N pop Reassign Ariba Account Administrator Role
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1. Login to the SAP Business Network: http://supplier.ariba.com.
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2. Access the Company Settings menu by clicking your initials in the top righthand corner and Select
Setting > Users.
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3. Select the Manage Users tab.
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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.
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4. Select the user you want to make the administrator by checking the box next to the username Open

the actions menu (1) , and select Make Administrator (2).
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5. This will assign a new role to the exiting administrator and log you out of your account. You can
double check that the change was successful by having the administrator login or by logging back in
and clicking your initials then clicking “Contact Administrator.”
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