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Supplier Guide: Ariba Support to Update Administrator 

Quick Reference Guide 

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 
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3. Click Support 
 

 
 
4. Click orange Support hyperlink 
 

 
 

5. Click Contact Support in the left-hand navigation panel 
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6. Within Step 1 section,  
 

a.  Enter Administrator in the ‘How can we support you?’ field 
 
b. Click Next 

 

 
 
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 
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8. Within Step 2, 
 

a. Click Next in the Resources Section 
 

 
 
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: 

• Company Name: 
• ANID:  
• Current administrator name: 
• Current administrator email address 
• First and last name of caller 
• New administrator name 
• New administrator email address 
• Phone number 
• 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 
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f. Click Next 

 

 
 

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 
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