ARIBA: User Creation

ARIBA User Creation

For logging in Ariba portal we need to login through SSO credentials and we need VPN network.

Link: https://s1.ariba.com/Sourcing/Main/aw?awh=r&awssk=ZPwNaBMO&realm=solvay&dard=1

After logging, this page will come:
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Stepl:
In given screenshot, there is manage tab click on that and go to administration path.
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In administration tab, click on user manager and then users. The above screen will come.


https://s1.ariba.com/Sourcing/Main/aw?awh=r&awssk=ZPwNaBMO&realm=solvay&dard=1
https://s1.ariba.com/Sourcing/Main/aw?awh=r&awssk=ZPwNaBMO&realm=solvay&dard=1

ARIBA_USER_CREA...N_TEMPLATE.xlsx

Before creating user or modifying user we need to ask user to fill the below form:
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In the Fig: 3, if the 2016 —Version 02 is not present , again we need to send a form to user for filling up.

After all this procedures. We will proceed further:

Creating User:

We will firstly search the user in below window:
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Fig: 5
If the user searched by us is not present, we will click on the below tab create user.

The below window will get open:



AdapterSource

Invitation Last Sent

AribaManaged

Type Enterprise User
User ID: ™ INSS1050
Name * SIVASUBRAMANIAN Sathiy  (*
Organization Solvay

3usiness Email Address sathiyanarayanan. sivasubramanian-ext@sc | ®

¢ External Email Domain D)

jusiness Phone Number 91-9176238152 ®
Business Fax Number ®

Loc ale

Default Currency

English-United States

European Union Euro

Timezone Asia/Bangkok
Department Mo value
Supervisor Mo value

Fig: 6

Note: But before creating user we need to pay attention on some points. If user wants this type of role we need to do the following steps:

«d Access f Roles * need license - Authorization will be provided according tc
Controct Module need to create contract workspace®  [w

need to read or approve contract
Sourcing Module need to create sourcing®

need to read sourcing

<< <] 7]

HReports need to run reports on contracts

If user wants to need to create contract workspace and need to create sourcing, then we need to ask approval from PTP D&A purchasing
tool group, format for approval is given below:



Fig: 8



Indurtrial SES S onded O Strateqy [ Legal [m]
Internal audit a SRS O Irruranze [ Fuddic affoder[] Aetedivctvaderora T
dob Poszition® Instrumenkation Leader
Mame of your Manager® P. w'alsdarff
Type of user® : Chemrs in the rafectims fire Enterprise ser B
“windaows Uszer [O° EEARATEA
First Mame" Eeatrice
Lazt Mame® EARATEAL
Email addresz" Ecatric e baratean@salvaycom ||
Telephone number® facleding cxwniry code S34T2836265
Uzer Currency® Clwmrs iz the rafectizs fire EUR
Time Zane” Cldwmre in ths refectizn firtd Eurape/Eruszzelz
Uzer Language Englizh
Hequiled Access § | eondlornes - utdoriratioe Lillhe g il o o e ol fo plodod oo otios
st Adoolie  needtozreate contractuorkrpaze® [
necdtoreador approve zonkrazk
Simrcdng ANEEME needtocreaterourcing” O
necdkoreadroursing O
STEFT  needtorun reporks onoconkrackr [m]
Contract reading permission [confidentialitg Mgt : Mulki zelection possible 2
Folvay-DOMAIM Encrgy O Folvay-DOMAIN Faw Materialz O
Zalvay-DOMAIN General Exp.[] Zalvay-DOMAIN Raw Materials Diztribution O
Folvay-DOMAIM Logistics [ Faolvay-DOMAIN Technical Goods O
Folvay-DOMAIM Packaging O Solvay-DOMAIN Technical Services O
Zalvay-DOMAIN [T & Telecommunications [m]
Form to be sent to :
Rhudia GUSTOHER by email ko o o i= =
SUFFPORT

We will be waiting for your fedback.
Thank you,
Sathiya

1 Attachment

@ ARIBA_USER_C...

Fig: 9

Note: while sending for approval, we need to keep user’s last name first as capital letter and first name in last as small letter.

After getting approval, we can proceed further:

Note: For the below screenshot we don’t need to ask approval

Because user don't want any creation part:

B
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After completing all this procedures, we will start to create user access:

We need to fill every column using user application form, as given below:

AdapterSource:
Invitation Last Sent:
Type:

User ID

MName:

Organization:

3usiness Email Address:
1 External Email Domain
Jusiness Phone Mumber:
Business Fax Number.
Locale:

Default Currency:
Timezone:

Department:

Supervisor:

AribaManaged

Enterprise User

* INSS1050

SIVASUBRAMANIAN Sathiy

Solvay

sathiyanarayanan. sivasubramanian-ext@sc

®

91-9176238152

English-United States
European Union Euro
Asia/Bangkok

No value

No value

Fig: 11
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llow External Email Domain: (i)

Business Phone Mumber: 91-9176238152 @
Business Fax Mumber: G
Locale: English-United States v
Default Currency: European Unicn Euro N
Timezone: Asia/Bangkok o
Department: Mo value v
Supervisor Mo value vy

Creation Date:  11/21/2016 08:51:45 PM

Last Modified Date:  11/29/2016 11:26:45 AM

Deactivation Date:

Fig: 12

Note: We need to fill Functions in Department box and Supervisor name is name of the manager given in the form.

Atfter filling all these, there is a Save button, just click on that and save it.

After this we need to add a roles and group.

So just go to the below screenshot:
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After saving, we just need to go to the groups and need to add roles and domain as present in the form given below:

tequired Access [ Roles * need [icense - Authorizotion will be provided occording o giobal cliocotion

Controct Module need to create contract workspace*® [
need to read or approve contract 2
Sourcing Module need to create sourcing® »
need to read sourcing 2

<]

Reports need to run reports on Ccontracts

Zontract reading permission (confidentiality Mgt) : Multi selection possible

solvay-DOMAIN Energy |'_ Solvay-DOMAIN Raw Materials

solvay-DOMAIN General Exp. - Solvay-DOMAIN Raw Materials Distribution

solvay-DOMAIN Logistics [ Solvay-DOMAIN Technical Goods

Solvay-DOMAIN Packaging ~ Solvay-DOMAIN Technical Services
Solvay-DOMAIN IT & Telecommunications

rm to be sent to :

wdia CUSTOMER SUPPORT by email to 5B5-15- li-Hel solvay.com

Fig: 14

There are profiles we need to maintain while adding roles, as given below:



| ARIBA Group 1 SOLVAY Group

]'."E‘:'f"_a.' L _JA GBU group if user belongs to GBUY_
domain group if user belongs to
for one Buyer with contract license Contract Asent Purchasing
““““““““““““ = onE MeeveraTLeT | LPHT ST P OrchEsiiE
Senior Analyst (for reporting) Domains (cannot be both)
linternal user Assignment to one group : either one !
........................... several GBU (LPR) or Purchasing
for ane Buyer with Sourcing license ?l{J_I.I.r_(il‘l_EfF_E_ﬁE._"_"_"_"_. Domains (cannot be both)
Translator

supplier/Customer User Agent

A GBU group if user belongs to GBU®

) ) |internal user A dormain group if user belongs to
for ane Buyer without license Burchasin
LPR [Local Purchasing Representative) —— |-=—--=—re=ssmssmsrmurmenm=-s e -g'-_ *******************
: LPR can be assigned to one / several
Senior Analyst
GEUs (no domain)
Sourcing Users (readers Observers) |Internal user (ONLY)

Contract Approvers readers
(from Legal, Purch. Managers, GBU or Function

Mgrs)

Domain group if user belongs to
|Internal user Purchasing or GBU - Function group
iﬂ:l'."l'dlﬂitﬂ perimeterin ChﬂrEE

Third Party

S 3 S (U o S ——

Mo Solvay Group assigned (cannot read ————————

For Example, if user want create contract and need to create sourcing then we will choose the following things from the list:

Internal user, contract agent, senior analyst, Translator, Sourcing agent, Supplier/Customer user agent.

Note: When user want this role alone: K T O R v , then we will provide only senior analyst.
Atter filling roles we need to fill domains:
. = - . - * - = = bl
Contract reading permission (confidentiality Mgt) : Multi selection possible ?
Salvay-DOMAIN Energy |_ Solvay-DOMAIN Raw Materials 2
Solvay-DOMAIN General Exp. |_ Solvay-DOMAIN Raw Materials Distribution [~
Solvay-DOMAIN Logistics [ Solvay-DOMAIN Technical Goods [~
Solvay-DOMAIN Packaging N Solvay-DOMAIN Technical Services r
Solvay-DOMAIN IT & Telecommunications [~

orm to be sent to :

Fig: 16

Just need to choose domain name and after that saving it .As given below:
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Note: Sometimes user don't fill domain name, as given below:

Contract reading permission (confidentiality Mgt) : Multi selection possible

Solvay-DOMAIN Energy [~ Solvay-DOMAIM Raw Materials
Solvay-DOMAIN General Exp. [~ Solvay-DOMAIN Raw Materials Distribution
Solvay-DOMAIN Logistics [ Solvay-DOMAIN Technical Goods
Solvay-DOMAIN Packaging [ Solvay-DOMAIN Technical Services

Solvay-DOMAIM IT & Telecommunications
wm to be sent to:

Fig: 19

So we need to do that just seeing the function name we will fill domain name.

Example: if function is industrial then search for Solvay_DOMAIN industrial, it will come

After completing this u can save it and can search again, you can see your user below:
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After completing this process, we need to inform the user as given below:

AcciToanens Search Flten

=

Laat Lagin Dubergsten
Tiow, 25 Mo, 2016 Actonk v I
Edit

Heplied 10 - beatnce. baraleauf@solvay. com , cc - philippe WalsdorTi@solvay com, mana. Termeraigs. .

[ Thig reply refers to Ticket: 158108 - hitps://sbs-support. solvay.com/helpdesk/tickets/158108 |

Hi Beatrice. barateau,

Please be informed, (BARATEAL Beatrice) ARIBA user in now created.

Here are your credentials:
UserlD : BBARATEA
Password : your S50 password

Data:

Ticket® 158108

User BBARATEA

Mame: BARATEAL Beatnce
Function: Industnal

Job Position: Instrumentation Leader
Zone: GLOBALWW)

Required Access/ Roles:
need to read or approve contract

Profile:
Contract Approvers readers

Groups to assign:

Intemal user

Senior Analyst
Solvay-DOMAIN - Industrial

Ariba Link: http:/fsolvay sourcing aniba.com
Mo password needed. Single Sign-on is active.

In case further informaticn is necessary, please feel free to contact.

__Kind redards




Fig: 21

If user complains that the account got locked, by the below screenshot we can unlock it or we can edit or deactivate it:
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