S¥& Advanced Clinical

Welcome to the Advanced Clinical Timesheet Portal
Erecruit Instructions

Below are instructions for accessing your timesheet through the Advanced Associate
Portal. Firefox or Google Chrome work best with the Advanced timesheet system, e-recruit.

You will receive an email from no-reply@advancedgroup.com which will contain a link and

password to the portal.

Welcome to the portal for:
Advanced Clinical
Advanced RPO
Catena Solutions

Welcome to erecruit.

Log in via:
Single Sign-On

or

Email:

Password:

{Note: passwords are case-sensitive)

Forgot Your Password? m

For assistance, please contact:
+Rejected Timesheets: Your Manager or
Recruiter

+Medical Benefits and 401k:
benefits@advancedgroup.com

+W2 Info: w2@advancedgroup.com
+General Tax Questions:
tax@advancedgroup.com

+W4 Info: Your Operations Coordinator
+Direct Deposit or Personal info:

Vour Operations Coardinater

o When you are ready to input your timesheet, please locate the timesheet area under
the word “Dashboard”.

o (Click into the timesheet that shows your current assignment and the time period when
you worked.

Your available timesheet will be a link on your dashboard. Click to begin entry.

Dashboard

-}},%’- Advanced Group ';‘

Timesheets

£ Dashboard
_ Show past and submitted timesheets.

AVAILABLE TIMESHEETS

- Placement: CSL- EX-US - Clinical Site Ambassador - FSS - United Kingdom (388159)

CSL- EX-US - Clinical Site Ambassador - FSS - United Kingdom I



mailto:no-reply@advancedgroup.com

5\/\1% Advanced Clinical

Entering Your Time with Projects and/or Tasks:

esheet  Expenses Notes

Total:  Project Code  Task

Expand all / Collapse all

Purchase Order

needed.

Choose your Project Code and Task.

Enter any applicable comments if

Mon

Total: 2 hours

Expand all / Collapse all

.T\mesheet Expenses [ Notes

Project Code

Task

Tue

2

Task

Purchase

Comment

Mon Tue Wed
01/11/2021 01/12/2021  01/13/2021 0
Rate
Regular Pay -

Hours/Quantity Add Time Add Time

d

SOW1 CSL7871001 ~

SOW1 CSL7871001 M

rder

4400206330

Cncel m

The days hours can be broken out
into different tasks and/or different
projects if needed.

Entering Time Off on your Timesheet:
Choose the appropriate category for Holiday, PTO, Sick, etc.
*If you do not get paid for holidays, please leave the day blank on your timesheet.

01/11/2021 01/12/202

2 hours

Regular Pay
(2 hours) a

Hours/Qty: 2 hours

Add Time

Project Code:
SOW1 CsL7871001
Task:

SOW1 CsL7871001 | Interim_On-Site Time
Purchase Order:
4400206330

| Add Time |

Man Tue
01/08/2024 01/09/2024
Rate
Regular Pay -

Pay Rate Bill Rate * Add Time

Hours/Quantity

8

Company*®

Advanced Clinical -
Project™

Advanced Clinical | Non

Task*

I

Wed
01/10/2024

Add Time

Advanced Clinical | Non-Billable | Time Off (Bereavement Leave)

Advanced Clinical | Nen-Billable | Time OFf (Company Welloging Day]

Advanced Clinical | Non-Billable | Time Off (Floating Holiday)

Advanced Clinical | Non-Billable | Time Off (PTQ)

Advanced Clinical | Non-Billable | Time Off (Statutory Holiday)

Advanced Clinical | Non-Billable | Time Off (Sick)

To correct time entry before it has been submitted:

To edit, click inside
the square:

To delete, click the red x:

(2 hours)
Hours/Qty:

Project Coc

Task:

4400206330

Regular Pay

Click to edit

SOW1 CSL7871001

SOW1 CSL7871001 | Interim_On-Site Time

u Purchase Order:

Add Time

4400206330

Regular Pay
(2 hours)

Hours/Qty: 2 hours

Project Code:
SOW1 CSL7871001

SOW1 CSL787100 1@9 Initiation_Prep/Report/Fup Task:

Purchase Order: SOW] CSL7871001 | Site Initiation_Prep/Report/Fup

Purchase Order:

4400206330

Add Time

9
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Once completed, be sure to Submit each week at the end of your work week:

on
01/11/2021 0/

4 hours

Rogua o
2 hours) Y u

If you attempt to submit during payroll times in the United States, you will receive this
message. Your pay will not be delayed--simply proceed with submitting your timesheet on
the next business day.

©

Payroll is currently in progress. You
are attempting to submit time past
the Monday Moon Deadline, Please
submit your timesheet tomorrow and
it will be paid on the next pay period.

Close

I Submit Approve Reject Close s Refresh

To Download a PDF copy of the timesheet, go to the right hand navigation, under Actions
and click: Generate Document>Timesheet>Download document. This document will
provide the approval history.

N

Advanced Houe

dvanced Group

CSL- EX-US
FSS OPS Administration

Total Hours: 0.00
tal Expense: $ 0.00

submitted gy, YOUT Name
Submittal Date: 02/05/2021
Approved By. Krissy Lewls - TA
Approved Date: 02/08/2021

e If you have questions about the Erecruit system: please contact the International
Operations team at acglobalops@advancedclinical.com.

¢ If you need Project or Task codes added to your timesheet options: please contact your
Program Manager.
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