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Job Aid:

Registering as a Supplier in SAP Fieldglass

Introduction

This job aid provides suppliers with clear, step-by-step instructions to register in the SAP Fieldglass system for Air Canada.

For further support, please contact the Air Canada Fieldglass Support Team at SharedServices.Fieldglass@aircanada.ca

Part 1. Registering Your Account in SAP Fieldglass
1. Open the Registration Email.

2. Look for an invitation email from SAP Fieldglass (subject: “Invitation to join the SAP Fieldglass system”).
Important: The registration link is valid for 21 days. If expired, contact the Fieldglass Support Team for a new invitation .

3. Click on the link in your invitation email to open the SAP Fieldglass registration 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.

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.

Click Here

@) AIR CANADA



Job Aid:

Registering as a Supplier in SAP Fieldglass

4. You will be asked if you have an existing SAP Fieldglass account for your company:

- If Yes: Select "Yes" and link your company details.
- If No: Select "No" and click "Continue" to begin setting up your new supplier account.

Z=
) © Beta Mode

Welcome to SAP Fieldglass.

. Enter your company details, Company Adress and Company preferences.

Company Code: The Company Code is simply an abbreviation of your organization’s name. You may choose any
combination of up to 5 letters you prefer. This value is only used for internal system identification and has no functional
impact.

Which ID do you have?: Please select "Ariba Supplier Network ID (ANID)" then enter your ANID.

Company Details

Company Name

Company Code*
Check Availability
Please only use letters and numbers. We'll suggest alternative codes if your requested code is not available.

Federal Tax 1D
(Mo value)

Tax Number Type

(No Value)

Which 1D do you have?* @
wiw Ariba Supplier Network 1D
(:) Vendor
() Both

Ariba Supplier Network ID*
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6. Make sure that you remember your Username and Password, since this will be the information to access Fieldglass

» Password requirements
- Contains at least 8 character(s)
- Contains one of each: Capital letter ,Lower-case Letter
- Contains one of each: Number

User Information|

» Password restrictions
- Does not include Username or Email
- Does not include First or Last Name

d'iverncis.agnes@aircanada.ca

This information will be used to create your SAP Fieldglass user account. You will use your usemame and password to sign in to
¥ L ¥ 8
SAP Fieldglass in the future.

Security Details

Desired Username™®

UNIFGP

name or Email
or Last Name

7. Please read 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 ‘I am not the correct person’
to forward the agreement to the right contact of your organization.

Contractor Access Agreement Please review 1

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

Contractor Access Agreement

is a legal agreement that defines the usage of and access to the
ned CAA on file in order to access the SAP Fleldglass system

© The SAP Fieldglass Supplier Contractor Access Agreement (C.
SAP Fieldglass system for a Supplier. All Suppliers must have

have access to your SAP Fieldglass account, If you
he | am not the correct person button at the
$s account, However, your will not be able to view

1. Definitions.
1.1 “Affiliate™ of a

Company Details

UNIFGP

Unified Talent Group

AN-123456789 DECLARATION

This ag

Signer's Details

Agnes divernols Entec your name in the following format: fAgnes dlvernois

Agnes dives
This is a legally recognized signature.
(No Value)

e T Decline I am not the correct person Cance

d'ivernois.agnes@aircanada.ca
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8. After signing the CAA, your organization will be officially registered in SAP Fieldglass for Air Canada. The Air
Canada Fieldglass Support team will reach out to you for next steps. For further support, please contact the team
at SharedServices.Fieldglass@aircanada.ca

Registration Complete. Welcome!

You have successfully created your SAP Fieldglass account.

You can now view and ions in the SAP Fieldglass application, We
recommend running the Company Setup Wizard (optional).
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