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Adding a User 
Account
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Adding User Account

(using Administrator account)
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Login as Administrator and click [1], [2] and [3]
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To add users, the Administrator must first create at least one role.

Click + to add a role

References:

Recommended Sample Roles for Standard account 
Recommended Sample Roles for Enterprise account

https://www.nus.edu.sg/suppliers/docs/default-source/default-document-library/recommended-sample-roles-(supplier-ariba-network-account)_standard-account-suppliers.pdf?Status=Master&sfvrsn=1493e0c_3/
https://www.nus.edu.sg/suppliers/docs/default-source/default-document-library/recommended-sample-roles-(supplier-ariba-network-account)_enterprise-account-suppliers.pdf?Status=Master&sfvrsn=60051d8c_3/
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Adding a role.

Enter a Name for the role.

Select the appropriate permissions 
using the check boxes
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Select Manage Users

Click + to add a user
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Select Manage Users
After new user is created, the user will receive an email with 
username and temporary password valid for 24 hours

Enter the user's information 
(Username, Email Address, First 
Name, Last Name and Phone).

Select a role in the Role Assignment section

Assign a customer (All 
customers or Select Customers).
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THANK YOU
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