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Step 1: Create worker account Important Note: The Worker Account

is the link which enables the worker to

enter his/her time and expenses. For

those suppliers where the workers do

not enter this information themselves,

please check the respective guides

on submitting time and expenses.

1.) Once the work order has been

activated by SAP, the supplier worker

will receive an email notification from

Fieldglass@fgvms.com.

Each time you receive a work order,

you will receive this link to register.

2.) Click on “create your account link”,

unregarded if you have an existing

worker account or not.

2.

1.

mailto:Fieldglass@fgvms.com
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3.

3.) Important: In case you

already have an active worker

account, click the link “click here”

to log in.

4.) If you do not have a worker

account yet, complete the basic

information asked:

• E-mail Address

• Security ID (case 

sensitive, please also 

note of the format 

shown) – If you are 

unsure what your 

security ID is, please 

contact your supplier 

administrator.

4.
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(continued)

4.) Complete the basic information asked:

• Fieldglass Privacy Statement 

• Desired Username and Password

5.) Once mandatory fields are filled in, 

click sign in.

4.

5.
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6.) Give a quick read on the quick

guides that will appear, and get started

with Fieldglass.

6.
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7a.

7b.

7c.

7d.

7.) The worker account homepage is displayed. 

From this page, the worker can:

a) Complete onboarding items

b) Capture timesheets

c) Create expense sheets

d) View the guide on how to submit time 

and expenses.
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Step 2: Complete onboarding items

8.) There are 3 onboarding items to complete. The 

onboarding items status remains Pending until onboarding 

items are marked as completed. To complete an onboarding 

item, click on the link to open the onboarding item (or 

document) which needs to be read/completed/signed.

8.
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9.

11.

10.

9.) Click on the attachment to load the document. 

10.) Click to start the training and download the training 

completion certificate.

11.) Once you have accomplished the action, upload the 

proof of completion (certificate).

12.) Once uploaded, click “mark as complete”.

12.
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13.

14.

15.

16.

13.) Input the completion date.

14.) Click mark as complete.

15.) The status of the activity item will change to completed.

16.) Continue the steps above for all onboarding items listed 

by going back to other activity items.
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Phone numbers needed for all new C-users in 
Fieldglass (ONLY FOR 2 factor authentication*)

▪ This will allow onboarded workers to initially set 
password credentials more easily without sharing 
the password over email

▪ The phone number can be a private/work phone –
it also doesn’t have to be a mobile phone as the 
verification can be done with an automatic call

▪ Validation would then be the combination of:

– Individual email address (unique URL for 
password reset sent to C-user)

– Security ID* (as defined by the C-User in his 
registration form - questionnaire)

– NEW: Individual phone number (stored in 
Fieldglass)

Changes in Fieldglass Data from 31.01.2022 onwards

*The phone number can be changed to a dummy number after the password is created
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Admin (Supplier) – How to set-up SOW worker 

Add SOW Worker as usual under

Actions, Add SOW Worker

Fill the form as 

described in docu

on 

translation.sap.com

* Note: You will need to enter the 

Security ID once you request a 

new password.  

*we will update the docu with the correct screenshot once it is live

https://translation.sap.com/content/dam/sls/en_us/Billing/Fieldglass/User_Creation_Management_Updated.pdf
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RM* & EWFC** (SAP) to approve

• After supplier has created SOW worker…

• LX resource manager checks & approves SOW worker 

sends to EWFC for approval

• EWFC double checks & approves

• C-user is generated 

• Fieldglass data is synched to NEPRA*** 

• Password reset email is triggered 

*RM = Resource Manager at SAP-LX | ** EWFC = External Workforce Center | *** NEPRA = New Employee Password Reset Application 
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After C-User is generated, you will 

receive an email to (re)set a 

password.

Click on Set Password and then 

you will be directed to a website 

with SAP Fiori design.  

Click Start to begin with the 

Password reset process.

Password reset – email to set password
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Enter security ID and phone number

Enter your Security ID you entered 

when creating the SOW in 

Fieldglass. (see slide 6) 

To receive the code you can choose either 

via SMS or via speech* (phone call).

* language: English, code can be repeated 

maximum 3 times. 

Make sure to enter the 4 last digits of the 

mobile phone number you entered in 

Fieldglass.
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Sending security code / enter PIN Code

Once you entered the 4 last digits 

correctly, you will receive a message 

telling you that you the code is being 

send to you.

Wait for the SMS with the 

code or for the phone 

call.. 
Enter the PIN code 

and click Proceed.
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Set your password

Enter a new password 

and click Proceed.
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Confirmation email - The End.

After the password is 

set you will receive a 

confirmation email.
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▪ When this new functionality is going to be live in the Fieldglass systems? 

– Start is Monday, January 31st 2022

▪ Who is managing the entry of this mobile phone data on the supplier side?

– Entry is performed by the Fieldglass responsible on the supplier side.

▪ How is this being managed from a GDPR perspective?

– In the New Employee Password Reset Application (NEPRA), the phone data is deleted after the new C-user onboarding process (or 2 weeks 
later if the onboarding process is not completed). The phone data remains in Fieldglass but can be anonymized after the password process has 
been successfully completed. 

▪ Which Fieldglass roles can see these numbers?

– The Fieldglass Account Admin

▪ Which Fieldglass roles can input these numbers?

– The Fieldglass Account Admin

▪ Are these compulsory fields?

– Yes

▪ Does this field have to be filled for existing C-users?

– Yes, but if the worker already has a password to SAP systems, you can add a “dummy number”

▪ How and where will changes be made?

– Via the Fieldglass supplier coordinator

▪ Is SMS part of the password delivery process?

– Yes. SMS is used as part of the C-user identity validation. After the C-User identity is validated successfully, they can set their password via NEPRA. 

▪ If SMS is used for password reset, what is delivery platform is used for SMS delivery?

– We are using Sinch Authentication 365 

▪ If SMS is used for password reset, what is alternative for countries in which SMS is not received?

– Our Sinch Authentication 365 is already set to serve all countries in which SAP has offices. Since July 2021, the coverage of countries and the SMS 
arrival success rate (for I-User password reset via NEPRA) was greatly improved. In cases of failure to receive the security verification code via 
SMS, the user can select to receive the verification code via an (automated) phone call audio message. 

Q&A on Mobile Numbers in Fieldglass for new C-users 

https://authentication.sapdigitalinterconnect.com/

