@ SmartAccounting

Troubleshooting the Cost Report Worksheet (CRW) for
SmartAccounting

This troubleshooting guide provides step-by-step instructions to help resolve common
challenges when navigating the Cost Report Worksheet.

Before You Start

The Cost Report Worksheet has powerful and flexible tools. These tools make it easier to
record changes and analyze costs. One such function is the ability to create multiple
budgets and run “what if?" scenarios against your actual costs.

Two primary tabs, the Functions tab and the CRW Functions tab, organize tools and
options for the Cost Report Worksheet. These tools and options enable filters for specific
conditions, features, and customization.

The Cost Report Worksheet initially displays all rows and columns. The Cost Report
Worksheet tools allow you to narrow down or alter this display. Troubleshoot how to
create and maintain alternate Cost Report Worksheet displays.

Need help with a Cost Report Worksheet error? Start here.
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The Cost Report Worksheet Doesn’t Match the Cost Report

If the Cost Report Worksheet and the Cost Report don't match, check the transaction
parameters first. Both the Cost Report Worksheet and Cost Report parameters need to
match. Specifically:

e Choosing the same budget.
e Selecting the same currency.
e Filtering the same Company, Location, Accounts, Episodes, or Sets.

To determine the parameters on the Cost Report Worksheet:
1. On the Start menu, select Budgeting and Costs.
Select Cost Report Worksheet.
Select the Functions tab.
Below the work areaq, select the Views tab.
Identify the Filter Type and Filter Value in Active Code Filters. This displays all
your filtered choices.
a. Confirm the Cost Report Worksheet Active Code Filters match the Cost
Report filters.
6. Go to Code Filters in the ribbon tool area. Select a code to filter.

e W

7. The Code Filter group box displays.
a. The group box is divided into two sections: Available and Selected.
b. Use the arrow buttons in the center of the screen to move items from the
Available column to the Selected column or vice versa.
c. When your selections are complete, click OK. The Cost Report Worksheet
will recalculate and display only those selected items.

Note: If nothing is in the Selected column, the system defaults to
include everything in the Available column.
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Figure 1: Functions tab, Views tab, and Code Filters tools

Note: When inactive issues occur, warning messaging displays at the
bottom of the Cost Report Worksheet. You will need to associate a
Company, Location, Account, Episode, or Set to the account row(s). To

activate codes, go to the Activating Companies, Locations, Accounts,

Episodes, and Sets section.

Next, select the CRW Functions tab.
Confirm the Budget Name is the same.

10.Go to Code Filters in the ribbon tool area. Select a code to Activate and confirm
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Figure 2: CRW Functions tab, Budget Name, and Activate tools

As best practice:
e Activate the Company(s), Location(s), Episode(s), or Set(s) for the budget.
On the Start menu, select Budgeting and Costs.

o Select Cost Report Worksheet.
o Select the CRW Functions tab.
o Go to Activate in the ribbon tool area and select Company, Locations, or

Episodes.
e Save the Activated codes.

o Select the Functions tab.

o Click Save in the ribbon tool area or key F6.
e Close the Cost Report Worksheet.

o On the Cost Worksheet (View) tab, select the X.
e Open the Cost Report Worksheet to update.

o On the Start menu, select Budgeting and Costs.
o Select Cost Report Worksheet.

Not all Locations, Accounts, Episodes, or Sets are Showing in the
Cost Report Worksheet — Active Code Filters

The Active Code Filters group box provides a convenient way to determine which Code
Filters are active.
1. On the Start menu, select Budgeting and Costs.
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2. Select Cost Report Worksheet.
Select the Functions tab.
4, Below the work areq, select the Views tab.

w

Note: If tabs are absent, go to the Functions Toolbar and select the Toggle Tab
Visibility button.
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Figure 3: Tab Visibility button

5. Confirm the Filter Type and Filter Value in the Active Code Filters group box.
a. When inactive issues occur, warning messaging displays at the bottom of
the Cost Report Worksheet. You will need to associate a Company,
Location, Account, Episode, or Set to the account row(s).

b. To activate codes, go to the Activating Companies, Locations, Accounts,
6. To change filters, go to Code Filters in the ribbon tool area.
7. Select a code to filter. The code filter group box displays.
a. The group box is divided into two sections: Available and Selected.
b. Use the arrow buttons in the center of the screen to move items from the
Available column to the Selected column or vice versa.
c. When your selections are complete, click OK. The Cost Report Worksheet
will recalculate and display only those selected items.
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Figure 4: Selecting Code Filters

As best practice:

Activate the Company(s), Location(s), Episode(s), or Set(s) for the budget.

[ ]
On the Start menu, select Budgeting and Costs.
o Select Cost Report Worksheet.
o Select the CRW Functions tab.
o Go to Activate in the ribbon tool area and select Company, Locations, or
Episodes.
e Save the Activated codes.
o Select the Functions tab.
o Click Save in the ribbon tool area or key F6.
e Close the Cost Report Worksheet.
o On the Cost Worksheet (View) tab, select the X.
.

Open the Cost Report Worksheet to update.
o On the Start menu, select Budgeting and Costs.

o Select Cost Report Worksh

Inactive Display Messaging

eet.

When inactive issues occur, warning messaging displays at the bottom of the Cost
Report Worksheet. You will need to associate a Company, Location, Account, Episode, or
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Set to the account row(s). To learn how to activate codes, go to the Activating
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Figure 5: Cost Report Worksheet Inactive messaging

About Code Filters
Code filters display specific information in the Cost Report Worksheet. When the Cost
Report Worksheet is first loaded, all rows and columns display.

0 Accounts
0 Sets © Locations @ Currency

© AttachedSets @ Episodes @ GL Prod
Code Filters

© Company © Incentives @ Ins

Figure 6: Code Filters tools
Use Code Filters to:

e Display only rows containing the information you need to include. Temporarily

include or exclude rows about specified Accounts, Sets, Location codes,
Episode codes, and GL Production numbers.
Updated 4/26/2024
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¢ Include or exclude transactions coded to specified Incentive codes (free field

codes), Insurance codes, and Currencies.

e Set filters and save for a new Setup View. Switch between views during Cost
Report Worksheet sessions.

e Filter for Accounts, Sets, Location codes, and Episode codes. These all work

similarly to filtering for Incentive and Currency codes. The key difference is

that when filtering for Incentive or Currency codes, you are not excluding rows

of information. Instead, you are affecting amount totals on rows by only

including transactions coded with the selected codes.

Duplicates Appear in the Cost Report Worksheet

Cost Report Worksheet duplicates may occur when:

A Company, Location, or Episode is not activated or spans two time periods.

o When a period is closed, all active budgets are copied to the new period, and

the old copies are inactivated. This process cross-references changes to

Episodes, Locations, and Sets during the copy process.

The inactivated code needs costs associated with it.

Changes made to activation codes for Episodes, Locations, and Sets are not

saved.

The budget is not saved and locked.

As best practice:

Activate the Company(s), Location(s), Episode(s), or Set(s) for the budget.

O

o
©]
o

On the Start menu, select Budgeting and Costs.

Select Cost Report Worksheet.

Select the CRW Functions tab.

Go to Activate in the ribbon tool area and select Company, Locations, or
Episodes.

Save the Activated codes.

O

O

Select the Functions tab.
Click Save in the ribbon tool area or key F6.

Close the Cost Report Worksheet.

O

On the Cost Worksheet (View) tab, select the X.

Open the Cost Report Worksheet to update.
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o On the Start menu, select Budgeting and Costs.
o Select Cost Report Worksheet.

How to Activate Companies, Locations, Accounts, Episodes, and
Sets

When you establish Production Codes such as Location, Episode, Sets, and GL
Production Numbers, you can display them in the Cost Report Worksheet and break out
the budget to those levels.

Suppose a transaction line item, including a production code instance, has been entered
and posted in the system. In that case, a row for the Account/Production code
combination will automatically appear in the Cost Report Worksheet.

The primary sort sequence within the Cost Report Worksheet is always by Account.
Therefore, if you activate Locations, Episodes, or Set codes, those codes display under
the account.

For example, using Location codes:
Account 2310 Set Construction
Location 01 Los Angeles

Location 02 New York

Activate Company, Locations, Episodes, and Sets

Remember that when you activate Location or Episode codes, an instance of the
selected code is associated with all account rows. With established Set codes (either
Global or Attached), you can break out the budget to the Account/Set level. Sets are
activated for individual accounts whereas activation of Location and Episode codes
apply to all accounts.

To activate Companies/Locations/Episodes/Sets:
1. On the Start menu, select Budgeting and Costs.
Select Cost Report Worksheet.
Select the CRW Functions tab.
Go to Activate in the ribbon tool area and select Company.

LA

The Activate Company filter group box displays.
a. The group box is divided into two sections: Available and Selected.
b. Use the arrow buttons in the center of the screen to move items from the
Available column to the Selected column or vice versa.
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c. When your selections are complete, click OK. The Cost Report Worksheet
will recalculate and display only those selected items.
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Figure 7: Activate Company

Locations
6. Go to Activate in the ribbon tool area and select Locations.
7. The Activate Locations filter group box displays.
a. The group box is divided into two sections: Available and Selected.
b. Use the arrow buttons in the center of the screen to move items from the
Available column to the Selected column or vice versa.
c. When your selections are complete, click OK. The Cost Report Worksheet
will recalculate and display only those selected items.
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Figure 8: Activate Locations

Note: Once you activate location or episode codes, the account row is

inactive for changes. In this example, EFC and Budget amounts moved to

the first location code: Los Angeles. The account row is now a totaling row

for the location rows below it.
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Figure 9: EFC and Budget amounts example

8. Select the Functions tab.
9. Click Save in the ribbon tool area or key F6.

Note: You must save for changes to activate.

10.Click X to close the Cost Report Worksheet.
11.Select Cost Report Worksheet to reopen it.
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Figure 10: Save, close, and reopen the Cost Report Worksheet

Episodes

12.Go to Activate in the ribbon tool area and select Episodes.

13.The Activate Episodes filter group box displays.

a.
b.

Available column to the Selected column or vice versa.

will recalculate and display only those selected items.

The group box is divided into two sections: Available and Selected.
Use the arrow buttons in the center of the screen to move items from the

When your selections are complete, click OK. The Cost Report Worksheet
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Figure 11: Activate Episodes
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Note: If you have activated multiple instances of Location or Episode
codes but, for example, only want the Los Angeles location, you can use
the Code Filtering tool to hide all other instances. In this example, multiple
Location codes display.

.Fr(y";; Account Description Tﬁ‘;fe‘; o Actuals POs Tc";:“ ETC EFC Budget Variance
T SEA Above the Line Expenses 16022 2,958,007 63626 3026633 2253491 5280124 5311895 nm
H 1200 Story and Other Rights 100 866,589 0 866589 1025972 1.892.561 1.922.646 30085
D 1201 Story Rights Purchase 0 800,000 0 800,000 1017.073 1817.073 1817.073 0
L 01 Los Angeles 0 800,000 0 800,000 267073 1.067.073 1.067.073 0
T e e o oo 750000 0000 0000] 3
D 1202 lriter Fees 0 65,000 0 65,000 5,000 70,000 100,000 30000
L 0l Los Angeles 0 £5.000 0 65000 5,000 70,000 100,000 30000
L 02 New York 0 0 0 0 0 0 0 0
0 1203 Clearance/Publication Fees 0 1,400 0 1,400 3173 4573 4573 0
L ol Los Angeles 0 1400 0 1400 3173 4573 4573 0
L 02 New York 0 0 0 0 [ 0 0 0

Figure 12: Multiple Location codes

14.Select the Functions tab.
15.Click Save in the ribbon tool area or key F6.
Note: You must save for changes to activate.

16.Click X to close the Cost Report Worksheet.
17.Select Cost Report Worksheet to reopen it.
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B v 1l 11—

Figure 13: Save, close, and reopen the Cost Report Worksheet

Sets
Activating Sets varies from the Companies, Locations, and Episodes process. With
established Set codes (either Global or Attached), you can break out the budget to

the Account/Set level. Sets are activated for individual accounts whereas activation
of Location and Episode codes apply to all accounts.

18.Click to highlight the desired account row and right-click for more options.
19.Click Activate Sets.

20.The Activate Set Codes filter group box displays.

a. The group box is divided into two sections: Available and Selected.
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b. Use the arrow buttons in the center of the screen to move items from the
Available column to the Selected column or vice versa.

c. When your selections are complete, click OK. The Cost Report Worksheet
will recalculate and display only those selected items.

@ - =cLeiTac-

Functions CRW Functions Application Preferences
Enter Change Notes Lock Budget Column ¥ Variance = Budget-EFC  + Expand @ OverBudget © Negative EFC © Decimals ~ & Company © AdiustCurent © H
v| Apply ChangeNotes Globally ¥/ Display Overage as Positive — Collapse  © UnderBudget © GlobsiNote = @ Cumency @ Locations @ Adjust Al o
¥| Apply Approved Overageto EFC 7| Upload to Studi © HNegativeETC © Giobal NoteCode * @ Curmency Rate = M Episodes @ Auto AdjustETC
Options Levals Display Tools Activate Recalc ETC/H

Budgeting and Costs  « | SartPage X Costliorksheet (View) X

1- Cost Report Worksheet

2- Cash Flow Company: 01 v Froject | 1316 || | BudgetName: | MASTER || Efiectve Dote Applied
3- CostR
o CostReperis BudgetMame | Base Currency | Native Currency | EFC Budget \iarznce Var Change
4 - Budget Import S == == s s s
5- Inferactive LBty R . Actul = Total
feracive Budget Entr Tove & Aecount Description This Pesiod Betusls FOs ot ETC EFC
E 200811 Eo
E 200812 Ep112 {
E 200813 | Ep113 0] (8]
E 200814 Covd Of=
E 101 Enhancement T [ eI
- e 0—> =
| — | | —
S 3 Bockmark line £
E 200877 | Lo rusn - wy ==
—— T BB Below the Line Experses =
[ Purchase orders H = 2000 PRODUCTION STAFF e
0 -12001 UNIT FROD. MANAGER
1B Accounts Payable E 200800  AMORT
= E 200801 Ep 101
Payemest Preccssisy E 200802 Ep 102 >
E 200803 Ep103 o ES
[E] Petty Cash and Fer Diem 7
E9) purchase cant Giran Total

Figure 14: Activate Set Codes

Note: Once a Set is activated, the Account/Production code row
immediately preceding the Set row is inactive for changes. The preceding
Account/Production code row is now a totaling row for the Set(s) rows
below it. ETC, EFC, Budget, and Approved Overages must be entered at the

Set level.
?,;’;’e Ascount Description T;f‘;.l‘j o Actuals POs TC"“;“ ETC EFC Budget Variance
B e G T : e ] T — :
Ii _E‘.E_iﬁ Tzt Z 0_5]
Figure 15: Activated Set Codes
21.Select the Functions tab.
22.Click Save in the ribbon tool area or key F6.
Note: You must save for changes to activate.
23.Click X to close the Cost Report Worksheet.
24.Select Cost Report Worksheet to reopen it.
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@2 uparar -
= Functions iyl | Application Preferences
Q Bl = X ®W O s
Search MNew) | Save |JRefresh  Manage Document Cancel Delete Close  Toggle Search
F3 F4 F6 | JCTRL+R CTRL+M F8 CTRL+D F9 Pane F11
Cperations Cancellations Navigation
Rudneatinng and Caosts < || Start Page X |CostWorksheet (Edif) | >
1- Cost Report Worksheet
£ = asll IO ‘

Save
As

Save A

Figure 16: Save, close, and reopen the Cost Report Worksheet

Note: Activating Sets in the Cost Report Worksheet does not prohibit
transactions from being coded directly to an account. If some transactions are

coded directly to an account and others to the Account/Set combination, a row
in the Cost Report Worksheet will containa "/."

Row

oy Account Description it Actuals POs = ETC EFC Budget Vsrisnce

D 22125 Office Expenses 5406 54417 1305 86322 67557 13287 100650 33,220
s / S [] 169 163 88770 86.540 50330 16610
s o Rent 0 20000 [} 40000 1.000 #1000 24390 16610
s 002 Fumiture 0 [ £ %3 263 0 0 0
s 03 Equipment % % 234 2370 2051 4421 4421 0
s 004 Telephone 7 502 2103 3005 4155 7180 7.16D 0
s o0 Federal Express/Postage 3985 8715 1.600 10315 4188 6127 6127 0
s 008 Supplies 1331 4754 5339 10083 -1.862 823 8232 0

Figure 17: Unallocated Set row

Deactivating an Account/Set Combination

If you activate a Set with no activity, such as no purchase orders, posted transactions,
EFC, Budget, or Approved Overages entered against it, you can remove the Set from the

Cost Report Worksheet row display.

1. On the Start menu, select Budgeting and Costs.
Select Cost Report Worksheet.
Select the Functions tab.
Go to Code Filters in the ribbon tool area. Select Sets.
The Code Filter group box displays.

AW

a. Use the arrow buttons in the center of the screen to move the desired Set

from the Selected column back to the Available column.

b. Select OK. The Cost Report Worksheet recalculates and displays without

the selected Set row.
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@ g ST IRBAFA
< ‘I“zo Preferences
BB C x ) s a8 > Acout | QO Accounts @ Company © Incentives © Ins @ To
IS © (ocations: © Curncy ° s
Search New Save Refresh Cancel Delete Close ToggleSesrch  Sove Tob Search fztbos
3 F4  F6 CTRL+R F8 CWRL+D FO Pane F11 As Visibility « " ttachedSets @ Episodes @ GLProd © Hif
Operations Cancellations Novigation ~ SaveAs  TebVisibilty  Paging GoTo Code Filters &4
Budgeting and Costs <« | SwmritPage X SystemCode Management (New) X Company Setup (View) X  Cost\orksheet(Edit) X |
o ] 4 0
2- Cash Flow Company: Project Budget Name Effective Date Applied: | 04/11/2024)
2- Cost Reports oy ”
4- Budget Import
5- Interactive Budget Entry 1r5:>:e Ak D et Toal d
T (3)
H 1200 Amisbie
3 2R SetCote Descrgson sode | cucoe
E - 200815 Bk et > =
s 0003 e
0 1224 |
E - 200814 .
s 0001 =
H 1400
D 1457 -
B Purchase orders E - 200816 o
- s 0003
. Accounts Payable H 1900
— [} 11999
Jayment Progessing E = 200814
: o 0 — [=n] =
(@) Petty Cash and Per Diem
B3 Purchase Card
{81 20umal Entry and Payroll o Views Reports FProperies Transactiors Change History Bookmarks Copy Budget  PCW Upload
@ payron Setup View Active Code Filters Filter Dates Column Visibility Native C
Select View & Filter Type Filter Value RowType 9 Estimate To Complete £ % Remaining Native €
&R Posting ! Account [ EstimateFinalCost [ EFC Changes
¥* Vo oo Descripton [ Current Budget Amount [
Haintenance
Theu Date: Actuals This Pericd [ Approved Overages ]
[ Budgeting and costs | <—© Actuals To Date & Adjusted Budget 1]
— : Commitments To Date |4 Variance o

Figure 18: Deactivated Account/Set combination

The Cost Report Worksheet is Missing, Won't Load, or is Blank
Missing your Cost Report Worksheet?

The Display Tools under the CRW Functions tab allow you to display only rows that
contain information you need to include on the Cost Report Worksheet. Display Tools

temporarily include or exclude rows.

W e

values.

On the Start menu, select Budgeting and Costs.
Select Cost Report Worksheet.
Select the CRW Functions tab.
Select the Display Tools filters to hide or display the Cost Report Worksheet

5. Select the Functions tab and click Save in the ribbon tool area or key F6.
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IS oY Lok Y

O]

Functions CRW Functions * o Preferences
Enter Change Notes Lock Budget Column Variance = Budget-EFC  + Expand | @ OverBudget © Negative EFC © Decimals * & Comp{
V' Apply Chiinge Notes Globally Display Overage as Positive — Collapse | @ UnderBudget © Global Note ~ © Currency ~ 9 Locati
Apply Apbroved Overage to EFC ™| Upload to Studio © Negative ETC @ Global Note Code ~ @ Currency Rate 7} ™ Episod
Options Levels Display Tools Activatq
Budgeting and Costs <« | SitPage X Cost\orksheet(Edit) X
1- Cost Report \Worksheet I 4—.
2- Cash Flow Company: | Project | | BudgetNamd| [ 11a57eR Effective Date Applied: | 04/]
- Cost Reports -
2:Cos Budget Name | Base Currency | Native Currency | EFC ol Budget Variance | v4
4 - Budget Import MASTER F T -
5- Interactive Budget Entry
Row Z Actuals Total
Type Account Description ‘ This Pesiod ‘ Actuals POs Cost
T -IEA Above the Line Expenses -
H = 1100 STORY RIGHTS & CONTINUITY
D =11103 DEVELOPMENT CHARGES
E 200801 Ep 101
D -11106 RIGHTS PURCHASED
TS O |
E 200802 Ep 102
E 200803 Ep 103
E 200804 Ep 104
E 200805 Ep 105
Orders
- Purchase E £ 106
B Accounts payable E 200807 Ep 107
E 200808 Ep 108
BB Payment Processing E 200809 Ep 109
E 200810 Ep110
[@) Petty Cash and Per Diem E 200811 Ep 111
<
B3 purchase Card ‘ Grand Total
1] nd DC 2 S =
a'lo-‘-lidﬂi Buyenl Views MIMEITWIMWIW CcpywlPCWUdod‘
o Payrol Setwp View Active Code Filters Filter Dates Colum Visibility
- Select View m Filter Type Filter Value Begin Date: RowType [V] Estimate To Compl
FW Posting e Account [¥] Estmate Final Cos|
x i iew Name [=] Descripbon V] Current Budget Am{
End Date Actuals This Period V| Approved Overage
[ Budgeting and Costs |<— @ [ | | Aot ToDwe [¥] Adjusted Budget
- =
— Commutments To Date [V] Variance

Figure 19: CRW Functions tab, Display Tools

The Cost Report Worksheet Freezes

It is possible that your Cost Report Worksheet may take extra time to load. Or it may

freeze or crash. The total amount of data may exceed performance norms. For example,

7 Companies, 7 Locations, and over 14 Episodes will cause performance issues. Close

any tabs that are not in use and reopen the Cost Report Worksheet.

Cost Worksheet Leading

Loading Cost Worksheet

Loading Budget, Please \Wait

Figure 20: Cost Report Worksheet loading messages
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The Cost Report Worksheet is Blank or Contains Zeroes

Typically, the Cost Report Worksheet amounts display as a whole dollar value. However,
currency displays as "0" when there are penny amounts. To view amounts displayed in
cents:

1. On the Start menu, select Budgeting and Costs.
2. Select Cost Report Worksheet.
3. Select the CRW Functions tab.
4. Select the down arrow on the Currency button to display decimal place options.
5. Select a decimal place value of 0, 2, or 4.
6. Select the Functions tab and click Save in the ribbon tool area or key F6.
E T T N R L s
Functions «—m 0 Preferences
Enter Change Notes Lock Budget Column ¥ Varance = Budget-EFC  + Expand @ OverBudget W o DECImHEj y
V! Apply Change Notes Globally Y. Display Overage as Positive — Collapse @ Under Budget | 2 a4l
V| Apply Approved Overage to EFC Upload to Studio © Negative ETC @ Global Note Code v'\f./urven'cyxatej
Options Levels Display Tools
Budgeting and Costs  « || StrtPage X  Cost\Worksheet (Edit) X
I 1- Cost Report Worksheet l s p— @=
2- Cash Flow Company: Project: Budget Name: Effective Date Apj
s-:Cost Regorts BudgetName | Base Currency | Native Currency | EFC Budget ariance
4 - Budget Import -
3 - Interactive Budget Entry ?:Se Account Description Th#r;t\JPaeI:Od Actuals POs T
T CEA = ————— = === =
H - 1200
D -1218
E -1 200816
S 0003
o} - 1224
E -1 200814
S 0001
H 1400
D -1 1457
B Purchase Orders E = 200816
S 0003
. Accounts Payable H 1900
p— 1} -1 1999
BB Payment Processing E (-1 200814
S 0001
[@) Petty Cash and Per Diem 7
9 Purchase Card
E' Journal Entry and Payroll DC Views Reports Properties Transactions Change History Bookmarks Copy Budget  PCW Upload
j Payroll Setup View Active Code Filters Filter Dates Column Visibility
Select View v Filter Type Filter Value RowType Estimal
S% Posting Account [ Estima
. View Name Description M Current
x Maintenance ] Thru Date: Actuals This Period M Approv
[ Budgeting and costs I(_ Actuals To Date & Adiuste
= o 4 Commitments To Date Variang

Figure 21: Decimal place value of 0, 2, or 4

Set Codes Appear as Zero's

Like the example above, pennies are rounded up to zero. However, the account lines do
not display if there is no activity. In the Cost Report Worksheet, four columns are
enabled for entry: the ETC, EFC, Budget, and Approved Overage columns. All other row
cells contain calculated data.
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Columns can be moved, resized, displayed or hidden, and deactivated for entry. To view

amounts that display as "0":

Resize Columns — Hover your cursor between column headers; the cursor will
change to a right-left arrow shape. Left-click and hold while you drag and drop to
the needed width.

o Account Description e O Actuals E@s rod, ETC
T T !
— |
Figucre 22: Resizing ::nglumns
How to Work with Budget Overages
You can maintain multiple budgets and clone whole or parts of the master budget into
separate budgets to make scenarios or for reporting. Additionally, you can run cost
reports here. The report will print in the exact format displayed on the Cost Report
Worksheet.
The Cost Report Worksheet initially opens in the Default View. This means all rows and
columns display. The various Cost Report Worksheet tools allow you to narrow down or
alter this display.
Note: If you have yet to load a budget, the ETC, EFC, Budget, Approved Overages,
Variance, and Change in Variance columns are blank the first time you access the
Cost Report Worksheet.
You can enter budget amounts in the Budget column cells now, but you will want to
format the Cost Report Worksheet display first. Go to the Views tab for more
information on creating and maintaining alternate Cost Report Worksheet displays.
@) S MG URIFY T
= Functions CRW Functicns Applicaticn Preferences
Enter Change Motes ¥| Lock Budget Column ¥| \arance = Budget-EFC
v! Apply Change Notes w v Display Owverage as Positive ?
V| Apply Approved Overage to EFC 4"”“"""0 Studio
Optiones
Figure 23: Approved Overages, Positive Overages, and Variance features
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Apply Approved Overage to EFC — When this checkbox is selected, amounts
added to the Approved Overages column are automatically added to the existing

EFC amount for that account row.

In this example, with this CRW Function enabled, $50,000 is entered in the
Approved Overage cell for Writers Fees. The system automatically adds
the amount to the existing EFC amount, triggering an ETC increase of

$50,000.
Description Eichlcg, Actuals FOs poss eTC EFC Budget B“fe’;':’;;
Above the Line Expenses 36,088 2.958072 69.461 3027513 1,552,591 4580124 4532480 50,000
Story and Other Righis 0 866,489 1.000 867.489 325,072 1.192561 1.172.561 50,000
Story Rights Purchase 0 200,000 0 200,000 2707 1.067.073 1.067.073 0
lwiter Fees [ of  esof of 6500 55,000 120,000 100.000 50,000

Figure 24: ETC increase example

Display Overage as Positive — Normally, when an EFC amount is greater than its
associated budget amount, the variance displays as a negative number. When
selecting this checkbox, the variance displays as a positive number under the

described condition.

Variance = Budget - EFC — Normally, Variance is calculated by Adjusted Budget
— EFC = Variance; The Adjusted Budget is the Budget + Approved Overages. When

this option is selected Variance = Budget — EFC.

The Importance of Locking Your Budget and Purchase Orders

When the Lock Budget Column checkbox is selected, the entry cells in the Budget
column are disabled for input. You can lock or unlock the Budget column at any time.

(op JERSL ST T Yok SRl

Functions CRW Functicns Applicaticn Preferences

Enter Change Motes ¥| Lock Budget Column f

v! Apply Change Notes Globally ¥ Display Overage as Positive

¥| Apply Approved Cverage to EFC Upload to Studio

Opticns

Mamiznce = Budget-EFC

Figure 25: Lock Budget Column feature

Lock a current period to prevent additional actual costs and purchase order
commitments from appearing on the Cost Report or the Cost Report Worksheet.
Purchase order line item amounts are not reduced within the Cost Report Worksheet
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until the relieving invoice is posted. As soon as the invoice is posted, the purchase order
amount is decremented while the Actuals This Period amount, and therefore the Actuals
amount, is increased.

The only exception to this rule is when the invoice is entered and posted to the Future
period. In this case, the purchase order amount reduction and Actuals This Period
increase will be reflected in the Cost Report Worksheet once the period is closed. This is
displayed in the change history, the current period cost reporting, and the Cost Report
Worksheet.

Note: User permissions determine whether the Budget column can be locked or
unlocked. If your account doesn't have this privilege, you won't be able to modify
the Budget column. Contact EP Support if this option is not available.

Expanding and Collapsing Views in a Worksheet and Other Display

Issues
The Cost Report Worksheet initially displays all rows and columns. The + and - symbol
sets on each account level allow you to expand and collapse Cost Report Worksheet

views.

Expanding and collapsing views in a Cost Report Worksheet to display more or fewer
entries depends on the ribbon tools selected in the Functions and CRW Functions tabs.

Functions tab
Various tools in the Functions tab ribbon let you narrow down or change the Cost Report
Worksheet display.

o I I S Sl

portViews

Figure 26: Functions tab

Paging section

Use the arrow keys in the Paging section to move around the Cost Report Worksheet:
4 — Move to the beginning row of the Cost Report Worksheet.
» — Move to the next header account. For example, from 1100 to 1200.
»P» — Move to the beginning of the next category. For example, EA to EB.
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44 — Move to the previous category. For example, EB to EA.
4 — Move to the previous header account. For example, from 1200 to 1100.
»I — Move to the last row of the Cost Report Worksheet.

Report Views section
Topsheet View — Displays Cost Report Worksheet Header and Total Row Types.
Select to switch between the two views.

Sub Header View — Displays the Cost Report Worksheet Header, Sub Header, and
Total Row Types. Select to switch between the views; this view applies only when
the chart of accounts includes Sub Header accounts (it displays the Cost Report
Worksheet in a semi-summary view, meaning that amounts for Detail accounts
associated with Sub Header accounts are rolled up to the Sub Header level).

Hide Zeros — Displays all rows or hides rows where there is no activity. No Activity
is defined as no purchase orders, actuals, EFCs, or budget amounts entered.

Layer Control Section
Hiding input rows on the Layer Control section prevents entering ETC/EFC, Budget, and
Approved Overages.

Sets — Displays or hides Set rows. This selection only applies if the system has
created Attached or Global Sets.

Location — Displays or hides Location rows. This selection only applies if the
system has created Location codes.

Episode — Displays or hides Episode rows. This selection only applies if the system
has created Episode codes.

CRW Functions tab

Various tools in the CRW Functions tab ribbon let you narrow down or change the Cost
Report Worksheet display.

@I E i s

= =

ance = Budget EFC| + Expand | @ OverBudget| @ Negative EFC © Decimals *
= Collapse | @ UnderBudget| @ Global Note ~ @ Currency ™

ny © AdiustCurrent @ ResetAll

0 Adjust Al © Clear BudgeV/EFC @ Apply Unallocated ETC/EFC

|||||| Recale ETC/EFC

Figure 27: CRW Functions tab

Levels section
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+ Expand — Displays all Cost Report Worksheet Row Types.
- Collapse — Displays only Cost Report Worksheet Header and Total Row Types.

Display Tools section
Over Budget — Displays or hides account rows where the EFC amount is greater
than the Budget amount.

Under Budget — Displays or hides account rows where the EFC amount is less
than the Budget amount.

Negative ETC — Displays or hides account rows where the ETC amount is a
negative amount.

Negative EFC — Displays or hides account rows where the EFC amount is a
negative amount.

Global Note — When selected, the Global Note entry screen displays. Once a
Global Note is entered and the Apply Change Notes Globally option is selected,
the entered Global Note is applied to every ETC/EFC change entered during the
Cost Report Worksheet session.

Global Note Code — When selected, the Global Note Code screen displays. Once
entered and the Apply Change Notes Globally option is selected, the entered
Global Note Code is applied to every ETC/EFC change entered during the Cost
Report Worksheet session.

Decimals — Normally, Cost Report Worksheet amounts display as a whole dollar
value. However, there may be occasions when you need to see amounts
displayed in cents. When selected, a group of options displays, allowing you to
select a decimal place value of 0, 2, or 4.

Currency — This button allows you to select a display currency. Upon selection,
the Cost Report Worksheet converts amounts to the selected currency.

Currency Rate — Displays Current Rate or Historical Rate; defaults to the current
exchange rate established for each currency.

Views tab
The Default View, under the Setup View section, is always active when the Cost Report

Worksheet is opened, meaning all rows and columns initially appear.
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Views  Reports nma Transactions  Change Hlse Bookmarks  Copy WOCN Upload o o

Setup View Active Code Filters Filter Dates Column Visibility Native Currency View

SelectView |DefaView |~ Filter Type Filter Value RowType E4 Estimate To Complete  [] % Remaining 1 Native Currency [USD ~
Account [4 Estimate Final Cost [4 EFC Changes

View Name
Description M Current Budget Amount [F
Actuals This Period [ Approved Overages [4
Actuals To Date [ Adjusted Budget M
Commitments ToDate [/ Variance %]

Save As Save Total Cost [ ChangeinVariance [

Figure 28: Views tab, default selection

Setup View
You can create and save a view to utilize specific row and column displays (views). Use
this new view in future Cost Report Worksheet sessions.

An example of this functionality is on a single budget that contains several episodes.
You can create views for each episode, which allows you to work on and report on
individual episodes. When you want to run a consolidated or breakout episodic report,
return to the Default View and run the associated Cost Report.

To create a new view:
1. Adjust the Cost Report Worksheet's rows and columns to a desired display.
2. Set row and column displays using:
e Code Filters
e lLayer Control
e Column Visibility
3. Select the Views tab and click the Save As button.
4. Enter aview name and click Ok.

) A-STLBATA
O e e e -
Q E B ¢ > court Q tves @ ina @ Topsheetview © Company | © Set:
& - o © Subriesder View @ Locsbons
owrch  New  Sw o i 5 © tide Zeror © tpucdes ‘Yo_o
. Gote cote s Reporens Loyescont | Gisane
Bupet Nome Effecive Dste foslid. | 04082024]

seoort Q- rens Tet e esc . tgwored o, - (Soroe | 5 umaos

1100 STORY RIGHTS & CONTINUITY

- 106 RIGHTS PURCHASED

1 'WRITERS
X85 101 Entarcemert
m BONUS PAYMENTS TO WRITERS
y——— Zoow oAt
- w— Gand e o0
Fe—— Vews Rapos  Propaies  Trsaschers | ChangeHikry | Bookmarts
[E) Petty Cash and Per Diem Seap View Aetive Code Fiters. Natve Currency View
SoctViow [OatVior G| | [FamcType | Faevite o
5 Purchase card i tne
B0 sourmtcutry sna rayoa o
O payrl
B roma SO
R tawtensnce eate View
. saarmteianinies Ploase erter e vew name
W itertaces =
Bedoen <+——0
Frp—— Lo [cme
Figure 29: Setup View, creating a new view
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5. The new view is created and available for selection.

e Select an Existing View — In the Select View box, click the View Name
from the drop-down list to display a saved view. The Cost Report
Worksheet will recalculate and display using the selected view.

e Modify Existing Views — Make any row or column adjustments to modify
an existing view and select the Save button in the Setup View group box.

Views  Reports
Setup View
Select View Staryrights
View Name View Name

Properties  Transactions

Change History  Bookmarks  Copy Budget  PCW Upload

Active Code Filters

v | o

Filter Value 2

View Id

Default View

I Storyrights

Save As

Save

£ >

Figure 30: New View Name group box

Active Code Filters

The Active Code Filters group box provides a convenient way to determine which Code
Filters are active. To learn how to use Active Code Filters, go to the Active Code Filters

section.

Active Code Filters
Filter Type

£

Filter Value "

Figure 31: Active Code Filters group box

Filter Dates

You can use the Effective Date reporting feature to filter further. It filters based on the
purchase order. Purchase order amounts are from inception. The Thru Date dropdown
allows you to limit the display of purchase order amounts past an Effective Date.
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Filter Dates

Thru Date:

047252024 |~

Apply Dates

Figure 32: Filter Dates group box

The Effective Date Applied field displays at the top of the Cost Report Worksheet. This is
a read-only field.

Start Page X |Costworksheet (Edif) >

Company Project Budget Name: | Eftciive Date Appliec: [ 021102024] | s

Figure 33: Effective Date Applied field

To clear date ranges, highlight the Thru Date field and select delete. Once deleted, click
Apply Dates. The Cost Report Worksheet will recalculate and display without the date
range.

Column Visibility Filters

Show or hide columns from the Column Visibility group box. The checkboxes are for
every column on the Cost Report Worksheet. By default, all columns are initially
displayed and are indicated as displayed with a check mark in the box. To hide a
column, click to clear the checkbox, and the column is immediately hidden. To redisplay
a hidden column, click the checkbox again.

Column Visibility

RowType Estimate To Complete % Remaining
Account Estimate Final Cost

Description Current Budget Amount

Actuals This Period Approved Overages

Actuals To Date Adjusted Budget

Commitments To Date Wariance

Total Cost Change in Variance

Figure 34: Column Visibility group box
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Applying Change Notes Globally

When this checkbox is selected, the Global Note is applied to every change made during
the Cost Report Worksheet session. You can change Global Notes as often as needed.

To apply a Global Note:

On the Start menu, select Budgeting and Costs.

Select Cost Report Worksheet.

Select the CRW Functions tab.

Select the Apply Change Notes Globally checkbox.

Select the Functions tab and click Save in the ribbon tool area

or key F6.

Return to the CRW Functions tab and select the down arrow on the Global Note

button to display the entry screen.

Enter your notes in the Global Notes Entry screen.

Enter your changes on an account line in the ETC/EFC fields.

10.Select the Functions tab and click Save in the ribbon tool area or key F6.

11.Return to the CRW Functions tab and select the Change History tab to view
applied notes.

12.Select the Functions tab and click Save in the ribbon tool area or key F6.

13.To remove the Global Note, uncheck the Apply Change Notes Globally checkbox

and click Save in the Functions tab ribbon or key F6.

NOoO R WwWN e

CR

Note: You can also enter a Note Code on this screen. Note Codes are used to
filter the EFC Changes report. Global Notes and Global Note Codes can be
changed at any time during the Cost Report Worksheet session and are applied
to every change you make until you turn off this option.
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Figure 35: Apply Global Notes screen

Verify EFC Change Notes

You can verify all Change Notes through the EFC Changes Report.

On the Start menu, select Reports.

Select Cost Reports.

Select EFC Changes from the Report Group drop-down menu.

Select EFC Changes from the Report drop-down menu.

Choose the Report Criteria and filter Note Codes from the Change Note
Identifiers drop-down menu, if needed.

6. Click Run Report in the ribbon tool area or key F5.

e wN e
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Figure 36: EFC Changes report selection

7. The report generates and opens. Use this report to validate Change Notes.

R
l l
Account GLPROD SETS Date of Change _Period Prior EFC____ Current EFC Change|  NoteCode | Change Notes
103 DEVELOPMENT CHARGES
This i a Globul Noto
Reset 10 Budpet Amount
Total EFC Changes for Location 01
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1106 ‘RIGHTS PURGHASED.
This i  scoad Global Note
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Reset 10 Budget Amount
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Budget/EFC Import
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Budget/EFC lmpart
010101 | Change note
Budget/EFC lmpart
Budget/EFC lmport
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Figure 37: EFC Changes report sample
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Cost

Report Worksheet Columns and Cell Functionality

The Cost Report Worksheet has sixteen columns, with four (ETC, EFC, Budget, and
Approved Overage) enabled for data entry.

Updated 4/26/2024

Row Type — This column provides a hierarchy for organizing the Cost Report
Worksheet. The available types depend on the configuration of the Chart of
accounts and the available Production Codes in the system (Location,
Episode, Sets, and GL Prod). Use the Legend in the Properties tab for the row
description.

Account — Account numbers and Production Codes (Location, Episode, Set,
and GL Prod).

Description — Descriptions for the values in the Account column rows.

Actuals This Period — Transaction amounts for the cost category
(Account/Production Code combination) posted during the current period.

Actuals — Transaction amounts for the cost category (Account/Production
Code combination) posted from the beginning of the production (including the
current period information).

POs — The open purchase order amounts for the cost category
(Account/Production Code combination) entered at the beginning of the
production.

Total Cost — The total of the Actuals + POs columns.

ETC (Estimated Total Costs) — One of four columns enabled for entry. It is the
difference between the Actuals and Estimated Final Costs (EFC), the
remaining money that can be spent for the cost category
(Account/Production Code combination). The formula is ETC = Actuals - EFC.

EFC (Estimated Final Costs) — One of four columns enabled for entry. It is the
revised estimated spend for the cost category (Account/Production Code
combination).

Note: An entry in either the ETC or EFC cell affects the other. For example, if
$1,000 is added to the ETC cell, the EFC cell automatically adjusts.

Total
Cost

D 1615 Rehearsal Expenses 0 120 0 120 820 1,000 1,000 0

Figure 38: ETC ($880) before entering $1,000 in the EFC cell

.'?;’;‘e Account Description Bt Actuals POs ETC EFC Budget

Total
Cost

D 1616 Rehearsal Expenses ] 120 0 120 1,880, 2,000 1,000 -1,000

Row n Actuals n ange
Tone Account Deseription R Actuals FOs 3( EFC Budget s

Figure 39: The result: EFC ($2,000) after entering $1,000 in the ETC ($1,880) cell
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e Budget — One of four columns enabled for entry. It is the original budget
amount (approved by all financial parties) entered for the cost category
(Account/Production Code combination).

e Approved Overages — One of four columns enabled for entry. Once the
Budget is locked (meaning the budget is signed off by all parties responsible),
there may be unforeseen cost overruns during production. This can occur for
various reasons, such as a studio needing to approve additional funding. This
extra money is recorded in the Approved Overage column.

e Adjusted Budget — The total of the Budget and Approved Overage cells. The
formula is Adjusted Budget = Budget + Approved Overage.

e Variance — The difference between the EFC and Budget amounts
(cumulative). The formula is Variance = Budget — EFC.

e Change in Variance — The change in the variance from period to period.

For example, following EFC changes for three periods, in period 1, the EFC and
Budget amounts are $1,000 each. Here, there is no Variance and no Change
in Variance.

Change
in Variance

Approved Adj
Overages Budget

911 1.000 1,000 0 1.000 ] 0

ETC EFC Budget Variance

Figure 40: Change in Variance before EFC changes

In period 2, the change is entered, and the Variance and Change in Variance
displays -1000.

Approved Adj . Change
Owerages Budget Variance in Wariance

1.9M 2,000 1.000 0 1.000 -1,000 -1.000

ETC EFC Budget

Figure 41: Change in Variance after the EFC change in Period 2

Period 2 is closed, and the Cost Report Worksheet is opened in Period 3. The
EFC is reduced by $250. The Variance is now -750, and the Change in Variance
is 250, which is the difference between the -1000 variance in Period 2 and the
-750 variance in Period 3.

Approved Adj . Change
Overages Budget Variance in Wariance

1,661 1.750 1.000 0 1.000 -750 250

ETC EFC Budget

Figure 42: Change in Variance after an additional EFC change in Period 3
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e % Remaining — This column compares the ETC amount against the EFC
amount and displays the remaining amount to spend as a percentage.

Data Entry
You can quickly add, subtract, or replace amounts in the four columns enabled for
data entry.

e Enter the value and the + (plus) sign to add an amount to an existing cell
amount.

e Enter the value and the — (minus) sign to subtract an amount from an existing
cell amount.

e To replace an existing amount, enter the new value, then select Enter/Return.

When to Contact Support

In some cases, you will need to contact support. Select scenarios include:

e If you need to delete an Attached Set on accounts.

e |f a zeroed-out ETC continues to appear on the Cost Report Worksheet and there
is a record on the Change History tab.

e The Cost Report Worksheet will not open or will take a long time to load.

e When duplicate accounts are saved across two time periods.

Support

Need Help?

Contact EP Product Support
Monday, 12 a.m. to Friday, 8 p.m. PT
Saturday/Sunday, 7 a.m. to 7 p.m.
818-955-6300

AccountingSupport@ep.com

After Hours
818-955-6300
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