
Timecard Portal: How to Log In 

 

You will receive an email from CC Payroll-Billing (creativecircle@backofficeportal.com), 
pointing you to https://creativecircle.backofficeportal.com, and then: 

STEP 1 

Enter your USER ID from the  
email you received from 

creativecircle@backofficeportal.com

STEP 2 

Enter the USER REF number from  
the email you received from 

creativecircle@backofficeportal.com 

STEP 3 

The email that you enter MUST match the 
email we have on file. 

STEP 4 

Create your desired USER NAME and 
PASSWORD:  

• Only letters and numbers (no special 
characters) 

• At least 8 characters long 
• Your password is case sensitive

STEP 5 

Click Submit, and you will be directed to 
this screen. This is the screen you will 
normally log in on moving forward. 

TIP! If you ever forget your 
password, you can use the login 

screen’s Forgot Password sub-tab. 

mailto:backofficenoreply@creativecircle.com
https://creativecircle.backofficeportal.com/


NOTE: This is an example of the email 
you should receive from 

creativecircle@backofficeportal.com 




