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All creative requests are to be requested within 
Workfront. Workfront is the project management 
tool used by the global Creative team. 

Overview of Workfront process:

1. Requestor submits Workfront request. 

2. Creative assigns request to a designer  
and notifies the Requestor via email that it is with 
the Creative team. 

4. Designer executes request and sends to 
Requestor for review via email.

5. Requestor edits are sent to Creative via email.

6. Steps 4 and 5 continue until approved  
by Requestor.
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Creating your Workfront account 

Visit https://whitecase.my.workfront.com

Or search “Workfront” in Connect.

Once you click on the URL, you will launch 
into the Workfront Tool and your account will 
be automatically created. No username or 
password is needed. 

Bookmark the page.
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Submitting a Workfront request

Step 1 : In top navigation bar, select 
“Requests”.

Step 2 : In the “Select Request Type”    
drop-down, select “Global Creative Services 
Request Form.
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Submitting a Workfront request (continued)

Step 3 : Select the region that initiated the 
request.

Step 4 : Select the creative request form 
that fits your request from the “Events”, 
“New Project” or “Updates to Existing 
Project”.

Choose “New Project” if this is a brand new 
project. 

Choose “Updates to Existing” if you have 
updates to an already existing project.

Choose “Event” if you are in need of an 
internal invite, save the date, etc. 
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Submitting a Workfront request (continued)

The Creative request form will populate. 

The Creative request form encompasses 
all information needed by Creative to 
immediately execute your request.

Once the form is complete, hit “Submit” at 
the bottom. This is then submitted directly to 
Creative. 

Creative will notify you via email that your 
request has been received and has been 
assigned to someone on the Creative team.
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Overseeing project status

You will now have visibility into the status of 
your project with the Creative team. 

You can find this by navigating to 
“Requests” then “Creative Services Project 
Status”.

The first report, “GCS Requestor Open 
Project Status” will show you each active 
project name, details, who is executing and 
how far along it is in the creative process. 
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Overseeing project status (continued)

The second report, “GCS Requestor 
Recently Completed Projects” will show 
your recently completed project name, 
details and who executed your request. 
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Overseeing project status (continued)

The third report, “GCS Requestor General 
Record Search” is a record search based on 
asset type. 

Be sure to select “equal” from the 
drop-down menu. 

Then select the asset type you would like to 
see.
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