(2 REATORS DEPT

Welcome to Your
Creators Dept Partner
Portal

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

Your Client Partner Portal is where everything we create together lives: your photos and videos, your
requests, shared docs, brand files and agreements. This walkthrough takes about three minutes.
Sections 1 to 6 cover the everyday steps; the optional ones after them cover things you'll only do now
and then.

Who can see what. This guide is open to anyone with the link, with no sign-in needed, and you can print it
or download it as a PDF. It uses a made-up business (Golden Hour Coffee Co.), so nothing private is in it.
Your portal is private: only people we've invited, at the email address we have for them, can sign in, and
they only ever see your business.

Inside

01 Open your invitation

02 Find and download your content

03 Approve content or request changes
04 Send a request and attach files

05 Find docs, brand files and agreements
06 Get help from our team

07 Optional: Sign an agreement

08 Optional: Proposals and deposits

09 Optional: Connect your social accounts
10 Optional: Share a folder

11 Optional: Your profile and your phone


https://app.creatorsdept.com/partner-guide

01 Open your invitation

We'll send you an email titted Welcome to the new Creators Dept: your Client Partner Portal.

WELCOME TO THE NEW CREATORS
DEPT

Hi Leo,

We've built a new home for everything we create together. Your Client
Partner Portal for Golden Hour Coffee Co. keeps it all in one place, so
nothing gets lost in email threads:

' Your content: view, download and approve photos and videos, with captions
ready for your socials

v Requests: ask us for anything and send files, and track where it stands

v Brand & resources: your brand guides, logo, voice and social channels

v Proposals, agreements & payments: review, sign and pay securely

ks once and expires in 7 days. After that, sign
s email address, an jou a fres}

in any time at
d we'll send y h link

We're glad you're here.
The Creators Dept team

CREATORS DEPT - WHERE CREATIVITY INSPIRES

The invitation email

1 Click Open your portal. The link works once and lasts 7 days.
2 On the page that opens, click Continue to your portal ».

3 You'll land on Your profile. Under Set a password, type a password of at least 10 characters twice
and click Save password.

-

CLIENT PARTNER
PORTAL

You’re one click away from your portal.

CREATORS DEPT - WHERE CREATIVITY INSPIRES

One click away from your portal
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Website (optional) Email
yourbusiness.com leo@goldenhour.example
Ask us if it needs to change.

Links (website, portfolio, Instagram, Linkedin..)

Label, e.g. Portfolio https://... or @handle

Label, e.g. Portfolio https://... or @handle

Leave a row empty to remove it. Links open in a new tab.

SET A PASSWORD

So you can sign in with your email and password. You can always get a one-time sign-in link by email
instead. At least 10 characters.

New password Type it again

» Delete my account

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Setting your password on your first visit

Next time, go to app.creatorsdept.com/portal and sign in with your email and password. No password
yet, or forgot it? Click Email me a sign-in link instead. That link works once and expires in 30 minutes.
Ended up on a page that just says Sign in, next to Your creative department, all in one place? That's
our team's page; click Sign in to your Client Partner Portal below the form, or sign in right there with
your portal email and password.

-

CLIENT PARTNER
PORTAL

Email

[ 1

Password

First time here, no password yet, or forgot it? Email me a
signin link

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Signing in to the portal

Invitation expired or already used? Go to app.creatorsdept.com/portal, click Email me a sign-in link and
enter the same email address.
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Find and download your content

Your portal home shows what needs you under Needs your attention, and your newest content just
below it.

@E ATORS DEPT Content library Requests Docs Brand & resources

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile +

EN HOUR COFFEE CO.

WELCOME, MAYA.

EVERYTHING WE’RE
BUILDING TOGETHER, IN
ONE PLACE.

WELCOME TO THE NEW CREATORS DEPT

Hi Maya, this is your home for everything we create together.

Got it

Content library Requests Brand & resources
View, download and approve Ask us for anything, send files, Your brand guides, files and
your photos and videos, with and see where it stands. social channels.

captions ready to post

Agreements & payments

Sign agreemer
and find past

pay securely
onts

Your portal home

1 Click Content library in the menu at the top. Your content is organized into folders, one per shoot or
project. Click Needs review to see only what's waiting on you.

2 Open afolder, then click any photo or video to see it full size. Use the <> keys or arrows to move
through the folder.

3 To download, click Download original while viewing a piece, or Download all at the top of the folder
to get the whole folder at once.
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H e R ]
REATORS DEPT lome equests ocs Brand & resources

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile «

CONTENT LIBRARY

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

LURSLICHIE  Needs review 2

Oat latte

SPRING MENU SHOOT
6 pieces

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Your content library

@ Home Requests Docs Brand & resources
REATORS DEPT

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile «

« Content library

Oat latte

SPRING MENU
SHOOT

Photos for the spring menu launch.

6 pieces - 342 KB

A folder, with Download all
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O3 Approve content or request changes
While viewing a piece:

* Happy with it? Turn on Approve for posting. You can also flip this switch right on each piece in the
folder.

*  Want something different? Click Request changes, tell us what you'd like changed, and click Send
feedback.

* Just a note? Type it under Comments and click Post.

We're notified either way, and each piece shows its status: Needs review, Approved or Changes
requested.

NEEDS REVIEW. 50f6
patio.jpg

Photo - 50 KB - 1600x1200

Download original

Approve for posting

» Request changes

‘What’s this post about?

e.g. Our new braised short rib for the fall
menu. Cozy, warm. Mention the Friday launch

and that reservations are open.
4

Who or what it shows, the occasion or offer, anything to
mention. Captions are written from this and from what's
in the photo or video.

Tone Natural (understated) vl

Draft captions in brand voice
Main caption

Write the caption for this post, or pick one of
the versions above...

Save caption

Reviewing a piece in the viewer
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04 Send arequest and attach files

Need new content, an edit, a design, or just have a question? Ask in Requests.

1 Click Requests, then + New request.
2 Choose what you need, add a Needed by date if there is one, and give it a Title and Details.

3 Under Files, click Attach files (or drag them in), then click Send request.

Home Content library Requests ‘ Docs Brand & resources

z REATORS DEPT

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile »

« Requests

NEW REQUEST

What do you need? Needed by (optional)

New content v mm/dd/yyyy =]

Title

e.g. Short video for our fall menu launch

Details

What it’s for, where it’ll be used, any examples you like, sizes or deadlines.

Files (optional)

Attach files

Photos, video, PDFs, documents or design files - up to 10 GB each

EEmETEA
A new request

You'll see every reply and where each request stands (New, In progress or Done), and we'll email you
when there's news. To send files without a request, drop them in Send us files on the Requests page.
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Home Content library Docs Brand & resources

Z REATORS DEPT

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile «

REQUESTS

Need something from Creators Dept? Ask here and attach any files. You'll see every reply and where it stands, and we’ll email you when
there’s news.

REQUEST STATUS NEEDED BY UPDATED

Reel for the new seasonal drink
New content

NEW 2026-11-10 Oct 30, 2026 10:21 PM PDT

SEND US FILES

Photos or video you shot, logos, documents, anything we should have. No request needed; we're notified when files arrive.

Drop files here

or click to choose - photos, video, PDFs, documents, design files - up to 10.0 GB each

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Your requests, and Send us files

If a content folder shows an Add your photos, videos and files box, you can upload straight into that
folder too.

When we need something from you

Sometimes we'll ask you for something: files, an approval or a quick answer. You'll get an email, and it
shows at the top of your Requests page under We need from you (and on your portal home). Open it to
reply or add files, then click Mark done. We're told right away.

Projects

For bigger jobs we may share a project with you: a list of steps showing who does what and how far
along it is. Find it under Projects on your Requests page. Steps marked Yours are for you. Tick the
circle when one is done, and we'll pick up from there. We'll email you when it's your turn, and again when
the whole project is finished.
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O5 Find docs, brand files and agreements

* Docs: briefs, shot lists, scripts and notes we write together. Open one to read or edit it, or click + New
doc to start one. Each doc can be downloaded as a PDF.

* Brand & resources: your logo, brand guides and files, and your social channels. Click Download on
any file, drop in new ones, or click Suggest a change if something needs updating.

*  Agreements & payments: on your portal home. Agreements waiting for you have a Review & sign
button. Once signed, a PDF button gives you your copy, along with any agreements from before the
portal.

* Invoices: when we bhill you, you get an email and the invoice appears under Agreements &
payments with a View & pay button. Pay securely by card through Stripe, and it shows as Paid with
your receipt. On a monthly retainer, a new invoice arrives on the same day each month.

These appear as soon as we've shared something with you. Until then, the page tells you it's empty.

Home Content library Requests ‘ Docs Brand & resources

z REATORS DEPT

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile +

DOCSs

Briefs, shot lists, scripts and notes with Creators Dept. You both can write and edit them.
New do, 6.9, Spring campaign brief +Newdoe

Brand voice notes Creators Dept
Oct 30,2026 10:21 PM PDT

Empty so far,

Docs you share with us
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@asm’ons DEPT Home Content librai

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile «

BRAND & RESOURCES

Your brand in one place: how your portal looks, your brand guides and files, and your social channels. Add files and keep your channels up to

date; for anything else, suggest a change.

YOUR LOGO & HEADER Suggest a change

How your portal looks today. Creators Dept looks after this; to update your logo or header graphic,
suggest a change and attach the new file.

ELCOME. EVERYTHING
’RE BUILDING
GETHER, IN ONE PLACE.

HOW WE WRITE FOR YOU Suggest a change

Our team keeps a voice and story guide for Golden Hour Coffee Co. so every caption and piece of
content sounds like you. It also learns from the captions you approve. Want us to sound different
somewhere? Suggest a change and tell us.

Brand & resources

Requests Docs

SOCIAL CHANNELS

No channels added yet
Instagram v

@handle or link

Add channel

Coming soon: connect these accounts so
approved content can be scheduled and
posted from here.

PEOPLE IN THIS PORTAL

Maya Reyes
maya@goldenhour.example

Leo Park
leo@goldenhour.example

Need someone added? Ask us and we’ll
send them an invite.
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06 Get help from our team

On your portal home, the Your team at Creators Dept card has an Email us button, and a Schedule a
meeting button when booking is set up for you. You can also reply to any email we send you.

NEEDS YOUR ATTENTION

REVIEW 2 NEW SIGN YOUR
PIECES OF AGREEMENT
CONTENT

Services Agreement -
Approve for posting or Golden Hour Coffee Co.
request changes

CONTENT LIBRARY Seeall 6 >

Oat latte NIE <
NEEDS REVIEW NEEDS REVIEW CHANGES APPROVED APPROVED APPROVED
REQUESTED
AGREEMENTS & PAYMENTS
Services Agreement - Golden Hour Coffee Co. - YOUR TEAM AT CREATORS
Waiting for your signature DEPT

Questions about a proposal, a shoot or a
payment? We're here.

& Email us

DEADI £ IN TUIC DADTAL

Needs your attention, agreements and your team

Need someone else from your business added to the portal? Ask us and we'll send them an invitation.
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07 Optional: Sign an agreement

When we send you an agreement, it shows under Needs your attention and gets its own email.

1 Click Review & sign and read it through.
2 Click Sign document, then Type or Draw your signature.

3 Click Adopt signature & sign. Then click Download signed PDF for your copy. It's also kept on
your portal home.

Z REATORS DEPT

Creators Dept has asked you, Maya Reyes, to review and sign this document.

“Here's the agreement for the spring campaign.”

SERVICES AGREEMENT ' GOLDEN
HOUR COFFEE CO.

Services Agreement

This demo agreement is between Creators Dept and Golden Hour Coffee
Co. (Client (Partner).

Scope
Spring campaign: one shoot day, twenty photos and four short videos.
Fees

$3,200.

Maya Reyes (you)
Awaiting signature

Reviewing an agreement
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08 Optional: Proposals and deposits

Sometimes we'll send a proposal first. You'll see Review your proposal on your home page and get an
email with a link.

1 Openit, read it through, and click Select on the package you want, plus any add-ons.

2 Enter your name and email and click Accept & review agreement >. Not the right fit? Click Pass on
this proposal.

3 Sign the agreement as above. If there's a deposit, you'll see Pay deposit. It's a secure card payment
through Stripe, and it shows as Paid afterwards.

Welcome to Your Creators Dept Partner Portal - app.creatorsdept.com/partner-guide
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09 Optional: Connect your social accounts

If your home page shows a Your social accounts card, we can post the content you approve straight to
your accounts.

1 Click Connect accounts (or Manage).
2 Pick a service, such as Connect Instagram & Facebook, and sign in on that service's own page.
Choose the accounts that are yours. We never see your password.

3 To stop, click Disconnect next to an account. Any posts scheduled for it are cancelled.

Home Content library Requests Docs Brand & resources

z REATORS DEPT

CLIENT PARTNER PORTAL - GOLDEN HOUR COFFEE CO. Profile +

« 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 30, 2026 10:21 PM PDT Disconnect
INSTAGRAM nnected Oct 30, 2026 10:21 PM PDT Disconnect

CONNECT AN ACCOUNT
Instagram & Facebook Linkedin

Your Facebook Page and the Instagram business or creator account linked  Your Linkedin profile.

to it. Tick the ones that are yours.
Connect Linkedln

Connect Instagram & Facebook
Connecting an account you already connected just refreshes it

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Your social accounts

Welcome to Your Creators Dept Partner Portal - app.creatorsdept.com/partner-guide
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10 Optional: Share a folder

To show a folder to someone outside the portal, such as a coworker or a printer, open the folder and
click Share this folder, then + Make a share link. Tick Only approved pieces to leave out anything still

in review. Anyone with the link can view and download; they can't approve or comment. To stop a link
you made from working, click Turn off next to it.

cola-brew.jpg oat-latte pg \g-bar.Jpg pastry JPg patiojpg
@ Avproved for posting @ Approved for posting @ Avproved for posting Approve for posting Approve for posting
Cold brew season is officially Add a comment. Post Add a comment. Post e Add a comment. Post
here. Smooth, slow-steeped.
= 0 comments 0 comments (0NN ||| B 0 comments
Add acomment..  Post = ¥ ¥
¢ 0 comments
¢~ 0 comments

Pour over

pour-overjpg
Approve for posting
Add a comment. Post

v 0 comments
Tip: click any piece to view it full size, then use « - to move through the folder.

SHARE THIS FOLDER

Anyone with the link can view and download. No sign-in, no approving

CREATORS DEPT - WHERE CREATIVITY INSPIRES

Sharing a folder
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11 Optional: Your profile and your phone

*  Click Profile at the top, then Your profile, to add your title, phone numbers, website and links, or to
change your password. Sign out is in the same menu.

*  The portal works in your phone's browser. Swipe the menu bar sideways to reach every page. Add it
to your Home Screen for one-tap access.

Content library Requests Docs Brar

N HOL

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

WELCOME TO THE NEW
CREATORS DEPT

Hi Maya, this is your home
for everything we create
together.

Content library

View, download and approve your photos and
videos, with captions ready to post.

Requests
Ask us for anything, send files, and see where
it stands.

The portal on a phone
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2 REATORS DEPT

Home : Requests Docs

¢ Content library

Oat latte

SPRING MENU
SHOOT

Photos for the spring menu launch.

6 pieces - 342 KB

Add your photos, videos and files to “Spring
menu shoot”

Drop them here or click to choose * photos,
videos, PDFs, Word, Excel, slides, design
files, zips - big files are fine

A folder on a phone
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