
ACTION ITEMS

A list of items awaiting your feedback, 
including unreviewed candidate submissions, 
pending performance reviews, and Creative 
Circle announcements. Click to review.

CURRENT OPENINGS

An overview of your open jobs with us. 
Red means there are new candidate 
submittals, while orange indicates there 
are reviewed candidates who are under 
consideration.

CREATIVE CIRCLE TEAM

Contact information for members of your 
local team. Click to call, text, or email – 
the links all work on desktop and mobile.

DASHBOARD
The Dashboard is your command center for all hiring activities. Use the icons in the upper left 

for in-depth details on your Jobs, including submissions, and your Candidate archive. 



SCHEDULED INTERVIEWS

Dates, times, and details for scheduled 
interviews with candidates appear here. 
Click to view the candidate’s full details 
in the Jobs tab.

ACTIVE PLACEMENTS

A list of candidates who are currently 
working for you. Adjust the job’s end 
date, “favorite” the candidate, or click to 
view more details and actions.

YOUR RECENT ACTIVITY

A log of your recent actions for quick 
reference and access. Click to go to the 
related record.

DASHBOARD
The Dashboard is your command center for all hiring activities. Use the icons in the upper left 

for in-depth details on your Jobs, including submissions, and your Candidate archive. 

After setting up your timecard login, clicking on the “Timecard Login” link will 
automatically log you into the Timecard Portal.


