
Welcome to LabCap
A Global Public Health Programs 

Platform



Welcome Screen

Click here to start the process



Getting Started

Click to confirm

Click to proceed to next page

Please read both
PDFs for a full
review of the
consultant 
opportunity.



Creating Your Online Profile

Enter your email 
address and a 
unique, 8-20 
character password



Confirmation Screen

Click to continue the process



Confirmation Screen Welcome

Complete the 
Volunteer profile



Volunteer Profile
Personal Information

Complete all fields. 
Once complete, click 
Education/Skills tab to 
continue.



Volunteer Profile 
Education/Skills

Complete all
fields. Once 
complete, click 
Areas of
Expertise tab to 
continue.



Volunteer Profile
Areas of Expertise

Please check yes or no for all 
required fields. When 
complete, click 
Employment/International 
tab to continue.



Volunteer Profile 
Employment/International

Please check yes or
no for all required
fields.

Click submit



Volunteer Profile
Completion Success Message



Profile Approval
An ASM staff member will review your profile. Upon approval, you will receive an email
notification.



Consultant Profile Access

Click and complete
consultant profile



Consultant Profile
Additional Information

Complete all fields. 
When complete, click 
on Travel Information to 
continue.

2023 Note: Bank Information 
will be captured during 
registration in ASM’s third-
party payment platform, Tipalti. 
Bank information no longer 
needs to be captured in 
LabCap.



Consultant Profile
Travel Information

Complete all
fields

Click finish to 
submit your 
application



Proof of Submission
Upon successful submission, this screen will appear.



Profile Approved
An ASM staff member will review your profile. Upon approval, you will receive an email
notification.



Access Your Assignments

ASM staff will populate 
your projects and 
assignments.  Once 
populated, click on any 
assignment to access it.



Access Timesheet and/or 
Expense Report Entry

Click the timesheet tab 
to create a timesheet.

Click the Expense 
Report tab to upload 
the consultant ER and 
supporting documents.



Timesheet Entry

Enter the date worked, 
the rate of pay, and the 
number of hours. (If 
your rate is per day, the 
“Hours” column will not 
appear.

Click Update to save the 
entry.

Type your name. This 
will serve as your 
electronic signature.

When you have entered all time 
worked, click Submit. Once you have 
submitted, you cannot change 
entries.



Timesheet Submission 
Confirmation

Click to create a downloadable PDF 
for your records.



Expense Report Entry

Line 1: Expense Report Upload Line:
1. Enter the last day of the month in the date field.
2. Choose "Miscellaneous" as the expense type.
3. Enter the amount 0.00 in the Amount field.
4. Type "Expense Report Excel" in the Details field.
5. Upload the completed Consultant Expense Report.
6. Click Add Expense.

Supporting Document Upload Line(s):
1. Enter the date that corresponds to the date on the 
supporting document.
2. Choose "Miscellaneous" as the expense type.
3. Enter the amount 0.00 in the Amount Field.
4. In the Details field, enter the receipt number that 
corresponds to the supporting document receipt 
number. ****Make sure this number is also noted on 
the supporting document itself.
5. Upload the supporting document.
6. Click Add Expense.



Expense Report Entry (cont.)

When Excel expense report 
and all supporting documents 
have been uploaded, tick the 
“I Understand” box.

Type “None” in this field. The 
exchange rate (if applicable) is 
captured in the Excel report.

Type your name to serve as 
your electronic signature.

Click to submit expense 
report. Once submitted, you 
cannot make changes.



Expense Report Submission 
Confirmation

Click to create a downloadable PDF 
for your records.
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