





PSL3 User Manual

© 2011 Cast & Crew Entertainment Services, LLC.

All rights reserved. No parts of this work may be reproduced in any form or by any means - graphic, electronic, or
mechanical, including photocopying, recording, taping, or information storage and retrieval systems - without the
written permission of the publisher.

Products that are referred to in this document may be either trademarks and/or registered trademarks of the
respective owners. The publisher and the author make no claim to these trademarks.

While every precaution has been taken in the preparation of this document, the publisher and the author assume no
responsibility for errors or omissions, or for damages resulting from the use of information contained in this
document or from the use of programs and source code that may accompany it. In no event shall the publisher and
the author be liable for anyloss of profit or any other commercial damage caused or alleged to have been caused
directly or indirectly by this document.

Compiled and Curated by: Virginia R. Rios (Cast & Crew Product Support Department)

Printed: November 2011






Contents 5

Table of Contents

Part |

Part ll

0 N O G A ON -

Part il

Part IV

3
PartV

HOW TO USE THIS MANUAL 11
e S Y O 12
AUAIBNCE e s 12
Training s 12
Cast & Crew Website INFO ... 12
PSL3 System ReQUIFEMENLS ...ttt s s 13
ACCESSING AND LOGGING INTO PSL3........ooieiiiiiiiiiri s s s s s ra s e e e nan e 14
Opening the PSL3 Wb Page ..ot sireste s s sscsss e sse e s e sas e sae s s e sas e sas st s e sassesasssssesasseesensssenans 14
I T e 11T X T 14
Selecting @ databhaSse ...........ccccccceeeiiienirirse e e na e e e 15
UNDERSTANDING PROGRAMS AND COMMAND SCREENS..........cccccuiiimmiri e e 16
Program MeNU Bar ...ttt bbb 16
ICONS AND SHORTCUTS.......ciuiiiiiiiiairiaserasrrasssressrmasseas s srasssrassrnssssmnssenassennssrrnsssennssennns 18
TOOIDAr ICONS ... e e s 18
FUNCHION KEYS ... e 19
Name Keys and Key CombINAtioNS ... 20
SETUP 25
Bank Code ENtry........ccoveiiieiiiiiiiier i ss s s sr s s n s sm s s s s s s s nan s ma s s m s rm s rnanrr s rn s rnnnennnranrnnnrnn 26
Production Code ENtry........c.cceiiiiiiiiiiiii i s e e 32
Company Code ENtry.......ccciiieuiiiiiiiiiiiii e e e e e 35
CUurrency Code ENtry........cc i s s s s s s ra s e s e rea e e e n s e a s e n e nnnrnnnnen 38
85T =3 0o Yo [0 = o T/ 42
Location Code ENtry..........oceuiiiiuiiiiiiii i e 45
Set Code ENtry.....oceeiiiiiie e 48
Additional/Optional Setup SCreens.........ccoie i e e e e e e e nes 51
VENDORS o7
VeNdOr ENtry......oieeiie i e e 58
Vendor Listing REPOIt.......coceuiiiiiiiiir e e e 65
Additional Vendor Screens/RePOIS........ccoceiieiiiniiiiiiiirirresrrasrrn s s s s s rnssrn s srnssenssnnsenns 69
PURCHASE ORDER 73
O T 1 /N 74
O TN o T = 81
Additional P/O Screens/RePOItS.........ccvieiieiiieiiiiirsrresresrsnssassassrasrnssrnassmssenssenssenssenssnssenns 85
ACCOUNTS PAYABLE 89
o S o 1 /8 90

© 2011 Cast & Crew Entertainment Services, LLC.



PSL3 User Manual

2

3

4

5

6

7

Part Vi
1

2

3

4

Part VIl
1

2

3

4

5

Part Vi
1

2

3

4

5

6

7

Part IX
1

2

3

4

5

6

Part X

Post A/P Transactions/Edit List.........ccooiuiiiiiiii e e 98
[T 1= 0 oY= o TN 1 = o 1 104
Modify OPen [HEMS......iiiiii e e 107
RY 2o T 0 o =Y 4 T 1 (=Y 4 1= 112
1099 RePOItiNg SCrEENS.....ccuiieiiiiiiiiie i s s s s rs s e s e res s s sm s rassrassrassnasrnssenssennsennsnnnenn 115
Additional A/P SCreenS/REPOITS........covuiiieiiiiiiiiirecrrs s rrsrr s s s s s e rrasrransnsrnasemssennsennss 117
PETTY CASH 121
o L O 3 1 SN 122
Post P/C Transactions/Edit List..........cc.oiiimiiiiiiii e e 131
P/C Crew Advances/Activity Report.........cooiiiiiiiiiiiiii e 136
P-Card VIEeW/REPOIL. ... .. iii et rr s sr s e s s e s s e s s s s e e s em s rna s s nas s s rmnsennssannnsns 140
JOURNAL ENTRY 149
B0 LU ¥ 4 /P 150
Post JIE Transactions/Edit List...........ccoueiieiiiiiii s s e 156
Posted Transaction/Iltem Editor.............ooiuiiiiiie e e 161
G/L Transaction Changes RepOrt..........ccoieiiiiiiiiieiieirec e e e ra e s e e e n s enn s enns 165
Import an EXcCel File.......coiieieiei s s s s s s e s r s n s rn s e n s e s e s nnnennneen 168
PAYROLL 175
Load/Interface C&C Payroll INVOICe .........cccuiiiiiiiiieiiii s re e e sr s e s s a s e s e e e ee 176
o= Y7 o =4 /S 180
Post P/R Transactions/Edit List...........ccoueireiiiiiiiiiiieir s s rrrrsrr s s s e r e e 188
Load Payroll/Other COmMPany.........coiiriuuiiimiuuniiri s e raaa s 194
Print Payroll ChecCKS.......coiie i ir s s e s s s s s s s s e e s e s rn s enn s en s sennsnnnsnnnnnn 198
o= Y7 o L 1= o 0 20 Yo T o 200
Additional Payroll Screens/RePOItS........c.ceuiiiiiiiieiiinii e 204
GENERAL LEDGER 209
Chart of ACCOUNES ENry........cocuiiieiiii i crc e s s s s e s e s s s e m s s s e s ra s ranrnn s ennnenns 210
Chart of Accounts Listing REPOIt.........ccccoiieiieiiiiiire s s s s s e s r e n s rnnenes 215
Trial Balance REPOIt...... .o ir s s s rr s e s s e s s s e s e s e s m s smnsnmnsrnnss 218
=71 o (=0 30 T 224
Additional G/L ENtry SCre@NS......cciiuiiieiiiiiiiiiisissessassrasrassrassnssnssenssenssesssnsssnssensssnssnnnss 231
Additional G/L Inquiries and REPOILS..........ccceeuiiiiiimiirerirrrrr e s s s s s s rrsrnsrn s e s e rrnnss 233
CHECKS 237
Pre-Check Printing Report...... ..ot s s e rr e rr s e s e s e s e s e e e een 238
Computer Checks and Check Register Summary Report........ccccovieiiiiiiiircieccrceeneeeeenn 241
Void and ReissuUe CheCKS........cccoieiiieiiieiiiiiiiiirers s s s rr s s s s s s s sr s e sm s sm s nmnsranss 249

© 2011 Cast & Crew Entertainment Services, LLC.



Contents 7

Part XI

N O a0 WODN -~

Part Xli

A Hh ON =

Part Xlil
1

Part XIV

Part XV

Bank RecoNCiliation........ccoceiieiiniiii i 255
Positive Pay Export and RePOrt.........cooveireiiieiiiiirircerrer s s s s srasrsrr s rn s rn s e s e snnnsnnnees 261
Additional Check Screens/RepPOItS..........c.ciiuiiiiiiiiiii s s e 266
BUDGET 271
1 0]« o T 4 T = 10T o = 272
Create @ Budget.........ooeuiiiiiiii i e 277
Delete @ Budget.........coiiuiiiieiiii i 281
Budget AmMount ENtry ..o s s s s s s s r e s r e r e r e rr e nnanen 284
Budget Listing REPOIt.......ccc i s s s s s s s s s s s rranrn s rn s rn s e s e e nanrnnnren 288
Additional Budget SCre@nS........ccciiieiiiiiiiiii i 290
Additional Budget Inquiries and RepPOIts.........coccoiimiiiiiiiiii e 292
COST 297
L L O 298
Variance ENtry.........oiieiiiii i e 304
Cost RepOrt/EFC WOrksheet...........ooieiiieiiiiiiie et rr s s s e e e e 310
Estimated Final Cost REPOI.........cccuiiiiiiiiiiiic e e re e e s s e e e s e s e s e e e ees 319
Additional Cost Report SCreens/RePOIS.......ccccuiiiiiimiiieiirc i s s s rrr s e s e rranes 327
CLOSING 331
L0 e T oY T o 332
RECURRING BATCH 339
Create/Establish Recurring Batches...........cccoiviuiiiiiiiiiin s 340
Process Recurring BatChes..........ccooiiieiiiiiiiiin e e 343
[T o = 7= e T30 2T o T 346
GLOSSARY 351

© 2011 Cast & Crew Entertainment Services, LLC.






HOW TO USE THIS
MANUAL

Secti







HOW TO USE THIS MANUAL 11

Section 1 HOW TO USE THIS MANUAL

Welcome to the User Manual for Cast & Crew's PSL3. The purpose of this manual is to give you an
organized guide to assist you in your use of the program.

We encourage you to review this manual in order to better understand the powerful capabilities of the
PSL3 program.

This manual contains step-by-step instructions, covering every aspect of the program. Additionally, you
will notice along the way, various Note and Warning messages are displayed which may be helpful in
your use of the program. These are noted as follows:

NOTE:

Notes are designed to remind you of certain
program behaviors or alert you to things which
may be beneficial as you use the program. Notes
may also include examples to better illustrate or
explain the topic on which you are working.

WARNING:

Warnings are exactly that - a warning. As you
complete certain function such as deleting items
or changing values, these are things which you
should be aware of before proceeding.

© 2011 Cast & Crew Entertainment Services, LLC.
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Chapter 1.1 PREFACE

PSL3 offers an internet-based solution to your Production Accounting software needs. This efficient,
secure and easy-to-use Production Accounting software features a multitude of aspects including:

= Production Cost capability

= Multiple Production capability

= Multiple Company capability

= Special Episodic-Television formats
= Payroll Interface

= Onsite Payroll Check Printing

= Extensive, secure web access

= Multi-user, worldwide capabilities

= Multi-tasking capability

= Optional database hosting

= Customizable reports

= Report previewing

= Twenty-four hour support, seven days a week (24/7)

Audience

This manual is for anyone using PSL3 to manage Production Payroll and costs. It introduces new users
to the fundamentals of PSL3.

This document assumes that you have online access to PSL3 and are familiar with the Windows
platform, Internet Explorer web browser, as well as Production Accounting.

Training

Whether you're starting a new job and will be using PSL3, or simply want to bolster your skill set for
your resume, Cast & Crew offers hands-on tutorials in our Burbank office, or visually enhanced, on-line
remote sessions to allow you to “see what your instructor is seeing” from the comfort of your own office,
anywhere in the world. Training sessions are usually held on a weekly basis but it is best to call in
advance to schedule. Please note there is no cost to attend a PSL3 Training session.

NOTE:

Please email support@castandcrew.com or
contact the Support Department at 818-848-0999
to set up a free PSL3 Training Session. Please
provide your full name, studio and film/show you
are working on (if any), position and contact
information.

Cast & Crew Website Info

To learn more about Cast & Crew and all it's senices including PSL3 Support, please visit the following
website: https://www.castandcrew.com .

© 2011 Cast & Crew Entertainment Services, LLC.
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PSL3 System Requirements

Recommended System Requirements for PSL3 Client Computers:

Hardware:

Software:

Intel Pentium 4 GHz Processor or higher
Video Processor with minimum 128MB Video Memory
Minimum 2 GB RAM

80 GB Free Hard Drive Space (larger databases may need additional storage for reports)

Operating System — Windows XP Pro 32-bit, Windows Vista and Windows 7
Java Version — 1.5.07

Web Browser - Internet Explorer 7.0 or later, Mozilla Firefox 7.0 or later

Internet Access (choose one of the following):

Printer:

Broadband Internet Service Provider (DSL or Cable Modem)

Dedicated Internet Access (Corporate LAN) providing at least 128 kbps throughput for the
PSL3 Workstation

For a complete list of compatible printers, please email support@castandcrew.com or
contact the Support Department at 818-848-0999.

For magnetic (MICR) Check Printing, use MICR toner (for On-Site Check Printing)

USB Printers not supported

© 2011 Cast & Crew Entertainment Services, LLC.
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Chapter 1.2 ACCESSING AND LOGGING INTO PSL3

PSL3 is a completely internet based system that can be accessed worldwide, using a web browser
such as Internet Explorer, Mozilla Firefox, etc.

Opening the PSL3 Web Page

Opening the PSL3 web page for your PSL3 database:

Start by opening the PSL3 web page in Internet Explorer, using the internet address, User Name and
Password supplied by the Support Department via email. You may want to add the web address to your
browser’s list of Favorites for easy access.

For example:

/= Welcome to Tabbed Browsing - Windows Internet Explorer

r————

o e * |@& | https:/fstudio, castandorew, com

k|

File Edit ‘Wiew Fawvorites Tools  Help J
W N TN W N WYY VT WA W W W WY _T__TWE W YW,

To access your PSL3 database:

Type this address in the address field of your internet browser and press Enter. The first time you visit
the PSL3 web site, a screen appears, asking whether you want shortcuts created.

PSL3 - burpslgal - Create shortcut(s)

' wiould vou like to create deskkop and start menu shortcuts For
L] P3L3 - burpslgal?

[ fes H Mo H Configure ...

If you choose to create shortcuts, the next time you want to access PSL3, you can double-click the
shortcut on the Desktop or click the PSL3 Start-menu item as shown in the following example.

@ Cast and Crew PSL3 - burpslgal

Logging in
You'll need a User Name and Password to access PSL3 which is supplied by the Support Department

via email. Upon logging in to PSL3, you have the option to change your Password in the Change
Password [newpass] screen located in the 'Setup' module.

© 2011 Cast & Crew Entertainment Services, LLC.
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To log in to PSL3:
Please note the User Name and Password are case sensitive fields, usually lower case.

» Type in your User Name.

> Click in the password field or press the Tab Key. Type your Password and press the Enter
Key or click 'OK".

Selecting a database

Your PSL3 is set up with at least one database. Ifit’s set up with more than one (if you're working on
more than one show), you can choose which database to open. If you need to switch databases, first
logout, then login and select the new database. To have two PSL3 databases open, start another PSL3
session (in a new web browser window) and select the new database.

To select from among multiple databases:

Once you have successfully input your login credentials, select a database and press Enter or click
'OK'. The home screen for your database displays. Now you are ready to explore the functions and
capabilities of PSL3.

© 2011 Cast & Crew Entertainment Services, LLC.



16

PSL3 User Manual

Chapter 1.3 UNDERSTANDING PROGRAMS AND

COMMAND SCREENS

Program screens allow you to open or close programs, enter setup records, enter or post transactions,
retrieve (find) entries, inquire into entries, and generate reports. As with the home screen, you can type
on the Keyboard or click the mouse to navigate the screens and command the programs.

Program screens include the following areas:

= Title bar

= Program menu bar

= Toolbar

= Working area

= Hint bar

= Activity bar, for screens where you work with entries

The exact layout of the program screens depends, in part, on the type of accounting
procedures it supports:

= Setup (record) entry
= Transaction entry

= Reporting

= Posting

= Inquiry

Screens that support the same type of procedures have similar layouts. For example, record entry and
transaction entry require similar steps and thus the setup entry and transaction entry screens are
similar. The other factor affecting the layout is the type of data the screen displays, for example, bank
data versus vendor data. Once you're finished working in a program screen, you use a command screen
to finalize your task.

Program Menu Bar

The program menu bar displays the names of the menus for working with program screens.

File Edit Programs Options View Favorites Help |

Click on the name to open the menu. If there is a keyboard shortcut for the menu item, it is displayed to
the right of the item. Menu items with an arrow to the right open to a sub-menu when you mouse over
them.

© 2011 Cast & Crew Entertainment Services, LLC.
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The following are brief descriptions of the menus you can access from the program menu bar.

File - The File menu allows you to set up printer pages and exit the program.
Edit - The Edit menu allows you to edit and find (retrieve all or some) transaction entries.

Programs - The Programs menu (shown at the beginning of this section) provides another
option for opening programs. Although it uses a menu format instead of a tree format, the
programs are organized as they are in the program tree.

Options - The Options menu provides a mouse-based way of accessing keyboard shortcuts
for working with fields, working with entries, and for opening Help. You can also use it to exit
(close) a program.

Favorites - The Favorites menu provides quick access to programs you’ve added to your
PSL3 favorites. This function allows you to add and quickly access bookmarked programs.

Help - The Help menu provides several types of help, as well as “about the program”
information.

© 2011 Cast & Crew Entertainment Services, LLC.
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Chapter 1.4 ICONS AND SHORTCUTS

PSL3 provides several methods for interacting with the program, including icons, keyboard shortcuts and
mouse shortcuts. You can pick the method that best suits your work style. You may want to print the
following tables to use as a quick reference.

Toolbar Icons

Toolbar icons are displayed at the very top of each PSL3 screen. The following tables describe the
PSL3 icons for program toolbars which are as follows. Please note if an icon is colored gray instead of
blue, the action is not available.

+
g
; =
]
E 15 E =- Cursar
= |W |& [ E | Function lecation  Description
u E |P First entry Field Go to the first entry
u E |P Previous entry Field Go to the previous enfry
[] E |P Mext entry Field Go to the next entry
u E |P Last entry Field Go to the last entry
E E [P Add entry Fizld Add a new entry
E Mark entry for Record- Mark the entry for deletion
deletion enfiry or
header
fiekd
E Distribution  Mark the distribution line for deletion
field
n E Find entries Field Find entries based on search criteria
E E Update Field Save the changes made since the last sawve, and
leave the curment eniry displayed on the screen.
Example use: interim sawes while entering a
transaction with many distribution lines
D E Accept Field Save the changes (including deletions) since the
last save, clear the screen and leave the
program cpen
- E Cancel changes Field Cancel all changes and new enfries since the
last save, dlear the screen and leave the
program cpen
n E Ext Field Sawve changes and new entries, and close the
program
n E R | Detail Fizld Display detailed information (if available) for the
field
n E R | Pick Field Displays a dropdown list of the awailable entry
choices for the field

© 2011 Cast & Crew Entertainment Services, LLC.
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Function Keys

Function keys provides shortcuts to commands, additional information, and inputting, finding, saving or
changing entries. The results of pressing a function key depend on the location of the cursor:

© 2011 Cast & Crew Entertainment Services, LLC.
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Curser
Key Funetionh leeation Result of pressing funetiah key

Fi Command Field Displays command screen. Commands shown depend on the
accounting task and stage of data entry.
m Pick list Field If available, displays a drop-down list of possible entries for the field.
’EI Detail Field If available, displays additional information for the field.
’EI Add Figld in Creates a new enfry ready to be filled in, and automatically fills in the
header reference number.
section or in
record-entry
ECrEEn
Field in Creates a new fransaction line, ready to be filled in.
distribution
section
’EI Foom Field Accesses or adds infomnation from a related program while keeping the
orginal program open.
q Help Program Displays a C&C web page with links to contact information.
SCIEEn of
field
7 Find Blank field Searches for and refrieves entries from your database. Pressing <F7=

=

in a blamk field (that is, not entering a search criterion) retrieves all the
entries related to the program.

Populated Searches for and refrieves entries from your database. You can use
field search oriteria (including the ® wildcard) to namow down the enfries
retrieved.

Enterimg a value im one or more fields and then pressing <F7> (that is,
entering search criteria) retrieves only the enfries whose value for the
fields match the entered values.

rH Back Field Mowes your cursor back to the previous field where you can input data.

Duplicate Header field Duplicates the field value from the previous entry.

==

Distribution Duplicates the field value from the previous distribution line.

field
qﬁl Mark for Header field Marks the entire entry for deletion, as shown by red lines through all
i—  deletion header fields and distribution lines.
Distribution Marks an individual distribution line for deletion, as shown by a red line
field through the distribution lime.
’ﬁl Jump Transaction Jumps between the header section and distribution section.
SCresn
“EI Remark Field Adds a remark to the displayed entry.

Name Keys and Key Combinations

The behavior of name keys and key combinations may change, depending on the location of the cursor.

© 2011 Cast & Crew Entertainment Services, LLC.
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Keys Function

Result of pressing keys

21

Cursor location
<Enter= Accept Eniry screen Accept the data you entered and move the cursor
forward one field.
Message screen Close the message screen.
Command screen Executs the entered command.
<Tab= Mavigate Program screen Move from field to field.
<Cti=+<Tab> Mavigate Program screen Mowve from group box fo group bo.

<Page Down>  Mavigate
or <Page Up=>  enfries

Pick list in an entry
sCreen

Page up or page down through the list.

Mavigate Field in the header  Display the next or previous entry for the field.
fields of a transaction
eniry screen that
has entries
Mavigate Field in the Display the next or previous page of entries for the field.
pages distribution line of a  For example, a P/O may have more distribution lines
transaction entry than one screen can display. Move your cursor to a
screen that has distribution field, then press <Page Up> or <Page
enirnes Cowni> to go through the distribution lines one page at a
time.
Left armow Mavigate Field Mowve your cursor one character left or night.
<+—>=or Right characters
ETOW <>
Up amow <t:= Mavigate Field of a Mowve the cursor up or down the column of distribution

or Down armow  enfries

distribution line

lines.

=)=
<Cri+U= Mavigate Field Move the cursor back one field.
fields
<Shift=+<Tab> Mavigate Field Move the cursor back one field.
fields
<CtA=+X Enterdata Field Blank out a field.
<Backspace> Enterdata Field Deletes the character to the left of the cursor.
<Ctr=+<il= Enterdata Field that has a Restore the previous value of the field. Cursor must not
changed entry lzave the field between the entry and the restore.

© 2011 Cast & Crew Entertainment Services, LLC.
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Section 2 SETUP

This section will address the following programs:

» Bank Entry

» Production Code Entry
» Company Code Entry
» Currency Code Entry
> Series Code Entry

> Location Code Entry
> Set Code Entry

> Additional/Optional Setup Screens

25
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Chapter 2.1 Bank Code Entry

Use Bank Code Entry [subank] to set up a Bank Code for each bank account you intend to use during
Production. This screen is also where you can set up a Petty Cash Bank if needed. The data you enter
in the Bank Code Entry [subank] screen can be changed at any time, except that the Bank Code itself
can not be changed. Please note a Bank Code record can not be deleted once it has been used in
PSL3.

If you would like to print a list of all Bank Codes entered in the database, click the 'Report' module, then
'Setup & Maintenance' sub-folder. Listed is the Bank Codes List Report.
Open:

» To access the Bank Code Entry [subank] screen, click the 'Setup' module from the menu
tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

1ankd
aintenance (hatchent)
Control AP (suapctl)
CUMBRCIES (SUCUR
Default Accounts (suacct
Employvees (poemim
Free Field1 (sufree1)
Free FieldZ (sufreez)
Free Field3 (sufree3)
Free Fieldd (sufreed)
Insurance (sUins)
Locations {suloc)
FProductions (suprad)
Fecurring Batch (rhore)
Company Code (Sucomp)
Feport Group Entry (surpt)
Series (SUSE
DataBase Info (sudbinfo)
Sets (suset)
States (sustate)
Lgers (suusen
Change Passwaord (newpass)
Wendor Entry (apyem
+ 8 Reports
Control Systerm (suctel
Line Type Entry {sulntyp

The screen then appears.

© 2011 Cast & Crew Entertainment Services, LLC.
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Bank Information:
¢ Code - Input the code identifying the bank which can hold up to three alpha/numeric
characters. After entering the new Bank Code, PSL3 asks, "That Bank Code Entry is not in
the database. Would you like to add it?". Select 'Yes".

¢ Name - Input the name of the bank which can hold up to 30 alpha/numeric characters.

e Enter the bank's Branch, Address, Contact, Phone, and Account if applicable.

Check Number Information:

e Starting and Ending - Input the first and last check numbers from the current box of checks
for this bank.

e Last Used - Number of the last check used from the current box of checks for this bank.
Please note once printed, the last used check number of the bank defaults in this field.

Currency/Date Information:

© 2011 Cast & Crew Entertainment Services, LLC.
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e Currency - Input the Currency Code associated with the Bank Code in which the currency for
the checks will print. Please note the Currency Code should default in this field depending on
what information was specified on the initial database request. If the Currency Code doesn't

exist in PSL3, you can add it by pressing the F5 Key or selecting the 'Zoom' icon D
located on the toolbar. This zooms into the Currency Code Entry [sucur] screen in which
you can add the Currency Code immediately. Once sawed, press the F1 Key, then 'F' option

or select the 'Fetch' icon D to fetch the currency back to the Bank Code Entry [subank]
screen.

e Date Format - Date format in which the checks for this bank will print. Press the F2 Key or

right click to view and select the Date format options along with their descriptions which are
as follows:

E Date format f5__<|

Date format |Description |

Al AR AMEerican Oy
EL EU European Dby
™ It International w0

Qi Cancel Help

¢ Bank Type - Bank Type in which the checks for this bank will print. Press the F2 Key or
right click to view and select the Bank Type options along with their descriptions which are as
follows:

B =

Bank type | Description

CA CA Canata
MK MK Mexico
oK Cancel Help

Check Printing Information:

¢ Check Form - Input the form that matches the check stock you are using to print checks.
The most common Check Form is 'LASER'. A Check Form is needed before you can print
checks so if you are not sure which Check Form to select, it is suggested to select
'LASER' (for the majority of independent databases); if needed, the Support Department can
make the necessary check alignment adjustments. Press the F2 Key or right click to view
and select the Check Form options along with their descriptions which are as follows:

© 2011 Cast & Crew Entertainment Services, LLC.
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E Check Forms Pg|
CheckForm |Descripion |

2] A T Canadian Che
FORCIR
LASER
LASERZ
LASERS
MICREFM MICR Bottom wiPre-Printed Cols
MICRELA MICR LASER FORM

SELECT
sPUMCO
WIS TA WIS TA CHECK FORM
WWBCHK
WEBTWCK

oK Cancel Help

NOTE:

Please note PSL3 is compatible with MICR Check
Printing and has it's own Check Form (MICRFM or
MICRLA). If you would like to have this feature set
up, please email support@castandcrew.com for

more information.

¢ Prefix - Character(s) (usually a number) to be printed at the beginning of all check numbers.
For example, if the number '3' was input in this field and the next available check number to
print was 000123, then the check would print as '3 - 000123'". This field can hold up to six
alpha/numeric characters.

Account Information:

An account number must be input for all fields in the Account Information section even if you will not be
using them all. For example, if you are not going to be using the A/P Discount field, you can not leave
this field blank, you must enter an account number as it is a white required field.

e Cash in Bank - Chart of Accounts number representing the checking account for this bank
account; usually an Asset account. If the account number doesn't exist in PSL3, you can

add it by pressing the F5 Key or selecting the 'Zoom' icon D located on the toolbar. This
zooms into the Chart of Accounts Entry [glca] screen in which you can add the account
number immediately. Once saved, press the F1 Key, then 'F' option or select the 'Fetch' icon
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D to fetch the account back to the Bank Code Entry [subank] screen.

e A/P Clearing - Chart of Accounts number representing the account from which all A/P
invoices will be cleared; usually a Liability account. This account number is the credit entry
also known as the offset account for A/P expenses after you post the A/P transaction(s).

e A/P Discount - Chart of Accounts number representing the account from which all A/P
discount amounts will be recorded; usually a Liability account.

¢ P/C Box - Chart of Accounts number representing the account for the Petty Cash Box/
Custodian from which Petty Cash will be disbursed; usually an Asset account.

¢ P/C Clearing - Chart of Accounts number representing the account from which all P/C
invoices will be cleared; usually a Liability account. This account number is the credit entry
also known as the offset account for P/C expenses after you post the P/C transaction(s).

Please note if you will not be using a P/C Clearing account, you can input the same account
number from the P/C Box field here.

Company Information:

¢ Code - Input the Company Code associated with the Bank Code.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

Command?

LI} Update database with changes
Al Accept changes and clear screen
(2] Cancel (discard changes)

) eXit to menu

] Cancel Help

v To delete an unused Bank Code, place your cursor in the specific Bank Code you want to

delete and press the F10 Key or select the 'Delete' icon D Red strike-through lines appear
which are deleted upon saving.

v To search for an existing Bank Code, press the F7 Key or select the 'Find' icon m when
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the screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior,Next and Last) or by pressing the 'Page Up' or 'Page
Down' Keys until you find the code needed.
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Chapter 2.2 Production Code Entry

Production is the second phase in film making, which starts when principal photography begins and
ends. Use Production Code Entry [suprod] to set up a Production Code for your database. Most
PSL3 databases only use one Production Code but you can set up additional codes if needed. A
common Chart of Accounts must be used for all Productions within a database. If a Production requires
a unique Chart of Accounts, then it is suggested to create a new database. Please note a Production
Code record can not be deleted once it has been used in PSL3.

If you would like to print a list of all Production Codes entered in the database, click the 'Report' module,
then 'Setup & Maintenance' sub-folder. Listed is the Production Codes List Report.

Open:

» To access the Production Code Entry [suprod] screen, click the 'Setup' module from the
menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
= ‘@i Setup
Banks (subank)
Batch Maintenance (hatchent)
Control AP (suapctl)
CUrrBnCIRE (SUCUR
Default Accounts (suacct)
Employvees (poemim
Free Field1 (sufree1)
Free FieldZ (sufreez)
Free Field3 (sufree3)
Free Fieldd (sufreed)
Insurance (sUins)

Company Code (sucomp)
Feport Group Entry (surpat)
Series (SUSEM

DataBase Info (sudbinfo)
Sets (suset)

States (sustate)

Lgers (sUUsen

Change Passwaord (newpass)
Wendor Entry (apyem

+ 8 Reports

Contral Systerm (suctel
Line Type Entry {sulntyp)

The screen then appears.
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Fields:
e Code - Input the code identifying the Production which can hold up to six alpha/numeric
characters. After entering the new Production Code, PSL3 asks, "That Production Code is

not in the database. Would you like to add it?". Select Yes'.

e Description - Input the name of the Production which can hold up to 30 alpha/numeric
characters.

e Comp Code - Input the Company Code associated with the Production Code (optional).

+» Helpful Hints:
v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).
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E Command? E|
Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) exit to menu

] Cancel Help

v To delete an unused Production Code, place your cursor in the specific Production Code you

want to delete and press the F10 Key or select the 'Delete’ icon D Red strike-through lines
appear which are deleted upon saving.

v To search for an existing Production Code, press the F7 Key or select the 'Find' icon ﬂ
when the screen is clear. All records appear in which you can scroll through using the 'Arrow'

icons (First, Prior, Next and Last)

or by pressing the 'Page Up' or
'Page Down' Keys until you find the code needed.
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Chapter 2.3 Company Code Entry

Use Company Code Entry [sucomp] to set up a Company Code for your database. If your database is
associated with more than one company, PSL3 allows you to input multiple Company Codes under the
same Production Code to easily track separate costs. Please note all independent PSL3 database are
already set up with a default Company Code (usually '001") but you can always change it if needed as
long as it has not been used in PSL3.

Open:

» To access the Company Code Entry [sucomp] screen, click the 'Setup’ module from the
menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

K
= & Setup
Banks (subank)
Batch Maintenance thatchent)
Control AR (suapctrl
CUFrenCies (SUCLF
Default Accounts (suacct)
Employees (peemip)
Free Field1 (sufreet)
Free Field2 (sufree?)
Free Field3 (sufreed)
Free Field4 (sufreed)
[nsurance (sUins)
Locations (suloc)
FProductions {suprod)

Series (sUSer

DataBase Info (sudhbinfo)
Sets (suseh

States (sustate)

Llsers (suusen

Change Passwiord (newpass)
Wendar Entry (apvern

+ 8 Reports

Control System (suctrl

Line Type Entr (sulntep

The screen then appears.
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Company:
¢ Code - Input the code identifying the company which can hold up to three alpha/numeric
characters. After entering the new Company Code, PSL3 asks, "That Company Information
Entry is not in the database. Would you like to add it?". Select 'Yes'.
¢ Name - Input the name of the company which can hold up to 30 alpha/numeric characters.
¢ Name on Reports: Input the name of the company as how you would like it to display on
reports which can hold up to 50 alpha/numeric characters.

Address:

¢ Enter the company's Address, City, State and Zip Code if applicable.

Tax Info:

¢ Federal Tax ID - Input the Federal Employer Identification Number of the company for tax
reporting purposes. This field can hold up to 15 alpha/numeric characters.

e State Tax ID - Input the State Employer Identification Number of the company for tax
reporting purposes. This field can hold up to 15 alpha/numeric characters.

Company Info:
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¢ Project ID - Project ID number associated with the database; production assigned. Please

note this field is only used for some major studios. If your studio is independent, leave this
field and the Uploadable and Downloading fields blank.

Contact Info:

e Enter the company's point of contact in the Contact Name field as well as the Phone
Number if applicable.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.
v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

E Command? E|
Command?

L) Update database with changes
A) Accept changes and clear screen
2) Cancel (discard changes)

») eXit to menu

@] Cancel Help

v To delete an unused Company Code, place your cursor in the specific Company Code you

want to delete and press the F10 Key or select the 'Delete’ icon D Red strike-through lines
appear which are deleted upon saving.

v To search for an existing Company Code, press the F7 Key or select the 'Find' icon G
when the screen is clear. All records appear in which you can scroll through using the 'Arrow'

icons (First, Prior, Next and Last)

or by pressing the 'Page Up' or
'Page Down' Keys until you find the code needed.
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Chapter 2.4 Currency Code Entry

Use Currency Code Entry [sucomp] to set up a Currency Code for each currency you intend to use
during Production. A Currency Code record includes the exchange rate so reports can be printed in both
local currency and base currency. Please note a Currency Code record can not be deleted once it has

been used in PSL3.

If you would like to print a list of all Currency Codes entered in the database, click the 'Report' module,
then 'Setup & Maintenance' sub-folder. Listed is the Currency Codes List Report.

Open:

» To access the Currency Code Entry [sucomp] screen, click the 'Setup' module from the
menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

The screen then appears.

I
= ‘@i Setup

Banks (subank)

Batch Maintenance (hatchent)

oodrgl & =1

Currenci CUE)
ACCOUNIS (SUacct
Employvees (poemim
Free Field1 (sufree1)
Free FieldZ (sufreez)
Free Field3 (sufree3)
Free Fieldd (sufreed)
Insurance (sUins)
Locations {suloc)
Froductions (suprad)
Fecurring Batch (rhore)
Company Code (sucomp)
Feport Group Entry (surpat)
Series (SUSEM

DataBase Info (sudbinfo)
Sets (suset)

States (sustate)

Lgers (sUUsen

Change Passwaord (newpass)
Wendor Entry (apyem

+ 8 Reports

Contral Systerm (suctel

Line Type Entry {sulntyp)
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Currency Information:

e Code - Input the code identifying the currency which can hold up to two alpha/numeric
characters. After entering the new Currency Code, PSL3 asks, "That Currency Code is not in
the database. Would you like to add it?". Select 'Yes'".

¢ Description - Input the name of the currency which can hold up to 20 alpha/numeric
characters (e.g., US Dollars, Mexican Pesos, French Francs, etc.)

e Country - Input the name of the country which uses this currency. This field can hold up to
15 alpha/numeric characters.

Rate Information:

e Budgeted - Input the currency exchange rate used to conwert the base currency to this
currency. [f this currency is the base currency, then '1.000000' defaults automatically as the
Budgeted Rate. This rate is used to convert amounts on reports and to convert budgeted
amounts that use different currencies when copying/merging budgets.

e Date - Input the date the Budgeted exchange rate reflects as of. Type in the date or press
the F2 Key or right click in this field for the calendar selection to appear.
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= Pick a date E|
January 2011

Sun| k.| TueW . | Thul Fri| Sat
20| 2 [ 280 280 E A
213 |4 |8 |8 |7 |8
2010 (11 112 [ 13|14 | 15
16 [ 17 |18 | 19 | 20 | 21 | 22
23 |24 |25 |25 | 27 | 2B | 29
0|31 | 1| 2|3 |48

oK Cancel help

¢ |ISO - Input the International Organization for Standardization three letter currency abbreviation
used to represent a country's currency. For example, the United States dollar's ISO
alphabetic currency code is 'USD' for the United States Dollar. This field can hold up to three
alpha/numeric characters.

Check Printing Information:

¢ Bill - Input the name of the currency which can hold up to 20 alpha/numeric characters
(example: 'Dollars').

e "and" - Input the word meaning 'and’ in the language in which checks will be written when
using this Currency Code. This field can hold up to 20 alpha/numeric characters.

¢ Coin - Input the word meaning 'coins' in the language in which checks will be written when
using this Currency Code (example: Cents). This field can hold up to 20 alpha/numeric
characters.

e "pay to" - Input the words for "Pay to the order of" in the language in which checks will be
written when using this Currency Code. This field can hold up to 20 alpha/numeric
characters.

Decimal Digits:

¢ Input - Number of digits to appear to the right of the decimal point in transaction entry fields.
Enter one digit, from 0 to 4, to indicate the number of digits you would like displayed after the
decimal point. The most common number entered is "2'.

¢ Reports - Number of digits to appear to the right of the decimal point on all reports, except
Cost Reports. Enter one digit, from 0 to 4, to indicate the number of digits you would like
displayed after the decimal point. The most common number entered is 2'.

¢ Cost Reports - Number of digits to appear to the right of the decimal point on Cost Reports.
Enter one digit, from 0 to 4, to indicate the number of digits you would like displayed after the
decimal point. The most common number entered is '0' to round to the nearest dollar.
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+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon m located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

E Command? E|
Command?

LY Update database with changes
A) Accept changes and clear screen
2) Cancel (discard changes)

») eXit to menu

@] Cancel Help

v To delete an unused Currency Code, place your cursor in the specific Currency Code you

want to delete and press the F10 Key or select the 'Delete’ icon D Red strike-through lines
appear which are deleted upon saving.

v To search for an existing Currency Code, press the F7 Key or select the 'Find' icon B
when the screen is clear. All records appear in which you can scroll through using the 'Arrow'

icons (First, Prior, Next and Last)

or by pressing the 'Page Up' or
'Page Down' Keys until you find the code needed.
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Chapter 2.5 Series Code Entry

Use Series Code Entry [suser] to set up Series Codes for tracking expenses by series/episode.
Please note if you are not tracking series expenses, you must setup at least a default Series Code (e.
g., '0000") to be used in the transaction entry screens. You can also use the Series Code like a Free
Field Code to track other items such as all travel costs for all series if you prefer. Please note a Series
Code record can not be deleted once it has been used in PSL3.

If you would like to print a list of all Series Codes entered in the database, click the 'Report' module, then
'Setup & Maintenance' sub-folder. Listed is the Series Codes List Report.

Open:

» To access the Series Code Entry [suser] screen, click the 'Setup' module from the menu
tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
= ‘g Setup
Banks (subank)
Batch Maintenance (hatchent)
Control AP (suapctl)
CUrrencies (SUcUn
Default Accounts (suacct
Employees (poemim
Free Field1 (sufree1)
Free FieldZ (sufreez)
Free Field3 (sufree3)
Free Field4 (sufreed)
Insurance (sUins)
Locations {suloc)
Froductions (suprod)
Recurring Batch (rhore)
Company Code (sucomp)

Sets (suset)

States (sustate)

Lsers (suusen

Change Passwaord (newpass)
Wendor Entry (apyem)

+ 3 Reports

Control Systerm (suctel

Line Type Entry {sulntypn

The screen then appears.
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Fields:
¢ Production - Input the Production Code associated with the Series Code.
e Series - Input the code identifying the series which can hold up to four alpha/numeric
characters. After entering the new Series Code, PSL3 asks, "That Series Code is not in the

database. Would you like to add it?". Select 'Yes'.

¢ Description - Input the name of the series which can hold up to 30 alpha/numeric characters.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).
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E Command? E|
Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) exit to menu

] Cancel Help

v To delete an unused Series Code, place your cursor in the specific Series Code you want to

delete and press the F10 Key or select the 'Delete' icon D Red strike-through lines appear
which are deleted upon saving.

v To search for an existing Series Code, press the F7 Key or select the 'Find' icon ﬂ when
the screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last)

or by pressing the 'Page Up' or 'Page
Down' Keys until you find the code needed.
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Chapter 2.6 Location Code Entry

Use Location Code Entry [suloc] to set up Location Codes for tracking expenses by location. Please
note if you are not tracking location expenses, you must setup at least a default Location Code (e.qg.,
'0000") to be used in the transaction entry screens. You can also use the Location Code like a Free
Field Code to track other items such as all travel costs for all locations if you prefer. Please note a
Location Code record can not be deleted once it has been used in PSL3.

If you would like to print a list of all Location Codes entered in the database, click the 'Report’ module,
then 'Setup & Maintenance' sub-folder. Listed is the Location Codes List Report.

Open:

» To access the Location Code Entry [suloc] screen, click the 'Setup’ module from the menu
tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
= g Setup
Banks (subank)
Batch Maintenance (hatchent)
Control AF (suapctrl
CUreNCies (SUCL
Crefault Accounts (suacct)
Employees (premip)
Free Field1 (sufreet)
Free Field2 (sufree?)
Free Field3 (sufreed)
Free Field4 (sufreed)

raductions Csuprod)
Fecurring Batch (rbcre)
Company Code (SUcaomim
Feport Group Entry (surpt)
Series (sUseER
DataBase Infio (sudhbinfo)
Sets (susef
States (sustate)
Llsers (suusen
Change Password (newpass)
Yendor Entry (apvern

+ 8 Reports
Control System (suctrl
Line Type Entr {sulnt

The screen then appears.
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Fields:
¢ Production - Input the Production Code associated with the Location Code.
¢ Location - Input the code identifying the location which can hold up to four alpha/numeric
characters. After entering the new Location Code, PSL3 asks, "That Location Code is not in

the database. Would you like to add it?". Select 'Yes'".

e Description - Input the name of the location which can hold up to 30 alpha/numeric
characters.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).
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E Command? E|
Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) exit to menu

] Cancel Help

v To delete an unused Location Code, place your cursor in the specific Location Code you want

to delete and press the F10 Key or select the 'Delete’ icon D Red strike-through lines
appear which are deleted upon saving.

v To search for an existing Location Code, press the F7 Key or select the 'Find' icon u
when the screen is clear. All records appear in which you can scroll through using the 'Arrow'

icons (First, Prior, Next and Last)

or by pressing the 'Page Up' or
'Page Down' Keys until you find the code needed.
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Chapter 2.7 Set Code Entry

Use Set Code Entry [suset] to set up Set Codes for tracking expenses by set. Please note if you are
not tracking set expenses, you must setup at least a default Set Code (e.g., '0000") to be used in the
transaction entry screens. You can also use the Set Code like a Free Field Code to track other items
such as all travel costs for all sets if you prefer. Please note a Set Code record can not be deleted once
it has been used in PSL3.

If you would like to print a list of all Set Codes entered in the database, click the 'Report' module, then
'Setup & Maintenance' sub-folder. Listed is the Set Codes List Report.

Open:

» To access the Set Code Entry [suset] screen, click the 'Setup' module from the menu tree
(see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
= g Setup
Banks (subank)
Batch Maintenance (hatchent)
Control AF (suapctrl
CUreNCies (SUCL
Crefault Accounts (suacct)
Employees (premip)
Free Field1 (sufreet)
Free Field2 (sufree?)
Free Field3 (sufreed)
Free Field4 (sufreed)
Insurance (sUins)
Locations (suloc)
Froductions {suprod)
Fecurring Batch (rbcre)
Company Code (SUcaomim
Feport Group Entry (surpt)
Series (sUseER

Llsers (suusen

Change Password (newpass)
Yendor Entry (apvern

+ 8 Reports

Control System (suctrl

Line Type Entr {sulnt

The screen then appears.
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Fields:

¢ Production - Input the Production Code associated with the Set Code.

e Set - Input the code identifying the set which can hold up to four alpha/numeric characters.
After entering the new Set Code, PSL3 asks, "That Set Code is not in the database. Would
you like to add it?". Select 'Yes'.

¢ Description - Input the name of the set which can hold up to 30 alpha/numeric characters.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).
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E Command? E|
Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) exit to menu

] Cancel Help

v To delete an unused Set Code, place your cursor in the specific Set Code you want to delete

and press the F10 Key or select the 'Delete’ icon D Red strike-through lines appear which
are deleted upon saving.

v To search for an existing Set Code, press the F7 Key or select the 'Find' icon m when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last)

or by pressing the 'Page Up' or 'Page
Down' Keys until you find the code needed..
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Chapter 2.8 Additional/Optional Setup Screens

PSL3 offers additional/optional Setup Screens which are listed below.

Open:

» To access the following Setup Screens, click the 'Setup’ module from the menu tree.
Additional Setup Screens are also listed in in the 'Setup' module, then 'Reports' sub-folder
(see following screen shot).

» You can also access these screens by typing the screen or acronym name in the blue
prompt bar located above the 'Setup' menu. Then, press Enter.
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2 {f Setup
Banks (sUbank)
Batch Maintenance (hatchent)
Control AP (suapctl)
CUrrBnCIRE (SUCUR
Default Accounts (suacct)
Employvees (poemim
Free Field1 (sufree1)
Free FieldZ (sufreez)
Free Field3 (sufree3)
Free Fieldd (sufreed)
Insurance (sUins)
Locations {suloc)
Froductions (suprad)
Fecurring Batch (rhore)
Company Code (sucomp)
Feport Group Entry (surpat)
Series (SUSEM
DataBase Info (sudbinfo)
Sets (suset)
States (sustate)
Lgers (sUUsen

Line Type Entry {sulntyp)

Additional Setup Screens are as follows:

e Batch Maintenance Entry [batchent]

¢ Change Password [newpass]

¢ Control A/P Information Entry [suapctr]
e Default Accounts Entry [suacct]

e Employee Entry [pcemp]

¢ Free Field Code Entry (1-4) [sufree]

¢ Insurance Code Entry [suins]

¢ Report Group Entry [surpt] (also listed in Additional G/L Entry Screens)

e Database Information Entry [sudbinfo]

e State Code Entry [sustate]
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e User Entry [suuser]
e System Control Information Entry [suctrl]

¢ Line Type Entry [sulntyp]

53
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VENDORS

Section 3 VENDORS

This section will address the following programs:

» Vendor Entry
» Vendor Listing Report

> Additional Vendor Screens/Reports

57
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Chapter 3.1 Vendor Entry

A vendor is an individual or company providing a product or service. The Vendor Entry [apven] program
is used to find, modify and delete unused vendor records. This screen allows you to set up a vendor
record for each vendor you plan to do business with during production. The data you enter in the
Vendor Entry [apven] screen can be changed at any time except the Vendor ID Number and Vendor
Name once a check has been processed. Please note a vendor can not be deleted once it has been
used in PSL3.

Open:

> To access the Vendor Entry [apven] screen, click the 'Setup’, 'A/P' or 'P/C' modules from the
menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowve the 'Setup’' menu. Then, press Enter.

Lahels {ahels)
AR endor Inguing fapving)
Analysis apvena)
Accounttendor Totals (acot)
AR endor Inguing fapving)

+ 8 AP Entry

+ [ Checks

+ f§u 1009

i PO

PIC

JIE

PR

GIL

Checks

Budget

Cost

Closing

Recurring Batch

Report

PSL3 Help

S TS S S TS S S

The screen then appears.
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Vendor Information:

e Vendor ID - Identification code for a vendor (or for an employee who will receive Petty Cash
Advances) which can hold up to six characters (depending on your studio). Press the F4

Key or select the 'Add' icon m located on the toolbar to generate the next numerical
Vendor ID Number. You can also manually enter a unique Vendor ID with a combination of
alpha/numeric characters to represent the new vendor. Then press the Enter Key. PSL3
asks, "That Vendor is not in the database. Would you like to add it?". Select 'Yes'. If you
manually enter a Vendor ID Number of less than six characters, PSL3 automatically zero-
pads the number. For example, if you enter 13" as the Vendor ID Number, PSL3 adds zeroes
in front of the number as follows: 000013. To see if the vendor already exists in PSL3, press
the F2 Key or right click in the Vendor ID field. Once the list of vendors appears, you can
scroll through to find the vendor or click on the column headers: Vendor, Name or City to sort
alphabetically or numerically.

¢ Vendor Name - Name of the vendor (or employee who will receive Petty Cash Advances).
Enter a unique Vendor Name of up to 30 alpha/numeric characters. It is best to be consistent
in style when entering Vendor Names. Commonly, names are entered in ALL CAPS. If the
vendor is a person, the last name is entered first, followed by a back slash and then the first
name. You can enter a middle initial after the first name but enter a space before the middle
initial. The Vendor Name format is as follows: SMITH\JOHN D. The same format is the same
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for company names as well: PRODUCTION COMPANY\THE. To see if the vendor already
exists in PSL3, type the wildcard character using the asterisk (*) in the Vendor Name field.
For example, if you want to see if vendor John Smith exists, you would type *John* or *Smith*

and press the F7 Key or select the 'Find' icon G located on the toolbar. PSL3 displays
how many records for that criteria exist by selecting the 'Arrow' icons (First, Prior, Next and

Last) m located on the toolbar or by pressing the 'Page Up' or 'Page

Down' Keys until you find the vendor needed.

WARNING:

Please be advised Vendor Names use the back
slash (\) not forward slash (/) sign to separate the
Last and First name.

NOTE:

After a check is written for a vendor, the Vendor
Name can not be changed. Please email a
request to support@castandcrew.com to turn this
feature off.

If you need to change the name of a vendor,
please email a request to support@castandcrew.
com with what you would like it to read.

Vendor Contact Information:

¢ Enter the vendor or employee's Address, City, State, Zip, Country, Contact, Phone #, Fax
# and Email if applicable.

Tax ID Information:

e Tax ID # - Nine-digit Tax Identification Number, usually beginning with '95-". If the vendor is a
person, enter his or her Social Security Number (SSN). If the vendor is a business/company,
enter the Employer Identification Number (EIN).

¢ Tin Type - Taxpayer Identification Number Type. Press the F2 Key or right click to view and
select the Tin Type options along with their descriptions which are as follows:
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22 TIN type X
TINtype |Descripon |

0 kot a 1099able Yendar

=ole proprietar EIM
=ole proprietar 5SM

Caorparation
Fartnership
Other/Unknown

Cancel

¢ 1099 Type - 1099 Type associated with this vendor or employee. The 1099 Code selected
defaults in transaction distribution lines for this vendor or employee, but can be overridden.
Press the F2 Key or right click to view and select the 1099 Type options along with their
descriptions which are as follows:

23 Default 1099 Ed

Default 1099 |Description |
Fents

Foyalties

Frizes and awards

Backup withholding

Fishing boat proceeds

Medical & health payments

MNonemployee compensation

Substitute pay in lieu of dividends or interest
Direct sales of $3000 or more

Crop insurance proceeds

Excess Golden Parachute payments
Froceeds paid to an attorney

R A ]

oK Cancel Help

e W9 on File - Indicate if a W9 is on file for this vendor or employee. The default is 'N' for No.

Terms:

¢ Terms - Description of the vendor's or employee's payment terms (e.g., Net 30; Net on
Receipt, etc.). Enter a free-form description of up to 15 alpha/numeric characters of how soon
after the inwice date the vendor expects to be paid and if there are any discounts. Please
note entering data here has no effect on an A/P Entry [apte] transaction as no discounts are
computed based on the data entered in this field.
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e Due Days - Number of days from the inwice date until the inwice is due. Enter the Due
Days here, if any. Please note if you enter a number in this field, the Invoice Due Date field
defaults in A/P Entry [apte] when entering a new inwice. The Inwice Due Date equals the
Inwice Date + Due Days.

Other Information:

e Comment - Free-form field to input any additional comments regarding the vendor which can
hold up to 30 alpha/numeric characters.

¢ Petty Cash - Check mark this option if this vendor or employee will be using Petty Cash.
Once check marked, the P/C Advance Account field becomes accessible to input the
account number.

e Status/Inactive - Check mark this option if you would like to mark the vendor or employee
inactive in the database. If the Inactive field is check marked, PSL3 blocks all users from
using the vendor in the transaction entry screens.

NOTE:

If your database has duplicate vendor records, you
can check mark the Inactive field for one of the
vendors or email a request to
support@castandcrew.com for a Vendor Merge.
Please specify which Vendor ID Number you
would like to remain in PSL3.

Defaults:

e Currency Code - Currency Code representing the currency in which this vendor is normally
paid. To add a new currency, use the Currency Code Entry [sucur] screen located in the
'‘Setup' module.

e Default Account - Expense Account Number most often used when you enter invoices for
this vendor. The Default Account selected automatically defaults in the transaction
distribution lines for this vendor, but you can override it. Press the F2 Key or right click to
select the account number. If the account number doesn't exist in PSL3, you can add it by

pressing the F5 Key or selecting the 'Zoom' icon D located on the toolbar. This zooms
into the Chart of Accounts Entry [glca] screen in which you can add the account number

immediately. Once saved, press the F1 Key, then 'F' option or select the 'Fetch' icon D to
fetch the account back to the Vendor Entry [apven] screen.

¢ P/C Advance Account - Petty Cash Advance Account Number that automatically defaults in
the P/C Entry [pcent] distribution lines for this vendor. Press the F2 Key or right click to
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select the account number. If the account number doesn't exist in PSL3, you can add it by

pressing the F5 Key or selecting the 'Zoom' icon D located on the toolbar. This zooms
into the Chart of Accounts Entry [glca] screen in which you can add the account number

immediately. Once saved, press the F1 Key, then 'F' option or select the 'Fetch' icon D to
fetch the account back to the Vendor Entry [apven] screen. Please note this field only
becomes accessible when the Petty Cash field above is check marked.

¢ Tin Name - Official name of the Tax ID holder if different from the Vendor Name field. The
TIN Name is used as the primary name for 1099 reporting purposes and the Vendor Name is
used as the secondary name. Please note if the Vendor Name and Tin Name are the same,
leave this field blank.

e State Worked - State the vendor or employee is currently employed for 1099 reporting
purposes.

ICR 1099 Information:

¢ First Name / Ml / Last Name - Enter in how you would like the name to read for 1099
Independent Contracting Reporting purposes.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) eXit to menu

] Cancel Help

v To delete an unused vendor record, place your cursor in any field within the screen and press

the F10 Key or select the 'Delete' icon D Red strike-through lines appear which are
deleted upon saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon m when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons
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(First, Prior, Next and Last) m or by pressing the 'Page Up' or 'Page

Down' Keys until you find the entry needed.
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Chapter 3.2 Vendor Listing Report

The Vendor Listing Report [apvenp] generates a listing of all vendors in your database.

Open:

» To access the Vendor Listing Report [apvenp], click the 'A/P' module, then Vendor' sub-
folder from the menu tree (see following screen shot).

» The Vendor Listing Report [apvenp] is also located in the 'Report' folder under the 'A/P’,
'Setup & Maintenance' and 'Vendors' sub-folders.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located above the 'Setup' menu. Then, press Enter.

AP Yendor Inguiry Capving)
Analysis (apvena)
Account™endar Totals (acowt)
AP Yendor Inguiry Capving)
+ §u AP Entry
+ [§# Checks
+ = 1009
i PIO
i PiC
i JE
i PR
i GL
B8 Checks
55l Budget
B Cost
B8 Closing
58 Recurring Batch
Esi Report
B8 PSL3 Help

ol o

The screen then appears.
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= apvenp - Yendor Listing
File Edit Programs Options WYiew Favorites Help

BIeQaadl sz o

Fvendor Information
Yendor Mumber Yandor Mame

Starting | [N
Ending

State | |

Aip 10499 Type
Country | CUrrency | (EVERY CLIFFRNCY)
-Report Format rinclude
rOrder by 0 Active 7 WG on file 0 AP Wendors
G Nurnber {7 Inactive 7 Wi NOT on file ) PIC Vendors
) Mame & Bath = Bath & Bath
2 Tax D
-Type
= Detailed
g Summary ~vendor Spend Parameters
HEMEIDT S Period Multiple Currency
Feriad Saurce Currency
Start Date rr Target Currency g
End Date )

endor Mumber
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.

Vendor Information:

e Starting and Ending Vendor Numbers - Vendors to include in the report. To restrict the
report to only include information for a single vendor, input the same Vendor Number in both
the Starting and Ending fields. To select all vendors, leave both fields blank.

Report Format:

¢ Order By - The report can be ordered by Vendor Number (entries are sorted in ascending
order, by number first, then alphabetically), Name or Tax ID.

¢ Include - You can include vendors that are Active or Inactive (or both), select whether they
have a W9 on file or not (or both) and specify only A/P Vendors or P/C Vendors (or both).

¢ Type - Select whether you want to view a Detailed, Summary or Vendor Spend Report.

Vendor Spend Parameters/ Period:

¢ Period - System-assigned Period Number that indicates the Accounting Period in which
these costs were entered. If you chose to run the report by Period Number, then the Start
Date and End Date fields default for the period chosen.

e Start and End Dates - Transaction Effective Dates to include in the report as PSL3 is date-
driven. To restrict the report to only include information for a single date, input the same date
in both the Start Date and End Date fields. To select all dates from inception to future, leave
both fields blank. Press the F2 Key or right click in either date field for the calendar selection

to appear.

& Pick a date E|
January 2011
sunf k. Tue W | Thu) Fri| Sat
a2 EdEE EE E E
213|418 |6 |7 |8
S 01011 [ 12|13 |14 | 15
16 |17 |18 |19 | 20 | 21 | 22
23124 |25 |26 |27 |28 |29
J0 (31| 1 | 2|3 |48
Ok Cancel help
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Vendor Spend Parameters/ Multiple Currency:

e Source Currency - If you have more than one currency in your database, you can choose to
include only transactions denominated in one currency, two, three, etc., or all currencies. To
choose multiple Currency Codes, press the F2 Key or right click in the field and hold down
the Control Key while simultaneously using your mouse to select. Each currency in your
database and its conversion rate are listed in the report heading.

e Target Currency - Base currency set up in the System Control Information Entry [suctrl]
screen located in the 'Setup' module defaults. This Currency Code is what all transactions
are converted to on the report. Each currency in your database and its conversion rate are
listed in the report heading.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Chapter 3.3 Additional Vendor Screens/Reports

PSL3 offers additional Vendor Screen/Reports which are listed below. Some of these reports can also
be found in the section Additional A/P_Screens/Reports.

Open:

» To access the following Vendor Screen/Reports, click the 'A/P' module, then 'Vendor' sub-
folder from the menu tree (see following screen shot).

» These additional Vendor Screen/Reports are also located in the 'Report’ module under the 'A/
P', 'Setup & Maintenance' and 'Vendors' sub-folders.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

il Checks
B 1099
PiQ
PiC
JiE
PR
GiL
Checks
Budget
Cost
Closing
Recurring Batch
Report
PSL3 Help

FEFFFEEEEEER

Il S S S S S S S S S S

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

¢ Account/Vendor Totals Report [accv] - Use [accw] to print a total for each account/vendor
combination. Only paid (or wided) A/P distributions contribute to the totals. This report
converts all amounts to the base currency. You can enter Starting and Ending Dates, a range
of Vendor ID Numbers, Starting and Ending Account Numbers and Multiple Currency as
selection criteria.
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e A/P Vendor Analysis Report [apvena] - Use [apvena] to track A/P transaction activity by
vendor. You can choose the Report Type (Vendor ID, Vendor Name, State or Inwice) and
include the Transaction Type (Unposted, Open, Paid and/or Void). You can also enter a
range of Vendor ID Numbers, Start and End Dates, Multiple Currency, etc. as selection
criteria.

e A/P Vendor Inquiry [apving] - Use [apvinq] to look up information on posted A/P
transactions. You can specify the Invoice Selection by Vendor, Reference Number, Invoice
Number, P/O Number and/or Location Code. You can also choose the Currency, Transaction
Type (Open and/or Paid ltems), Start and End Dates, etc. as selection criteria.

¢ Vendor/Employee Labels [labels] - Use [labels] to print vendor and/or employee mailing
labels. The labels can be sorted by ID Number, Name or Zip Code. PSL3 prints two or three
column labels and is compatible with Avery 5161 for two columns or Avery 5160 for three
columns. Please note you can multi-pick vendors/employees instead of printing an entire
range by pressing the F2 Key or right clicking in the Starting and Ending fields and holding
down the Control Key while simultaneously using your mouse to select.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 4 PURCHASE ORDER

This section will address the following programs:

> P/O Entry

> P/O Edit List

> Additional P/O Screens/Reports

73
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Chapter 4.1 P/O Entry

A Purchase Order is a record of expenses or financial commitment that serves as an approved, written
contract for goods and senices. Purchase Orders are entered in the P/O Entry [poent] screen. To
transfer P/O lines to A/P, use A/P Entry [apte]. Once a P/O is entered and saved in PSL3, it is
considered an Open P/O and appears as a commitment on the Estimated Final Cost Report [efcrpt].
Please note P/O transactions do not get posted.

Open:

» To access the P/O Entry [poent] screen, click on Tab #2 or press 'ALT and the number 2'
Key simultaneously to open the screen.

» P/O Entry [poent] can also be accessed from the menu tree under the 'P/O' module (see
following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

FiC Edit List (poedil)

P12 Repaort (poentp)
Fending tems Repoart (pirpt)
on Existing PO Report (nepar)
@ PIC

JiE

PR

GiL

Checks

Budget

Cost

Closing

Recurring Batch

Report

PSL3 Help

The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction
number. To generate the next sequential Reference Number, press the F4 Key or select the

'‘Add' icon E=I located on the toolbar. You can also right click outside a field (in which the
'Add' option appears) to add the next record.

e Effective Date - Date of the transaction that is recorded on the Bible Report [bdbr] and
appears as a Committed Cost on the Estimated Final Cost Report [efcrpt]; should default
with today's date after generating the Reference Number. You can always change it by typing
over the defaulted date or by right clicking in that field for the calendar selection to appear.
Please note you can not input a date that is in a previously closed period.
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EPickadate E|
January 2011
sun|M...| Tue|w. | Thu| Fri sat
26 [27 |28 [25 [0 |31
2345|678
9 [10 11|12 [ 13|14 |15
16 [ 17 [18 |19 |20 | 21 | 22
23 |24 |25 |26 | 27 | 28 | 29
3031712345
oK || cancel || nhelp

NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.

e Description - Explanation of this P/O transaction as a whole which can hold up to 30 alpha/
numeric characters. This Reference Description defaults in the distribution lines. If this field
is left blank, PSL3 defaults the distribution description with the description of the first account

number selected.

e Status - Owerall status of the transaction. Status types of the entire P/O are as follows:

» O (Open) - The P/O transaction status is Open and appears as a commitment on the
Estimated Final Cost Report [efcrpt].

» C (Closed) - The P/O transaction status is Closed either by the P/O lines being
relieved to A/P Entry [apte] or by manually closing the P/O.

PSL3 updates the status automatically when relieving the P/O to A/P Entry [apte].

Batch Information:

e Codes that are attached to the transaction. These fields are pulled from the User Entry
[suuser] screen located in the 'Setup’' module (if setup beforehand). To change the defaulted
codes, press the F2 Key or right click in any of these fields (Batch, Production, Company
and Currency) to make your selection.
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Vendor Information:

e Select the vendor needed by pressing the F2 Key or by right clicking in the Vendor ID field.
Once the list of vendors appears, you can scroll through to find the vendor or click on the
column headers: Name, City or Vendor to sort alphabetically or numerically. If the vendor
does not exist in PSL3, you can add it by pressing the F5 Key or selecting the 'Zoom' icon

D located on the toolbar. This zooms into the Vendor Entry [apven] screen. To search
for a vendor while zoomed into the Vendor Entry [apven] screen, type the wildcard character
using the asterisk (*) in the Vendor Name field. For example, if you want to see if vendor
John Smith exists, you would type *John* or *Smith* and press the F7 Key or select the 'Find'

icon G located on the toolbar. PSL3 displays how many records for that criteria exist by

selecting the 'Arrow' icons (First, Prior, Next and Last) m located on the

toolbar or by pressing the 'Page Up' or 'Page Down' Keys until you find the vendor needed.
Once you locate the vendor, press the F1 Key, then 'F' option or select the select the 'Fetch'

icon D to fetch this record back to the P/O Entry [poent] screen.

P/O Information:

e P/O Number - Number of the P/O which can hold up to ten alpha/numeric characters
(depending on your studio); usually production assigned. The P/O Number is used in A/P
Entry [apte] to transfer the P/O lines.

e Expiry Date - Date by which the goods ordered by the P/O should be received; this date
should appear on the P/O. If the goods haven't been received by this date and the P/O is still
Open, the P/O would be considered past due.

¢ P/O Type - User-defined code to track your company's different classifications of P/O's which
can hold up to 3 alpha/numeric characters. This field is similar to a Free Field Code in that
you determine your own codes for each P/O Type. Please note P/O Types do not appear as
search criteria in the Bible Report [bdbr] as they only appear in the P/O Edit List [poedtl]
and P/O Report [poentp].

Amounts:
e P/O Amount - Dollar or other currency amount due for the P/O.
¢ Amount Remaining - Dollar or other currency amount of the P/O distribution lines that have
not been Closed, Transferred, or Relieved (in other words, this is the amount remaining to be
relieved).
¢ Amount Distributed - Dollar or other currency amount that should match the Amount

Remaining. Please note you are not able to access this field.

Distribution Lines:
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e Account Number - Chart of Accounts number that will be debited or credited on this
distribution line. Press the F2 Key or right click to choose the account number. [f the
account number doesn't exist in PSL3, you can add it by pressing the F5 Key or selecting the

'Zoom' icon D located on the toolbar. This zooms into the Chart of Accounts Entry [gica]
screen in which you can add the account number immediately. Once sawed, press the F1

Key, then 'F' option or select the 'Fetch' icon D to fetch the account back to the P/O Entry
[poent] screen.

NOTE:

The Series, Location, Set and Free Field
Codes are brought over from the User Entry
[suuser] screen located in the 'Setup' module if
setup. Otherwise, press the F2 Key or right click
in these fields to make your selection.

¢ 1099 and Third Party Expense - 1099 Code associated with the distribution, if any. A 1099
is a tax form. Press the F2 Key or right click to choose the necessary code. The State
Worked field in the Vendor Information section must be input for the 9 field to be accessible.
Please note if the 9 field does not have a code displayed, the 3rd Party field will not be
available to select the Third Party Vendor.

¢ Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

¢ Amount - Dollar or other currency amount for this distribution line; should default with the

remaining P/O amount when you select or input an account number. Please note if you press
the F2 Key or right click in the Amount field, a calculator displays for your convenience.

E Calculator E|

CE| C +- { :

i 8 4 -

Eetch| 4 5] i] +

Quit | 1 2 3 =
I .

e ST (Status) - Status types of individual P/O distribution lines are as follows:
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> O (Open) - The distribution line is still open (it has not been Transferred, Closed or
Relieved). This field does not display a status type if Open (it is just left blank).

» T (Transferred) - The distribution line has been Transferred to A/IP Entry [apte], but
the A/P transaction has not yet been posted. This distribution line is still a
commitment on the Estimated Final Cost Report [efcrpt].

> R (Relieved) - The distribution line has been Relieved (transferred to A/P Entry [apte]
and the A/P has been posted and/or paid.)

» C (Closed) - The distribution line has been Closed.

+» Manually Closing and Re-opening Entire P/O's and Individual P/O Lines:

» To close an entire P/0O that has not been relieved to A/P Entry [apte], place your cursor in
the Reference Number field in P/O Entry [poent] and press the F1 Key, then 'P' option to
close. PSL3 then prompts you to input a closing date.

» To close an individual P/O line that has not been relieved to A/IP Entry [apte], place your
cursor in the distribution line you would like to close in P/O Entry [poent] and press F1 Key,
then 'L' option. PSL3 then prompts you to input a closing date.

» To re-open an entire P/O, place your cursor in the Reference Number field in P/O Entry
[poent] and press the F1 Key, then 'O' option to open.

» To re-open an individual P/O line, place your cursor in the distribution line you would like to
open in P/O Entry [poent] and press the F1 Key, then 'L' option.

Please make sure to save after performing any of the previously mentioned commands or the
updates will not take effect.
+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon ' . located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

© 2011 Cast & Crew Entertainment Services, LLC.



80 PSL3 User Manual

E Command? E|
Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (dizscard changes)

) exit to menu

] Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you

want to add and press the F4 Key or select the 'Add' icon . A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete’ icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon B when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page
Down' Keys until you find the entry needed.
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Chapter 4.2 P/O Edit List

The P/O Edit List [poedtl] reports on all purchase order distribution lines that are Relieved, Open or
Both. This report is similar to the P/O Report [poentp] except it has a wider variety of Report Type
sorting options available.

Open:

» To access the P/O Edit List Report [poedtl], click the 'P/O" module from the menu tree (see
following screen shot).

» The P/O Edit List Report [poedtl] is also located in the 'Report' folder under the 'Purchase
Order' sub-folder.

> You can also access this report by typing the screen or acronym name in the blue prompt bar
located above the 'Setup' menu. Then, press Enter.

B Setup
ml AP
= = PO
Entry (poent)

+

P E edtl)
FILT i1l
Fending Items Repart (pirpt)
on Existing PO Report (nepar)
i PIC

JiE

PR

GiL

Checks

Budget

Cost

Closing

Recurring Batch

Report

PSL3 Help

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.

Account Range:

e Starting and Ending - Account numbers to include in the report. To restrict the report to only
include information for a single account number, input the same account in both the Starting
and Ending fields. To select all account numbers, leave both fields blank.

Date Range:

e Starting and Ending - Transaction Effective Dates to include in the report as PSL3 is date-
driven. To restrict the report to only include information for a single date, input the same date
in both the Starting and Ending fields. Press the F2 Key or right click in either date field for

the calendar selection to appear.
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P/O Range:

e Starting and Ending - P/O Numbers to include in the report. To restrict the report to only
include information for a single P/O Number, input the same P/O Number in both the Starting
and Ending fields. To select all P/O Numbers, leave both fields blank.

e P/O Status - Status of the P/O. Select whether you want the report to include P/O's that are
Relieved, Open or Both.

¢ P/O Type - User-defined code to track your company's different classifications of P/O's. Input
the P/O Type to run the report by, if any. If a P/O Type is input here, then the report only
displays P/O transactions for that P/O Type.

Selection Criteria:

¢ Press the F2 Key or right click in any of these fields (Batch Number, Production, Vendor
Number, Series, Location, Set and Free Field(s)) to choose the necessary codes if they
don't already default. To choose multiple codes for a particular field, press the F2 Key or right
click in that field and hold down the Control Key while simultaneously using your mouse to
select. By making a selection, this isolates the report to only display items based on the
code(s) selected.
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Multiple Currency:

e Source - If you have more than one currency in your database, you can choose to include
only transactions denominated in one currency, two, three, etc., or all currencies. To choose
multiple Currency Codes, press the F2 Key or right click in the field and hold down the Control
Key while simultaneously using your mouse to select. Each currency in your database and
its conversion rate are listed in the report heading.

e Target - Base currency set up in the System Control Information Entry [suctrl] screen
located in the 'Setup' module defaults. This Currency Code is what all transactions are
conwerted to on the report. Each currency in your database and its conversion rate are listed
in the report heading.

Report Types:

e The Report Types (By Account Number, By Free Field, etc.) are all sorting options available
for you to select per your preference.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Chapter 4.3 Additional P/O Screens/Reports

PSL3 offers additional P/O Screens/Reports which are listed below.

Open:

» To access the following P/O Screens/Reports, click the 'P/O' module from the menu tree (see
following screen shot).

» These additional P/O Screens/Reports are also located in the 'Report' module under the
'Purchase Order' sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

(£
|
g
g
g
i Checks
=i Budget
Bl Cost

i Closing
=i Recurring Batch
B8 Report
i PSL3 Help

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e P/O Report [poentp] - Use [poentp] to print a list of all P/O transactions. The report can be
ran to include P/O Type, Reference Number, Vendor and a range of P/O Numbers. You can
also include Closed P/QO's, Open P/QO's and/or Transferred ltems. Effective and Expiry Start
and End Dates can also be input as selection criteria. In addition, you can sort the report by
Reference Entry, P/O number, Distribution Entry and/or Account Number order. This report is
similar to the P/O Edit List [poedtl] except it does not offer a wide variety of Report Type
sorting options.

¢ Pending Items Report [pirpt] - Use [pirpt] look for transactions that you may want to post,
pay, defer or relieve. Pending items are transactions that have been entered in the database,
but have not gone all the way through the accounting process. You can enter a range of
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Account Numbers, choose the Account Type and generate either a Combined or Individual
Detail or Summary Report. You can also input Start and End Dates and choose the Date
Type by Effective or A/P Due Date. In addition, you can include the Transaction Status
(Postable, Deferred, Payable and/or Open P/O) and Multiple Currency as selection criteria.
Please note this report is also accessible in the 'A/P' module.

¢ Non Existing P/O Report [nepor] - Use [nepor] to print a list of all A/IP Entry [apte]
transactions containing a P/O Number that does not exist in P/O Entry [poent]. You can
enter a range of Vendor ID Numbers, P/O Numbers, Start and End Dates, etc. as selection
criteria. Please note depending on your studio restrictions, your PSL3 database may not
allow you to manually input A/P transactions with a non-existent P/O Number.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 5 ACCOUNTS PAYABLE

This section will address the following programs:

» A/P Entry

> Post A/P Transactions/Edit List
» Defer Open Items

> Modify Open Items

> Void Open ltems

> 1099 Reporting Screens

> Additional A/P Screens/Reports

89
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Chapter 5.1 A/P Entry

Accounts Payable is the obligations to suppliers of merchandise or senices purchased on an open
account. In the A/P Entry [apte] program, you can record amounts that your production owes to
vendors, but has not yet paid. Whether your production uses purchase orders or not, you can input
invoices before issuing a check for the payment process. Entering new A/P inwices, looking up,
modifying, setting up recurring batches, transferring P/O distribution lines and deleting unposted A/P
transactions can be done in the A/P Entry [apte] screen.

Open:

» To access the A/P Entry [apte] screen, click on Tab #1 or press 'ALT and the number '1' Key
simultaneously to open the screen.

» A/IP Entry [apte] can also be accessed in the 'A/P' module from the menu tree (see following
screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

Fost fappost

Cpen ltems Report (apopeng)
Defer Open ltems (ckdef)
Woid Open tems (apwvoid2)

+ i3 Checks

+ Em 1099

PiQ

PiC

JiE

PR

GiL

Checks

Budget

Cost

Closing

Recurring Batch

Report

PSL3 Help

The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction
number. To generate the next sequential Reference Number, press the F4 Key or select the

'‘Add' icon G located on the toolbar. You can also right click outside a field (in which the
'‘Add' option appears) to add the next record.

e Effective Date - Date of the transaction that is recorded on the Bible Report [bdbr] and
appears as an Actual Cost on the Estimated Final Cost Report [efcrpt]; should default with
today's date after generating the Reference Number. You can always change it by typing over
the defaulted date or by right clicking in that field for the calendar selection to appear. Please
note you can not input a date that is in a previously closed period.
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NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.

¢ Description - Explanation of this A/P transaction as a whole which can hold up to 30 alpha/
numeric characters. This Reference Description defaults in the distribution lines. If this field
is left blank, PSL3 defaults the distribution description with the description of the first account

number selected.

e Status - Overall status of the transaction. This field is marked with a 'U' for an Unposted entry
until you post it in the Post A/P Transactions [appost] screen. As long as the transaction is
marked with an unposted status, you are able to modify it. Once posted, it is marked with an
'O’ for Open or 'P' for Paid once a check has been processed. PSL3 updates the status

automatically.
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NOTE:

Please email a request to support@castandcrew.
com if you need a transaction unposted and
include the Reference Number(s). Please be
advised depending on your specific studio's
guidelines, the Support Department may need to
obtain approval from your Studio Finance
Executive before proceeding.

Batch Information:

¢ Codes that are attached to the transaction. These fields are pulled from the User Entry
[suuser] screen located in the 'Setup' module (if setup beforehand). To change the defaulted
codes, press the F2 Key or right click in any of these fields (Batch, Production, Company,
Bank and Currency) and make your selection.

Vendor Information:

¢ Select the vendor needed by pressing the F2 Key or by right clicking in the Vendor ID field.
Once the list of vendors appears, you can scroll through to find the vendor or click on the
column headers: Name, City or Vendor to sort alphabetically or numerically. If the vendor
does not exist in PSL3, you can add it by pressing the F5 Key or selecting the 'Zoom' icon

D located on the toolbar. This zooms into the Vendor Entry [apven] screen. To search
for a vendor while zoomed into the Vendor Entry [apven] screen, type the wildcard character
using the asterisk (*) in the Vendor Name field. For example, if you want to see if vendor
John Smith exists, you would type *John* or *Smith* and press the F7 Key or select the 'Find'

icon G located on the toolbar. PSL3 displays how many records for that criteria exist by

selecting the 'Arrow' icons (First, Prior, Next and Last) m located on the

toolbar or by pressing the 'Page Up' or 'Page Down' Keys until you find the vendor needed.
Once you locate the vendor, press the F1 Key, then 'F' option or select the select the 'Fetch'

icon D to fetch this record back to the A/P Entry [apte] screen.

Invoice Information:

¢ Invoice Number - Invoice Number from the vendor's invoice which can hold up to 15 alpha/
numeric characters (depending on your studio).

e Date - Date of the inwice which is separate from the Effective Date of the transaction.
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NOTE:

Please email a request to support@castandcrew.
com to make the Invoice Number and Invoice
Date (white) mandatory fields.

¢ Due Date - Date by which the inwice needs to be paid. If the Due Days field in Vendor
Entry [apven] was entered for this vendor, then this field automatically defaults with the
amount of days specified.

e Amount - Dollar or other currency amount due for the inwice.

¢ Discount - Amount by which the check amount is reduced. Invoice Amount - Discount
Amount = Check Amount. The discount can be input by using a dollar amount or percentage;
for example you can enter ‘10%’ in this field and PSL3 will automatically calculate the amount
for you.

NOTE:

Please email a request to support@castandcrew.

com to deactivate the Discount field. This field
will no longer be accessible in your database.

Check Information:

¢ Combine - Defaults to 0 (zero) which means PSL3 will generate one check for all inwoices for
the same vendor. If you want a separate check for each inwice, input a number between 1
through 9 for each A/P Entry [apte] transaction.

¢ Hold - Check mark this option if the vendor will be picking up the check. The check will print
with the words "HOLD FOR PICK UP" instead of the address; therefore, no need to mail it
out.

¢ Number - Number of the check that paid the inwice. This field is automatically filled in after
the check is printed. The Check Number field is also where you can input a manual check
or wire transfer number. Manual checks are checks that have been hand-written or typed,
rather than generated by PSL3. Please note if a number is manually input in this field, PSL3
will not print a check; however the check number is still recorded on the Summary Check
Register Report.

¢ Date - Date the check was issued. This field automatically defaults after the check is printed.
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e Amount - Amount the check was made for less the Discount Amount. If you have combined
this inwoice with other inwices payable to the same vendor, then the Check Amount field
reflects the total amount of the combined inwices. This field automatically defaults after the
check is printed.

Distribution Lines:

e P/O Number - If a P/O number(s) exists for a vendor, press the F2 Key or right click to view
all P/O numbers listed and make your selection. The selected distribution lines will transfer
over. Ifa P/O does not exist for a vendor, you can manually enter it in this field for reference.
To print a list of all A/P Entry [apte] transactions containing a P/O Number that does not exist
in P/O Entry [poent], please refer to the Non Existing P/O Report [nepor] located in the 'P/O'
module.

e Account Number - Chart of Accounts number that will be debited or credited on this
distribution line. If a P/O does not exist, press the F2 Key or right click to choose an account
number. If the account number doesn't exist in PSL3, you can add it by pressing the F5 Key

or selecting the 'Zoom' icon D located on the toolbar. This zooms into the Chart of
Accounts Entry [glca] screen in which you can add the account number immediately. Once

saved, press the F1 Key, then 'F' option or select the 'Fetch' icon D to fetch the account
back to the A/IP Entry [apte] screen.

NOTE:

The Series, Location, Set and Free Field
Codes are brought over from the User Entry
[suuser] screen located in the 'Setup' module if
setup. Otherwise, press the F2 Key or right click
in these fields to make your selection.

¢ 1099 and Third Party Expense - 1099 Code associated with the distribution, if any. A 1099
is a tax form. Press the F2 Key or right click to choose the necessary code. The State
Worked field in the Vendor Information section must be input for the 9 field to be accessible.
Please note if the 9 field does not have a code displayed, the 3rd Party field will not be
available to select the Third Party Vendor.

¢ Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

e Amount - Dollar or other currency amount for this distribution line; should default with the
remaining invoice amount when you input an account number. Please note if you press the
F2 Key or right click in the Amount field, a calculator displays for your convenience.
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< Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon m located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

&= Command? E|

Command?

L} Update database with changes
Al Accept changes and clear screen
(2] Cancel (discard changes)

) eXit to menu

Jk Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you

want to add and press the F4 Key or select the 'Add' icon E'! A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete’ icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon B when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page

© 2011 Cast & Crew Entertainment Services, LLC.



ACCOUNTS PAYABLE

Down' Keys until you find the entry needed.

97

© 2011 Cast & Crew Entertainment Services, LLC.




98

PSL3 User Manual

Chapter 5.2 Post A/P Transactions/Edit List

Use the Post A/P Transactions/Edit List [appost] screen to review and post A/P transactions. You can
post transactions one at a time or all transactions at the same time if you prefer. It is recommended to
first generate an “Edit List™ a list of the transactions you’ve selected prior to posting. The purpose of the
Edit List is for you to review the A/P transactions for any errors as well as to make sure the transactions
listed are indeed the ones you want to post. You can print the Edit List or view it straight from your
screen. If you need to make any corrections, do so in the A/P Entry [apte] screen. After accepting the
changes, generate another Edit List to verify the corrections. Once you’re satisfied with the changes,
move forward with the Posting Register.

Posting is the act of permanently transferring a transaction to the Bible Report/General Ledger [bdbr].
Please note checks are posted automatically when they are printed.

Open:

» To access the Post A/P Transactions/Edit List [appost] screen, click the 'A/P' module, then
click the 'A/P Entry' sub-folder from the menu tree (see following screen shot). Listed are the
Edit List and Post Reports. You will notice once you click either report, the other also
becomes selected as you can view both reports from the same screen.

» The Post A/P Transactions/Edit List [appost] screen is also located in the 'Report' module
under the 'A/P' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.
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= appost - Post A/P Transactions
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Enter a batch number; leave blank for all

Post A/P Transactions Selection Criteria:

e To select an entry, press the F2 Key or right click in any of these fields (Batch, Reference,
Vendor, Production, Company, Bank and/or Currency) to select the item(s) needed. You
can also choose multiple entries by holding down the Control Key and simultaneously using
the mouse to select. By making a selection, this isolates the report to only display items
based on the code(s) selected. If you wish to select all unposted A/P transactions, leave all
fields blank.

Report Type:

e Defaults to Edit List to review your A/P entries and make any necessary modifications prior to
posting. To move forward with posting, select 'Posting Register' followed by either the Print,
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Preview or Spreadsheet option; this will transfer the transaction(s) to the Bible Report [bdbr].

Report Formats:

¢ 'Report Format', 'Report Sort' and 'Description Of are all sorting options available for you to
select per your preference.

Include Vendor/W9 Report:

e Check mark this option to print a separate report after the A/P Edit List [appost] and/or
Posting Register [appost]. The Vendor/W9 Report includes the Vendor Number, Name,
Address and displays whether the vendor has a W9 on File. This information is pulled from
the Vendor Entry [apven] screen.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Once you select 'Posting Register' followed by either the Print, Preview or Spreadsheet option,

PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No',
you will receive a prompt notifying you the posting process is not done; therefore you are still
able to make any needed changes. If you select 'Yes', you will receive a prompt confirming the

selected A/P transactions are now marked posted.

NOTE:

Please note if you need to make distribution
changes to posted items, this can be done in the
Posted Transaction/ltem Editor [glfix] screen
located in the 'J/E' module depending on your User
ID and studio permissions. You can also email a
request to support@castandcrew.com if you need
a transaction unposted and include the Reference
Number(s). Please be advised depending on your
specific studio's guidelines, the Support
Department may need to obtain approval from your
Studio Finance Executive before proceeding.
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NOTE:

Please note you are not able to re-print a Posting
Register once the transaction(s) are posted;
therefore, if you need a copy of the report sent to
you, please email a request to
support@castandcrew.com with the approximate
date and time that the report was ran. PSL3
houses all generated reports on a server.
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Chapter 5.3 Defer Open ltems

The Defer Open Items [ckdef] program allows you to defer an open A/P or P/C transaction payment
from your next check run. The Defer Open Items [ckdef] screen also allows you to change a
transaction's A/P Discount Amount or A/P Due Date. You can also determine if an open item has been
deferred if you enter the open item's Reference Number and press the Enter Key.

Open:

» To access the Defer Open Items [ckdef] screen, click the 'A/P' module, then click the 'A/P
Entry' sub-folder from the menu tree (see following screen shot).

» Defer Open Items [ckdef] is also located in the 'Report’ module under the 'A/P' sub-folder.

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
+ | Ee'tup
+ B Vendor
= @ AP Entry
Entry (apte)
Edit List (appost
Fost fappost)

Ll

i

o
B Checks
B 1099
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Checks
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Cost

Closing
Recurring Batch
Report

P5SL3 Help

The screen then appears.
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Selection Criteria:

¢ Reference Number - Enter the Reference Number of the A/P or P/C transaction whose
payment you want to defer and press the Enter Key. You can also press the F2 Key or right
click in the Reference Number field to select a transaction from the list. The Due Date and
Discount Amount fields default if you entered them in the original transaction or if you have
already modified these fields in this screen.

¢ Due Date - Date by which the A/P transaction should be paid. When you enter a Reference
Number for the first time, the original Due Date entered on that A/P transaction record
displays. If you have previously changed the Due Date field in this screen, that date displays
instead. When you change the Due Date here, then the Due Date field of the A/P Entry
[apte] transaction record also updates accordingly. Please note P/C transactions do not have
Due Dates. To select the date, press the F2 Key or right click in the Due Date field for the
calendar selection to appear or manually type in the date.

2 Pick a date E|
January 2011

sun|m..| Tuelw. | Thul Fri| sat
o6 |27 |26 [29 [ 30 | &1
23|45 6|78
5 (101112 [15 |14 [ 15
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3031|123 |4]5

oK Cancel help
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¢ Discount Amount - Amount by which the check amount is reduced. Inwice Amount -
Discount Amount = Check Amount. You can neither modify a Discount Amount unless it was
originally entered in AIP Entry [apte] nor increase a Discount Amount. You can only reduce
a Discount Amount from what was originally posted. Please note P/C records do not have
Discount Amounts. To input the amount, press the F2 Key or right click in the Discount
Amount field for the calculator option to display or manually type in the amount.

E Calculator §|

CE| C | +- ! i

i 8 4 -

Fetch| 4 ] ] +

Quit | 1 2 d =
0 .

¢ Defer Indefinitely - Check mark this option if you want to defer the open item indefinitely or
just defer it until the Due Date entered on this screen. If check marked, the selected
transaction will not be included on any future check runs until you uncheck this option.

< Defer:

» To proceed with the deferring process, press the F1 Key, then 'D' option or select 'Defer’
located in the top right hand corner of the screen. PSL3 automatically saves the change and
clears the screen. Please note the Defer Open Items [ckdef] screen does not generate a
report.
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Chapter 5.4 Modify Open ltems

The Modify Open Items [apopmod] program is used to change a posted A/P transaction's Bank Code.
This program allows you to select either one open A/P Reference Number or multiple open A/P
Reference Numbers and modify the Bank Code associated with those transactions. The A/P Open
Items Modification Report prints the final Bank Code change(s) for your records.

NOTE:

Please note you can not change the Bank Code of
an open A/P Entry [apte] transaction that contains
a distribution line transferred from a P/O.

Open:

» To access the Modify Open Items [apopmod] screen, click the 'A/P' module, then click the
'‘A/P Entry' sub-folder from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowve the 'Setup’' menu. Then, press Enter.
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The screen then appears.
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Selection Criteria:

¢ Reference Number - Reference Number of the A/P Open Item(s) whose Bank Code you
want to change. To choose multiple A/P Open Item(s), press the F2 Key or right click in the
Reference Number field and hold down the Control Key while simultaneously using your
mouse to select. Please note all transactions selected must be coded to the same Bank

Code.

Transaction For:

¢ Bank Code - Bank Code of the selected A/P Open Item(s) entered in the Reference
Number field defaults.

¢ Currency Code - Currency Code associated with the Bank Code of the selected A/P Open
Item(s) defaults. Please note you can not access this field.

e A/P Clearing - A/P Clearing Account Number associated with the Bank Code of the selected
A/P Open ltem(s) defaults. Please note you can not access this field.

Change To:

e Bank Code - New Bank Code to which you want the selected A/P Open ltem(s) to be
changed to. Press the F2 Key or right click in this field to choose the necessary code.

¢ Currency Code - Currency Code associated with the new Bank Code defaults. Please note
you can not access this field

¢ A/P Clearing - A/P Clearing Account Number associated with the new Bank Code defaults.
Please note you can not access this field.

< Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Start - Opens the Print Dialogue box, sends the report directly to the printer and begins the
modification process.
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Once you select 'Start' and the report has printed, PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No', the
modification process is not done. If you select 'Yes', PSL3 then displays a secondary prompt:

= APOPMOD

The report is printed. Do you wish to modify?
Modify selected AP reference?

Yes Mo Help

If you select 'Yes', the selected A/P transactions are now modified to the new Bank Code. If
you select 'No', the modification process is not done.
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Chapter 5.5 Void Open Items

The Void Open Items [apwid2] program is used to woid an A/P Open ltem(s) and/or reissue the original
A/P transaction(s) if needed. The Voided Open Items Register prints the wided change(s) for your

records.

Open:

» To access the Void Open Items [apwid2] screen, click the 'A/P' module, then click the 'A/P
Entry' sub-folder from the menu tree (see following screen shot).

» Void Open Items [apwid2] is also located in the 'Report' module under the 'A/P' sub-folder.

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

The screen then appears.
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Open Item Selection:
¢ Reference Number - Reference Number of the A/P Open Item(s) which you want to wid. To
choose multiple A/P Open ltem(s), press the F2 Key or right click in the Reference Number
field and hold down the Control Key while simultaneously using your mouse to select.
¢ Reissue - Check mark this option to create a new, unposted A/P transaction(s) of the original

A/P Open Items(s) selected in the Reference Number field within the Current Period.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print Edit - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview Edit - Generates a PDF format report and appears instantly on your screen. You
are still able to print from the PDF format.

> Void A/P - Opens the Print Dialogue box, sends the report directly to the printer and begins
the woiding process.
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Once you select 'Void A/P' and the report has printed, PSL3 displays the following message
prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No', the
woiding process is not done. If you select 'Yes', PSL3 then displays a secondary prompt:

If you select 'Yes', the Voided Open Items Register prints and the selected A/P transactions
are now woided and/or reissued. If you select 'No', the Voided Open Items Register is not
printed; however the void and/or reissue process is now complete.

+ Once the void and/or reissue process is complete, PSL3 automatically updates the A/P
transaction(s) status as follows:
» Original A/P transaction(s) is marked with a 'V' for Void.
» Reversal A/IP transaction(s) is marked with an 'R’ for Reversal.

» Reissued A/P transaction(s) is marked with a 'U' for Unposted to make any necessary
modifications.
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Chapter 5.6 1099 Reporting Screens

PSL3 offers 1099 Screens/Reports which are listed below.

Open:

» To access the following 1099 Screens/Reports, click the 'A/P' module, then click the 1099’
and "1099' ICR' sub-folders from the menu tree (see following screen shot).

» These additional 1099 Screens/Reports are also located in the 'Report' module under the

'Vendors' sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

o

=i Vendor
B AP Entry
B3l Checks
= 10949
= o4 1099 ICR
1095 ICR Report (el 099)
1094 Farms and Feport (hd1095)
Pi0
PiC
JiE
PR
GiL
Checks
Budoet
Cost
Closing
Recurring Batch
Report
PSL3 Help

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to

include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

¢ 1099 Forms or Audit Report [bd1099] - Use [bd1099] to print paper 1099 forms, generate a
listing of all vendors and/or employees including all amounts that have been paid to them, as
wells as generate a listing of vendors and/or employees who have invalid Tax ID Numbers.
You can specify the report format as Detailed, Summary, Blank Tax ID, Paper 1099 Form or
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Spreadsheet (Text/Tab delimited (.txt) and sort by Tax ID or Vendor Name. You can include
or exclude the following options: TIN Name, TIN Type, State Worked, 3rd Party 1099's only,
Withholding Taxes only, T4 only, Federal Filing Limit and Non-1099'able Items in addition to
Multiple Currency, etc. as selection criteria.

¢ 1099 ICR (Independent Contract Reporting) Report [icr1099] - Use [icr1099] to create an
export file that includes vendors and/or employees who have earned $600 or more of 1099'able
amounts in the tax year or since the date the last export file was created. This file should be
sent to the EDD (Employment Development Department). To find out more about Independent
Contractor Reporting or sending the file to the EDD, visit the EDD web site at www.edd.ca.gov
. Please note if you need to reset the ICR Export Date for any reason, please email

support@castandcrew.com .

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Chapter 5.7 Additional A/P Screens/Reports

PSL3 offers additional A/P Screens/Reports which are listed below. Some of these reports can also be
found in the section Additional Vendor Screens/Reports .

Open:

» To access the following A/P Screens/Reports, click the 'A/P' module, then click the 'Vendor'
and 'A/P Entry' sub-folders from the menu tree (see following screen shot).

» These additional A/P Screens/Reports are also located in the 'Report' module under the 'A/P’
sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

- M
+ 58 Setup
= @i AP
i AP Entry

& Checks

+ 59 1099
PiQ
PiC
JiE
PR
GiL
Checks
Budget
Cost
Closing
Recurring Batch
Report
PSL3 Help

S S S S T TS S S

R

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e Account/Vendor Totals Report [accwv] - Use [accw] to print a total for each Account/Vendor
combination. Only paid (or wided) A/P distributions contribute to the totals. This report
converts all amounts to the base currency. This report can be ran by Starting and Ending
Dates, a range of Vendor ID Numbers, Starting and Ending Account Numbers and Multiple
Currency as selection criteria.
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A/P Open Items Report [apopenp] - Use [apopenp] to view which A/P inwices have been
posted, but not yet paid. This report can be used to determine which A/P transactions you
want to pay with your next check run. You can enter a range of Vendor ID Numbers, Aging
Date, Effective Date as well as include Detail and ltems Past Selected Aging Date as
selection criteria. The report can be sorted by Vendor Number or Vendor Name.

A/P Vendor Analysis Report [apvena] - Use [apvena] to track A/P transaction activity by
vendor. You can choose the Report Type (Vendor ID, Vendor Name, State or Inwice) and
include the Transaction Type (Unposted, Open, Paid and/or Void). You can also enter a
range of Vendor ID Numbers, Start and End Dates, Multiple Currency, etc. as selection
criteria.

A/P Vendor Inquiry [apving] - Use [apving] to look up information on posted A/P
transactions. You can specify the Invoice Selection by Vendor, Reference Number, Invoice
Number, P/O Number and/or Location Code. You can also choose the Currency, Transaction
Type (Open and/or Paid ltems), Start and End Dates, etc. as selection criteria.

Pending Items Report [pirpt] - Use [pirpt] look for transactions that you may want to post,
pay, defer or relieve. Pending items are transactions that have been entered in the database,
but have not gone all the way through the accounting process. You can enter a range of
Account Numbers, choose the Account Type and generate either a Combined or Individual
Detail or Summary Report. You can also input Start and End Dates and choose the Date
Type by Effective or A/P Due Date. In addition, you can include the Transaction Status
(Postable, Deferred, Payable and/or Open P/O), Multiple Currency, etc. as selection criteria.
Please note this report is also accessible in the 'P/O' module.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.

© 2011 Cast & Crew Entertainment Services, LLC.


mailto:support@castandcrew.com

PETTY CASH

Secti







PETTY CASH

Section 6 PETTY CASH

This section will address the following programs:

> P/C Entry

» Post P/C Transactions/Edit List

» P/C Crew Advances/Activity Report

» P-Card View/Report

121
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Chapter 6.1 P/C Entry

Petty Cash is the distribution of cash funds to pay for employees' on a Productions for various
expenses, usually smaller purchases such as materials and supplies. Use the P/C Entry [pcent]
program to record both Petty Cash Advances (Amount Advanced), Petty Cash Receipts and Petty Cash
Returned (Accounted for Amount). To disburse Petty Cash to each vendor and/or employee, he or she
must be set up in Vendor Entry [apven] and have a Petty Cash Advance Account Number entered in his
or her record.

WARNING:
Please be advised you are not able to access the P/C Entry [pcent] screen until your User ID and

default codes are setup. If they are not setup, the following warning message will display upon
opening the screen.

E Warning E|

(| Before opening Petty Cash Entry, you must set up your default Series,
Location and Set Codes in the Users program under the Setup menu.

[0

Your default Series, Location and Set Codes can be input in the User Entry [suuser] screen
located in the 'Setup' module. Once saved, the P/C Entry [pcent] screen becomes accessible.

Open:

» To access the P/C Entry [pcent] screen, click on Tab #5 or press 'ALT and the number '5'
Key simultaneously to open the screen.

> P/C Entry [pcent] can also be accessed in the 'P/C' module from the menu tree (see following
screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup' menu. Then, press Enter.
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The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction
number. To generate the next sequential Reference Number, press the F4 Key or select the

'‘Add' icon G located on the toolbar. You can also right click outside a field (in which the
'Add' option appears) to add the next record.

e Effective Date - Date of the transaction that is recorded on the Bible Report [bdbr]; should
default with today's date after generating the Reference Number. You can always change it
by typing over the defaulted date or by right clicking in that field for the calendar selection to
appear. Please note you can not input a date that is in a previously closed period.
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NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.

125

e Description - Explanation of this P/C transaction as a whole which can hold up to 30 alpha/

numeric characters.

e Status - Overall status of the transaction. This field is marked with a 'U' for an Unposted entry

until you post it in the Post P/C Transactions [pcpost] screen. As long as the transaction is
marked with an unposted status, you are able to modify it. Once posted, it is marked with a

'P' for Posted. PSL3 updates the status automatically.

NOTE:

Please email a request to support@castandcrew.

com if you need a transaction unposted and
include the Reference Number(s). Please be
advised depending on your specific studio's
guidelines, the Support Department may need to
obtain approval from your Studio Finance
Executive before proceeding.
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Batch Information:

e Codes that are attached to the transaction. These fields are pulled from the User Entry
[suuser] screen located in the 'Setup’ module (if setup beforehand). To change the defaulted
codes, press the F2 Key or right click in any of these fields (Batch, Production, Company,
Bank and Currency) and make your selection. Please note the Bank Code field setup in
the Bank Entry [subank] screen is where the P/C Box/Custodian Account is pulled from. To
set up a new P/C Custodian, do so in the Bank Entry [subank] screen located in the 'Setup’
module.

Vendor Information:

Only vendors with Advanced Accounts setup in Vendor Entry [apven] are displayed in the vendor pick
list in P/C Entry [pcent]. This is done by check marking the 'Petty Cash' option in which the P/C
Advance Account field becomes accessible in Vendor Entry [apven].

e Select the vendor needed by pressing the F2 Key or by right clicking in the Vendor ID field.
Once the list of vendors appears, you can scroll through to find the vendor or click on the
column headers: Name, City or Vendor to sort alphabetically or numerically. If the vendor
does not exist in PSL3, you can add it by pressing the F5 Key or selecting the 'Zoom' icon

D located on the toolbar. This zooms into the Vendor Entry [apven] screen. To search
for a vendor while zoomed into the Vendor Entry [apven] screen, type the wildcard character
using the asterisk (*) in the Vendor Name field. For example, if you want to see if vendor
John Smith exists, you would type *John* or *Smith* and press the F7 Key or select the 'Find'

icon G located on the toolbar. PSL3 displays how many records for that criteria exist by

selecting the 'Arrow' icons (First, Prior, Next and Last) m located on the

toolbar or by pressing the 'Page Up' or 'Page Down' Keys until you find the vendor needed.
Once you locate the vendor, press the F1 Key, then 'F' option or select the select the 'Fetch'

icon D to fetch this record back to the P/C Entry [pcent] screen.

Envelope Information:

¢ Envelope Number - User-defined code or number identifying each P/C envelope which can
hold up to eight alpha/numeric characters. The concept of an enwelope is that each P/C
transaction can involve not only disbursing cash, but also receiving receipts and cash from
vendors. The receipts would be kept in an envelope for future reference and the transactions
would be listed on the front of the envelope.
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NOTE:

Please email a request to support@castandcrew.
com to make the Envelope Number a white
colored field as white fields are required before
proceeding in PSL3.

e Amount Advanced - Dollar or other currency amount that is being given (advanced) to the P/
C Vendor. After inputting the Amount Advanced, PSL3 automatically creates two distribution
lines. The first automated line displays the Advance Account Number for the P/C Vendor set
up in the Vendor Entry [apven] screen (debiting the P/C vendor's Advance Account). The
second automated distribution lines displays the account number for the P/C Box/Custodian
set up in the Bank Entry [subank] screen (crediting the P/C Box/Custodian 's account).

e Accounted for Amount - Total amount (total cash + receipts) that is being received from the
P/C Vendor. After inputting the Accounted for Amount, PSL3 automatically creates one
distribution line. The automated line displays the Advance Account Number for the P/C
Vendor set up in the Vendor Entry [apven] screen.

e Amount Distributed - Read-only field that sums the amounts coded to Expense Account
Numbers in the distribution lines. As you enter amounts coded to Expense Accounts, this
field totals those amounts. The Amount Distributed must equal the Accounted for Amount
before you can save the P/C Entry [pcent] transaction. Please note you are not able to
access this field.

Distribution Lines:

PSL3 automatically creates distribution line(s) once you enter an amount in the Amount Advanced and
Accounted for Amount fields.

¢ First Amount Advanced Distribution Line - This automatically created distribution line is
created if you enter an amount in the Amount Advanced field. It displays the Advance
Account Number for the P/C Vendor set up in the Vendor Entry [apven] screen (the debit
from the P/C vendor's Advance Account).

¢ Second Amount Advanced Distribution Line - This automatically created distribution line
is created if you enter an amount in the Amount Advanced field. It displays the account
number for the P/C Box/Custodian set up in the Bank Entry [subank] screen (the credit from
the P/C Box/Custodian 's account).

¢ First Accounted For Amount Distribution Line - This automatically created distribution line
is created only if you enter an amount in the Accounted For Amount field. It displays the
Advance Account Number for the P/C Vendor set up in the Vendor Entry [apven] screen.
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NOTE:

Please email a request to support@castandcrew.
com to turn off the P/C Entry [pcent] automated
distribution lines function. If this feature is turned
off, you will have to input the distribution lines in
manually.

If you prefer not to have PSL3 automatically create the distribution line(s), input the following fields

manually.

¢ Account Number - Chart of Accounts number that will be debited or credited on this

distribution line. Press the F2 Key or right click to choose the account number. [f the
account number doesn't exist in PSL3, you can add it by pressing the F5 Key or selecting the

'Zoom' icon D located on the toolbar. This zooms into the Chart of Accounts Entry [gica]
screen in which you can add the account number immediately. Once saved, press the F1

Key, then 'F' option or select the 'Fetch' icon D to fetch the account back to the P/C Entry
[pcent] screen.

NOTE:

The Series, Location, Set and Free Field
Codes are brought over from the User Entry
[suuser] screen located in the 'Setup’ module if
setup. Otherwise, press the F2 Key or right click
in these fields to make your selection.

1099 and Third Party Expense - 1099 Code associated with the distribution, if any. A 1099
is a tax form. Press the F2 Key or right click to choose the necessary code. The State
Worked field in the Vendor Information section must be input for the 9 field to be accessible.
Please note if the 9 field does not have a code displayed, the 3rd Party field will not be
available to select the Third Party Vendor.

Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

Amount - Dollar or other currency amount for this distribution line; should default with the
remaining P/C amount when you input an amount in the Amount Advanced and/or
Accounted for Amount fields. Please note if you press the F2 Key or right click in the
Amount field, a calculator displays for your convenience.
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E Calculator E|
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< Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon m located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

&= Command? E|
Command?

L} Update database with changes

Al Accept changes and clear screen

{Z) Cancel (discard changes)

) eXit to menu

Jk Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you

want to add and press the F4 Key or select the 'Add' icon E'! A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete’ icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon B when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

© 2011 Cast & Crew Entertainment Services, LLC.



130

PSL3 User Manual

(First, Prior, Next and Last) m or by pressing the 'Page Up' or 'Page

Down' Keys until you find the entry needed.
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Chapter 6.2 Post P/C Transactions/Edit List

Use the Post P/C Transactions/Edit List [pcpost] screen to review and post P/C transactions. You can
post transactions one at a time or all transactions at the same time if you prefer. It is recommended to
first generate an “Edit List™ a list of the transactions you’ve selected prior to posting. The purpose of the
Edit List is for you to review the P/C transactions for any errors as well as to make sure the transactions
listed are indeed the ones you want to post. You can print the Edit List or view it straight from your
screen. If you need to make any corrections, do so in the P/C Entry [pcent] screen. After accepting
the changes, generate another Edit List to verify the corrections. Once you’re satisfied with the
changes, move forward with the Posting Register.

Posting is the act of permanently transferring a transaction to the Bible Report/General Ledger
[bdbr].

Open:

» To access the Post P/C Transactions/Edit List [pcpost] screen, click the 'P/C' module from
the menu tree (see following screen shot). Listed are the Edit List and Post Reports. You
will notice once you click either report, the other becomes selected as you can view both
reports from the same screen.

» The Post P/C Transactions/Edit List [pcpost] screen is also located in the 'Report' module
under the 'Petty Cash' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.
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= pcpost - Post P/C Transactions

File Edit Programs Options Yiew Favorites Help

BI® @@ @ &&=

rPost PIC Transactions

Batch [N  [(4 batches)
Reference | (Al reference numkbers)

Yerndaor | vAll vendars)
Froduction Al productions)
Company Al companies)

Bank Al hanks)
[ |

CUrrency vAll currencies)

rReport Type
i=i Edit List
("' Posting Register

rReport Format——— Report Sort—— rDescription Of ———
2 Account Mumbet 2 Account Mumbet & Account Mumbet
{*) Reference Mumher {*) Entry Order ") Series
{7 Aecount per Line {7 Location

i Set

Enter a batch number; leave hlank for all

Post P/C Transactions Selection Criteria:

¢ To select an entry, press the F2 Key or right click in any of these fields (Batch, Reference,
Vendor, Production, Company, Bank and/or Currency) to select the item(s) needed. You
can also choose multiple entries by holding down the Control Key and simultaneously using
the mouse to select. By making a selection, this isolates the report to only display items
based on the code(s) selected. If you wish to select all unposted P/C transactions, leave all
fields blank.

Report Type:
¢ Defaults to Edit List to review your P/C entries and make any necessary modifications prior to

posting. To move forward with posting, select 'Posting Register' followed by either the Print,
Preview or Spreadsheet option; this will transfer the transaction(s) to the Bible Report [bdbr].
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Report Formats:

¢ 'Report Format', 'Report Sort' and 'Description Of are all sorting options available for you to
select per your preference.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.

Once you select 'Posting Register' followed by either the Print, Preview or Spreadsheet option,
PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No',
you will receive a prompt notifying you the posting process is not done; therefore you are still
able to make any needed changes. If you select 'Yes', you will receive a prompt confirming the
selected P/C transactions are now marked posted.
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NOTE:

Please note if you need to make distribution
changes to posted items, this can be done in the
Posted Transaction/ltem Editor [gIfix] screen
located in the 'J/E' module depending on your User
ID and studio permissions. Please be advised P/C
Entry [pcent] distribution lines will not appear in
the Posted Transaction/ltem Editor [glfix] if they
were automatically created by PSL3; therefore you
are not able to make changes to them in this
program. P/C distribution lines only appear in the
Posted Transaction/ltem Editor [glfix] screen if
they were manually created. You can also email a
request to support@castandcrew.com if you need
a transaction unposted and include the Reference
Number(s). Please be advised depending on your
specific studio's guidelines, the Support
Department may need to obtain approval from your
Studio Finance Executive before proceeding.

NOTE:

Please note you are not able to re-print a Posting
Register once the transaction(s) are posted;
therefore, if you need a copy of the report sent to
you, please email a request to
support@castandcrew.com with the approximate
date and time that the report was ran. PSL3
houses all generated reports on a server.
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Chapter 6.3 P/C Crew Advances/Activity Report

The P/C Crew Advances/Activity Report [pcar] displays posted Petty Cash transaction amounts
broken down by Amounts Advanced, Accounted for Amounts (receipts) and the amount of the Advance
Outstanding (the difference between the Amounts Advanced and the Accounted for Amounts).

Open:

» To access the P/C Crew Advances/Activity Report [pcar], click the 'P/C' module from the
menu tree (see following screen shot).

» The P/C Crew Advances/Activity Report [pcar] is also located in the 'Report' folder under
the 'Petty Cash' sub-folder titled P/C Activity Report [pcar].

> You can also access this report by typing the screen or acronym name in the blue prompt bar
located above the 'Setup' menu. Then, press Enter.
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Closing
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The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave

all fields blank.

Vendor Range:

e Starting and Ending - Vendors to include in the report. To restrict the report to only include
information for a single vendor, input the same Vendor Number in both the Starting and
Ending fields. To select all vendors, leave both fields blank.

Transaction Selection:

¢ Press the F2 Key or right click in any of these fields (Production, Company, Bank and
Currency) to choose the necessary codes if they don't already default. To choose multiple
codes for a particular field, press the F2 Key or right click in that field and hold down the
Control Key while simultaneously using your mouse to select. By making a selection, this
isolates the report to only display items based on the code(s) selected.

Date Range:

e Starting and Ending - Transaction Effective Dates to include in the report as PSL3 is date-
driven. To restrict the report to only include information for a single date, input the same date
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in both the Starting and Ending fields. To select all dates from inception to future, leave both
fields blank. Press the F2 Key or right click in either date field for the calendar selection to

appear.

Epickadate E|
January 2011
sunl .| Tuelw. | Thul Fril sat
72 i b T
2 314|856 7|8
3 (101112 13|14 |15
16 |17 |18 | 19 | 20 | 21 | 22
23 |24 |25 | 26 | 27 | 28 | 28
ERER R ERE
oK Cancel help

Envelope Information:

¢ Number - User-defined code or number identifying each P/C envelope.

P/C Cash Account Range:

e Starting and Ending - Account numbers to include in the report. To restrict the report to only
include information for a single account number, input the same account in both the Starting
and Ending fields. To select all account numbers, leave both fields blank. Please note these
fields only become accessible when you select 'Include A/P Transactions' and/or 'Include J/E
Transactions' in the Report Selection area.
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Report Selection:
e Show Detail - Check mark to include detail distribution data for each transaction.

¢ Include P/C Transactions - Check mark to include transactions that were entered in P/C
Entry [pcent].

¢ Include A/P Transactions - Check mark to include transactions that were entered in A/P
Entry [apte].

¢ Include J/E Transactions - Check mark to include transactions that were entered in Journal
Entry [jete].
J/E Transactions:
¢ J/E Number - User-defined code or number also known as the User Source Code to track

your company's different classifications of Journal Entries. Please note this field only
becomes available when you select 'Include J/E Transactions' in the Report Selection area.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Chapter 6.4 P-Card View/Report

Cast & Crew Entertainment Senvices, in an effort to maximize efficiency with regard to a Production's
purchasing needs, offers its Purchasing Card (P-Card) senice. Through this system, in conjunction with
Wells Fargo Bank, a Production is able to request Purchase Cards for members of the crew which can
be used anywhere major credit cards are accepted. Productions are then able to reconcile these
transactions in PSL3 using the P-Card View/Report [pcardip] program. Within this program, you are
able to view transactions by specific Card Number and date selection, make coding assignments and
then export into either A/P Entry [apte] or an Excel Spreadsheet for further modification through the
Import an Excel File [xlint] screen.

NOTE:

Please note not all databases are setup with the
P-Card View/Report [pcardlp] program. Please
contact Cast & Crew's Finance Department at
pcard@castandcrew.com or by phone at (818)
848-6022 to be setup to use P-Cards in PSL3 for
your Production.

Also, for information on the administration of the
Wells Fargo Commercial Card Expense Reporting
(CCER) system including adjustments to credit
limits, please contact Cast & Crew's Finance
Department at pcard@castandcrew.com or by
phone at (818) 848-6022.

Open:

» To access the P-Card View/Report [pcardlp], click the 'P/C' module from the menu tree (see
following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.
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The screen then appears.

Card Information:
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e Card Number - Valid Card Numbers with purchases made are listed here. Press the F2 Key
or right click to select a Card Number. You can also choose multiple Card Numbers by
holding down the Control Key and simultaneously using the mouse to select. To select all
Card Numbers, leave this field blank.

NOTE:

Please note Card Numbers are usually not listed
right away after making purchases as it takes a
couple of days for P-Card transactions to post to
the bank and appear in this screen.

Transaction Date Selection:

e Start Date and End Date - Dates to include for viewing the P-Card transactions. Press the
F2 Key or right click in either date field for the calendar selection to appear. To restrict the
screen to only include information for a single date, input the same date in both the Start
Date and End Date fields. To select all dates from inception to future, leave both fields blank.

EPickadate El
January 2011
sun|m. | Tuefw | Thu| Fri| sat
76 | 27 | 75| 22| a0 [ 1
23|45 6|7 8
9 [ 10|11 [12 13|14 |15
16 [ 17 |18 | 19 | 20 | 21 | 22
25 |24 | 25 | 26 | 27 | 28 | 29
30211 |2 |5 ]4]5
OK || cancel || help

Include:

¢ New - Select to only include data which has not previously been exported by P-Card View/
Report [pcardlp] into either the A/IP Entry [apte] or Import an Excel File [xlint].

e Exported - Select to only include data which has previously been exported by P-Card View/
Report [pcardlp] into either the A/IP Entry [apte] or Import an Excel File [xlint].

e Both - Select to include both New and previously Exported data.
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Sort By:

e 'Transaction Date', 'New on top', 'Exported on top' are all sorting options available for you to
select per your preference.

Amounts:

¢ Total Billing Amount ($US) - Displays the total dollar amount billed in U.S. Currency for the
selected Card Number(s). Please note you can not access this field.

e Total Marked for Export - Displays the total dollar amount marked for export for the selected
Card Number(s). Please note you can not access this field.

+ Start to populate data:

» To proceed with the exporting process, press the F1 Key, then 'S' option or select 'Start'
located in the top right hand corner of the screen. Once you select 'Start’, the transaction
details at the bottom of the screen are displayed. You are then able to mark a transaction for
export and select the account number and Envelope Number (if any).

P-Card Transaction Details:

e Export - Check mark to indicate that a given line item should be part of the A/IP Entry [apte]
or Import an Excel File [xlint] export process.

e Account Number - Chart of Accounts number associated with a given transaction. Press the
F2 Key or right click to choose the account number. If the account number doesn't exist in

PSL3, you can add it by pressing the F5 Key or selecting the Zoom' icon D located on the
toolbar. This zooms into the Chart of Accounts Entry [gica] screen in which you can add
the account number immediately. Once saved, press the F1 Key, then 'F' option or select the

'Fetch' icon D to fetch the account back to the P-Card View/Report [pcardip] screen.

¢ Envelope Number - User-defined code or number associated with a given transaction to
correspond with receipts submitted to the accounting office. This field can hold up to eight
alpha/numeric characters.

e ST (Status) - Exported status of the transaction. Status types are as follows:

> N (New) - The transaction status is New and has not been previously exported in P-
Card View/Report [pcardip]

» E (Exported) - The P/O transaction status is Exported and has been previously
exported in P-Card View/Report [pcardip].

PSL3 updates the status automatically when exporting to either A/P Entry [apte] or
Import an Excel File [xlint]. Please note you can not access this field.
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¢ Transaction Date - Displays the Transaction Date for a given line item. Please note you
can not access this field.

e Card Number - Displays the Card Number for a given line item. Please note you can not
access this field.

e Merchant Name - Displays the Merchant Name for a given line item. Please note you can
not access this field.

¢ Billing Amount ($US) - Displays the transaction dollar amount billed in U.S. Currency.

Please note credit amounts will appear in parentheses; for example (100.00). Please note
you can not access this field.

+» Helpful Hints:

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

Command?

L) Update database with changes
A) Accept changes and clear screen
2) Cancel (discard changes)

») eXit to menu

@] Cancel Help

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to export and generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.

> AIP Export - Allows you to export the selected transactions directly to A/P Entry [apte] in
which you can post thereafter. Please note the selected transactions must have an account

number input before exporting to A/IP Entry [apte] or else you will receive the following warning
message:
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Once all account numbers have been input, the Export to A/P screen appears in which you can
apply coding to the transaction. Input all white required fields and select the 'OK' option located
in the top right hand corner of the screen. An A/P transaction is created and the A/P Entry
[apte] Reference Number displays on the screen. Please note the purpose of the Export to A/P
screen is to apply default codes to the transactions contained within a particular P-Card export.
Each individual line item may be recoded with its one attributes once the export reaches the A/
P Entry [apte] screen as the transaction exports with an unposted status. For field details in
the Export to A/P screen, please refer to A/P_Entry.

» XLINT Export - Allows you to export the selected transactions directly into an Excel
Spreadsheet specifically formatted to be re-imported back into PSL3 through the Import an
Excel File [xlint] screen. The data which can be coded in the Excel Spreadsheet is as
follows:

e Account Number
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Series Code
Location Code
Set Code

1099 Code
Insurance Code
Free Field 14
Distribution Description
Amount *
Envelope Number
Transaction Date *
Card Number *
Merchant Name *

* Please note these items (marked with an ™' asterisk) are populated in the Excel Spreadsheet
by P-Card View/Report [pcardip] and it is recommended that they are not changed. For
details and step by step directions on the Import an Excel File [xlint] process into the
Transaction Type of your choice, please refer to Import an Excel File.
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Section 7 JOURNAL ENTRY

This section will address the following programs:

> Journal Entry

» Post J/E Transactions/Edit List
» Posted Transaction/ltem Editor
» G/L Transaction Changes Report

> Import an Excel File

149
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Chapter 7.1 Journal Entry

A Journal Entry is the recording of financial data in the form of a debit and credit transaction. Use the
Journal Entry [jete] program to record J/E transactions such as depositing cash in checking accounts,
replenishing Petty Cash, correcting account coding and amounts as well as recording bank charges and
interest payments, etc.

Open:

» To access the Journal Entry [jete] screen, click on Tab #3 or press 'ALT and the number '3’
Key simultaneously to open the screen.

» Journal Entry [jete] can also be accessed in the 'J/JE' module from the menu tree (see
following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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Closing
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Report
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The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction
number. To generate the next sequential Reference Number, press the F4 Key or select the

'‘Add' icon E=1 located on the toolbar. You can also right click outside a field (in which the
'Add' option appears) to add the next record.

e Effective Date - Date of the transaction that is recorded on the Bible Report [bdbr] and
appears as an Actual Cost on the Estimated Final Cost Report [efcrpt]; should default with
today's date after generating the Reference Number. You can always change it by typing over
the defaulted date or by right clicking in that field for the calendar selection to appear. Please
note you can not input a date that is in a previously closed period.
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EPickadate E|
January 2011
sun|M...| Tue|w. | Thu| Fri sat
26 [27 |28 [25 [0 |31
2345|678
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23 |24 |25 |26 | 27 | 28 | 29
3031712345
oK || cancel || nhelp

NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.

e Description - Explanation of this Journal transaction as a whole which can hold up to 30
alpha/numeric characters. This Reference Description defaults in the distribution lines. If this
field is left blank, PSL3 defaults the distribution description with the description of the first

account number selected.

e Status - Overall status of the transaction. This field is marked with a 'U' for an Unposted entry
until you post it in the Post J/E Transactions [jepost] screen. As long as the transaction is
marked with an unposted status, you are able to modify it. Once posted, it is marked with a
'P' for Posted. PSL3 updates the status automatically.
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NOTE:

Please email a request to support@castandcrew.
com if you need a transaction unposted and
include the Reference Number(s). Please be
advised depending on your specific studio's
guidelines, the Support Department may need to
obtain approval from your Studio Finance
Executive before proceeding.

Batch Information:

¢ Codes that are attached to the transaction. These fields are pulled from the User Entry
[suuser] screen located in the 'Setup' module (if setup beforehand). To change the defaulted
codes, press the F2 Key or right click in any of these fields (Batch, Production, Company
and Currency) and make your selection.

Journal Information:

¢ J/E Number - User-defined code or number also known as the User Source Code to track
your company's different classifications of Journal Entries. This field can hold up to six alpha/
numeric characters.

¢ Total Debits - Total amount of the debit entries calculated in the distribution lines. Please
note you are not able to access this field.

¢ Total Credits - Total amount of the credit entries calculated in the distribution lines. Please
note you are not able to access this field.

Please note when entering a new Journal Entry, PSL3 tallies the debit and credit entries you
make in the distribution lines. Entering a positive amount in the distribution line Amount field
increases total debits. Entering a negative amount (input a minus sign before the number) in
the distribution line Amount field increases the total credits. Please be advised debits and
credits must equal before you can sawe the transaction.

Distribution Lines:

PSL3 automatically creates the debit and/or credit offset distribution line(s) once you input the account
number on the second distribution line.

¢ Account Number - Chart of Accounts number that will be debited or credited on this
distribution line. Press the F2 Key or right click to choose the account number. [f the
account number doesn't exist in PSL3, you can add it by pressing the F5 Key or selecting the

'Zoom' icon D located on the toolbar. This zooms into the Chart of Accounts Entry [glca]
screen in which you can add the account number immediately. Once saved, press the F1
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Key, then 'F' option or select the 'Fetch' icon D to fetch the account back to the Journal
Entry [jete] screen.

NOTE:

The Series, Location, Set and Free Field
Codes are brought over from the User Entry
[suuser] screen located in the 'Setup' module if
setup. Otherwise, press the F2 Key or right click
in these fields to make your selection.

¢ Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

e  Amount - Dollar or other currency amount for this distribution line. Input the journal debit or
credit amount. If you are entering a negative amount, input the minus sign before the number.
Please note if you press the F2 Key or right click in the Amount field, a calculator displays
for your convenience.

a Calculator E|

CE| C | +- i :

7 8 ] -

Eetch| 4 5] 5] +

Quit | 1 2 3 =
0 -]

«Journal Entry Was-Is Distribution Changes:

Once a Journal has been posted, you are able to make distribution changes directly from the
Journal Entry [jete] screen (in addition to the Posted Transaction/ltem Editor [glfix]
depending on your User ID access lewvel). This includes Account, Series, Location, Sets,
Insurance, Free Field(s) and Description changes. This excludes Amount changes. To make
changes, simply input the Reference Number of the Journal in the Journal Entry [jete] screen,

followed by the Enter or F7 Key or select the 'Find' icon m located on the toolbar; the
transaction appears in which you can proceed with the necessary modifications from there.
Please note your are not able to add or delete lines to a posted Journal transaction while in the
Journal Entry [jete] screen.
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After you make the necessary modification(s), make sure to save. PSL3 creates a new,
unposted Journal Entry Reference Number reflecting the new distribution change(s) which is
referred to as a Journal Entry WAS-IS as the new transaction displays the WAS (what the
original transaction data was before being changed in the Journal Entry [jete] screen) and IS
(what the transaction data is now after the change(s)), detailing the original distribution line
values as well as what they reflect now. PSL3 automatically updates the Reference Description
of this new, unposted Journal transaction to 'WAS-IS FROM REF #' (# = original Journal Entry
Reference Number). Please note you still have to post the new Journal Entry WAS-IS
transaction in the Post J/IE Transactions [jepost] screen.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A' option to Accept which saves and clears the screen (most
common).

E Command? E|
Command?

L) Update database with changes

A) Accept changes and clear screen

2) Cancel (discard changes)

») eXit to menu

@] Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you
want to add and press the F4 Key or select the 'Add' icon G A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete' icon D A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon m when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page
Down' Keys until you find the entry needed.
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Chapter 7.2 Post J/E Transactions/Edit List

Use the Post J/E Transactions/Edit List [jepost] screen to review and post Journal Entry transactions.
You can post transactions one at a time or all transactions at the same time if you prefer. It is
recommended to first generate an “Edit List”: a list of the transactions you’ve selected prior to posting.
The purpose of the Edit List is for you to review the Journal transactions for any errors as well as to
make sure the transactions listed are indeed the ones you want to post. You can print the Edit List or
view it straight from your screen. If you need to make any corrections, do so in the Journal Entry [jete]
screen. After accepting the changes, generate another Edit List to verify the corrections. Once you're
satisfied with the changes, mowve forward with the Posting Register.

Posting is the act of permanently transferring a transaction to the Bible Report/General Ledger
[bdbr].

Open:

» To access the Post J/E Transactions/Edit List [jepost] screen, click the 'J/E' module from
the menu tree (see following screen shot). Listed are the Edit List and Post Reports. You
will notice once you click either report, the other also becomes selected as you can view both
reports from the same screen.

» The Post J/E Transactions/Edit List [jepost] screen is also located in the 'Report’ module
under the 'Journal Entry' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.

Post J/E Transactions Selection Criteria:

¢ To select an entry, press the F2 Key or right click in any of these fields (Batch, Reference,
Production, Company, and/or Currency) to select the item(s) needed. You can also
choose multiple entries by holding down the Control Key and simultaneously using the mouse
to select. By making a selection, this isolates the report to only display items based on the
code(s) selected. If you wish to select all unposted Journal Entry transactions, leawve all fields
blank.

Report Type:

¢ Defaults to Edit List to review your Journal Entries and make any necessary modifications
prior to posting. To move forward with posting, select 'Posting Register' followed by either the
Print, Preview or Spreadsheet option; this will transfer the transaction(s) to the Bible Report
[bdbr].

Report Formats:
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¢ 'Report Format', 'Report Sort' and 'Description Of are all sorting options available for you to
select per your preference.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Once you select 'Posting Register' followed by either the Print, Preview or Spreadsheet option,
PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No',
you will receive a prompt notifying you the posting process is not done; therefore you are still
able to make any needed changes. If you select 'Yes', you will receive a prompt confirming the
selected Journal Entry transactions are now marked posted.

NOTE:

Please note if you need to make distribution
changes to posted items, this can be done in the
Posted Transaction/ltem Editor [glfix] screen
located in the 'J/E' module depending on your User
ID and studio permissions. You can also email a
request to support@castandcrew.com if you need
a transaction unposted and include the Reference
Number(s). Please be advised depending on your
specific studio's guidelines, the Support
Department may need to obtain approval from your
Studio Finance Executive before proceeding.
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NOTE:

Please note you are not able to re-print a Posting
Register once the transaction(s) are posted;
therefore, if you need a copy of the report sent to
you, please email a request to
support@castandcrew.com with the approximate

date and time that the report was ran. PSL3
houses all generated reports on a server.
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Chapter 7.3 Posted Transaction/ltem Editor

The Posted Transaction/ltem Editor [glfix] program allows you to change distribution codes on
transactions that have a posted or paid status. Depending on your User ID access and studio
permissions, the following distribution fields can be changed in this program: Account, Series,
Location, Set, 1099, Insurance, Free Field(s), Description, Amount and 3rd Party.

NOTE:

Please email a request to support@castandcrew.com if
you do not currently have access to make distribution
changes in the Posted Transaction/Item Editor [glfix]
screen. You can request 'Full Access' (make changes
to all distribution fields) or 'Limited Access' (make
changes to only certain fields). Please be advised
depending on your specific studio's guidelines, the
Support Department may need to obtain approval from
your Studio Finance Executive before proceeding. You
will know if you have access or not when you try to
make a change in one of the distribution fields as a
warning message will display if you do not have access.
For example, if you tried to change the account number
and do not have access, the following warning message
automatically appears on the screen:

Open:

» To access the Posted Transaction/ltem Editor [glfix] screen, click the 'J/E' module from the
menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup' menu. Then, press Enter.
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The screen then appears.

Reference Information:
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¢ To begin making distribution changes, input the Reference Number of the original transaction

that you need to change followed by the Enter or F7 Key or select the 'Find' icon G
located on the toolbar; the transaction appears in which you can proceed with the necessary
modifications. Please note the only fields you are able to modify in the Reference/Header
section are the Reference Description and State Worked fields. All other fields in the
Reference/Header section are not accessible.

Distribution Lines:

e After inputting the Reference Number in the Reference/Header section, the distribution lines of
the specified transaction default. To change the defaulted codes of the original transaction,
press the F2 Key or right click in any of these fields (Account, Series, Location, Set, 1099,
Insurance, Free Field(s), Description, Amount and 3rd Party). Please note if you press
the F2 Key or right click in the Amount field, a calculator displays for your convenience.

0.00
CE| C +- { :
i 8 4 -
Eetch| 4 5] 5] +
Quit | 1 2 3 =
I .
NOTE:

Please note P/C Entry [pcent] distribution lines
will not appear in the Posted Transaction/ltem
Editor [glfix] if they were automatically created by
PSL3; therefore you are not able to make changes
to them in this program. P/C distribution lines
only appear in this screen if they were manually
created. An alternative to make changes to
automatically created P/C distribution lines is to
do so in the Journal Entry [jete] screen.
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WARNING:

Please be advised PSL3 does not allow you to
save the change(s) unless the original debit and/or
credit amount remains the same as the original
transaction. Also, please be advised there is not
an Audit Trail when using the Posted
Transaction/ltem Editor [glfix]

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this transaction, select either 'Sawe' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

E Command? El

Command?

LI Update database with changes
A) Accept changes and clear screen
Z) Cancel (discard changes)

) exit to menL

9] Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you
want to add and press the F4 Key or select the 'Add' icon Ea A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete' icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon m when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page
Down' Keys until you find the entry needed.
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Chapter 7.4 G/L Transaction Changes Report

The G/L Transaction Changes Report [glfixp] reports on any distribution changes made in the Posted
Transaction/ltem Editor [glfix] screen. The G/L Transaction Changes Report [glfixp] is also referred
to as the G/L WAS-IS Report as the report displays the WAS (what the original transaction data was
before being changed in the Posted Transaction/ltem Editor [glfix] screen) and IS (what the
transaction data is now after the change(s)), detailing the original distribution line values as well as what
they reflect now.

Open:

» To access the G/L Transaction Changes Report [glfixp], click the 'J/E' module from the
menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
i Setup
= AP
il PO
il PiC
= JE
Entry (jeted
Edit (jepost)
Fost (jepost)

+ + O+ o+

i

i Checks

i Budget

i Cost

i Closing

i Recurring Batch
Es Report

i PSL3 Help

T

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave

all fields blank.

From and To:

e Effective Date - Transaction Effective Dates to include in the report as PSL3 is date-driven.
To restrict the report to only include information for a single date, input the same Effective
Date in both the From and To fields. To select all dates from inception to future, leave both
fields blank. Press the F2 Key or right click in either date field for the calendar selection to

appear.
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& Pick a date &|

January 2011

Sun| k.| TueW . | Thul Fri| Sat
20| 2 [ 280 280 E A
213 |4 |8 |8 |7 |8
2010 (11 112 [ 13|14 | 15
16 [ 17 |18 | 19 | 20 | 21 | 22
23 |24 |25 |25 | 27 | 2B | 29
0|31 | 1| 2|3 |48

oK Cancel help

¢ Account Number - Account numbers to include in the report. To restrict the report to only
include information for a single account number, input the same account in both the From
and To fields. To select all account numbers, leave both fields blank.

¢ Reference Number - Reference Numbers to include in the report. To restrict the report to
only include information for a single Reference Number, input the same account in both the
From and To fields. To select all Reference Numbers, leave both fields blank.

Selection Criteria:

¢ Press the F2 Key or right click in any of these fields (User, Company, Source, Production,
Series, Location, Set, 1099, Insurance, Free Field(s), JJE Number, Currency, 3rd Party)
to choose the necessary codes if they don't already default. Some fields allow you to choose
multiple codes for a particular field in which you can press the F2 Key or right click in that
field and hold down the Control Key while simultaneously using your mouse to select. By
making a selection, this isolates the report to only display items based on the code(s)
selected.

< Print/Preview the Report: Choose from the following options to generate the report:

» Print - Press the F1 Key, then 'R’ option or select the 'Print' icon E to open the Print
Dialogue box and send the report directly to the printer.

> Preview - Select the 'Preview' icon to generate a PDF format report which appears
instantly on your screen. You are still able to print from the PDF format.
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Chapter 7.5 Import an Excel File

The Import an Excel File [xlint] program allows you to import data from an Excel Spreadsheet into
PSL3 as a transaction. All Transaction Types (P/O, A/P, P/C, J/E and V/A) can be imported in this
screen except Payroll transactions. The transaction loads in to PSL3 with an unposted status; therefore
you are able to make any necessary modifications before posting.

NOTE:

Please note prior to the file import, please see the following Excel template as to how to format and
enter in data. Please note the PSL3 Excel template contains a total of twelve columns (A-L)
including Free Fields 1 through 4. If your database is not utilizing all four Free Fields and/or any
additional columns, please leawve the fields blank. PSL3 automatically excludes the unused
columns upon importing.

A B C D E F G H 1 1 K L
1 |ACCOUNT NUMBER !SERIES CODE LOCATION CODE SET CODE 1099 CODE INSURANCE FFL FF2 FF3 FF4 DESCRIPTION AMOUNT

2
2
4

Please email a request to support@castandcrew.com if you would like the PSL3 Excel template
emailed to you.

Open:

» To access the Import an Excel File [xlint] screen, click the 'J/E' module from the menu tree
(see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’' menu. Then, press Enter.
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The screen then appears.
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Once the data is entered in to the Excel Spreadsheet correctly, save the file as a Text/Tab delimited (.
txt) format to your desired directory as shown on the following screen shot. Please note you can also
save as a Comma delimited (.csv) format if the Text/Tab delimited (.txt) option does not import properly.

File name: |Irmport an Excel File .txt v |

#ML Spreadsheet 2003 (i)

—— 10T 050FE Excel 5.0095 Workbook (*,xls) e e
5V (Comma delimited) (. cav)
Formatted Text (Space delimited) (*.prn) b
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Interface File:

e Select File - Choose the Text/Tab delimited (.txt) or Comma delimited (.csv) file you wish to
load. Please note that files are loaded one at a time.

Transaction Type:

e Select the type of transaction you wish to load which are as follows: J/E, P/O, A/P, P/C and
VA. Please note this program does not import Payroll transactions.

Default Distribution Codes:

e Press the F2 Key or right click in any of these fields (Batch, Production, Company, Bank,
Currency, Series, Location, Set, Insurance and Free Field(s)) to choose the necessary
codes if they don't already default. Please note if you leave the Series, Location or Set
columns blank on the Excel Spreadsheet, PSL3 loads the file with the codes you input here
in the ‘Default Distribution Codes’ section. The other fields (Vendor Number, State Worked
, P/IO Number, Invoice Number and Envelope Number) only become accessible
depending on the Transaction Type selected.

*Make sure to input all white colored fields as white fields are required before proceeding in
PSL3.

Report Type:
e Defaults to Edit List to review the file import prior to loading. To move forward with loading,
select 'Loading Register' followed by either the Print or Preview option.
+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.
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Once you select 'Loading Register' followed by either the Print or Preview option, PSL3 displays
the following message prompt confirming the file is now interfaced:

Once imported, the newly created Reference Number is listed on the Excel Interface Register.
The new transaction is also created with an unposted status in which you can still modify
before posting.

Upon selecting 'Loading Register', you may also receive the following warning message if your
Excel Spreadsheet file contained errors:

If you received this message, the importing process is not completed until the errors are
corrected. The main reason you would receive this error message is because the Excel
Spreadsheet file is not formatted correctly; please refer to the PSL3 Excel template.

NOTE:

Please email the Excel Spreadsheet file to
support@castandcrew.com should you encounter
any problems with the import process. The
Support Department is happy to assist in
troubleshooting and/or loading the file for you upon
request.
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Section 8 PAYROLL

Cast & Crew's Payroll Coordinator receives the time cards that have been submitted by the Accountant
and enters this data into the Payroll System. After Payroll is calculated, the Payroll Coordinator sends
the Accountant an email notification with the Payroll Edit file attachment. The Edit file displays how
Payroll will be processed based on the data entered.

The Accountant reviews the Payroll Edit file and contacts the Payroll Coordinator if there are any coding
modifications (hours, series, location, set, etc.) needed. If so, the Payroll Coordinator makes any
requested changes in which the Accountant then has the option to approve the changes or receive
another Edit file for review.

When the Payroll Edit file is finalized, Payroll checks are cut and the Payroll Interface file is created and
sent to PSL3. The Accountant is notified by an email notification that includes the Payroll invoice
number.

This section will address the following programs:

» Load/Interface C&C Payroll Invoice
> Payroll Entry

> Post P/R Transactions/Edit List

» Load Payroll/Other Company

» Print Payroll Checks

> Payroll History Report

> Additional Payroll Screens/Reports
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Chapter 8.1 Load/Interface C&C Payroll Invoice

When the Payroll Edit file is finalized, Payroll checks are cut and the Payroll Interface file is created and
sent to the PSL3 server that houses the database. The Accountant is notified by email that the Payroll
Interface file is ready to load into PSL3. Upon interfacing, should your Payroll Edit List encounter any
errors (e.g., illegal/invalid account, series, location, set, etc.), this usually means that the Payroll
System has codes that differ and/or do not exist in PSL3. To correct this, add the necessary codes in
PSL3 then review the Edit List again or load the file with the errors and make the corrections in the
Payroll Entry [prent] screen. You can also contact your Payroll Coordinator to make any revisions
before interfacing into PSL3.

Open:

» To access the Load/Interface C&C Payroll Invoice [printr] screen, click the 'P/R' module
from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

> lnvaice (print)

Entry (prent)
Edit List {prpost
Fost prpost

History Report {prhist)

Accrued Holiday Report facvhrpt)
Invoice Report {primeg)

Frint Payroll Checks {prokprot
FPayroll Wasils Report (prwasis)
= GIL

Checks

Budget

Cost

Closing

Recurring Batch

Report

PSL3 Help

The screen then appears.

© 2011 Cast & Crew Entertainment Services, LLC.



PAYROLL 177

Invoice Information:

¢ Invoice - Select the Payroll invoice you wish to load by pressing the F2 Key or by right
clicking in this field to choose from the list. All unimported inwices that have not been
interfaced display on the pick list. You can also simply type in the inwice number and press
Enter. Please note invoice numbers are loaded one at a time.

Interface File Information:
¢ File - This field automatically populates once you input an inwice number. The invoice
number displays at the end of the file name and looks something like this: /usr/pa/inv/
yourdatabasename/123456. Please note you are not able to access this field.
Load Data:
¢ Load only the employee information, without the payroll data - Check mark this box

only if you want to load new employee records. Otherwise, to load both new employee
records and the Payroll invice data into PSL3, leave this box unchecked which is the default.
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Default Distribution Codes:

e Press the F2 Key or right click in any of these fields (Batch, Production, Company, Bank,

Currency, Series, Location, Set, Insurance and Free Field(s)) to choose the necessary
codes if they don't already default. Inputting the default codes here does not change the
existing codes already on the Payroll Interface file; it simply takes the place of any errors (e.
g., illegal/invalid account, series, location, set, etc.) that have been encountered upon loading.
Please note whichever Batch Number you input here is carried through to Payroll Entry
[prent] in addition to A/IP Entry [apte] if your database is setup for the Automatic A/P option.
You can also create a new Batch Number with up to six alpha/numeric characters (e.g.,
PAYROLL) to keep track of all Payroll transactions.

*Make sure to input all white colored fields as white fields are required before proceeding in
PSL3.

Report Type:

e Defaults to 'Edit List' to review the selected invoice file and check for any errors (e.qg., illegal/

invalid account, series, location, set, etc.) prior to loading. If you have encountered any
errors, they are listed on the Edit List and this usually means that the Payroll System has
codes that differ and/or do not exist in PSL3. To correct this, add the necessary codes in
PSL3 then review the Edit List again or load the file with the errors and make the corrections
in the Payroll Entry [prent] screen. You can also contact your Payroll Coordinator to make
any revisions before interfacing into PSL3. To move forward with loading, select 'Loading
Register' followed by either the Print or Preview option.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still

able to print from the PDF format.
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Once you select 'Loading Register' followed by either the Print or Preview option, PSL3 displays
the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No', the
loading process is not done. If you select 'Yes', you will receive a secondary prompt confirming
the selected Payroll invoice is now loaded in which PSL3 will provide you the Payroll Entry
[prent] Reference Number for this inwice. Upon selecting 'Yes', you may also receive the
following warning message if your Payroll Interface file contained errors:

If you select 'No', you will receive a prompt notifying you the loading process is not done. If you
select 'Yes', you will then receive the prompt confirming the selected Payroll inwice is now
loaded in which PSL3 will provide you the Payroll Entry [prent] Reference Number for this
inwice. With this new Reference Number, you can still make any needed changes in Payroll
Entry [prent] before posting as it is created with an unposted status.
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Chapter 8.2 Payroll Entry

Payroll Entry [prent] allows you to modify the Payroll data that was loaded into your database through
the Load/Interface C&C Payroll Invoice [printr] screen. Each Payroll transaction is equivalent to a
single Payroll invoice which may include many employees, displaying a number of accounts such as
Labor, Fringe, FICA, etc. In Payroll Entry [prent], you can change almost any distribution coding (e.g.,
account, series, location, set, etc.) on the Payroll Interface file. You can also add a line to split
amounts for each employee as well as delete a line. However, you can not change the invoice total or
the total amount for each employee. The Payroll Entry [prent] screen is not used to enter new Payroll
transactions; only loaded Payroll inwices. Please contact your Cast & Crew Payroll Coordinator to
issue a new or revised Payroll inwice if needed.

If no changes need to be made on the Payroll Interface file, the Payroll Entry [prent] screen can be
skipped and you can proceed to post the inwice in the Post P/R Transactions [prpost] screen.

Open:

» To access the Payroll Entry [prent] screen, click on Tab #6 or press 'ALT and the number '6
Key simultaneously to open the screen.

> Payroll Entry [prent] can also be accessed in the 'P/R' module from the menu tree (see
following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction

number. This automated number is generated after loading the Payroll Interface file in the
Load/Interface C&C Payroll Invoice [printr] screen. To bring up the Payroll transaction,
type in the Reference Number previously assigned and press Enter, the F7 Key or select the

'Find" icon G located on the toolbar; the transaction appears in which you can proceed
with the necessary modifications. If you forgot to write down the Reference Number assigned,
you can also bring up the Payroll transaction by pressing the F2 Key or right clicking in the
Invoice Number field to choose from the list.

Effective Date - Date of the transaction that is recorded on the Bible Report [bdbr] and
appears as an Actual Cost on the Estimated Final Cost Report [efcrpt]; should default with
the date the Payroll Interface file was loaded into PSL3. You can always change the Effective
Date by typing over the defaulted date or by right clicking in that field for the calendar
selection to appear. Please note you can not input a date that is in a previously closed
period.
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EPickadate E|
January 2011
sun|M...| Tue|w. | Thu| Fri sat
26 [27 |28 [25 [0 |31
2345|678
9 [10 11|12 [ 13|14 |15
16 [ 17 [18 |19 |20 | 21 | 22
23 |24 |25 |26 | 27 | 28 | 29
3031712345
oK || cancel || nhelp

NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.
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¢ Description - Week-ending date from the Payroll inwice which can hold up to 30 alpha/
numeric characters. If this inwice was loaded through the Load/Interface C&C Payroll
Invoice [printr] screen, this Reference Description is normally not changed.

e Status - Overall status of the transaction. This field is marked with a 'U' for an Unposted entry
until you post it in the Post P/R Transactions [prpost] screen. As long as the transaction is
marked with an unposted status, you are able to modify it. Once posted, it is marked with a

'P' for Posted. PSL3 updates the status automatically.
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NOTE:

Please email a request to support@castandcrew.
com if you need a transaction unposted and
include the Reference Number(s). Please be
advised depending on your specific studio's
guidelines, the Support Department may need to
obtain approval from your Studio Finance
Executive before proceeding.

Batch Information:

¢ Codes that are attached to the transaction. These fields are pulled from the Load/Interface
C&C Payroll Invoice [printr] screen. To change the defaulted codes, you can press the F2
Key or right click in any of these fields (Batch, Production, Company, Bank and Currency)
and make your selection.

Invoice Information:

¢ Invoice Number - Cast & Crew assigned invice number generated from the Payroll Edit file.
If you forgot to write down the Reference Number assigned, you can also bring up the Payroll
transaction by pressing the F2 Key or right clicking in this field to choose from the list.

Payroll Information:

e Total Debits - Total amount of the debit entries calculated in the distribution lines that
defaults from the Payroll Edit file. Please note you are not able to access this field.

¢ Total Credits - Total amount of the credit entries calculated in the distribution lines that
defaults from the Payroll Edit file. Please note you are not able to access this field.

Entering a positive amount in the distribution lines Amount field increases the Total Debits
field. Entering a negative amount (input a minus sign before the number) in the distributions
line Amount field increases the Total Credits field. Debits and credits must equal before you
can save the transaction.

Distribution Lines:

The distribution lines automatically default from the Payroll Edit file. To make any necessary coding
changes, press the F2 Key or right click in most of these fields (Account, Series, Location, Set,
Insurance, Free Field(s), Description, Employee Number and Amount) and make your selection.
You can also simply type in the changes in the allotted fields.

e Account Number - Chart of Accounts number that will be debited or credited on this
distribution line. If the Payroll Interface file contains an account number that does not exist in
PSL3, then the Suspense Account will automatically default if setup; otherwise, the Account
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Number field is left blank. Press the F2 Key or right click to change the account number. If
the account number doesn't exist in PSL3, you can add it by pressing the F5 Key or selecting

the 'Zoom' icon D located on the toolbar. This zooms into the Chart of Accounts Entry
[glca] screen in which you can add the account number immediately. Once saved, press the

F1 Key, then 'F' option or select the 'Fetch' icon D to fetch the account back to the
Payroll Entry [prent] screen.

WARNING:

Please be advised although you can save a Payroll
transaction with a Suspense Account Number in
Payroll Entry [prent], PSL3 does not allow you to
post it in the Post P/R Transactions [prpost]
screen.

NOTE:

The Series, Location, Set, Insurance and Free
Field Codes are brought over from Payroll
Interface file. If the Payroll Interface file contains
codes that do not exist in PSL3, the codes input
in the Load/Interface C&C Payroll Invoice
[printr] screen default instead. To make any
necessary coding changes, press the F2 Key or
right click in these fields and make your selection.

e Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

e Employee Number - Number of the employee who will receive payment. This number is
usually for your records only.

¢ Amount - Dollar or other currency amount for this distribution line. Type over the debit or
credit to change the amount. If you are entering a negative amount, input the minus sign
before the number. After making changes, total debits must equal total credits. In addition,
the invoice total and the total amount for each employee must stay the same. Please note if
you press the F2 Key or right click in the Amount field, a calculator displays for your
convenience.
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< Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon m located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

&= Command? E|

Command?

L} Update database with changes
Al Accept changes and clear screen
(2] Cancel (discard changes)

) eXit to menu

Jk Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you

want to add and press the F4 Key or select the 'Add' icon E'! A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete’ icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon B when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page
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Chapter 8.3 Post P/R Transactions/Edit List

Use the Post P/R Transactions/Edit List [prpost] screen to review and post Payroll Entry transactions.
You can post transactions one at a time or all transactions at the same time if you prefer. It is
recommended to first generate an “Edit List”: a list of the transactions you've selected prior to posting.
The purpose of the Edit List is for you to review the Payroll transactions for any errors as well as to
make sure the transactions listed are indeed the ones you want to post. You can print the Edit List or
view it straight from your screen. If you need to make any corrections, do so in the P/R Entry [prent]
screen. After accepting the changes, generate another Edit List to verify the corrections. Once you're
satisfied with the changes, mowe forward with the Posting Register.

Posting is the act of permanently transferring a transaction to the Bible Report/General Ledger
[bdbr].

NOTE:

Please email a request to support@castandcrew.
com prior to posting if you would like your
database setup with the Automatic A/P option
when posting Payroll transactions. Please provide
the Vendor ID Number as well as any Vacation or
Holiday Accrual Accounts that you want excluded
on the newly created A/P transaction. You will
receive the Automatic A/P prompt upon posting in
the Post P/R Transactions [prpost] screen. [f you
prefer not to have this option setup, you will have
to manually enter in the A/P transaction in the A/P
Entry screen [apte].

Open:

> To access the Post P/R Transactions/Edit List [prpost] screen, click the 'P/R' module from
the menu tree. Listed are the Edit List and Post Reports. You will notice once you click
either report, the other also becomes selected as you can view both reports from the same
screen.

> The Post P/R Transactions/Edit List [prpost] screen is also located in the 'Report' module
under the 'Payroll' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.
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B8 Budget
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The screen then appears.
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Post P/R Transactions Selection Criteria:

¢ To select an entry, press the F2 Key or right click in any of these fields (Batch, Reference,
Invoice, Production, Company, Bank and/or Currency) to select the item(s) needed. You
can also choose multiple entries by holding down the Control Key and simultaneously using
the mouse to select. By making a selection, this isolates the report to only display items
based on the code(s) selected. If you wish to select all unposted Payroll transactions, leave
all fields blank.

Report Type:

¢ Defaults to Edit List to review your Payroll entries and make any necessary modifications
prior to posting. To mowe forward with posting, select 'Posting Register' followed by either the
Print, Preview or Spreadsheet option; this will transfer the transaction(s) to the Bible Report
[bdbr].

Report Formats:
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¢ 'Report Format', 'Report Sort' and 'Description Of are all sorting options available for you to
select per your preference.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Once you select 'Posting Register' followed by either the Print, Preview or Spreadsheet option,
PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No',
you will receive a prompt notifying you the posting process is not done; therefore you are still
able to make any needed changes. If you select 'Yes', you will receive a secondary prompt
confirming the selected Payroll transactions are now marked posted.

In addition, if your database is setup with the Automatic A/P option, you will receive the
following prompt:

i
Il wWould you like AP transactions to be created automatically (Y7

YES [{o Help

If you select 'Yes', the newly created A/P Entry [apte] Reference Number will display on the
screen immediately following. With this new Reference Number, you can still make any needed
changes in A/P Entry [apte] before posting as it is created with an unposted status. In addition,
if you have requested to exclude any Vacation or Holiday Accrual Accounts, they will not
transfer over to the new A/P transaction. If you do not want the Automatic A/P option setup,
you will have to manually enter in the transaction in the A/P Entry screen [apte].

© 2011 Cast & Crew Entertainment Services, LLC.



PAYROLL| 193

NOTE:

Please note if you need to make distribution
changes to posted items, this can be done in the
Posted Transaction/ltem Editor [glfix] screen
located in the 'J/E' module depending on your User
ID and studio permissions. You can also email a
request to support@castandcrew.com if you need
a transaction unposted and include the Reference
Number(s). Please be advised depending on your
specific studio's guidelines, the Support
Department may need to obtain approval from your
Studio Finance Executive before proceeding.

NOTE:

Please note you are not able to re-print a Posting
Register once the transaction(s) are posted;
therefore, if you need a copy of the report sent to
you, please email a request to
support@castandcrew.com with the approximate
date and time that the report was ran. PSL3
houses all generated reports on a server.
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Chapter 8.4 Load Payroll/Other Company

The Load Payroll/Other Company [pr2psl] program is used to load Payroll invoices generated from
Payroll companies other than Cast & Crew. Production has the option to use a 3rd Party Payroll
company for their extra’s Payroll locally or when in another country. Upon importing, should your Payroll
Data file encounter any errors (e.g., illegal/invalid account, series, location, set, etc.), this usually means
that the file has codes that differ and/or do not exist in PSL3. To correct this, add the necessary codes
in PSL3 then review the Edit List again or load the file with the errors and make the corrections in the
Journal Entry [jete] screen. Once the Payroll Data file is imported, PSL3 creates a new, unposted
journal entry transaction which you can still modify before posting.

NOTE:

Please email a request to support@castandcrew.
com if you do not see this program listed as an
option in your database and would like it made
available.

Open:

> To access the Load Payroll/Other Company [pr2psl] screen, click the 'P/R" module from
the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.
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Invoice File Information:

Prior to the import process, first save the Payroll Data file sent to you via email to your computer. The
file should already be in (.fil) format.

¢ Invoice Number - Input the Payroll Invoice Number that you received via email.

e Select File - Choose the (.fil) file you wish to load. Please note that files are loaded one at a
time.

Clearing:

e Clearing Account - Input the Payroll Clearing Account Number. The Payroll Clearing
Account Number is used as the offset or the credit entry when Payroll transactions are
posted. When the inwice is paid, this account number is debited and cash is credited.

Default Batch Codes:

e Press the F2 Key or right click in any of these fields (Batch, Production, Company, Bank
and Currency) to choose the necessary codes if they don't already default. Please note
whichever Batch Number you input here is carried through to the Journal Entry [jete] screen.
You can also create a new Batch Number with up to six alpha/numeric characters (e.g.,
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PAYROLL) to keep track of all Payroll transactions.

Default Distribution Codes:

e Press the F2 Key or right click in any of these fields (Series, Location, Set, Insurance and
Free Field(s)) to choose the necessary codes if they don't already default. Inputting the
default codes here does not change the existing codes already on the Payroll Data file; it
simply takes the place of any errors (e.g., illegal/invalid account, series, location, set, etc.)
that have been encountered.

*Make sure to input all white colored fields as white fields are required before proceeding in
PSL3.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print Edit - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview Edit - Generates a PDF format report and appears instantly on your screen. You
are still able to print from the PDF format.

> Import - Opens the Print Dialogue box, sends the report directly to the printer and begins the
importing process.

Once you select 'Import' and the report has printed, PSL3 displays the following message
prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No', the
interface process is not done. If you select 'Yes', you will receive a secondary prompt
confirming the Payroll inwice is now loaded in which PSL3 will provide you the Journal Entry
[jete] Reference Number for this inwice. With this new Reference Number, you can still make
any needed changes in Journal Entry [jete] before posting as it is created with an unposted
status.
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Chapter 8.5 Print Payroll Checks

The Print Payroll Checks [prckprnt] screen allows you to print onsite/location Payroll checks from the
convenience of your own printer. The Accountant is notified by email that the Payroll Check file is
available to print from PSL3. If this is your first time printing Payroll checks, it is recommended to print
a test Alignment to ensure that all check form fields are printing in the designated positions.

Open:

» To access the Print Payroll Checks [prckprnt] screen, click the 'P/R' module from the menu
tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
5l Setup

i AP

i PIO

i PiC

i JE

= PR

Load CEC Invaice {printr)

TR TR T TR Y

Entry {prent)
Edit List (prpost)
Fost (prpost)

History Repaort (prhist
Accrued Holiday Report (acehrpt

Print Payroll Checks (prekprod)

SyTOT PHASNS MERD

Closing
Recurring Batch
Report

P5SL3 Help

The screen then appears.
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= prckprnt - Print Checks |Z| |E|rz|
File Edit Programs Options View Favorites Help

BI®I@Q@ld &I

-Please choose a command key to continue.

Alignment

Alignment and Check Printing:

e Alignment - [f this is your first time printing Payroll checks, it is recommended to print a test
Alignment form to ensure that all check form fields are printing in the designated positions.
Press the F1 Key, then 'A’ option or select 'Alignment' located in the top right hand corner.
Please contact the Support Department for a walk-through of this process if preferred.

¢ Print - After the Alignment is complete, make sure to put in the correct toner and check
stock for Payroll checks. Press the F1 Key, then 'P' option or select 'Print' located in the top
right hand corner to choose the Payroll Check file you wish to print from the list. All invoices
that have not been printed display on the pick list. Please note Payroll Check files are printed
one at a time.

NOTE:

Please email a request to support@castandcrew.

com if you need to reprint Payroll checks for any
reason (e.g., wrong toner, forgot to load in check
stock, etc.) and need them to be made available
again. Please provide the invoice number and/or
certain check numbers along with the reason for
the reprint.
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Chapter 8.6 Payroll History Report

The Payroll History Report [prhist] generates a complete listing of an employee's Payroll history. The
report can also include multiple employees or all employees' Payroll history in the database. You can
view the employee's Payroll data through the many selection criteria and sorting options listed on the
report screen. At the end of each employee listing, PSL3 prints a Distribution Summary in account
order, followed by a Check Line/Stub Summary.

Please note the Payroll History Report [prhist] displays only the Payroll transactions that were
interfaced in the Load/Interface C&C Payroll Invoice [printr] screen. It does not show Payroll entries
manually created in Payroll Entry [prent].

Open:

» To access the Payroll History Report [prhist], click the 'P/R' module from the menu tree
(see following screen shot).

» The Payroll History Report [prhist] is also located in the 'Report' module under the 'Payroll'

sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

M
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The screen then appears.

To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.

From and To:

¢ P/R Check Number - Payroll Check Numbers to include in the report. To restrict the report
to only include information for a single Payroll check, input the same Payroll Check Number
in both the From and To fields. To select all Payroll checks, leave both fields blank.

e Employee Number - Employee Numbers to include in the report. To restrict the report to
only include information for a single employee, input the same Employee Number in both the
From and To fields. To select all employees, leave both fields blank.

e Week Ending - Payroll Week Ending dates to include in the report as PSL3 is date-driven.
This is the date marking the end of a weekly pay period. To restrict the report to only include
information for a single date, input the same Week Ending date in both the From and To
fields. To select all dates from inception to future, leave both fields blank. Press the F2 Key
or right click in either date field for the calendar selection to appear.
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Selection Criteria:

Report:

¢ Press the F2 Key or right click in any of these fields (SSN, Reference #, Production,

Company Code, Payroll Company and Free Field(s)) to choose the necessary codes if
they don't already default. Some fields allow you to choose multiple codes for a particular
field in which you can press the F2 Key or right click in that field and hold down the Control
Key while simultaneously using your mouse to select. By making a selection, this isolates
the report to only display items based on the code(s) selected.

'Employee Sort Order', 'Check Sort Order' and 'Format' are all sorting options available for you
to select per your preference.

Multiple Currency:

e Source Currency - If you have more than one currency in your database, you can choose to

include only transactions denominated in one currency, two, three, etc., or all currencies. To
choose multiple Currency Codes, press the F2 Key or right click in the field and hold down
the Control Key while simultaneously using your mouse to select. Each currency in your
database and its conversion rate are listed in the report heading.

Target Currency - Base currency set up in the System Control Information Entry [suctr]
screen located in the 'Setup’ module defaults. This Currency Code is what all transactions
are converted to on the report. Each currency in your database and its conversion rate are
listed in the report heading.

< Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the

following options to generate the report:

» Print - Opens the Print Dialogue box and sends the report directly to the printer.

» Preview - Generates a PDF format report and appears instantly on your screen. You are still
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able to print from the PDF format.
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Chapter 8.7 Additional Payroll Screens/Reports

PSL3 offers additional Payroll Screens/Reports which are listed below. Please note if PSL3 does not
provide a reporting option you need, please contact your Payroll Coordinator as the Payroll Department
has a wider variety of Payroll Reports including additional criteria and sorting options per your
preference.

Open:

» To access the following Payroll Screens/Reports, click the 'P/R' module from the menu tree
(see following screen shot).

» These additional Payroll Screens/Reports are also located in the 'Report’ module under the
'Payroll' sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

Checks

Budoet

Cost

Closing
Recurring Batch
Report

P5L3 Help

e

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e Accrued Holiday Report [acVvhrpt] - Use [acvhrpt] to generate a listing of a single or all
employees' Vacation and Holiday Accrual Account totals ran by Social Security Number.
This report displays the Inwice Number, Check Number, Reference Number and Balance
sorted by the employee's last name.

¢ Payroll Invoice Status Report [prinvp] - Use [prinvp] to display the status of each Payroll
invoice. This report displays the Inwice Number, Reference Number, Description and Status
(Posted or Not Posted) sorted by inwoice.
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e Payroll Was/ls Report [prwasis] - Use [prwasis] to track and report all changes made to a
Payroll Inwoice file after being loaded into PSL3. This report can be ran by Payroll Check
Number, Employee Number, Week Ending Date and Reference Number. The report displays
the WAS (what the original data was in the Payroll Invoice File before loaded into PSL3) and
IS (what the data is now), detailing the changes for all distribution fields for each transaction
on the Payroll Inwice File.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 9 GENERAL LEDGER

This section will address the following programs:

> Chart of Accounts Entry

» Chart of Accounts Listing Report
» Trial Balance Report

> Bible Report

> Additional G/L Entry Screens

> Additional G/L Inquiries and Reports

209
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Chapter 9.1 Chart of Accounts Entry

Chart of Accounts is the master list of all account numbers used to track Production costs including
Assets, Liabilities, Capital, Income and Expenses. The Chart of Accounts Entry [glca] screen is used
to set up Chart of Accounts, search for account numbers and add/delete/modify accounts. Setting up
your Chart of Accounts accurately is one of the most important functions in PSL3. If the account
numbers are set up correctly, then the reports generate properly and are placed in the correct category
(Type, Line, Post and Sub). Many users create their Chart of Accounts through the Import a Budget
screen located in the 'Budget' folder in which there is an option to 'Create New Accounts'. Please be
advised that PSL3 only imports budget files from EP/Movie Magic Budgeting and only accepts (.dsc) or
(.txt) file formats.

Please note PSL3 does not allow more than one Chart of Accounts per database.

NOTE:

Please email a request to support@castandcrew.
com if you would like the PSL3 "Import a Budget

from EP/Movie Magic Step-by-Step Guidelines"
emailed to you. In the Import a Budget [bdint]
screen, the option to 'Create New Accounts' is
displayed.

Also, please email a request to
support@castandcrew.com if you would like the
Chart of Accounts imported into your new
database from a PSL3 database you previously
worked on if none was specified on the initial
database request.

Open:

» To access the Chart of Accounts Entry [gica] screen, click the 'G/L' module from the menu
tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup' menu. Then, press Enter.
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The screen then appears.

e Account Number - Combination of characters of the same length and format as the account
mask. After entering the new account number, PSL3 asks, "That Account is not in the
database. Would you like to add it?". Select 'Yes'. To search for an existing account, press
the F2 Key or right click in the Account Number field to choose from the list. You can also
search for a range of account numbers by using the wildcard character aka asterisk (*). For
example, if you want to view all 1100 accounts, type 11* and press the F7 Key or select the

'Find' icon u located on the toolbar. PSL3 displays all matching account numbers.
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Please note PSL3 is compatible with almost all account masks formats (e.g., XXXX, XX-XX,
etc).

NOTE:

Please email a request to support@castandcrew.
com if you need the account mask in your
database changed. New databases usually
default to XXXX if none is specified on the initial
database request. Please be advised depending
on your specific studio's guidelines, the Support
Department may need to obtain approval from your
Studio Finance Executive before proceeding.

¢ Description - Name or title of the account number which can hold up to 30 alpha/numeric
characters. To search for an existing account by description, use the the wildcard character
aka asterisk (*). For example, if you want to view all accounts with the word 'bank’, type

*bank* and press the F7 Key or select the 'Find' icon G located on the toolbar. PSL3
displays all matching account descriptions.

¢ Type - Single letter classification indicating the Account Type. Press the F2 Key or right
click to select the Account Type options which are displayed below.

¢ Line - Single letter classification indicating the Line Type. Only Expense Accounts have a
Line Type. Press the F2 Key or right click to select the Line Type options which are
displayed below.
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E Codes @
Code  |Descripion |

ABOWE THE LINE

BELOW THE LINE

BELOWY THE LINE POST PRGDUCTICN
BELOW THE LINE OTHER CHARGES
CONTINGEMNCIES

COMPLETION COSTS

COST RECOVERY / TRANSFERS

o)y mmDO o Mg

{2k Cancel Help

e Post - Check mark this option if the account can have amounts posted to it. [f this field is left
unchecked, PSL3 does not allow you to post transactions to the account number.

e Sub - Check mark this option if the account is a Sub-account and not a Header or Standalone
Account.

+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon ED:“:I located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen
or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

E Command? [z|

Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (discard changes)

) exlt to menu

@124 Cancel Help

v To add another account number, press Enter or Tab where the last line was entered.

v To insert an account number in chronological order between already existing account
numbers, place your cursor where you want to add and press the F4 Key or select the 'Add'
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icon m A new line is added beneath.

v To delete an account number, place your cursor in the account you want to delete and press

the F10 Key or select the 'Delete’ icon D A red strike-through line appears which is
deleted upon saving. Please note PSL3 only allows you to delete an account number that is
not attached to an transaction.

v To search for an existing account number, press the F7 Key or select the 'Find' icon m
when the screen is clear. All records appear in which you can scroll through until you find the
account needed.
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Chapter 9.2 Chart of Accounts Listing Report

The Chart of Accounts Listing Report [glcap] generates a listing of all account numbers in your
database. These account numbers are pulled from the Chart of Accounts Entry [glca] screen. Chart of
Accounts is the master list of all account numbers used to track Production costs including Assets,
Liabilities, Capital, Income and Expenses.

Open:

» To access the Chart of Accounts Listing Report [glcap], click the 'G/L' module from the
menu tree (see following screen shot).

» The Chart of Accounts Listing Report [glicap] is also located in the 'Report' folder under the
'General Ledger' and 'Setup & Maintenance' sub-folders.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located above the 'Setup' menu. Then, press Enter.

List (lcap)

Feport Group Entry (surpt)

Trial Balance (glth
Bible (bdbr)
LedgerBible Report (ledbit)

Asset Report fassetrpt)

Fecurring Batch Process (rhproch

+ Bl Ingquiry
i Checks
=i Budget
Emi Cost
i Closing
B Recurring Batch
B8 Report
i PSL3 Help

+ F F F F o+ #

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank.

e Chart of Accounts Information:

e Starting and Ending Account - Account numbers to include in the report. To restrict the
report to only include information for a single account number, input the same account in both
the Starting Account and Ending Account fields. To select all account numbers, leave both
fields blank.

e Account Type Information: The report can also be run to include only certain account numbers
based on the following option types:

e Account Type - Single letter classification indicating the Account Type (Asset, Liability, C
apital, Income, Expense).

¢ Line Type - Single letter classification indicating the Line Type (A, B, C, D, E, F, G). Only
Expense Accounts have a Line Type.

¢ Allow Posting - Indicate (Y/N) if you want to include only account numbers that can have
transactions posted to them.

e Sub-Account - Indicate (Y/N) if you want to include only Sub-accounts or only Header and
Standalone Accounts.

e Subtotal Level - Indicate if you want to include only accounts with a specific Lewel. If so,
enter a number between 0 through 9.
¢ Integrity Check:
¢ Integrity Check Only - Check mark this option to view if there are any errors or formatting

issues within your Chart of Accounts. Selecting this option will generate the Chart of
Accounts Integrity Check Report in which the errors are display in bold (if any).

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.
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Chapter 9.3 Trial Balance Report

The Trial Balance Report [gltb] is the orderly summary of ledger accounts used specifically to extract
financial statement information. The Trial Balance Report [gltb] generates a listing of each postable
account, displaying its Beginning Balance, Debits, Credits, Net Change, and Ending Balance based on
the period or date range input. You can generate a Detail, Summary or customized report per your
preference.

Open:

» To access the Trial Balance Report [gltb], click on Tab #9 or press 'ALT and the number '9'
Key simultaneously to open the screen.

» The Trial Balance Report [gltb] is also accessible if you click the 'G/L' module from the
menu tree (see following screen shot) as well as the 'Report’ folder under the 'General Ledger'
and 'Weekly' sub-folders.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located above the 'Setup' menu. Then, press Enter.

I
Emi Setup
= AP
E= PiO
Eu PiC
B JE
sl PR
=l GL
Chart of Accounts Entry (olca)
Chart of Accounts List (olcam

+ o+ o+ o+ o+

Feport Group Entry (surpt)

Trial Balance (glth)

LedgerBible Repart (ledhbit)

Asset Report (assetrpt)

Fecurring Batch Process (rhproc)

+ Bl Inguiry
Checks

Budget

Cost

Closing
Recurring Batch
Report

P5SL3 Help
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The screen then appears.

To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.
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Report Selection:

e Report ID - Detail, Summary or customized Report ID to format the report by. To create a

customized Report ID, use the Report Group Entry [surpt] screen located in both the 'Setup’
and 'G/L' modules. Please note you must select a Report ID in order to run the report as it is
a white required field.

NOTE:

Please email a request to support@castandcrew.
com if you would like the customized Report ID
format imported from a previous PSL3 database.

Period Selection:

¢ Period - System-assigned Period Number that indicates the Accounting Period in which

these costs were entered. If you chose to run the report by Period Number, then the Start
Date and End Date fields default for the period chosen.

Start Date and End Date - Transaction Effective Dates to include in the report as PSL3 is
date-driven. Current Period Start and End Dates default. You can always change the date by
typing over the defaulted date or by right clicking in either field for the calendar selection to
appear. To restrict the report to only include information for a single date, input the same date
in both the Start Date and End Date fields. To select all dates from inception to future, leave
both fields blank.

&= Pick a date &l

January 2011

sun| M. Tuelw.. | Thu| Fri| sat
A EAE EERE
23 |a|s5|6 |75
5 (10|11 12|13 |14 |15
16 |17 |16 |19 | 20 | 21 | 22
23 |24 |25 [26 |27 | 28 | 29
30311 |2 ]34 |5

oK Cancel help
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Account Selection:

¢ From and To - Account numbers to include in the report. To restrict the report to only include
information for a single account number, input the same account in both the From and To
fields. To select all account numbers, leave both fields blank.

Selection Criteria:

e Press the F2 Key or right click in any of these fields (Production, Company, Series,
Location, Set, Insurance, Free Field(s), Source Code and J/E Number) to choose the
necessary codes if they don't already default. To choose multiple codes for a particular field,
press the F2 Key or right click in that field and hold down the Control Key while
simultaneously using your mouse to select. To run the report by a specific transaction type
(A/P, C/K, JIE, P/C, P/O, and/or P/R), use the Source Code field. By making a selection,
this isolates the report to only display items based on the code(s) selected.

Include:

e Detail - Check mark to include detail distribution data.

¢ Inactive Accounts - Check mark to include accounts that had no activity/distributions posted
to them during the period or date range selected or that have a zero dollar balance.

e Beginning Balance is Activity - Check mark to consider active accounts that have a non-
zero Beginning Balance.

Show:

e Series Separation - Check mark if you want transactions for each Series Code displayed
separately. If selected, the report is broken down by account number, then Series Code.

¢ Location Separation - Check mark if you want transactions for each Location Code
displayed separately. If selected, the report is broken down by account number, then
Location Code (if Series Separation is not check marked first).

e Set Separation - Check mark if you want transactions for each Set Code displayed
separately. If selected, the report is broken down by account number, then Set Code (if
Series and/or Location Separation is not check marked first).
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Multiple Currency:

e Source Currency - If you have more than one currency in your database, you can choose to
include only transactions denominated in one currency, two, three, etc., or all currencies. To
choose multiple Currency Codes, press the F2 Key or right click in the field and hold down
the Control Key while simultaneously using your mouse to select. Each currency in your
database and its conversion rate are listed in the report heading.

e Target Currency - Base currency set up in the System Control Information Entry [suctrl]
screen located in the 'Setup' module defaults. This Currency Code is what all transactions
are converted to on the report. Each currency in your database and its conversion rate are
listed in the report heading.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.

*Below is a sample Detail Trial Balance Report [gltb] broken down by Assets, Liabilities, etc.,
containing one line Expenses.
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Chapter 9.4 Bible Report

The Bible Report [bdbr] or also commonly referred to as the General Ledger is the original financial
statement that produces a Detailed or Summary Report on distributions based on the date range or
period selected. The Bible Report [bdbr] generates a reference copy of all transactions that were
entered in your PSL3 database. The major difference between the Bible Report [bdbr] and the
Chronological Bible Report [bdbible] is that the Bible Report [bdbr] is organized by Account Number
and the Chronological Bible Report [bdbible] is organized by Reference Number.

Open:

» To access the Bible Report [bdbr], click on Tab #8 or press 'ALT and the number '8' Key
simultaneously to open the screen.

» The Bible Report [bdbr] is also accessible if you click the 'G/L' module from the menu tree
(see following screen shot) as well as the 'Report’ folder under the 'General Ledger' and
"Weekly' sub-folders.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located abowe the 'Setup' menu. Then, press Enter.
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The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding
in PSL3.

Period Selection:

¢ Period - System-assigned Period Number that indicates the Accounting Period in which
these costs were entered. If you chose to run the report by Period Number, then the Start
Date and End Date fields default for the period chosen.

e Start Date and End Date - Transaction Effective Dates to include in the report as PSL3 is
date-driven. Current Period Start and End Dates default. You can always change the date by
typing over the defaulted date or by right clicking in either field for the calendar selection to
appear. To restrict the report to only include information for a single date, input the same date
in both the Start Date and End Date fields. To select all dates from inception to future, leave
both fields blank.
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Account Selection:

¢ From and To - Account numbers to include in the report. To restrict the report to only include

information for a single account number, input the same account in both the From and To
fields. To multi-pick certain accounts, press the F2 Key or right click in either field and hold
down the Control Key while simultaneously using your mouse to select. To select all account
numbers, leave both fields blank.

e Account Type - Single letter classification indicating the Account Type (Asset, Liability, C

apital, Income, Expense).

Selection Criteria:

e Press the F2 Key or right click in any of these fields (Production, Company, Source,

Series, Location, Set, Insurance, Free Field(s), Vendor and J/E Number) to choose the
necessary codes if they don't already default. To choose multiple codes for a particular field,
press the F2 Key or right click in that field and hold down the Control Key while
simultaneously using your mouse to select. To run the report by a specific transaction type
(A/P, C/K, JIE, P/C, P/O, and/or P/R), use the Source Code field. By making a selection,
this isolates the report to only display items based on the code(s) selected.

Include/Exclude:

Include Detail - Check mark to include detail distribution data.

Include Inactive Accounts - Check mark to include accounts that had no activity/
distributions posted to them during the period or date range selected or have a zero dollar
balance.

Include P/O's - Check mark to include open P/QO's. If a P/O distribution line is transferred to
an A/P transaction but the A/P is not yet posted, then the P/O line is still considered open.

A P/O distribution line remains open and is considered a Commitment on the Estimated
Final Cost Report [efcrpt] until the A/P containing the transferred P/O line is posted, marking
it relieved or until the P/O line is closed.

Include Beginning Balance/Beginning Balance is Activity - Check mark to include the
Beginning Balance and consider active accounts that have a non-zero Beginning Balance.

Include Audit Information/Include User - Check mark to isolate transactions entered by a
single User ID for auditing purposes.

Show/Hide:

e Series Separation - Check mark if you want transactions for each Series Code displayed

separately. If selected, the report is broken down by account number, then Series Code.

¢ Location Separation - Check mark if you want transactions for each Location Code

displayed separately. If selected, the report is broken down by account number, then
Location Code (if Series Separation is not check marked first).
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e Set Separation - Check mark if you want transactions for each Set Code displayed
separately. If selected, the report is broken down by account number, then Set Code (if
Series and/or Location Separation is not check marked first).

e Company Separation - Check mark if you want transactions for each Company Code
displayed separately. If selected, the report is broken down by account number, then
Company Code (if Series, Location and/or Set Separation is not check marked first).

¢ Reference Description - Check mark to include the Reference Description in addition to the
Distribution Description of each transaction. If selected, the report usually defaults to
Landscape layout due to the additional column.

Multiple Currency:

e Source Currency - If you have more than one currency in your database, you can choose to
include only transactions denominated in one currency, two, three, etc., or all currencies. To
choose multiple Currency Codes, press the F2 Key or right click in the field and hold down
the Control Key while simultaneously using your mouse to select. Each currency in your
database and its conversion rate are listed in the report heading.

e Target Currency - Base currency set up in the System Control Information Entry [suctrl]
screen located in the 'Setup' module defaults. This Currency Code is what all transactions
are converted to on the report. Each currency in your database and its conversion rate are
listed in the report heading.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print Combined Report - Opens the Print Dialogue box and sends the report (combining all
Series, Location and Set Codes onto one report) directly to the printer.

> Print Individual Report - Opens the Print Dialogue box and sends the report (separating
each Series, Location and Set Codes into separate reports) directly to the printer.

> Preview Combined Report - Generates a PDF format report (combining all Series, Location
and Set Codes onto one report) and appears instantly on your screen. You are still able to
print from the PDF format.

> Preview Individual Report - Generates a PDF format report (separating each Series,
Location and Set Codes into separate reports) and appears instantly on your screen. You are
still able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.

» TSV Spread - Generates a Text (.txt) file in which you save to your computer and '‘Open With'
the desired program of your choice. This option is usually selected in lieu of the 'Spreadsheet'
option in the instance the report exceeds the number of lines allotted in Excel. The TSV
Spread' option does not hawe line limitations whereas depending on the version of Excel, the
'‘Spreadsheet' option may.
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*Below is a sample of the Combined Bible Report [bdbr] with 'Include Detail' check marked.
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Chapter 9.5 Additional G/L Entry Screens

PSL3 offers additional G/L Entry Screens which are listed below.

Open:

» To access the following G/L Screens, click the 'G/L' module from the menu tree (see following

screen shot).

» You can also access these screens by typing the screen or acronym name in the blue

prompt bar located abowe the 'Setup' menu. Then, press Enter.
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Report

PSL3 Help

e

To select criteria for the following screens, press the F2 Key or right click in most fields to make your
selection. You can also simply type in the criteria in the allotted fields.

e Asset Disposition/Maintenance Entry [assetdis] - Use [assetdis] to find all transactions

coded to 'A' (Assets) or any other Free Field Code and provide the Method of Disposition
description(s). This screen allows you to not only input the Method of Disposition next to
items flagged as Assets, but also input the Recovered Amount and Disposition Date. Once
entered and saved, you can generate the Asset Recovery Report or Bible Report [bdbr] to
display the reporting details.

Report Group Entry [surpt] - Use [surpt] to customize your preferred Trial Balance Report
[gltb] format. This screen allows you to categorize and group together Account Types
(Assets, Liabilities, Capital, Income and Expenses) based upon a range of account numbers
and Company Codes. You are able to provide your own descriptions for each account
grouping and select whether to include Control Account Totals Only, Sub-totals and/or
Company Sub-totals to display. Once saved, the newly created format will now display as an
option in the Report ID field within the Trial Balance Report [gltb] screen. Please note all
PSL3 databases are already pre-set with the SUMMARYTB and DETAILTB Report ID formats
as default options (and if you are associated with a studio, then that studio's customized
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format).
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Chapter 9.6 Additional G/L Inquiries and Reports

PSL3 offers additional G/L Inquiries and Reports which are listed below.

Open:

» To access the following G/L Reports, click the 'G/L" module from the menu tree (see following
screen shot).

» These additional G/L Reports are also located in the 'Report' module under the 'General
Ledger' sub-folder.

» You can also access these reports by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e Account Number Inquiry Report [glaa] - Use [glaa] to generate a report of distribution lines
coded to a specific account number. This report displays transaction details only for items
that have been posted for the account number selected. Please note this report is ran by only
one account number at a time.

e Asset Report [assetrpt] - User [assetrpt] to generate a Detailed or Summary Report on
distributions based on the date range or period and Free Field Codes (Assets, etc.) selected.
This report generates a reference copy of all transactions based on the criteria selected,
identical to the Bible Report [bdbr]. This report can be used in conjunction with the Asset
Disposition/Maintenance Entry [assetdis] screen.
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Checks Inquiry [ckinq] - Use [cking] to display information for any check that has been
printed. This report lists all details attached to the check number including (but not limited to)
the Check Date, Void Date (if any), Clear Date as well as the attached A/P Reference
Numbers, etc. This report can also be found in the 'Checks' module and it's main use is to
provide a quick look up of details pertaining to a single check.

Chronological Bible Report [bdbible] - Use [bdbible] to run a transaction log sorted by
Reference Number. The major difference between the Chronological Bible Report [bdbible]
and the Bible Report [bdbr] is that the Chronological Bible Report [bdbible] is organized
by Reference Number as opposed to Account Number.

Inquiry by Reference Number Report [glring] - Use [glring] to display information for a
specific Reference Number. This report is helpful for determining the Source Code (P/O, A/P,
etc.) of a transaction. It's also useful for viewing sewveral transactions from different programs
without having to open a new screen. Please note this report is ran by only one Reference
Number at a time.

Ledger/Bible Report [ledbib] - Use [ledbib] to print a detailed ledger of transaction data but
with the added search criteria of an Amount Range and Reference and/or Distribution
Description(s). Active Accounts, Beginning Balance, Debits, Credits, and Ending Balance are
included in the report. Accounts with no activity during the date range are not included.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 10 CHECKS

This section will address the following programs:

» Pre-Check Printing Report

» Computer Checks and Check Register Summary Report

» Void and Reissue Checks
» Bank Reconciliation
> Positive Pay Export and Report

» Additional Check Screens/Reports
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Chapter 10.1 Pre-Check Printing Report

The Pre-Check Printing Report [ckpcr] lists the posted Accounts Payable transactions that will be
included in the next check run. The report displays the details of the open A/P transactions, including
check and inwice information.

Open:

» To access the Pre-Check Printing Report [ckpcr], click the 'Checks' module from the menu
tree (see following screen shot).

» The Pre-Check Printing Report [ckpcr] is also located in the 'Report’ module under the
'Checks' sub-folder.

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.

To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank.

Bank Info:

¢ Bank - Bank Code representing the bank to be used in the next check run. By choosing a
Bank Code, the report displays only open A/P items coded to the Bank Code selected.

e Currency - Currency Code representing the currency to be printed in the next check run. By
choosing a Currency Code, the report displays only open A/P items coded to the Currency
Code selected. Please note if you have selected the Bank Code, the Currency Code defaults
as it is attached to the bank.

Selection Criteria:

¢ Press the F2 Key or right click in any of these fields (Production, Batch Number,
Reference Number, Vendor Number and Employee Number) to choose the necessary
codes if they don't already default. By making a selection, this isolates the report to only
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display items based on the code(s) selected.

Date Selection:

e Select A/P by Due Date - Indicate if you want to restrict the A/P open items included in the

report to those that have a Due Date on or before the date entered.

Sort By:

e "Vendor ID' and 'Vendor Name' are the sorting options available to select per your preference.
+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the

following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.
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Chapter 10.2 Computer Checks and Check Register
Summary Report

Use the Computer Checks [ckprnt] program to print PSL3 created checks. The Computer Checks
[ckprnt] screen is most commonly used to print a run of checks for posted Accounts Payable inwices,
but you can also print individual computer checks based on the Open Item Selection Criteria. If there
are leading check stubs, the check prints first and the check that gets woided prints after.

To view a list of all the open items that will be included in the next check run before proceeding with the
check printing process, it is suggested to run a Pre-Check Printing Report beforehand.

NOTE:

Please note PSL3 is compatible with MICR Check
Printing and has it's own Check Form (MICRFM or
MICRLA). If you would like to have this feature set
up, please email support@castandcrew.com for
more information.

Open:

» To access the Computer Checks [ckprnt] screen, click on Tab #4 or press 'ALT and the
number '4' Key simultaneously to open the screen.

» Computer Checks [ckprnt] can also be accessed in the 'Checks' and 'A/P' modules from the
menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup' menu. Then, press Enter.
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The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding
in PSL3.

Check Information:
e Company - Company Code representing the company to be used in the check run.
e Bank - Bank Code representing bank to be used in the check run.

e Currency - Currency Code representing the currency to be printed in the check run. Please
note if you have selected the Bank Code, the Currency Code defaults as it is attached to the
bank.

e Starting Check # - First check number in which the check run will begin. The check number
should default upon selecting the Bank Code but you can change it. The Starting Check
Number Information is pulled from the Bank Entry [subank] screen if it has been setup.

e Check Date - Date that will print on the check(s); should default to today’s date. You can
always change it by typing over the defaulted date or by right clicking in that field for the
calendar selection to appear. Please note you can not input a date that is in a previously
closed period.

© 2011 Cast & Crew Entertainment Services, LLC.



244 PSL3 User Manual

E Pick a date §|

January 2011

Sun| k.| TueW . | Thul Fri| Sat
20| 2 [ 280 280 E A
213 |4 |8 |8 |7 |8
2010 (11 112 [ 13|14 | 15
16 [ 17 |18 | 19 | 20 | 21 | 22
23 |24 |25 |25 | 27 | 2B | 29
0|31 | 1| 2|3 |48

oK Cancel help

¢ Allow ZERO Checks to Print - Check mark this option if you want to print zero dollar amount
checks.

NOTE:

Please email a request to support@castandcrew.
com to have the 'Allow ZERO Checks to Print'
option automatically default upon entering the
screen.

Open Item Selection:

¢ Press the F2 Key or right click in any of these fields (Select A/P by Due Date, Vendor,
Invoice, Batch, Reference and Production) to choose the necessary items you wish to
print if they don't already default. Some fields allow you to choose multiple codes for a
particular field in which you can press the F2 Key or right click in that field and hold down the
Control Key while simultaneously using your mouse to select. By making a selection, this
isolates PSL3 to only print checks based on the open item(s) selected. To select all posted
A/P transactions, leawve all fields in the Open ltem Selection blank.

Check Alignment and Printing Checks:

e Alignment - Prior to the check printing process, you can choose the 'Alignment' option
located in the top right hand corner to estimate how the check(s) will be formatted.
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¢ Print - To ensure check alignment accuracy, it is suggested to select the 'Print' option

WARNING:

Please be advised if you select the 'Alignment'
option, the next available check number is used for
the Bank Code entered. This check number
appears on the Check Register Summary
Report [ckolcr] with the default description
"COMPUTER ALIGNMENT ***VOID***",

245

located in the top right hand corner instead of 'Alignment' for your first computer check using

real check stock. In doing so, the Support Department can see exactly where the information

will be printed and make the necessary adjustments accordingly.

NOTE:

Please email a request to support@castandcrew.
com to have your scanned check alignment
adjusted. You can also fax us a copy at the
following number: 818-848-4780. Please be sure
to send an email or call to let us know you have
faxed the check copy in.

Once you have selected 'Print’, PSL3 will take you through a series of prompts to ensure you
are printing the desired checks and choosing the correct printer which are in order as follows:

= Warning

=

OK

X

If necessary, replace plain paper with check stock now.
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Checks:

Lines:

Dpen ltems:

Extra Stubs:

Eorms Needed:

E Information

@ You are about to print checks in check run #57 (1 check).

OK
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IMPORTANT Window Message:

¢ Once the checks have printed, the last prompt you will see is the IMPORTANT window.
Since the checks in PSL3 print before the check data is saved to the database, the
IMPORTANT Window gives you the opportunity to verify that the checks actually printed
correctly. Until you go through all of the previous dialogue boxes and tell PSL3 the checks
printed correctly, the related A/P transactions will still have an 'O'pen status. So, if something
happens to interrupt the check run (e.g., a power outage, disruption of internet senvice, etc.)
even after the checks have printed correctly, the check process is really not complete. Do
not close out of the IMPORTANT window until the desired check(s) have printed

correctly.
23 printed check [PSL3 PRACTICE DEMO] X]

IMPORTANT

Check numbers between the last correct check and the

next available checl will be created as alignment voids.

Last correctly printed checlk # (blank if none): ‘000001 ‘
Next available check # 000002 |

Enter the number of the next available check

If all checks printed correctly, then press the 'OK' option. However, if only some of the checks
printed, you can reset the Last correctly printed check # field. The number of the last check
printed defaults in this field. If at least one of the checks printed incorrectly or you need to
reprint any of the checks for any reason, enter the number of the last check that printed
correctly. Even if other checks printed correctly after the first incorrectly printed check, you
need to enter the number of the check that directly precedes the first check that printed
incorrectly and then press the Enter Key or 'OK' option. All of the checks that printed after the
last correctly printed check will be marked as Computer Alignment Voids and will need to be
reprinted.

For example, if you printed check number 000001 and something went wrong, you can reset
the Last correctly printed check # field to the prior number which in this case would be
000000. You can then make the Next available check # field reset to 000001 to reprint that
check number and any thereafter within the same check run.

Check Register Summary Report [ckolcr]:

© 2011 Cast & Crew Entertainment Services, LLC.



248

PSL3 User Manual

¢ Upon exiting the Computer Checks [ckprnt] program, PSL3 automatically generates the
Check Register Summary Report [ckolcr] directly on your screen after successfully printing
checks. The Check Register Summary Report [ckolcr] displays a summary of the last
check run, listing one line of information per check and normally in check number order.
Once you receive the Check Register Summary Report [ckolcr], PSL3 displays the
following prompt:

= %]
m Did register print properly (Y/N)?

Yes No Help

If you select 'No', PSL3 continues to ask "Did register print properly (Y/N)?". If you still select
'No', you will continue to receive the prompt until you select 'Yes'. Once you select 'Yes', the
checks automatically post to the Bible Report [bdbr] and the related A/P transactions now
update to a 'P'aid status. Please note there is not an additional check posting process like
other software systems.

Please note the Check Register Summary Report [ckolcr] can also be ran at any time for any
date range as it is accessible in the 'Checks' module from the menu tree. It is also located in
the 'Report' module under the 'Checks' sub-folder. To generate the report manually from the
Check Register Summary Report [ckolcr] screen, you have the option to run it by Starting
and Ending Check Numbers and Check Run Numbers, Period, Date Range, Check Status
Information, etc. as selection criteria. This report provides the option to Print, Preview or
generate the report to an Excel Spreadsheet.
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Chapter 10.3 Void and Reissue Checks

The Void Checks [ckwid] program is used to cancel the effect of printing/posting the check. By woiding
a check, PSL3 cancels the posting of the A/IP Entry [apte] inwice associated with that check by woiding
the original transaction and then creating the reversing transaction. PSL3 also provides the option to
reissue the wided A/P Entry [apte] transaction.

Open:

» To access the Void Checks [ckwid] screen, click the 'Checks' or 'A/P' module from the menu
tree (see following screen shot).

» Void Checks [ckwid] is also located in the 'Report' module under the 'Checks' sub-folder.

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I,
Setup
AP
PO
PiC
JE
PR
GIL
= Checks
Pre-Check Repart (ckper)

Computer Checks (ckprnt)
mManual Checks/Dpen tems (ckman)

Positive Pay Export and Report (pospay)

Yaoid Chec

Checks Inguiry (ckinog

Check Register Surmmary (ckalcr)
Check Register Detailed (ckred)
Check Register History (ckodetcn

Bank Reconciliation (ckrhis)
Checks Inguiry (ckinog

i Budget

i3l Cost

B3l Closing

B Recurring Batch

B Report

Bl PSL3 Help

+ O+ O+ o+ &+

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding
in PSL3.

Check Selection:

e Bank - Input the Bank Code that issued the check that you wish to woid. Once entered, the
Check Number and Reference Number fields associated with the Bank Code selected
become accessible.

e Check Number - Input the range of Check Numbers that you wish to wid. To woid a single
check, enter the same Check Number in both the From and To Check Number fields.

¢ Reference Number - Input the range of Check Reference Numbers that you wish to woid. To
woid a single Check Reference Number, enter the same number in both the From and To
Reference Number fields. Generally, you would use the Check Number fields to void
checks and leave the Reference Number fields blank except in the instance there were
duplicate Check Numbers and you wanted to void only one of those checks. If you entered a
Check Number to wid, all checks with that number would be wided; however, if you entered a
Check Reference Number, only one of the duplicate Check Numbers would be voided. For
example, if in A/P Entry [apte] you entered the same Manual Check Number to pay two
separate A/P transactions and then posted those A/P transactions, this Manual Check
Number would have two different Check Reference Numbers associated with it. If you wanted
to wid only one of those checks, you would need to enter the Check Reference Number, not
just the Check Number. To view a check's Reference Number, you can run the Check
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Inquiry Report [cking] located in the 'Checks' module. The Check Reference Number is
displayed in the header section.

Void or Reissue:

¢ Void Checks - Select this option to wid the selected Check Number(s) which changes the
original check's status to 'V'oid. It also creates a new reversing check record that has the
effect of canceling the original check which is created in the Current Period. This reversing
check record is a duplicate of the original check, except that the duplicate check amount has
the opposite sign of the original check amount that was wided. For example, if the wided
check amount was $300, the reversing check amount now reflects negative $300. If the
woided A/P Entry [apte] transaction contains distribution lines that were transferred from P/O
Entry [poent] and you choose not to re-issue the A/IP Entry [apte] transaction, the P/O lines
linked to the A/P that was woided will be re-opened.

¢ Void then Reissue - Select this option to reissue the A/P Entry [apte] transaction(s) that is
woided upon widing the check. If you select this option, the original A/IP Entry [apte]
transaction is recreated with an unposted status in the Current Period which you can modify
in A/P Entry [apte], if necessary. All reissued A/P Entry [apte] transactions will have the
wided Check Number default in the Batch field. If the voided A/IP Entry [apte] transaction
contains distribution lines that have been transferred from P/O Entry [poent], those P/O
distribution lines are automatically transferred to the new reissued A/P Entry [apte]
transaction.

WARNING:

Please be advised if you need to change the
Vendor Name on a check that has a P/O
attached, PSL3 does not allow you to change the
Vendor Name on a reissued transaction. It is
recommended to simply select 'Void' and input a
new A/P Entry [apte] transaction with the correct
information.

Void Date:

e Date - Date that you are widing the check(s); should default to today’s date. You can always
change it by typing over the defaulted date or by right clicking in that field for the calendar
selection to appear. Please note you cannot input a date that is in a previously closed period.
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Register:

¢ Print Detail - Check mark this option to generate a Detailed Register of the check(s) which is
the default setting. If left unchecked, a Summary Register is printed instead.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to void and/or reissue and generate the report:

> Print - Opens the Print Dialogue box, sends the report directly to the printer and begins the

woiding process.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still

able to print from the PDF format.

WARNING:

not get woided.

Please be advised in order to complete the wid
and/or reissue process, you must select the 'Print'
option. If you select 'Preview!, the check(s) does
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Once you select 'Print', PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register (Y/N)?". If you still select
'No', you will receive a prompt notifying you the widing process is not done. If you select 'Yes',
you will receive a secondary prompt confirming the widing process is completed.

If you selected the option to 'Void then Reissue', PSL3 also displays the following message
prompt:

E Would you like to print the list of reissued AP invoices (rikb?

Yes ] Help

If you select 'No', the Reissued A/P Invoice List Report is not printed. If you select 'Yes', the
Print Dialogue box opens and sends the report directly to the printer. The Reissued A/P
Invoice List Report includes the A/P inwices that were reissued. Please note in AIP Entry
[apte], the Batch Number on the reissued transaction(s) now reflect the Check Number of the
woided check(s). These reissued A/P inwices are created with an unposted status in which you
can modify before posting or delete if needed.

+*Once the void and/or reissue process is complete, PSL3 automatically updates the A/P
transaction(s) status as follows:
» Original A/P transaction(s) is marked with a 'V' for Void.

» Reversal A/P transaction(s) is marked with an 'R’ for Reversal.

© 2011 Cast & Crew Entertainment Services, LLC.



254

PSL3 User Manual

» Reissued A/P transaction(s) is marked with a 'U’ for Unposted to make any necessary

modifications.
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Chapter 10.4 Bank Reconciliation

Bank Reconciliation is the procedure of reconciling the bank balance reflected on a ledger to the bank
balance reflected on a bank statement for a given period, to balance a bank statement. Bank
Reconciliation [ckrbs] is used to determine the actual Cash in Bank account balance on the date you
perform the reconciliation. Your Bank Reconciliation is balanced when the statement balance equals
the checkbook balance.

NOTE:

Please note any senice charges or interest earned
items must be entered in through the Journal
Entry [jete] screen. You are not able to enter
them through the Bank Reconciliation [ckrbs]
screen.

Open:

» To access the Bank Reconciliation [ckrbs] screen, click the 'Checks' module from the menu
tree (see following screen shot).

> Bank Reconciliation [ckrbs] is also located in the 'Report' module under the 'Checks' sub-
folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.
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The screen then appears.

© 2011 Cast & Crew Entertainment Services, LLC.



CHECKS 257

Selection Criteria:

e Bank - Bank Code to perform the Bank Reconciliation. Press the F2 Key or right click to
select the bank.

e Currency - Currency Code associated with the Bank Code defaults upon selecting the bank.
All transaction amounts included in the reconciliation are translated to this currency.

e Cash Account - Cash in Bank Account associated with the Bank Code defaults upon
selecting the bank. This field is pulled from the Bank Code Entry [subank] screen.

e Statement Date - Date when the items will be marked as 'Cleared’. This field defaults to
today's date, but you can change it by typing over the defaulted date or by right clicking in
this field for the calendar selection to appear.
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Use Statement Date as Cut-off Date - Check mark this option for the reconciliation to only

include items up to the Statement Date, not past it.

Include Checks - Check mark to include uncleared checks in the reconciliation.

Include Deposits - Check mark to include uncleared deposits in the reconciliation.

¢ One Line per Check Number - Check mark to include only one line per Check Number in

the reconciliation.

Check Sort:

Totals:

¢ 'Date’, 'Check' Number' and 'Vendor Name' are all sorting options available for you to select

per your preference.
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Balances:

¢ Beginning - Beginning or opening balance since the last Bank Reconciliation. For example,
if the last Bank Reconciliation performed had a balance of $613.83 at the end of June, this
amount becomes the beginning balance for the beginning of July. Please note you are not
able to access this field.

e Cleared - Cleared amount balance. Please note you are not able to access this field.

e Statement - Input the Bank Statement balance. This amount is zero when you begin your
first Bank Reconciliation. As you clear items, this amount changes. Your Bank Statement is
reconciled when the statement balance equals the checkbook balance.

¢ Difference - Difference amount balance. Cleared amount + Statement amount = Difference
amount balance. Please note you are not able to access this field.

+ Start to populate data:

» To proceed with the clearing process, press the F1 Key, then 'S’ option or select 'Start’
located in the top right hand corner of the screen. Once you select 'Start’, the transaction
details at the bottom of the screen are displayed. You are then able to indicate whether an
item is cleared along with it's Clear Date.

Transaction Details:

¢ Cleared - To manually mark an item as 'Cleared’, enter the letter 'C' in this field. You also
have the option to automatically mark all checks or deposits as 'Cleared' by selecting either
'Clear All Checks' or 'Clear All Deposits' located in the right hand corner of the screen. In
addition, you have the option to automatically mark all checks or deposits as 'Uncleared' by

selecting either 'Unclear All Checks' or 'Unclear All Deposits'.

e Clear Date - Once you have marked an item as 'Cleared, the Clear Date defaults with the
date input as the Statement Date. Please note you are able to change the Clear Date.

*Please note you are not able to access the following fields:
e Check Number - Number of the check.
¢ Effective Date or Check Date - Effective Date of the transaction or check.
e Type - Types include 'Dep' = Deposit and 'Cmp' = Computer Check.
¢ Reference Number - Reference Number of the transaction.

¢ Reference Description or Vendor Name - Reference Description of the transaction or name
of the vendor or payee.

e Amount - Amount of the transaction.
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Before proceeding with the reconciliation process, PSL3 provides you a variety of reporting options
(Summary, Worksheet, Edit, etc.) to view the Bank Reconciliation details which are located in the right
hand corner of the screen. In addition, PSL3 also provides the option of 'Reconciling Items' which is a
screen that allows you to input the description and amount of an item(s) in the event the Bank
Reconciliation does not balance. You can delete the reconciled item(s) once it actually processes.

+» Reconcile: To proceed with the reconciling process, press the F1 Key, then 'R’ option or select
'Reconcile' located in the right hand corner of the screen. This opens the Print Dialogue box and
begins the reconciling process.

Once you select 'Reconcile’, PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No',
you will receive a prompt notifying you the clearing process is not done. If you select 'Yes', you
will receive a secondary prompt confirming the clearing process was successful along with the
number of checks and deposits cleared and reconciled.
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Chapter 10.5 Positive Pay Export and Report

Positive Pay Export and Report [pospay] is a process whereby PSL3 electronically exports the check
file of all issued checks to the bank. The bank, therefore, only pays checks listed in that check file
register, with exactly the same specifications listed in the file (check number, payee name, dollar
amount, etc.). When these issued checks are presented for payment at the bank, they are compared
electronically against the list of transmitted checks. When a check is presented that does not have a
'match’ in the file, it becomes an "exception item". The bank contacts the client and includes a fax or an
image of the exception item to the client. The client reviews the image and instructs the bank to pay or
return the check. This system dramatically reduces check fraud.

Open:

» To access the Positive Pay Export and Report [pospay] screen, click the '‘Checks' module
from the menu tree (see following screen shot).

» The Positive Pay Export and Report [pospay] screen is also located in the 'Report' module
under the 'Checks' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.
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Selection Criteria:

e Bank - Name of the bank in which the check file will be transmitted to. Press the F2 Key or
right click to select the Bank Code.

¢ Production - Name of the Production; should default if there is only one Production Code
setup in the database.

e Pospay Format - Format of the Pospay file that defaults when the Bank is selected. Please
note you are not able to access this field.

e Cut Off Date - The Pospay Format field must be blank in order to enter a value for the cut off
date.
Check Type:

e Defaults to 'All Exportable Checks' (most common).

Retrieve Existing Report/Export File(s):

e Start Date and End Date - Dates to retrieve the archived report by. Press the F2 Key or right
click in either date field for the calendar selection to appear.
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¢ Bank - Name of the bank to retrieve the archived report by. Press the F2 Key or right click to
select the Bank Code.

» Retrieve Report - Generates a PDF format of the archived report which appears instantly on
your screen. You are still able to print from the PDF format. The title of the report is named
'(Bank Name) Checks Issued List'.
» Retrieve Files - Opens the Save Dialogue box in which you are able to save the archived
report file directly to your computer.
< Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to export and generate the report:

» Print Edit - Sends the report directly to the printer.

» Preview Edit - Generates a PDF format report and appears instantly on your screen. You
are still able to print from the PDF format.

» Send Export - Begins the exporting process.
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Once you select 'Send Export', PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?". If you still select 'No', the

exporting process is not done. If you select 'Yes', you will receive a secondary prompt
confirming the Positive Pay file is now sent.

WARNING:

Please be advised do not click 'Send Export' more
than one time within a 15 minute interval or else
two files get created. Please contact the Support
Department should this occur as one file becomes
overridden.
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Chapter 10.6 Additional Check Screens/Reports

PSL3 offers additional Check Screens/Reports which are listed below.

Open:

» To access the following Check Screens/Reports, click the 'Checks' module from the menu
tree (see following screen shot).

» These additional Check Screens/Reports are also located in the 'Report’ module under the
'Checks' sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.
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To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e Checks Inquiry [cking] - Use [ckinq] to display information for any check that has been
printed in PSL3. This report lists all details attached to the check number including the
Check Date, Void Date (if any), Clear Date as well as the attached A/P Reference Numbers,
etc. This report can also be found in the 'G/L' module and it's main use is to provide a quick
look up of details pertaining to a single check.

e Check Register Detailed Report [ckreg]- Use [ckreg] to print a detailed register of either all
checks or just manual checks issued. This report includes several summaries that display at
the end of the report which are as follows: Total Number of Checks and Total Stub Lines,
Grand Total for each Bank, Grand Total for each Currency, Currency Conwersion Chart, Cash
in Bank and the Clearing Account details (Account Numbers, Descriptions and Amounts).
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e Check Register History Report [ckdetcr] - Use [ckdetcr] to display a summary of all checks
that have printed. This report provides you the option to select the status type (Cleared,
Outstanding, Computer, Voided, Manual and/or Alignment) in addition to the Period or Date
Range to generate the report by. This report is similar to the Check Register Summary
Report [ckolcr] by listing one line of information per check; however it also includes the added
line item details of the A/P inwice transaction.

¢ Rapid Check [ckent] - Use [ckent] to print a single demand check for immediate printing and
paying an inwoice. This screen is especially beneficial when the A/P transaction has not been
entered in A/IP Entry [apte] because this program creates an new unposted A/P transaction.
It is also helpful when the A/P transaction is unposted because you won't have to post it
before you print the check. Please note this program still prints a Check Register Report at
the end of the check printing process.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 11 BUDGET

This section will address the following programs:

> Import a Budget

> Create a Budget

> Delete a Budget

» Budget Amount Entry

> Budget Listing Report

> Additional Budget Screens

> Additional Budget Inquiries and Reports

271

© 2011 Cast & Crew Entertainment Services, LLC.




272

PSL3 User Manual

Chapter 11.1 Import a Budget

The Import a Budget [bdint] program is used to import a budget file from either Movie Magic or EP
Budgeting into PSL3. This program also provides the option to create new account numbers from the
budget you are importing, creating your Chart of Accounts. Once you have successfully imported a
budget into PSL3, you are able to make any necessary modifications (change budgeted amounts, enter
budget lines specific to a particular Series, Location or Set Code, delete an account, add an account,
etc.) manually in the Budget Amount Entry [bdent] screen.

Open:

» To access the Import a Budget [bdint] screen, click the '‘Budget' module from the menu tree
(see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I

Setup

AP

PiO

PIC

JIE

PR

GIL

Checks

=1 Budget
EF Z Entry {efrent)
Yariance Entry (hdve)

AccountYariance Report (hadvar)
Reference Wariance Report (hdwep)

Import a Budaget thdind
+ B3 Maintenance
B Cost

B Closing

B Recurring Batch
sl Report

B8 PSL3 Help

+ o+ O+ O+ &+

The screen then appears.
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Prior to the import process, first save the Movie Magic or EP Budget (.dsc) or Text/Tab delimited (.txt)
format file to your computer. If you are importing from Movie Magic, select 'File' > ‘Export' > 'C&C
Format'. If you are importing from EP Budgeting, select 'File' > ‘Export' > '‘Other' > 'C&C Format',

Interface File:

e Select File - Choose the Text/Tab delimited (.txt) or (.dsc) file you wish to load. Please note

budgets are loaded one at a time.
Budget Information:

e Budget Name - Input the name of the budget you are importing which can hold up to six
alpha/numeric characters. After entering the new Budget Name, PSL3 asks, "Budget is not
in the database. Do you wish to create it?". Select 'Yes'. Please note each Budget Name
must be unique. Immediately to the right of Budget Name, input the description of the budget
which can hold up to 50 alpha/numeric characters.

¢ Production - Press the F2 Key or right click in this field if the Production Code for the budget

does not already default.

Create Budget Lines With:
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e Press the F2 Key or right click in any of these fields (Series, Location, Set, and Currency)

to choose the necessary codes if they don't already default. The codes selected will be
associated with the budget lines once created.

*Make sure to input all white colored fields as white fields are required before proceeding in
PSL3.

Account Numbers:

¢ Create New Accounts - Check mark this option to create new account numbers from the

budget you are importing. Imported budget line account numbers that do not exist in the
Chart of Accounts or that exist in the Chart of Accounts but do not exist in the Budget Name
you are importing will be copied into the budget. If the 'Create New Accounts' box is left
unchecked, PSL3 will not create new account numbers from the budget as there may already
be a Chart of Accounts for this Production. If you print the Edit List, the newly created
account numbers are identified as 'NEW'’; if left unchecked, the report identifies the account
numbers as 'ACCOUNT NON-EXISTENT; ignored'.

Process Duplicate Budget Amounts:

If the Budget Name exists and already has budget lines but you are importing additional budget lines,
you must tell PSL3 what to do with budget amounts if the import file contains account numbers that
duplicate the existing account numbers. Otherwise, if this is a new Budget Name, leave the default
setting as is; nothing will be affected.

Masks:

Combine - Add import file budget amounts to existing budget amounts. The result is the
sum of the import file budget amounts and the existing budget amounts.

Replace - Replace the existing budget amounts with the import file budget amounts. The
result is the import file budget amounts.

Preserve - Leawe the existing budget amounts intact and ignore import file budget amounts.
The result is the existing budget amounts.

Translation - Coding that displays how the budget line account numbers are formatted from
the file (. = include account numbers and 0 = ignore account numbers). Please note the
Support Department usually modifies this field if needed.

Account - Displays the account mask for the Chart of Accounts (e.g., XXXX, XX-XX etc.).
Please note you are not able to access this field.
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NOTE:

Please email a request to support@castandcrew.

com if you need your databases' account mask
changed. The default account mask for a new
database is XXXX

< Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print Edit - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview Edit - Generates a PDF format report and appears instantly on your screen. You
are still able to print from the PDF format.

> Import - Begins the importing process.

Once you select 'Import’, PSL3 displays a message similar to the following message prompt
confirming the budget is now loaded:

To review or make any changes to the budget, use the Budget Amount Entry [bdent] screen
located in the 'Budget' module, then Maintenance' sub-folder.
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WARNING:

Please be advised if you are importing a budget file
from Movie Magic, PSL3 imports both Header and
Sub-accounts on occasion. This works fine for
creating the Chart of Accounts, which does not
include any amounts; however, the result for the
budget is that the budget amount doubles the
original amount. The solution is to manually
delete Header Accounts from the budget in
Budget Amount Entry [bdent], not Chart of
Accounts Entry [glca].

NOTE:

Please email the budget file in Text/Tab delimited
(.txt) or (.dsc) format (or both formats to be sure)
to support@castandcrew.com should you
encounter any problems with the file import. The
Support Department is happy to assist in
troubleshooting and/or loading the file for you upon
request.
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Chapter 11.2 Create a Budget

A budget is a financial document that allocates a Production's financial transactions to a group of
accounts, each of which describes a component of film making and enables financial reporting. Use the
Create a Budget [bdgl] program to create a new budget by copying in the account number data from
your Chart of Accounts [gica]. Once the budget is created, use the Budget Amount Entry [bdent]
screen to add the budget amounts for each account. If the Chart of Accounts [glca] were added after
you created the budget, you can append those new account numbers to your existing budget with the
Create a Budget [bdgl] program as well. Please note Header Accounts are not included when copying
account number data into the budget.

NOTE:

Please note you must have a budget input in to
PSL3 in order to run the Estimated Final Cost
Report [efcrpt]. If you don't have a budget input
yet, you can create a Zero Dollar Budget here in
the Create a Budget [bdgl] screen.

Open:

» To access the Create a Budget [bdgl] screen, click the 'Budget' module, then 'Maintenance'
sub-folder from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.
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The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.

Budget Information:

¢ Budget Name - Input the name of the budget which can hold up to six alpha/numeric
characters. After entering the new Budget Name, PSL3 asks, "Budget is not in the database.
Do you wish to create it?". Select 'Yes'. Please note each Budget Name must be unique.
Immediately to the right of Budget Name, input the description of the budget which can hold
up to 50 alpha/numeric characters.

¢ Production - Press the F2 Key or right click in this field if the Production Code for the budget
does not already default.

Add Budget Lines for Account Range:

e From Account and To Account - First and Last Expense Account to create in the budget.
To create all account numbers, leave both fields blank.

Fill Budget Lines With:

e Press the F2 Key or right click in any of these fields (Series, Location, Set, and Currency)
to choose the necessary codes if they don't already default. The codes selected will be
associated with the budget lines once created.
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*Make sure to input all white colored fields as white fields are required before proceeding in
PSL3.

<+ Create:

> To proceed with the creating process, press the F1 Key, then 'S’ option or select 'Create’
located in the top right hand corner of the screen. After selecting 'Create’, PSL3 provides a
confirmation prompt with how many budget lines were created depending on the Budget
Information input. PSL3 automatically saves the budget creation.
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Chapter 11.3 Delete a Budget

Use the Delete a Budget [bddel] program to delete an entire budget or parts of an existing budget.

WARNING:

Please be advised once a budget is deleted, it is
gone from the database. There is not an 'undo'
command. You can always re-enter a budget if
needed.

Open:

» To access the Delete a Budget [bddel] screen, click the 'Budget' module, then 'Maintenance'
sub-folder from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowve the 'Setup’' menu. Then, press Enter.
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The screen then appears.

To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
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all fields blank.

Budget Information:
e Budget Name - Input the name of the budget you want to delete.

¢ Production - The Production Code defaults when the Budget Name is input. Please note you
are not able to access this field.

e Start and End Account Range - First and Last Expense Account to delete from the budget.
To restrict the program to only delete information for a single account number, input the same
account in both the Start and End fields. To delete all account numbers, leave both fields
blank.

e Series, Location, Set and Currency - Press the F2 Key or right click in any of these fields
to limit the budget lines that will be deleted to those that match these items. To delete all
codes pertaining to the Budget Name selected, leave these field blank.

< Delete:

> To proceed with the deleting process, press the F1 Key, then 'D' option or select 'Delete’
located in the top right hand corner of the screen. After selecting 'Delete’, PSL3 provides a
confirmation prompt with how many budget lines were deleted or if the entire budget was
deleted depending on the Budget Information input. PSL3 automatically saves the budget
deletion.
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Chapter 11.4 Budget Amount Entry

Once you have created the framework of your budget with either the Create a Budget [bdgl] or Import
a Budget [bdint] programs, use Budget Amount Entry [bdent] to enter or modify amounts for each
budgeted expense account within your Chart of Accounts. These amounts will be the budgeted
amounts in the Estimated Final Cost Report [efcrpt]. Budget Amount Entry [bdent] also allows you
to look up budgeted items, add new budget lines, delete existing budget lines, and modify the Currency

and Amount fields.

Open:

» To access the Budget Amount Entry [bdent] screen, click the 'Budget' module, then
'Maintenance' sub-folder from the menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

The screen then appears.
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Budget Information:

¢ Budget Code - Name of the budget whose data you want to review or modify. Press the F2
Key or right click to select the Budget Code. Once the Budget Code is selected, press

the F7 Key or 'Find' icon u located on the toolbar for the budget lines to appear.
Please note if you press the Enter Key after selecting the Budget Code, the budget
lines will not appear. In this screen, the Enter Key just takes you to next field.

¢ Description - Description for the budget selected defaults. You are able to modify the
description of the budget here if needed.

¢ Production - Production Code for the budget selected defaults.

Budget Total:
e Currency - Currency Code for the budget selected defaults.

e Total Budgeted - Total amount of the budgeted lines for the budget selected.

Account Selection:
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¢ From and To - If you would like to look for a range of certain account numbers when selecting

a Budget Code, input the account numbers in these fields. To restrict PSL3 to only display
information for a single account number, input the same account in both the From and To

fields. Then, press the F7 Key or 'Find' icon G located on the toolbar for the budget lines
to appear. To display all account numbers, leave both fields blank.

Selection Criteria:

e |f you would like to look for certain Series, Location and/or Set Codes when selecting a

Budget Code, input the codes in these fields. You can also look for a certain budget amount
by check marking the Amount field and inputting an amount. Then, press the F7 Key or

'Find' icon G located on the toolbar for the budget lines to appear. To display all codes
and amounts, leave these fields blank.

Account Lines:

Account Number - Chart of Accounts Number for this budget line. Please note you are not
able to access this field.

Series - Series Code for this budget line. Please note you are not able to access this field.

Location - Location Code for this budget line. Please note you are not able to access this
field.

Set - Set Code for this budget line. Please note you are not able to access this field.

Currency - Currency Code for this budget line. Press the F2 Key or right click in this field to
change the Currency Code if needed.

Amount - Budget amount for this budget line. To change the amount, simply type in a new

amount. Please note if you press the F2 Key or right click in this field, a calculator displays
for your convenience.

E Calculator E|

CE| C +- { :

i 8 4 -

Eetch| 4 5] i] +

Quit | 1 2 3 =
I .
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+» Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Save' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

E Command? E|
Command?

L Update datahase with changes
A) Accept changes and clear screen
2) Cancel (discard changes)

») eXit to menu

@] Cancel Help

v To add another budget line, press Enter or Tab where the last line was entered or scroll down
to the bottom of the screen and a blank line becomes available.

v To insert a budget line in between already existing lines, place your cursor where you want to
add and press the F4 Key or select the 'Add' icon B A new line is added beneath.

v To delete an unused budget line, place your cursor in the line you want to delete and press

the F10 Key or select the 'Delete' icon D A red strike-through line appears which is
deleted upon saving.
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Chapter 11.5 Budget Listing Report

The Budget Listing Report [bdentp] generates a listing of all fields in the Budget Amount Entry
[bdent] screen for the specified budget. The report includes budget details on the following fields:

Account Number, Description, Series, Location, Set, Currency and Budgeted Amount. At the
end of the report, the Grand Total of the selected budget is displayed. The Budget Listing Report
[bdentp] is helpful in reviewing all codes were entered in correctly. If changes need to be made to a
budget, this is done in the Budget Amount Entry [bdent] screen.

Open:

> To access the Budget Listing Report [bdentp], click the '‘Budget' module from the menu tree
(see following screen shot).

> The Budget Listing Report [bdentp] is also located in the 'Report' folder under the
'‘Budgeting/Cost' sub-folder.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located abowe the 'Setup’' menu. Then, press Enter.
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The screen then appears.

© 2011 Cast & Crew Entertainment Services, LLC.



BUDGET| 289

Budget Information:
e Budget Name - Name of the budget whose data you want to view and/or print. To select the

Budget Name, press the F2 Key or right click to make your selection. You can also simply
type in the Budget Name.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.
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Chapter 11.6 Additional Budget Screens

PSL3 offers additional Budget Screens which are listed below.

Open:

» To access the following Budget Screens, click the 'Budget’' module, then 'Maintenance' sub-
folder from the menu tree (see following screen shot).

» You can also access these screens by typing the screen or acronym name in the blue
prompt bar located above the 'Setup' menu. Then, press Enter.
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To select criteria for the following screens, press the F2 Key or right click in most fields to make your
selection. You can also simply type in the criteria in the allotted fields.

e Budget Name Entry [bdname] - Use [bdname] to add a new Budget Name, find existing
Budget Names, modify an exiting budget's Description and Production Code (the Production
Code can only be changed if no budget lines have been entered) and delete Budget Names (if
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no budget lines have been entered).
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e Copy/Merge Budgets [bdmowe] - Use [bdmove] to copy an existing budget or merge two
budgets. This program also allows you to rename a budget by copying it to a new budget
with the new name or change all of the budget amounts by the same percentage. This screen
is also used to quickly create a budget for a new Series Code/Episode within one Production.
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Chapter 11.7 Additional Budget Inquiries and Reports

PSL3 offers additional Budget Inquiries and Reports which are listed below. These reports can also be
found in the section Additional Cost Report Screens/Reports.

Open:

» To access the following Budget Reports, click the 'Budget' module from the menu tree (see
following screen shot).

» These additional Budget Reports are also located in the 'Cost' module as well as 'Report’
module under the 'Budgeting/Cost' sub-folder.

» You can also access these reports by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

¢ Account Variance Report [bdvar] - Use [bdvar] to generate a Detailed or Summary list of
Variance transactions in your database. Detailed reporting can include every Variance entry
along with the transaction details for each depending on the Date Range input. The report can
be ran by Account Range, Start and End Dates, Multiple Currency, etc. as selection criteria.

e Reference Variance Report [bdvep] - Use [bdvep] to print a list of Variances entries for one
day or for the entire reporting period, sorted by Account Order or Entry Order. The report can
be used in conjunction with the Bible Report [bdbr] to show how and why account balances
do not match the budgeted amounts.
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NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 12 COST

This section will address the following programs:

» EFC Entry

» Variance Entry

» Cost Report/EFC Worksheet
» Estimated Final Cost Report

> Additional Cost Report Screens/Reports

297
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Chapter 12.1 EFC Entry

Estimated Final Cost (EFC) is the projection of the anticipated costs to complete the Production, equal
to the sum of the estimate to complete and the actual costs to date for the Production. Use EFC Entry
[efcent] to make EFC changes. Once an EFC/Variance change has been created, PSL3 automatically
adjusts the Cost to Complete, Estimated Final Cost and Variance amounts on the Estimated Final
Cost Report [efcrpt].

Please note EFC's and Variances are created by one of three ways which are as follows:
1. By directly accessing the Variance Entry [bdve] screen and inputting the change(s) there.

2. By making the change(s) in the EFC Entry [efcent] screen. After making and saving the EFC
change(s), a Variance is created with the new Variance Entry [bdve] Reference Number
appearing directly in the EFC Entry [efcent] screen for your records.

3. By making the change(s) in the Cost Report/EFC Worksheet [efcws] screen. After making
and saving the EFC change(s), a Variance is created with the new Variance Entry [bdve]
Reference Number appearing directly in the Cost Report/EFC Worksheet [efcws] screen for
your records.

Although PSL3 allows you to select any of the three previously mentioned options, the result of
entering an EFC or Variance in either Variance Entry [bdwe], EFC Entry [efcent] or in the Cost
Report/EFC Worksheet [efcws] screen is exactly the same.

Open:

> To access the EFC Entry [efcent] screen, click the 'Budget’ or 'Cost' module from the menu
tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowve the 'Setup’' menu. Then, press Enter.

© 2011 Cast & Crew Entertainment Services, LLC.



COST

I
i Setup
i AP

&= PO

ia PIC

im JE

i PR

im GL

B8l Checks
Bl Budget
&4 Cost

B OB OB OB OB OB OB OB R

B B B &

The screen then appears.

Cost Report (efcrpt)
Cost Bible Report (efcrpt2)

Averane EFC Report (avoeft)

Cost Detail Report {costing

EFC Summan Wariance Report (efcdiff)
Episodic EFC Report (eftser)

EFC

EFCworksheet (efiws)

Account Wariance Repaort (hdvar)
Feference Yariance Repart (hodvep)
Bl Closing
B8l Recurring Batch
=i Report
B8 PSL3 Help
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Budget Information:

¢ Budget - Name of the budget in which the EFC changes will be made. To choose multiple
budgets, press the F2 Key or right click in this field and hold down the Control Key while
simultaneously using your mouse to select.

¢ Production - Production Code for the Budget Name. The Production Code defaults when the
budget is input. Please note you are not able to access this field

Reference & Batch:

e Press the F2 Key or right click in these fields (Batch and Company) to choose the
necessary codes if they don't already default. The codes selected will be associated with the
Variance Entry [bdwe]transaction once created. To run EFC Entry [efcent] from a previous
Variance transaction created, use the Variance Reference field to input the Reference
Number.

Date Selection:

¢ Effective Date - Date of the transaction that is recorded and affects the Estimated Final
Cost Report [efcrpt]; should default with today's date. You can always change the Effective
Date by typing over the defaulted date or by right clicking in that field for the calendar
selection to appear. Please note you can not input a date that is in a previously closed
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¢ End Date - Cut-off date for this transaction to include up to. Please note many transactions
are created with future dates; therefore, the worksheet will only include information up to this
date, not past it.

*Please note the Effective Date and End Date are usually input with the same date for
consistency purposes.

Account Selection:

¢ From and To - Account numbers to include in the worksheet. To restrict the worksheet to
only include information for a single account number, input the same account in both the
From and To fields. To multi-pick certain accounts, press the F2 Key or right click in either
field and hold down the Control Key while simultaneously using your mouse to select. To
select all account numbers, leave both fields blank.

Selection Criteria:
¢ Press the F2 Key or right click in these fields (Series, Location and Set) to choose the
necessary codes. To select all Series, Location and Set Codes, leave these fields blank.
Check mark the 'Combine' option to combine all Series, Location and/or Set Codes into one
line on the worksheet.
Options:

¢ Include Committed Costs - Check mark to include Committed Costs (items entered in the
database, but not yet paid) which consist of P/O's and Open ltems.

¢ Include Inactive Accounts - Check mark to include accounts that had no activity/
distributions posted to them during the date range selected or have a zero dollar balance.
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WARNING:

Please be advised if you are adding a new account
number to a budget, it must be added in both
Chart of Accounts Entry [gica] and Budget
Amount Entry [bdent] for it to appear in EFC
Entry [efcent]. If you have added the account
number only in Chart of Accounts Entry [gica], it
will not appear in this screen when check marking
'Include Inactive Accounts'.

e Budget Amount as Activity - Check mark to include accounts that had no distributions
posted to them, but do have a non-zero amount budgeted.

e Open Items as Actuals - Check mark to include Open ltems (items posted but not yet paid).
Only P/O's will be treated as Commitments.

e Over Budget as Negative - Check mark to show over budget amounts as negative numbers.

Multiple Currency:

e Source - If you have more than one currency in your database, you can choose to include
only transactions denominated in one currency, two, three, etc., or all currencies. To choose
multiple Currency Codes, press the F2 Key or right click in the field and hold down the Control
Key while simultaneously using your mouse to select.

e Target - Base currency set up in the System Control Information Entry [suctrl] screen
located in the 'Setup' module defaults. This Currency Code is what all transactions are
converted to on the worksheet.

+ Start to populate data:

> To proceed with making the EFC changes, press the F1 Key, then 'S' option or select 'Start'
located in the top right hand corner of the screen. Make sure to input all white colored fields
as white fields are required before the 'Start' option is made available. Once you select 'Start’,
the worksheet at the bottom of the screen becomes available. You are able to make changes
to the light blue colored fields which include: Cost to Complete, EFC, Variance and
Description. If you leave the Description field blank, PSL3 defaults the description to "EFC
Entry Variance" in Variance Entry [bdwe]. Please note if you press the F2 Key or right click
in the light blue worksheet fields, a calculator displays for your convenience.
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Once all EFC changes have been made, save the changes by pressing the F1 Key, then ‘A’

option to Accept which saves and clears the screen or select the 'Accept' icon D located on
the toolbar. A Variance transaction is created and the Variance Entry [bdve] Reference
Number displays on the screen.
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Chapter 12.2 Variance Entry

A Variance is an estimate that deviates from the amount budgeted for that estimate, usually the
difference between the actual costs of Production and the budgeted costs. The Variance Entry [bdve]
program allows you to create or modify a Variance transaction. Once an EFC/Variance change has
been created, PSL3 automatically adjusts the Cost to Complete, Estimated Final Cost and Variance
amounts on the Estimated Final Cost Report [efcrpt]. Please note Variance transactions do not get
posted.

Please note Variances are created by one of three ways which are as follows:
1. By directly accessing the Variance Entry [bdve] screen and inputting the change(s) here.

2. By making the change(s) in the EFC Entry [efcent] screen. After making and saving the EFC
change(s), a Variance is created with the new Variance Entry [bdve] Reference Number
appearing directly in the EFC Entry [efcent] screen for your records.

3. By making the change(s) in the Cost Report/EFC Worksheet [efcws] screen. After making
and saving the EFC change(s), a Variance is created with the new Variance Entry [bdve]
Reference Number appearing directly in the Cost Report/EFC Worksheet [efcws] screen for
your records.

Although PSL3 allows you to select any of the three previously mentioned options, the result of
entering a Variance in either Variance Entry [bdve], EFC Entry [efcent] or in the Cost Report/
EFC Worksheet [efcws] screen is exactly the same.

Open:

> To access the Variance Entry [bdwve] screen, click the 'Budget' or 'Cost' module from the
menu tree (see following screen shot).

> You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.
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The screen then appears.
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Reference Information:

¢ Reference Number - System-assigned number that is also referred to as transaction
number. To generate the next sequential Reference Number, press the F4 Key or select the

'‘Add' icon B located on the toolbar. You can also right click outside a field (in which 'Add'
option appears) to add the next record. If the Variance was created in either the EFC Entry
[efcent] or Cost Report/EFC Worksheet [efcws] programs, type in the Reference Number
previously assigned in either screen and press Enter, the F7 Key or select the 'Find' icon

located on the toolbar; the transaction appears in which you can proceed with the
necessary modifications.

¢ Effective Date - Date of the transaction that is recorded and affects the Estimated Final
Cost Report [efcrpt]; should default with today's date after generating the Reference Number.
You can always change the Effective Date by typing over the defaulted date or by right
clicking in that field for the calendar selection to appear. Please note you can not input a
date that is in a previously closed period. If the Variance was created in either the EFC Entry
[efcent] or Cost Report/EFC Worksheet [efcws] programs, the Effective Date defaults upon
entering the Reference Number with the date previously input in either screen.
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NOTE:

Please email a request to support@castandcrew.

com if you need a transaction's Effective Date
changed and include the Reference Number(s).
Please be advised depending on your specific
studio's guidelines, the Support Department may
need to obtain approval from your Studio Finance
Executive before proceeding.

¢ Description - Explanation of this Variance transaction as a whole which can hold up to 30
alpha/numeric characters. This Reference Description defaults in the distribution lines. If the
Variance was created in the EFC Entry [efcent] program, the description defaults to "EFC
Entry Variance" if none was entered. [f the Variance was created in the Cost Report/EFC
Worksheet [efcws] program, the description defaults to "EFC Worksheet VA" if none was
entered.

Batch Information:

e Codes that are attached to the transaction. These fields are pulled from the User Entry
[suuser] screen located in the 'Setup' module (if setup beforehand). To change the defaulted
codes, press the F2 Key or right click in any of these fields (Batch, Production, Company
and Currency) and make your selection. If the Variance was created in either the EFC Entry
[efcent] or Cost Report/EFC Worksheet [efcws] programs, the Batch Information defaults
upon inputting the Reference Number with the codes previously input in either screen.

Total Variance:

e Sum of all Variance Amounts entered in the distribution lines that is automatically tallied by
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PSL3. Please note you are not able to access this field.

Distribution Lines:

If the Variance was created in either the EFC Entry [efcent] or Cost Report/EFC Worksheet [efcws]
programs, the distribution lines default upon inputting the Reference Number with the codes previously
input in either screen.

e Account Number - Chart of Accounts number that will be debited or credited on this
distribution line. Press the F2 Key or right click to change the account number. If the
account number doesn't exist in PSL3, you can add it by pressing the F5 Key or selecting the

'Zoom' icon D located on the toolbar. This zooms into the Chart of Accounts Entry [gica]
screen in which you can add the account number immediately. Once saved, press the F1

Key, then 'F' option or select the 'Fetch' icon D to fetch the account back to the Variance
Entry [bdwve] screen.

NOTE:

The Series, Location, Set and Free Field
Codes are brought over from the User Entry
[suuser] screen located in the 'Setup' module if
setup. Otherwise, press the F2 Key or right click
in these fields to make your selection.

¢ Description - Explanation for this distribution line which can hold up to 30 alpha/numeric
characters.

e Amount - Dollar or other currency amount for this distribution line. If you are entering a

negative amount, input the minus sign before the number. Please note if you press the F2
Key or right click in the Amount field, a calculator displays for your convenience.

E Calculator E|

0.00
CE| C +- { :
i 8 4 -
Eetch| 4 5] 5] +
Quit | 1 2 3 =
I .
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NOTE:

Please note Variance Entry [bdwe] transactions
do not get posted. Once the transaction is saved,
it is recorded in your database.

+ Helpful Hints:

v Make sure to input all white colored fields as white fields are required before saving in PSL3.

v To save this entry, select either 'Sawe' icon located on the toolbar.

v'You can also press the F1 Key, then 'U' option to Update which saves and remains on screen

or press the F1 Key, then 'A’ option to Accept which saves and clears the screen (most
common).

E Command? E|

Command?

LI} Update database with changes
A) Accept changes and clear screen
Z) Cancel (discard changes)

) eXit to menu

] Cancel Help

v To add another distribution line, press Enter or Tab where the last line was entered.

v To insert a distribution line in between already existing lines, place your cursor where you

want to add and press the F4 Key or select the 'Add' icon Ea A new line is added beneath.

v To delete a distribution line, place your cursor in the line you want to delete and press the F10

Key or select the 'Delete' icon I:I A red strike-through line appears which is deleted upon
saving.

v To search for an existing entry, press the F7 Key or select the 'Find' icon G when the
screen is clear. All records appear in which you can scroll through using the 'Arrow' icons

(First, Prior, Next and Last) or by pressing the 'Page Up' or 'Page
Down' Keys until you find the entry needed.
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Chapter 12.3 Cost Report/EFC Worksheet

Estimated Final Cost (EFC) is the projection of the anticipated costs to complete the Production, equal
to the sum of the estimate to complete and the actual costs to date for the Production. The Cost
Report/EFC Worksheet [efcws] program allows you to modify EFC’s similar to the EFC Entry [efcent]
and Variance Entry [bdwe] screens. However, it differs in the fact that it allows you to ‘Drill-Down’ to
see the related transaction details in addition to other new functions. The Cost Report/EFC Worksheet
[efcws] screen looks almost identical to the actual Estimated Final Cost Report [efcrpt] screen except
it includes a ‘Reference & Batch’ section that contains white required fields. In addition, whichever
report format type you are using in the Estimated Final Cost Report [efcrpt] screen, the same format(s)
is still available in this screen. Please note you are able to run the Cost Report/EFC Worksheet
[efcws] with selecting multiple budgets. Once an EFC/Variance change has been created, PSL3
automatically adjusts the Cost to Complete, Estimated Final Cost and Variance amounts on the
Estimated Final Cost Report [efcrpt].

Please note EFC's and Variances are created by one of three ways which are as follows:
1. By directly accessing the Variance Entry [bdve] screen and inputting the change(s) there.

2. By making the change(s) in the EFC Entry [efcent] screen. After making and saving the EFC
change(s), a Variance is created with the new Variance Entry [bdve] Reference Number
appearing directly in the EFC Entry [efcent] screen for your records.

3. By making the change(s) in the Cost Report/EFC Worksheet [efcws] screen. After making
and saving the EFC change(s), a Variance is created with the new Variance Entry [bdve]
Reference Number appearing directly in the Cost Report/EFC Worksheet [efcws] screen for
your records.

Although PSL3 allows you to select any of the three previously mentioned options, the result of
entering an EFC or Variance in either Variance Entry [bdwe], EFC Entry [efcent] or in the Cost
Report/EFC Worksheet [efcws] screen is exactly the same.

Open:

> To access the Cost Report/EFC Worksheet [efcws] click the 'Cost' module from the menu
tree (see following screen shot).

> You can also access this report by typing the screen or acronym name in the blue prompt bar
located abowe the 'Setup' menu. Then, press Enter.

© 2011 Cast & Crew Entertainment Services, LLC.



COST| 311

I
i Setup
B AP
B PO
B PIC
B JE
B PR
B 6L
B8 Checks
Bl Budget
&4 Cost
Cost Report (efcrpt)
Cost Bible Report (efcrpt2)

B OB OB OB OB OB OB OB R

Average EFC Report (avgeft)

Cost Detail Report (costing

EFC Summan Wariance Report (efcdif)
Episodic EFC Report (eftser

Account Wariance Repaort (bhdvar
Feference Yariance Report (hodvep)
B8 Closing
B8 Recurring Batch
=i Report
B8 PSL3 Help

B B B &

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.
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Budget Information:

Period:

Budget - Name of the budget in which the EFC changes will be made. For each account
number, the Estimated Final Cost will be compared to the Budget Amount to determine the
Variance. To choose multiple budgets, press the F2 Key or right click in this field and hold
down the Control Key while simultaneously using your mouse to select.

Production - Production Code for the Budget Name. The Production Code defaults when the
budget is input. Please note you are not able to access this field.

Overage - Name of the Overage Budget selected to compare against the original budget. If
an Overage Budget is selected, the report includes an 'Approved Overage' and 'Total Budget'
column in addition to the original 'Budgeted' column.

Period - System-assigned Period Number that indicates the Accounting Period in which
these costs were entered. If you chose to run the worksheet by Period Number, then the
Start Date and End Date fields default for the period chosen.

Start Date and End Date - Transaction Effective Dates to include in the worksheet as PSL3
is date-driven. Current Period Start and End Dates default. You can always change the date
by typing over the defaulted date or by right clicking in that field for the calendar selection to
appear. To restrict the worksheet to only include information for a single date, input the same
date in both the Start Date and End Date fields. To select all dates from inception to future,
leave both fields blank.

24 Pick a date §|

January 2011
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A EREREN 1
213 (415|687 |8
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Ok cancel hielp
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Format:

¢ Type - Report format type determining the worksheet columns and their order of appearance.

Include:

The default type for the majority of Independent Studios is the 'PSL Standard' format which
includes the following columns: Account Number, Account Description, Previous Cost To
Date, Actual Cost This Period, Committed, Total Cost To Date, Cost to Complete, Estimated
Final Cost, Budgeted and Variance. If the database is associated with a major studio, than
that studio's format type defaults instead. To view the list of additional format types (if any),
click the drop down arrow to select from the list. PSL3 also provides the option of a Detail,
Summary (or Both) worksheet.

Summary Sub-total Level - Indicate the account number detail lewvel to include in the
Summary worksheet; the default is '"1'. An example of this is if your database is setup with an
account mask of XXEXXXXXX-XXX, it has four levels. Please note this option only becomes
accessible when you select either the 'Summary' or 'Both' type option.

Inactive Accounts - Check mark to include accounts that had no activity/distributions posted
to them during the period or date range selected or have a zero dollar balance.

Budgeted Amount as Activity - Check mark to include accounts that had no distributions
posted to them, but do have a non-zero amount budgeted. If checked, the worksheet
displays these account numbers in the distribution lines.
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e Open Items as Actual Costs - Check mark to include Open Iltems (items posted but not yet
paid) displayed in the Actual Cost column. Only P/O's will be treated as Commitments.

e Committed Costs - Check mark for the worksheet to display a column for Committed Costs
(items entered in the database, but not yet paid) which consist of P/O's and Open ltems.

e Sub-totals - Check mark to include Sub-total amounts.

Selections:

¢ Press the F2 Key or right click in any of these fields (Company, Series, Location, Set,
Insurance and Free Field(s)) to choose the necessary codes if they don't already default.
To choose multiple codes for a particular field, press the F2 Key or right click in that field and
hold down the Control Key while simultaneously using your mouse to select. By making a
selection, this isolates the worksheet to only display items based on the code(s) selected.
To display an additional detail column on the worksheet for either the Company, Series,
Location and/or Set Code, leave these fields blank and check mark the 'Detail' option; PSL3
will print a separate line for each account number and code combination selection. Please
note if you enter in a Company, Series, Location and/or Set Code, you are not able to access
the Detail field.

Accounts:

* From and To - Account numbers to include in the worksheet. To restrict the worksheet to
only include information for a single account number, input the same account in both the
From and To fields. To multi-pick certain accounts, press the F2 Key or right click in either
field and hold down the Control Key while simultaneously using your mouse to select. To
select all account numbers, leave both fields blank.

Multi-Currency:

e Source - If you have more than one currency in your database, you can choose to include
only transactions denominated in one currency, two, three, etc., or all currencies. To choose
multiple Currency Codes, press the F2 Key or right click in the field and hold down the Control
Key while simultaneously using your mouse to select.

e Target - Base currency set up in the System Control Information Entry [suctrl] screen
located in the 'Setup' module defaults. This Currency Code is what all transactions are
converted to on the worksheet.

Reference & Batch:

e Press the F2 Key or right click in any of these fields (Batch, Company and Effective Date)
to choose the necessary codes if they don't already default. The codes selected will be
associated with the Variance Entry [bdve] transaction once created. To run the Cost
Report/EFC Worksheet [efcws] from a previous Variance transaction created, use the
Variance Reference field to input the Reference Number.
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< Worksheet:

> To proceed with the worksheet, press the F1 Key, then 'W' option or select 'Worksheet'
located in the top right hand corner of the screen. After selecting 'Worksheet', the interactive
Cost Report/EFC Worksheet [efcws] appears in which you can make the necessary EFC or
Variance change(s) directly on the screen.

The Cost Report/EFC Worksheet [efcws] columns and data exactly match the Estimated
Final Cost Report [efcrpt]. Similar to EFC Entry [efcent], the white-colored fields which include
‘Cost to Complete’ (CTC), ‘Estimated Final Cost’ (EFC) and ‘Variance’ columns are still editable
on the postable accounts. Also, the ‘Variance Description’ column remains editable as this is
where you enter the description after making the necessary changes. The Variance
Description field remains an optional field. If left blank, the default description will read ‘EFC
Worksheet VA'.

Data View Selection:

¢ Upon right-clicking in the Cost Report/EFC Worksheet [efcws], PSL3 displays the list of
available options to view the worksheet based on your preference which are as follows:
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Show All Details

Show Summary

Show Owver Budget

Show Under Budget

Show Ower / Under Budget

Collapse

Expand
Expand All

Relative Yariance Edit

Drill Down

Set All EFCs to Budget

Sort by Actuals this Period (Desc)
Sort by Actuals to Date (Desc)
Sort by Commitments (Desc)

The most popular feature, ‘Drill-Down’ brings up a listing of all transaction details that make up
that specific amount based on the criteria input on the Cost Report/EFC Worksheet [efcws].

The following screen shot is an example of the transaction Drill-Down detail columns. Please

note not pictured is the Reference Description, Currency Code and Amount columns.

22 EFC Drill Down =]t
Reference | Distribution| Check Immice PO Wendor Tend4 Insurance Source Distributio
Mumber Date Mumber Mumber Murmber Mumber Code FF1 FF2 FF3 FF4 Code Code Descriptio

276 l0000-00-00 | | | [ [1 TR [ | | FR PO lwardrobe

(KA | E:

| Cloga
|EFGC Committed Drill Down on Account 1203 | [Rows 1 [Total 250.00 I .:;
el

Also, another popular feature is the ‘Relative’ or ‘Replace’ Variance Edit Mode. PSL3 defaults to
the Relative mode which adds or subtracts from the original amount shown whereas Replace
overrides the existing amount. You are able to switch between the two by right-clicking. The
bottom left-hand corner of the screen always display which mode you are currently in as shown
below:

|Relative editmode.  |Replace edit mode.

or |

In addition, the ‘Jump to Account’ function located in the bottom left-hand corner of the screen
allows the cursor to go directly to the indicated account number typed in.

Jump to Accuunt:| |

+ Print/Save the worksheet: Located in the bottom right hand corner of the screen, you can choose
the following options:
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> Print - Opens the Print Dialogue box and sends the report directly to the printer. No Variance
transaction is created.

> Update - Sawes the change(s) and remains on the screen. A Variance transaction is created
and the Variance Entry [bdve] Reference Number displays on the screen.

> Accept - Saves the change(s) and exits the screen. A Variance transaction is created and
the Variance Entry [bdve] Reference Number displays on the screen.

» Cancel - Discards any/all changes and exits the screen. No Variance transaction is created.
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Chapter 12.4 Estimated Final Cost Report

The Estimated Final Cost Report [efcrpt] is a detailed analysis that identifies costs to date and weekly
costs, as well as estimates the final costs to complete the Production. The Estimated Final Cost
Report [efcrpt]summarizes all costs recorded in the General Ledger as of the date range you specify
listed by account number. The report can be ran by a range of Expense Accounts and combine or
display the balances separately for all Series, Location and/or Set Codes in addition to other selection
criteria to tailor the report based on your preference. Please note you are able to run the Estimated
Final Cost Report [efcrpt] with selecting multiple budgets.

Open:

» To access the Estimated Final Cost Report [efcrpt], click on Tab #7 or press 'ALT and the
number '7' Key simultaneously to open the screen.

» The Estimated Final Cost Report [efcrpt] is also accessible if you click the 'Cost' module
from the menu tree (see following screen shot) as well as the 'Report' folder under the
'‘Budgeting/Cost' and 'Weekly' sub-folders.

» You can also access this report by typing the screen or acronym name in the blue prompt bar
located abowe the 'Setup' menu. Then, press Enter.

© 2011 Cast & Crew Entertainment Services, LLC.



320

PSL3 User Manual

The screen then appears.
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Average EFC Report (avoefc)

Cost Detail Report (costing

EFC Summary Yariance Report (efcdiff
Episodic EFC Report (eftsern

EFC Entry (efcent)
Yariance Entry (hdve)
EFC Waorksheet (efiws)

Account Variance Repaort (hdvan
Feference Yariance Report (hodvep)
=i Closing
Emi Recurring Batch
B8 Report
Emi PSL3 Help
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave
all fields blank except for any white colored fields as white fields are required before proceeding

in PSL3.
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Budget Information:

Period:

Budget - Name of the budget. For each account number, the Estimated Final Cost will be
compared to the Budget Amount to determine the Variance. To choose multiple budgets,
press the F2 Key or right click in this field and hold down the Control Key while
simultaneously using your mouse to select. Please note you must select a Budget Name in
order to run the report as it is a white required field. If you don't have a budget input yet, you
can create a Zero dollar budget in the Create a Budget [bdgl] screen.

Production - Production Code for the Budget Name. The Production Code defaults when the
budget is input. Please note you are not able to access this field.

Overage - Name of the Overage Budget selected to compare against the original budget. If
an Overage Budget is selected, the report includes an 'Approved Owverage' and 'Total Budget'
column in addition to the original 'Budgeted' column.

Period - System-assigned Period Number that indicates the Accounting Period in which
these costs were entered. If you chose to run the report by Period Number, then the Start
Date and End Date fields default for the period chosen.

Start Date and End Date - Transaction Effective Dates to include in the report as PSL3 is
date-driven. Current Period Start and End Dates default. You can always change the date by
typing over the defaulted date or by right clicking in that field for the calendar selection to
appear. To restrict the report to only include information for a single date, input the same date
in both the Start Date and End Date fields. To select all dates from inception to future, leave
both fields blank.

24 Pick a date §|
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Format:

e Type - Report format type determining the report columns and their order of appearance. The
default type for the majority of Independent Studios is the 'PSL Standard' format which
includes the following columns: Account Number, Account Description, Previous Cost To
Date, Actual Cost This Period, Committed, Total Cost To Date, Cost to Complete, Estimated
Final Cost, Budgeted and Variance. If the database is associated with a major studio, than
that studio's format type defaults instead. To view the list of additional format types (if any),
click the drop down arrow to select from the list. PSL3 also provides the option of a Detail,
Summary (or Both) Report.

e Summary Sub-total Level - Indicate the account number detail level to include in the
Summary Report; the default is '"1". An example of this is if your database is setup with an
account mask of XXEXXXXXX-XXX, it has four levels. Please note this option only becomes
accessible when you select either the 'Summary' or 'Both' type option.

NOTE:

Please note PSL3 offers many different style
formats of the Estimated Final Cost Report
[efcrpt] besides the default type 'PSL Standard'.
Please email a request to support@castandcrew.
com if you would like the format type implemented
from a previous PSL3 database or would like to
implement another format from another accounting
software (an emailed or a scanned copy of the
report will suffice).

Include:

¢ Inactive Accounts - Check mark to include accounts that had no activity/distributions posted
to them during the period or date range selected or have a zero dollar balance.

e Budgeted Amount as Activity - Check mark to indicate if you want to display accounts that
had no distributions posted to them, but do have a non-zero amount budgeted. If checked,
the report displays these account numbers in the distribution lines.
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e Open Items as Actual Costs - Check mark to indicate if you want Open ltems (items posted
but not yet paid) displayed in the Actual Cost column. Only P/O's will be treated as
Commitments.

e Committed Costs - Check mark for the report to display a column for Committed Costs
(items entered in the database, but not yet paid) which consist of P/O's and Open ltems.

e Sub-totals - Check mark this option for the report to display Sub-total amounts.

Selections:

¢ Press the F2 Key or right click in any of these fields (Company, Series, Location, Set,
Insurance and Free Field(s)) to choose the necessary codes if they don't already default.
To choose multiple codes for a particular field, press the F2 Key or right click in that field and
hold down the Control Key while simultaneously using your mouse to select. By making a
selection, this isolates the report to only display items based on the code(s) selected. To
display an additional detail column on the report for either the Company, Series, Location and/
or Set Code, leave these fields blank and check mark the 'Detail’ option; PSL3 will print a
separate line for each account number and code combination selection. Please note if you
enter in a Company, Series, Location and/or Set Code, you are not able to access the Detail
field.

Accounts:

¢ From and To - Account numbers to include in the report. To restrict the report to only include
information for a single account number, input the same account in both the From and To
fields. To multi-pick certain accounts, press the F2 Key or right click in either field and hold
down the Control Key while simultaneously using your mouse to select. To select all account
numbers, leave both fields blank.

¢ Additional Report for all Expenses - Check mark this option to generate a second report
that includes all Expense Accounts. Please note this option only becomes accessible when
an account number is input in either the From and/or To Account fields.

Printing:

e Shading - Check mark this option to shade every other line on the report; this allows the
report to be easily read.

Multi-Currency:

e Source - If you have more than one currency in your database, you can choose to include
only transactions denominated in one currency, two, three, etc., or all currencies. To choose
multiple Currency Codes, press the F2 Key or right click in the field and hold down the Control
Key while simultaneously using your mouse to select. Each currency in your database and
its conversion rate are listed in the report heading.
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e Target - Base currency set up in the System Control Information Entry [suctrl] screen
located in the 'Setup' module defaults. This Currency Code is what all transactions are
conwerted to on the report. Each currency in your database and its conversion rate are listed
in the report heading.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

» Print Combined Report - Opens the Print Dialogue box and sends the report (combining all
Series, Location and Set Codes onto one report) directly to the printer.

> Print Individual Report - Opens the Print Dialogue box and sends the report (separating
each Series, Location and Set Codes into separate reports) directly to the printer.

> Preview Combined Report - Generates a PDF format report (combining all Series, Location
and Set Codes onto one report) and appears instantly on your screen. You are still able to
print from the PDF format.

> Preview Individual Report - Generates a PDF format report (separating each Series,
Location and Set Codes into separate reports) and appears instantly on your screen. You are
still able to print from the PDF format.

> Spreadsheet - Generates an Excel format report and appears instantly on your screen. You
are still able to print from the Excel format. Please note if you select this option, you are able
to have additional sorting options within Excel.

*Below is a sample of the first page of a Combined Estimated Final Cost Report [efcrpt] in the
'PSL Standard' format.
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Chapter 12.5 Additional Cost Report Screens/Reports

PSL3 offers additional Cost Reporting Screens which are listed below. Some of these reports can also
be found in the section Additional Budget Inquiries and Reports.

Open:

» To access the following Cost Reporting Screens, click the 'Cost' module from the menu tree
(see following screen shot).

» These additional Cost Reporting Screens are also located in the 'Cost' module as well as
'Report' module under the 'Budgeting/Cost' sub-folder.

» You can also access these screens/reports by typing the screen or acronym name in the
blue prompt bar located above the 'Setup' menu. Then, press Enter.

i Setup
B AP
Esl PO
Ea PIC
Bl JE
B PR
Bl GL
B

0+ + + + + + F O+ F

WEd T
B8 Recurring Batch
Bl Report
s PSL3 Help

+ o+ o+ o+

To select criteria for the following reporting screens, press the F2 Key or right click in most fields to
make your selection. You can also simply type in the criteria in the allotted fields. If you wish to
include all criteria information, leave all fields blank except for any white colored fields as white
fields are required before proceeding in PSL3.

e Account Variance Report [bdvar] - Use [bdvar] to generate a Detailed or Summary list of
Variance entries in your database. Detailed reporting can include every Variance entry along
with the transaction details for each depending on the Date Range input. The report can be
ran by Account Range, Start and End Dates, Multiple Currency, etc. as selection criteria.

e Average EFC Report [avgefc] - Use [avgefc] to generate a listing of account numbers along
with their descriptions and the Average EFC (Estimated Final Cost) spent on the show per
account on an episodic basis; used especially for budgeting purposes.

e Cost Bible Report [efcrpt2] - Use [efcrpt2] to generate a cross report between the Estimated
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Final Cost Report [efcrpt] and Bible Report [bdbr]. This report can be ran by Start and End
Dates, a range of Accounts, Multiple Currency, etc. as selection criteria.

Cost Detail Report [costinff] - Use [costinff] to run costs by Insurance, Free Field(s), Series,
Location or Set Codes. This report can include P/O's and can be ran by a range of Accounts,
Start and End Dates, Multiple Currency, etc. as selection criteria.

EFC Summary Variance Report [efcdiff] - Use [efcdiff] to view the Estimated Final Costs
that have changed during the given period, summarized to the Header/Controlling Account
Lewvel. This report includes the following columns: Account Number, Description, Previous
EFC, Variance, and Current EFC.

Episodic EFC Report [efcser] - Use [efcser] to generate a report of EFC's by episode, such
as a recurrent television show. This report can be ran by Series, Start and End Dates,
Multiple Currency, etc. as selection criteria.

Reference Variance Report [bdvep] - Use [bdvep] to print a list of Variances entries for one
date or for the entire reporting period, sorted by Account Order or Entry Order. This report
can be used in conjunction with the Bible Report [bdbr] to show how and why account
balances do not match the budgeted amounts.

NOTE:

The reports are available in either Print, Preview
and/or Spreadsheet formats.

NOTE:

Please email support@castandcrew.com if you

don't see a specific PSL3 report currently listed as
an option in your database.
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Section 13 CLOSING

This section will address the following program:

» Close Period
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Chapter 13.1 Close Period

The Close Period [glclose] program is used to close the Accounting Period. This program can be run
anytime - weekly, monthly, quarterly, etc. (depending on your specific studio's guidelines). Before you
can close the period, you must either post or delete all unposted transactions or change their Effective
Dates to a date past the Current Period End Date, falling in a future period (and in the instance of some
studios, all transactions may have to be paid). The Closing Report displays each postable account's
Account Number, Account Description, Beginning Balance, Debits, Credits, Net Change, Ending
Balance and Grand Totals for the period being closed.

Open:

» To access the Close Period [giclose] screen, click the 'Closing' module from the menu tree
(see following screen shot).

» Close Period [giclose] is also located in the 'Report' module under the 'G/L' sub-folder.

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

Setup
AP

PiQ

PiC

JiE

PR

GiL
Checks
Budget
Cost

e

|
B8 Report
Emi PSL3 Help

The screen then appears.
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Current Period:

e Start Date - First date of the Current Period before the closing process. Please note you
can not access this field.

e End Date - Last date of the Current Period; should default to today's date, but you can
change it by typing over the defaulted date or by right clicking in that field for the calendar
selection to appear.

== Pick a date El
January 2011

sun| M. Tuelw.. | Thu| Fri| sat
A EAE EERE
23 |a|s5|6 |75
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30311 |2 ]34 |5

oK Cancel help

Next Period:

e Start Date - First date of the Next Period before the closing process; should default to the
next date after the Current Period End Date. Please note you can not access this field.

e End Date - Last date of the Next Period. This field can be left blank if you are not sure of the
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next time you are going to close the period.

WARNING:

Please be advised if you input an End Date in the
'Next Period' section, PSL3 does not allow you to
input any transactions past the date entered in
this field. However, if you need to remowe this date
block, this can be done in the System Control
Information Entry [suctrl] screen located in the
'Setup’ module, then 'Reports' sub-folder by
removing the Current Period End Date from there
and saving. Please note you may have to log out
and back into PSL3 for the update to take effect.

Report Type:

e Defaults to Edit List to review the Current Period you are closing and check for any errors (e.
g., unposted transactions, etc.). If you have encountered any errors, they are listed on the
last page of the Edit List along with the Reference Numbers containing the errors. To correct
this, make the changes listed on the Edit List then review the Edit List again to make sure all
errors have been fixed. To mowve forward with closing, select 'Closing Register/Close Period'
followed by either the Print or Preview option.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:
> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.
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Once you select 'Closing Register/Close Period' followed by either the Print or Preview option,
PSL3 displays the following message prompt:

If you select 'No', PSL3 asks "Would you like to reprint the register?”. If you still select 'No',
you will receive a prompt notifying you the closing process is not done. If you select 'Yes', you
will receive a secondary prompt confirming the period is now closed. Upon selecting 'Yes', you
may also receive the following warning message if your Closing Edit List contained errors:

= ]

E Closing errors have been encountered.

Wiould you still like to print the report??

YEs Mo

If you select 'No', the closing process is not done. If you select 'Yes', the Edit List prints out but
the closing process is not completed until the errors are corrected. Please note if you are
associated with a studio and depending on your specific studio's guidelines, there may be
additional processes with closing the period (e.g., saving the Closing Report and sending it to
your studio, etc.). Please refer to your studio for additional information regarding the closing

process.
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Section 14 RECURRING BATCH

This section will address the following programs:

> Create/Establish Recurring Batches

» Process Recurring Batches

> List of Batches
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Chapter 14.1 Create/Establish Recurring Batches

The Create/Establish Recurring Batches [rbcre] program allows you to create a recurring batch
transaction for transactions that you will use repeatedly on a daily, weekly, monthly or quarterly basis.
This program also allows you to modify an existing recurring batch transaction.

NOTE:

Please note prior to using the Create/Establish
Recurring Batches [rbcre] program, you must
have already created - but not posted the
'template' transaction in the transaction entry
screen you plan to use the recurring batch in.
This template transaction is used to create the
recurring batch transaction.

Open:

» To access the Create/Establish Recurring Batches [rbcre] screen, click the 'Recurring
Batch' or 'Setup' module from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.

Checks
Budoet
Cost
Closing
g ing Batch

FEEEEEEEEEE
=
=

FOCESS (FRRroc)
List {rblist)
B Report
B2l PSL3 Help

+

+

The screen then appears.
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S=1E

E rbcre - Establish Recurring Batches

File Edit Programs Options View Favorites Help

BIeaadl 2z

Batch numper. |
Description: |
rFregquency—
) Daily
Mumber of times to recur: I:l Cr eekly
) Monthly
O Quarterly

Enter a wvalid batch number

Selection Criteria:

e Batch Number - Batch Number assigned to the template transaction you wish to make into a
recurring batch. This Batch Number was entered in the transaction entry programs (P/O
Entry [poent], A/P Entry [apte], Journal Entry [jete], etc.) Batch field. Press the F2 key or
right click in this field to select the Batch Number. You can also manually type in the Batch
Number. This field can hold up to six alpha/numeric characters.

¢ Description - Description of the Batch Number selected which can hold up to 30 alpha/
numeric characters. Enter the description if it doesn't already default once selecting the
recurring Batch Number.

¢ Number of times to recur - Total Number of times you want the transaction(s) to recur which
can be a number up to five characters long. This number is automatically reduced by 1 each
time you run this batch in the Create/Establish Recurring Batches [rbcre] screen.
Frequency:
e Select the schedule on which the recurring batch is run. The options are as follows: Daily,
Weekly, Monthly and Quarterly.
< Start:
» To proceed with the create/establish recurring batch process, press the F1 Key, then 'S’

option or select 'Start' located in the top right hand corner of the screen. Once successfully
created, you will receive the "Recurring batch created" message:
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Chapter 14.2 Process Recurring Batches

The Process Recurring Batches [rbproc] screen processes the transactions that were set up as a
recurring batch in the Create/Establish Recurring Batches [rbcre] screen. The original recurring batch
transaction remains unposted. After you process a recurring batch, a new unposted transaction is
created in the original transaction entry screen. This newly created transaction can be posted or
deleted, just like any other unposted transaction.

NOTE:

Please note you must manually run the Process
Recurring Batches [rbproc] program to process
recurring batches. This process is not done
automatically.

Open:

» To access the Process Recurring Batches [rbproc] screen, click the 'Recurring Batch'
module from the menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located abowe the 'Setup’' menu. Then, press Enter.

B Setup
B AP

Bl PiD

il PiC

Bl JE

B PR

B GIL

B8 Checks
B8 Budget
i3l Cost
B8 Closing
& Recurring Batch

+ H H O+ H o+ H O+ o+ o+ o+
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PSL3 Help
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+

The screen then appears.
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Selection Criteria:

Batch Number - Batch Number assigned to the recurring batch. Press the F2 key or right
click in this field to select the Batch Number of the transactions you want to process. You
can also manually type in the Batch Number.

Frequency - Frequency Code assigned to the recurring batch (D = Daily, W = Weekly, M =
Monthly and Q = Quarterly). Upon selecting a batch in the Batch Number field, the
Frequency field defaults if you entered it in the Create/Establish Recurring Batches [rbcre]
screen.

Times - Number of times the recurring batch is set up to process. Upon selecting a batch in
the Batch Number field, the Times field defaults if you entered it in the Create/Establish
Recurring Batches [rbcre] screen.

Count - Number of times the recurring batch has actually been processed. PSL3
automatically calculates the Count field.

Process - Check mark this option to process the recurring batch in the transaction entry
screen in which it was originally created.

< Process Batch:

> To proceed with the recurring batch process, press the F1 Key, then 'P' option or select

'Process Batch' located in the top right hand corner of the screen. PSL3 then displays the
following prompt:
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E batch number E|
Batch number for new Journal entries (none) |
Batch number for new A/P transactions 120110101 |
Batch number for new Purchase orders ||:n|:|nej| |
Batch number for new Petty cash advances ||:n|:|nej| |
Batch number for new Petty cash receipts  [(none) |
Batch number far new Per diems (none) |
Batch number far new Yariances (none) |

EBatch number for accounts payable transactions

Please note you can change the Batch Number here if desired by simply typing over the batch.
If the Batch Number does not exist, PSL3 asks, "Batch does not exist. Create it?". Select
'Yes'. Otherwise, select the 'OK' option to process the recurring batch. PSL3 then displays the
confirmation prompt "Recurring batch processed".

The transaction(s) is now available in the transaction entry screen in which the recurring batch
was originally created. The new transaction(s) is also created with an unposted status in which
you can still modify before posting.
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Chapter 14.3 List of Batches Report

The List of Batches Report [rblist] generates a listing a list of all batches (used and not used) in your
database. Recurring batches are identified on the report by the letter "Y' in the Recurring column along
with the Frequency and Time Count (if any).

Open:

» To access the List of Batches Report [rblist], click the 'Recurring Batch' module from the
menu tree (see following screen shot).

» You can also access this screen by typing the screen or acronym name in the blue prompt
bar located above the 'Setup’ menu. Then, press Enter.

I
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PR

GIL
Checks
Budget
Cost

3 Closing
=4 Recurring Batch
Create {rhere)
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+

The screen then appears.
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To select criteria, press the F2 Key or right click in most fields to make your selection. You can also
simply type in the criteria in the allotted fields. If you wish to include all criteria information, leave

all fields blank.

Batch Info:

e Starting and Ending - Batch Numbers to include in the report. To restrict the report to only
include information for a single Batch Number, input the same batch in both the Starting and
Ending fields. To select all Batch Numbers, leave both fields blank.

Reference Info:

¢ Include References - Check mark this option to include the list of Reference Numbers for
each Batch Number selected. By check marking this option, the report includes the
reference/header details for each transaction.

+ Print/Preview the Report: Located in the top right hand corner of the screen, you can choose the
following options to generate the report:

> Print - Opens the Print Dialogue box and sends the report directly to the printer.

> Preview - Generates a PDF format report and appears instantly on your screen. You are still
able to print from the PDF format.
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Section 15 GLOSSARY

The Glossary lists terms and their meanings, as used in this document.

Term

Definition

accounts payable

Obligations to suppliers of merchandise or services purchased on an open account.

available

A program feature that is available for use (that is not inactive).

bank reconciliation

("balancing cash") The procedure of reconciling the bank balance reflected on a ledger
to the bank balance reflected on a bank statement for a given penod; to balance a bank
statement.

batch

The method of identifying documents to be input to an accounting system as a group,
to control data flow; in data processing, a group of items entered into a unique
numerical identifier and held until processed.

bible

The report containing the transactions for all of the perods entered into the computer
auditing system.

budget

A financial document that allocates a production’s financial transactions to a group of
accounts, each of which describes a component of film making and enables financial
reporting and is classified as "above the line” or "below the line.”

budgeting

The act of translating a script into a budget.

chart of accounts

The master list of all the accounts used to frack production costs, expenses, asseats,
liabilities and income.

check on demand

A single, quick-turnaround computer check produced to immediately pay an invoice.

check register

A report normally in check number order that identifies the checks written over a time
penod and that provides information such as the check date and amount; a numencal
record of posted checks.
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Term

Definition

check stock

An inventory of unsigned, blank checks sometimes imprinted with the production name
and address, for use in the accounts payable process.

cost report A detailed, weekly analysis that identifies costs to date, identifies weekly costs, and
estimates the final costs to complete the production.

currency The conversion of foreign monetary currency in order to reflect production costs andfor

CONVersion transaction against a particular currency; the act of exchanging one type of currency
into another type.

disposition To complete an activity or change in status. For example, you disposition new entries
by saving or canceling them.

edit list A report that shows the items to be posted, without actually posting the items.

employee A person paid for doing work under direction. See also independent contractor.

entry Generic term for a record or a transaction that is saved in PSL3.

episodic budget

("series budget”) The overall budget for an episodic production, such as a recurrent
television show.

estimated final cost

(EFC) The projection of the anticipated costs to complete the production, equal to the
sum of the estimate to complete and the actual costs to date for the production; usually
calculated weekly during production.

execute

Initiate a program command to do something.

general ledger

The original financial statement covering the period from the beginning of the
production to the current reporting period.

hand-typed Usually refers to a manually produced check that was typed on a typewriter, not printed
by the computer system. See also manual check.

inactive A program feature that is not available for use and typically is colored gray.

independent An individual working for a company that is contracted to perform certain services in

contractor which the individual does not take direction in how the services are to be provided; a
person performing work that does not require supervision or direction. See also
employee.

instance An occurrence of using a program. Y'ou may run concurrent instances of the P5L3
program (that is, you may have more than one copy of the program open).

Journal entry An entry made to a journal that represents a transaction.

location bank

The bank used by a production on location; may have correspondent banking relations
established with home office bank; used primanly for payroll check cashing.
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manual check

Checks which have been typed or handwritten, rather than generated by the computer
system. See also hand-fyped.

nickname A short, alternative name for PSL3 programs, usually eight or fewer characters.

petty cash The distribution of cash to individuals on a production for various expenses.

pick list A popup screen listing the available relevant data for a field.

post To permanently transfer a transaction to the general ledger.

production The second phase in film making, which starts when principal photography begins and
ends.

production The member of the production staff who determines the propriety of all financial

accountant transactions and ensures that they are documented in accordance with company
policies and procedures and with applicable government requirements. The production
accountant receives or generates all financial documentation for the production.

production The scheduling, oversight and recording of the expenditure of all funds to produce a

accounting motion picture (or a television show).

program number

The number on a program tab.

program tree

A graphical, hierarchical method of showing program groups and the programs within
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Term

Definition

them. The tree may be expanded to show lower-level branches or collapsed to show
only higher-level branches.

purchase order

A record of expenses or of a financial commitment that serves as an approved, written
contract for goods or services.

purchase order,

Posting the accounts payable fransaction that contains the lines transferred from a

relieving purchase order.

show A written script filmed to be distrbuted as a film, movie, feature, motion picture,
television pilot, television series, mini senes, movie of the week, commercial,
documentary, industrial, made for cable, etc.

timecard A legal document used to record an employee’s hours worked each week.

trial balance The orderly summary of ledger accounts used specifically fo extract financial statement
information. See also balance sheet.

unit production (UPM or PM) The producer's executive assigned to the production, responsible for

manager coordinating and supervising all administrative, financial and technical details of the
production, and for overseeing the activities of the entire crew.

variance An estimate that deviates from the amount budgeted for that estimate, usually the
difference between the actual costs of production and the budgeted costs.

vendor A company or individual providing a product or service.

vendor number

A number identifying a specific vendor, assigned to all invoices, purchase orders, etc. of
that vendor.

voided check A printed check that has not been issued to the payee or posted to the computer
system.

week ending The date marking the end of a weekly pay period, which for local locations is five days
(M-F) and for distant locations is six days (M-5at.).

wildcard A special character (in PSL3, the asterisk ") that represents a character or group of

characters during a search.

zero balance

The state of a ledger that is in balance.
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