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Department of Transport and Main Roads DELIVERING
FOR QUEENSLAND

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’
Invitation to join the SAP Fieldglass system [Supplier: Sunny Coast Is the Best]

o fieldglass@fgvms.eu
To

G) If there are problems with how this message is displayed, click here to view it in 3 web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

=
Sunny Coast Is the Best,

Department of Transport and Main Roads has invited you to be a Supplier for them in the
SAP Fieldglass system. This registration invite will expire on 16/06/2026.

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

'E Details

Buyer
Depariment of Transport and Main Roads

Supplier
Sunny Coast is the Best

Logged User Name

Vemessa 7 Rhodes

Queensland
Government




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.

Welcome to SAP Fieldglass.

imvited t0 use the SAP Fieldgl

st Depanment of Transport and Main Roads with autometing their contingent Woriforce management and senvices procurement progrars.
In order to create your SAP Fieluglass account, you will need to complete the Supplier registration process. We vill guice you through the following steps:

1. Enter informetion about your company to create an SAP Fisldglass Ccount. ff you already have an existng account we can ink Your Ccounts together,

2. Create your SAP Fieldglass usemame and password.

3. Sign the SAP Fieldglass Supplier Access Agreement or if necessary forward the agreement to another person to for signature.
4. Complete any sdditional steps required by Department of Transport and Mein Roads.

If you have any questions fegarding your fegistration, access SAP

Help Center to-find GoCUMENTSLON OF SUBMIL & SUBPOIE Case.

Do you have an exising

o Deperamens of Transport and Main Roads7s @

O | @

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.

Create a New SAP Fieldglass Account

Tell us about your company.

0 Notethatal crganizaions e ecured 10 provide up-m-ace, sccurate, and complet adiess dats,Incuding i, ststelprovince, Couny; nd 2 code, I o 1 access the SAP Feldgass Coud Service.

Company Details
Comp: Namez

Sunny Coast Is the Best
Company Code®

Check Availability

Plcase only Use letters and numbers, We'l suggest altemative codes ff your requested code is not available.
Federal Tax ID
(o Value)

Tax Number Type
(No Volue)

Which 1D do you have?* @
(©) Auiba Supplier Network ID
() Vendor
(®) Bt

Ariba Supplier Netaork 1D*

AN11375208193T

vendar D*

1000000878

Complete ‘Company Address’ details and ‘Company Preferences’
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Company Address.

Address 1*

Mary St

Address 2 (optional)

Ciy* @

Erizbane '

State/Province {optonal) 7IP/Postal Code™

QLD d 4000

Country/Region™

Australia (AUS) i

Phone Number (optional) Fax Number {optional)

r{:umpa ny Preferences

Time Zone™
W
Date Fonmiat
Y Y-MM-CD W
Mumber Format
#,449.99 (Example: 1,234,567.99) hd

Check ‘User Information’ are correct

User Information

irst flama® Last Hame™

T".l-e |,r -:x:- t?:-na.ll].

“Eman” 1
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Step 3:

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

Security Details

2d Usemame *

Coruains = e 8 chsecies).
et Lo csse i
Conains one of esch: S

Pass rictons:

Does notinclude Username or Email
Does notinclude Firstor Last Name

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

1 @ User Entered Address giisr;:.;mﬁ_tl}t[)
. AUS
4000

Use Selected Address [ &1

Step 4:

Supplier Access Agreement

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

Supplier Access Agreement

© Teswer a the usage of nd access to the SAP Fildgiass system for a Supplir. AL Suppliers must have 3 Sgned SAA on fie i order 0 access the SAP Fiedgiass system
You can review and electonically sgn the SAA beiow. Ate signing, you il have access 1o yous idgiass account. i you prefer. $AA o anather indvidual n your 1 3m ot th correct person b the page. I you forward the SAA,your SAP Fieldgtass account il tl be created. However, you el ot be 3bi 1 view or complete ny tansctions untthe
been sgned.

Company Details

Sunny Coast s the Best

Review the SAA, indicate that you have read and understood the agreement. and sign the Declaration below.

SAP FIELDGLASS SUPPLIER ACCESS AGREEMENT

Access to and use of the Cloud Service is subject to and governed by this SAP Fieldgiass Suppler Access Agcure CAgseement). This Agrsment foms 2 egaly biding agrement beween YourBusiness and SAP SE. Ditmar ops-Ale 16, 69190 Waldr,Germany. ogethr i s wholy owned subsidiaes and Afates (SAP". Cicing 1 confem that You Business has read and ccepts the tems of
ihe Agreement as part of 3 rwise demonstating Your Business’ consentto the Agre 1gh 3 process established by SAP, constitutes your electronic signature 1o the Agreement and Your Business’ acceptance and agreement to abide by the terms of the Agreement. IF YOUR BUSINESS DOES NOT AGREE TO THESE TERMS. OR IF YOU ARE NOT AUTHORISED TO BIND
YOUR BUSMESS 10 THESE TERMS, O NOT CLICK THE 1ACCERT- BUTTON (OR EQUIVALENT) OR ATTEMPT T0 ACCESS OR USE THE SAP FELDGLASS CLOUD SERVICE

). whether self-employed. or as an employee. consultant or agent. you represent and warmant that you have the authority to act on behalf of and bind Your Business to the terms of the Agreement and that Your
tight and discretion to decide who may register for and use the Cloud Service as 3 Supple.

When you access or use the Cloud Service on behalf of 2 business ot
cepts the Agreement. Any reference in this Agreement to “You™

ity as a third party at the invitation of 2 Joint Customer to use the Cloud Service (in each case "Your Business” or “Suppli
Your" shall mean ~Your Business”. SAP retains the s

Business

1 Definitions.
11 “Affiliate" means any legal entiy in which SAP or Suppier diectly or indirecty. holds more than 50% of the entit’s shares o voting ights. Any legal entty will be considered an Affilate as long as that interest is maintained.
12 “Authorised Users” means any individual to whom Supplier grants access autherisation to use the Cloud Service thatis an employee. agent. contracior of representative of Suppler, or Supplier's Afiates.

3 "SAP Materials™ means any materias (including statistica reports) provided, developed or made available by SAP (independently of with Contractor's cooperation) i the course of performance under the Agreement. SAP Materials do not include the Suppler Data, Suppler Confidental Information of the Cloud Service.
4 “Cloud Service means the distinct hosted. on demand service, including upgrades and updates thereto, made generally available by SAP to contractors to supply labour of services for Joint Customers
15 “Confidential Information” means, wih respect to Supplier. Supplier's information entered into the Cioud Service (also referred to as “Supplier Data"), and with respect to SAP: (3) the Cloud Service. the SAP Materiais. Documentation and any improvements of the Cioud Service: (b) computer software (both object and source codes): ()
intertaces embodied i of relating to theCloud Service and SAP Materials; and () all system securkty and system architecture design relating to the Cloud Service. In additon to the foregoing. Confidential Information of ether SAP orSuppliet (the party disclosing information being the "Disclosing Party’)includes information: (a)the Disclosing Par
coohdansa a h i o dacotee () krmacon et shouk eascaalybe undatcod 1 be confdensa e the e o the ostion s e hcamsancessuronding 1 Jaciosise. =

1.6 -Dacumastatina” mesne SAP's than-rimrent tacheicl and fumrtionsl Anciimantatinn saiatine t the £ Hnetional enacification 3¢ tndstad foam et fne in sernedsnca with the Anaament

hniques. concepts, methods, processes, designs and program
protects againstunrestrited disclosure (o others designated a5

Sansica. which SAP makos auaiahia tn Simnar a¢ nart o tha Clavd San e tachica

Step 5:

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

DECLARATION

This agreement willnot be “signed” in the same way a5 a tradional paper document. To assent 1o the terms of the agreement.the signatory must enter his or b first name and La

+ name proceeded and foliowed by a slash () symbol (st name Last nsme). SAP Fieidglass wi deem the enty as being adopted 1o serve the funciion of the signature.

orized 1 ex

Enter your name in the fofiowing forma: fAndrew Paradzis!
IAndrew Paradzi

This s 2 legally recognized Sgnatre

Select ‘OK’
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MNew Home Page Experience

New Home Page Experience

Welcome to your new and improved home page! We've completely revamped it with your needs
in mind to provide 2 clean and seamiess experience. With a sleek new layout, improved
navigation, and personalized features, it's now easier than ever to find what you're looking for

Check out the latest updates and discover how our new design can stresmline your workfiow.

F
| oK

Step 6:

Acknowledge Recipient Created Tax Invoice (RCTI)

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

= WFieldglass (@ Beta Moce|

(@ Home
Hi, And
55 My ltems > I' hdrew
.
e ) Welcome to SAP Fieldglass.
3 ingent Labour
Ef Services b
Recently Viewed Items Pinned Links Favorites Mess|
& Worker >
5} Payments >
A4 Analytics >
(52 Buyer 2 My Work Items Active Job F
Q\ g
-
Al
You're all caught up! Increase your
When work items are added. they are displayed here.
My Statements of Work
Go to the Statements of Work Dashboard for more informatien.
-+ Create
@8 Admin
-
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Step 7:

Select the 'Buyer' menu

Home - . .
a Admin Configuration
32 Myitems >
|Find Q I
% Contingent Labour >
EB Services ? User
Password Policy >
8 Worker >
User >
[2) Payments > User Role >
A4 Analytics >
Buyer
[ Buyer ? Buyer >
Company Structure
Account >
Business Unit >
Company Details >
Labour Type >
Storefront >
Messaging
Messaging >
System Variables >

Step 8:

Select 'Department of Transport and Main Roads'

= E -! ":,’ Fieldglass  |@ BetaMode |
@ Home Admin Configuration
5 My ltems » Buyer List
[ Contingent Labour b
G Services >
A werka Status Code Name
rker ]
@ Al Enter € Enter Criteria
¢! Payments >
TMRQ | Department of Transport and Main Roads
A Analytics »
Clear Sort  Clear Filters
[%] Buyer b
Select "Edit’
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— o
= E! "V Ficldglass (@ Seta Mode) Search by ID or text Q B @ AP
@ Home acimin Configuation | Buyer List | Buyer | Detaiis
= u
A oy ot ¢ Department of Transport and Main Roads a
[ Contingent Labour >
fl Services > Buyer Details
& Weorker > Name Department of Transport and Main Roads
Details
(& Payments > Adéress 1 61 Mary St
#% Analytics > Remit-to Addresses & peiea
0 City Brishane
(¥} Buyer >
Account Managers & Country/Region AUS
Sites
ZIP/Postal Code 4000
0
Company Duns #
Buyer Company Contact Person
Company Website
Company Ticker

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:

E! ¥ Fieldglass | (@ Beta bode)

Edit Buyer: Department of Transport and Main Roads

< Back to Details

Details

Buyer

Department of Transpoert and Main Roads

Buyer Preferences

Auto Invoicing for Contingent* @ Lock*

(@) Yes () No (@) Yes () No
Auto Invoicing for Services* @ Lock*

(@) ves ()Mo (@) ves () No

Allow Buyer to Add to Workforce *

() Yes (@ No

Enable Workforce Anonymity* [i]

() Yes (@ No

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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Custom Fields
<b>Auto-invoidng</b>e @

Under standard invoicing you issue tax invoices for goods and senvices your business provides. Auto-invoicing is an altemative invoicing method whereby the Department of Transport and Main Roads (TMR) willissue electronic tax invoices (and adjustment notes, if required) for goods and services you provide to us based
on information captured in Fieldglass.

Eligibility:
To use auto-invoicing your business must be registered for goods and services tax (GST). Your business is not allowed to issue tax invoice for goods and services that you elect to be auta-invoiced

Acceptance by Use:
The use of auto-invaicing constitutes acceptance of TMRs Auto-invoicing: Recipient Created Tax Invoice Agreement (007) (RCT) Agrsement).

Please take a moment ta read the RCTI Agreement.

The RCTI Agreement can be accessed at any time via the [a href="htipsi/isupport.ariba.comiitem/view/189070" targe!
receive a copy direct

blank-JSupplier information Fortal (https:/support ariba.comitemiview!199070) under the ‘Additional Resources Section’, or you can email Supplier.Enablement@tmr.qld gov.au if you would prefer to

Acknowledgement
I have read the Auto-invoicing: Recipient Created Tax Invoice Agreement (007) (RCTI Agj and confirm | the use of auto-invoicing constitutes of TMRs RCTI Agreement.

Supplier Acknowtedgement s

]Mknawlsugamem Full Name Position Date Work E-mail

No attachments dafined

+ Add Attachments

Update [l S

Step 12:

Select ‘Update’ to save your changes

Custom Fields

<b>Auto-Invoicing</b>+ @

Under standard invoicing you issue tax invoices for goods and services your business provides. Auto-invoicing is an altemative invoicing method whereby the Department of Transport and Main Roads (TMR) will issue electronic tax invoices {and adjustment notes, if required) for goods and services you provide to us based
on information captured in Fieldglass.

Eligibility:

To use auto-invoicing your business must be registered for goods and services tax (GST). Your business is not allowed to issue tax invoice for goods and services that you elect to be auto-invoiced.
Acceptance by Use:

The use of aut ing constitutes of TMRs Aut : Recipient Created Tax Invoice Agreement (007) (RCTI Agreement)

Please take a moment to read the RCTI Agreement.

The RCTI Agreement can be accessed at any time via the [3 href="ttps://support.ariba.comiitem/view/199070" target="_blank‘]Supplier Portal riba. 198070) under the ‘Additional Resources Section’, of you can email Supplier. Enablement@tmr.qld.gov.au if you would prefer to
receive a copy direct.

Acknowledgement
1 have read the Auto-inveicing; Recipient Created Tax invoice Agreement (007) (RCTI ) and confirm | the use of auto-invoicing constitutes of TMRs RCTI Agreement.

Supplier Acknowledgement*
Acknowledgement Full Name Pasition Date ‘Work E-mail
X Yes =] Director 20260526 Voo

+ Add New Row
Attachments

No attachments defined
+ Add Attachments

m ool

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.qgld.gov.au

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

Document control

Version m Additions/Amendments Author / Reviewer | Peer review / Approver

1.0 26.05.26 Amendment Vernessa Rhodes
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