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The Creators Dept Guide

Updated October 30, 2026 - the latest is always at app.creatorsdept.com/guide

Creators Dept is your creative department in one place: proposals that sell, agreements that sign
themselves, a Client Partner Portal for every partner, a content library with approvals, social posting,
your team and your files. This guide walks through each part. The screenshots use a demo agency with
made-up partners.
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Signing In
Open app.creatorsdept.com (or your agency's own address) and sign in with your email and password.
No password yet, or forgot it? Choose Email me a sign-in link and use the link we send; it works once

and expires in 30 minutes. If your team uses Google, Continue with Google signs you in with your work
Google account.

E REATORS DEPT

FOR AGENCIES & FREELANCERS

YOUR CREATIVE SIGN IN
DEPARTMENT,
ALL IN ONE f'
PLACE.

We built Creators Dept because great creative work deserves better

than scattered email threads, lost files and chasing signatures. It’s

the home for everything behind the work: proposals and Sign in
agreements, payments, partner portals, content libraries, brand voice
and your team, so you spend less time running the business and
more time creating for the people who trust you.

No password yet, or forgot it? Email me a sign-in link

or

e Win the work. Proposals that sell, agreements that sign themselves.

~ 3 5
e Deliver it beautifully. A Client Partner Portal every partner is proud to G Continue with Google

open.

e Grow together. One place for your team, your partners and what’s
next.

The sign-in page

Team members get an invite email with a one-time link. The first visit asks them to set a password.

Partners sign in to their Client Partner Portal at the same address, under /portal, with their own
email. If a partner lands on the team sign-in page by mistake, it points them to their portal, their portal
password works there too, and Email me a sign-in link sends them their portal link.

On a phone, use your browser's Add to Home Screen to keep the app one tap away.
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Home

Home opens with a daily affirmation and the two things you start most: + New proposal and + New
document.

2 REATORS DEPT

GOOD EVENING, CREATORS ' TODAY’S AFFIRMATION

THERE IS NO
VICTORY WITHOUT

DISCIPLINE.

X HORIZONS What’s on your horizon?

+ New document

NEEDS ATTENTION - 2 Follow-ups & reminders -

[ Golden Hour Coffee Co. requested: “Reel for the new seasonal drink” (needed by 2026-11-09) Oct 29, 2026 7:24 PM PDT

/ Golden Hour Coffee Co. asked for changes to pastry-case.jpg: “Could we try one with the window light?”

Arrange tiles

e A~ 24

HARIZANS HN DLl &F DARTNFRGS

Home, with today's affirmation

With Google Calendar connected (in Your profile), your calendar sits under the affirmation. Switch
between Today, Week (the next 7 days) and Month (the next 30), grouped by day with Join Meet links.
Click the title to fold the whole calendar away, or any day to fold just that day. Home remembers your
view and whether it's folded.

Needs attention lists what's waiting on you: partner requests, change requests on content, proposals
someone just viewed, unpaid deposits, agreements waiting for a signature and proposals about to
expire. Follow-ups & reminders sets the automatic nudges the app sends partners for you (weekdays,
business hours, and never twice for the same step).

Below that, a tile for each part of the app shows what's happening at a glance. Choose Arrange tiles to
drag them into your own order or switch off the ones you don't use.
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The Creators Dept Guide

p=d
HORIZONS

Dreams, goals and open
doors, ranked by what
matters and grown stage by
stage.

Start with your first dream

B
REQUESTS

What partners have asked
for, with their files and the
conversation.

1 open

<

SOCIAL
ACCOUNTS

Every partner’s Instagram,
Facebook, TikTok, YouTube
and LinkedIn, and who each
one posts for.

2 connected

The tiles on Home

HQ

Department files: your
business’s folders, docs and
paperwork, plus every
partner’s files.

1 awaiting signature - 4
templates

{3
TEAM REQUESTS

Ask each other for edits,
files, reviews or a hand, and
keep track of it.

0 open for you

4

SETTINGS

Your agency’s name and

logo, brand color, time zone,

billing and integrations.

Creators Dept
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+
PULSE

The reality of the business:
your monthly baseline, the
extra on top, and how much
rides on any one partner.

Add your first retainer

q
PROPOSALS

Pitch the work, show the plan
and let partners pick a
package.

1out:1won

Arrange tiles

R
PARTNERS

Everyone we serve, with their
Client Partner Portal.

3 partners - 3 with portal access

=]
PAYMENTS

Deposits from signed deals,
paid by card through Stripe.

$0 collected this month



Partners and the partner page

Partners lists everyone you work with, their contact, their proposals, what you've won and whether they
use their portal. Choose + New partner to add one; sending a proposal to a new email also creates a
partner for you.

PARTNERS

2 REATORS DEPT

@ Home Team %

PARTNERS

Everyone we serve, with their proposals, agreements and payments in one place. Each partner can sign in to their own Client Partner Portal.

Q Search partners

PARTNER CONTACT PROPOSALS WON PORTAL
Maya Reyes 2
Golden Hour Coffee Co. 1 — 2 people, not signed in yet
maya@goldenhour.example
. Pri
Lumen Skincare tya Shah 1 $4,800 1 person, not signed in yet

priya@lumen.example

Jordan Ellis

Northside Climbing Gym jordan@northside.example

1 person, not signed in yet

THE CREATOR

LOVE CREATORS DEPT? SOMETHING BIGGER IS ON THE WAY.

DEPT COMML ITY - COMING S

A community for creatives and agencies: weekly meetups to share tips and tricks,
a directory of trusted creators (editors, designers, photographers and more) to
build your team with, and coaching to grow your business.

ow when it opens.

The Partners list

Each partner has a page that holds everything about them:

Their proposals, agreements and payments, with totals at the top.

How we work together: a monthly retainer, project by project, or both. This feeds Pulse, the owner's
view of steady and extra income.

Invoices (owner and managers): bill a proposal's balance, extra work or anything else, and set up
monthly retainers (more under Invoices and retainers in Proposals).

Projects: everything you're doing for them, with each project's progress (and, for the owner, its
amount). + New project starts one; Record income only adds money that came in without steps.

Docs (briefs, shot lists, scripts and notes you both edit), Requests & files, Content library, Brand &
resources and Social posts.

Client Partner Portal: the people who can sign in for this partner. Add a person, then choose Invite
to send a welcome email with a one-time sign-in link.

The Creators Dept Guide - app.creatorsdept.com/guide 5



* Run welcome steps (owner): pushes the welcome steps from Settings > Automations by hand:
portal invites for everyone listed who hasn't been invited yet, the kickoff link and starter folders. Use it
when automations are off, or for a partner who signed some other way. Anything already done is
skipped. Your team (and anyone at your business email domain) never gets a partner portal invite,
from here or from Invite.

* View their portal shows exactly what they see, read-only, until you choose EXxit preview.

* Activity folds away to its title; open it for the full history.

@ REATORSDEPT = PARTNERS @ Home Team %

< All partners

GOLDEN HOUR COFFEE CO.

Maya Reyes - maya@goldenhour.example - https://goldenhour.example Edit Archive View their portal 2 _

& Email ~ ® Website

+ Add their social channels

1 o so so CLIENT PARTNER PORTAL

People listed here can sign in at
http://localhost:5077/portal with their email
and password, or a one-time email link. Their
first link takes them to set a password.

Proposals Won Total won Deposits paid

HOW WE WORK TOGETHER Pulse »
Point of contact (their Email us and Schedule a
Monthly retainer Project by project Retainer and projects meeting go here)
- Creators Dept (you) v
Projects: accepted proposals count on their own. Add anything else here. Maya Reyes - <

» + Add a project maya@goldenhour.example

[ 5]
Not invited yet

pocs Open Leo Park - X

Briefs, shot lists, scripts and notes you both can write and edit leo@goldenhour.example
Not invited yet

REQUESTS & FILES Open » + Add a person

1 open request - O files they’ve sent

A partner page
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04 Leads

Leads is where you reach out to local businesses before they're partners: the list, the calls, and the
moment one says yes. It's being switched on agency by agency, so if you don't see a Leads tile on
Home yet, it isn't on for yours. Owners, managers and the team can use it; contractors don't see it.

People call and people send. The app never dials, texts or emails a lead by itself: you tap Call, talk, then
log what happened with one tap, and you send each lead email yourself, one at a time.

@:EATORS DEPT @ Home Team 8

LEADS _ Import Today’s calls Export CSV

Businesses you’re reaching out to. When one says yes, make them a partner.

Board Today’s calls Dropped Do not contact Website inquiries Settings

Due today Follow ups Opened or clicked Meeting booked Booked online Needs an email

Q Search business, owner, phone, em Any stage ~  Anytag v Anyplatform v~ Anyindustry v
Any city v~ Anyone v Any cadence day v  Active v Search
BUSINESS OWNER STAGE AD INDUSTRY cITY LAST TOUCH NEXT e GRED
PLATFORM CALL TO
Summit Ridge Dana Long 202000 oRcel Nov 3 Creators
Roofin CONTACTED Met: fi t ted y
9 Whitfield 2 bt Beach oL copnecteding 2026 Dept
FOLLOW UP TODAY answer)

Harbor Line Plumbing  Marcus : . : LAl le Nov 3, Creators
CONTACTED Google plumbing Signal Hill not connected
FOLLOW UP TODAY Bell 2026 Dept

(voicemail)

Lighthouse Famil! L Creat
. Y Elena Park ENRICHED Meta dental ALY — — reators
Dental Bsach Dept
Pacific Edge - Creat
-g - o Meta landscaping  Lakewood ~ — — [oators
Landscaping VERIFIED Dept

Leads, with stage, last touch and next call

Adding leads
*  + New lead adds one business by hand.

* Import takes a CSV (from Google Sheets: File > Download > Comma-separated values). It matches
your columns, then shows what will happen to every row before anything changes: new, will update,
or skipped because the business was dropped, is on Do not contact or is already a partner.

* Export CSV gives the same columns back, with each lead's Lead ID in column T, so re-importing
updates leads instead of adding them twice.

The same business is never added twice: leads are matched by Lead ID, then phone number (any
format), then website. Type not found for anything you checked and couldn't find; leave it blank if you
haven't checked yet. The app shows the two differently.
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Stages

Each lead moves through Identified, Ad-Verified (the ad platform and Ad Library link are saved),
Enriched (a real phone and email are saved), Contacted, In Conversation and Meeting Booked.
Logging calls moves leads forward for you. Drag a card on the Board to move it by hand; moving a lead
back is noted in its activity.

G REATORS DEPT @ Home Team

LEADS

Businesses you’re reaching out to. When one says yes, make them a partner.
List Today’s calls Dropped Do not contact Website inquiries Settings

Drag a card to move its stage. Moving a lead back is noted in its activity.

IDENTIFIED 0 AD-VERIFIED 1 ENRICHED 1 CONTACTED 2 IN CONVER
No leads in this stage Pacific Edge Lighthouse Family Summit Ridge Roofing No loads in thic
Landscaping Dental Long Beach - roofing
Lakewood - landscaping Long Beach - dental Next call Nov 3, 2026
Harbor Line Plumbing

Signal Hill - plumbing
Next call Nov 3, 2026

The board

Today's calls

Today's calls shows one lead at a time: the owner, the business, a big Call button, the ad hook and the
call script with their details filled in. Tap what happened: Connected, Gatekeeper, Got the owner's
email, No answer, Left voicemail, Booked a meeting or Do not call. Tapped the wrong one? Undo
shows for a few seconds.
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(2 REATORS DEPT @ Home Team &

9
TODAY S CALLS Printable call sheet Call sheet CSV. Whole team

List Board Today’s calls Dropped Do not contact Website inquiries Settings

3 of 50 - 1 left on today’s list

ELENA PARK DAY 1: FIRST CALL
Lighthouse Family Dental - Long Beach

Email elena@lighthousedental.example

Ad hook One stock photo of a smiling family since October
Last touch First call

» Script

_ Gatekeeper Got the owner’s email
No answer Left voicemail _

Do not call

» Call length, note, or what the office told you (optional)

Skip for now Open lead

LOVE CREATORS DEPT? SOMETHING BIGGER IS ON THE WAY.

Today's calls

New enriched leads come first, then follow-up calls on Day 3, 6 and 10 (weekdays only). A real
conversation, a booked meeting or a reply ends the schedule. No answer and Left voicemail add
Follow up today: send them one email before the day ends (see Emailing leads below).

If someone books through your booking page with a lead's email, the lead moves to Meeting Booked on its
own and shows up in Needs attention.

Emailing leads

Follow-ups lists everyone who needs an email today (no answer or voicemail on today's call) and
anyone who opened or clicked one of your emails, with the email we suggest. It also counts how many of
today's follow-up emails are sent. Tap Review and send, or tap Email on any lead.
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G REATORS DEPT @ Home Team s}

< Lighthouse Family Dental
EMAIL LIGHTHOUSE FAMILY DENTAL

Lead emails go one at a time, from you. Send it here and we’ll track opens and clicks. Or use your own email and log it.

Connected, interested No answer (Sliggested) Asked for info Meeting confirmed No-show Call-back requested Spoke with your office

Short follow-up

To

Ielena@ligh(housedental.example J

Subject

[ Your Facebook ads J

Message

Hi Elena,

| noticed Lighthouse Family Dental has been running ads on Facebook for a while. When did
you last get new photos and video for them?

We shoot fresh creative for local dental companies so their ads keep bringing in jobs. Worth a
15-minute call?

Creators Dept, Creators Dept

Writing a lead email

Pick a snippet (the suggested one is marked), and the lead's name, business and your details fill in for
you. Anything still in [CAPITALS IN BRACKETS] is highlighted, and the email can't go out until you fill it
in. If a lead only runs Google ads, the app catches the word "Facebook" and offers to change it. Your
business mailing address and a "Not a fit? Just reply "no"" line are added under every lead email and
can't be removed.

Then send it one of two ways:

* Send from Gmail sends it from your own Gmail, so it shows up in your Sent folder and replies come
to your inbox. Opens and clicks are tracked: the lead gets an Opened email or Clicked email tag
and shows up in Follow-ups. Connect Gmail once from Your profile > Google, or from the Connect
Gmail button in the email. Google asks permission to send email for you; the app can't read your
inbox.

* Copy email or Open in mail app to send it from anywhere else, then tap Log email sent. These
aren't tracked; if you know they opened or clicked, add the tag on the lead.

When they reply, tap They replied on the lead (a "no" goes to Do not contact). Owners and managers
can edit the email snippets, or add new ones, from Settings > Leads > Edit email snippets.

Opening a sent email in your own Gmail can count as an open, so treat "Opened email" as a nudge, not
proof.
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The lead page

Everything about one business: contact details, their ads, Google profile, the call schedule, the meeting
and every call, email and note.

@:EATORS DEPT @ Home Team )

& Leads

LIGHTHOUSE FAMILY DENTAL

ENRICHED Running Meta ads

Assigned to Creators Dept * Lead ID d7fa97e3-3354-4eca-ac77-0bfadba576e5

- Log outcome Book a meeting Convert to Partner More

LOG OUTCOME CADENCE
Stat:
Connected Gatekeeper Got the owner’s email No answer e Hotetarted
Day —
Left voicemail Booked a meeting Do not call Next call —
Last touch —

» Add details (optional)

Subject (optional) Log email sent They replied They replied “no” Enriched v Move

Lead emails go one at a time, from you. Emails from your own email aren’t tracked. If you know they
opened or clicked, add the tag.

MEETING

Set up your booking page in Your profile to

CONTACT share a link.
Owner Elena Park Suggested times: Tue 10am or Thu 2pm
Phone (562) 555-0177 (owner’s line)
Mark meeting booked

Email elena@lighthousedental.example (owner)
Website lighthousedental.example
City Long Beach TAGS
ADS Running Meta ads
Platf "

kA Meta Opened email v +Add tag
Ad since Started running on Oct 1, 2026

Hnnle Nnna atnnl nhata Af a amilina familu ainaa Natnkhar

A lead

* Do not contact is permanent: no calls and no emails, on any list, ever again. If it was a mistake, the
owner can undo it on the same day only.

* Drop lead is for businesses that didn't pass the ad check. They move to Dropped and won't be
added again.

* Convert to Partner creates the partner (or links the one you already have), carries over the notes
and opens a proposal draft. It doesn't invite anyone to the Client Partner Portal; you do that when
you're ready.

The daily call target, your two suggested meeting times and your business mailing address are under
Settings > Leads.
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O5 Proposals

A proposal is a branded presentation with a private link. Start one from + New proposal on Home, the
Proposals page or a partner's page.

2 REATORS DEPT PROPOSALS @ Home Team {‘:’}

Card deposits are off until STRIPE_SECRET_KEY is added in Railway. Deposits are still tracked and can be marked paid by hand.

PROPOSALS _

Build a branded presentation for each partner: who you are, the plan, your work and price options. When they choose a package, the
agreement is filled in and sent for signature automatically.

PROPOSAL STATUS PARTNER PACKAGES ENGAGEMENT UPDATED
;‘;L'Th content package Priya Shah $4,800 5 views - Om Os Oct 23, 2026 7:24 PM PDT
* by you

Brand film + monthly content
#2 - by you

SENT Jordan Ellis — 3 views + 6m 52s Oct 29, 2026 4:24 PM PDT

Spring campaign

DRAFT Maya Reyes = — Oct 29, 2026 7:24 PM PDT
#1 - by you

PROPOSAL TEMPLATES
Creators Dept pitch -
Updated Oct 29, 2026 7:24 PM PDT

To make your own template, polish a proposal, then click Save as template on its page.

Proposals, with status and engagement

In the editor you set the project title, the partner, an optional expiry date, anyone else who should get the
link, and the message in the email. Then shape the sections: cover photo, who we are, what we do, the
plan, your work (photos and videos), testimonials, packages and add-ons, and next steps. Show, hide or
reorder any section. Text in [[double brackets]] is a placeholder; a proposal can't go out until those are
filled in and every package has a price.
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@ REATORS DEPT PROPOSALS @ Home Team %

< Back to proposal

EDIT PROPOSAL sovo g proven SRS
PARTNER & PROJECT
Project title Partner name
Spring campaign Maya Reyes
Partner email Partner
maya@goldenhour.example Golden Hour Coffee Co. v

Picking a partner fills in a blank name and email. New emails become a new
partner when you send.

Valid until (optional)

mm/dd/yyyy 8

More people (optional)

Everyone here gets the proposal email with the same link. Tick Signs for anyone who also signs the agreement (like a co-owner or a manager); the person
who accepts always signs.

+ Add a person
Message in the email (optional)

Great talking with you! Here’s the proposal we discussed.

- Aareement used when thev accet

Changes save when you click Save. Save & preview -

Editing a proposal

Your partner opens a full-screen presentation, picks a package and add-ons, sees a live total and
chooses Accept. You can watch how many times they opened it, how long they spent and which section
held their attention.
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E REATORS DEPT

BRANDFILM +¢

MONTHLY - '
CONTENT = |

A proposal from Creators Dept for Jordan Ellis

What your partner sees

When a partner accepts, the agreement is filled in with their package, add-ons, total and deposit, sent for
signature, and they land straight on the signing page. If you take a deposit, a Pay deposit button appears
right after they sign.

Polished a proposal you'll use again? Choose Save as template.

Delete works on drafts and on proposals nobody has accepted (sent, viewed or declined). The proposal
moves to Recently deleted (linked at the top of Proposals), where Restore brings it back exactly as it
was for 30 days. After that it's removed for good, or right away with Delete now. A deleted proposal's
link stops working for the partner. Accepted and signed proposals are records, so those can only be
archived.

Invoices and retainers
The deposit is paid when they sign. For everything after that, open Invoices on the partner's page.

+ New invoice: give it a title and one or more lines (what it's for and the amount), pick a due date (two
weeks out to start) and choose Send invoice, or Save draft to send later. Under Bill a balance, a
proposal that still has money left on it fills the form for you, and the proposal page has an Invoice the
balance button once the deposit is in.
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The partner is emailed a link, and the invoice shows in their portal under Agreements & payments.
With Stripe connected they pay by card, the invoice turns Paid by itself, they get a receipt and you're
emailed. Paid another way? More > Mark paid.

An invoice still open a day after it's due gets one friendly reminder. Remind sends another whenever
you like. Cancel invoice stops it showing as due; a draft nobody has seen is simply removed.

Monthly retainers: choose + Set up a monthly retainer, enter what it's for, the amount and the day
of the month, and a new invoice is made and emailed on that day every month (due a week later, or
whatever you choose). Tick Also send this month's invoice today to start now. Pause stops new
invoices until you Resume. The form starts from the retainer you entered under How we work
together, which stays the number Pulse uses.

The money goes to the same Stripe account as deposits, and only the owner and managers see
invoices.

Pricing a project: the Creators Dept Calculator

Not sure what to charge? Open Calculator at the top of Proposals and choose + New estimate. It prices
a project from the hours it really takes:

Your overhead. Put in your total monthly expenses (your pay, rent, software, insurance, gear) and
your working hours per month (173 is full time). That gives your break-even hourly rate: what an
hour of your time costs.

The work. Add the hours for discovery, pre-production, production and post-production. In post, raw
content captured x the editing multiplier is the time to edit (3 is neutral, up to 5 for a complicated
project or client). Each phase uses your break-even rate unless you put in a team rate for it. Add or
remove lines as you need.

Contractors and expenses. What you pay others, plus meals, flights, hotels and mileage. These go
in at cost unless you mark them up.

Markup. Each phase starts at 250%, meaning 2.5x its cost. At 100% you only cover costs, with
nothing left to grow on.

The summary on the right updates as you type: hard cost, proposal price, gross profit, estimated tax and
net profit. Add their budget to see how far over or under you are. Save and start a proposal makes a
draft proposal for the partner, with the price (in whole dollars) as its package and your deliverables as its
list. Estimates are saved, so you can come back, Duplicate one for a similar project, or delete it. A new
estimate starts with the overhead and tax rate from your last one.

Only the owner and managers see the calculator, since it shows your overhead and margins.
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Agreements and signing

Documents holds every agreement: drafts, awaiting signatures, completed, declined and voided.
Choose + New document to start from a template or a blank page. Paste straight from Word, Pages or
Google Docs; headings, bold and bullets come through.

z REATORS DEPT DOCUMENTS @ Home Team é‘}

Email isn’t connected yet, so after you send a document you’ll copy each signer’s link and share it yourself. Viewing and signing are still tracked. To connect it,
add your email settings (see the README), then restart the app.

“ Drafts O Awaiting signatures 1 Completed 0 Declined O Voided 0

DOCUMENT STATUS SIGNERS PROGRESS LAST UPDATE

Services Agreement - Northside Climbing Gym

¥ AWAITING Jordan Ellis 0/1 signed - 1 viewed Oct 28,2026 7:24 PM PDT

THE CREATORS DEP ITY MING SOON

LOVE CREATORS DEPT? SOMETHING BIGGER IS ON THE WAY.

A community for creatives and agencies: weekly meetups to share tips and tricks,
a directory of trusted creators (editors, designers, photographers and more) to We’ll let you know when it opens.
build your team with, and coaching to grow your business.

All documents

Add each signer's name and email and choose Send. Sending locks the wording and records a
fingerprint of it, so nobody can change the agreement after the fact. The document page shows each
signer's status (sent, viewed, signed or declined), how many times they opened it, and a complete
activity trail.
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2 REATORS DEPT DOCUMENTS & Home o {é}

< All documents
SERVICES AGREEMENT * NORTHSIDE CLIMBING GYM

AWAITING SIGNATURES  #1 - Created Oct 29, 2026 7:24 PM PDT - Sent Oct 28,2026 7:24 PM PDT

Duplicate Archive Save as template Edit Void 8 Export PDF
SIGNERS
Jordan Ellis
SERV|CES AGREEMENT jordan@northside.example
NORTHS|DE CL|MB|NG GYM Viewed 1x - first Oct 29, 2026 2:24 PM

PDT

Services Agreement http://localhost:5077/s/deme  Copy

This demo agreement is between Creators Dept and Northside

Climbing Gym (Client (Partner)).
ACTIVITY 1

Scope
Monthly content: one brand film, eight short videos and twenty photos.

Fees

$2,400 per month.

Jordan Ellis

An agreement out for signature

Signers draw or type their signature and agree to sign electronically. They can also decline with a
reason. When the last person signs, everyone is emailed the signed PDF with a Certificate of
Completion showing the audit trail.
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2 REATORS DEPT

Creators Dept has asked you, Jordan Ellis, to review and sign this document.

“Here's the agreement we talked about.”

SERVICES AGREEMENT - NORTHSIDE
CLIMBING GYM

Services Agreement

This demo agreement is between Creators Dept and Northside Climbing
Gym (Client (Partner)).

Scope

Monthly content: one brand film, eight short videos and twenty photos.

Fees

$2,400 per month.

Jordan Ellis (you)
Awaiting signature

The signing page

Templates keeps your standard agreements; Save as template turns any document into one.
Duplicate copies a document and its signers. Void cancels one that's out for signature.

Archive tucks finished items away without deleting anything.

Automations: welcoming a new partner

Settings > Automations sets up a new partner for you once they sign. It's off until you switch on
Welcome new partners automatically. It runs in two cases:

From a proposal: accepting a proposal adds the partner and their contact. Once they've signed the
agreement, the welcome steps run. Choose whether to wait for the deposit too; with no deposit, they
run at signing.

An agreement sent without a proposal: when everyone has signed, everyone who signed for the
client gets portal access on one partner. If any of them already belongs to a partner, they're added
there. The partner is named from the agreement's title (the part aftera"|" or " - “, as in "Creative
Services Agreement | DJQ&A"), otherwise after the first signer; you can rename it on their page.
Contractor agreements, anyone on your team and anyone with your business email domain are never
made partners.

The welcome steps, each with its own switch:

Email their Client Partner Portal invite, with your personal note at the top
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Include a link to book the kickoff call (their point of contact's booking page, once it's open)
Create starter folders in their content library

Mark them Project by project on Pulse, if how you work together isn't set yet. The proposal's money
already counts on Pulse.

Email their point of contact, when that's someone on your team

Signed before automations were on? Open the signed agreement. Its Partner card has Set up as
partner: check the name, click it, and everyone who signed gets portal access and the welcome steps
run. Once the partner exists, the card links to them and offers Run welcome steps instead.

Each partner gets these once. Nobody is invited twice and no folder is doubled. Recent runs lists what
happened, and so does the partner's Activity. If email isn't connected, the invite waits; choose Run
welcome steps on their page later to send it.
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07 Docs

Every partner page has Docs: briefs, shot lists, scripts and notes that you and your partner both write
and edit. Format with headings, bullets and checklists, download a PDF, or tick Agency only to keep a
doc to your team. Create share link gives a view-only link for anyone else.

2 REATORS DEPT

< All docs

Brand voice notes

Last edited by Creators Dept - Oct 29, 2026 7:24 PM PDT

H h 1 B ] U o 1 “« @©

Start writing... Use the buttons above for headings, bullets and checklists.

Download PDF (O Agency only (Golden Hour Coffee Co. won’t see it)

SHARE LINK
Make a link anyone can use to view and download this doc, like a folder’s share link. They can’t edit it.

Create share link

A shared doc

Your own business files (contracts, pricing, SOPs, brand files, plans) live in HQ, with folders for the
whole team or the owner only.
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08 Content library and uploads

Each partner has a content library, organized in folders: one per shoot or batch. Open the partner's page
> Content library, name a folder and choose Create folder.

2 REATORS DEPT PARTNERS & Home Team {é}

& Golden Hour Coffee Co.
CONTENT LIBRARY View their portal 2

6 pieces - 2 waiting for review - 3 approved - 1 need changes - Stored on this server (73.3 GB free)

New folder Description (optional, partners see it)

e.g. Spring shoot, March 2026 e.g. 12 reels and 40 photos from the café shoot _

Oat latte

SPRING MENU SHOOT
6 pieces - 342 KB

2 TOREVIEW | 1 CHANGES

A T OMING SOC

CREATORS DEPT? SOMETHING BIGGER IS ON THE WAY.

LOVE

A community for creatives and agencies: weekly meetups to share tips and tricks,

A partner's content library

Drop photos, videos and files into a folder, or click to choose them. Videos can be up to 10 GB each, and
originals are never altered. Each video's tile shows a frame from about a second in; for an iPhone .mov
or a Drive or Dropbox import it can take a minute to appear. To rename a file, open its Edit (photos and
videos) or choose Rename (documents); the file type stays the same, so it still opens in the right app.
Files partners send and files in HQ have Rename too. If your agency connected them, Google Drive,
Dropbox and Canva buttons bring files in directly. Give the folder a cover photo, then choose Tell them
it's ready to email everyone on the partner's portal a link.
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2 REATORS DEPT PARTNERS

@ Home Team %

< Golden Hour Coffee Co. library

Oat latte

SPRING MENU
SHOOT

Photos for the spring menu launch.

6 pieces - 342 KB

Click the cover to choose the spot that always stays in view. Download all (.zip) —

Drop photos, videos and files into “Spring menu shoot”

AraBAL fa abhasna s nbiaban sddihaa BREL WRlacd Bunal

A folder, ready to share

ARa s Blan Fanbasstna e B AN N AD A Al

s b ol e B A

Every piece shows its review status: Needs review, Approved or Changes requested, with the
partner's note. Open any piece to see it full size, comment, and write a caption for socials. Draft in

brand voice writes caption options in the partner's voice for you to edit. Approve for them records a
yes your partner gave you by phone or text.
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Oat latte Morning bar

Cold brew
Y

cold-brew.jpg
57 KB - 1600x1200
APPROVED APPROVED APPROVED

oat-latte jpg
56 KB - 1600x1200

morning-bar.jpg
60 KB - 1600x1200

by Maya Reyes - —  Post by Maya Reyes + — - Post by Maya Reyes : — « Post
it it it

@ Approved @ Approved @ Approved
Cold brew season is (= 0 comments ¢~ 0 comments
officially here. Smooth, slo...

» Edit » Edit

¢ 0 comments
» Edit

Pour over

pour-over.jpg
57 KB - 1600x1200
NEEDS REVIEW

Review status on each piece

Download all (.zip) gets a whole folder at once, and Share this folder makes a private link anyone can

view and download from, no sign-in needed.
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Pastry case

pastry-case jpg

62 KB - 1600x1200
CHANGES REQUESTED

“Could we try one with the

window light?” - Maya Reyes

Approve for them

¢~ 0 comments
» Edit

patio.jpg
50 KB - 1600x1200
NEEDS REVIEW

Approve for them

¢ 0 comments

» Edit
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Requests and files from partners

Partners ask for anything from their portal: new content, an edit, a design, a website change or a
guestion, with a due date and attachments. New requests show on Home under Needs attention and on
the Requests page. Reply and move a request along (New, In progress, Done); your partner is emailed
each time. Photos and videos they send can move straight into their content library.

2 REATORS DEPT REQUESTS @ Home Team

REQUESTS

What partners have asked for from their Client Partner Portal, and files they’ve sent. New requests and replies also show in Needs attention on
the home screen.

REQUEST PARTNER STATUS NEEDED BY UPDATED

Reel for the new seasonal drink

Golden Hour Coffee Co. NEW 2026-11-09 Oct 29, 2026 7:24 PM PDT
New content * from Maya Reyes

THE CREATC DEPT COMMUNITY * COMING SOON

LOVE CREATORS DEPT? SOMETHING BIGGER IS ON THE WAY.

A community for creatives and agencies: weekly meetups to share tips and tricks, -
a directory of trusted creators (editors, designers, photographers and more) to We’'ll let you know when it opens.
build your team with, and coaching to grow your business.

Requests from partners

Asking a partner for something

It works the other way too. On a partner's page, choose + Ask them for something (for example: send
files, approve something, or answer a question), and add a due date if you need one. Their people are
emailed, and it sits at the top of their portal's Requests page under We need from you. They can reply,
add files, or click Mark done, and you're emailed when they do. Requests you sent say You asked in
the list and Waiting on them until they're done. If one goes past its due date, it shows on Home under
Needs attention.

Inside the team, Team requests does the same between teammates.
My to-dos
For things you'll do yourself, open Team requests > My to-dos. Type the to-do, and add a due date or a

partner if you like. Tap the circle when it's done; it moves to Done, and tapping it again brings it back.
Edit changes the wording or the date, or removes it.
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Your to-dos are yours alone: nobody else sees them, not even the owner, and nobody is emailed.
Anything due today or overdue shows on Home under Needs attention, and the Team requests tile
counts what's left. To hand something to someone else, use Ask the team instead.

Projects

A project is a to-do with steps. Open Team requests > Projects and choose + New project (or Turn
into a project on any to-do, or + Start a project on a partner's page). Give it a name, an optional
partner and finish date, and list the steps in order. Each step goes to you, a teammate, anyone, or the
partner, with its own due date.

When a step is ticked off, everyone on the team who's on the project is emailed, and whoever has the
next step hears it's their turn.

With a partner and Show it in their portal on, the partner sees every step and how far along it is, and
ticks off their own. They're emailed when it's their turn and when the project is done.

Your steps also show on My to-dos, and on Home under Needs attention once they're due.

Only the person who started a project, people with a step on it, and owners or managers can see it.
Edit on a step changes it, reassigns it or moves it up or down.

Money: owners and managers can give a project an amount and the date it comes in. It then counts
on Pulse (and shows on Pulse's list, linked to the project). Leave it blank when the money is already
counted, such as an accepted proposal.

Edit project also changes the partner, so a project started without one can be moved onto the right
partner's page.
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10 Social accounts and Create post

Social accounts (from Home) lists every connected Instagram, Facebook Page, TikTok, YouTube and
LinkedIn account and the partner each one posts for. Accounts under Needs a partner are waiting for
you to pick who they belong to; Our agency is for your own accounts.

2 REATORS DEPT

< Home
SOCIAL ACCOUNTS

Every Instagram, Facebook Page, TikTok, YouTube and LinkedIn account connected for posting, and the partner each one posts for. Moving a

Facebook Page moves its Instagram with it.
NEEDS A PARTNER

All set. Every account has its partner.

OUR AGENCY - CREATORS DEPT Connect our accounts

The agency’s own Instagram, Facebook, TikTok, YouTube or LinkedIn. Pick “Our agency” for an account above, or connect one, then post your own content

from HQ.

GOLDEN HOUR COFFEE CO. ' 2 Create post
INSTAGRAM  @goldenhourcoffee connected Oct 29, 2026 7:24 PM PDT by Sam Rivera [ Golden Hour Coffee Co. VI Remove
FACEBOOK PAGE  Golden Hour Coffee Co. connected Oct 29, 2026 7:24 PM PDT by Sam Rivera i Golden Hour Coffee Co. VI Remove

CONNECT ACCOUNTS
Sign in once and bring in every Page and account you manage. They land under Needs a partner for you to assign. To have a partner connect their own, open

their Social page and send them a link.

Connect Instagram & Facebook Connect Linkedin

Every connected account

To connect a partner's accounts, open their Social posts page. Choose Connect here if you can sign in
to their account, or Link for the partner to send them a one-time link (good for a week) so they connect it
themselves. Each service signs in on its own page; the app never sees a password.

The Creators Dept Guide - app.creatorsdept.com/guide 26



@ REATORS DEPT @ Home Team %

< Golden Hour Coffee Co.
SOCIAL POSTS

Schedule approved photos and videos from Golden Hour Coffee Co.’s library to their accounts. The app posts them at the time you pick. All
social accounts -

ACCOUNTS
FACEBOOK PAGE  Golden Hour Coffee Co. connected Oct 29, 2026 7:24 PM PDT by Sam Rivera Remove
INSTAGRAM @go[denhourcoffee connected Oct 29, 2026 7:24 PM PDT by Sam Rivera Remove
Instagram & Facebook LinkedIn
Connect here Link for Golden Hour Coffee Co. Connect here Link for Golden Hour Coffee Co.

Instagram needs a business or creator account linked to a Facebook Page. TikTok and YouTube take videos; Linkedin takes text with one photo.

NEW POST

Post to

Choose accounts

Photos or a video (approved in the library) Upload new

A partner's Social posts page

To schedule a post, choose Create post (or scroll to New post):

1 Post to: open the dropdown and tick one or more of the partner's accounts.

2 Photos or a video: pick from pieces they've approved in their library, or choose Upload new to add
something now. New uploads go into the partner's library, in a "Social posts" folder, already approved.
Pieces that have already gone out say [0 Posted and are dimmed (hover for when). Tick Hide ones
already posted or scheduled to see only fresh ones. The library shows the same mark on each
piece, with the icons of where it went and when.

Caption: write it, or use one saved on the piece. YouTube also takes a title.

4 When: pick a date and time and choose Schedule, or Post now.

The Creators Dept Guide - app.creatorsdept.com/guide 27



NEW POST

Post to

Choose accounts

Photos or a video (approved in the library) Upload new

Uploads go into Golden Hour Coffee Co.’s library, in the “Social posts” folder, approved for posting.

Caption

When

10/29/2026, 08:00 PM m] - Post now

POSTS

SCHEDULED Sun Nov 1, 8:00 AM - @goldenhourcoffee (Instagram) Cancel

Cold brew season is officially here.
1 file - by Sam Rivera

Create post: Post to, Upload new and the caption

Posts below shows everything with its photo and the icon of the account it goes to. Click Posts to fold it
away. List puts what's coming up first, by day, with what's already posted folded underneath. Calendar
lays the month out so you can see how posts are spaced, with <> for other months. Dashed is scheduled
solid is posted, and red didn't post. Tap one to jump to it in the list. From the list you can cancel a post,
retry one that failed, or open one that's live with View. The app remembers which view you like.

Instagram needs a business or creator account linked to a Facebook Page. TikTok and YouTube take
videos; LinkedIn takes text with one photo.
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141 Pulse

Pulse (from Home) is the reality of the business, for owners and managers only. Your team never sees
it.
Monthly baseline: what your retainers bring in every month before any project, plus your average
month and a goal to aim for.

Month by month: the last 12 months and the next 3, with retainers as the base of each bar and
projects stacked on top. The red dashed line is your cost of doing business; a bar above it covered
your costs that month.

Cost of doing business: the quick snapshot. What comes in, what the team costs, what business
costs add up to, and what's left each month. The colored bar shows where the money goes: team,
rent, software and so on.

Team pay: from each person's Pay on the Team page.

Business costs: subscriptions, equipment, rent, insurance, ads, your bookkeeper. Choose + Add a
cost, enter what it is, the kind, the amount and how often (a month, a quarter, a year or one time),
and the date it renews. Click a cost to change or remove it.

Quarterly and yearly costs are spread across the months, so a $600 yearly subscription counts as
$50 a month.

One-time buys, like a camera, show under this year's total but not in the monthly number, so one big
purchase doesn't make every month look worse.

A week before a quarterly or yearly cost renews, it shows in Needs attention on Home, so you can
cancel what you don't use.

Your money tools: buttons for your bank, bookkeeping and payments, one tap away.

Pulse is an estimate, not bookkeeping. Receipts and taxes stay in your bookkeeping tool.
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12 Horizons

Horizons (from Home) holds your dreams, goals and opportunities, ranked by what matters most. Each
one grows through stages instead of being checked off: Seed > Growing > In motion > Realized. Drag m
to rerank, and move a card along as it grows. Your board is private until you choose Share on a card.
When one comes true, move it to Realized and add the story of how it happened. It leaves the board
and goes to two places:

Realized at the foot of the board, folded away. Open it to see the latest ones.
The timeline (the Realized tab), where everything that's come true sits along one line, by year and

month. Each shows the day it was realized, how long it took from the day it was planted, and its story.
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13 Team

Team is everyone at your agency, their role and how to reach them. Under Add someone, enter their
name and email and pick a role:

* Owner: everything, including private HQ files, the Horizons board and billing.

* Manager: runs the business with you: every proposal, payments, Pulse, paperwork, settings and the
team.

* Team: partners and their portals, the content library, requests, docs, brand and their own proposals.
No money, settings or anyone else's proposals.

* Contractor: only the partners you choose: their library, requests, docs and brand.

2 REATORS DEPT TEAM

TEAM

Paperwork + Ask the team Your profile

Everyone at Creators Dept and how to reach them. They sign in with their email and password, or a one-time email link.

ROLES >

TEAM MEMBERS 3

) Creators Dept OWNER >

Casey Morgan - Editor ~ TEAM >

Sam Rivera - Producer MANAGER >

ADD SOMEONE >

ACTIVITY >

The team

Paperwork sends a new teammate their contractor agreement and job description to sign. Each person
edits their own photo, contact details and links under Your profile, where they can also connect their
Google Calendar and set up a booking page with Google Meet links.
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14 Settings, billing and integrations

The owner's Settings (the gear at the top) holds your agency name and logo, brand color, time zone, a
little personality (movie nods in the app's messages), team reminders, billing and integrations.

2 REATORS DEPT SETTINGS & Home Toam

SETTINGS
How Creators Dept looks and runs on Creators Dept. Only the owner sees this page.
Agency Brand color Time zone Personality Team & reminders Billing Integrations
Help & feedback
YOUR AGENCY >
BRAND COLOR >
TIME ZONE 5
A LITTLE PERSONALITY 5
TEAM & REMINDERS >
BILLING & SUBSCRIPTION THE HUB >
INTEGRATIONS >

Settings

Storage shows how much space your workspace uses: the total (and your plan's limit, if there is one),
split into content libraries, brand kits, files partners sent, HQ and past agreements, plus the partners
using the most. Click a partner to open their library and clear out what you don't need. The same total
shows at the top of each content library.

Billing & subscription shows your plan. Choose a plan, change it, update your card or cancel;
payments go through Stripe's secure pages. Plans are managed on the web, not in the iPhone app.

The plans are Solo ($39 a month: 1 person, 10 partners, 100 GB), Studio ($89: 3 people, 30 partners,
500 GB) and Agency ($179: 10 people, unlimited partners, 2 TB). Paying yearly gets two months free.
Extra storage is $15 a month for each 500 GB. While founding spots last, a first subscription gets the
founding rate: 10% off for as long as it stays active, extra storage included, and the price never goes up
while you stay. Betas who pick a plan before their beta ends aren't charged until it does.

Integrations connects the tools you already use:
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* Google Calendar & booking links: your day on Home and a public booking page that adds

meetings to your calendar.

* Zoom & Calendly: each person's meeting room and scheduling link.

* Sign in with Google: the team signs in with their work Google account.

* Google Drive & Dropbox: bring files straight into a partner's library folder.

* Canva: pick a design and it lands in a partner's library as images, a PDF or a video.

* Meta (Instagram & Facebook) and LinkedIn: connect accounts for posting from Social accounts.

*  Stripe: deposits from proposals, and invoices and monthly retainers.

INTEGRATIONS

Connect the tools you already use. More are on the way; tell us which you want first.

Stripe
Deposits and invoices paid straight to your own
Stripe account

COMING SOON

Zoom & Calendly

Each person’s Zoom room for virtual meetings,
and their Zoom Scheduler or Calendly link for
booking

LIVE - ADD LINKS ¥

Google Drive & Dropbox

Bring files straight into a partner’s library folder:
open the folder and tap Google Drive or
Dropbox

LIVE - DRIVE - DROPBOX

» Zoom & Calendly links for your team

HELP & FEEDBACK

Google Calendar & booking links

Each person connects their own calendar from
their profile: their day on the home screen, and
a booking page with Google Meet links

LIVE * SET UP >

Sign in with Google
Everyone on the team can sign in with the
Google account for their team email

LIVE

Canva

Pick a Canva design and it lands in a partner’s
library as images, a PDF or a video

Integrations
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The Client Partner Portal

Each partner gets their own portal, with your brand and theirs. Send partners the Partner Guide, a
three-minute walkthrough written for them; it's linked inside their portal too. They sign in at /portal with
their email and password or a one-time email link. They only ever see their own business.

@E ATORS DEPT Content library Requests Docs Brand & resources

CLIENT PARTNER PORTAL ' GOLDEN HOUR COFFEE CO.

GOLDEN HOUR COFFEE CO.

WELCOME, MAYA.
EVERYTHING WE’RE
BUILDING TOGETHER, IN
ONE PLACE.

This is your home for everything we create together.
Content library Requests

View, download and approve your photos Ask us for anything, send files, and see
and videos, with captions ready to post. where it stands.

Brand & resources Agreements & payments

Your brand guides, files and social Sign agreements, pay securely and find

A partner's portal home
In their portal, partners can:

See what needs them: a proposal to review, an agreement to sign, a deposit or invoice to pay,
content to approve.

Browse the Content library by folder, open pieces full size, download originals or a whole folder, and
choose Approve for posting or Request changes with a note.

Send Requests and files, and follow each one's progress.

Write and edit Docs with you, and keep their logo, brand guides and brand voice in Brand &
resources.

Connect their own social accounts under Your social accounts, and disconnect them at any time.

Download their signed agreements, pay invoices by card, and keep their receipts.
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CLIENT PARTNER PORTAL ' GOLDEN HOUR COFFEE CO.

CONTENT LIBRARY

Photos and videos from Creators Dept, organized by shoot. Open a folder to view, download and approve.

All content Needs review 2

Oat latte

SPRING MENU SHOOT
6 pieces

CREATORS DEPT - WHERE CREATIVITY INSPIRES

The partner's content library
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CLIENT PARTNER PORTAL ' GOLDEN HOUR COFFEE CO.

& Content library

Oat latte

SPRING MENU
SHOOT

Photos for the spring menu launch.

6 pieces * 342 KB

A folder in the portal
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Home Content library Requests Docs Brand & resources

2 REATORS DEPT

CLIENT PARTNER PORTAL ' GOLDEN HOUR COFFEE CO.

& Your portal

YOUR SOCIAL ACCOUNTS

Connect your accounts so Creators Dept can post the content you’ve approved. You sign in on each service’s own page and choose what to
share; we never see your password. You can disconnect any time.

CONNECTED
FACEBOOK PAGE Golden Hour Coffee Co. connected Oct 29, 2026 7:24 PM PDT Disconnect
INSTAGRAM  @goldenhourcoffee connected Oct 29, 2026 7:24 PM PDT Disconnect

CONNECT AN ACCOUNT
Instagram & Facebook LinkedIn

Your Facebook Page and the Instagram business or creator account linked Your Linked|In profile.

toit. Tick the ones that are yours. .
Connect LinkedIn

Connect Instagram & Facebook

Connecting an account you already connected just refreshes it.
CREATORS DEPT - WHERE CREATIVITY INSPIRES

Connecting social accounts from the portal
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16 The iPhone app

The Creators Dept iPhone app is on its way to the App Store. It's the same app you use on the web,
plus:

Camera and photo library uploads: every upload button offers Take Photo or Video, Photo Library
or Choose File.

Downloads to the share sheet: save to Photos or Files, AirDrop, or post.
Face ID lock, turned on under Your profile.
Notifications for what needs you.

Stays signed in and works with passwords saved in iCloud Keychain.

Every change to the web app reaches the iPhone app right away. Until it's in the App Store, the app
works well in your phone's browser; add it to your Home Screen for one-tap access.

TODAY’S AFFIRMATION

MONEY SEEMS TO FLOW
TO THOSE WHO GIVE IT
THE MOST ATTENTION
AND TAKE THE MOST
RESPONSIBILITY FORIT.

5 What’s on your horizon?

+ New document

NEEDS ATTENTION * 3

Follow-ups & reminders =

Jordan Ellis viewed “Brand film + monthly
@ content” (4 views). Follow up while it’s
fresh.

Oct 29, 2026 7:25 PM PDT
Golden Hour Coffee Co. requested: “Reel
[F for the new seasonal drink” (needed by

2026-11-09)

Creators Dept on a phone
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g REATORS DEPT

< All partners

GOLDEN HOUR
COFFEE CO.

Maya Reyes - maya@goldenhour.example -
https://goldenhour.example

& Email @ Website

+ Add their social channels

Edit Archive View their portal 2

1 0

Proposals Won

$0 $0

Total won Deposits paid

HOW WE WORK TOGETHER Pulse —»

Monthly retainer Project by project

Retainer and projects

A partner page on a phone
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17 Need a hand?

Choose Help & feedback in Settings, or the Beta button at the top if you're testing a beta copy, and tell
us what you think. Or email pete@creatorsdept.com. The newest version of this guide is always at
app.creatorsdept.com/guide, with a PDF at app.creatorsdept.com/guide.pdf.
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