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General 
Who do I contact for help with my existing SmartStart setup?  
The Canadian Account Management team can answer questions about your SmartStart setup 
at amcanada@ep.com. 
 
Who do I contact for training?  
The Canadian Account Management team can take your training requests at 
amcanada@ep.com. You'll be connected with a Canadian Account Management team 
member. The Canadian Account Management team member coordinates your EP Academy 
eLearning to build foundational product knowledge and follow-up one-on-one sessions (if 
needed).  
 
When do updates in SmartStart carry over to the SmartStart Pick List in EPOL?  
The SmartStart Picklist updates when you sign in to EPOL. To force an update: 
  
1. From EPOL, click Tools in the header.  
2. Click Employee from the dropdown.  
3. Then, click Forced Update SmartStart Pick List to update.  

 

 
Figure 1: Forced Update SmartStart Pick List  

 
Will crew members always need EP Residency to upload residency documents?  
SmartStart and EP Residency are integrated into one experience for crew members.  

mailto:amcanada@ep.com
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Email Invitations 
Can I change the email invite language?  
You can send custom email invite language from the Employment Offer Summary. Click Add 
Notes for Crew for a free text field. You can also use this field to update who the point of 
contact is for the crew member.  
 

 
Figure 2: Employment Offer Summary, Add Notes for Crew  
 
Why can’t I just send an invite link? Why do I have to fill out all these fields?  
SmartStart is a secure, invite-only system. The hiring manager needs to create and define the 
offer before sending it to the crew member to ensure accuracy. The crew member then signs in 
to SmartStart, creating an account if they do not already have one. By creating an account, 
the crew member acknowledges they are the person whose identity is being verified, helping to 
ensure security.  

Start Packets and Forms 
Why do I have to add notes as an Approver?   
As an Approver, your responsibilities include approving or denying deals while adding notes on 
your decision for the production’s records. Notes are required when you deny and optional 
when you approve.   
 
How do I add comments to a start packet?  
1. Click on the crew member’s crew card from any tab (like All or Hired) to access. 
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2. Click on View & Add Comments. Add your comment.  
3. Click the Add Comment button to finish.   

 

 
Figure 3: View & Add Comments  
 
Why are the union (non-member) permittee forms missing? 
These forms are being added to SmartStart. Continue to distribute the union permittee forms 
for now.  
 
Is there a way to retrieve all start packets at the end of production? 
If your production uses Scenechronize SmartHub, the Publish to Scenechronize option is 
available for seamless start packet file uploads. The Canadian Account Management team can 
take your Publish to Scenechronize requests at amcanada@ep.com.  
 
If your show is not using Scenechronize SmartHub, Canadian Account Management can take 
requests for a ZIP file archive. This is a one-time process. As a best practice, be sure to submit 
requests after all hiring is complete.  
 
Why can’t crew members report conflicts of interest in SmartStart? 
Conflict of interest forms and questionnaires can be added to SmartStart via a custom request 
that comes with cost implications. The Canadian Account Management team can take your 
requests at amcanada@ep.com.  
 
A crew member emailed me their document(s). How do I add it to their start packet? 
Click on the crew member’s name from any tab (like Hired or All) to open their crew drill-down 
page. On the right side, in the Start Packet section, click the Upload link. 
 

mailto:amcanada@ep.com
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Figure 4: Upload link  
 
 In the Upload screen:  
 
1. Choose the document type from the dropdown (Select Type).  
2. Click the Select File button and go to your document.  
3. Click Add another upload to add more.  
4. When finished, click the Upload & Save button.   
 

Note: If the packet is already approved or in the process of being approved when you 
upload documents, you’ll also need to send all documents through EP Live to your EP 
Paymaster.  
 

 
Figure 5: Upload screen 
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Roles, Permissions, and Settings 
How do I set up Approvers? 
Approvers are set up by your SmartStart Project Setup user from the Approvals screen. Add 
more than one approver at a level or skip a level if needed (except the Submit to EP level). To 
get started, select Approvals Setup from your account dropdown menu to access the 
Approvals screen.  
 

 
Figure 6: Approvals Setup 
 

Note: Access to Approvals Setup option is permissions-based. Find out who to contact 
to get access or make changes under your Help menu.  

 
To add an Approver:  
1. Click the Add Approver button. Then, type the user’s name or email to search and select.  

 
Figure 7: Approvals screen, Add Approver button  
 

Note: To add as an Approver, the user must already be added in SmartStart. If not, 
select the Permissions link to navigate to the Permissions tab and add them there 
(Gatekeepers only).  
 

2. Click Add New User when done.  
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Figure 8: Add New User   
 
Is there a way to change the Approvers in SmartStart? 
With the Project Setup permission, you can access Approvals Setup. From Approvals:  
 

 
Figure 9: Approvals Setup   
 
1. Delete an Approver 
2. Add a new Approver.  
3. Skip an approval level by removing all Approvers at that level (not available at the Send to 

EP level, which is indicated by an EP logo icon). Reactivate an approval level by adding an 
Approver backed to a skipped level.  
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Figure 10: Approvals screen  
   
I get too many emails from SmartStart. How do I change my settings? 
Determine the frequency of email notifications (when it occurs, in a daily summary, or both) or 
turn off specific notifications by unchecking the box (gear icon). 
 

 
Figure 11: Notification Settings  
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Why can’t other people see the flags I assign? 
Flags are your personal note-taking system in SmartStart. The flags you set are not visible to 
anyone else in SmartStart.  
 

Note: Flags can also be used under Filters to create custom reports based on criteria 
not included in the filter options. 

 
How do I make sure hiring managers only view the offers they create? 
Hiring managers can only view the offers they create as a default. They can view other offers if:  

• Your project’s Gatekeeper(s) assigns the Full Crew permission.  
• A hiring manager’s permissions include access to a department(s) — then the hiring 

manager can view all deals for that department(s).  
 

Figure 12: Access to departments for a hiring manager  

Rates and Compensation 
The wrong rates are coming up for an offer. How do I fix this? 
Report incorrect or missing contract information from the Help menu. Click on the question 
mark icon and choose Help with Rates/Unions. Fill out the required fields and click Send. 
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Figure 13: Help with Rates/Unions  
   
Incorrect or missing Job Title? There’s no need to report. Enter the Job Title in the Additional 
Job Title field on an offer to capture.  

 

 
Figure 14: Additional Job Title 
 
There is a minimum wage increase coming up. Will those rates update in SmartStart? 
Yes. Minimum wage increases are automatically updated.  
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Hiring and Deal Memos 
How do I edit an offer? 
On each crew card and crew drill-down is an Actions drop-down menu. This dropdown lists 
options for modifying or working with an offer. The Edit Crew and Change Job options are how 
Editors can edit a crew member’s deal information or update their job information. Don’t have 
access to the Edit Crew/Change job option? Contact your production’s SmartStart Editors. You 
can find their contact info under the Help icon.  

 
Figure 15: Actions, Edit Crew/Change Job 
 
How do I create a manual packet in SmartStart? 
Click on the New Offer button (available in all tabs, except Reports) to open a new offer. Select 
Manual Packet as the Packet Type and fill out the crew, emergency contact, and job 
information before selecting either Save as Draft or Preview Offer.  
 



 
 

 
Updated 1/20/2023   EP | 130 Bloor Street West, Suite 500, Toronto ON M5S 1N5, Canada | ep.com 

Do not disclose (subject to mutual non-disclosure agreement) 
 Page 12 of 14 

 
 

 
Figure 16: Manual Packet  

Note: Manual packet offers are not sent to crew. Manual packets allow you to create a 
record of the deal in SmartStart for organization and seamless reporting across your 
project’s information. 
 

Why are there no signatures on the deal memos? 
When a crew member signs their start packet forms in SmartStart, they choose “I Agree.” This 
generates a secure signature made up of a unique combination of letters and numbers (a 
GUUID) tied to the crew member’s IP address and a date and time stamp. 
 
Is there a way to send the same job offer to multiple people? 
On each crew card and crew drill-down page, there is an Actions drop-down menu. This 
dropdown lists options for modifying or working with a given offer. The Copy Crew, found 
under the Actions dropdown, will copy the entered deal points but not the crew’s name or 
email. Select Copy Crew to save data entry time.  
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Figure 17: Manual Packet 
 
I’m trying to edit an offer that was already sent to the crew member, but it is not 
letting me. What are my next steps?  
Editing offers are permission-based and can be handled by those with the Editor permission for 
your SmartStart project. Need the Editor permission? Project Setup users with access to 
Approvals Setup can make this update. To assign this permission from Approvals Setup, select 
the pencil and paper icon on the left, under the “Editor?” column. When the permission is 
assigned, the icon highlights.  
 

Figure 18: Editor  
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How do I handle a re-rate in SmartStart?  
Re-rates can be handled on the timecard or in SmartStart. To update in SmartStart:  

1. Click Actions, then Edit Crew/Change Job.  
2. Under “What type of change?” Select Job Change/Rate Change and update the rate 

information.   
 

 
Figure 19: Edit Crew/Change Job  
 
How do I add a Schedule 8 to my system? 
Canadian union deal memos are already available in SmartStart.  
 

Note: The Schedule 8 form is the deal memo document used by the Directors Guild of 
Canada. All forms for DGC Schedule 8 are already available in SmartStart and are 
added automatically when applicable. 
 

Can you add the Direct Deposit Authorization form to the start packets?  
Yes, Direct Deposit Authorizations are available when applicable.   
 

Need help?    
Contact EP Product Support Canada (Toronto & Vancouver):  
clientsupport@epcanada.com 
 
 

mailto:clientsupport@epcanada.com
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