
Tool guide
A helpful guide for a smooth start.



This guide lays out helpful 
tips and steps for 
talents to understand the 
features of BBTP.

In addition, when you are 
logged in to the platform, 
most sections have help text 
available. Click on the 
orange icons for helpful tips 
and tricks.

ROLE: Talent

Welcome 
to BBTP



Registration has an initial step where the 
prompts help talent choose their right role

• If you select the 5th bubble, BBTP will 
show you one extra tap called 
"Employees" where you can add 
employee information

• If you select the 4th bubble, you will 
not have access to some platform 
features that your employer does — 
for example, the invoice and forecast 
sub tabs (p. 13-15)

• If you make any other selection, you 
are given a regular "talent view" which 
has the same tabs and features for all 
talents

Registration



• After registration/activation, when you sign in for the first time,  you will be required to 
select your interests

• "Interest Settings" is a separate option in the Profile dropdown: Based on your selections 
you will receive email alert about new needs of customers

• You can update your interests at any point
• To make sure alerts do not go to your spam folder, please select verification email as 

secure



• You can also update "Communication Preferences" via the profile dropdown
• Select which types of communication you would like to receive by checking the boxes 

and hitting "apply"
• You can update your communication preferences at any point
• If you aren't receiving any selected emails from BBTP, check your spam and trash 

folders



• In the profile dropdown, you will also find "Company Profile". This is where you should 
update your company details

• Note that this information should be completed before applying for an assignment — 
at the latest, before a contract is made

• By filling out this information in advance of applying to an assignment, you can speed 
up the process of making a contract

• If you are applying to a role and have questions about this requirement, please reach 
out to the partner in charge of the assignment for assistance



To increase the global literacy rate through our 
products and initiatives while upholding the value 
of sustainability in our efforts.

Partners tab

• The "Partners" tab lists all active partners associated with BBTP — these include Interim 
management provides and headhunting agencies

• You can view partner company details and partner contact information by clicking on 
the orange icons in the action column



CVs Tab

1 2 3

This button redirects you to 
CV profile data where you 
create the base template 
for CV creation on the tool

You can use this button to 
upload an existing CV

This button allows you to 
create a new CV starting 
with the base template you 
have saved in the CV Profile 
data section

• CV Profile data can also 
be found as an option in 
the Profile drop down 
menu

• CVs cannot be edited 
after saving as final

• CVs can be used for 
applying for an 
assignment only if it is 
saved as final

• The "CVs" tab lists all your uploaded CVs
• You can upload, edit and manage CVs in the CV tab
• You may not delete CV that has been used on application
• Note: Once you have used a CV to apply to an open assignment, you cannot delete it
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Feedback Tab

• The "Feedback" tab lists all feedback received from previous assignments
• You can choose to keep your Feedback anonymous using the visibility option — to be 

used when being shared or when being used for marketing purposes



Applying for an assignment

• When applying for an assignment, you can attach feedback received from previous assignments
• You can choose up to 3 pieces of feedback to share



Timesheet sub tab

• The "timesheet" is a sub tab under the "Financials" tab. It displays all the work hour entries you have made
• If you have not made any entries, this page will be empty — even if there are active assignments you are working on

Click on "Add Timesheet" to add workhours

Click on "Lock Timesheet" to lock your workhours -> when this is done, the partner may create invoice to you and you to 
partner
Use "Export Timesheet to export your work hour log
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Add Timesheet 

• The assignment dropdown will 
show all your active 
assignments

• Select the date you want to 
enter hours for

• Select hours worked
• Add description
• Multiple entries can be made 

for the same day
• Timesheet entries can be 

edited/deleted until they are 
locked



Lock Timesheet

• You will have to choose the assignment and date up to when you want to lock hours
• Once hours are locked for a particular date, no more entries can be added for the assignment prior to the lock date
• Existing entries within the lock date cannot be edited or deleted
• The talent and partner can only generate invoices up until the lock date



Invoice sub tab

• "Invoice" is a sub tab under the "Financials" tab. If you are registered to the platform under a company with other employees 
(see p. 3) then you will not have this tab. Otherwise, all talents will have this tab.

• The "Invoice" tab lists all invoice you generate
• You can click on the view icon to view and download the invoice
• A new invoice can be created using the "Create Invoice" button
• Any number of invoices can be created for same assignment and same time period.



Create Invoice
• Select assignment and time period for 

invoice generation
• You can only generate an invoice until the 

time period which you have locked on your 
timesheet

• By clicking "Generate Invoice Data", relevant 
information for the assignment and time 
period is displayed

• Workhours are from timesheet tab
• Other information is from contract and 

profile information

• You can add an invoice line item using the 
"add an item " option

• VAT amount and Totals are calculated 
automatically

• You can also add additional text that will 
be displayed on the invoice like a note
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Forecast tab

• "Forecast" is a sub tab under the "Financials" tab. If you are registered to the platform under a company with other 
employees (see p. 3) then you will not have this tab. Otherwise, all talents will have this tab.

• The "Forecast" tab shows the forecast for all your assignments 
• The forecast is made more accurate by you entering your estimated work days by clicking on the edit icon next to each entry



End

Still have a question?

Have a correction for this guide?

Email bbtp.support@bestbesttalentplatform.com
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