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Log in as the Administrator of your company’s Ariba Business Network account.

1. Click the user icon in the upper-right corner.

2. Click Settings.

3. Under Account Settings, select Users.
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It is advisable for the administrator to transfer the Admin role to the 
designated successor ahead of time to prevent any interruptions in 

customer-related activities.
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4. To transfer the Administrator Role in SAP Ariba Business Network, on the Account Settings page, click Manage Users.

5. Tick the checkbox next to the username of the user to whom you wish to transfer the Administrator Role.

6. Click Actions and select Make Administrator
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Once a new Administrator is assigned, the current Administrator must ensure that they are assigned at least one role before logging out of their 
Administrator account.

7. Select your new role by checking the checkbox next to it.

8. Then, click Assign to confirm the role assignment.
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9. After clicking Assign, a warning message will be displayed. Once you click OK, you will be removed from the Administrator role and logged out of the 
SAP Ariba Business Network.
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10. The new administrator will receive an email notification once the administrator role has been transferred to them. 
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