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Worker lookup prior to new assignment 

Purpose The purpose of this Quick Reference Guide (QRG) is to provide 
instructions on how to look up a worker that was previously 
onboarded, either as an SOW, Profile or Contingent worker.  

Intended user The intended users of this QRG are for both internal Suncor and 
service providers who need to look up a worker and their details. 

Additional 
resources 

• Run reports as a Suncor service provider SAP Fieldglass 
• QRG Enable Security Visibility – located in the Fieldglass 

Reference Library 

Introduction Before adding a worker, its recommended to look up a worker 
and find the Security ID, to ensure workers aren’t duplicated in 
Fieldglass. To find workers that have been previously onboarded, 
either as an SOW, Profile or Contingent worker, you can look 
them up individually, or run a report to view multiple at one time. 

If a worker is not found, please follow the QRG Add New Worker 
to Statement of Work as a Suncor Service Provider found in the 
Fieldglass Reference Library. 

 

  

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.

https://sustainability-prd-cdn.suncor.com/-/media/project/suncor/files/northern-lights-sustainment/suppliers-sap-fieldglass/qrg-run-reports-as-a-ssp-sap-fieldglass-en.pdf
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Procedure steps 

Run a report to view multiple workers at one time: 

1. Click Analytics > View All Reports 

 

 

2. Search “Worker Lookup” in the Name field. Click on Worker Lookup report. 
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3. Adjust the Worker Start/End Date as needed, then click Run. 

 

 

4. The Security ID is a unique identifier tied to the badge number and must be used as 
shown in Fieldglass to ensure the worker does not lose their badge and historical training. 

 

 

5. If the Security ID field is blank, the security ID visibility may need to be enabled. Please 
refer to the QRG Enable Security ID Visibility, located in the Fieldglass Reference Library. 
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Look up workers individually to view security ID: 

1. Select View > Worker, under the Worker section.  

 

 

2. Select the ID for the applicable worker. 
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3. The security ID can be found by scrolling down and in the Security ID field. 

 

Note: During conversion of worker data from previous Suncor systems, if the city was 
unknown, “XX” was used. This should not be changed to ensure no duplicate badging 
occurs.  


