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Invoice settings check (mandatory)

1.

2.

3.

4.
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Important:

Please ensure you select the right auto invoicing setting otherwise your invoice could get

rejected, delaying payments.

To determine if you must have auto invoice or manual invoice when using SAP Fieldglass, please

check the „HOW TO INVOICE IN SAP FIELDGLASS LINK HERE“ document, which is also

accessible from your SAP Fieldglass homepage in the reference library section.

5.

6.

• Auto invoicing : Yes – This means invoices will be automatically

created by Fieldglass for timesheets / expenses which have been fully

approved by SAP.

• Auto invoicing : No – This means the invoices will have to be

manually created by you in Fieldglass after the timesheets / expenses

have been fully approved by SAP.

• Lock : If you select Yes, the auto invoice settings on SOWs cannot be

changed anymore. Whichever auto invoice setting you choose, it will be

defaulted if the lock is on Yes. We recommend to select “No” here in

order to have sufficient flexibility in the future.

https://www.sap.com/cz/about/agreements/sap-supplier-portal/fieldglass.html?pdf-asset=b2e9cd73-547d-0010-87a3-c30de2ffd8ff&page=1
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1.

2.

1.) Click the Work Items button

2.) Select “Accept” under Statement of Work (SOW)

3.) Select the SOW ID you want to accept

3.

Accepting Statement of Work
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Fieldglass Statement of Work Tabs

SoW Tab Name Description

Details The Details tab contains detailed information about the SOW. Review this information before responding, accepting, 

or declining an SOW. Important: Please check the Auto Invoice all Characteristics, Time Sheets and Expense 

Sheets field if correct or not.

Characteristics The Characteristics tab displays information about events (deliverables and milestones), schedules, and fees. (Not 

always present for Time and Material SOWs)

SOW Workers The SOW Workers tab displays the list of workers defined as SOW Workers, including rules, rates, and roles. 

Time & Expense The Time & Expense tab contains time sheet and expense sheet information. (remains blank until SOW workers are 

added) 

Related The Related tab displays documents related to the SOW, such as a work order. 

This page will appear. The tabs are

explained on the table. Please check all

details.
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4.

4.) If the tabs have been 

checked and you agree 

with the terms, then you 

can click accept. If you 

wish to decline, click 

decline and select a 

reason code. If reason 

codes are not maintained, 

please refer back to the 

Supplier Account 

Configuration Guide.

5.) Note: Depending on the setup of a 

particular SOW, you may not see all the 

sections referenced below.

• Enter a unique code in the Supplier 

Reference field. (optional)

• Select the Primary Contact Person 

(supplier administrator)

• Enter additional information in the 

Comments field. (optional)

5.

https://www.sap.com/cz/about/agreements/sap-supplier-portal/fieldglass.html?pdf-asset=c84fb8f7-ba7c-0010-82c7-eda71af511fa&page=2
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6.

6.) Auto Invoice all Characteristics, time sheets and

expense sheets

IMPORTANT: Please check whether you are eligible for self-

billing (auto invoicing) on the How to invoice on SAP

Fieldglass for each ordering country, general guideline

(English) linked here.

If you have the incorrect settings, your invoices will get

rejected causing payment delays.

• If this option is not changeable, it means your auto invoice

setting on master data is either locked, or set to “NO” (fixed

and cannot be changed).

• If it is locked and default setting must be changed from

“Yes” to “No”, please check the Network registration and

supplier account setup guide for SAP Fieldglass guide

linked here, remove the lock (pages 10-11), and change the

Setting to “NO”.

https://www.sap.com/docs/download/agreements/supplier-portal/fieldglass-supplier-enablement/how-to-invoice-on-sap-fieldglass-per-ordering-country-general-guideline-global-english.pdf
https://www.sap.com/docs/download/agreements/supplier-portal/fieldglass-supplier-enablement/supplier-ariba-and-fieldglass-network-registration-and-account-set-up-starter-pack-global-english.pdf
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Page continued.

7.

7.) Click Continue.

8.) The next page shows the 

standard terms of agreement. 

Once read, click Continue.

8.
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9.) Here you will see the Events

(Fixed Price Milestones) set by your

SAP requestor. If there are none,

you can add events for approval

after you submit the SOW

response.

10.) You can also see the maximum

budget for the SOW on this page.

11.) Click Continue.

9.

10.

11.

12.) The next page shows the

overview of the SOW response.

If there is anything that still

needs to be changed, click

“Make Changes”. Otherwise,

proceed to “submit”.12.
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13.) The yellow warning is only informative

and does not prevent you from Submitting

the SOW response.

However, Please check if your remit-to

address and Invoice Tax Information have

been added correctly (Supplier Account

Configuration Guide), add comments if

needed and click Submit.

14.) The next screen shows your SOW ID

(for future reference), and Status. It should

now be sent for your SAP contact’s

approval.

https://www.sap.com/cz/about/agreements/sap-supplier-portal/fieldglass.html?pdf-asset=c84fb8f7-ba7c-0010-82c7-eda71af511fa&page=1

