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Add a SOW worker to a statement of work 

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

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

Additional 
resources 

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

Introduction 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. 

 

 

 

 

 

 

 

 

 

 

 

Due to changes to the Competition Act, pending regulatory guidance, this document is provided for historical
information purposes only and does not constitute an active or current representation of Suncor Energy Inc. Suncor
fully disclaims any liability for the use of such information for any purpose.

En raison des changements apportés à la Loi sur la concurrence, en attendant l'orientation réglementaire, ce document
est fourni à des fins d'information historique seulement et ne constitue pas une représentation active ou actuelle de
Suncor Énergie Inc. Suncor décline entièrement toute responsabilité pour l’utilisation de cette information pour tout
usage.
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Procedure steps 

 
1. Enter login details and click Sign In. 

 

 
2. Click View to view the available options. 
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3. Click the Statement of Work option. 

 

 
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. To open a SOW, click on the ID number. 
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5. Click the SUENTQ* ID. 

 

 

6. Select Action, then Add SOW Worker. 
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7. Select the appropriate Role for the worker. 

  

 
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.  

 

a. To search for a worker that is currently active on another SOW, ensure the radio 
button is Yes, and select Continue. 
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b. Search for the worker by name, or other search fields. Select the worker and click 
Select. 

 

c. If the worker isn’t active on a SOW, select the No radio button, and select 
Continue.   
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d. Enter a first or last name of a worker in the Search By field.  

 

 
e. Select the name and click Select. 
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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. 
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9. If the worker is not found in the existing workforce search, the worker information will 
need to be added. 

 

 

Mandatory fields:  

• First Name and Last Name of the worker.  

• 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.  

• (optional) Unique ID leave blank. 

• 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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• Start and End Date of the duration the worker requires access and will be working on 
the SOW.   

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

• Service Master Number select the service master number the worker will be charging 
on the SOW.  

 

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

 

 

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. 
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b. Click OK after reviewing the details. 

 

 

11. Click Add. 
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12. A success message will appear that the worker was successfully added. 

 

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.  


