
SAP Ariba instructions

for adding a new user
UAB koncernas “ACHEMOS GRUPĖ“
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 If you got an invitation to a general company‘s e-mail or there is another person who

wants to participate in a tender, you need to register in SAP Ariba with an e-mail, that

you got the invitation in and click the link in it.

 For registration follow the instructions „Instructions for registration to participate in 

Achema Group tenders“.

 After registration you‘ll be able to add other user, who will be able to participate in a 

tender.

 Important: if the user was created after the tender was published, he won‘t see the

tender. In this case you need to contact organizer to invite new user to participate in

tender.



 Please provide your Username and Password

and click „Login“.

 If you forgot your username or password, 

click “Forgot Username” or “Password” 

respectively. Respective data will be sent to 

your e-mail.
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 On the upper right corner please press your initials -> Settings -> Users.
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 Next, press „Manage Users“. Here you will see all users of your company.

 If you want to add a new user, click „+“.
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 Fill in information about the user:

 Username – it is recommended to 

use your e-mail.

 E-mail address

 First name 

 Last name 

 Office Phone

6



 In order for user to perform certain functions, you need to create and assign 

a role.

 In order to create a role, press „Create Role“.
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 Please write name of the role, for example: Procurement manager.
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 If the user wants to participate and/or review tenders, choose "Access Proposals and Contracts".

 If you want additional functions, choose other permissions:

 Account Hierarchy Administrator – manage your accounts.

 Child Account Access – sign on to access a child account.

 Contact Administrator – maintain information for account contact personnel.

 Company Information - review and update company profile information.

 ID Registration - register unique ID, like email domains.

 Create and manage posting on Ariba Discovery - create postings on Ariba Discovery.

 Respond to postings on Ariba Discovery - respond to postings on Ariba Discovery.

 Premium Membership and Services Management - manage your premium service subscriptions.
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 After creating a new user, he will get 2 e-mails: one with username and another one with temporary 

password.

 Temporary password will be valid for 24 hours.
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