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1. £72 Ariba 7HO &> TULVELNVG A supplier.ariba.com
[Z7OtEALEY,

2 ETRIZHD "§I<CERE U VITTIEALET,

Supplier Login

3. RIETHEFA—IL@EANIZ Ariba vk —7% ID (ANID f5i:
ANOTXXXXXXXXX) MEEBEN TSN T, 2D ID T

Fieldglass D& k&5 T3 AULENHYET, User Name
4. Z®D Ariba ANID % saprunsfieldglass@sap.com [Z3E{ELTK

&L, THYUME SAP [ZEBE ([ (F1=1%. Fieldglass Z4%") Password

OB EYLET,

Login

Having trouble logging in?

New to Ariba?
Register Now or Learn More
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eiagiass Account
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n

Creale a New

"y 3

Please capture the Ariba supplier network ID in the correct format “AN01040215107”
o 4 timothy dewolf@sap.com
| ma 8 yse 2ate eldg ( il use usemame and [ ord n in to Fleldglass - B I seceet que nd answer will be used 10 help reset 3 rd in the even
: ' Security Details 7
0 Re PR it Desired Username
Password

Re-enter Password

Secret Question

Answer to Secret Question

Confirm Answef
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1. Select Admin lcon to |:>-!:! @

SAP Fieldglass display Admin menu
665 981

Messages Search by ID or text

ﬁ Home Ea View ﬂ Create ':f:i Analytics

Welcome 'Hays Supplier

X Pinned Links [i] SAP Fieldglass Release Notes - Click here to see what's new

M View: Job Postings

A View: Job Seekers Company Setup Wizard | | 100%

X View: Work ltems Use the wizard to help guide you through the steps to update and maintain your company setup.

X View: Work ltems h Click here to open the Wizard

M View: Work ltems

X View: Workers
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£¥ Admin Configuration
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Find:

User

Password Policy

2. BEE%E —
HYHLES,

Company Structure

Company Details
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Workflow
Activity Chackhs
Actvity Item
Offbearding Acti
Offboarding Acti

Thresholds - Es

Configuratior
Custom Field Pk
Cuslom Field

Invoice Tax Info

Rato Mhanno M
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Buyer List

Status Code Name
» Company Structura
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ogoETl S

Buyer SAP

4 KT

N\ 7IILE.
etails

2 Namae =
' Rgmn-to Addresses Address 1 4
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State/Province P
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SAP

Buyer Preferences

Auto Invoicing for Contingent * "¢ Lock *

(@) Yes ‘ ()No

Auto Invoicing for Services * ‘U Lock *
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Welcome Judy Lane

Workers [i] SAP Fieldglass Release Notes - Click here to see v hat's new

7 U “j7 L’—C%*i EQEE I'j,f-lf— Pé Company Setup Wizard [N  562%
E‘ﬁ %i?’ o T OSNG

Y% Starred Items

Use the wizard to help guide you through the steps to update and maintain your company setup.

[
’b Click here to open the Wizard

No items found
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You have set up 0 out of 13 required items | ) 0% 2 N o> —_ o e o>
—_ - = N b 75
2 EBN—IT.ZETLEATYITDEMNER
Weicome to the Company Setup Wizard —
This wizard will bk guide you /7 I \ é *L i d o
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SAP Fieldglass

! Welcome

d-& Account

- & User Role

{1 Password Policy

e appl

Company Setup Wizard

You have set up 1 out of 13 required items. [

8%

Account

Accounts are used ho Snit the indormation that gsees can 586 in SAP Fieldgiass
Accounts are made up of sites and are a jated 1o your users. Accounts help you
route information such a9 job postings. 10 specific users based on the location of the
work

A single, defauk account has been created for you. Click the account code below to
review or update & The sstup of sddifional sccounts & cpSional but recommendad

To sel up addifionsl accounts fick Create Account. If you aren'l sure. you can
chck Finished Step now and add acoounts latee

Onca you aw happy with tha account setup, dick Finished Step

Created Accounts

ftoms Found: 1

Code Name Description Sites

Page 1 Rows [1 «| 1-1¢d1

Dato as of Q458 PM [ Haeli '

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 2\
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Step Completed

Congratulations! You have finished this step.

menu.

Don't forget you can always add additional items in the future via the wizard or via the admin

Company Setup Wizard

You have set up 2 out of 13 required items. [l ] 15%

Password Policy

:'c"o F' l:il :rr I

.m] pass .mlJ 3»:":1 s 'l

g-5 ALLuuIi v |

ry Password Policy >

! Welcome p;;a U: sicy establshe requirem
Sysle 'l-

Many will requi 510 P f 1]1 When you grant these users
coess %o clc:m: 3

19
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m:T’\—9!3:'74'US—F‘®EE:—'J£0)Z7_"‘J7°’C~"§'O DA —FEETLERLEDS. BRALTEETSHILED
TR TEHEITOICEDTEFY,

b-t_d—o if:[is #E:IETj:/I

Company Setup Wizard

You have set up 13 out of 13 required items. | 100%

Finished

/ Finished

You've finished the SAP Fieldglass Company
Setup Wizard!

Congratulations! You have finished all the steps and you can start
using SAP Fieldglass!

Remember, you can always come back to the wizard via your m ‘
home page to easily manage any future change

Go to SAP Fieldglass

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 2\
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1. Select Admin lcon to
SAP Fieldglass display Admin menu o> @
665 981

ﬁ Home Ea View ﬂ Create ':f:i Analytics Messages Search by ID or text

Welcome 'Hays Supplier

X Pinned Links [i] SAP Fieldglass Release Notes - Click here to see what's new

X View: Job Postings ;
€ View: Job Seekers Company Setup Wizara ) 100%

X View: Work ltems Use the wizard to help guide you through the steps to update and maintain your company setup.

X View: Work ltems h Click here to open the Wizard

M View: Work ltems

X View: Workers

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 4} ff 22
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£+ Admin Configuration

Find: |

User Workflow System Tools
Password Policy Activity Checklist System Audit Trail
User Role Activity Item View all Notifications
User Offboarding Activity Checklist View all Work ltems

Offboarding Activity ltem
Buyer

Buyer

Thresholds - Escalation

Configuration
Custom Field Pick List

Company Structure

Account

Custom Field
Invoice Tax Information <. 2. Click on Invoice Tax Information

Business Unit

Company Details

Rate Ch Matri . 0 o .
Labor Type ol hange e in the Configuration section.

Reason
Storefront

Remit-to Address

Messaging XSL Template
Messaging
Report

Predefined Reports
Report Audit Trail

System Variables

Report Category
Report Default Fields
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SAP Fieldglass 2 @

ot

/ﬁ\ Home ta View |ﬂ- Create :'m Analytics E] Work Items Messages Search by ID or text

€ Admin Configuration

> User Invoice Tax Information List

> Buyer m <(33.Click on New to create ITI.

» Company Structure

Iltems Found: 7 | Filter ‘

» Messaging ]
» Workflow Code Name
w Configuration

Custom Field Pick List i

002 Supplier SE

Custom Field 001 Hays AG

Invoice Tax Information 003 Test

Rate Change Matrix Mertens Mertens

Reason Mertens Test Mertens Test

Remit-to Address 101 ITH01

XSL Template 0007 New ITI
» Report Clear Sort Clear Filters
» System Tools Page 1 Rows [10 - 1-7of7 | 4 »

Data as of 15:11 « Refresh 4 Saveas CSV
© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 42B§ 24
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[¥ Add New Invoice Tax Information Fieldglass MO ERKSNT-FEREIZ "FERIT” ELTRTRIHITIFE

HZMB/LET .
- - AR SISV THII—FHRRLEEORTE - IRT/XFO
Code * BE. COEE. FICEROHBHE M/ EXELHLHIHFEIC. 3—FHET k.
[ OFASHRIEET, 5% AP
MName * D t I
| - &H: RHEEAALET, o
| - HOREAYY: BEEROBAIL “Self billing Invoice” . =27 LEERD | oo o e e
Tax ID Label * i%é (i ”InVOice” &L\'B?_'#'X F%A jj Li_g_o Tax ID Label Supplier Tax |DC€*
| Tax ID Value DE123047934
Tax ID Value * - ﬁ ID 5“}[/ ”Supplier Tax ID” &L\'B‘T'#-XF%]\jJ L,HETO Address 1 Helfmann-Park &
| Address 2
Address 1 * - m ID ﬂE: -H-ja’r*’ VAT ID g%%lj}bi?o Ci‘w Eschborn
| State/Province
- R HRETH. B BEES0—F SHa—FCLCHRED
BRI EREL TRRSNAEREANLET, o —
City *
- W/BEFR: EDOZTLEET (Bl Germany) ZA AL, EERED
State/Province (opfional) ZIPPostal Code (opfionsal) ”EE > 1l I_ &L/-C DEU f~£o), 9 Z-G'j:f~ ﬁéf~ 75‘\ I_\ E N
(options) . ) éj:;]—‘f(jgb;;{ ( G EDEREH <) TEHFERMNKRTIN % E Eﬁ%;‘kjntzb\ﬁﬁén
Country - TWEWEDF/ AL “Self
- 0O BEERDIBEIE “Self billing Invoice” . Y= 7 IILERDIBEES - . . Ll—
Other [optional) 'i "Invoice" &L\:)‘T'-'-\‘-Zbé‘ljl in_‘;_o bl"lng InVOIce a)ﬁb J "

FTRTOWHEIT4—ILE x TY—D) ZAHLE=5, BINREY “Invoice” ZfERAL TS,
=0y ILET,

Cance|

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 23 25
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SAP Fieldglass 1 IO

o

ﬁ Home ta View |ﬂ- Create :'::i Analytics E] Work ltems Messages Search by ID or text

Admin Configuration =9 Invoice Tax Information List =% Invoice Tax Information =p Sites

Invoice Tax Information Supplier SE

Details

No associations have been defined. Click the "Add" button to resolve.

<::| 5. After ITI is created, click on Sites.

Invoice Locations

0

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 4} ff 26
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8.ITI [ZR8:&E{++45 SAP E x4t
O—RFDEIFEHEEIRLET,

FE Y TSAN T AFFE T EICERTINGLD
56 .SAP [CTH—ERFIRETHAEH DO
O—F (8175ih) 2 EMTEZXT

l):
SAP SE
SAP Deutschland
SAP Schweiz
Hybris GmbH

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 2\

Associate Sites to Invoice Tax Infermation

Warning: ITl assigned to Sites that do not require ITl code by Buyer company will not
be shown on Invoices.

Sites

[l Code

|
|
|
|
|
|
|
|
|
M

3501
7101
8531
0301
0401
0001
331
0801
2301

HEWE|

7. Click on Filter > |

Name Buyer Code

SAP Mexico (003! SAPX
SAP INDIA (0071 SAPX
Hybris GmbH (08! SAPX
SAP Qesterreich | SAPX
SAP Nederland B SAPX
SAP SE (0001) SAPX
SAP BCS GmbH 1 SAPX
SAP AMERICA, It SAPX
SAP Deutschland SAPX

FraaMarkats Intar SAPY

9. Click on Add button |::> m

Invoice Tax
Information
Code

001
001
001
Mertens Test
Mertens Test
101
001
001

nn4

Filter

Invoice
Tax
Informati
Requirec

Allv|

Yes A

No

Yes
Yes
Yes
Yes
Yes
Yes
Yes

M

27
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1. Select Admin lcon to E:>¢' @

SAP Fieldglass display Admin menu
665 981

A Home ta View |f1 Create :f:i Analytics 2] work items Messages Search by ID or text

Welcome 'Hays Supplier

,"( Pinned Links [i] SAP Fieldglass Release Notes - Click here to see what's new

X View: Job Postings
J¢ View: Job Seekers Company Setup Wizara :, 0%

M View: Work Items Use the wizard to help guide you through the steps to update and maintain your company setup.

X View: Work ltems % Click here to open the Wizard

N View: Work Items

N View: Workers

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 4} ff 29
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SAP Fieldglass 3 @

ﬁ Home Ca View I:l Create :::i Analytics | Work ltems Messages Search by ID or text

665

£¥ Admin Configuration

Find: ||

User Workflow System Tools
Password Policy Activity Checklist System Audit Trail
User Role Activity ltem View all Notifications
User Offboarding Activity Checklist View all Work ltems
Offboarding Activity ltem
Buyer
Thresholds - Escalation
Buyer

Configuration
Custom Field Pick List

Company Structure

Account

Business Unit Custom Field

. Invoice Tax Information
Company Details

Rate Ch Matri
Labor Type ate Change Matrix

Reason

Storefront . 2. C“Ck on Rem|t‘t0 Add ress
Remit-to Address ) . . .
Messaging XSL Template in the Configuration section.

Messaging

Report
Predefined Reports
Report Audit Trail

System Variables

Report Category
Report Default Fields

© 2018 SAP SE or an SAP affiliate company.All rights reserved. | 4} ff 30
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SAP Fieldglass ¥ @

ﬁ Home Ca View |:1 Create :::i Analytics Work ltems Messages. Search by ID or text

€= Admin Configuration

» User Remit-to Address List

» Buyer m <j 3. Click on New to create Remit-to Address.

¥ Company Structure

ltems Found: 13 Filter ‘
> Messaging S—

> Workflow Status | Code Address 1 Buyers

Custom Field Pick List

Active 001 Willy-Brandt-Platz 1-3 1

Custom Field Acfive HA Am Flies 1
Invoice Tax Information Active 2 Dietmar Hopp Allee 1
Rate Change Matrix Active 002 Streat 1|
Reason Active 123 Strafte 1
Remit-to Address Active 0301 Lassallestralte 7b 1
XSL Template Active 123456 Walldorf 1a 1

» Report Active  Mertens Walldorf 1 1
» System Tools Active  Mertens Walldorf 1a 1
Active 101 D. Hopp Alles 1
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4. Fieldglass Mo SN SEKREICR RIS ERSLEMEMEFLTEMLES,

- O—F:FEIFIBILICEEDEZAALET, (AT {FERERLO—FTHA) .
- R 1 RRETH. M/EERR. BEES: SHtOFmOEMEAALES, %E% A j]@l
- E: BEEERLED, = -
Add New Remit-to Address il |

- BIDSANJL: TXRE “Supplier VAT ID” ZAALET,
EEVNEVEESENE - B ID fE: 54/ VATID B84 AHLET,

Adtrons 1

o TRTOBET(—ILE (x TY—2) EAALE=D. "B £HYvoLET,

jE B Ayt — PRI N IEA L, B BN FO oL ES,

) =n
= ETURUIURN ..
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Admin Configuration = Remit-fo Address List =) Remit-to Address =) Buyers

‘ Remit-to Address 0001ST
<r‘:| 6. Click Add to link the buyer
| Details Buyers to the remit-to address.

No associations have been defined. Click the "Add” button 1o resclve

<: 5. After the Remit-to address is
~ created, click Buyers.

] Workers

0
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8. SAPX ZEIRLFET . >

© 2018 SAP SE or an SAP affiliate company.All rights rese

rved. | 2B

Associate Buyers to Remit-to Address

9I

7. Click Filter to IZ:> :
=

B ) .
e display the buyer/s Filter

Code s Mame
All v

Warning: Type a search value in column search fields and press enter.

Cancel 9. Click Add to link the buyer[> m I

to the remit-to address.
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Admin Configuration =p HRemit-to Address List =p Remit-to Address =p Buyers

Remit-to Address 0001ST

| Add | ﬁ%

P B4 A AEREN.
EFIT)C .
ltems Found: 1 W| % I% J/Oéhi'é—

Details

Mame Code

Workers
SAP SAPX

Clear Sort  Clear Filters

Page 1 Rows 1 - 1-10of1 | 4 b

Mata e nf A0-14 . Dafrach
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1. Select Admin lcon to
SAP Fieldglass display Admin menu o> @
665 981

ﬁ Home Ea View ﬂ Create ':f:i Analytics Messages Search by ID or text

Welcome 'Hays Supplier

X Pinned Links [i] SAP Fieldglass Release Notes - Click here to see what's new

X View: Job Postings ;
€ View: Job Seekers Company Setup Wizara ) 100%

X View: Work ltems Use the wizard to help guide you through the steps to update and maintain your company setup.

X View: Work ltems h Click here to open the Wizard

M View: Work ltems

X View: Workers
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SAP Fieldglass B @
(] 995

ﬁ Home ca View fl Create ':::i Analytics 22| Work tems Messages Search by 1D or text

£¥ Admin Configuration

Find: |

User Workflow System Tools
Password Policy Activity Checklist System Audit Trail
User Role Activity ltem View all Notifications
User Offboarding Activity Checklist View all Work ltems
Offboarding Activity ltem

Buyer

Thresholds - Escalation
Buyer

Configuration
Custom Field Pick List

Company Structure

Account

Custom Field
Business Unit

; Invoice Tax Information
Company Details

Rate Change Matrix . .
Reason 2. Click on Reason in

Remit-to Address Configuration section.
Messaging XSL Template
Messaging

Labor Type
Storefront

Report
Predefined Reports
Report Audit Trail

System Variables

Report Category
Report Default Fields
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SAP Fieldglass & @

ﬁ Home ca View |:j+_ Create Work ltems Messages Search by ID or text

€ Admin Configuration

» User Reason List

» Buyer &
v BZW <7 3.clickon New.
» Company Structure
Items Found: 9 Filter |

» Messaging

» Workflow Module

Custom Field Pick List
Work Order Closed Wo

Custom Field Job Posting Declined Candidat missmatch

nvoicejlxdiniormation Statement of Work Declined Cannot serve this region
Rate Change Matrix Job Posting Declined region cannot be serviced
Reason Statement of Work Declined SOW details not correct
Remit-to Address Job Posting Declined Test
XSL Template RFX Declined Test case
» Report Work Order Declined wrong rates maintained
» System Tools Job Seeker Withdrawn candidate is not available anymore
Clear Sort Clear Filters

Page | 1 Rows 10 v 1-90f9 | «

Dataas of 0916 ™ Refresh & Saveas CSV
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Beta Mode -
SAP Fieldglass L (3 Hays Supplier”

| & Backto List ‘

[¥ Add New Reason

Details

Module *

Statement of Work

Type *
Declined ﬂ

Name #

Candidate mismatch|

Cance 4. Clickon Add. [ > 2
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Fieldglass D BB IUVH—ERXDRAZELNS VI3 DEBAAMRFE KU ERE., iR—MEK L
[ZDULVTIE. SAP T 54V /HR—%4)L (Fieldglass 754V Ryt —2) ZSBLTLZELY,
IS4 VRITEBRENA
YISANVRITISIUF I avHARE LV IA YD) IT7LUORTAR
REYIENT A9 D) TFLRFTA R
LR—rBLURHTOERAAF
Fieldglass 2% Web FkL—=2%: kL—=25 1
7 http://www.fieldglass.com/education/training
BRE 2. 4 NEBD T avL—20)
BRAE 2. L4 RKEBOEBEN —=27
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http://go.sap.com/about/agreements/sap-supplier-portal.fieldglass-supplier-network.html
http://www.fieldglass.com/education/training

0000

www.sap.com/contactsap

THE BEST RUN w


https://www.sap.com/registration/contact.html
https://www.linkedin.com/company/sap
https://www.youtube.com/user/SAP
https://twitter.com/sap
https://www.facebook.com/SAP
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