ALLEGIS

GLOBAL SOLUTIONS®

Labcorp

Contingent Worker User Guide

Last Revised: 11.15.2023



Contents
Submitting a TIMeSheet iN FIEIAGIASS ........coviiiririee et

Submitting an Expense Sheet in FIeladgIass. ...
WOrKday TimME & ADSEINCE ....c..ooveieieieiiei ettt b e st sttt et b e bt b e b st et et e eneeneens
REPOIING ADSEINCES.....oeeeeeeteeeeee ettt et et e sttt e st e e ta e beste et e beeaa e tesseessesteessessesseessesseessassesseensesseeseansens

(@01 ] 7= 11 LU0 = TRTRRRRRN



Submitting a Timesheet in Fieldglass

Step 1: From your dashboard, go to View Time Sheets.

Step 2: This will bring up a list of all timesheets
whether in Draft and Pending Approval Status.

Step 3:
submit.

Click on the Draft Timesheet you would like to

Step 4: Enter the worked hours on the Timesheet in
the following formats:

Standard Time — You will enter total worked hours per
day.

Note — You must enter 40 hours of Standard Time
before any Over Time unless you reside in California.
FOR CALIFORNIA ONLY: Overtime will apply after 8
hours of Straight Time per day.

Time In/Time Out — FOR CALIFORNIA ONLY — You will
enter Time In at the beginning of the day; Time Out for
Meal Break; Time In from Meal Break and Time Out at
the end of the day.

Step 5: Once all time entries are complete and
accurate, click Submit.
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Submitting an Expense Sheet in Fieldglass

Step 1: From your dashboard, go to Create Expense
Sheet.

Step 2: Select Expense Code and scroll down to enter
your expense details.

Note — If you support Drug Development — select
TRAVEL_OORP. If you support Diagnostics — select
MILEAGE or EXPENSE.

Step 3: Enter your expense details

. Enter Date

=  Merchant

. Description

L Expense Amount
. Comments

= Attach Receipt

Please Note: You can add additional expense items to
this expense report by clicking on the expense code
again.
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Step 4: Populate required fields denoted with an
asterisk (*).

= PC Busines Unit* - Will default to CDS01
=  Project ID* - Select from the predefined
picklist

Step 5: Once the expense report is complete and all
receipts are attached. Click Submit

Step 6: Congratulations! You have successfully
submitted the expense. It has been routed for approval.

PC Business Unit & Project ID

PC Business Unit *

Project ID *

Clear

Workday Time & Absence

1) Workday Access

Drug Development & Fortrea Contingent Workers that use Workday Time and Absence should have access to WD T&A within
their first 1-3 days on assignment. The hiring manager is responsible for helping the worker gain access to WD T&A and they
should instruct the worker on how to access WD T&A.

If access issues arise, the contingent worker must escalate to their Labcorp supervisor immediately.

If a worker is unsure if they will utilize Workday T&A or Fieldglass for time entry, the supplier should reference the worker
profile in Fieldglass. Diagnostics contingent workers will never utilize WD T&A.

Example: Workday Time & Absence Home Page

€ 3 C @ myworkdsycomisbeory ent 2% »0&
I

Good Morning, Agent Name It's Thursday, January 12, 2023

Awaiting Your Action 88 View All Anps

Timely Suggestions

Recommended for You

Workday Time Submittal

Once the Contingent Worker has access to Workday Time and Absence, they will enter their time into WD T&A. The time should
be entered after every shift, but not submitted for approval until the week is complete. The reporting Manager will approve in



WD T&A, then the approved WD T&A will integrate into Fieldglass between 1:00 — 1:30 pm EST on the day of approval for
invoicing. If approved after this period, it will flow over the following day.

Example: Workday Time & Absence Blank Timesheet

= MENU

w

Enter Time

< 2

Sun, 1/8
Hours: 0

Jan 8 - 14,2023

Tue, 1/10
Hours: 0

Time Period Lockout
01/01/2023 -
01/07/2023

Q Search

Wed, 1/11
Hours: 0

Thu, 1112 Fri,1/13

Hours: 0 Hours: 0
Pay date
01/01/2023 -
01/07/2023

Week v

Sat, 1/14

Hours: 0
Time Period End
01/08/2023 -
01/14/2023

Example: Workday Time & Absence Timesheet, Saved but not Submitted

MENU

w

Enter Time

Sun, 1/8
Hours: 0

Q Search

> Jan8 - 14,2023 v

Meon, 1/9

Hours: 8
Time Period Lockout
01/01/2023 -
01/07/2023
Non-Billable Projects_
0.5 Hours - Billable
Administration >

: Hotline/PAP
7.5 Hours
TL_General Client >

Hours: 8.75

Non-Billable Projects_
0.5 Hours - Billable
Administration >

Hotline/PAP
0.75 Hours
TL_General Client >

Hotline/PAP

7.5 Hours
TL_General Client >

Wed, 1/11
Hours: 8

Non-Billable Projects_

0.5 Hours - Billable

Administration >
Hotline/PAP

7.5 Hours
TL_General Client >

Example: Workday Time & Absence Timesheet, Approved

= MENU

w

Enter Time

Today < >

Sun, 171
Hours: 0

Fri, 1/13
Hours: 0

Pay date
01/01/2023 -
01/07/2023

Q search
Jan1-7,2023 Week ~
Mon, 1/2 Wed, 1/4 Thu, 1/5 Fri, 1/6 Sat, 1/7
Hours: 0 Hours: 8 Hours: 9 Hours: 8.5 Hours: 2
Time Period Lockout | Non-Billable Projects_ | Non-Billable Projects_ | Mon-Billable Projects_  Pay date Time Period End
12/25/2022 - 0.5 Hours - Billable 0.5 Hours - Billable 0.5 Hours - Billable 12/25/2022 - 01/01/2023 -
12/31/2022 > Adr > Adr 1> 12/31/2022 01/07/2023
New Year's Day Hotline/PAP : Hotline/PAP : Hotline/PAP Non-Billable Projects_ Hotline/PAP
7.5 Hours 7.5 Hours 7.5 Hours 0.5 Hours - Billable 2 Hours
TL_General Client > TL_General Client > TL_General Client > Administration > TL_General Client >
Hotline/PAP : Hotline/PAP + Hotline/PAP
0.5 Hours 1 Hours 7.5 Hours
TL_General Client > TL_General Client > TL_General Client >
0.5 Hours

: Hotline/PAP
TL_General Client >

PLY

o VE
Summary
Jan 8 — 14,2023
Project Hours 0

Week ¥

Sat, 1/14
Hours: 0

Time Period End
01/08/2023 -
01/14/2023

PPe

0lla ‘E
Summary
Jan1-7,2023
Project Hours 36



Contingent workers should select PAYABLE codes for all working hours. Some administrative codes are non-payable, which will
not generate correct payment to the contingent worker/supplier.

Example: “Non-billable” code should not be used for working hours

1
4999022 X

Search Results (10)

. 4999022 Non-Billable
Projects__/ = Administration

> Administator (01/01/2000 -
12/31/2099)

3) Overtime Hours

Overtime hours are not always auto calculated, so the contingent worker will need to manually break it down.

Adjustments to straight time and overtime hours that were originally approved incorrectly must be corrected in Workday.

Enter Time 01/11/2023

Time Type * | x

Hotline/PAP > TL_General
Client = TL_General Client

Hours * | 1 \

Details

—
| & Time Reporting Code

Time Reporting Country
. Did not work
Time Entry Instructions * .
Over Time
>

- -
Y Reguiar Time

Time Reporting Code  *| Search

X Over Time ---

Comment

Cancel




4) Blackout Period
There is a Black Out Period starting every Monday at 12:00 pm EST, that locks timesheets until Wednesday by 12:00 pm EST. All
time must be submitted by COB on the last working day of the week (ex: Friday or Saturday COB).

5) Timesheet Revisions

When a worker revises a timesheet, they need to revise all days and hours, otherwise the adjustments will cancel out the
previously submitted timecard when integrating to Fieldglass.

Time sheets will close in Workday after four weeks; therefore, all hours and revisions must be completed before expiration. If
changes need to be made after this period, the contingent worker will notify their supplier agency, and the agency will escalate
to AGS PMO, as needed. The AGS PMO team will advise the supplier agency and/or hiring manager of next steps to correct the
timesheets.

6) Missing Timecards
The supplier should reach out to the AGS PMO for any contingent workers that are missing hours in Fieldglass. If the AGS PMO
team discovers the time is missing from the Workday Integration File, the supplier must first confirm with the contingent
worker that hours were submitted and provide a screenshot of approved time in Workday. If the screenshot shows unapproved
time in Workday or shows approved time that did not integrate due to assignment end/profile closure, AGS will connect with
the supervisor to remind them timecards are pending and/or confirm the last hours on assignment.

Any timecard submitted or adjusted after 60 days of service will be rejected.

Reporting Absences

Contingent Workers must inform their Employer (Agency Supplier) and Labcorp Hiring Manager in the event of any scheduled or
unscheduled absence. The Contingent Worker’s Employer is responsible for advising and guiding on personal leave or medical leave
requests.

Contact Us

Your Agency Resource Supplier will be your main point of contact for timesheet and expense questions. Please reach out to them directly
at any point in the process if assistance is needed.



