 

specific customer tick “Select 

Customers”. Otherwise, select 

“All Customers”.

d. Click “Done”.

a
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After clicking “Done”, user is 

already created.

You can manage users by 

editing, deleting, removing 

from contact list, making 

administrator or create another 

user.

anne.doe@test.com anne.doe@test.com



ADDING NEW USERS TO SAP ARIBA ACCOUNT
STEP 3: CREATED USER RECEIVES EMAIL WITH LOG-IN DETAILS

6

Created user will receive two 

emails – one including his/her 

username and other one 

contains temporary password. anne.doe@test.com



THANK YOU!


