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 General Guidelines  

 

• On the date of your consulting service, you will receive an email specific for that service, noting 
the dates and name of the event.  

 

• Once you have completed all hours related to the service, it’s time for you to report your time 
and expenses. 

o Open the email you were sent (Work Report email will be sent the date the service begins) 
and follow Steps 1– 8 beginning on page 2.  

 

• Should you have any questions about the service, please do not hesitate to contact the 
“Requestor” identified in the email and Work Report you have been sent. Any questions related 
to payment may be directed to hcp.consulting@advita.com and accounting.team@advita.com. 
 

Please note: The form cannot be saved partially completed and submitted later.  
 

• Once you hit the Submit button on the Work Report, your Work Report and any attachments you 
provided will be automatically sent to Advita Ortho. Should you wish to supplement your Work 
Report with any attachments or information that may have been overlooked at the time of 
submission, you may send the information via email to hcp.consulting@advita.com. 

 

• In order for Advita Ortho to make payments, we must have your current financial forms on file 

(e.g. IRS W-9, Direct Deposit or Wire Transfer form). You may electronically complete these forms 
at the following link. This link also appears below the certification in your Work Report.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:hcp.consulting@advita.com
mailto:accounting.team@advita.com
mailto:hcp.consulting@advita.com
https://www.exac.com/consultant-forms/
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1. After you have completed all work related to a consulting service, open the “Service Notification & 
Work Report” email you received, copy the passcode found in the email, and click the Link to Work 

Report to open the form. Note that the email could be in the spam folder of your account. The advice 
is to save the email in your contacts to avoid this issue in the future.  

 

 
 

2. Once you have clicked on the Work Report link you will be taken to the following page. Please paste 
the passcode from the email here. Then click the “Retrieve” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Upon clicking “Retrieve” you will see your personalized Work Report.  
 

 

3. Under the “Service Details” you will find information related to the service, such as the date, city 
where the event was held, and the name of the Advita Ortho Requestor for this service.  
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a. Under this section you will enter the City, State (if applicable) and Country where the service 
took place. You will also insert the number of hours spent for preparation and service. Each 
entry will need a description of how those hours were spent.        

 

      

     Below is what you will see when you select New Entry. Click SAVE once you input the date and hours. 
 

 

       
 

 

 

Please fill out City and Country 

Click “New Entry” to add preparation and service hours and 
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Attention: Convert hours and minutes to decimal hours. For example: 1 hour and 30 minutes = to 1.5 to 
be input in the work report. You can use this calculator:  https://www.ontheclock.com/convert-hours-

minutes-to-decimal-hours.aspx 

 

 

4. The next section is where you will enter detailed information regarding travel hours to and from the 
event. Limits apply as indicated in your contract.  

 

 

5. Next, enter any personal expenses related to the consulting service that you are requesting Advita 
Ortho for reimbursement. Please be sure to attach copies of receipts for any expense included in this 
report that were personally paid by you. Additionally, only expenses allowed under  Consultant Travel 

Policy EN  in this link https://advita.com/consultant-information/should be submitted.  
 

6. Below is what you will see when you select “New Entry” under the Expenses section. You may enter 
all applicable expenses for the selected date (meals, transportation, parking, etc.) and the amounts. 
Please make sure to provide a description of each expense in the “Explanation” field. Once you have 
entered the details, click “Save”. You may make separate entries for each date where there are 

reportable expenses. 

 

https://www.ontheclock.com/convert-hours-minutes-to-decimal-hours.aspx
https://www.ontheclock.com/convert-hours-minutes-to-decimal-hours.aspx
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fadvita.com%2Fconsultant-information%2F&data=05%7C02%7CMonica.Rognoni%40advita.com%7C29d1f332bf4c45e5a99508de1be187be%7C9adaab1dbd5840a7925569ab5f6c3189%7C0%7C0%7C638978852612411681%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=kfrBSEhlIYC0lTFOhrJZ93qzkq5m4iLpp0Lb%2BVWMRgw%3D&reserved=0
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7. The final step is to certify and sign your Work Report by typing your name in the field provided under 

“Signature”, selecting the date of signature, and clicking “Submit Work Report”. 
 

 
 

8. Your Work Report is now complete and has been automatically sent to Advita Ortho for review. 


