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Approver Quick Start Guide

The final step in the offer workflow is for the users with Approver permissions to review and
execute the documents on behalf of the production. NOTE: Based on document requirements,
user’s setup as Approvers may be asked to click the approve button on a document that does not
require their signature. This is known as e-consent.

UPON LOGIN

The Approver will be taken to their Approval Dashboard. The Approvals Dashboard contains two tabs:
* My Approvals — View offers requiring your approval and signature. _

* All Approvals — View offers that have been accepted and approved. My Approvals | Al Approvals

MY APPROVALS
Start+ will automatically route documents to the My Approvals queue.
A daily digest email will also be sent to an Approver when it is time for that user to approve the documents.

STEP 1. To review the deal points of an offer before approving, including the crew member’s occupation rate,
allowances/reimbursements and offer documents provided, click an employee’s name to expand their offer row.

NOTE: This is not a required step as all details will also populate on the documents during the signing process

STEP 2. If the deal points are as agreed, or to see the information on the documents. click the APPROVE button to begin the
signing process.

If deal points are not as agreed, click the Reject button.
All rejections in Start+ will require a reason for the rejection.

NOTE: All rejected offers will be sent back to the person that created the offer and need to go back through the entire
workflow.

My Approvals  All Approvals

Let's review and approve these offers! C

Use the buttons on the right to approve or reject an offer

B Expand Al

JOB TITLE/ . . - ~  ALLOWANCES/
ACCTCODE & UNION' © STARTDATE ° ENDDATE ©  RATE/SCALE ©  REMBURSEMENTS APPROVAL REJECT

Bear, Ha Post ACCOUNT S
e Q brodacion MANAGER BON 02-11-2019 04-30-2019 $40.00 S APPROVE REJECT
kermietest+happy@gm.. 2000-0000 UNION

EMPLOYEE © DEPARTMENT



Bear, Hay 1ST ASSISTANT
ey . Camera CAMERA NON-UNION 12202018 02-28-2010 $50.00 $ [ Arvwoveo]
kermietest+happy@gmal.com 1000-0000
JOB DESCRIPTION
Camera Person for production Project
SetAccount Codes (2
RATE/SCALE
HOURLY RATE OVERTIME RATY GUARANTEED HOURS
Non-Union Hourly 55000 575.00 w0
ALLOWANCES /| REIMBURSEMENTS
S50week
A Cops250 0 wa s O wa 2w e
Duration: Run of Show
OFFER DOCUMENTS
& 19 Version 7-17-17 w/ Dropdowns @& Federal WS revised 2018 - Individual @& CAWTP-Marvel-VFX ©

@& Crew Deal Memo - Direct Hire - Non Union - Black Widow - VFX @ @ Box Rental - Black Widow - VFX

SIGNING DOCUMENTS

After clicking the APPROVE button, you'll need to enter your Full Name and Initials, which will be used as your signature when
signing documents.

Save Signature & Initials

We can save your signature for the duration of our online session. If you choose to save your
signature you will not be asked to type your signature again until you log out or close your
browser

PLEASE NOTE the exception will be that employees and |-9 verifiers must type their signatures
directly on the form to comply with federal I-9 regulations

ull Legal Name Initials

XXX XXX

STEP 1. Enter your full legal name and initials as they appear when you were sent an invitation to Start+.

STEP 2. Click the Yes, Save For the Duration of My Session blue button to save the signature and initials. If you log out or close
your browser, you will be asked to enter the information again when you return to Start+.

STEP 3. On each document requiring the approver to sign, click on the Sign Here icon to apply your signature and the Date icon
to apply the signing date.

SIGN HERE m
d

STEP 4. Once all documents are signed and dated, click the Approve Offer button to complete the approval and send the
document to the next approver in the workflow.

* If any of deal points are not as agreed, click the Reject button.

it

* All rejections in Start+ will require a reason for the rejection.



NOTE: All rejected offers will be sent back to the person that created the offer and need to go back through the entire
workflow.

ALL APPROVALS

The All APPROVALS tab shows the current status of an offer that was approved by an Approver. The Approval Statuses are:

My Approvals  All Approvals

PENDING APPROVAL: Awaiting additional approvals. The Employee has signed and submitted

PENDING
the offer, but all approvals have not been completed. APPROVAL

APPROVED: Offer documents, including the I-9, have been approved. The approved documents APPROVED
can be viewed and downloaded in the Offers Documents tab (if the approver has been provided
permission)



Have a question?

Contact support
today .

G 888.570.6180 / 818.450.2895 ( outside U.S.)

Q plus .support @castandcrew .com

@ www.castandcre w.com/support/
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