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Quick Guide
How to create a new user in 
Ariba Network

Access the user-control panel

Log into your Ariba Network account. Click on your 

initials in the upper right corner. 

Click on „Settings“ and then on „Users“ in the 

subsequently appearing control panel.

Assignment of Authorizations

In order to see sourcing events or questionnaires you have been invited to, it is necessary to have the correct 
authorizations for  “Ariba Proposals and Questionnaires“. To check that, please use the tab “Manage Roles“.

If it is your first time creating a new user, you probably have the Admin-authorization assigned. This 
authorization can only be assigned to the main user of the Ariba Network account. 

To create a new role for the user you want to ass, click in the “+” on the right hand side. 
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Name the role in the next screen and add the “Access Proposals and Contracts“ authorization. Click on “Save” 

to save the your entry.

Create a new user

Access the tab “Manage Users” and click on the “+” to create a new user.

Insert the information for the new user and activate the just created role (see above). Please be aware that the 

username must correspond with the format of an email address, however it does not have to be a functional 

email address.

The actual email address, that must be functional and that is the recipient of all systemgenerated messages, 

must be inserted in the second field. If you click on “Save”, the user is automatically notified and receives an 

email with according login information.

In case of questions, please visit the SAP Ariba Help Center

or refer to your thyssenkrupp contact person.


