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AGENCY APPLICATIONS
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HOW TO APPLY 
ARTISTS FOR ROLES.

VIEW AGENCY

Candida Attori

The image you see is that of a cast list.

We are entering as an agency to send applications to the casting director

To do this you must go to the role and click on Candida Attori (see red arrow).
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l
SCHERMATA AGENZIA

From the menu you can 
filter the Artists

This is the page where the agent can nominate their artists.

From the image menu you can view and edit the profile (see light blue arrow).

By selecting multiple artists (2nd purple arrow), and clicking on nominate (1st 
purple arrow), you can send multiple nominations from multiple users at the 
same time.
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APPLICATION SENDING FORM 
AND APPLICATION NOTES

AGENCY SCREEN

These are the candidates selected in the previous slide.

Before sending the application, Actors and/or Agents can add notes and links 
with photos and videos.

The agent can also nominate actors who are not registered on the platform by 
attaching their link.

Having selected multiple artists, the note inserted will be the same for all artists 
(so be careful not to write specific things that correspond to only one artist).

By typing send, the applications are sent to the casting director.
Applications can be modified or withdrawn even after sending.
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CANDIDATES VISION
CASTING DIRECTOR

Now let's enter the world of the casting director and see what path the 
candidates take behind the scenes.
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CANDIDATES VISION

CASTING DIRECTOR

You are entering the cast list to view the applications received.

You can choose whether to view all the total applications for all roles (from the 
top right menu, green arrow), or those for the single role (bottom left, blue arrow).
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SCHERMATA CASTING DIRECTOR

Add Custom 
Folders

66 7

Filter by agency

nome

1

2

Here the casting director can give space to his creativity and imagination, he has 
the freedom to view artists from multiple sources.

The images at the bottom (point 1) are spontaneous applications from artists and 
agencies. While the images at the top (point 2) are suggested by the system, 
because they match the role.
This is why it is important to update the data.

This gives the casting the opportunity to discover new talents and not forget 
those already known.
For example, if an agent has not been able to make proposals quickly, the system 
suggests artists corresponding to the character in rotation.
Like Instagram stories and with each page update 4 new artists appear;

The other sources you can draw from are:
the groups that are equivalent to the casting director's personal archive (at point 
3);
the portal database (point 4) and the form to insert new artists not present on 
the platform (point 5).
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For example, I see a good actor at the theater, I want to add him to my project, 
but he is not among the site's members. In this case I can add it manually via the 
form (at point 5).

You can create custom folders that are added to the central ones, for example 
the call-back folder;

It is also possible to filter (and group) the artists by agency via the filter at the top 
left (point 6), very useful when there are many applications.

Or I can search for the artist by name and surname (point 7).

The casting director has the right, when he cannot spread the news, to insert a 
cast list visible only to himself and work on it by adding the artists directly.

For this reason, it is important (to not be excluded) that all the actors are present 
with updated data to match with the searches.
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MULTIPLE MENU, REQUEST AND ACQUISITION OF SELFTAPE OR TEST IN PRESENCE

Now we enter the audition area.

9



Multiple Actions Menu

Selecting the artist cards activates the multiple actions menu 
which allows you to perform massive operations.

Descrizione Ruolo
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HOME 
CASTING DIRECTOR

Here the casting director can view two types of menus:

The multiple menu that is activated by selecting one or more cards and allows 
you to perform massive operations on multiple artists.
Example: I can request self-tapes from multiple actors at the same time with a 
single click or call them for an in-person audition, move them to a group or folder 
and add casting notes.

In the contextual menu on the image (green arrow) I can do the same operations, 
but individually on a single artist, plus I can see the date and time of the 
application with the notes sent by the artist or agency.

If I wanted to request a self-tape from the selected artists, those with the yellow 
check, I would have to click on the megaphone icon (top right at point 6).

A page will open with a form that we will see in the next slide.
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FILL OUT THE SELFTAPE/ASSEMBLY FORM

Guida Allegati Google Drive

ACCESS AS CASTING DIRECTOR

At the top, red arrows, you can add one or more videos (even those made in the 
studio) or choose whether to send the request for a selftape or an audition in 
person.

When sending the request for a selftape, you can indicate the number of poses, 
the budget per pose or a possible flat rate.

You can attach an example video of how the selftape should be made.

You can attach the link to one or more scenes;

You can add text notes.

The description of the character is automatically taken from the role so, if it has 
been entered, it is not necessary to enter it again here. It would be a repetition.

You can indicate the deadline by which to send the selftape and the start and 
end date of the artist's commitment.
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If necessary, you can request to attach an identity document.
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ONCE THE REQUEST IS 
SENT, YOU WILL BE 
MARKED WITH A BADGE 
ON YOUR CARD

Once the request has been 
sent, the Selftape Badge 
will appear on the Card

HOME CASTING
DIRECTOR

Once the request is sent, the yellow label appears on the card to remind you that 
you are expecting a selftape from the actress.

The photo you see with the word "New" indicates that you have received a new 
application.
If you click on "Mark as seen" the agent is notified that you have viewed the 
artist.
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THE AGENT RECEIVES THE SELFTAPE 
REQUEST ALSO BY EMAIL

HOME AGENCY

The agent receives the selftape request with all the information to evaluate the 
project.

He can accept or reject the request.
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REQUEST ACCEPTED 
ATTACH ONE OR MORE 
VIDEOS.

By clicking on the + you can 
add more videos

HOME AGENZIA

By accepting the request you can attach one or more videos of the artist (red 
arrow).
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SELFTAPES RECEIVED 
ARE MARKED WITH A 

GREEN LABEL

Move artists into the folder
Selecting cards and dragging them with the mouse 1 2

HOME CASTING 
DIRECTOR

The received selftapes are indicated by the green label "Video" on the card (red 
arrow).

The casting director can also add videos of auditions made in person here.

The artists with videos must be moved to a folder, to allow multiple export and 
total viewing of the videos.

By clicking on the video item in the folder menu (blue arrow) (at point 2, top right), 
the page will open showing all the videos in the folder that you will see on the 
next page.
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BY CHECKING THE STAR YOU CHOOSE THE VIDEOS TO SHARE

VIDEOS RECEIVED FOR VIEWING

This screen shows video previews of received selftapes. Ready to watch.

By checking the star, the video is added to your favorites to share.
With this system, videos are not lost, do not end up in spam, and the link does 
not expire as happens with Wetransfer.
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VIDEO SHARING LINK - CLICK ON: «Options and Sharing»

By clicking on "Options and Sharing" (red arrow) you will access the page where 
you can generate the link to share.
To generate it, click on the "generate link" button

The generated link is private. Visible only to those who have it. It is similar to the 
"unlisted" Youtube link.
Obviously, it can be sent by email.
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link to share with the client

OPTIONS AND LINK SHARING – INFO

By clicking on «Preview» you can 
view the page, with the selected 
videos, that will be shared.

By clicking on «Remove» 
the page is deleted, if it 
has already been shared 
no one will be able to see 
it anymore.

By clicking on «Extend» 
the page display duration 
is extended by 30 days.

Once the link is generated, it is recommended to go to preview to see what you 
are sharing.

The link is valid for one month from when it is generated and by clicking on 
extend you can extend the expiration by another month and so on indefinitely.

By clicking on «Remove» the link expires before it expires. In this case the videos 
will remain available in the same position visible only to the casting director.
To share them again, just generate another link.
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PAGE OF SELECTED VIDEOS READY TO SHARE

THIS IS A PREVIEW OF THE SELECTED VIDEOS THAT WILL BE SHARED.
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VIDEOS ARE ORGANIZED BY ROLE

The videos are organized by role. Clicking on the role opens the videos with the 
same view as the previous screens.
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CREATION OF PHOTOGRAPHIC PDFs
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From the folder menu you can quickly export PDFs with photos of the actors to 
present to the production (red arrow).
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PDF FILE

Clicking on the photo 
opens the profile link

This is how the pdf looks like.
At the top is the title of the film, the role and the folder from which I exported the 
file.
Clicking on the photo opens the artist's profile.
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ARTIST PROFILE The agent can insert the link to the 
artist's agency page
Ex: www.agency.it/mariorossi

This is what an artist's complete profile looks like.

The agent can connect the artist's link to the agency page where Photos, Videos 
and Curriculum are present.
In this way the agent can apply for roles the artist with all the updated material. 
FREE OF CHARGE.
This system allows you to use the platform as a work tool, speeding up the 
application times of the artists. Which can also be done from a mobile phone.
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Google News, 
Press Review of the artist

Google Video

Google Images

Wikipedia Page

Videos on YouTube

ARTIST PROFILE DATA

Here we find the other information of the profile.

The links to the IMDB, YouTube, Wikipedia, Google Images, Video and News 
pages (where you can generate a press review of the artist in real time), are 
automatically created by the system on all profiles.
The casting director with a single click can view all the videos and photos of an 
artist present on the web.
This is a feature that is integrated on all the profiles of the artists and is free like 
all the previous steps that we have seen.
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GROUPS = PERSONAL ARCHIVE
OF THE CASTING DIRECTOR
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CASTING DIRECTOR'S PERSONAL ARCHIVE

Through groups, the casting director can create his own personal archive.
He can add one or more Groups.
Each group can contain more than 20,000 artists.
The group you see in gray is created by default.

From each group, it is possible to search for artists through filters.
It is useful for the artist to become part of the archive of as many casting 
directors as possible.
There is no specific way to do this, other than applying to projects and keeping 
the data updated.

Casting directors who have their own personal archive and wish to import it can 
contact our technical support.
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ADD INTERPRETERS TO THE ROLE FROM GROUPS OR FROM RBCASTING - CASTING DIRECTOR SIDEFilter artists by 
search criteria 
and add the most 
relevant ones to 
the role

Search Artist by Name

Check the boxes 
of the artists you 
want to add to 
the role

2

3
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The Filter button at the top allows us to activate the search filters
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FILTER BY SEARCH CRITERIA

Filters are organized by recurring data, Red arrow;

Personal data, Green arrow

Skills Blue arrow

Agencies Pink arrow
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FILTER BY SEARCH CRITERIA

These are the Skills (red arrow) and the Agency filters (green arrow).
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AGENCY
CASTLISTS RECEIVED BY EMAIL

OUTSIDE THE PLATFORM
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As an agent you can nominate your artists for projects outside of RB Casting 
(example: to a cast list received via email). If you are traveling you can also do it 
from your cell phone without turning on your computer.

To nominate them you will have to access the menu (see image at point 1) and by 
clicking on «Agency» you land on the Affiliates page. Here you can choose the 
artists you want to nominate for the project (by clicking on the photo at point 2), 
then clicking on share at point 3.
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On this page you will find the artists you have chosen to nominate (on the 
previous page).
You can customize the subject and text of the message exactly like for an email.
At the bottom write one or more email addresses to which to send the actors and 
then click on send.

The message will be sent from the agent's email address (and not from 
rbcasting) and the agent will receive the reply directly on their personal email.

1) you can write the subject; 
2) you can write the text; 
3) you can write the email address to which to send the applications; 
5) you can add via the + more email addresses to which to send the applications.
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Hi George,

I am attaching the candidates for the role of the teacher in the film “Anima Bella”.

This is the email that the casting director will receive.
Clicking on the photo or name will display the artist's profile with the link to the 
agency's page.

The email will be personalized with the agent's signature, name, logo, contacts 
and telephone.
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END
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