SAP Fieldglass \\&

Reference Guide
Accepting Statement of Work and Adding SOW
Workers (for Time and Material SOWSs)

Version 3.0
October 2020

PPPPPP

THE BEST RUN w



Please see below the step in the process which will be explained in this guide
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Invoice settings check (mandatory)

w Beta Mode ‘ Search by ID or text Q | 99+ 1 @ @ @
n

()

Home t& View ﬂ. Create :{:i Analytics

SAP Beta Mode Buyer List

fa View ﬂ Create

Iltems Found: 1 Apply Filters

& Admin Configuration

Status Code Name “ | Site Served
All v| (Enter Cr_il} [ Enter Criteria ]
Find:
Active SAP
n Admin Configuration / Buyer List / Buyer / Details

r
Use Clear Sort Cicaiiicars

Password Policy

SAP

User Role Buyer

|I| Note: Some Buyer users cannot view Job Seeker name, email and related Workforce records until the Work Orders are activated.

B =

User

Buyer
Buyer

Details

Remit-to Addresses
Name SAP

Company Structure

Address 1 3999 West Chester Pike

Account

City Newtown Square

Account Managers & State/Province Pennsylvania
Sites

Business Unit

Company Details Country/Region

Labor Type

Storefront
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[¥ Edit Buyer: SAP

Details

Buyer

SAP

Buyer Preferences

Auto Invoicing for Contingent * 1%
® Yes (O No

Auto Invoicing for Services * Q

@ Yes O No

Lock *

O Yes

Lock *

O Yes

@® No

@No

Important:

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

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. If those
settings are not correctly maintained, your invoices might get
rejected and hence we might have delays in the payments.
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https://www.sap.com/cz/about/agreements/sap-supplier-portal/fieldglass.html?pdf-asset=b2e9cd73-547d-0010-87a3-c30de2ffd8ff&page=1

[¥ Edit Buyer: SAP

Details

Buyer

SAP

Buyer Preferences

Auto Invoicing for Contingent * 1%
® Yes (O No

Auto Invoicing for Services * Q

@ Yes O No

Lock *

O Yes

Lock *

O Yes

@® No

@No

5.

* Auto invoicing : Yes — This means invoices will be automatically
created by Fieldglass for timesheets / expenses which have been fully
approved by SAP (for orders created in Fieldglass).

e 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 (for orders created in Fieldglass).

* Lock : If you select Yes here, 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.
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Accepting Statement of Work

w Beta Mode Search by ID or text 1 . Eg; ‘@} @ @

ﬁ Home ta View ﬂ. Create :{:i Analytics

' 99+
‘ Search by ID or text Q ’ Work Items: Statement of Work
Recipient | "Hays_Supplier W+ | Action . Accept (25) iv3 Include Proxies () Yes () No Filter
Job Posting SOW Credit/Debit | el
Memo ltems Found: 25 Rows | 5 v‘
RESpOnd 161 Receive¢ 1D Submitted
Resubmit Rejected 4
Work Order . . K SAP 25/04/2019 -
Miscellaneous Invoice
Accept 9 | SAPXTQO0001635 fSuggestion for Presales Translation Orders SAP 14/11/2018
ResubmitRejected 1 s T e o |
Work Order Revision )
Interview/Meeting
Accept 18 Schedule _
oo - 1.) Click the Work Items button
Statement of Work P
Accept 23 2 1 2.) Select “Accept” under Statement of Work (SOW)
Review H 3.) Select the SOW ID you want to accept
SOW Revision
1
Accept 26 y|
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Non-Billable - Time & Material
SAPXTQO0001633 E STATEMENT OF WORK

Status Next Step Period Buyer

Pending Response Need to accept  01/06/2018 to 30/12/2018 SAP

Details Manage Characteristics SOW Workers Time & Expense Related

Actions

This page will appear. The tabs are
explained below in the table. Please
Accounting (RUB) Statem Work Details CheCk a” deta”S.

Spend Allocation Worker Total User Type 07 Nonbillable Proj Srvc Provider

Maximum Budget 0,00 0,00 Buyer Reference

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 decliningan 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.
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Non-Billable - Time & Material

XL Statement of Work  SAPXTQO0001633

[ Create SOW Response

Period Status Next Step
01/06/2018 to 30/12/2018 Pending Response Need to accept

‘ Accept Statement of Work Period Buyer
v’ Non-Billable - Time & Material (SAPXTQ00001633) 01/06/2018 - 30/12/2018 SAP

cting (RUB)

) Details
Allocation

m Budget

o Date Supplier Reference (optional)

Billable

Yes

Defined By
Buyer and Supplier

Business Unit

LLC SAF CIS (0235) (2351)

Site Location
SAP CIS LLC (0235) (2351) SAP CIS LLC (0235) (235

Posting Information

Primary Contact Person *

Administrator, Fieldglass

Comments To Buyer (optional)

Auto Invoice all Characteristics, Time Sheets and Expense Sheets *
® Yes () No
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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

Accounting

Maximum Budget (optional)

0,00 (RUB)

Attachments

No Attachments Defined

+ Add Attachments

Cancel Comg ; m
[ ]

Type (@ Events

Events have not been defined

Name Description [il Due On Capitalized Amount Units PO Number

[ | [ | J J

No data to display

4 >

Page Rows 0-0of 0| ¢ »

Accounting
Maximum Budget (optional)
0,00 (RUB)

Items Requested Amount (RUB)

Events

Total
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7. Click Continue.

8. Click Continue once more to
skip events (Those are only
used for fixed price projects).




Statement of Work Period

Non-Billable - Time & Material (SAPXTQO0001633) 01/06/2018 - 30/12/2018 SAP

~ Define SOW Workers

o

If you need to add more than 40 SOW workers engaged by SAP on one SOW, please request a worker mass upload from

CUser_handling_team@sap.com

+ Add sow workerl] 4+ Submit an existing Workforce

Selected SOW Workers

No Workers Defined

(

+ Submit an existing Workforce

Details

Role *

Application Consulting and Support | E1 | Associate Consultant

Application Consulting and Support | E1 | Associate Consultant
Application Consulting and Support | E2 | Consultant
Application Consulting and Support | E3 | Senior Consultant
Application Consulting and Support | E3 | Senior Consultant | Special
Application Consulting and Support | E4 | Principal Consultant
Application Consulting and Support | E4 | Principal Consultant | Special

Application Consulting and Support | ES | Consulting Manager

© 2019 SAP SE or an SAP affiliate company. All rights reserved. | PUBLIC 10


mailto:CUser_Handling_team@sap.com

Details

10. Enter here the worker’s name.
Role *

Attention: please use only Latin

characters, and don’t use special

Suppler eference (optena characters (&, 0, ...). Also, in case the

name is normally written in a different

Firet Name * et Name * script than Latin, please be consistent
| | with the transcription.

Application Consulting and Support | E1 | Associate Consultant v

10.

| e The background is that this information
11 | | needs to match the information we have
: in our back-end system 1:1, otherwise we
might have duplicate user IDs, which
would lead to the worker not being able to
Confirm Unique ID (optional) start in time.

Unigue ID (optional)

11.) Enter the correct personal Worker Email address. Here you need to enter the unique e-mail address of the
worker. This information is used to identify the worker as a unique worker.

Note: Here, you should NOT enter the administrator’s email. If you wish to enter time and expenses as an
administrator instead of the worker, have the worker send the worker registration email sent to you.
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Q Please enter security ID in the following
- format: FFMMDDZ2ZZZ where:
FF: First 2 characters of First Name _ 12 .
MMDD: 2 digit birth month followed by 2

digit birth day

ZZZZ: Last four digits of Govt. issued ID,
if no Govt. ID then last 4 digits of the
passport

12. Please enter the security ID, according 13
to the helping textbox which will appear.
Attention: the security ID is unique for each

worker, and always needs to be entered in

the same way. As this is something where
mistakes are easily made, we recommend

our suppliers to take offline note of the
security IDs of their workers.
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Security ID *

---------

Confirm Security ID *

Worker Owner

DE Requestor

Site Location

SAP CIS LLC (0235) (2351) SAP CIS LLC (0235) (2351)
Start Date * End Date *
‘ DD/MMIYYYY ’ DD/MM/YYYY

Time Sheet Start Date *

| DD/MMIYYYY

13. Enter here the start date and end date when the
worker is available. Those dates should be within the
time range for which the SOW is valid. Also, enter here
the date from which on the worker will need to complete
timesheets.

12



Billable Per Diem (optional)

Resume/CV (optional)

Attach

Did you select the correct tax information in the adjustments section? *

RUB

14. |-

Form of Address *

15. |

Dhr.
Engr
Fr.
Frau

Herr

| .
Miss
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14. Please select “Yes” here.

15. The Form of Address is how the
person would like to be called.
Please make a selection from the
drop-down section.
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16. Next you will see a list of questions, mostly
regarding the past relationship of the worker with SAP.
Those questions are to ensure that the contract we
have with the worker will be legal and internal
compliant.

Is this candidate a former SAP Contractor? Please
select Yes or No.

Work Delivery Location: please enter here the
location where the project is being delivered.

Is this candidate a former SAP Employee? Please
select Yes or No.

Worker Tax Location: this is the location where the
worker is physical based and paying his/her taxes. It
can be the same or different than the Work Delivery
Location.

By assignment end: Will this resource have worked
more than 120 days within last 360 days for SAP?
Please select Yes or No.

Is this resource a Freelancer/Independent
Contractor? Please select Yes or No.

Known as (Preferred Name - First Name Only) (optional)
1 6 u

Is this candidate a former SAP Contractor? *

v
Work Delivery Location (City) *
Work Delivery Location (Country) *

v
Please enter former Contractor ID (optional)
Is this candidate a former SAP Employee? *

v

Worker Tax Location *
A4

Please enter former SAP user ID (optional)

|

By assignment end: Will this resource have worked more than 120 days within last 360 days for SAP? *

Is this resource a Freelancer/Independent Contractor? *

Contact Details of Authorising Officer (optional)

v
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Accounting
Time Sheet Settings 17. The time sheet
frequency IS Q MANDATORY: PROVIDE TAX INFORMATION!
Time Sheet Type 1 7 0 prEdEfl nEd by yOUI‘ Please ensure you have identified the correct tax code in the "Adjustment” section for correct invoicing
tendare reqUEStor- YOU can Hours per Day * Hours per Week *
Time Sheet Frequency * Select here the start 18 g 40
ekl day of your work
Start Day of Week * Week_ 19 Allow Worker to submit Statement of Work Line Items *
Monday v ; Yes @ No
Auto Register SOW Worker
No
Auto Invoice all Characteristics, Time Sheets and Expense Sheets *
20. (® VYes No
Remit-to Address *
18. Please select the hours per day and hours per week. \ v \

19. Allow Worker to submit Statement of Work Line Items: please keep this on “No”.
20. Please ensure you select the right auto invoicing setting.

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

Purchase Order Number (optional)

Rates

Rate Category

Requested

Presented *
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(RUB)
Onsite ST /Hr 250,00 ‘ ‘
Remote ST /Hr 2 1 o 200,00 ‘ ‘
Adjustments
Level Name Description Unit Value
2 2 1 RUS, Domestic standard VAT 18%_VA (Invoice) v RUS, Domestic standard VAT 18%_VA Percentage 18.000
1 v
Attachments
No Attachments Defined
+ Add Attachments 2 3
2 4 ‘ Cancel ‘ m

21. Please enter the rates here.

22. Please select the correct tax
adjustment. If you are not sure
which adjustment to select, please
consult the Tax Guidance Document
which is available in the reference
library on your Fieldglass
homepage.

This is a very important step. If
the tax is missing or incorrect,
the invoice will be incorrect and
rejected.

23. You can attach optional further
attachments.

24. Click “Add”. Now the worker has
been added to the SOW.
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https://www.fieldglass.net/document_list.do

Items Requested Amount (USD)
SOW Woaorkers 5.776,00

Total 5.776,00
Calculate Totals

Cancel . Complete Later

Complete Later
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