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What is CrewStart? 
CrewStart is Sargent-Disc’s application for gathering and approval of contractual information for the 

production cast and crew. Also managing time and attendance of the crew within the timesheet 

section of the application.  

CrewStart is included and free of charge when you use our payroll services. 

CrewStart™ allows the production office to send envelopes to new production crew, enabling them 

to gather the information they require by completion of a Start Form and signing of contracts and 

other documents electronically. 

Secure electronic signatures eliminate the need for the physical circulation of documents, saving 

time and paper. Once the forms have been completed by the crew member, tailored approval chains 

guarantee that the information is seen and approved by relevant department heads, managers, 

accountants and producers.  

CrewStart is an integral part of SD’s payroll system. Once the contractual information has been 

gathered and approved in CrewStart, that information can then be exported from CrewStart to the 

SD Payroll system, enabling faster payroll processing. 

The contractual information gathered within CrewStart is held securely and can be reviewed on the 

go, anytime and anywhere. 

 

What is an envelope in CrewStart? 
An envelope in CrewStart is a package containing electronic documents such as an SD Start Form, a 

timesheet or other documents such as the crew member’s contract, box rental form or policies to be 

acknowledged.  

SD can configure your envelopes and the documents you require in those envelopes based on the 

show’s requirements. All of the documents you require on paper can be implemented electronically 

in CrewStart.  
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How to invite someone to join CrewStart 
Login to CrewStart and choose which project you would like to use.  

 

 

Then, you will need to click the Invite team member icon as shown in the photograph above. 

You will then be able to search by name, if the person you are inviting already has an account on 

CrewStart.  

 

 

 

 

 

 

 

Click Next, and complete all of the required fields which are Title, First Name, Last Name, Personal 

Email Address (You can use your project email here instead), Mobile number, Department and Job 

Title.  

Click Next, and then Add Team Member.  

You will then be asked if you would like to send that team member an Envelope. For example, a Start 

Form.  

At this point, the new team member will receive an invitation by email.  
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Accepting an invitation  
When a team member receives their CrewStart invitation by email, they will need to follow 

the link in the email. They can then request a passcode which will be texted to their mobile 

phone.  

 

They then will read and acknowledge the privacy policy and set their login credentials. They 

can either use an existing SD username and password that they use to view their payslips 

and for other CrewStart projects or they can create a new one.   

 

How to resend an invitation to Crew Member 
When an invitation has expired, or you would like to send it again as a reminder, it can be 

resent to the Crew Member.  

Go to the Team tab within the CrewStart application. Here you will see the Team Member 

list broken down by department.  

You will see a coloured icon next to each person. Green indicates the team member has 

accepted the invitation, orange indicates that the invitation has yet to be accepted, red 

indicates that the invitation has expired, and grey indicates that the team member has been 

disabled.  

 

 

 

 

 

 

Team members with pending and expired invitations (Orange and Red icons), can be resent 

the invitation by clicking on the bell icon which appears next to their name.  
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How to send an envelope to a Crew Member 
To send an envelope to a Crew Member you will need to login to CrewStart, choose the 

project, click on the Envelopes tab and then chose the 2nd icon in the top right-hand corner 

which says ‘Send Envelope’.  

 

 

The next step is to choose who you are sending the envelope to. Then you will need to 

choose which document/s you would like include and also choose a Due Date. The Due Date 

is the date in which you would like the Team Member to complete the envelope by.   

For example, we have chosen to send a Start Form along with the T&C’s in our envelope to 

the Team Member. In this case, you will then come to the PreSend section of the form this is 

where the sender (In some cases the UPM) enters information such as the Crew Member’s 

rate and what allowances they are getting.  

This part of the form is broken down into sections and will appear orange if incomplete and 

blue if complete. You can also see which fields still require completion by clicking on ‘click 

here’ shown in blue writing, highlighted below for you.  

 

Once all fields are completed, click next. You will then come to the office use only section 

where for example coding information can be entered. This field is not required to be 

completed at this stage. Click Next.   

You can then review the documents you are sending and click Next again. A summary will 

then appear, which also displays the approval chain, which can be configured based on your 

requirements.  
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At this stage you can choose to save the envelope as a Draft, for sending later or share the 

draft with someone for checking who would then be able to send the envelope to the 

recipient for completion.   

The first icon highlighted above is to ‘Save Changes’ which will then appear in the drafts tab 

on the main page of Crew Start and the second icon highlighted is the ‘Draft Sharing’. 

Completing an envelope. 
When an envelope requires completion, you will receive an email notification with a link to 

take you to CrewStart.  

You will land on the To Do tab in CrewStart, where you will see your to do list broken down 

into sections. To Complete, To Approve and Rejected.  

 

 

You can filter which envelopes you would like to view by clicking on the yellow circle icon which 

appears on the top right-hand side. You can filter by Department, Template or Week Commencing. 

You will need to click on the To Complete tab which appears blue. Then, choose which 

envelope you would like to complete which will then lead you to the envelope summary.  

Clicking next, then leads to the section of the form that requires completing. For example, 

when completing a Start Form, you will need to enter your personal details and you may 

have to attach your passport and your P45 if you have one.  

At this stage, if a team member has ever completed on CrewStart before for another show, 

they can auto complete the envelope by clicking Auto Complete.  
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Once the information has been completed, you can click next and sign off the document/s, 

which will then be sent for approval. 

How to approve an envelope. 
Once an envelope has been completed and requires approval, the approver will receive a 

notification that an envelope in CrewStart requires their approval.  

They will need to login to CrewStart and click on the To Approve tab which appears Green in 

the To Do section within CrewStart.  

 

 

 Indicates there are required fields to be completed in the Office Use section of the 

envelope 

 Indicates the number of documents that are signed/requires signing. The number 

indicator will not show if no more documents require signing 

 An enabled ‘thumbs up’ indicates that the envelope can be batch approved 

 Up/Down arrow opens/closes the envelope summary and the attachment 

information dropdown 

If the approver has many envelopes to approve, they can use the batch approval feature by 

clicking on the thumb’s up icon on the top right-hand side. This will allow them to select and 

unselect which envelopes they would like to approve. 
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Once they have chosen which envelopes they would like to approve, they can then click on 

the thumbs up icon again, this time in the bottom right.  

All the documents requiring an approval signature in the envelopes selected will then be 

displayed sequentially for the approver to sign off.  If the approver does not log out of 

CrewStart whilst signing off document they can keep reusing their signature. 

Once all of the documents have been individually signed they will then be presented with a 

summary of all documents signed, where they can then sign off the whole batch with a final 

signature.  

 

 

Some envelopes may require more than one approval, depending on your approval chain.  

 

How to export start paperwork to payroll 
The CrewStart application allows the production to send their approved and completed start 

forms electronically to the Sargent-Disc Payroll team.  

To export start paperwork to payroll the CrewStart user assigned to do so must also be a 

payroll application user.  

Envelopes containing Start Forms are available for export to payroll either once they are 

fully approved or when they have reached a nominated level of approval. For example, the 

show may permit envelopes to be exported once the unit production manager has 

approved, but the production executive is yet to approve.  
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First, go to the envelopes tab within CrewStart. The envelopes can be filtered by Status, 

Department, Template and Week Commencing by clicking on the yellow circle icon on the 

top right-hand side.  

You can see the envelopes are sorted by stage of approval, Approved, Pending Completion 

and Pending Approval.  

Pending Completion-The team member has not completed 

Pending Approval-The team member has completed but it has not yet been approved 

Approved- Fully approved.  

To export envelopes to payroll, you need to make sure the envelope has been assigned to a 

payroll beforehand. If the envelope has a Grey icon next to it, this shows that the envelope 

has been assigned to a payroll and is in the que to be exported. If the icon appears blue, it 

means it has already been exported. Inside the icon will show which payroll it has been 

assigned/exported too.  

To assign or re-assign an envelope to a payroll, you will need to click on the three dots next 

to the payroll and then Assign Payroll and choose which payroll you would like to assign it 

to in the dropdown.  

 

 

When you have done this, you are ready to export. Click on the export icon in the top right 

of the screen.  

 

Then, you need to choose export to payroll, and choose which payroll you would like to 

export to. You will then see a list of envelopes that are in the que to be exported. You can 

then choose which envelopes you would like to export by ticking/unticking.  

Fully Approved envelopes will be ticked by default, you may also see a list of Partially 

Approved envelopes to export if you have nominated level of approval set up. 

Once relevant envelopes have been ticked to export, click next and this is where you type 

your message to the payroll department. All of the ticked envelopes will be included in this 

message. 
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This will then be sent and received by our payroll department at SD, who will then import 

the electronic documents into our payroll system. These will then be checked by our payroll 

team and then create new employee records, ready for payroll processing.  

Your payroll export process has now been completed.  

What is a Time Report and a Time Sheet 
Time Report – The approach taken is to have one or several delegates per department 

completing Time Reports for the whole department per day. This speeds up the gathering of 

time and attendance and enables reporting on overtime costs every day.  There are special 

security roles within CrewStart that allow people to enter hours worked etc for they’re 

departments without allowing them to see the crew members rates.  

Time Sheet – Time Sheets can be batch generated once the Time Reports have been 

approved, which will then be sent out to the relevant department/s prefilled and ready for 

signature. Crew members will have the opportunity at this point to question they’re time 

sheet. The Time sheets will then go through the approval chain which has been set up 

beforehand. Once the Time Sheets have been sent you will be able to download a Time 

Sheet report, and export it into Excel. The Excel document has a summary tab with one row 

per person per week and a detail tab with one row per person per day. The spreadsheet can 

then be submitted to SD payroll team, to process the payments or if necessary he payroll 

accountants can make edits to the spreadsheet before sending it to SD. This is to be sent via 

message in the Payroll System.  
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Creating a Time Report  
To create a Time Report within CrewStart, you will need to go to the Time Reports tab. 

Within this tab you will see a list of time reports which have already been created.  

You will then need to click Add Time Report in the top right of the Crew Start application.  

 

 

At this stage, enter the date of the time report and the department of which the time report 

is for. You may be able to see one, several or all departments depending on your access and 

visibility within CrewStart. Once the department has been chosen you will be asked to select 

a Timesheet Template which is the set of rules for calculating overtime, for example 

‘PACT/BECTU feature’.  

 You will have the option to include all dailies in the Time Report and delate any dailies you 

do not need in the next window, or you can choose not to include the dailies and then add 

which dailies you would like to include in the next window.  

 

 

You can also check to designate the day you are creating a Time Report for as a bank 

holiday.  

Next, you will need to enter general times for the department chosen, this would be the 

working times for the majority if not all of the department.  
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Here is an example below: 

Time In: 0730 

Unit Call: 0800 

Lunch Start: 1300 

Lunch End: 1400 

Unit Wrap: 1800 

Time Out: 1830 

 

Next, enter in the day type for example Standard Working Day (SWD) or Continuous 

Working Day (CWD). Then choose what the crew was doing on that day such as Working or 

Turnaround.  

You can then enter Travel times, Unit and Location.  

 

Once the above has all been completed you can then create your Time Report. This 

populates a table with the whole department loaded with the detail you chose in the 

previous stage. At this stage you can modify by each individual if needed. Things that can be 

modified at this stage are the times worked, type of working day etc.  

 

 

If the row appears red, this means that overtime has been triggered. The time report loggers 

can see the times tab and overtime tab.  

 

The time report can be saved, whilst they are still working on it. When the time report is not 

ready to be approved, it is marked with an Orange pencil icon which means it is still being 

created/edited. When the time report logger is ready, they can then submit the Time Report 

for approval, where it will then go through the approval chain required. When the Time 

Report has been submitted for approval it is marked with an Orange clock icon.   
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Past time reports can be copied, to create a new one for another day as long as it is for the 

same department. To copy a time report you will need to click on the icon that shows two 

pieces of paper next to the report you would like to copy. 

 

You can then make any modifications and submit for approval, it’s a quicker way of 

processing time reports for the whole week as they are done per day.  

Time Reports can be filtered by Department, Week Commencing and Day, by clicking on this 

icon here. 

  

Viewing Hot Costs and Approving Time Reports 
To view hot costs and approve Time Reports you will need to be set up within CrewStart as 

an approver. With this access they will be able to open the Time Report and see three 

additional tabs, Rates, Costs and Allocations. With this access, you will also be able to 

change the Crew members daily rate/s in the rates tab, and add additional pay with reason 

in the costs tab.  

Entering times in the times tab calculates Overtime measured in Hours, this multiplied by 

the hourly rates, gives the total cost of overtime in pounds. Times can also be amended if 

necessary before approving a Time Report.  

Time reports can be downloaded into Excel, along with their Hot Costs, by clicking the 

download Time Reports icon in the top right of the CrewStart application. The downloader 

can choose a specific day, then choose whether or not to include the whole week, and also 

specify one, some or all departments. They can also choose whether or not to include the 

costs in the report and can tailor the report by day or by department.  

When a whole week of Time Reports have been approved, Timesheets can then be batch 

generated and sent out to entire departments, pre-filled and ready for signature, with the 

opportunity for the crew member to question they’re timesheet. 
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Batch Creating Timesheets 
To batch generate Timesheets, you need to click on the Time Reports tab and then click on 

the envelope icon in the top right of the CrewStart application which says Batch Create 

Timesheets. 

You will then need to choose which department you would like to generate timesheets for 

and select the start date of the week you are generating timesheets for and then choose a 

due date in which you would like the crew member to sign and return they’re timesheet by.  

Click next to then generate the batch. Preview drafts generates a PDF containing every 

timesheet in the batch, it does not send anything to the crew members and does not save as 

a draft in CrewStart. Clicking Send Envelopes will send the selected timesheets to the 

relevant department/s of crew members. 

Completing and Approving Timesheets 
As the Crew Member, once you have received your timesheet in CrewStart you can then 

view it and make sure you are happy with it and then sign of the timesheet the same way 

you would sign off a Start Form or Contract.  

The timesheet can be rejected if they wish to question anything on it.  

The timesheet for approval will appear within the To Do tab in the CrewStart application 

and will be under To Complete. 

Once completed the Timesheet will then progress through the relevant approval chain to be 

signed off/approved.  

When a Timesheet is ready for approval, it will appear in the approvers To Do section within 

CrewStart under To Approve.  

Timesheet Payroll Export 
As soon as Timesheets are drafted or sent, you will be able to download a timesheet report 

in Excel for the whole show from the Timesheets tab in the CrewStart application.  

Firstly, click Export in the top-right, select Excel, Timesheets, Timesheet template and 

specify a week commencing date. This will download an Excel report of every timesheet for 

the production that has been sent or drafted.  

The spreadsheet has two tabs, a summary tab with one row per person per week and a 

detail tab with one row per person per day. It will show Crew member names, job titles, tax 

status, w/c date, date the timesheet was created, approval status, payment totals and 

breakdown of each payment. 

This spreadsheet can then be submitted to SD through the payroll application as the payroll 

instruction spreadsheet, and if necessary, the payroll accountants can make edits to the 

spreadsheet before sending it to SD payroll team.  


