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1 How to create an User account

To create user accounts, you need to have the company administrator role. The account created during the
registration is automatically a company administrator account.

The following Steps are necessary:

1. Login to SupplyOn

Follow this link to your Login Page. Go via the tab “administration” to your “User Management”.

2. Create user accounts

In your User Management you click on the “+ create user”.

3. Fill in required user details

Fill in all mandatory fields, marked with “*” and assign the necessary roles. For Capacity Management
Assessment, you need the role: Supplier Capacity Assessment.

4. Start using SupplyOn

The new User will receive an invitation email to confirm their email address so they can start using
SupplyOn.

1.1 Login to SupplyOn
Follow this link to your Login Page.
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1.2 Create User accounts
After you logged in, you click on the tab “Administration” and choose “User Management” in the drop-down
menu.

When you are working in “User Management” for the first time, you will be offered a guided tour. Please feel
free to click on “Begin Tour”, which will help you to understand the functionalities of User Management.

After you completed the tour, you can click on either of the buttons “Create User”. You can also edit your own
user information on the left hand side, when you click “edit”.
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After you clicked on “Create User” a window will pop up (see in Chapter 1.3 below).

1.3 Fill in the required User details
Scroll down and fill out all mandatory fields (marked with “*”). You can ignore the toggle for ‘two-factor
authentication’.
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At the last step, choose the responsibilities the user should have. If the new User shall be a Company
Administrator, check the role “Company Administration”. Click “Save and close”. It is recommended to have
at least two Users with the role of Company Administrator.

For Capacity Management, the role “Supplier Capacity Management” is needed. Please save the User and
go to Chapter 1.5 for further information.
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1.4 Assign the role for Capacity Management
Assessment

To use the service Capacity Management Assessment, the following role is required: Supplier Capacity
Assessment.

To assign this role, go to advanced user management. Click on “More” and then on “Advanced user
administration”.

The view of the User Management will change to a more detailed version. Click on the tab “User accounts” to
get to the overview of all Users of your company.

You will see an overview of all users of your company. Click on the User you want to assign the role to (here:
AirbusDemoJEL3).
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You are now in the Master data of the User. Click on the tab “Roles”.

Then expand the group “Other roles” and check the box of the role “Supplier Capacity Assessment”. Then
click on “save”. The necessary role for Capacity Management Assessment is now assigned. (see below)

Go back by clicking on “User management: User accounts”.
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Optional: To change the view from advanced to standard user administration, click on “Standard user
administration”. The standard view is the simple view with less details for easier usage.

You will get back to the previous User Management view as below.
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1.5 The first steps for your new user within SupplyOn
The created User will receive an email with the request to confirm the email address and a link to log in. The
User will have to change the initial password during the first Login. Please remember to provide the new
User with their username and password.We recommend sending those in two separate emails.

After clicking on the link, the following website will open. Click on the link “Please proceed to the login page”
to get to the Login page.

After logging in with the provided User Name and password by the User creator, a new password needs to
be created.
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Here you can see that before the new User approved the email address, it is marked with a yellow triangle.
After the User confirmed the email address, the User is presented as in the second screenshot below.

Figure 1: E-mail address not confirmed
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Figure 2: E-mail address confirmed
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