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Network Registration and Account set-up on SAP Fieldglass
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2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)



Network Registration and Account set-up on SAP Fieldglass

Please register to SAP business networks (ARIBA and Fieldglass)

ARIBA Network registration is a pre-requisite for using Fieldglass
Why? ARIBA is used as technical interface for invoice posting from Fieldglass to SAP ERP. There are no additional
transaction costs for ARIBA network usage for FG invoices.

After completing Fieldglass network registration, the supplier administrator user must set up a Fieldglass account. Use the
supplier company set up wizard to guide you through the process, and complete basic admin configurations

Educate key suppliers Educate consultants

Complete Ariba & FG Complete FG account users responsible for :
network registrations S D (Bips: Gompely) S2 processing FG work BiEn i) Lzl (a2
up wizard + admin config) ordered via FG

items

Admin config includes: Consultants must register an account on FG
Invoice Tax Information (ITl): captured to have access to capture/submit timesheets/
once, and populate on the FG invoice “Bill expense sheets for time and material
From” data contracts.
Remit-to Address: captured once, can Note: For fixed price/ managed services
enter multiple Remit-to Addresses and contracts, the workers do not have to
select the address to appear on Work registered since they do not capture

Order and FG invoice timesheets.
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How to register on ARIBA Network (if you do not already have a ARIBA account with
a SAP Relationship)

1.In case you do not yet have an Ariba account: go to
supplier.ariba.com.

2.Go to the Link “Register Now” on the bottom left corner. S » =
upplier Login

3. You will receive an e-mail notification which contains your
Ariba Network ID (ANID e.g. ANOIXXXXXXXXX) that
you will need to complete your registration on Fieldglass. User Name

4.Please send your Ariba ANID to
saprunsfieldglass @sap.com We connect your account Password
with SAP and send you subsequently the Fieldglass
registration link.

Login

Having trouble logging in?

New to Ariba?
Register Now or Learn More
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mailto:saprunsfieldglass@sap.com

How to register on the Fieldglass Network

fisldglass.net]

From: fizldglass @fisliglacs. net [mailto:fialdgl
Senl: Wednesday, Movernber 25, 2015 3:53 PM

To: tabhishikt@magna.in
Subject: Tnwitation to join the Fieldglass system [Supplier: Magna Infotech Pyt Lid]

Magna Infotech Pyt Ltd,

SAP has invited you to be a supplier for them in the Fieldgls

his registration invite will expire on 12167

During the registration process, you will be asked to provide your Ariba Network ID (ANID). Please be sure to enter the correct ANID, as this will be required for SAP inwoicing. IF you do not know your correct ANID, contact Procurement_Solutions_Excellence@sap com or log into your
ATIDA NEIWOTK 2ccount 1o b

.

After registering, plezse sel up one or more of your company's applicable Remit To Addresses for proper payments.

You may save this email for reference to these directions during the Fieldglass registration process

Details
Welcome to SAP Fieldglass

ystem to assist SAP with automating their contingent workforce management and services procurement programs

Fieldg

You have been invited to us

Buyer

SAP

Suppie In order to create your Fieldgl. ccount, you will need to complete the Supplier registration process. We will guide you through the following steps

ol - § Lt 4 d b Y

Magna Infotzch Pt Lid utyour company to create a Fieldglass account Ifyou already have an existing account we can link your accounts together
Create yol | rame and p d

ary, forward the agreement to another person to for signature

This notification was sant by the Fieldglass system. If you have any questions regarding
this nofice,

please contact the Fieldglass Helpdesk at

mailto-fieldglasshelp{@sap.com

By Phone

US (toll free) 1 866 457 4333

EMEA (toll free) +44 (0) 800 169 1741
EMEA (toll free) +44 (0) 800 169 1674
APAC (toll free) +61 1600 395 912

2 o you have an existing Fieldglass account that you would like to link to SAP?

Please do not respond to this email

ou with creating a new account This will enable you to view and complete transactions in the SAP Field

[ 1] Since you do nothave an existing SAP Fieldglass account, v

lem. To create your account, we will collect some information about you and your company.
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How to register on the Fieldglass Network

Craale a Naw SAP Fial .':_2|355 Accouwnt

Please capture the Ariba supplier network 1D in the correct format “AN01040215107"

-
4 mathy dewolf@sap.com

i
St P e i| Thisinformation will be used to create your Fieldglass user account You will use your usemame and password io sign in to Fieldglass in the fubure. Your secret question and answer will be used o help you reset your password in the event you forge

I Poa Co Security Details 7

= L. Desired Username

Password

.
T Re-enter Password

Format
CEMMLDD

Murnbeer Forma Secref Question

Answer to Secret Question

Firat Warm av1 Mama 6

, T oYl Confirm Answer
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How to register on the Fieldglass Network

End User Agreement

A on 2 in order 1o access the Fieldglass

The Fleldgk:

suppliers musthave a signed E

pplier End Use i

ve will still

rd the EUA 2 your Fieldgk

tion at the bottom of

You can rev and electronical other individual in your orga tam not the correct person b

signed

ompany Details

Company Code
F195

Company Name

De

f Supplier

Asiba Supphier Network iD
ANAGY

Signer's Details

First Name Last Name

on e

his Contractor copted (including o
1. Definitions.

1.1 “Atfiiate” o a party means any legal entity In which a party. during the term of the
or manag: tpov

1 2 “Users™ means Contr
1.3 “Cloud Materials™ me

$ under COmMON CONTrol With a 1o,

the 1«

nolds mol

nan fRy perc

fio are auth
s, and any

fuals

formation’ clor's info Idolass: (a) he vice B ofthe Se b) co achnique nce methods, pro a ambe of
g & and Cle and either SAP Fialdglass or C seing the "Disclosing rotects agains! unrestrictad dis enfial at the fi
sure: and (b) I be undarstood 1o be
“SAP Fieldglass™ me: 1
“Joint Customer(s)”
Restricted Information” be b) bank account information, (c) medical records or health care informafion associated with Individuals, (d) Information reguiated undar the Infemational Traflic In Am

L
ntroied under U.S. EARZ9 ECON or equivaiont,

siations; and (@) W

means the

s Rights and Ro:
the ferms of th ent e 3¢ 10830 v ailable to Co
ited nights ohl o

1VICR ANe

2 hmited non

ith Joint X
n any and all copyrig

ot Gontractor is gran
P Fieldglass

ight, tite and infe

ghtlo use the
s frademark

in dance with, and for he
1 in the Service or the Cloud Materials

| 5 Users ate, dis " i efamatory, vuig acy right of right of publicity. or racially or ethnically objectonable: (c)infringe the inte
y entity o parson; (¢) interfere with of o staare and e Service, (e ervice bureal, outsourcing o tme- g e user auteniication or secunty of the Service or any host, network, or account related therelo, (g) access the Sarvice for the purpose of bullding ettive
Viea ot onvina i iaaf) or uRAr ink h arnans o tha aldalass” or (i) ma nw annkcahle nabonal intarnatianal ar faraian (aw or raouliation

ave read and understood the above informaton and agree to hie above 1ams 2nd conditions on behall of Dewielr Supplier

DECLARATION

This agraement will not be ed”in the same way as 2 raditional papar document To assenl io e lems of Me agreament 1 must enter his of her first name and last name proceaded and followed by a stash (/) symbol (1St name st namel) SAP Fisldg eem the enlly as being adopled Ip serve ihe function of e signzture
declar she Is propeny authonzed cute 1 aitof the party 10t efshe is enter Nt a binding contrac ctronic ¢ fich shall be d a valid legal signatu
our name in the fallowir t: /Tim DeVWoif!
|
cance




Network Registration and Account set-up on SAP Fieldglass

1. Supplier Network registration

2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)



Configure Invoice Settings
- auto invoicing vs manual invoicing

1. Select Admin Icon to
display Admin menu E>Q @
665 981

2] work Items Messages Search by ID or text

SAP Fieldglass

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

Welcome 'Hays Supplier

¥ Pinned Links

M View: Job Postings

Company Setup Wizard | | 100%

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

N View: Job Seekers

M View: Work Items

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

M View: Work ltems

X View: Workers
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Configure Invoice Settings
- auto invoicing vs manual invoicing

£+ Admin Configuration Important:

Find: Please ensure you select the right auto
invoicing setting for both Contingent and

User Workflow S . S t f d t |
Password Policy Activity Checklis ervices. €e nex page or detalls.
User Role Activity Item
User Offboarding Actr
Offboarding Actr
Suyer Thresholds - E
. resholds - Est
2. Click Buyer S Buyer List
Company Structure Configuratior
Custom Field Pic
Account

Custom Field

i i Stat Cod N.
Business Unit | . T Inf » Company Structure us ode ame
Company Details nvoice Tax fnior . Al v| | Enter ¢ | Enter Criteria
Rata Channa M: 3. C“Ck SAP Active p——
. ¥ Workflow Clear Sort Clear Filters
‘ Buyer ‘ SAP

=N 4. Click Edit

] Name SA
Remit-to Addresses Address 1 19
City Ne

State/Province Pe
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Configure Invoice Settings
- auto invoicing vs manual invoicing

[/ Edit Buyer: SAP

Details

Buyer
SAP

Buyer Preferences

Auto Invoicing for Contingent * Q Lock *

R O Yes | @ No ®Yes| ONo
5. Click Auto
InVO I C I n g a.S |l Auto Invoicing for Services * Q Lock *
“Yes” or “No” O Yes | @No @ves| ONo

Cancel

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

6. Click

Lock as

“Yes” or
“No”

Important:

Please ensure you select the right auto invoicing
setting for both Contingent and Services modules.

Auto invoicing : Yes — means invoices will be
automatically created by Fieldglass for timesheets/
expenses are SAP approved for orders created in
Fieldglass.

Auto invoicing : No — means the invoices will have to
be manually created by you in Fieldglass for when
timesheets/ expenses are SAP approved for orders
created in Fieldglass.

Lock : For services if you select Yes, the auto invoice
setting on SOW can not be changed

Note: To determine if you will auto invoice or manually
invoice when using SAP Fieldglass, please check the
,»HOW TO INVOICE IN SAP FIELDGLASS* document
accessible from your SAP Fieldglass homepage in the
reference library section
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Network Registration and Account set-up on SAP Fieldglass

1. Supplier Network registration

2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)
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e
Supplier Company Setup Wizard in SAP Fieldglass

Overview

When supplier administrator users log into SAP Fieldglass, their home pages now display
the new SAP Fieldglass Company Setup Wizard. The wizard is ideal for new supplier
administrator users who may not be familiar with all of the available SAP Fieldglass features
and functionality. Existing suppliers can also use the wizard to gain a better understanding of
the options available to them.

The use of the Company Setup Wizard is optional. Suppliers can continue to administer
SAP Fieldglass using the existing admin objects.

Impact
Day 1 Admin
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e
Supplier Company Setup Wizard in SAP Fieldglass

Supplier admin users now see a Company Setup Wizard widget on the home page. A
user can remove the Company Setup Wizard widget from the home page by clearing
the Show Company Setup Wizard check box in the Home and Detail Page section of
My Preferences.

From the widget, supplier admins can launch the new SAP Fieldglass Company Setup
Wizard. This wizard is a useful tool that assists suppliers when setting up their company

information in SAP Fieldglass. If the user previously opened the wizard, a bar

graph displays the progress toward completing
the wizard.

Welcome Judy Lane

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

Workers

Click to open the 179
Company Setup Wizard. g

Y% Starred Items

Company Setup Wizard [N  562%

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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e
Supplier Company Setup Wizard in SAP Fieldglass

The Company Setup Wizard is available to all supplier admin users (new and existing suppliers)
and steps through common supplier company setup items. Detailed instructions and help are
available during the setup process.

The wizard steps supplier admin users through the following items:

Account Company Details Thresholds — Escalation
Password Policy Buyer Business Unit

User Role Storefront

User Reason

Since the use of the Company Setup Wizard is optional, supplier admins are not required to
open it. Suppliers can continue to administer SAP Fieldglass using the existing admin objects.

Similarly, if the wizard is started, it is not required to complete it. Supplier admins can open and
exit the wizard anytime.
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Supplier Company Setup Wizard in SAP Fieldglass

p— ORI When a user launches the Company Setup

Wizard, the Welcome page displays.

You have setup 0 out of 13 requireditems. [ o% 2 1 CIiCk Let!s Get Started to begin
Welcome to the Company Setup Wizard CO m pany Setu p .

This wizard will help guide you
through your company setup and
uratio

E welcome configuration 2

| R i | The progress bar displays the number
e e “u—-‘ of steps completed.

3 .
&=L Account yourcompany
Lt vty o st o st 1 ? 3 Wizard steps are shown in the left
g’ pane. To jump to a step, click the step
a Password Policy 4 ‘P‘ name.

Define rules to enhance application security

23 Usor Role 4 The Locked Icon = displays next to
e ek wizard steps that cannot be accessed until

2 User all previous steps are completed.

Create user accounts for users at your company

5 Click Exit Wizard at any step to exit
the wizard. The wizard can be reopened by
> clicking Click here to open the Wizard
button on the home page. 16

\'4




e
Supplier Company Setup Wizard in SAP Fieldglass

Pyr— D T s 1 Instructional text is provided to

help supplier admins through the setup

You have setup 1 out of 13 requireditems [l 8% p roceSS .

Accourt 2 The Progress Icon O displays

Accounts are used to limit the information that users can see in SAP Fieldglass. .
Accounts are made up of sites and are associated to your users. Accounts help you

! Welcome route information, such as job pos 1 specific users based on the location of the n eX O e C u rre n I n p ro g reSS S e p .
work

Learn how to use the Company Setup Wizard . )
A single, default account has been created for you. Click the account code below to 3

review or update it. The setup of additional accounts is optional, but recommended.

. e Action buttons are located here.

E Account To set up additional accounts now, click Create Account. If you aren't sure, you can . .

. The supplier has options to create or
edit items in each step.

Once you are happy with the account setup, click Finished Step

[ Password Policy | Finished Step

Define rules to enhance application security

Functionality within the wizard is similar
— to the admin object. For example, once
st I —— a supplier clicks Create your Account
| (shown left), the admin page to create
an account opens.

Created Accounts

Be
C
w
(0]

4

E
I

2

m

=

8

Page 1 Rows 1 + | 1-10f1 | ¢ »

v Oeta s OISR B 4 For each step, a list view displays
below the buttons and any defaulted or
buyer-created admin items are listed.
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e
Supplier Company Setup Wizard in SAP Fieldglass

. = —
SAP Fleldglass z Turner, Samual | EW

Company Setup Wizard

You have setup 1 out of 13 requireditems [l 8%

Account

Accounts are used to limit the information that users can see in SAP Fieldglass.
l Accounts are made up of sites and are associated to your users. Accounts help you
4 Welcome route information, such as job pestings, to specific users based on the location of the
work

Learn how to use the Company Setup Wizard . )
A single, default account has been created for you. Click the account code below to

review or update it. The setup of additional accounts is optional, but recommended.

E Account @ To set up additional accounts now, click Create Account. If you aren't sure, you can
click Finished Step now and add accounts later.

i vy o el nd ot Click Finished Step to move to the next

Once you are happy with the account setup, click Finished Step .
step of the wizard.

[ Password Policy | Hinished Step - aC -
If you have previously visited this page

Created Accounts .
S s no | OFthe wizard, a Next Step button
User roles define the user's access to modules Code Name Description Sites d iS p I ays i n Ste ad .

and the actions they can perform within those

modules
& user EW EW EW 8
Create user accounts for users at your company Clear Sort Clear Filters

Page 1 Rows 1 + | 1-10f1 | ¢ »
v Data as of 04:58 PM [ Refresh % Save as CSV
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e
Supplier Company Setup Wizard in SAP Fieldglass

Once you click Finished Step, a
confirmation message displays. Click
OK to move to the next step.

If associations are required, the
confirmation message lists the
associations that need to be set up.
The wizard then steps the user through
making the required associations.

A Check Icon v displays next to
completed steps in the left pane.

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

Step Completed

Congratulations! You have finished this step.

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

Company Setup Wizard

You have setup 2 outof 13 required items. [l 115%

Password Policy

Many users will require access to SAP Fieldglass. When you grant these users
access to SAP Fieldglass, they will be invited to create a user name and password. A

! Welcome password policy establishes password requirements to ensure secure access to the
system. Standard password settings have been set for you

Learn how to use the Company Setup Wizard . . . . . )
To review the current password policy sefttings and make any adjustments, click Edit.

cun p
When you are happy with these settings, click Finished Step.

=l .
gk ACCLU

. - Finished Step
Limit user visibility to system data and route m| - f

information internally based on work location

£ Password Policy Q

Define rules to enhance application security

19



e
Supplier Company Setup Wizard in SAP Fieldglass

The Finished page is the last step of the wizard. Although the wizard has been completed, it can
be restarted to make changes. Alternately, updates can be made within the admin objects.

Company Setup Wizard

You have set up 13 out of 13 required items. | 100% n the FInIShed page’ the
A - progress bar shows all items
Finished Complete

‘, Finished Congratulations! You have finished all the steps and you can start

] ) ) using SAP Fieldglass! !
You've finished the SAP Fieldglass Company
Setup Wizard! Remember, you can always come back to the wizard via your Py

home page to easily manage any future change

cogmaonioms me e Click Go to SAP Fieldglass or Exit
Wizard to exit the wizard and return
to the SAP Fieldglass home page.
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Network Registration and Account set-up on SAP Fieldglass

1. Supplier Network registration

2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)
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Configure ITI (Invoice Tax Information) for Invoicing
- iInformation that will appear on the Fieldglass invoice

1. Select Admin Icon to
display Admin menu E>Q @
665 981

2] work Items Messages Search by ID or text

SAP Fieldglass

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

Welcome 'Hays Supplier

¥ Pinned Links

M View: Job Postings

Company Setup Wizard | | 100%

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

N View: Job Seekers

M View: Work Items

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

M View: Work ltems

X View: Workers

22
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Configure ITI (Invoice Tax Information) for Invoicing
- iInformation that will appear on the Fieldglass invoice

£+ Admin Configuration

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

AP affiliate company. A



Configure ITI (Invoice Tax Information) for Invoicing
- iInformation that will appear on the Fieldglass invoice

SAP Fieldglass 2 @

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

665

€ 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

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
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Configure ITI (Invoice Tax Information) for Invoicing
- information that will appear on the Fieldglass invoice

E‘f' Add New Invoice Tax Information

Details

Code =
[

MName *

Invoice Header =

Tax ID Label #

Tax ID Value *

Address 1 *

Address 2 [optional)

City *

State/Province (opfional) ZIPPostal Code (opfionsal)
bt

Country *

Other [optional)

Cance|
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Capture the ITl information that should appear as the “Bill
From” on the invoice generated from Fieldglass.

Code: can be any number or mixture of numbers/letters selected by
you as a supplier. This value will help you with the orientation between
the codes in case your company has several sites/entities.

Name: enter the name of your company.

Invoice Header : enter the text ,,Self billing Invoice* for self-billing
or “Invoice” for manual invoicing.

Tax ID Label : enter the text ,,Supplier Tax ID*.
Tax Id Value : enter your supplier VAT ID number.

Address, City, Country, Zip/Postal Code : enter the address that will
appear as the ,Bill From“ address on the invoice per company code.

State/ Province : enter the complete country name (e.g. Germany) in
order for the entire country name to appear in the ,Bill From*“ Address
on the invoice (instead of DEU)

Other : enter the text ,,Self billing Invoice* for self-billing or
“Invoice” for manual invoicing.

Once all mandatory fields (marked with *) are completed,
click on Add button.

See here:
Completed
example
Details

Code 6R75
Name Randstad Deutschland GmbH & Co.KG
Invoice Header Selfbilling Invoice®
Tax ID Label Supplier Tax ID
Tax ID Value DE123047934
Address 1 Helfmann-Park 8
Address 2
City Eschborn
State/Province
Country DEU
ZIP/Postal Code 65760
Other Selfbilling Invoice %

* For countries where the
self-billing invoice process
IS not used, please capture
wInvoice* instead of ,,self-
billing invoice*

25




Configure ITI (Invoice Tax Information) for Invoicing
- iInformation that will appear on the Fieldglass invoice

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
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Configure ITI (Invoice Tax Information) for Invoicing
- iInformation that will appear on the Fieldglass invoice

Associate Sites to Invoice Tax Information
Warning: ITl assigned to Sites that do not require ITl code by Buyer company will not
be shown on Invoices.
8. Sele_ct the SAP ordering company S 7. Click on Filter = i |
code Site(s) you want to associate volce
Invoice Tax Tax
to the ITI' 1 Code Name Buyer Code E{i?irnlaﬂaﬁon ::r;;quIJHi.'r?atci
Note: If your supplier ITI does not change per i Alv|
Site, you can add multiple company codes [ O 3 SAP Mexico (003! SAPX 001 ves A M
(Sites) you provide services for SAP O 701 SAP INDIA (0071 SAPX 001 No
[ 853 Hybris GmbH (08! SAPX 001 Yes
For example (1 0301 SAP Qesterreich | SAPX Mertens Test Yes
SAP SE 1 0401 SAP Nederland B SAPX Mertens Test Yes
O o001 SAP SE (0001) SAPX 101 Yes
SAP Deutschland ] 3371 SAP BCS GmbH | SAPX 001 Yes
. 1 0801 SAP AMERICA, Il SAPX 001 Yes
SAP Schweiz
1 23m SAP Deutschland SAPX Yes v
Hybris GmbH M 8324 FraaMarkats Intar SAPX nn4 N
(Canest 9. Click on Add button |::> | |

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



e
Network Registration and Account set-up on SAP Fieldglass

1. Supplier Network registration

2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

1. Select Admin lcon to E:>¢' @

display Admin menu
665 981

-2 work items Messages Search by 1D or text

SAP Fieldglass

ﬁ Home Ea View |ﬂ- Create :f:i Analytics

Welcome 'Hays Supplier

¥ Pinned Links

A View: Job Postings

Company Setup Wizard | | 100%

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

& View: Job Seekers

M View: Work Items

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

N View: Work Items

N View: Workers

29
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

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

R - -
Storefront o <:| 2. Click on Remit-to Address
Remit-to Address ) . . .
in the Configuration section.

Messaging XSL Template
Messaging

Report
Predefined Reports
Report Audit Trail

System Variables

Report Category
Report Default Fields
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

SAP Fieldglass ¥ @

ﬁ Home ﬁa View |:1 Create :::i Analytics *5| 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
tems 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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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

[ Add New Remit-to Address

Details

Code =

[i

Address 1 *

|

Address 2 (optional)
City =

State/Province (optional)

Country *

Tax IDs

Tax ID Label

+ Add Tax ID

4. Capture and Add Remit-to Address that should appear on the invoice

generated from Fieldglass.

- Code : enter a value that is unique per buyer. (Can be the same code as in the ITI
information.)

- Address 1, City, State/Province, ZIP/ Postal Code : enter full address details of your
company.

- Country : select country.

- Tax ID Label : enter the text ,,Supplier VAT ID“.
- Tax ID Value : enter your supplier VAT ID number.

Once all mandatory fields (marked with *) are completed, click Add.
Note: If a warning message displays, click Add again.

ZIP/Postal Code *

Tax ID Value
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Cancel

See here:
.
r . . . - . (
[£ Add New Remit-to Address ] : E .
- Details .
Code * ]
0001
Address 1
Lassaleesss trase T
Address 2 (optional) -
© ity * ]
Wi :
[l | suteProvince (optional) | ZIPIPostal Code ¥ .
" Niederasterreich ¥ 1021 .
. Country *
| Austria (AUT) .
© Tax IDs :
© TaxIDLabel Tax ID Value :
Tax 1D ATU3423424
. 4 Add Tax ID .
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

Admin Configuration = Hemil-lo Address List =p Hemil-to Address = Buyers

‘ Remit-to Address 0001ST

6. Click Add to link the buyer

Details to the remit-to address.
Buyers

Mo associations have been defined. Click the “Add™ button 1o resalve.

<: D. After the Remit-to address is
created, click Buyers.
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

Associate Buyers to Remit-to Address

9I

7. Click Filter to ; :
Buyers display the buyerfs.'z:> | Fiter
Code a Name
All ﬂ

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

8. Select SAPX. > f f

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

to the remit-to address.
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Configure Remit-To Addresses for Invoicing
- address which will appear on the Fieldglass invoice

Admin Configuration =p HRemit-to Address List =p Remit-to Address =p Buyers

‘ Remit-to Address 0001ST

| Add | Result :

Buyers Remit- to address

Details

created and linked
Buyers ltems Found: 1 Filt
1 _ter | to the Buyer.
Name Code
Workers
SAP SAPX

Clear Sort  Clear Filters

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

Mata e nf A0-14 . Dafrach

35
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Network Registration and Account set-up on SAP Fieldglass

1. Supplier Network registration

2. Configure Invoice Settings (Auto invoicing vs. Manual invoicing)
3. Fieldglass Supplier Company Set Up Wizard

4. Configure Invoice Tax Information

5. Configure Remit-To Addresses for Invoicing

6. Configure Reason Codes (If you want to reject an Item)

36



Configure Reason Codes
- required for rejecting work items in Fieldglass

1. Select Admin Icon to
display Admin menu E>Q @
665 981

2] work Items Messages Search by ID or text

SAP Fieldglass

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

Welcome 'Hays Supplier

¥ Pinned Links

M View: Job Postings

Company Setup Wizard | | 100%

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

N View: Job Seekers

M View: Work Items

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

M View: Work ltems

X View: Workers

37
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Configure Reason Codes
- required for rejecting work items in Fieldglass

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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Configure Reason Codes
- required for rejecting work items in Fieldglass

SAP Fieldglass

661 E

ﬁ Home ca View |:j+- Create :::i Analytics Work Items 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
Invoice Tax Infermation 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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Configure Reason Codes
- required for rejecting work items in Fieldglass

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

© 2018 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 40



Fieldglass Support Materials and Trainings

Link of reference materials will be sent to you as part of the enablement process

For Fieldglass administration and services procurement transactional reference guides and
recordings and support contacts refer to SAP Supplier Portal (Fieldglass Supplier
Network).

Supplier Administrator Guide
Supplier Transactional Guide & Quick Reference Guide
Worker Quick Reference Guide
Reporting and Analytics Process Guide
Fieldglass Standard Web Trainings available: Training links
http://www.fieldglass.com/education/training
Transactional Training on the second and fourth Tuesdays of the month
Administrative Training on the second and fourth Thursdays of the month

Online Help in Fieldglass (under Help Menu)
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http://go.sap.com/about/agreements/sap-supplier-portal.fieldglass-supplier-network.html
http://www.fieldglass.com/education/training

Follow us

/contactsap

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

No part of this publication may be reproduced or transmitted in any form or for any purpose without the express permission of
SAP SE or an SAP affiliate company.

The information contained herein may be changed without prior notice. Some software products marketed by SAP SE and its
distributors contain proprietary software components of other software vendors. National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for informational purposes only, without representation or
warranty of any kind, and SAP or its affiliated companies shall not be liable for errors or omissions with respect to the materials.
The only warranties for SAP or SAP affiliate company products and services are those that are set forth in the express warranty
statements accompanying such products and services, if any. Nothing herein should be construed as constituting an additional

warranty.

In particular, SAP SE or its affiliated companies have no obligation to pursue any course of business outlined in this document or
any related presentation, or to develop or release any functionality mentioned therein. This document, or any related presentation,
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functionality are all subject to change and may be changed by SAP SE or its affiliated companies at any time for any reason
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trademarks of SAP SE (or an SAP affiliate company) in Germany and other countries. All other product and service names
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