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VERSION CONTROL 
For version control purposes, the SOW can be viewed under the Characteristics (time and material) tab, excluding 
workers.  

In this example we are looking at Scenario 1 – No Workers. 

 
Click on View Versions from the Actions dropdown list. 
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Complete the following fields: 
• View Version – select the option from the dropdown list, eg ‘latest version’. 
• Compare to Previous Version (optional) – in this example the Nedbank version will be compared to Genni Barnes’ 

(the supplier) original version. 

Click on .  
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Summary of the details 

 
At the top of your screen you will see which versions are being compared. 
 
Various tabs are availble to check the information. In this example the Characteristics tab was selected. 

 
Items that were changed will display in a new text box and previous items will be crossed out. 

Use the scrollbar on the right to view additional details of the SOW. 
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In the example below (Scenario 2 – Workers T&M,) an additional worker was added, but it will now show in the 
summary.  

 
Note 

This is an extra reviewing tool only – not the final check. 

 

WORKERS 
Add workers to a contract 
Go to the View tab on the home page and click on Statement of Work from the Services list. 
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Click on the blue ID link of the SOW that you want to change, eg NDBKT000000530 Supplier Training – Invoicing. 

  
Then click on SOW Workers to see the details of the workers who are currently assigned to this contract. 
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In the example above the following statuses are displayed for individual workers: 

• Confirmed – means this worker was registered on the system and has a worker ID. 
• Activated – means this worker is active, but has not yet been registered on the system. 

Note 
In order for contractors to submit time sheets, they must be registered on the system and have a worker ID. Time sheets 
are submitted if: 

• work is managed in terms of time and material at a certain rate, eg Bat Man has a rate of R529 200; and 
• if the details are for statisical purposes with no rate. However, the time spent in terms of hours is required, eg 

Super Man has a rate of R0. 

You can add any number of additional workers to a contract. However, it is important to note the current spend that was 
allocated to workers (scroll down to the Roles, Sites and Assigned Rates section), as it may not be exceeded. In this 
example the estimated spend is R1 000 000. 

 
If additional workers will have a rate for time and material leading to the esitmated spend being exceeded, a revision must 
be submitted for approval.  



 

17 October 2023 SAP Fieldglass Services Supplier Manual   Page 8 

Click on Add SOW Worker from the Actions dropdown list. 

 
The following screen will display with the option to select the role. 

 
Click on Role/Site/Unit of Measure from the dropdown list.  
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Complete the following fields under the Details section: 

 

 

Field name Description 

Details 
First Name Enter the first name of the worker, eg Captain. 
Last Name Enter the surname of the worker, eg America. 
Start Date Enter the date on which the worker is expected to start working.  

End Date Enter the end date on which the worker is expected to have finalised 
the work.  

Worker’s Personal Email Enter the email address of the worker being added to the contract. 

Security ID 

Enter the security ID of the worker, consisting of the following detail: 
• First 2 letters of their first name. 
• First 2 letters of their second name (use ZZ if no second name). 
• First 2 letters of their last name.  
• Their date of birth (YYMMDD). 
Example:  CAZZAM720101 

Confirm Security ID Enter their security ID again.  
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Complete the Requested Information fields. 

 

Field name Description 

Details 
Is the resource salary 
under R241 110.59 ‘Yes’ or ‘No’.  

RSA Citizen ‘Yes’ or ‘No’.  
RSA Temporary Resident ‘Yes’ or ‘No’.  
Valid work permit for the 
duration of the contract? 

‘Yes’ or ‘No’.  

Date of Birth Use the calendar dropdown to select their date of birth.  
Gender Male or female.  
Mobile Phone Number Enter their cellphone number.  

Scroll down to complete their rates.  

 

 
Field name Description  
Rates 
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Rate Category Enter the rate for this worker in the Presented (ZAR) field up to the maximum 
requested rate. 

Adjustments 

Name 

Select the option from the dropdown list to indicate the type of tax that applies to this 
worker, eg Standard (Invoice). 

 
Then capture the time sheet information.  

 
• Time Sheet Frequency – weekly or monthly  
• Time Sheet Start Date – Select the date from the calendar dropdown to indicate the date from which this time sheet 

will be effective. 

Scroll down to the Additional Details section. Here you can upload documents, eg the worker’s CV. 

 

 

Click on  . You will then see this screen: 
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Click on  . 
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Go the relevant folder and select the file that you want to upload, eg CV Test.docx.  

 

 

Click on  to add the CV to the contract. 

 

Complete the optional fields and click on . Then go back to the SOW Worker tab. 
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The new worker that was added must now be approved by us and will have a pending status (Work Order Status – 
Pending Approval). 
To access and view the details of the worker, click on the blue Work Order ID link. It will include the Next Step required 
for approval. 

 

Note 
As soon as the worker has been approved, the Next Step would update to ‘activated’ and the worker will receive an email 
confirming that they can log in to the system. 

Click on Activity Items to see any additional items that must be processed. 
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Here you will see the additional activities required to complete the process. 

 

Example 
The worker must complete and sign a non-disclosure agreement. The worker will receive this via email to complete and 
sign.  

 
Replace/Remove workers from a contract 
If a worker must be replaced, we will have to close that record and receive a final time sheet for invoicing purposes. If 
required, you must then process the addition of another worker. 

 
Revise worker details 
Here you can change the details relating to a current worker. 

Click on SOW Workers. 

 

Select the relevant Work Order ID, eg Bat Man, to see their record. 
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Click on Revise from the Actions dropdown menu. 

 

The rate being charged for the worker will be different for a particular period. To effect this, please complete or update the 
following fields: 

 

Field name Description 

Revision Start Date Select the new date from the calendar dropdown from which the new rate will 
be effective. 

End Date 

Select the end date until which the new rate will apply.  
Note 
This can be up to the end of the period as indicated, but may not exceed the 
end of the period, eg 31 December 2023. 
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Scroll down to the Rate Category section. 

 

The current rate is indicated in the Presented (ZAR) field. 

Capture the new rate to be used. 
Note 
This may not be more than the Requested rate, which has already been agreed between you and us. If the agreed rate 
must be revised, we will have to review the contract.  

Click on . 

 

TIME SHEETS 
Capture time sheets 
One the worker has logged in to the system, they will see this Welcome screen. 

 

The worker’s access and display will be limited to their time, expenses and activities. 
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Select the time sheet that must be completed, eg week 2 in July. 

 
Note 
It is important that workers know how to complete their time sheets accurately. 

 
Capture overtime 
The worker must capture the relevant fields as required, indicating the number of hours worked in each text box. 

If additional hours are required to be captured, the worker can add comments relating to the extra hours being worked. In 
the example below 8 hours have been captured for the rest of the week, but 2 extra hours (totalling 10) have been 
captured on Thursday. 

 
Select the  Comments icon to capture further detail. 
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Important: 
Although time can be captured weekly, monthly time sheets can be submitted only at the end of the month. 
 

 
The rate is capped and workers will not be able to capture extra time in the Billable section. However, they can use the 
Non-Billable section to capture extra hours, including comments.  
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In this example extra time of 2 hours was captured and the total time updated to 10 hours. 
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Capture time sheets in advance 
If the worker prefers to complete the time sheet weekly, their current details can be captured and saved for editing at a 
later stage. 

 
 
Example 

Enter the time for the selected week, eg Week 2, and click on  to save it.  
 

 

To capture time for the next week, go to Time Sheet and click on .  
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Select the month for which time must be captured, eg July. 
 

 

Click on . 
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Submit time sheets 
Weekly Time sheets can be submitted only at the end of the month.  

 

Ensure that all the relevant times have been captured correctly and click on .  
 
If the allowed hours was exceeded, you will receive a warning message. The extra hours must be captured as overtime. 

 

To acknowledge and confirm the time, click on .  
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The time sheet will no go to the contract owner for approval. 
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View time sheets 

Although the workers or contractors are responsible for submitting their own time sheets, you can view all the information 
to check theWork Order Status. If the status is ‘approved’, you can generate an invoice. 
 
Click on View. 
 

 
 
Select Statement of Work from Services. 
 

 
 
Choose the relevant item from the list, eg Supplier Training – Invoicing. 
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Click on the SOW Workers tab. 
 

 
 
Select the worker, eg Bat Man. 
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Click on their Worker ID. 
 

 
 
Click on the Time & Expense tab to see the status.  
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In this example the stats is Pending Approval. 
 

 
 
You can generate an invoice only when the status is Approved.  
 
To view a time sheet without going into the contract, click on View. 
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Select Time Sheet from the Worker list to see a list of all the time sheets that have been captured. 
 

 
 

The date range can be changed by clicking on Open Calendar. 
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The Bat Man example does not appear in the list, as it does not fall within the date range specified in the Period section. 
 
Click on the link in the ID column to see more information for the contractor. 
 

 
 
You will now see the time sheet for Bat Man because the period was changed changed from 2023.07.01 to 2023.07.31. 
 
When you view time sheets, you can ascertain the following: 

• Approved − the Wart Hog time sheet has been approved, which means an invoice can be generated.   
• Invoiced – time sheets that were already invoiced.   

  
Note 
Viewing time sheets is a good way of managing workers related to the contract. It is important to remember that time 
sheets are specific to ‘time’ and ‘material’ contracts, ie time sheets with rates and values.  
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If you click on the links, you will see the following screen: 

 
 
Note 
The contractor will see only the hours and not the amount. You and Nedbank will see the amounts too.  
 

Capture time sheet on behalf of a contractor 
You can also create time sheets on behalf of a contractor. In these exceptions, prior written approval is required from the 
Nedbank contract manager. If you do not have prior written approval, the time sheet may be rejected.  


