
 
 
 
 
 
 
 
 
 
 
 

SAP Fieldglass Quick Reference Guide 

Fieldglass Supplier Registration Process 

Supplier Process 

*All screenshots provided are examples only 

Overview 

This guide provides the steps for a Supplier to register on SAP Fieldglass. Prerequisite: The Supplier 
must have a SAP Ariba account linked with TMR, to be able to proceed through this QRG. 

Instructions 

Step 1:  

A TMR member from the Supplier Enablement Support Team will send an invitation to register for 
SAP Fieldglass, it will come from fieldglass@fgvms.eu. The invite is sent to the Supplier account 
contact (usually the Ariba contact). Please check your spam folder if it has not arrived in your Inbox. 

Select ‘Click here’ 
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Step 2: 
Registration for New SAP Fieldglass Account 

“Welcome to Fieldglass” screen show. Read and answer the question, ‘Do you have an existing SAP Fieldglass 
account that you would like to link to Department of Transport and Main Roads?’ Click ‘Continue’ when 
finished. 
 

 
 
Create a ‘Company Code’, select ‘Check Availability’ to see if code available to use. 
‘Which ID do you have’ select ‘Both’, both your Ariba Supplier Network ID and Vendor ID will show. 

  
 
Complete ‘Company Address’ details and ‘Company Preferences’ 
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Check ‘User Information’ are correct 
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Step 3: 

Create ‘Username’ and ‘Password’ then select ‘Next’ 

 

‘Address Suggestions’ may show, select ‘Use Selected Address’ select ‘Next’ 

 

Step 4: 

Supplier Access Agreement 

Review ‘SAP Fieldglass Supplier Access Agreement’ mark check Box ‘I have read and understood the 
above information’ 

 

Step 5: 

Copy and ‘Enter your name in the following format’, select ‘Accept and Continue’  

 

Select ‘OK’ 
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Step 6: 

Acknowledge Recipient Created Tax Invoice (RCTI) 

Navigate to the Administration Menu ('Cog') on the bottom left home screen 
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Step 7: 

Select the 'Buyer' menu 

 

Step 8: 

Select 'Department of Transport and Main Roads' 

 

Step 9: 

Select 'Edit' 
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Step 10: 

If you agree to the terms of the RCTI agreement, please select 'Yes' for both 'Auto Invoicing for Contingent' 
and ‘Auto Invoicing for Services', 'Yes' and for locking each of these options: 

 

 

Step 11: 

Scroll down to the ‘Custom Fields’ section and complete the 'Supplier Acknowledgement' after reading the 
agreement referred to in the 'Acceptance by Use', ensure to use the drop down for ‘Acknowledgement’ and 
use the ‘Date Calendar’  

Note you will need to double click in each box to enter information 
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Step 12: 

Select ‘Update’ to save your changes 

 

Registration is complete 
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Need further assistance? 

For assistance with creating your SAP Business Network account contact the Supplier Enablement 
Team on supplier_enablement@tmr.qld.gov.au 

For SAP Ariba purchase order, payment and invoicing queries please contact the Ariba Support 
team on Ariba_Support@tmr.qld.gov.au  

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


