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Worker lookup prior to new assignment

SUNCOR ) SAP Fieldglass

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 «  Run reports as a Suncor service provider SAP Fieldglass
resources *  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.
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Procedure steps

Run a report to view multiple workers at one time:

1. Click Analytics > View All Reports

ﬁ Home Ca View

fl Create

:;’:i Analytics
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Welcome Kelsey Wentjary
My Work ltems

You're all caught up!
You have no work items that require
attention.

My Recently Viewed Items

A& TME 15 - Alerte - Cables and Insulatiq

SUENTQ00015808
Statement of Work (Approved)

My Reports
View/run a collection of your 12 most
recently executed reports

All Reports
View a list of all reports you have
permission to run and/or edit.

Report Outputs

report

3{- Offsite: Spartan Controls - 23FT31A
SUENTQ00023407

Edit/download the most recently scheduled

Create Report
Use for detailed information that can
be grouped and filtered

(&

Create Consolidated Report
Use to combine Reports and Pivot
Tables into a single report workbook

3

W pata Dictionary

Report Fields
View the complete list of reporting fields

Formulas
View/create fields containing a calculation
that can be used in reports

pere for more details.

[ [ [¥JUnceyoucrearte S@ements or Wark, ey aisplay nere.

03/02/2022

2. Search “Worker Lookup” in the Name field. Click on Worker Lookup report.

/ﬁ\. Home ta View

f.;. Create

V Filters

All Reports

:‘m Analytics

All Reports/All Folders

My Reports

Published Reports

Past Reports

1 item Found

Last Ruj

b3e | Worker Lookup |

escription Base Module Folder Owner Type Company ...
worker lookup ‘ Enter Criteria ‘ lALl v Al ~ | | Enter Criteria | [ All 'j ‘ Enter Criteria
Worker Consolidated ... Justin Corcora... Report Suncor En..

04/18/4
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3. Adjust the Worker Start/End Date as needed, then click Run.

Worker Lookup

REPORT

Details Related Items Previous Runs
Filter Sets : | Worker Lookup-DEFAULT v ‘ cave | w ]
Filter Logic @ 1

Between v ‘ | 03/23/2020 | to| 04/05/2099

Worker Start/End Date
Profile Worker Display Latest v

Data Source (®) Latest

ShowDataFor (& All (O MyGroup () My Own

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.

A B Cc D E F
Worker Lookup (Worker Start/End Date Between 03/23/2020 and 04/05/2099)
Warker Type Status Waorker | Security 1D Isuncor Warker ID Warker 1D
Profile Worker Cpen Worker1, Example IlU‘IU‘IHYD)OOOO( _I 123456 SUENPWO00030249

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.

Job Po¢

Statemi

SOW Ry

Worker.

A Home (T create
Welcomg My tems
{ Work Items
My Work Ity
| My Active Joh Postings
= Summi Starred
Interviews

Do H X

Workers (4

Statements of Work (159)

My Recently Viewed Items

e cori Demo 2022 services
SUENTQO00024662

Statement of Work (Approved)

01 Analytics
& Contingent Labor & Worker Fl Payments
Job Fosting fvelce
i -cli X
Job Seeker work Order Credit/iDebit Memo M= EE R DEE
Ji!; X waork Order Change Request Miscellaneous Invoice
Services
Statement of Work Workforce Buyer X
i Activity Item Supplier Qualification Form
Sow Bid pplier Q
SOW Line Item Offboarding Activity Iltem Supplier Improvement Plan
Milestone \iew Buyers
Time Sheet
Others
Expense Sheet Past Data
Absence
X
(= ] 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!
You can also access this dashboard from the Wiew menu above.
2022-03-31 o
View My bo

2. Select the ID for the applicable worker.

Fivome (@ vew  (Goeme 2Dy Andyics
Workers
Peticd View Group By
orotes 2w | wzmesn 2| v | e Expand Al Colspss Al
Status. -3 Name Site Start End
it
~  Type: SOW Equipment {1)
Spen CUETEeTaE ] TRUCK. WATER JET Suncar Energy 20220201 20220030 [
v Type: SOW Worker (99)
Onen SUFNWX00004081 Farakati-taniaL Lstan RASE PLANT suncor Energy PRI S - |
Soen Fith, Robert BASE PLANT Suncor Encigy amioior gmzoase
Open SUENWAOODGA093 Slunjski, Alfred BASE PLANT suncor Energy zroior 20zz0a3
Qpen SUENWS00004094. Malaughlin, Ronert RAST PLANT Suncar Fnergy 2021-01-01  2027-04-30 E
Cpen SUENWKOO0GA4095 Sharma, Sanwesh BASE PLANT Suncor Eneigy 20200101 202204 30 E
Toen lieu, Rock Suncor Energy 2021-01-01 E
pen Iyt SUnCO! ENergy 2021-0101
oen SUENWR00DC4008 Campell, Derek BASE PLANT Suncor Energy amioio 2022003
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3. The security ID can be found by scrolling down and in the Security ID field.

Dennehy, Nathan

B worker

uuuuu 2o
Address 1
Address 2

City
State/Province
Country/Region

ZIP/Postal Code

WORLEY EXTRACTION STAGED PO 2021(DIRECT)

Allow Worker to submit SOW Line Items

Auto Invoice all Characteristics, Time Sheets

and Expense Sheets

Remit-to Address:

Gender

Service Master Number

Current Work Order Details

Work Order ID

Work Order Buyer Reference
Work Order Supplier Reference
Start Date

End Date

Worker Primary Contact

Actions L

Noe

Yes

(No Value)

Male

3117126|PIPEFITTER,FOREMAN

SUENWOO00002953

343457

2021-01-01
2022-04-30

Luie Raczynski (LRACZYNSKI@sunc|

Site BASE PLANT (AW02)

Location BASE PLANT (AW02)

Business Unit Suncor Energy 05 LP (1000)
| security 1D 0903NATDENXX |

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.
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