Ariba /\\

date Administrator

Quick Reference Guide

.Supplier Guide: Ar

ARIBA SUPPORT

For assistance with your Ariba Network account, it is recommended to submit an Ariba Support ticket or chat
with an Ariba Network representative.

These options can be access via the “Help” button on the Ariba Business Network home page in the top right-
hand corner.

Request to Change Administrator

When an Ariba Business Network account is created, the creator is automatically set as the
administrator. If needed, this responsibility can be transferred to another user.

If the current administrator is no longer with the company, it is necessary to initiate a request to Ariba
Support to update the Administrator assigned to the account.

To initiate support from Ariba,
1. Navigate to the Ariba Business Network home page

a. Link to Ariba Business Network: supplier.ariba.com

2. On home page,
a. Click the Help icon @ in the top right-hand corner

Ey Business Network ~ =

Supplier sign-in Discover our new webinar hub

We've moved our webinars to a fresh page. Visit
1o register for upcoming sessions and explore
our library of on-demand webinars.

Username ‘

N\
Learn More

Next

A
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3. Click Support

Help Topics

Search Help Topics Q

Documentation

Support
How do | update admin informat...
How to change the admin for an...

How to reset/change my passw...

4. Click orange Support hyperlink

Help Topics

Search Help Topics o

Support
Documentation

Support -
Disclaimer: Use of this Support Portal is Support
outside of the SAP EU and SAP NS2 security

boundaries; it is your sole responsibility for How do | update admin informat...
compliance with any security requirements.

5. Click Contact Support in the left-hand navigation panel

= w Help Center

| (@ Home

Q, Search

Welcome to Help Center

63 Get Support v

Contact Support Search our knowledge base to get the answers you need

] Documentation

Search
L News
& Cloud Status -> i . L
Topics we recommend for you Billing and subscriptions
© Howdol cancel or delete an invoice... > © Where can | download a copy of my ... >
@© How do create an invoice? > © How Can | Follow Up on my Dispute ... >
© 1 need help with invoicing > © Which transaction types determine t... >

See More > See More >
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6. Within Step 1 section,
a. Enter Administrator in the ‘How can we support you?’ field

b. Click Next

Contact Support

@stepl How can we support you?

Administrator

2887 characters remaining

7. Additional questions will be displayed within Step 1
a. Select Yes ‘Do you need to reassign the account administrator?’
b. Select No ‘Is your current administrator still with your company?’
c. Select No ‘Do you have access to retrieve emails sent to the listed administrator’s email?’

d. Click Next Step

@ sepl  How can we support you?

Administrator

2987 characters remaining

Do you need to reassign the account administrator?

Yes Mo Don't know

Is your current administrator still with your company?

Yes Don't know

Do you have access to retrieve emails sent to the listed administrator's email?

Yes | Mo | Don't know the email

Contact support to have the administrater information changed. You will be required to provide the following:

Company Mame:

ANID:

‘Current administrator name:
‘Current administrator email address:
First and last name of caller:

New administrator name:

New administrator email:

Phone number:

‘You can copy the above template and paste it directly into the Full description field of the Case and fill out your responses there.

Account security is important to SAP. Please be patient while our teams take the necessary steps to respond responsibly to your request.

Link to Ariba: https.//supplier.ariba.com/
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8. Within Step 2,

a. Click

Next in the Resources Section

Contact Support

Osep2 Resources

How do | change the administrator in my SAP Business Network supplier account?
I'm the current administrator, but I'd like to transfer the administrator role to another user. | have access to the previous administrator's account, but | want to change
the administrator. My company changed our e-mail address dom

How do | access and change the former administrator's account as a sub-user?
As a sub-user of a SAP Business Network supplier account, how do | access the former administrator's account? As a sub-user, you can identify your current account
administrator by following steps: Sign in to your SAP Business Network

How can | change the administrator for an Ariba account I cannot access?
The account administrator is no longer with our company, and we cannot access the SAP Ariba account. Your account administrator is no longer with the company,
and you cannot access the SAP Ariba account. There are a few ways to be granted a

How do | reset my password as a supplier?
How do | reset / change my Business Network supplier account password? Follow the steps below to reset your password if you have forgotten your current
password. In case you have access to the account, you can change the password from within t

How do | configure my email notification preferences as a supplier in SAP Business Network?
| need to configure my email notification preferences in SAP Business Network. How can | do that? SAP Business Network To configure your email notifications
preferences as a supplier: In the upper-right corner of the application,

Created by Al.

9. Within Step 3, enter the following information

a. Enter Update Administrator in the Subject field

b. Enter the following information within the ‘Describe your issue or question and steps to reproduce’

field:

e Company Name:

e ANID:

e Current administrator name:

e Current administrator email address

e First and last name of caller

o New administrator name

e New administrator email address

e Phone number

e Customer relationship: Chevron Phillips Chemical and Affiliates (ANID:
AN01498274128)

c. Select Administration in the Confirm your issue field

d. Select Administration in the Select an issue area

e. Select Affected: business tasks are impacted due to system functionality or process in the How does

this impact your business field

Link to Ariba: https:/supplier.ariba.com/
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f. Click Next

Contact Support

FPhone number: xo-x00-x0000
Customer relationship: Chevron Phillips Chemical and Affiliates (ANID: AN0O1498274128)

2684 characters remaining

Top Recommendations:

@ How do | change the administrator in my SAP Business Network supplier account?
@ How do | access and change the former administrator's account as a sub-user?

Confirm your issue:*

Administration w

Select an issue area: *

Administration v

| @ The combined size of attachments must not exceed 20MB.

Choose a file for upload

Document number(s):

How does this impact your business: *

[Al’feched: business tasks are impacted due to system functionality or prm:ess] i

10. Within Step 4,
a. Click Chat

b. An Ariba Representative will initiate a chat within approximately 2 minutes to assist with the update
of the account administrator

Contact Support
@ swepi  How can we support you? Va
Osep2 Resources
O step3  Confirm the details 4

O seps  Contact options

i~

Chat
Estimated wait time: 2 minutes
Recommended
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