
Public

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

1.  Select Help at the top right corner, indicated by a question mark (?)

2. Click Support.

Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (1)
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The system will open a new webpage.
Continue to follow steps : 

3. Select  Contact Us 
4. Select Account Help 
5. Select  Reassign/ transfer 
account admin 
6. click Create a Case.

Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (2)
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7. Provide a full description

“ I want to change the Admin of the Account because the 
Admin has resigned and there is no information to access 
the system.

The known information is as follows,

• Full company name: <Specify your company's full name in English>

• Your company ANID number : <Contact to your Buyer if you don’t know ANID>

• Name of the previous account admin :

• Email of the previous account admin:

I want to be the new Admin of this account

• Email address of the new account admin  : 

Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (3)
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8. Provide additional information for the Ariba team to contact you back to verify the account. 

9.  Check the box .

10. Click One Last Step.  

11. Click Submit

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.

Request to Become an Account Admin in Case the Previous Admin Resigns or is Unreachable (4)
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