.7 Business Network

Request to Become an Account Admin

in Case the Previous Admin Resigns or
is Unreachable
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Information to Prepare Before Proceeding

In case the company's SAP Business Network account admin resigns and does not

provide account information, you need to recover the account to continue using the
SAP Business Network with partners and request to become the new account admin.
You need to prepare the following information to request to become the account

admin:
‘Full company name

-ANID number (starts with AN followed by 11 digits)
-‘Name of the previous account admin

-Email of the previous account admin
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Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (1)

Go to the Supplier Business Network webpage (URL : supplier.ariba.com )

1. Select at the top right corner, indicated by a question mark (7)
2. C“Ck . E’ Business Network ~ @I @
o

Help Topics

Search Help Topics

Supplier sign-in

‘ Documentation

" ‘ Why was my session terminated f...

e O e

Forgot username

How long can | be logged in?

New to SAP Business Network?
Register Now or Learn more
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Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (2)

SAP  Help Center Contactus 8

Home Learning <I mEn 0

1. Sign in to your account.

The system will open a new webpage.
Continue to follow steps:

By signing in to your account, you get access to personalized content and topics to get the right support, from the right team, at the right time.

3. Select
4. Select
5. Select

2. If you're unable to sign in, tell us what you need help with.

&> S

Registration help Sign-in help Account help

DO > (TN e

o. click .

2. Choose from the options below to continue.
Click the Log in button above for quick assistance and support on topics such as:

« Account management
o Reassigning the account administrator
o Adding new users to an existing account
o Updating email preferences
o Downgrading your account and learning about subscription levels
o Merging multiple accounts together
« Invoicing
o Creating and submitting invoices
Rejected invoices and other statuses 9

o
o Uploading and accessing invoices *
o Payment of an invoice *

*
Learn more and get support: E‘ e
a
Locked account Downgrade Enterprise account to Standard Merge multiple accounts :

Can't find what you're looking for?
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Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (3)

7. Provide a full description

Admin has resigned and there is no information to access
the system.

Home Learning Contact us

1. Tell us what you need help with.

The known information is as follows,

Subject: Account help |

Full description:*|| Affected items, expected reswlts, etc.

° F u | I com pa ﬂy name. <Specify your company's full name in English>

&

«YOour com pany ANID number : <contact to your Buyer if you don’t know ANID>

. . Attachment: |
- Name of the previous account admin :
Top Recommendations:
- Email of the previous account admin: @ How do change the adinisator ser in my SAP Business Network suppler

| want to be the new Admin of this account

(%) Howdo | accept a customer's trading relationship request / invitation?

- Email address of the new account admin :
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Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (4)

8. Provide additional information for the Ariba team to contact you back to verify the account.

9.
10. Click
11. Click

You will then receive an email, and the Ariba team will contact you (based on the provided
information) to ask for more details before proceeding to change the account admin.

. Provide your preferred contact details:

name: * |
r Name: |

P

(3 Who do | contact for help if | am a Standard account
- user?

() Where can | find tutorials on how to respond to my RFF,
~  RA and Auction?

(® Whatis the link to the Ariba Help Center?

(® Why didn't | receive a password reset email?
(—?) Where is my password reset email?

@ How do | update my company’s DUNS number?

@ When will my invoice be paid?

-~

nvoice
(@ Howdold ‘}'H.y
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Home Learning Contact us
F s
Choose this contact method for the fastest resolution of your issue:
* (0

Phone

A support eng 1L t

phone .

Estimated wait time in minutes: 2
[] Do not record my phone call.
L4
Back -I Cancel 1
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