
Quick reference guide 
for suppliers 
 

Transferring account administrator rights Document uncontrolled when printed Page: 1 of 9 
Version: 1 Issue date: 16/01/2023 
 

Transferring account 

administration rights 

Proper handing over of Ariba administration duties for suppliers is imperative. Your ability to access Sydney 

Water sourcing opportunities and manage POs is dependent on a stable connection between our Ariba 

account and your Ariba account. 

 

As your organisation’s Ariba account administrator, follow this guide to transfer or take 

over your organisation’s SAP Ariba account administration duties. 

Related guides: 

System administration guide 

Minimum requirements 

The requestor should be aware of the Ariba Network ID number which they would like to manage. Email 

businessconnect@sydneywater.com.au if you need to confirm the Ariba Network ID (ANID) your 

organisation has linked with us.   

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
https://support.ariba.com/item/view/197282
mailto:businessconnect@sydneywater.com.au
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1. Review common scenarios 
 

Solution 

Scenarios 

1. The email address of the current 

administrator is accessible. 

2. The email address of the current 

administrator is not accessible. 

Description 

Log in to the current administrator’s Ariba 

account and transfer the administration rights to 

the new administrator. If required retrieve the 

username and reset the password 

Contact SAP Ariba customer support and 

follow the prompts to submit a support case. 

Once the email address is changed, reset the 

password and log in to Ariba account. 

Detailed 

Steps 
Solution for Scenario 1 – Email accessible Solution for Scenario 2 – Email not accessible 

 

2. Solution for Scenario 1 – Email accessible 
Whether the current administrator is still working in your organisation or has left the company, if the email 

address is accessible, follow the steps below to transfer the account administration rights to a new user. 

If the new account administrator doesn’t have access to the username and/or password, refer to the 

following SAP Knowledge Base Articles to retrieve the username and/or password.  

a. How to retrieve my username? 

b. How do I reset my password as a supplier? 

c. Forgot Username or Password 

1.1 Access existing account administrator’s Ariba profile 

1. Go to SAP Business Network and using the current administrator’s credentials, enter username.  

2. Click Next. 

 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
https://service.ariba.com/Supplier.aw/109575047/aw?awh=r&awssk=rfxHnXKw&dard=1
https://support.ariba.com/item/view/181951#:~:text=On%20the%20Supplier%20Login%20page,associated%20with%20your%20email%20address.
https://support.ariba.com/item/view/169854
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_u00bvw26
https://service.ariba.com/Supplier.aw/109575047/aw?awh=r&awssk=rfxHnXKw&dard=1
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3. Enter password. 

4. Click Sign in. 

 

1.2 Transfer administrator rights 

1. Once logged in using the current administrator’s credentials, click the Account Settings icon. 

2. Select Settings. 

3. Select Users. 

 

 

4. Click Manage Users. 

5. Identify the administrator user. Click Actions.  

6. Select Make Administrator. The selected user becomes the new account administrator.   

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
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7. Still logged in and now as the previous account administrator, and if access to the account is still required 

with revised roles and responsibilities, assign a new role by ticking the relevant role and click Assign. 

 

8. Click OK to complete the transfer process. Once confirmed, Ariba will automatically log out and the new 

role/s assigned to the previous administrator will activate the next time they log in.   

 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
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3. Solution for Scenario 2 – Email not accessible 
If the current administrator’s email address is not accessible (e.g., the current administrator has left the 

organisation, the email address domain has changed, etc.), follow the steps below to regain access to the 

account.  

3.1 Create a case with SAP to retrieve the account 

1. Go to SAP Business Network and click the Help icon in the top right corner.  

2. Click Support. 
 

 
 
3. Click Contact us. 
 
4. Select Account help. 
 
5. Choose Reassign / transfer account admin. 
 
6. Click Create a Case. 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
https://service.ariba.com/Supplier.aw/109575047/aw?awh=r&awssk=rfxHnXKw&dard=1
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7. Complete the form ensuring all mandatory fields (marked with a red asterisk *) are filled. 

8. Tick the privacy statement.  

9. Once complete, click One last step. 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
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10. Click Submit.  

 
 

 
 
 
 
 
 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
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11. Click OK.  

 
 

12. You will receive a confirmation message that the case has been created. Click OK. 

 

3.2 Login in as the new Ariba account administrator 

1. Once the case has been created, Ariba Customer Support team will reach out to you either by phone or 

by email.  

a. You will be required to provide the email address of the new Ariba account administrator.  

b. Confirm the username and password with Ariba Customer Support. 

If you were unable to confirm the username/password during the call with Ariba Customer Support, you 

can retrieve the username and reset the password. Refer to the following SAP Knowledge Base Articles 

to retrieve the username and/or password.  

a. How to retrieve my username? 

b. How do I reset my password as a supplier? 

c. Forgot Username or Password 

2. Go to SAP Business Network and using the credentials set up by Ariba Customer Support, log on to the 

Ariba account as the new account administrator.  

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
https://support.ariba.com/item/view/181951#:~:text=On%20the%20Supplier%20Login%20page,associated%20with%20your%20email%20address.
https://support.ariba.com/item/view/169854
https://sapvideo.cfapps.eu10-004.hana.ondemand.com/?entry_id=1_u00bvw26
https://service.ariba.com/Supplier.aw/109575047/aw?awh=r&awssk=rfxHnXKw&dard=1
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4. Support 

 

Did not find what you’re looking for? Access all Sydney Water supplier support resources 

here. 

 

To get assistance specific to your situation, contact us at 

businessconnect@sydneywater.com.au.  

 

For SAP product documentation and supplier support, visit the SAP Help Centre. 

 

 

https://www.sydneywater.com.au/content/dam/sydneywater/documents/transferring-account-administrator-rights.pdf
https://www.sydneywater.com.au/about-us/our-suppliers/supplier-registration.html
mailto:businessconnect@sydneywater.com.au
https://support.ariba.com/help
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