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Purpose

The purpose of this document is to outline the process for freelancers to accept assignments, check in and out, and
submit hours worked in ADP WorkMarket.

For questions regarding this policy, please reach out to:
Jenny Blackburn, National Director of Labor

Jenny.Blackburn@inspiresolutions.com

]
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mailto:Jenny.Blackburn@inspiresolutions.com

Step 1: Accepting Assignments

Open the WorkMarket app and sign in

Navigate to Opportunities > Assignment Invitations
Select the assignment and tap Accept

Confirm by tapping Accept again

PwnNPE

Important: Never select "Counteroffer"

Once accepted, find your assignment under My Work > Assigned

*.40100% .4 0100% .4 0100%
Last updated: 17 Sep 2025 at 12:48:13 PM (@]
- ‘o % Last updated: 17 Sep 2025 at 2:31:14 PM (&}
i ) Assignment in Progress
Test - 6% Deduction
S Test for clocking in/out/adjust minimums
L B INSPIRE Event Technologies, LLC $0.10
- (D Starts 11:00 AM Sep 17 PDT il
OD portunities @ 9800 international Dr
Orlando, FL
| Assignment Invitations : . o
& Accept this Assignment
Do you want to accept? You can also
Work 4 e
counteroffer with a new price and/or

schedule

CANCEL COUNTEROFFER | ACCEPT

ZL In Progress

| Pending Approval
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Step 2: Checking In and Checking Out

On your work day:

1. Go to My Work > Assigned and select the assignment for the day

N

Tap Check In when you arrive at the location

3. Tap Check Out at the end of your shift

*Note: you must have your location setting enabled while using this application.

“

SUMMARY

1/28/2026

Test for clocking in/out/adjust minimums

2:34 o2

Status:
ASSIGNED

DETAILS

Assignment |D 1534898837

REQUIREMENTS

¥4 0100%

<

DELIVE

Hourly: $0.01/hr (up to 10 hr) £0.10
Total budget £0.10
15 Day Terms

INSPIRE Event Technologies, LLC

Starting at

11:00 AM Wed 17 Sep 2025 REMINDER
9800 International Dr, MAP

Orlando, FL 32819

COMNTACTS

OWMER
Jenny Blackburn
(407) 602-8118

jenny.blackburn@inspiresolutions.com e

Waork

CHECK IN

COMPLETE

o

SUMMARY

2:35 o

Status:
IN PROGRESS

DETAILS

REQUIREMENTS

.4 0100%

< m

DELIVE

@ Checked in for: 00:00:06

VIEW

Test for clocking infout/adjust minimums

Assignment 1D 1534898837

Hourly: $0.01/hr {up to 10 hr) $0.10

Total budget $0.10

15 Day Terms

INSPIRE Event Technologies, LLC

Starting at

11:00 AM Wed 17 Sep 2025

9800 International Dr, MAP

Orlando, FL 32819

CONTACTS

OWNER e
CHECK OUT
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Step 3: Submitting Your Minimums

When you are done working:

Tap Complete

2:37 ¥4 0100%

Status:

€ INPROGRESS < 9

SUMMARY DETAILS REQUIREMENTS  DELIVE

® Time Logged: 00:02:03 VIEW

Test for clocking in/out/adjust minimums
Assignment ID 1534898837

Hourly: $0.01/hr (up to 10 hr) $0.10

Total budget $0.10
15 Day Terms

INSPIRE Event Technologies, LLC

Starting at
11:00 AM Wed 17 Sep 2025

9800 International Dr, MAP
Orlando, FL 32819

CONTACTS

Only check in for this assignment if you are resuming. Review the
Checklist before completing this assignment.

CHECK IN COMPLETE
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1. Onthe Invoice screen (1 of 3), verify your hours
o If hours don't meet your minimum, tap Edit next to "Time on job"
o Adjust to reflect your minimum hours, then tap Done

o Note: Check with your Labor Coordinator if you're unsure of your minimums

2. Tap Nextin the top right

3. Skip the Tax Obligation screen (2 of 3) by tapping Next

4. On the Work Summary screen (3 of 3), add a brief description (e.g., "work completed")
5. Tap Submit

Your assignment will now show as Pending Approval

Repeat these steps for each scheduled work day.

239 &

X 1of 3: Invoice

241 & .4 0100%

X 1 0f3: Invoice

243 @ .4 0100%

€ 20f3:TaxObligation = wext .

2:45 @

¢ 30f3:Work Summary

Review the budget and moke odjustments as needed

Time on job: | EDIT

Review the budget and make adjustments s needed

Time on job: DONE

Review the tax rate for this work

Tax Rate: 0% EDIT

Provide a summary of the work performed, ond submil for opproval

Work completed
Budgeted: Budgeted: F
10:00 @ $0.01 / hour 10:00 @ $0.01 / hour O This amount will not be deducted from your earnings. At 485 characters remaining
any time, you can run an earnings report that includes tax
Logged: 00:02 Logged: 05:00 obligation data.
Invoice Amount EDIT s 5 + - 0 +
Hourly: $0.01/hr {(up to 10 hr) $0.00
Total Budget: $0.00
Invoice Amount
Hourly: $0.01/hr (up to 10 hr) $0.05

Total Budget: $0.05
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Requesting a Budget Increase (For Hospitality Only)

If your assignment is for Show & Event Services, this section does not apply to you. Please ask your labor coordinator
if you are unsure.

If you need to stay beyond your original allotted time:

1. Open the In Progress assignment
2. Tap the 3 dots in the top right corner
3. Select Request Budget Increase
4. Enter the new total hours needed
5. Enter the reason
6. Tap Send
2:42 L
< IN PROGRESS Q-
@ Time Logged: 00:00:02 VIEW

CONTACTS

Stefanie Test
Assignment ID 3718772752

Hourly: $0.94/hr (up to 10 hr) $9.40
Total budget $9.40
21 Day Terms

INSPIRE Event Technologies, LLC

Starts at REMINDER
1:00PM Fri 07 Nov 2025 EST

First day start time: 1:00PM EST

Here MAP

3801 Broadway,
San Antenio, TX 78209

Only check in for this assignment if you are
resuming work. All Checklist items are checked

off

1/28

CHECKIN COMPLETE

/2026

Assignment ID 3718772762

Add label

Request bonus

Request reimbursement

| Request budget increase |

Request reschedule
Download work order
l Cancel assignment

Private Notes

e —— =t

Cancel

2:43 06 = 4}

Cancel Budget Increase

Request a modification to the budget for this assignment

Present Budget: $9.40
Hourly Rate: $0.94 (Up to 10 hr)

New Number of Hours®
12

Total
$1.28

Reason For Request*
| was asked to stay later to help strike the show.
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Step 4: If You Forgot to Apply Your Daily Minimum

If you forgot to adjust your hours worked to your minimum, the Labor Coordinator will return the assignment:

1.
2.
3.
4.
5.
6.
7.

Go to Work > In Progress

Select the assignment labeled Incomplete Assignment
Tap the messaging icon to view the coordinator's message
Tap Complete at the bottom right

On the Invoice screen, tap Edit next to "Time on job"
Adjust to your minimum hours

Complete the remaining screens and Submit

¥.40100% 256 .4 0100% 3:00 .4 0100% 245 @& ®.40100%
Status: o
€ |NPROGRESS < M| X 1of 3: Invoice & 3of 3: Work Summary suBMIT
Last updated: 17 Sep 2025 ot 2:56:13 PM. O SUMMARY DETAILS REQUIREMENTS  DELIVE Review the budget and make adjustments as needed Provide o summary of the work performed, and submit for approval
Assignment in Progress x Time on job: &
Test - 6% Deduction = Budgeted: Work completed
@ Time Logged: 00:02:03 VIEW A
10:00 @ $0.01/ hour 485 characters remaining
4 MORE Logged: 10:00
I Work Test for clocking infout/adjust minimums - 10 + = 0 =
Assignment ID 1534898837
5 InProgress )
Hourly: $0.01/hr (up to 10 hr) $0.10 Invoice:Amount.
Hourly: $0.01/hr (up to 10 hr) $0.10
‘} Pending Approval Total budget $0.10
15 Day Terms Original Budget: $0.10 Total Budget: $0.10
INSPIRE Event Technologies, LLC
Starting at
11:00 AM Wed 17 Sep 2025
9800 International Dr, MAP
Orlando, FL 32819
CONTACTS e
Only check in for this assignment if you are resuming. Review the
= | |
L i K 9 ' CHECK IN COMPLETE
Harme Wiy Work Find Work Fuents Herts
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Once you hit Submit, the status of the assignment will change to “Pending Approval.”

3:02 &% ¥ .4 0100%

< PENDING APPROVAL < M

SUMMARY DETAILS REQUIREMENTS  DELIVE

@ Time Logged: 00:02:03

Test for clocking in/out/adjust minimums
Assignment ID 1534898837

Hourly: $0.01/hr (up to 10 hr)
Hours worked: 10 hr $0.10

Total $0.10

15 Day Terms

INSPIRE Event Technologies, LLC

Starting at
11:00 AM Wed 17 Sep 2025

9800 International Dr, MAP
Orlando, FL 32819
CONTACTS

OWNER
lenny Blackburn
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Once the Labor Coordinator or assighnment owner approves the hours, the assignment will move to the “Invoiced” tab of
your My Work section. Once the invoice is paid, the assignment will appear in the “Paid” tab of your My Work section.

For invoice questions, contact your Labor Coordinator or assignment owner.

3:03 ¥4 0100%

@ My Work Q

OoLD PENDING APPROVAL INVOICED PAID

Last updated: 17 Sep 2025 at 3:03:50 PM G

Test for clocking in/out/adjust minimums

B3 INSPIRE Event Technologies, LLC $O 10
© Payment Due Oct 02

@ 9800 International Dr
Orlando, FL
MAP

total

ﬁ il Q o [ 4

My Work Find Work Funds Alerts
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