C CREATIVE CIRCLE

How To Authorize Timecards

Candidates cannot submit timecards electronically to you until you have activated your portal
account. If youd like the convenience of authorizing online, please follow pre-steps A-C prior to the

close of your first candidate’s first workweek.
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Feedback Contact Us Login Home

Login | GetlLogin | Forgot Password |

D Get Login

Get Login

Please enter your details.

User ID:*

User Ref:"

Email*

User Name (Minimum 8 Characters):”
Password (Minimum 8 Characters):”

Confirm Password:"

Language:”

o ] e

English - US v
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m LSl Managementinformation | Home | Logout | Help

Timecard List | Download Candidate List | Authorization |

Timecard List UserlD: 124434 Name: Friday Test  Gujuflava, Inc
ot
Office: ALL v Staws: All (Excluding Not Submitted ~  Weak EndingFrom:  yor31/3033 [8) To:  11/07/2022 |8
Candidate ID: First Name: Last Name:

Client Contact: Payrell SubType: ALL v

Total Records: 1

Candidate ID

Candidate Name

System - 12/14/2022 10:508M PST =

Step 3 TIP! While you can click the Authorize button to sign off
on the timecard without viewing the details, the timecard will
then immediately be removed from your Authorization list. We
recommend using View instead — so you can check details first!
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PRE-STEP A

Open the email from CC Payroll-
Billing Team with your User ID and
User Ref and click the link within it

PRE-STEP B

Complete the Get Login form, using
the email address we have on file
for you. Be sure to note the case/
mixed case in which you create your
User Name and Password

PRE-STEP C

Upon Submit you’ll be directed to
the Login screen, the screen you’ll
use moving forward

STEP 1

You will receive an email alerting
you that a timecard is ready for your
authorization in the portal

STEP 2

Upon Login, you will be automatically
directed to the Timecards:
Authorization sub-tab where the
pending timecards will list

Click View to double-check all details of the
timecard (PO #, Hours, Overtime, etc.)
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(https://creativecircle.backofficeportal.com

You will see the
detailed timecard view
(Timecard report)

STEP 5

OPTION 1

STEP 4

C CREATIVE CIRCLE

Click Authorize to indicate your authorization; auto-
sends notification to the candidate and forwards
timecard to Creative Circle

[ [ o]

STEP 5 orron:

Gujuflava, Inc

Click Reject if you need the candidate
to modify the timecard; you will be

Timecard report UserlD: 124434 Name: Friday Test
0 + Timecard has been submitied for anline authorization
Candidate: Allison Acoba - 85758 Assignment: 56135 - Gujuflava Productions - 11/07/2022 10 033112023 *
Office: test Authorizer: Friday Test (andrehardeng@clentcctest com) Week Ending
Purchase Order No: Timecard ID: 802255 Cost Center;

Date Start Time Break End
mmiddiyyyy hrs  mins mins
Mon 121052022 08 00 v AM v 12 00 v PM v 01 00 v PM v 05 00 v PH v
Tue 12062022 08 00 v AM v 12 00 v PM v 01 00 v PM v 05 00 v PM v
Wed 120772022 08 00 v AM v 12 00 v PM v 01 00 v PM v 05 00 v PH v
Thu 12082022 08 00 v AM v 12 00 v PM ~ 01 00 v PM v 05 00 v PM v
Fri 120972022 08 00 v AM v 1200 v PM v 01 00 v PM v 05 00 v PM v
Sat 121072022 ~ > v ~ ~ ~ v v
Sun 1211172022 v v v ~ v w v v
Notes:
Harly Total Units
Summary of unis. 40.00 40.00

Dours will Be paid 31 1.5 times the $1andard rile and 2.0
the date o the ivvoice. CLIENT IS RESPONSI|

SERVICES THAT GIVE RISE TO CCS LIABILITY.

Rimes for double time. If Client
BLE FOR

of ts afiiale hires a Creatwe Circle (CC) candidate, Chent must pay CCs. comversion fees. s dug

CANDIDATES" T.CC TIONS, WARRANTIES OR INDEMMITIES REGARDING CANDIDATES" PRODUCT, INCLUDING, WITHOUT LIMITATION, WARRANTIES
‘OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE OR RINGEMENT, ALL OF WHICH ARE DISCLAIMED. OC SHALL NOT BE LIABLE FOR INDIRECT, CONSEQUENTIAL OR
PUNITIVE DAMA TH ANY SERVICES PROVIDED CLIENT IN N EVENT SHALL CC'S AGGREGATE LIABILITY EXCEED THE AMOUNT PAID BY CLIENT TO CC FOR THE

asked for a clarifying comment that will
be sent to the candidate

121172022

8.00

5 STEP 6

8.00

Timecard will be removed from
Timecard: Authorization tab but can
still be viewed through the Timecard:
Timecard List sub-tab

0.00
0.00

TIP! Once you have authorized the last timecard in
your list you will see a no results found message;
this confirms that there are no further timecards to
authorize right now
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m“""""‘ Management information | Home | Logowut | Help

STEP 7 OPTIONAL

Timecard List | Dewnload Candidate List | Authorization |

Authorization UsariD: 124434 Name: Friday Tes!

0 » There are documents that you need 1o aceept before autherizing limecards,

» Documents to Accept

Total Records: 2

OTHours DTHours TotalHours How Submitted

Office  Candidate ID  Candidate Name Week Ending  Total Days  Reg Hours

fest 85758 Allison Acoba 112072022 0.00 40.00 0.00 0.00 4000 OMLINE

ftest 85758 Alisen Acoba 111372022 0.00 40.00 0.00 0.00 4000 OMLINE

PUCERERIE Request Data Download | Export To Excel ‘

o e
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Create a search at Timecard: Timecard
List (see Status Definitions, below)
then click Submit

Gujuflava, Ine

STEP 8 OPTIONAL

When results return, click the View
button to see details, or Export [the
list] To Excel

STATUS DEFINITIONS

o Authorized — Timecard has been successfully approved and is in transit to Creative Circle

- Awaiting Checking — Timecard has been submitted by candidate but needs to pass system “error checking”

before being forwarded to you
« Missing — Timecard has not yet been created by candidate

- Not Submitted — Candidate has created the timecard but has not yet submitted it to you

« Processed — Timecard is in its final state — authorized by you and received by Creative Circle

- Rejected — Timecard was rejected by you and is back with the candidate for revision

« Unauthorized — Timecard has been submitted by candidate but you have not yet authorized it
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