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Add SOW worker to statement of work as a Suncor
service provider - SAP Fieldglass

Add a SOW worker to a statement of work

Purpose

Intended user

Additional

resources

Introduction
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The purpose of this Quick Reference Guide (QRG) is to provide
the steps to add a worker to a Statement of Work (SOW).

The intended users of this QRG are Suncor service providers
managing SOW's and workers.

Additional resources can be found in the Reference Library
located in Fieldglass.

Workers must be added to a SOW to be mobilized, activating
their badge and access to site. A worker must be added to every
SOW that they are performing work on to enable billing against
contracted service master numbers and rates.

Adding a SOW worker provides the worker a Suncor badge, or
activates their existing badge, and provides access to training.
The Suncor service requestor or if applicable, the Suncor
onboarding coordinator, must request additional system access
and provisions.

Reminder: it is important that the workers’ security ID is always
used and not changed, as it is the unique identifier tied to the
workers’ badge. Creating a new security ID would trigger a new
badge number.
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Procedure steps

1. Enter login details and click Sign In.

AL SAP Fiel g L =

@ int7.fgvms.com

Welcome to

management.

Ficldglass: Home x  +

C {} & int7.fgumscom

Welcome Acure pplier

My Work Items coe
i= Summary 75
& Statement of Work 511
£ Warker Activity 24

Workers (356)

Statements of Work (308)

My Recently Viewed ltems

K& PM Order - Oct 8 - Simulation SOW

SUENTQO0001094 2021-10-12
Statement of Work (Approved)

& Construction support 2021 - Standard Services
(Men-Contract)

20210917

SAP Fieldglass

SAP Fieldglass provides the industry's leading cloud
technology for services procurement and external workforce

Y &

SAP Fieldglass Resources

% Analytics

© iroonito

SAP Fieldglass ENGLISH (UNITED STATES)  +

Usemame

& ACRN

Password

@ Contact Us

Support Register here to become a ne:

o

Incognito

[P TS 9 o
Search by ID or text L.L‘ %é‘ﬁ & Jin o

=

AS

Pl

[ [3] SAP Fieldglass Release Communication - Click here to see what's new

[] Create your Storefront - Click here to view / edit Storefront

Company Setup Wizard

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

‘fn Click here to open the Wizard

My Active Job Postings X

[r—  es] Manage Job Postings in a Single View

Increase your productivity and monitor cycle times across all of
your Job Postings. Our new interface simplifies the

-
management of your Job Posting work items and makes critical
information crystal clear!

. o YYou can also access this dashboard from the “View” menu
above.
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3. Click the Statement of Work option.

1\, Fieldglass: Home x +

< C {4 & in7.fgvms.com % Incognito ~ §
T - .
SAP  Feldglass Search by ID or text ’ @ as
A Home  (Q view (T create Y Analytics
My ltems & Contingent Labor & Worker & Payments
elcome Y
Work Items Job Posting Worker Invoice
My Waork It E
My Active Job Postings Job Seeker Work Order Credit/Debit Memo
= Summ Starred Mg Work Order Change Request Miscellaneous Invoice
ervices
- X
Interviews worl T 1
X Statem Workforce Consolidated Transaction ]
=3 Statement of Work oI
- Activity Item
2 Warker SOWEid
= i et Buyer
SOW Line Item e Offboarding Activity Item
Supplier Qualification Farm
Milestone
Workers (§ Supplier Improvement Plan
Time Sheet
View Buyers
Statement: Expense Sheet
R Others 2
My Recent Past Data
X PMord
SUENTQO00001094 2021-10-12 Increase your productivity and monitor cycle times across all of
Statement of Work (Approved) - your Job Postings. Our new interface simplifies the
management of your Job Posting work items and makes critical
X% Construction support 2021 - Standard Services nformation crystal clear!
(Nen-Contract) e o You can also access this dashboard from the "View" menu
SUENTQO0000255 2021.08.17 s

4. Enter the required SOW ID number to find the required SOW.
a. Workers can be added to a SOW with an Approved status. To find a SOW, the list
can be filtered in a variety of ways including, Period, View, Group By or in the

individual column, by entering in data directly and selecting Apply Filter.

b. Toopen a SOW, click on the ID number.

W, Fieldglass: Statement of Wark

= c O

SAP  Fieldglass
ﬁ Home {‘q View

Statement of Work

=y +

& int7.fgums.com

Ny

f.;_ Create et Analytics

Search by ID or text

Period View Group By
| 2021-09-10 EA to | 2022-01-08 D ‘ My Account i3 ‘ ‘ None v ‘ |
Status D - Revision Name Buyer Start End
‘NL I H Entel
Pending Response 0 CW2239923... Suncor Energy 2021-08-17 2022-09-14 m Master SOW
Pending Response o CW2239923... Suncor Energy 2021-09-17 2022-08-14 m Master SOW
Pending Response o CW2235706... Suncor Energy 2021-08-26 2022-08-26 m Master SOW
Pending Response SUENTQOO 0 CW2235706... Suncor Energy 2021-08-26 2022-08-26 m Master SOW
Pending Response SUENTQO000! 0 CW2235706... Suncor Energy 2021-08-26 2022-08-26 m Master SOW
Pending Response SUENTQQO0000346 0 CW2239936... Suncor Energy 2021-09-17 2022-09-14 m Master SOW
Pending Response SUENTOH 7 0 CW2239936... Suncor Energy 2021-03-17 2022-09-14 m Master SOW
Pending Response SUENTQ00000348 0 CW2239936... Suncor Energy 2021-03-17 2022-09-14 m Master SOW
Pending Response SUENTQOO 0 CwW2239939... Suncor Energy 2021-09-17 2022-08-14 m Master SOW
Pending Response SUENTQ00000350 o] CW2239939... Suncor Energy 2021-08-17 2022-09-14 m Master SOW
—— = = — ==
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5. Click the SUENTQ* ID.

\, Fieldglass: Statement of Work

< c O

& int7.f

arch by 10 or text

SAP  Fleldglass
A

Home B View (T Creste 3 Analytics
Statement of Work
period Group By
20210010 8| o B | myaccount

~ None

Status

PM Order - Oct & - Simulation SOW

Suncor Energy 2

1 1tem Found

Start End

Clear Sort Clear Filters

Dataasof0523PM  C Refresh - Download

[ wsten

Legend: [ sTaTEMENT OF womk

THE BEST RUN = 'J

Page 1 Roms|1

6. Select Action, then Add SOW Worker.

A rome

(A view [Fcreste

AN snalytics
7% statements of work List

Cori Demo 2022 services

[ cosTrexsLe i nsow

*
Create o
Staterent of Wrk ID Period Buyer
- - Oovmipad ¥z Format for
SUENTQO0024662 (Rev. 1) 2022-03-31to 2022-10-31  Suncar Energy Fee
Detslls  activity tems Characteristics  SOW W Revisions  Related Q
G ou can add a new SOUN worker, choase an active
SOW warker, or submit an existing workiorce.
Master SOW D
SUENTQO0000521
Accounting (CAD) Statement of Work Detalls
Windimum Bucige 17000000 | Buyer Reference
Spend o Dae 1241448 suoplier Reference Edit
Other Pending Saend FU R ves
Remaining Budget TS0 o sows o
Gost Allacation % [ g [P ——
0010000147 | BP EXT GENERAL (1000:0010000147) 10080 | Location BASE PLANT (A102)
T 1000w

Add SOW worker to statement of work as a Suncor
service provider - SAP Fieldglass
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7. Select the appropriate Role for the worker.

()

Add SOW Worker

o , Per E
Setup

Il-|.=.;ath.lle' Balsom ;_';lE-%I;SOI-‘- SEUNCOR.COM)

Fo-t Hills (F&01) Fort Hills (PAOL)

Details

Rola / Site / Unit of Measure %

| w

ELECTRICIAN

8. Click on Existing Workforce to search for workers and add them directly if they exist
within the Fieldglass. This is an important step to ensure a worker is added with the
existing security ID and badge number.

Details

o Search Existing Workforce
search all workforce records to determine if an individual has been previously submitted before adding an SOW Worker.

Q_ Existing Workforce

a.

To search for a worker that is currently active on another SOW, ensure the radio

button is Yes, and select Continue.

Search Existing Workforce

Determine if the existing worker record is active and currently on a Statement of Work.

Is the existing worker record active?

@ Yes] (O No
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b.  Search for the worker by name, or other search fields. Select the worker and click

Select.

¢ Search Existing Workforce

Name SOW Title

‘ ‘ Enter Criteria

@ Last, First Test on Mayl7

@ DRIVER, CAR FG upgrade test -
ITS3003644 - Qutline

@ TEST, JANITOR FG upgrade test -
ITS3003644 - Qutline

@ Testl, Mark Standard Services (Non-
Contract)

@ wilson, sylvia FG Upgrade ITS3003644 -
Qutline

@ WorkerTest, SOW Cori Demo 2022 services

© winter, Jamie Service Test

@ Test3, Justin Cori Demo 2022 services

@ Apriltwentvfive. Cori Demo 2022 services

Worker Site

Enter Criteria

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

BASE PLANT

Preview a profile by selecting the information icon, then select an individual to populate their information.

26 Items Found

Role

Enter Criteria

Worker

Worker

Worker

Worker

Worker

Worker

Worker

Worker

Worker

caneet

c. Ifthe workerisn't active on a SOW, select the No radio button, and select

Continue.

Search Existing Workforce

Is the existing worker record active?

Determine if the existing worker record is active and currently on a Statement of Work.
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d.  Enter a first or last name of a worker in the Search By field.

< Search EXIsting WorkTorce

Search all workforce records to determine if an individual has been previously submitted
before adding an SOW Worker.

Search By

driver]

Search Within

‘ Only In V‘ () Kilometers (®) Miles
City
‘ Select City v ‘

e. Select the name and click Select.

1 ltem Found

Name City Workforce D

EQ DRIVER, CAR WRLYWF00001006
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f.  The workers details will auto-populate. Review to ensure the details are accurate
and select a Start Date and End Date.

First Name Last Name

CAR DRIVER

Worker's Personal Email
fg_gatest8@sap.com

Registration email will be sent to this address. Also used for Worker to recover username and password
Unique 1D (optional)

Confirm Unique ID (optional)

Security ID *

‘ 1111CARDRICL ‘

Confirm Security ID *

‘ 1111CARDRICL ‘

Username (optional)

SUENWKO00007357

Start Date * End Date *

YYYY-MM-DD ‘ YYYY-MM-DD

Display candidate's Workforce record to the Buyer? * Q

) Yes ® No

Resume / CV (optional)

Attach

Gender *

‘ X (non-binary/prefer not to specify) v ‘

Service Master Number *

‘ 3116905|BOILERMAKER,APPRENTICE,YR 1 v ‘
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9. If the worker is not found in the existing workforce search, the worker information will
need to be added.

" Please use format: MMDDFFFLLLCC

MM = month of birth (numeric)

DD = date of birth

FFF = first 3 characters of first name. If
e 12 (ptons name does not have 3 characters fill in
3rd spot with an X

— LLL = first 3 characters of last name. If
name does not have 3 characters fill in
3rd spot with an X

- CC = first 2 letters of city/town of birth.

Mandatory fields:
¢ First Name and Last Name of the worker.
e Valid Email for the worker.

Note: The personal email may be needed for the worker to access other applications such as
the Contractor Portal for orientation and awareness training. A valid email is required, and
it can be a specific email to the worker or a generic email for the service provider.

e (optional) Unique ID leave blank.

e Security ID must be entered in the format MMDDFFFLLLCC (MM= month, DD = day,
FFF= first 3 letters of first name, LLL= first 3 letters of last name, CC= first 2 letters of
the city the worker was born). This security ID will be tied to the workers badge with
Suncor.
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e Start and End Date of the duration the worker requires access and will be working on

the SOW.

e For Gender select the appropriate option from the drop down.

e Service Master Number select the service master number the worker will be charging

on the SOW.

10. Click Add Attachments, if required. Click Add.

Attachments

=)
AN

Note: A warning may display that this worker is a potential match for a worker on another SOW.

a. Click Potential Matches found to view the details.

Rovome (Bview [Loeste A Anabt

Add SOW Worker

¥ Your data has not been saved. Please review the errors or wamings and try again.

7, Waming| Potent

Setup

Heather Balsom (HBALSOM@SUNCOR.COM)

Fort Hills (P01 Fort Hills (FWo1)

Details
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b. Click OK after reviewing the details.

Paotential Matches for Walls, Seth

Job Seekers Security ID Referenced: 0613SETWALCA

Wlls, Seth | Open

Start Date End Date Awerage Evalustion Score  Document 1D Security IDV
20211004  2021-12-31 ACRNJSOD0O00ZE  O615SETWALCA

Primary Contact Submized By S
Heather Balsom (HBALSOMBSUNCOR.COM)  Supplier, Acuren OS5 Firebag

11. Click Add.

A Home (@ view (T create 4 Analytics

Add SOW Worker

/N Your data has not been saved. Please review the errors or waméngs and try again.

£y Werning Pt Miaches found]

sowio Narmi Period Buyer
SUENTOO0001094 PM Oreder - Oct B - Simdation SCW 2021-10-12 - 2021-11-12 Suncor Energy

Setup

Worker Primary Contact
Heather Balsom (HBALSOM@SUNCOR.COM)

Sit Location
Fort Hills (FWO1) Fort Hills (FW01)
Details
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12. A success message will appear that the worker was successfully added.

 sa 1
$2021_ervice Item Actions ] ‘T|

B cosT FLExaLE WiTH Msow

SOW Workers [E_E

Note: Once the worker has been added, the badge will be created or activated. Once
Suncor has activated the worker, the status will change to “confirmed”. The worker status
must be in confirmed status for the service provider to submit fees for the worker.
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