Time & Expense Approval
Instructions

Thank you for working with Agilus to fulfill your placement needs! Please use the Contact Portal to
approve candidate time. You will receive an email with a link and your user ID and password for
accessing the Portal. This document contains the instructions for approving time and eligible

expenses.

Logging into the Contract Portal

1. Tolog into the Portal, go to https://login.myagilus.ca and enter your user ID and password. Once

your user |ID and password have been entered, click Log In

agilus

Wprk Solutions
Welcome to erecruit.

Log in via:
Single Sign-On
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Email:
Password:

(Note: passwords are case-sensifive)

Forgot Your Password? E
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2. If you are logging into the Portal for the first time, you will be prompted to change your password.

After entering your current password, create and confirm your new password, then click Change

Password.

Your password has expired and
must be changed before you can

continue.
Your current password
Mew password

Password Strength: NAA
Confirm your new password

Password Requirements:
 Pasiword must be 81 least B characien

3. Once you are logged in, you will be presented with your Dashboard. The Contact Portal

Dashboard is made up of the following information:

Approve Timesheets: a list of all timesheets that have been submitted. This is where you will
go to approve time and expenses.

Past Timesheets: All timesheets that have already been approved are listed.

Open Invoices: Displays all Invoices assigned to you that are still open and require action.
Positions: Displays all positions that you have posted.

Active Submittals: Displays all active submittals including position, candidate, and status.
Contact Information: Your primary point of contact at Agilus. Feel free to reach out to this

person with any questions.
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Approving Time

The submitted timesheets must be approved prior to the deadline. Complete the following steps to

approve time.

1. To approve time, click on the link to the timesheet you wish to approve.

Dashboard 4% Approver v
Approve Timesheets Calendar
Primary Approver My Scheduled ftems v
[]  Timesheet Candidate Position Week Hours Mon Tue Wed Thu Fri Sat Sun Expenses Att Details Reject Notes il November 2019 Do
[0 135055  vLast Name, First Name Show Home Host/ess /11/2019-11/17/2019 4000 900 800 850 700 750 - - - &0 oveniew Lo Sn Mon  Tue Wed  Thu Fii Sat
[ 135054 LastName, First Name Show Home Host/ess 1472019 11/102019 3400 800 600 400 800 800 - - - &0 ovenview Lo 1 2
[] 135082 LastName, FirstName Show Home Host/ess 10/26/2019 - 11/32019 3400 350 800 700 800 750 - - - &0 ovenview Lo 3 4 5 6 7 8 g
10 il 2 1 % 15 16
voowooon ju Ja 2 o=
% 5 % 7 % » 0
Past Timesheets

No timesheets found for the selected date range.

Contact Information

1 Amii LepageAccount Manager

* [slepage@islentcorca

800 5th Ave. SW, Sute 1620
Calgary, ABT2P 36
Canada

2. Once the timesheet opens, review the submitted timesheet. If the submitted time is acceptable, click
Approve
CAUTION: If the timesheet you are approving includes expenses, the Approve or Reject buttons will
approve or reject both the timesheet and expenses submitted. Please ensure that you are reviewed

both records prior to Approving or Rejecting.

- Candidate Name  11/11/2019 - 11/17/2019 (135055) © Approver v

Last Note

Totak: 40 hours Meals (Reimbursable Expense
Reguiar Timez38h 30m  (nonek 40 hours Any notes added below vall
Vacation Bay: § howss be available to the

v 1h30m

Mon Tue Wed Thy Fri sat Sun
TA12009  N/I22019 111320019 142019 111520018 1162018 11772018

9hours Bhours 8h30m 7hours 7h30m

Regular Time  Begula Time  Regular
-

Tine | RogeluTime | Regola Time
9 housh B howrt) 20w (=

730

Howen/Cys 9 hovws. Houry/Gry: 8 howrs HourQay: B J0m Hur/Qty: T heun Kosenlng h 30m

Status

000% Agpromd
10020°% Submitied

10020°% Deshed
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3. If the submitted time is incorrect, click the Reject button, and select a “Rejection Reason” and add a

note as needed, then click OK. The candidate will be notified that their timesheet has been rejected,

and that they need to make corrections.

Approve & Reject - Timesheet 135055

11/11/2019 Regular Time (9.00 hours)
11/12/2019 Regular Time (8.00 hours)
11/13/2019 Regular Time (8.50 hours)
11/14/2019 Regular Time (7.00 hours)
11/15/2019 Regular Time (7.50 hours)

[] Approve Al Reject Al

E Close w» Refresh

Rejection Reason *

Incomplete Entry

Incorrect Code

Incorrect Expenses

Incorrect Hours

Incorrect Hours and Expenses
MNa Hours

Mo Longer Employed

No Longer Employed

4. Repeat these steps for all submitted timesheets.

o

Cancel OK

Note, you may also approve multiple timesheets from your Dashboard. Simply click the checkboxes
next to the timesheets you wish to approve, and then click Approve Selected.

Approve Timesheets

Primary Approver
D Timesheet Candidate Pasition Week Hours Mon TueWed Thu Fri Sat Sun Expenses Att Details Reject Notes
W] | 135055 Last Name, First Name Shaw Home Host/ess 11/11/2019 - 11/17/2019 4000 900 800 850 700 750 - - - &0 ovenview =4
[] | 13505 Last Name, First Name Show Home Host/ess 11/4/2019 - 11/10/2019 3400 800 600 400 800 800 - - - & 0 overview o
E 13505 Last Name, First Name Show Home Host/ess 10/28/2019 - 11/3/2019 3400 350 800 700 800 750 - - - & 0 pveniew o

= -

You, as a time authorizer should be aware of approved timesheet deadlines. It is highly
recommended you review submitted time and approve immediately to avoid a delay in the

candidates pay.
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Approving Eligible Expenses
All expenses must be approved atf the same time the timesheet is approved.

1. If the placement includes eligible expenses, you will be able to view them by clicking on the

Expenses tab.

Timesheet Expenses h

2. Once the expenses tab opens, you can review the entries submitted and view any attachments

that support the expenses claimed. Right-click the attachment o view it.

Mon Tue Wed Thu Fri Sat No rele‘«'s{nt notes or
05/14/2018 = 05/15/2018 = (05/16/2018 = 05/17/2018 05/18/2018 @ 05/19/2018 calendar items.

§2260  $22.60 Related

Meals Meals 7 1 tachmerts +
(Reimburseble | (Reimburseble .

Expense) Expense) Actions

gllabie llsble (2 Generate Document

Units: 1 Units: 1

Comment: Comment:

Timesheet Info

AT Ninner AT Ninnar
U Lnner U Linner
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3.
click the Reject button.

Timesheet | Ewpenses [ Notes

Total: 45 hours PO Cost Center Client Reference #
Vacation Pay: 0 hours (none):45 hours | | (none):45 hours | | (none):45 hours
Regular Time (HOURS): 44 hours

Location

Overtime (HOURS): 1 hour
(none):45 hours
d all / Collapse
Mon Tue Wed Thu Fri Sat

05/14/2018 05/15/2018 05/16/2018 05/17/2018 05/18/2018 05/19/2018

8 hours 8 hours 8 hours 10 11

Regular Time Regular Time Regular Time hours hours

(HOURS) (HOURS) (L) Regular Time Regular Time

(8 hours) (8 hours) (8 hours) (HOURS) (HOURS)

Hours/Qty: 8 Hours/Qty: 8 Hours/Qty: 8 (10 hours) (11 hours)

o o o Hours/Qiy:10  Hours/Qiy: 11

hours hours
Close | £ Refresh

Finalizing Approvals

When you are satisfied with the expenses submitted, Click Approve. If the expenses are incorrect

Last Note J

Any notes added below will
be available to the employse,
recruiters, and

payroll department.

=]
L] No relevant notes or
calendar items.
Related -
[ e <
Actions -

() Generate Document
Timesheet Info -

Company

Status

If you would like to include a note or message to your Candidate or Agilus Recruiter, use the Last

Note function under the right panel of the Approver Portal to enter any notes.

Last Mote sl

Any notes added below will
be available to the employes,
recruiters, and

payroll department.

text |=

m
m
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