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Introduction

Welcome to Movie Magic Budgeting. Movie Magic Budgeting is a powerful estima
tion tool that will enable you to quickly create, change and compare budget estimates
for your production.

How TO USE THIS BOOK

This book is divided into two parts. The first isatutoria to
walk you through the basic use of Budgeting and point out
many of the features of the application. The second part is a
general reference guide to Movie Magic Budgeting.

Tips and Cautions

In this book, when there is information outside of main text,
we have placed that information in the left margin, and pref-
aced it with one of two icons.

Fb Thisicon appears beside either atip or an
alternative method of performing the task.

é This icon appears with a caution. Pay spe-
cia attention to the note when you see this
in the margin.

Differences between the PC and Macintosh Interfaces

Movie Magic Budgeting works egually on the PC and the
Macintosh. However, there are some details that you will want
to note.

In general, actions and commands are performed in the same
way, with the following exceptions:

Introduction
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* The Control key on the PC is replaced by the Com-
mand (38) key on the Macintosh.

Any additional items will be pointed out as we work our way
throughout this book.

Because this book was written on the PC, certain conventions
have been used. The screen illustrations show Movie Magic
Budgeting on the PC, rather than the Macintosh. So if you are
using aMac, you will see slightly different, although amost
identical, screens.

In addition, all keyboard commands are written withthe PCin
mind. Macintosh commands are provided in parentheses after
the command has been given.

Introduction
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Lesson 1 Getting Started

Movie Magic Budgeting is a flexible tool
that allows you to easily estimate budget
costs and prepare your budget in almost
no time. The important thing to remem-
ber as you work with this application is
that Movie Magic Budgeting is not an
accounting program. It is an estimating
tool. All computations are estimated, and
will not be exact figures.

In this Lesson, we will launch Movie
Magic Budgeting, create a new budget
file, look at some of the ways to move
around in the application, and save our
file.

Lesson 1 - Getting Started
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LAUNCHING MoVIE MAGIC BUDGETING

Windows 98
Click on the Start menu
2. Choose Programs, Movie M agic Budgeting, Movie
Magic Budgeting. The application will launch.
Macintosh

1. Double-click onyour Hard Driveicon.
2. Double-click on the M ovie M agic Budgeting folder.
3. Double-click on the M ovie Magic Budgeting file

icon. m

CREATING A NEW BUDGET

Thefirst thing to do once you have opened Movie Magic Bud-
geting isto create a new budget. Although you can create a
budget from scratch (see “ Creating a Blank Budget” on page
59), you are more likely to be working with a pre-defined bud-
get form.

A budget form includes a chart of accounts, and al of the Glo-
bals, Fringes and Subgroups. For the purposes of this tutorial,
we will creste a budget in the Enterprise format, whichisa
basic budget. If you were creating one for one of the other stu-
dios, you would, of course, use their budget form.

Launching Movie Magic Budgeting Lesson 1 - Getting Started
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1. From the File menu, choose New. The Select a MM Bud-
get Form File window displays.

Select a MM Budget Form File 2 | x|
Laak jm: I 23 Movie Magic Budgeting j gl
|1 Examples
|11 Forms
1 Rates l%
File narme: I Open I
Files of tupe: IMMB windows 5.0 Forms j Cancel |

2. Select the Formsfolder and click Open.

Fb All budget 3. Select the Enterprise Form file and click Open. A new
forms have an budget opens, using the Enterprise budget form as a skele-

extension of .mmf. ton structure.

o Ao Magee Dudgeling

Contradly & Trealrent

1300 Carechion & Sugesryzion
1400 i, Dy Phirpers:, Shunts
1500 Trawsd & Living

1500 Freggs Fermii

TOTAL KEOVE-THE-LME
Froduchion Stait

NAVIGATING MOVIE MAGIC BUDGETING

Starting at the Topsheet

When you first open anew file, you begin at the level of the
Topsheet. The Topsheet is also sometimes known as a Sum-
mary sheet, because it summarizes all of the totals that have
been entered into the rest of the budget. No information is
added to the Topsheet. Everything presented is a summary or

Lesson 1 - Getting Started Navigating Movie Magic Budgeting
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roll-up of datafound in other parts of the budget.

» Click on the maximize button @ in the upper right of
the window to enlargeit.

Each line on the Topsheet corresponds to a Category (major
account). Movie Magic Budgeting uses the term Category to
describe an account that contains sub-accounts within it.

B untitled. 1 [ O] =]

Rects Categary Tile | Page | Tatal fl
Al1oe | Story 2 otrer Righte 0

Moving into the Account Level

Although thereisalot of information presented on the Top-
sheet, we need to move further into the budget to really usethe
information. Movie Magic Budgeting is constructed in three
levels, with each successive level holding more detail.

* Moveyour mouse to the narrow column to the left of
Category 1400 - Cast, Day players, stunts. The pointer
changes direction and becomes a black arrow.

1300 Cwechon & Superaizion
4 1400 Ciazd, Davy Players, Siunks
1500 Teawed & Living
1800 Frirgs Baneils
1 T TAL AROVL-THL-LIKL

LI =R =J ==

* Double-click and Movie Magic Budgeting takes you into
the account level for this account.

There are several accounts in Category 1400. Notice that all
the account numbers begin with 14. This makesit easy for you
to tell immediately where an account fits. If the account starts
with 12, it is located within the 1200 category.

Moving into the Detail Level

* Aganplacing the pointer in the left column, double-click
and move down one more level, into the detail level of
Account 1404, Stunt Players.

The Detail level displays. Notice that this level has no
entries. Thisiswhere all the detail s about the Stunt play-
erswill be entered.

Navigating Movie Magic Budgeting Lesson 1 - Getting Started
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Itishere, onthe detail level, that you will enter all of the mon-
etary amounts for your budget.

Moving back to the Topsheet

Fb Although by

default you only
have one window
at a time open, you
can set Movie
Magic Budgeting
to display multiple
windows (See“ Use
only ONE Window
per budget” on
page 75 of the Ref-
erence Section).
The level indicator
can help you keep
track of your loca-
tioninthis case.

On thetool bar, the level indicator indicates the level you are
onin red. It can also be used to navigate between levels.

* Ontheleve indicator, click Topsheet. You are returned
to the Topsheet of your budget, and the level indicator
shows this by highlighting Topsheet in red.

TOP SHEET
ACCOUNT |
DETAIL |

SELECTING LINES & MOVING BETWEEN FIELDS

* You can select any linein your budget by single-click-
ing in the narrow column to the left of that line.

» Double-clicking in the same location will move you
one level down into the budget.

* Clickinany field on the Detail level to add informa-
tion. From this point, you can move through the fields
by pressing Tab or Enter (Return).

* Pressing Shift and holding it down while you press
Tab will move you backwards through the fields.

ADDING PROJECT INFO TO BUDGET

You will probably want to start your budget by adding infor-
mation that is project-specific. Configuring this information
now will save you thetrouble of printing abudget later only to
discover that the hard copy does not have the Project Title,

Lesson 1 - Getting Started Selecting Lines & Moving Between Fields
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Hj You can

change the header
and footer text for
theentire budget as
well. For informa-
tion on this, see

“ Adjusting the
Header and
Footer” on page
149 of the Refer-
ence Section.

producer, etc. on it.

1. From the File menu, select Print. The Reports Dialog
window displays.

Floposts Dialog

Dlocurmant Murgne

P S s Slanda 4 ] [Fricc sl feccaris -

Aot Spaag [Trge =) Topo Topsk

Tokats Spucing [ Puge Heade Heades
o] | ToeessFossoreg  [Em ] P Pagefoom Fuetur

Tep [T Bt [ M
e [P [ ] Fueeew [Epams )

2. Inthe Miscellaneous area of the Reports window, click
the Topsheet button. The Topsheet Header Dialog dis-

plays.

Fioster Exsmpls Badgel

Diiciigriie] 5 pacfcally For Movia Magee Chaniz

Producer

& Desclot

Dimcics

Muric

Caredn

Frepaediy Bob Eosler

Editor

3. Enter theinformation into the grid that you will want peo-
ple to know about your budget. Click in thefirst field of
the grid and type “Tutorial Budget.”

4. Center thistitle by selecting Center from the menu to the
right of the grid.

5. Click in the check box next to Bold to make the Title

boldface.

6. PressTab to moveto the next field. Enter your name and

center it.

7. Click OK to return to the Reports window.

Adding Project Info to Budget

Lesson 1 - Getting Started
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8. Click Cancdl to return to the Topsheet without printing.
The information you have entered will remain with the
budget until you changeit.

ADDING REVISION INFORMATION

You should aso add the information regarding the revision of
the budget. This becomes very important when you begin cre-
ating multiple versions of the budget for comparing.

1. From the File menu, select Info. The Budget information
for: filename displays. Note that there is no filename yet.
Thisis because we have not saved your budget.

2. Therearefieldsto track Project title, Project Number,
Revision Number, and Notes. Sincethisisthefirst budget,
we'll just enter the Revision number.

Click in the white box beside Rev. Number and type 1.
3. Click OK to close the dial og window.

SAVING YOUR BUDGET

You should save your budget regularly. Thereis no worse feel-
ing than working for hours on a project, only to lose power
and have to start over again. If you save your files regularly
you are much less likely to suffer lasting damage from such a
loss. Save your Test budget now.

Lesson 1 - Getting Started Adding Revision Information
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I:Jj If you had
previously saved
thefile, the save
dialog would not

1. FromtheFile menu, select Save. The Save Budget File As
dialog window displays.

Save Budget File As

display. Your file Save in; Ia Movie Magic Budgeting j ﬁl
would smply be Tt vamples
saved over thelast | Forms
one you saved. To 1 Riates
avoid replacing the
existing file, %
choose Save As.
File name:; I Save I
Save as lype: IMMB 5.0 j Cancel |
2. Inthe Savein: field, select the folder where you want to
save your budget.
3. Inthe Filenamefield, enter Test. Click Save. The dialog
window closes and your file is saved.
You should al so regularly make backup copies of your work to
another hard drive, tape drive, or floppy disk. Nothing is
worse than losing all your work because you have hard drive
or system problems.
REVIEW
You should now be able to:
» Create anew budget from a budget form
* Move between the levels and fields in a budget
* Add project information to your budget
* Addarevision date
*  Saveyour budget
Review Lesson 1 - Getting Started
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Lesson 2 Working with the
Topsheet

As mentioned previously, the Topsheet is
the location in the budget where all the
monetary amounts are summarized. At
this point, other than the Categories that
were created by the budget form, your
budget is blank. All of the amounts are
Zero.

In thislesson wewill ook at the topsheet
in a bit more detail. You will create a
new Category, and add a level break
between Categories.

Lesson 2 - Working with the Topsheet
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WHAT ARE CATEGORIES?

Movie Magic Budgeting uses the term Category to refer to
the major accounts found on the topsheet. Each Category
will contain several accounts located in the account
level. Categories share the first few digits of their
account numbers with all accounts below them, allowing
for easy tracking.

CREATING A NEwW CATEGORY

Fb Movie

Magic Budgeting
will always moveto
the next available
field when you
press Tab. If you
are at thelast line
and press Tab, a
new line will be
created

When you create a new budget from a budget form, Cat-
egories and their inclusive accounts are created for you.
However, once in awhile you may till find that you
need to create another Category to cover something addi-
tional.

1. Select Category 6500 - Publicity by clicking in the left

margin. The Category row is highlighted. We will add a
Category just before this one.

TOTAL EDITIHG PERIOD
I:.E‘ESDD Publicity

2. Fromthe Edit menu, select Insert. A new Category line
appears before the selected Category.

3. PressTab. You are now ready to enter the information
about this Category.

4. Type 6400 and then press Tab to move to the next field.

Type Tutorial and press Tab again. Notice how you have
now selected the field for the Category number 6500. If
you type anything now, that Category number will be
replaced.

G400

Tutorial
Publicity

A

What are Categories? Lesson 2 - Working with the Topsheet
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MODIFYING A CATEGORY

‘7 " Ifyou You might find that one of the Categoriesin the pre-set budget
change the number form doesn’t quite describe the accounts you are including, or
of a Category that that you have misspelled something in a Category you have
contains accounts, created. If this happens, you will have to modify the Category
you may haveto go description, or even the number.

in and change all 1. From the topsheet, select the Category we just created:
the account num- 6400 - Tutorials.

bers to maintain ) _ .
continuiity, 2. Press Tab to move into the Acct # field. Press Tab again

to move to the description field.

3. TypeTutorial Consultants. The description is replaced
with the new name.

G400
G300

Tutarial Cu:unsurtants|
Publicity

ADDING LEVEL BREAKS

Like Categories, some level breaks are automatically created
when you create a budget from a budget form. Again, how-
ever, you may find you need to add one or more.

Level breaks are subtotal lines that divide your Topsheet into
logical parts. You will always have alevel break called Total
Above-the-Line. Other level breaks are optional depending on
the budget you are creating.

1. Select Category 6500 - Publicity by clicking in the nar-
row column to its left.

I:Jj You could 2. From the Edit menu, select Level Break. A new line

also type Ctrl-B titled Untitled Level Break is added above the selected

(%-B) tocreatethis Category.

level break. |._;;._|._| |||.|1unu|\'_'un=ulal15 | | =
ﬁ|._r_u_| Publicry | | ‘

3. Press Tab and then press Tab again. Type TOTAL
TUTORIAL CHARGES to replace Untitled Level

Break.
EADD Tufoeind Consutants 1]
F| TOTAL TUTORAL CHARGES [ ]
ESO0 PuRiichy o,

Lesson 2 - Working with the Topsheet Modifying a Category
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4. Saveyour changes.

You have now created alevel break. These are used to group
the Topsheet Categories.

Aswe add accounts and detailsto the Tutoria Category, these
amounts will change, automatically updated by Movie Magic
Budgeting.

OTHER ITEMS ON THE TOPSHEET

Contractual charges are listed at the bottom of the Topsheet.
Because these often entail manually excluding amounts, we
will walk through them at the end of these |essons, when there
are amounts in the budget to exclude.

REVIEW

You should now understand the structure of the Topsheet allit-
tle better. In addition, you should be able to:

*  Create anew Category
* Modify a Category
* Addalevel Break

Other items on the Topsheet Lesson 2 - Working with the Topsheet
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Lesson 3  Working with Accounts
and Details

The Account level islocated directly

“ beneath” the Topsheet. Each individual
Category has a group of accounts asso-
ciated with it.

Generally, these accounts are numbered
to reflect the Category where they
belong. For example, Category 1400
would have accounts numbered 1401,
1402, etc.

Within each account you will have vari-
ous lines of detail. It isin these details
that you actually enter numbers. The
details and the tools you use with themis
what gives the budget its greatest flexib-

lity.

Lesson 3 - Working with Accounts and Details
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CREATING A NEW ACCOUNT

Like Categories, basic Accounts and their numbers are
included in the new budget when you create it from a budget
form.

1. From the Topsheet, highlight Category 6400 - Tutorial
Consultants. Thisisthe Category we created, and it will
be empty.

2. Movedown to the Account L evel by typing Ctrl-1, (36-
1). The account level displays, with ablank line high-
lighted.

B untithsd 1 -

EADD -~ Twboiial Consultants

Accound Titls

Total L]

3. PressTab to activate the account number field. Type 6401
and press Tab.

4. Now you arein the Description field. Enter Movie M agic
Grip.

5. Press Tab again. Notice how you skipped the page and
total columns and went straight to creating another
account. Thisis because Movie Magic Budgeting will add
the pages and the Tota values for you when there are

details.
6. Enter one more Account. 6402, Movie M agic Budgeting
Consultant.
N undtithed. 1 — G400 -~ Twtewial Consulants

Accte | Account Title Page | Total -

G Sovis Mago Crip o

BaE Ieborwie Magic Budgeting Corsullant o

[\ Todal ]

MODIFYING AN ACCOUNT DESCRIPTION OR NUMBER

Now we realize that it shouldn’t have been Movie Magic Grip
in account 6401, but rather Movie Magic Assistant. We will
have to go back and changeit.

1. Click ontheword Grip. Notice how all the wordsin the
field are highlighted. If you type Assistant now, the entire
field will be replaced.

Creating a New Account Lesson 3 - Working with Accounts and
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2. Click again, after the word Grip. Now you can hit the
Backspace (Delete) key 4 times to remove the word Grip.

3. TypeAssistant.

WORKING WITH DETAILS

GLOBALS

Details are the meat of your budget. They are where you will
enter al of the numbers and dollar amounts for your produc-
tion. If you need three gripsfor local production, thisiswhere
you will put them.

Thefirst tool used in details are Globals. These are characters
used to replace a number, such as“s’ or “shoot” instead of 6
weeks. You can change the number associated with the word
in one place and it will be changed everywhere you have used
itin aline of detail. If you were to do this by hand, hours
could be added to the budgeting process. (Not to mention the
possibility of missing one or two of the changing numbers!)

Creating and Modifying Globals

Globals are created from their own creation window. You can
create them all at once, or one a atime as you need them.

A global isavariable - anumerical value assigned to a name.
It's not as confusing asit sounds. What a global allowsyou to
doisenter aword, like shoot, into aline of detail and have the
number associated with it applied automatically.

This becomes useful when you want, for example, to lengthen
the shooting time from four to six weeks. Instead of going
through the budget by hand and changing al instances where
the shooting length is used, you can simply change the value
in the global and it will automatically be changed throughout
the budget and the budget recal culated.

Globals need to be set up before you begin adding detailsto
accounts because, in many cases, they are the details you will
be entering. Some budget forms have globals pre-set for you,
although you will still want to change the numbers to reflect
your production. The Enterprise budget form has no globals
pre-set.

Lesson 3 - Working with Accounts and Details Working with Details
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1

2.

B Sebup Globale Tos "uslithed 1™

N e T —

From the Setup menu, select Globals. The Setup Globals
window displays.

| B Sebhep Glohals for “untitled 1

fgd | Femoee | P | hluummmm

[0] mame | [ [p] wene -l

L

i

To create anew global, click Add. A new linein the grid
will appear with the insertion point located in the first
field, Name.

[To] meme | Dueesigtion | Faativer [wons [P wewe -l
=N

3.

Create aglobal for Pre-production time (Prep). Enter Prep
in the Name field.

Press Tab to move to the Description field. You don't
need to enter anything here, but we'll add a bit more
description. Type Pre-production time.

Press Tab again to move to the Equation field.

The prep period for this project istwo weeks, so type 2.
Thisfield will aways have a number or an equation in it.

Press Tab to moveto the Unitsfield. Typetheletter w (an
abbreviation for Weeks). Press Tab and the w you entered
automatically expands to the word Weeks.

Leavethe P (for decimal precision) field blank. (See
“Changing Decimal Precision” on page 94 for moreinfor-
mation about decimal precision.)

Press Tab to add the next global.

Globals

Lesson 3 - Working with Accounts and Details
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I:Jj Please 10. Add the following globals:

notice that the

shoot global has Name Description | Equation | Units
an equation that

consists of two glo- loc Local Shoot 3 w
bals added - -

together. Any time dis Distant Shoot 4 w
you change the shoot Total Shoot loc + dis w
value of loc or dis,

shoot will automat- wrap Wrap time 2 w
ically be updated. oT Overtime at 20% 20 %

When you have finished, the Setup Globals window will look

likethis:

B Seobup Globals for "umiithed. 1

agd | Remwn | pent | Dot st for ghobat dispiay: | Cvzplay by W ous -
[0]  mame | Deseription Equation [[units [r]  walue i‘
O Frep |-.lr re.prociuction ime 2 Wemakcn 2
O e " Local Shiok 3 [ER 3
O d= Daglant Snool 4 Wamelcn q
O skt Totil Sk o+ ol [ER 7
O wrap Wrap Tima 2 Womeir 2
O o Oveitime af 204 i} W i}

11. Closethe Setup Globals window.

12. Save your work.

ADDING DETAILS

After you have some (or al) of your globals set up, it istime
to add lines of detail to the various accounts. Let’s start with
the Production Manager.

I:Jj Alternately,
select Down into
Selection fromthe
Goto menul.

1. From the Topsheet, select Category 2000 - Production
Saff and press Ctrl-1 (36-1) to move to the Account

level.

2. Now select Production Manager and click

on the DETAIL in thetoolbar. Detail is now
highlighted in red, and the Detail window for

TOP SHEET I
ACGCOUNT I
DETHIL

Production Manager appears, with a blank

line highlighted.

Lesson 3 - Working with Accounts and Details

Adding Details
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B untithed. 1 — 20071 -- Production Manasges = E3 ‘
#| | F| 2
Dz At Linits X Rt Sulrteal =
Trtal . a
Press Tab to move to the Description field.
Type STUDIO. (We are using this line of detail as atitle
only.)
Press Tab five times to move through the other fields and
create anew blank line.
Type Prep Time (5 day week)
Press Tab to move to the Amount field.
We will use the Global we created earlier. Type p (short
for prep). You can also type the entire global (in this case,
prep). If there is more than one global that use the same
first letter, you will need to enter more of the word.
B untitled 1 — 2001 -~ Prosechon Hnr..l-]-il
S :I
P e 15 i i : !
I:Jj The X field Press Tab to move to the Units field. The amount field

is another multi-
plier field, similar
to the Unitsfield.
Wewon't useit
here. For exam-
ples of how to use
it, see“ Adding
detailsindividu-
ally:” on page 62.

now displays 2, and the Units field displays Weeks, aswe
told the global to do. A blue circle displaysin the left mar-
ginfield, indicating that a Global isin use here.

10. Press Tab to moveto the X field. Leave the amount set to

1

11. Press Tab to move to the Rate field.

Adding Detalils

Lesson 3 - Working with Accounts and Details
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I:Jj Pressing
Tab or Enter

(Return) here also
starts a new blank
line. It will be auto-
matically removed
when you move to
another Category,
account or detail.

12. We'll pay the current DGA (Director’s Guild of America)
rate for Production Manager. Type 3013 in the Rate field
and then press Tab. The Subtotal field automatically cal-
culates the value of 6,026.

B untitlsd.1 — 2001 -- Pioduction Manasger
2| % £ 3]
Dmeriftinm A J Units x Peat i Siibdodal i|
STUHG 1 1 i 1]
= | Prep Tems (5 day wesk] 2 | ek i A0y 6026
1 1 o o
Taital Fringes ]
Turtal [ -]

13. Create two more lines of detail using the following infor-
mation:

Description Amount Rate

Shoot time (5 day week) s(for shoot) | 3013
Wrap time (5 day week) w (for wrap) | 3013

14. Save your work.

USING A SUMMARY LINE OF DETAIL

For the fourth line of detail, we will calculate Overtime using
a Summation Line. A Summation line totals al the lines of
detail between it and the previous summeation line and puts the
total in the Ratefield. It isuseful for calculating Overtime and
Deferral amounts.

Now you will create a summation line for overtime, using the
overtime global (OT) we created earlier.

1. Create anew blank line by pressing Tab.

2. From the Edit menu, select Summation Line. A new,
Untitled Summation Lineis created.

Wik f 33 1P ]
1 LER L] TS

3. PressTab to moveto the Description field. Untitled Sum-
mation Line is highlighted.

o |V limes (5 diry sk 2

Linttled Sammaton Line 1

4. Type Overtime. Untitled Summation Line s replaced.
Press Tab to move to the Amount field.

Lesson 3 - Working with Accounts and Details  Using a Summary
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REVIEW

6. Typetheletter o and then press Tab twice. The cursor
movesto the X field. The“0” in the Amount field is
replaced by the number 20, and the “%” sign appearsin
the Unitsfield. Thisisthe percentage you set up for OT
when creating your globals.

Dasweription

Adronant

i

ST
® |Prep Tene (5 day wesk)
# | Skl Tires (S dry wiissk]
o |Vl (5 dey welek]
w | Covortime

Wesks

7 | Weeks

ek

ama
2mM3
A3
RaRLE]
a

B0
2 o
B0
B2

o

Movie Magic Budgeting totals al of the amountsin the
Studio areaand putsthe total in the rate field. Thisisthen
multiplied by the overtime percentage (20%) you set up
with aglobal, and the estimated overtimeis added to your

budget.

At this point in the Tutorial you should be able to:
* Add accounts to Categories

* Createglobas

e Add basic lines of detail to an account

* Useglobasinlines of detail

e Create asummation line

Review

Lesson 3 - Working with Accounts and Details



Movie Magic Budgeting 23

Lesson 4 Using Fringes

Fringes, also called Fringe Benefits, are
the extra costs that get added to the cost
of anitem. Salestax is an example of a
fringe. So are guild and union pensions,
FICA, etc.

In this chapter you will learn about
fringes -- what they are, and how to
apply themto the budget. In addition, we
will also learn to copy and paste lines of
detail in the budget.

Lesson 4 - Using Fringes
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CREATING A FRINGE

Fringes are the “extra’ coststhat are added to itemsin your
budget. Thingslike FICA (social security taxes), pension
plansfrom the various guilds, salestaxes, etc. are all examples
of Fringes.

Thefirst step in using fringesin your budget isto define the
fringes. You will probably have several employees who will
have the Directors’ Guild Pension applied to their salary, and
all employees will have FICA. Setting up your fringesin
advance allows you to apply them to the proper lines of detail
all at once.

Add a New Percentage Fringe

& Donot
press Enter
(Return) fromthe
Setup Fringes win-
dow unlessyou are
finished. The win-
dow will close.

1. From the Setup menu, select Fringes. The Setup Fringes
window will display.

_Add | Fowmave | Fiinge Benails by Pescest Pint | Cocal | [CUE]

I Hamn [ Descrimion [ Parcor | cotost | tom -l
Aadd Fenmmvn Fiinge Hemefits by Flal Aabe per Unit
I Hama [ P [ | patm | unee Cupost Totm -

2. The percentage fringes area fills the top half of the win-
dow. Click on Add in the upper left. A new line will
appear at the bottom of the current list, and a cursor will
appear in the Name field.

Enter FICA.. Press Tab to move to the Description Field.

4. FICA issdf-explanatory, so it does not need adescription.
Press Tab again to move to the |.D. column.

5. Enter FICA. Thisisan optional feature. Entering an 1.D.
allows you to see at a glance which fringes are applied to
what lines of detail. IDs should be kept short so they are

Creating a Fringe

Lesson 4 - Using Fringes
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easier to read. (See “Displaying Applied Fringes’ on page
110.)

6. Press Tab to move to the Percent column. Enter 7.15.

7. Press Tab to move to the Cutoff field. A cutoff isthe
amount above which percentage fringes are not applied.
Fortunately, dues and taxes are not taken from every dol-
lar we earn. WE' |l create a Cutoff of $42,500.

8. Type 42500. Enter the number only, with no punctuation.
Now the fringe will be applied to the total only up to
$42,500. Any money earned above that amount will not
be taxed by this fringe.

9. PressTab to create anew fringe. Enter another fringe that
iscaled Other Fringes, hasan ID of OF, at 15% with no
cutoff. Your Setup Fringes window now should look like

this:

© [[Add | Rsmave Fiings Bemehis by Pecesn Pint | Camcal| _0OE |
[ Herme [ [tn.] Porcomt | comomt | vom -l
FIC& FIC& o |- &350 ]
Chtes Frinepe-y oF 15 1} ]

[ 1} ]

_Hudd | Femovs | Finge: Benedfis by Flat Fiate per Uni
| Harme | woon [ 18] pete [ unee | cotorr [ o -

Lesson 4 - Using Fringes Creating a Fringe
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Add a New Flat Rate Fringe

1. Click Add intheFlat rate areaof the Setup Fringeswin-
dow. A new line will appear at the bottom of the current
list, and a cursor will appear in the name field.

l Getug Farges loi el k™

_Plaman | Fiinge Benelits by Flat Fate per Unit
[ harme | Onscription ] eotn | oo | cotow | tew -
] oo

Enter Teamster s and then press Tab.
Enter Teamster s Union Dues. Press Tab.

4. Enter TUD for thel.D. Press Tab to move to the Rate
field.

5. Teamsters dues are charged at a flat $2.3625 an hour.
Enter 2.3625 in the rate field. Press Tab to move to the
Unit Field.

6. Enter hiinthe Unit Field. Press Tab. The H expands to
Hours.

7. Teamsters' dues have no cutoff. They are paid on every
hour worked. Do not enter anything in the Cutoff field.

8. PressEnter (Return) to exit the Setup Fringes window.
9. Saveyour budget.

USING FRINGE RANGES

Fringes can be applied individually or over agroup. When you
create agroup of detailsthat will be fringed together, we call it
aFringe Range. For example, the entire salary for the Produc-
tion Manager will be fringed together, with the cutoff applying
to the sum of the entries.

Using Fringe Ranges Lesson 4 - Using Fringes
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Perhapsit iseasier to see on the budget itself.

1. Open the detail level for Account 2001 - Production
Manager. If you have been doing the lessons in order, it
should look like this:

EELIE
Deseripgtin | maunt | unms | ¥ Rane: Butaotal -
ST 1 1 [ ]
& | Preq Tienes (5 day wesed) T | ey 1 3m3 B
= | Shoot Tives (5 ey ek 7| weska 1 ETE =
| Vit (5 dhry ek 2| weskn 1 ETE 6026
| Crvertinme % 1 3,143 [T
Tatal Fringes [
Total wmIn
-
4 £

2. Notice the bracket to the left of the details. This shows
that all of these details are part of the same Range. They
are al grouped together.

If we apply thefringeto all of these entries, Movie Magic
totals them and then adds the fringe to the total amount
below the cutoff point.

3. Select thefirst threeentries (STUDIO, Prep
time, and Shoot Time) and click the Fringe ﬁ‘
icon on the toolbar.

4. The Apply Fringeswindow displays. If you
cannot see the lines of detail you have selected, drag the
Apply fringes palette down on the screen until you can.

Pargs | v | _ctawr | Vi bye [ Sbacion | Dimplay: [Tolal § - I:_E'l

5. Click on Rangein the lower left. The bracket around the
lines of detail breaks into two brackets, one around the
lines you selected, and one around the remaining lines.
There are now two ranges in this account.

6. Now click on Indiv in the lower left, next to Range.
Notice that each selected line now hasits own bracket;
ranges define the cutoff point for your fringes. In this

Lesson 4 - Using Fringes Using Fringe Ranges
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case, each line would have to reach the cutoff indi-
vidually before the fringe stopped being applied.

Bl
. Prep Tisme (5 day wask]
P St Time (5 dey wesk
. Wk ap lima (S day weeek])
| | Drertime
Taotal Fringes

Every line of detail will be part of arange, evenifitisa
range consisting only of that line.

7. All of these lines of detail should be one range. Select

them by clicking in the left margin by Studio and drag-
ging your mouse to Overtime. Click on Range.

8. Closethe Apply Fringes window by double-clicking in

the small box at the upper left and selecting Close.

9. Savethe Tutoridl.

APPLYING A FRINGE

Up to the cutoff point, the entire Production Manager’s salary
will be subject to FICA taxes. You will now add the FICA
fringeto his saary.

1. Sincewewant to fringe the entire salary, not just Shoot or
Wrap time, select the entire STUDI O range of detail. Dou-
ble-click in the left margin beside the word Studio. All
the lines of detail in the range are selected.

2. Click onthered and green Fringeicon on thetoolbar. The
Apply Fringes window displays.

3. Click intheempty circlegraphic next to FICA, or onthe
word FICA. Thecircleisfilled.

Applying a Fringe

Lesson 4 - Using Fringes
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B2 P44 Oeher Frings

o e | e — e e
—

4. The FICA percentage fringe has now been applied. Close

5.

the Apply Fringes window by clicking in the close box in
the upper left and selecting Close.

Notice the right-pointing triangles to the left of each line
of detail. These indicate that there is afringe applied to
that line item. The total amount of Fringes displaysin the
Total Fringesrow ($2,844).

1 Destripn
ETUCHD

Prap Tane [5 day week)

Sl Tieres (5 ity vresti]

akap 1 (5 ey we

Cregitime

Total Fringes

CoPY AND PASTE

Now we are going to expand this account. Our project is
shooting both in the studio and on location. So a Production
Manager will be needed for the Location shoot aswell. Let’s
add entries for Location as well. To save time, we will copy
and paste the studio lines and edit them.

1

The STUDIO lines of detail should still be selected. If
not, highlight them by double-clicking in the narrow col-
umn on the left.

From the Edit menu, select Copy.

Click in the column to the I eft of the 6th line of detail (the
blank line) to highlight it.

B teatimmb - 2001 — Panducton Mansgsr
S
[T —— Amoent | Unix i Eain i'
B 1 1 [ [
wb| Brop Tir (4 dmy wesk) ] (LT 1 ams Jor ]
wb| Shool Tirs (5 dery wwmic] ¥ | e 1 ams 1
b | e rme {5 oy s ] (LT 1 ams Jor ]
ab| hveriame 20|% 1 3,143 A
m
== &

Lesson 4 - Using Fringes Copy and Paste
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Fb When you
enter a number,
you never need to
enter punctuation
or currency sym-
bals.

10.

11.

From the Edit menu, select Paste. A copy of the STUDIO
lines of detail is added above the selected line.

Notice that these new lines of detail also have the blue cir-
cles denoting globals and the right-facing triangles that
denote Fringes. When you copy and paste information, all
of the applied features are pasted with it.

Now we will edit these new lines. Click on the second
word STUDI O to highlight it. Type LOCATION. Studio
is replaced by the new word.

In the Prep time line of detail beneath the LOCATION
title, click on 3,013 in the Rate field. Type 4218.

Press the Down Arrow key on your keyboard to moveto
the Ratefield of the Shoot time line. Again, type 4218.

Repeat this with the Wrap time line of detail.

Also change the descriptions of the Prep time, Shoot time,
and Wrap time to read (6 day week) instead of (5 day
week).

Notice how the totals have changed in the subtotals col-
umn, and in the Total Fringes row.

CIEE|

L]
| P Tierss (5 cawy wesedd) AT i M3 [T ]
| Shioot Tires (5 ol vargas) T Wi i M3 4 0
| Wi i {5 phary s AT i M3 [T ]
| i 0% 3,143 ]
¥ STUDH 1 1 o 0
| P Tierss (6 cawy wesid) AT i 4B EAM
| Sheoot Times (15 ol vargas) T Wi i 4B s
| Wi i () phry s AT i 4B EAM
| i 0% 46,138 5,280
| 1 i 1] [1]
Tatal Fringes I [
Tatal i e
i o)

Save your work.

VIEWING FRINGE IDS
At the upper left of the Detail window is

atoolbar of small icons.
Thisis called the View toolbar. By hav-

*| 5| 7| =]

ing the application display your fringe

Viewing Fringe IDs

Lesson 4 - Using Fringes
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IDs, you can tell at a glance what fringes are applied to which
lines of detail.

1

REVIEW

If you have left the Detail window, return to the detail
level for Account 2001 (Production Manager).

Click onthe F (Fringe) icon on the View toolbar.

The icon appears depressed and a new column displays at
the left of the description column. This column contains
the I.D.sfor the fringes that are applied to the lines of
detail in this account.

#| %|[F =]

Fringes [ Bescriplion
krca STLICH]
ML Prep Tore (5 dwy vweek)
ML Shoot Tiees (5 ey e
sp|mca [ Vi e (5 chry wak )
| Fica s e

Click on the icon again to hide the Fringe column from
your budget.

At the end of thislesson, you should have a basic idea of
Fringes and their use in the budget. Specifically, you should
be able to:

Create a Fringe Definition for both a percentage and aflat
fringe

Create a Fringe range in your account (both for individual
lineitems and a group of items)

Apply fringes to agroup of accounts
Copy and paste lines of detail into your budget

View the |.D.s of applied fringes and return to regular
view

Lesson 4 - Using Fringes Review
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Review

Lesson 4 - Using Fringes
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Lesson 5

Using Subgroups

Subgroups are used in Movie Magic
Budgeting to group details into sections
that are easily included in or excluded
from the budget.

Subgroups provide an easy way to
answer questions like, “ what will | be
spending if | use the expensive camera
package rather than the inexpensive
one?” Or “what will | be spending if we
don’t shoot on location? Or if we do
shoot on location?”

In the previous lessons, we budgeted for
both Sudio and Location scenarios.
However, they are both included in the
calculation for the budget.

In this lesson, we will create and apply
subgroups for the two scenarios and see
how the budget totals change when we
include or exclude them.

Lesson 5 - Using Subgroups
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CREATING A SUBGROUP

We will mark the Studio lines of detail asa L ocal subgroup,
and the Location lines of detail as a Distant subgroup. But
before we do that, we have to set up the Subgroups.

1

2.
I:Jj Do not
press Enter 4.
(Return) whileyou
areinthe Setup
Subgroups win- S.
dow--it will close
the window before
you are finished.
6.
7.
8.
0.

From the Setup menu, select Subgroups. The Setup Sub-
groups window displays.

Selup Sulgieips loi el mnb”

A Delaul stabus lor sl Mnesc [ lockae -] P | [CHE_ ]
e Wit Bhese is o dlatus contliol, almags: |beches vI l:uw-all
[ wame | [e— [ Staus [coter | Loes | Towm =)

Click Add. A new entry is created and the cursor moves
to the Namefield.
Type L ocal.

Press Tab to move to the Description field. Type Studio
Shoot.

Press the Tab key to move to the I D field. Enter SSfor
Studio Shoot. Thisisoptional, but as with the Fringe 1D,
entering one now will allow you to tell which subgroups
are attached to any line of detail later.

Press Tab to move to the Satusfield. Leave Include
selected.

In the Color field, double-click on the Black box. A
color-palette displays. We will use red to denote the Stu-
dio Shoot. Click on thered color.

Click OK to exit the Color Palette. The box in the Color
column is now red.

Press Tab.
OR
Click Add to add another subgroup.

Creating a Subgroup

Lesson 5 - Using Subgroups
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10. Create a subgroup called Distant. Use L ocation Shoot as
the description, L Sasthe ID, and Green asthe color. The
window should now look like this:

o hdd Dietassll stantus fon all usmarked fines: [102us +] et | [CoE]
HAemayve 'n"hnnlhnulalbllunuhL“l: Canoel
[ wame | Deser gt T | Salus [cossr | Lines | Toaw =J
Locsl Shudins Shoot 55 % pchae O Bcde [N ] ]
| [emtwnk Lpcsbon Shool LS # peheda O Ecciode (D ] ]
I
- G

11. Click OK or press Enter to exit the Setup Subgroups win-
dow.

APPLYING A SUBGROUP TO LINES OF DETAIL

Now that we have two subgroups defined, we will apply them
to the lines of detail that we created.

We will mark the Studio lines of detail asa L ocal subgroup,
and the Location lines of detail as a Distant subgroup.

If you are not still on the detail level for the Production Man-
ager account, navigate to that point:

1. Category 2000 - Production Saff, Account 2001 - Pro-
duction Manager, to detail level.

2. Sdlect thelinesfrom STUDIO to just before LOCA-
TION.

3. Onthe Toolbar, click the Subgroupsicon. ﬁ The
Apply Subgroups palette displays.

o Lol 0 Destanl 7] B

cow || [=Exchiged ¥ = inchadod. Dt o3 =] Conmmeli =]

Lesson 5 - Using Subgroups Applying a Subgroup to Lines of Detail
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4. Click the selection button beside the word local. The

subgroup is applied to the selected lines.

5. Click on an unselected line of detail. Notice that the stu-
dio details are now displayed in the color you set up for
the subgroup.

6. Apply the Distant subgroup to the lines of detail under
the heading LOCATION.

7. Closethe Apply Subgroups palette. Click on the close
box in the upper left corner and select Close.

INCLUDING AND EXCLUDING SUBGROUPS

Now that you have subgroups defined and applied, you can
start estimating in earnest.

One of the best ways to use subgroups is to include and
exclude them from the budget until you can arrive at the mon-
etary amounts you want. Because excluding them from the
budget doesn’t delete them, you can save quite abit of timein
this manner.

Manipulating what is excluded and included allows you to get
abetter idea of what different scenarios will cost. For exam-
ple, you may have the choice of three different camera pack-
ages, an inexpensive, a moderate and an expensive unit. By
including each of them in your budget as a separate subgroup,
you can include them individually to see what the result on
your budget will be.

Excluding a Subgroup

1. From the Setup menu, select Subgroups. The Setup Sub-
groups pal ette displays.

2. IntheLocal subgroup, click the selection button beside
the word Exclude.

Add Dot status for all usmarked lines: [ 100 | i | o |
Flemave ‘Wi Here o oo sbabus oonflct, abwaps: | Lol 'rI Bumell
[T ame | Deser i ™M Satus [cotor | Lines [ Tota
Local Suclio Shool 55 K pchake  ® Eccaie | 5 1372
Cistard Lossbion Shool LS #* ircha ':.,jim.uh [ ] 5 55,6710

Including and Excluding Subgroups Lesson 5 - Using Subgroups
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3. Click OK. A dialog box displays, telling you how much
the budget has changed.

a Bucigst il changsd by §-42 B1% wath & detalls changed.

=3,

This dialog indicates the difference in cost between shoot-
ing both at the studio and on location, and only shooting
on location.

4. Click OK. You are returned to the budget. Notice that the
STUDIO group of detailsisnow grey.

What you have just done is effectively hide any lines of
detail that have that subgroup applied to them. Movie
Magic Budgeting will not include any dollar amounts
located in this subgroup in calculations or printouts.

Including a Subgroup

When you have excluded one or more subgroups, there will
come atime when you want to include them again. Basically,
you will reverse the process used to exclude the subgroup.

1. From the Setup menu, select Subgroups. The Setup Sub-
groups pal ette displays.

2. Next to the subgroup L ocal, select Include. Next to the
subgroup named Distant, select Exclude.

[ aud | Default Miatus bos all e [ rechue =] P | o= |
Hn-nul l-rhmmmmmm: Bumell
[ wame | Description I Status [cotor ]| Lises | Towal
Locsl Thasio Froot S5 % ncude O Ecade [ 5 F1.143
Destunt Locaion Shool LS K nchecn 'tj:h.‘uh [ ] [ 55,6710

3. Click OK. A dialog box shows you the difference in cost
between the two settings.

bt

e Budget ot changed by $-15.0(1 with 11 detals changed

This dialog indicates the difference in cost between shoot-
ing distant and shooting local.

Lesson 5 - Using Subgroups Including and Excluding Subgroups
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4. Click OK to return to the budget.
5. Saveyour budget.

REVIEW

You should now be able to:
» Create subgroups
* Apply asubgroup to details
»  Exclude asubgroup from the budget
* Include a subgroup in the budget

Review Lesson 5 - Using Subgroups
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Lesson 6 Finishing Touches and
Tips

There are still a few things you can do to
make your budgeting experience easier,
aswell as to complete your budget
before you print it.

Thislesson will include adding your
contractual charges, aswell as a recom-
mended order of work.

Lesson 6 - Finishing Touches and Tips
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CHANGING CONTRACTUAL CHARGES

Contractual charges are generally applied as a percentage of
the entire direct cost of the project. There are certain excep-
tions. Since sometimes a contractual requires you to exclude
something, such as post-production or script costs, we do this
step when you have completed your budget. For these pur-
poses, we will use the Example budget that was provided with
this application.

» Saveand close the tutorial budget if you have not already
done so.

»  From the File menu, select Open and open example.mmb.
It should be located in the Examples folder.

Adding the Completion Bond

Our completion bond for thistutorial is a percentage of 7% of
the cost of the project, and does not include the Script costs or
post-production costs.

1. From the Topsheet, note the cost of the script (Continuity
& Treatment Category), and scroll down to the post-pro-
duction line. Note that amount as well.

2. Add thetwo valuestogether. Thisiswhat we will exclude
from the Completion Bond.

3. Select the Completion Bond line at the bottom of the
Topsheet and then double-click in the left margin beside
it. The Contractual Charge window displays.

Mame  [Ca=pllion Boed ] ok
N rrr—— T
pares st s
T e— L u
Amgunlis) Excludad Trom this Conlracius] Chargs

Fiat Amount: [0 |- 0
[ Complsy Exchacked Tofsl Exchucect [x]

4. Click in the Percentage field and enter the percentage
rate, in this case, 7.00.

Changing Contractual Charges  Lesson 6 - Finishing Touches and
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R seps.is
optional. We have
included it so that
you can see the
amounts as they
change.

5. Inthe Amounts Excluded from this Contractual charge
areg, click in the Flat Amount field, and enter 109633,
which isthe total of the two lines you noted earlier.

6. Click inthe Account # field and watch the amounts
change. The Flat rate has been calculated for the percent-
age we entered, and the amount of the exclusion is dis-
played to the right of that field as well.

7. Click OK. The amount is entered into the total field for
this contractual charge line.

RECOMMENDED ORDERS OF WORK

I:Jj Some of

these options are
only applicable to
creating a budget
from scratch,
rather than using a
budget form. Do
not feel you need to
do every step. Work
in away that makes
life easier for you.

We worked this tutorial in a manner that made it easy to
explain concepts without bouncing about.

However, when you create your own budget, you might find it
easier to work the order asfollows:
Tell Movie Magic Budgeting who you are.

In other words, enter the information for your production into
the Reports window headers and footers (See “ Adding Project
Info to Budget” on page 7) or the Info window (See “Adding
Revision Information” on page 9), or both.

Tell Movie Magic Budgeting how you want to useit.

This phase includes setting up your globals, subgroups,
fringes, units, currencies etc. Anything that might be neces-
sary to make your budget work smoothly.

Enter all Necessary Categories

It can be much easier to create a budget from scratch if you
plan ahead. Work out all the Categoriesfirst.

Enter all Necessary Accounts

Again, to make life simpler, move from Categoriesto
Accounts and enter all of them next.

Enter your Budget Details.

Lastly, enter the details into your accounts. You can do this
individually, or add one and copy and paste it into the appro-
priate locations (See “ Creating one Line of Detail and Modi-
fying it” on page 42).

Lesson 6 - Finishing Touches and Tips Recommended Orders of
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CREATING ONE LINE OF DETAIL AND MODIFYING IT

You may find it easier to create one line of detail, or agroup of
lines of detail, and then simply copy and paste them where
you need them, making adjustmentsto the details such asrates
as necessary.

Creating one Line of Detail and Modifying it Lesson 6 - Finishing
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Lesson 7 Reports

Thefinal piece of the Budgeting puzzeis
printing reports. Output of the budget
into a hard copy that you can hand to
someone, even if it’s yourself, and say,
“thisisthe money | need and why” isthe
reason behind this entire exercise.

Reports in Budgeting are limited, but
powerful.

Lesson 7 - Reports
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TYPES OF REPORTS

There are severa different reports available from Movie
Magic Budgeting. Spend some time getting to know them.
They are dl available from the Reports window.

*  From the File menu, select Print. The Reports window
displays.
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Reports available include;

Two forms of the budget report: Full and Summary - The
full budget report includes all details listed beneath their
respective account numbers. The summary report only prints
the totals for each account. You must check Topsheet in order
to print atopsheet for this report.

Topsheet - Prints only the Topsheet.

Chart of Accounts- Printsthe Chart of Accountswithout any
details.

Fringe Summary - Prints asummary of all percentage
fringes, their cutoffs, and the total amount budgeted for them.

Fringe Table - Printsalist of Fringe definitions.
Globals Table - Prints alist of the globals you have defined.

Subroups Table - Prints alist of the subgroups you have
defined.

Currency Table - Printsalist of the currencies you have
defined.

Units Table - Prints alist of the units you have defined.

Types of Reports

Lesson 7 - Reports
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Magic Keys Table - Printsalist of the Magic Keysyou have
defined.

Project Info - Prints the project info as viewed from the file
menu, Info window.

SETTING THE PRINT PREFERENCES

There are many options for printing preferences. You have
already added the production information for the Topsheet.
For now, we'll just reset the marginsto 1/2 inch all around.

1. Inthe Document margins area, double-click in the field
labelled Top. Type .5.

2. Press Tab. Enter .5 again. Continue until all margins are
changed.

3. We'll print the Fringe abbreviations on this budget
report aswell. Check the box to the left of Fringe Set-
tings Column in thetable in the lower right.

DhCaotameie M gises:
ol e o U .
EaibgIDoaD SRR GOy
Len '“!* Fusme Sige.  [Gognd Bes --i[ Crigival el Vaidreos Cokmve i
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4. Wewon't put a header on this budget. Click the check-
mark beside Page Header to removeit.

PRINTING REPORTS
Now we' re just about ready to print areport.

Fb If “ Top- 1. Select Budget Report - Full by putting a check in the box
sheet” isnot next to it, and making sure Full is selected from the drop-
checked, one will down menu. Then place a checkmark beside Topsheet.
not print, even if Repons o Frive

you have selected a et R———

full budget report. s =l

Lesson 7 - Reports Setting the Print Preferences
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2. Since we've changed the margins, click on Repaginate.

Thiswill ensure that the page numbers are correct on the
topsheet.

3. Click Print. The Print dialog displays. Click OK and
your report prints.

PRINTING SPECIAL REPORTS

Any of the Table reports (Fringe, Globals, Subgroups, etc.)
can also be printed directly from their setup windows. Asan

example,
1. From the Setup menu, select Subgroups. The Setup Sub-
groups window displays.
. A Detalt stotus for all wemasked finew: [oooe ] P [COE]
Hemove | ‘when there is o shabas oonfhct, abwags: Loie | Cancel |
[ mame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locsl Shudins Shoot 55 % pchae O Bcde [N ] ]
| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]
I
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2. Click on Print. The Print dialog displays.
|
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3. Makesureit is pointing to the correct printer and click
OK (Print). The report will print.

REVIEW

You should now be able to:
» Print astandard budget report
» Print aspecial report from the Setup screen

Printing Special Reports Lesson 7 - Reports
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Chapter 1 Getting Started

The Budgeting application is an estimating tool. Getting started in Movie Magic Bud-
geting is as easy as selecting the appropriate budget form and plugging in the appro-
priate numbers. You can then get agood idea of the cost of your project. More
ambitious people may want to create a budget from scratch.

This chapter will provide a basic overview of the application: launching and exiting
Movie Magic Budgeting, and an overview of the elements of Budgeting and how to
navigate between them.

GENERAL SETUP

Installing Budgeting
* Seethelnstallation and Release Notes Guide.

Launching Budgeting
Windows 98
1. Click onthe Start menu

2. Choose Programs, Movie M agic Budgeting, Movie
Magic Budgeting. The application launches.

Macintosh
1. Double-click onyour Hard Driveicon.
2. Double-click on the M ovie M agic Budgeting folder.

3. Double-click on the Movie Magic Budgeting file icon.
The application launches.

Getting Started
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Exiting Budgeting
e From the File Menu, choose Exit.

» If you have made changes and haven't saved them, a
dialog box will appear, asking you if you wish to save
your changes.

Movie Magic Budgeting %

@ Save changes to "example. mmb'"?

Mo | Cancel |

»  Choose the appropriate response.
* Theapplication will close.

ONLINE HELP

If you have problems with Movie Magic Budgeting, you can
access the built-in help file.

1. Fromthe Help menu, select Contents. Help opensin
your internet browser.

Contents| ramc | Ssach |

Zl=
L Ea— 4 About This Help System
hacgering Sisg g i Dl Tris hedp SySiem wirs created (o provise infonmation atout Moy

B W ot arg L e B Magic Budgetng for Windoss and Maciniosh. When Keyboard
UL FRP—— shoricuts am green Froughout elp fles, Tery are gien frst o
T ' . WATErAE: T Al Tl e bry e PASCIMIC h SHOMCUR 0 paren T s
o The pictures af Mosde Magic Scresns inthis guide are ken fram the

* . ‘Windmes varsian of the spplcabon. The screen deplays e aruslky

- dentcal on bath the PC and the Mac, bl you wil oo asionally find
shgrit difierancas

VD a0 Ferigane Teough this Nelp sy%iem by using te rable of
cantents dsplayed b e Iet, or ey using the: indes ar s=arch feature
For 3 shep:tre-step guide on how b use the bazic feshres of Move
Magic Budgamng. ik fers

T Orde i vigws e ek spatam comecly vou wil nesd ether Ingsmen
Explorar 4.0 or Fagher of Mecscape 4.0 ar higher installed on your
computer. Mosie Mapc wil auomabcally use whichever biosser you
Frrve sl 3% your defaul browvser

Note: ¥you e uming 3 pre-relsase o7 beta version of Explorer or
Bt g, thie help sys1em may ol diepley or funclion properly Mive
Magic strongly recammends that you use a standard, tull release of
one of the browsers

Ciagyright i 000 by Creakve Pl n: WS Haip ermion 13

=

+ Thetabsontheleft side of the screen give you the choices
of browsing the table of contents (the default), search key-
words in the index, or search all the words in the help file
for a particular word.

Online Help Getting Started
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OVERVIEW

Contents: Choose the book you want and double-click it
to open it. Then double-click the page within that book.
Help will display in the left-window.

Index: On thistab you can browse the index by scrolling
up and down, or you can enter akeyword to search for it.
The list will scroll as you enter letters. Click on the entry
you want to read. If there is more than one entry for that
word, amenu displays, alowing you to choose the entry
you want.

Sear ch: The search tab allows you to enter the word you
want. Type the word in the Search field, and press Enter
(Return). A list of topics containing that word displays.

Click on the topic you want to see. The topic displays to
the right.

The Three-Dimensional Budget

To Movie Magic Budgeting, a budget is a collection of Cate-
gories, Accounts, and Details. These three types of entries are
organized into athree-dimensional budget, with each level
down becoming more detailed.

The Topsheet shows the main Categories (major
Accounts) used in the budget. Thisincludesitems such as
“Art Direction” and “ Development.”

Accounts (sub-accounts) are the subheadings of each Cat-
egory. This section will include Accounts such as “ Art
Director,” “Office Costs,” “Sketch Artist,” etc.

Details are the lines of information that make up the
actual dollar values of the budget. Thisiswhere you will
actually enter numbers.

Topsheet

The Topsheet is also known as the Front Sheet, and isa sum-
mary of your budget. It includes totals for all Categories,
Level Breaks, Total Fringes, Contingency, Completion Bond,
and, of course, the Grand Total. The topsheet also indicates
where each Category can be found in the budget.

Getting Started

Overview
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Fb Movie

Magic doesn’t con-
trol how you num-
ber your
Categories, but if
you end your Cate-
gory Numberswith
00 or 000 they are
more easily distin-
guishable from
Account numbers.
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Categories

The Category isthe main heading of abudget. It usually hasa
number associated with it (11-00 or 2100 for example) and a
title: STORY & RIGHTS, or PRODUCTION STAFF. Inthe
budget shown above, 2100 isthe “ Production Staff” Category.
The hyphen is optional. (See “Budget Preferences’ on page 2-
69.)

Level Breaks

Level breaks are specia rows inserted on the Topsheet. They
provide Subtotals at strategic points. The most common Level
Breaks are: “Total Above-the-Line,” “Total Production,”
“Total Post Production,” and “ Total Other.”

Accounts

Each Category is a collection of Accounts. These Accounts
are subsets of the Category and also have an Account number
(11-03 or 2012, for example) and title associated with them.

Uil Priuction Manage:
First Assistand Direcior
el Axssiant Deechor
e Jrd Agsistan

Sutaz o
e 5,30 3302 o
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Thefirst portion of the Account number usualy reflects the
Account’s Category. An Account numbered 11-03 belongs to
the 11-00 Category, for example.

Overview

Getting Started
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I:Jj You cannot

enter Detailsin an
Account that does
not exist -- there-
fore you must cre-
ate an Account
before you can add
lines of detail toit.

Account numbers are generally listed in numerically ascend-
ing order and can have letters intermixed with the numbers
(11-03A). The Category and Account portions of an Account
number, like a Category number, in some budgets are sepa-
rated by an optional hyphen.

Details
Details are the specific lines of information contained within

an Account. In Movie Magic Budgeting, Details are where all
dollar amounts are entered.

wm example.mmb . 201 .. Predwction Manages

Details are made up of several parts: the Description, the
Amount, the Units, the* X" field, the Rate, and the Subtotal.
All of the parts except the Subtotal are editable. The Subtotal
reflects whatever changes you have made to the other fields,
and is calculated automatically.

Within the detail level you can view or hide various “extra’
columns by clicking the buttons on the mini-toolbar at the top
of the window. You can display:

#|  Theline number.
EI The aggregate fringe percentage.
F| Thefringes applied to the line of detail

£| The subgroups applied to the line of detall.

For more information, see the sections on fringes and sub-
groups.

Getting Started

Overview
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NAVIGATION

Navigation in Movie Magic Budgeting can be accomplished
in several different ways. Because the budget can be seen asa
multi-level, three dimensional object, you can move “down”
into more detailed levels, or “up” into the more general levels.
You can also move between different fields and pagesin the
same level.

Using the Menu Bar

The Goto menu provides various navigational commands.

Yine Mosre Mame Budgeting

File Edt Setup Toolz Library %ﬂagic Window Help
limpEErEet [EEr{+1)

e fram Selecthion Bl
Do inta Selection Crrl+D

FEirst
Breviousz Ctrl+9
Hest Chrl+0
Last
Aocount. . Chrl+]

Topsheet - Moves you directly to the topsheet from anywhere
in the budget.

Up - Movesyou up one level: to Account from Detail, to Top-
sheet from Account.

Down - Moves you down one level: To Account from Top-
shest, to Detail from Account. The Category or Account
which was selected will be the Category or Account shown in
the lower level.

First - Movesthe selection to thefirst line of the level.
Previous - Moves the selection back oneline.

Next - Moves the selection forward oneline.

Last - Movesthe selection to the last line of the level.

Navigation

Getting Started
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Account - calls up the Goto Account Dialog.

Go to Account
Enter account number: LI
" | Cancel |

Enter the Account or Category number you want to see and
click OK. The appropriate Account or Detail level for that
number appears in a new window. The previous window
either closes or remains open according to the preferences you
have set. (See “Budget Preferences’ on page 2-69.)

Using the Movie Magic Toolbar

The Movie Magic Toolbar is located at the top of the screen,
below the Menu Bar.

Direction Control:

The direction control isagrey circle with blue
;,? arrows. Clicking on an arrow moves you through
‘A
the budget.

* Click ontheup arrow in the circle to move up alevel.

e Click on the down arrow in the circle to move down a
levdl.

» Click on theright arrow to move to the next Category or
Account.

» Click on theleft arrow to move to the previous Category
or Account.

Level Indicator:

Next to the Direction control is alevel indicator.
Thistool servestwo functions, it indicates the
== |evel of the budget displaying, and it allowsyou to
instantly navigate between levels.

» Thebar markedinredisthelevel you are onin the
budget. Thisis useful if you have many windows
open at onetime.

Getting Started Navigation
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* You can click on any of the three bars and you will be
taken to that level of the budget.

Progress Indicator:

Double-Clicking

Some operations take time to complete. To give you
some idea of how they are progressing, the progress
indicator at the far right of the toolbar fills until the
operation is 100% complete.

Double-click in the left margin of a Category or Account
to move down one level.

Doing this on the Detail level will select the fringe range
applied to the line of detail you double-click.

Moving Between Fields

Selecting a Line

Usethe Tab key to move forward from field to field in the
same level.

Use Shift-Tab to move backward.

Click in theleft margin next to the Category, Account, or
Line of Detail you want to select.

Selecting a Range of Lines

You can select more than one Category, Account, or Line of
detail in more than one way.

Click and drag either up or down the screen to select
multiple lines.

Double-click the small left margin of afringe range of
detail to select the entire range. (See “ Setting a Fringe
Range” on page 5-105)

Hold down Ctrl (38) and click in the small left margin of
each line individually. This command can be used to
select linesthat are not located directly adjacent to one
another in the budget.

Navigation

Getting Started
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Chapter 2 Setting Up the Budget

Setting up your budget is probably the first thing you will do after launching Movie
Magic Budgeting. There are several ways to set up the budget, all of which are
designed to make your job easier. You can use a pre-designed budget form, start from
scratch, import information from Movie Magic Scheduling, and customize any bud-
get.

The budgeting process consists of three main steps, Identifying and Inputting ele-
ments, Manipulation of elements, and Reporting. In many ways it goes hand in hand
with the Scheduling process.

CREATING A BUDGET FROM A BUDGET FORM

The Budget Form

The budget form includes a chart of Accounts, but it is much
more. It aso includes pre-set fringes, globals, and subgroups.
It is atemplate for you to use to make budgeting easier. You
can create a budget form yourself (See “Creating a Budget
Form” on page 64), or arange of pre-designed budget forms
are provided with Movie Magic Budgeting. In addition, a
growing library of forms and additional resources can be
found at the Movie Magic website: www.moviemagicpro-
ducer.com.

Choosing a Budget Form

When choosing a budget form, pay attention to what you want
from your budget. Will it be submitted to one of the major stu-
dios? If so, choose the format used by that studio. Will it be
for your use only? Perhaps the SuperBudget or one you have
designed yourself is better suited.

Setting Up the Budget
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I:Jj Budget
forms have the
extension “ .mmf”

Some budget forms include settings for globals, fringes and
subgroups. Others require you to set them up yourself.

To Open a Budget form:

1. Select New from the File menu, or type Ctrl-N (38-N).
The Budget Form dialog box appears.

Select & MH Budgel Foim File

Loskie | Id Hove Hage Budgetng =] @ ﬂ Eﬂ
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2. Select the budget form you wish to use by clicking on its
name. Generally, budget forms are kept in the Forms
folder within the Movie Magic Budgeting folder. If you
installed your application differently, or moved thisfolder,
you can use the tree structure to locate it.

3. Click OK to open the budget form. A new budget opens
using the settings in the form.

CREATING A BUDGET FROM SCRATCH

It is much easier to create a budget from a previously created
Budget Form, asthe entire chart of Accounts, and many of the
globals, fringes, and subgroups have already been created.
However, if you need a tailor-made budget, beginning with a
blank budget may be your best choice.

When creating a new budget, it is often much easier to begin
at the Topsheet level and move down. Create your Categories
and level breaks, then move on to the Account level, creating
Accounts for all your Categories, and then your globals,
fringes and subgroups. Only then should you move to adding
the actual details.

Creating a Budget from Scratch Setting Up the Budget
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Creating a Blank Budget

Setting Up Units

*  From the File menu, select New Blank Budget.
OR
*  TypeCtrl-Shift-N (36-Shift-N).

A new, blank budget opens. This budget has no Categories,
Accounts, globals, subgroups, or fringes created. It will be up
to you to populate it.

Units are the definitions that support each line of detail. They
include things like weeks, reels of film, possibly hours, etc.

Some standard Units are already set up in Movie Magic Bud-
geting. Theseinclude: Allow, Day, Week, Flat, Hour and
Month. To set up additional units follow the instructions
below. This can be done from anywhere in your budget.

1. From the Setup menu, choose Units. The Setup Units
window displays.

2. Inthe upper left, click Add. A new unit line displays.

Swtup Lini Abbreviations Text fer “ma
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u] Dy [ D "Dap” eguali. 12 Honsis
W ek ek Orem "Wexk" wguala 60  Himsz
F Flat Flat One "Flal" sguals Ho  Hos:
H How Hows Dine “How"™ sgaals 1 Honme
] Manth Maonths Ore “Honth” sgusls 240 Hmas
T Foat I eet One “Tool” sgusls. Mo Hoass

Uine = egusls. Ho  Hows

3. Enter the Key for the unit. Thisisthe letter you will type
to enter the unit into your budget. Press Tab.

4. Enter the singular name of the unit. For example, Reel.
Press Tab. Note that when you press Tab, the name
appearsin the conversion formula.

Enter the plural of the unit (Reels). Press Tab.

If there is an equivalent to the unit in Hours, enter that
number. If not, leave the default of No.

7. PressTab to begin another new unit, or OK to leave the
window.
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Adding Categories

Categories are added to the Topsheet level of the budget. They
are the all-inclusive accounts that are later broken down into
sub-accounts and details.

» Gotothe Topsheet level of your budget.
If this is a New, Blank budget:

1. Pressthe Tab key and enter a Category Number. For
example, 2100.

2. Pressthe Tab key again. Enter the Category Title. For
example, Talent.

3. Press Tab to move to the next Category, OR click any-
wherein the Topsheet to leave the “ Add Category” mode.

If this is an existing budget, and you wish to add
Categories:

1. Click on the Category you wish to insert a new Category
above.

2. Fromthe Edit menu, select Insert. A new Category line
appears above the Category you selected in step 1.

3. PressTab to moveto the Acct # field. Enter the Category
Number. For example, 2100.

4. Press Tab again. Enter the Category Title. For example,
Talent.

Modifying Categories

& i you
change the number
of a Category that
contains Accounts,
you may want to go
in and change all
the Account num-
bersto maintain
continuity as well.

You might find that one of the Categoriesin the pre-set budget
form doesn’t quite describe the Accounts you are including, or
that you have misspelled something in a Category you have
created. If this happens, you will have to modify the Category
description, or even the number.

1. From the topsheet, select the Category you want to
change.

2. Press Tab to move to the field you want to change (or
click in that field)

3. Typethe new information to replace the old, or, click
again in the area you want to add info to and add it with-
out deleting the old.
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Adding Level Breaks

Adding Accounts

Like Categories, some level breaks are automatically created
when you create a budget from a budget form. Again, how-
ever, you may find you need to add one or more.

Level breaks are subtotal lines that divide your Topsheet into
logical parts. You will aways have alevel bresk called Total
Above-the-Line. Other level breaks are optional depending on
the budget you are creating.

1. Select the line above which you want the level break.

2. From the Edit menu, select L evel Break. A new line
titled Untitled Level Break is added above the selected
Category.

|l.:1u.| | Tutorial Consutants | | 0

Unkrtied Lewsl Break L}
Pubilicity

/
G0

3. Press Tab and then press Tab again. Type the name of
your break to replace Untitled Level Break.

E400 Tuborial Congutants i
d TOTAL TUTORAL CHARGES []
ES00 Pubiicity o,

Accounts are added to the Account level of the budget. All
Accounts are attached to a Category.

1. Select the Category in which to add Accounts.

2. Double-click in the margin beside that Category. The
Account window for the Category displays.

If this is a New, Blank budget:

1. Pressthe Tab key and enter an Account Number. For
example, 2101.

2. Pressthe Tab key again. Enter the Account Title. For
example, Principleroles.

3. Press Tab to move to the next Category, OR click any-
where in the Account window to leave the “ Add
Account” mode.
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Adding Details

Fb You may
also type Ctrl-1|
(38-1) or select
Down into Selec-
tion fromthe Goto
Menu.

If this is an existing budget, and you wish to add
Accounts:

1. Click onthe Account to follow the new Category.

2. From the Edit menu, select Insert. A new Account line
appears above the Category you selected in step 1.

3. Press Tab to move to the Acct # field. Enter the Account
Number. For example, 2101.

4. Press Tab again. Enter the Account Title. For example,
Principle Roles.

Details are added to the Detail level of the budget. All
Accounts are attached to a Category.

1. From the Account Levd, select the Account in which to
add details.

2. Double-click in the margin beside that Account.

1300 Cwechon & Superaizion
4 1400 Ciazd, Davy Players, Siunks
1500 Teawed & Living
1800 Frirgs Baneils
1 T TAL AROVL-THL-LIKL

LI =R =J ==

The Account window for the Category displays. You can
now enter detailsindividually, or Import them from
Scheduling (See “ Importing Information from Schedul-
ing” on page 64).

Adding details individually:

* |f there are no detailsin the Account, you can simply hit
the tab key and begin entering them. Start with the
description, for example, “Mrs. Potts.” Then move on to
the Amount, Units, X and Rate. The Subtotal will be
calculated for you.

Description: The reason you are budgeting this amount of
money. In the above example, “Mrs. Potts’ is the character.

Amount: The numeric valuefor the quantity of itemsor units.
For example, 3 for 3 days, 10 for 10 weeks, 1 for 1 allowance,
etc.
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The amount field is also the field where you will most often
use Globals. Simply enter the global instead of a number. See
also “Using Globalsin Lines of Detail” on page 97.

Units: What the amount field represents. Days, weeks, hours,
months, alow, flat, feet, meals, etc. You may leave thisfield
blank if desired. If you are using aglobal, it will befilled in
for you.

X: An extramultiplier field. The default for thisfield is 1.
However, if the description is something like “extras’ you
may need more than one. In this case, if you are paying 4
extras for 5 weeks at 1,014/unit, you would enter the line of
detail asfollows:

Description | Amowt | wnits | X | Bee | Subtots
(estraz slwesks [ 4] 15| 20,300
Total Fringes [
Total 70,580

Rate: Therateisthe numeric value of the monetary cost of an
item. It is multiplied by the numbers in the amount and X col-
umns to arrive at the subtotal. You may also use Globalsin
thisfield. Seealso “Using Globalsin Lines of Detail” on page
97.

Subtotal: The subtotal is automatically calculated. It multi-
pliesthe Amount, X and the Rate. If any of those fields equals
zero, the Subtotal will be zero. As you make changes to the
Detail numeric fields, the Subtotal automatically recalculates
to reflect the changes.

SETTING BUDGET INFORMATION

Information about the budget can be quite useful later in the
budgeting process. It can be used to include information in the
Headers and Footers, to track the revision number of the bud-
get, and to keep track of notes about each saved version of the
budget that you have created.
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I:Jj The bottom

half of the Budget
Information win-
dow includes some
statistics for your
budget, including
the date the budget
was created, and
the number of
Accounts and Cate-
gories included.

1. From the File menu, choose I nfo.... The Budget Informa-
tion window displays.

Budgel Inlomabion Foi: axampls. mmb
e I T w—
Motz Piint |
I &
| File Indcummation Eudger Datar
Diexiget Form Ezample Tyl Cabsgoniss Q2
Tkl Acesons: e
Coamation Dot JAM Z5, 1337 Tl Dtk ) )
Fichibed Dlaie MAY T, Y Tty Fringss: ]
Pt Thmie: Lol Pt U Tkl Ghobiats: =
Tootal Subgrenipec a

2. Enter your Project Title, Project Number, and Revision
Number. Press Tab to move between fields. Not all
projects will have all three of these items. We highly rec-
ommend that you keep track of revisions using thisfea
ture.

3. Enter any notes you want to make about this budget in the
Notesfield. For example, “ This version does not include
any CGlI costs.”

IMPORTING INFORMATION FROM SCHEDULING

One of the advantages of Movie Magic Budgeting is that you
can import information from Movie Magic Scheduling to be
included in your budget. Thisisdone using the Library feature
of Movie Magic Budgeting.

Full detailsfor using the library feature can be found in Using
Libraries on page 87.

CREATING A BUDGET FORM

After you have created a budget from scratch, you may want
to save it as a budget form so that any new budgets you build
can have the same format.

The budget form contains the Chart of Accounts from the bud-
get, and the lists of Globals, Fringes, and Subgroups, as well
as any preferences you have created for these budgets.

1. Open the budget you have created.

Importing Information from Scheduling
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2. From the File menu, select Create Form... The Save as
MM Budget Form window displays.

Save ai MH Budgel Foim

Saviic |3 Movie Mg Budgeting i ] = )

Exanples
Framr
At

Flapsns | T

S a bpe [0 50 loore =] Caneal

3. The standard budget forms are saved in the Forms folder
in the Movie Magic Budgeting directory. You can con-
tinue to keep your files here, or create a new directory for
them.

e Tousethem in the current Formsfile, double-click on
the Forms folder.

» To saveyour form filein your own directory, select
that directory from thelist.

4. Click inthe File Name field and type the name of your
form.

5. Click OK (Save). The budget form has been saved and
you can now use it to create a new budget.

WORKING WITH CURRENCY

You can choose the currency you want to use for your budget.
This can be helpful if you are going to be shooting in aforeign
country and need to provide a budget in the currency where
you are shooting. Or, if you are shooting on location, some
expenses may be in the currency of that location.

Adding a New Currency

The Setup Currency window will only serve to convert all cur-
rency in your budget. If you are planning on having only some
detailsin adifferent currency, you will want to use aglobal for
this purpose. (“Using Globalsto Define Foreign Currency” on

page 98.)
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I:Jj We recom-

mend that you
choose one cur-
rency for your host
currency and stick
withit. See

“ Changing the
Printing Country”
on page 68 for
infor mation on how
to convert cur-
rency for printing
reports only.

é If you
change the host
country, any other
exchange ratesyou
have entered
become invalid.

The default currency for the budget is always U.S. dollars.
You can change this by changing the Host country to one of
the Currencies that you add in the Setup process. If you
change the host country, you will enter any further amountsin
the new currency.

1. From the Setup menu, choose Currency. The Setup Cur-
rency window will display.

2dd_| Ramova] _Punt_| Host Counry [1res e =] Pning County [ 5> ]

[hey]  Coumty | Cumency | Rate | Display| Sample+ | Sample() |
I Upndled Skales Dellan 1 Format .23 31 F34)

ke

2. Click on the Add button in the upper left corner of the
window. A new linewill be added to the list of currencies
and the cursor will be placed in the Country field.

3. Enter the Country for the currency and press Tab. The
cursor will move to the Currency field.

4. Enter the name of the Currency (i.e. Pound, Dallar,
Franc). Press Tab. The cursor will move to the Rate field.

5. Enter the Rate of exchangerelative to the host country. In
the example below, one dollar is equal to 1.75 British
pounds, so therate is 1.75. Press Tab. The cursor moves
over the Format Button. See “ Formatting Currencies’ on

page 66.

6. Toenter aKey for thiscurrency, click inthe Key column.
Thisisasingleletter abbreviation for the currency. Francs
could be F, British pounds, B or P, etc. Entering aKey is
optional.

Formatting Currencies

When you have added anew currency, you will want to format
how that currency displays.

1. From the Setup menu, select Currency.
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2. From the Currency Setup window, click on the Format
button. The Number Format dialog displays.

“lhnted Stabtes™ Numbhar Fmnal

Husmbs Frumat: [T con = [ ]
Docmat | =) Seebet [f ] Cancel
" Bslme numbm

Thousands: [~ =] ooy

A ET——
Gamples:
Positive: 11,234 Megative: [#1.234)

3. Many standard currency formats are aready defined.
Click on the arrow in the Number Format field and
choose a standard currency. Alternatively, make adjust-
ments to each field individually. At the bottom of the dia-
log is asample of how the currency will display, for both
positive and negative figures.

4. Closethe window by clicking OK or Cancel.

Deleting a Currency
In some cases you may want to delete a currency setting.

1. From the Setup menu, select Currency. The Currency
Setup window displays.

2dd_| Ramova] _Punt_| Host Counry [1res e =] Pning County [ 5> ]

[ ey Coumtry | Curremcy | Rase | Display| Sample + | Sample () I=]
I United Siates [ 1 Forrmat .23 [#1,234)

ke

2. Click anywherein the line of currency you wish to
remove.

Click the Remove button at the top left of the window.
4. Closethewindow by clicking OK or Cancel.

Changing the Host Country

The host country is the underlying currency for the budget.

Unless specifically told otherwise, Movie Magic Budgeting
displays and printsall currency informationin U.S. Dollars.
Changing the host country will change the currency for the

entire budget.
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®  Remember
that any exchange
ratesyou setupin
the Setup Currency
window (see “ Add-
ing a New Cur-
rency” on page 65)
arerelativeto the
host country. So if
you change host
countries, those
rates become
invalid.

¢ Changing
the host country
will replace all the
globalsin rate
fields with values.
They will be static.
If you want to be
able to keep your
globalsintact,
changetheprinting
country instead.

When you change the host country, al of the globalsin use
will be replaced with appropriate values. You will no longer
be able to change them globally. Any globals you apply after
changing the host country will work as usual. Changing the
host country is therefore better done before you enter informa-
tion into the budget. Or, before you change the host country,
save a copy of the budget so you can revert to it if necessary.

If you want to keep your budget in the original currency, and
print acopy in adifferent currency type, see “Changing the
Printing Country” on page 68.

1. From the Setup menu, choose Currency. The Setup Cur-
rency window displays.

2dd_| Ramova] _Punt_| Host Counry [1res e =] Pning County [ 5> ]

[Display | Sample + | Samplei) |

1 Forrmat .23 [#1,234)

[ ey Coumtry | Curremcy | Rase
I United Siates [

ke

2. At thetop of the window, choose the appropriate coun-
try from the Host Country menu. A warning dialog dis-
plays. Click Yesto continue.

oy VA B0 S 0 et 6 changs the Host countrp o Ueded Sisles’ s Unded Kingdon?
* Diing 25wl loica all ‘wishoas i delad sl ekl 1o ba adoted
MOTE: Aryp giohsls uesd i detal rate Fekds vall ba rerscvad snd cormesriad to valuss

_te |
e

3. A confirmation dialog displays. Click Yes to change the
host country.

\_".:) e o el e po mani b change B btk ot ?

o= |

Changing the Printing Country

If you need to print the budget with a different currency rate,
but do not want to change the entire budget to that currency,
you can change just the printing country. This |leaves the host
country as originally set, but allows the budget to be printed
entirely in adifferent currency.

Working with Currency
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1. From the Setup menu, choose Currency. The Setup Cur-
rency window displays.

2dd_| Ramova] _Punt_| Host Counry [1res e =] Pning County [ 5> ]

[ ey Coumtry | Curremcy | Rase | Display| Sample + | Sample () I=]
I United Siates [ 1 Forrmat .23 [#1,234)

ke

2. At thetop of the window, choose the appropriate coun-
try from the Printing Country menu. No confirmation
dialog displays, but the Printing country now displays the
chosen currency.

B Setup Cuneney loi "lesl mnb™

Aot | Remwes| _Poien | Host Country [oited Stare: | Printing Gountry: [Entain_r._ 1]

[Wey|  Country | Cumency | Rate | Display| Samples | Samplei) |
L Unfed Skabes [T RN 1 Fanmmat #1234 (21 234)
Hilain Prassral 1.62 Fammat E 1234 E 1234

3. You can now print the budget normally, and all valueswill
be printed in the new currency.

Using Different Currencies in Individual Details

You can, if necessary, use different currenciesin different
lines of detail. An example would be if you were shooting in
Germany, you might want to enter the salaries and costsin
Deutschmarks or the Dollar equivalent for those details.

While the setup currency option isfinefor changing the entire
budget, you should use aglobal for the above situation. (See
“Using Globals to Define Foreign Currency” on page 98.)

BUDGET PREFERENCES

On the setup menu, there is an option for Preferences. This
option allows you to change the way Movie Magic Budgeting
displays your budget. When you choose Pr efer ences, the
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Setup Preferences window displays. Thiswindow is divided
by three tabs. General, Open/Save, and Budget.
T - |
Gemerd | OpenSwe | Duagm |
T | e
Fheset Delaull Colmn Widhs |
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When you are finished making changesto all the tabs, click
OK to save them, or Cancel to delete them.
General Tab

On the General tab, there are several options that refer to the
general look of your budget, and control how it reacts to com-

mands.

Gonoral | Opensave | Budge |
Chepliy

SorsmFond
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I:Jj Using this
option will over-
ride any of your
custom margin and
column width set-
tings. Be sure you
want to do this
before selecting
this option.

Set Font
* Click on Set Font. The Set Font window displays.

Thes i & ToseTppe lonk. Thes same bont wll be used on bl
A [ ] A R

* Choosethe font and font size you wish to see on-
screen in your budget. The default size and font is 8 pt
Aria (9 pt Genevaonthe Mac). You may find alarger
size or adifferent font easier to read. Changing this
preference will not change the font or size Movie
M agic Budgeting usesto print your budget. To change
the print size, see Reports, “ Setting the Print Font” on
page 147.

Reset Default Column widths

Clicking this button resets all column widths to their default
values. When selected, a dialog will display:

hl_l Ara pou SUAE pou saarid 1o il cobumn wedlfa 7
Al cumiomn song vl be bt

e | L

» Click Yesto reset your widths
 Click No to cancel
Show Toolbar

»  Select this checkbox and Movie Magic Budgeting
will display the Toolbar beneath the Menu bar.

» Deselect the checkbox to hide the toolbar.
DOS Version MMB Function key compatibility mode

When this option is checked, function keys (F1-F10) will
operate asthey do in Movie Magic Budgeting 3.0 for DOS. A
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list of these Function Keysis provided in Appendix B.
Unchecked, they behave as your computer operating system
dictates.

The default for this option is checked.
Eliminate trailing blank lines
A trailing blank lineisablank line that has no detail following
it.
»  Select this checkbox to delete any trailing blank lines
in your budget.

» Deselect this checkbox to leave blank linesin your
budget.

Auto Account Numbering

» Select this checkbox to let Movie Magic Budgeting
automatically number new Accountsin the order they
are entered.

» Deselect the checkbox so that you can enter your own
Account numbers as you enter information. If you are
not sure in what order you will be entering informa-
tion, doing this by hand may be your best choice.

“Smart” amount entry

» Checked, this option allows you to move directly
from the unitsfield to the rate field by pressing Enter
(Return). You can still moveto the X field by pressing
Tab.

* Unchecked, Enter (Return) moves the cursor from
field to field, including all fields.

Return action...

This selection has a menu to alow you to choose one of two
options. When you press Enter (Return) in Movie Magic Bud-
geting, the application will do the chosen option:

« Moveto next cdl
e Go down one row
Carry Down Option...

The menu for this option allows you to choose the fields to
automatically carry down as you enter new data in the detail
level.
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¢ None - thedefault. You must enter al information

«  Amount - the amount is carried to the new line. You
may change it if necessary.

* Rate-therateis carried to the new line. You may
changeit if necessary.

* All - al information except the description is carried
into the new line. You can adjust any of it (and will
probably want to change at least the description line).

When Inserting Detalil...

Sometimes you may add a new line of detail after you have
fringed the previous ones. This feature allows you to choose
how the new line of detail is automatically fringed.

» Copy fringesfrom the detail above - All fringes
applied to the previous line of detail are applied to the
new line of detail. This can be very useful if you are
entering alarge list of something like employees: al
their appropriate FICA, pensions, dues, etc. can be
entered once and then filled down automatically as
you add each new detail.

* Insert new detail with no fringes - The new line of
detail is created with no fringes applied.

Open/Save Tab

The options on the Open/Save tab control how Movie Magic
Budgeting saves and opens documents.

Gerersl | OpenSere | Bugs |

[ Fiit Baee
™ Asic Dechup
P T | riresinn
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Cancel [ Ok |
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Fast Save
The default setting is selected.

» Sdlecting this checkbox will save only changes you
have made to the budget.

» Deselecting thiswill save the entire budget. It isa
slower method, but should be done every so often to
avoid corruption.

Auto Backup
The default is deselected.
Fb Selecting » Sdecting this option will save a backup of your bud-

this option auto-
matically turns
Fast Save off.

get whenever you save. This should NOT be used as
an aternative to the instructions for “Creating a
Backup Budget” on page 84.

This alows you to maintain version control. If it is selected,
you will always have the last version you saved in a separate
fileif you find you need to discard changes.

Auto Save every ___ minutes
The default setting is set at every 30 minutes.

» Selecting thisautomatically prompts you to save your
budget at the time increment you have chosen. This
way, if the power failsfor some reason, you will only
lose some of your changes: not all of them.

» If you deselect it, and the power fails you may lose
much of your work. If you save regularly, this may not
be a problem.

Verify budget on Open

Thisruns a budget verification check to make sure al calcula-
tions are complete and there are no circular references. If you
are making drastic changes to an existing budget, it can be
useful. The default setting is None.

* None- never verifies the budget unless you manually
tell it to do so. See Recalculating your budget
(“Recalculating the Budget” on page 134.)

*  Quick - budget totals only are reca culated.
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Complete - theintegrity of the budget datais
checked, fixes are made if necessary, and budget
totals are recal cul ated.

Allow only one OPEN budget at atime

Selecting this option will only allow you to open one
budget at atime. If you want to work with another
budget, you must close the first.

Deselecting this option will alow you to have as
many budgets open as your computer’s memory
alows.

Use only ONE Window per budget

Selecting this option will replace an open window
with the next window you open. For example, if you
arein the topsheet, and open an Account, the topsheet
will close when the Account opens.

Deselecting this option will alow you to have as
many windows open as you wish. Sometimesthisisa
good thing, asit makesit easier to compare Accounts
or details. If too many windows are left open, it can
become confusing.

Current Ratebook

Clicking Current Ratebook option allows you to change the
ratebook that displaysin Movie Magic Budgeting. See*Labor
Rates Database” on page 123 for more information.

Budget Tab

The budget tab contains options that apply strictly to the bud-
get currently open in the active window.
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Comparison Display

This option toggles the comparison display for the Topsheet
and Account levels (the variance column). This option can be
overridden at any level by using the comparison display but-
tons on the Window Tools Menu.(See “Using the Compare
Command” on page 136.) The default for this optionis
unchecked.

Lock Comparison Totals

Checked - keepsthe budget’'s “origina” totals from
being updated. When you make changes and compare
the totals, you cannot update the changes to the
amounts originaly in the budget.

Unchecked - Allows you to change totals as you
update your budget.

The default for this option is unchecked.

Aggregate Fringe % Calculation

Aggregate fringes can be calculated in

Sum of Fringe

/_Fiinge Total! Line Total two ways. Select one from thislist.

Fringe Total/Line Total - Calculates by dividing the
Total Fringe Contribution by the Line Total. Thisis
the default option. All Fringes are included.

Sum of Fringe % - Calculates by adding the percent-
age of all the percentage fringes applied to the line of
detail. Flat Rate fringes are excluded from this calcu-
lation.

Post Fringes by

Fringes can be posted in the budget in sev-

Budget

Produstion Lzl eral different ways. How you post fringes
ateqory

#_Acoount can help you see where the money is located

in the budget, and help you decide where to

shave an hour here or there if you are running over budget.

Budget - selecting this option posts all fringetotalson
the topsheet, without breaking them down into Cate-
gory or Account numbers. It givesyou an overview of
how much of your budget is taken up by fringes.

Production Level - this option creates a fringe subto-
tal at each level break on the topsheet. The fringes for

Budget Preferences
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each level break are gathered together and subtotaled
at the level break.

» Category - this option creates an Account or
Accounts - based on the setting in Setup Fringes (See
“Defining Fringes’ on page 101) at the end of each
Category. The fringes in the Accounts are totaled and
posted to a Fringe Category. A reminder screen
prompts you to create an Account Number for
Fringe Categories on this screen (see below).

i Aemmnder an accounl number for Fringe Calegotes should be specified.

» Account - this option adds the total of all fringesinto
each Account as alineitem. To see them, go to each
line of detail individually.

Percentage Fringe Cutoff Factor

* Inthisfield, type the number of calendar years your pro-
duction is expected to span. The Fringe Cutoff is multi-
plied by that number to give a more accurate estimate for
Percentage fringes (this does not apply to Flat Rate
Fringes).

As most productions are completed within one calendar
year, the default valueis 1.

Acct # for Fringe Categories

» If you are posting by Category, enter the Account number
you want to use for Fringes. A common choiceis 99.

Category Width

» Inthisfield, select the number of digits you wish to allow
for the Category portion of the Account number.

For example, in Account 809-01, the Category (809) has a
width of 3. In Account 1102, the Category (11) has awidth of
2.

You may choose any number between 1 and 6. The default for
thisoption is 2.

Setting Up the Budget Budget Preferences
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Account Width

»  Select the number of digitsto allow for the Account por-
tion of the Account Number.

For example, in Account 809-01, the Account (01) hasawidth
of 2. In Account 203-101, the Account (101) has awidth of 3.

You may use any number between 1 and 6. The default for this
option is 2.

Separator

» Enter asingle character to separate the Category portion
of an Account number from the Account portion.

For example, adash, asin 810-01. The default is no separator.
Rate Column Display Cutoff

You may want to limit the number of decimal points that dis-
play in the rate column. Sometimes you might find that you
want adifferent number of decimal points for amounts above
a certain amount, versus below that amount. In this case, enter
that cutoff amount here, and then enter the number of decimal
places as described in Precision Below Cutoff and Precision
above Cutoff below.

Precision Below Cutoff

Choose the number of decimal pointsto display if the amount
in the rate column is above your set cutoff.

Precision Above Cutoff

Choose the number of decimal points to display if the amount
in the rate column is below your set cutoff.

Show Recap Lines

* Checked - Total Below-The-Line and Total Above-
the-Line recap line subtotals display above the Grand
Total on the Topsheet.

* Unchecked - no recap lines display.
The default for this option is checked.
Password Protect

The default is no password. This option alows you to set a
password for this budget. Different budgets can have different

Budget Preferences Setting Up the Budget
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passwords. When you select this option, the Enter New Pass-
word dialog displays.

Emw Parmeced
el E—

[0 ]| Coe |

* If you want to use apassword, enter one using acom-
bination of up to 30 letters and numbers. Press Tab.
* Verifyit by typing it again.

* Click OK to save your password, Cancel to not use
(or change) the password.

USING CAPTIONS

Captions are the built-in headings that display on the screen of
your budget and print on the various reports. Using the Setup
Captions command, you can change them to suit your own
needs, or restore them to the default headers if you prefer.

Changing Budget Captions

There are two sets of captions: one for the on-screen headings
and one for the Printed reports. You can modify both of these.

Changing the Captions can be useful if you are printing a bud-
get for aforeign crew -- you can change the captionsto read in
the appropriate language.

Setting Up the Budget Using Captions
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1. From the Setup menu, select Captions. The Setup Cap-
tions window displays.
S - |
Frestore Defaults Cancel

Current Captions

Topzhesl Caplons

Acctl Acctll
Categary Title Category Title
Fage Paga
Diriganal Origirsal
Tatad Taotal
Yanance WYanance
Taotal Above-The-Line Total Above-The-Line
Taotad Below-The-Line Total Below The-Line
Total Above and Below-The-Line Tolal Above and Below-The-Lne
Taotal Franges Total Frirges
Grand Todal Grand Total
Account Captions |
Acctl Acctll
Account Tile Accound Tithe
Page Fage -|

On this screen, the black header lines contain the title of
the screen or the report where the captions are located. If
thetitle is preceded by “Print” the captions below are
located on a printed report.

2. Click on acaption in the right hand column, “ Current
Captions’ to highlight it.
Type the new caption, replacing the old.
Change as many as you need, and then click OK to save

your changes. Click Cancel to discard your changes and
return to the budget.

Restoring Default Captions

If you are using alternate captions, you may at some point
want to restore some or all of them to their original form.

Restoring All Default Captions

If you decide that you want to restore al of the captionsto
their original settings, you can do it easily.

1. From the Setup menu, select Captions. The Setup Cap-
tions window displays.

Using Captions
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2. Click on Restore Defaultsin the upper |eft corner.

Frestore Defaults Cancel

3. All of the captions in the right hand column are changed
to match those in the left column.

Restoring Selected Default Captions

Restoring only selected captionsisalittle trickier. Clicking
Restore Defaults will restore all the captionsto their original
status, so you need to change selected captions manually.

1. From the Setup menu, select Captions.

2. Intheright column, click on the caption you want to
change and manually type the Default Caption asdis-
played in the left column.

SAVING YOUR BUDGET

You should save your budget often. In addition, you should
keep backup copies of your budget on floppy disk or another
media -- somewhere away from your hard drive. If for some
reason your computer crashes and you do not have backups,
you will lose al the work you have put into your budget.

Movie Magic Budgeting will automatically prompt you to
save your budget for you at regular intervals, but you should
remember to save it off and on yourself as well.

Saving the Budget
Saving your budget is a straightforward process.

1. If you have saved the file previously, the budget will be
saved under the same name. From the File menu, choose
Save.

2. If you have not saved thefile, the Save Command will be
greyed out on the file menu.

Setting Up the Budget Saving your Budget
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e Choose Save Asinstead. The Save File As window

displays.
Save Budgel File Az HE
Savajn |3 Move Mags Budgeing =l & e =
_'ixumphs
s
kg
Flepame [ [ s= |
Sarvm st lypet [ MME G D =] Cancal |

» Enter the name of your budget in the File Namefield
and then click Save.

Saving the Budget with a New Name

You might realize you named your budget incorrectly, or you
may want to save it with a new name.

1. From the File menu, select Save As. The Save As window

displays.
Save Budgsl File Az nﬂ
Savajn |3 Move Mags Budgeing =l & e =
_'ixumphs
) s
[:3

Flerame [ [ &= |
Save st e [MME 50 =] Cancel |

2. Enter the name you want to give the copy inthe File name
field, and then click Save. Thefileis saved with the new
name, and the title bar on your budget changes to the new
name.

Saving your Budget Setting Up the Budget
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Saving the Budget as a Copy

Sometimes you may want to save a copy of your budget as
you have changed it, but continue working on the original. To
do this, you can Saveit as a Copy.

1. From the File menu, select Save as Copy. The Save a

Copy of Budget window displays.
Save a Copy ol Budgel File
Savejn | /3 Movie Magic Budgeting = 6| &5 =
Exanples
| lelrs;
&
Fika ramer: | S I
S ax bepet [MME 5 D =] Cancel I

2. Enter the name you want to give the copy in the Filename
field, and then click Save. The copy is saved with the new
name, and the budget on your screen retains the old name.

Automatic Save

Movie Magic Budgeting will automatically ask you if you
want to save your file every 30 minutes.

If you work very quickly, you may want to shorten thistimein
order to make sure you lose as little of your work as possible

in the case of a power outage. If you habitually save your doc-
ument anyway, you may want to turn it off altogether.

1. From the Setup menu, choose Preferences.

2. Click on the Open/Save tab. The Open/Save Preferences
dialog displays.

Setting Up the Budget Saving your Budget
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Cerersl | OpenSave | Bumml |

¥ Fasthws
[ uno Backup

¥ bupe Sas sy -nin
T .

[T Alow oriy ore CPIN tadget 5t & Bme
¥ Use only DME Window per Eudger

Cuiiwiit Ratsbool:

Salect Aalabook I Bioris hisge Labor Plates Demaabh

3. Inthefieldtitled Auto Saveevery __ minutes, enter the
correct number of minutes.

4. Click OK to return to your budget.

Creating a Backup Budget

Version Control

R secom
paring Budgets’
on page 135 for
more information
on electronic com-
parisons.

You should create a backup copy of your budget at least daily.
Keep it in alocation other than your hard drive. It only takesa
moment or two to copy your budget to afloppy disk, remov-
abledrive, or file server.

Doing thiswill prevent you from reentering all the data and
having to recreate the work you have done. It only takes a sec-
ond to restore a backed up file, but possibly many hours to
recreate a budget from scratch.

You can maintain arecord of all your different versions of the
budget by saving each set of changes with a new name. For
example, “Budget,” “Budgetl,” and “Budget2” could be the
three versions of the file Budget.

Although Movie Magic Budgeting only allows you to com-
pare the most recently saved Budget to the changes you have
made since saving, using this sort of version control can pro-
vide you with hard copy budgets that you can later compare
manually during the budgeting process.

Saving your Budget
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Change the Revision number of these budgets (see “ Setting
Budget Information” on page 63) and even printed copieswill
be easily identified.

OPENING, CLOSING BUDGETS
Opening a Budget

1. From the File menu, select Open. The Open a MM Bud-
get File window displays.

Lok [ 53 Evmoie: o ] e s
: -' [hemo

] esamphe

: Supeibud

: -' Tudouisl

File parnec | Open I
Files of yoer  [wewdonss & D05 Budgels j Cancel I

2. Select the budget you want to open and click OK. The
budget opens, displaying the Topsheet.

Opening a Recently Used Budget

If you have recently used a budget that you want to open
again, you can do this without using the open command.

Setting Up the Budget Opening, Closing Budgets



86 Reference Guide

1. FromtheFile menu,
select Recent Files.

e Mo Moo Budgebing

Ll B Setp Took Libay G

A list of recently tmw mm
opened filesdis- Dpen Ciibel)
plays Cieale Foim

Close Ctibsw/

2. Choosethefileyou ChseBucget  CubShitew
want from this list. gt '
Thefile will open, B |
displaying the Top- I
sheet. Fiirk Selup

Closing a Window

Sometimes you may have more than one window open at a
time. You can close them individually and not close the entire

budget.
+ From the File menu, select Close, OR Press Ctrl-W (36-
W).

Closing a Budget

To close the entire budget, simply selecting Close will not
work. Until the last window is closed, the budget is still con-
sidered open.

e From the File menu, select Close Schedule.

Opening, Closing Budgets Setting Up the Budget
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Chapter 3 Using Libraries

One of the advantages of Movie Magic Budgeting is that you can import information
from Movie Magic Scheduling to be included in your budget. This saves you the diffi-
culty of retyping all of the props, character, etc. information into the budget. In addi-
tion, Movie Magic Budgeting will aso import the number of days that actors will be
required for the shoot. This makes it much easier to track costs.

IMPORTING FROM MOVIE MAGIC SCHEDULING

Before you can use any Scheduling information in your bud-
get, you need to put it in aformat that M ovie Magic Budgeting
can read. You need to export it from Scheduling.

* From Movie Magic Scheduling, export thefile, follow-
ing the instructions in the Movie Magic Scheduling User’s
Guide. Remember what you called the library file, and
where you saved it.

Creating and Opening the Library

1. Returnto Movie Magic Budgeting from Movie Magic
Scheduling.

2. Fromthe Library menu, choose Open. The Open a MM
Library File window displays.

Using Libraries
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Open a MM Library File I
Laak in: Ia tovie Magic Budgeting j gl
| FExamples:

| Formsz
|_ 1 Rates

&

File name: I Open

Files of type:  [windows & DOS Libraries =l Cancel |

3. Find and select the library you exported and click OK.
The Select Name for New Library window displays. This
gives you the opportunity to put the library in your library
file, or closer to the Budget.

Select Name for Hew Library ﬂﬂ
Save in: Ia Movie Magic Budgeting j gl
[ VExamples
|1 Forms
| IRates

File harme: IDemu:u Save I
Save az type: |MMB Library j Cancel |
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4. Click OK. The Library palette displays. You can now
copy information into your budget.

= Librans- CAProgram Files\ScreenPlay Systemsibovie Magic BudgetingiDemo.bl

Hame Comments Humber Of kems S

Cast Members | Cast 29 Details. =

Prop: Props 100 Details.

Extr& Extraz 41 Details.

“ehicles “ehicles 11 Details.

Set Set 101 Details. -

Get | Remowve | Stare | | 5 Ertries.

COPYING INFORMATION FROM THE LIBRARY

1. Open alLibrary. (See“Creating and Opening the Library”
on page 87.) The Library window displays.

I:b All informa-

tion from each
grouping is placed
in the same
Account.You will
have to Cut and
Paste to put all of
the information
where it belongs.

= Librans - C:AProgram Files\ScreenPlay Systems\blovie Magic BudgetingiDemo. bl

Hame Comments Humber Of kems =

Cast Members Cast a8 Details. =

Prog Props 100 Details.

Extr& Extras 41 Details.

“ehicles “ehicles 11 Details.

Set Set 101 Details. -

Get | Remowve | Stare | | 5 Ertries. |

There are anumber of groupings of information listed,
each with several itemsincluded. For example, Cast,
which may include the entire cast list and the duration
each actor is needed.

Go to the detail level of the Account where you want to
place the first group of detail. For example, principal
roles. Click to the left of the Nameto select it.

IntheLibrary palette, click Get. The entire content of the
group of detailsis placed in the detail level.

All appropriate information from Movie Magic Schedul-
ing isincluded: the Amount and Units fields are already
filled for you. You will have to add the rate, either manu-
aly or using the Labor Rates database (see “Labor Rates
Database” on page 123), and, if necessary, will need to
add the appropriate amount for the X field.

Cut and Paste the information to the correct Accounts
and add rates. (See “Cut and Paste” on page 133.)

Using Libraries

Copying Information from the Library



90 Reference Guide

REMOVING INFORMATION FROM THE LIBRARY

Asyou move the information into your budget, you may want
to remove it from the library to keep track of your progress.
This can berisky. If you are going to remove library informa
tion, remember that it cannot be replaced without importing
the entire library again.

‘\ - Thereisno 1. Click totheleft of the group of information you want to
verification when delete. The group is highlighted.
your remove infor-

& Librany - C:\Program FileshScreenPlay Systems\Mowie Magic BudgetingiDemo.b
mation from the Hame Comments Humber Of tems =)
. . : Cast Members Cast 59 Details.
Il br ary' It Iss mply Props Props 100 Detailz.
gone. Extras Extras 41 Details.
’ Yehicles M 11 Detail=s.
Set Set 101 Details. -
Get | Retmone | Stare | | 5 Entries. |

2. Click Remove. The group of information is deleted from
the Library.

CREATING A LIBRARY

Sometimes, if you are going to be copying and pasting a lot of
lines of detail into many different locations you may find it
easier to create alibrary filefor thisthan to simply use the cut
or copy and paste feature. You can create alibrary and the
information will remain even if you cut something else out of
the budget in the meantime, or if you need to leave your com-
puter in the middle of the process.

1. Fromthe Library menu, choose New. The Select Name
for New Library window displays.

Removing Information from the Library Using Libraries
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Select Hame For Hew Library HE
Save in Ia Movie Magic Budgeting j gl
| Examples:
|11 Forms
1 Rates
File narme: IDen'u:u Sawe I
Save as fupe: IMMB Library j Cancel |

Enter anamefor the library, and select adirectory you
will be able to find again. Click OK. The Library palette
displays. You now have anew library. You can add infor-
mation to this library and copy it to your budget as you
wish.

ADDING INFORMATION TO THE LIBRARY

You can, if you want, store additional information in an old or

I:Jj Library
entries are stored
in and removed
from the last
library opened,
whether it wasa
part of the current
budget or not.

new library.

Method 1

1. Openthelibrary so that the Library palette displays.

2. Select thelinesof detail you want to save, and click
Store. A new lineis created with the selected lines of
detail included.

3. PressTab, and then enter the Name you want to call this

group of detail.

Method 2

1.

Select the lines of detail you want to save.

Using Libraries
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2. FromtheLibrary menu, select Sore. The Sore Library

Entry dialog appears.
Store Library Entry
Mame:

| | | Cancel I

3. Enter anamefor your library entry. Click OK. The new
library entry is saved to the library that was last open.

Adding Information to the Library Using Libraries
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Chapter 4 Globals

Globals make your budget flexible. By setting a number of globals and using themin
your budget, you can easily change, for example, your total shoot duration, the num-
ber of weeks shooting local, the number of weeks shooting distant, planned number of
post-production weeks, etc. If any of the values for these change while you are prepar-
ing your budget (your shoot time is extended from five to six weeks for example) all
you have to do is change the definition in the global rather than searching out every
use of that shoot time in the budget itself.

SETTING UP GLOBALS

Creating a New Global
1. From the Setup menu, choose Globals. The Setup Glo-

bals window displays.
. Selup Globak Toi "ustaled. 1"
s | Fenows | | Drtaut stk o o gty [orin o e =
[o] wame | Desription [weits [P waiue -
G
—

2. Click onthe Add button in the upper left corner. A new
line will appear in the table structure.

B Setup Globals foe “untitied 1°

skl | menow | eme | Dt stanis for pobal dispis [Cozckny b ey ]
[0]  neme | Neeerptnn | Fepariion, [omie [P wame =)
[m]
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Enter the name of the Global and then press Tab.

* For example, “s’ for shoot. Or “shoot” for shoot. The
fewer letters you enter, the fewer you will haveto type
later. But remember to keep global names unique and
easy to remember.

Enter a more detailed description of the Global and then
press Tab.

» For example, if you have used the letter “s” for shoot,
you will want to enter “shoot” in the description field.

Enter the Equation. This can be either afull equation, or
it can be anumber. For example:

* You might have a“distant shoot” global for shooting
on location. This global would probably only have a
number in the equation field, such as“6” for 6 weeks.

» If you are separating details into location and studio
shoots, you may also want a“total shoot” global. In
this case, you would enter the globals “location + stu-
dio” in the equation field.

Enter the Units for your equation. For example, weeks,
reels, etc. (See aso “ Setting Up Units’ on page 59.)

If you wish, enter a precision number for displaying and
printing in your budget. (See below for details)

Changing Decimal Precision

You can change the way decimals created in globals display.
This can be useful if you are, for example, using aglobal for a
currency exchange rate.

For example: you are using a currency exchange rate of
1.123456. The problem is that while you want to use all
six decimal placesto calculate the amount, you only want
to display two places on the screen or in a printed report.
In the P column, enter 2. Now the number 1.123456 will
be displayed as 1.12.

You can enter a precision number of 0to 6. Zero means dis-
play only whole amounts (3, 4). Entering asix will display up
to six decimal points, which is the maximum Movie Magic
Budgeting can display.

Setting Up Globals
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Changing how Globals Display in the budget

Editing a Global

You can change how globals display in your budget, either
displaying the appropriate numbers, or the name of the global.

From the Default Statusfor Glaobal Display menuin the
upper right corner of the window, choose the appropriate

display.
Display by Value:

Replaces the global name with its value when entered into
the budget. (For example, 3 weeks rather than “ Shoot”.)

Display by Name:

Displays the global name in the budget rather than its
value. (For example, “Shoot” rather than 3 weeks.)

Theflexibility of globals liesin the fact that they are easily
changed. When you edit aglobal, the change you make will be
immediately made throughout the budget. You edit aglobal in
basically the same way you set it up.

1. From the Setup menu, click on Global. The Setup Glo-

bals window displays.

Click in the field you want to change. Thefield is high-
lighted.

* You can immediately type new information to replace
the old, or

* You can highlight just the characters you want to
change and change those.

The budget is automatically updated.

Close the Setup window by clicking on the“X” in the
upper right corner of the window.

Using Globals within Globals

Another of the things that make globals flexible is the way
they can work together. Globals can be used within other glo-
bals asif they were numeralsin an eguation.

Globals

Setting Up Globals
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For example, if you have alocal shoot specified as “loc,”
and a distant shoot specified as“dis,” then you could
define another global as"loc + dis’, or thetotal of the two.

s | memove |

| Detouit stabus for gobal clspiee [Dizginy oy i w ]
[0] wame | Nmcripton [ Frqusiinn [onie [P wane i'
O ke Local Thoat ] asak 1
0O e Distant Shool ' Wasskn 4
T T — T

Deleting a Global

Very rarely, you may wish to delete a global you have set pre-
vioudly.

1. From the Setup menu, choose Globals. The Setup Glo-
bals window displays.

T e —

[o] teme ] L [(wnes [F]  vaue fj
O k= L el St 3 [T 3

O ks Cksianl Shixl L}

O shect

Vi 4
Tolnl Shoal oz = War |

A

2. Highlight the global you want to delete by clicking in the
margin to its left.

Setting Up Globals
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& Deei ng a
global that isbeing
used in adetail can
do strange things
to your budget fig-
ures.

3. Click Remove. A confirmation dialog appears. If the glo-

bal isused in any lines of detail, the dialog will warn you.

$ A g e o wish b permanenily iemowe B shool globsl which & beingiused in 1 epresion within 2 bees of
ety

[ | o

USING GLOBALS IN LINES OF DETAIL

Entering aglobal into aline of detail is an easy way to make
your budget more flexible. Any time you change the value of
the global, the value will automatically changein all the
appropriate lines of detail.

Entering a Global in a Line of Detail

1. Enter your line of detail as you would normally.

2. When you come to the place where you want the global,
enter the name of the global (for example, “loc” or “dis’
or “shoot”) instead of avalue.

B festawd - 2102 - Dsscers, Shebess, sho

#| 5 7 5]

| T S —— |n.-|w-|41 1 | r|

Trisl Fringes
Trtal ]

Using Globals in Combinations

Globals can be used anywhere in the budget just as though
they were numbers. Simply enter them into the line of detail
where you want them. You can use them alone or in equations.

You can use two globals together if, for example, you are hir-
ing someone for both the shoot and the wrap periods, you
would enter the globals for “shoot” plus “wrap” in the
Amount column as shown below.

Units Subeotal i'
| Clasaicay Trained Babsl dancer | sl + 'w'!.‘q:llr‘-tﬁ': | l’.| o
Tatal Fringes B
Tatal L]

Or, you might want to hire someone to start one week into the
shoot period. In this case, you would be budgeting for the glo-

Globals
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bal “shoot” but you would want to subtract one unit (week)
from that amount. You would enter it in the amount column as
"shoot - 1".

[
| Chassionlty Trned Bvbel dancer | shoot-1 |weeels | 4 [ [
Tatal Fringes [
Tatal [

Using Globals to Define Foreign Currency

The best way to handle foreign currency throughout your bud-
get is simply to change the Printing Country (see “ Changing
the Printing Country” on page 68).

However, you may need to use aforeign currency on only a

small number of details. For example, you may want to hire

part of your crew in Canada, and pay them in Canadian dol-

lars. The great majority of your crew will be hired in the US,
however, and your budget still hasto total in American Dol-
lars.

1. Setupaglobal called CDN, with the exchange rate. (For
example, .71 US$ for 1 CDNS$.)

B Setup Globals fer "example. mnh™

for_| e | s | ovedmenta o [ ]
[0] meme | Deweription | [ooits [P waue =l
O cow [T ——— 1 [E

2. When you enter aline of detail that has to be in Canadian
units, enter the description, and units as usual.

3. Enter theglobal for your currency (CDN) inthe“X” field.
Then enter the rate in Canadian Dallars. The subtotafield
will display the ratein American dollars, as defined by the

exchange rate.l
smand B2 - Secued Gig M= E3
OETEE
Desription | amout | wnms [ % | Ree | Gubeolal i'
of | | 1|k oo | 1,000 | o

Now, if you hire agrip for $1000 aweek Canadian, in the
total column it will show as $710, which isthe American
rate for that crew person.

4. If your exchange rate changes, go into Setup Globals and
change therate there. All of your foreign currency for that
exchange will be updated.

Using Globals in Lines of Detall Globals
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5. Create and apply a subgroup for the foreign items so you
can isolate them if necessary. See“ Subgroups’ on page
113.

PRINTING A LIST OF GLOBALS

Hj You can

also print thislist
fromthe Print

1. From the Setup menu, select Globals.

2. Click on Print in the upper right. The print dialog box
appears.

screen. (See
“ Printing Reports” et 1]
on page 151.) e
’ [ ame: WAOPFS-LAO 1Y HP Laserkst 20508 P5 GO0 (R
Skah Feady
Typ= HP Laseslet 4050 Senes PS
Wham:  NP2BIZED
Comment: ™ Frint ba Gl
Frinfl sange Ciopizs
e Murbar of copies: 1 32
" Pages Sy
. .hm'_ - L Ll ] e
0, [ I Cancel |
3. Make sureyour printer is selected, and click OK to print.
Globals

Printing a List of Globals
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Chapter 5 Fringes

Fringes, or Fringe Benefits, are those expenses that are related to another expense and
are incurred above and beyond the first expense. For example, sales taxes, FICA,
SAGA dues, Directors Guild dues, and Teamsters' Union dues are all examples of
various types of fringes. Fringes are generally figured as a percentage of the original
expense, although there are some flat rate fringes.

This chapter will show you how to set up fringes, modify them, and apply them to
your budget. Movie Magic Budgeting handles all of these transactionsin aflexible
manner that makes it easy to adjust your budget as changes occur.

DEFINING FRINGES

Defining in advance the fringes likely to apply to your budget
can relieve much of the work before you even start inputting
information to your budget. Later, if you find that afringe
should have been a different percentage, or had a different
cap, you can edit it, and it will be changed throughout your
budget.

Fringes
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Adding New Percentage Fringes

Fb Some fringe
names may be
descriptive enough
that you do not
need a description.

From the Setup menu, select Fringes. The Setup Fringes
window will display.

Sotup Fiinges lor "lest mmk

Add | Remove Fringn Renafiiz by Pescentags _Puin_ | Cancet | [CuE_]

] Famn I p o] Porcent | cotorr | wotw -]
_ i | Benove | Fringm Brnstits by Flal Aats par it
] Hmn I v [0, [ motn | wets | cotom | vetm -

The percentage fringes area fills the top half of the win-
dow. Click on Add in the upper left. A new line will
appear at the bottom of the current list, and a cursor will
appear in thefirst field.

Enter aname for the fringe. For example, DG for Direc-
tors Guild. Press Tab.

If necessary, enter adescription of the fringe. For exam-
ple, Directors Guild. Press Tab.

Enter an I D for thefringe. Thisisoptional. Entering an 1D
will allow you to see at a glance which fringes are applied
to what lines of detail. (See “Displaying Applied Fringes’
on page 110.)

Enter the per centage value. For example, the Directors
Guild Association dues are 13% of salary. For this, you
would enter 13. Press Tab.

Enter the cutoff amount. Thisis the amount above which
this fringe no longer applies. For example, the Directors
Guild cutoff is $250,000. This means that anything the
director earns above that is not subject to the fringe. If the
amount paid is over $250,000, you fringe the $250,000
and no more. Enter the number only, with no punctuation:
250000.

Press Tab to enter a new percentage fringe.

Defining Fringes

Fringes
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Adding New Flat Rate Fringes

1. From the Setup menu, select Fringes. The Setup Fringes

window displays.

[cup Faimges bor tevtmon- ___________________________________H|
Al | Remave | Fuinge Benefity by Pescentsge Prnt | Cancel | [0 ]

[ Warres [ Dot (1o | Percem | cotet | Tetw |
fudd ] Flml Frings Binnedits by Flal Flate par Uit
[ [ [ Deserighan [ | mate | wnits | cotem Totwl ||

Theflat rate fringes area fills the bottom half of the win-
dow. Click on Add in the upper |eft of the area. A new
line will appear at the bottom of the current list, and a cur-
sor will appear in the first field.

Enter the name of the fringe. For example, Team for
Teamsters Union. Press Tab.

If necessary, enter adescription of the fringe. For exam-
ple, Teamsters Union Dues. Press Tab.

Enter an I D for thefringe. Thisisoptional. Entering an 1D
will allow you to see at a glance which fringes are applied
towhat lines of detail. (See “Displaying Applied Fringes’
on page 110.)

Enter therate. Thisis the amount of money the fringe
costs per unit. For example, Teamsters dues are charged at

aflat $2.3625 an hour. In this case, you would enter
2.3625 in therate field. Press Tab.

Enter the unit. For example, for the Teamsters dues above
you would enter hours.

Press Tab to enter anew flat rate fringe.

Fringes

Defining Fringes



104

Reference Guide

Editing Fringes

If aratefor afringe changes before you have finalized your
budget, you may need to edit the applicable fringe.

1. From the Setup menu, select Fringes. The Setup Fringes
window displays.

_Add_| Hemove | Fringn Reraitz by Prrcontags Pt | Concel | 08|
| Narres | Deseripti [ | Percemt | Cumorr | Total -
= £ 210 B2 31,807
L 0B PO 1,768
ET 4 00 PO 231,552
‘W bTe's Comg: % SEN [ L4108
Pl S 0505 [ 252
Macewrs 1 A% A0 7.277
rearim Ao 12 05 [ 51,749
Sinte Salex Tax [Eo 14,7084 =

2. Clickinthefield you wish to change. The contents are
highlighted.

_I_ILiI
FIC& 200 BIT00 £ - T

Fu 0800 000 378
50 500 000 e
Warleren's Cong 8800 0 Mg
Perprod S [E] 0 28w
Meae 14800 135000 rET
jorositine Abre] 1200 0 51,743
Stane Sajes Tax £.2500 ] 14,784 =

3. Enter the new infor mation. The contents of that field are
changed and the budget is updated.

4. Click OK to close the Setup Fringes window.

Printing a List of Fringes

Hj You can
also print thislist
fromthe Print
Screen (See” Print-
ing Reports” on
page 151.)

1. From the Setup menu, select Fringes. The Setup Fringes
window displays.

Defining Fringes
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2. Click on Print in the upper right. The print dialog box
appears.

Pl [ 2] =]
Farie:
e | BTG <] poee |
Shatui Flauc
Tupe: HP Laes et 4160 Smpes PS5
‘e MFLZE1ZED
Comrsert: ™ Piink o e
Purd 1ange Copeas
~ & M urnber of Gopees 1 E.
™ Paga: =
i Qe Ll ™ Cglam
=T
1]

3. Make sureyour printer is selected, and click OK to print.

APPLYING FRINGES

Fringes are always applied to lines of detail rather than broad
Categories or Accounts. You may have an Account called
“Grips’; within that Account you are likely to have pre-pro-
duction, shoot, and wrap activities listed, equipment related to
that class of employee, and possibly more than one grip. If
adding FICA, for example, you will only want to apply it to
the actual salary for the grip, and if there is more than one
grip, you will want to apply the fringe individually: the FICA
cutoff appliesto one salary at atime.

Setting a Fringe Range

Fringe ranges are groupings of detail where fringes will be

applied. You can, of course, apply fringes to any number of
selected details. However, if the details are part of the same
range, the cutoff is applied to the total dollar amount of the
range, rather than individually.

Thisway, if you are fringing one salary, but have separated
that salary into lines of detail for prep, shoot, and wrap, the
cutoff will be applied to the entire salary, instead of to each
individual section.

When you first add lines of detail to an Account, you will
notice that there is a bracket to the left of them, encompassing
al the details. Thisindicates afringe range. Unless you set a

Fringes

Applying Fringes
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I:Jj Fringe

ranges do not have
to be set before you
apply fringes. You
can apply fringes
asdescribed in

“ Applying Fringes
to a Range of
Detail” on page
107 or “ Applying
Fringes Individu-
ally” on page 108
and click on the
Range or Indiv
button at that time.

specific range, all details you add will be part of thisfirst
range.

Not all details should be fringed together. Some need to be
fringed individually, some need to be grouped as described
above.

To set a Fringe Range

1. Select thelines of detail you want to fringe with a com-
mon cutoff.

2
2. Click the Fringe Button on the toolbar. ﬂ‘
3. The Apply Fringes palette displays.

Fringes: | FICe, FUL, SU0, Werkreris Comp, Pl Sve., Medioans

#1425 = F 56 = Su
FE & Medoans

O Teanmsienz 0 = FICA
» Verkrman'a © FiNS @ Parpod Sve
o Sisle Salex 0

. L/}
Foge | W | _Cow | Wi by [Farg=  ~| Diwplay [Tt~ Cokmnac[1 =]

4. Click Rangein the bottom left. The selected details are
now grouped together with a bracket.

5. From this point, you can:

» close the Apply Fringes window, click on the close
window box in the upper right. (X)

» select different lines of detail and range them. You do
not need to close the Apply Fringes palette.

» apply fringes (See “ Applying Fringes to a Range of
Detail” on page 107).

To set Individual Fringe Ranges

1. Select thelines of detail that each need to be afringe
range in and of themselves.

2
2. Click the Fringe button on the toolbar. ﬂ‘

Applying Fringes

Fringes
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3. TheApply Fringeswindow displays. Click on Indiv in the
lower left. Each line of detail has its own range, denoted
by a bracket in the left margin.

O Teansterz &0 ® FICA #1425 & FU 258 ® S 350 &
» Verkrman'a © FiNS @ Parpod Sve 1L ® Medcas $334 O Croariame 20 0
O Sisle Sakes 0

. L]
Farge | v | Clewr | Wi by [Fange = | Diwplage [1oin 3 = | Cokamea (2 =]

4. From this point, you can:

» close the Apply Fringes window, click on the close
window box in the upper left.

» select different lines of detail and range them. You do
not need to close the Apply Fringes palette.

» apply fringes (See “ Applying Fringes to a Range of
Detail” on page 107).

Applying Fringes to a Range of Detail

1. Navigateto the Detail level of your budget.

2. Select thelinesof detail you want to fringe.

B cesmplemmb — F01 — Paoduction Manages M=

25 F 2

Duucry Frmourd Lrwtm X Habe Subt o al -
]
b
¥

2
3. Click on the Fringe button. ﬂ‘

The Apply Fringes palette displays.

O Teansterz &0 ® FICA #1425 & FU 258 ® S 350 &
» Verkrman'a © FiNS @ Parpod Sve 1L ® Medcas $334 O Croariame 20 0
O Sisle Sakes 0

. L]
Forge | _waw | clew | Views o [[args =] Diwplage [ 1oiel & * ] Cobemes [2_~]

Applying Fringes
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I:Jj Inalarge 4,
list of fringes you
may find it easier

Click the option button beside the fringe name to select
fringes. You can choose more than one.

e The button will

to find the one you appear filled if * FlCa, F496
need by displaying the fringeis
more columns. applied.
Choose the appro- The butt "
priate number of * € button W' ..................................
columns from the appear clear if o 0
Columns menu at the f.rlnge is not
the bottom right of applied.
the window. 5. Closethe Apply Fringes window by

clicking in the box in the upper left cor-

ner and selecting Close.

6. Thefringes are applied to the range of
detail you selected and an arrow appears
to the left of those lines of detail.
. [ st _| _ unn % Rale n |

Applying Fringes Individually

There are two methods to apply fringes individually. You can
highlight each item individually and fringe them (Method 1).

Or you can highlight a group of detailsthat will have the same
fringes and apply them individually (Method 2).

Method 1

1

I:b Remember 2.

that even if you

fringe individual

lines of a fringe

range, the entire

range will be

totaled beforeit is
compared to the

fringe cutoff 3.
amount.

Navigate to the Detail level of your budget.

Select the line of detail you want to fringe by clicking in
the far left column.

B exsmpls mmb — 2101 -
2 a7z

Dmscription

Prodectinn Mansgear

4

L
Click on the Fringe button. @‘

Applying Fringes
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Hj Inalarge
list of fringes you
may find it easier
to find the one you
need by displaying
more columns.
Choose the appro-
priate number of
columns from the
Columns menu at
the bottom right of
the window.

Fb You can
select linesthat are
not adjacent by
holding down the
Ctrl (36) key and
clicking themindi-
vidually.

The Apply Fringes palette displays.

O Tasmsiens o aFcs 0| © Ogher Fringe w

_Rargs | _wd | _clam |

Vi bye [ Sbacion | Dimplay: [Tolal § - I:_E'l

4. Click the option buttons to select fringes. You can select

more than one.

*  The button will
appear filled if
thefringeis
applied.

*  Thebutton will
appear clear if
the fringeis not
applied.

Close the Apply Fringes window by click-
ing in the box in the upper left corner and
selecting close.

* FICA F496

R, $0

Thefringes are applied to the detail you
selected and a black triangle appearsto the
left of that detall.

B sxample,mrls - 2101 - Production Managm

ETEI RS

Method 2
1. Navigateto the Detail level of your budget.

2. Select thelines of detail you want to fringe.

L
3. Click on the Fringe button. ﬂ‘

Fringes

Applying Fringes
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The Apply Fringes window displays.

O Teansterz &0 ® FICA #1425 & FU 258 ® S 350 &
= Werkreirs #S - Parpeod S S5 ® Mok F334 O Croeriiee Al #
0 Siae Sakes 50

. L]
Fargs | _waw | clear | Wi by [[large = | Diwplage [Toin 1 ~ | Cokamna:[2 =]

4. Click the option buttons to select fringes. You can select
more than one.

*  Thebutton will
appear filled if * FICA, 496
the fringeis
applied.

« Thebuttonwill ...
appear clear if M2 FICS F0
the fringe is not

applied.

5. Click on Indiv in the bottom left of the Apply Fringes
window. The lines of detail are broken into separate
ranges and fringed with the selections you made. A black
triangle appears beside the fringed items.

B sxample mmb — F01 — Pinducton Manages

EETEE|

6. Close the Apply Fringes window by dou-
ble-clicking in the box in the upper left
corner.

DISPLAYING APPLIED FRINGES

Displaying Fringes in the Budget

When you have completed fringing your budget, you may find
you want to see what fringes are applied to which lines of
detail. Thereisan easy way to do this. You can display the
fringe IDsin anew column to the left of the description.

Displaying Applied Fringes Fringes
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1. Navigateto the detail level of your bud-

get. At the top of the window isamini- ¥ %) 2|
toolbar.

2. Click on the Display Fringe button. The button appears
depressed, and a new column appearsto display thefringe
IDs.

B r=ample mmb xim Production Manager

Displaying Fringes in the Apply Fringes Palette

Another way to see an overview of your fringesis from the
fringe palette itself.

2
1. Click onthe Apply Fringesicon. ﬂ‘
The Fringe Palette displays.

Fringas: |FICe, FUL, S, Werkresin's Comp, Pareoll S, , WMesicans Tolsl Fringss: k]

O Teansterz &0 ® FICA #1425 & FU 258 ® S 350 &
» Verkrman'a © FiNS @ Parpod Sve 1L ® Medcas $334 O Croariame 20 0
O Stale Sakis 1]

. -]
Farge | v | Clewr | Wi by [Fange = | Diwplage [1oin 3 = | Cokamea (2 =]

2. Change the Display menu at the
bottom of the palette to Total $.

3. You can now adjust the View By

menu to see the totals for various Miemby Lo Coiogur
. . . Account
combinations of fringes. The dollar Range

amount for each individual fringe
in the combination you select dis-
plays beside that fringe.

* Budget - totals the dollar amount of the fringe for the
entire budget.

» Category - totals the dollar amount of the fringe for
the current Category.

e Account - totals the dollar amount for the current
Account.

Fringes Displaying Applied Fringes
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* Range - totals the dollar amount for the range con-
taining the selected details.

* Selection - totalsthe dollar amount for the selected
lines of detail only.

Displaying Applied Fringes Fringes
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Chapter 6 Subgroups

Subgroups are used in Movie Magic Budgeting to exclude or include variousitemsin
the budget. They can be displayed in different colors so they can be seen at a glance,
and they can overlap - one detail may be part of several Subgroups.

Subgroups provide an easy way to answer questions like, “what will | be spending if |
use the expensive camera package rather than the inexpensive one?’ Or “what will |
be spending if we don’t shoot on location? Or if we do shoot on location?”

CREATING SUBGROUPS

Before you can apply Subgroupsto your budget, they must be
defined.

Adding a Subgroup

When you first open the Setup Subgroups window (unless you
have used a budget form with subgroups aready created) it is
empty. To use Subgroups, you will have to create some.

1. From the Setup menu, choose Subgroups. The Setup

Subgroups window displays.
Selup Sulgieips loi el sk
Aol Diefouk stabus for all unmarked bnes: [ -] P | [CHE_ ]
Hemwe | Wihem these is o wiatus conllict, almaps: Cancel |
[ wame | Decvesipt [ ] Siatia [cotor | wines | Totws -

2. From the Setup Subgroups window, click Add. A new
line appears in the Subgroup grid.

Subgroups
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Enter the Name of the Subgroup. This should be a short
name that you can remember easily. Press Tab.

Enter the Description of the Subgroup. This can be
longer, and more explanatory than the Name. Press Tab.

Optionally, enter the I D for the Subgroup. Entering an ID
can make it easier to track what Subgroups are applied to
which lines of detail. Press Tab.

Change the Subgroup color if you wish (see ” Changing
Subgroup Color” below).

Continue adding Subgroupsin thisway, or click OK to
exit the Setup window.

Changing Subgroup Color

Color makesit easier to track your Subgroups. You can
change the color of a Subgroup after you have set it up.

1. From the Setup menu, choose Subgroups. The Setup

Deleting a Subgroup

Subgroups window displays.

o hdd Dietassll stantus fon all usmarked fines: [102us -] it
Hemove 'nfhnnm-alb-unuﬁmmultn:hde—v| l:.lnnd|
[ mame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locsl Shudins Shoot 55 % pchae O Bcde [N ] ]

| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]

ke

Double-click on the color box in the Subgroup that you
want to change.

Choose a new color from the color palette and then click
OK. The color changesin the box and in any lines of
detail where the Subgroup is applied.

Click OK to leave Setup.

You can delete a Subgroup from thelist if you later decide you
do not want to useit.

Creating Subgroups

Subgroups
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& fthesb-
group is set at

“ Exclude” and
applied to lines of
detail, deleting it
will permanently
exclude those lines
of detail fromthe
budget. Always
Includean applied
Subgroup before
deleting it.

1. Select the Subgroup you want to delete by clicking to the

|eft of the Name field.

T e L -] P | 0x |

_hd_|

Romovs | Whes them iz & slaluz conllict, ahways: [Frobie =] Cancsl |
[T Hema ] Description [ | Status [cotor| Lwas | Tote
1 weshibay T 7,500
1 e ® poude Ofahkd: BEE 338 156,403

e D —

2. Click Removein the upper left.
3. If you have not applied the Subgroup to any lines of

detail, it is deleted immediately.

4. If you have applied the Subgroup to lines of detail, adia-

log displays.

\_:l') Thes Subgeoars is spoled 5o 15 detels. sre pou sue gou sanl o emoys 7

o vy

5. Choose Yesto delete the Subgroup, or No to leave it.

USING SUBGROUPS

Subgroups can be avery useful tool for checking different sce-
narios in your budget. For example, if you have one Subgroup
that includes expensive camera packages, one that includes
medium-price packages, and one that includes the inexpensive
packages, you can exclude two of them to seethe differencein
the cost of your budget with any of them.

Applying a Subgroup

1. Navigateto the detail level.

2. Sedlect thelines of detail you want to make part of the
same Subgroup.

3. Onthetoolbar, click the Subgroupsicon. ﬂ

Subgroups

Using Subgroups
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I:Jj Inalarge 4. The Apply Subgroups window displays.
list of Subgroups

you may find it eas-
ier to find the one
you need by dis-
playing more col-
umns. Choose the
appropriate num-
ber of columns
fromthe Columns
menu at the bottom
right of the win-
dow.

Subgons
0 Vmekty ik,

TS0 O Locsl 15640 O Destwnk T g0

ke

Ciw || [ - Excheded ¥ = lociodad Dishap [Taat ] Comns[t =]

5. Click the selection buttons
or the Names of the Sub-
groups you want to apply to
these lines. The selection buttons will appear filled. The
Subgroup has now been applied to those lines of detail.

| ocal 340

6. You may continue adding Subgroups to different lines of
detail. The Apply Subgroups window will float on top of
the main windows, allowing you to navigate as you wish.

Overlapping Subgroups

Sometimes you want to apply different Subgroups to the same
lines of detail. These can be either the same or only partially
overlap.

Whenever Subgroups overlap, there is the possibility of con-
flict. Color conflicts are always resolved as the Subgroups are
applied. The color displayed isalwaysthat assigned to the first
Subgroup applied to the line of detail.

However, you can decide how a conflict with exclusionsis
handled.

Resolving an Exclusion Conflict

Sometimes you will have aline of detail that is a member of
more than one Subgroup. One of these Subgroups may be
included and the other excluded from the budget. If thisisthe
case, you need to tell Movie Magic Budgeting whether to
include or exclude the affected lines of detail.

Using Subgroups

Subgroups
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1. From the Setup menu, choose Subgroups. The Setup

Subgroups window displays.
R - |
o hdd Dietassll stantus fon all usmarked fines: [102us +] et | [CoE]
HAemayve h’hﬂlﬁnﬂialbﬂunﬂhLdﬂm: Canoel
[ mame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locel Shudin Fhoot 55 #* rohee O EBcide ([ L] L]
| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]
|
1 R
=

2. Atthetop of the window, thereis a menu beside the
words, When there is a status conflict, always:

Perho ther 1 3 staius confic, siwoys TR
Inchade

» Choose includeto awaysinclude lines.
»  Choose exclude to always exclude lines.
3. Click OK to exit the Setup Subgroups window.

Clearing a Subgroup

After applying Subgroups you may decide that you do not
want them applied to certain lines of detail after all. If thisis
the case, you can clear them in one of two ways.

If you want to remove one applied Subgroup:

1. Highlight the lines of detail that shouldn’t have the Sub-
group.

2. Click on the Subgroupsicon on the toolbar. W\

3. The Subgroups that are applied to thisline of detail have
the selection button filled in. Click on the selection but-
ton or the name of the Subgroup you want to remove. The
selection button is no longer filled, and the Subgroup is
removed from the lines you have selected.

Subgroups Using Subgroups
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4. Click the close corner and select Close
to close the Apply Subgroups window.

If you want to remove all applied Sub-

groups:
1. Highlight the lines of detail that
shouldn’t have any Subgroups.

2. Click on the Subgroupsicon on the toolbar. The Setup
Subgroups window displays.

3. Click on Clear inthe lower left of the Apply Subgroups
window. All of the selection buttons clear, showing that
the Subgroups are no longer applied.

4. Apply Subgroupsif you wish. Click OK to close the
Apply Subgroups window.

Excluding a Subgroup

To exclude an entire Subgroup from the budget, first make
sure the Subgroup is applied to all appropriate lines of detail.

1. From the Setup menu, choose Subgroups. The Setup

Subgroups window displays.
o hdd Dietassll stantus fon all usmarked fines: [102us -] it
HAemayve ‘wihen there s o stabes oonflct, abwsps: | Loolde - C.lnnd|
[ mame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locel Shudin Fhoot 55 #* rohee O EBcide ([ L] L]
| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]
|
1 R
=

2. Inthe Satus column, there are two selection buttons.
Click Excludeto exclude this Subgroup from your bud-
get.

3. Click OK to finalize the decision. A dialog box, stating
the amount your budget has changed, displays.

a Bucigst il changsd by §-42 B1% wath & detalls changed.

=3,

4. Click OK to continue. The Setup Subgroups window
closes, and you are returned to your budget.

Using Subgroups Subgroups
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Including a Subgroup

If you have excluded one or more Subgroups and you now

wish to include them, you can simply reverse the above pro-
Cess.

1. From the Setup menu, choose Subgroups. The Setup

Subgroups window displays.
R - |
o hdd Dietassll stantus fon all usmarked fines: [102us +] et | [CoE]
HAemayve h’hﬂmillbﬂunﬂﬁLM: Canoel
[ mame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locsl Shulin Shod 55 # pohee O Eccivie ([N ] ]
| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]
R
=

In the Satus column, there are two selection buttons.
Click Include to include this Subgroup in your budget.

Click OK to finalize the decision. A dialog box, stating
the amount your budget changed displays.

e Bucigst il changsd by §-42 B1% wath & detalls changed.

=3,

Click OK to continue. The Setup Subgroups window
closes, and you are returned to your budget.

Excluding Details not in Subgroups

You may need to tell Movie Magic Budgeting whether to
include or exclude the lines of detail that you have not marked
with a Subgroup. The default isto leave these lines included.

1. From the Setup menu, choose Subgroups. The Setup

Subgroups window displays.
o hdd Dietassll stantus fon all usmarked fines: [102us -] it
HAemayve ‘wihen there i o sbabuy nuﬁLdnm: Canoel
Wame | Descriplion T | Salus [cossr | Lines | Toaw =J
Locsl Shudins Shoot 55 % pchae O Bcde [N ] ]
| [estend Lcsbon Shool LS #* pchae O Ecciie ([N L] ]
R
=

Subgroups
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2. Atthetop of the window, thereis a menu beside the
words, Default statusfor all Unmarked lines:

» Choose includeto aways include lines that are not
part of any Subgroup.

» Choose exclude to always exclude lines that are not
part of any Subgroup.

3. Click OK to exit the Setup Subgroups window.

DISPLAYING APPLIED SUBGROUPS IN THE BUDGET

You can display your Subgroupsin a specia column on the
detail level. Thiswill let you see the actual Subgroup name
that has been applied to each detail.

1. Navigateto the detail level of your bud-

get. A mini-toolbar appears at the top of
the detail window. ==lal=]

Click the Subgroupsicon il on the mini toolbar.

The Subgroups icon appears indented and a Subgroups
column displays at the left side of your budget.

crample m
#| x| Fl[g
e o Amount | unms | ¥ Rane: Sutnotal i'
Lo, 'wesekhy Dy | Fights 1] | [ il
Wby Doy Dyptione [ 1 1 o
Wk Doy Dents [ 1 1 o

4. To close the column, click the Subgroups icon again.

Displaying Applied Subgroups in the Budget Subgroups
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PRINTING A LIST OF SUBGROUPS

I:Jj You can 1. From the Setup menu, select Subgroups.
also print thislist
formthe Print | _Add | Detadt stotus for ollwmmadked bnex: e =] pum | [COE]
Screen (See“ Print- Remove | ‘when there is o stabus onflct, abwsgs: Locide =) Canoel
ing Reports” on [ T [ N
page 151.) | (bt Looston Shoo L5 #rcie CEcue NN 0 »
I
1 G

2. Click on Print in the upper right. The print dialog box
appears.

Farie:
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3. Make sureyour printer is selected, and click OK to print.

Subgroups Printing a List of Subgroups
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Chapter 7 Labor Rates Database

Movie Magic Budgeting offers a plug-in database called Movie Magic Labor Rates.
The Labor Rates database is atable of salary rates. Unlike the Library, which stores
Category, Account and Detail information, the Labor Rates database stores informa-
tion on rate cards based on job position.

The database provides easy access to much valuable information. It isalso a quick
way to put that information into your budget. A demo version of the Labor Rates
Database isincluded with Movie Magic Budgeting. To obtain the full version, please
see the www.moviemagi cproducer.com website.

OPENING THE LABOR RATES DATABASE

Youwill, in general, only want to open the database when you
will beincluding aratein your budget, although it can be
opened and browsed at any time.

1. Gotothelineof Detail immediately after the point where
you want to insert the rate.

2. Select therow by clicking to the left of it.
3. OpentheLabor Rates Database.
*  From the Tools menu, select Labor Rates.
OR
* Click on the Labor Ratesicon on the Toolbar.
i ‘

FLENE
EATES

Labor Rates Database



124 Reference Guide

The Labor Rates window displays.

B Raicbook: HMLRDem bk

| Pay Type [ mate [ un | Metess =

il

=

FINDING A RATE FOR A SPECIFIC POSITION

Most likely, you will be using the Labor Rates Database to
search for the pay rate for a specific position on your project.
There are several waysto do this.

1. OpentheLabor Rates Database. The Ratebook displays.

B Raicbook: HMLRDem bk

| Pay Type [ mate [ un | Metess =

il

=

2. The upper half of the window lets you set the parameters
for the Position. Use one or more of the following fieldsto

look up the rate.

» Position Window - Enter the official name or com-
mon usage name for the position. You do not need to
enter the entire name. Movie Magic can recognize the
name with only afew characters entered.

Finding a Rate for a Specific Position Labor Rates Database
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Prod. L ocale (Production L ocal€) - Many labor rates
differ depending on the location of the production.
You can choose from:

Sudio - the production is being shot at the studio or
on aloca sound stage

L ocation - the production is being shot away from the
studio

Either - therates arethe samefor both options, or this
option has not been selected.

Prod. Type (Production Type) - Different production
types often have different rates required. Movie
Magic Budgeting currently handles the following
types:

Any - theratesfor all types of production are shown.

Theatrical - the rates are based on those for Feature-
Length motion pictures.

Television - the rates are based on those for Televi-
sion production

Video - the rates are based on those for Video produc-
tion
Department - Job positions are broken into depart-

ments or groups. These departments frequently coin-
cide with Union designations.

Any - All departments are available

A Specific Department selected by name - you can
select the name of the department where you want to
look

Occupation Code - Some cities give each job posi-
tion its own unique identification number. Thisis
called an Occupation Code.

If you know this code, entering it is one of the fastest
ways to get to a specific position’srate card.

City - Different locations have different rates. Use
this popup menu to narrow the search to a specific
city.

Union - Rates are different according to the union or
guild. For example, Teamsters, IBEW, |A, DGA, etc.

Labor Rates Database

Finding a Rate for a Specific Position
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Use this popup menu to narrow the search to a spe-
cific union or guild.

» Local #(Union Local Number) - Some unions are
subdivided and given union local numbers. Enter the
union local number to narrow the search for a specific
position even more than by using the Union menu.

3. Click Search to find information based on the criteriayou
entered above. It displaysin thelist to the left of thefields.
Select the Position you want to see by clicking its name.
Therate card displays. All fields are now completed. Con-
tinue, or press Clear to begin your search again.

READING THE RATE CARD INFORMATION TABLE

When you have searched the Database and selected a position
by clicking on the name, the rate card information table dis-
playsin the table at the bottom of the window.

Motes: [P based an 12 hes. per dary Contract Expres. | 57547
[}' Pay I:I
Pay Trps: Rate | ki Hotes i'

Tl Pl iy Wiy Rt Mo overlimes

Find - Doy Pk 7160 5 D
i Futm " | v

i Call O Cll | Howr Wlrraen Call pir dav

Wby o Dty o Wesekdy hours wirkosd
beriors Crvertime i dus. For complste
dhratription of areurtine, rafer o Tha ndusdry
Ly Cuinks

Hourfy rale for Pension. This shoulsl e baged -
=

Cvertima At Exmmpt

Each column covers a different aspect of the rate information
for this position.

Pay Type - Rates come in different shapes and sizes. Some
rates are daily, some are flat, some are weekly, others are per-
centages of something else. All pay types available for arate
card will appear in this column. Thisincludes items such as
overtime and pensions.

Rate - Each pay type will have its corresponding pay rate
located in this column.

Unit - Each rate has a corresponding unit of measurement, for
example, week, day, flat, percent, etc.

Notes - Notes are used to clarify any particular pay rate’s use.
It can also indicate restrictions on the pay rate that might not
be obvious.

Reading the Rate Card Information Table Labor Rates Database
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ENTERING A RATE INTO THE BUDGET

Once you' ve found the Pay Rate you need, you can enter it
into your budget without copying or re-typing.

1. Begin at the Detail level where you want the pay rate to
be inserted.

2. Find the pay rateyou want to use. (See “Finding a Rate
for a Specific Position” on page 124.)

3. Inthe Rate Card Information Table, double-click in the
column to the left of the Pay Type of the row with the pay

rate you want.
Wolex |Drm'\lbu|dm12h:.p-nn Capire Ecpirag |30 5600
oy St
Pay Type Rabe Lnk Rlotes =
Vi Cal onColl | o | Wer Cal per day
it of Diady o VWesidy hours worbed
e hafors Crasrimes iz s For compleis
Fraviiosg Aller Eowpt ez plion af ovactrs, ot % e ndudey
Lider Cisde:
Hionarty rafe dor Pengdon, This should be Based -
| :

4. A new lineof detail is created with the position and pay
rate compl eted.

5. You can now enter other pertinent information asyou
would if you were creating or editing anew line of detail.

Labor Rates Database Entering a Rate into the Budget
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Chapter 8 Putting it All Together

WORKING WITH MOVIE MAGIC BUDGETING

Creating a Budget from Scratch

When you are creating a budget from scratch, we recommend
that you work in the following order, creating most if not all of
each area before moving on to the next.

1. Begin by creating the broad Category Accountsin the
Topsheet.

I:Jj Seps 4 and 2. Create your Accountsin the Account level.

5 can most easlly 3. Set up your Units, Globals, Fringes.

be done together.

Define your sub- 4. Set up your Subgroups.

groups and apply 5. Create your lines of Detail and apply Fringes and Sub-
themas you create groups as necessary. This step includes importing infor-
your lines of detail. mation from Scheduling, if desired.

Using a Budget Form

If you are creating a budget for one of the major studios, or
have created a budget form for your standard budget, creating
anew budget becomes much easier. You can use apre-
designed budget form to begin, and you will not haveto create
achart of accounts, units, globals, fringes, subgroups, etc.

Putting it All Together
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1. From the File menu, choose New. The Select a MM Bud-
get Form window appears.

Select & MH Budgel Foim File

Loskjr [ 120 Hiem Mg Brigeimg = &= ] e |

| E b
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Flesol fpper [ MM ‘windoes 5 1) Fomes =] Cancsl

2. Select theappropriate form, either from the Forms direc-
tory, or from the location where you store your budget
forms, if it is different. Click OK. The new budget opens.

3. Setup any new globals, units, fringes, subgroups, or
currencies that you are going to need. These will proba-
bly be minimal.

4. Enter your lines of detail, applying appropriate fringes
and subgroups as you go. Use globals in appropriate
places.

CONTRACTUAL CHARGES

Contractual charges are generally applied as a percentage of
the entire direct cost of the project. There are certain excep-
tions. Since sometimes a contract will require you to exclude
something, such as post-production or script costs, contractu-
asareusually added or at |east finalized after you have
entered the rest of the information on your budget.

Adding a Contractual
You can add a contractual to your budget topsheet.

1. Onthe Topsheet level, select the line you want your Con-
tractual to appear before.

Contractual Charges Putting it All Together
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2. From the Edit menu, select Contractual Charge. The
Contractual Charge window displays.

Contraciual Charge E
Mamg  |Umitl=d Contraciual Chargs ] o]

e e ozt ] Pecete [ ] _owed |
I —
scett [ ] temcrge ’

Amount(s) Excluded from s Contractusl Charge:

Flat Amourt: [0 | = 0

™ Displwy Bxchacked Total Eaciuded ]

3. Enter the Name of the charge. Thiswill appear in the
Description column of the line. Press Tab.

4. Choose Percentage or Flat fee from the menu. The
default is percentage.

» If you choose percentage, enter a percentage ratein
the Percentage field (for example, 20 for 20%).

» If you choose flat fee, enter the flat fee in the Flat Fee
field (for example, 10000 for $10,000).

5. If you want the charge to reflect an account number,
enter the account number in the Account Number field.
Thiswill be displayed in the Acct # column of the Top-
sheet line.

6. Some percentage contractuals require you to exclude
some charges. Movie Magic Budgeting allows you to
enter the amount to be excluded. If you are excluding an
amount, enter it in the Flat Amount field, with no punc-
tuation.

7. If you want to display the amount excluded from this con-
tractual on the Topsheet, check the box next to the word

Display.

Modifying a Contractual

1. Toopen acontractual for modification, double-click in the
narrow mar gin to the left of the line.The contractual
char ge window for the selected charge opens.

A

Cumrbaad 1.00% (8 mechidsy o a ]

Putting it All Together Contractual Charges
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2. Enter the new information as described in “ Adding a Con-
tractual” on page 130.

SUMMATION LINES

A Summation line adds the totals of all the lines of detail
between it and any previous summation line and puts the total
in the Rate field. The subtotal for the summation line of detail
isthen calculated from this amount. It is useful for calculating
Overtime and Deferral amounts.

1. Create anew blank line on the Detail level.

2. From the Edit menu, select Summation Line. A new,
Untitled Summation Lineis created.

ke L 33 B
L 131an X048

3. Press Tab to moveto the Description field. Untitled Sum-
mation Line is highlighted.

® |V Lt (S diny ek ]
Lintted Summaton Line 1

4. Typeanew description for the summary line. Untitled
Summation Lineis replaced.

Press Tab to move to the Amount field.

Enter the percentage amount you want to include. Press
Tab, and enter % in the units column.The total amount
appears in the Rate column, and the percentage appearsin
the Subtotal column.

Durser iptinn [ Amowd [ wnie [ % Rt Sasttatal ﬂ
STLND 1 1 o [
® |Prep Time (5 day wesk 2| ek 1 am3 B0
o | Shoot Tine (5 diy weeek) 7| Wk 1 EY k] = o
o |Vl (5 dey welek] 2 | Wasks 1 =1k} [ 5]
= | Cvertime | % 3183 7]
1 ] o

MANIPULATING DATA

You can manipulate your datain many ways. You may find
that you need to put one or more lines of detailsin additional
or alternate locationsin the budget. Or you may find you need
to insert aline into the budget.

Summation Lines

Putting it All Together
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Cut and Paste

& if you cut
or copy another
portion of the bud-
get before pasting
thefirst, you will

L OSE theinforma-
tion you cut first.

Copy and Paste

R Applied
Fringes, Globals,
Subgroups, etc. are
also pasted. You
lose nothing when
you apply this com-
mand.

You can use the cut and paste functions as you would in any
Windows application.

1. Simply highlight the lines of detail you want to cut and
paste

2. From the Edit menu, choose Cut.

3. Highlight the line below where you want your cut lines.
From the Edit menu, choose Paste. The lines you have
pasted appear above the selected line. Applied Fringes,
Globals, Subgroups, etc. are also pasted.

You can use the copy and paste functions as you would in any
Windows application.

1. Simply highlight the lines of detail you want to copy and
paste in another location.

2. From the Edit menu, choose Copy. Selected lines are not
removed from the budget.

3. Highlight the line below where you want your copied
lines. From the Edit menu, choose Paste. The linesyou
have pasted appear above the selected line. Applied
Fringes, Globals, Subgroups, etc. are also pasted.

Repaginating your Budget

In general, your budget will repaginate automatically. How-
ever, there are times when you may want to be sure of the
number of pages, or the location of certain items. For exam-
ple, if you are only printing the topsheet as areference, you
may want to repaginate the budget manually so that you are
assured of accurate page numbers.

You can repaginate from any location in the budget.
1. From the File menu, choose Repaginate.

2. A progress window will display as Movie Magic Budget-
ing repaginates your budget. You can click Stop to stop in
the middle if necessary. When the progress window
closes, the budget has been repaginated and al references
are accurate.

Putting it All Together Manipulating Data
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Recalculating the Budget

Although Movie Magic Budgeting calculates your budget as
you work, there may be times when you want to force areca-
culation, or test the integrity of your data. When you have
made major changes, or changed several globalsthat affect the
entire budget, for example.

Another time you will want to recalculate isif you have lost
power to your computer while you are working. In general,
although you will lose any information you have entered
between the loss of power and the last time you saved your
file, the files should be intact. Running the Recal culate com-
mand can verify this.

Recalculating your budget forces Movie Magic Budgeting to
run al the calculations within the budget and updates the
totals. This doestwo things. first, it verifiesthat al of your
totals are accurate, and second, if there are any circular refer-
encesit will find them.

e From the Tools menu, select Recalculate. The Recal cu-
late window displays.

| Aecalculate "example mmb" |
Guick ] Comphsts I f

“our budget is abways in a calculabed stabe. Mormaly, you do not need 1o run the Recaloulsie | =
command, This command verifies thal budgel Tolaks and dabe ere ccurate, I discovers any
raccuracies, il will reporl and comect (hem.

Freezs GLICK bo recalculote budged 1otaks:

| Fress COMPLETE for a ful (out siower) 2= of all dabs inbsgrity.

Quick

Choose Quick to have Movie Magic clear and then recalcu-
late all of the Detail, Account, Category, and Budget totals.
Fringes, Globals, Subgroups and contractual charges are aso
recal culated.

Thisisthe fastest method of recalculation. It only recalculates
the totals, and does not perform any tests for errors.

Complete
Choose Complete to:
» Test theintegrity of the datafor data errors.

* Veify the structure of the budget fileitself - thiswill
test for any circular references, etc.

Manipulating Data Putting it All Together



Movie Magic Budgeting 135

» Completely recal culate the budget totals as described
under Quick.

If Movie Magic Scheduling finds any errors, it will write them
to atext file that you can view with your word processing pro-
gram. This mode is slower, but more completely tests your
budget for errors.

INSERTING NEW LINES

You can insert new linesinto the budget wherever you want.
You may want to insert a new Category or Account in its cor-
rect place in the numbering schemato control confusion.

1. Select theline below where you want the new line.

2. From the Edit menu, select Insert, or press Ctrl-1 (38-1).
A new lineis added to the budget.

COMPARING BUDGETS

Using the Cume and Change Views

The Cume and Change views are located

on the right of the toolbar. rance: il
Every time you make a change to the

budget these va ues are updated.

Cume

Reflects the total cumulative change, in dollars, to the active
budget since you either opened the budget or reset the counter.

Change
Reflects the most current change in the budget.

For example, if you have been making changes throughout an
hour on your budget, and have not reset the counters (See
“Resetting Cume and Change” on page 136), then the Cume
will show the difference between the budget’s starting amount
and the budget you have now created by your changes. The
Change, however, will only show the change in dollar amount
made by the most recent adjustment to the budget.

Putting it All Together Inserting new lines
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Resetting Cume and Change

Sometimes while working on a budget you may want to reset
the cume to reflect the current balance.

1. From any point in the budget, click Reset on the Toolbar.

e -106 |
Charie 0|H

2. The Cume vauewill reset to zero and begin calculating
again from the current point.

Using the Compare Command

The Compare command can be used to maintain arunning
comparison of changes you make to the budget’s original fig-
ures.

Setting Original Figures

*  From the Tools menu, select Compare, or type Ctrl-K
(36-K). The Comparison Options window displays.

Companizon Dplon:

Thefirst time you use the Compare feature, you will need
to click Update Compare Totals. This sets the current fig-
uresin your budget asthe “Original” figures. Two new
columns, one entitled “Original” and one entitled “Vari-
ance” will be added to your budget on the Topsheet and
Account levels.

et Category THi Puge el Tesl Warianen =
100 Dorevioznend 1 ‘ [}
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1200 Cordruty & Tresiment ATz

4472
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As you make changes to the budget, the Original column will
not change, but will continue to reflect the totals from the
point when you updated the compare totals.

The Total column will change as you make changes, and the
variance column will display the difference between your cur-
rent totals and the originals. (Negative differences will be dis-
played in parentheses (23,500)).

Comparing Budgets Putting it All Together
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Every time you select the Update Compare Totals button from
this point out, your Original totals change to your current
totals.

Showing or Hiding the Comparison Columns

1. From the Tools menu, select Compare, or type Ctrl-K
(38-K). The Comparison Options window displays.

Companzan Dplsons

2. Click Hide or Show Comparison Column. If the col-
umns were displayed, they are now hidden. If they were
hidden, they display.

Hints for using the Compare Command

Selecting the Update Compare Total s button always causes the
current figures to replace the original figures. If you want to
continue to compare the original figures entered when you
first created the budget, you have two options:

1. After thefirst time you press the Update Compare Totals
button, never use it again - ever. Thiswill preserve your
original budget figures. However, you will not be able to
compare the effect of recent changes to your current bud-
get.

2. Save aCopy of your original budget before making
changes. This method allows you to preserve your origi-
nal figures while allowing you to compare current budget
figures. (See “ Saving the Budget as a Copy” on page 83.)

3. You can also use the Cume and Change displays to com-
pare changing totals as described above (* Using the Cume
and Change Views’ on page 135)

BUDGET INFORMATION

Movie Magic Budgeting tracks certain information about your
budget for you. You can access thisinformation, and add some
of your own from the Budget information window.

Putting it All Together Budget Information
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MAGIC KEYS

1. From the File menu, select Info. The Budget Information
For: window displays.

Sropect Tk ' | (i[9 I
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You can enter your own Project Title, Project Number,

Revision Number, and Notes in the appropriate fields.
Later, thisinformation can be printed in the header or
footer of your budget reports, allowing for easy tracking
of your budget revisions. (See “ Adjusting the Header and
Footer” on page 149).

In addition, Movie Magic Budgeting tracks specific infor-

mation for you.

File information, including:

The budget form used as atemplate to create your
budget.

The creation date of the budget

The date and time you last modified the budget

Budget Data, including:

Total # of Categories
Total # of Accounts
Total # of details
Total # of fringes
Total # of globals
Total # of subgroups

Magic Keysare aquick shortcut for applying any combination
of Fringes and/or Subgroups.

A Magic Key islike amacro in aword processing program.
Using Magic K eys bypasses the need to toggle each individual
fringe and subgroup by toggling them automatically, in
groups.

Magic Keys
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Defining a Magic Key

Fb When you
create a Budget
Form, magic Keys
are preserved. You
can then use them
in any budget you
create fromthe
form.

Before you can use aMagic Key, it hasto be defined. Magic
Keys are defined and used from the Detail level of the budget.

1.

Select theline of Detail containing the appropriate Fringe
and Subgroup settings by single-clicking in the areato
the left of it.

If you can’'t find a Detail with the right combination, just
insert a new Detail and set the appropriate Fringes and
Subgroups. You can delete it when you have finished
defining the Magic Key.

From the M agic menu, select Define Key. The Define

Magic Key window displays.
W Magis Eep Sellings [a "eesmple nnb™
Cragts Mew Magic ey fom Selection | Remow | Prise |
|Key| Descripion | Action | Fringe Settings ] Subnroup Setiings I=]

ke

Click Create New Magic Key from Selection. The
Action, Fringe Settings, and Subgroup Settings fields are
filled in based on the line you selected.

Press Tab. The cursor moves to the Key field. Enter alet-
ter from A to Z. This can be either upper or lower case,
and will bethe shortcut key that you will use later to apply
the Magic Key.

Press Tab to move to the Description field. Enter ashort
description of what this key does. This description dis-
plays next to the Key on the Magic menu

In the Action field, you have two choices, Add and Set.
Click the selection box for the choice you prefer.

* Add — If checked, the Fringes or Subgroups applied
by the Magic Keys are added to any existing Fringes
or Subgroups.

» Set — If checked, the fringes and subgroups in the
Magic Key will replace any in the original budget.

In the Fringe Settingsfield, you can check or uncheck
the box. If checked, the fringes will be added or set when

Putting it All Together Magic Keys
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you apply the Magic Key. If unchecked, the fringes will
not be added.

8. Inthe Subgroup Settingsfield, you can check or
uncheck the box. If checked, the subgroups will be added
or set when you apply the Magic Key. If unchecked, the
subgroups will not be added.

9. Click the Close button at the top right of the Define
Magic Key window. You are returned to your budget and
the Magic Key now appears in the Magic menu.

Removing a Magic Key

Sometimes you might want to remove aMagic Key from your

budget.
" Thereisno 1. Fromthe Magic Menu, select Define Keys. The Magic
warning when you Key settings window displays.
del etea MagiC W Magic Key Seilings be "example mnb”

Key. As soon as Craale Mew Mag: ey fom Salection | Remmes | Prin_|

i [ THey]| Descripion | Aci [ Fringe Setin [ Sub Seti =
you CIICk Rmve’ A Wiap n:-:,'a'rn- LT :I*?-l = - = D :I:ri'-u' =
the key IS gone B Wran Local ® Add O Sai W FICA W Lecal, Waakly/Daiy

2. Click anywherein the M agic Key Definition you want to
remove.

3. Click Removein the upper part of the window. The Magic
Key isremoved from the list.

Using a Magic Key

Using a Magic Key to apply agroup of Fringes and/or Sub-
groups to aline of Detail is much easier than applying them
one by one using the Apply palettes.

1. Selectthelineor linesof Detail where you want to apply
the key’s fringes or subgroups.

2. Apply the Magic Key’s Fringes or Subgroups using one of
the following methods:

* TypeCtrl-M (3-M) and then press the key (A-Z)
you want to apply.

» Under the Magic menu, select the Key’s name.

Magic Keys Putting it All Together
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The fringes and subgroups are applied

Viewing a list of Magic Keys

Magic Keys can be viewed in their entirety with their defini-
tions.

* Fromthe Magic menu, select Define Keys. Thelist of
current keys will display.

CIWIEWM&I: K\!I Tromm Salection I Ramired I I

[Key|  Description | Adien | Fringe s.un.. [ Suhgroup Sesings
& Wiap Distan ® Add O Sat W FICA W Costant
B | Wrap Loeal ® 444 DS EFICA W Lecal, ‘Weakly/Daily

Printing a list of Magic Keys

You can print alist from the Reports Dialog as described in
“Printing Reports’ on page 151. If you arein the middle of a

budget and just want to print out acopy “on thefly” asit were,
you can do that, too.

1. Fromthe Magic menu, select Define Keys. Thelist of
current keys will display.

CIWIEWM&I: K\!I Tromm Salection I Ramired I I

[Key|  Description | Adien | Fringe s.un.. [ Suhgroup Sesings
& Wiap Distan ® Add O Sat W FICA W Costant
B | Wrap Loeal ® 444 DS EFICA W Lecal, ‘Weakly/Daily

2. Click Print. The standard Printer dialog displays and
allowsyou to print your list of Magic Keys.
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EXPORTING TO ACCOUNTING SOFTWARE

Movie Magic Budgeting is a powerful estimation tool. How-
ever, it does not do the final accounting. It can interface with
several industry accounting systems through the export com-
mand.

In addition, the Export command a so supports several spread-
sheet formats.

Export File formats

The left column of the following table shows what applica
tions Movie Magic Budgeting currently supports. The right
column is how those formats were designated in the old export
formats. Tab and comma-delimited formats allow you to
export to a spreadsheet, database, or word-processing file.

Correspondsto
Current Export Format this Pre-5.0
export format

New in version
55

All Payments Ultra Cinecom

Action Payroll

Axium Visua MAX New in version

55

Cast & Crew PSL Disc“A”
Cine-Com Show Auditor Cinecom
Entertainment Partners DISC/ Disc"A”
Vista Accounting “A”
Enterntainment Partners DI SC/ e

. Disc“B
Vista
Media Services“A” Disc “A”
Media Services “B” Disc “B”
Pre-5.0 “Other” Accounting for- Other

mat

Exporting to Accounting Software Putting it All Together
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Correspondsto
Current Export Format this Pre-5.0
export format

Comma Deliminated Comma Delim-

inated
. Tab Delimi-
Tab Deliminated nated
Detailed version (CommaDelimi- | New inversion
nated) 55
Detailed version (Tab Delimi- New inversion
nated) 55

Exporting Files to Accounting

1. From the File menu, select Export, and then select the
accounting program you use. The Export window dis-

plays.

aiid . 7] =]

Sarve o I A Muria Mage Budgstng j EI QI IEEI

Esarnpdes

Frame

Asbes
=] cense

kg

Fizpame: (R [[Eme ]
Save az g [ TAT Evpart File =] i

2. Name your new file. The default is the current name of
your budget with the extension of the accounting pro-
gram.

3. Click OK to export. The budget is saved as afileready for
import to your program of choice.

Putting it All Together Exporting to Accounting Software
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Chapter 9 Reports

Reports create the paper copy of your budget. Printing them allows you to compare
different versions of the budget, and to keep records of your globals, subgroups and
fringes.

TYPES OF REPORTS

There are severa different types of reports available from
Movie Magic Budgeting. The major report isthe budget itself.
Also available, from various locations, are lists of Currencies,
Fringes, Globals, Subgroups, and Units.

SETTING PRINT PREFERENCES

Choosing your print preferences allows you to customize how
your reports appear. You can change margins, column widths,
headers and footers, and insert your own project information
to be printed on the topsheet. You can also hide empty entries,
and set the Movie Magic Budgeting to automatically delete
blank lines.

In general, you can make all the adjustments to the print setup,
select the reports to print, and then click print. Movie Magic
Budgeting will remember your choices the next time you open
this budget.

Choosing Landscape or Portrait Printing

The orientation of the budget reports on the paper is controlled
from the Print Setup menu. You will need to decide whether
you want to print your budget landscape (wide) or portrait
(vertical).

Reports
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1. From the File menu, choose Print Setup. The Print Setup
window displays.

T HE Lasaukst 8050 Senes PS

whese  NAZETZD [;_

Corrareit

Paper Ol shion

Sym [T - @ = Prarst
Bowce  |usomaticaly Salect x  Lgpiiace
Moo Cancel

2. Makesureyour printer is selected properly, and then click
on the selection button for either portrait or landscape
printing.

3. Click OK to close the window.

Setting Column Widths

Column widths are set automatically depending on the size of
your window, and the size of the paper you choose to use to
print your budget.

The exception of thisis choosing the number of columnsyou
choose to display when viewing the Apply Fringes or the
Apply Subgroups window. (See“Applying Fringesto a Range
of Detail” on page 107 and “ Applying a Subgroup” on page
115.) This does not affect the printing of any report, however.

Setting Margins and Frames
You can change the margins of your budget at any time.

1. From the File menu, choose Print. The Reports Dialog
window displays

Setting Print Preferences Reports
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Fapams 1 Frise Rt Fuitege |
Fomg: [Fa =] | Feom [ | | ]
W | Toprtas: - Cancel
Tt o Accowris =l oL
Fiige ey Fownd Arisd 0 "
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I?‘Mr*“ Mircelarwou:
uf:-r;_,“ Y . [Eem =] [Frroh fmrous |
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P o A Sowtheu |
Totus Sl FF Page Heater Header
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2. At the bottom of the window is an area called Document
Margins. Choose either Inches or Centimeters from the
menu on the right, and then enter the distances you want
to use for marginsin the appropriate fields.

3. To changethe way thelines
around your report (frames) dis-
play, make the appropriate choice
from the menu provided.

Samplifed Sow
Fully Lied

No Frame Lines - thiswill print your report with no
dividing lines whatsoever.

Original Box - thisisthe default. It frames each Category,
placing lines between each detail, but open space to more
easily distinguish totals and subtotals.

Simplified Box - this option prints a similar chart to the
Original Box, but it removes the extra lines underscoring
each account number.

Fully Lined - thisprints all the grid lines.

Setting the Print Font

The default font is 8 pt Arial (9 pt Geneva on the Macintosh).
You can change this setting if you want larger (or smaller)
type, or prefer adifferent font.

1. From the File menu, select Print. The Reports Dialog
window displays.

Reports Setting Print Preferences
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2. InthePrinting Font area, click Font.The Font selection
window displays.

% Bk Anligas
B Bockman O Shie [Q
H Certury Gothic =l
—Gampls
AaBbiyIz
Senpl:

Ths is aTl.:.T'd\pulu'l. This ame font will b ussd on both
wax O AT

3. Select thefont and size you want to use in your budget. A
sampl e of the font you choose displaysin the Sample area.

4. Click OK to change the font.

Adding Project Information to the Topsheet

1. From the File menu, select Print. The Reports Dialog dis-
plays.

Setting Print Preferences Reports
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2. Inthe Miscellaneous area, click Topsheet. The Topsheet
Header Dialog displays.

Tapilviel Header Dialog

Fioster Exsmpls Badgel
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3. Enter the information you want to appear on your top-
sheet. Generally, the project title or budget title appearsin
the top line, and other information as shown in the exam-
ple above.

Adjusting the Header and Footer

1. From the File menu, choose Print. The Reports Dialog
displays.

Fapams 1 Frise Rt Fuitege
FFomg: [Ffa =] For | ]
| Topites: &
Tt ot A =l oL
Frage s
TE T Fomt
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[ ot T [Rerr—
::T;_“ Y B Ford AN Erromer
D T — |
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2. Click either Header or Footer. The header or footer dia-
log displays.
Header Dlog __E|

Exié e e berws

T cPage Ti

Reports Setting Print Preferences
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3. Makeadjustmentsto the text you want to display. You can
use the following codes to insert and align text. The”
character is generally created by pressing Shift-6,
although it may be located differently on your machine.

These commands will insert pre-set information into your
header or footer as follows:

AC - Insertsthefirst date and time you saved this
budget.

AD - Inserts the current date and time.

AF - Inserts the name of the budget file.

"M - Inserts the time the budget was last modified.

"N - Page Number

"R - Revision Number

AT - Title used in the Budget Info file.

AV - Inserts the Version of Movie Magic Budgeting
used to create this budget.

You can format thistext using the following commands. These
commands should be entered directly after the text or com-
mand you want to align.

A< Align with the left margin.
Al Aligninthe center of the page. (Note: thisisthe
vertical slash mark, not anumeral one or capital

)
~>  Align with the right margin.

Examples:

In the following examples, thetitle of the budget is“My Bud-
get,” and therevision is 5, as entered into the File Information
fields.

/\T/\</\ D/\ |/\ N/\>

Will print the following:

My Budget 3/10/99 4:00p.m. 4
ATARA<DA>

Will print the following:

My Budget Rev.5 3/10/99 4:00p.m.

Setting Print Preferences Reports
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Hiding Empty Accounts or Accounts with a Zero Total

In addition, you can hide any lines that have no information
entered, or atotal of zero. Thiswill avoid conversations such
as the following:

“Why isthe stunts area blank?’
“There aren’'t any stunts.”
“Then why isit there?’

1. From the File menu, choose Print.

I:Jj None of 2. Inthe upper right of the Miscella-

these options will neous area, thereisamenu. The ’ S Enpyhoccuss E;
Change the on- default Ch?l ceis“Print al [ Page Hesder Heotes
screen display of Accounts. [ —
your budget. You « Print all Accounts - prints

will always be able everything, regardless of whether there are lines of
to see everything, detail included.

including those _

subgroups that *  Suppress Empty Accounts - hides all Accounts that
excluded. «  SuppressZero Total Accounts - hidesall Accounts

with a Zero total amount, regardless of whether they
have lines of detail.

PRINTING REPORTS

You can always print any of these reports from the File menu,
Print selection.

Reports Printing Reports
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Available Reports

1. From the File Menu, choose Print. The Reports Dialog
displays.

Fapams 1 Frise Rt Fuitege |
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=T Sawcing = T Tuopshest
Totus Sl FF Page Heater Header
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2. Inthe upper left isalist of reports. After you set up how
you want your budget to print (See “ Setting Print Prefer-
ences’ on page 145), choose the reports you want to print
from thislist. Descriptions of the reports follow (See
“Available Reports’ below).

3. Click Print.

Budget

Full report or summary. Check the box for Budget, and select
from the menu which form you want it to take.

Topsheet
Prints only the Topsheet (Summary Page) of the Budget.
Chart of Accounts

Printsalist of the Accountsin the order they are included in
the budget. So if your account numbers are out of order, so
will your chart of accounts.

Fringe Summary

Printsalist of fringes and their total current cost. This report
can give you an idea of what fringes are costing the most in
the current budget.

Printing Reports

Reports
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Fringe Table

Printsthelist of fringes as shown in the Fringe Setup Window.
This can aso be printed directly from the Print button in
Fringe Setup.

Globals Table

Prints the list of globals as shown in the Global s Setup Win-
dow. This can aso be printed directly from the Print button in
Globals Setup.

Subgroup Table

Prints the list of subgroups as shown in the Subgroup Setup
Window. This can also be printed directly from the Print but-
ton in Subgroup Setup.

Currency Table

Printsthe list of currencies as shown in the Currency Setup
Window. This can also be printed directly from the Print but-
ton in Currency Setup.

Units Table

Printsthe list of units as shown in the Units Setup Window.
This can & so be printed directly from the Print button in Units
Setup.

Magic Keys Table

Printsthe list of Magic Keys that have been assigned to this
budget. See “Magic Keys’ on page 138.

Project Information

Prints the information about the budget found under the File
menu, Info selection. See “ Setting Budget Information” on

page 63.

Reports Printing Reports
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Appendix A Keyboard Shortcuts for

Commands
Windows Macintosh Command
Ctrl-N ¥-N New Budget from Form
Ctrl-Shift-N 38-Shift-N New Blank Budget
Ctrl-O ¥-0 Open
Ctrl-w #8-W Close
Ctrl-Shift-W 38-Shift-w Close Budget
Ctrl-S 8-S Save
Ctrl-P #-P Print
Ctrl-Q ¥-Q Quit
Ctrl-z ¥-Z Undo
Ctrl-X #8-X Cut
Ctrl-C ¥-C Copy
Ctrl-V ¥-V Paste
Ctrl-A 8-A Select All
Ctrl- 8- Select Row
Ctrl-F #-F Find
Ctrl-Shift-F #-Shift-F Find Again
Ctrl-H ¥-H Replace

Appendix A: Keyboard Shortcuts for Commands
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Windows Macintosh Command
Ctrl-Shift-H #-Shift-H Replace and Find Again
Ctrl-I -1 Insert
Ctrl-B #-B Level Break
Ctrl-- #-- Summation Line
Ctrl-= ¥8-= Subtotal
Ctrl-G ®-G Setup Globals
Ctrl-3 #-3 Setup Fringes
Ctrl-4 ¥-4 Setup Subgroups
Ctrl-6 ®-6 Setup Currency
Ctrl-7 ®-7 Setup Units
Ctrl-K ¥-K Setup Compare
Ctrl-1 ¥8-1 Show Apply Fringes
Ctrl-R #¥-R Make Fringe Range
Ctrl-2 ¥-2 Show Apply Subgroups
Ctrl-E #-E Ratebook
Ctrl-L #-L Get Library
Ctrl-Shift-L 38-Shift-L Storein Library
Ctrl-Y ®-Y Show Apply Library
Ctrl-T ®-T Goto Topsheet
Ctrl-U ¥-U Go Up from Selection
Ctrl-D #-D Go Down into Selection
Ctrl-9 -9 Previous
Ctrl-0 3#-0 Next
Ctrl-J #-J Goto Account
Ctrl-M ¥-M Apply Magic Key

Appendix A: Keyboard Shortcuts for Commands
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Windows Macintosh Command
Ctrl-Shift-M #8-Shift-M Define Magic Key

Appendix A: Keyboard Shortcuts for Commands
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Appendix B

Function Keys

These function keys are useable when the DOS Version MMB Function Key Compat-
ibility Mode is selected from Setup, Preferences.

Function Key Function
F1 Apply Fringes
Shift-F1 Apply Fringes
F2 Apply Subgroups
Shift-F2 Apply Subgroups
F3 Get Library (alibrary must be open to use this key)
. Store Marked linesin library (alibrary must be open
Shift-F3 .
to use this key)
F4 Select
Shift-F4 Select dl Details
F5 Reset Cume
Shift-F5 Compare
Global Display (toggles between view by Name or
F6
Value)
. Set Loca Global Display (thisfeature is not avail-
Shift F6 .
able in the current release)
F7 Go up one level
F8 Go down into selection
F9 Previous

Appendix B: Function Keys
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Function Key Function
Shift-F9 Find Account
F10 Next
Shift-F10 Find Detail

Appendix B: Function Keys
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Appendix C

Glossary

Above-the-line

Account

Below-the-line

Black Arrow

Blue Circle (dot)

Budget

Caption

Category

Chart of Accounts

Completion Bond

A traditional level-break that generaly puts al artis-
tic sections above the line and mechanical or “crafts’
sections below theline.

The subdivision of the budget that contains details. It
is considered the middle layer of athree-dimensional
budget.

A traditional level-break that generaly puts al artis-
tic sections above the line and mechanical or “crafts’
sections below theline.

A right-pointing arrow to the left of aline of detail
indicates that fringes have been applied to that detail.

A blue circle to the left of aline of detail indicates
that aglobal isin usein that detail.

The entire budget file. Includes the Topsheset,
Accounts, and Details.

The major headings of a budget, as defined by Movie
Magic Budgeting. Captions are defined by the appli-
cation, and can be changed. (See “ Changing Budget
Captions” on page 79.)

The major division of the budget. Categories are
broad collections of accounts. Examples could be Art
Direction, Set Production, etc. They are displayed on
the Topsheet.

A listing of all the categories and accountsin the bud-
get. A chart of accounts has no details- itissimply a
listing of what account number goes with what infor-
mation.

A contractual insurance policy that covers the contin-
gency that the project is not actually completed.

Appendix C: Glossary
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Contingency

Contractual Charge

Cover sheet

Cume

Currency

Fringe

Global

Host Country

L evel Break

Level Indicator

Library

Magic Key
Overtime

Rate Book

Usually defined as 10-12% of the total budget, the
Contingency line covers any unforeseen costs of the
project.

A charge that is contracted to cover the entire cost of
the project. Contractual charges are usually a per-
centage of the cost of the project, though there are
some exceptions.

See Topsheet.

The cumulative change in abudget. Displayed on the
Movie Magic Budgeting Toolbar.

The type of cash used for the budget. In the United
States thiswill be US Dollars. In France, French
Francs, etc.

An extra cost applied to an incurred cost. Taxes and
dues are two of the major fringes used.

A variable or placeholder that can be used anywhere
in abudget and changed easily.

The country and type of currency the budget is set to
use.

A subtotal line added to the Topsheet to divide the
categories into more readable sections.

The bar on the toolbar that indicates where you arein
your budget: topsheet, account or detail levels.

A storage facility for details. Used to make cutting,
pasting, and importing information easier.

A key set up to apply fringes or subgroups to selected
lines of detail with a keystroke.

Work performed over the contracted amount.

An add-on database that allows you to easily find the
rates of pay for various job positions.

Appendix C: Glossary
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Subaccount

Subgroup

Summation Line

Topsheet

Unit

In Movie Magic Budgeting, the account. Sub-
account refersto the fact that Categories are abroader
account than those found on Movie Magic Budget-
ing's Account level.

A grouping of lines of detail that can be included or
excluded from the budget at will.

A special line of Detail that sums the subtotal fields
of the details above it and puts the total into the Rate
field. It is often used for overtime and deferral calcu-
lations.

Thetop level of the budget. It summarizes the costs
into respective categories, providesthe above-the-line
and below-the-line subtotals, and can be formatted.

A division of labor, parts, etc. Units can be weeks,
days, months, hours, reels (of film), etc.

Appendix C: Glossary
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Index

A

Accounts 6, 52
adding 16, 61
categories 12
modifying 16
numbers 16, 52

Automatic Save 83

B

Backing up 84
Budget
backup 84
budget forms 57
close 86
creating 4, 57, 58
creating from form 58
creating, hints 129
open 85
saving 81
saving as copy 83
saving with new name 82
Budget Form
choosing 57
creating 64
hints 129
new budget from 58
Budget Information 63
Budget Report 152
Budgeting
exiting 50
launching 49

C

Captions 79
changing 79

restoring default 80
Categories 12, 52
creating 12, 60
level breaks 13, 61
modifying 13, 60
numbers 52
Chart of Accounts
printing 152
Close
window 86
Closing
budgets 86
Color
subgroup 114
Compare 136
change 135
hints 137
set original 136
show/hide columns 137
Contractual Charges 14, 40, 130
Copy 29, 133
Currency 65
adding 65
deleting 67
formatting 66
host country 67
in details 69, 98
printing country 68
reports 153
Cut 133

D

Decimal Precision
gobals 94
Detail Level 6, 53

Details 17, 53

Index
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adding 19, 62

modifying 42
Details Not in Subgroups 119
Direction Control 55
Double-click 56

E

Exiting 50
Export

to accounting 143
Export to Accounting 142

F

Fields 7, 56

FilmInfo 7,9, 148

Foreign Currency 98

Fringes 101
apply fringes palette 111
applying 28, 105, 107, 108
applying individually 108
applying to range 107
creating, flat 103
creating, percentage 102
defining 24, 101
displaying 110
displaying applied 110
displaying in budget 110
displaying in palette 111
editing 104
flat rate 26, 103
fringe range 105

individual 106
setting 106

fringe summary 152
IDs, viewing 30, 110
individual ranges 106
percentage 24, 102
printing 104, 153
range 26, 105

G

Globals 17, 93
creating 17, 93
decimal precision 94
deleting 96
display 95
editing 17, 95
entering in detail 97
foreign currency 98
multiple in details 97
printing 99, 153
using 97
within globals 95

H

Host Country 67

Installation 49

L

Labor Rates Database 123
entering rates 127
finding rates 124
opening 123
reading the rate card 126

Landscape Printing 145

Launch 4, 49

Level Breaks 13, 52, 61

Level Indicator 55

Libraries 87
adding to 91
copying from 89
creating 87, 90
importing from 87
opening 87
removing entries 90

Index



Movie Magic Budgeting

169

M

Magic Keys
printing 153
remove 140

Menu 54

N

Navigation 5, 54
menu bar 54
toolbar 55

New Budget 4, 57

O

Open

budget 85

recent files 85
Opening

recently used files 85
Order of Work 41, 58

P

Paste 29, 133
Portrait Printing 145
Preferences
account numbering 72
allow open budgets 75
amount entry 72
auto backup 74
auto save 74
budget 69
Budget Tab 75
budget tab
account # for fringes 77
account width 78

aggregate fringe calculation

76
category width 77
comparison display 76
lock comparison 76

password protect 78
percentage fringe cutoff 77
post fringes 76
precision below 78
rate column 78
recap lines 78
Separator 78
carry down 72
current ratebook 75
DOS function keys 71
eliminate blank lines 72
fast save 74
general tab 70
insert detail 73
open/save 73
reset column widths 71
return action 72
set font 71
show toolbar 71
use one window per budget 75

Print

font 147

Printing

budget report 152
chart of accounts 152
currency table 153
fringe summary 152
fringes 104, 153
globals 99, 153
magic keys 153
preferences 45, 145
project information 153
reports 45, 151
special reports 46
subgroups 121, 153
topsheet 152

units 153

Printing Country 68
Production Info 7, 148
Progress Indicator 56
Project Information

Index
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printing 153

Q

Quitting 50
R

Range
fringe 105
Recalculate
quick 134
Recently Used Files 85
Reports 145
column width 146
currency table 153
footer 149
frames 146
globals 153
header 149
hiding accounts 151
magic keys 153
margins 146
print font 147
printing 45, 145, 151
project information 153
special 46
subgroups 153
types 44, 145
units 153
Revision Number 9, 64

S

Save 9
Saving 81

automatic save 83
Saving as Copy 83
Scheduling

importing information 64
Selecting 7

line 56

multiple lines 56

Subgroups 113
adding 113
applying 35, 115
changing color 114
clearing 117
creating 34, 113
deleting 114
displaying applied 120
excluding 36, 118, 119
exclusion conflicts 116
including 37, 119
overlapping 116
printing 121, 153
removing applied 117
using 115

Summation Line 21, 132

T

Toolbar 55
Topsheet 5, 51

level breaks 61
Topsheet Header 148
Topsheet Report 152

U

Units
printing 153
setting up 59

V

Version Control 84

Index
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	Introduction
	Welcome to Movie Magic Budgeting. Movie Magic Budgeting is a powerful estimation tool that will e...
	How to Use this Book
	Tips and Cautions
	Differences between the PC and Macintosh Interfaces
	Part I - Tutorial

	Lesson 1 Getting Started
	Movie Magic Budgeting is a flexible tool that allows you to easily estimate budget costs and prep...
	In this Lesson, we will launch Movie Magic Budgeting, create a new budget file, look at some of t...



	Launching Movie Magic Budgeting
	Windows 98
	1. Click on the Start menu
	2. Choose Programs, Movie Magic Budgeting, Movie Magic Budgeting. The application will launch.

	Macintosh
	1. Double-click on your Hard Drive icon.
	2. Double-click on the Movie Magic Budgeting folder.
	3. Double-click on the Movie Magic Budgeting file icon.


	Creating a New Budget
	1. From the File menu, choose New. The Select a MM Budget Form File window displays.
	2. Select the Forms folder and click Open.
	All budget forms have an extension of .mmf.
	3. Select the Enterprise Form file and click Open. A new budget opens, using the Enterprise budge...


	Navigating Movie Magic Budgeting
	Starting at the Topsheet
	Moving into the Account Level
	Moving into the Detail Level
	Moving back to the Topsheet
	Although by default you only have one window at a time open, you can set Movie Magic Budgeting to...


	Selecting Lines & Moving Between Fields
	Adding Project Info to Budget
	1. From the File menu, select Print. The Reports Dialog window displays.
	You can change the header and footer text for the entire budget as well. For information on this,...
	2. In the Miscellaneous area of the Reports window, click the Topsheet button. The Topsheet Heade...
	3. Enter the information into the grid that you will want people to know about your budget. Click...
	4. Center this title by selecting Center from the menu to the right of the grid.
	5. Click in the check box next to Bold to make the Title boldface.
	6. Press Tab to move to the next field. Enter your name and center it.
	7. Click OK to return to the Reports window.
	8. Click Cancel to return to the Topsheet without printing. The information you have entered will...


	Adding Revision Information
	1. From the File menu, select Info. The Budget information for: filename displays. Note that ther...
	2. There are fields to track Project title, Project Number, Revision Number, and Notes. Since thi...
	3. Click OK to close the dialog window.

	Saving your Budget
	If you had previously saved the file, the save dialog would not display. Your file would simply b...
	1. From the File menu, select Save. The Save Budget File As dialog window displays.
	2. In the Save in: field, select the folder where you want to save your budget.
	3. In the Filename field, enter Test. Click Save. The dialog window closes and your file is saved.


	Review
	Lesson 2 Working with the Topsheet
	As mentioned previously, the Topsheet is the location in the budget where all the monetary amount...
	In this lesson we will look at the topsheet in a bit more detail. You will create a new Category,...


	What are Categories?
	Creating a New Category
	1. Select Category 6500 - Publicity by clicking in the left margin. The Category row is highlight...
	2. From the Edit menu, select Insert. A new Category line appears before the selected Category.
	3. Press Tab. You are now ready to enter the information about this Category.
	Movie Magic Budgeting will always move to the next available field when you press Tab. If you are...
	4. Type 6400 and then press Tab to move to the next field.
	5. Type Tutorial and press Tab again. Notice how you have now selected the field for the Category...


	Modifying a Category
	If you change the number of a Category that contains accounts, you may have to go in and change a...
	1. From the topsheet, select the Category we just created: 6400 - Tutorials.
	2. Press Tab to move into the Acct # field. Press Tab again to move to the description field.
	3. Type Tutorial Consultants. The description is replaced with the new name.


	Adding Level Breaks
	1. Select Category 6500 - Publicity by clicking in the narrow column to its left.
	You could also type Ctrl-B (z-B) to create this level break.
	2. From the Edit menu, select Level Break. A new line titled Untitled Level Break is added above ...
	3. Press Tab and then press Tab again. Type TOTAL TUTORIAL CHARGES to replace Untitled Level Break.
	4. Save your changes.


	Other items on the Topsheet
	Review
	Lesson 3 Working with Accounts and Details
	The Account level is located directly “beneath” the Topsheet. Each individual Category has a grou...
	Generally, these accounts are numbered to reflect the Category where they belong. For example, Ca...
	Within each account you will have various lines of detail. It is in these details that you actual...


	Creating a New Account
	1. From the Topsheet, highlight Category 6400 - Tutorial Consultants. This is the Category we cre...
	2. Move down to the Account Level by typing Ctrl-Ø, (z- Ø). The account level displays, with a bl...
	3. Press Tab to activate the account number field. Type 6401 and press Tab.
	4. Now you are in the Description field. Enter Movie Magic Grip.
	5. Press Tab again. Notice how you skipped the page and total columns and went straight to creati...
	6. Enter one more Account. 6402, Movie Magic Budgeting Consultant.

	Modifying an Account Description or Number
	1. Click on the word Grip. Notice how all the words in the field are highlighted. If you type Ass...
	2. Click again, after the word Grip. Now you can hit the Backspace (Delete) key 4 times to remove...
	3. Type Assistant.

	Working with Details
	Globals
	Creating and Modifying Globals
	1. From the Setup menu, select Globals. The Setup Globals window displays.
	2. To create a new global, click Add. A new line in the grid will appear with the insertion point...
	3. Create a global for Pre-production time (Prep). Enter Prep in the Name field.
	4. Press Tab to move to the Description field. You don’t need to enter anything here, but we’ll a...
	5. Press Tab again to move to the Equation field.
	6. The prep period for this project is two weeks, so type 2. This field will always have a number...
	7. Press Tab to move to the Units field. Type the letter w (an abbreviation for Weeks). Press Tab...
	8. Leave the P (for decimal precision) field blank. (See “Changing Decimal Precision” on page 94 ...
	9. Press Tab to add the next global.
	Please notice that the shoot global has an equation that consists of two globals added together. ...
	10. Add the following globals:
	11. Close the Setup Globals window.
	12. Save your work.



	Adding Details
	Alternately, select Down into Selection from the Goto menu.
	1. From the Topsheet, select Category 2000 - Production Staff and press Ctrl-Ø (z-Ø) to move to t...
	2. Now select Production Manager and click on the DETAIL in the toolbar. Detail is now highlighte...
	3. Press Tab to move to the Description field.
	4. Type STUDIO. (We are using this line of detail as a title only.)
	5. Press Tab five times to move through the other fields and create a new blank line.
	6. Type Prep Time (5 day week)
	7. Press Tab to move to the Amount field.
	8. We will use the Global we created earlier. Type p (short for prep). You can also type the enti...

	The X field is another multiplier field, similar to the Units field. We won’t use it here. For ex...
	9. Press Tab to move to the Units field. The amount field now displays 2, and the Units field dis...
	10. Press Tab to move to the X field. Leave the amount set to 1.
	11. Press Tab to move to the Rate field.

	Pressing Tab or Enter (Return) here also starts a new blank line. It will be automatically remove...
	12. We’ll pay the current DGA (Director’s Guild of America) rate for Production Manager. Type 301...
	13. Create two more lines of detail using the following information:
	14. Save your work.


	Using a Summary Line of Detail
	1. Create a new blank line by pressing Tab.
	2. From the Edit menu, select Summation Line. A new, Untitled Summation Line is created.
	3. Press Tab to move to the Description field. Untitled Summation Line is highlighted.
	4. Type Overtime. Untitled Summation Line is replaced.
	5. Press Tab to move to the Amount field.
	6. Type the letter o and then press Tab twice. The cursor moves to the X field. The “o” in the Am...

	Review
	Lesson 4 Using Fringes
	Fringes, also called Fringe Benefits, are the extra costs that get added to the cost of an item. ...
	In this chapter you will learn about fringes -- what they are, and how to apply them to the budge...


	Creating a Fringe
	Add a New Percentage Fringe
	Do not press Enter (Return) from the Setup Fringes window unless you are finished. The window wil...
	1. From the Setup menu, select Fringes. The Setup Fringes window will display.
	2. The percentage fringes area fills the top half of the window. Click on Add in the upper left. ...
	3. Enter FICA. Press Tab to move to the Description Field.
	4. FICA is self-explanatory, so it does not need a description. Press Tab again to move to the I....
	5. Enter FICA. This is an optional feature. Entering an I.D. allows you to see at a glance which ...
	6. Press Tab to move to the Percent column. Enter 7.15.
	7. Press Tab to move to the Cutoff field. A cutoff is the amount above which percentage fringes a...
	8. Type 42500. Enter the number only, with no punctuation. Now the fringe will be applied to the ...
	9. Press Tab to create a new fringe. Enter another fringe that is called Other Fringes, has an ID...


	Add a New Flat Rate Fringe
	1. Click Add in the Flat rate area of the Setup Fringes window. A new line will appear at the bot...
	2. Enter Teamsters and then press Tab.
	3. Enter Teamsters Union Dues. Press Tab.
	4. Enter TUD for the I.D. Press Tab to move to the Rate field.
	5. Teamsters dues are charged at a flat $2.3625 an hour. Enter 2.3625 in the rate field. Press Ta...
	6. Enter h in the Unit Field. Press Tab. The H expands to Hours.
	7. Teamsters’ dues have no cutoff. They are paid on every hour worked. Do not enter anything in t...
	8. Press Enter (Return) to exit the Setup Fringes window.
	9. Save your budget.


	Using Fringe Ranges
	1. Open the detail level for Account 2001 - Production Manager. If you have been doing the lesson...
	2. Notice the bracket to the left of the details. This shows that all of these details are part o...
	3. Select the first three entries (STUDIO, Prep time, and Shoot Time) and click the Fringe icon o...
	4. The Apply Fringes window displays. If you cannot see the lines of detail you have selected, dr...
	5. Click on Range in the lower left. The bracket around the lines of detail breaks into two brack...
	6. Now click on Indiv in the lower left, next to Range. Notice that each selected line now has it...
	7. All of these lines of detail should be one range. Select them by clicking in the left margin b...
	8. Close the Apply Fringes window by double-clicking in the small box at the upper left and selec...
	9. Save the Tutorial.

	Applying a Fringe
	1. Since we want to fringe the entire salary, not just Shoot or Wrap time, select the entire STUD...
	2. Click on the red and green Fringe icon on the toolbar. The Apply Fringes window displays.
	3. Click in the empty circle graphic next to FICA, or on the word FICA. The circle is filled.
	4. The FICA percentage fringe has now been applied. Close the Apply Fringes window by clicking in...
	5. Notice the right-pointing triangles to the left of each line of detail. These indicate that th...

	Copy and Paste
	1. The STUDIO lines of detail should still be selected. If not, highlight them by double-clicking...
	2. From the Edit menu, select Copy.
	3. Click in the column to the left of the 6th line of detail (the blank line) to highlight it.
	4. From the Edit menu, select Paste. A copy of the STUDIO lines of detail is added above the sele...
	5. Now we will edit these new lines. Click on the second word STUDIO to highlight it. Type LOCATI...
	When you enter a number, you never need to enter punctuation or currency symbols.
	6. In the Prep time line of detail beneath the LOCATION title, click on 3,013 in the Rate field. ...
	7. Press the Down Arrow key on your keyboard to move to the Rate field of the Shoot time line. Ag...
	8. Repeat this with the Wrap time line of detail.
	9. Also change the descriptions of the Prep time, Shoot time, and Wrap time to read (6 day week) ...
	10. Notice how the totals have changed in the subtotals column, and in the Total Fringes row.
	11. Save your work.


	Viewing Fringe IDs
	1. If you have left the Detail window, return to the detail level for Account 2001 (Production Ma...
	2. Click on the (Fringe) icon on the View toolbar.
	3. The icon appears depressed and a new column displays at the left of the description column. Th...
	4. Click on the icon again to hide the Fringe column from your budget.

	Review
	Lesson 5 Using Subgroups
	Subgroups are used in Movie Magic Budgeting to group details into sections that are easily includ...
	Subgroups provide an easy way to answer questions like, “what will I be spending if I use the exp...
	In the previous lessons, we budgeted for both Studio and Location scenarios. However, they are bo...
	In this lesson, we will create and apply subgroups for the two scenarios and see how the budget t...


	Creating a Subgroup
	1. From the Setup menu, select Subgroups. The Setup Subgroups window displays.
	2. Click Add. A new entry is created and the cursor moves to the Name field.
	Do not press Enter (Return) while you are in the Setup Subgroups window--it will close the window...
	3. Type Local.
	4. Press Tab to move to the Description field. Type Studio Shoot.
	5. Press the Tab key to move to the ID field. Enter SS for Studio Shoot. This is optional, but as...
	6. Press Tab to move to the Status field. Leave Include selected.
	7. In the Color field, double-click on the Black box. A color-palette displays. We will use red t...
	8. Click OK to exit the Color Palette. The box in the Color column is now red.
	9. Press Tab.
	10. Create a subgroup called Distant. Use Location Shoot as the description, LS as the ID, and Gr...
	11. Click OK or press Enter to exit the Setup Subgroups window.


	Applying a Subgroup to Lines of Detail
	1. Category 2000 - Production Staff, Account 2001 - Production Manager, to detail level.
	2. Select the lines from STUDIO to just before LOCATION.
	3. On the Toolbar, click the Subgroups icon. The Apply Subgroups palette displays.
	4. Click the selection button beside the word local. The subgroup is applied to the selected lines.
	5. Click on an unselected line of detail. Notice that the studio details are now displayed in the...
	6. Apply the Distant subgroup to the lines of detail under the heading LOCATION.
	7. Close the Apply Subgroups palette. Click on the close box in the upper left corner and select ...

	Including and Excluding Subgroups
	Excluding a Subgroup
	1. From the Setup menu, select Subgroups. The Setup Subgroups palette displays.
	2. In the Local subgroup, click the selection button beside the word Exclude.
	3. Click OK. A dialog box displays, telling you how much the budget has changed.
	4. Click OK. You are returned to the budget. Notice that the STUDIO group of details is now grey.

	Including a Subgroup
	1. From the Setup menu, select Subgroups. The Setup Subgroups palette displays.
	2. Next to the subgroup Local, select Include. Next to the subgroup named Distant, select Exclude.
	3. Click OK. A dialog box shows you the difference in cost between the two settings.
	4. Click OK to return to the budget.
	5. Save your budget.


	Review
	Lesson 6 Finishing Touches and Tips
	There are still a few things you can do to make your budgeting experience easier, as well as to c...
	This lesson will include adding your contractual charges, as well as a recommended order of work.


	Changing Contractual Charges
	Adding the Completion Bond
	1. From the Topsheet, note the cost of the script (Continuity & Treatment Category), and scroll d...
	2. Add the two values together. This is what we will exclude from the Completion Bond.
	3. Select the Completion Bond line at the bottom of the Topsheet and then double-click in the lef...
	4. Click in the Percentage field and enter the percentage rate, in this case, 7.00.
	5. In the Amounts Excluded from this Contractual charge area, click in the Flat Amount field, and...
	Step 6. is optional. We have included it so that you can see the amounts as they change.
	6. Click in the Account # field and watch the amounts change. The Flat rate has been calculated f...
	7. Click OK. The amount is entered into the total field for this contractual charge line.



	Recommended Orders of Work
	Some of these options are only applicable to creating a budget from scratch, rather than using a ...

	Creating one Line of Detail and Modifying it
	Lesson 7 Reports
	The final piece of the Budgeting puzzle is printing reports. Output of the budget into a hard cop...
	Reports in Budgeting are limited, but powerful.


	Types of Reports
	Setting the Print Preferences
	1. In the Document margins area, double-click in the field labelled Top. Type .5.
	2. Press Tab. Enter .5 again. Continue until all margins are changed.
	3. We’ll print the Fringe abbreviations on this budget report as well. Check the box to the left ...
	4. We won’t put a header on this budget. Click the checkmark beside Page Header to remove it.

	Printing Reports
	If “Topsheet” is not checked, one will not print, even if you have selected a full budget report.
	1. Select Budget Report - Full by putting a check in the box next to it, and making sure Full is ...
	2. Since we’ve changed the margins, click on Repaginate. This will ensure that the page numbers a...
	3. Click Print. The Print dialog displays. Click OK and your report prints.


	Printing Special Reports
	1. From the Setup menu, select Subgroups. The Setup Subgroups window displays.
	2. Click on Print. The Print dialog displays.
	3. Make sure it is pointing to the correct printer and click OK (Print). The report will print.

	Review
	Part II - Reference

	Chapter 1 Getting Started
	The Budgeting application is an estimating tool. Getting started in Movie Magic Budgeting is as e...
	This chapter will provide a basic overview of the application: launching and exiting Movie Magic ...
	General Setup
	Installing Budgeting
	Launching Budgeting
	Windows 98
	1. Click on the Start menu
	2. Choose Programs, Movie Magic Budgeting, Movie Magic Budgeting. The application launches.

	Macintosh
	1. Double-click on your Hard Drive icon.
	2. Double-click on the Movie Magic Budgeting folder.
	3. Double-click on the Movie Magic Budgeting file icon. The application launches.


	Exiting Budgeting

	Online Help
	1. From the Help menu, select Contents. Help opens in your internet browser.

	Overview
	The Three-Dimensional Budget
	Topsheet
	Categories
	Movie Magic doesn’t control how you number your Categories, but if you end your Category Numbers ...
	Level Breaks
	Accounts
	Details

	You cannot enter Details in an Account that does not exist -- therefore you must create an Accoun...


	Navigation
	Using the Menu Bar
	Using the Movie Magic Toolbar
	Direction Control:
	Level Indicator:
	Progress Indicator:

	Double-Clicking
	Moving Between Fields
	Selecting a Line
	Selecting a Range of Lines


	Chapter 2 Setting Up the Budget
	Setting up your budget is probably the first thing you will do after launching Movie Magic Budget...
	The budgeting process consists of three main steps, Identifying and Inputting elements, Manipulat...
	Creating a Budget from a Budget Form
	The Budget Form
	Choosing a Budget Form
	To Open a Budget form:
	1. Select New from the File menu, or type Ctrl-N (z-N). The Budget Form dialog box appears.

	Budget forms have the extension “.mmf”
	2. Select the budget form you wish to use by clicking on its name. Generally, budget forms are ke...
	3. Click OK to open the budget form. A new budget opens using the settings in the form.



	Creating a Budget from Scratch
	Creating a Blank Budget
	Setting Up Units
	1. From the Setup menu, choose Units. The Setup Units window displays.
	2. In the upper left, click Add. A new unit line displays.
	3. Enter the Key for the unit. This is the letter you will type to enter the unit into your budge...
	4. Enter the singular name of the unit. For example, Reel. Press Tab. Note that when you press Ta...
	5. Enter the plural of the unit (Reels). Press Tab.
	6. If there is an equivalent to the unit in Hours, enter that number. If not, leave the default o...
	7. Press Tab to begin another new unit, or OK to leave the window.

	Adding Categories
	If this is a New, Blank budget:
	1. Press the Tab key and enter a Category Number. For example, 2100.
	2. Press the Tab key again. Enter the Category Title. For example, Talent.
	3. Press Tab to move to the next Category, OR click anywhere in the Topsheet to leave the “Add Ca...

	If this is an existing budget, and you wish to add Categories:
	1. Click on the Category you wish to insert a new Category above.
	2. From the Edit menu, select Insert. A new Category line appears above the Category you selected...
	3. Press Tab to move to the Acct # field. Enter the Category Number. For example, 2100.
	4. Press Tab again. Enter the Category Title. For example, Talent.


	Modifying Categories
	If you change the number of a Category that contains Accounts, you may want to go in and change a...
	1. From the topsheet, select the Category you want to change.
	2. Press Tab to move to the field you want to change (or click in that field)
	3. Type the new information to replace the old, or, click again in the area you want to add info ...


	Adding Level Breaks
	1. Select the line above which you want the level break.
	2. From the Edit menu, select Level Break. A new line titled Untitled Level Break is added above ...
	3. Press Tab and then press Tab again. Type the name of your break to replace Untitled Level Break.

	Adding Accounts
	1. Select the Category in which to add Accounts.
	2. Double-click in the margin beside that Category. The Account window for the Category displays.
	If this is a New, Blank budget:
	1. Press the Tab key and enter an Account Number. For example, 2101.
	2. Press the Tab key again. Enter the Account Title. For example, Principle roles.
	3. Press Tab to move to the next Category, OR click anywhere in the Account window to leave the “...

	If this is an existing budget, and you wish to add Accounts:
	1. Click on the Account to follow the new Category.
	2. From the Edit menu, select Insert. A new Account line appears above the Category you selected ...
	3. Press Tab to move to the Acct # field. Enter the Account Number. For example, 2101.
	4. Press Tab again. Enter the Account Title. For example, Principle Roles.


	Adding Details
	1. From the Account Level, select the Account in which to add details.
	You may also type Ctrl-Ø (z-Ø) or select Down into Selection from the Goto Menu.
	2. Double-click in the margin beside that Account.
	Adding details individually:



	Setting Budget Information
	The bottom half of the Budget Information window includes some statistics for your budget, includ...
	1. From the File menu, choose Info.... The Budget Information window displays.
	2. Enter your Project Title, Project Number, and Revision Number. Press Tab to move between field...
	3. Enter any notes you want to make about this budget in the Notes field. For example, “This vers...


	Importing Information from Scheduling
	Creating a Budget Form
	1. Open the budget you have created.
	2. From the File menu, select Create Form... The Save as MM Budget Form window displays.
	3. The standard budget forms are saved in the Forms folder in the Movie Magic Budgeting directory...
	4. Click in the File Name field and type the name of your form.
	5. Click OK (Save). The budget form has been saved and you can now use it to create a new budget.

	Working with Currency
	Adding a New Currency
	We recommend that you choose one currency for your host currency and stick with it. See “Changing...
	1. From the Setup menu, choose Currency. The Setup Currency window will display.
	2. Click on the Add button in the upper left corner of the window. A new line will be added to th...
	3. Enter the Country for the currency and press Tab. The cursor will move to the Currency field.
	4. Enter the name of the Currency (i.e. Pound, Dollar, Franc). Press Tab. The cursor will move to...

	If you change the host country, any other exchange rates you have entered become invalid.
	5. Enter the Rate of exchange relative to the host country. In the example below, one dollar is e...
	6. To enter a Key for this currency, click in the Key column. This is a single letter abbreviatio...


	Formatting Currencies
	1. From the Setup menu, select Currency.
	2. From the Currency Setup window, click on the Format button. The Number Format dialog displays.
	3. Many standard currency formats are already defined. Click on the arrow in the Number Format fi...
	4. Close the window by clicking OK or Cancel.

	Deleting a Currency
	1. From the Setup menu, select Currency. The Currency Setup window displays.
	2. Click anywhere in the line of currency you wish to remove.
	3. Click the Remove button at the top left of the window.
	4. Close the window by clicking OK or Cancel.

	Changing the Host Country
	Remember that any exchange rates you set up in the Setup Currency window (see “Adding a New Curre...
	1. From the Setup menu, choose Currency. The Setup Currency window displays.

	Changing the host country will replace all the globals in rate fields with values. They will be s...
	2. At the top of the window, choose the appropriate country from the Host Country menu. A warning...
	3. A confirmation dialog displays. Click Yes to change the host country.


	Changing the Printing Country
	1. From the Setup menu, choose Currency. The Setup Currency window displays.
	2. At the top of the window, choose the appropriate country from the Printing Country menu. No co...
	3. You can now print the budget normally, and all values will be printed in the new currency.

	Using Different Currencies in Individual Details

	Budget Preferences
	General Tab
	Set Font
	Reset Default Column widths
	Using this option will override any of your custom margin and column width settings. Be sure you ...
	Show Toolbar
	DOS Version MMB Function key compatibility mode
	Eliminate trailing blank lines
	Auto Account Numbering
	“Smart” amount entry
	Return action...
	Carry Down Option...
	When Inserting Detail...


	Open/Save Tab
	Fast Save
	Auto Backup
	Selecting this option automatically turns Fast Save off.
	Auto Save every ___ minutes
	Verify budget on Open
	Allow only one OPEN budget at a time
	Use only ONE Window per budget
	Current Ratebook


	Budget Tab
	Comparison Display
	Lock Comparison Totals
	Aggregate Fringe % Calculation
	Post Fringes by
	Percentage Fringe Cutoff Factor
	Acct # for Fringe Categories
	Category Width
	Account Width
	Separator
	Rate Column Display Cutoff
	Precision Below Cutoff
	Precision Above Cutoff
	Show Recap Lines
	Password Protect


	Using Captions
	Changing Budget Captions
	1. From the Setup menu, select Captions. The Setup Captions window displays.
	2. Click on a caption in the right hand column, “Current Captions” to highlight it.
	3. Type the new caption, replacing the old.
	4. Change as many as you need, and then click OK to save your changes. Click Cancel to discard yo...

	Restoring Default Captions
	Restoring All Default Captions
	1. From the Setup menu, select Captions. The Setup Captions window displays.
	2. Click on Restore Defaults in the upper left corner.
	3. All of the captions in the right hand column are changed to match those in the left column.

	Restoring Selected Default Captions
	1. From the Setup menu, select Captions.
	2. In the right column, click on the caption you want to change and manually type the Default Cap...



	Saving your Budget
	Saving the Budget
	1. If you have saved the file previously, the budget will be saved under the same name. From the ...
	2. If you have not saved the file, the Save Command will be greyed out on the file menu.

	Saving the Budget with a New Name
	1. From the File menu, select Save As. The Save As window displays.
	2. Enter the name you want to give the copy in the File name field, and then click Save. The file...

	Saving the Budget as a Copy
	1. From the File menu, select Save as Copy. The Save a Copy of Budget window displays.
	2. Enter the name you want to give the copy in the File name field, and then click Save. The copy...

	Automatic Save
	1. From the Setup menu, choose Preferences.
	2. Click on the Open/Save tab. The Open/Save Preferences dialog displays.
	3. In the field titled�Auto Save every ___ minutes, enter the correct number of minutes.
	4. Click OK to return to your budget.

	Creating a Backup Budget
	Version Control
	See “Comparing Budgets” on page 135 for more information on electronic comparisons.


	Opening, Closing Budgets
	Opening a Budget
	1. From the File menu, select Open. The Open a MM Budget File window displays.
	2. Select the budget you want to open and click OK. The budget opens, displaying the Topsheet.

	Opening a Recently Used Budget
	1. From the File menu, select Recent Files. A list of recently opened files displays.
	2. Choose the file you want from this list. The file will open, displaying the Topsheet.

	Closing a Window
	Closing a Budget


	Chapter 3 Using Libraries
	One of the advantages of Movie Magic Budgeting is that you can import information from Movie Magi...
	Importing from Movie Magic Scheduling
	Creating and Opening the Library
	1. Return to Movie Magic Budgeting from Movie Magic Scheduling.
	2. From the Library menu, choose Open. The Open a MM Library File window displays.
	3. Find and select the library you exported and click OK. The Select Name for New Library window ...
	4. Click OK. The Library palette displays. You can now copy information into your budget.


	Copying Information from the Library
	1. Open a Library. (See “Creating and Opening the Library” on page 87.) The Library window displays.
	All information from each grouping is placed in the same Account.You will have to Cut and Paste t...
	2. Go to the detail level of the Account where you want to place the first group of detail. For e...
	3. In the Library palette, click Get. The entire content of the group of details is placed in the...
	4. Cut and Paste the information to the correct Accounts and add rates. (See “Cut and Paste” on p...


	Removing Information from the Library
	There is no verification when your remove information from the library. It is simply gone.
	1. Click to the left of the group of information you want to delete. The group is highlighted.
	2. Click Remove. The group of information is deleted from the Library.


	Creating a Library
	1. From the Library menu, choose New. The Select Name for New Library window displays.
	2. Enter a name for the library, and select a directory you will be able to find again. Click OK....

	Adding Information to the Library
	Method 1
	1. Open the library so that the Library palette displays.
	2. Select the lines of detail you want to save, and click Store. A new line is created with the s...

	Library entries are stored in and removed from the last library opened, whether it was a part of ...
	3. Press Tab, and then enter the Name you want to call this group of detail.
	Method 2
	1. Select the lines of detail you want to save.
	2. From the Library menu, select Store. The Store Library Entry dialog appears.
	3. Enter a name for your library entry. Click OK. The new library entry is saved to the library t...




	Chapter 4 Globals
	Globals make your budget flexible. By setting a number of globals and using them in your budget, ...
	Setting Up Globals
	Creating a New Global
	1. From the Setup menu, choose Globals. The Setup Globals window displays.
	2. Click on the Add button in the upper left corner. A new line will appear in the table structure.
	3. Enter the name of the Global and then press Tab.
	4. Enter a more detailed description of the Global and then press Tab.
	5. Enter the Equation. This can be either a full equation, or it can be a number. For example:
	6. Enter the Units for your equation. For example, weeks, reels, etc. (See also “Setting Up Units...
	7. If you wish, enter a precision number for displaying and printing in your budget. (See below f...

	Changing Decimal Precision
	Changing how Globals Display in the budget
	Display by Value:
	Display by Name:

	Editing a Global
	1. From the Setup menu, click on Global. The Setup Globals window displays.
	2. Click in the field you want to change. The field is highlighted.
	3. Close the Setup window by clicking on the “X” in the upper right corner of the window.

	Using Globals within Globals
	Deleting a Global
	1. From the Setup menu, choose Globals. The Setup Globals window displays.
	2. Highlight the global you want to delete by clicking in the margin to its left.
	Deleting a global that is being used in a detail can do strange things to your budget figures.
	3. Click Remove. A confirmation dialog appears. If the global is used in any lines of detail, the...



	Using Globals in Lines of Detail
	Entering a Global in a Line of Detail
	1. Enter your line of detail as you would normally.
	2. When you come to the place where you want the global, enter the name of the global (for exampl...

	Using Globals in Combinations
	Using Globals to Define Foreign Currency
	1. Set up a global called CDN, with the exchange rate. (For example, .71 US$ for 1 CDN$.)
	2. When you enter a line of detail that has to be in Canadian units, enter the description, and u...
	3. Enter the global for your currency (CDN) in the “X” field. Then enter the rate in Canadian Dol...
	4. If your exchange rate changes, go into Setup Globals and change the rate there. All of your fo...
	5. Create and apply a subgroup for the foreign items so you can isolate them if necessary. See “S...


	Printing a List of Globals
	You can also print this list from the Print screen. (See “Printing Reports” on page 151.)
	1. From the Setup menu, select Globals.
	2. Click on Print in the upper right. The print dialog box appears.
	3. Make sure your printer is selected, and click OK to print.



	Chapter 5 Fringes
	Fringes, or Fringe Benefits, are those expenses that are related to another expense and are incur...
	This chapter will show you how to set up fringes, modify them, and apply them to your budget. Mov...
	Defining Fringes
	Adding New Percentage Fringes
	1. From the Setup menu, select Fringes. The Setup Fringes window will display.
	2. The percentage fringes area fills the top half of the window. Click on Add in the upper left. ...
	3. Enter a name for the fringe. For example, DG for Directors’ Guild. Press Tab.
	Some fringe names may be descriptive enough that you do not need a description.
	4. If necessary, enter a description of the fringe. For example, Directors’ Guild. Press Tab.
	5. Enter an ID for the fringe. This is optional. Entering an ID will allow you to see at a glance...
	6. Enter the percentage value. For example, the Directors’ Guild Association dues are 13% of sala...
	7. Enter the cutoff amount. This is the amount above which this fringe no longer applies. For exa...
	8. Press Tab to enter a new percentage fringe.


	Adding New Flat Rate Fringes
	1. From the Setup menu, select Fringes. The Setup Fringes window displays.
	2. The flat rate fringes area fills the bottom half of the window. Click on Add in the upper left...
	3. Enter the name of the fringe. For example, Team for Teamsters Union. Press Tab.
	4. If necessary, enter a description of the fringe. For example, Teamsters Union Dues. Press Tab.
	5. Enter an ID for the fringe. This is optional. Entering an ID will allow you to see at a glance...
	6. Enter the rate. This is the amount of money the fringe costs per unit. For example, Teamsters ...
	7. Enter the unit. For example, for the Teamsters dues above you would enter hours.
	8. Press Tab to enter a new flat rate fringe.

	Editing Fringes
	1. From the Setup menu, select Fringes. The Setup Fringes window displays.
	2. Click in the field you wish to change. The contents are highlighted.
	3. Enter the new information. The contents of that field are changed and the budget is updated.
	4. Click OK to close the Setup Fringes window.

	Printing a List of Fringes
	You can also print this list from the Print Screen (See “Printing Reports” on page 151.)
	1. From the Setup menu, select Fringes. The Setup Fringes window displays.
	2. Click on Print in the upper right. The print dialog box appears.
	3. Make sure your printer is selected, and click OK to print.



	Applying Fringes
	Setting a Fringe Range
	To set a Fringe Range
	Fringe ranges do not have to be set before you apply fringes. You can apply fringes as described ...
	1. Select the lines of detail you want to fringe with a common cutoff.
	2. Click the Fringe Button on the toolbar.
	3. The Apply Fringes palette displays.
	4. Click Range in the bottom left. The selected details are now grouped together with a bracket.
	5. From this point, you can:
	To set Individual Fringe Ranges
	1. Select the lines of detail that each need to be a fringe range in and of themselves.
	2. Click the Fringe button on the toolbar.
	3. The Apply Fringes window displays. Click on Indiv in the lower left. Each line of detail has i...
	4. From this point, you can:



	Applying Fringes to a Range of Detail
	1. Navigate to the Detail level of your budget.
	2. Select the lines of detail you want to fringe.
	3. Click on the Fringe button.
	In a large list of fringes you may find it easier to find the one you need by displaying more col...
	4. Click the option button beside the fringe name to select fringes. You can choose more than one.
	5. Close the Apply Fringes window by clicking in the box in the upper left corner and selecting C...
	6. The fringes are applied to the range of detail you selected and an arrow appears to the left o...


	Applying Fringes Individually
	Method 1
	1. Navigate to the Detail level of your budget.

	Remember that even if you fringe individual lines of a fringe range, the entire range will be tot...
	2. Select the line of detail you want to fringe by clicking in the far left column.
	3. Click on the Fringe button.

	In a large list of fringes you may find it easier to find the one you need by displaying more col...
	4. Click the option buttons to select fringes. You can select more than one.
	5. Close the Apply Fringes window by clicking in the box in the upper left corner and selecting c...
	6. The fringes are applied to the detail you selected and a black triangle appears to the left of...
	Method 2
	1. Navigate to the Detail level of your budget.


	You can select lines that are not adjacent by holding down the Ctrl (z) key and clicking them ind...
	2. Select the lines of detail you want to fringe.
	3. Click on the Fringe button.
	4. Click the option buttons to select fringes. You can select more than one.
	5. Click on Indiv in the bottom left of the Apply Fringes window. The lines of detail are broken ...
	6. Close the Apply Fringes window by double-clicking in the box in the upper left corner.



	Displaying Applied Fringes
	Displaying Fringes in the Budget
	1. Navigate to the detail level of your budget. At the top of the window is a mini- toolbar.
	2. Click on the Display Fringe button. The button appears depressed, and a new column appears to ...

	Displaying Fringes in the Apply Fringes Palette
	1. Click on the Apply Fringes icon.
	2. Change the Display menu at the bottom of the palette to Total $.
	3. You can now adjust the View By menu to see the totals for various combinations of fringes. The...



	Chapter 6 Subgroups
	Subgroups are used in Movie Magic Budgeting to exclude or include various items in the budget. Th...
	Subgroups provide an easy way to answer questions like, “what will I be spending if I use the exp...
	Creating Subgroups
	Adding a Subgroup
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. From the Setup Subgroups window, click Add. A new line appears in the Subgroup grid.
	3. Enter the Name of the Subgroup. This should be a short name that you can remember easily. Pres...
	4. Enter the Description of the Subgroup. This can be longer, and more explanatory than the Name....
	5. Optionally, enter the ID for the Subgroup. Entering an ID can make it easier to track what Sub...
	6. Change the Subgroup color if you wish (see ”Changing Subgroup Color” below).
	7. Continue adding Subgroups in this way, or click OK to exit the Setup window.

	Changing Subgroup Color
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. Double-click on the color box in the Subgroup that you want to change.
	3. Choose a new color from the color palette and then click OK. The color changes in the box and ...
	4. Click OK to leave Setup.

	Deleting a Subgroup
	1. Select the Subgroup you want to delete by clicking to the left of the Name field.
	If the Subgroup is set at “Exclude” and applied to lines of detail, deleting it will permanently ...
	2. Click Remove in the upper left.
	3. If you have not applied the Subgroup to any lines of detail, it is deleted immediately.
	4. If you have applied the Subgroup to lines of detail, a dialog displays.
	5. Choose Yes to delete the Subgroup, or No to leave it.



	Using Subgroups
	Applying a Subgroup
	1. Navigate to the detail level.
	2. Select the lines of detail you want to make part of the same Subgroup.
	3. On the toolbar, click the Subgroups icon.
	In a large list of Subgroups you may find it easier to find the one you need by displaying more c...
	4. The Apply Subgroups window displays.
	5. Click the selection buttons or the Names of the Subgroups you want to apply to these lines. Th...
	6. You may continue adding Subgroups to different lines of detail. The Apply Subgroups window wil...


	Overlapping Subgroups
	Resolving an Exclusion Conflict
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. At the top of the window, there is a menu beside the words, When there is a status conflict, a...
	3. Click OK to exit the Setup Subgroups window.


	Clearing a Subgroup
	If you want to remove one applied Subgroup:
	1. Highlight the lines of detail that shouldn’t have the Subgroup.
	2. Click on the Subgroups icon on the toolbar.
	3. The Subgroups that are applied to this line of detail have the selection button filled in. Cli...
	4. Click the close corner and select Close to close the Apply Subgroups window.

	If you want to remove all applied Subgroups:
	1. Highlight the lines of detail that shouldn’t have any Subgroups.
	2. Click on the Subgroups icon on the toolbar. The Setup Subgroups window displays.
	3. Click on Clear in the lower left of the Apply Subgroups window. All of the selection buttons c...
	4. Apply Subgroups if you wish. Click OK to close the Apply Subgroups window.


	Excluding a Subgroup
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. In the Status column, there are two selection buttons. Click Exclude to exclude this Subgroup ...
	3. Click OK to finalize the decision. A dialog box, stating the amount your budget has changed, d...
	4. Click OK to continue. The Setup Subgroups window closes, and you are returned to your budget.

	Including a Subgroup
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. In the Status column, there are two selection buttons. Click Include to include this Subgroup ...
	3. Click OK to finalize the decision. A dialog box, stating the amount your budget changed displays.
	4. Click OK to continue. The Setup Subgroups window closes, and you are returned to your budget.

	Excluding Details not in Subgroups
	1. From the Setup menu, choose Subgroups. The Setup Subgroups window displays.
	2. At the top of the window, there is a menu beside the words, Default status for all Unmarked li...
	3. Click OK to exit the Setup Subgroups window.


	Displaying Applied Subgroups in the Budget
	1. Navigate to the detail level of your budget. A mini-toolbar appears at the top of the detail w...
	2. Click the Subgroups icon on the mini toolbar.
	3. The Subgroups icon appears indented and a Subgroups column displays at the left side of your b...
	4. To close the column, click the Subgroups icon again.

	Printing a List of Subgroups
	You can also print this list form the Print Screen (See “Printing Reports” on page 151.)
	1. From the Setup menu, select Subgroups.
	2. Click on Print in the upper right. The print dialog box appears.
	3. Make sure your printer is selected, and click OK to print.



	Chapter 7 Labor Rates Database
	Movie Magic Budgeting offers a plug-in database called Movie Magic Labor Rates. The Labor Rates d...
	The database provides easy access to much valuable information. It is also a quick way to put tha...
	Opening the Labor Rates Database
	1. Go to the line of Detail immediately after the point where you want to insert the rate.
	2. Select the row by clicking to the left of it.
	3. Open the Labor Rates Database.

	Finding a Rate for a Specific Position
	1. Open the Labor Rates Database. The Ratebook displays.
	2. The upper half of the window lets you set the parameters for the Position. Use one or more of ...
	3. Click Search to find information based on the criteria you entered above. It displays in the l...

	Reading the Rate Card Information Table
	Entering a Rate into the Budget
	1. Begin at the Detail level where you want the pay rate to be inserted.
	2. Find the pay rate you want to use. (See “Finding a Rate for a Specific Position” on page 124.)
	3. In the Rate Card Information Table, double-click in the column to the left of the Pay Type of ...
	4. A new line of detail is created with the position and pay rate completed.
	5. You can now enter other pertinent information as you would if you were creating or editing a n...


	Chapter 8 Putting it All Together
	Working with Movie Magic Budgeting
	Creating a Budget from Scratch
	1. Begin by creating the broad Category Accounts in the Topsheet.
	Steps 4 and 5 can most easily be done together. Define your subgroups and apply them as you creat...
	2. Create your Accounts in the Account level.
	3. Set up your Units, Globals, Fringes.
	4. Set up your Subgroups.
	5. Create your lines of Detail and apply Fringes and Subgroups as necessary. This step includes i...


	Using a Budget Form
	1. From the File menu, choose New. The Select a MM Budget Form window appears.
	2. Select the appropriate form, either from the Forms directory, or from the location where you s...
	3. Setup any new globals, units, fringes, subgroups, or currencies that you are going to need. Th...
	4. Enter your lines of detail, applying appropriate fringes and subgroups as you go. Use globals ...


	Contractual Charges
	Adding a Contractual
	1. On the Topsheet level, select the line you want your Contractual to appear before.
	2. From the Edit menu, select Contractual Charge. The Contractual Charge window displays.
	3. Enter the Name of the charge. This will appear in the Description column of the line. Press Tab.
	4. Choose Percentage or Flat fee from the menu. The default is percentage.
	5. If you want the charge to reflect an account number, enter the account number in the Account N...
	6. Some percentage contractuals require you to exclude some charges. Movie Magic Budgeting allows...
	7. If you want to display the amount excluded from this contractual on the Topsheet, check the bo...

	Modifying a Contractual
	1. To open a contractual for modification, double-click in the narrow margin to the left of the l...
	2. Enter the new information as described in “Adding a Contractual” on page 130.


	Summation Lines
	1. Create a new blank line on the Detail level.
	2. From the Edit menu, select Summation Line. A new, Untitled Summation Line is created.
	3. Press Tab to move to the Description field. Untitled Summation Line is highlighted.
	4. Type a new description for the summary line. Untitled Summation Line is replaced.
	5. Press Tab to move to the Amount field.
	6. Enter the percentage amount you want to include. Press Tab, and enter % in the units column.Th...

	Manipulating Data
	Cut and Paste
	If you cut or copy another portion of the budget before pasting the first, you will LOSE the info...
	1. Simply highlight the lines of detail you want to cut and paste
	2. From the Edit menu, choose Cut.
	3. Highlight the line below where you want your cut lines. From the Edit menu, choose Paste. The ...


	Copy and Paste
	Applied Fringes, Globals, Subgroups, etc. are also pasted. You lose nothing when you apply this c...
	1. Simply highlight the lines of detail you want to copy and paste in another location.
	2. From the Edit menu, choose Copy. Selected lines are not removed from the budget.
	3. Highlight the line below where you want your copied lines. From the Edit menu, choose Paste. T...


	Repaginating your Budget
	1. From the File menu, choose Repaginate.
	2. A progress window will display as Movie Magic Budgeting repaginates your budget. You can click...

	Recalculating the Budget
	Quick
	Complete


	Inserting new lines
	1. Select the line below where you want the new line.
	2. From the Edit menu, select Insert, or press Ctrl-I (z-I). A new line is added to the budget.

	Comparing Budgets
	Using the Cume and Change Views
	Cume
	Change

	Resetting Cume and Change
	1. From any point in the budget, click Reset on the Toolbar.
	2. The Cume value will reset to zero and begin calculating again from the current point.

	Using the Compare Command
	Setting Original Figures
	Showing or Hiding the Comparison Columns
	1. From the Tools menu, select Compare, or type Ctrl-K (z-K). The Comparison Options window displ...
	2. Click Hide or Show Comparison Column. If the columns were displayed, they are now hidden. If t...

	Hints for using the Compare Command
	1. After the first time you press the Update Compare Totals button, never use it again - ever. Th...
	2. Save a Copy of your original budget before making changes. This method allows you to preserve ...
	3. You can also use the Cume and Change displays to compare changing totals as described above (“...



	Budget Information
	1. From the File menu, select Info. The Budget Information For: window displays.
	2. You can enter your own Project Title, Project Number, Revision Number, and Notes in the approp...
	3. In addition, Movie Magic Budgeting tracks specific information for you.

	Magic Keys
	Defining a Magic Key
	When you create a Budget Form, magic Keys are preserved. You can then use them in any budget you ...
	1. Select the line of Detail containing the appropriate Fringe and Subgroup settings by single-cl...
	2. From the Magic menu, select Define Key. The Define Magic Key window displays.
	3. Click Create New Magic Key from Selection. The Action, Fringe Settings, and Subgroup Settings ...
	4. Press Tab. The cursor moves to the Key field. Enter a letter from A to Z. This can be either u...
	5. Press Tab to move to the Description field. Enter a short description of what this key does. T...
	6. In the Action field, you have two choices, Add and Set. Click the selection box for the choice...
	7. In the Fringe Settings field, you can check or uncheck the box. If checked, the fringes will b...
	8. In the Subgroup Settings field, you can check or uncheck the box. If checked, the subgroups wi...
	9. Click the Close button at the top right of the Define Magic Key window. You are returned to yo...


	Removing a Magic Key
	There is no warning when you delete a Magic Key. As soon as you click Remove, the key is gone.
	1. From the Magic Menu, select Define Keys. The Magic Key settings window displays.
	2. Click anywhere in the Magic Key Definition you want to remove.
	3. Click Remove in the upper part of the window. The Magic Key is removed from the list.


	Using a Magic Key
	1. Select the line or lines of Detail where you want to apply the key’s fringes or subgroups.
	2. Apply the Magic Key’s Fringes or Subgroups using one of the following methods:

	Viewing a list of Magic Keys
	Printing a list of Magic Keys
	1. From the Magic menu, select Define Keys. The list of current keys will display.
	2. Click Print. The standard Printer dialog displays and allows you to print your list of Magic K...


	Exporting to Accounting Software
	Export File formats
	Exporting Files to Accounting
	1. From the File menu, select Export, and then select the accounting program you use. The Export ...
	2. Name your new file. The default is the current name of your budget with the extension of the a...
	3. Click OK to export. The budget is saved as a file ready for import to your program of choice.



	Chapter 9 Reports
	Reports create the paper copy of your budget. Printing them allows you to compare different versi...
	Types of Reports
	Setting Print Preferences
	Choosing Landscape or Portrait Printing
	1. From the File menu, choose Print Setup. The Print Setup window displays.
	2. Make sure your printer is selected properly, and then click on the selection button for either...
	3. Click OK to close the window.

	Setting Column Widths
	Setting Margins and Frames
	1. From the File menu, choose Print. The Reports Dialog window displays
	2. At the bottom of the window is an area called Document Margins. Choose either Inches or Centim...
	3. To change the way the lines around your report (frames) display, make the appropriate choice f...

	Setting the Print Font
	1. From the File menu, select Print. The Reports Dialog window displays.
	2. In the Printing Font area, click Font.The Font selection window displays.
	3. Select the font and size you want to use in your budget. A sample of the font you choose displ...
	4. Click OK to change the font.

	Adding Project Information to the Topsheet
	1. From the File menu, select Print. The Reports Dialog displays.
	2. In the Miscellaneous area, click Topsheet. The Topsheet Header Dialog displays.
	3. Enter the information you want to appear on your topsheet. Generally, the project title or bud...

	Adjusting the Header and Footer
	1. From the File menu, choose Print. The Reports Dialog displays.
	2. Click either Header or Footer. The header or footer dialog displays.
	3. Make adjustments to the text you want to display. You can use the following codes to insert an...
	Examples:

	Hiding Empty Accounts or Accounts with a Zero Total
	1. From the File menu, choose Print.
	None of these options will change the on- screen display of your budget. You will always be able ...
	2. In the upper right of the Miscellaneous area, there is a menu. The default choice is “Print al...



	Printing Reports
	1. From the File Menu, choose Print. The Reports Dialog displays.
	2. In the upper left is a list of reports. After you set up how you want your budget to print (Se...
	3. Click Print.
	Available Reports
	Budget
	Topsheet
	Chart of Accounts
	Fringe Summary
	Fringe Table
	Globals Table
	Subgroup Table
	Currency Table
	Units Table
	Magic Keys Table
	Project Information
	Part III - Appendices



	Appendix A Keyboard Shortcuts for Commands
	Appendix B Function Keys
	These function keys are useable when the DOS Version MMB Function Key Compatibility Mode is selec...
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