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Who is an administrator and what is their role?

The Ariba account administrator is the primary user for a company’s SAP Ariba 
Network account and is responsible for keeping it running smoothly. Their 
responsibilities include:

Account management: Configuring and managing the account

User and role management: Creating users and creating/granting roles to users 
within the company

Point of contact: Being the main point of contact for users with questions or 
problems
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1. Click on “SAP Business Network”

3. Drop down Administration and select “Seller Account Settings and 
Profile Configuration”

2. Click “Learning”

Help on how to administer your 
account can be found here 
https://support.ariba.com/help
and then:

https://support.ariba.com/help
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How to find your Ariba account administrator 
► Log in to Ariba via http://supplier.ariba.com

1. Locate your initials in the top right corner of the dashboard

2. Click the initials and a drop down will appear

3. Click Contact Administrator

4. You will be shown the contact details for your account administrator 
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http://supplier.ariba.com/
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How to change your administrator (1 of 2) 
• If still with your company, the existing account administrator can transfer the account administration 
role to another user

• If the administrator has left your company, go HERE

• As the existing administrator, log into Ariba > click your initials on the top right > click “Settings” > 
click “Users” > Click “Manage Users”
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How to change your administrator (2 of 2) 

• Note: the new administrator needs to already be a user - if they are not, you first need to set them 
up as a user and then administrator role can be transferred to them – see next section on how to 
add a user
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Then click “OK” to 
confirm administrator 
transfer to a different 
user

Find the user who you want to be administrator and click “Actions” > “Make Administrator”
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To add a new user under your Ariba account, please follow these instructions:

As the existing administrator, log into Ariba > click your initials on the top right > click “Settings” > 
click “Users” > click “Manage Users”
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Click on “+” icon towards the bottom-right of the screen

Complete the details of the new user, ensuring 
you select a role for them. The new user will 
receive an email with details of their account.

To create a role, on the previous screen select 
“Manage Roles”:

1.Under the Manage Roles tab, click the “+” 
icon
2.Enter a Name for the role.
3.Select the appropriate permissions using the 
check boxes.
4.Click Save.
5.Then you can come back to Manage User, 
create the user and select the role.
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Account configuration – Email notifications

The Notifications, Electronic Order Routing and Electronic Invoice Routing sections 
allow you to configure where email notifications should be sent, and some time spent 
here will enable you to ensure the right person receives the email notifications. To 
access:

1. Click on your initials top-right of the screen then click “Settings”

2. In turn, click on Notifications, Electronic Order Routing and Electronic Invoice 
Routing

3. In each section you can enter the relevant email addresses

Note: If you will be out of the office, make sure your auto-reply messages contains one of the 
following phrases:  Out of office, OOTO, on vacation, on holiday, out of town, away from the 
office, away until, out of the country, at an off-site meeting. 

This will prevent the Ariba Network from failing orders sent to mailboxes responding using an 
auto-reply feature. It will also ensure that the order is captured in the order history log. 
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Your administrator has left your company (1 of 2)
• You have access to the previous 

administrator's account and you'd like to 
make yourself (or another employee) the 
administrator
• Update the administrator account's 

details to reflect the new 
administrator's information:
• Click [user initials] in the upper-

right corner of the application, and 
select My Account

• Update this page with the new 
administrator information. 
Remember to change the 
following:

• Username
• User's full name
• User email
• Contact information

• Click Save
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• The previous account administrator left your 
company, but you have access to the email 
address associated with their user profile

• Reset the account's password, then 
reassign the account using one of the 
previous methods:
• On the Supplier Login page, click 

the Password link
• Enter the email address associated 

with the previous administrator's 
user profile

• Select Submit
• SAP Business Network sends a 

password reset to the email 
address you entered

• Follow the instructions in the email 
to reset the profile's password and 
sign in

• After you sign in, you can transfer the 
administrator role to an existing user 
or update the administrator user's info

Depending on what access you have, use any of the following procedures to change your account's administrator:

If neither of these 
options are 
available, see the 
next slide

https://supplier.ariba.com/
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If the current account administrator left your company and you can’t use the options on the previous slide, 
contact SAP Business Network Customer Support from the Support Center to change the administrator email 
address. You must provide the following to be considered for the account reassignment:
•The ANID number of the account
•The name of the current administrator
•The current administrator's email address

In case you don't have this information, please email the Aviva Procurement team kiosk@aviva.com.

If you go through this process, SAP Support is only authorised to update the administrator email 
address. Therefore, after the administrator email address is updated, we will send a password reset email to 
the requested email address. The new administrator will then need to log in with the former administrator's 
username along with the new password. Once logged in, the new administrator can change any additional 
information in the account such as first name, last name etc.

After reassigning the administrator role, it's best to confirm that all email notification settings are updated as 
well. If you use the account for orders and invoicing, these notifications include those related to where 
purchase orders are sent.

https://support.ariba.com/item/view/174605
mailto:kiosk@aviva.com
https://support.ariba.com/item/view/106475
https://support.ariba.com/item/view/82343

