QRG - RECOVER ARIBA ACCOUNT Honeywell

In this Quick Reference Guide, we explore: HOW TO RECOVER ACCOUNT WHEN ADMIN. IS NO LONGER IN COMPANY

Suppliers have 2 options to recover the

account

A. If you have access to the former
administrator email

B. If you do not have access to the former
administrator’s email.

A. IF YOU HAVE ACCESS TO FORMER
ADMINISTRATOR EMAIL

need to delegate the administrator role to the
new admin, to do this please:

. . SAP Business Network ~ sap X
1. Goto Supp“er_anba_com _ et @ TS I
2. Click “Forgot Password” e § s
. . . viore ™~ esl ¥ er
3. Enter the former administrator email P 0
4. You will receive an email with the i .
aSSWOrd SUpp ler LOgm )ggle to match buyer postings for urge|
P : o Recover your username My Account
5. Access Ariba (supplier.ariba.com) - _ - _
Al : User Name nter the email address you used to register with SAP Business Link User IDs
6. Enter former administrator email and Network. I m
passwo rd Password Email address ( Contact Administrator
Example@honeywell.com | Account Settings
Once you are in the Ariba account you will P e -
\ Customer Relationships
Forgot Username orfllassword ance
Premium Package

Company Profile

Notifications

7. Click on the initials in the top-right corner e
of Ariba Application Subscriptions Marketing Profile
O s oengs i hecount Regsation
: sers
10.Go to "Manage users" tab Network Settings Logout
. . . Electronic Order Routing
If the new admin is already in Ariba : o We have sent an email to you! os ior Lo y
11.Scroll to the right, click on "Actions" on the Check your emel adress Example@honeywelcam and follw the Upplier Login Electronic Invoice Routing Viewall b

row from the user to be administrator, then
click on "Make administrator"

If new admin do not have access to Ariba
12.Click the plus sign icon "+" (right side of
the screen)
13.Create a username for new admin Forgot Username or Password
14.follow instructions from step 11.

15.The assigned person will now become the Account Settings

administrator @

Customer Relationships Users Motificatil

Manage Roles Manage Users Mana
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QRG - RECOVER ARIBA ACCOUNT

In this Quick Reference Guide: WE EXPLORE HOW TO RECOVER ACCOUNT WHEN ADMIN. IS NO LONGER IN COMPANY

B. IF YOU DO NOT HAVE ACCESS TO
FORMER ADMINISTRATOR EMAIL

1. Contact SAP Ariba Customer Support via
the Support Center to change the
administrator. You will be required to
provide the ANID number of the account,
the listed administrator name, and email.

HOW TO CONTACT SAP ARIBA SUPPORT
TEAM

1. Click on the question mark icon at the top-

right corner of Ariba (either from Ariba

login page or within your account)

Click on “Support”

Then “Contact us” at the top.

Enter your query in the Search field

Click the Search icon.

Select one of the possible answers from

results.

7. If the solution for your inquiry is not listed,
scroll to the bottom and click “Create case’

8. Complete the information requested to
create a Case. Fields with asterisks are
mandatory.

9. Select preferred contact method

10.Click Submit

ouh~wWN

| forgot my password

3. Browse below for our Al-based recommendations*

Why is my account locked and how do I unlock it?

Why is my account locked and how do | unlock it? Your account could be locked due to
several failed login attempts, or because you are following an incorrect or expired link to log...

Why didn’t | receive a password reset email?

Question Why didn't | receive a password reset email? Answer Check the following areas if
you did not receive a password reset email after clicking Password on the login page. Make...

How do | troubleshoot web browser issues?

I am having Web/Internet Browser concemns, and | am unsure how to troubleshoot them. If
you are experiencing issues with yeur internet browser while navigating in SAP Business...

Help Topics

Honeywell

w Help Center Home

2. New issue? Start here to find your answer.

Search Help Topics

‘ axﬂ.n we help you?

e

‘ Documentation ‘

Support

£y

e Can't find what you're looking for?

1. Tell us what you need help with.

e Subject:= | | forgot my passwiord

Full description:® | Affected items, expected results, etc.

S5WE areas®

POfnvoice Number: | |

Top Recommendations:
(7 Why is my account locked and how do | unlock it?
@ 5 count Lo @ lock it?
oy
2

Why didn't | receive a password reset email?

2. How does this impact your normal business processes?

3. Please review your contact information for comeciness:

First name:= |

Choose this contact method for the fastest resolution of your
issue:

[ ===
Phone

A support engineer will respend to your case by
phaone.

Estimated wait time in minutes: 2

D Do not record my phone call.

Other methods you may choose:

X

Email

A support engineer will respoend to your case by
email.
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