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Suppliers will interact with two SAP systems depending on the activity being performed. While both systems support the 
overall supplier experience, each system has a distinct purpose and set of responsibilities. Understanding when to use 
Work Zone versus the Business Network will help you complete activities more efficiently and navigate the new process 
with confidence.
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Suppliers will engage in two systems to maintain roles

SAP Work Zone

Used for day-to-day supplier transactions

Use Work Zone for:

• Receiving purchase orders (POs)

• Service Entry Sheet (SES) submissions​

• Credit Memo submissions​

• Retention releases​

• Managing permissions and user access in Work Zone

SAP Business Network/SAP Ariba

Used for supplier and company administration

Use the SAP Business Network for:

• Updating company information

– Banking information

– Address updates

– Corporate information

• Supplier registration updates

• Participating in Ariba Sourcing Events (bids)

For additional SAP support, visit 

Service Supplier Resources on UP.com.

https://service.ariba.com/Supplier.aw/ad/eduPortalDoc?key=MTA5MjUxfFZMbld5Njg5MjMyOGR5eDk1M3h4NDMz
https://service.ariba.com/Supplier.aw/ad/eduPortalDoc?key=MTA5MjUxfFZMbld5Njg5MjMyOGR5eDk1M3h4NDMz
https://support.ariba.com/item/view/KB0933676
https://support.ariba.com/item/view/KB0933676
https://www.up.com/suppliers/existing/cas
http://up.com


Your Account Administrator can assign a variety of permissions in the SAP Business Network (sometimes called SAP Ariba).  
A full list of permissions can be found on SAP’s website.  Commonly used permissions you may want to setup are listed 
below.
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Common Permissions in the SAP Business Network

Permission Name Description

Access Proposals and Contracts
View your company's SAP Ariba Sourcing events and SAP Ariba 

Contracts contracts, documents, and tasks.

Company Information
Review and update company profile information, including the company 

address, company description, classifications, website URLs, and the profile 

visibility option. Gives access to the Company Profile page

Contact Administration

Set up and maintain company-wide and customer-specific contact 

assignments. Gives access to the Account Settings Company 

Profile Contacts page.

https://help.sap.com/docs/business-network-for-trading-partners/seller-account-settings-and-profile-configuration/permissions-you-can-assign-to-users-de15f193f01810149496b5b29c6abb02?amp;version=LATEST


The following roles are available for supplier users in Work Zone. Assign roles based on the user’s responsibilities and the 
level of access required. Users may be assigned multiple roles, if needed.
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Available Roles in Work Zone

Role Name Description

Supplier – Profile Manager

Ability to create SES entries and retention release requests, search 

purchase orders (POs), SES records, and contracts. Responsible for 

managing user access/roles.

Supplier – Service Invoice Processor
Create SES entries and retention release requests. Ability to search 

purchase orders (POs), SES records, and contracts.

Supplier – Service PO Reviewer Search, review and accept purchase orders (POs).

Supplier – Read Only View and search SES records and contracts.



1. Open the Supplier Portal tile. 

2. Navigate to the Contacts section. 
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Accessing User Management in Work Zone



1. Select Add User. 

2. Enter the user’s information. 

3. Select + Add Roles to open the role 
selection window.
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Adding a New User in Work Zone



4. Select the appropriate roles and then 
select OK to save the role 
assignments.

5. Select Add in the bottom right corner 
to provision the new user account.

The user will receive an email containing 
their User ID and password reset 
instructions. After completing the password 
reset, the user will be able to access the 
system. 

New user accounts may take up to four 
hours to become active. 

7

Adding a New User in Work Zone



1. Select the user you wish to remove and check the box next to their name

2. Select Remove User

3. Confirm removal. 

4. Verify the user no longer appears in the active user list. 
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Removing User Access in Work Zone



Why can’t the user log into Work Zone?

 User synchronization may still be processing.

Why can’t the user see supplier tiles?

 The assigned role may not provide the required access.

Why didn’t the user receive a password reset email?

 Verify the user’s email address and check spam folders.
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Troubleshooting / FAQs
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