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CREATING OR EDITING SOW CONTRACTS 
A contract can be created by: 
• converting a bid to a contract; or 
• creating a new contact. 
 
Note 
All bids are quoted in South African rand. If the bid is in a foreign currency, you must indicate that or do the currency 
conversion on the bid itself. 
 
Contracts involving foreign currency must be created as ‘new’ contracts, as contract owners cannot convert bids to 
foreign currency contracts. 
 
At this stage of the process, selecting a bid and creating a SOW contract, it is critical that the information on the SOW 
contract is correct, as this information will be used to create the TD, which will be signed by the parties (you and us). If the 
bid negotiations have been done outside of the system and the bid is not 100% correct, there will be an opportunity to 
change the SOW contract.  
 
The information captured during the contract creation stage will be used to: 

• creating the PO; and   
• invoice (invoicing cannot be done outside of the terms of the signed contract). 
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To view and update the SOW contract, access the Statement of Work in one of the following ways: 
• Click on Statement of Work from the list under My Work Items. 

• Click on Clipboard  and then . 

• Click on and then . 
 

 
 
After clicking on Statement of Work you will see the following screen: 

 
 

Anything requiring a response will be listed as Pending Supplier Review. 
 
Important 
You will receive an email as soon as a response from you is required, eg when a bid or SOW has been sent and you 
need to respond to an event (this is how the invoicing will be done at the end). 
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If you do not receive emails, please double-check to ensure that you have given us the correct email address. Also check 
your Spam and Junk folders. 
 
Click on Statement of Work and then Review. 

 
 
You will then see a list of all the items that require a response. 

 
 
This document covers 3 different scenarios: 
 
• No workers 
• Workers ‘time’ and ‘material’  
• Workers no ‘time’ and ‘material’ 
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Scenario 1 – no workers 
 
After selecting Supplier Training – Scenario 1 No workers from the Statement of Work list, the following screen will 
display: 

 
 
In the simple scenario above, there are no ‘time’ and ‘materials’, and no need for any workers to have a Nedbank 
contractor’s employee number (CC number). People are still doing the work, but none of them require a CC number and 
we simply pay a fixed support fee. For example, we have a contract for SAP support and there are thousands of people 
around the world in this SAP support pool, but they don’t need CC numbers and do not have to be listed on the contract 
as workers. 
 
Before you respond, it is critical to review the information that we have captured already. If the information is wrong or 
needs to change, it must be updated. Important information includes the duration (period) of the contract, who the 
contract owner is, any comments etc. 
 
Tabs 
Tabs available on the No Workers Contract: 
 

Tab name Description 

Details The Nedbank contract owner and their contact details, as well as general 
information about the SOW, eg the Site, Supplier Reference etc. 

Activity Items Additional activities required to complete the process. 

Clauses Standard clauses of the contract. 

Characteristics 

The billing characteristics, events and invoicing schedule components of the 
SOW.  

• Events are milestones in the SOW that are tracked by you and us, 
including the completion of specific milestones or the delivery of certain 
work products. 

• Schedules designate when we will make payments for services that 
you’ve rendered in terms of the SOW, eg recurring end-of-month 
schedules. 

Related Related SOW documents, eg the bid (if applicable).  
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Viewing Details tab 

Click on  to see and check various fields. 
 

 

 
 

Viewing Activity Items tab 
This tab is used later and shows the additional activities required to complete the process.  
 

Viewing Characteristics tab 

Click on  to see additional fields, eg Billing Characteristics. 
 
Note 
You will not see the total billing amount here. In Fieldglass the budget amount is suppressed for bid purposes and pulls 
through to the contract. The individual amounts will add up correctly, but you won’t see a total.  
 
It is important to check the Billing Characteristic Summary. In the example below: 

• schedules total R150 000 (R50 000 x 3 recurrences); 
• events total R1 000 000 (3 milestones: R150 000 + R500 000 +R350 000); and 
• the total value of the contract shows as R1 150 000. 
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If any of the information must change, click on the blue links, eg End of Month Recurring Schedule, and make the 
necessary changes.   
 
Note 
In this example there is no Worker option listed in the menu. If this is incorrect and you need employee numbers for 

workers, click on  to let the contract owner know. The contract must then be a SOW Worker contract. 
 

After checking the information for accuracy and changing it (if necessary), click on . 

 
 
 
 
 
 
 



 

23 October 2023                           SAP Fieldglass Services Supplier Manual  Page 9 

Responding to the SOW 
Once you have clicked on Respond, yo will see this screen:  

 
 
At this point, conversations between you and us would already have taken place, and there should not be any surprises in 
the contract. It is likely that a bid or an Ariba tender would have been involved, or possibly a revision of an existing fixed 
contract. 
 
If you scroll down, the following fields will display. Some of these fields require input while others will have default values, 
which cannot be changed.  
 

Field name Description 

Details 

Supplier Reference (optional) Enter a description for this contract for your referencing purposes, eg Nedbank 
Fixed Contract RBB/Genni 5 math contract. 

Billable Defaults to ‘Yes’ or ‘No’ 

Defined By Defaults to ‘Buyer’ and ‘Supplier’ 

Business Unit Defaults to ‘Group Procurement (1 000)’  

Site Defaults to the ‘Plant’ used in Ariba for POs 

 

If you scroll down more, the following fields will be available for completing or viewing: 

 
Field name Description 
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Details 

Location Defaults to the ‘Plant’ used in Ariba for POs. 

Default Remit-to Address 
(optional) Defaults to (No Value) if it is incomplete. 

Invoice Document Type 

Here you must choose one of the following options, which is a SARS 
requirement for invoices: 

• Invoice – if you are not registered for VAT 

• Tax invoice – if you are registered for VAT  

 

 
 

Field name Description 

Posting Information 

Primary Contact person The primary contact person can be changed if another user is required to be 
the primary contact for this contract. 

Comments To Buyer 
(optional) 

Enter any additional information here, eg Milestone adjustment – value 
incorrect. 

SOW Coordinators 

Team, Central Desk Defaults to the primary role of the Nedbank contact person. 

CentralDesk, Cedric Defaults to the primary role of the Nedbank contact person. 

 

Further down you can upload attachments (if necessary). Simply click on . 

 
The completed screen will look as follows: 
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Click on to proceed. 

 

At the top of the screen where you are in the SOW Response timeline. In this example, the Details tab has been 
completed and we are now on the Clauses tab. 

 
 

Clauses tab 
The standard document clauses will pull through to the contract, so you do not need to work through them. 

 
 

Click on to proceed to the next step, which is Characteristics. 
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Characteristics tab 
The Characteristics tab shows the events and/or schedules that were captured: 

 
At this stage you can make changes to the schedules and events by selecting the relevant option, as highlighted above. 
 
In this example a change will be made to Milestone 1, as the captured amount is incorrect. To change the amount, click 
on the edit icon ( ) next to the relevant item. 
 

 
 
Once you have clicked on it, the relevant fields will open where you can change the amount. 
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Once you have changed the amount, click on  to continue. 
 
You will then see the amended Characteristics screen. 

 
 

In this example, Milestone 1 was updated to R200 000 (not R150 000). To see the updated total, click on . 
This will increase the total from the previous R1 150 000 to R1 200 000. 

 

Click on to proceed. 

To complete the response process, click on . You can also add comments at this stage. 
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The next stip will now be Buyer can Review. The Nedbank contract manager will now review your response, including 
any changes.  
 

 
 
If the contract manager is satisfied, the contract will go to the next stage for approval. If they are not satisfied, they will 
return the contract to you for additional amendents. 
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Scenario 2 – workers with ‘time’ and ‘material’  

This scenario involves creating contracts for ‘time’ and ‘material’ workers. It is used to capture role requirements (eg 
SAP technical consultant) for the contract only – not their actual names.  
 
After selecting Supplier Training – Scenario 2 – Workers T&M from the SOW list, you will see the following screen:  
 
Note 
Because  this contract is a T&M contract, there is a Time & Expense tab. There is also a SOW Workers tab, where you 
can enter workers’ names (not mandatory). 
 
Usually, T&M contracts have only the roles of the workers, eg a SAP technical consultant or a SAP functional consultant. 
 

 
 
Tabs for this T&M contract include the following: 
 

Tab name Description 

Details Information like the Nedbank contract owner and their contact details, as well 
as general information about the SOW, eg Site, Supplier Reference etc. 

Activity Items Shows the additional activities required to complete the process. 

Clauses Shows standard clauses for the contract. 

Characteristics 

Defines the billing characteristics, events and invoicing schedule components 
of the SOW.  

• Events are milestones in the SOW that are tracked by you and us, 
including the completion of specific milestones or the delivery of certain 
work products. 

• Schedules designate when we will make payments to you for services 
rendered in terms of the SOW, eg recurring end-of-month schedules. 

SOW Workers 
Shows the details of the required roles captured for this contract. If 
individuals’ names have been captured already, they will show here. However, 
their names are not a requirement. 

Time & Expense Shows the time sheets and expense sheets once the contract has been 
approved and in execution.  

Related Shows all the related SOW documents. 
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Tabs 
Details tab 
Before you click on Respond, make sure to scroll down and double-check the captured information, especially the 
information under Posting Information and Statement of Work details. 
 

Activity Items tab 
This tab is used later and shows the additional activities required to complete the process. 
 

Clauses tab 
This tab contains the standard contract clauses and does not require input from you.  
 

Characteristics tab 

Click on to view the events or schedules that have been created, as well as all the detail relating to them. 
Events could be particular milestones that must occur by a certain date as part of the project, eg Design Phase. 
Schedules are scheduled items that take place at regular intervals, eg month-end schedules. In this example no events or 
schedules were captured. 
 

 
 
Note 
If you have ‘time’ and ‘material’, you can also capture a schedule. Example of when you would have a schedule and a 
time sheet: We have a fixed-cost maintenance contract with a supplier for a limited number of hours per month, and 3 
contractors have been captured. If the 3 contractors exceed the number of hours per month, they must capture a time 
sheet for the additional hours. At the end of the month, the supplier would be paid for the fixed amount of hours plus the 
additional time, subject to our approval. The time sheet will be under the SOW Workers tab. The agreed contract 
between us and the supplier will determine what should be captured. 
 

SOW Workers tab 

The  tab shows the individuals who are linked to this contract. 
 
Remember 
A T&M contracts requires you to add the workers. You can capture the workers’ information at this stage or at a later 
stage once the contract has been approved. In the example, a worker called Robin Batman has already been linked to 
the contract as a scrum master. 
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Usually, only roles are captured for a T&M contract, and it will look as follows: 

 
 
In this example, 2 roles were added to the contact. The Nedbank contract manager cannot add individuals to the 
contract. They can add only roles. 
 
The example has 2 roles:  

• 2 x SAP consultants – functional consultants are required for 900 hours at the Roodepoort site at a maximum rate 
of R500 per hour. 

• 1 x scrum master is required for 900 hours at the Roodepoort site at a maximum rate of R400 per hour. 
• Overtime rates are also listed.  

 

Time & Expenses tab  
This tab shows the time sheets and expenses sheets once the contract has started.  
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Related tab 
This will show the related SOW documents. Once you have checked all the information and made the relevant changes 

(if applicable), click on .   
 

Responding to the SOW 
 
You will then see the Details screen. 
 

 
 
Some fields require input while others will have default values that cannot be changed at this response stage. 

 

Field name Description 

Details 

Supplier Reference (optional) 
If a reference has already been captured, it will pull through automatically. If 
not, you must enter a description for this contract for your referencing 
purposes. 

Billable Defaults to ‘Yes’ or ‘No’. 

Defined By Defaults to ‘Buyer’ and ‘Supplier’. 

Business Unit Defaults to ‘Group Procurement (1 000)’.  

Site Defaults to the ‘Plant’ used in Ariba for POs. 

Location Defaults to the ‘Plant’ used in Ariba for POs. 

Default remit-to Address 
(optional) Defaults to (No Value) if it is incomplete. 

Invoice Document Type 

You must choose one of the following options, which is a SARS requirement 
for invoices: 

• Invoice – if you are not registered for VAT.  

• Tax invoice – if you are registered for VAT. 

Posting Information 

Primary Contact person As above 
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Comments To Buyer 
(optional) 

Add any additional information (if applicable), eg Adjustments to rate of 
Functional Consultant. 

Click on to proceed. 
 

At the top of the screen you can see where you are in the SOW response timeline. In this example, the Details tab has 
been completed and we are now on the Clauses tab. 

 

 
 
These are standard clauses, and you do not need to work through them.  
 

 
Note 
If you click on View under the Documents section, the TD will open for viewing. 
 

Click on  to proceed to the Characteristics tab. 
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Because the example contract is ‘time’ and ‘material’, you do not have add any additional Characteristics by capturing 
schedules or events. If there were events or schedules, you would add or edit them at this stage.  

Click on  to proceed to SOW Workers tab: 

 

 

 
 
The work roles that have been captured previously will now show. You can also enter more details by clicking on Add, eg 

. 
 
The SOW Workers screen will display with the details of the captured roles.  
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In this example, we have: 

• 2 x SAP consultants – functional consultants for 900 hours in total at a rate of R500 per hour; and 
• 1 x scrum master for 900 hours in total at a rate of R400 per hour plus overtime. 

If you have to add another role, eg a SAP technical consultant, scroll down and click on .  
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Select to continue. In this example, a SAP technical consultant will be added to the contract. 
 

 

Then click on to add the new role.  
 
Now yo can add the rate for the role.  
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Click on , choose the applicable rate type, eg onsite, and tick the checkbox next to it. To add 

additional rates, eg offsite, click on . 
 

 
 

Click on  to continue. 
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Then complete the following fields: 
• Enter the rate amount that applies to this role.  
• Tick the checkbox under the calculator icon. 
• Type in the estimated period worked in hours. 
• Enter the number of positions required. 
 
Important  
• The rate that you enter must be the maximum rate, as workers will not be allowed to exceed this rate. 
• Please ensure that all the required rates are captured, including overtime rates. Only the rates that appear for these 

roles may be charged.  
• Remember that this a role and not a worker. If you have multiple workers with the same role, enter the number of 

positions. Do not capture them as multiple roles. 
• The period worked must be adjusted to calculate to the total estimated spend of the contract. It is not used to limit the 

actual hours worked, but to estimate the total spend. 
• The number of workers is not restricted. It is used to calculate the estimated total spend. However, the estimated 

contractor spend is a cap. In other words, if more workers are added at a later stage that leads to the estimated total 
spend being exceeded, the contract must be revised. 

 

Click on . 
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The additional cost for the added roles will be added to the Total Estimated Worker Spend. 
 

 
If you know that a particular worker must be added at this stage, simply click on Add 

. This will enable you to capture an actual person, and not a role. 
 
The Add worker heading will display. In this example it is Add SAP Consultant-Technical. 
 

. 
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 Complete the following fields in the Details section and remember to scroll down (if necessary): 
 

Field name Description 

Details 

First Name Enter their first name.  

Last Name Enter their surname.  

Auto Register SOW Worker This will defaults to ‘No’. The worker will receive an invite to register so that 
they can complete their time sheet via email.  

Start Date Enter the date on which the worker is required.  

End Date Capture the last date on which the worker will be required.  

Worker’s Personal Email Enter the worker’s email address. 

Security ID 

Enter the security ID of the worker, consisting of the following: 
• First 2 letters of their first name. 
• First 2 letters of their second name (ZZ if they don’t have a second 

name). 
• First 2 letters of their last name. 
• Their date of birth (YYMMDD). 

Eg:  WOZZWO700101 

Confirm Security ID Enter their security ID again.  

Worker Primary Contact This will default to the contract owner’s name. 
 

Scroll down to complete these fields under the Details section: 

 

 

 
Field name Description 

Details 
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Is the resource salary under 
R241 110,59/pa? 

Choose ‘Yes’ or ‘No’. This field is important, as workers who earn less than this 
amount are subject to certain conditions in terms of the Labour Act, <no> of 
<yyyy>. 

RSA Citizen Choose ‘Yes’ or ‘No’. 

RSA Temporary Resident Choose ‘Yes’ or ‘No’ (‘No’ if RSA citizen is ‘Yes’). 

Valid Work Permit for the 
Duration of the contract Choose ‘Yes’ or ‘No’ (‘No’ if RSA citizen is ‘Yes’). 

Date of Birth Enter their date of birth. 

Gender Choose ‘Male’ or ‘Female’. 

Mobile Phone Number Enter their cellphone number.  
 

Scroll down to complete the following sections:  

 
 

Field name Description 

Rates 

Rates: Requested and 
presented 

You will see the captured rate for the role in the Requested field. The rate 
must now be captured in the Presented field. 

Important 
The rate captured in the Presented field may not exceed the maximum rate in 
the Requested field. If this rate is exceeded, you will receive an error 
message. 

 

 

Field name Description 

Accounting 

Auto Invoice all 
Characteristics, Time Sheets 
and Expense Sheets 

Defaults to ‘No’. 

Purchase Order Number 
(Optional) Leave this field blank.  

 
Now scroll down to go the Adjustments section: 
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Field name Description 

Adjustments 

Adjustments 

This refers to the VAT element of the contract. It is essential to complete this 
correctly to avoid payment delays. Possible VAT options include the following: 

 
The most common selections for these contracts are the following: 

• Standard (Invoice) – VAT is charged at 15%. 

• No VAT (Invoice) – you are not registered for VAT.  

Exempt (Invoice) would be used when dealing with financial services. 

 
 
Scroll down to go the the Time Sheet Settings and Attachments sections: 
 

 

  
Field name Description 
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Time Sheet Settings 

Time Sheet Type Defaults to ‘Standard’. 

Time Sheet Frequency Choose either weekly or monthly.  

Time Sheet Start Date Enter the relevant date. 

Start Day of week Defaults to ‘First day of the month’. 

Hours per day Defaults to ‘8’. 

Hours per month Defaults to ‘40’. 

Attachments 

+Add Attachments Upload any attachments (if applicable). 
 
Scroll down to the Additional Details section: 

 
Field name Description 

Additional Details 

Resume/CV (optional) Here you can upload the workers’ CVs.  

Supplier Reference (optional) Enter an additional reference (if required). 

Unique ID (optional) Enter a unique ID (if required), eg their employee number.  

Display candidate’s Workforce record 
to the Buyer Defaults to ‘No’. 

Allow Worker to submit SOW Line 
items Defaults to ‘No’. 

Click on . The details of the worker (Wonder Woman) will then display.  
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Important 
The Total Estimated Worker Spend is the maximum amount (capped amount) that can be spend in terms of this 
contract. You cannot exceed this amount – not even if you added more workers. This is the amount for which a PO will be 
raised as the ‘time’ and ‘material’ line. If additional workers are added and the amount is exceeded, you will not be able to 
bill and the contract will have to be revised.  
 

 

Once you have clicked on , the Create SOW Response screen will display, which means you are now at the 
Review stage where you must confirm the SOW Worker rules. 
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Scroll down to the SOW Workers section and double-check the information for accuracy.  

 

If the information is correct, click on . 
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Scenario 3 – Workers no T&M 

In this scenario there are workers, but it is not a ‘time’ and ‘material’ contract. Therefore, there no prescribed roles. 
Workers will need to be onboarded in order to receive a Nedbank CC number. You can do it at this stage or at a later 
stage once the contract has been approved via the Add worker functionality.   
 
After selecting Supplier Training – Scenario 3 – Workers no T&M from the Statement of Work list, you will see the 
following Details screen.  
 
Note 
Because this is a Workers no T&M Contract there will not be a Time & Expense tab.  
 

 
 
Available tabs include the following: 
 

Tab name Description 

Details Information such as the Nedbank contract owner and their contact details, as 
well as general information about the SOW, eg Site, Supplier Reference etc. 

Activity Items Additional activities required to complete the process. 

Clauses Standard clauses of the contract. 

Characteristics 

Defines the billing characteristics, events and invoicing schedule components 
of the SOW.  

• Events are milestones in the SOW that are tracked by you and us, 
including the completion of specific milestones or the delivery of certain 
work products. 

• Schedules designate when we will make payments to you for services 
rendered in terms of the SOW, eg recurring end-of-month schedules. 

SOW Workers Details of the roles captured for this contract. If workers’ names were captured, 
they will also reflect here, but capturing their names is not a requirement. 
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Tabs 
Details tab 
Before you click on Respond, it is important to scroll down to double-check the information that you have captured for 
accuracy, especially the information under Posting Information and Statement of Work details. 
 

Activity Items tab 
This tab is used later and displays additional activities required to complete the process. 
 

Clauses tab 
This tab contains standard contract clauses and does not require any input from you. 
 

Characteristics tab 
Under this tab you can view any events or schedules and the information relating to them. Events could be particular 
milestones that would occur as part of the project, eg Design Phase, which must be completed by a certain date. 
Schedules are scheduled items that take place at regular intervals, eg month-end schedules. 
 
In this example there is a fixed monthy schedule for R115 000. 

 
 
If you click on Fixed Schedule – Monthly it will display more information, eg the frequency of the schedule and the date 
range. 
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In this example the recurring schedule frequency is from August to December. 
 
For this contract there are workers who must be onboarded to receive CC numbers, ie the contract has a combination of 
workers and characteristics but there are no time sheets.  
 

SOW Workers tab 

Click on  to see the workers who were linked to this contract. You can add the workers at this stage or at a 
later stage, once the the contract has been approved. 
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Responding to the SOW 
 

 

Click on . You will then see the Details screen where you can enter a specific reference. 
 

 

Click on  to go the Clauses tab. These are standard contract clauses and requires no input from you.  
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Click on  to go to the Characteristics tab.  
 

 
Here you can change events or schedules. In this example, Schedules was selected, showing the existing schedules for 
this contract.  
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If you need to make changes to the schedule, click on the edit icon ( ) and make sure to ‘update’ your changes.  
 

 
 
Note 

You can also make changes to the billing (accounting) information by scrolling down and clicking on .  

 
 
In this example the full value of the contract is R575 000. 

Click on  to go to the SOW Workers tab. Here you can add workers, but you can also add them at a later 
stage.  
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To add a worker, click on . 
 
Important 
There are no prescribed roles for a No T&M contract. You must click on the dropdown list and select the relevant role. 
Please contact the Nedbank contract owner or the CD if you are unsure about which role to select. 
 

 
 
After selecting the required role, eg Actuary, click on Add Role. You will then see the SOW Workers tab with the 
information. To add the role, click on Add a Actuary now or later. 
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You can then enter the details of the worker. The only difference between this and adding workers to the T&M contract is 
that rate is not added in this example.  
 
For more information about completing the worker fields, please refer to the notes on Adding a Role. 

 
 
There are are no financial values here – the information relates only to the person. Please remember to enter the VAT 
treatment and VAT amount in the Adjustments section. If this information is captured incorrectly, it could lead to 
revisions resulting in payment delays. 
 
Remember that PIMS checks must be done for all workers before CC numbers can be allocated to them. That is why it is 
so important to capture the information accurately.  
 

Click on  to proceed. 
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All the added workers will then display. 
 

 

Click on  to proceed. 
 
You can continue to add workers now or later.  

 

Cick on . 
 
The following screen will display where you can add comments about the workers or changes for us.  
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Click on to continue.  

DIFFERENCE BETWEEN SOW AND CONTINGENT WORKER CONTRACTS 

Important 
SOW contracts are very different to contingent worker contracts. 

• SOW contracts  
− The names of workers are not a requirement.  
− The contract is about the estimated spend for the workers.  
− Other costs are events and fixed schedules (if applicable). 

• Contingent worker contracts 
− The names of workers are a requirement.  

 

PROCESS UPDATE  

You have now reached the stage where you can responding to the SOW contract.  

 
 


