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This guide aims to give quick step by step instructions to Submitting 
Expenses in XRM Fieldglass
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Available Training Material & User Guides

XRM Training Materials are continuously updated

Full User Guides

Comprehensive user guides with full 
instructions on “how-to”

Located at the SAP Fieldglass Reference 
Library

Quick Guides

Shortened version of the 
comprehensive user guides

Located at the SAP Fieldglass Reference 
Library

The password to the how-to videos page 
is: welcometoxrm

How-To Videos

Self-learning videos 

https://mmeaxrm.aventisolutions.com/


Supplier creates Expenses

Steps

Type the Work Order in the 
global search field and hit 
enter.

1

Click on Actions 

2

Select Create Expense Sheet
3

1

2
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Supplier Creates Expenses 

Steps

Select an expense code

1

Scroll down the page and 
Enter expense date

2
1

2
3

Attach receipt.

3

Note: Please note the Copy 
button. You can copy the 
expense and change details.



Supplier Creates Expenses

1

Steps

Insert Merchant 
1

Insert a description for the 
expense code

2

1

2
3

Insert the amount of the 
expense

4

3

Add a comment

4



Supplier Creates Expenses

Steps

1

2

3

Add Attachments

1

Submit expense

2

After submission, the status 
will be pending approval from 
Hiring Manager.
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How to get support –Suppliers

CREATE A TICKET

Do you need support with an SAP 
Fieldglass (XRM) related question?

Create a support request: 
➢ Web page (all type of Queries)

or

➢ If you have a question related to 
XRM User guidance/Timesheet 
queries Support

For urgent matters call us:

External phone numbers

(Select your country to find the contact 

information) 

CALL US INCIDENT MANAGEMENT

For urgent matters call us:

If you have a ticket that requires 

additional attention, or the resolution 

received is not sufficient report it to :

PTP Incident Management Team

Contact XRM Support for any invoicing queries

https://www.ericsson.com/en/about-us/sourcing/supplier-and-partner-resources/invoicing-and-payments/invoicing-at-ericsson
https://www.ericsson.com/en/about-us/sourcing/supplier-and-partner-resources/invoicing-and-payments/invoicing-at-ericsson/other-inquiry
https://www.ericsson.com/en/about-us/sourcing/supplier-and-partner-resources/invoicing-and-payments/invoicing-at-ericsson/search-by-location
mailto:ptp.incident.management@ericsson.com

