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Air Canada’s Finance & Procurement Transition

Air Canada is transitioning to a new system in an effort to enhance and streamline our business processes.

This change includes:

v Integrating a new Enterprise Resource Planning (ERP) system ?

Air Canada’s Goal:

To make operations smoother, reduce manual tasks, save time

v Updating our SAP Business Network ID (ANID)
and create a seamless finance and procurement experience

v Implementing advanced tools for procurement, supplier management,
_-- and financial transactions

WHAT is changing for you as a supplier?

Familiarizing yourself Invoicing in SAP Ariba

SAP Fieldglass

Suppliers will be required to use SAP Fieldglass as the platform for At the time of invoicing, ensuring that you (Supplier) are using the

engaging services procurement, such as contingent workforce, correct PO
professional services (SOW, statements of work), and third-party
workers in general.
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Your Training Journey as a Supplier

This training is essential to your success with Air Canada. It will guide you through key-systems, provide step-by-step walkthroughs for critical processes, and share the
resources you'll need to ensure a smooth and disruption-free transition. A thorough understanding of this content is crucial to avoid delays or errors after go-live!

MAY 2025 JUNE 2025 TODAY SEPTEMBER 2025 SEPT 2025 - ONWARD
Receive initial communication Attend an Air Canada Participate in Air Canada Air Canada SAP Obtain support from Air Canada’s
from Air Canada about the Supplier Summits Supplier Training Go-Live Supplier Enablement Team

SAP transition

In order to be successful in your role as a Supplier, you should:

g Review key communications sent by Air Canada and ensure all relevant stakeholders on your team are aware

@J® Understand the procurement processes and be aware of the key resources available to you

@ Ask questions and leverage Air Canada Supplier Enablement Team as a key resource
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Available Supplier Resources For You!

Air Canada Supplier Information Portal e il -
1 o Need Support from Air Canada?
Air Canada Supplier Information Portal provides information for all 1
suppliers conducting business with Air Canada. I If you have any questions, please reach out to the Air Canada
: Supplier Enablement Team via our Supplier Support Request Form.
On this site, you will find information regarding the transformation \

and several tools to help answer any of your questions.

Welcome to the
@) AIR CANADA
Air Canada Supplier Information Portal

What's New?

integrating

Includes:
v Training Guides and Video Tutorials v’ Supplier Summit Recordings
® P v’ Integration and Catalog Information v' Reference Guides
i ® i e e e
I @ A". canada AIR CANADA INVOICE REQUIREMENTS @ AIR CANADA
@

Supplier Guide ‘ - .

entered separately g, GST+

AIR CANADA @® e sestRuN (1Y

- o


https://forms.office.com/Pages/ResponsePage.aspx?id=34MdSZEQ-EC8-bES-aNfzwK9R-p6jQ5FthBQmY0gOAZUOUY4SUo1VzU0R0hHQjA3ODNMWEVSVllFRC4u
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Topics Being Covered Today

Introduction to SAP

Understanding how O ) i -
Fieldglass and the to respond to Job =] izl Ulntsllsag 7 Submitting and
Contingent Workforce Postings and accept <— & Expenses within Managing Invoices
module Work Orders Fieldglass

Objectives of the Session:

« Understand what is SAP Fieldglass * Understand the purpose of the * Understand the link between SAP
and how Air Canada plans to use it Contingent Workforce module and Fieldglass and SAP Ariba for the
its key processes invoicing process
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Ground Rules for Today’s Session

Today is about building confidence and unlocking what’s possible with SAP, so you’re ready to take off with Air Canada

The training sessions are meant to support a smooth transition to SAP. This session is focused on equipping you with the tools and knowledge you need to navigate the
new system with confidence. Recording of today’s session and supporting material will be available via Air Canada Supplier Portal.

Respect the Listen Actively and Participate in Ask Questions and
Agenda Respectfully Activities Clarify Doubts
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Section 3.1 | Introduction to SAP Fieldglass — General Overview
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Introduction to SAP Fieldglass for Air Canada Suppliers

SAP Fieldglass is a new technology for Air Canada focused on managing and operationalizing services procurement operations.

Overview &
A\

SAP Fieldglass is a
cloud-based vendor
management system
(VMS) made up of

3 key modules

Fieldglass will enable
unified processes and
data in one system
integrated with Air
Canada’s systems to
increase visibility,
collaboration, and
control for all services
procurement.

Contingent
Workforce

This module is designed to help
Air Canada manage the end-to-
end process for engaging the
Contingent Workforce/Labour
from placing the request to
offboarding of the consultant,
including managing timesheets
and expenses.

<\ <

Services

This module simplifies the
operationalization and management of
Statements of Work (SOWSs) by
defining milestones, deliverables, and
other key details within service
contracts.

It also allows workers to be directly
tied to an SOW, enabling them to
track their time and submit expenses
when applicable and automate their
accesses when applicable.

\ Focus of this session

Worker

While this module provides a
comprehensive and centralized view
of all worker records, AC will primarily
use it to manage Profile Workers —
3rd party workers not associated with
the previous two modules.

It will help strengthen security,
improve control over worker records,
and support a centralized tracking
system for better workforce
management.
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Understanding SAP Fieldglass as a Supplier

SAP Fieldglass allows Air Canada to manage the procurement of their services in a centralized platform to have full, end-to-end visibility onto their external workforce.

WHAT is changing for me as a supplier?

Moving forward, as an Air Canada Supplier, you will:

v" Need to be registered in both SAP Fieldglass and SAP Ariba
(detailed in the next slides ‘Pre-requisites’)

v" Have a main point of contact managing SAP Fieldglass tasks

v' Use SAP Fieldglass to manage any contingent worker contract with
Air Canada, including responding to job postings, managing work
orders, and overseeing worker activities such as timesheet and
expense sheet submissions, directly in the system.

My Work Items
= Summary
3 Job Posting
£ Work Order
8 Time Sheet

8 Expense Sheet

My Recently Viewed ltems

A donald, Allen

AIRCANWOO0000519(Rev. 1)
Work Order Revision (Created)
Need to accept

8 AIRCANTS00005210
Time Sheet (Draft)
Need to submit

w Fieldglass | @ Beta Mode |

Home View Create Analytics

Q

17

12

2025-12-01

2025-07-07

SAP Fieldglass

Search by ID or text...
"~

Welcome GOODRICH CORPORATION GOODRICH CORPORATION

Company Setup Wizard
Use the wizard to help guide you through the steps to update and maintain your company setup.

63 Click here to open the Wizard

My Active Job Postings

[=—  eee] Manage Job Postings in a Single View

Increase your productivity and monitor cycle times across all of your Job Postings. Our hev
- of your Job Posting work items and makes critical information crystal clear!
You can also access this dashboard from the "View' menu above.

0
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Pre-Requisites Overview SAP Fieldglass

Before diving into using the SAP Fieldglass platform, ensure you have completed these key pre-requisites. Completing these steps helps you follow along smoothly and avoid delays
later.

WHAT pre-requisites do suppliers need to have done?

Pre-requisite 1 Pre-requisite 2

. . . Complete the Supplier registration process
a i(i‘o;plale;?etlgzlgzls)pller registration process a in SAP Business Network and have an active

Trading Relationship with Air Canada
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How To Register to SAP Fieldglass for Air Canada

Before using SAP Fieldglass, you’ll need to register your account using the invitation email sent by Air Canada. This step allows you to establish a business relationship
with Air Canada, set up your profile preferences, and start transacting in the system.

H OW do you in iti al Iy registe r onto SAP Fieldg I ass? [EXT] Invitation to join the SAP Fieldglass system [Supplier: Unified Talent Group] &5 internal - Pour circulation inteme
fieldglass@us.fieldglasstest.cloud.sap Q@ « « ~ B
To: @ d'lvernois Agnes Tue 7/15/2025 6:04 PM

FieldglaSS reg iStration page. External email: Please do not click links or open attachments unless from a trusted sender.

Courriel externe : N'ouvrir ni liens ni piéces jointes, sauf si I'expéditeur est fiable.

a Open the registration email sent to you by Air Canada and click the link to access the SAP

Unified Talent Group,

Air Canada has invited you to be a Supplier for them in the SAP
Fieldglass system. This registration invite will expire on 08/05/2025.

Select the link below (or copy/paste into your web browser) to register.

(- T T TTTTTTT T TS TS T TS T TS TSI T e e e T ~

|
| SAP Fieldglass Registration Emails 1
1 1
1 From: Subject Description 1
1 1
I SAP Fieldalass Invitation to join the Contains the link to the SAP |
1 9 SAP Fieldglass system Fieldglass registration page. |
1 1
1 Fieldglass registration emails expire after 21 days. If you registration email |
| : expires, contact the SAP Fieldglass Support Team to generate a new one. 1
! !
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How To Register to SAP Fieldglass for Air Canada

Before using SAP Fieldglass, you will need to register your account using the invitation email sent by Air Canada. This will allow you to enter in a business relationship
with Air Canada, set up your profile preferences and start transaction.

« | @ BetaMode |

HOW do you initially register onto SAP Fieldglass?

@ Your SAP Fieldglass pre-production tenant migration is complete. Your company’s technical team should have already added the new IP addresses
listed here to your allow lists. If this Task is not yet completed, you may experience issues while using this environment

elcome to iel ass.
Open the registration email sent to you by Air Canada and click the link to access the SAP Welcome to SAP Fieldglass.

Fieldglass registration page.
services procurement programs.

In order to ereate your SAP Fieldglass account, you will need to complete the Supplier registration process. We will guide you through the
following steps:

1. Enter information about your company to create an SAP Fieldglass account. If you already have an existing account we can link your

. . accounts together.
You'll be asked whether you already have an existing account: 2 Crose your SA Fiskigss semame an pasevord
3. Sign the SAP Fieldglass Contractor Access Agreement or if necessary forward the agreement to another person to for signature.

+ If you do, select Yes and link your company details. & Complteany sddionel seps reaued by Ar G
. If not, Select No and CI|Ck Continue to begln Settlng up your new SUpplIer account. If you have any questions ragarding your registration, access SAP Fieldglass Help Center to find documentation or submit a support case.

Do you have an existing SAP Fieldglass account that you would like to link to Air Canada?* @

O Yes (@ No

@  Since you do not have an existing SAP Fieldglass account, we will assist you with creating a new account. This will enable you to
view and complete transactions in the SAP Fieldglass system. To create your account, we will collect some information about you
and your company.

Cancel
Do you have an existing SAP Fieldglass account that you would like to link to Air Canada?* @ m

@ Yes (O No Linking accounts will allow you to use one login to
access all customers that you service.

@  You have chosen to link to an existing SAP Fieldglass account. To link to this account, you must be an administrator in the existing
account, and you will need your company code, usemame, and password, If you link accounts, this link cannot be broken once it is
established. If you choose not to link accounts, you will not be able to link the accounts in the future. Please note: Supplier
accounts cannot be linked across SAP Fieldglass data centers. SAP Fieldglass data centers are represented by unique links for the
login page. For example, if one Supplier account is accessed using wwwfieldgtass.eu and another Supplier account is accessed
using www.fieldglass.net, these accounts cannot be linked. If you have any questions regarding your registration, access SAP
Fieldglass Help Center to find documentation or submit a support case. If you have any questions regarding your registration,
access SAP Fieldglass Help Center to find documentation or submit a support case.

Company Code* @

Enter Username*

Password*

Ariba Supplier Network ID (optional)

Vendor ID (optional)

.
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How To Register to SAP Fieldglass for Air Canada

Pre-requisite 1

Before using SAP Fieldglass, you will need to register your account using the invitation email sent by Air Canada. This will allow you to enter in a business relationship

with Air Canada, set up your profile preferences and start transaction.

HOW do you initially register onto SAP Fieldglass?

Open the registration email sent to you by Air Canada and click the link to access the SAP

Fieldglass registration page.

You'll be asked whether you already have an existing account:

» If you do, select Yes and link your company details.

+ If not, select No and click Continue to begin setting up your new supplier account.

Enter your company details, username, password, and profile preferences.

Create a New SAP Fieldglass Account

Tell us about your company.

© Note that all organizations are required to provide up-to-date, accurate, and complete address data, including city, statefprovince,

country, and zip code, in order to access the SAP Fieldglass Cloud Service.

Company Details

Company Name

Unified Talent Group

Company Code®
UNIFGP Check Availability

Please only use letters and numbers. We'll suggest altenative codes if your requested code is not available.

(@ This company code is available.
Company Address

Ariba Supplier Network ID (optional)
Address 1*
AN-123456789
7373 Boulevard de la Cote Vertu

Vendor ID (optional) Acrese 2 (optional)

City* ¢

Dorval ~
State/Province (optional) 2IP/Postal Code™

Quebec v HAS1V9

Country/Region*

Canada (CAN) v

Phone Number (optional) Fax Number (optional)

Company Preferences

Time Zone™

Canada/Eastern

Date Format

YYYY-MM-DD v

Number Format

##49.99 (Example: 1,234,567.89) v
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How To Register to SAP Fieldglass for Air Canada

Before using SAP Fieldglass, you will need to register your account using the invitation email sent by Air Canada. This will allow you to enter in a business relationship
with Air Canada, set up your profile preferences and start transaction.

HOW do you initially register onto SAP Fieldglass?

User Information|

Open the registration email sent to you by Air Canada and click the link to access the SAP
Fieldglass registration page.

First Name " Last Name™

Agnes d'lvernais

Title (optional)

You'll be asked whether you already have an existing account:
» If you do, select Yes and link your company details. Email*
» If not, select No and click Continue to begin setting up your new supplier account. divernois. agnes@aircanada.ca

@ This information will be used to create your SAP Fieldglass user account. You will use your usemname and password to sign in to
SAP Fieldglass in the future.

Enter your company details, username, password, and profile preferences.

Security Details

Desired Username ™
Password requirements:
UMIFGP Contains at least 8 character(s)
Centains one of each: Capital letter, Lower-case

letter
*
Password Contains one of each: Number

Password restrictions:

Does not include Username or Email
*
Re-enter Password Does not include First or Last Name

a Cancel
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Pre-requisite 1

How To Register to SAP Fieldglass for Air Canada

Before using SAP Fieldglass, you will need to register your account using the invitation email sent by Air Canada. This will allow you to enter in a business relationship

with Air Canada, set up your profile preferences and start transaction.

HOW do you initially register onto SAP Fieldglass?

Open the registration email sent to you by Air Canada and click the link to access the SAP
Fieldglass registration page.

You'll be asked whether you already have an existing account:
» If you do, select Yes and link your company details.
+ If not, select No and click Continue to begin setting up your new supplier account

Enter your company details, username, password, and profile preferences.

Carefully read through the CAA (Contractor Access Agreement). Once reviewed, indicate
that you have read and understood the agreement, and sign the Declaration.

This serves as your organization’s formal confirmation that they agree to the terms of the
CAA. If you are not the authorized person to sign for your organization, select ‘l am not the
correct person’ to forward the agreement to the right contact of your organization.

Contractor Access Agreement

@ The SAP Fieldglass Supplier Contractor Access Agreement (CAA) is a legal agreement that defines the usage of and access to the
SAP Fieldglass system for a Supplier. All Suppliers must have a signed CAA on file in order to access the SAP Fieldglass system.

You can review and electronically sign the CAA below. Once signed, you will have access to your SAP Fieldglass account. If you
prefer, you can forward the CAA to another individual in your organization using the | am not the correct person button at the
bottom of the page. If you forward the CAA, we will still create your SAP Fieldglass account. However, your will not be able to view
or complete any transactions until the CAA has been signed.

Company Details
Company Code
UNIFGP

Company Name
Unified Talent Group

Ariba Supplier Network ID (optional)

AN-123456789

Signer's Details
First Name
Agnes

Title
(No Value)

Email
d'ivernois.agnes@aircanada.ca

CAA

Please review the CAA, indicate that you have read and understood the agreement, and sign the Declaration below.

Contractor Access Agreement

This Contractor Access Agreement (‘Agreement’), when signed or accepted (including electronic acceptance) by Unified Talent
Group with offices located at 7373 Boulevard de la Cote Vertu Dorval Quebec HAS 1Y8 (*Contractor”), becomes a binding
agreement between SAP (“SAP") and Contractor for the SAP Fieldglass Cloud Service effective on the date signed by Contractor
below (‘Effective Date”)

1. Definitions.

1.1 “Affiliate” of a party means any legal entty in which a party, during the term of the Agreement, directly or indirectly, holds
more than fifty percent (50%) of the shares or voting rights or has the direct or indirect power to direct the management and
policies of an entity, whether through ownership, contract, or otherwise, or controls or is under common control with a legal entity
which holds the foregoing ownership or management power.

1.2 “Users” means Contractor’s and its Affiliates’ employees, agents, contractors, consultants, suppliers or other individuals who
are authorized by Contractor to use the Cloud Service.

1.3 “Cloud Materials™ mean any documents o materials related to the Cloud Service provided or produced by or with SAP, and
any improvements, designs, contributions or derivative works thereto.

1.4 “Confidential Information® means, with respect to Contractor, Contractor’s information entered into the Cloud Service (also
referred to as “Contractor Data”), and with respect to SAP: (a) the Cloud Service, the Cloud Materials, and any improvements of
the Cloud Service; (b) computer software (both object and source codes); (€) techniques, concepts, metheds, processes, designs,
4 »

() | have read and understood the above information and agree to the above terms and conditions on behalf of Unified Talent Group

DECLARATION

This agreement will not be "signed” in the same way as a traditional paper document. To assent to the terms of the agreement, the signatory
must enter his or her first name and last name proceeded and followed by a slash (/) symbol (/first name last namel). SAP Fieldglass will
deem the entry as being adopted to serve the function of the signature.

The undersigned declares that hefshe is properly authorized to execute this form on behalf of the party to the contract and that helshe is

intending to enter into a binding contract as a result of the electronic signature process, which shall be deemed a valid legal signature
Enter your name in the following format: /Agnes dlvernois/
IAgnes d'lvernois/

This is a legally recognized signature.
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Pre-requisite 1

How To Register to SAP Fieldglass for Air Canada

Before using SAP Fieldglass, you will need to register your account using the invitation email sent by Air Canada. This will allow you to enter in a business relationship
with Air Canada, set up your profile preferences and start transaction.

HOW do you initially register onto SAP Fieldglass?

Open the registration email sent to you by Air Canada and click the link to access the SAP
Fieldglass registration page.
The registration link will be valid for 21 days.

You will be prompted to indicate whether you have an existing account.
If you do have an existing account, select Yes and link your company details.
If not, select No and click Continue to begin the setting up your new supplier account.

Enter your company details, username, password, and profile preferences.

Carefully read through the CAA (Contractor Access Agreement). Once reviewed, indicate
that you have read and understood the agreement, and sign the Declaration.

This serves as your organization’s formal confirmation that they agree to the terms of the
CAA. If you are not the authorized person to sign for your organization, select ‘l am not the
correct person’ to forward the agreement to the right contact of your organization.

You are now officially registered to SAP Fieldglass for Air Canada and can start
transacting! You can choose run the Company Setup Wizard to finalize configuring your
SAP Fieldglass tenant or get back to this later from the Admin Configuration menu.

Registration Complete. Welcome!

You have successfully created your SAP Fieldglass account.

You can now view and complete transactions in the SAP Fieldglass application. We
recommend running the Company Setup Wizard (optional).
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How To Register Onto SAP Business Network For Air Canada

To register with Air Canada, use the ‘Trading Relationship Request’ pathway where Air Canada will send an invitation to connect

Rather than the traditional trading request, as an Air Canada supplier, you will receive a
notification regarding the Trading Relationship

The registration of the trading relationship will be using your NEW Ariba ANID (unique
identifier that Air Canada assigns to each company within their SAP environment)

Once you have received the notification, log-in your account and verify the new connection
OR log-in to accept the new pending request

To start working with Air Canada on the SAP Business Network, you must take action to
accept the trading relationship (even if you're already an existing supplier)

Click on the user profile dropdown located at the top right of your home page and select
‘Settings-Customer Relationship’

You can auto-accept by clicking ‘automatically accept’ and click update

or

You can manually accept by clicking ‘manually review’ > review pending requests and click
update

Once completed, you're ready to start transacting with Air Canada!

[ 0 What is a Trading Relationship?

A trading relationship in Ariba is the direct link between your account
and Air Canada’s account on the SAP Business Network.

Without this relationship, there can be no transfer of documents,
including items such as purchase orders, invoices, and more between
the parties.

Haven't received the TRR? Let us know by completing the Supplier
Support Request Form.

Account Settings

Customer Relationships Users Notifications Application Subseriptions AP management Generative Al

Current Relationships Potential Relatonships
| prefer to receive relationzhip requests az follows:

(@) Automatically accept all relationship requests |_)  Manually review all relationship requests

NOTE: If you are an existing supplier, you will not need to re-do
this process and you will continue to use your existing ANID


https://forms.office.com/Pages/ResponsePage.aspx?id=34MdSZEQ-EC8-bES-aNfzwK9R-p6jQ5FthBQmY0gOAZUOUY4SUo1VzU0R0hHQjA3ODNMWEVSVllFRC4u
https://forms.office.com/Pages/ResponsePage.aspx?id=34MdSZEQ-EC8-bES-aNfzwK9R-p6jQ5FthBQmY0gOAZUOUY4SUo1VzU0R0hHQjA3ODNMWEVSVllFRC4u
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Section 4 | Contingent Workforce Module for Suppliers

Contingent Workforce
Module Introduction
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Training Objectives and Outcomes

Section 4 | Introduction to the Contingent Workforce Module

This section will provide an overview of the Contingent Workforce module of SAP Fieldglass and how to navigate it as an Air Canada Supplier.
This section will focus on:

1 Understanding what the Contingent Workforce module is and how it fits into your workflow
2 Recognizing your role as a Supplier in the Air Canada end-to-end process

3 Navigating the module-related pages confidently, working through the key tabs
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Section 4.1 | Introduction to the Contingent Workforce Module
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What is the Contingent Workforce Module Used For

This module is designed to help Air Canada manage the end-to-end process for engaging the Contingent Workforce/Labour from requisition to offboarding of the
consultant, including managing timesheets and expenses.

HOW would a supplier use Fieldglass?

Receive job postings and submit relevant
candidates in Fieldglass within this module

[

Yl
~

Accept work orders (new and revised)

I

o Visibility into workers’ engagement, making it easy

v— to manage timesheets, expenses, and approval
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Identifying the Roles Involved in the Contingent Workforce Module

The Supplier provides services to

Air Canada under the terms of the

contractual agreement.

This includes independent
contractors, and
Consultant/contractors sourced
through staffing firms (Suppliers),
managed via SAP Fieldglass.

<3

An Owner is any person at Air
Canada seeking to engage the
services of external workers and
managing their related
transactions (Work Orders,
timesheets, expense sheets).

The Air Canada Procurement
Team is responsible for the
operational aspects of Fieldglass
processes and the main point of
contact for any Fieldglass-related
requests.

Note for Independent Contractors: you are considered to be both the Supplier and the
Contingent Worker. This means you will need to complete tasks using both accounts in
SAP Fieldglass.
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Visualizing the E2E (End-to-End) Contingent Workforce Process

This module of SAP Fieldglass is the centralized and streamlined tool for all contingent workforce requests of Air Canada. This training will go into each key process area and explain
how to complete the following activities. Below is the high-level process overview of this module:

Job Posting

Job Posting
Creation &
Approval

SAP Fieldglass

Q.

4.

Job Seeker

Candidates are
submitted,
Interviewed &
Selected

SAP Fieldglass

—

“

2

Work Order

Work Order is
Created &
Approved

SAP Fieldglass

y 4

<«

Onboarding

Worker
Registration

SAP Fieldglass

Invoicing &
Payment

Time & Expense
Sheets

Time and Expense
—» Sheet Submission ——»
& Approval

Invoice Creation &
Payment Process

SAP Fieldglass SAP Ariba

g? Legend

d.

Offboarding

Worker
Offboarding

SAP Fieldglass
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Section 4.2 | Navigating the SAP Fieldglass User Interface
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Navigating SAP Fieldglass Interface

As a supplier, the Fieldglass home screen is your central starting point for managing all tasks within Fieldglass. It gives you quick access to your open tasks, recent

activity, notifications, allowing you take to action, stay compliant, and keep your work moving smoothly.

E!" Fieldglass  |@ Beta Mode |

{ My Work Items

| % Job Posting

= Summary

I B Work Order

{ # Interview / Meeting Schedule

My Recently Viewed Items

3 AIRCANTU00000125
Fee (Pending Approval)
Buyer needs to approve

3¢ SOW PRIPO Creation Test 6/18(2)
AIRCANTQ00000535
Statement of Work (Approved)

 AIRCANPS00000881
Schedule (Pending Approval)
Buyer needs to approve

3 AIRCANPEO0000646
Event (Pending Approval)

Buyer needs to approve

View More Items

2025-06-20

2025-04-01

2025-06-20

2025-06-20

X
O ‘What's New in SAP Fieldglass

) . ) 1
Discover new features and enhancements available with a release. Go Now!

@ Create your Storefront - Click here to view / edit Storefront

Company Setup Wizard
Use the wizard to help guide you through the steps to update and maintain your company setup

8 Click here to open the Wizard

My Active Job Postings

[w— ee] 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 Pesting work items and makes critical
information crystal clear!
You can also access this dashboard from the "View” menu above.

View My Dashboard

WHAT do you need to know?

The View tab allows you to access key pages like job postings,
job seekers, workers, timesheets, and expense sheets.

The Create tab allows you to create new workforce profiles.

The Analytics tab allows you to view basic reports and
dashboards to monitor key activities and performance tied to
your workforce.

The Work Items dashboard allows you to view outstanding
tasks, including job postings to respond to, work orders to
accept, etc.

The Notifications panel alerts you of any item requiring your
attention. They include items such as new job postings, status
changes, etc. You will be notified both via email and via
system notification.
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Navigating SAP Fieldglass Interface | 'View’ Tab

The View tab is a central navigation tool and understanding how to use it and where to find it means that you’ll always know where to go when managing jobs, workers,
or approvals.

E‘:;y . e — WHAT do you need to know about this tab?
Fieldglass |@ Beta Mode |

Home |\.I’iewP Create  Analytics To get started in the Contingent Workforce Module, use the
== top menu bar and click on the View tab.

Welcq'

o

My ltems Contingent Labor Worker Payments

My Wor| My Active Job Postings Job Posting Worker Invoice

The Contingent Labour section allows you to see all open
job postings received by your company.

Message Center Job Seeker Work Order Credit/Debit Memo

= Sur
Starred
Services
i‘:q .| Interviews

Workforce Miscellaneous Invoice

Activity ltem
Contract

Offboarding Activity Item

& Wat

% Inte SOW Bid

Statement of Work Supplier Qualification Form

Milestone The Worker section shows all active and past workers tied

Supplier Improvement Plan to your jOb postings
Time Sheet
SOW Line ltem View Buyers

Expense Sheet

o o m mm mm mm mm mm m Em mm mm mm mm mmmy,
e e o e e e e e o o o e e o o -

Ab
i The Payments section provides visibility into invoice-related

details, but no actions are required. While all invoice and
payment activities are managed in Ariba and S/4 HANA (the
ERP) via integrations, the Fieldglass invoice tab allows you to
view Ariba invoice IDs and statuses for each Fieldglass
submission.
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Navigating SAP Fieldglass Interface | 'Create’ Tab

The Workforce section under the Create tab, allows you to pre-populate your company’s worker roster in Fieldglass. While this is not tied to a specific job posting or
submission, it is a way of storing candidates’ information in advance, so you can easily access and submit them later when job postings come in.

WHAT do you need to know about this tab?
w Fieldglass |@ Beta Mode |

The Workforce section is not directly used to respond to a
Home View Create Analytics job posting.

Welcome q {

, Workforce Payments

|
My Work ltems | Workforce

Invoice

_ Miscellaneous Invoice Submitting a job seeker to a job posting does not require
= Summary Profile Worker using this tab.
SOW Invoice

Profile Worker
‘Eﬁ’ Job Posting

Although using the ‘Workforce’ section is optional, it is
always recommendable to help streamline the process of
submitting job seekers.
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Navigating SAP Fieldglass Interface | ‘Analytics’ Tab

The Analytics Tab gives you access to reporting and dashboard tools to help you monitor performance and have an overarching visibility onto your data.

== -[,‘ . Fieldglass

© Beta Mode

===

Home View Create '
1 |

Welcome GOODRI

My Werk Items
= Summary

Job Posting

*
& Work Order
*

Interview | Meeting Schedy

My Recently Viewed Items

nalytics|!

My Reports
Viewfrun a collection of your 12 most
recently executed reports

All Reports
View a list of all reports you have
permission to run andfor edit.

Report Qutputs
Edit/download the most recently scheduled
report

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

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

Data Dictionary

Report Fields
View the complete list of reporting fields

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

Trrm dm s Fe TR s e

WHAT do you need to know about this tab?

Suppliers automatically have access to basic reports, covering
time, expenses, and activity related to their workers,
assignments, and submissions.

Air Canada can also choose to share additional custom reports
with suppliers, giving you broader visibility into performance,
worker compliance, and project timelines.

Air Canada can also make custom dashboards, templates, or
saved views available to suppliers, allowing you to track key
metrics or activities more efficiently.
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Knowledge Check

Q1: Which tab in Fieldglass displays job postings?
A) 'View' Tab
B) 'Analytics' Tab
C) 'Create' Tab

D) Home Page
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Knowledge Check

A1l: Which tab in Fieldglass displays job postings?

A) 'View' Tab
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e

o

Section 4 | Contingent Workforce Module for Suppliers

Job Postings and
Job Seekers
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Training Objectives and Outcomes

Section 4.2 | Job Postings & Job Seekers

This section will deep dive into the early steps of the Contingent process: Receiving Job Postings and Submitting Job Seekers
This section will focus on:

1 Understanding what details to look for in job postings and how to review those
2 Submitting candidates (job seekers) against job postings’ expectations, in line with Air Canada’s requirements

3 Navigating the interview process
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Job Postings & Job Seekers Process

WHAT are the key elements to job posting?

Job Posting Job Seeker
l\':» a » Job Posting details
Job Posting Creation & Candidates are Submitted, - ] * Job Seeker information
Approval Interviewed & Selected
* Interview scheduling tools
SAP Fieldglass SAP Fieldglass

Please note that for certain categories of roles such as medical or Flight Operations Consultants, job postings may be sent to a single Supplier, and interviews may not be required.
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Understanding Job Postings

WHAT is a job posting? HOW to access job postings?
A job posting is a request created by Air Canada to From the View menu, go to Contingent Labor, and click on Job Postings to
source a contingent worker for a specific role. see a full list of available positions you can submit candidates to.

It contains all the information you need as a Supplier to

understand the requirements for a certain role and submit ST Fietdglass (@ e
candidates accordingly. Each posting includes: Home Crasha e At
v" The role and detailed description, including the numbers e Contingent Labor Worker Payments
of years of experience, skills, and qualifications if MyWor  MyAcive Job Posings Job Posting Worker invoce
app licable. Message Center Job Seeker Work Order CreditiDebit Memo
Starred . Workforce
v The scope of services and applicable deliverables, — senvices sty o Buer
start/end dates, requested rate(s) and budget e Staminghaiyien
breakdown, work location(s), etc. e e e

SOW Bid View Buyers
Time Sheet

SOW Line ltem

v' The number of positions open for the role, the maximum
number of submissions allowed, and the maximum
response date requested by.

Expense Sheet

Absence

When a new job posting is available, you will receive a notification via email
alerts.
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Reviewing Job Postings

HOW to review job postings?

B citigass (@omaose

Home  View Create  Analytics
Job Postings

Pariod View Group By

20250303 B to 20251020 [ MyAccount v None M

B. I Tite Buyer site Start End Respond By

AIRCAN.JP00000GES tanager (Level 2 - Intermediate)  Air Canada Air Canada-HQ 20250501 20250926 20250501

AIRCANJP00000664 Template With Rate Card (CAD) | IT | Config:

J

© Job postng List |
 Template With R»Card (CAD) | IT | Configuration Manager (Level 3 - Senior)

(o0 Posting

n Manager (Level3- Senior)  Alr Canada Air Canada-HQ 20250701 20250731 20250704

Data as of 08:43 AV
Status Next Step Job Posting ID Period Buyer

Submitted  Need to respond  AIRCANJP0O0000664  2025-07-01 t0 2025-07-31  Air Canada

nnnnn [E]
w Details v JobSeckers (0)  Rate Details Interviews  Related Q
Last Login Time: 2025 Accounting Job Position Details
Cor P
D:
Worker Pay Type: Standard (CAD) Contingent Type. Air Canada_Contingent
Final (CAD) Job Code.
Air Canada (1000)
IT | Configuration Manager (Level 3 - Serior) Air Canada-HQ (1000)
0,00-0.00 730 COTE-VERTU 0 (0000001572)
0.00-100.00
% Work
Nav Faes RIC (110YYZV156) 100000 AIR CANADA HEADQUARTERS, MONTREAL s, ol
on. i, pr
Total 100,000 o o prer
Quebs
AN d cpersting,
Has 1v9
Posting Information
Business Unit T, DATA & DIGITAL (T1)
FARAH MERHEB(FARAH MERHEB@AIRCANADA CA) Category Air Canada
~
Labor Type Business Professional
FARAH MERHEB(FARAH MERHEB@AIRCANADA CA) Positions Requested 1
Creator Divernois, Ages Respond by Date 2025.07.04

ice to Have

ACM:specific Quals List

Project Management

Commodty Code

Scope of Servics & Applicabe Deliverablos

Vears of Experience & Required Skils

cal Skils:In-depth specialized knowlede of

hinking: Advanced analytica nterpretation &

This page shows all job postings available for the selected date range.

You can also filter job postings by their current status.

WHAT are the different statuses?

JP Submitted by AC,
Pending JS Submission from Supplier

JP withdrawn by AC

JP closed by AC,
No longer receiving applications

Closed

Rejected JP Rejected by Supplier

Clicking on a Job Posting ID opens the detailed job posting page,
where you can review all the requested details and take necessary
actions.

+ Submit Job Seeker (blue box, top right): you can create a new job
seeker or select an existing job seeker from your workforce
database.

Decline (Actions dropdown, top right): select the reason for decline
(e.g., rate too low, no job seeker available, other) and kindly add a
comment with details for continuous improvement purposes.



@ AIR CANADA

Need to Clarify Something? Use the In-App Chat Feature

While reviewing or responding to job postings, you may have questions about specific details or next steps.

To streamline communication, Fieldglass offers an in-app chat feature that connects you directly with Air Canada’s Procurement Operations team — the team
responsible for Fieldglass processes.

7 Fitsgars | (@omati) . - HOW to get there?

\' Buyer \ All suppliers

Home  View  Create  Analytics

> Job Posting List

Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) Chatwith: Air Canada (AIRGAN) Look for the Chat icon in the top- E
( sobPesiing right corner of the screen.
Status Next Step Job Posting ID Period Buyer

Submitted  Need torespond  AIRCANJP00000664  2025-07-01 to 2025-07-31  Air Canada

| Details v Job Seekers(0)  RateDetails  Interviews  Related H OW it he I ps

Accounting Job Position Details
PR ———— | I + Ask context-specific questions directly
Frelican)  sobcode from the page you’re working on
Base Section Legal Entity . . .
IT| Configuration Manager (Level 3 - Senior) /Hr IT | Configuration Manager (Level 3 - Senior) Site ° AVOId emall baCK'and'forth by keeplng
Py e 000000 primayLocatn communications within the system
Bill Rate 0.00 - 100.00 Other Locations .
ot At " == * Keep arecord of your inquiries tied to
N Foes R (110¥121156) 1000 oA EADOUARTERS,ONTREAL the exact submission for easy reference

Total 100.000 vt

Quebec

HA4S 1Y9
Posting Information

Business Unit
Job Posting Owner FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA) Catego Message @ . . .
e ( : ) e Note that this feature is available on
Distributor FARAH MERHEB(FARAH MERHEB@AIRCANADA CA) Positions Requested m ost F i e I d g Iass pag es s not J u St the
Creator Divernois, Agnes IESORG YD JOb pOStIng deta'ls page
Create Date 20250717 Time Sheet Type

Submit Nate I005.07-70 08:40 AM Time Sheet Frequency.
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Submitting a Candidate: Job Seeker Details

This page allows you to submit a contingent worker candidate (job seeker) against the selected job posting. The first section is about the candidate’s information
and availability.

T riagaes | @mied) c @2 oo o a a Fill in the basic candidate information: First Name, Last Name,

Submit Job Seeker Available Start Date, and Security ID.
0 2) fomer ) P e The Security ID is a unique identifier required by Air Canada for
e security access management.

Job Posting (ID) Respond by Date

Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) (AIRCANJPOD000664)  2025-07-04
Buyer

Air Canada

betile (2] e Upload the candidate’s Resume / CV and answer a
o few Air Canada-specific questions related to the role
and candidate’s profile.

[ ] Search Existing Workforce
Search all workforce records to determine if an individual has been previously submitted before creating a job seeker.

John Doe

Unique ID (optional)

R e Depending on the job posting, you may be asked to
© o provide details related to qualifications. Add any

...... - =~ relevant scale and supporting documents to strengthen
e . . the candidate’s submission. Note that qualifications
serers e e o) - are either Must Have or Nice to Have.

20250701 workers lastname (inuppercass). | eoesdesseex P esegemen

20250701 B

DD is the day of birth (numeric)
Submitted to other Job Postings?*

Al h
T 1M is the month of birth (numeric). Attachments

EX. Jane Smith was born on April 1st
Location*

e O | =F=mmien m——— —— ° Lastly, you must upload a completed Conflict of
= Mok et ot e o e Interest Form as per Air Canada’s standard
submission process.
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Submitting a Candidate: Rate Details

On this page, you'll be asked to complete the rate information for the candidate you’re submitting.

EE' : Fieldglass  |@ BetaMade |

Submit Job Seeker

+  Setup o Rates 3 Review and Submit

Rates

Job Posting (ID)

Template With Rate Card (CAD) | IT | Configuration Manager (Le

Buyer
Air Canada

Remit-to Address (optional)

Rate Name (Code) (Category lUOM) @ Rates

Base Section

Pay Rate
IT | Configuration Manager (Lewvel 3 - Senior) (IT |

Configuration Manager (Level 3 - Senior) /Hr) .
Final Bill Rate *

Calculate

SADd

Last Login Time: 2025-07-20 09:24 AM EDT
Confidential and Proprietary Information of SAP America, Inc.
Data Processing Disclosure  Cookie Policy  Cookie Preferences  Terms of Use

Search by ID or text... Q EH 2 @ Ad

Respond by Date

vel 3 - Senior) (AIRCANJPO0000664)  2025-07-04
Requested (CAD) Presented (CAD)
.00
0.00 - 100.00 50.00
m Cancel

SAP Fieldglass 2508 | lvzhh
i 2025 SAP SE or an SAP affiliste compary. All rights reserved.

Understanding the rate fields

The requested rate reflects the rate range predefined by Air Canada
for this job posting/position.

The presented rate field is where you enter the proposed rate for your
candidate, based on their qualifications.

The pay rate represents the actual compensation the candidate will
receive.

Note that while submissions above the requested rate are
permitted, candidates within the approve range will be
prioritized for consideration.

Air Canada encourages competitive and fair pricing to support
transparency and value in their contingent workforce processes.
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Submitting a Candidate: Final Review and Submission

Before submitting, you can review all the entered details to ensure accuracy.

EE‘ ':I Fieldglass  |@ Beta Mode | Search by ID of [ext...

Home View Create Analytics
? Job Posting List

Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior)

‘ Job Posting

Status Mext Step Job Posting ID Period Buyer

Submitted  MNeed torespond  AIRCANJPO0000664  2025-07-01 to 2025-07-31  Air Canada
&  Success!

‘Your job seeker has been submitted successfully and a new workforce record has been created for them.

a R Once you clicked Submit

* A new workforce record is automatically created for the candidate.

* You'll be able to track and manage the candidate submission under
the Job Seekers section of the Job Posting.

Details Job Seekers (1) Rate Details Interviews Related Q
» Depending on the maximum number of submissions allowed per
Job Seekers 1 Item Found . . . B
supplier, you may submit another job seeker (blue box, top-right)
Withdraw | 0 ltems Selected
- st Name Sumined | WorkOude.. | Gurency SThae | sae Resume v * If needed, you can also withdraw a submitted candidate directly
All v Enter Crit. Enter Criteria Enter Crit Enter Criteria Enter Crit from the Job Seekers page
O Jo % Submitted Doe, John 2025-07-20 10:36 AM CAD 0.00 Air Canada-HQ Download | View

SADd

Last Login Time: 2025-07-20 09:24 AM EDT

The next step is then with Air Canada to review the submitted job
seekers and either reject or schedule interviews with the pre-selected

SAP Fieldglass 2506 | lvzhh

Confidential and Proprietary Information of SAP America, Inc. © 2025 SAP SE or an SAP affiliate company. All rights reserved Candlda tes-

Data Processing Disclosure  Cookie Policy  Cookie Preferences  Terms of Use
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Tracking the Status of Submitted Candidates

As Air Canada reviews and filters the candidate submissions, you can easily track the status of each job seeker you’ve submitted.

WHERE to track? WHAT are the different statuses?

* Under the Job Seekers tab within the specific Job Posting Job Seeker has been submitted to AC and

E‘ ':' Fieldglass (@ Beta Mode | Search by Dar text ) Q 0 2 8 @ Ad is awaiting reVieW

Home  View  Create  Analytics

. Job Seeker is under further consideration
R — Shortlisted
for the role
Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) m &l w

[ 220 Posing

Rejected
Status Next Step Job Posting ID Period Buyer
Submitted  Need to respond ~ AIRCANJPO0000664  2025-07-01 to 2025-07-31  Air Canada

Job Seeker was not selected for further
review \

Details  Job Seekers (2)  Rate Details  Interviews  Related Q

|

|

/J

To support continuous improvement in the submission ‘Z

R process, Air Canada will systematically provide a
e — : . rejection reason, and, when relevant, a detailed

— T—_—— 1 ——— comment, which you can review under the candidate’s

P [ o o0 ecrm. Dttt submission for that job posting.

(TN © Rejected White, Michael 2025.07-20 10:44 AM CAD 000 AirCana... Downlosd | View

* Or, from the main Job Seekers page under the View menu
(you can filter by job posting ID, buyer, etc.)

o] Y e O 2 . O ..
T Fiedgiass (@ seaose Search by D or text Q 2 & O Ad T Fietdgiass  (@smanose) Search by D ot a B 8 O Ad
Home  View Creats  Analyics
Home Create  Analytics View  Croata  Anaty
Welca Job Seekers
My Items Contingent Labor Worker Payments
MyWor| My Active Job Postings Job Posting Worker Invoice period View Group By
20250622 [ to 20250720 £ MyAccount v None v 2 tems Found
o Message Center Job Sesker Work Order CreditDebit Memo
You|  starred Workforce.
ate Services Buyer Status o ~ Neme Buyer sie Job Posing D Submited  Type
Interviews Activity Item
Contract Suppller Qualification Form All Enter Criteria Enter Criteria Enter Criteria  Enter Criteria Enter Criteria
Offboarding Activiy tem
Rect ment of Work ler Improvement Plan
My Statement of Wor e Supplier Improvement Pla UNIFGPJS00000001  Doe, Jon Ar Can ArConadaHQ  AIRCANJPOOOOOGG4 20250720 Temp
lestone.
sowsid View Buyers
# Tom) Time Sheat v UNIFGPUS00000002  Whie, Michael A Canada ArCanadoHO  AIRCANJPOOD00GSS  2025.0720  Temp
co SOW Line Item <
AR Expense Sheet Clear St Cler iters
Job
- Absence Rows 5 v 12012 < >

Dataasof 10:49AM Refresh  Download List Data
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Managing Interview Requests

If Air Canada shortlists a candidate, depending on the position at hand, they may initiate an interview request as part of the evaluation process.

As a Supplier, you are responsible for coordinating the interview, which includes communicating all the relevant details to the candidate and ensuring their
availability and preparedness for the scheduled time.

E-!':’ Fieldglass  |@ Beta Mode |

Home View Create

Welcome Agnes d'lvernois

My Work Items

= Summary

e '§§= Interview / Meeting Schedule

My Recently Viewed Items

8 Doe, John

UNIFGPJS00000001
Job Seeker (Shortlisted)

Buyer can review

¥ Template With Rate Card (CAD) | IT |

aQ 0 .

Search by ID or text...

Analyties

Interview | Meeting Schedule

Configuration Manager (Level 3 - Senior)

AIRCANJPO0000664
Job Posting (Submitted)

Meed to respond

Accordingly, you will be notified via automated emails, system
notifications, and the task will reflect in your Work Items.

A t 1 . . . . . . . .
o 3 Review all interview details carefully, including the date, time, time zone,
Q (D) Whats Newin 5AP Flekigias x mter\(lew type (e.g., video c_:onference, in-person, etc.) and any
Discover new features and enhancements available with a release. Go Now! addltlonal InStrUCtlonS pr0V|ded .
1
l Your Work Items All Work Items
L‘ Your Work Items | Interview / Meeting Schedule - @\5
\\\\ Received Within Action
\\ [Show All] v Interview / Meeting Schedule - Accept (1) v 1 Item Found
_— Zo> ______ - If all the details appear correct, you can
e V . . .
:’“’“'"‘ i ) (ot st e | select Accept, which will return it to the
- buyer for further confirmation. You will
R Submitted  Need to accept  FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA) Air Canada (AIRCAN) receive a Confirmation ema” once the
20250701 Q' ____________________________________ buyer finalizes the interview with a link
Details M to add it to your calendar.
Subject Interview for AIRCAN Configuration Manager (L3 - Senior)  FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)
sminkensom Alternatively, you can select Decline
Details (No Value)

Proposed Times

Accepted Proposed By Date

Buyer 2025-07-21 CanadalEastern

10:30 AM Canadal/Eastern

and/or Reschedule, which will allow
you to propose new dates or times for
the interview.

End Time

o ————

11:30AM Canada/Eastern

Interviews can also be managed by selecting the “Interviews” tab from the Job Seekers tab under the specific Job Posting.
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Knowledge Check

Q2: Which of the following best describes the Presented Rate in Fieldglass?

A) The rate the buyer offers to pay the worker
B) The rate the worker will be paid
C) The rate the supplier proposes for the candidate

D) The maximum rate allowed for the role



@ AIR CANADA

Knowledge Check

A2: Which of the following best describes the Presented Rate in Fieldglass?

C) The rate the supplier proposes for the candidate -

The Presented Rate reflects the rate the supplier is proposing for a
candidate to perform the work outlined in the job posting. It helps the
buyer evaluate candidates not only based on qualifications, but also
on cost alignment with budget and expectations.
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o

Section 4 | Contingent Workforce Module for Suppliers

Work Orders
& Worker Registration
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Training Objectives and Outcomes

Section 4.3 | Work Orders & Worker Registration

This section will provide a deep dive into how Suppliers manage Work Orders and Worker Registration in SAP Fieldglass.
This section will focus on:

1 Learn how to review and accept Work Orders issued by Air Canada

2 Understand the information required in the Work Order to initiate worker registration

Gain visibility into how to manage Work Orders throughout their lifecycle, including worker replacements, revisions, tracking progress, and monitoring
budget consumption
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e
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Section 4.3.1 | Work Orders
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Work Order Process

) WHAT are the key elements to work orders and onboarding?
Work Order Onboarding

9

* Accepting Work Orders
» Registering Workers onto SAP Fieldglass

Work Order is Created &

Worker Registrati
Approved orker Registration

SAP Fieldglass SAP Fieldglass
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Understanding Work Orders

WHAT is a work order? HOW to access work orders?
A work order is an online document that outlines the final From the View menu, go to Worker, and click on Work Order to see a full list
terms of the contingent worker’s engagement, including: of your work orders.

v The worker details (name, date of birth, etc.)

. . . WFieldglass © Beta Mode | Search by ID or text.
v’ Final start and end dates, scope of services and applicable "
. Home View| Create Analytics
deliverables Y i
an Admini
v Approved rates and associated cost structure e Endni Contingentiabor - Worker Payments
. . . . welcﬂ My Active Job Postings Job Posting Worker Invoice
/ ASSIgned Iocatlon(S), tlmesheet frequency, maxlmum Message Center Job Seeker Work Order Credit/Debit Memo
budget and any other related caps on spend. o | T Vorktorce

Services Buyer
= sur Interviews Activity Item
Contract Supplier Qualification Form

Offboarding Activity Item
A wol Statement of Work Supplier Improvement Plan
Milestone

When a Master Consulting Services Agreement (MCSA) is

SOW Bid View Buyers

in place, the Work Order is considered the governing legal wndl Sow L e
document for the engagement. However, in the absence of £ Tem h
an MCSA, a Consulting Services Agreement (CSA) must e |
be executed to establish the necessary legal framework. S 1 cletpere o e

& Doe, John

In such cases, the CSA is signed outside of SAP Fieldglass, o seear ooy || "R
prior to the Work Order being sent for the Supplier’s -

acceptance. Once signed, the CSA must be attached to the
Work Order to ensure visibility and audit traceability.
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Accepting Work Orders «/3)

WHERE to accept work orders? Once your Candidate has been selected by Air Canada for a position, a work order will

be created and sent to you, the Supplier, for review and acceptance in SAP Fieldglass.
* From the notifications menu

search by ID or text... a 22 2 o Ad As the Supplier, it is your responsibility to:
o » Carefully review all the work order details

Work Order

» Accept the work order if all information is accurate and complete
le with the August release. The new SAA will need to be ai lass user in X . . . .
» the SAA are esigned to enhance clarity, improve datapr{  Accept 1 jcewiththe  If any information needs to be updated, or if the engagement will not proceed
ilable. . . .
'” (e.g., the worker is no longer available), you may reject the work order, select
& a reason, and include a comment specifying the requested changes.
SAP Fieldglass % Your Work Items | Work Order @1 8
«ures and enhancements available with a release. Go Now! Fecenea i feten
[Show Al v Work Order - Accept (1) v 1 ltem Found
d Or1 from your Work Items Summary page e v D Doe, John | Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) | ) O \E\l
TS @ vorkorer @ GotoDetas | S —
w Fieldglass @ Beta Mode | Search by ID or text... Status Next Step Work Order ID Period Bu
Created Needtoaccept ~AIRCANWO00000663  2025-07-01 to 2025-07-31  Air Canada
Home View Create Analytics

A Advance notice: A new SAP Fieldglass Supplier Access Agreement (SAA) will be available with the August release. The new SA/
an Administrator role who can accept on behalf of your supplier company. The updates to the SAA are designed to enhance clari Posting ID Candidate ID
latest regulations. Additional information will be provided when the new SAA is made available. AIRCANJPO0000664  UNIFGPJS00000001

0 A Accoun ting (CAD) Work Order Details
Welcome Agnes d'lvernois
Rates Final (CAD) Contingent Type Air Canada_Contingent
My Work It % Base Section Supplier Reference
y Work items (O What's New in SAP Fieldgla
s eldglass IT | Configuration Manager (Level 3 - Senior) Legal Entity Air Canada (1000)
. ) IT | Configuration Manager (Level 3 - Senior)
Discover new features and enhancements available with IHe Primary Location 730 COTE-VERTU O (0000001572)
= Summary 1 Pay Rate 0.00
Other Locations
Bill Rate 90.00 Register On Behalf Of Worker? No
8 Work Order 1 < Items Requiring Action vy /) T S EnT Spend Allocation Final SeeiyD e
Maximum Expense 0.00 ~
Flat Adjustment: 1,600.00
Accept 1 cidusment
Cost Allocation % Trial End Date
My Recently Viewed Items Combanv Sefun Wizard pr— K: Line Item

Worker Pay Type Standard
Number 1
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Accepting Work Orders «/3)

After selecting “Accept” on the Work Order you will be taken to the “Accept Work Order” page, where you will be asked to complete the last details required for the
Work Order to be fully confirmed.

Accept Work Order
o Setup 2 Review and Submit

. a As a Supplier, you can choose to either:

' » Toggle ON to register on behalf of the worker — in this case, you will need to
AIRCANWQO00000663 2025-07-01 to 2025-07-31 Doe, John (UNIFGPJS00000001) . . . . . . .
provide your Supplier email address, and the registration link will be sent to
With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) you_
00000664)
Air Canada
posing rformtion + Toggle OFF (default) you'll enter the worker’s email address directly. The

registration email will then be sent to the worker so they can set up their own
account (username & password) to access SAP Fieldglass for submitting
timesheets and expenses.

Supplier Reference (optional)

Verify the Security ID: you must re-enter the Security ID that was originally
submitted during the Job Seeker step.

- e = o - - —
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Accepting Work Orders @/3)

After selecting “Accept” on the Work Order you will be taken to the “Accept Work Order” page, where you will be asked to complete the last details required for the
Work Order to be fully confirmed.

I Date Of Birth

| wmoes B

° Enter the remaining worker details (general questions, date of birth,
prefix)

e IMPORTANT: Always Set the Auto-Invoice Type to “Both”
Note that this setting does not trigger automatic invoice creation.
Instead, it simply enables SAP Business Network to send key invoice data

Accounting

(such as invoice ID and status) back to SAP Fieldglass, ensuring end-to-
Rate Code Rate Category | UOM @ Final Bill Rate (CAD) Pay Rate (CAD) end Vlslblllty across the |ntegrated SyStemS.
2’7‘ ;::nn‘:iuraunn Manager (Level l{glif;fig;;aﬂ(‘isg :\s‘arnagev 90,00 000
Adjustments e Review all the details and click Accept to officially confirm the Work Order.
Attachments

r B =_ _=_Can_L -
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Work Order Confirmation & Integration Flow

Once you accepted the Work Order, the status in SAP Fieldglass will temporarily change to “Pending External Acceptance” before it updates to “Accepted’.

In order to allow invoicing in Ariba, a Purchase Order will be automatically generated via integrations, and will appear in Fieldglass, at the Work Order level. This is the PO

that will be used for invoicing.

w Fieldglass  |@ Beta Mode |

Search by ID or text..

Home View Create Analytics

” Work Orders List

Doe, John | Template With Rate Card (CAD) | IT |

Edit Work Order Y7,V

Buyer

JD Configuration Manager (Level 3 - Senior)
Work Order
/SEuST = T MExSley T E ~ Work Order 1D Period
: Accepted  Buyer needs to activate : AIRCANWO00000663  2025-07-01 to 2025-07-31  Air Canada
N e e == — /

Details v Rate Details  Activity ltems  Time & Expense Related

Posting ID Candidate ID

AIRCANJP00000664 UNIFGPJS00000001

Posting Information

Work Order/Work Order Revision Owner FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)
Creator FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)
Create Date 2025-07-20
Submit Date 2025-07-23 07:41 PM

Time Sheet Start Date 2025-07-01

Ja @ ® @& @ Ad

5]

Closer to the start date, Air Canada will activate the WO. At this point, the status
will update to “Activated” and the next step will be “Worker needs to register’.
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Section 4.3.2 | Worker Registration
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Worker Registration — Create Your Account

Once the Work Order is activated by Air Canada, a registration email will be sent to the Worker, which they will use to create their SAP Fieldglass account.
Note: If you previously selected that as the Supplier, you will register on behalf of the worker, the same registration email will be sent to the email address indicated

before.

[EXT] Invitation to join the SAP Fieldglass system &5 internal - Pour circulation interne

fieldglass@us.fieldglasstest.cloud.sap

To: @ d'lvernois Agnes

External email: Please do not click links or open attachments unless from a trusted sender.

Courriel externe : N'ouvrir ni liens ni piéces jointes, sauf si l'expéditeur est fiable.

Please create your account with SAP Fieldglass, the resource management system used by
Air Canada and Unified Talent Group. All you need to do is select the button below and fill
out your account details, and you're ready to start submitting your time and expensesl|

Create Your Account

This registration invite will expire on 08/16/2025.

Not Doe, John? Select on your email client's Forward button to forward this message to
John

Select on the link below (or copy/paste into your web browser) to register.

The first section of this page will require you to fill in your basic information.

Create Your Account English (United States) v

Basic Information

Already have an SAP Fieldglass account? Select here to link this job to your existing account.

Please provide just a few details so we can set up your account.

First Name Last Name

Worker's Personal Email This email will be auto-populated from what was entered by the
d'ivernois.agnes@aircanada.ca Supp“er It can be mOdIerd by the Worker |f needed

Meobile Number Country Code (optional) Mobile Number (eptional)

Security ID* 9 The worker will need to enter their Security ID to confirm their identity.

Format reminder: FFFLLLDDMM where:

* FFF is the first three letters of the worker's first name (in uppercase).
» LLL is the first three letters of the worker's last name (in uppercase).
» DD is the day of birth (numeric).

* MM is the month of birth (numeric).

Re-enter Security ID*

Gender (optional) k2
Unknown

Note: If the first or last name of the Worker has less than three letters, input
a capital "X" to ensure the Security ID follows the correct format.
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Worker Registration — Define Your Login Details

After completing the basic information section shown on the previous slide, scroll down the page to fill in the login details.
These details will define the login credentials for your SAP Fieldglass account.

o Define your Desired Username.

Login Details This will be used to log into the worker’s SAP Fieldglass account.

Desired Username * Password requirements:

’ o s ot . Cont e Create a Password.
This will be used to log into the worker’s SAP Fieldglass account.

Lower-case letter
*
Password 6 Contains one of each: Number

Password restrictions:

Does not include Username or Email

account, select Sign In. This will take you to your SAP
Fieldglass account.

Does not include First Name or Last
MName

e Once you have filled in all the required fields to create your

SAP Fieldglass Privacy Collection Statement

SAP Fieldglass collects and uses your personal information to provide services and information to its customers, for its business
operations, and to comply with the law. Qur Data Processing Disclosure (available here) tells you how we typically collect, use, and
disclose your personal information, and how you can ask for access to it or request correction of it. Qur Data Processing Disclosure
also contains information about how you can make a complaint and how we will deal with such a complaint.

For further information about our data processing disclosures or practices, contact your System Administrator.
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Section 4.3.3 | Work Order Lifecycle
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Work Order Lifecycle

As a Supplier, you are responsible for managing active Work orders. These can be accessed at any time to review the Work Order and worker details, monitor
timesheet and expense activity, and ensure accuracy throughout the engagement.

Details Tab: view comprehensive information
including start/end dates, location(s), rate details,
accounting information, etc.

Navigate to View > Work Orders to access all your active and past Work Orders.

w Fieldglass (@ BetaMode| Search by ID or text. Q 0 2 ® @ Ad

Wome  View  Create  Analytics BT riedgtess | @) ——— o @z & o ad

Home  View  Create  Analytics

Work Orders Activity Items Tab: check for any due activity items.

 Work Orders List
Period D Doe, John | Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) 6 Actions v || &)
20250629 [ to 20251027 [ (& work orcer it Py Rate @
starus Work Order 1D period Buyer Eait Workforce . . .
o Gonfirmed  AIRGANWO00000663 zazs—a@zozam-ﬂ Jir Canac Time & Expense Tab: monitor submitted timesheets
PURR - a and expense sheets.
& Confirmed AIRCANWO00000663 osting ID Worker ID @ @

See statuses: Draft, Pending Approval, Approved,
Invoiced, Rejected.

Supplier Reference Edit

Related Tab: access linked records such as the Job

AIRCANJPO0000664  AIRCANWKO0000375
Clear Sort Clear Filters
Accounting (CAD) Work Order Details
Rates Final (CAD) Contingent Type Air Canada_Centingent
ase Section
Hr

IT | Configuration Manager (Level 3 - Senior) Legal Entity Air Canada (1000) . .
Posting ID, Job Seeker ID, Worker Profile.
:":: Business Unit IT, DATA & DIGITAL {T1)
' Editing Work Order Information: you may edit
tmreane certain information such as the worker details.
Bill To Location ) IC%DD.\SSEDZEPKTOU\\‘-STHFL’DORA.NUMBE‘PH‘REMR’ :[E”ic:i ; s :E:;:ZG
Communication Tools: at any time, you can use

Posting Information

Trial End Date

the chat feature to communicate effectively with Air
Canada procurement operations team.
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Accepting Work Order Revisions

As part of the work order lifecycle, revisions may occasionally be required. You will receive a notification in your Work Items indicating that a revised work order requires
your acceptance.

Revisions are initiated by Air Canada and follow the same format and process as the original work order acceptance.

* Wark Orders List

1D Doe, John | Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) aesept | | Dectine [[petions v | [ |

Similarly to your initial acceptance of the Work Order, it is your responsibility

e RS o to review the Work Order carefully.
Created Need to accept  AIRCANWOODQO00663 (Rev. 1) 025-08-01 10 2025-08-29  Air Canada . . -
_ = You can either accept or decline the revision.

R All changes made during the revision will be highlighted in blue for clarity. You
can compare the updates by reviewing the “Current” vs. “New” columns and

Accounting (CAD) Wiork Order Details e
review any comments left by Air Canada for further information.

----0

Rate Terms Current (CAD) Hew (CAD} Current New
Base Section Contingent Type Air Canada_Car

IT | Cenfiguration Mznager

IT| Canfiguration Manager (Lavel 3 - Senior)
(Level 3 - Senior) JHr

Revisions typically occur when there are financial implications, such as:
* Achange in the duration of the engagement’

* A modification to the worker’s rate

* The need to add or update a cost center

Pay Rate 000
Bill Rate 00.00 110.00 2025-08-01

2025-08-29

Spend Allocation

ads (1000) adz {L000)

Maximum Expense

Sie Air Canada-HQ Air Canads-HQ (1000)

[4
|
—
1
1
|
[
1

Current Cost
Allocation

730 COTE-VERTU O (000000
| osm

K: Line ltem

Number 1 1Y NE SL\TET 175 AERO WAY NE SUITE
2 110 (0000001581

Nav Fees RIC
(110vYZV156)

mosmasoemary | mosmsoicmaLm

Subtotal: 100.000

Total 100.000

You can always review the Work Order history and compare previous versions
by clicking on the Revisions tab for traceability and audit purposes.

7 Work Orders List

News Cast % Total Hours 184.00
Alocation

Estimated Additional Spend 0.000 %
K:Line ftem
Number 1
, D Doe, John | Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) Actions v | | ]

‘ Work O

Nav Fees RIC
(110VYZV156) 80.000
Primary

Fiat Ad] 1,600.00
Period

Subtotal 80.000

P: Line em
Number 2

223F150 Delivery
and

(AA223150DL)
Subtotal 20.000

Total 100.000

Tiial End Date

Remit-o Address:

Pending External Acceptance  Need to accept  AIRCANWOO0000663 (Rev. 1)
\\ bists aaOnnls fovmins TimErpeme Rl
’%ﬂﬂWder Information (CAD)

Rev. Status st Ens Average Rate

0 Confimed 202507-01 20250731 .00

20250801 20250829 11000

2025-08-01 10 2025-08-29  Air Canada

Bilable Per Diem  Buyer Reference Supplier Reference
090cAD

090CAD



@ AIR CANADA

Replacing a Worker

In the event that a worker needs to be replaced (e.g., due to resignation or other reasons), you must inform Air Canada who will begin the worker replacement process.

SAP Fieldglass streamlines this process by automatically closing the initial Work Order and generating a new Job Posting.

This new job posting is sent exclusively to you, as the originally selected supplier, prompting you to resubmit candidates, following the same process as the initial job
seeker submission.

Air Canada will review and select a suitable replacement from the new candidate submissions, and a new work order will be automatically generated.

ET7 Fiewglass | (@ etione) a @2 8 @ ad

Home View Create Analytics
* Job Posting List
Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior)

‘J:h Posting.
Status ext Step b P

Replacement For

Job Position Details

Canada_Conting:
Final {CAD) cEonl
Legal Entity
Manager (Level 3 1) C onfiguration Manager (Level 3 - Semsor) st
730 COTEVERTU O (3000001572
Fay Rate 0.00-0.00
Bill Rate 110.00 - 110.00
Cast Allocation %
AIR CANADA HEADQUARTERS. MONTREAL
Nav Fees RIC (LL0YYZV1S6) - Primary 000 Dorval
223F158 Delivery and Configuration 20000 j‘ih"
(AAZ23159DL) o an
Has 1
Tota 100.000
Business U IT. DATA & DIGITAL (T1)
Category

Posting Information

FARAH
Job Fosting Gumer MERHEB(FARAH MERHEB @AIRCANADA CA)

Coordinator

To ensure continuity
and traceability, the
new job posting and
resulting work order
will be system-linked
to the original
transaction, allowing
you to easily identify it
as a replacement for
the initial worker and
maintain a clear audit
trail.

Governance Considerations

It is best practices to have the initial worker submit

all outstanding timesheets and expense sheets
before the work order is closed.

Integration Implications

* The initial PO will be closed.

* A new PO will be generated, carrying forward the
remaining budget from the original work order.
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Section 4 | Contingent Workforce Module for Suppliers

Timesheets & Expenses
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Training Objectives and Outcomes

Section 4.4 | Timesheets & Expenses

This section will provide a deep dive into how to submit timesheets and expense sheets from both a Worker and Supplier standpoint in SAP
Fieldglass.

This section will focus on:
1 Submitting timesheets with the correct hours, project code(s) and location(s).

2 Submitting expense sheets in line with Air Canada’s requirements: expense location, supporting documentation (receipt).

3 Tracking the status of submitted claims and related documents for invoice processing.
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Timesheets & Expenses Process

Time & Expense
Sheets

Time and Expense Sheet
Submission & Approval

SAP Fieldglass

WHAT are the key elements of submitting timesheets and expenses?

Contingent workers are required to submit timesheets and may also be required to submit expense sheets depending on the engagement.
All submissions and approvals take place in SAP Fieldglass, directly tied to the Work Order.

In fact, this is how the Work Order budget is consumed, hence the importance of these being submitted accurately and on-time to
ensure proper budget tracking and efficient invoicing and payment processes.

Submission Responsibility: Typically, workers are responsible for submitting their own timesheets and expenses.
However, Suppliers also have the ability to submit on their behalf as needed.

Timesheet Period & Availability: Timesheets are only available for entry during the active assignment period
and for the dates tied to the Work Order.
The submission frequency (e.g., weekly or monthly) may vary depending on the Work Order terms.

Expense Sheets: Expense submissions are not always applicable, depending on the engagement and the
terms of the Work Order. If applicable, receipts and relevant supporting documents must be attached.

Approval Process & Invoicing: All timesheets and expense sheets are routed to the Work Order owner on the Air
Canada side for review and approval. If a submission is rejected, it will be returned to the Worker/Supplier with a clear
rejection reason and must be corrected and resubmitted.

Once approved, the data becomes available in SAP Business Network for invoice creation.
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Section 4.4.1 | TS/ES Submissions as a Supplier
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Accessing Timesheets as a Supplier

WHERE do | go as a Supplier to view and access timesheets?

Time & Expense

Time Sheets

Expense Sheets

Submitea

Draft Time Sheets

Time Sheet Period View

2050713 £ to 20250027 £ MyAccount v

‘‘‘‘‘‘‘‘‘‘

Approved

site Primary Cost Center

Doe, John AIRCANTS00006249

Doe, John AIRCANTS00006248

Doe, John AIRCANTS00006247

Clear Sort Clear Filters

Dataasof 03:47PM  Refresh  Download List Data

Air Canada-HQ Nav Fees RIC
Air Canada-HQ Nav Fees RIC

Air Canada-HQ Nav Fees RIC

Rows 5 v 1303 ¢ >

FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)

FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)

FARAH MERHEB(FARAH.MERHEB@AIRCANADA.CA)

3 Items Found

2025.07-27

2025.07-20

2025.07-13

Option 1: From the Work Order

» Select the applicable Work Order and click on the Time & Expense tab.

» Select the desired time period. All timesheet available for that period will be
displayed. Timesheets that are pending submission will be in Draft status.

» Click on the relevant timesheet ID, enter the time details on the next page and
submit.

It is always recommended to double-check the Work Order terms (e.g., location,
expected weekly hours, and other submission parameters) before submitting.

Option 2: From the Timesheet Menu

* From the homepage, navigate to the View > Timesheets menu.
* Use the tabs at the top of the page to toggle between:
+ Time Sheets: Displays all timesheets for all workers, across all statuses

» Draft Time Sheets: Shows only the timesheets that are currently pending
submission.
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Submitting Timesheets as a Supplier

Once the Timesheet ID is selected, the timesheet page for that period opens.
Click Edit to open the editable version of the timesheet.

You can now:

Enter the exact time worked per day
View the cost center associated with the work order.

Optionally add comments to provide context or notes
Optionally attach any supporting documentation if needed
Click submit to finalize the entry and send for AC approval

Doe, John

Time Sheet 1D Period Bupe
0 submit  AIRCANTS00006246  2025-06-30 to 2025-07-06  Air Canada

rior) - AIRCANJPO0000B64  AIRCANWKO0000375

630 01 702 703 708 705
o " The ,

Posting Information

E : ':‘ Fieldglass | |@ Beta Mode |
Enter Time

o Enter Time

Enter Time

Time Sheet Warker

Shift
AC Shift  w
Change shift per day

Time Worked
Day

Billable

Doe, John AIRCANWKO0Q0D00375

6-30 701

Man Tue

AC Shift
630 701 &
Mon Tue

rNav Fees RIC (110YYZV156) - Hours Worked - Standard {Default)

Time Worked

Current End Date

2025-07-31

702
Wed

AC Shift

(]

7-03
Thu

AC Shift

Search by D or text...

(]

704
Fri

AC Shift

(3]

705
Sat

AC Shift

@

o
=,
i

706
Sun

AC shift

B @ Ad

Total

Additional Information
Service Entry Sheet ID

Entered by Ariba Integration

Comments (optional)

Attachments
Nao Attachments Defined
+ Add Attachments

Remaining: 2000

-
1 m ICDmplE'lE Later

S

|
22h 30m

|
22h 30m '
Cancel
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Submitting Timesheets as a Supplier — Multiple Cost Centers

Once the Timesheet ID is selected, the timesheet page for that period opens. S Fitagass | (@5emiint) a = e ¢ m
Click Edit to open the editable version of the timesheet. Enter Time
o Enter Time

How to enter time when multiple cost centers are involved:

* When a Work Order is tied to more than one cost center or project code,
you will see one row per cost center in the timesheet entry section. Itis freses e
: AIRCANTS00006249 Doe. John AIRCANWKO0O0000375 2025-08-29
important to allocate the correct number of hours per cost center, per
day, based on how the working hours were split.

Enter Time

shift

» Optionally add comments to provide context or notes o e i b b
» Optionally attach any supporting documentation if needed P
. . . . Change shift per day,
» Click submit to finalize the entry and send for AC approval i
Time Worked

721 | @ 72z | [ 723 [ 724 | 725 | 726 [
Day

7 727
WMon Tue Wed Thu Fr sat Sun Tozl
Doe, John ctions v

(52 P e T B e e e B B B e e B e e e e e e e e e e e e e Bl e e e e Bl e B e e Bl B B i g
== = F * Mav Fees RIC (L10YYZV156) - Hours Worked - Standard (Default) |
Sheet Time Worked 6h m 4h m 2h m Oh| 'm oh m hm hom 1zham | |
Draft  Neec submit  AIRCANTS00006246 2025 0 to 20: 0 Al d:
I * 223F150 Delivery and Configuration (A4223159DL) - Hours Worked - Standard (Default) |
Q
eT'me Worked 2h m 4h m h m 8 m 2h m h m h m 15h Om I
| e 8hom gh Om ghom 2hom 2n0m hom Oh0m anam | |
shitt [ R I I I N .
o3 o 702 703 04 705 706 — Additional Information
. we k™ # sat sun Senvice Entry Sheet 10
s 5 Entered by Ariba Integration
Time Worked Comments [optional
oay o o
o = on =
“
RO Attachments

No Attachments Defined

+ Add Attachments
-
I ICnmpLete Later | Cancel

LS
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Submitting Timesheets as a Supplier — Multiple Locations

How to enter time when multiple locations are involved:

When a Work Order is tied to more than one location code, you will see an additional tab
“Edits Tasks” appear in the timesheet entry section.

After entering the hours, you would navigate to the second tab to allocate time by location:
€ Ciick “Add Locations
@) Select the relevant location codes
9 This will generate multiple line items (one per selected location)

Q Distribute the total hours entered in the first tab across the corresponding location
rows. It is important to allocate the correct number of hours per location, per day,
based on how the working hours were spilit.

Optionally add comments per time entry cell using the blue comment icon for greater detail.

Click submit to finalize the entry and send for AC approval

Edit Tasks

1 EnterTime

[

- ——

Edit Tasks
wr Gurrent End Date

AIRCANTSDO006249 o, John AIRCANWKOOO003TS  08/02/2025

Rates
——
+add Task ]| + Add Locations [Fiear all Values
—— -
e 07 78 708 710 1 w2 3 -
.4 Mon Tue Vied Thu Fri Sat Sun g

Base Section

IT| Cloud Architect (Level 1 - Junior) Hr

Value to Allocate nom shom an om &nom 8nom onom onom a0nom
% Nav Fees RIC (L10YYZV156) - Hours Worked - Standard (Default)

2025 LOGISTICS DRIVE (0000002064) &h Om 8h Om 8h Om sh Om 8h Om Ohom Oh Om 40hom
Day Total anom shom an om &nom 8nom onom oh om aonom

+Add Task | | + Add Locations

Add Locations

Please select alocation(s).

O seleaAl

2025 LOGISTICS DRIVE (0000002064)
— o = -

Edit Tasks

1 Enter Time

Edit Tasks
Tirw Sheat L Curren: End Date
AIRCANTS00006246  Doe, John AIRCANWKO0000375  0s/02/2025
Rates
+AddTask | | +Add Locations | Clear All Values
707 8 e 710 m e 713
Day Mon Toe Wed Th £ St sin ot
Base Section
T Cloud Architect (Level 1 - Junior) fHr
Value 1 Allocate &hom hom shom &hom &hom hom ohom 40hom
* Nav Fees RIC (110YYZV156) - Hours Worked - Standard (Default)
—— -
é mzﬁmmsﬂcsnmvz(onnnmznﬁs)I ] onem hoam an om gn om an om 0h Om Ohom 20h0m
2025 L0GISTICS DRIV (000000206 || 80 0 gn om O] 2n om hoOm hoam 1 h Om ohom 200 0m
i B e T L
Day Total 8h0m &hom shom &hom &hom ohom ohom 40hom
N Comments x
+AddTask | |+ Add Locations
T
A
Rermieing 40
Last Login Time: 0810412025 D4:14 PM EDT RSO ks 20T | M0
Confidential and Proprietary Information of SAP America, Inc. © 2025 SAP SE or an SAP affilate company. All ights reserved.
Dai Pracessing Discloswe  Cookie Folicy  Coakie Preferences  Terms of Use
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Submitting Expense Sheets as a Supplier

2 Work Orders List

E‘?:w::' cPreo@ ° Navigate to the applicable Work Order and in the top-right corner, click on the

Actions menu and select Create Expense Sheet.
D Doe, John | Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) 5]

Work Order Edit Pay Rele i [ [
et o~ This opens the Create Expense Sheet page where you will see the available
Confirmed ~ AIRCANWOOD000663 ~ 2025-07-0L to 2025-07-31  Air Canada expense codes per cost center.

Ecit Worker
—— — —
Creste Expense Sheet

Details  RateDetails  Activityltems  Time & Expense ~  Related — o —— Q

Time & Expense

Period

wzs0701 B w 200727 Create Expense Sheet

<

Invoiced  ~  Enter Giit

Time Sheets . . - . . .
e | e o NS I S Fill in the expense details (date, merchant, description, unit and
For simplicity and to minimize risk of errors, we recommend creating one expense sheet per expense. rate) and rev|ew the expense amount automat|ca||y_ca|cu|ated )

If you do choose to submit muttiple line ftems in the Same expense type on a single expense sheet, please ensure that all items share the same location, as this is required for tax compliance.

ARCANTSO0! 207

Clear Sort Clear Filters

@ Dont see the Expense youre Logking for in the list below? Ta find additional Expenses Click here

Expense Codes

it AIRCANWKOODD0375 - Template With Rte Card (CAD) | IT | Configuration Manager (Level 3 - Serior) (2025.07-01 - 2025.07-31)

N — o Ensure you complete all required information:
xpense Sheets Cost Center Evpense Code Billable

| D e o o o e o o e e e e e Lo + Attach the expense receipt for each line item
el (Hotel)-Routine Travel & Adm (66000680) \ - . .
A [sece NamaCuRIS T «  (om) [mmam @ | » Enter the Purchase Location in the required
(o) 2o 8 , )
I T ol e ) | 1 format (City, Province/State)
Nav Fees RIC (110YYZV156) Hotel Units (Units x Rate)* 2 x 180.000 CAD
_______ I 1
Nav Fees RIC (110YYZV156) Meal I E 360.00 CAD I
Naw Fess RIC (110YYZV156) Parking ‘ Towl 380,00 CAD
————————————————————————————
Nav Fees RIC (110YYZV156) Per Diem

L=

Important Guidelines
) You may submit multiple expenses in one expense
o sheet only if
— * They share the same expense code (e.g.,
| G multiple Meals).

Purchase {ex. Montreal, OC)

J o

Na Fees RIC (110¥YZV156) Miscellaneous
Clear Sort Clear Filters

Attachments

No Attachments Defined

» All items were incurred in the same purchase
e (R o | o location.
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Submitting Expense Sheets as a Supplier — Multiple Cost Centers

Create Expense Sheet

0 Tl e e When a WO is associated with more than 1 cost center, you will see multiple
versions of the same expense type list — one per cost center.

¢ Expense Sheet Format
To ensure your expense sheet is processed without delays, please group expenses by type [e.g., meals with meals, transportation with transportation). Avoid mixing different expense types within a
single submission
For simplicity and to minimize risk of errars, we recommend creating one expense sheet per expense.

If you do chaose to submit multiple fine ftems in the same expense type on a single expense sheet, please ensure that all items share the same location, s this is required for tsx compliance.

@ Don'tsee the Expense you're looking for in the list below? Ta find additional Expenses Click here

Expense Codes

Assignment: AIRCANWEDID00387 - Template With Rate Card (CAD) | Medical | Doctor (2024-06-02 - 2025-03-30) 16 Izems Found

On the expense sheet itself, expenses will be grouped and displayed by
cost center.

Cost Center Expense Code Expense Name General Ledger Account Code Expense Type Bill...

E

i ————————
é AC Airports ANC (110ATLYS03) Travel | Travel (Airfare) 66000680 Travel Yes
\ AC Hirports ANC (110ATLV503) Transportation | JR— 66000680 Travel Yes
—
R —— 1 - . :
" ACAirporss ANC (LL0ATLVE03) Hotel I Hotel 66000680 Hotel Yes Billable 9
]
= ; E
1 5 AC Rirports ANC (110ATLV503) Meal | M 66000670 Food Yes Nav Fees RIC (110Y¥ZV156)
I O Parking (Parking)-Routine Travel & Adm (66000680)
o AC hirports ANC (110ATLVSD3) Parking | Pariing (anly for FOPs) 66000680 Travel Yes
17}
| o . - i " 1 . - . *® Copy 2025-08-04 B hant
I O AC Airports ANC (110ATLVE03) Per Diem Per Diem 66000670 Yes -
| @ Description
1 AC Airports ANC (110ATLYS03) Miscellaneous I Miscellaneous 66001120 Yes
| AC Hirparts ANC (110ATLYS03) Meals(Only for FOP's) ) Meais 66000670 Food Yes Units (Units x Rate) * | 0.00 x| 0.000
—__— -_-_ -_- — —_-_-__-_- B -
Expense Amount
( Nav Fees RIC (1L0YYZV156) Travel | Trevel (dirtare) 66000680 Travel Yes HRnEELm0a 0.00 CAD
o Nav Fees RIC (110YYZV156) Transportation I Transportation 66000680 Travel Yes AC Airports ANC {110ATLVS03) 9
| g Nav Fees RIC (110YYZV156) Hotel Hotel 66000680 Hatel Yes Parking (Parking)-Routine Travel & Adm {66000680)
— I S
| © tevFeesRIC (L10VVZV1SE) Meal | Mess B6000ETD Food Yes ® Copy | 20250811 [ M
c
| 8 Nav Fees RIC (1LOYYZV. Parking | Parking (anty for FOPs) 66000680 Travel Yes [@
| 1
I B Nav Fees RIC (110¥V2V156) Per Diem Per Diem 66000670 Yes Units (Units x Rate) *  0.00 x 0.000
S 1 L E
| Nav Fees RIC (1L0YYZV156) Miscellaneous | Miscellaneous 66001120 Yes Expense Amount ——
1 Nav Fees RIC (1L0YYZV156) Meals{Only for FOP’s) | Meats 66000670 Food Yes ekl 00 CA
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A Submitted TS/ES

& Accounting Visibility

Once timesheets / expense sheets are submitted, their status updates to Pending
Approval. The next step is for the Work Order owner on the Air Canada side to
review and approve the submission.

Note for timesheets that once submitted, the Accounting section appears, which
includes the Bill to Buyer details: the bill rate, the quantity (i.e., hours worked).

Note that this Accounting section is only visible to you, as the Supplier. Workers
do not have the option to see the financial/billing information.

As per Air Canada’s design, Workers/Suppliers must not withdraw any submitted

timesheets and expense sheets without first communicating with the Air Canada
procurement operations team.

Withdrawals can impact integration processes and may disrupt downstream invoicing

processes.

You can review at any time the TS/ES submissions details and statuses in the
View > Timesheets | Expense Sheets menus.

‘ SARNFE

\

© Beta Mode

earch by ID or text.
Contingent Labor Worker
Job Posting Worker

Job Seeker

Services
Contract
Statement of Work
SoW Bid

SOW Line ltem

o

Payments

Credit/Debit Memo

Buyer

Supplier Qualfication Form

View Buyers

? Time Sheets List

Doe, John Withdraw | | Actions v
| Time Sheet
P ]
] sens Next Step 1 Time Sheet ID Period Buyer
I Pending Approval  Buyer needs to approve |A\RCN\ITSDDDDGZ¢E 2025-06-30 to 2025-07-06  Air Canada

——— e o o o o = =

Details ¥ Related Q
Posting Worker 1D

——— =

Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior) - AIRCANJPOD000664  AIRCANWK00000375

Shift
630 7.01 702 7.08 7.04 705 7.08 :
oay Man Tue Wed Thu Fri sat sun Totet Worked
Shift - AC Shift AC Shift AC Shift AC Shift AC Shift AC Shift
Time Worked
6-30 7-01 702 7-03 704 705 706 .
Day Mon Tue Wed Th i sat Sun Total Worked
Billable
Nav Fees RIC (110V¥ZV158) - Hours Worked - Standard (Default)
Time Worked - 81 Om 8hom 4nom 2h 30m 22h 30m
Total Oh Om 8hOm 8h Om 4h Om 2h 30m 0Oh Om Oh Om 22h 30m
Rates
530 7.01 702 7.08 7.04 7.08 7.08 :
Day Mon Tue Wed Thu i Sat Sun Totel Worked
Base Section
IT | Configuration Manager (Level 3 - Senior) Hr - &n0m 8hOm anom 2h 30m ohom oh om 22h 30m
—— e e e e e e e e e e e e e e e e e e e e e e e e e =
Accounting (CAD)
Pay to Viorker
Rete Category / UOM @ Pay Rate Quandity Days Amoun (CAD)
IT| Configuration Manager (Level 3 - Senior) - . _ 000
Hr
Total 000
Bill 10 Buyer
Rete Catzgory { UOM @ Bil Rate Quantiy Days Amount (CAD)
‘:« r| Configuration Manager (Level 3 - Senior) w00 . .
Total 2,025.00

Posting Information

Submit Date 2025-07-27 0412 PM
Contingent Type Air Canaga_Contngent
Work Order\Work Order Revision Ovmer FARAH MERHEB(FARAH MERHEB@AIRCANADA CA)
© Legal Eniity Air Canada (1000)

Site Air Canada-HQ (1000)
Business Unit IT, DATA & DIGITAL (T1)

General Information

Service Entry SheetID. Entered by Ariba Integration
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After Submission — What You Should Know

Approval & Rejection Process Need to Make a Change?

After submitting timesheets and expense
sheets, the next step is for the Work Order
owner to review and approve the entry.

If you realize there is an error or need to edit a
submitted timesheet or expense sheet, please
note that, as per Air Canada’s processes,

you cannot withdraw submissions yourself.
If the submission is approved, a Service Entry

Sheet (SES) will be automatically created in
Ariba Business Network through integrations
(similar to how the PO was created), ready to
be invoiced.

The SES ID is sent back to SAP Fieldglass
on the corresponding TS/ES and their status in
Fieldglass will update to Invoiced — although
this does not mean the real invoice was
created yet.

1 Inthis case, contact Air Canada

: Procurement Operations team
immediately, to request support and
take appropriate next steps.

If the submission is rejected, a rejection
reason will be provided with details explaining
why it was returned. You will accordingly
receive the submission back and can make
corrections before resubmitting.

Track Your Submissions

You can review the details and track the status
of all submitted timesheets and expense
sheets (e.g., Pending Approval, Approved,
Invoiced, Rejected, etc.) by going to the
homepage View > Timesheet / Expense
Sheet tabs from the homepage:

ppppp

yyyyyy

ssssssss

Note that for each TS/ES approved, a dummy
invoice is generated in Fieldglass (View >
Invoice menu) from where you will be able to see
the ERP invoice ID and statuses in Fieldglass once
created from Ariba BN, enabling real-time
visibility across the integrated systems.
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Knowledge Check

Q3: When is a worker expected to submit a timesheet?

A) Only after the assignment is completed.
B) When the supervisor requests it.
C) After starting an assignment, based on the defined schedule (Weekly, Monthly, etc.)

D) Only if expenses are being submitted.
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Knowledge Check

A3: When is a worker expected to submit a timesheet?

C) After starting an assignment, based on the defined schedule (Weekly, Monthly, etc.)

Assigning specific time slots to each candidate ensures that
interviews do not overlap, which helps avoid confusion, delays, or
missed meetings.

It also allows the hiring team to properly prepare for each interview
and gives each candidate a fair opportunity to be evaluated without
the pressure of time.
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Section 4 | Contingent Workforce Module for Suppliers

Invoice Submissions
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Training Objectives and Outcomes

Section 4.5 | Invoice Submissions

This section will deep dive into the invoice submission process for transactions tied to Fieldglass-based engagements.

This section will focus on:

Understanding how SAP Fieldglass and SAP Business Network are integrated to support invoicing purposes (process, key integration points and
document flow)

2 Submitting invoices in SAP Business Network based on approved timesheets and expense sheets from SAP Fieldglass

3 Handling less common invoicing scenarios (e.g., credit memo, non-PO invoices)
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Invoicing Process

WHAT are the key elements to invoicing Fieldglass transactions?

.

Invoicing & Payment

b

» SAP Fieldglass as the tool for submissions and approvals

Invoice Creation & Payment u-. » SAP Fieldglass - SAP Business Network integrations for
Process ' PO and SES creation (flow of documents)
' * SAP Business Network for invoice submission

SAP Ariba
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Visualizing the Integration Flow: Fieldglass to Business Network

SAP Fieldglass is the central operational tool used for managing services transactions, submissions and approvals for Contingent workforce engagements.
SAP Business Network serves as the streamlined invoicing platform, receiving approved data from Fieldglass via integrations, enabling Suppliers to invoice without any additional
review/approvals.

Work Order What this means for you as a Supplier

* You will manage all contingent workforce transactions (work
order, timesheets, expense sheets) in SAP Fieldglass.

Work Order is in Business Network
Created & — Upon acceptance of the Work Order, a PO is automatically created * You will use SAP Business Network as your centralized
Approved in SAP Business Network via integrations, for invoicing purposes. invoicing platform, even for Fieldglass transactions.

* You will have real-time visibility into your transaction IDs and
statuses, across the integrated systems.
SAP Fieldglass
» This helps ensure faster, cleaner invoice processing and
payments with 3-way match.

Time & Expense
Sheets

in Business Network
Upon approval of the submitted TS/ES, a Service Entry Sheet (SES)
— is automatically created in SAP Business Network via integrations.
Upon creation of the invoice, the SES will be pre-available for
selection as line items associated with the above PO.

Time and Expense
Sheet Submission
& Approval

SAP Fieldglass
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<> PO Invoice (1/4)

PO Flip is the most common invoicing method in Ariba. It allows you to generate an invoice directly from an existing Purchase Order, ensuring your invoice automatically
aligns with the order details your customer has already approved, speeding up processing and payment.

Once logged into your SAP Business Network account, click on the
a Create dropdown in the top-right corner and select PO Invoice.

E- ',' Business Network ¥  Enterprise Account _

Home Enablement Discovery v Workbench Orders v Fulfillment v Invoices v Payments v Catalogs ~ Reports v More v
A )
d -
Orders and Releases  ~ | Ajr Canada - TEST ~ | Exactmatch ~ | Order number

V- i " 1

_‘169;215050

Orders to invoice H Invoices ltems to confirm H Items to ship

Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days

My widgets  airCanada-TEST v 3£ Customize

Purchase orders

$1.86%

Last 3 menths v Invoice aging Activity feed All v

$55.4% a

Invoice approved
Jul 28,2025 | 08:22 AM | Air Canada - TEST

UAT-086-CALD

521 SB0K
r
S0k Order changed
$1.5M s rg Jul 25,2025 | 03:00PM | Air Canada - TEST
4800005337
1M 30K
20K
500K Order received
; 10K r@ Jul 25,2025 | 0207 PM | Air Canads - TEST
50 . o 50 4800005337
May Jun Ju 0-30 31680 81-90
B A Carada - TEST W Sent W Rejecied @ Approved Invoice approved
2 Jul 25,2025 | 11:49AM | Air Canada - TEST
Company profile My leads Download app

——

W 0@ TH

1 Create v | ===

Non-PO Invoice
Contract Invoice

Senvice Sheet

Time & Expense Sheets

Create Posting

Mare

$5,565.00 CAD

$249,600.00 CAD

$254,600.00 CAD

Application gateway



@ AIR CANADA

O PO Invoice (2/4)

PO Flip is the most common invoicing method in Ariba. It allows you to generate an invoice directly from an existing Purchase Order, ensuring your invoice automatically
aligns with the order details your customer has already approved, speeding up processing and payment.

Once logged into your SAP Business Network account, click on the
Create dropdown in the top-right corner and select PO Invoice. 16 0 0 0 4 0 9

>
Orders t.

Orders tems to confirm Items to ship Return items
Last 31 days Last 31 days Last 31 days Last 31 days Last 31 days Last 31 dz
Orders (16)
From the list of available Purchase Orders, select the one you’re v Editfiter | (Lest3idars)
invoicing against (visible on your Fieldglass WO as previously Customers Orr rumbers Creaton date F—
demonstrated). Click Create Invoice, then choose Standard Invoice. seector e seecions g e e S
(® Partislmatch () Exact match
Show more Apply
Resend Failed Orders | = =2
Order Number Customer Amount Date Order Status Amount Invoiced Actions
4800005337 Air Canada - TEST $249600 CAD Jul 25, 2025 Partially Invoiced $5300 CAD
4800005333 Air Canada - TFST S2757720 CAD ul 25 2075 Partiallv Inuniced 5300 CAD
EV Business Network Enterprise Accoun [N @
4800005332

Purchase Order: 4800005333 “
4800005329

ittps://service.ariba.com/Supplier.aw/ad/dc

Create Invoice v + F
Standard Invoice
Order Detail Order Histery Ling-ltem Credit Memo
Line-ltem Debit Mema
From: To: Purchase Order
730 COTE-VERTU OAIR CANADA HEADQUARTERS, MONTREAL THE MANITOBA CHAMBERS OF COMMERCE (Partially Invoiced)
730 COTEVERTU O Portage Ave 4800005333
DORVAL QC H4S 1Y9 Winnipeg BC R38 3KE ‘Amount: $275,720.00 CAD
Canzda Canada Version: 1
Phone:
Fax:
Email: Akash Mahajan@aircanada.ca
Payment Terms | Raouting Status: Acknowledged
NET O Related Documents: UAT-055-CAB
AIRCA
Comments AIRCANTSD
Commen t Type: More(2)
General

Comment Body
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O PO Invoice (3/4)

PO Flip is the most common invoicing method in Ariba. It allows you to generate an invoice directly from an existing Purchase Order, ensuring your invoice automatically
aligns with the order details your customer has already approved, speeding up processing and payment.

Once logged into your SAP Business Network account, click on the
Q Create dropdown in the top-right corner and select PO Invoice.

From the list of available Purchase Orders, select the one you’re
invoicing against (visible on your Fieldglass WO as previously
° demonstrated). Click Create Invoice, then choose Standard Invoice.

Fill in the mandatory invoice fields denoted by an asterisk (*), such as
the Invoice #, Date, and your Supplier Tax ID.

EV‘ *¥ Business Network Enterprise Accourt [N

Create Invoice Update

¥ Invoice Header

Summary

Purchase Order: 4800005333 Subtotal: $4,900.00 CAD

otal Tax $0.00 CAD
‘ Total Amount without Tax: $4,800.00 CAD
Amount Due:  $4,900.00 CAD

anada
Bill To: 730 COTE-VERTU OAIR CANADA
HEADQUARTERS, MONTREAL

Canada

Shipping
(@) Header level shipping (1) () Linetevel shipping (&
Ship From:  THE MANITOBA CHAMBERS OF COMMERCE Ship To: 20 QUEEN STREET WESTAIR CANADA CITY OFFICE, TORONTO
TORONTO ON
Winnipeg BC Canada
Canada eliver To: 0000001628
20 QUEEN STREET WESTAIR CANADA CITY OFFICE, TORONTO

Payment Term

Net Term(days): 0

Additional Flelds

]

quired fizld Add to Header v

View/Edit Addresses

View/Edit Addresses
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Yy

~_ PO Invoice (4/4)

PO Flip is the most common invoicing method in Ariba. It allows you to generate an invoice directly from an existing Purchase Order, ensuring your invoice automatically
aligns with the order details your customer has already approved, speeding up processing and payment.

Once logged into your SAP Business Network account, click on the
Create dropdown in the top-right corner and select PO Invoice.

2 Line Items, 2 Included, O Previously Fully Invoiced
Line ltems

Insert Line item Options

From the list of available Purchase Orders, select the one you’re

invoicing against (V|S|b|e On your Fle|dg|aSS WO aS preV|OUSIy Include Type Part# Description Customer Part # Quantity Unit Unit Price Subtotal
demonstrated). Click Create Invoice, then choose Standard Invoice. 9 Y ;.
- RVICE IRCANWOO00000677 D Johr E 0 D 00 D
Service Sheet Details Service Sheet AIRCANES00000174

Service Period

Fill in the mandatory invoice fields denoted by an asterisk (*), such as
the Invoice #, Date, and your Supplier Tax ID.

Service Sheet Details

Service Period Service Start Date:* | 2 jun 2025 = Service End Date:* 2026 =

Scroll to the bottom to view all SES line items pulled from Fieldglass. ' —— = R R =

You can select or deselect specific SES entries to control what gets Y,  gppE——

invoiced and when.

Additionally, you can review the amounts to ensure they match what

was submitted and approved in Fieldglass, and verify that the e -
transaction IDs (WO ID, TS/ES ID) align with your Fieldglass data. %
You may consolidate multiple SES line items into a single invoice

as long as they are associated with locations within the same country.

Click on Next, review the Invoice summary and click Submit.
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(5]

- Q0 00 ©

Credit Memo (1/2)

From your Ariba dashboard, select ‘Invoices’ from the Invoice tab
dropdown list.

From the list of available invoices, select the invoice you will be
creating a Credit Memo against. You can use the search fields to
find the exact invoice by entering the invoice number.

From the Invoice page, select ‘Create Line Iltem Credit Memo’.

Credit Memo’s can only be created at the invoice line item level
and will be credited at the Purchase Order (PO) Level against
future invoices created for that PO.

7 Gusiness Network v Ererprise Accoun: [N

Home  Enablement Discovery v Workbench Orders + Fulﬁllmeo Invoices v Payments v Catalogs v Reports v Assessments
Invoices
Credit Memos
@ Need to customize your view of the data? Create your own tiles, save filters, and more by navig 5 to Workbench
Debit Memos
l 1 l 3 Timestamp Verification l
Invoices Rejecte s Over | Drafis pproved i val
st a3 dmys pps Lt
Invoices (14)
v Edit filter | [ Last31days )
Ref Invoice dat
= Last
match
Show more
I Number Customs Reference Invoiced Date ¥ Amount Routing Status oice Status
FGS51141 Air Canada - TEST 4800004989 Jun 18, 2025 $1720 CAD Failed Rejected
FGS51133 Air Canada - TEST 4300004989 Jun 17, 2025 32250 CAD Acknowledged Sent
Invoice: FGSS51139
3 Scheduied Payments  Hi

Standard Invoice

2028 7:35 P GIT+05:30

From address
VILLE DE MONTREAL, Mon
treal, ON, CAN

VILLE DE MONTREAL, Mon
treal, ON, CAN

Creat

To address

Air Cenada - TEST, St-Laur
can

Air Canada - TEST, St-Laur
ent, QC, CAN

c]

e

o
e

Actions

a
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) Credit Memo (2/2)

Ensure ‘Price Adjustment’ is selected, as it is the only relevant EXD7" BushessNework - Enverorie Accou: ST @
adjustment type for Credit Memos created for service invoices. Create Line-Item Credit Mema Upcata savo N -
CreditMemoTypeo
M . () quantity adjustment (5 ®) price adustment ()
Enter the ‘Credit Memo #'. This can be any value of your oo s
choosing, up to a 16-character limit. v Invoice Header * ndcats requred eld | Add 1o Header =
Summary
. . . Credit Memo # " TSG‘::‘E‘ST ?G’ﬂggf:g View/Edit Addresses
Enter your predefined Tax ID value. It is essential that the correct crtromo potert| oo o s e S000AD
Tax ID is entered; if the Tax ID does not match the one from your P —— ]
S/4 supplier record, the Credit Memo will fail. g Inoice Dat 18.4n 2025

Supplier Tax ID: ,‘

Remit To:  GOODRICH CORPORATION

By default, all line items included in the invoice will appear when 3 Une e, 3 Included, 0 Previusty Fuy Invoced

Line Items

creating a Credit Memo. To remove line items not applicable to the SO
Credit Memo, select the respective checkboxes and click ‘Delete’, ° e 0
located at the bottom left of the page. I— | e B Pats b Customes Parth cmnty it unitprice mmmwmo subtoat

| 1 ) SERVICE AIRCANTOO0000558 Test Fee (2025.04.24) 1 €A (0 525,000 CAD 500 CAD $-500.00 CAD
Select the applicable taxes to be applied to the Credit Memo. Use 1 : S i Sk st g 4
the ‘Add to Included Lines’ button, found on the right side of the 1 | s s sonve [z @ senicocotioie: [wrommn (3
page, to apply the taxes to the relevant line items you have e e S —
selected using the checkboxes. !

I I Senvice Period ervice St 11 Mar 2025 =2} Service End Date 11 Sep 2026 [=:]
Enter the total amount to be credited for each line item. This | : = e S L
amount must be entered as a negative value. alge—— ST——
Once you have completed the creation of the Credit Memo, select b ——

‘Next’ to proceed to the summary page. Here, you can review and

submit your Credit Memo. @
Update Save Exit m

060 00 000 ®
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Track Invoices in Ariba

Tracking invoices in Ariba helps you stay informed about where your documents are in the payment process. By checking statuses and history, you can quickly see if an
invoice is approved, rejected, or pending action. Staying on top of these updates helps avoid delays and ensures, faster, smoother payment.

WHERE do Suppliers go to track invoices?

0

QOverdue inveices - Approved nvoices pending approval Approvec Paid invoices Draft invoices Credit Memos Debit Memos

Last 31 days Last 31 days

st 31 days Last 50 days Last 90 days Last 00 days

What are the different tabs?

From your Ariba dashboard, click the Invoices tab. > - Invoices: All submitted billing documents
a - Rejected Invoices: Invoices declined by the buyer (Air Canada); will contain justification

- Overdue Invoices — Not approved: Late invoices, but still awaiting buyer approval

- Overdue Invoices — Approved: Approved, but past invoice payment date

- Invoices pending approval: Delivered invoices, but waiting customer review and approval

- Approved invoices pending payment: Awaiting customer review and final approval

- Paid invoices: Fully processed and paid invoices
- Draft invoices: Saved invoices, but not yet submitted
- Credit memos: Adjustments lowering invoice amounts
- Debit memos: Adjustments increasing invoice amounts

Use the available tabs, like Invoices or Rejected Invoices, to filter
by type.

History tab. Here, you will find a full timeline of the invoice’s journey

To see detailed tracking, select the invoice you want and go to the
e through the SAP Business Network (Ariba).
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Knowledge Check

Q4: Where will you submit your invoices for SAP Fieldglass transactions?
A) SAP Business Network
B) Via Email

C) It depends; each invoice type has specific instructions on how and where to submit the invoice on Ariba
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Knowledge Check

A4: Where will you submit your invoices for SAP Fieldglass transactions?

A) SAP Business Network



@ AIR CANADA

e

o

Section 5 | Training Closeout
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Topics Being Covered Today

Introduction to SAP

Understanding how O i i
Fieldglass and the to respond to Job = Managing Time &
Contingent Workforce Postings and accept Expenses within
module Work Orders Fieldglass
Objectives of the Session:

v' For all suppliers, understand what is v" Understand the purpose of the

SAP Fieldglass and how Air Canada Contingent Workforce module and

plans to use it the key processes

v Submitting and
. Managing Invoices

v Understand the link between SAP
Fieldglass and SAP Ariba for the
invoicing process

iz
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Support and Resources

@ AIR CANADA e m Air Canada Supplier Portal SupplierSummitRecomings&.<:ommunicationsSAPB uuuuu . Air Canada Supplier Summits

3
Click here proect Notcton Leter a“ Click h
SuppterSummit vaon
— i INew Vendor Supplier Summit (The Latest recording of our Supplier Summit for New Vendors (June 2025)
B e igaion supper S P —————_—
- S ——— — atoncine 229
= =) B French New Vendor Supplier Summit (The Latest recording of our French Supplier Summit for New Vendors (June 2025)

Key Job Aids Mentioned:

AIR CANADA INVOICE REQUIREMENTS

Register as a New User

Register SAP Business Account Invoice Requirements

For all questions, please reach out to the Air Canada Supplier Enablement Team (insert email)


https://support.ariba.com/item/view/190702
https://support.ariba.com/item/view/206814
https://support.ariba.com/item/view/210020
https://service.ariba.com/Supplier.aw/ad/eduPortalDoc?key=MTA0NTE5fDJhUXRUNjRlZGY1ZXl5eDk1NTN4NDUy

%) AIR CANADA
Thank You!

v
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Appendix
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Appendix - A: Guidance Documents
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Key Terminologies |0,

To reference back to key terms shared throughout the presentation, visit the key glossary for all relevant definitions and acronyms or click on the icon to be re-direct to this page

Term Definition

Contingent Worker An individual engaged by a buyer organization to perform services on a non-permanent basis. This includes independent contractors, consultants, contractors, temporary
(CW) agency workers, or consultants managed through SAP Fieldglass.

A requisition created to source contingent engagements for specific services/roles. It includes details such as job title, responsibilities, required skills, work location(s), duration,

Job Posting and allowable rate(s) . Suppliers respond by submitting qualified job seekers.

Job Seeker A candidate proposed by the supplier in response to a job posting. The buyer reviews job seekers to decide whom to engage for the assignment.

Work Order (WO) A formal and biding agreement between the buyer and supplier that outlines the terms of the engagement, including the worker, rate, dates, and assignment details. It acts as
the contractual basis for invoicing and time/expense submission.

Timesheet (TS) A record submitted by the contingent worker to log hours worked on a weekly/bi-weekly/monthly basis as per the terms outlined in the WO. Timesheets must be completed and
submitted through SAP Fieldglass and are routed to the buyer for approval.

Expense Sheet (ES) A form submitted by the contingent worker to request reimbursement for business expenses (e.g., travel, meals, lodging). Expense sheets must be completed and submitted

through SAP Fieldglass and are routed to the buyer for approval.
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Status Guide Summary

Statuses for Job Postings

JP Submitted by AC,

Pending JS Submission from Supplier
JP on pause from AC

JP withdrawn by AC

JP closed by AC,

Closed L) L
No longer receiving applications

Rejected JP Rejected by Supplier

Work Orders Statuses

Pending Approval AC approvals in-progress

AC approvals completed, pending

Created N
Supplier’'s acceptance

Work Order approved by AC and
accepted by Supplier

Pending Activation

Confirmed Work Order is active

Closed Assignment finished or ended

Pending Approval

Rejected

Statuses for Job Seekers

Shortlisted

Rejected

Work Order Pending Approval

Timesheet and Expense Sheet Statuses

TS/ES created but not yet submitted
TS/ES approval by AC is pending

TS/ES returned for edits with reason for
rejection

Job Seeker has been submitted to AC and is awaiting review
Job Seeker is under further consideration for the role
Job Seeker was not selected for further review

Job Seeker has been selected, and the Work order is being
created and approved by Air Canada.

Once approved, you will be prompted to accept it and begin
worker’s registration.

Statuses for Invoices

Invoice created in Business Network,
approved and cleared, queued for
payment

_ Invoice fully processed and paid

Payment Pending
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Need Anything? Reach out to Air Canada Procurement Team!

The Air Canada Procurement
Team is responsible for the
operational aspects of Fieldglass
processes and the main point of
contact for any Fieldglass-related
requests.

i

At any time, if you have questions, encounter issues, or need support related to Fieldglass transactions or invoicing, you
can reach out the Air Canada Procurement Operations team via email at: SharedServices.Fieldglass@aircanada.ca
They are your main point of contact for all related matters.



mailto:SharedServices.Fieldglass@aircanada.ca
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Appendix — B: Supplier Company Setup
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Company Wizard Setup

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions
with customers begin.

Company Setup

0® welcome

Learn how to use the Company Setup Wizard

& Account O

Limit user visibility to system data and route
information internally based on work location

Password Policy O

Define rules to enhance application security

& User Role O

User roles define the user's access to
modules and the actions they can perform
within those modules

& User O

Create user accounts for users at vour

v

Step 1: Company Set Up and Welcome
EXY Fietdglass (@ setawoae)

Search by ID or text.. Q

You have set up 1 out of 13 required items. @ 18%

Welcome to the Company Setup Wizard

Use the wizard to continue to update and maintain your company setup and configuration.

Click the step to the left that you would like to update.

Elo ¥ @ Ad

d'lvernois, Agnes | UNIFGP

The Company Wizard Setup process is a guided set up that helps suppliers

configure company details, users, and settings to begin transacting.

2 8 » B D o o®
S

2

2]
v

Company Setup

0* welcome

Learn how to use the Company Setup Wizard

& Account 9

Limit user visibility to system data and route
information internally based on work location

& Password Policy @

Define rules to enhance application security

£ User Role o)

User roles define the user's access o
modules and the actions they can perform
within those modules

& User o

Create user accounts for users at your

v

%

Step 2: Password Policy
= w:mldglass (@ Beta Mode |

Q 035 @ Ad

Search by ID er text.

dlvernois, Agnes | UNIFGP

You have set up 2 out of 13 required items. @l ]15%

Password Policy

Many users will require access to SAP Fieldglass. When you grant these users access to SAP Fieldglass, they will be
invited to create a user name and password. A password policy establishes password requirements to ensure secure
access to the system. Standard password settings have been set for you.

To review the current password policy settings and make any adjustments, click Edit. When you are happy with these
settings, click Finished Step.

Finished Step m

The Password Policy allows suppliers to set security rules, including password

complexity for different users and expiration, to protect user access.



@ AIR CANADA

Company Wizard Setup

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions
with customers begin.

Step 3: User Roles Step 3 (cont.): Created User Roles

— 0
= EA!-' Fieldglass (@ Beta Mode) Search by ID or text. Q 3+ ® Ad
—_— \ /

Created User Roles

d'lvernois, Agnes | UNIFGP

You have set up 3 outof 13 required itemns. B ] 23%

Company Setup User Role 4 ltems Found

]

e > [* Welcome
Soon you will be creating user accounts for individuals who need access to SAP Fieldglass. One way you can control users’
Leam how te use the Company Setup Wizard access to data and the actions they can complete within SAP Fieldglass is via a user role. Name Use s
a->
In addition, when users are viewing documents such as Job Pastings or Work Orders, you can specify their level of visibility
(B33 # Account [] to procurement data. The different visibility options are:
Enter Criteria
~o Limit user visibility to system data and route All Accounts
infermation intemally based on work location Users can see all documents from all accounts.
®> User's Accounts General User 0
User Users can only see their items.
& Password Policy L] If you are & new Supplier, the following user roles have been created for you: nx
’ Administrator 2
Define rules to enhance application security Administrator
Users assigned this role have full access and control of all SAP Fieldglass data. It is recommended that you limit the
number of users with full administrator access s H
& User Role ® Configuration Manager i]

General User
Users assigned this role have visibility to all SAP Fieldglass data. They can respond to Job Postings, Statements of Work,
create Job Seekers and Invoices, manage Workers, etc. Typically, the front office team will be assigned this role. qllr-l ewW Dnl‘,.- U ser u

User roles define the user's access to
modules and the actions they can perform
within those modules

View Only User
(] Users assigned this role have visibility to all SAP Fieldglass data. However, they cannot edit any data. Typically, your ~ A
8 User finance and payroll team will have view only access L'lear SC’“ C lEEr Fllte rs
Create user accounts for users at your
company ‘You can assign users any of these default user roles. However, if you wish to create other user roles, it is recommended that oY
you click the link for an existing user role that has similar permissions, then click Copy. You can then update the user role RO‘WS 5 j- 1'4 Df 4 { H

. name and make the necessary amendments to the user role permissions,
Configuration
Data as of 06:52 PM  Refresh  Download List Data

If you are happy with the default user roles, click Finished Step. If you change your mind, you can always come back later.

i Company Details O
Update your company contact information

and review your system seftings, Finished Step [rE———
preferences, and defaults

Assign specific permissions to created roles, ensuring users only access the Created roles define the structure of user access, based on configuration. Each
features and data required for their given tasks in SAP Fieldglass. role can be tailored with specific tasks, controls, and visibility settings.
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Company Wizard Setup

%

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions
with customers begin.

a->
[E2R3

baikd

[

Step 4: User
ETY Fieldglass

(@ Beata Mode |

Company Setup

0" Welcome

Learn how to use the Company Setup Wizard

& Account <@

Limit user visibility to system data and route
information intemally based on work location

& Password Policy L]

Define rules to enhance application security

£ User Role L]

User roles define the user's access to
modules and the actions they can perform
within those modules

& User ®

Create user accounts for users at your

company

Configuration

g Company Details -
Update your company contact information
and review your system settings,
preferences, and defaults

~

Search by ID or text.

You have set up 4 out of 13 required items. (B ] 21%

User

d'lvernois, Agnes | UNIFGV\

Here you can create user accounts for the SAP Fieldglass users at your company. This process assigns users a usermname
and invites them to sign inte the system. You don't Nave 1o create all USEr SCCOUNS Now. Rather, you may want to focus on

Key USErs now. then return to create the remaining Users Later

Important Notes:

= When you create & USer, you are prompted for the USer's supervisor, which s required. Therefore, you are required 1o
add users in a “top down™ fashion, so upper-level supervisors are added first. Alternately, you can select the SAP
Fieldgiass Administrator as the supervisor for all users and update this information later. A user's supervisor can be
used to escalate notifications if certain items are not actioned within a specified timeframe.

» Users will be invited to SAP Fisldglass once you have created their accounts

= Each Job Posting is associated to a labor type in SAP Fieldglass. When a new user is created. all labor types are
associated to the user by default, therefore they will have visibility to all Job Postings. If you wish to disassociate any
labor types from & user, click the user name below. Mote: Labor types cannot be disassociated from users who are

assigned to the Administrator user role.

If you would like to set up your users now, click Create User When you are happy with the user list, click Finished Step.

Don't forget, you can come back Later to finish SETNg Up your users.

Created Users

Primary Role

Enter Criteria

Account

Finished Step

2 Items Found

Last Login

Enter Criteria

, Fieldglas: inistrator

d'lvernois, Agnes Administrator
Clear Sort Clear Filters

Rows 5

UNIFGP

UNIFGP

<

>

Add users to your company in SAP Fieldglass. Assign them to created roles and set up their
accounts to access the platform and perform relevant tasks.

Ad

Important Considerations

1. Assigning Supervisors: Each user must have a designated
supervisor to support proper escalation workflows if items, such as
timesheets, are not submitted on time. It is suggested to add users in a
“top-down” fashion to the platform.

2. Adjust Labor Types: New users are linked to all labor types by
default. To change this, click on their name during the setup process
and update their labor type associations.
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Company Wizard Setup

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions

with customers begin.

Step 6: Buyer
= Wsieldglass (@ Beta Mode|

Search by ID or text.
<

Step 7: Company Storefront

2 & Ad = E'? Fieldglass | @ BetaMode]

Search by ID or text. Q 2 @ Ad
\

d'lvernois, Agnes | UNIFGP dlvernois, Agnes | UNIFGP

@
You have set up 6 out of 13 required items. (N ] 46% You have set up 7 out of 13 required items. (S ) 54%
[T
]
Ci> ~ Buyer > ~ Storefront
£ > View or edit buyer preferences > List services your company offers and
Any SAP Fieldglass buyer companies you are associated to will be listed below. Some Suppliers service T Lo o £ e TS o s The Supplier Sterefront allows you to create & personalized view of your company in the SAP Fieldglass
multiple buyer companies and it is possible to have one Supplier company that has access to multiple buyers application to showcase the geods and services you provide and the locations you service. You can also
a7 & Storefront O &> include your address, contact information, and & company description. Once saved and published, buyers
Click any buyer company name below to view and edit certain buyer settings, including your company’s I Reason = searching the Storefront will be able to view your information
2> List services your company offers and invoicing preferences. (353
optionally publish the information 1o buyers Define the predefined reasons users can Buyers can search the Storefront and invite your Supplier company to join their program. Storefronts are not
ah > Once you are happy with the buyer setup, click Finished Step. s select when taking certain actions required but are recommended to all Suppliers who wish o be visible 1o buyers during a Supplier search
ik Reason o _ To review the current Storefront settings and publish your Supplier company to the Storefront, click Edit. When
&> &> ¥ou are happy with these settings, click Finished Step.

Define the predefined reasons users can

select when taking centain actions

Created Buyers

Activity Items =]

1 Item Found

Create activity items 1o help manage Worker-
related tasks Status Code Name Site Served

Enter Criteria

Activity Checklist ) Al

Create activity checklists to group and AIRCAN  Air Canada 0ofo

automate Worker-related tasks

Clear Sort Clear Filters

=) Rows 1 ¥ 1lofl < >

181

£ Escalation Thresholds

Set thresholds for when a supervisor should Data as of 0656 PM  Refresh  Download List Data

be notified if a user has not completed an
action

88 Business Unit o

Organize your company into logical groups

~

View and manage buyer-specific settings that impact how you interact with each

buyer, ensuring configurations meet their requirements.

i Activity Items =

Create activity items to help manage Worker-
related tasks

iZ Activity Checklist o
Create activity checklists to group and
automate Worker-related tasks

32 Escalation Thresholds =
Set thresholds for when a supervisor should
be notified if a user has not completed an
setion

88 Business Unit =

Organize your company into logical groups

~ Finished =

~

Customize your company’s storefront to control how buyers see your offerings,
making it easier for them to find and engage with your services.
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Company Wizard Setup

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions
with customers begin.

Step 8: Reason Step 9: Activity Iltems

— N " T ) O _. — 0
= EE;! ) 4 Fieldglass | (@ Beta Mode|  Search by ID or text. P # @ Ad = w Fieldglass | @ BetaMode| Search by ID or text. Q #2 @ Ad
== - - /
@ d'lvernois, Agnes | UNIFGP i s A | UNIFGP
vernois, Agnes
You have set up 8 out of 13 required items. IS ) 52% @
=25 You have set up 9 out of 13 required items. [N ] 69%
i
Ci» ~ Reason
> A -
B > Define the predefined reasons users can & Activity Items

When taking certain actions in SAP Fieldglass, users are required to provide a reason for the action. For

select when taking certain actions
example, a reason is required for withdrawing & Job Seeker from an open Job Posting or for declining &

[ Create activity items to help manage Worker-

related tasks ‘You can create activity items to manage the tasks required when a Worker begins or ends an assignment.

a> Statement of Work. For these actions, reason codes must be defined or the action cannot be completed
These items are actionable tasks that are scheduled based on the worker's start or end date. Activity items can

@ If you are & new Supplier, a common list of reasons hes been set up for you &> be assigned to buyer users such as the Job Posting or Statement of Work owner, Supplier users, or Workers for

= Activity ltems =] iE Activity Checklist @] completion. The owner of the activity item is referred to as the Actor in SAP Fieldglass
> If you would like to update or remove any reason codes listed below, click a reason code name, then click Edit BD

Create activity items to help manage Warker- R Alternativel . by clicking Create R\ ’ " @

related taske orRemowe. Alternatively, you can create new resson codes by clicking Create Reason Create activity checklists to group and It is recommended to review the activity items you wish to create for any buyer users with the buyer's program
@ sutomate Worker-related tasks office

Remember, you can always click Finished Step and make updates later. iR -
iS Activity Checklist o . R o To create activity items for your Supplier users to complete, you can choose one of the following actors:
E> 3% Escalation Thresholds

Create activity checklists 1 group and .
automate Worker-related tasks ished Step Set thresholds for when a supervisor should Administrator
be notified if a user has not completed an The activity item will be sent to all users assigned to the Administrator user role.

3 i (@] Created Reasons action X
3z Escalation Thresholds Supplier Account
Set thresholds for when s supervisor should The activity item will be sent to any Supplier user(s) associated to the related account for the worker.
be notified if & user has not completed an 35 ltems Found ¥8 Business Unit o
action Supplier Account Manager
Module Type Mame Organize your company into logical groups The activity item will be sent to the user assigned as the Account Manager for the buyer and Site of the
- . Worker.
88 Business Unit o
All ~ Al ~ € -] Finished
‘Organize your company into logical groups SR If you are a new Supplier, an example activity item has been created for you. This example will send a work
Work Order Closed Incorrect Rate item to any Supplier user(s) associated to the related account to complete the “Day One Check In". You can
Fi + Finished o keep this activity item or click the activity item code below to edit or remaove it.
- Work Order Closed No Longer Available
. o You've finished the SAP Fieldglass Company Note: Activity items can be manually assigned to your Workers or you can auto assign them to new Workers by
~  Finished Work Order Closed other Setup Wizard! ) ) . N ) - )
g associating the items to an Activity Checklist. You will be shown how to create Activity Checklists in the next
“You've finished the SAP Fieldglass Company Work Order Dectined Incorrect Rate step
Setup Wizard!
SmrmmentofWork | Dedlined Incorrect Information If you aren't sure abaut your activity items or simply do nat need any, you can click Finished Step and add
them later if necessary. If you would like to create additional activity items now, click Create Activity ltem.
Statement of Work  Declined Incorrect Rate
Statement of Work  Declined Other
Finished Siep _
Supplier Invitation Declined Not Applicable

Create and manage reasons that must be selected when specific actions are Set up tasks that must be completed when a worker begins or ends an
performed, helping maintain clarity and auditability across the platform. assignment, allowing for suppliers to ensure that key activities are not missed.
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Company Wizard Setup

The Company Wizard guides administrators through the initial Fieldglass configuration, ensuring key company details, users, and workflows are set up correctly before transactions
with customers begin.

Step 12: Business Units Step 13: Completion

—_— 0 —— o
= E! ':| Fieldglass (@ BetaMode| Search by 1D or text. [=3 23 @ Ad = E! ':’ Fieldglass  [@ Beta Mode| Search by ID or text. [=} =z @ Ad
® dlvernois, Agnes | UNIFGP - dlvernois, Agnes | UNIFGP
You have set up 12 out of 13 required items. (IS ] 92% You have set up 13 out of 13 required items. S 1006
3> >
i . Business Unit x> Lo Finished
> Organize your company into logical groups = You've finished the SAP Fieldglass Company
Business units organize your company inte Logical groups andfer define your company hierarchy. Business Setup Wizard! ‘Congratulations! You have finished all the steps and you can start using SAP Fieldglass!
units can also be used to manage the various escalation thresholds you may have.
a> a> Remember, you can aiways come back 13 the WIZard via your hGME BagE 1o aslly manage ny fuiure cnanges
For example, you may create one Business UNit for your front office team with escalation thresholds relating to 1o your company. You also have access to the Admin menu, where further configuration items are available.
> + Finished =) the services procurement lifecycle and a separate Business Unit for your back office/invoicing team with =2
escalation thresholds related to invoicing processes Go to SAP Fleldglass
e You've finished the SAP Fieldglass Company w5
Setup Wizard! A default Business Unit has been created for you. Click the Business Unit code below review or update it. The
setup of additional Business Units is optional.
>

To set up a new Business Unit, click Create Business Unit. If you aren't sure, you can click Finished Step now
and add Business Units Later.

When you are happy with the Business Unit setup, click Finished Step.

Finished Step Create Business Unit

Created Business Units

1 Item Found

Status Code Name Parent Business Unit

All v Enter Criteria Enter Criteria Criteria

UNIFGP Unified Talent Group Unified Talent Group
Clear Sort Clear Filters
Rows 1~ 11lefl < >

Data as of 06:58 PM  Refresh  Download List Data

Define internal structured (e.g. departments or regions) to help organize users, Review all your entries and click Go to SAP Fieldglass to complete your
postings, and reporting by business group. company setup. You can return to make changes any time.
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Appendix - C: Additional Information on Integration Processes
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Tracking TS/ES Submissions — What Happens Next?

Workflow Overview Invoicing Responsibility & System Behavior Syncing With SAP Business Network

1. Once a timesheet or expense sheet is submitted,
the status updates to Pending Approval.

2. The Work Order Owner on the Air Canada side
reviews and approves the submission.

As a Supplier, you are responsible for creating the
actual invoice in SAP Business Network using the
approved Service Entry Sheets created from
Fieldglass-Ariba integrations.

Once you submit the actual invoice in SAP
Business Network, the invoice ID, status, and
creation date will flow back to SAP Fieldglass, to
ensure real-time visibility and consistency across
the integrated systems.

That said, once a Service Entry Sheet is approved,
a dummy invoice is automatically created in SAP

Doe, John

3. Upon approval, the system automatically
generates a Service Entry Sheet (SES) in SAP
Ariba, via system integration (similar to how the
PO was created from the Work Order).

4. The SES ID is sent back to SAP Fieldglass and

Fieldglass in Approved status.

You can view these by navigating from the
homepage to View > Invoice menu.

becomes visible on the corresponding timesheet or °
. . . WFieldglass (@ Beta Mode | Q 2 8 O TT
expense sheet. At this point, the status of this ——
Home  View  Create  Analytics
. . . . Amourt
TS/ES in Fieldglass will update to Invoiced.
Invoices o sasment 0w enavme Pt
H H H Toat Amours Due es000 Legal sty A Canada (1000)
This does not mean a real invoice was ‘ R
.07- 10- v v IRPORTS CANADA & CX STRATEGY (V1)
. Created yet- 20250713 ) to 20251027 f§  MyAccount Al 30 Items Found Posting Information P
Submiced By THE MANITOBA CHAMBERS OF COMMERCE. e
Group By CHAMBERS OF C s Agre
N v
* Expense Sheets List -
Doe, John Actions Status D Code Name Buyer Submitted e I ]
fBmensesnesr L EE__—_—_———
| Al v Enter Criteria Enter Criteria || Enter Criteria Enter Criteria
| oo Frpense sheetlD Supmibete fuer AIRCANIN00000107 551500 Doe, John Air Canada 2025-07-25
l Invoiced I AIRCANES00000177  2025-07-25 05:02 PM  Air Canada
—— AIRCANIN00000106 551499 Doe, John Air Canada 2025-07-25
Details »  Related Q AIRCANIN00000105 551498 Doe, John Air Canada 2025-07-25 Summary of the diffe rent statuses
AIRCANIN00000104 551496 Doe, John Air Canada 2025-07-25
AIRCANIN00000103 $51494. Doe, John Air Canada 2025-07-25
Expense Sheet Details. AIRCANIN00000102 551493 Doe, John Air Canada 2025-07-25
Work Order/Work Order Revision Owner CLAIRE PICARDA(CLAIRE PICARDA@AIRCANADA.CA) AIRCANINO0000101 ss1492 Doe, John Air Canada 2025:07:25

@ Legs! Entity

Site

Business Unit

Air Canada (1000)
ir Canada-Mississauga (1002)

IT, DATA & DIGITAL (T1)

Invoiced (Dummy
Fieldglass Invoice)

Payment Pending

TS/ES Approved in Fieldglass
+ SES Created in Ariba

Invoice created in Business Network

Invoice paid
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Visualizing the Integration Flow: Fieldglass to Business Network

SAP Fieldglass is the central operational tool used for managing services transactions, submissions and approvals for Contingent workforce engagements.
SAP Business Network serves as the streamlined invoicing platform, receiving approved data from Fieldglass via integrations, enabling Suppliers to invoice without any additional

review/approvals.

Job Posting

Job Posting
Creation &
Approval

SAP Fieldglass

Legend

Job Seeker Work Order Onboarding
Casn:t;?rit?;dare Work Order is Worker
: ’ — Created & - . .
Interviewed & Registration
Approved
Selected

SAP Fieldglass SAP Fieldglass SAP Fieldglass

PO auto-generated
and visible in SAP
Business Network

SAP Ariba

Integration Points

Time & Expense
Sheets

Time and Expense

—» Sheet Submission ——»

& Approval

SAP Fieldglass

Approved SES auto-
replicated in SAP
Business Network

SAP Ariba

Transaction IDs, Statuses flowing back to originating system

Invoicing & .
Payment Offboarding
Invoice Creation & Worker

Payment Process Offboarding

SAP Ariba SAP Fieldglass

What This Means for You as a Supplier

* You will manage all contingent workforce
transactions (work order, timesheets, expense
sheets) in SAP Fieldglass

* You'll use SAP Business Network as your
centralized invoicing platform, even for
Fieldglass transactions

» This helps ensure faster, cleaner invoice
processing and payments with 3-way match.
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Invoicing Rules & Exception Scenarios for Fieldglass Transactions

Integration Rules: PO Invoices

In most cases, Suppliers should create invoices
directly from the SES that were generated from
approved timesheets or expense sheets in
SAP Fieldglass. Theses SES documents are
automatically sent to your SAP Business
Network account and form the line items of your
invoice.

For service POs originating from Fieldglass,
Suppliers cannot manually create invoice line
items from scratch.

You must use the SES documents sent from
Fieldglass as the basis for your invoice, since
SAP Fieldglass is the source of truth for work
performed.

Simply put, SAP Business Network should be

treated as the platform to simply retrieve and the

approved SES data to create your invoice
submissions.

You can consolidate multiple SES (line items)

on a single invoice as long as the locations of the

services performed are in the same country (for
tax purposes).

When You’ll Need to Use a Non-PO Invoice

In some edge cases, you may be required to use
alternative invoice types such as a non-PO
invoice.

If No SES Was Created: if the Fieldglass
submission was approved but the SES did not
appear in Business Network due to a system
issue, you will need to submit a Non-PO invoice
manually from your BN account.

Correction After SES Creation: once a SES is
approved and created in Ariba, it cannot be
edited or regenerated. In this case, ignore the
SES line item in Business Network and submit a
Non-PO invoice reflecting the correct amount.

Service PO Credit Memos

In some cases, you may need to submit a credit
memo to correct a previously invoiced amount.
This type of invoice is used to issue a refund or
adjustment against a previously submitted invoice.

Credit memos for services POs must always be
submitted at the line-item level.
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Appendix — D: TS/ES Submissions as a Worker
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Submitting Timesheets and Expense Sheets as a Worker
[T Ficldgiass (@ s wose

Welcome John Doe

—— o — — =

—— - o o -

O What's New in SAP Fieldglass

Discover new features and enhancements available with a release.

To Do (4)

Assignment:
Template With Rate Card (CAD) | IT | Configuration Manager (Level 3 - Senior)

Start:
07/01/2025

Time Sheet
Complete Time Sheet

Time Sheet
Complete Time Sheet
o Item overdue for 7 days

Time Sheet

Complete Time Sheet

o Item overdue for 14 days

Time Sheet
Complete Time Sheet

o Item overdue for 21 days

End:
07/31/2025

1D
AIRCANTS00006249
(AIRCANWKO0000375)

1D
AIRCANTS00006248
(AIRCANWKO0000375)

[1s]
AIRCANTS00006247
(AIRCANWKO0000375)

1D
AIRCANTS00006246
(AIRCANWKO0000375)

32 JD
X
Go Now!

Company:
Air Canada

Worker ID:
AIRCANWKO0000375

Period
0772112025 - 07/27/2025

Period I

07/14/2025 - 07/20/2025 |

Period
07/07/2025 - 07/13/2025

Period
06/30/2025 - 07/06/2025

Don't see your Time Sheets?

As part of your engagement with Air Canada, you will be required to
submit timesheets based on the frequency (e.g., weekly, monthly)

defined in your Work Order. You may also be eligible to submit expense
sheets, depending on the terms of your engagement.

WHERE to create an Expense Sheet as a Worker?

On your homepage, click Create Expense Sheet.

The expense entry page will open, showing the list of available expense
codes and allowing you to enter the details relating to the expense claim
in question.

WHERE to submit Timesheets as a Worker?

When you log into your Fieldglass Worker account, your homepage
displays the list of timesheets available for submission, organized by time
period (e.g., week or month depending on the terms of your
engagement).

Click Complete Timesheet next to the relevant period and the
timesheet entry page will open, allowing you to enter your time worked
per day and add any additional details.
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Submitting Timesheets as a Worker

Once you clicked on Complete Time Sheet, the timesheet page for that LT rietdgtass | (@ zeaons) Ja P x e o m
period opens. Enter Time
o Enter Time
You can now: Enter Time
+ Enter your exact time worked per day e Shee erker CurentEnd e
. . . AIRCANTS00006246 Doe, John AIRCANWKO0000375  2025-07-31
* View the cost center(s) associated with the work order.
Shift
Day o e e e e s on Toa
Shift
B . . AC Shift  w - AL Shift AC Shift AC Shift AC Shift AC Shift AL Shift
» Optionally add comments to provide context or notes, if needed Crange st oo cay
» Optionally attach any supporting documentation, if needed Time Worked
. ] . . Bay E-zg 7-(:; [} ?-25 & ?-Dz & ?-D: & ?-n; & 7=-$ Totsl
* Click submit to finalize the entry and send for AC approval — ! ! " " - : ’
IrN;Fee:?\CELU;ZVl-SS) E}Lrs-“'uﬁ:j—;anc;:(tgaul: ----------------------------- -o
ITlm?WurkEd - _Sn_Dm _Bh_Dm _4h_0m _Zr‘iom _h_m _h_m 22h 30m :
I Total Oh Om 8h0m 8hOm 4h Om 2h 30m Oh Om Oh Om 22h 30m '
Enttered by Ariba Integration Doy 721 [ 722 [ 23| [ 24 | [ 25 [ 5 | [
Comments (optional) Billable
T T T T e —m— T T T T T T s T s T
I * Nav Fees RIC (110YYZV156) - Hours Worked - Standard (Default)
l Time Worked Gh m 4h m Eh m 0h m oh m h m
QMUltlple COSt Time Worked Zh m 4h m Oh m ) m 2h m h m
Attachments | centers view Tatal 3hom ghom 2hOm snom 2h0m " onom

No Attachments Defined —

——
6@ IColrplete Later Cancel
I

+ Add Attachments
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Submitting Expense Sheets as a Worker

Once you clicked on Create Expense Sheet, the expense sheet page for
that period opens with the different expense codes available per cost center.

You can now fill in the expense details (date, merchant,
description, unit and rate) and review the expense amount
automatically-calculated.

Ensure you complete all required information:

» Attach the expense receipt for each line item

» Enter the Purchase Location in the required format (City,
Province/State)

Ensure you complete all required information:

+ Attach the expense receipt for each line item

+ Enter the Purchase Location in the required format (City,
Province/State)

Important Guidelines
You may submit multiple expenses in one expense sheet only if:
* They share the same expense code (e.g., multiple Meals).

© <=

* All items were incurred in the same purchase location.

Create Expense Sheet

Cost Center #1-‘

|

Merchant  AeroHotel

Description  Hotel nights for work trip in Montreal

Units (Units x Rate) * 2 x 180.000 caD

Cost Center #2

G Provide ity and Province / State of
Purchase (ex. Montreal, QC) |

Attachments

No Attachments Defined

+ Add Atiachments

Refresh m Complete Later | Cancel

— - ——
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Submitting Timesheets as a Worker — Multiple Locations

How to enter time when multiple locations are involved:

* When a Work Order is tied to more than one location code, you will see an additional tab
“Edits Tasks” appear in the timesheet entry section.

» After entering your hours, navigate to the second tab to allocate time by location: s e ooy
@ cClick “Add Locations” T
@) Select the relevant location codes
9 This will generate multiple line items (one per selected location)

Q Distribute the total hours entered in the first tab across the corresponding location
rows. It is important to allocate the correct number of hours per location, per day,
based on how the working hours were spilit.

Add Locations

Please select a location(s)

Select Al

Edit Tasks

» Optionally add comments per time entry cell using the blue comment icon for greater detail. L EnerTine © i
* Click submit to finalize the entry and send for AC approval Edit Tasks
Time: Sheet Whoehr Current End Date
Edit Tasks - —— — AIRCANTS00006246 Doe, John AIRCANWKO0000375  08/02/2025
1 EnterTime | e Edit Tasks
- —— Rates
Edit Tasks +Add Task | | + Add Locations | Clear All Values
o, 707 708 703 7110 7 2 713 ot
Current End Date v Mon Tue Wed Thu Fri St Sun o
AIRCANTSODI0E49 John AIRCANWROOO003TS  08/02/2025 Base Section
IT| Cloud Architect (Level 1 - Juniar) iHr
Rates Value 1o Allocate shom Bh0m BhOm 8h Om 8hom 0h Om Oh Om 40h 0m
——
+ Add Task '-+ At Lorloas | Cleas A skics * Mav Fees RIC (110YYZV156) - Hours Worked - Standard (Default)
S — P e e o
o 707 T8 702 710 7111 2 713 . 2025 LOGISTICS DRIVE (0000002065) | ] onoom hoom ah om 8h Om ah om Ohom hom 200 0m
4 Mon Tue Wed Thu Fri Sat Sun o — . — - I
2025 LOGISTICS DRIVE (0000002054) I snom gh om O an om hom hoom ohom Oh Om 20h Om
Base Section D o e wm omm omm o omm ) e e e e e e e e e e e e -
Day Total sham 2hom &h Om #h0m ghom ohom OhOm 40h Om
IT | Cloud Architect (Level 1 - Junior) Hr e N
N omments x
Value to Allocate 8 0m 8hom 8hom h0m 8h Om Oh Om Oh Om 40h Om +Add Task | | + Add Locations
» Nav Fees RIC (110¥YZV156) - Hours Worked - Standard {Defaulr) m Complete Later | Cancel
2025 LOGISTICS DRIVE (0000002064) h om 8h om 8h| om Bh om gh Om ohom Oh Om. 400 om
—— — — — = — — — = A
Day Total 8h0m 8hom 8h Om &hOm Bh Om Oh Om Oh Om 40h Om Remainieg: 40
+Add Task | [ +Add Locations. w
m .Comulm Lepen ] atmesd Last Login Time: 08/04/2025 04:14 PM EDT e [t

Confidential and Proprietary Information of SAF America, Inc. © 2025 SAP SE or an SAP affiliate company. All rights reserved.
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@ AIR CANADA

Submitting Timesheets as a Worker — Additional Rate Components

In some cases, your Work Order may include more than just a base rate — such as shift differentials, premiums or other rate components.

Here’s how to complete the timesheets in such cases: _Enter Time_
. . |° Enter Time | I EnterDetails
+ Page 1 — Enter Time: Enter your total hours worked by date and cost center in —_———
the “Time Worked” section, as in the standard process. i nter Additions Details. _ _
« Page 2 - Enter Details: This 2" tab displays the detailed breakdown of what e S | === |
you’re eligible to claim (e.g., shift differentials, premiums, etc.). Enter Detais
Shift Time Sheet Worker
g 721 722 AIRCANTS00006448 Corbett, Jim AIRCANWKO00000376
£ AC Shift AC Shift Time Worked
e
On this 2" page, is where you can add more detailed comments (per entry) if A o _m o \
required. 7 |

| | AG Airports ANC (L10ATLVG03) - Hours Warked - Standard (Defaul)
Rates
Time Worked oh Om oh Om
J Oh Om 0hOm — o —— —— —— —— —— —— —— —— —— —— —— — — —
—— e e e e . W Base Section

. . . .. . I
¢ Toavoid delays in processing and prevent your submission from being [ I |
*"  rejected and sent back for correction, ensure that the details entered on ety oot = - SRR T ] B

Page 2 match the hours entered on Page 1. : N R S e i T

For reference, the Time Worked table from Page 1 is also visible at the top of | selfstudy !

Page 2 to help guide entries. I o u 32 o 2 = 2 = :
I FOPs | ART Facilitator - Self-Study /Uni i e iy 100

Attachments | i - = = - - 2 = I

No Anachments Defined |

bkt i : Train-the-Trainer |

= b s T = - O |

l :;EUI:( ART Facilitator - Train-the-Traine a] o o @ a @ (m] 1.00 I

______________________________ 7



@ AIR CANADA

After Submission — What You Should Know

Approval & Rejection Process Need to Make a Change? Track Your Submissions
After you submit your timesheet or expense If you realize there is an error or need to edit a You can review the details and track the status
sheet, the next step is for the Work Order submitted timesheet or expense sheet, please of all submitted timesheets and expense
owner — typically your hiring manager at Air note that, as per Air Canada’s processes, sheets (e.g., Pending Approval, Approved,
Canada — to review and approve the entry. you cannot withdraw submissions yourself. Rejected, etc.) by going to the Time &
If your submission is rejected, a rejection . ] Expense tab from your homepage:
reason will be provided with details explaining | Inthis case, contact your Supplier S reape (e rew
why it was returned. You will accordingly immediately, who will reach out to Air |® Welcome John Doe B
receive the submission back and can make Canada Procurement Operations Team B e o
corrections before resubmitting. to request support and take appropriate >
next steps. | }
o | oo — [ et
[ ime sreet B o womes @

Status Time Sheet ID
@Rejected  AIRC/

2510 07/13/2025  Ar Canada .

Supplier

Unified Talent Group(UNIFGP)

Comments

Entered Name

0712712025 0701 PM Diivernois, Agnes
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