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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.pdf
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

» 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.

P 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

( ).

Company Profile

Basic Business (2 Marketing (3 Contacts Certifications Customer Reguested Additional Documents

* Indicates a field required by SSAB

SSAB





How to find out who your Ariba Account
Administrator is ?

» Login to Ariba via

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.

John Silver

ripsuppliersfi@ssab.com

My Account

Link User IDs

Contact Administrator

Logout

SSAB



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



Account administrator still at your company
versus no longer there

e Scenario A:

* If still with your company, the account administrator can
or to another user.

* Next slide shows this can be done.

e 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 or
to yourself.

SSAB



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



1.
2.
3.

How to reach the user administration section

Click on your initials
Click “Settings”

Click “Users”

SAP Ariba Proposals and Questionnaires ~

SSAB

SSAB Requested Profile

All required customer requested fields have
been completed.

View customer requested fields =

Public Profile Completeness

Enter your website to reach 85% >

There are no matched postings.

—)

Enterprise Account

Welcome to the SSAB Sourcing
identifying world class supplier
in guality, service, and cost. Ar
site in an effort to ensure markg

Events

Title ID End Time }
»  Status: Slutforda (75)
»  Status: Vantar pd val (72)

»  Status: Oppna (1)

Tasks

MName Status Due Da

ssab_testsupplier_se...

ssab_testsupplier_se@ssab.com

My Account

Link User IDs
Contact Administrator
Switch Account

Switch To Test ID

SSAB TEST SUPPLIER SE

ANID: ANO1010243227
Standard

Company Profile

Service Subscriptions

ACCOUNT SETTINGS

Users

Notifications
Account Hierarchy

SOURCING & CONTRACTS SETTINGS

Sourcing & Contracts Motifications

Settings e

SSAB





How to transfer the administrator role

» Click “Manage Users”

SAP Ariba Proposals and Questionnaires Enterprise Account ®

Customer Relationships Users Motifications Account Hierarchy Application Subscriptions Account Registration

Manage Roles Manage Users Manage Unapproved Users Manage User Authentication

Roles (5)

Create and manage roles for your account. You can edit the role and add users to a role. The Administrator role can be viewed, but cannot be modified.

Filters

Permission

Select permission assigned v

SSAB





Transfer the administrator role to another
colleague

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

b DPOS d Questio es D Acco
Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration
Manage Roles Manage Users Manage Unapproved Users Manage User Authentication

Users(3)

-
l:l Enable assignment of orders to users with limited access to Ariba Network. &

Filter

D View users across all linked child accounts

Users (You can only search on one attribute at a time)

‘ Usemname v ter username
+ 08 =
I:‘ Usermname 1 Email Address First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned Actions
l:‘ carolina.akerblom@ssab.com carolina.akerblom@ssab.com carolina Akerblom No Proposals \amd All(o) Actions ¥
Contracts Access

Edit

Delete

-
Make Administrator | >SAB






Confirm to proceed

» 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”

&_

SAP Ariba Proposals and Questionnaires Enterprise Account @ >>

Assign a Role Assign

Select & new role for your account.

&)

~2 Can my account have more tha
* administr; Il’)

Name Description
g Change your account administrator
(1:36,
D Proposals and Contracts Access Access Proposals and Contracts )
D IS0 CERTIFIERINGAR UPPDATERING i Howtotra ' rthe account
administr I role
D RFP & Contracts access & company profile edit

. How to delete your account

SSAB





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

»  Question:

How do | 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.

SSAB





How to reach Ariba Support?

SAP Ariba Proposals & Questionnaires ~  Enterprise Account

Access the Help Center by clicking < Help Center
Support in the bottom right corner,
next to the headset icon.

a0 Do | contact Ariba or my customer
when | have a question ar issue?

s Why can't | find an event?

E Participating in events (4:53)
39 How can | upload my proposal?
a5 How do | go to my events?

=/ Training sessions with live Q&A

L';U Documentation 0 Support (2

SSAB






How to reach Ariba Support?

3 https://helpcenter.ariba.com/index.htm|?sap-language=en

w Help Center Home

Home Learning Contact us Click “Contact us”

How can we help you?

M “ ”
@ Write Help for example |Search knowledge base articles, documentation, and tutorials

GAP  Help Center Contact us

Home  Leaming  Contactus

Start here to find your answer.

held X Q ‘

Browse below for our Al-based recommendations*

How do | use the Help Center and other support options?
At SAP Ariba, our goal is to empower Suppliers with the information and tools needed to seamlessly navigate through Ariba solutions. Help Center The Help Center is your hub for FAQs, tutorials, official
product docume

How do | contact Business Network Customer Support as a supplier?
Question How do | contact SAP Ariba Customer Support as a supplier? Answer SAP Ariba Customer Support is proud of being able to provide answers to the most common questions immediately in our
Help Center without the need of engaging Cus

Tags in the guided buying help community aren't filtering help content by language

Issue Tags in the guided buying help community aren'tfiltering help content by language. For example, German users can see help content in English. Resolution Assign a language to each help article to
control who sees the article and who

How to access Product Documentation in the new UI?

Question How to access Product Documentation in the new user interface (U)? Product Documentation link missing. Answer To better user experience for accessing relevant content and finding information
about Ariba solutions, Ariba enhanc

How do I change my language for the Help Center?

Question How do | get help content in non-English languages? Answer To view documentation in another language, you need to change your language in the Help Center: If you're not yet in the Help Center,

click next to Help Center

*Powered by SAP Incident Solution Matching

Choose from the options below to continue. CI'Ck “Someth|ng else"

What do you need help with?

Locate purchase order Invoice was rejected Contact customer

Can't find what you're looking for? :> @SSAB

Click “Contact us”






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

Login page address: ssab.supplier.ariba.com

Make sure it says up here
Ariba Proposals and Questionnaires

SAP Ariba

Supplier Login

User Name

Password

Login

—P' Forgot LSE|'-1amelo’lPass‘-.vorc }4

The above links are 2 separate links:
- If you forgot your username click on ”Username”
- If you forgot your password click "Password” g——

SSAB





Instruction for your admin to give you the
needed permission

1. Click on the cogwheel icon

GAP Ariba Sourcing ~  Enterprise Account

SSAB AIR FRANCE KLM SSAB TEST SUFPPLIER EN

AMID: ANO1010241563

Welcome to the SSAB Sourcing site. This si Standard
SSAB Requested Profile suppliers who are market leaders in guality,
this site in an effort to ensure market integri

All required customer requested fields have Company Profile

been completed. Events

View customer requested fields > Service Subscriptions
I — . S

ACCOUNT SETTINGS

2. Click “Users”

SSAB





Scroll down to the roles area on the Account
settings page

SAP Ariba Sourcing  Enterprise Account

Account Settings “ Close

Customer Relationships Users Notifications Account Hierarchy Application Subscriptions Account Registration

Manage User Roles

Create and manage roles for your account. You can view or edit the details of a role. The Administrator role can be viewed, but cannot be modified.

Role
Name Actions
Administrator Details
Details

Proposals and Contracts Access

Ly, Create Role Click Create Role

SSAB





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

SAP Ariba Sourcing  Enterprise Account

Create Role m Cancel

* Indicates a required field

New Role Information

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

MName:*

Description:

Permissions

Each role must have at least one permission.

Permission Description

Contact Administration Maintain information for account contact personnel
Catalog Management Set up and manage catalog-related activities
Payment Profile Configure your payment profile

cXML Configuration Configure account for cXML transactions

Company Information Review and update company profile information SS A B
>





Scroll up to the Manage users section

SAP Ariba Sourcing  Enterprise Account

Account Settings

Customer Relationships Users

Manage Users

Manage users for your Ariba account. If you enter an email alias, specify the alias owner's name and pl

Usemame 1

john.smith@ahlsell-test.se

noadmin_@ssab_test.com

RFPaccess@ssab-
test.com

rfpsuppliersf@ssab.com

sfrauciel_test3@ssab.com

Notifications Account Hiera

rchy Application Subscriptions Account Registration

Select the user that needs the new role
you created to update the ISO
certificates in your Ariba profile

mail Address First Name Last Name Ariba Discovery Contact
john.smith@ahlsell-test.se John Smith No
ssab_testsupplier_en(@ssab.com John Silver No
ssab_testsupplier_en(@ssab.com Roger Smith No
stefanie frauciel@ssab.com John Silver No

stefanie.frauciel@ssab.com

sfrauciel_test3@ssab.com Frauciel_test 27.06.2013 No

Role Assigned

Proposals
and Contracts
Access
Sourcing and
Contracts role
Proposals
and Contracts
Access
Proposals
and Contracts
Access

Edit company
profile +
Sourcing role
Sourcing and

sfrauciel_test@ssab.com stefanie frauciel@ssab.com Stefanie Frauciel No Contracts role
()
L Edit ‘ ‘ Delete ‘ ‘ Add to Contact List ‘ | Remove from Contact List ‘ ‘ Make Administrator ‘ | ‘ Create User ‘ ‘ Export Contact Details
Click Edit






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

SAP Ariba Sourcing Enterprise Account

Edit User - JE

View user information, revise role assignments, assign business units or reset user passwords. Ariba recommends only using the reset password functionality on this pay
a best practice, instruct users to click Forgot Password on the Ariba log in page if they forget their password. When you click Reset Password, Ariba resets the password
secret question and answer.

Selected User Information

Username: john.smith@ahlsell-test.se
Email Address: john.smith@ahlsell-test.se

First Mame: John

Last Mame: Smith

Office Phone: )
Do not allow the user to resend invoices to the buyer's account. ®
This user is the Ariba Discovery Contact ®
Limited access @
Reset Password
Role Assignment
Name Description
Proposals and Contracts Access Access Proposals and Contracts

I v IS0 certificate editor I
SSAB





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

SAP Ariba Proposals redt., .

Can't log in? Let us help youl

Supplier Login

SSAB





A stronger,
lighterand more
sustainable world

See more about SSAB Procurement

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




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




