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Changing the administrator of an Ariba account

 Part 1: Reassign an administrator account

If the account administrator is still in your company, but you wish to reassign this administrator account to 
another user

 Part 2: Transferring the account administrator role

If the account administrator is no longer in your company, but you have access to its mailbox

 Part 3: Contact SAP Ariba Customer Support

If the account administrator is no longer in your company and you do not have access to its mailbox
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Reassign an administrator account
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Part 1. Reassign an administrator account

 If the account administrator is still in your company, but you wish to reassign the administrator account to 
another user
As a prerequisite, another role must be available to be assigned to the ex-administrator

1. In the top right corner of the application, click on Profile

2. Click on Settings

3. Click on Users

❶

❷

❸
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Part 1. Reassign an administrator account

4. Once on the Users interface, click on the Manage Users tab

5. Select the user who is to become the new administrator 

6. go to the Actions column and select Make administrator

❹

❺

❻
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Part 1. Reassign an administrator account

7. Select the role to be assigned to the former administrator

8. Click on Assign 

9. Click on Ok to save your change
Please note that you will then be logged out of your account

❼ ❽

❾
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Part 2. Transferring the account administrator role

 If the account administrator is no longer in your company, but you have access to its mailbox

1. Click on Forgot password to request a password reset for the administrator account. You will receive an email 
with a temporary password in the administrator's mailbox

2. Once you have access to its account, you can transfer the administrator role (remember to delete the 
administrator afterwards) or replace their details with your own 

❶
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Part 3. Contact SAP Ariba Support

 If the account administrator is no longer in your company and you do not have access to its mailbox
You will have to go through the Ariba Help Center to request the assignment of a new administrator

1. Click on the help icon to display the Help Center bar on the right-hand side of the screen

2. Click on Support

❶

❷
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Part 3. Contact SAP Ariba Customer Support

3. Then click on Contact Us on the top of the screen

4. In the search bar you must enter the name of your problem
Some suggestions appear

5. Click on the Contact Us button which will then appear at the bottom right of the page to contact support

❸

❹

❺
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Part 3. Contact SAP Ariba Customer Support

6. Fill in the necessary information and explain your problem

7. Click on One last step to validate your information so that support can contact you. You will receive an email 
confirming the creation of the support request.

❻

❼


