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Introduction
PSL+ is a secure, welbased Production Accounting solution designed to support the full lifecycle of your
Gl YT eAqRYUkt WnRUcUBRECOWYGNUI ¢qRYUt lOW7 2 ROqWnY! WInnhRARWURA

accounting functionality within a streamlined interface.

Getting Started

PSL+ is accessed through a supported web browser (e.g., Google Chrome, Safari, or Mozilla Firefox). To
begin installation, PSL+ Support will provide a unique installer link specific to your environmeftxample

site:

StudioName .prod.aws.castandcrew.com
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Part I: How to Use This Manual

Welcome to the User Manualfor Cast & Crew's PSL+. Thepurpose of this manual is to give you an
organized guide to assist you in your use of the program.

Weencourageyouto reviewthis manual to understand the powerful capabilities of the PSL+ program
better.

This manual contains stepby-step instructions, covering every aspect of the program. Additionallyou
will notice alongthe way, various Note and Warningmessagesare displayed which may be helpful in your
use of the program.

Theseare noted as follows:

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

Important statements are important. As you completea specific function such asdeleting an tem or
changingvalues, these are things which you should be aware of.

Tip(s) are helpful suggestions that provide additional guidance, shortcuts, or best practices to improve
efficiency when using PSL+.



Preface

PSL+offers an internet-based solution to your Production Accounting software needs. This
efficient, secure and easyto-use Production Accounting software features a multitude of

aspects including:

oo Do D> Do D P B D D D I

Production Cost capability
Multiple Production capabilities
Multiple Company capabilities
Special Episodic-Televisionformats
Payrollinterface

Onsite PayrollCheck Printing
Extensive,secureweb access
Multi-user, worldwide capabilities
Multi-tasking capability

Optional database hosting
Customizable reports

Reportpreviewing

Audience

Thismanual is for anyone using PSL+to manageProduction Payrolland costs. It introduces new

users to the fundamentals of PSL+.

Thisdocument assumesthat you haveonline access to PSL+and are familiar with the Windows
platform, Internet Explorer web browser, as well as Production Accounting.

Edge Learning

EDGE Learnings our complementary training initiative that lets you immerse yourself in industry
leading solutions by Cast & Crew, Media Services, Final Draft, and more. Learn the ins and outs of
our software solutions from the pros so that you can approach your careevith an undeniable

EDGE.


https://edge.castandcrew.com/learning
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Cast & CrewWebsite Info

Tolearn more about Cast & Crew and all its servicesincluding PSL+Support, please visit
https://www.castandcrew.com

PSL+ System Requirements

Recommended system requirements for PSL+ client computers:

Hardware:

X86_64 compatible processor

Video Processor with minimum 128MB Video Memory

Minimum: 4GB memory

80 GB Free Hard Drive Space (larger databases may need additional storage for reports
Display 1280 x 1040

Software:

Operating System Windows 10 or later, Mac OS X 10.15 or newer (64 bit)

Java 8 or JIDK 1.8

Web Browser- Internet Explorer 7.0 or later, Mozilla Firefox 7.0, Chrome 48.0.x or later

Internet Access (choose one of the following):
Broadband Internet Service Provider (DSL or Cable Modem)
Dedicated Internet Access (Corporate LAN) providing at least 128 kbps throughput for the PSL+ Workstation

Printer:

For a complete list of compatible printers, please emaiPSL.Support@ castandcrew.comor contact the
Support Department at (818) 848)999.

For magnetic (MICR) Check Printing, use MICR toner (for @ite Check Printing)

USB Printers are not supported

For Mac Users: Functionality works best with Mac OS X 10.15 or newer (64 bit) or newer.


https://www.castandcrew.com/
mailto:PSL.Support@castandcrew.com

i Cast & Crew Cast & Crew Proprietary and Confidentiali For Reci pi ent 8s

Accessing and Logging Into PSL+

Launch the PSL+ application. The first time you use it, download and run the application. You can create a

shortcut for quick access.

SL+

Welcome to PSL+
Production Accounting Software

LAUNCH PSL+

2 pslsupport@castandcrew.com % B818.848.0999 @ castandcrew.com

Click Launch PSL+

Example on a Windows computer:

Welcome to the PSL+ - plus Setup
Wizard

Example on a Mac computer:

10
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. PSLplus

PSL+ - psl-stg-
as’l.castandcr....com Installer

Click Run

SLt

Double click on the link to access PSL+ application.

Logging In

1 Enter your valid credentials to log inYour credentials are provided by the PSL Support team via email.
1 After logging in, you can change your passwotid the Change Passwordscreen under theSetup module.
1 PSL+ is OKT4nabled. OKTA provides secure authentication and authorization for the application.

11
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o Authentication

2453 e

Signin

Username

You must ensure your login is OKTA enabled, which verifies access to the PSL+ application.

Setup Okta Verify

w

Choose your device type by selecting the correct button
Click Next

12
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&

Okta Verify

Or enter code

[+/] send push automatically

[+/] Do not challenge me on this device for
the next 12 hours

Back to sign in

1 You will receive a push notification on your mobile device to authenticate your login.
f EcHOWqRGUW! YeWdYNWRUAWE2q6VY!I RADWagS I WIYqRNRHE qRYULWHA! LW
9 Click Finish to complete the setup. This is a on¢ime activity.

Enter your Username and Password for Singi8ign-On (SSO)

Sign In
Sign In

Username

Username

f this is your first time

first time logging into PS
our PS

rd in the username and

with ill begin the transition to

Okta, please enter your PSL username (e.qg.

Password

doe) and password in the username and

d fields

sign on method.

Forgot password?

Degin the transition to ‘
“ ‘

< Back to Username

13
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PS I_+ Show List

Q |5r.-a|r,l'|

DofddEd

Select a show from your assigned list, then cliclOK.

Dashboard

[ Setup

[J Accounts Payable
[ Purchase Order
(3 Petty Cash

(3 Journal Entry

(3 Payroll

[ 6L

[ Checks

[3 Budget

R PS|+

14
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naldl W YeWadYNWROAW! Yek GaW DIWq6 W ¢t 6AYE!I T WnVYl W Yel W
that show.

Change Password
Change your password regularly to reduce security risks. The PSL+ team recommends changing it every 90

Tert oW ¢2RNeqRYValWAEXx WS WEWNqe GWSWI6¢UNIWWACH t s VI T

PS L+ Change Password (C&C OKTA)

Password Rules

- At Least 12 characters

- Contain a lowercase letter

- Contain an uppercase letter

- Contain a number

- Contain a symbol

- Mo parts of your username

- Does not include first or last name
- Cannot reuse last 20 passwords

If there are any questions or problems, please
contact our Support Team via phone at (818) 848-

0999 or by e-mail at pslsupport@castandcrew.com

Current Password:

@ Current Password

MNew Password:

n New Password

Confirm New Password:

& Confirm New Password

CHANGE PASSWORD

Enter your current password

Review the password creation rules

Enter your new password, then reenter it to confirm

Click Change Password

Your password is updated. Use the new password to log in

=A =4 =4 =4 4 -2

Click Logoutto exit the application

Logout
Select LOGOUT on the extreme right corner of the screen.

SUPPORT | SETTINGS | OPEN | LOGOUT

15
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Selecting a Database

Your PSL+ is set up with at least one database. If it'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 you may use the
Open button found beside the Logout button® open your show list and select another 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 PSL+.

PS L+ Show List X

Q, | search

S
& sl
& s
= s
st
£ s

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 navigatehe screens and command the programs.

Program screens include the following areas:
1 Title bar
1 Program Menu bar

16
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1 Toolbar working area hunt bar
1 Activity bar, for screens where you work with entries

The layout of the program screens depends on the type of accounting procedures it supports, such as:
1 Setup (record entry)

Transaction entry

Reporting

Posting

Inquiry

=A =4 =4 =

Screens thatsupport the same type of procedures have similar layouts. For example, record entry and
transaction entry require similar steps, so their screens look alike. The layout also depends on the type of
data displayed, such as bank data versus vendor data. Wheyou finish working in a program screen, use a
command screen to finalize your task.

Menu Options

The menu is a set of options that let you use the application and run programs or processes. Menu options
vary for each show. From the menu, you can access different transactions.

v : 0- HOME | 4- CHECKS | 5- PETTY CASH | - PAYROLL | 7 - COST REPORT | 8- BIBLE | 9 - TRIAL BALANCE

[ Setup

(3 Accounts Payable
(3 Purchase Order
[ Petty Cash

(3 Journal Entry
(3 Payroll

(O &L

[ Checks

[ Budget

[ cost

[ Clesing

(3 Report

SoE PSL+

Program Menu Bar

The program menu bar displays menus for working with program screens. Below are brief descriptions of the
available menus:

|File  Edit Programs Options View  Favorites Help |

1 File T Set up printer pages or exit the program.

9 Edit T Edit or search for transaction entries.

1 Programs T Open programs in a menu format. The programs are organized the same way as in the
program tree.

1 Options T Access keyboard shortcuts using the mouse, work with fields or entries, open Help, or close a
program.

1 FavoritesTAz2 RHt 0! We HALDE + WGI YNNI ¢at W Yek2WWeT T UT WagVYW! Yel WAE:
frequently used programs.

17
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1 Help T Access different types of help and view program information.

Icons and Shortcuts

PSL+ provides several ways to interact with the application, including icons, keyboard shortcuts, and mouse
shortcuts. Choose the method that best fits your workflow. You may want to print the following tables for
quick reference.

Toolbar Icons

The toolbar appears on all PSL+ screens, with each icon assigned to a specific function.
1 Blueicons = enabled for the selected transaction.
1 Gray icons = disabled for the selected transaction.

([« < > » B0 Qo BPe P B % @ pPpa o]

(Toolbar options from left to right)

The following tables describe the PSL+ icons for program toolbars which are as follows:

Icon Entry Preview | Reporting | Function Cursor Location Description
& E P First Entry Field Go to the first entry.
'4 E P Previous Field Go to the previous
Entry entry.
> E P Next Entry Field Go to the next entry.
> E P Last Entry | Field Go to the last entry.
E P Add Entry The field in header | Creates a new entry
section or record ready to be filled in, and
entry screen automatically fills in the

............ reference number.

The field in Creates a new

Distribution transaction line, ready

Section to be filled in.
line.

El E Mark Entry | Record entry or Mark the entry for
for deletion | header field deletion.
B BB BBBBBBBB BBBBBBBBBBB
Mark the distribution
E Distribution Field line for deletion.

18
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Q E Find Entries | Field Find entries based on
search criteria.

£y E Update Field Save the changes made
since the last save, and
leave the current entry
displayed on the
screen. Example use:
interim saves while
entering a transaction
with many distribution
lines.

E Accept Field Save the changes
(including deletions)
since the last save,
clear the screen and
leave the program open.

@ E Cancel Field Cancel all changes and
new entries since the
last save, clear the
screen and leave the
program open.

[:_} E Exit Field Close the program. You
will be asked if you wish

to Accept or Cancel

saving your changes.

= E R Detall Field Display detailed

information (if available)
for the field. Example
use: Accessing
subcodes for the
Carbon Footprint (CF)
field.

Ny E R Pick Field Displays a dropdown
list of the available entry
choices for the field.

Q E R Zoom Field Opens a new program
from within the current
program. Used with
Fetch. For example,
with your cursor in the
Vendor ID Field of the

19
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A/P Transaction Entry
Program, click the Zoom
Icon to open the Vendor
Entry program without
leaving the A/P Screen.
E Fetch Field Populate the field from
which you zoomed with

I}

data from the zoomed
to program. To continue
the zoom example, click
the Fetch Icon to fetch a
Vendor ID back to the
Vendor ID field in the
A/P Transaction Entry

Program.
a E R Help Field Opens the Cast & Crew
online help pages
Q R Clear Field Clear the screen.
@ R Cancel Field Cancel the entry.
Entry
& E R Print Field Open the print dialog
screen.
E Remark Field Open the remark
D screen.
El E Command Field Displays command

screen. Commands
shown depend on the
accounting task and
stage of data entry

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

Function Keys

Function keys provide shortcuts for commands, accessing additional information, and inputting, finding,
te2RUNDAWY I WHS6¢UNRUNWWIUq! RIJF IOWNS Wl Wt e dqWYnWG!H 3t + RUNDWe W

20
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Key | Function Cursor Location The Result of Pressing Function Key
F1 Command | Field Displays command screen. Commands shown
depend on the accounting task and stage of data
entry.
F2 Pick List Field If available, displays a dropdown list of possible
entries for the field.
F3 Detail Field If available, displays additional information for
the field.
F4 Add The field in header section or Creates a new entry ready to be filled in, and
record-entry screen automatically fills in the reference number.
The field in Distribution Section Creates a new transaction line, ready to be filled
in.
F5 Zoom Field Accesses or adds information from a related

program while keeping the original program

F6 Help Program screen or field Displays a Cast & Crew web page with links to
contact information.

F7 Find Blank Field Searches for and retrieves entries from your
database. Pressing <F7> in a blank field (that is,
not entering a search criterion) retrieves all the
entireties related to the program.

Populated Field Searches for and retrieves entries from your
database. You can use search criteria (including
the * wildcard) to narrow down entries retrieved.
Entering a value in one or more fields and then
pressing <F7> (that is, entering search criteria)
retrieves onlythe entries whose value for the
fields match the entered values.

F8 Back Field Moves your cursor back to the previous field
where you can input data.

F9 Duplicate Header Field Duplicates the field value from the previous
entry.

Distribution Field Duplicates the field value from the previous

distribution line.

F10 | Mark for Header Field Marks the entries entry for deletion, as shown by

Deletion red lines through all header fields and

distribution lines.

21
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Distribution Field Marks an individual distribution line for deletion,
as shown by a red line through the distribution
line.

F11 | Jump Transaction Screen Jumps between the header section and
distribution section.
F12 | 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.

Key Function Cursor Location The Result of Pressing Function Key

<Enter> Accept Entry Screen Accept the data you entered and move the
——————————— cursor forward one field.

Message Screen Close the message screen.
Command Screen Execute the entered command.
<Tab> Navigate Program Screen Move from field to field.
<CTRL>+ Navigate Program Screen Move from group box to group box.
<PageUp> | Navigate Pick List in an entry screen Page up or page down through the list.
Entries
OR | = | e e
Navigate The field in the header of a Display the next or previous entry for the
<PageDown> | Fields transaction that has entries field.
Navigate The field in distribution line of | ----------
Pages the transaction entry screen Display the next or previous page of entries
that has entries for the field. For example, a P/O may have
more distribution lines that one screen can
display. Move your cursor to a distribution
field, then press <Page Up> or <Page Down:
to go through the distribution linesone page
at a time.
Navigate Field Move your cursor one character left or right

_:j / _:A Characters
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Navigate

_IJ , _;J Entries
<CTRL> Navigate
Fields
<SHIFT>+_. | Navigate
Fields
<CTRL> Enter Data

<Backspace> | Enter Data

<CTRL> Enter Data

Cast & Crew Proprietary and Confidentiali For Reci pi ent 8s

Field

Field

Field

Field
Field

The field that has a changed
entry.

Move the cursor up or down the column of
distribution lines.

Move the cursor back one field.

Move the cursor back one field.

Blank out a field.

Deletes the character to the left of the
cursor.

Restore the previous value of the field. The
cursor must not leave the field between the
entry and the restore.
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Part II: Setup

This section covers 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

=A =4 =4 =4 4 -4 A -4

Bank Code Entry (subank)

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 ahy time,e xcept for the Bank Code and Currency Code,
which cannot be changed. Please note a Bank Code record cannot be deleted once it has been used in PSL+.

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

Open:

1 From the menu tree, click theSetupmodule (see screenshot).

1 Or, type the screen name or acronymsubank) in the blue prompt bar above th&etup menu, then press
Enter.
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-
| )

8 [ Setu I

Batch Maintenance (batchent)
Change Password (newpass)
Company Code (sucomp)
Currencies (sucur)
Default Accounts (suacct)
Free Field1 (sufreel)
Free Field2 (sufree2)
Free Field3 (sufree3)
Free Field4 (sufreed)
Insurance (suins)
Line Type Entry (sulntyp)
Location Codes (suloc)
Production Codes (suprod)
Series Codes (suser)
Set Codes (suset)
State Codes (sustate)
Users Default Codes (suuser)
TB Report Group Entry (surpt)
8 [ Reports

[ Accounts Payable

Purchase Order

Petty Cash

Journal Entry

Payroll

G/L

Checks

Budget

Cost

Closing

Report

OooDOODDDDOD
'CooooCCcoon

The following screen then appears:

Bank Entry = O *
File Edit Programs Options View Favorites Help

€ < > » B8 Qo B e dP@E % @2 P a0

rBank Information r Check Number Information
code [l PceBoxonly Starting

Name Ending

Branch Last Used

Address r EFT Number Information

Last Used

| || | Prefix

Contact rWT Mumber Information
Phone | Last Used

Account | [ ] prefix

r Currency/Date Information

Cashet Pay Bank Currency l:l

Eved Pay Bank Date Format

Bank Type
r Check Printing Information

Check Form | | Prefix I:I
]

rAccount Information Defaults

Production
Company

Series
PC Box Location
PC Clearing Set
Bank Code
Enter search criteria, or add data | | B .:
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Bank Information

1 Code T Enter a code (up to 3 alphanumeric characters) to identify the bank. If the code does not exist in
qé Wl ¢q¢c Het DAWAEx €lWs RGO WGI YiGqaWmNeeqWze Ut WOYT WWEUGq! !
Select Yes

1 Name T Enter the bank name (up to 30 alphanumeric characters).

1 Branch, Address, Contact, Phone, Account T Enter details as applicable

Check Number Information

9 Starting / Ending T Enter the first and last check numbers from the current box of checks for this bank.

1 Last Used T Enter the number of the last check used from the current box. Once a check is printed, PSL+
automatically defaults the value in this field to the last used check number

EFT Number Information
1 Last Used 1 Enter the number of the last check used for EFT payments (payment type E) in Accounts
Payable Entry. Once a check is printed, PSL+ defaults the value in this field to the last used number
1 Prefix TIf defined, the prefix is added to the check number on printed checks and check register reports
for payment type E
o Note: The prefix does not appear on the Bible report. It is recommended to use a Last Used number
that does not overlap with other payment types.

Wire Number Information

1 Last Used T Enter the number of the last check used for wire payments (payment type W) in Accounts
Payable Entry. Once a check is printed, PSL+ defaults the value in this field to the last used number

1 Prefix TIf defined, the prefix is added to the check number on printed checks and check register reports
for payment type W

Note: The prefix does not appear on the Bible report. It is recommended to use a Last Used number that
does not overlap with other payment types.

Currency /Date Information

1 Currency T Search and select the currency code. Details are pulled fror@urrencies (sucur).
o Enter the Currency Code associated with the Bank Code (used to print checks)
o0 The Currency Code should default in this field based on the initial database request.
o0 If the Currency Code does not exist in PSL+, you can add it:

A PressF5or select the Zoom icongto open Currency Code Entry (sucur)
A Add the new Currency Code and save

A PressF1, then select optionF, or click the Fetchicon = 10 bring the new currency back into
Bank Code Entry (subank)
1 Date Format 1 Select the date format for checks printed from this bank
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O PressF2or right-click to view and choose from available date formats with descriptions

| @ @ Date format

Date format Description |
& AM American MDY

EU EU European DMY
IN IN International YMD

m Cancel Help

1 Bank TyperT Select the bank type for checks printed from this bank. US is the default and should be
selected if Canada and Mexico options are not applicable
0 PressF2or rightclick to view and choose from available bank types with descriptions

<) O Bank type

Bank type Description |
US United States |

CA CA Canada
MX MX Mexico

“ Cancel Help
A

Check Printing Information

1 Check Form T Search and select the check forms, details are displayed from check form entry program.
Input the form that matches the check stock you are using to print checks. A Check Form is needed
before you can print checks. If you are not sure which Check Form 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:

Check Form 1 Search and select the check form. Details are displayed from th€heck Form Entryprogram.

Enter the form that matches the check stock you will use for printing
The most common form iSLASER which works for most independent databases
If you are unsure which form to use, select ASER Support can adjust alignment if needed

=A =4 =4 =

PressF2or right-click to view available check forms and their descriptions
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0 Note: PSL+ is compatible with MICR check printing, which uses its own formgl(CRFMor MICRLA.
To enable this feature, emaiPSL.Support@castandcrew.com

rey Check Forms

Check Form Description I
ANADA Canadian Check Stock -

FOXCIR

LASER

LASER2

LASER3

MICIBC MICR CIBC

MICRCN MICR CANADIAN

MICRDX DOUBLE STUBRS

MICRFM MICR Bottom w/Pre-Printed Cols

MICRLA MICR LASER FORM

SELECT -

m| Cancel || Help |

Prefix T Enter character(s), typically a number, printed at the beginning of all check numbers. For example,
entering 3 would print check number 000123 as 3000123. Accepts up to six alphanumeric characters.

Account Information

An account number must be entered for all fields in this section, even if you will not use them.

Example: If you do not plan to use the A/P Discount field, you must still enter an account number. Required

fields are displayed inyellow

1 Cash in BankT Chart of Accounts number representing the checking account tied to this bank; typically,
an Asset account. Depending on studio preferences, the selected account may be limited for use on a
single code, requiring a different account for other bank codedf the account does not exist in PSL+,
press F5 or select the Zoom icon to open the Chart of Accounts Entry [glca] screen and create it. Once
saved, press F1, then F, or select the Fetch icon to return the account to the Bank Code Entry [suida
screen

1 A/P Clearing T Chart of Accounts number used to clear all A/P invoices; typically, a Liability account.
Acts as the credit/offset account for A/P expenses once posted

1 A/P Discount T Chart of Accounts number for recording A/P discount amounts; typically, a Liability
account

1 P/C BoxT Chart of Accounts number for the Petty Cash Box or Custodian; typically, an Asset account
used for disbursing Petty Cash

1 P/C Clearing T Chart of Accounts humber used to clear all Petty Cash invoices; typically, a Liability
account. Serves as the credit/offset for P/C expenses. If not using a separate P/C Clearing account, you
may enter the same account number used for the P/C Box

Company Information:
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1 Code - Enter the Company Code associated with the Bank Code

O Tips
1 Enter all requiredyellow fields before saving.white fields are optional
1 To save your entry:

~
o Click the Update icon ™

o Or press F1 and select option U (Updateyhich saves and remains on screeror A (Accept)
which saves and clears the screen

or the Accepticon to save

Command? X
Command?

U) Update database with changes
A) Accept changes and clear screen
C) Cancel (discard changes)

X) eXit to menu

\ oK H Cancel

1 Delete a Bank CodeT To delete an unused Bank Code, place your cursor in the code field and prds$0

1 Search for a Bank CodeT To search for an existing Bank Code, clear the screen and preiSgor click the

or click the Delete icon . A red strikethrough line appears. The code is deleted once you save

Find icon O‘

91 Allrecords will appear. Scroll through them using thérrow icons (First, Prior, Next, Last) or by pressing
Page Up/ Page Downuntil you find the code

Production Code Entry (suprod)

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 PSL+ databases
only use one Production Code, but you can set upddlitional 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 cannot beateld once it

has been used in PSL+.
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If you would like to print a list of all Production Codes entered in the database, click the 'Report' module, then
'Setup & Maintenance' subfolder. Listed is the Production Codes List Report [suprodp].

Open:
1 To access theProduction Code Entry{suprod] screen, click the 'Setup' module from the menu tree
(see the following screenshot)
1 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

] Production Code Entry

File  Edit  Programs  Options  View Favorites  Help
[
€« < > » B Qo B e dPP® % Q2 Pe O
Code Description Comp Code Project Id License Mumber Tenant ID
[ ] 0
Production
Enter search criteria, or add data | | | i i

1 Code - Input the code identifying the Production which can hold up to six alpha/numeric characters.
After entering the new Production Code, PSL+ asks, "That Production Code is not in the database.
Would you like to add it?". SelectYes

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

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

Company Code Entry (sucomp)

Use Company Code Entry [sucomp] to set up a Company Code for your database. If your database is
associated with more than one company, PSL+ allows you to input multiple Company Codes under the same
Production Code to easily track separate costs. Please netall independent PSL+ database is already set up
with a default Company Code (usually '001"), but you can always change it if needed if it has not been used in
PSL+.
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1 To access theCompany Code Entnfsucomp] screen, click the 'Setup' module from the menu tree
(see the following screensho}

1 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

[ ] Company Entry

File Edit Programs  Options  View Favorites Help

€ <> >» B Qe dPPE % Q@2 Pa O

rCompany
Code [
Name |
Mame on Reports
rAddress r Tax Info
Line1 Federal Tax ID
Line 2 State Tax ID
Line 3 rCompany Info
City Project ID [ ]
State Zip Code Uploadable Downloading
r Contact Info
Contact Name |
Phone Number
Email Address
Company Code

Enter search criteria, or add data | | I

Company
1 Name T Enter the company name (up to 30 alphanumeric characteps
1 Name on Reports T Enter the name as it should appear on reports (up to 50 alphanumeric charactgrs
Address
¢ EUqUI W PWWHRYGGeU! kt W TT1 Ut AWYRq! AWEq¢ qlAWe UT Wi RGWI Y1
Company Info
1 Project ID T The project ID number associated with the database; production assigned. Please note that
this field is only used for some major studios. If your studio is independent, leave this field and the
Uploadable and Downloading fields blank
Tax Info
1 Enter Federal and State Tax Identification Numbers
Contact Info
9 EUqUI W6 WWRYGGeU! kt WGI RG¢l ! WAYUgqecrqWUe GI)AWGE YU WUe G AI

Currency Code Entry (sucur)

Use Currency Code Entry [cucur] to set up a Currency Code for each currency yiaten
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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 cannot
be deleted once it has been used in PSL+.

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

Open:

1 To access the Currency Code Entry [sucur] screen, click the 'Setup' module from the menu tree (see the
following screenshot).

1 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.

|v1

8 [ Setup
Banks (subank)
Batch Maintenance (batchent)
Carbon Code Entry (carbcode)
Carbon Codes List (carbcodep)
Company Code (sucomp

DataBase Info (sudbinfo)

Default Accounts (suacct)

Free Field1 (sufreel)

Free Field2 (sufree2)

Free Field3 (sufree3)

Free Field4 (sufreed)

Insurance (suins)

Line Type Entry (sulntyp)

Locations (suloc)

Productions (suprod)

Account Configuration (accconf)

Series (suser)

Sets (suset)

States (sustate)

Control System (suctrl)

Users Default Codes (suuser)

TB Report Group Entry (surpt)

@ [ Reports

PosPay Maintenence (subankpp)
_Account Default Entry (sugldef)

The screen then appears.
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[

[ ] Currency Code Entry
File Edit Programs Options View Favorites Help
2he
€« <> » @O Qo Ee P B R Qa2 Pa o
rCurrency Information——— —  rRate Information
Code E Budgeted
Description Date ()
Country 150
rCheck Printing Information—— rDecimal Digits
Bill Input
"and" Reports El
Coin Cost Reports Ijl
"pay to"
|Currency Code
Enter search criteria, or add data | | | ..:E

Currency Information
1 Code T Enter the currency code (up to two alphanumeric characters). If the code does not exist, PSL+ will
Gl YiGagaWmNsecaqwoel | WURA!T WO VYT DWRt WOYqWRUWq6 1IWI ¢ q¢ At 1JHOLW,
1 Description T Enter the currency name (up to 20 alphanumeric characters), e.g., US Dollars, Mexican
Pesos, French Francs
1 Country TEnter the name of the country using this currency (up to 15 alphanumeric characters).

Rate Information

1 Budgeted T Enter the exchange rate used to convert the base currency to this currency. If this is the base
currency, PSL+ will automatically default tal.000000. This rate is used for reports and when copying or
merging budgets

91 Date T Enter the rate date irmm/dd/yyyy format

1 ISOTInput 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 ecahold up to three alpha/numeric characters

Check Printing Information
1 Bill TInput the name of the currency which can hold up to 20 alpha/numeric characters (example:
'Dollars’)
1 h ¢ UrEnter the wordand in the language that checks will be written in for this currency.
1 Coin T Enter the coin value as it should appear on checks
f hAC!ITBGWAIl Wad DWGE! ¢t DWmAE! WqYWagd WY T U WYnwlét WRallt 6V

Decimal Digits

Define the number of digits displayed after the decimal point:

1 Input T Number of digits displayed to the right of the decimal point in transaction entry fields. Accepts a
value from O to 4; the most common is 2

1 Reports T Number of decimal digits shown on all reports (excluding Cost Reports). Accepts a value from
0 to 4; the most common is 2
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1 Cost Reports T Number of digits displayed on Cost Reports. Enter a value from 0 to 4; the most common
entry is 0 to round to the nearest dollar

Default Accounts (suacct)

Set payroll suspense and default accounts to replace G/L coding on imported payroll transactions that have
not been set up in the PSL+ database. The remaining fields in this program are used to notate common codes
and are not automatically added to downloaled payroll transactions.

[ ] Default Accounts Entry
File  Edit Programs  Options  View Favorites Help

« < > » B aoCcB@BeEBHd R Q2 Pa o
Payroll

[ Suspense Account I:| |I | ‘
rDefault Accounts
Wage

Paid Vacation
Paid Holiday
Advance
Reimbursement
FICA

FUl

sul

Accrued Vacation
Accrued Holiday
Pension

‘Workers Comp
Handling

P/C Expense
Per Diem

Pcard Suspense

Isuspense Account
lAaccount 10f 1 |add  oMod 0| Del Ol .:

Series Code Entry (suser)

Use Series Code Entnfsuser] to set up Series Codes for tracking expenses by series/episode. Please note if
you are not tracking series expenses, you must set up at least a default Series Code (e. g., '0000") to be used
in the transaction entry screens. You can also use theefies 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 cannot be deleted once it
has been used in PSL+.

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

Open:

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

1 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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[ ] Series Code Entry

File  Edit Programs  Optiens  View Favorites  Help
« < > » @O Qo Be P BE Y Q= Pa O

Production Series Description Project
PROD

Production (SHOW NAME HERE)
Enter search criteria, or add data | | |

Fields:

1 Production - Input the Production Code associated with the Series Code

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

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

Location Code Entry (suloc)

Use Location Code Entry [suloc] to set up Location Codes for tracking expenses by location. Please note if

YeWe!l JwWwOYaqWal ¢t RUNWaYHeqRYUWI+GUUL It AW Ye Wbet qWt Dqlle
used in the transaction entry screensYou 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 cannot

be deleted once it has been used in PSL+.

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

Open:
1 To access the Location Code Entry [suloc] screen, click the 'Setup' module from the menu tree (see the

following screenshot).
1 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.

[ ] Location Code Entry

File Edit  Programs  Options  View Favarites Help
€ < > » B Qo Be @B R Q=2 Pe O

Production Location Description Project
PROD

Production (SHOW NAME HERE)
Enter search criteria, or add data | | | . i

Fields:

1 Production - Input the Production Code associated with the Location Code

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

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

Set Code Entry (susets)

Use Set Code Entnjfsuset] to set up Set Codes for tracking expenses by set. Please note if you are not
tracking set expenses, you must set up 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 Freield Code to track other items such as all travel
costs for all sets if you prefer. Please note a Set Code record cannot be deleted once it has been used in
PSL+.

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

Open:

1 To access the Set Code Entry [suset] screen, click the 'Setup’ module from the menu tree (see the
following screenshot).
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1 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.

[ ] Set Code Entry

File  Edit Programs  Options  View Favorites  Help
€ < > » @B Qg BPBe BB % Q=2 Ps O

Praduction Set Description
PROD

Production (SHOW NAME HERE)
Enter search criteria, or add data | | | . B

Fields:
1 Production - Input the Production Code associated with the Set Code.
1 Set- Input the code identifying the set which can hold up to four alpha/numeric characters. After
entering the new Set Code, PSL+ asks, "That Set Code is not in the database. Would you like to add it?".

Select 'Yes.'
1 Description - Input the name of the set which can hold up to 30 alpha/numeric characters.

User Defaults Entry (suuser)
Use User Defaults Entryfsuuser] to assign default values and usespecific restrictions that streamline data

entry across PSL+ modules. Default codes populate key fields automatically when a user begins an entry,
helping ensure consistency and efficiency. This is especially udel for projects with multiple users entering
data under the same production, location, or company codes.

Ot It Wel WWeeqYacaqRACHO! WETTUT WagVYWgsRE W &I 3JIUWs 6 130Wq6 13!
default values and restrictions can be customized as needed.

If you would like to print a list of all User Defaults and Restrictions entered in the database, go to the Report
module, then click the Setup & Maintenance sukolder and select User Defaults Listing Report [suuserp].

Open:

1 To access the User Defaults Entry [suuser] screen, click the 'Setup' module from the menu tree (see the

following screenshot)
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1 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

File  Edit Programs Options View  Favorites  Help

€ < > » B Qo Be dBBE % Q@2 PeO

r User Information

Email

rUser Defaults

Batch

Production |
Company |

Bank
Currency

Series

Location
Set

Free Field
Free Field 2
Free Field 3

r Exclude Account Ranges
From |{first account)
To {last account)

r PO+ Restrictions
[ Allow user to view and submit PO's for specific departme... |:|
[0 Allow user to add vendor

rUser Options

[ OK to Change Production [ Allow Posting AP [ Allow Tax Form Printing
[ OK to Change Company [ Allow Posting JE
[ Auto Decimal Point (9 Allow Posting PC

[ Allow Posting PR

User ID
Enter search criteria, or add data | | . B

User Information

1 User ID, User Name, Email T Pre-populated and not editable.

1 User Initials T Optional. Enter initials to autoprefix batch numbers.

User Defaults

Set default values that autefill in PSL+ data entry screens:

1 Batch, Production, Company, Bank, Currency T Select from dropdowns.
1 Series, Location, Set T Choose default codes.

1 Free Field 114 T Select codes to further customize defaults.

Exclude Account Ranges

Restrict access to specific account ranges:

1 From T First account in the restricted range.
1 Tort Last account in the restricted range.
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User Options

Use checkboxes to grant or restrict actions in PSL:
OK to Change Production

OK to Change Company

Auto Decimal Point

Allow Posting AP

Allow Posting JE

Allow Posting PC

Allow Posting PR

Allow Tax Form Printing

=A =4 =4 4 -4 A A

Save
1 Click the Addicon to save user details.

Additional Setup Screens

Batch Maintenance (batchent)

Use [batchent] to view and manage all batch codes in the system. A batch is a group of related transactions
entered through a single data entry screen (e.g., A/P Entry, Journal Entry, Petty Cash Entry) that are saved and
posted together. This screen displgs details such as the Batch Code, Production Code, Company Code,

Bank Code, and Currency Code assigned to each batch. Batch Maintenance is used to review batekel

setup information and ensure batch records are properly aligned with the intended finanai and production
settings.

Control A/P (suapctrl)
Used to set the aging method and define aging periods for A/P reporting.

Employees (pcemp)

View and edit employee details that are imported from the payroll system. Employee records originate from
payroll and cannot be deleted once created in PSL+. A list of employees in the database can be generated
through the Employee Listing (pcempp) program

Free Fields 1- 4 (sufreel, sufree2, sufree3, sufree4)

Used to define custom user fields that can be referenced throughout the system. These fields are flexible and
can be labeled or repurposed based on productiorspecific needs. References to Free Fields can also be
updated in applicable reports.

Insurance (suins)
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Used to set up and maintain insurance records for each employee. Once an employee record has been used
in PSL+, it cannot be deleted. A list of employees with insurance records can be generated using the List of
Insurance Codes [suinsp] program.

Report Group Entry (surpt)

Use Report Group Entry [surptlo create and manage Grouped Detail Trial Balance Reports. These reports let
you organize trial balance accounts (Assets, Liabilities, Capital, Income, and Expenses) into customizable
groups with subtotals. This is helpful for internal financial reportig and controlling how accounts are

grouped and summarized.

Database Info (sudbinfo)
System displays the database information for the selected show after login process. It mentions details like
Company name, its display name and communication and contact details.

States (sustate)

Use Statesto set up a state code for each state required in production. Once a state code has been used in
PSL+, it cannot be deleted. You can generate a list of state codes in the database via 8tate Codes List
(statesp) program.
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Part lll: Vendors

This section will address the following programs:
1 Vendor Entry
1 Vendor Listing Report
1 Additional Vendor Screens/Reports

Vendor Entry (apven)

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 aring 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 cannot be deleted once it has been used in PSL+.

Open

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

1 To access the Vendor Listing Report [apvenp], click the 'A/P' module, then 'Vendor' subfolder from the
menu tree (see following screenshot)

1 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

nts Payable

vendor Entry (apven)

Vendor Spend (apvenp)
Wendor Labels (labels)
Wendor Inguiry (apving)
Wendor Analysis (apvena)
Vendor/ Account Totals (accvi)
Merchant Tracking Report (merchrpt)

@ [J A/PEniry

8 [J Checks

a [ 1099 &ICR Reports
[ Purchase Order
[3 Petty Cash
(3 Journal Entry
3 Payroll
06
[ Checks
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The screen then appears.

Vendor Entry = O X
File  Edit Programs Options View Favorites Help

€« < > » B Qo EeOBBET Q@ PpaLe |
Vendor Information r TIN Information m
Vendor ID I:I Mame |
Name TaxID #
MName 2 Type :|
Address 1099 L] waonfie [ |
Address 2 Work State
City
State, Zip | Terms
Country | 150 Code [Terms l:l Due days ljl ‘
Contact r Other Information
Phone # Comment
Fax # Studio Vendor
Email Vendor Type | | subcontractor ||
Card # |
Sort# { BIC | Petty Cash Merchant Only
Account# [ IBAN PCard Inactive
Hi Value # | Eved Vendor
ACHRu# ACHJEFT Customer #
ACH Acct # Acct Type |: Created In
Defaults
Currency Code :I
Default Account
P/C Advance Account
PCard Advance Account
ICR 1099 Information
First Name
w O
Last Mame
Vendor Number
Enter search criteria, or add data | | | ’._‘

Vendor Information:
1 Vendor ID T Unique code (up to 6 characters) identifying a vendor or employee (for Petty Cash Advangces

0 PressF4or click the Add icon to generate the next Vendor 1D

0 You may also enter a custom alphanumeric ID. If the ID is fewer than 6 characters, PSL+ will zero
pad it (e.g., enteringl3 becomes 000013)

o Ifthe ID does not exist, PSL+ will promptt N6 ¢ qt0é JUT Y1 tORt OUY qtORUOq 6 1JKOT ¢ q ¢ He¢
R qSeledt Yes

0 To check if a vendor already exists, pregs2or right-click in the field. Use column headers (Vendor,
Name, City) to sort results

1 Vendor Name T Name of the vendor or employee (up to 30 charactersyho will receive Petty Cash

Advances

0 Recommended format:ALL CAPS

0 Be consistent in style when entering Vendor Names
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For individuals:LASTNAMEFIRSTNAME Me.g., SMITHJOHN D
For companies:COMPANY NAMHEHE(e.g.,PRODUCTION COMPANYHE
0 To search for an existing vendor, use wildcards (*). For example, typ®HNor SMITHand pressF7 or

click the Find_ 2 _icon. Navigate results using thedrrowicons € < > »  orpage Up/Page

Downkeys

1 Vendor Contact Information T Enter Address, City, State, Zip, Country, Contact, Phone, Fax, and Email
(if applicable)

Important : Vendor Names must use @ackslash ()y not a forward slash (/Y to separate Last and
First names.

Note: Once a check has been issued for a vendor, théendor Name cannot be changed
1 To request that this restriction be temporarily disabled, emaiPSL.Support@castandcrew.com

 NYUWe GT ¢ qlwe w2 13 URSY.supgorti@téstandistdidlddnivith thellcorrected name exactly as it
should appear

TIN Information

1 Tin Name 1 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 sankegve this field blank

1 Tax ID #1 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)

1 TIN Typet 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:

| ER TIN type X

| TIN type Description

Not a 1099able Vendor
Sole proprietor EIN
Sole proprietor SSN
Corporation
Partnership
Other/Unknown

“| Cancel || Help |

T 1099 Type T 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 tliredescriptions which are as follows:

e w =
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i TaxCodes X
TaxCode Description Countr Form

1099-MISC
2 Royalties USA 1099-MISC
3 Other income/Prizes and awards USA 1099-MISC
4 MISC - Federal tax withheld USA 1099-MISC
5 Fishing Boat Proceeds USA 1099-MISC
3] Medical & health payments USA 1099-MISC
7 Monemployee Compensation USA 1099-NEC
8 SubstPayinLieuDiv/interest USA 1099-MISC
A Crop Insurance Proceeds USA 1099-MISC
B Excess Golden Parachute payments USA 1099-NEC
c Proceeds paid to an attorney USA 1099-MISC
D Monqualified deferred compensation LSA 1099-MISC
E MISC - State tax withheld USA 1099-MISC
F MEC - Federal tax withheld USA 1099-NEC
G MEC - State tax withheld LUSA 1092-NEC
H Fish purchased for resale LSA 1099-MISC
| Section 4094 deferrals USA 1099-MISC
T Canada - Fees for Service CAMN T4

[ oc |

1 W9 on FileTtIndicate if a W9 is on file for this vendor or employee. The default is 'N' for No
1 State Worked T State the vendor or employee is currently employed for 1099 reporting purposes

Terms

1 Terms 1 Description of the vendor's or employee's payment terms (e.g., Net 30; Net on Receipt, so
forth.). Enter a freeform description of up to 15 alpha/numeric characters of how soon after the invoice
date the vendor expects to be paid and if there are anysdiounts. Please note that entering data here
does not affect an A/P Entry [apte] transaction as no discounts are computed based onthe data entered
in this field

1 Due DaysT Number of days from the invoice date until the invoice 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 invoice. The Invoice Due Date eg|s the Invoice Date +Due Days

Other Information

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

1 Petty Cash T Checkmark 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

1 PCard Tt Checkmark this option if this vendor or employee will be using PCard. Once check marked, the
PCard Advance Account field becomes accessible to input the account number

1 Merchant Only T Checkmark this option if the vendor is used strictly for tracking merchant activity and
will not receive AP payments. Once check marked, Purchase Orders and payments cannot be booked for
this vendor

1 Inactive T Checkmark this option if you would like to mark the vendor or employee inactive in the
database. If the Inactive field is check marked, PSL+ blocks all users from using the vendor in the
transaction entry screens

1 ACH/EFTT Checkmark this option to indicate that the vendor receives payments via ACH or EFT. This is
used for tracking purposes only and enables additional filtering within the Vendor Listing report

91 Petty Cash 71 If checked the vendor is treated as petty cash vendor

44



Cast & Crew Cast & Crew Proprietary and Confidentiali For Reci pi ent s

1 Merchant Only T If checked the vendor is treated as merchant vendor

1 Sub-Contractor 1 Select Y if the vendor is a subcontractor, or N if ngtthis field is required to save the
vendor record

Defaults

1 Currency Code T Currency Code representing the currency in which this vendor is customarily paid

1 Default Account T 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

1 P/C Advance Account T 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 select the account number

1 PCard Advance Account T PCard 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 select the account number

ICR 1099 Information
1 Enter First Name, MI, and Last Name T Enter in how you would like the name to read for 1099
Independent Contracting Reporting purposes

Vendor Listing Report

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

Open

1 To access the Vendor Listing Report [apvenp], click the 'A/P' module, then 'Vendor' subfolder from the
menu tree (see following screenshot)

1 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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[ setup
B [ Accounts Payable
8 [ Vendor
Vendor Entry (apven
Vendor / Account Totals (accvt)
Vendor Inquiry (apving)
Vendor Analysis (apvena)
Merchant Tracking Report (merchr
8 [ A/PEntry
8 [ Checks
8 [ 1099/ICR
[ Purchase Order
Petty Cash
(3 Journal Entry
(3 Payroll
O oen
[ checks
(3 Budget
[ cost
]
0
0
]

O

Closing
Report
Support Menu
PSL+ Help

cooooOoOoOODODO

Once [apvenp] is selected then the following screen will appear:

Vendor Listing — a X
File  Edit Programs Options View Favorites Help

e
®* B " Q@ @& 0 0

r Vendor Information
Vendor Number  Vendor Name

String B
Ending Preview

:I Spreadsheet

State

Zip 1099 Type
Country Currency (All currencies)

r Report Format Include
Order by
® Nun:be, O Active O W on file O AP Vendors
O Name QO Inactive O WaNOT onfile | |Q P/C Vendors
O TaxID © Both © Both O PCard Vendors
= © Merchant Only
Type © ACH/EFT Vendor
® Detailed © Subcontractor Vendors
© Summary O include only vendors with transacti... @ Al
O Vendor Spend
Vendor Spend Parameters
Period—— r Multiple Currency
e
[
—
= o
O
Vendor Number
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Vendor Information:

9 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 blak

Report Format:
1 Order By T The report can be ordered by Vendor Number (entries are sorted in ascending order, by
number first, then alphabetically), Name or Tax ID

1 Include TYou can include vendors that are Active or Inactive (or both), select whether they have a W9 on
file or not (or both), and specify A/P Vendors, P/C Vendors, PCard Vendors, Merchant Only, ACH/EFT
Vendors, and Subcontractor Vendors (or all)

1 TypeT Select whether you want to view a Detailed, Summary or Vendor Spend Report

Vendor Spend Parameters:

1 Period T Systemassigned 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

9 Start and End Dates T Effective Transaction Dates to include in the report as PSL+ 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 fute, leave both fields blank. Press the F2 Key
or right-click in either date field for the calendar selection to appear

1 Source Currency T 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 rigtdick 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

1 Target Currency T 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 ezl in the report heading

Print Preview the Report:
Located in the top righthand corner of the screen, you can choose the following options to generate the

report:
1 Print T Opens the Print Dialogue box and sends the report directly to the printer

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

1 Spreadsheet T Generates an Excefformat report that appears instantly on your screen. You can print
from Excel and use additional sorting options. The spreadsheet also includes extra vendor details not
available in the PDF, such as banking information
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Additional Vendor Screens/Reports

PSL+ 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:
1 To access the following Vendor Screen/Reports, click the 'A/P' module, then "Vendor' subfolder from the
menu tree (see the following screenshot

1 These additional Vendor Screen/Reports are also located in the 'Report' module under the 'A/ P,' 'Setup &
Maintenance' and 'Vendors' subfolders

1 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

-
B8 [ Setup (
8 [ Accounts Payable
2 [ Vendor
Vendor Entry (apven)
Vendor List (apvenp)
Wendor Labels (labels)
Wendor Inguiry (apving)
Vendor / Account Totals (accvt)
Vendor Analysis (apvena)
Merchant Tracking Report (merchrpt)
Wendor Modification Report (venmods)
@ [J A/P Eniry
B [J Checks
8 [J 1099 & ICR Reports
@ [ Purchase Order
© [ Petty Cash
8 [J Journal Entry

P

F 3

To select criteria for the following reporting screens, press the F2 Key or rigtlick in most fields to make
your selection. You can also just type in the criteria in the allotted fielddf you wish to include all criteria
information, leave all fields blank except for any whitecolored fields as white fields are required before
proceeding in PSL+.

1 Account/Vendor Totals Report [accvt] T Use [accvt] to print a total for each account/vendor
combination. Only paid (or voided) 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 Nuraber
Starting and Ending Account Numbers and Multiple Currency as selection criteria

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

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

1 Vendor Modification Report [venmods] T Use [venmods] to view a record of changes made to vendor
information, such as additions, deletions, or modifications. You can specify selection criteria including
Vendor ID, Action Type (Add, Delete, Modify), Vendor Type, and the date rangerduwhich the action
occurred
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PartlV: Purchase Order

1 P/O Entry
1 P/O Edit List
1 Additional P/O screens & reports

P/O Entry

A Purchase Order is a record of expenses or financial commitment that serves as an approved, written
contract for goods and services. 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 ©/is entered and saved in PSL+, it is considered an Open P/O and
appears as a commitment to the Estimated Final Cost Report [efcrpt]. Please note P/O transactions do not

get posted.

1 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

1 P/O Entry [poent] can also be accessed from the menu tree under the 'P/O' module (see the following
screenshot)

1 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

[v

8 [ Setup
@ [ Accounts Payable
on l!Ihl». .l .-

P/0 Report (poentp)
Pending Items Report (pirpt)
Non Existing PO Report (nepor)
Import an Excel File (xlint)

PO+ Workflow (powfc)
PO Form (poform)
File Manager (POFileManager)
Load DPO File (ezypo)

(O Petty Cash

() Journal Entry

5 Payroll

e

() Checks

() Budget

[ Cost

[ Closing

O Report

After that menu option is selected, the following screen will appear:
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im 2-PIO | 3- JJE | 4- CHECKS | 5- PETTY CASH | §- PAYROLL | 7 - COST REPORT | & - BIBLE REPORT | 8- TRIAL BALANCE

File  Edit Programs Options View Favorites Help

€ < > >» B8 QB e P @ % Q= AP eSO

Reference Information Batch Information
Number Sl Created In Batch
Eff. Date /I ! Production
Description Company
Status | | Curency | |
r Vendor Information P/O Information Amounts
D State Worked P/O Number P/O Amount
Name | Expiry Date /! Remaining
|| [P0 Type
| | |
Account ISers ILocs ]Sels ]9 Iln IFF1 [FF2| FFSlFFdlDescription I Amounl{St |CF|3rd IMerchanl |

[ [ |

|Transac1ion reference number |
|Enter search criteria, or add data | \. ]

Reference Information:

1 Reference Number T 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 located on the
toolbar. You can also rightclick outside a field (in which the 'Add' option ppears) to add the next record

1 Effective Date T 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 otles 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

<< | June 2023 A

SunlMonITuelWed Thul Fri | Satl

1 2 |1 3
4 [ 5|87 9 [10
1M |12 (13 |14 [15 |16 [ 17
18 |19 | 20| 21 [ 22 | 23 | 24
25 | 26 |27 | 28 | 29 | 30

OK Cancel help
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Important : Please email a request tA?SL.Support@castandcrew.comif you need a transaction's
Effective Date changed and include the Reference Number(spepending on your specific studio's

guidelines, the Support Department may need to obtain approval from your Studio Finance Executive before
proceeding.

91 Description T Explanation of this P/O transaction as a whole which can hold up to 30 alpha/ humeric
characters. This Reference Description defaults in the distribution lines. If this field is left blank, PSL+
defaults the distribution description with the description ofthe first account number selected

1 Created In T This field is autepopulated to indicate where the PO was created

9 Status 1 Overall status of the transaction. Status types of the entire P/O are as follows:

1 O (Open)T The P/O transaction status is Open and appears as a commitment to the Estimated Final
Cost Report [efcrpt]

1 C (Closed) T 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
0 PSL+ updates the status automatically when relieving the P/O to A/P Entry [apte]

Batch Information:

9 Batch 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 tltlefaulted codes, press the F2
Key or right click in any of these fields (Batch, Production, Company, and Currency) to make your
selection.

Vendor Information:

1 Select the vendor needed by pressing the F2 Key or by rigttitking 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 numericdly. If the vendor does not exist in PSL+, you can add it by
pressing the F5 Key or selecting the 'Zoom' icon located on the toolbar. This zooms into the Vendor Entry
[apven] screen. To search for a vendor while zoomed into the Vendor Entry [apven] scretype 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
located on the toolbar. PSL+ display$iow many records for that criteria exist by selecting the 'Arrow'
icons (First, Prior, Next and Last) 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 Keyem 'F' option or select
the select the 'Fetch’ icon to fetch this record back to the P/O Entry [poent] screen

P/O Information:

1 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
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1 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

1 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 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 :

1 P/O Amount - Dollar or another currency amount due for the P/O

1 Amount Remaining - Dollar or another 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)

1 Amount Distributed - Dollar or another currency amount that should match the Amount Remaining.
Please note you cannot access this field

Distribution Lines:

1 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. If the account number doesn't exist in
PSL+, you can add it by pressing the F5 Key or selecting the 'Zoamh 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 to fetch the account
back tothe P/O Entry{poent] screen

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

1 1099 and Third-Party Expense T 1099 Code are 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 fields 82 © 2018 Cast and Crew Emtainment Services 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 ThirdParty Vendor

91 Description T An explanation for this distribution line which can hold up to 30 alpha/numeric characters

1 Amount 1 Dollar or another 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 youconvenience

1 ST (Status)T Status types of individual P/O distribution lines are as follows:
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0 O (Open)T 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)

o T (Transferred)T The distribution line has been Transferred to A/P 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]

o0 R (Relieved)T The distribution line has been Relieved (transferred to A/P Entry [apte] and the A/P has
been posted and/or paid)

0 C (Closed) T The distribution line has been Closed

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

1 To close an entire PIO 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. PSL+ then prompts you
to input a closing date

1 To close an individual PIO line that has not been relieved to A/P 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. PSL+ then
prompts you to input a closing date

1 Toreopen an entire PO, place your cursor in the Reference Number field in P/O Entry [poent] and press
the F1 Key, then 'O’ option to open

1 To reopen an individual PIO 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

1 Please make sure to save after performing any of the previously mentioned commands or the updates
will not take effect
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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 like the P/O Report [poentp] except it has a broader variety of Report Type sorting options available.

Open:

1 To access the P/O Edit List Report [poedtl], click the 'P/O' module from the menu tree (see the following
screenshot)

1 The P/O Edit List Report [poedtl] is also located in the ‘Report’ folder under the 'Purchase Order' sub
folder

1 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 [ Ssetup
B8 [ Accounts Payable
2 [ Purchase Order

PO Entry (poent

P/0 Report (poentp)

Pending ltems Report (pirpt)
Won Existing PO Report (nepor)
Import an Excel File (xlint)

PO+ Workflow (powfc)
PO Form (poform)
File Manager (POFileManager)
Load DPO File (ezypo)

(3 Petty Cash

(O Journal Entry

(3 Payrall

0O 6L

[ Checks

[ Budget

[ cost

[ Support Menu
[ PSL+ Help

After that menu option is selected, the following screen will appear:
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| &8 p/O Edit List

File Edit Programs Options View Favorites Help

®* B ® & 0 O

Account Range Date Range
Starting ] Starting
Ending Ending [/ I
P/O Range
Slartmgg PO Status PloType |
Ending 8 Relieved

Open

Selection Criteria
Batch Number |
Production [PROD TRAINING
Company (All company codes)
Vendor Number (All vendor numbers)
Series (Al series codes)
Location (All Iocation codes)
Set (All set codes)
Free Field 1 | (Al first free codes)
Free Field 2 | (All second free codes)
Free Field 3 | (All third free codes)
Free Field 4 | {All fourth free codes)

Multiple Currency

{All currency codes)

Report Types

® By Account Number

© By Account [ Location Code

© By Account [ Series Code

© By Account / Set Code

© By Account / Company / Currency
O By Account w/ Merchant (spreadsheet only)
© By Location / Acct

O By Free Field 1

© By Free Field 2

O By FreeField 3

© By Free Field 4

© By P/O Number

O By P/O Type

© By Reference Number

© By Reference w/ Merchant (spreadsheet only)
O By Series Code

O By Set Code

O By Vendor Name

O By Vendor # / P/O

© By Vendor Name / P/O

© Summary By P/O

© Summary By Vendor Number

I

[m]
X

Source

Target |US Dollars
Ll
IAccount number

Print
Preview

Spreadsheet

To select criteria, press the F2 Key or rigidick in most fields to make your selection. You can also type in
the criteria in the allotted fields.

If you wish to include all criteria information, leave all fields blank except for any yellowolored fields as

yellow fields are required before proceeding in PSL+.

Account Range:

9 Start and Ending T 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:

9 Start and Ending T Effective Transaction Dates to include in the report as PSL+ is datdriven. 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 rigletick in either date feld for the calendar selection to appear
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“ Cancel help

P/O Range:

9 Starting and Ending T 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

1 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

1 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:

1 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 rightlick 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

Multiple Currency:

1 Source TIf 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 rigtdick in the field and hold downthe Control Key while
simultaneously using your mouse to select. Each currency in your database and its conversion rate are
listed in the report heading

9 TargetT 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 lietl in the report heading

Report Types:
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1 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 righthand corner of the screen, you can choose the following options to generate the
report:

1 Print T Opens the Print Dialogue box and sends the report directly to the printer

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

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

Additional P/O Screens/Reports

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

1 To access the following P/O Screens/Reports, click the 'P/O" module from the menu tree (see the
following screenshot)

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

1 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

%

[0 setup

[ Accounts Payable
[ Purchase Order
[ Petty Cash

(3 Journal Entry
3 Payroll

[ GL

[ Checks

(3 Budget

[ Cost

[ Closing

O Report

(3 support Menu
[ PSL+ Help

To select criteria for the following reporting screens, press the F2 Key or rigtlick in most fields to make
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your selection. You can also just type in the criteria in the allotted fields.

If you wish to include all criteria information, leave all fields blank except for any yellowolored fields as
yellow fields are required before proceeding in PSL+.

1 P/O Report [poentp] T Use [poentp] to print a list of all P/O transactions. The report can be run to
include P/O Type, Reference Number, Vendor and a range of P/O Numbers. You can also include Closed
P/O's, Open P/O's and/or Transferred Items. Effective and Expiry Start and Epates can also be input
as selection criteria. Also, 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 R@ort Type sorting options

1 Pending Items Report [pirpt] T 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 Numbehoose 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. Also, you can include the
Transaction Status (Postable, Deferred, Payable and Open P/O) and Multiple Currency as selection
criteria. Please note this report is also accessible in the 'A/P' module

1 Non-Existing P/O Report [nepor] T Use [nepor] 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]. You can enter a range of Vendor ID
Numbers, P/O Numbers, Start and End Dates, etc. as selection criteria. Please note depengdion your
studio restrictions; your PSL+ 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. Please email
PSL.Support@castandcrew.comif you don't see a specific PSL+ report currently listed as an option in your

database.
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Part V: 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 Items

1099 Reporting Screens

Additional A/P Screens/Reports

=A =4 =4 =4 -4 A -

A/P Entry (apte)

Accounts Payable is the obligations to suppliers of merchandise or services 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 purchae orders or not, you can input invoices before issuing a check

for the payment process. Entering new A/P invoices, looking up, modifying, setting up recurring batches,

transferring P/O distribution lines and deleting unposted A/P transactions can be doria the A/P Entry [apte]

screen.

9 NYWecHADIL T W6 WJW oAWEUQq! ! -WsoAGAUYd LLIGH 11719 19 W Wt INRHike WY Wlla) R dJFLL0,
simultaneously to open the screen.

1 A/P Entry [apte] can also be accessed in the 'A/P' module from the menu tree (see the

1 following screenshot).

1 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.

Fe J

I

a [J Setup
8 5 Accounts Payable
@ [ Vendor

e
AP Post (appost)
AP Open Items Report (apopenp)
Pending Items Report (pirpt)
Change Open ltems into Manual Checks
Modify Open Items (apopmod)
Defer Open ltems (chdef)
Woid Open Items (apvoid2)
Import an Excel File (xlint)
@ [ Checks
@ [J 1099 & ICR Reports
@ [ Purchase Order
© [J Petty Cash
@ [J Journal Entry
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€ < > >» B Qo BedP @ % @2 PaEeo
Reference Information Batch Information
Number I Created In Batch
Eff. Date I | voo [ | | Production
Description Company
Status [ ] | Bank
Currency l—
Vendor Information Invoice Information Payment Information
ID State Worked Number | Type T
Name Date | | Combine T Hold
DueDate, [/ [ Number
Amount | Date !
Amount
|
we [ ]
ACH/EFT [ | Customer #
PO Number [Account |Sers |[Locs|Sets |9 |In |FF1|FF2|FF3|FF4|Description Amount|CF|3rd Merchant

Reference Information

1 Reference Number T 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 located on the
toolbar. You can also rightclick outside a field (in which the 'Add' optiorappears) to add the next record

1 Effective Date T 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 oike defaulted date or by rightclicking in
that field for the calendar selection to appear. Please note you cannot input a date that is in a previously

closed period

Note: Please email a request td®>SL.Support@castandcrew.comif 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.

1 VOD (VAT Obligation Date)r This field appears only if UK/ATis enabled for your project. It

automatically defaults to the same date as the Effective Date. The date can be modified even after the
transaction has been posted or marked as AP Paid. The VAT Obligation Date remains open until the
transaction has been sibmitted to VAT. You may update the field at any time prior to submission
91 Description T Explanation of this A/P transaction as a whole which can hold up to 30 alpha/ nhumeric
characters. This Reference Description defaults in the distribution lines. If this field is left blank, PSL+
defaults the distribution description with the description of the first account number selected
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9 Status TOverall 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 can modify it. Once posted, it is rarked with an 'O’ for Open or 'P' for Paid once a
check has been processed. PSL+ updates the status automatically

Note: Please email a request td®?SL.Support@castandcrew.comif 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

1 Batch 1 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, &duction, Company, Bank, and Currency) and make your
selection

1 Production T Select the production from the list of available options. Use the F2 key or rightick to
access the selection list

1 Company T Displays the company name based on the selected bank information. Company codes are
managed in the Company Code Entry [sucomp] screen

1 BankTt Select the bank from the available list. Bank codes are managed in the Bank Code Entry [subank]
screen

1 Currency T Displays the currency associated with the selected bank. Currency codes are managed in
the Currency Code Entry [sucur] screen and are tied to the selected bank code

Vendor Information

1 Select the vendor needed by pressing the F2 Key or by rigtticking 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 numericdly. If the vendor does not exist in PSL+, you can add it by

pressing the F5 Key or selecting the 'Zoom' icc ‘& |ocated on the toolbar. This zooms into the Vendor

Entry [apven]screen. To search for a vendor while zoomed into the Vendor Entry [apven] scregpe 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
Q located on the toolbar. PSL+ displays how many records for that criteria exist by selecting the

'Arrow’ icons (First, Prior, Next and Las,, € < 2> ? |ocated 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' ico.# to fetch this record back to the A/P Entry [apte]
screen.

Invoice Information

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

91 Date T Date of the invoice which is separate from the Effective Date of the transaction
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Note: Please email a request td®?SL.Support@castandcrew.conto make the Invoice Number and
Invoice Date (yellow) mandatory fields.

1 Due Date T Date by which the invoice 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.

1 Amount 1 Dollar or another currency amount due for the invoice

9 Discount T Amount by which the check amount is reduced. Invoice AmountDiscount 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 PSL+ will automatically calculate the amourfbr you

Payment Information

1 TypeT Indicates the type of payment being recorded. Rightlick or press the F2 key to select from the
available options: C for Check, E for EFT/ACH, or W for Wire Transfer. This field can also be configured to
default to a specific payment type. To enable thisetting, please contact Support

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

1 Hold T Checkmark 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

1 Number T Number of the check that paid the invoice. This field is automatically filled in after the check is
printed. The Check Number field is also where you can input a manual check, ACH/EFT, or wire transfer
number. Manual checks are checks that have been handuiten or typed, rather than generated by PSL+.
Please note if a number is manually inputted in this field, PSL+ will not print a check; however, the check
number is still recorded on the Summary Check Register Report

91 Date T Date the check was issued. This field automatically defaults after the check is printed

1 Amount T Amount the check was made for less the Discount Amount. If you have combined this invoice
with other invoices payable to the same vendor, then the Check Amount field reflects the total amount of
the combined invoices. This field automatically defaults aftethe check is printed

Distribution Lines:

1 P/O Number T 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. If a P/O does
not exist for a vendor, you can manually enter it in this fiélfor 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

1 Account Number T 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 PSL+, you can add it by pressing the F5 Keyselecting the 'Zoom' icon located on the
toolbar. This zooms into the Chart of Accounts Entry [glca] screen in which you can add the account
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number immediately. Once saved, press the F1 Key, then 'F' option or select the 'Fetch' icon to fetch the
account back to the A/P Entry [apte] screen

1 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 notif the 9 field does not have
a code displayed, the 3rd Party field will not be available to select the Thifarty Vendor.

Note: Please email a request td®SL.Support@castandcrew.conto deactivate the Discount field. This

field will no longer be accessible in your database.

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

1 Amount - Dollar or another 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 riglitk in
the Amount field, a calculator displays for your convaience

Post A/P Transactions/Edit List [appost]

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 first to

generate an "Edit List": a listofthetrans HqRY Ut W! Ye k 2 W WO WHqUT WABNY! JWGYt qRU
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 stghit 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 Regist

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:

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

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

1 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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(pirpt)
Change Open ltems into Manual Checks
Modify Open ltems (apopmod)
Defer Open ltems (chdef)
Void Open Items (apvoid2)
Import an Excel File (xlint)
8 [ Checks
@ [ 1099 & ICR Reports
@ [J Purchase Order
@ [ Petty Cash

Post A/P Transactions =
File  Edit Programs Options \View  Favorites Help

e P E % @ & 0 @

-Post A/P Transactions

O
pod

gatch [ (Al batches) .
Reference (All AJP reference numbers) Preview
Vendaor (Al vendars) Spreadshest
Production (Al productions)
Company [All companies)
Bank (Al banks)
Currency _| (All currencies)
Pay Type | Al payment types)

r Report Type——

© Edit List

O Posting Register

r Report Format—— Report Sot——  Description Of

O Account Number O Account Number @ Account Number

@ Reference Number @ Entry Order O Series

O Both O Invoice Date O Lacation

O Account per Line O Set

O Vendaor Name

Clear All

D Cancel
O Include Vendor W Report
O include Merchant Vendor EXit
O include cF

Eriter a bateh number: leave blank for all
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Post A/P Transactions Selection Criteria:

1 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 simulta@ously 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:

91 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, Preview or Spreadsheet
option; this will transfer the transaction(s) to the Bible Report [bdbr]

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

Include Vendor/W9 Report:

1 Checkmark 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 pullddom the Vendor Entry [apven] screen

Include Merchant Vendor:

1 Checkmark this option to include an additional column at the end of the A/P Edit List [appost] and/or
Posting Register [appost]. This column displays the Merchant Vendor associated with each distribution
line item, if one is present

Include CF:

1 Checkmark this option to print a separate report after the A/P Edit List [appost] and/or Posting Register
[appost]. The Carbon Footprint Report is grouped by Carbon Footprint Codes and includes detailed
information for each transaction

1 Each section of the report includes: Ref #, Date, Account, Amount, Description, Code, CF Subcode,
Green Description, Vehicle Make/Model, Detail Value, and Detail Units

Print Preview the Report:

Located in the top righthand corner of the screen, you can choose the following options to generate the
report:

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

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

1 Spreadsheett Generates an Excefformat report that appears instantly on your screen. You can print
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from Excel and use additional sorting options

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

Reqgister printed? X

0 Has the register printed correctly?

W | No || Hep

If you select 'No,' PSL+ 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 N receive a prompt confirming the selected A/P transactions are now
marked posted.

Information X

0 A/P transactions posted.

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 t&SL.Support@castandcrew.comif 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.Once a transaction is posted, you are not able to rprint the Posting Register directly from the
posting screen. However, all generated reports are stored and accessible through the Archived Reports
[archrpt] module, where you can view and reprint previously run Posting RegistersFor more information on

accessing and using this module, see Archived Reports [archrpt].

Modify Open Items (apopmod)

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 tresactions.

TheA/P Open Iltems Modification Reporprints the final Bank Code change(s) for your records.

Note: You cannot change the Bank Code of an open A/P Entry [apte] transaction that contains a
distribution line transferred from a P/O.

67


mailto:PSL.Support@castandcrew.com

Cast & Crew Cast & Crew Proprietary and Confidentiali For Reci pi ent s

Open:

I 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 the following screenshot).

1 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.

=V
_ =
8 [ Setup
8 [ Accounts Payable
a [ Vendor
8 [ A/P Entry

AP Entry (apte)

AP Edit List (appost)
AP Post (appost)
AP Open Items Report (apopenp)
Pending Items Report (pirpt)

Modify Open liems (apopmod)
LISTE LI L CRLE
Void Open ltems (apvoidZ)
Import an Excel File (xlint)

8 [ Checks
@ [J 1099 & ICR Reports
@ [ Purchase Order
© [ Petty Cash
8 [ Journal Entry
a [ Payroll
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A/P Open ltems Modification - O X
File  Edit Programs Options View  Favorites Help

"
e B * @ 8 0 O

Selection Criteria

Preview

Reference number

r Change From
Bank code

Payment Type
Combine Checks
Currency code
AJP Clearing

I
]
L
H

Invoice Number .
-]
H
]
I

Invoice Date

Change To
Bank code
Payment Type
Combine Checks
Currency code
A/P Clearing
Invoice Number
Invoice Date /I

| | Clear All

Cancel

|Emer a reference number

I l I l |

- OEHR

Selection Criteria

1 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 yaumouse to select. Please note that all
transactions selected must be coded to the same Bank Code.

Change From:

1 Bank Codet Bank Code of the selected A/P Open item(s) entered in the Reference Number field
defaults.

1 Currency Codet Currency Code associated with the Bank Code of the selected A/P Open item(s)
defaults. Please note you cannot access this field.

1 A/P Clearingr A/P Clearing Account Number associated with the Bank Code of the selected A/P Open
item(s) defaults. Please note you cannot access this field.

1 Payment Typer Current Payment Type assigned to the transaction. Valid types include-Check, EEFT,
W-Wire

1 Combined ChecksrT If the transaction is part of a combined check group, the associated group number
is displayed.
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1 Invoice NumberT Displays the existing Invoice Number tied to the transaction.
1 Invoice Datet Displays the original Invoice Date entered on the transaction.

Change To:

1 Bank Codert Enter the new Bank Code to which you want the selected A/P Open item(s) to be reassigned.
Press the F2 Key or rightlick in this field to select from available codes.

1 Currency Codet Currency Code associated with the new Bank Code defaults. Please note you cannot
access this field.

1 A/P Clearingt A/P Clearing Account Number associated with the new Bank Code defaults. Please note
you cannot access this field.

1 Payment Typer Change the Payment Type to one of the valid values:Check, EEFT, WWire

1 Combined ChecksT Enter or update the Combined Check Group Number to associate the transaction
with a specific group of checks.

1 Invoice NumberT You may edit the Invoice Number as needed.

1 Invoice DateT You may modify the Invoice Date by typing in a new date or selecting from the calendar
(press F2 or righiclick in the field).

Print Preview the Report

Located in the top righthand corner of the screen, you can choose the following options to generate the

report:

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

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

Register printed? X

0 Has the register printed correctly?

ol | No || 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.

Defer Open Items (ckdef)

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 deterime if an open item has been deferred if you enter the open
item's Reference Number and press the Enter Key.

Open:
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1 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 screenshot).

91 Defer Open Items [ckdef] is also located in the 'Report' module under the 'A/P' subfolder.

1 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.

-

|v1

@ [J Setup
@ [ Accounts Payable
8 [ Vendor
2 [5 AP Entry
AP Entry (apte)
AP Edit List (appost)
AP Post (appost)
AP Open lterns Report (apopenp)
Pending ltems Report (pirpt)
Change Open ltems into Manual Checks

Import an Excel File (xlint)
8 [J Checks
& ([J 1099 & ICR Reports
8 [ Purchase Order
@ [ Petty Cash
@ [J Journal Eniry
a (O Payroll

[ ] Defer Open Items

File  Edit Programs  Options View Favorites  Help

e P ®B % @ & 0 0O

rSelection Criteria Def

Reference number ] |
Due Date [

Discount amount {J.{){J| Clear All

Cancel
[0 Defer Indefinitely

[4+]
(44}

EXit

Help

Enter a reference number

Selection Criteria

1 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 righdk in the Reference Number
field to select a transaction from the list. The Due Bte and Discount Amount fields default if you entered
them in the original transaction or if you have already modified these fields in this screen.

1 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, thatate displays instead. When you change the

\l
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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 seletion to appear or manually type in the date.

1 Discount Amount- Amount by which the check amount is reduced. Invoice AmounDiscount Amount =
Check Amount. You can neither modify a Discount Amount unless it was initially entered in A/P Entry
[apte] nor increase a Discount Amount. You can only reducae 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 rightlick in the Discount Amount field for the calculator option to display or manually type
in the amourt.

1 Defer Indefinitely- Checkmark 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 uncheckhis option.

Defer:

1 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. PSL+ automatically saves change and clears the screen. Please note
the Defer Open Items [ckdef] screen does nogenerate a report.
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Void Open Items (apvoid?2)

The Void Open Items [apvoid2] program is used to void an A/P Open item(s) and/or reissue the original A/P
transaction(s) if needed. The Voided Open Items Register prints the voided change(s) for your records.

Open:

1 To access the Void Open Items [apvoid2] screen, click the 'A/P' module, then click the 'A/P Entry' sub
folder from the menu tree (see following screenshot).

1 Void Open Items [apvoid2] is also located in the 'Report' module under the 'A/P." siiblder.

1 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

AP Entry (apte)

AP Edit List (appost)

AP Post (appost)

AP Open Items Report (apopenp)
Pending Items Report (pirpt)

Change Open ltems into Manual Checks
Modify Open Items (apopmod)

Ui Upei e (onae)
Void Open ltems (apvoid2)

B8 [ Checks

@ [J 1099 & ICR Reports
@ [ Purchase Order
© [ Petty Cash
@ [J Journal Entry

Void Open ltem = O et
File Edit Programs Options View  Favorites Help

¢ P ®m % @ 8 0 O

- Open ltem Selection

Reference Number | | | Preview Edit

Void Date

Reissue Cancel

Void A/P

Clear All

Void date

ll

Open Item Selection

\l
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1 Reference Numberr Select the Reference Number of the A/P Open item(s) which you want to void. To
choose multiple A/P Open item(s), press the F2 Key or rightick in the Reference Number field and hold
down the Control Key while simultaneously using youmouse to select.

1 Void DateT Enter or confirm the date on which the selected A/P Open item(s) will be marked as void. This
date defaults to the current date. To change the date, manually enter a new one, or press the F2 key or
right-click in the field to open the calendar selector.

1 Reissuet Checkmark 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 righthand corner of the screen, you can choose the following options to generate the

report:

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

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

1 Void A/P- Opens the Print Dialogue box, sends the report directly to the printer and begins the voiding
process.

Once you select 'Void A/P' and the report has printed, PSL+ displays the following message prompt:

X

? Hasthe register printed correctly?

Yes ‘ No H Help

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

X

Void/Reissue is done. Would you like to reprint the Voiding Register with the Reference Numbers for the Reversal
= andReissued A/P?

Yes | No H Help

If you select 'Yes,' the Voided Open Items Register prints and the selected A/P transactions are now voided
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, PSL+ automatically updates the A/P transaction(s) status
as follows:

9 Original A/P transaction(s) is marked with a V' for Void.

1 Reversal A/P transaction(s) is marked with an 'R’ for Reversal.
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1 Reissued A/P transaction(s) is marked with a ‘U’ for Unposted to make any necessary modifications.

1099 Reporting Screens

PSL+ offers 1099 Screens/Reports which are listed below.

Open:

1 To access the following 1099 Screens/Reports, click the 'A/P' module, then click the '1099' and '1099'
ICR' subfolders from the menu tree (see following screen shot).

1 These additional 1099 Screens/Reports are also located in the 'Report' module under the 'Vendors' sub
folder.

1 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.

ICR Report (icr1099)

1099 Forms and Report (bd1099)

1099 File Maker (f1099)

Cross Project 1099 (cp1099)

1099 Merge 1099 Tape Files (mrg1099)

To select criteria for the following reporting screens, press the F2 Key or rigtlick in most fields to make
your selection. You can also just type in the criteria in the allotted fields. If you wish to include all criteria
information, leave all fieldsblank except for any yellowcolored fields as yellow fields are required before
proceeding in PSL+.

1 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 thport format
as Detailed, Summary, Blank Tax ID, Paper 1099 Form or 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, Withblding Taxes only, T4 only, Federal Filing Limit and Nd:©99'able
Items in addition to Multiple Currency, etc. as selection criteria.
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1 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
Developmernt Department). To find out more about Independent Contractor Reporting or sending the file
to the EDD, visit the EDD web site atww.edd.ca.gov. Please note if you need to reset the ICR Export

Date for any reason, please emaiPSL.Support@castandcrew.com

1 1099 File Maker [f1099]- Use [f1099] to create a single 1099 electronic filing (eFile) for a specificoject.
This program generatesthe IRB Y1 G ¢ qaq 3T W[ RGWWHYUqe¢ RURUNDWe GG WG RNRAD N
employees based on the selected tax year and filing criteria.

1 Cross Project 1099 [cp099] - Use [cpl099] to create a consolidated 1099 electronic filing (eFile) by
merging data from multipleprojects that are hosted on the same PSL server. For example, if all
productions are hostedon PSHf 2?2 Ax OE W= AWqg6 Rt WGI YNNI ¢aWs RGGWARYGHRUWDWq 6
projects into a single eFile for submission.

1 1099 Merge 1099 Tape Files [mrg1099F Use [mrg1099] to create a consolidated 1099 electronic filing
(eFile) by merging data from multiplgorojects that are hosted on different PSL servers. For example,
proejcts hosted on PSEINDPLUS 2 and a Studispecific server can be combined into a single eFile for
submission.

Note: The reports are available in either Print, Preview and/or Spreadsheet formats. Please email

PSL.Support@castandcrew.comif you don't see a specific PSL+ report currently listed as an option in your
database.

Additional A/P Screens/Reports

PSL+ 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:

1 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 screenshot).

1 These additional A/P Screens/Reports are also located in the 'Report’ module under the 'A/P' sigider.

1 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.

1 Account/Vendor Totals Report [accvt] - Use [accvt] to print a total for each Account/Vendor
combination. Only paid (or voided) 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 ofdéeD
Numbers, Starting and Ending Account Numbers and Multiple Currency as selection criteria.
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1 A/P Open Items Report [apopenp] - Use [apvena] to track A/P transaction activity by vendor. You can
choose the Report Type (Vendor ID, Vendor Name, State or Invoice) and include the Transaction Type
(Unposted, Open, Paid and/or Void). You can also enter a range of Vendor ID Numbers, Stad End
Dates, Multiple Currency, etc. as selection criteria.

1 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 Itgn&tart and
End Dates, etc. as selection criteria.

1 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 Numise 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. Also, you can include the
Transaction Status (Postable, Deferred, PayableOpen P/Q Draft AB, Multiple Currency, etc. as
selection criteria. Please note this report is also accessible in the 'P/O' module.

1 Change Open Items into Manual Checks [ckman] - Use [ckman] to change open status A/P items into
manual checks. This program allows you to convert eligible open A/P transactions to manual check
payments within the system. You must enter the A/P Reference Number, assign the Check Number, and
specify the Check Date to convert the selected open item into a manual check payment.

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

PSL.Support@castandcrew.comif you don't see a specific PSL+ report currently listed as an option in your
database.
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Part VI: Petty Cash

This section will address the following programs:

il

f
f
f

P/C Entry

Post A/P Transactions/Edit List

P/C Crew Advances/Activity Report
P-Card Advanced View/Report

Petty Casht 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), Pettyash Receipts and Petty Cash Returned (Accounted for

Amount). To disburse Petty Cash to each vendor and 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.

Important : You cannot access the P/C Entry [pcent] screen until your User ID and default codes are set

up. If not, a warning message will appear when you open the screen.

SLS Codes

Before opening this program, you must set up your Series, Location
and Set Codes.

procucton [N |

Cancel

Production
I I I N

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:

il

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

1 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
(3 Accounts Payable
[3J Purchase Order

PC Entry (pcent)

L] [

PC Post (pcpost)

PC Crew Advance Report (pcar)
P_CARD View/Report (pcardip)
Import an Excel File (xlint)
Cashet PCard View/Report (pcardip2)
8 [ Vendor

(3 Journal Entry

(3 Payroll

0 GiL

[ Checks

[ Budget

[ Cost

[ closing

(O Report

(3 Support Menu

(3 PSL+ Help

After that menu option is selected, the following screen will appear:
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0 - HOME 2-P/O 4 - CHECKS [ 6-PAYROLL | /- COSTREPORT | B - BIELE | 3 - TRIAL BALANCE

File  Edit  Programs  Optiens  View Favorites  Help

€ < > > B9 Qo e dPBEB W Q

r Reference Information r Batch Information

Number Batch

Eff. Date Production

Description Company

Status [ ] Bank

Currency :I
rVendor Infarmation Envelope Information
Number
ID | | | | | Amount Advanced
State Worked | || |Accounted for Amount

Advance Account | || | Amount Distributed

Account |sers  [Loes  [sets  [wa o [in [FF{FFFFFF4Descripion | amountCH3rd  |Merchant

Reference Information:

1 Reference Number - Systemrassigned 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 located on the
toolbar. You can also rightclick outside a field (in which the 'Add' optiorappears) to add the next record.

91 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 rightclicking in that field for the calendar lection to appear. Please note you
cannot input a date that is in a previously closed period.

<< | June 2023 AN

SunlMonITuelWed Thul Fri | Satl

1 2 13
4| 5|67 9 |10
M [12 (13 (14 |15 |16 | 17
18 [19 [20 (21 |22 |23 | 24
25 |26 |27 | 28 | 29 | 30

oK Cancel help

Note: Please email a request td®>SL.Support@castandcrew.comif you need a transaction's Effective
Date changed and include the Reference Number(s). Please be advised depending on your specific studio's

80

Cast & Crew Cast & Crew Proprietary and Confidentiali For Reci pi ent 6s


mailto:PSL.Support@castandcrew.com

Cast & Crew Cast & Crew Proprietary and Confidentiali For Reci pi ent s

guidelines; the Support Department may need to obtain approval from your Studio Finance Executive before
proceeding.

91 Description - Explanation of this P/C transaction as a whole which can hold up to 30 alpha/numeric
characters.

9 Status T The 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 can modify it. Once posted, it is marke with a 'P' for Posted. PSL+ updates the status
automatically.

Note: Please email a request td®?SL.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:

1 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, Prodttion, Company, Bank, and Currency) and make your
selection. Please note the Bank Code field set up 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 set up in Vendor Entry [apven] are displayed in the vendor pick list in
Ao9WEUq! ! Wa GHINIUqge OWNSRY WRt WT YUWWAH! W6 WIHET Wacl t RUNWaa6 ULWb
Account or PCard Advance Account fielthecomes accessible in Vendor Entry [apven].

1 Select the vendor needed by pressing the F2 Key or by rigtticking 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 numericdly. If the vendor does not exist in PSL+, you can add it by
pressing the F5 Key or selecting the 'Zoom' icon located on the toolbar. This zooms into the Vendor Entry
[apven] screen. To search for a vendor while zoomed into the Vendor Entry [apven] screigpe 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
located on the toolbar. PSL+ display®iow many records for that criteria exist by selecting the 'Arrow'
icons (First, Prior, Next and Last) 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 Keyem 'F' option or select
the select the 'Fetch' icon to fetch this record back to the P/C Entry [pcent] screen.

Envelope Information:
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1 Envelope Number - User-defined code or number identifying each P/C or PCard envelope which can
hold up to eight alpha/numeric characters. The concept of an envelope is that it represents a transaction
grouping that involves either the disbursement and return of physicalash (for Petty Cash), or
reconciliation of card receipts (for PCard). Receipts are kept in an envelope for future reference, and the
transactions are listed on the front of the envelope.

Note: Please email a request td®>SL.Support@castandcrew.conto make the Envelope Number a yellow
highlighted field as yellow fields are required before proceeding in PSL+.

1 Amount Advanced (Petty Cash Only) - Dollar or other currency amount that is being given (advanced) to
the P/C Vendor. This field is not used for PCard transactions. After inputting the Amount Advanced for
Petty Cash, PSL+ automatically creates two distribution lines:

0 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).

0 The second automated line 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).

9 Itis accounted for Amount - Total amount (total cash + receipts for Petty Cash, or total receipts for
PCard) that is being received or reconciled from the vendor. After inputting the Accounted For Amount,
PSL+ automatically creates one distribution line displaying the Advance Accoubhtumber (Petty Cash
Advance Account or PCard Advance Account) for the vendor set up in the Vendor Entry [apven] screen

1 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 canave the P/C Entry [pcent]
transaction. Please note you cannot access this field.

Distribution Lines:
PSL+ automatically creates distribution line(s) once you enter an amount in the Amount Advanced and
Accounted for Amount fields.

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

1 Second Amount Advanced Distribution Line (Petty Cash only) - 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).

1 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 appropriate Advance
Account Number (Petty Cash or PCard) for the vendor set up in the Vendor Entry [apven] screen. This
applies to both Petty Cash and PCard transactions.
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Note: Please email a request td®SL.Support@castandcrew.conto 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 PSL+ automatically create the distribution line(s), input the following fields manually.

1 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. If the account number doesn't exist in
PSL+, you can add it by pressing the F5 Key or selecting the 'Zo@uh 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 to fetch the account
back tothe P/C Entry [pcent] screen.

1 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 notif the 9 field does not have
a code displayed, the 3rd Party field will not be available to select the Thilarty Vendor.

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

1 Amount - Dollar or another 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 rightick in the Amount field, a calculator displays for your
convenience.

. Tips

1 Make sure to input all yellow highlighted fields as yellow fields are required before saving in PSL+.
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1 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).

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

1 Toinsert 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.

1 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 . A red strikethrough line appears which is deleted upon saving.

1 To search for an existing entry, press the F7 Key or select the 'Find' icon 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' Keyatil you find the entry needed.
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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 first to
generate an "Edit List": a list of the tranactions you've selected before 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 stghit 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 Regis

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

Open:

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

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

1 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.

.
B8 [ Setup

B [ Accounts Payable
8 [ Purchase Order
[ -]

The screen then appears.
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Post P/C Transactions

File  Edit Programs Options View Favorites Help
e B " @ 8 0 0

Post P/C Transactions
Batch  [IEMEEEEE  [AU batches) |
Reference | |(AII reference numbers) |
Vendor | | [(All vendors) |
Production (All productions)
Company (All companies)
Bank | | (Al banks) |
Currency |:| |(AII currencies) \
rReport Type

© Edit List | \

O Posting Register | \

rReport Format rReport Sort

O Account Number O Account Number
© Reference Number @® Entry Order

O Account per Line

O Vendor

Description Of ———
® Account Number
O Series

O Location

O Set

[ Include Merchant Vendor

[ Include CF

Clear All
Cancel

EXit

Enter a batch number; leave blank for all

Post P/C Transactions Selection Criteria:

il

1 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 simulta@ously 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. 142 © 2018 Cast and Crew

Entertainment Servces

Report Type:

91 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].

Print/Preview the Report: Located in the top righhand corner of the screen, you can choose the following

options to generate the report:

9 Print- Opens the Print Dialogue box and sends the report directly to the printer.
1 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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1 Spreadsheet Generates an Excel format report and appears instantly on your screen. You are still able
to print from the Excel format. Please note that if you select this option, you can have additional sorting
options within Excel.

Note: You can edit posted items in the Posted Transaction/ltem Editor [glfix] within the J/E module,
subject to your User ID and studio permissions. P/C Entry [pcent] distribution lines created automatically by
PSL+ will not appear in [glfix]; only manually crdéed lines can be edited. To unpost a transaction, email
PSL.Support@castandcrew.comwith the Reference Number(s). Depending on studio policy, Support may

need approval from your Studio Finance Executive before proceeding.

Note: You cannot 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
PSL.Support@castandcrew.comwith the approximate date and time that the report was

run. PSL+ houses all generated reports on a server.

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 Aaunted for Amounts).

Open:

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

1 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].

1 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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[ Setup
[ Accounts Payable

[ Purchase Order
[= Petty Cash
PC Entry (pcent)
PC Edit (pcpost)
PC Post (pcpost)

PC Crew Advance Report (pcar)

P_CARD View/Report (pcardIp)
Import an Excel File (xlint)

Cashet PCard View/Report (pcardip2)
@ [ Vendor

s
-
2
s
2
<

Payroll

G/L

Checks
Budget

Cost

Closing
Report
Support Menu
PSL+ Help

CoCCoooio

The screen then appears.
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[ ] P/C Crew Advances

File Edit Programs Options View Favorites Help

e BB % @ & 0 0

Vendor Range
steting I
Ending { |

Spreadsheet

Transaction Selection rDate Range

Production [ (All productions) Starting [

Company \ Ending !

Bank [ | (All banks) Envelope Information

Currency |:| \(AII currencies) Number I:l

P/C Cash Account Range
Starting (first account) |
Ending (last account) \

Report Selection rJE Transactions
[ show detail [ ]

& Include P/C Transactions Clear Al
[ Include A/P Transactions
[ Include J/E Transactions

Vendor Number

| I I I 8
To select criteria, press the F2 Key or rigitick in most fields to make your selection. You can also just type
in the criteria in the allotted fields.If you wish to include all the criteria information, leave all fields blank.

Vendor Range:

9 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:

1 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 rightlick in that field andhold 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:

i Starting and Ending Effective Transaction Dates to include in the report as PSL+ is datriven. To
restrict the report to only include information for a single date, input the same date in both the Starting
and Ending fields. To select all dates frormception to future, leave bothfields blank. Press the F2 Key or
right-click in either date field for the calendar selection to appear.
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<< = June 2023 = ==

SunlMonITuelWed Thul Fri | Satl
1 2 13
4 5| 6|7 89 |10
M [12 (13 (14 |15 |16 | 17
18 [19 [20 (21 |22 |23 | 24
25 |26 |27 | 28 | 29 | 30

“ Cancel help

Envelope Information:

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

P/C Cash Account Range:

9 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 fieldblank. 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.

Report Selection:

Show Detail- Checkmark to include detail distribution data for each transaction.
Include P/C Transactions- Checkmark to include transactions that were entered in P/C Entry [pcent].
Include A/P Transactions Checkmark to include transactions that were entered in A/P Entry [apte].

= =4 =4 =

Include J/E Transactions Checkmark to include transactions that were entered in Journal Entry [jete].

J/E Transactions:

1 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 Seledhn area.

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

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

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

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

Use the Advanced PCard View/Report [pcardlp2] screen to view and manage purchasing card transactions
imported from integrated third-party providers. This enhanced version supports external purchasing
platforms and allows Productions to reconcile RCard activity efficiently within PSL+. Transactions can be
viewed by card number and date range, coded to the appropriate accounts, and then imported directly into
Petty Cash Entry [pcent].

Open:

- To access the advanced FCard View/Report [pcardlp2], click the 'P/C' module from the menu tree
(see the following screenshot).
- 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.

8 [J Setup

0O ap

a (Jro

B8 [ PiC
@ [ Vendor
Entry (peent)
Edit (pcpost)
Post (pcpost)

Advance Report (pcar)

Entry (apven)
Vendor Listing (apvenp)

dvanced P-Card V| |~=w Report (pcardip2)

The screen then appears.

R Advanced P-Card View/Report — a X
File Edit Programs Options \View Favorites Help
[« < > » B8 Qo EeO@b®% a2 Ppazo
[ Card Information —————— rinclude Sort Envelopes by Default Codes m
card Number | NN | | © New © Envelope Number |  production [ Series
O Exported | | O New ontop Total Billing Amount Location
O Both O Exported on top Total Marked for Export set |
-_Erwalopes - - m|
Export?|St[Envelope Number_|Ref Description [sw_[Batch |Bank_ [comp [cur_[cardName [Card Number | Envelope Totall
Account Number |Sers]Lo¢.siSels|9Il_n]FHJFleFFB\'FFd]EnveIopeNumber [Dnleescrlmmn IS:JTransaclionDale I Merchant Name | Billing Amounf
Clear All
|Card Number
|Ervter search eriteria | | | |l
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Card Information:

1 Card Information - 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. Taetect all Card Numbers, leave this field blank.

Transaction Date Selection:

1 Start Date and End Dates to include for viewing the FCard transactions. Press the F2 Key or rigidiick
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 datén both the Start Date and End Date fields. To select all dates from
inception to future, leave both fields blank.

<< |« June 2023 A

SunlMonITuelWed Thul Fri | Satl
1 2 |1 3
4 |5 | 6|7 g9 [ 10
1M |12 (13 |14 [15 |16 [ 17
18 |19 | 20| 21 [ 22 | 23 | 24
25 | 26 |27 | 28 | 29 | 30

m Cancel help

s Fl

Include:

1 New- Select to only include data which has not previously been exported by by AdvancedIard
View/Report [pcardlp2] into PC Entry [pcent].

1 Exported- Select to only include data which has previously been exported by Advanced@ard
View/Report [pcardlp2] into PC Entry [pcent].

1 Both- Select to include both New and previously Exported data.

Sort By:

f ANI ¢Ut ¢cAqRYUW?2cquAk Wh NUs WY UWLqYGABWHLE+GY!I qUT WYUWqY Gb W
your preference.

Amounts:

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

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

Default Codes:
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1 To automatically populate emptySeries Location, and Set Codefields in the Envelope Line Item Details,
default codes can be assigned. Once the default codes are in place, they will appear on the line items
upon export to PC Entry [pcent].

Start to Populate Data:

1 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 tmark a transaction for export and select the account number
and Envelope Number (if any).

Envelopes:

1 Export Checkmark to indicate that a given line item should be part of the export to PC Entry [pcent]
process.

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

o0 N (New)- The transaction status is New and has not been previously exported in Advancedard
View/Report [pcardlp2]

o E (Exported) The transaction status is New and has not been previously exported in Advanced P
Card View/Report [pcardlp2] PSL+ updates the status automatically when exporting to PC Entry
[pcent]. Please note you cannot access this field.

1 Envelope Number- Envelope number associated with the transaction, typically used to reference
receipts submitted to the accounting office. Received through integration, this field is not editable.

1 Ref Description, Batch, Bank, Comp, and Cur are required to be filled out prior to exporting to PC Entry
[pcent].

1 Card Name: Name of the Card Holder, this information is pulled from the Vendor Entry [apven] module.
The last 6 digits of the card number must be assigned to a vendor for this to be populated and linked to
the correct vendor.

1 Card Number: Card number associated with the envelopeReceived through integration, this field is not
editable.

Envelope Line Item Details:

1 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 PSL+, you can add it by
pressing the F5 Key or selecting the 'Zoom' icon lated 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 to fetch the account back to theGard View /Repot
[pcardlp] screen.

1 Transaction Date- Displays the Transaction Date for a given line item. Please note you cannot access
this field.
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1 Merchant Name- Displays the Merchant Name for a given line item. Please note you cannot access this
field.

1 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 cannot access this field.

. Tips
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1 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).

Print/Preview the Report: Located in the top righhand corner of the screen, you can choose the following

options to export and generate the report:

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

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

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

1 PC Export Allows you to export the selected transactions directly to PC Entry [pcent] in which you can
post after that. Please note the selected transactions must have an account number input before
exporting to PC Entry [pcent].
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Part VII: Journal Entry

Journal Entry

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

= =4 =4 =4 4

Import and Excel File

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 codng and amounts as well as recording bank charges and interest
payments, etc.

Open:

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

1 Journal Entry [jete] can also be accessed in the 'J/E' module from the menu tree (see the following
screenshot).

1 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
[ Accounts Payable
[3 Purchase Order
[ Petty Cash
8 [ Journal Entry

JE Edit (jepost)

JE Post (jepost)

Import an Excel File (xlint)

JE/PC Reverse/Reissue/Copy (revtrans)

Posted Transaction Editor (glfix)
Posted Transaction Editor Report (glfixp
Posted Items Editor (glfix)

Report
Support Menu
PSL+ Help

The screen then appears.
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0 - HOME 2-P/O EEREIS | 4 - CHECKS | 5- PETTY CASH | 8- PAYROLL | 7 - COST REPORT | & - BIBLE | 8 - TRIAL BALANCE

File Edit Programs Options View  Favorites Help
« < > » @O Qo B e P % Q2 PO
r Reference Information r Batch Information
Number Batch
Eff. Date ! Production
Description Company
Status Currency
rJournal Information
JENumber [ ] Total Debits
Total Credits
Account |Sers ]Locs ISets IWIA Iln |FF1FF1FFdDescription I AmoundCHMerchant
[ | |
hransaction reference number
[Enter search criteria. or add data I I [ .

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

1 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 changebly 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.

<< = June 2023 = ==
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4 | 5|67 9 |10
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oK Cancel help

Note: Please email a request td®SL.Support@castandcrew.comif you need a transaction's Effective
Date changed and include the Reference Number(s). Please be advised depending on your specific studio's
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guidelines, the Support Department may need to obtain approval from your Studio Finance Executive before
proceeding.

1 Description - Explanation of this Journal transaction which can hold up to 30 alpha/numeric characters.
This Reference Description defaults in the distribution lines. If this field is left blank, PSL+ defaults the
distribution description with the description of the first account number selected.

9 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/JE Transactions [jepost] screen. If the transaction is marked with an unposted status,
you are able to modify it. Once postedit is marked with a 'P' for Posted. PSL+ updates the status
automatically.

Note: Please email a request td®>SL.Support@castandcrew.comif 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:

1 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, Prodttion, Company and Currency) and make your selection.

Journal Information:

1 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/ humeric characters.

1 Total Debits- Total amount of the debit entries calculated in the distribution lines. Please note you
cannot access this field.

1 Total Credits- Total amount of the credit entries calculated in the distribution lines. Please note you
cannot access this field.

Note: When entering a new Journal Entry, PSL+ 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 beferthe number) in the distribution line Amount field
increases the total credits. Please be advised debits and credits must equal before you can save the
transaction.

Distribution Lines:

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

1 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. If the account number doesn't exist in
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PSL+, you can add it by pressing the F5 Key or selecting the 'Zoom' icon 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 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.

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

1 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 Amouriefd, a calculator displays for your convenience.

1 Total Credits- Total amount of the credit entries calculated in the distribution lines. Please note you
cannot access this field.

Journal Entry Wads 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/Item Editor [glfix] depending on your User ID access
level). This includes Account, Series, Locé@bn, 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 l@zhbn the toolbar; the
transaction appears in which you can proceed with the necessary modifications from there.

Note: Lines in a posted Journal transaction cannot be added or deleted from the Journal Entry [jete]
screen.

After you make the necessary modification(s), make sure to save. PSL+ creates a hew, unposted Journal
Entry Reference Number reflecting the new distribution change(s) which is referred to as a Journal Entry
WASIS as the new transaction displays the WAS pat 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. PSL+ automati¢talupdates the
Reference Description of this new, unposted Journal transaction to 'WAE FROM REF #' (# = original Journal
Entry Reference Number). Please note you still must post the new Journal Entry WISSransaction in the

Post J/E Transactions [jepst] screen.

Tips
1 Make sure to input all yellow highlighted fields as yellow fields are required before saving in PSL+.
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1 To save this entry, select 'Save' icon located on the toolbar.

1 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). To add another
distribution line, press Enter or Tab where the lastie was entered.

1 Toinsert 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.

1 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. A red strikethrough line appears which is deleted upon saving.

1 To search for an existing entry, press the F7 Key or select the 'Find' icon 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' Keystil you find the entry needed

Post J/E Transactions/Edit List

Use this screen to review and post Journal Entry transactions individually or all transactions at the same
time. Before posting, generate an Edit List to confirm transactions and check for errors. The Edit List can be
printed or viewed on screen. If corrections are needed, update them in the Journal Entry [jete] screen, then
regenerate the Edit List to verify. Oncall entries are correct, proceed with the Posting Register.

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

1 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 a you can view both reports from the same screen.

1 The Post J/E Transactions/Edit List [jepost] screen is also located in the 'Report’ module under the
‘Journal Entry' subfolder.

1 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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[ Setup

[ Accounts Payable
[ Purchase Order
[ Petty Cash

8 [ Journal Entry

JE Entry (jete

JE Edit (jepost)

JE Post (jepost)
Import an Excel File (xlint)
JE/PC Reverse/Reissue/Copy (revtrans)

Posted Transaction Editor (glfix)
Posted Transaction Editor Report (glfixp
Posted Items Editor (glfix)

The screen then appears.

Post J/E Transactions

File  Edit Programs Options View  Favorites Help

e P B % @ & 0 0

rPost JIE Transactions |
Batch I (Al batch numbers)
-
Reference | | |(All reference numbers)
Production | | |(All productions)
Company | | |{AII companies)
Currency l:l (Al currencies) |
Report Type ————
Clear All
@ Edit List | |
O posing Fegter | |
R L —r

Enter a batch number: leave blank for all

-

Post J/E Transactions Selection Criteria:

1 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 usinthe mouse to select. By selecting, this isolates
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the report to only display items based on the code(s) selected. If you wish to select all unposted Journal
Entry transactions, leave all fields blank.

Report Type:

1 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 transacton(s) to the Bible Report [bdbr].

Report Formats:

1 '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 righthand corner of the screen, you can choose the following options to generate the
report:

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

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

1 Spreadsheet- Generates an Excel format report and appears instantly on your screen. You are still able
to print from the Excel format.

Note if you select this option, you can have additional sorting options within Excel.

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 t&SL.Support@castandcrew.comif 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: Once a transaction is posted, you cannot reprint the Posting Register directly from the posting
screen. However, all generated reports are stored and accessible through the Archived Reports [archrpt]
module, where you can view and reorint previously runPosting Registers. For more information on
accessing and using this module, see Archived Reports [archrpt].

Posted Transaction/ltem Editor

The Posted Transaction/Item 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
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distribution fields can be changed in this program: Account, Series, Location, Set, 1099, Insurance, Free
Field(s), Description, Amount and 3rd Party.

Note: If you do not have access to make distribution changes in the Posted Transaction/ltem Editor

[glfix], email PSL.Support@castandcrew.conto request access:

91 Full Access: edit all distribution fields

91 Limited Access : edit select fields only

Access may require Studio Finance Executive approval, depending on studio policy. If you lack access, a
warning message will appear when attempting changes (e.qg., editing an account number).

You cannot change the account number.

Open:

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

1 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.

l

[ setup
[J Accounts Payable

[ Purchase Order
[ Petty Cash
[=7 Journal Entry
JE Entry (jete)
JE Edit (jepost)
JE Post (jepost)
Import an Excel File (xlint)
JE/PC Reverse/Reissue/Copy (revtrans)

Posted Transaction Editor (glfix)
Posted Transaction Editor Report iglfixp
Posted Items Editor (glfix

The screen then appears.
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® Posted Item Editor
File  Edit Programs Options View Favorites Help

€ < > » B8 Ao B ePPE® * &= Pao !

Reference Information

Number Bt Date [ Batch
Description | | Production
Company
Currency
Vendor ID | State Worked Original Amount
Vendor Name | Current Amount
J/E Number
l
Account |ser |Loc [set |wya lo | [rF1|Fr2|Fra|Description [ Amount| CF|3rd |Merchant
[Reference number
[Enler search criteria I ] [ ..;EJ

Reference Information:

1 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 located on the toolbar; the
transaction appears in which you can proceed with th@ecessary modifications.

1 The fields available for editing in the Reference/Header section depend on the transaction type. See
below for a breakdown of which fields can be modified:
0 A/P Entry [aptelr Reference Description, State Worked
o Journal Entry [jetelr Reference Description, Company, Currency, JJE Number
o Petty Cash Entry [pcentlr Reference Description, Company, Envelope Number
o Payroll Entry [prent]r Reference Description

1 All other fields in the Reference/Header section are not accessible.

Distribution Lines:

1 naqll WIU0qWl RUNWq6 WWARINII BUHRHDW 2a AW WRUWa6 WWAINIIL IUHII
lines will default. To edit codes (Account, Series, Location, Set, 1099, Insurance, Free Field(s),
Description, Amount, or 3rd Party), press F2 or righdlick in the field. In the Amount field, this action
opens a calculator for convenience.

Note: P/C Entry [pcent] distribution lines created automatically by PSL+ do not appear in the Posted
Transaction/ltem Editor [glfix] and cannot be changed there. Only manually created P/C lines are visible. To
edit automatically created lines, use the Journal Emy [jete] screen. Offset lines from A/P Entry [apte] also do
not appear in [glfix].
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Important: PSL+ will not save changes unless the original debit and/or credit amounts remain
unchanged. The Posted Transaction/ltem Editor [glfix] also does not provide an audit trail.

Tips
1 Enter all yellowhighlighted fields; yellow fields are required before saving.
1 To save, click the Save icon or use F1:
0 U (Update): saves and stays on screen
0 A (Accept): saves and clears screen (most common)
1 To add another line, press Enter or Tab at the last line.
1 Toinsert aline, place the cursor and press F4 or click the Add icon (line is added below).
1 To delete a line, place the cursor, press F10 or click the Delete icon (line shows strikeough, removed
on save).
1 To search, clear the screen, press F7 or click the Find icon, then scroll with arrow icons or use Page
Up/Page Down.

G/L Transaction Changes Report

This report, also called the G/L WASS Report, shows distribution changes made in the Posted
Transaction/ltem Editor [glfix]. It displays the WAS (original values) and the IS (updated values) for each
distribution line.

Open:

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

1 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
[ Accounts Payable

[ Purchase Order
[ Petty Cash
[ Journal Entry
JE Entry (jete)
JE Edit (jepost)
JE Post (jepost)
Import an Excel File (xlint)
JE/PC Reverse/Reissue/Copy (revtrans)

Posted Transaction Editor (glfix

Posted Transaction Editor Report (glfixp
Posted Items Editor (glfix)
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The screen then appears.

@ G/L Transaction Changes

File Edit Programs Options View Favorites Help
¢ BB % @ & 0 0

From To

Effective Date [/ /] Il

Account Number | | |

Reference Number ]:|

User \ | Insurance

[ ]
Company ] FF1 ]
Source :’ FF2 :
Production ] FF3 ]
L ]
[ ]

— JIE Number

Currency | |
1099 3rd Party ]

Env Number \

Starting effective date
. F

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:

i1 Effective Date T Transaction Effective Dates to include in the report as PSL+ is datiiven. 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 futureebve both fields blank. Press the F2 Key or right
click in either date field for the calendar selection to appear.

<< |< June 2023 A

SunlMonITuelWed Thul Fri | Satl

1 213
4 |5 |6 |7 9 |10
Mm[12 (13 (14 15|18 | 17
18[9 (2021 |22 |23 |24
25 |26 |27 | 28|29 | 30

oK Cancel help
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1 Account Number T Account humbers 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.

1 Reference Number 1 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:

1 PressF2 or rightclick in any field (User, Company, Source, Production, Series, Location, Set, 1099,
fUtel ¢cURDAW] I DUOW[ RUJGT bit b Allso EW 2GHII AaWwWoezl | JUH! AWOI T LW
fields allow multiple selectionsy use F2 or righiclick, then hold Ctrl while selecting with your mouse.
The report will display only items matching the selectedodes.

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

1 Print T Press the F1 Key, then 'R' option or select the 'Print' icon to open the Print Dialogue box and send
the report directly to the printer.

1 Preview T 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.

Import an Excel File

The Import an Excel File [xlint] program allows you to import data from an Excel Spreadsheet into PSL+ 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 ino PSL+ with an unposted status; therefore, you can make any
necessary modifications before posting.

Note: Use the provided Excel template to format your data before import. The template includes 12
columns (AL), including Free Fields 4. If not used, leave these columns blank. PSL+ will automatically
exclude them during import.

,l;ACCOUNTNUMBER SERIES CODE LOCATION CODE SET CODE WA 1099 CODE INSURANCE FF1 FF2 FF3 FF4 MERCHANT DESCRIPTION AMOUNT

]
2

L
Please email a request td®SL.Support@castandcrew.comif you would like the PSL+ Excel template emailed
to you, or visit theCast & Crew Help Centeto download the template.

Open:

1 To access the Import an Excel File [xlint] screen, click the 'J/E' module from the menu tree (see following
screen shot).
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1 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
[ Accounts Payable

[ Purchase Order
[ Petty Cash
[ Journal Entry
JE Entry (jete)
JE Edit (jepost)

JE Post (jepost
Import an Excel File (xlint)

JE/PC Reverse/Reissue/Copy (revtrans

Posted Transaction Editor (glfix)
Posted Transaction Editor Report (glfixg
Posted Items Editor (glfix)

The screen then appears.
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File  Edit Programs Options View  Favorites Help
& B P & 8 00 |
Interface File m
Select File [ ‘

Transaction Typ Report Type

® JE ©® Edit List

Oro O Loading Register

O AP

Orc Reference Description

O VA

r Default Distribution Codes

|
|
J/E Number 4]
Batch
Production PROD SHOW NAME HERE
Company 01 TestDb
[ ]
Currency us Dollars Decimal Digits
Location FF2 |
Set 000 DEFAULT FF3 | EXit
Insurance [ [
—

I [ [ !I—‘

Once the data is entered into the Excel Spreadsheet correctly, save the file as a Text/Tab delimited (.txt)
format to your desired directory as shown.

Note: You can also save as a Comma delimited (.csv) format if the Text/Tab delimited (.txt) option does

not import properly.

Interface File:

1 Select File T Choosethe Text/Tab delimited (.txt) or Comma delimited (.csv) file you wish to load. Fles
are loaded one at a time.

Transaction Type:

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

Default Distribution Codes:

1 Press F2 or rightclick in any field (Batch, Production, Company, Bank, Currency, Series, Location, Set,
fUtel ¢cURDAWL I DUW RIGT bit b WaqYWt WOaWHRqWHYT It WRNWqd 13! W YL
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blank in the Excel file, PSL+ uses the codes entered here in the Default Distribution Codes section. Other
fields (Vendor Number, State Worked, P/O Number, Invoice Number, Envelope Number) are only
available based on the selected Transaction Type.

Tip
Make sure to input all yellow highlighted fields as yellow fields are required before proceeding in PSL+.

Report Type:

1 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 righthand corner of the screen, you can choose the following options to generate the
report:

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

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

Once you select 'Loading Register' followed by either the Print or Preview option, PSL+ displays the following
message prompt confirming the file is now interfaced:

Information X

0 File data interfaced to PSL.

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:
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Warning X

ERROR: The expected column headers were not found in interface file "XLINT Template (IMPORT TEST).csv".

The expected column headings are:
ACCOUNT | SER | LOC | SET | WA | 1099 | IN | FF1 | FF2 | FF3 | FF4 | MERCHANT | DESCRIPTION | AMOUNT

The account number heading must be in column 1. The amount heading must be the last column and cannot
exceed column 15, All other headings are optional and can be in any order.

The text of the column headings must contain the minimum text shown above (not case sensitive). For example:
Series Code, ser, SERIES.

NOTES:
1) The column headers do NOT need to be on row 1.
2) Macintosh CSV files are not supported.

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 PSL+ Excel temate.

Please email the Excel Spreadsheet file tBSL.Support@castandcrew.comshould 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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Part VIII: Payroll

This section will address the following programs:

Load/Interface C&C Payroll Invoice
Payroll Entry

Post P/R Transactions/Edit List
Print Payroll Checks

Payroll History Report

=A =4 =4 4 -4 -2

Additional Payroll Screens/Reports

Cast & Crew's Payroll Coordinator receives the timecards 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 Payrdl 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 theoption must 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 PSL+. The Accountant is notified by an email notification that includes the Payroll invoice number.

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 PSL+ server that houses the database. The Accountant is notified by email that the Payroll Interface file
is ready to load into PSL+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 PSL+. To correct this, add the necgsry codes in PSL+ 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 PSL+.

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.
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[ re———
Setup

Accounts Payable

Purchase Order

Petty Cash

¢ ournal Entry

i Load C&C Invoice (printr)

n
Payroll Edit List (prpost)
Payroll Post (prpost)
Print Payroll Checks (prckprnt)

+

History Report (prhist)
Accrued Holiday Report (acvhrpt)
Invoice Report (prinvp)
Payroll Was/Is Report (prwasis)
Employees List (pcempp)
Payroll Interface Delete (printdel)
C&C Payroll information (ccpri)

O e

() Checks

(O Budget

[ Cost

O Closing

(3 Report

M o sam__

(N-R-N-N-N-N-

Reci pient ds
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Interface From Cast & Crew Payroll — O X
File  Edit Programs Options View  Favorites Help

e H®m % @ 8 060 |

r Invoice Information———— rInterface File Information m
invoice| [ NG | Fie | | [Preview|
' Preview
r Load Data r Report Type
O Load only the employee information, without the payroll data @® Edit List
O Loading Register

r Default Distribution Codes

Batch

Production

Bank

Currency

Series | | FF1

Location | | FF2

Set | | FF3 | ]

Insurance | | FF4 | | . Clear All

Cancel

|Inv0ice number

Invoice Information:

1 Invoice T Select the Payroll invoice to load by pressing thE2 keyor right-clicking in the field to choose
from the list. The pick list displays all unimported invoices that have not yet interfaced.

1 You may also type the invoice number directly and pressnter.

Note: Invoices can only be loaded one at a time.

Interface File Information:

1 File - This field auto-populates once an invoice number is entered. The invoice number appears at the
end of the file path, for example /usr/pa/inv/yourdatabasename/123456. Note: this field is view
only and cannot be accessed or edited.

Load Data:

1 Load Only Employee Information (No Payroll Data)Select this checkbox to load new employee records
only. Leave it unchecked (default) to load both new employee recordsd Payroll invoice data into
PSL+.

Default Distribution Codes:
Press theF2 keyor right-click in any of these fields (Batch, Production, Company, Bank, Currency, Series,
Location, Set, Insurance, Free Field(s)) to select the required codes if they do not already default.
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Entering default codes here does not overwrite the Payroll Interface file. Instead, these codes replace any
errors (e.g., invalid account, series, location, set) encountered during loading.

The Batch Number entered here carries through to Payroll Entry [prent] and A/P Entry [apte] if your database
is configured for Automatic A/P.

You can also create a new Batch Number with up to six alphanumeric characters (e.g., PAYROLL) to track
Payroll transactions.

Note: All yellow fields are required and must be completed before proceeding in PSL+.

Report Type:

Defaults to Edit List, which reviews the selected invoice file and identifies errors (e.g., invalid account, series,
location, set).

Errors on the Edit List usually indicate that the Payroll System has codes not matching or missing in PSL+.
How to Resolve Errors:

1. Add the missing codes in PSL+ and +ain the Edit List

2. Or, load the file with errors and correct them in Payroll Entry [prent]

3. You may also contact your Payroll Coordinator to update the Payroll System before interfacing into PSL+

To Proceed with Loading:
Select Loading Register, then choose either Print or Preview.

Print/Preview the Report:

Located in the topright corner of the screen, you can choose:

9 Print T Opens the Print dialog box and sends the report directly to your printer.

1 Preview 1 Generates a PDF report that opens instantly on your screen. You can also print from this PDF.
After selecting Loading Register, choose either Print or Preview. PSL+ will then display a message prompt.

[ Printed Correctly? x
? Has the report printed correctly?

If you select No, PSL+willaskii Ya2 G 1 KO! Y2 OG0 Rt DIOqVY Ol WGl RUqtOqé IOl WNRE qI n G
1 If you select No again, the loading process does not complete

1 If you select Yes, a confirmation prompt appears indicating the Payroll invoice is now loaded. PSL+ will
also provide the Payroll Entry [prent] Reference Number for the invoice
Note: Upon selecting Yes, you may also receive a warning message if the Payroll Interface file contained
errors.
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Payroll Errors Encountered X

Payroll Errors have been Encountered. Errors are listed on the Edit List and Loading Register reports. Do you still
wish to load?

If you select No, a prompt will notify you that the loading process is not complete.

If you select Yes, PSL+ will confirm that the Payroll invoice has been loaded and provide the Payroll Entry
[prent] Reference Number for the invoice.

1 This Reference Number is created with an unposted status, allowing you to make any necessary changes
in Payroll Entry [prent] before posting.

Payroll Entry

The Payroll Entry [prent] screen allows you to review and modify Payroll data that was loaded into your

database from the Load/Interface Cast & Crew Payroll Invoice [printr] screen.

1 Each Payroll transaction represents a single Payroll invoice, which may include many employees and
multiple accounts (e.g., Labor, Fringe, FICA)

1 Inthis screen, you can adjust most distribution coding (e.g., account, series, location, set)

1 You may also add lines to split amounts by employee or delete existing lines

Limitations:

1 You cannot change the invoice total or the total amount for each employee

1 This screen is not used to enter new Payroll transactionsit only applies to Payroll invoices already
loaded

91 If you need a new or revised Payroll invoice, contact your Cast & Cré&dient Services
clientservices@castandcrew.com

Tip:
If no changes are required, you can skip Payroll Entry [prent] and proceed directly to posting the invoice in
Post P/R Transactions [prpost].

Accessing Payroll Entry [prent]:

1 Click Tab #6, or press ALT + 6

1 Open it from the P/R module in the menu tree

1 Type the screen name or acronym in the blue prompt bar (above ti&etupmenu) and press Enter
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Iv4

Payroll Post (prpost)
Print Payroll Checks (prckprnt)

History Report (prhist)

Accrued Holiday Report (acvhrpt)
Invoice Report (prinvp)

Payroll Was/Is Report (prwasis)
Employees List (pcempp)

Payroll Interface Delete (printdel)
C&C Payroll information (ccpri)

sooooo
2000CG0C

it

The screen then appears.

0-HOME | 1-AJP 4-CHECKS | 5- PETTY CASH EEEZNL NN I 7 - COST REPORT | B- BIBLE REPORT | 9- TRIAL BALANCE

File  Edit Programs Options View Favorites Help
€« < > >» @B Qo EeOdPP® % @@= P a_eo
r Reference Information Batch Information
Number :’ Batch
Eff. Date I/ Prod
Description Company ]
Status L] Bank
Currency

r Invoice Information Payroll Information
Number | Total Debits

Total Credits
Account Sers Locs Sets In FF1|FF2|FF3|FF4|Description Emp # Amoun
Transaction reference number
Enter search criteria, or add data [ | . H

Reference Information:
Reference Number
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1 A systemassigned transaction number generated when the Payroll Interface file is loaded through
Load/Interface C&C Payroll Invoice [printr]

1 To retrieve a Payroll transaction, enter the Reference Number and press Enter, press the F7 key, or select
the Find icon on the toolbar

1 If the Reference Number was not recorded, you can also access the Payroll transaction by pressing the
F2 key or rightclicking in the Invoice Number field to choose from the list

Effective Date

1 The transaction date recorded on the Bible Report [bdbr] and displayed as an Actual Cost on the
Estimated Final Cost Report [efcrpt]

1 By default, this date matches the date the Payroll Interface file was loaded into PSL+

1 You can update it by typing over the default date or rigitlicking to use the calendar selection

Note: Dates from previously closed periods cannot be entered.
Please email a request td?SL.Support@ castandcrew.comif you need a transaction's Effective Date changed

and include the Reference Number(s). 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

1 Displays the weekending date from the Payroll invoice

1 Can hold up to 30 alphanumeric characters

1 If the invoice was loaded through Load/Interface C&C Payroll Invoice [printr], this field (Reference
Description) is typically not changed

Status

1 Indicates the overall status of the transaction:
o0 U =Unposted (modifiable until posted in Post P/R Transactions [prpost])
o P =Posted (no further changes allowed)

1 PSL+ updates this field automatically

Note: Please email a request td®?SL.Support@castandcrew.comif you need a transaction unposted and
include the Reference Number(s). 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- These fields are attached to the transaction and default from the Load/Interface Cast & Crew Payroll

Invoice [printr] screen.

1 To change a defaulted code, press the F2 key or rigblick in any of these fields (Batch, Production,
Company, Bank, Currency) and make your selection

Invoice Information:

Invoice Numbert Cast & Crewrassigned invoice number generated from the Payroll Edit file.
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1 If the Reference Number was not recorded, you can retrieve the Payroll transaction by pressing the F2
key or rightclicking in this field to select from the list

Payroll Information:

Total Debits

1 Displays the total debit entries calculated in the distribution lines
1 Defaults from the Payroll Edit file

1 Note: This field is viewonly and cannot be accessed

Total Credits

1 Displays the total credit entries calculated in the distribution lines
1 Defaults from the Payroll Edit file

1 Note: This field is viewonly and cannot be accessed

Balancing Rule

1 Entering a positive amount in the distribution lineAmount field increases Total Debits
1 Entering a negative amount (with a minus sign) increases Total Credits

1 Debits and Credits must balance before the transaction can be saved

Distribution Lines

1 Default automatically from the Payroll Edit file

1 To make coding changes, press the F2 key or rigtlick in most fields (Account, Series, Location, Set,
Insurance, Free Field(s), Description, Employee Number, Amount) or type directly in the fields

Account Number
1 The Chart of Accounts number that will be debited or credited for the distribution line
1 If the Payroll Interface file includes an invalid account, PSL+ will:
o Default to the Suspense Account (if set up), or
0 Leave the field blank
1 To update the account number:
0 Press the F2 key or rightlick to select an existing account
o If the account does not exist in PSL+, press the F5 key or select the Zoom icon to open the Chart of
Accounts Entry [glca] screen and add the account immediately
0 Once saved, press the F1 key and select the F (Fetch) option, or use the Fetch icon to bring the
account back into Payroll Entry [prent]

Note: The Series, Location, Set, Insurance and Free Field Codes are brought over from the Payroll
Interface file. If the Payroll Interface file contains codes that do not exist in PSL+, the codes input in the
Load/Interface Cast & Crew Payroll Invoice [printrjareen default instead. To make any necessary coding
changes, press the F2 Key or right click in these fields and make your selection.
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Description
1 Explanation for the distribution line
1 Can hold up to 30 alphanumeric characters

Employee Number
1  Number of the employee receiving payment
1 Typically used for recordkeeping only

Amount
91 Dollar or currency amount for this distribution line
1 Type over the debit or credit to change the amount
1 Enter negative amounts by placing a minus sign before the number
1 After any changes:
0 Total Debits must equal Total Credits
o N6UWWRU2YRAVUWqYqedWe UT WIEHSWIGGUY! DUkt WaYqedWeaYeUqlL

Tips:
1 Press the F2 key or rightlick in the Amount field to open a calculator
1 Required Fields
o Allyellow fields are required and must be completed before saving in PSL+
1 Saving Entries
o Click the Save icon on the toolbar, or:
A Al 3ttt W NWewOWseOGT ¢ qlb W3 WE¢ 213t We UT Wt WIGH Waqé 3WIUaqgl !
A Al 3ttt W[ NWeWw We HAUDGabs WS WE¢e 213t WeUT WHGWE! + Wad W &1 1
1 Adding Lines
0 Press Enter or Tab at the last line to add another distribution line
0 Toinsert a line between existing ones, place the cursor at the desired spot and press F4 or select the
Add icon. A new line will be inserted beneath
91 Deleting Lines
o Place the cursor on the line you want to delete and press F10 or select the Delete icon
0 The line will show a red strikehrough and will be removed upon saving
9 Searching for Entries
o0 Press F7 or select the Find icon (with the screen clear) to search
o Use the Arrow icons (First, Prior, Next, Last) or Page Up/Page Down keys to scroll through records

Post P/R Transactions/Edit List

Use the Post P/R Transactions/Edit List [prpost] screen to review and post Payroll Entry transactions. You

may post transactions individually or all at once.

faqkt W BAEYAGGUWUT I Waq Y U &KrépbropilsBlétidddiansaptibhide to) rdiew Rroptdurdly q

cUT WUt el YW Yek!l DWGYH qRUNWq6 IWHY I | URqWIUqgql RIJt OWO Ye WH¢ U
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If corrections are needed, return to P/R Entry [prent], make your changes, and generate a new Edit List to
confirm updates.

Once all entries are verified, proceed with the Posting Register to permanently transfer the transactions to
the Bible Report/General Ledger [bdbr].

Note: To enable the Automatic A/P option when posting Payroll transactions, email
PSL.Support@castandcrew.combefore posting. Include the Vendor ID Number and any Vacation or Holiday
HAl eactalWl HAAYz2Uqt WaqYWI+HG2T JIOWSURVDWIUECHGWIT AW Yekddowl IHD
Transactions [prpost] screen.
If you choose not to enable this feature, you must manually enter A/P transactions in A/P Entry [apte].

Open:

1 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 reportifom the same screen

1 The Post P/R Transactions/Edit List [prpost] screen is also located in the 'Report' module under the
'Payroll' sub-folder

1 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

O Setup
D ap
0O pio
0 pic
0O JE
5 PR
Load C&C Invoice (printr)

QL Qren

Edit List (prpost)

Post (prpost)

History Report (prhist)

Accrued Holiday Report (acvhrpt)
Invoice Report (prinvp)

Print Payroll Checks (prckprnt)
Payroll Was/Is Report (prwasis)

The screen then appears.
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-Cast & Crew

Post P/R Transactions =
File  Edit Programs Options View Favorites Help

"
® b * Q@ & 0 0

r Post Payroll Transactions

Batch I (Al batch numbers) |

O
X

Reference | (All reference numbers) | s
Invoice | Spreadsheet
Production | (All productions) |
Company | (All Companies) |
Bank _ (All banks) |
Currency |(AII currencies)
rReport Type——
© Edit List

O Posting Register |

r Report Format r Report Sort r Description Of Clear All
O Account Number O Account Number @® Account Number = I
@® Reference Number @® Entry Order O Series

O Location

O Account per Line O Series Order

o e |

|Enler a batch number; leave blank for all

I I l

Post P/R Transactions Selection Criteria:

1 Press F2 or rightclick in any of the following fields- Batch, Reference, Invoice, Production, Company,
Bank, or Currency- to select an entry

1 To choose multiple entries, hold Ctrl while clicking

1 Your selections filter the report to display only the corresponding items

1 Leave all fields blank to include all unposted Payroll transactions

Report Type:

1 Defaults to Edit List to review Payroll entries and make any needed changes before posting

1 To post, select Posting Register, then choose Print, Preview, or Spreadsheet to transfer the transactions
to the Bible Report [bdbr]

Report Formats:

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

Print/Preview the Report:

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

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

1 Spreadsheett Generates an Excel format report and appears instantly on your screen. You are still able

to print from the Excel format.

Note: if you select this option, you can have additional sorting options within Excel.

12C
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5 Register printed? |

: 0 Has the register printed correctly?

Yes Mo Help

If you select No, PSL+willasky i Ya2 G T IO! Ye lOG Rt DOqVYOl WGl RUqtOqé IOl WNRE q1 n G
Selecting No again keeps the posting process open, allowing further changes.
Selecting Yes confirms the Payroll transactions are now marked as posted.

Infarmation >
o Payroll distributions posted to general ledger.

Also, if your database is set up with the Automatic A/P option, you will receive the following prompt:

H ><
| 0 Would you like AP transactions to be created automatically (Y/M)?

If you select Yes, the new A/P Entry [apte] Reference Number appears on screen.
You can edit the entry in A/P Entry [apte] before posting, as it remains unposted.

Any excluded Vacation or Holiday Accrual Accounts will not transfer to the new A/P transaction.
If you do not use the Automatic A/P option, the A/P transaction must be entered manually in A/P Entry [apte].

Note: If you need to modify distributions for posted items, use the Posted Transaction/ltem Editor [glfix]
in the J/JE module, subject to your User ID and studio permission$o request an unpost, email
PSL.Support@castandcrew.cons Rq 6 Wa 6 JWARIN I WOHJIW 20AU! st b OW?2 JGUIUT RUNL
Support may need approval from your Studio Finance Executive before proceeding.
Posted transactions cannot be reprinted directly from the posting screen. To reprint, access the Archived
Reports [archrpt] module, where all Posting Registers are stored. For details, séechived Reports [archrpt]

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 PSL+. If this is your firstime 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:
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1 To access the Print Payroll Checks [prckprnt] screen, click the 'P/R' module from the menu tree (see
following screen shot)

1 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

Load C&C Invoice (printr)

Entry (prent)
Edit List (prpost)
Post (prpost)

History Report (prhist)

PR Invoice epurt (prreport)

The screen then appears.

Print Checks - o X
File Edit Programs Options View  Favorites Help

e P ® % @ & 0 0O |

r Please choose a command key to continue.

Cancel

Alignment and Check Printing:

1 Alignment TIf this is your firsttime 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 topight-hand corner. Please contact the Support
Department for a walkthrough of this process if preferred

1 Print T 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 rignd corner to choose
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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 tdSL.Support@castandcrew.comif 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.

Provide the invoice number and/or certain check numbers along with the reason for the reprint.

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 manyedection criteria and sorting options listed on the report screen.
At the end of each employee listing, PSL+ prints a Distribution Summary in account order, followed by a
Check Line/Stub Summary.

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' stdider.

You can also access this screen by typing the screen or acronym name in the blue prompt bar located above

3

the 'Setup' menu. Then, press Enter.

O setup
O ap
O po
O pc
5 JE
> PR
Load C&C Invoice (printr)

oooooo

Entry (prent)
Edit List (prpost)
Post (prpost)

History Report (prhist)

Invoice Report (prinvp)
Print Payroll Checks (prckprnt)
Payroll Was/Is Report (prwasis)
PR Invoice Report (prreport)

(acvhrpt)

The screen then appears.

12
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Payroll History Report - (] X
File Edit Programs Options View  Favorites Help

e
® B " & 8 0 0

Selection Criteria

From To

P/R Check # e _ Presvlenit
Employee Number | J | J

Week Ending /I I !

SSN Preduction

Reference # 0 Company Code

Payroll Company ‘|

Report

Emp Sort Order Chk Sort Order 1 r Format 1 r Free Field

Free Field1 | (All first free codes)
© Employee Number Free Field2 | (All second free codes)

@® Check Number || @ Default

O Employee Name

O Week Ending O One Line _ {All third free codes)
O ssN (All fourth free codes)

[| Il _ Clear All
Multiple Currency
Source Currency [ Al source currency m

Target Currency us Dollars

Starting Check Number
l I J M.

To select criteria, press the F2 Key or rigilick in most fields, or type directly into the field. To include all
criteria, leave fields blank except for the yellow required fields, which must be completed before proceeding
in PSL+.

From and To:

1 P/R Check Number T Payroll Check Numbers to include in the repor
1 Employee Number T Employee Numbers to include in the report
1 Week Ending T Payroll Week Ending dates to include in the report

Selection Criteria:

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.

Reports:

'‘Employee Sort Order’, 'Check Sort Order' and 'Format' are all sorting options available.

Multiple Currency:

1 Source Currency T Choose to include only transactions denominated in one or more currencies
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i Target Currency T Base currency set in the System Control Information Entry [suctrl] screen defaults
here

Print/Preview the Report:

91 Print T Opens the Print Dialogue box
1 Preview Edit T Generates a PDF format report and appears instantly on your screen. You are still able to
print from the PDF format

Additional Payroll Screens/Reports

PSL+ provides several additional Payroll screens and reports, listed below.
If you need a report not available in PSL+, contact yoBayroll Coordinator. The Payroll Department offers a
broader range of reports with expanded criteria and sorting options.

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 this screen by typing the screen or acronym name in the blue prompt bar located above
the 'Setup' menu. Then, press Enter.

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 yellow colored fields as yellow fields are required before
proceeding in PSL+.

Accrued Holiday Report [acvhrpt]r 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 Invoice Number,
Check Number, Reference Number, and Bahce sorted by the employee's last name.

Payroll Invoice Status Report [prinvpt Use [prinvp] to display the status of each Payroll invoice. This report
displays the Invoice Number, Reference Number, Description, and Status (Posted or Not Posted) sorted by
invoice.

Payroll Was/Is Report [prwasisf Use [prwasis] to track and report all changes made to a Payroll Invoice file
after being loaded into PSL+. This report can be run by Payroll Check Number, Employee Number, Week
Ending Date, and Reference Number. The repatisplays the WAS (what the original data was in the Payroll
Invoice File before being loaded into PSL+) and IS (what the data is now), detailing the changes for all
distribution fields for each transaction on the Payroll Invoice File.

C&C Payroll Information [ccpri]t Use [ccpri] to view payroll setup details for a show processed through Cast
& Crew. When a show is set up for payroll processing, it is assigned a PR Production Company number (Prod
Co) based on the production company ané PR Project Number for the specific project. In the PSL+ search

12t
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bar, enter ccpri and click the magnifying glass icon. On the next screen, you will find the assigned Production
Company Number(s) and Project Number(s) associated with your show.

Note: The reports are available in either Print, Preview and/or Spreadsheet formats.
Please emailPSL.Support@castandcrew.comif you don't see a specific PSL+ report currently listed as an
option in your database.

12¢
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Part IX: General Ledger

This section will address the following programs:

Chart of Accounts Entry
Chart of Accounts Listing Report

Bible Report
Additional G/L Entry Screens

1
1
9 Trial Balance Report
1
1
1 Additional G/L Inquiries and Reports

Chart of Accounts Entry

The Chart of Accounts is the master list of all account numbers used to track production costs, including
Assets, Liabilities, Capital, Income, and Expenses.

Use the Chart of Accounts Entry [glca] screen to create, search, modify, or delete accounts. Accurate setup
is critical. Poperly configured accounts ensure reports categorize data correctly by Type, Line, Post, and
Sub.

Many users create their Chart of Accounts through the Import a Budget screen in tBeidgetfolder using the
Create New Accounts option. PSL+ supports budget imports only from EP/Movie Magic Budgeting in (.dsc) or
(.txt) file formats.

Note: Each PSL+ database supports one Chart of Accounts.

[ YI W6 WWmsf G GY I qllée W7 2 T Sidg-bytErol IIYGIULL 2 Rd 43I RRIWL ~AGuIRIAH R G W
PSL.Support@castandcrew.comin Import a Budget [bdint], use Create New Accounts to build the COA.

To copy a Chart of Accounts from a previous PSL+ database into a new one (if none was specified at setup),
email PSL.Support@castandcrew.com

Open:

1 To access the Chart of Accounts Entry [glca] screen, click the 'G/L' module from the menu tree
1 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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Chart of Accounts Entry (glca)

Report Group Entry (surpt)

Trial Balance (gltb)
Bible (bdbr)
Ledger/Bible Report (ledbib)

Asset Disposition Entry (assetdis)
Asset Report (assetrpt)

Recurring Batch Process (rbproc)

JE/PC Reverse/Reissue/Copy (revirans)

@ O Inquiry
The screen then appears.

Chart of Accounts Entry — O X
File  Edit Programs Options View Favorites Help
€ < > >» B QB eRdbE T Q= PO |

Account number Description Type Line |Post |Sub

Account Number T A combination of characters matching the account mask format.

When entering a new account number, PSL+ promptg: N6 ¢ qt0 HHY 2 UqtoRt OUY q OR U tOq 6 1101 ¢ q
¢ T T K3RlechYE3 to create it.

To find an existing account, press the F2 Key or rigblick in the Account Number field. You can also search
by range using the wildcard)(w, for example, type 11and press F7 or select the Find icon to display all 1100
series accounts.

PSL+ supports most account mask formats (e.g., XXXX, XX, etc.).

Note: To request an account mask change, emalPSL.Support@castandcrew.comNew databases

may need approval from your Studio Finance Executive before making any changes.

91 Description T 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 wildcard character aka asterisk (*). For

12¢€
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example, if you want to view all accounts with the word ‘bank’, type *bank* and press the F7 Key or select

the 'Find' icon O\ PSL+ displays all matching account descriptions
1 TypeTSingle letter classification indicating the Account Type. Press the F2 Key or right click to select the
Account Type options which are displayed below

Description

1 Line T 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

|

Description

BELOW THE LINE
BELOW THE LINE OTHER CHARGES
BELOW THE LINE POST PRODUCTION
COMPLETION COSTS
COMTINGEMNCIES

COST RECOVERY [ TRANSFERS

pMm Moy D m

Post T Check mark this option if the account can have amounts posted to it. If this field is left unchecked,

=

PSL+ does not allow you to post transactions to the account number
1 SubTCheck mark this option if the account is a Sutaccount and not a Header or Standalone Account

Tips
1 Make sure to input all yellowcolored fields as yellow fields are required before saving in PSL+

~u
1 You can also press the F1 Key, then 'U' optid®&* to Update which saves and remains on screen or

press the F1 Key, then 'A’ option to Accef which saves and clears the screen (most common)
To add another account number, press Enter or Tab where the last line was entered
1 Toinsert 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' ic- A new line is added

beneath
1 To delete an account number, place your cursor in the line you want to delete and press the F10 Key or

select the 'Delete’ icon. 0] A red strikethrough line appears which is deleted upon saving

Note: PSL+ only allows you to delete an account number that is not attached to a transaction.
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1 To search for an existing entry, press the F7 Key or select the 'Find' icon when the screen is c.@:. Al
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.

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 tack Production costs including Assets, Liabilities, Capital,
Income and Expenses.

Open:

1 To access the Chart of Accounts Listing Report [glcap], click the 'G/L' module from the menu tree

1 The Chart of Accounts Listing Report [glcap] is also located in the 'Report’ folder under the 'General
Ledger' and 'Setup & Maintenance' sulfolders.

1 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.

0 [ Setup
O ar

Chart of Accounts List (gicap) |

Report Group Entry (surpt)

Trial Balance (gltb)
Bible (bdbr)
Ledger/Bible Report (ledbib)

Asset Disposition Entry (assetdis)
Asset Report (assetrpt)

Recurring Batch Process (rbproc)

JE/PC Reverse/Reissue/Copy (revirans)

3 Inquiry

The screen then appears.
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Chart of Accounts Report — O X
File Edit Programs Options View  Favorites Help

e P ® % @ 8 0 0

r Chart of Accounts Information

Starting account  |[{IESETe{s{s]V[314]

Ending account _{Iasl account) |
Spreadsheet
r Account Type Information—  Integrity Check
Account type —I D Integrity check only
Line type —| Clear All
Allow posting? —| Cancel

Sub-account? —I
Subtotal level —|

.Make entry, leave blank, pick, or use wildcard

-

l I

1 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.

Chart of Accounts Information:

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 nunbers, leave both fields blank.

Account Type Information:

Account Typert Single letter classification indicating the Account Type (Asset, Liability, Capital, Income,
Expense).

Line Typer Single letter classification indicating the Line Type (A, B, C, D, E, F, G). Only Expense Accounts
have a Line Type.

Allow Postingr Indicate (Y/N) if you want to include only account numbers that can have transactions posted
to them.

Sub-Account T Indicate (Y/N) if you want to include only Swaccounts or only Header and Standalone
Accounts.

Subtotal LevelT Indicate if you want to include only accounts with a specific Level. If so, enter a number
between 0 through 9.

Integrity Check:

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 righthand corner of the screen, you can choose the following options to generate the
report:
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91 Print T Opens the Print Dialogue box and sends the report directly to the printer

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

1 Spreadsheet T 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 can have additional sorting

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, DebitsCredits, 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:

1 To access the Trial Balance Report [gltb], click on Tab #9 or press 'ALT' and the number '9' Key
simultaneously to open the screen

1 The Trial Balance Report [gltb] is also accessible if you click the 'G/L' module from the menu tree as well
as the 'Report' folder under the 'General Ledger' and 'Weekly' stfblders

1 You can also access this report by typing the screen or acronym name in the blue prompt bar located

Y

above the 'Setup' menu. Then, press Enter

(O setup

0O ar

O po

O prc

5 JE

O PR

& en
Chart of Accounts Entry (glca)
Chart of Accounts List (glcap)

ooooooo

Report Group Entry (surpt)

Ledger/Bible Report (ledbib)

Asset Disposition Entry (assetdis)
Asset Report (assetrpt)

Recurring Batch Process (rbproc)

JE/PC Reverse/Reissue/Copy (revtrans)

8 (O Inquiry

The screen then appears.
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File  Edit Programs Options View  Favorites Help
e
e B * @ & 0 ©
Report Selection Selection Criteria m
Report'D [ Production
Company (All companies) Spreadsheet
r Period Selection (All series codes)
Period (All loc codes)
Start Date I (All set codes)
End Date !/ Insurance (All ins codes)
FF1 (All first free field codes)
r Account Selection FF2 (All second free field codes)
From |(first account) (All third free field codes)
To (last account) (All fourth free field codes)
Source Code (All source codes)
J/E Number
r Include r Show
D Detail D Series Separation
D Inactive Accounts D Location Separation
Beg Bal is Activity D Set Separation
Clear All
r Multiple Currency
Source Currency All source currency m
Target Currency us Dollars m
Report id |

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 yellow coloral fields as yellow fields are required before proceeding in PSL+.

Report Selection:
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.

Note: You must select a Report ID to run the report as it is a yellow required field. Please email a request
to PSL.Support@castandcrew.comif you would like the customized Report ID format imported from a
previous PSL+ database.

Period Selection:

1 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.

9 Start Date and End Date Transaction Effective Dates to include in the report as PSL+ is datkiven.

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 thealendar 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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Pick a date X

ELAE 4 September 2025 |»| =>
SunIMDnI TueIWedl Thul Fri | Satl

1 2 314|586
7 | a8 [HEM 1011|1213
14 [ 15 16 [ 17 |18 [ 19 | 20

21 |22 |23 | 24 | 25 [ 26 | 27
28 | 29 | 30

“ Cancel help

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:

1 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 field, pres the F2 Key or right click in that field and hold
down the Control Key while simultaneously using your mouse to select

1 To run the report by a specific transaction type (A/P, C/K, J/E, P/C, P/O, and/or P/R), use the Source Code
field. By selecting, this isolates the report to only display items based on the code(s) selected

Include:

1 Detail TCheck mark to include detail distribution data

1 Inactive Accounts T Check mark to include accounts that had no activity/distributions posted to them
during the period or date range selected or that have a zexdbllar balance

1 Beginning Balance is Activity T Check mark to consider active accounts that have a noazero Beginning
Balance

Show:

1 Series Separation T 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

1 Location Separation T 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)

1 Set Separation T 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:

1 Source Currency T 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 dovthe Control Key while
simultaneously using your mouse to select. Each currency in your database and its conversion rate is
listed in the report heading

1 Target Currency T 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 el in the report heading

Print/Preview the Report:

1 Print T Opens the Print Dialogue box and sends the report directly to the printer

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

1 Spreadsheet T Generates an Excel format report and appears instantly on your screen. You can still print
from the Excel format.
Note: If you select this option, you can have additional sorting options within Excel.

*Below is a sample Detail Trial Balance Report [gltb] broken down by Assets, Liabilities, etc., containing ene
line Expenses

T
Gt PSL TRAINING v2/20/2028 1039 2
Cast & Crew Detall Trial Balance - Cover Page ]
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Bible Report [bdbr]

Also known as the General Ledger, this report provides a detailed or summary view of distributions within a
selected date range or accounting period. The Bible Report [bdbr] generates a complete reference copy of all
transactions entered in your PSL+ datadse.

The primary difference between the Bible Report [bdbr] and the Chronological Bible Report [bdbible] is the
organization of data:

1 The Bible Report [bdbr] is organized by Account Number.
1 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.

=

 'N-N-B-N-N-N-]
coooio
35335¢

6
Chart of Accounts Entry (glca)
Chart of Accounts List (glcap)

Report Group Entry (surpt)

- - S ==
Bible (bdbr)

2dbib)

Asset Disposition Entry (assetdis)
Asset Report (assetrpt)

Recurring Batch Process (rbproc)

JE/PC Reverse/Reissue/Copy (revirans)

@ (3 Inquiry

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

The screen then appears.
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JEENTRY | 4- CHECKS | 5- PETTY CASH | 8- PAYROLL ENTRY | 7 - COST REPORT RERR:I-IRS | 9 - TRIAL BALANCE

File  Edit Programs Options View Favorites Help

e B * @ 8 00
Period S 1 S 1 Criteria
Production ‘
period [ Company | Al company codes)
Start Date Source [All source codes)
End Date (Al series codes)
[All location codes)
(Al set codes)
Account Selection Insurance (Al ins codes)
FF1 (Al first free codes)
From |(first account) FF2 (Al second free codes)
To [All third free codes)
(Al fourth free codes)
Account Type |:|
Vendor | ‘ |
JJE Number,

Include/Exclud
B Include Detail

O Include Inactive Accounts
O include Open POs

B include Beginning Balance

O Inelude Audit Information

O Inelude Vendor Address (spreadsheet only)

]

r Show/Hid|
O show Series Separation

O show Location Separation
O show Sets Separation

O show Company Separation
O show Reference Description
O Show VendorfEmployee ID

=) Beg Bal Is Activi

Print Combined Report
Print Individual Report
Preview Combined Report
Preview Individual Report

Spreadsheet

TSV Spread

Clear All

Cancel

Help

\Period number (Press C for Current)

il

Reci pient 6s

To select criteria, Press the F2 Key or rigletick in most fields to choose from available options. You can also

manually type your criteria into the designated fields.

If you want to include all available data, leave the fields blank except for any yellowcolored fields, as those

are required before proceeding in PSL+.

Period Selection:

1 Period T A systemassigned Period Number that identifies the accounting period in which the costs were

entered. If you choose to run the report by Period Number, the Start Date and End Date fields

automatically default to the corresponding period dates

1 Start Date and End Date 1 Define the transaction effective dates to include in the report, as PSL+ is

date-T | R21IJUWNGS JWHz 1 | WUqWGU!I RYT kt Wt q¢ ! qWwe UT W3Ol Wi ¢ qdt WG
date by typing over the defaulted date or by right clicking in either field fire 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 fislblank

Account Selection:

1 From and ToTt 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 fielat hold down the Control Key
while simultaneously using your mouse to select. To select all account numbers, leave both fields blank

1 Account Type T A singleletter code identifying the type of account:

0 ATAsset
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L T Liability
C 1 Capital

I TIncome
ET Expense

O O O O

Selection Criteria:

1 Press the F2 Key or rightlick in any of the following fields to choose from available codes: Production,
Company, Source, Series, Location, Set, Insurance, Free Field(s), Vendor, and JJE Number

1 To select multiple codes for a field, press the F2 Key or rigbtick in that field, then hold down the
Control (Ctrl) Key while using your mouse to make selection

1 Tofilter the report by transaction type (e.g., A/P, C/K, J/E, P/C, P/O, or P/R), use the Source Code field.
Selecting one or more codes limits the report to only those corresponding transactions

Include/Exclude:

Include Detail

Select to include detailed distribution data in the report.

Include Inactive Accounts
Select to include accounts with no activity or distributions posted during the selected period or date range,
as well as accounts with a zeredollar balance.

f OURGel UWAo0 8Kt

EVGUHRqWqYWRUAGT DWYGUWUWAzI #6c¢t WS T It WelAo§kt blO
If a P/O distribution line has been transferred to an A/P transaction but the A/P has not yet been posted, the
P/O line remains open.

A P/O line continues to be treated as a Commitment on the Estimated Final Cost Report [efcrpt] until the
corresponding A/P is posted (marking it as relieved) or until the P/O line is manually closed.

Include Beginning Balance / Beginning Balance is Activity
Select to include Beginning Balance data and treat active accounts with a nexero beginning balance as part
of the report activity.

Include Audit Information / Include User
Select to filter and display transactions entered by a specific User ID for auditing purposes.

Include VOD (Spreadsheet Only)
Select to include the VAT Obligation Date (VOD) field. This option is available only when using the
spreadsheet report format.

Show /Hide:

Series Separation

Select to display transactions for each Series Code separately.

If selected, the report is grouped by Account Number, then by Series Code.
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Location Separation

Select to display transactions for each Location Code separately.

If selected, the report is grouped by Account Number, then by Location Code (if Series Separation is hot
selected).

Set Separation

Select to display transactions for each Set Code separately.

If selected, the report is grouped by Account Number, then by Set Code (if Series and/or Location Separation
are not selected).

Company Separation

Select to display transactions for each Company Code separately.

If selected, the report is grouped by Account Number, then by Company Code (if Series, Location, and/or Set
Separation are not selected).

Reference Description
Select to include the Reference Description along with the Distribution Description for each transaction.
When selected, the report typically defaults to Landscape layout due to the additional column.

Multiple Currency:

Source Currency

If your database includes multiple currencies, you can choose to include transactions denominated in one,
several, or all currencies.

To select multiple Currency Codes, press the F2 Key or righlick in the field, then hold down the Control Key
(Ctrl) while clicking with your mouse to select.

Each currency used in your database, along with its conversion rate, appears in the report heading.

Target Currency

The base currency defined in the System Control Information Entry [suctrl] screen within tis=tup module
defaults here automatically.

This Currency Code represents the currency to which all transactions are converted on the report.

Each currency in your database and its corresponding conversion rate is displayed in the report heading.

Print/Preview the Report:
Located in the top righthand 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 can print from the PDF format.
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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 can print from the PDF format.

Spreadsheet- Generates an Excel format report and appears instantly on your screen. You can print from the

Excel format.

Note: If you select this option, you can have additional sorting options within Excel.

TSV Spreadr Generates a Text (.txt) file that can be opened in any compatible program. Use this option
instead of Spreadsheets 6 JUWaq 6 Wl WGY! qWUFHIUII + WE+FHDGKt WIRUWDWGERGRgAL

*Below is a sample of the Combined Bible Report [bdbr] with ‘Include Detail' check marked.

. Pagelof2
. PSL TRAINING 02/20/2026 10:48 AM
Cast & Crew Bible Run Ibdbr]
Cumency selectedt All Curmencies
Printed inc Dollars {LIS)
Currency Exchange Rates {to Gollars)
Ganacian {GN) 1.2E2100:1 000000
UK Found () 074611821 000000
Date Range: 04/07/19 10 04/13/19
Froduction: (aln [y
Compary: 001 PEL TRAMNING ATy
nsrance: (adny (Al
(Excluding inactive accourts) FF1: (A [y
FFx [y JVE Humber. [y
Comp ff B
Code Mumber EFf Date Vendor/Employes 3 FF1FE o Code Amount
MON-EXPENSE ACCOUNTS
EIANKS [0 00-00)
10100 BANK USD CNE
HEGIMNING BALANCE: 260,810.00
TOTAL BANK LS GNE 460,810.00
TOTAL BANES 260,570,000
BETTY CASH {0000-00)
20100 CUSTODLAN USD
BEGIMNING BALANGE: 19,000.00
TOTAL CUSTODIAN USD 19,000.00
PO PYC: ERICA MULLEN (SETS)
HEGIMNING BALANCE: 1,000.00
TOTAL P/C: ERICA MULLEN (SETS) 1,000.00
TOTAL PETTY GASH 20,000.00
PRODUCTION FUNEHNG (D600-00)
D010 FUNDING ADVANGE STUID
BEGIMNING BALANCE: {500,900.00)
TOTAL FUNDING ADVANGE STUBIO (500,900.00)
TOTAL PRODUCTION FUNDING (500,200.00)
CLEARSNG ACCOUNTS [0700-00)
OO0 A/F CLEARING
HEGIMNING BALANCE: (210.00)
TOTAL AP CLEARING (10.00)
TOTAL CLEARING ACCOUNTS (10.00)
TOTAL NON-EXPENEE ACCOUNTS {19,500.00)

Additional G/L Entry Screens

PSL+ offers additional G/L Entry Screens which are listed below.

Open:
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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.

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.

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 inpt 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 grouptogether Account Types (Assets, Liabilities, Capital, Income and Expenses) based upon
a range of account numbers and Company Codes. You can provide your own descriptions for each account
grouping and select whether to include Control Account Totals Only,ub-totals and/or Company Subtotals

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.

Note: All PSL+ databases come preset with the SUMMARYTBand DETAILTBeport formats by default,
Y Ws Raq6W! Yel Wt qal RYKkt WHz2t qYGRAUDT WnY!l G¢cqWRNWEGGIRHECHT IO

141





















































































































































































































