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MonaShort Creator Guide

01  Sign-in & application Step 01.01

Sign in and open your workspace
Location Home > Sign in > Account avatar > Creator workspace

Sign in with your email Account menu > Creator workspace

Instructions

1 Enter your email and follow the steps to sign in or create an account.

2 Open your avatar menu and select Creator workspace. If you have not joined, choose
Apply to become a creator.
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01  Sign-in & application Step 01.02

Get a creator invite code
Location Creator application > Step 1

Prepare your documents and enter the invite code

Instructions

1 Request a valid creator invite code from MonaShort or an approved creator.

2 Contact support@monashort.com or WhatsApp at +65 9675 1816.

3 Enter the full code and select Continue.

Note Creator invite codes use MS-XXXX-XXXX. They differ from regular friend-referral codes.
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01  Sign-in & application Step 01.03

Apply as an individual
Location Creator application > Applicant type > Individual

Personal details and identity-document options

Instructions

1 Choose Individual when applying in your own name, including for a team or studio. Enter
your legal name and residence, then confirm you meet the adult-age requirement.

2 Upload identity documents now or before your first payout. For a passport, upload the photo
page; for other IDs, follow the front-and-back instructions.

3 Documents must be clear, complete and valid. Use JPG, PNG or PDF, up to 10 MB per file.
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01  Sign-in & application Step 01.04

Apply as a company
Location Creator application > Applicant type > Company

Match the company details to its registration documents

Identify the applicant and confirm their authority

Instructions

1 Enter the legal company name, registration number and country or region. Upload 1-5
registration documents.

2 Enter the applicant name and role. Applicants who are not a legal representative or director
must provide 1-3 authorization documents.

3 Use PDF, JPG or PNG, up to 20 MB per file. Company earnings must go to an account in
the company name.
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01  Sign-in & application Step 01.05

Add contact details and a portfolio
Location Creator application > Contacts > Work and introduction

Provide contact details

Introduce your work and share portfolio links

Instructions

1 Enter an email you can receive messages at and your account on the selected messaging
platform. A phone number is optional.

2 Write at least 20 characters about your work, genres and production approach. Add an
accessible portfolio link if possible.

3 Supporting materials are optional. Continue to Review and submit.

monashort.com Back to contents 07 / 21



MonaShort Creator Guide

01  Sign-in & application Step 01.06

Review and submit your application
Location Creator application > Review and submit

Check your application details before submitting

Instructions

1 Check your information. Select Edit to correct anything.

2 Read and confirm the declaration, then submit your application.

3 Check the workspace and Notifications for the result. If declined, follow the feedback; once
approved, start creating works.
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02  Create a work Step 02.01

Choose a type and add work details
Location Creator workspace > Works > Create work

Choose a short drama or short film

Enter the title and metadata language

Instructions

1 Choose Vertical short drama for a 9:16 series, or Horizontal short film for one complete
film in 16:9.

2 Enter the work title, description and metadata language. Set AI usage to Fully AI, Partly AI
or No AI.

3 Metadata language applies to the title and description. Set the spoken language separately
in each episode.
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02  Create a work Step 02.02

Select categories and add covers
Location Create work > Category > Covers

Select relevant categories

Add both cover formats, then create the draft

Instructions

1 Select 1-3 relevant categories. Regional display is managed by the platform.

2 Upload work-level landscape 16:9 and portrait 3:4 covers; crop and confirm as prompted.

3 Create the draft to open Episodes immediately. Work-information translation runs in the background
while you add single or batch uploads.
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03  Upload & batch edit Step 03.01

Choose single or batch upload
Location Work > Episodes > Add episode

Add episode

Choose upload method

Add single episode

One episode or trailer

Batch upload

Folder or videos; confirm before upload

01  >  02  >  03

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 Select Add episode below the episode-check and batch-edit tabs. Choose Add single episode or
Batch upload. A newly created work offers the same choice.

2 For a single upload, choose an episode or trailer, check its number and access, then select Create
and upload video and choose the file. Add trailers separately; trailers are always free.

3 For a batch, drop a folder or multiple videos. Alternatively, use Add videos to select a folder or
multiple files. Selecting files opens a confirmation list; it does not start uploading yet.

4 Creating a work opens the episodes page immediately. Work-information translation runs in the
background; a pending or failed translation does not prevent adding or uploading episodes.

Uploading is not submitting for review. Finish the upload and check the details before using Batch submit.
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03  Upload & batch edit Step 03.02

Confirm the upload list
Location Batch upload > Confirm upload list

Confirm upload list
Selected: 3 · Available in this batch: 10

01.mp4 1 · 240 MB

02.mp4 2 · 240 MB

03.mp4 3 · 240 MB

Add more videos Upload selected videos (3)

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 Only video files appear, sorted naturally by filename. Number files 01, 02, 03... beforehand and
check each filename, size and selection.

2 Use Add more videos to add another folder or multiple files. Files with the same name, size and
modification time are skipped as duplicates; check other copies yourself.

3 Select the videos to upload, then choose Upload selected videos. Episodes are created in the
confirmed list order and queued automatically, after any existing episode numbers.

4 New episode names are blank, not taken from filenames. While uploads run, use Batch edit to
complete the details. Every episode needs a name before review submission.

Unselected, invalid or over-limit files are not created or silently queued for a later batch.
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03  Upload & batch edit Step 03.03

Tasks, limits and recovery
Location Top right of the work > Upload tasks

Upload tasks
3

1 01.mp4 Uploading 65%

2 02.mp4 Uploading 28%

3 03.mp4 Waiting to upload

Closing this dialog keeps uploads running. Keep the browser tab open.

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 While tasks are active, open the top-right status to see waiting, uploading, processing and failed
episodes. Closing this dialog does not stop uploads.

2 The batch queue uploads up to two episodes at once. Keep this browser tab open. A completed
transfer still needs video processing before it becomes Video ready.

3 Retry failed uploads or resume paused tasks. After a refresh, select the original files if prompted
instead of creating the episodes again. For processing errors, follow the task details or retry-sync
action.

4 Each video may be up to 20 GiB; a batch may contain up to 100 videos, subject to the work's
remaining allowance. With 10 slots and 20 files, choose which 10 to upload; the others are not
uploaded.

The workspace shows the current allowance and permissions. The task indicator clears after all tasks finish.
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03  Upload & batch edit Step 03.04

Batch edit and shared settings
Location Episodes > Batch edit

Batch edit information Apply shared settings

Only episodes missing required fields

Episode name * Description (optional)

1 First encounter

2 An unexpected guest

Dialogue language (optional)   /   Episode cover   /   Viewing access

Save changes

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 Edit the number, name, description, dialogue language and cover in each row. Names are required
and start blank; description and dialogue language are optional. Filter for missing required fields to
find gaps.

2 Save changed episode numbers to reorder the left list. Numbers must be unique integers from 1 to
10000. You can also drag an entire episode card to reorder it; follow any review-lock notices.

3 Select the episodes first, then open Apply shared settings. Check only the fields to change: name,
description, dialogue language, viewing access or cover. Unchecked fields stay unchanged.

4 Apply the settings to the selected rows, review the result, then select Save changes. A shared
name gives every selected episode the same name; enter different names row by row.

Applying shared settings does not replace Save changes. Partly-AI works also require an AI choice for each
episode.

monashort.com Back to contents 14 / 21



MonaShort Creator Guide

03  Upload & batch edit Step 03.05

Episode covers and viewing access
Location Episode check / Batch edit > Cover and access

Episode cover

Recommended · apply directly Uploaded · keep your cover

Manual cover range: 9:16 to 16:9

Some episodes paid 1 2 3

Checked episodes paid; other selected episodes free

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 For a newly uploaded episode without a manual cover, the system fills in a recommended frame
once video processing and frame generation finish. Your uploaded cover is not overwritten.

2 While the cover is being generated, you can still upload an image. Load frame choices and
selecting a recommended frame remain available. Recommended frames apply directly without
cropping.

3 Manual episode covers can be portrait, landscape or square. Images between 9:16 and 16:9 keep
their ratio; overly narrow or wide images need cropping into that range. Work-level cover rules are
unchanged.

4 Set access per episode or through shared settings: free, paid or only selected episodes paid. For
partial payment, choose the paid episodes; other selected regular episodes become free. Check
each price before saving.

A shared uploaded cover replaces every selected cover. Leave Cover unchecked to keep different recommended
frames. Trailers stay free.
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04  Manage subtitles Step 04.01

Import, review and save subtitles
Location Episode > Subtitles

Choose the language and import subtitles

Review text and cue timing

Instructions

1 Choose a language and import SRT/VTT or paste subtitle text, then select Import subtitles.

2 Choose a source and language, check the text and timing against the video, and save. Without
subtitles, submit for review first and let recognition run in the background.

3 Recognition and translation do not block review or publication. Check subtitles when available. If a live
episode shows a subtitle-change submission action, submit the changes for review.
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05  Review & updates Step 05.01

Batch review and release
Location Top right of the work > Batch submit

Batch submit

1  First encounter Ready to submit

2  An unexpected guest Ready to submit

3  Enter an episode name Enter an episode name

Publish when approved Publish at a set time

I own or am authorized to use this content

Submit selected episodes (2)

Workflow example · Sample data; follow the limits and status shown in your workspace

Instructions

1 Open Batch submit and select episodes. Items that are uploading, processing, unnamed or
otherwise ineligible show a reason. Use Go fix to add missing information or AI labels.

2 Check the work information, covers, categories and episode details. For a first release, choose
immediate or scheduled publication. Check the future date, time and displayed time zone.

3 Confirm your content rights, then submit. Each episode is reviewed independently. Approved
changes to live episodes update them without a new first-release schedule.

4 Check each result. Failed items do not undo successful ones. Retry only failed or unconfirmed 
items; retries preserve release settings. Follow progress under Review & release.

Video processing and required details must be ready. Subtitle recognition and translation run asynchronously and
do not block review or publication.
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05  Review & updates Step 05.02

Check results and update a work
Location Work > Review & release / Work information

Check each episode’s review and release status

Review your changes before submitting

Instructions

1 Check results per episode under Review & release. Follow rejection feedback; if approved but not live, 
check the release schedule. Upload completion does not mean publication.

2 Use the work-information submission action for work changes. Submit episode changes individually or
select them in Batch submit. Follow any review-lock notices.

3 Add later episodes within the original work. If a batch submission partly fails, retry only the failed items.
After publication, check playback, covers, information and subtitles on the viewer site.
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06  Earnings & payouts Step 06.01

View earnings and episode results
Location Sidebar > Earnings

Choose a reporting period and review the summary

Select a work to see episode earnings

Instructions

1 Select Last 30 days or custom dates to review credit unlocks, membership viewing,
adjustments and total earnings.

2 In Works earnings, select a work to see its episodes. Use User unlocks to check
individual records.

3 Membership earnings appear after settlement. Total earnings and the amount available for
payout are different.
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06  Earnings & payouts Step 06.02

Set up and confirm payout details
Location Payouts > Payout details > Change payout method

Choose the method and recipient type

Send the email and confirm from your inbox

Instructions

1 Select the receiving account’s country or region and an available payout method. Use the
exact account-holder or company name.

2 For bank transfer, enter the bank-provided account details, SWIFT/BIC and address. For
PayPal, follow the email prompts.

3 Select Send confirmation email, open the link in your account inbox, then return to check
the method is active.
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06  Earnings & payouts Step 06.03

Request a payout and track progress
Location Sidebar > Payouts

Check the available amount and request window

Track payout status, fees and payment details

Instructions

1 During the request window, select Request payout once your details are valid, the
minimum is met and no request is in progress.

2 Check the amount, fee, estimated net payment and account before submitting. Track the
status and payment reference under Payout requests.

3 For help, email support@monashort.com with the record ID and a screenshot.

Note Check the page for current conditions and fees. Creators managed by an agency settle their share with
the agency directly.
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