
 
 
 
 
 
 
 
 
 
 
 

Contingent Worker/Supplier on behalf of a Contingent Worker 
 

*All screenshots provided are examples only 

Overview 

Contingent Workers/or a Supplier on behalf of a Contingent Worker, are required to submit their 
weekly timesheets via SAP Fieldglass. 

This QRG includes the following timesheet processes: 

• How to complete a timesheet – page 1, 

• What to do when a Worker is absent or on leave – page 5, 

• How to re-submit a timesheet – page 6. 

 

Instructions 

How to complete a timesheet 

Each week a Contingent Worker will receive an email notification to submit a time sheet entry into 
SAP Fieldglass. 

 

SAP Fieldglass Quick Reference Guide 

Timesheet Processes (R2.0) 
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Step 1: 

Click ‘Complete Timesheet’. 

 
 

Step 2: 

The following timesheet window will open. 

 

Each ‘Time’ field has a Dropdown window to select the appropriate time. 

 
 

Handy Tip 

If the following weekdays are the same, simply click on the arrow located next to the date, to copy the 
previous day values. 
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Step 3: 

Fieldglass allows for a ‘Time In’ and ‘Time Out’ plus up to three (3) break, ‘Break In’ and ‘Break 
Out’, entries throughout a day. 
Enter your daily time movements. 
The image below displays examples of daily time in and time out layout options. 

If you have worked Overtime, according to the Relevant Industrial Instrument (RII) you are 
engaged under, you will be required to enter the total hours of Overtime which you are entitled 
to be paid for. Attach your pre-approval for Overtime worked and detail your hours worked 
and hours to be paid in the ‘Comments’ field. 
Contact your Supplier if you are unsure about your RII, Overtime Rate Code/s and or 
Allowances/Entitlements.  
Alternatively, if your profile has been set up for Supplier timesheet review, your timesheet can be 
directed to your Supplier for review of Overtime requirements. Talk to your Hiring Manager to confirm 
whether your timesheets are being directed to your Supplier for review. The default setting for this is 
not enabled – the Hiring Manager or Branch PMO can change this setting on your Worker profile.  

If you have not worked for a day, ensure zero/’0’ hours are entered the into ‘ST/HR’ field under the 
‘Billable’ section. 

 

Please ensure you utilise the ‘Comments’ and ‘Attachments’ section, for any additional information.  
For example, Identifying pre-approved additional hours/on-call requirements, with the attached TMR 
approval email. 

Step 4: 

Under the ‘Billable’ section: 

• For Standard Hours, enter the actual hours worked into the Rate Code ‘ST/Hr’ and day; 

• For Overtime/Nightworks Hours, enter the hours to be paid (according to RII) into the 
relevant Rate Code line and day. 

These fields should match the calculated ‘Total’ line from the ‘Day’ section at the top of the page. 
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Select ‘Complete Later’ to save the current data and return at a later stage. 
OR 
Repeat the above Steps 3-4 for the remaining days. 

Step 5: 

Select ‘Submit’. 

 

The timesheet has now been successfully submitted and is awaiting approval. 
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Completing timesheets when a worker is absent or on 

leave  

Step 1:  

When a worker is on leave, they should leave the ‘Time In/Time Out’ section blank for the days they 

have not worked.  

 

Step 2:  

When a worker is on leave, they should enter 0.00 (zero hours) in the Time Worked section for the 

days they have not worked.  

 

 

Step 3:  

Select ‘Submit’. 

You will be asked to confirm your time sheet submission. Click ‘Submit’. 

 

The time sheet has now been submitted and is awaiting approval by the worker’s supervisor.  
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Resubmitting a Timesheet  

Step 1:  

Worker will need to select the Timesheet from the populated list.  

Manually type in the Timesheet ID if known.  
 

  

Step 2:  

Select ‘Edit’ to make changes to the timesheet. 

 
 

Update the cells which require edits.  

Select ‘Submit’. 

You will be asked to confirm your time sheet submission. Click ‘Submit’. 
 

 

 

The time sheet has now been submitted and is awaiting review, refer to the ‘Status’ to identify where 

it has been directed to for review (Worker’s Supervisor or Supplier review).  
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Need further assistance? 

For SAP Ariba enquiries please contact the Ariba Support team on Ariba_Support@tmr.qld.gov.au  

For SAP Fieldglass enquiries please contact the Fieldglass Central PMO team on 
Fieldglass_CentralPMO@tmr.qld.gov.au 


