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1.1. User management

Content of these instructions

. Adding a new user to the company account

. Creating new roles

Explanation

Screenshot
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This is the dashboard
of your SAP Ariba
profile. Here you will
find an overview of
current procurements,
the registration
process and
qualifications.

The following guides
you through the steps
to add another user to
your company
account.
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Qualification Questionnaires
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1. To access the
account settings,
select your initials in
the top right-hand

Ariba Proposals and Questionnaires »  Standard Account
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Explanation Screenshot

52 ® @ 1

Testfirstname Testla...

firstname.lastname@testsupplier.ch

SI My Account 5

2. Select the option Link User IDs

Contact Administrator
Settings >

Testsupplier0l

ANID: ANI1209563996-T ]
Event Type Company Profile

Settings >
RFP

Logout
REP

Standard Account 8 ® ® 1

Testfirstname Testla..
firstname lastname @testsupplier.ch

Welcome to the SAP Ariba network of SBB AG.
Questions regarding the content of your registration and qualification will be answered at XDP222@sbb.ch (note: no E S My Account
f al it tend
3. To access the user Techmice suppon s avataoee ivecty fom AP Aroa A
management, select
Users

)

Contact Administrator
Home

ACCOUNT SETTINGS Testsupplier0l
Events ANID: AN11208553996-T

Users ,
Title D End Time 1  Users | Company Profile
v Status: Open (2 NO"f”S Settings >

" ) 23157 12712024 0.
Test-variants Doc2123157424 002712024 04:30| o0 jocinG & CONTRACTS SETTINGS Logout

Test-Procurement-event Doc2088106581 09/06/2024 09:45
Sourcing & Contracts Notifications
v Status: Pending Selection (1)
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You are now on the
“‘Manage Roles” tab.
As each user must be
assigned at least one
role, you must first
create a new role.

Users Motifications

Explanation Screenshot
w Ariba Proposals and Question
Gy Account Settings

Application

Manage Roles Manage Users

Roles (1)

4. To create a new
role, select the plus
symbol

+.

Users  Motific

ations  Application Subscriptions - Account Registration

W Ariba Proposals and Questionnaires Standard Account
Create Role
. * |Indicates a required field
5. Give therole a
name. New Role Information
Name:*l Deputy
Description:
i
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Explanation Screenshot
Create Role m
Q‘) New Role Information
Add permissions to =
the role. Each role
must have at least
one permission.
Create Role
0. Select the
checkboxes to add
the permission to the
role.
7. Once you have
added all the required
permissions, e
m o
@)
select

to save the role.

New Role Information
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Explanation

Screenshot
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The new role is
displayed here.

y Ariba Proposals and Questionnaires

Account Settings

Users Application

Standard Account

Account

Manage Roles | Manage Users

Roles (2)

Filters

Permission

Create and manage roles for your account. You can edit the role and

Manage User Authentication

Revoked Users More.

add users to a role. The Administrator role can be view

ed, but cannot be modified

Role Name Users Assigned Actions
Administrator Testfirstname Testlastname
| ceputs o

8. Select

Manage Users
the

accounts.

tab to display the user

Account Settings

Users Notifications

W Ariba Proposals and Questionnaires

Application Subscriptions

Manage Roles

Manage Users

Standard Account

Manage User Authentication

Account Registration

Revoked Users

More...

arny
1

)
You can see the
current users of your
company account in
the list.

[SAnd
Ariba Propasals and Questionnaires

Account Settings

Users  Nalifications  Application Subscriptions

sge R Manage Users

Users

Filter

Account Registration
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Explanation

Screenshot

9. To create a new
user, select the plus

[FT;¥ Ariba Propasals and Questionnaires

[

Account Settings

Users  Nofifications  Application Subscriptions

anage R

Users
symbol
_|_
)
Fill in the information
ﬁe|ds for the new T aroa Propasals and Questonnares

user. Please note that | cese v =N
the username must be h
an e-mail address.
We advise using the
correspondence e-
mail address as the
username.
Create User m
10. Assign a role to
the user by selecting
the checkbox .
& n(10)
11. Click
. , . Create User [
to finalise the creation e Y

of the user account.
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Explanation

Screenshot

G)
The new user is now
displayed in the list.
The user will have
received an e-mail
containing the
account activation
information.

[SAnd :
7 Ariba Proposals snd Questionnaires

Account Settings

G)
The following steps
show the information
as viewed by the new
user who receives an
e-mail with the access
link to SAP Ariba.

Your User ID on the SAP Business Network.

Ariba Commerce Claud
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Explanation

Screenshot

12. Select L_gm

E: E ':' Business Network

Important: your sub-user username

Dear Employee One,

You have been enabled to access your company's SAP Business Network
account(ANID:-AN11209563996-T) with the following username:
employee@testsupplier.ch

Important note:

* Please keep your username confidential.
* Your temporary password has been sent via a separate email.

Please click on "Log in" to access your user account using your usemame and
temporary password:
Log.in

Sincerely, SAP Business Network team

flyou do not waht to receive future notifications, update the email address for your account or discuss this with

your compgny's SAP Business Network account administrator

Offices | Privacy Statement | Data Policy | Customer Support

P
/l

)

This takes you to the
login page for new
user accounts.

Help

§-‘;’ Business Network

Account sign in

Author: u242577
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Explanation Screenshot
w BUSiness Network |Useen;ﬂ:l;;e@testsupplier‘ch |
13. Fill in the

Username field.

Forgot username

New to SAP Business Network?

Learn more

14. Select

to go to the password
entry screen.

Y Business Network

Account sign in

employee@testsupplier.ch ‘

Forgot username @

New to SAP Business Network?

Leamn more

P
/l

@
The initial password
was sent to you in a
separate e-mail.

Y Business Network

Account sign in

< employee@testsupplier.ch

Password

Forgot password

New to SAP Business Network?

Learn more
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Explanation Screenshot

. < employee@testsupplier.ch
.Y Business Network :

Password

Account sign in | |

Fill in the Password Forgot password
field.

New to SAP Business Network?

Learn more
. { employee@testsupplier.c
.Y Business Network ' h
Password
15. Then select Account sign in [~ |

Forgot password
1o set a new 1)

password.

New to SAP Business Network?

Learn more
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Explanation

Screenshot

P
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On this page, you set
the password for the
new user.

Reset your password

User ID
employee@testsupplier.ch

Current password

| ®
Mew password

| o
Confirm password

| ®

Author: u242577
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Explanation Screenshot
Reset your password
User ID
employee@testsupplier.ch
Current password
@® | - .
In the “Current ' :
password” field, enter New ord
your initial password e passwer |
from the e-mail. | ®
Confirm password
|. - .

Author: u242577
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Explanation Screenshot
Reset your password
User ID
employee@testsupplier.ch
Current password

i TITYEYR] L))
@
Enter your new New password
password. -

SRR RRRER L

Confirm password

TITEIIITILY] L)
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Explanation Screenshot

Reset your password

User ID
employee@testsupplier.ch

Current password

TETTE RN ] {E ‘

15, Scct

to update your
password and go to
the dashboard.

New password

YT Y] @‘

Confirm password

YT Y] @‘
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Explanation

Screenshot

@)

The new user account
has been created
successfully.

\ f"s”;x_,“‘
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Welcome to SAP
Business Network!

&

You have now
reached the end of
these instructions.

If you have any further
questions, please
contact:
digitalereinkauf@sbb.c
h

(1“""):‘,‘
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Welcome to SAP
Business Network!
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