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What-to-do-if-your-current-Ariba-Admin-has-left-your-company


1. It is the company’s responsibility to change the Account Administrator.

2. I found this guidance on how to change the former administrator’s account.


FAQ KB0392439
How do I access and change the former administrator's account?
Symptom
How do I access the former administrator's account?

Resolution
1. If the account administrator is still with your company, contact them by clicking [user initials] in the upper-right corner of the application and selecting Contact Administrator.
If the account administrator is no longer with your company, but you have access to the registered email:
1. Use the Password link on the login page to request a password reset.
1. Once you have access, you can reassign the administrator account to another user or change their user information to a different person.
If the account administrator is no longer with your company and there is no access to the email address on file, contact SAP Support. You will be required to provide the ANID number of the account, the listed administrator name, and email address.

Herewith is a document that can assist you also.
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What to do if your current 


Ariba Admin has left your company?


- How to transfer the administrator role 


of your Ariba account to another person


- How to request the permission to upload ISO certificates


Instruction for suppliers


Last update: November 2021







Background


How to change the administrator2


► Every registered company on Ariba Network has an own administrator.


► By default the person who originally registered the company is the administrator 
and has the strongest editing rights and can edit all below tabs.


► A basic user can only see the “Customer requested” tab.


− If you need to update your expired ISO certificate, please be aware that it is ONLY the 
administrator that can attach / update the ISO certificates, unless your admin grants you an 
additional permission (see instruction).







How to find out who your Ariba Account 
Administrator is ?


How to change the administrator3


► Log in to Ariba via http://ssab.supplier.ariba.com


1. Locate your initials in the top right corner of the dashboard.
2. Click the initials and a drop down will appear.
3. Click Contact Administrator.



http://ssab.supplier.ariba.com/





Account administrator still at your company 
versus no longer there


How to change the administrator4


• Scenario A:


• If still with your company, the account administrator can transfer the account 
administration role or reassign the administrator account to another user.


• Next slide shows this can be done.


• Scenario B:


• If the account administrator is no longer with your company, but you have access 
to the registered email:


• A member of Ariba Customer Support can help you recover the login information for the 
account.


• After accessing the account, you can transfer the account administration role or reassign 
the administrator account to yourself.



https://uex.ariba.com/node/326

https://uex.ariba.com/insitu/insitu.php?a_anid=AN01010241563&a_fname=c3NhYl90ZXN0c3VwcGxpZXJfZW4%3D&a_email=c3NhYl90ZXN0c3VwcGxpZXJfZW5Ac3NhYi5jb20%3D&a_usrn=c3NhYl90ZXN0c3VwcGxpZXJfZW5Ac3NhYi5jb20%3D&a_role=admin&a_lang=en&a_enc=EncodeBase64&a_persona=seller&a_lgin=true&q=external-login&a_lname=c3NhYg%3D%3D&a_ph=US--123456&a_context=bidding&a_cname=U1NBQiBURVNUIFNVUFBMSUVSIEVO&a_mems=Basic&a_fenb=is&a_domn=aribanetwork&appUrl=https://service.ariba.com/Sourcing.aw/node/1609/page

https://uex.ariba.com/node/326

https://uex.ariba.com/insitu/insitu.php?a_anid=AN01010241563&a_fname=c3NhYl90ZXN0c3VwcGxpZXJfZW4%3D&a_email=c3NhYl90ZXN0c3VwcGxpZXJfZW5Ac3NhYi5jb20%3D&a_usrn=c3NhYl90ZXN0c3VwcGxpZXJfZW5Ac3NhYi5jb20%3D&a_role=admin&a_lang=en&a_enc=EncodeBase64&a_persona=seller&a_lgin=true&q=external-login&a_lname=c3NhYg%3D%3D&a_ph=US--123456&a_context=bidding&a_cname=U1NBQiBURVNUIFNVUFBMSUVSIEVO&a_mems=Basic&a_fenb=is&a_domn=aribanetwork&appUrl=https://service.ariba.com/Sourcing.aw/node/1609/page





How to reach the user administration section


How to change the administrator5


1. Click on your initials


2. Click “Settings”


3. Click “Users”


1


2


3







How to transfer the administrator role


How to change the administrator6


► Click “Manage Users”







Transfer the administrator role to another 
colleague


How to change the administrator7


► Choose the user and click “Actions” and then “Make Administrator”







Confirm to proceed


How to change the administrator8


► Before you can finalize the transfer of the administrator role from you to 
another colleague, you must choose a new role for your user. 


− When done, click “Assign”


There can be only one administrator per Ariba Account







How do I access the former administrator's 
account if the person has left the company?


How to change the administrator9


► Question:


• How do I access the former administrator's account?


► Answer:


• If the account administrator is no longer with your company, contact Ariba Customer Support to change the administrator:


• Click the Support link.


• Click Get help by phone.


• Locate the appropriate phone number for your location.


• Call Ariba Customer Support to begin the account reassignment process.


► The account reassignment follows this process:


• A member of Ariba Customer Support verifies the employment status of the registered account administrator.


• Ariba Customer Support releases the account to the new administrator.


• The new administrator must update the account, including the Company Profile, Account Settings, and Network Settings.


• Ariba Customer Support provides additional instructions and guidance to the new administrator.







How to reach Ariba Support?
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Access the Help Center by clicking 


Support in the bottom right corner, 


next to the headset icon.


1
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How to reach Ariba Support?


How to change the administrator11


Write “Help” for example


Click “Something else”


Click “Contact us”


Click “Contact us”


2


1


3
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Request from your Ariba account internal 
administrator the permission to update ISO 
certificates in your Ariba profile


Supplier Instructions







1. Log in to SAP Ariba


The above links are 2 separate links:


- If you forgot your username click on ”Username”
- If you forgot your password click ”Password”


Make sure it says up here 
Ariba Proposals and Questionnaires


Login page address: ssab.supplier.ariba.com


How to request the ISO certificates editing permission from your Ariba administrator13







Instruction for your admin to give you the 
needed permission


1. Click on the cogwheel icon


2. Click “Users”


How to request the ISO certificates editing permission from your Ariba administrator14







Scroll down to the roles area on the Account 
settings page


Click Create Role


How to request the ISO certificates editing permission from your Ariba administrator15







Create a new role that you can call e.g.
“ISO certificatory editor”


Create a new role that you can call e.g.


“ISO certificatory editor”1


2


3


How to request the ISO certificates editing permission from your Ariba administrator16







Scroll up to the Manage users section


Select the user that needs the new role 


you created to update the ISO 


certificates in your Ariba profile


1


2


Click Edit


How to request the ISO certificates editing permission from your Ariba administrator17







Assign the role you created to the selected user
After clicking Save the new user will be able to update ISO certificates in  


your Ariba profile


How to request the ISO certificates editing permission from your Ariba administrator18







How to contact Ariba Support?
Problems logging in? (password, username, etc…)


How to contact Ariba Support
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Go back to the start


See more about SSAB Procurement


https://www.ssab.com/company/suppliers



https://www.ssab.com/company/suppliers




