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Learn About Ariba Network, StandardAccount
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What is a Standard  
Account?

How does a Standard  
Account benefit me?

Can I upgrade my  
Standard Account?

Where do I go for help? FAQ

What do I do next?



Overview Standard Account
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Your customer is pleased to announce a new initiative to streamline their procurement and accounts payable  

processes. By partnering with SAP Ariba® and implementing Ariba Network, Standard Account via interactive  

email, this initiative indicates a shift to paperless and automated business transactions. Since 1996, Ariba has  

been transforming the global procurement landscape for businesses of all sizes, and we are excited to provide you  

with this opportunity.

ü What is Standard Account?

Standard Account on Ariba Network gives you a fast, FREE way to do business with your

customer via interactive emails. Standard Account was previously referred to as Light Account.

ü What does this mean for you?

Transacting on Ariba Network via a FREE Standard Account will allow you to meet your customerôs  

requirements to join them on Ariba Network with the option to avoid fees.

ü What are the benefits?

Standard Account provides access to quickly transact with SAP Ariba customers for  

FREE, improve customer retention, and get paid faster.

Introduction to Ariba Network, Standard Account
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Next steps
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Receive  
interactive email

from your customer

Sign up for  
Standard  
Account

Configure Account,  

Accept Terms of Use,

Register, Update

Order Routing, 

Add Users

Transact with  
customer using  

Standard Account

Show me howShow me how Show me how Show me how
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Receive Interactive Email Order from Customer

Click the Process Order button in the PO notification (interactive email)

Next step
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Sign Up for Standard Account

Select the Sign up option to create a new Standard Account

-OR- use your existing Standard or Enterprise Account by clicking on Log in

Next step
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Company Info, Accept Terms of Use, and Registration

Next step

Please note that your Standard Account is now registered and future POs will be sent through this account and the email designated.  
Please follow the next 2 slides to confirm or update where you would like your orders routed and to configure additional users.



Configure Order Routing & Users
Update Electronic Order Routing Emails

Key Points for taking action on Purchase Orders:

Å Suppliers must maintain their order routing emails within 
their account.  Orders can be set to go directly to the 
resources you choose. 

Å Purchase Orders received through Interactive Email may be 
forwarded to invoicing resources, however, any recipient 
MUST BE SETUP AS A USER within your account to actively 
send invoices or other documents against the PO. 

To configure Order Routing & Users:

1. Login to your account. Click on the circle with your initials 
to access your Account dropdown menu, select Settings > 
then select Electronic Ordering Routing 

2. 9ƴǘŜǊ ǳǇ ǘƻ р ŜƳŀƛƭǎ ƻǊ ŀƭƛŀǎΩ ŦƻǊ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ 
parties/users who will be responsible for processing 
orders, invoices or any other applicable documents.

3. Click Save to complete

To configure Users, the Administrator must follow steps on the 
next slide to Set Up Additional Usersfor any additional  
company resources taking action against Orders.

9
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2

3

1

ARIBA USER
userid@ariba.com



1. In the upper-right corner of the application, click your 
initials > Settings and select Users.

1

Configure Users
Administrators Only

2a

2b

2c

2

3

Example User Account Setup
for an Invoice Processing role
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Note:  Admins must first create a role with specific 
ǇŜǊƳƛǎǎƛƻƴǎ ǎŜƭŜŎǘŜŘΣ ǘƻ ŀƭƭƻǿ ǳǎŜǊǎ ǘƻ ōŜ άŀǎǎƛƎƴŜŘέ ŀ 
role. In this example, you are creating a role to allow users 
the permission to process invoices and other documents. 

2. Click on the Create Role button in the Manage Roles section 

a. Enter Role name of choice (as it make sense to your or organization, 
e.g., AR, Invoicing, Invoice Processing, Reporting)

b. Enter a brief description for the role 
c. Add Permissions to the Role ǘƘŀǘ ŎƻǊǊŜǎǇƻƴŘ ǘƻ ǘƘŜ ǳǎŜǊΩǎ 

actual job responsibilities by checking the proper boxes and
click save to create the role.  In this example for Invoicing, selectthe 
below permissions, as applicable, and Save:
V Inbox and Order Access
V Invoice Generation
V Outbox Access

3. To Create a User Click on Create User button and add all relevant 

information about the user including name and contact info.

Selecta role in the Role Assignment section and Click Done.

© 2019-2021 SAP SE or an SAP affiliate company. All rights reserved. ỚPUBLIC
Next step
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Transact with customer using Standard Account

Click on Create Order Confirmation, Create Ship Notice, or Create Invoice to get started.
NOTE: These options will vary depending on Buyer Network ruleconfigurations/requirements

2

1

If you need assistance, please refer to the articles in the Help Center (right-hand side in your Ariba  

Network Account) or at the bottom of the interactive email.

For a quick video tutorials and documentation, available in 24 languages,
please refer to the Help Resources Web Page in the Help Section of this document. 

For a quick video tutorial, available in 24 languages, on registering a Standard Account and invoicing, refer to the Help resources Web Page



Benefits
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ü FREE for all basic transactions

ü Create validated, electronic invoices and other  

business documents within seconds

ü Improve invoice accuracy and get paid faster

ü Receive real-time invoice status notifications

ü Increase business with existing and future  

customers using Ariba Discovery

ü Promote your company to other customers on  

Ariba Network

ü Email notification and online download provide  
access to invoices for your local archiving

ü Enjoy a single, unified user experience using

one account for order fulfillment, selling, and

mobile access

How Standard Account benefits YOU
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