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General

Where to manage users

The only one who can manage users 
and roles in ariba is the administrator
to start managing your users do the 
following: 

1. Sign in to Ariba with the 
administrator account

2. Click on the circle and select 
’Settings’ 

3. Select the option ’Users’

This will take you to the page where 
you can manage users. 
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General

Create Role 

1. Go to the tab ’Manage Roles’
2. Click on ’+’ create role
3. Type in a name you would like 

to call this type of permission.
4. To be able to answer RFP’s 

(requests/tenders etc.)  the 
user need to have the 
permission ’Access proposals 
and contracts’ 

5. When done click ’Save’

Now you have created a role that 
you can assign to your user. 
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Before you create a new user you should create a new role – meaning the permission that should be applied for 
the user. 
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General

Create new user

1. Select tab ’Manage users’
2. Click ’+’ to create user
3. Type in a username, it must be 

formatted as an email address.
4. Choose email address that the 

user should receive emails to
5. Enter first and last name
6. Tick the role the user should 

have 
7. If you have multiple customers 

you can choose to dedicate the 
user for specific cutsomers or 
for all. 

8. Click ’Done’
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General

Change administrator

1. Go to ’Manage Users’ tab 
2. Click on ’Actions’ next to the 

account you want to make to the 
new administrator 

3. Click ’Make Administrator’
4. Select a new role for the old 

administrator account 
5. Click ’Assign’
6. You will then be logged out of your 

account click ’OK’

- The next time you sign in you will have 
the new role on your account. 
- The new administrator will have the 
administrator role next time the user 
signs in. 
- The new administrator will also be 
notified via email that they have been 
assigned with the administrator role. 
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Delete user

1. Go to ’Manage Users’
2. Click on ’Actions’ for the user 

you would like to remove 
3. Select the option ’Delete’
4. You will be asked to confirm 

deletion click ’OK’
The user is now deleted
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