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1 Decision Form

The decision form feature allows you to capture and review information related to the procurement of services.
This information assists you with the creation of job postings, statements of work, SOW bids, profile workers,
and projects.

Procurement types can be determined based on the information provided and the related documents can

be created and populated directly from decision forms. Decision forms can also be used as a precursor to
processes outside of SAP Fieldglass. Decision forms can be configured with an optional procurement type,
Other, that allows you to customize a process for requisitions and approvals that are not captured in SAP
Fieldglass. Decision form templates contain the informational fields, questions, and requirements needed for
decision forms.

Customization of Decision Forms

SAP Fieldglass decision forms are highly customizable, allowing you to capture all of the company specific
information needed to make decisions about procuring services. A variety of tools are available for use with
decision forms that allow you to customize decision making processes that meet your business requirements.
For example:

¢ Decision form templates can be defined to accommodate one or multiple procurement types.

* Rules can be established on the decision form template that determine when and who can select
procurement types for services during the decision making process.

* Custom fields and questions can be added to decision form templates to ensure all necessary information
needed to make decisions is collected prior to procuring services.

* Approval groups can be configured to ensure that services are acquired using the appropriate procurement
documents.
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Company Configurations: Decision Forms

Field Name

Definition

Decision Form

Enabling this configuration allows users to create decision
forms. However, it does not require decision forms be used
prior to creating related procurement documents. To require
users to use decision forms before creating documents, the
Lock Default Value setting must be enabled for the desired
procurement types. Note that if SOW bid is locked, State-
ment of Work must also be locked.

The procurement options selected determine the docu-
ments that can be created from the decision form. Procure-
ment options include the following:

® Statement of Work

* SOW Bid

® Job Posting

® Profile Worker

® Project

Named resource external verification

This option is used to have the decision form for a named
resource verified using an integration with iCon's iConnect
for independent contractor evaluations. The iCon integrated
solution allows the buyer to verify if a current named re-
source is an independent contractor or a W-2 worker.

When a hiring manager requests a named resource using

a decision form, the resource information is automatically
punched out to iContract, where fields from the decision
form are pre-populated. The hiring manager completes an
online evaluation, which will be validated by ICVerify. The
decision form remains in a Pending Approval status until the
results are provided by iCon.

If the worker is an independent contractor, a statement of
work can be created. If the worker is a W2 worker, a job
posting can be created.

Other

This option can be used to support steps that should occur
outside of the decision form workflow. Text can be entered
to instruct the user on how to proceed. For example, users
may be instructed to verify with the legal, human resources,
or purchasing departments that a contingent labor resource
is the correct business decision.

Auto close decision form

Use this option if the decision form should be closed once
the proposed procurement type is in a submitted status.
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1.1 Decision Form Setup

To use the Decision Form feature, the Decision Form company configuration option must be enabled and the
related procurement options must be selected.

The procurement options that you select determine the documents that can be created from the decision
form. The following procurement options are available for selection:

Statement of Work
SOW Bid

Job Posting
Named Job Posting
Profile Worker
Project

Other

Creating Decision Form Templates

To create a decision form template, you should take the following steps:

AW

From the Admin menu, choose Workflow and then choose Decision Form Template.
Choose the New button.
Enter a Name for the decision form template, as well as a Description if you feel it is necessary.

Enter a value for each of the required fields on the template, such as the applicable procurement options
for the template and the rules you want applied to the decision form.

Add any custom fields you wish to display on the decision form using the +Add Custom Fields link near the
bottom of the page.

Use the +Add Questions link to choose from a list of predefined questions to add to the decision form.
Choose Add to complete the decision form template.

Decision Form Template Field Definitions

Field Definition

Details
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Field

Definition

Name

A unique name for the decision form template. This value is
required and must be unique.

This field supports multiple languages. The translations can
be done through the user interface or the translation up-
load. A user with the appropriate permission, who has a
default language that is different than the company default
language, is able to enter a translated value when editing

a decision form template. Any user who share the same
default language as the user who made the change will see
the translated Name when creating a decision form.

Description

A description of the template.

This field supports multiple languages. The translations can
be done through the user interface or the translation upload.
A user who has a default language that is different than the
company default language is able to enter a translated value
when editing a decision form template. Any user who shares
the same default language as the user who made the change
will see the translated Description when creating a decision
form.

Associate all Business Units

If this option is enabled, this template will be associated to
all business units. If this option is not enabled, business units
can be associated using the left-hand menu.

Procurement Options

Types

The procurement types for which decision forms created
from the template can be used. Depending on the company
configuration, options may include Job Posting, Named Job
Posting, Statement of Work, SOW Bid, Profile Worker, Project
and Other. Multiple options can be selected.

Select Other if decision forms created from the template
will be used to support processes in addition to creating a
statement of work or job posting.

Allow multiple of the procurement type outcome to be cre-
ated

Enable this option to create multiple instances of the result-
ing procurement type. The Create (procurement type) but-
ton will remain available until the decision form is closed. All
documents created from the decision form will display on
the Related tab of the decision form.
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Field

Definition

Named Resource?

The Named Resource? option is only for use with job post-
ings. If this option is set to Yes, the decision form created
from the template must include a named resource. When
this option is used on decision forms, at least one approval
group must be configured with a first level editor. The editor
must select the supplier of the name resource for the job
posting. This option should only be used when the buyer has
suppliers that allow the buyer to add entries to their work-
force. If there are no suppliers that allow workforce entries,
the decision cannot be approved.

Wizard If decision forms created from the template should include
a wizard, select the wizard that should be used. Questions
from the wizard will be included on decision forms created
from the template.

This field is displayed on the template when a wizard exists
that has the Use On: Decision Form option selected.

Rules

Use Scoring

This rule allows the user creating or editing the decision
form template to determine whether the questions should
be scored. If this rule is not enabled, the questions are not
scored.

When scoring is enabled (No is selected), the score is calcu-
lated using the following scale:

® Yes/No: Yes=1, No=0

® Descriptive: no scoring

® Yes/No & Descriptive: Yes=1, No=0

® 5Point Rating: 0-5

® User Defined Pick List: user defines a score for each
answer.

As an alternative to system generated scoring, a User De-
fined Pick List can be created and a preferred score value
can be assigned to each answer.

Display Procurement Types to Requestor

When this rule is selected, procurement options are dis-
played on the decision form and can be viewed and/or se-
lected by the creator. If this rule is not enabled, and multiple
procurement types are available for selection, an approver
with editor authority must select the procurement type dur-
ing the approval process.

Show in Create Menu

When this rule is enabled, the decision form template is
displayed as an option on the user's Create menu.
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Field Definition

Require Budget Amount When this rule is enabled, users are required to enter a
budget amount on the decision form before submitting.

Custom Fields Select Custom Fields to add custom fields to the template.
Custom fields must be predefined for the Decision Form
module.

When the Data Type of a selected custom field is Text or Text
Area, users can change the default value of the custom field
on a specific decision form template. Each decision form
template can have a different default value for the custom
field.

Questions Select Questions to add questions to the template. Ques-
tions must be predefined for the Decision Form module.

When creating decision form templates, the options selected on the template impact the workflow and
approvals. When the Allow multiple of the Procurement Type outcome to be created template rule is enabled,
multiple instances of the resulting procurement type can be created.

Decision forms are able to be associated to business units individually, or associated to all at once using the
Associate all Business Units option on the decision form template. You can edit the decision form template to
remove this setting and manually associate the desired business units to the template.

Decision Form User Role Permissions

In addition to creating decision form templates, you can take the following actions to give others visibility to
decision forms:

* Enable the Decision Form user role permissions for users that should be able to create and manage
decision forms.

* Enable the Recall Decision Form user role permission for users that should be able to recall decision forms.

* Enable the Decision Form Template administrative user role permissions for users that should be allowed to

create and manage decision form templates.
Decision Form Reason Codes

Decision form reason codes are required to close decision forms and for approvers to reject decision forms.

Enable Decision Form Recall

A decision form can be recalled when the decision form is in a Submitted, Pending Approval, Approval Paused,
or Closed status and a related document has not been created. To recall decision forms, the following setup is
required:

* You must have the Decision Form Recall user role permission enabled.

* Reason codes must be created for the Recall reason code type in the Decision Form module.

Decision Forms
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1.1.1 Create Decision Form Approval Groups

Approval groups can be created so that buyers can review and edit decision forms as needed.

Decision forms can be approved to allow document creation or initiate a business process outside of the SAP
Fieldglass application, such as the Other procurement type. Approval group configuration determines the type
of actions approvers can perform on decision forms during the approval process.

The following configuration options should be considered when setting up decision form approval groups:

¢ Editor action — Approvers with editor approval authority can edit and/or complete the decision form prior
to approving it.

* Approval action — Approvers with approval authority cannot edit or complete decision forms. Decision
forms that require edits must be rejected and edited by the owner and then resubmitted for approval.

* When the Display Procurement Type to Requestor rule is not enabled on the decision form template, the
user is not able to select the procurement type on the decision form during the creation process. The
procurement type must be selected by an editor in order for the decision form to be approved and used to
create the related document.

* To use the decision form to create named resource job postings, at least one approval group must be
created with the editor level. The editor must edit the decision form to select the supplier. This action
cannot be completed when the decision form is created.

When using the Other procurement type on decision forms, the approval process should include an editor. An
editor is able to edit the decision form when approving it and include instructions for the requestor on next
steps. If an approver is added without adding an editor, the decision form can be approved but instructions
cannot be added.

1.2 Decision Form Usage

Decision forms must be created from decision form templates.

Users with the appropriate user role permissions can create decision forms and decision form templates by
selecting Decision Form from the Create menu. You must enter information for the required fields, as well as
any optional fields that you feel are necessary.

The Procurement options are only displayed on the decision form if the Display Procurement Options to
Requestor template rule is enabled. The options available are based on the options selected on the decision
form template.

Creating Documents from Decision Forms

Once decision forms are submitted, a button appears on the Decision Form page that is labeled according to
the procurement type selected. Select the button to begin the process of creating the related document.

The documents related to a decision form can be created by the original creator of the decision form or the
approver. You should configure the Decision Form messages to support your desired workflow.
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If Other is selected as the procurement type, the next steps are outside of the SAP Fieldglass application, and
therefore not initiated from the decision form. When Other is used, the decision form remains in submitted
status until it is manually closed.

Rename a Decision Form

The decision form can be renamed to reflect the specific type of process being supported. Custom Text allows
users to display a customized title in the create menu, as well as a custom heading for the decision form.
Contextual Help can also be added to help identify how the form should be used.

Delete Draft or Rejected Decision Forms

A decision form can be deleted when it is in a draft or rejected status. The user must have the Remove Draft/
Rejected Decision Form user role permission enabled.

Decision Form Erasure

Decision forms (including decision forms with the Named Resource option enabled) are included as part

of Personally Identifiable Information (PII) erasure for customers using the Data retention policies company
configuration enabled. Decision forms, once erased, are moved to the erasure queue. When a decision form is
completed with a named resource and is tied to another record (a job posting, statement of work, et cetera ),
all Pll fields and attachments on the decision form are moved to the erasure queue once the last associated
record gets erased (based on buyer-defined thresholds).

1.2.1 Decision Form Attachments

When a user creates a document, such as a job posting, statement of work, or project from a decision form that
contains an attachment, the attachment behaves as if it had been attached to the document on creation.

The attachment retains its properties, such as person, timestamp, comments, and visibility from the decision
form, but the user creating the documents can remove the attachment if desired, change the document's
visibility, and add a comment about the attachment.

Attachments that are carried over from a decision form behave as described below:

* SOWs and SOW Bids: Attachments are listed under the Attachments section and under revision O.
* RFXs: Attachments are listed under the Attachments (RFX) section.
* Named Job Postings: Attachments are attached to the job posting. They are not on the workforce record.

* Profile Worker: Attachments behave in the same way as attachments that are added directly to a new
profile worker.

* Project: Attachments behave in the same way as attachments that are added directly to a new project.

1.2.2 Recall Decision Forms

A decision form can be recalled when the decision form has the appropriate status and a related document has
not been created.

A decision form can be recalled when the decision form is in a Submitted, Pending Approval, Approval Paused,
or Closed status. To recall decision forms, the following setup is required:
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* You must have the Decision Form Recall user role permission enabled.
* Reason codes must be created for the Recall reason code type in the Decision Form module.

If a user has permission to recall a decision form, a Recall button is displayed on the form. When the Recall
button is selected, the Recall Decision Form modal is displayed. The user selects the reason for recalling the
decision form and will optionally enter a comment.

When a decision form is recalled, the status of the form changes to Draft and a work item is created. In
contrast, when the Complete Later button is selected on a decision form, the form is placed in Draft status but
a work item is not created.

If a decision form was Pending Approval when it was recalled, the first approval sequence is automatically
rejected. When the user has edited and resubmitted the decision form, the form is re-sent for approval. If a
decision form is in Draft or Rejected status, you should select More Actions and Remove instead.

1.2.3 Named Resource Decision Forms

When the Named Resource option is enabled on the decision form template, additional fields appear on the
decision form that contain the information for the requested resource. Those fields are populated based on the
method used to create the decision form. Options for named resource decision form creation include:

¢ Create a decision form and select a named resource template.
* From a workforce record, select the Create Decision Form with Named Resource button from the Actions
menu.

When creating a decision form using a named resource template, you must enter the named resource
information in the Named Resource section prior to submitting the decision form. The Supplier can be entered
if known, but the value entered here does not impact the approval process or related job posting. When
reviewing and approving the decision form, the editor must still select a supplier before the decision form can
be approved. The only suppliers available for selection in the dropdown are be the suppliers that have allowed
the buyer to add to their workforce. When the related job posting is created and distributed, a Workforce entry
is automatically created for the buyer for the named resource.

When creating a named resource decision form from a workforce record, the only templates available for
selection are those with the Named Resource option enabled. The fields in the Named Resource section of the
decision form are automatically populated from the workforce record and the information cannot be changed.

The following should be considered when creating decision forms for named resources:

* |f decision forms are used for named resources, the buyer must have at least one supplier that allows the
buyer to add entries to the supplier workforce.

* |fadecision form is created for a named resource, the resource name cannot be changed after the decision
form is approved.
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1.3 Decision Form Questions and Workflow Options

Questions can be added to decision form templates to be used on decision forms that prompt users to answer
specific questions related to the procurement of services.

Field

Definition

Questions

The question presented to the user. Multiple language sup-
port is available for this field. The translations can be done
through the user interface or the translation upload.

A user with the appropriate permission, who has a default
language that is different than the company default lan-
guage, is able to enter a translated value when editing a
question. Any user who shares the same default language as
the user who made the change will see the translated value
when answering the question.

Description

The entry in this field displays as a tool tip when a user
answers the question on a Decision Form. If a question is
edited and the description is added or changed, the tool tip
is updated on any Decision Forms on which the question is
included.

Mandatory

If Yes is selected, the question must be answered. If No is
selected, answering the question is optional.

12

PUBLIC

Decision Forms
Decision Form



Field

Definition

Answer Type

The type of answer that will be used for the question:

If Yes/No is selected, the answer options will be Yes and
No.

If Descriptive is selected, the question requires a de-
scriptive answer.

If Yes/No & Descriptive is selected, the answer should
be Yes or and the user should have the option of adding
descriptive text to the answer.

If 5 Point Rating is selected, the question should be
answered with a score between O and 5.

Select User Defined Pick List if the answer should be
selected from a list of pre-defined answers. Enter each
answer that should appear in the list of pre-defined an-
swers. Answers appear in the pick list in the order in
which they appear in the Answer list.

If scoring is used, a score can be assigned to each answer.

The score can be a positive or negative number, but cannot

include a decimal. If the field is blank, a zero is assigned as

the score. The score can be assigned whether the Exclude
from Scoring field is Yes or No. If it is Yes, the score for this

question is not included in the total.

Exclude from Scoring

When scoring is enabled and No is selected, the score is

calculated using the following scale:

Yes/No: Yes=1, No=0

Descriptive: no scoring

Yes/No & Descriptive: Yes=1, No=0

5 Point Rating: 0-5

User Defined Pick List: user defines a score for each

answer.

As an alternative to system generated scoring, a User De-

fined Pick List can be created and a preferred score value

can be assigned to each answer.

Decision Forms
Decision Form

PUBLIC

13



1.3.1 Procurement Options

This table describes the various procurement workflow options based on the decision form template setup.

Template Options

Decision Form Creation

Decision Form Approval

One Procurement Type

If only one option is selected on the
template, that option is automatically
selected on the decision form and it
cannot be changed during creation.

When submitted for approval the pro-
curement type cannot be edited.

One Procurement Type

Named Resource?: Yes

The template procurement type must
be Job Posting to create a named re-
source job posting using the decision
form.

The creator must enter the resource
name before submitting the decision
form for approval.

An editor must be defined as the first
level approver. The editor must edit the
decision form and select the supplier in
order to approve the decision form.

If an editor is not defined, the supplier
cannot be selected and the decision
form will be unusable.

Multiple Procurement Types

Display Procurement Types to Reques-
tor: Enabled

The decision form creator can select
the procurement type on the decision
form and submit it for approval.

If no procurement type is selected, the
decision form can still be submitted for
approval.

An editor can edit the decision form
and change the procurement type if
needed.

If an editor is not defined in the appro-
val group and the requestor did not se-
lect a procurement type, the approver
must reject the decision form and the
creator must select the procurement
type and resubmit it for approval.

Multiple Procurement Types

Display Procurement Types to Reques-
tor: Not Enabled

The decision form creator cannot select
the procurement type on the decision
form during creation. The decision form
is submitted for approval without a pro-
curement type.

An editor must be defined as the first
level approver. The editor must edit the
decision form and select the procure-
ment type before the decision form can
be approved.

If an editor is not defined, the procure-
ment type cannot be selected and the
decision form is unusable.
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Important Disclaimers and Legal Information

Hyperlinks

Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

®  Links with the icon o : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your
agreements with SAP) to this:
®  The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.
®  SAPdoes not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.
L]

Links with the icon ’h": You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using
such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this
information.

Videos Hosted on External Platforms

Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within
the control or responsibility of SAP.

Beta and Other Experimental Features

Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by
SAP at any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use
the experimental features in a live operating environment or with data that has not been sufficiently backed up.

The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your
feedback (e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code

Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax
and phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of
example code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language

SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities,
genders, and abilities.
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© 2025 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form
or for any purpose without the express permission of SAP SE or an SAP
affiliate company. The information contained herein may be changed
without prior notice.

Some software products marketed by SAP SE and its distributors
contain proprietary software components of other software vendors.
National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any
kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or
SAP affiliate company products and services are those that are set forth
in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an
additional warranty.

SAP and other SAP products and services mentioned herein as well as
their respective logos are trademarks or registered trademarks of SAP
SE (or an SAP affiliate company) in Germany and other countries. All
other product and service names mentioned are the trademarks of their
respective companies.

Please see https://www.sap.com/about/legal/trademark.html for
additional trademark information and notices.
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