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How do I access the former administrator’s account?
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❖ If the account administrator is still with your company, they 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, but you have access to the registered email:

o Use the Password link on the Supplier Login page to request a password reset.

o After accessing the account, you can transfer the account administration role or reassign the administrator 

account to yourself.

❖ If the account administrator is no longer with your company and there is no access to the email address on file, 

contact SAP Ariba Customer Support via theSupport Centerto change the administrator. You will be required to 

provide the ANID number of the account, the listed administrator name, and email address. Kindly refer to the slide 

no 3 to 7 for the steps.

Additional Information

Account Reassignment requests go to a specific team within SAP Ariba Customer Support who will verify information 

and work with other users on the account if necessary. You will then be contacted with further instructions.
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1. Open your browser : Google Chrome, Microsoft Edge, Mozilla Firefox or Internet Explorer.

• Clear the URL & type in: supplier.ariba.com

• Login with your Ariba account credentials
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2. Kindly ensure that you change to Ariba Proposals and Questionnaires. Click “Help” symbol “?” then click ‘’Support’’.
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3. Click “Contact Us” type in Account Reassignment and search.
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4. Scroll the page down until you see “Choose from the option below to continue”, please answer the questions and click 

“Contact Us”
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5. Please select “Administration” for “Issue Type” field and select “Change Administrator” for “Issue Area” 

Fill in the other required details and proceed to hit the “One last step” button.

NOTES: For the account reassignment 

process to start, you will need to 

provide all requested information. 

Please complete the following 

information in order to help SAP Ariba 

Customer Support reassign your 

company’s SAP Ariba account:

• Company Name :

• Reason for Reassignment:

• ANID of the account:

• Previous Administrator’s Email 

Address:

• If the account has any, provide a 

name & email address of one sub-

user (other than yourself):

• Are you supposed to become the 

new account administrator?

• Do you have access to the previous 

Administrator’s email address?

• Is your internal IT able to retrieve 

messages from the previous 

Administrator’s email address?
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Kindly select the business impact

Refer to side notes for the details to be entered in this field
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6. Choose your preferred contact method with Ariba support and click “Submit”
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