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REGISTER YOUR SAP FIELDGLASS USER ACCOUNT 

Before you log into the SAP Fieldglass application, you must register your user account. You will 
receive two emails when your system administrator creates your account. The first email will 
contain a registration code; the second email will contain a link to the SAP Fieldglass 
registration page. 
 

1. Copy the registration code from the first email. 

 
 
2. Click the Click here link in the second email to open the registration page. 
3. Paste the temporary registration code from the first email into the Registration Code 

field and click Next. 

 
4. Create a Username and Password. Depending on how your company is set up, you may 

not be able to make changes to your username.  
5. Select a Secret Question and enter an Answer to Secret Question. 
6. Click Sign In. 

 
 

SIGN IN TO SAP FIELDGLASS 

After you have registered your account, you can log directly into SAP Fieldglass to view, create, 
or approve transactions. 

1. Navigate to www.fieldglass.net from your internet browser. 
2. Enter your Username and Password. 
3. Click Sign In. 
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CUSTOMIZE YOUR SAP FIELDGLASS HOME PAGE 

You can select the information that you want to display on your SAP Fieldglass Home page.  
1. On your Home page, click the Customize link in the upper right hand side of the page. 
2. For each section shown, select On to display the section on your Home page or select 

Off if you do not want to display the section on your Home page. 
3. Click Done to return to your Home page. 

 
EDIT MY PROFILE AND MY PREFERENCES 

If allowed by your company, you can use My Profile and My Preferences to do things like update 
your contact information, enter a new password, change your secret question and answer, and 
change notification settings. 

 
 
To update your contact information, enter a new password, or change your secret question and 
answer: 

1. Click on your name in the upper right corner of the page. Select My Profile in the menu 
that appears. 

2. To update your contact information, click Edit in the section where your name is 
displayed. Make the necessary updates and click Update.  Depending on how your 
company is set up, you may not be able to edit some sections. 

3. To change your password, click the Change Password link in the Account Information 
section. Enter your new password information and click Change. 

4. To change your secret question and answer, click the Change Secret Question/Answer 
link in the Account Information section. Select a new secret question and enter the 
answer. Click Change to save your entries. Secret questions are used if you have 
forgotten your password. Click the Need help signing in? link on the sign in page, enter 
the answer to your secret question, and SAP Fieldglass will email you a temporary 
password allowing you to log in. 

5. If allowed by your configuration, you can select a proxy or delegate to act on your 
behalf. To do so, click Edit in the Proxies & Delegates section. 
 

To change the notifications that you receive by email: 
1. Click on your name in the upper right corner of the page. Select My Preferences in the 

menu that appears. 
2. Click Edit in the Messaging section. Select the types of notifications that you want to 

receive by email and click Update. 
 



 INGENES IS BUY ER/CLIENT REFERENCE GUIDE                                                              

 
 

 

Adding a Delegate 
A delegate can perform tasks such as approve work items, review job seekers, hire job seekers, and run reports on behalf 
of the original user. This functionality is different from the proxy functionality. Delegates and proxies work independently 
of each other. By default, the option to set users as proxies exists in buyer companies; to assign delegates a company 
configuration item must be enabled.  When a delegate has been assigned, the delegate can access the original user’s 
account from the menu in the top right corner of the page where linked accounts are listed. 
  
To assign a delegate to your account: 
 

Click on your name in the upper right corner of the page. Select My Profile in the menu that appears. The Personal 
Settings page opens, with the My Profile tab displayed. 

1. Scroll down to the Proxies & Delegates section. 

2. Click Edit. 

 

3. To add a new delegate, click Add Delegate. 

The Associate Users to Delegate dialog box is displayed. 

 

4. Select the checkbox(es) next to the users you want to assign as your delegate. 
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5. Click Associate. 

The selected users can now act as your delegate. When your delegates log into SAP Fieldglass, your name will 
appear in the drop-down list in the upper right hand corner of their home page (under your delegate’s name). 
Your delegates can select your name to access your account and then perform actions on your behalf.  

6. To remove a delegate, click Remove next to the delegate. 
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VIEW WORK ITEMS 

Items requiring action, such as approving a job posting, can be accessed through your Work Items menu.  
1. From the SAP Fieldglass Home page, click the Work Items menu, located in the upper right 

corner of the page. 

 
 

2. Select the desired action, such as Approve for job postings or time sheets or Mark as Complete 
for activity items. 
 

 
 

3. From the Work Items page, you can take action on an item (for example, Approve or Reject), or 
you can click an item ID to view more detail about the item. 
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Creating a Job Posting 
Based on the system configuration, the Program Office will be responsible for creating job postings.  

To create a new job posting: 
 

1.  From the Create menu, click the Job Posting for Temporary Worker link. 

 

2. Select a Job Posting Owner. It is important to select the correct owner. Job postings may be 

routed for approval based on the owner selected. 

3. SAP Fieldglass has two separate views that you can use to locate the job posting template you 

want to use or the existing job posting you want to copy to create the new job posting. 

 Use the Cards view to see any job posting templates or job postings you’ve starred and your 
most recently used sources. A keyword search is also available. 

 Use the List tab to browse for a job template or existing job posting in a list view format.  
 
4. For this example, click the List view if it is not already displayed. 

5. Enter the requested information: 

 Change the value for Billing Currency if needed. 
 Select the source from which to create a job posting: Job Posting Templates or Job Postings. 
 You can use the fields below the column headings to search for a specific template or existing 

job posting. Enter or select the desired information in these fields and click Filter to narrow the 
list. 
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6. Click the Title of the desired template or existing job posting. 

Create Job Posting – Setup Page 

 

 

1. Enter a Start Date and End Date for the job posting. 

Note: Click the Enter job duration link to specify a specific number of days, weeks, months, or 

years that the job will last. SAP Fieldglass will calculate the end date based on the job duration 

you specify. 

2. Enter the Number of Positions, if applicable. 

3. Enter or update the job posting Title and Description. 

Note: Based on configuration, you may not be able to change the job posting title or description. 

4. Select the correct value in the Is travel required for position? field. 

5. Select the desired Site, Location, and Business Unit. 

Note: Locations are associated with specific sites. The values that are available in the location 

field are determined by the site you select. If no additional locations are defined for a site, the 

location field will not be displayed. 

Depending on your user profile, the values in the site, cost center, and business unit fields may 

be automatically displayed. To change your default site and cost center, edit your user profile.  
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6. Complete any custom fields that may be displayed on the page. 

a. Desired Rate Tier- select from drop-down: 

 Standard 

 Tier 2 

 Tier 3 

b. Is this a MBE Supplier? Select Yes or No from drop-down list. 

c. Is this an EDGE Supplier? Select Yes or No from drop-down list. 

d. SLA Requirement- Select from drop-down: 

 Normal- 4 business days 

 STAT- 4 hours (usually for call outs or per diem) 

 Urgent- 24 hours 

 

7. Select a Cost Center from the drop-down list.  

8. If desired, use the Add Attachments link to add attachments to the job posting. 

9. Click Continue. 
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Create Job Posting – Augment Page 

 

1. Enter Posting Information, if desired. 

Buyer Reference is an optional field. You can enter information, such as an internal reference 

number, that can then be used to search for this job posting. 

Comments To Supplier is an option field that can be used to communicate and special requests 

or requirements for the Suppliers to see. This is an area that you can list specific schedule times 

for the position or special facility requirements.  

 If you have a referral, the individuals name can be added to this comment area.  
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2. Enter or update Qualifications, if desired. 

 

Qualifications are skills or characteristics that are desired in the job seeker. Suppliers will rate job 

seekers on the qualifications listed. Use the Add or remove Qualifications link to update the list. 

When adding a qualification, indicate whether the qualification is a Must Have or a Nice to Have 

attribute. 

Select the Mandatory Response check box next to qualifications that suppliers must respond to 

with an answer for the job seeker. For each qualification, use the Presented column to indicate 

the preferred answer or skill level the job seeker should have.  

3. Enter or update Time Sheet & Expense Sheet Settings. Depending on the company configuration 

and job posting template, default values may be displayed. 
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4. Enter or update Accounting information as required. Depending on the company configuration and 

job posting template, default values may be displayed. 

 

5. Enter or update Distribution information. Depending on the company configuration and job posting 

template, default values may be displayed. 

6. If desired, use the Add Attachments link to add attachments to the job posting.  

7. Enter or update the Rules. Depending on the company configuration and job posting template, 

default values may be displayed. 

8. Click Continue. 

Note: Click Complete Later to save the job posting as a draft. You can return to it at a later time 

for review, completion, and submittal. 
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Create Job Posting – Review and Submit 

 

 
9. Review the job posting details on the Review and Submit page; make changes if necessary. 

10. When all data has been reviewed click Submit to submit the job posting. 
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11. The job posting is saved and routed to the next step in the workflow.  

Note: The job posting is assigned a unique ID. The ID number is located at the top of the page 

above the title. 

If approval is required, you can view the approval group by clicking the View Approval Group 

Routing link on the Progress Status area of the Summary tab. 
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JOB SEEKERS 

Introduction 
After a job posting is distributed, suppliers will submit job seekers to the posting. Users with the appropriate permissions 
may view job seekers and schedule interviews with them.  
 
If a coordinator is in place, the coordinator may review the submitted job seekers and shortlist the individuals to be 
reviewed by the hiring manager or other users. When a job seeker has been shortlisted, the hiring manager will receive a 
notification. While a coordinator reviews submitted job seekers, the system can be configured to limit the hiring manager 
to view job seekers until they have been shortlisted. 
 
In this Chapter 
In this chapter, you will learn how to: 
 Review a job seeker 
 Shortlist a job seeker 

 View a list of your scheduled interviews with job seekers  
 

Reviewing a Job Seeker 
You will receive a notification when job seekers have been submitted by suppliers. To review all job seekers for a job 
posting, view the Job Seekers tab for the posting. 
 

1. From the VIEW menu, select Job Posting in the Contingent Labor section. 

 

2. Locate the desired job posting. 

Use the search fields to narrow the list of job postings displayed. For example, you can filter by status and view 

only those requisitions with a “Submitted” status. 

3. Click the ID for the job posting you want to view. 

 

4. Click the Job Seekers tab. 
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Job seekers who have been submitted to this job posting are displayed. 

Note: From the SAP Fieldglass home page, click the VIEW menu and select Job Seeker to see a list of all job 

seekers submitted to job postings.  

 

 

5. You can view the job seekers either from the Cards or List view. 

Job seekers are assigned one of the following statuses: 
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Job Seeker Statuses 

Job Seeker Status Description 

Submitted The job seeker has been submitted for a job posting, but a hiring 
decision has not yet been made. 

Shortlisted The job seeker has been placed on a short list of candidates for a 
job posting. 

Withdrawn A supplier has marked the job seeker as unavailable. 

Rejected The job seeker will not be selected for hire. Job seekers can be 
rejected by the buyer.  

No Show The job seeker did not show up to work. 

Interviewed The job seeker has been marked as interviewed. 

Work Order Draft A work order for the job seeker is in draft status. 

Work Order Pending 
Review 

A work order for the job seeker has been submitted to the PMO and 
is awaiting review. 

Work Order Pending 
Approval 

A work order for the job seeker has been submitted and is awaiting 
approval. 

Work Order Created A work order for the job seeker has been approved and is being 
reviewed by the supplier. 

Work Order Accepted The supplier has reviewed and agreed to the terms of the work 
order. 

Work Order Rejected The buyer has reviewed and rejected the terms of the work order. 
The work order may be edited and resubmitted. 

Work Order Activated The job seeker has been hired, but has not yet registered with SAP 
Fieldglass. 

Work Order Confirmed The job seeker has registered (or has been auto-registered) with 
SAP Fieldglass and is now a worker. 

Work Order Declined The supplier has reviewed and declined the terms of the work order. 
The work order may now be edited and resubmitted. 

Work Order Closed The job seeker has not registered as a worker and the work order is 
now closed. 

Work Order Confirmed 
(Worker Closed) 

The job seeker has registered as a worker, and the work 
order/worker is now closed. 

 

6. From either the Cards or List view, click the Name of the job seeker you want to view. Note: A modal window will 

appear with details about the job seeker. To view the full job seeker record, click on the job seeker Name again. 
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7. The job seeker’s profile contains useful information to help you make a decision regarding the job seeker. The 

information on the page is divided into seven or eight tabs.  

Job Seeker Page Tab Descriptions 

Job Seeker Page Tab Description 

Summary The Summary tab displays the System Variables selected to display 
on the Summary Tabs / Pages for the job seeker module. It will also 
display a copy of the job seeker’s resume/CV if one exists. 

Details The Details tab displays accounting and job posting information 
about the job seeker, including bill rates, resume (if available), 
important qualifications, and details about job postings for which the 
job seeker has been submitted. To download the job seeker’s resume 
(if one is available), click the resume file name link. 

Rate Details The Rate Details tab displays for users with Financial permission for 
the job seeker module. It displays the rate types, details of the Rate 
Schedule if being used, information on rate calculations, as well as 
currency and Worker Pay Type if applicable. 

Rate Change Matrix The Rate Change Matrix tab displays the rate change information 
that will be applied to this job seeker. This tab will not display if rate 
change information has not been configured. 

Interviews The Interviews tab allows you to schedule an interview with the job 
seeker. 

Rating The Rating tab displays any comments or ratings entered for this job 
seeker, including the average rating. 

Approvals / Audit Trail The Approvals / Audit Trail tab displays a log of system activities 
associated with the job seeker. 

Related The Related tab allows you to view other documents related to the 
job seeker.  

 

8. Review the information shown about the job seeker, including rate information and the job seeker’s resume or CV, 

if attached. The job seeker’s available date is displayed at the top of the page below the job seeker’s name. 

9. Click Actions to select the desired action for the job seeker. 

Job Seeker Action Descriptions 

Job Seeker Action Description 

Select for Hire Select for Hire initiates the creation of a work order for the job seeker. 
For detailed information, see “Creating a Work Order” on page Error! 
Bookmark not defined.. 

Shortlist Shortlist adds the job seeker to a list of possible candidates and 
informs the supplier that you are still interested in the job seeker. In 
certain configurations, coordinators must shortlist job seekers before 
hiring managers can view them. 

Unshortlist Unshortlist removes the job seeker from shortlisted status. 
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Reject Reject allows you to reject the job seeker. If you reject a job seeker, 
you will be asked to select a job seeker rejection reason. Your reason 
and comments will be sent in a notification to the supplier. 

Schedule Interview Schedule Interview allows you to enter dates and times to interview 
the candidate. 

Mark as Interviewed Mark as Interviewed allows you to enter a rating for the job seeker’s 
interview and add comments. 

Edit Edit allows you to make changes to the MSP fee for the job seeker, if 
applicable. The option to Edit is not available once the job seeker has 
been shortlisted. 

Add Rating Add Rating opens the Add Rating dialog box and allows you to enter 
comments and rate (1-5 scale) the job seeker. Comments are not 
visible to the supplier. 

 
Viewing Your Interviews List 
To review all your scheduled job seeker interviews, view the Interviews List. 
 

1. From the VIEW menu, select Interviews in the My Items section. 

 

2. Use the search fields to narrow the list of interviews displayed.  

To view detailed information about the job seeker for an interview, click the ID link. For more information about viewing job 
seeker information, see “Reviewing Job Seeker”. 
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VIEW A TRANSACTION’S STATUS 

When an item is created in SAP Fieldglass, it may be routed for approval. You can view the 
status of an item at any time by viewing the item’s Approval / Audit Trail tab. To view an item’s 
status: 

1. From the View menu, click the link for the desired module, such as Job Posting or 
Work Order. 

2. Click the ID of the item you want to view. 
3. Click the Approvals / Audit Trail tab. 

 

 
 

Note: Click View Approval Group Routing to view all approval levels and all the users 
assigned to the document’s approval group. 
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VIEW DRAFT TIME SHEETS 

You may wish to view time sheets that have not yet been submitted by workers. Viewing draft 
time sheets for the prior week is a quick method of determining which workers have not 
submitted their time sheets and therefore may not be appropriately invoiced. To view draft time 
sheets: 

1. From the View menu, click Time Sheet. 
 

 
 

2. Click Draft Time Sheet List above the date fields and other filters. 
 

 
 

3. Use the Time Sheet Period fields and the Filter button to search for draft time sheets in 
a specific date range. 
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RUN REPORTS 

Users with the appropriate user role permissions can run reports. Reporting access and visibility is 
controlled by your SAP Fieldglass System Administrator. To run a report: 

1. From the Analytics menu, click All Reports. 
2. Use the search fields and Filter button to search for the report you want to view. 
3. Click the Name of the desired report. 
4. Select filters and output formats as appropriate. The filters that are available will vary  based on 

the report you selected. 
 

 
 

5. Click Run. 
 
 
GET HELP 

SAP Fieldglass Customer Support Specialists are always available to assist you. 
You may speak to a Customer Support Specialist by calling: 

 US (toll free) 1 866 467 4833 
 EMEA (toll free) +44 (0) 800 169 1741 
 EMEA (toll free) +44 (0) 800 169 1674 
 APAC (toll free) +61 1800 395912 

You may also email your questions to SAP Fieldglass Customer Support at fieldglasshelp@sap.com. 
 
 

mailto:fieldglasshelp@sap.com
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