
1. How to become a registered 
supplier on SAP Business Network

1.3c Supplier registration – How to create users and add their roles
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If you go back to the homepage and 
select ‘your initials’ and ‘Settings’, you 
will see a menu appear on the left.

You can add users from your company by 
clicking on ‘Users’.

Only the Administrator can create an 
access for coworkers by adding their 
email address and role.

Note: 
• An Order can be cancelled by dsm-firmenich up until the 

moment that a Shipping Notice is placed by you. 
• All Orders need to be confirmed within the “need by date”.
• You will receive reminders by email, if want to change the 

settings go to ‘Notifications’. 

How to create users and add their roles
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2. Click on ‘Users’ to see multiple 
tabs. Click on ‘Manage roles’ 

3. Click on the ‘+’ icon to create a 
new user. 
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XXX@xyz.com

AAA@xyz.com

XXX XXX
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4. Enter the person’s 
‘Username’ and ‘Email 
Address’. Also, fill in ‘First 
Name’ and ‘Last Name’.

5. In Role Assignment, select 
the Role (for instance, the 
person sending invoices will 
need invoice generation).

6. When all information is 
selected and filled, click on 
‘Done’. 
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We bring progress to life


	Slide 1: 1. How to become a registered supplier on SAP Business Network
	Slide 2: How to create users and add their roles
	Slide 3: How to create users and add their roles
	Slide 4: How to create users and add their roles
	Slide 5

