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Studio Suite X         Chapter 1 - Introduction

Welcome to Studio Suite!

Congra tu la t ions  and thank  you  fo r  i nves t ing  in  the  most  a f fo rdab le  and comple te  S tud io  Management  So f tware 

package ava i l ab le !  S tud io  Su i te  i s  des igned to  be  inva luab le  fo r  any  t ype  o f  record ing ,  pos t -p roduct ion , 

v ideo ,  f i lm,  rad io ,  TV,  g raph ics ,  i n te r ne t /web,  games,  DVD or  mu l t imed ia  p roduct ion  company,  rang ing  f rom 

the  sma l l ,  pe rsona l  basement  s tud io  up  to  the  la rge ,  corpora te ,  mu l t i - room commerc ia l  f ac i l i t y.

S tud io  Su i te  i s  an  ex t reme ly  power fu l  so f tware  package,  so ld  a t  a  ve ry  reasonab le  p r ice .  I f  i t  does  so 

much,  why  i s  i t  so  a f fo rdab le?  Our  goa l  was  to  make the  same so f tware  ava i l ab le  to  ind iv idua ls  as  we l l 

as  l a rge  fac i l i t i es .  Other  S tud io  Management  packages  a re  no t  c ross-p la t fo rm or  user  cus tomizab le ,  and 

a re  expens ive  ( some as  much as  $70,000,  p r iced  out  o f  reach  fo r  the  ind iv idua l  o r  sma l l  to  med ium-s ized 

fac i l i t y ) .  We wanted  to  c rea te  the  s tandard  sys tem so  you  can  ge t  r igh t  to  work  w i th  S tud io  Su i te  a t  any 

s tud io  anywhere  in  the  wor ld .  Today,  S tud io  Su i te  i s  be ing  taught  in  med ia  p roduct ion  schoo ls  and co l l eges 

and i s  the  number  one  cho ice  o f  i nd i v idua ls  and top  s tud ios  in  a t  l eas t  fo r t y  count r i es  wor ldw ide .

A quick word about relational databases

The re la t iona l  da tabase  cons is ts  o f  many  co-dependent  and in te r- tang led  f i l es .  Many  la rge  corpora t ions 

emp loy  a  fu l l - t ime s ta f f  to  ma in ta in  the i r  company ’s  da tabase .  F i l eMaker  i s  one  o f  the  eas ies t  da tabase 

p rograms to  use ,  bu t  an  imp lementa t ion  such  as  S tud io  Su i te  i s  a  cons iderab le  th ing  to  manage (desp i te 

g rea t  e f fo r ts  by  F i l eMaker,  Inc .  and A l te rMed ia  to  make i t  use r- f r i end ly ) .  Do  yourse l f  a  favor  and thorough ly 

read the  F i l eMaker  Pro  and Stud io  Su i te  User ’s  Gu ides  to  g i ve  yourse l f  a  head s ta r t  i n  unders tand ing  the 

bas ic  concepts  o f  f i l es ,   tab les ,  records ,  re la t ionsh ips ,  por ta l s ,  lookups ,  Browse mode,  F ind  mode,  Layout 

http://
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mode,  Prev iew mode,  and a  “ found se t ” .

I t ’s  impor tan t  to  unders tand tha t  S tud io  Su i te  i s  no t  a  s tand-a lone  app l i ca t ion  l i ke  Qu icken ® o r  MS Word ®. 

I t  i s  a  “so lu t ion”  opera t ing  wi th in  a  da tabase  p rogram (F i l eMaker  Pro )  wh ich  i s  des igned to  work  ac ross-

p la t fo rms (Mac OS X  and W indows XP)  and i s  ne tworkab le  fo r  up  to  250 works ta t ions .

Stud io  Su i te  i s  a  l a rge  co l l ec t ion  o f  “modu les” ,  each  re f l ec t ing  a  par t i cu la r  face t  o f  s tud io  management . 

Each  modu le  re fe rences  da ta  f rom re la ted  o r  “ in te rconnected”  background and suppor t  f i l es ,  to  p rov ide  a 

seamless ,  s ing le  so lu t ion .  They  a re  exp la ined in  g rea te r  de ta i l  l a te r  i n  th i s  User ’s  Gu ide .

The 29 modules:  ( in  a lphabet ica l  order )

Barcodes               FTP   Purchase  Orders   

Budgets         I nvo ices   Qu ickLog

Ca lendar         L ib ra ry  &  Labe ls   Rates

Categor ies  and I tems         Ma in tenance    Reca l l

Commun ica t ions         Med ia  Invento ry   Rooms

Contac ts         Par ts   Samples  &  C l ips 

Customiza t ions         Pa tchbay  Labe ls   Tasks

Employees  Schedu les         Pe t ty  Cash   T i t l es

Equ ipment         P roduct ions   Web G lancer

Events         P ro jec ts   Web Request

 

How to use this User’s Guide
For  the  f i r s t  t ime the  Stud io  Su i te  Manua l  i s  a  searchab le  Pd f .   I t  conta ins  l i nks  and bookmarks  w i th in  each 

chapte r  to  he lp  you  be t te r  nav iga te  i t ’s  conten ts .   You  have  the  opt ion  o f  p r in t ing  ou t  your  Pd f  o r  o rder ing 

one  f rom A l te rMed ia ,  Inc .  fo r  $50.   You may  f i nd  a  few b lank  pages  a t  the  end o f  chapte rs ,  th i s  i s  done 

in ten t iona l l y  fo r  p r in t ing  purposes ,  because  i f  you  do  dec ide  to  p r in t  your  Pd f  i n  i t ’s  en t i re ty,  we suggest  tha t 

you  do  so  doub le  s ided and the  b lank  pages  make the  chapte rs  a l l  s ta r t  i n  the  r igh t  p lace .   Tha t  be ing  sa id , 

the re  i s  no  index  fo r  the  p r in ted  copy  because  i t  i s  most l y  i n tended to  be  used as  a  Pd f .  

Compute r  users  o f ten  sk ip  read ing  the i r  manua ls  and jus t  ge t  s ta r ted .  You w i l l  f i nd  tha t  by  look ing  a t  the 

Ma in  Menu and the  tabbed in te r face ,  S tud io  Su i te  i s  ve ry  in tu i t i ve .   And,  i t  i s .  But ,  l i ke  any th ing ,  the re  a re 

a  few bas ics  you  must  l ea rn  and cer ta in  in fo rmat ion  about  your  s tud io  must  ex is t  i n  the  sys tem fo r  i t  to  run 

p roper l y.

Take  some t ime,  read the  manua l ,  and be  open to  th i s  new approach to  s tud io  management .  W i th  feedback 

f rom a l l  o f  ou r  users ,  S tud io  Su i te  has  g radua l l y  been  per fec ted  s ince  1997 in to  a  we l l -des igned “sys tem” . 

When you  unders tand the  “S tud io  Su i te  Way” ,  you  w i l l  no t ice  a  s ign i f i can t  i nc rease  in  the  e f f i c iency  and 

pro fess iona l i sm o f  your  s tud io . 

I t  i s  VERY IMPORTANT  tha t  you  read the  fo l low ing  chapte rs  o f  th i s  User ’s  Gu ide .

Chapter  2 :   Insta l la t ion  -  A f te r  you  have  ins ta l l ed  Stud io  Su i te ,  comple te  the  Seven  th ings  you  must  do 

chapte r  i n  th i s  User ’s  Gu ide ,  wh ich  te l l s  S tud io  Su i te  about  your  S tud io  Su i te  Users ,  your  company,  your 

rooms,  your  equ ipment ,  your  contac ts  and your  v i rg in  med ia  invento ry.



1-4

Studio Suite X         Chapter 1 - Introduction

Chapter  5 :     Studio  Sui te  Basics  -  A  qu ick  overv iew o f  some un ive rsa l  aspects  o f  S tud io  Su i te .

Chapter  7 :     Seven Things You Must  Do  -  How to  se t  up  Stud io  Su i te  fo r  fu tu re  success .

Chapter  8 :     Tutor ia l 

Chapter  14 :   Calendar  modu le 

Chapter  31 :   Projects  modu le 

Once you  a re  fami l i a r  w i th  the  in fo rmat ion  in  these  chapte rs ,  you  a re  ready  to  exp lo re  the  res t  o f  S tud io 

Su i te .  Th is  User ’s  Gu ide  assumes tha t  you  a re  fami l i a r  w i th  the  bas ic  opera t ion  o f  your  compute r,  as  we l l  as 

the  bas ic  opera t ion  o f  F i l eMaker  Pro .

We have  app l i ed  ce r ta in  convent ions  th roughout  th i s  User ’s  Gu ide  to  keep in fo rmat ion  cons is ten t  and easy 

to  unders tand.

Conventions

• 	 Bold  Tex t  -  D i f f e ren t  modu les  w i th in  S tud io  Su i te  w i l l  be  shown in  bo ld ; 

i . e . :  “ In  the  Contacts  modu le  . . . ” .

• 	 Tabs  -  S tud io  Su i te  has  a  tabbed in te r face ,  mean ing  tha t  d i f f e ren t 

l ayouts  a re  se lec ted  by  c l i ck ing  on  the  f i l e  fo lde r- l i ke  tabs .  Tabs  and 

sub- tabs  w i l l  be  shown in  i ta l i c ;  i . e . :  “C l i ck  on  the  Deta i l  tab  to  v iew . . . ”

• 	 We	 in te rchange	 the 	words 	 sc reen , 	 l ayout 	 and	 v iew, 	wh ich 	 a l l 	 re fe r 	 to 	 a	

database  layout .

• 	 Fie ld  -  a  f i e ld  i s  a  p lace  where  you  en te r  tex t ,  da tes ,  g raph ic  o r  numer ica l 

i n fo rmat ion .  F ie ld  names w i l l  be  shown in  bo ld ;  i . e . :  “En te r  the  Pr ice 

you  w i l l  se l l  the  med ia  fo r  . . . ” . 

• 	 But tons  -  There  a re  many  but tons  in  S tud io  Su i te  tha t  per fo rm spec i f i c 

func t ions .  But ton  names w i l l  be  shown in  i ta l i cs ;  i . e . :  “C l i ck  on  the  Go 

To  bu t ton . ”

• 	 z /  Ctr l  -  I n  F i l eMaker  Pro ,  the  Command (z )  key  on  a  Mac in tosh 

opera tes  in  the  same manner  as  the  Cont ro l  (C t r l )  key  on  a  W indows 

mach ine .  For  example ,  i f  the  ins t ruc t ions  say  “Press  Command +  N” , 

th i s  means  tha t  you  w i l l  ho ld  down the  Command key  and type  an  N, 

then  re lease  both  keys  (Ct r l  +  N on  W indows) .

 

Versions  
Stud io  Su i te  X  S tud io  Management  So f tware  has  four  p rogram vers ions  su i ted  to  your  spec i f i c  bus iness 

needs  and app l i ca t ions .

Solo
New w i th  the  re lease  o f  S tud io  Su i te  X ,  the  Solo vers ion  i s  des igned fo r  a  s tudent ,  hobby is t  o r  a  persona l 
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s tud io  w i th  one  room,  up  to  100 p ieces  o f  equ ipment ,  and 5  bookab le  s ta f f .

So lo  i s  non-cus tomizab le  and in tended fo r  a  s ing le  user  on ly.   I t  does  not  i nc lude  Web or  iPhone remote 

access  i tems o r  emp loyee  schedu l ing  and web reques t .

Pro
The Pro  ve rs ion  i s  des igned fo r  a  s ing le  user  on ly,  and i s  bes t  su i ted  fo r  a  sma l l  p ro fess iona l  s tud io  o r 

p roduct ion  fac i l i t y. 

P ro  does  not  i nc lude  Web or  iPhone remote  access  i tems o r  web reques t .  P ro  can  upgrade  to  the 

Network  and  In ternet  ve rs ions  o f  S tud io  Su i te  and requ i res  the  purchase  o f  F i l emaker  Serve r  so f tware .

Network
The Network  ve rs ion  i s  des igned fo r  fac i l i t i es  w i th  mu l t ip le  users .   I t  requ i res  F i l eMaker  Serve r  so f tware .  

Add i t iona l  “sea ts”  and sea t  bund les  o f  1 ,5 ,10 ,15  &  20  o r  more  a re  ava i l ab le .

Th is  ve rs ion  inc ludes  iPhone and iPad access  to  the  Calendar ,  Contacts ,  and  Tasks  modu les  w i th  a 

down loadab le  app ca l l ed  “F i l eMaker  Go” .   More  about  th i s  app in  the  Mob i le  Dev ices  chapte r.  

Network  i s  upgradab le  to  the  In ternet  ve rs ion .

Internet
The In ternet  ve rs ion  i s  des igned fo r  fac i l i t i es  w i th  mu l t ip le  users  need ing  access  v ia  a  web browser  o r 

over  the  In te r ne t .   Add i t iona l  “sea ts”  and sea t  bund les  o f  1 ,5 ,10 ,15  &  20  o r  more  a re  ava i l ab le .

The  In te r ne t  ve rs ion  u t i l i zes  F i l eMaker  Serve r  Advance ’s  power fu l  I ns tan t  Web Pub l i sh ing  ( IWP)  to  p rov ide 

web access ib i l i t y  v ia  a  s tandard  b rowser  to  the  en t i re  da tabase  fo r  a l l  use rs . 

About The Creator Of Studio Suite
Stud io  Su i te  i s  the  b ra inch i ld  o f  mu l t i -p la t inum award-w inn ing  eng ineer,  m ixe r  and producer  Joe l  S toner. 

He  s ta r ted  bu i ld ing  Stud io  Su i te  in  1995 to  meet  h i s  persona l  needs  and soon recogn ized  the  lack  o f  a 

s tandard ized  sys tem fo r  the  record ing  indus t ry.  In  ea r l y  1997 he  h i red  a  s ta f f  o f  p rogrammers  to  he lp 

b r ing  the  p roduct  to  marke t .  Soon a f te r  i t s  i n i t i a l  re lease ,  the  demand fo r  S tud io  Su i te  expanded in to 

o ther  i ndus t r i es  such  as  pos t -p roduct ion ,  v ideo ,  f i lm,  rad io ,  TV,  g raph ics ,  i n te r ne t /web,  games,  DVD and 

mu l t imed ia  p roduct ion  and has  been rewr i t ten  and expanded to  accommodate  these  users .  S tud io  Su i te  i s 

now used in  over  40  count r i es  on  6  cont inen ts .

A  25  year  ve te ran  o f  the  mus ic  indus t ry,  Joe l  has  worked on  count less  records ,  f i lms ,  TV  shows and j i ng les  in 

over  100 o f  the  bes t  s tud ios  in  the  wor ld .  He  has  a  Bache lo r ’s  Degree  in  Mus ic  Product ion  and Eng ineer ing 

and has  he ld  the  o f f i ce  o f  V ice  Pres ident  o f  the  A t lan ta  chapte r  o f  NARAS ( the  Nat iona l  Academy o f  Record ing 

Ar ts  and Sc iences ) .  He  has  a l so  se rved as  an  Adv iso ry  Assoc ia te  o f  SPARS ( the  Soc ie ty  o f  P ro fess iona l 

Aud io  Record ing  Serv ices )  and i s  a  member  o f  AES ( the  Aud io  Eng ineer ing  Soc ie ty ) ,  NAMM ( the  Nat iona l 

Assoc ia t ion  o f  Mus ic  Merchand ise rs ) ,  and the  F i l eMaker  So lu t ions  A l l i ance .  Joe l  i s  a  pub l i shed au thor, 

co l l ege  lec tu re r,  and has  been a  pane l i s t ,  j udge ,  and modera to r  on  top ics  re la ted  to  the  record ing  indus t ry.
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The ins ta l l a t ion  p rocess  fo r  S tud io  Su i te  X  i s  d i f f e ren t  f rom a l l  o f  the  ve rs ions  tha t  came be fo re  i t .   P lease 

read th i s  chapte r  and User ’s  Gu ide  thorough ly  to  ge t  the  most  ou t  o f  your  S tud io  Su i te  X  use .

Hardware and software requirements

Single User or Cl ient:

• 	 Mac in tosh 	 (G5 ) 	10 .4 	o r 	 l a te r, 	 	 I n te l 	Mac	10 .4 .5 	o r 	 l a te r, 	o r 	PC	w i th 	W indows	XP	 (SP2 )

• 	 M in imum	512	MB	RAM	 (more 	 i s 	be t te r ! )

• 	 M in imum	1 	GB	ava i l ab le 	ha rd 	d isk 	space

• 	 F i l eMaker 	Pro 	12

Server:

• 	 Mac in tosh 	(G5 ) 	10 .4 	o r 	 l a te r, 	 I n te l 	Mac	10 .4 .5 	o r 	 l a te r, 	o r 	PC	w i th 	W indows	Serve r 	2003	

(SP 2 )  ( recommended fo r  PC)  o r  W indows Serve r  2008 o r

 W indows XP Pro  (SP2 )  (no t  recommended)

• 	 M in imum	2 	g ig 	MB	RAM	 (more 	 i s 	be t te r ! )

• 	 M in imum	1 	GB	ava i l ab le 	ha rd 	d isk 	space

• 	 Backup	Dr i ve

• 	 F i l eMaker 	Serve r 	12
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What should I  do f irst?
Stud io  Su i te  requ i res  tha t  you  have  F i l eMaker ® Pro  12  by  F i l eMaker,  Inc .  a l ready  ins ta l l ed  on  your  compute r. 

I f  i t ’s  no t  a l ready  ins ta l l ed ,  go  ahead and ins ta l l  i t .  I f  you  a re  us ing  F i l eMaker  Serve r,  i ns ta l l  F i l eMaker  Serve r 

12  on  your  se rve r.

I f  you  purchased your  F i l eMaker  as  a  bund le  w i th  S tud io  Su i te ,  be  su re  to  en te r  “A l te rMed ia ,  Inc . ” ,  as  the 

L icensee .  These  ve rs ions  o f  F i l eMaker  (bo th  FM Pro  and FM Serve r )  a re  ac tua l l y  l i censed to  A l te rMed ia  fo r 

use  in  these  bund le  packages  (as  par t  o f  F i l eMaker ’s  “So lu t ions  Bund le  Agreement” ) .  I f  you  have  ques t ions 

regard ing  the  ins ta l l a t ion  o f  F i l eMaker  Pro  o r  F i l eMaker  Serve r,  p lease  consu l t  the  .pd f  manua ls  on  the 

F i l eMaker  CD.

Important Considerations

Networking Studio Suite

NOTE:  I f  you  wi l l  be  us ing  Stud io  Su i te  on  a  s ing le  computer,  you  may sk ip  th is  sect ion 

and proceed to  the  next  sect ion  –  Ins ta l l a t ion .

Us ing  Stud io  Su i te  on  two o r  more  compute rs  means  tha t  you  a re  ne twork ing .  In  a  ne twork  s i tua t ion , 

S tud io  Su i te  da ta  f i l es  a re  ins ta l l ed  on  ONLY ONE compute r,  and tha t  mach ine  i s  cons idered  the  Serve r /

Host  o f  S tud io  Su i te ,  and any  user  who accesses  a  hos ted  f i l e  f rom the  Serve r /Host  i s  a  Cl ien t /Guest .

There  a re  two methods  in  wh ich  F i l eMaker  f i l es  can  be  hos ted  to  mu l t ip le  users : 

• 	 Us ing 	F i l eMaker 	Serve r 	 ( s t rong ly 	 recommended) .

• 	 Us ing 	 regu la r 	F i l eMaker 	Pro 	 (not  recommended) .

For  c la r i t y,  when us ing  F i l eMaker  Serve r,  we  re fe r  to  the  f i l es  as  be ing  “se rved” .  When us ing  a  regu la r 

copy  o f  F i l eMaker  Pro  as  the  desk top works ta t ion  hos t  o f  mu l t i -user  f i l es ,  we w i l l  re fe r  to  those  f i l es  as 

be ing  “hos ted” . 

NOTE:  100 or  1000 mbi t  E thernet  i s  fas te r  than  10  mbi t .

Using regular Fi leMaker Pro instead of Fi leMaker Server
Al though hos t ing  to  mu l t ip le  users  w i th  F i l eMaker  Pro  (no t  F i l eMaker  Serve r )  i s  poss ib le ,  i t  i s  no t  the 

idea l  se rve r  fo r  a  mu l t i -user  env i ronment  (as  i t  i s  no t  des igned fo r  h igh  vo lume data  th roughput  to 

mu l t ip le  users ) .  Fu r the r,  when hos t ing  to  mu l t ip le  users  us ing  F i l eMaker  Pro  ins tead o f  F i l eMaker  Serve r, 

i f  the  user  o f  the  hos t  mach ine  i s  us ing  another  app l i ca t ion  ( such  as  a  web browser ) ,  F i l eMaker  Pro 

becomes a  “background app l i ca t ion”  and opera tes  much s lower  than  the  fo reground app l i ca t ion .  Th is 

causes  o ther  “gues t ”  users  to  have  poor  per fo rmance.  For  th i s  reason,  and o thers  ou t l i ned  be low,  we 

s t rong ly  recommend tha t  you  use  F i l eMaker  Serve r  i n  mu l t i -user  env i ronments .
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Using Fi leMaker Server

Advantages
The advantage  o f  us ing  F i l eMaker  Serve r  i s  tha t  i t  i s  much fas te r  and can  hand le  more  s imu l taneous  f i l es 

and users  than  hos t ing  f rom regu la r  F i l eMaker  Pro  (wh ich  was  des igned to  be  a  works ta t ion  app l i ca t ion 

and not  a  ne tworked data  se rve r ) .

The  F i l eMaker  Serve r  app l i ca t ion  au tomat ica l l y  opens  and se rves  a l l  o f  the  f i l es  in  the  F i l eMaker  Serve r 

Fo lder.  Once  these  shared  f i l es  a re  se rved,  they  can  be  accessed by  C l i en t /Guest  mach ines .

Another  p r imary  advantage  o f  us ing  F i l eMaker  Serve r  i s  tha t  i t  i nc ludes  the  ab i l i t y  to  c rea te  backup 

schedu les .  Because  these  backups  a re  in i t i a ted  by  F i l eMaker  Serve r,  i t  pauses  the  da tabases  wh i l e  the 

backup i s  be ing  made and saves  the  backups  in  a  “c losed”  s ta te .  Even  i f   you  a re  us ing  3 rd-par ty  backup 

so f tware ,  i t  i s  v i ta l l y  impor tan t  to  use  the  F i l eMaker  Serve r  backup schedu le r  to  c rea te  the  in i t i a l  backup 

f i l es .  Then  you  can  use  the  3 rd-par ty  backup so f tware  to  backup the  backup f i l es  tha t  F i l eMaker  Serve r 

c rea tes .  Otherw ise ,  the  backups  w i l l  be  made on  f i l es  wh i l e  they  a re  in  an  “open”  s ta te ,  and the re fo re 

l i ke l y  no t  to  be  comple te  o r  even  usab le  backup f i l es  wh ich  de fea ts  the  en t i re  po in t  o f  backups .  Th is  i s 

no t  someth ing  to  take  l i gh t l y.  P lease  see  Append ix  D  fo r  more  in fo rmat ion  on  mak ing  backups .

Disadvantages
The d isadvantage  o f  us ing  F i l eMaker  Serve r  i s  tha t  you  cannot  v iew or  ‘use ’  any  o f  the  se rved Stud io 

Su i te  f i l es  on  the  Serve r  mach ine ;  i t  ONLY serves  the  Stud io  Su i te  f i l es  ou t  to  C l i en t /Guest  mach ines 

on  the  ne twork .  ( i . e . ,  i t  i s  no t  usab le  as  a  works ta t ion ) .  We recommend tha t  you  do  NOT have  regu la r 

F i l eMaker  Pro  and F i l eMaker  Serve r  l aunched a t  the  same t ime on  the  Serve r  mach ine .

Seat Licenses
Each C l i en t /Guest  mach ine  must  have  a  Seat  L icense  to  access  Stud io  Su i te .

You can  c rea te  an  un l im i ted  number  o f  S tud io  Su i te  Users ,  bu t  you  cannot  exceed the  number  o f 

s imu l taneous  Users  tha t  your  Seat  L icense  a l lows.  For  example ,  i f  you  have  22  emp loyees ,  bu t  on ly  15 

o f  them w i l l  regu la r l y  work  on  Stud io  Su i te  a t  the  same t ime (15  Seat  L icense ) ,  you  can  de f ine  each  as  a 

S tud io  Su i te  User,  bu t  on ly  15  o f  them can  access  Stud io  Su i te  s imu l taneous ly.

To  purchase  add i t iona l  Seats  o f  S tud io  Su i te ,  o r  ca l l  A l te rMed ia  a t  1 .800.450.5740 ( i f  you  a re  ca l l i ng 

f rom outs ide  the  US or  Canada,  phone 1 .818.955.9550 ) .

FileMaker Pro and Fi leMaker Server Running Simultaneously
You shou ld  not  have  F i l eMaker  Serve r  and F i l eMaker  Pro  runn ing  a t  the  same t ime on  the  same mach ine . 

Wh i le  both  app l i ca t ions  can  be  ins ta l l ed  on  the  same compute r  a t  the  same t ime,  you  shou ld  on ly  have 

one  launched a t  a  t ime.  I f  you  need to  open the  f i l es  on  the  se rve r  i n  F i l eMaker  Pro ,  be  su re  to  use  the 

F i l eMaker  Serve r  Admin  too l  to  p roper l y  C lose  the  da tabases  f i r s t .  Th is  p revents  the  poss ib i l i t y  o f  two 

d i f f e ren t  app l i ca t ions  hav ing  the  same f i l e  open a t  the  same t ime.

Shared Folder
The Stud io  Su i te  f i l es  on  the  Serve r /Host  shou ld  NOT be  in  a  shared  fo lde r.  A l though th i s  seems counte r-
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i n tu i t i ve ,  F i l eMaker  has  i t s  own bu i l t - i n  ne twork  p ro toco l  tha t  bypasses  the  s ing le -user  s ta tus  o f  a 

fo lde r.  I f  the  fo lde r  i s  shared ,  per fo rmance w i l l  be  d ramat ica l l y  decreased as  tha t  fo lde r  w i l l  spend a 

lo t  o f  t ime,  ha rd  d r i ve  and I /O resources  shar ing  i t se l f  to  o ther  compute rs  on  the  ne twork .  Fu r the r,  th i s 

makes  i t  poss ib le  fo r  f i l es  to  be  opened incor rec t l y  over  the  ne twork  (us ing  regu la r  f i l e -shar ing  ins tead 

o f  the  requ i red  F i l eMaker  ne twork  p ro toco l ) .  Open ing  them th is  way  w i l l  a lmost  guaran tee  tha t  the  f i l es 

w i l l  become cor rupted .  Hav ing  the  f i l es  in  a  Shared  fo lde r  a l so  makes  them ava i l ab le  to  anyone on  the 

ne twork  -  a  poten t ia l  secur i t y  r i sk .  Do not  share  the  fo lde r  ho ld ing  your  S tud io  Su i te  f i l es .

Client/Guest machine
When launch ing  Stud io  Su i te  f rom a  C l i en t /Guest  mach ine ,  i f  i t  asks  you  to  f i nd  a  f i l e  on  the  Serve r /

Host ,  ALWAYS use  the  Remote  bu t ton  f rom the  Open F i l e  d ia log  box .  Th is  te l l s  F i l eMaker  to  look  fo r  and 

connect  to  f i l es  opened on  the  remote  Serve r /Host  th rough i t s  own propr ie ta ry  ne twork  pa th ,  as  opposed 

to  the  norma l  ne twork  pa th  tha t  the  opera t ing  sys tem uses .  Th is  i s  impor tan t !

DO NOT put  any  o ther  S tud io  Su i te  f i l es  on  the  C l i en t /Guest  mach ine  except  fo r  the  S tud io  Su i te  X . fmp12 

f i l e ,  o r  you  r i sk  comple te l y  sc ramb l ing  your  da ta .  Some peop le  may  t r y  to  ins ta l l  the  ma in  S tud io  Su i te 

f i l es  on  more  than  one  compute r,  i ns tead o f  access ing  them v ia  a  ne twork .  Th is  wou ld  be  a  huge mis take , 

no t  because  o f  any  “ l ega l ”  ru les  about  copy ing  so f tware  (wh ich  a l so  app ly  by  the  way ) ,  bu t  because  you 

wou ld  then  have  two cop ies  o f  the  same data  and i t  wou ld  ge t  qu i te  con fus ing  ( fo r  you  and Stud io  Su i te ) 

to  f igu re  ou t  wh ich  copy  i s  the  most  recent .

Fur the r,  because  the  Stud io  Su i te  f i l es  a re  ve ry  in te r tw ined w i th  each  o ther,  s imp ly  rep lac ing  one  f i l e  on 

a  desk top compute r  w i th  the  one  you  have  taken  w i th  you  on  your  l ap top cou ld  resu l t  i n  m isa l ignment  o f 

se r ia l i zed  da ta  in  re la ted  f i l es .  DO NOT DO IT !

File Names
DO NOT CHANGE  the names of  any Studio  Sui te  f i les .  Because  i t  i s  a  re la t iona l  da tabase ,  the  f i l es 

a re  p rogrammed to  look  fo r  spec i f i ca l l y  named f i l es .  Chang ing  the  names wou ld  “b reak  the  re la t ionsh ip” , 

d i sab l ing  the  re la t iona l  capab i l i t i es  and wreak ing  havoc . 

The  da ta  in  S tud io  Su i te  may  be  one  o f  your  most  va luab le  asse ts .  Guard  i t  w i th  ca re .  I f  someone has 

phys ica l  access  to  your  se rve r  and knows your  passwords ,  they  have  access  to  a l l  o f  your  da ta .  I f  you 

can ,  keep your  se rve r  beh ind  locked doors ,  and do not  l eave  your  passwords  s tuck  to  the  wa l l  on  a 

pos t - i t  no te ! 

Data Corruption
Be sure  to  read APPENDIX A regard ing  da ta  cor rupt ion ,  recovery,  and mak ing  regu la r  backups  o f  your 

da ta .  S ince  your  en t i re  bus iness  may  re l y  on  m iss ion  c r i t i ca l  i n fo rmat ion  s to red  in  S tud io  Su i te ,  p lease 

do  not  r i sk  i t  by  neg lec t ing  th i s  v i ta l  task .  Be l i eve  i t  o r  no t ,  compute rs  have  been known to  e r ro r  on 

occas ions .  Spec i f i c  requ i rements  fo r  recover ing  f i l es  must  be  adhered  to .

Backups are  REALLY IMPORTANT!
Be sure  to  read APPENDIX D  fo r  de ta i l s  on  how and when to  make Backups ! 



2-6

Studio Suite X          Chapter 2 - Installation

Instal lat ion 

Instal lat ion Prerequisites

• 	 I t 	 i s 	 impor tan t 	 tha t 	 you 	 read	 a l l 	 o f 	 the 	 ins ta l l a t ion 	 ins t ruc t ions 	 be fo re	

proceed ing  w i th  the  ac tua l  Ins ta l l a t ion  to  become fami l i a r  w i th  a l l  o f 

your  opt ions .

• 	 F i l eMaker 	Pro 	12 	must 	be 	ins ta l l ed 	on 	a l l 	compute rs 	us ing 	Stud io 	Su i te .	

I f  you  acqu i red  your  F i l eMaker  l i cense (s )  f rom A l te rMed ia ,   On the 

F i l eMaker  ins ta l l a t ion/ reg is t ra t ion  sc reen ,  en te r  your  name in  the  User 

f i e ld .  For  the  Organ iza t ion ,  en te r  “ALTERMEDIA,  INC.“   (no  quotes ) .  The 

L icense  key  fo r  the  F i l eMaker  So f tware  i s  on  your  Invo ice .

• 	 I f 	 you 	 a re 	 us ing 	 F i l eMaker 	 Serve r, 	 you 	 shou ld 	 have 	 F i l eMaker 	 Serve r	

i ns ta l l ed  on  your  Serve r /Host  mach ine .  You shou ld  not  access  the 

Stud io  Su i te  f i l es  f rom the  Serve r /Host  mach ine ,  on ly  f rom a  C l i en t /

Guest  mach ine ,  un less  adv ised  d i f f e ren t l y  by  A l te rMed ia  Techn ica l 

Suppor t .

Instal lat ion Options
Before  we ge t  to  the  ac tua l  i ns ta l l a t ion ,  the re  a re  a  few more  th ings  to  know.  There  a re  f i ve  ins ta l l a t ion 

opt ions  ava i l ab le  when you  launch the  Stud io  Su i te  ins ta l l e r.  The  f i r s t  th ree  a re  the  most  common,  bu t  i t 

i s  impor tan t  to  make sure  you  unders tand wh ich  ve rs ion  i s  the  appropr ia te  one  to  use :

• 	 S ing le 	User

• 	 	Serve r 	 (Network 	Vers ion )

• 	 	Serve r 	 ( I n te r ne t 	Vers ion )

• 	 	Desk top	Host

• 	 	C l i en t

• 	 	P lug- ins 	On ly

• 	 	Barcode	Fonts 	On ly

Single User Instal lat ion
Use th i s  Ins ta l l a t ion  opt ion  i f  you  a re  us ing  Stud io  Su i te  on  a  s ing le  compute r. 

How to instal l  Studio Suite on a single computer:

1.  Choose  the  S ing le  User  Ins ta l l a t ion .  S tud io  Su i te  w i l l  be  ins ta l l ed  in  your 

Documents  fo lde r. 

2 .  I f  you  have  mu l t ip le  cop ies  o f  F i l eMaker  Pro  ins ta l l ed ,  the  ins ta l l e r  w i l l  ask  you 

to  spec i f y  wh ich  ve rs ion  you  want  i t  to  ins ta l l  the  p lug- ins  in to .  No mat te r  what 

you  choose ,  the  p lug ins  a re  ins ta l l ed  in  the  fo l low ing  loca t ions :

• 	 A l l  6 4-b i t  e d i t i o ns  o f  W ind ows:  C:\ P ro g ra m F i l e s  ( x86 )\ F i l e M a ke r  P ro  12\ E x te ns i o ns

• 	 A l l  32-b i t  e d i t i o ns  o f  W ind ows:  C:\ P ro g ra m F i l e s\ F i l e M a ke r  P ro  12\ E x te ns i o ns

• 	 Mac OS X :  Mac in tosh  HD:Users :User  Name:L ib ra ry :App l i ca t ion  Suppor t
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Th is  opt ion  c rea tes  a  ma in  S tud io  Su i te  fo lde r  i n  your  Documents  fo lde r  and then  ins ta l l s  the  S tud io 

Su i te  X  fo lde r  w i th  e igh t  S tud io  Su i te  f i l es ,  the  p lug- ins  ( i n to  the  F i l eMaker  Ex tens ions  fo lde r ) ,  a  S tud io 

Su i te  Backups  fo lde r,  and  a  S tud io  Su i te  a l i as /shor tcu t .  The  ins ta l l ed  Stud io  Su i te  f i l es  w i l l  be  p rese t  to 

no t  a l low ne twork  access .  I f  you  la te r  add more  sea ts  to  your  l i cense  la te r,  you  w i l l  need to  ad jus t  these 

se t t ings  in  your  F i l eMaker  app l i ca t ion ’s  Shar ing  se t t i ngs .

Server (Network Version) Instal lat ion

Use th i s  i ns ta l l  on  your  se rve r  i f  you  a re  us ing  F i l eMaker  Serve r.  Th is  opt ion  ins ta l l s  the  S tud io  Su i te 

Serve r  Network  Vers ion  f i l es ,  omi t t i ng  the  S tud io  Su i te  C l i en t  and p lug- in  f i l es .  Make  sure  you  have  the 

F i l eMaker  Serve r  app l i ca t ion  ins ta l l ed  on  the  Serve r  mach ine  be fo re  p roceed ing .

The  bas ic  s tep  fo r  th i s  Ins ta l l a t ion  i s :

1 .  Choose  the  Serve r  Ins ta l l a t ion  opt ion .

The  Stud io  Su i te  X  Serve r  fo lde r,  w i th  8  S tud io  Su i te  f i l es  ins ide ,  i s  i ns ta l l ed  in to  the  F i l eMaker  Serve r 

fo lde r.  The  9 th  f i l e ,  S tud io  Su i te  X . fmp12,  i s  no t  i ns ta l l ed ,  as  i t  i s  on l y  i ns ta l l ed  on  S ing le  User  ins ta l l s , 

and Stud io  Su i te  C l i en t  mach ines  tha t  need to  access  a  Serve r.  This  insta l ler  should  not  be run i f  you 

have purchased Studio  Sui te  X Solo ,  Pro,  or  Internet .

When the  Serve r  Ins ta l l a t ion  i s  comple te ,  you  shou ld  res ta r t  the  Serve r  mach ine ,  then  p roceed w i th  the 

C l i en t  Ins ta l l a t ions  on  a l l  o f  the  C l i en t /Guest  mach ines .

• 	 	On	Macs ,  the  f i l es  a re  ins ta l l ed  a t  : [ha rd  d isk ] /L ib ra ry /F i l eMaker  Serve r /Data /Databases .

• 	 	On	PCs ,  the  f i l es  a re  ins ta l l ed  a t :  P rogramF i les \F i l eMaker \F i l eMaker  Serve r \Data \Databases . 

The  F i l eMaker  Serve r  app l i ca t ion  w i l l  l ook  in  these  loca t ions  au tomat ica l l y.  I f  you  dec ide  to  move  the  f i l es 

to  a  d i f f e ren t  loca t ion ,  make  sure  the  f i l es  a re  c losed w i th in  the  F i l eMaker  Serve r  app l i ca t ion ,  then  move 

them.  You can  then  use  F i l e  Maker  Serve r  to  re -up load the  f i l es  f rom the  new loca t ion .

There  a re  some par t i cu la rs  to  the  opera t ion  o f  F i l eMaker  Serve r.  Ra ther  than  cover  them here ,  p lease 

re fe r  to  the  pd f  manua l  on  the  F i l eMaker  Serve r  i ns ta l l a t ion  image fo r  impor tan t  i n fo rmat ion .  Par t i cu la r l y 

impor tan t  however,  i s  to  be  su re  tha t  your  se rve r  has  a  s ta t i c  IP  address ,  as  the  c l i en t  mach ines  w i l l 

be  look ing  to  a  spec i f i c  IP  address  to  f i nd  the  se rved f i l es .  I f  the  se rve r  address  changes ,  the  c l i en t 

mach ines  won’t  be  ab le  to  f i nd  i t ,  you  w i l l  have  to  re loca te  the  se rve r  each  t ime (poss ib le ,  bu t  annoy ing ) .

The  F i l eMaker  Serve r  app l i ca t ion  cannot  be  used as  a  works ta t ion .  A l l  i t  does  i s  “se rve”  da ta  fo r  c l i en t 

mach ines  to  access  f rom other  mach ines  ne tworked to  the  se rve r.  As  such ,  i t  does  not  occupy  a  S tud io 

Su i te  sea t .

Server ( Internet Version) Instal lat ion

Use th i s  i ns ta l l  on  your  se rve r,  wh ich  w i l l  requ i re  F i l eMaker  Serve r  Advanced.  Th is  opt ion  ins ta l l s  the 

S tud io  Su i te  Serve r  f i l es ,  omi t t i ng  the  S tud io  Su i te  C l i en t  and p lug- in  f i l es .  Th is  a l so  ins ta l l s  add i t iona l 

f i l es  spec i f i ca l l y  fo r  S tud io  Su i te  X  In te r ne t  Vers ions .  Make sure  you  have  the  F i l eMaker  Serve r  Advanced 

app l i ca t ion  ins ta l l ed  on  the  Serve r  mach ine  be fo re   p roceed ing .
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The bas ic  s tep  fo r  th i s  Ins ta l l a t ion  i s :

1 .  Choose  the  Serve r  ( I n te r ne t )  I ns ta l l a t ion  opt ion .

The  Stud io  Su i te  X  Serve r  fo lde r  (w i th  8  S tud io  Su i te  f i l es  ins ide ) ,  i s  i ns ta l l ed  in to  the  F i l eMaker  Serve r 

fo lde r.  The  9 th  f i l e ,  S tud io  Su i te  X . fmp12,  i s  no t  i ns ta l l ed .   I t  i s  on l y  i ns ta l l ed  on  S ing le  User  ins ta l l s  and  

S tud io  Su i te  C l i en t  mach ines  tha t  need to  access  a  Serve r.  This  insta l ler  should  not  be run i f  you 

have purchased Studio  Sui te  X Solo ,  Pro,  or  Network vers ions.

Server Add-Ons

When e i the r  the  Network  o r  In te r ne t  ve rs ions  o f  S tud io  Su i te  X  Serve r  f i n i sh  ins ta l l i ng ,  they  w i l l  l aunch 

add-on  ins ta l l e rs  i f  you  so  choose .  These  p rov ide  add i t iona l  func t iona l i t y  such  as  the  Web G lancer,  Web 

Request  and mob i le  add-ons  as  we l l  as  spec ia l  I n te r ne t  add-ons  i f  you  have  ins ta l l ed  Stud io  Su i te  X 

In te r ne t .

The  “Stud io  Su i te  X  Add-Ons”  ins ta l l e r  i nc ludes  the  Web G lancer,  Web Request  and mob i le  add-ons 

wh ich  a re  inc luded on ly  w i th  S tud io  Su i te  X  Network  and In te r ne t .  These  f i l es  a re  ac tua l l y  spec ia l l y -

des igned webs i tes  wh ich  can  be  accessed by  o ther  users .

• 	 On	Macs ,  the  f i l es  a re  ins ta l l ed  a t  the  cur ren t l y  logged- in  user ’s  Home d i rec to ry,  w i th in 

the  S i tes  fo lde r,  fo r  example :  [ha rd  d isk ] /user /S i tes /Stud ioSu i te .

• 	 On	Mac OS X Server ,  the  de fau l t  l oca t ion  fo r  hos ted  s i tes  i s  /L ib ra ry /Med ia /Documents . 

P lease  re fe r  to  the  o f f i c ia l  App le  documenta t ion  fo r  OS X  Serve r  fo r  opt ima l  se tup .

• 	 On	Windows Server ,  the  f i l es  a re  s to red  in  the  “wwwroot ”  fo lde r  o r  i t s  equ iva len t .  In 

most  cases  th i s  i s  “C: \ Ine tpub\wwwroot ” ,  however  your  con f igu ra t ion  may  va ry.

There  i s  impor tant  (and cr i t ica l )  in fo rmat ion  a l ready  we l l  documented about  web shar ing 

in  the  F i leMaker  Server  manua l .  Rather  than  re-pr in t  i t  here ,  p lease  read the  re levant  sec-

t ions  o f  tha t  manua l  fo r  more  in format ion  on  how to  share  databases  over  the  web.

I f  you  wish  to  access  these  modu les  f rom outs ide  your  LAN,  you wi l l  need to  enab le  por t 

fo rward ing  on  your  network .  Typ ica l l y,  por t  80  shou ld  be  fo rwarded to  your  Stud io  Su i te 

server,  but  your  spec i f ic  conf igura t ion  may vary.

Web Request Add-On
The Web Request  add-on  can  be  used in  con junct ion  w i th  a  webs i te  to  enab le  p rospect i ve  c l i en ts  to 

reques t  a  se rv ice .  Requests  made here  w i l l  show up in  the  Web Requests  modu le  w i th in  S tud io  Su i te .

To  access  the  Web Request  add-on ,  s imp ly  po in t  your  web browser  to  the  fo l low ing  loca t ion :

• 	 I f 	 these 	 f i l es 	 a re 	 hos ted 	 on 	 a 	 Mac :  {Serve r  IP } /~username/Stud ioSu i te /WebRequest /

addrecord .php

• 	 I f 	 these 	 f i l es 	a re 	hos ted 	on 	a 	PC :  {Serve r  IP } /S tud ioSu i te /WebRequest /addrecord .php

Where  {Serve r  IP }  matches  tha t  o f  your  se rve r,  e .g .  “192.168.1 .10 , ”  and ~username matches  the  user 

account  on  the  se rve r  tha t  has  the  f i l es  ins ta l l ed  to  i t s  S i tes  fo lde r  ( i f  on  a  Mac ) .  I f  access ing  th i s  add-on 

f rom outs ide  o f  your  LAN,  you  w i l l  need to  subst i tu te  the  IP  address  o f  your  se rve r  w i th  your  ne twork ’s 
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pub l i c  address .

Mobile Add-On
The mob i le  add-on  prov ides  bas ic  read-on ly  access  to  the  Contac ts ,  Ca lendar  and Tasks  modu les  in 

S tud io  Su i te  and can  on ly  be  accessed f rom an  mob i le  o r  iPod Touch.

To  access  the  mob i le  add-on ,  s imp ly  po in t  your  dev ice ’s  web browser  to  the  fo l low ing  loca t ion :

• 	 I f  these  f i l es  a re  hos ted  on  a  Mac :  {Serve r  IP } /~username/Stud ioSu i te /mob i le

• 	 I f  these  f i l es  a re  hos ted  on  a  PC :  {Serve r  IP } /S tud ioSu i te /mob i le

Where  {Serve r  IP }  matches  tha t  o f  your  se rve r,  e .g .  “192.168.1 .10 , ”  and ~username matches  the  user 

account  on  the  se rve r  tha t  has  the  f i l es  ins ta l l ed  to  i t s  S i tes  fo lde r  ( i f  on  a  Mac ) .  I f  th i s  s i te  i s  accessed 

w i th  a  regu la r  web browser  and not  on  an  mob i le  dev ice ,  you  w i l l  be  red i rec ted  to  the  Web G lancer  add-

on  page.  I f  access ing  th i s  add-on  f rom outs ide  o f  your  LAN,  you  w i l l  need to  subst i tu te  the  IP  address 

o f  your  se rve r  w i th  your  pub l i c  address .

Limitations:

• 	 No Record  Leve l  secur i t y

• 	 No event  o r  task  f i l t e r ing

Web Glancer Add-On
The Web G lancer  add-on  prov ides  bas ic  read-on ly  access  to  the  Contacts ,  Calendar ,  Tasks ,  and 

Library  modu les  in  S tud io  Su i te ,  s im i l a r  to  the  mob i le  add-on  but  fo rmat ted  fo r  a  l a rger  sc reen .  I t  can 

be  used on  any  web browser. 

To  access  the  Web G lancer  add-on ,  s imp ly  po in t  your  web browser  to  the  fo l low ing  loca t ion :

• 	 I f  these  f i l es  a re  hos ted  on  a  Mac :  {Serve r  IP } /~username/Stud ioSu i te /WebGlancer

• 	 I f  these  f i l es  a re  hos ted  on  a  PC :  {Serve r  IP } /S tud ioSu i te /WebGlancer

Where  {Serve r  IP }  matches  tha t  o f  your  se rve r,  e .g .  “192.168.1 .10 , ”  and ~username matches  the  user 

account  on  the  se rve r  tha t  has  the  f i l es  ins ta l l ed  to  i t s  S i tes  fo lde r  ( i f  on  a  Mac ) .  I f  access ing  th i s  add-on 

f rom outs ide  o f  your  LAN,  you  w i l l  need to  subst i tu te  the  IP  address  o f  your  se rve r  w i th  your  ne twork ’s 

pub l i c  address .

Limitations:

• 	 No Record  Leve l  secur i t y

• 	 No event  o r  task  f i l t e r ing

Internet Add-On
The “ In te r ne t  Add-On”  ins ta l l e r  w i l l  l aunch  i f  you  have  chosen the  Serve r  ( I n te r ne t  Vers ion )  package. 

A f te r  d i sp lay ing  a  caut ion  regard ing  th i s  add-on ,  the  “ In te r ne t  Add-On”  package w i l l  be  p re-se lec ted .

• 	 On	Macs ,  these  f i l es  a re  ins ta l l ed  a t  : [ha rd  d isk ] /Sys tem/L ib ra ry /F i l eMaker  Serve r /Web 

Pub l i sh ing .

• 	 On	PCs ,  these  f i l es  a re  ins ta l l ed  a t  P rogram F i l es \F i l eMaker  Serve r \Web Pub l i sh ing .
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These  f i l es  can  then  be  accessed by  launch ing  a  web browser  and go ing  to  the  fo l low ing  address :

• 	 ht tp : / / {Serve r  IP } / fm i / iwp

Where  {Serve r  IP }  matches  tha t  o f  your  se rve r,  e .g .  “192.168.1 .10 . ”  I f  access ing  th i s  add-on  f rom outs ide 

o f  your  LAN,  you  w i l l  need to  subst i tu te  the  IP  address  o f  your  se rve r  w i th  your  ne twork ’s  pub l i c  address .

When the  Serve r  Ins ta l l a t ion  i s  comple te ,  you  shou ld  res ta r t  the  Serve r  mach ine ,  then  p roceed w i th  the 

C l i en t  Ins ta l l a t ions  on  a l l  o f  the  C l i en t /Guest  mach ines .

• 	 	On	Macs ,  the  f i l es  a re  ins ta l l ed  a t :  [ha rd  d isk ] /L ib ra ry /F i l eMaker  Serve r /Data /Databases .

• 	 	On	PCs ,  the  f i l es  a re  ins ta l l ed  a t :  P rogramF i les \F i l eMaker \F i l eMaker  Serve r \Data \Databases . 

There  a re  some par t i cu la rs  to  the  opera t ion  o f  F i l eMaker  Serve r.  Ra ther  than  cover  them here ,  p lease 

re fe r  to  the  pd f  manua l  on  the  F i l eMaker  Serve r  i ns ta l l a t ion  image fo r  impor tan t  i n fo rmat ion .  I t  i s  ve ry 

impor tan t  to  make sure  tha t  your  se rve r  has  a  s ta t i c  IP  address ,  as  the  c l i en t  mach ines  w i l l  be  look ing 

to  a  spec i f i c  IP  address  to  f i nd  the  se rved f i l es .  I f  the  se rve r  address  changes ,  the  c l i en t  mach ines  won’t 

be  ab le  to  f i nd  i t ,  and  you  w i l l  have  to  re loca te  the  se rve r  each  t ime (poss ib le ,  bu t  annoy ing ) .

The  F i l eMaker  Serve r  app l i ca t ion  can  not  be  used as  a  works ta t ion .  A l l  i t  does  i s  “se rve”  da ta  fo r  c l i en t 

mach ines  to  access  f rom other  mach ines  ne tworked to  the  se rve r.  As  such ,  i t  does  not  occupy  a  S tud io 

Su i te  sea t .

Desktop Host Instal lat ion

Use th i s  Ins ta l l a t ion  opt ion  i f  you  w i l l  be  hos t ing  Stud io  Su i te  f rom F i l eMaker  Pro  (no t  F i l eMaker  Serve r ) 

on  a  mach ine  tha t  w i l l  a l so  be  a  works ta t ion .  Th is  opt ion  c rea tes  a  ma in  S tud io  Su i te  fo lde r  i n  your 

Documents  fo lde r.  W i th in  tha t  fo lde r  i t  i ns ta l l s  the  S tud io  Su i te  X  fo lde r  w i th  e igh t  S tud io  Su i te  f i l es 

(p rese t  to  Mu l t i -User  mode ) ,  the  p lug- ins  ( i n to  the  F i l eMaker  Ex tens ions  fo lde r ) ,  a  S tud io  Su i te  Backups 

fo lde r  and a  S tud io  Su i te  a l i as /shor tcu t .  Wh i le  we have  p rov ided th i s  i ns ta l l a t ion  as  opt ion ,  i t  i s  NOT 

RECOMMENDED.

I f  your  network has more two or  more users ,  i t  is  s t rongly  recommend that  you use 

the F i leMaker  Server  appl icat ion,  th is  wi l l  prov ide much better  performance and 

access to  a  greater  number  of  s imultaneous users  than the regular  vers ion of  F i le-

Maker  Pro and i t  wi l l  prov ide specia l ized backup ut i l i t ies .

How to perform a desktop host Instal lat ion:

1.  Choose  the  Desk top Host  Ins ta l l a t ion  opt ion .

2 .  I f  you  have  mu l t ip le  cop ies  o f  F i l eMaker  Pro  ins ta l l ed ,  the  ins ta l l e r  w i l l  ask  you 

to  spec i f y  the  ve rs ion  tha t  you  want  i t  to  ins ta l l  the  p lug- ins  in to .

Client Instal lat ion

Use th i s  opt ion  fo r  compute rs  tha t  w i l l  be  access ing  Stud io  Su i te  over  a  ne twork  as  C l i en t /Guest 

mach ines ,  o f  a  Serve r /Host  mach ine .  Each  C l i en t /Guest  mach ine  must  have  a  Seat  L icense  to  access 

Stud io  Su i te .  Th is  ins ta l l a t ion  c rea tes  a  ma in  S tud io  Su i te  fo lde r  i n  your  Documents  fo lde r.  The  Stud io 
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Su i te  X . fmp12 f i l e  i s  then  ins ta l l ed  in to  tha t  fo lde r,  p lac ing  severa l  F i l eMaker  p lug- ins  in  the  F i l eMaker 

Ex tens ions  fo lde r  i n  the  F i l eMaker  9 /10  Fo lder  on  your  compute r,  a long  w i th  an  opt iona l  S tud io  Su i te 

a l i as /shor tcu t . 

 

How to instal l  Studio Suite on a Client/Guest computer:

1.  Choose  the  Stud io  Su i te  C l i en t  i ns ta l l a t ion  opt ion .

2 .  I f  you  have  mu l t ip le  cop ies  o f  F i l eMaker  Pro  ins ta l l ed ,  the  ins ta l l e r  w i l l  ask  you 

to  spec i f y  the  ve rs ion  tha t  you  want  i t  to  ins ta l l  the  p lug- ins .

    

P lease  see  the  spec i f i c  d i rec t ions  la te r  i n  th i s  chapte r  on  how to  l aunch Stud io  Su i te  in  a  C l i en t /Serve r 

i ns ta l l a t ion .

Plug-ins Only Instal lat ion

Th is  Ins ta l l a t ion  on ly  i ns ta l l s  the  F i l eMaker  p lug- ins  in  the  F i l eMaker  Ex tens ions  fo lde r  i n  the  F i l eMaker 

Fo lder  on  your  compute r.  Use  th i s  i ns ta l l a t ion  i f  you  have  had to  re ins ta l l  your  F i l eMaker  Pro  fo r  any 

reason and consequent l y  need to  re ins ta l l  the  S tud io  Su i te  p lug- ins .    Th is  ins ta l l a t ion  i s  t yp ica l l y  no t 

needed,  bu t  i s  p rov ided fo r  your  conven ience .

How to instal l  plug-ins only ( in the case of a reinstal l ) :

1.  Choose  the  loca t ion  o f  your  des i red  F i l eMaker  Pro  Ex tens ions  fo lde r.        

The  p lug- ins  a re  ins ta l l ed  in  the  fo l low ing  loca t ions :

• 	 A l l  6 4-b i t  e d i t i o ns  o f  W ind ows:  C:\ P ro g ra m F i l e s  ( x86 )\ F i l e M a ke r  P ro  12\ E x te ns i o ns

• 	 A l l  32-b i t  e d i t i o ns  o f  W ind ows:  C:\ P ro g ra m F i l e s\ F i l e M a ke r  P ro  12\ E x te ns i o ns

• 	 Mac OS X :  Mac in tosh  HD:  Users :  User  Name:  L ib ra ry :  App l i ca t ion  Suppor t :  F i l eMaker : 

Ex tens ions

Barcode Fonts Only Instal lat ion

Th is  ins ta l l a t ion  on ly  i ns ta l l s  the  barcode fon ts  to  your  sys tem’s  fon ts  d i rec to ry.  Use  th i s  i ns ta l l a t ion  i f 

you  have  de le ted  the  barcode fon ts  o r  barcodes  a re  no t  p roper l y  d i sp lay ing  w i th in  S tud io  Su i te .  Th is 

ins ta l l a t ion  i s  t yp ica l l y  no t  needed,  bu t  i s  p rov ided fo r  your  conven ience .

How to instal l  Barcode fonts only ( in case of deletion or display 
issues:

1.  Choose  the  “Barcode Font  On ly ”  i ns ta l l e r  package.
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Instal l ing Studio Suite for Macintosh

How to instal l  Studio Sute on a Mac system:

1.  BE SURE the  F i l eMaker  Pro  and/or  F i l eMaker  Serve r  app l i ca t ions  a re  ins ta l l ed 

on  th i s  compute r.  Qu i t  a l l  o the r  app l i ca t ions .  down load Stud io  Su i te  X  on to  your 

compute r,  open i t ,  doub le-c l i ck  on  the  Stud io  Su i te  X  Ins ta l l e r  i con ,  then  c l i ck 

Cont inue .

2 .  Read the  L icense  Agreement ,  then  c l i ck  Cont inue ,  then  Agree  ( i f  you  agree ) .

3 .  Se lec t  the  Hard  Dr i ve  to  wh ich  you  a re  ins ta l l i ng .  We recommend your  p r imary 

in te r na l  d r i ve . 

4 .  Se lec t  one  o f  the  seven  Stud io  Su i te  Ins ta l l a t ion  opt ions  (as  descr ibed above ) 

f rom the  checkboxes .

5 .  C l i ck  I ns ta l l .  

6.  The  ins ta l l e r  w i l l  ask  you  to  qu i t  F i l eMaker  i f  i t  i s  runn ing .  Do so ,  then  C l i ck 

Cont inue .

7 .  The ins ta l l e r  w i l l  then  search  your  ha rd  d r i ve  fo r  some t ime,  check ing  to  see  i f 

you  have  mu l t ip le  ve rs ions  o f  F i l eMaker  Pro  so  tha t  you  can  se lec t  wh ich  one  to 

ins ta l l  the  p lug- ins  in to . 

8 .  I f  you  have  more  than  one  ve rs ion  o f  F i l eMaker  Pro ,  you  w i l l  see  the  d ia log 

“P lease  se lec t  the  des i red  F i l eMaker  app l i ca t ion . ”  P ick  the  one  you  want  the 

p lug- ins  to  ins ta l l  to .  C l i ck  OK.

9.  I f  you  on ly  have  one  ve rs ion  o f  F i l eMaker  Pro  ins ta l l ed  on  th i s  d r i ve ,  the  ins ta l l 

may  occur  w i thout  the  above  d ia log . 

10 .  I f  you  have  se lec ted  a  Serve r  i ns ta l l a t ion ,  the  appropr ia te  add-on  ins ta l l e rs  w i l l 

l aunch.

11 .  “Wou ld  you  l i ke  to  pu t  an  a l i as  o f  S tud io  Su i te  on  your  Dock?”  C l i ck  Yes .

12.  I f  you  ins ta l l ed  e i the r  the  S ing le  User  o r  Desk top Host  ins ta l l s ,  you ’ l l  be  asked i f 

you  want  to  l aunch Stud io  Su i te  now.  Do so  i f  you  w ish !

• 	 	I f 	 you 	 ins ta l l ed 	 the 	 C l i en t , 	 i t 	 w i l l 	 t e l l 	 you 	 to 	 see 	 the 	 User ’s 	 Gu ide 	 fo r	

d i rec t ions  on  how to  l aunch the  c l i en t .  Tha t  sec t ion  i s  coming  up  nex t .

• 	 	I f 	 you 	 ins ta l l ed 	 Serve r, 	 i t 	 w i l l 	 t e l l 	 you 	 to 	 res ta r t 	 the 	 mach ine 	 and	

con f igu re  your  Serve r.

• 	 	I f 	 you 	 ins ta l l ed 	 jus t 	 the 	p lug- ins , 	 i t 	w i l l 	 s imp ly 	 f i n i sh .

13.  Proceed to  the  fo l low ing  sec t ion :  Reg is te r ing  Stud io  Su i te .
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Instal l ing Studio Suite for Windows

How to instal l  Studio Suite on a PC system:

1.  BE SURE the  F i l eMaker  Pro  and/or  F i l eMaker  Serve r  app l i ca t ions  a re  ins ta l l ed 

on  th i s  compute r.  Qu i t  a l l  o the r  app l i ca t ions .  Down load Stud io  Su i te  X  on to  your 

compute r,  open i t ,  then  doub le-c l i ck  on  the  Stud io  Su i te  X  PC Ins ta l l e r.  You  w i l l 

see  a  M ic roso f t  warn ing  about  an  “Unknown Pub l i sher ” .  You  know us . . .  we  make 

Stud io  Su i te .  C l i ck  Run.

2 .  F rom the  sp lash  sc reen ,  c l i ck  Next .  From the  We lcome screen  c l i ck ,  Nex t  aga in .

3.  Read the  L icense  Agreement .  C l i ck  Yes  ( I f  you  accept  the  te rms ) .

4.  P ick  f rom one  o f  the  7  ins ta l l a t ion  opt ions  descr ibed ear l i e r,  and c l i ck  Nex t .  Then 

c l i ck  Nex t  aga in .

5 .  The  ins ta l l e r  w i l l  then  search  your  ha rd  d r i ve ,  check ing  to  see  i f  you  have  mu l t ip le 

ve rs ions  o f  F i l eMaker  Pro  so  tha t  you  can  se lec t  wh ich  one  to  ins ta l l  the  p lug- ins 

in to . 

6 .  I f  you  have  more  than  one  ve rs ion  o f  F i l eMaker  Pro ,  you  w i l l  see  the  d ia log  “To 

ensure  tha t  we ins ta l l  the  S tud io  Su i te  p lug- ins  in  the  cor rec t  loca t ion ,  p lease 

se lec t  the  most  recent  ve rs ion  o f  F i l emaker  Pro”  (P ick  the  one  you  want  the 

p lug- ins  to  ins ta l l  to ) .  C l i ck  OK.

7.  I f  you  on ly  have  one  ve rs ion  o f  F i l eMaker  Pro  ins ta l l ed  on  th i s  d r i ve ,  the  ins ta l l 

may  occur  w i thout  the  above  d ia log . 

8 .  You’ l l  ge t  a  f i na l  warn ing  about  qu i t t i ng  F i l eMaker  i f  i t  i s  runn ing .  Then  c l i ck  OK .

9 .  The  ins ta l l e r  w i l l  then  ins ta l l  the  appropr ia te  f i l es  fo r  the  opt ion  you  se lec ted .

10 .   I f  you  have  se lec ted  a  Serve r  i ns ta l l a t ion ,  the  appropr ia te  add-on  ins ta l l e rs  w i l l 

l aunch.

11 .  You’ l l  be  asked:  “Do you  w ish  to  add a  shor tcu t  to  S tud io  Su i te  X  to  the  Qu ick 

Launch too lbar?”  C l i ck  your  se lec t ion .

12.  I f  you  ins ta l l ed  e i the r  the  S ing le  User  o r  Desk top Host  ins ta l l s ,  you  w i l l  be  asked 

i f  you  want  to  l aunch Stud io  Su i te  now.  Do so  i f  you  w ish !

• 	 	I f 	 you 	 ins ta l l ed 	 the 	 C l i en t , 	 i t 	 w i l l 	 t e l l 	 you 	 to 	 see 	 the 	 User ’s 	 Gu ide 	 fo r	

d i rec t ions  on  how to  l aunch the  c l i en t .  Tha t  sec t ion  i s  coming  up  nex t .

• 	 	I f 	 you 	 ins ta l l ed 	 Serve r, 	 i t 	 w i l l 	 t e l l 	 you 	 to 	 res ta r t 	 the 	 mach ine 	 and	

con f igu re  your  Serve r.

• 	 	I f 	 you 	 ins ta l l ed 	 jus t 	 the 	P lug- ins , 	 i t 	w i l l 	 s imp ly 	qu i t .

14.  Proceed to  the  fo l low ing  sec t ion :  Reg is te r ing  Stud io  Su i te .

Registering Studio Suite

When you  launch Stud io  Su i te  (descr ibed in  the  fo l low ing  sec t ion )  fo r  the  ve ry  f i r s t  t ime,  you  w i l l  be  asked 

to  reg is te r  i t  us ing  the  Registrat ion Number  tha t  you  shou ld  have  rece ived  v ia  ema i l  when you  down loaded 

Stud io  Su i te .   Th is  app l i es  whether  you  w i l l  be  runn ing  a  Demo vers ion  o r  a  purchased copy  o f  S tud io  Su i te .  

Even  though reg is te r ing  comes a f te r  l aunch ing ,  we put  th i s  sec t ion  here  so  you  w i l l  know what  to  do  a f te r 

you  launch i t .
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How to register Studio Suite:

1.  Make sure  tha t  you  a re  connected  to  the  in te r ne t  and tha t  any  f i rewa l l  you  may 

have  a l lows access  to  h t tps : / /www.su i tec loud.ne t .

2 .  When you  see  the  w indow ask ing  you  to  in i t i a te  your  copy  o f  S tud io  Su i te ,  s imp ly 

en te r  your  Registrat ion Number ,  then  c l i ck  the  Submi t  but ton .

3 .  You’ l l  then  be  asked to  con f i rm the  spec i f i ca t ions  o f  your  copy  o f  S tud io  Su i te . 

I f  a l l  l ooks  good,  c l i ck  the  Cont inue  but ton .

4 .  You shou ld  then  see  tha t  your  copy  o f  S tud io  Su i te  i s  be ing  reg is te red ,  and then 

i t  shou ld  p roceed to  the  Ma in  Menu.

Th is  p rocess  takes  your  un ique  Registrat ion Number  and  au thor i zes  the  f i l es  tha t  make up  Stud io  Su i te 

fo r  the  spec i f i c  number  o f  Seats  you  have  purchased.  I t  a l so  embeds your  name and ass igned Registrat ion 

Number  th roughout  S tud io  Su i te ,  un ique ly  iden t i f y ing  i t  as  your  copy  shou ld  i t  somehow s l ip  in to  the  wrong 

hands .

NOTE:  The Reg is t ra t ion  screen on ly  appears  on  your  f i r s t  l aunch.  Once your  Reg is t ra t ion 

Number  has  been success fu l l y  entered,  you wi l l  not  see  th is  screen aga in .  A lso  note  that 

Stud io  Su i te  va l ida tes  your  Reg is t ra t ion  Number  aga ins t  our  server  each t ime you log in , 

where  i t  a l so  checks  fo r  any  upgrades  (see  be low)  tha t  you may have  purchased.

Launching Single-User or Desktop Host instal lat ions

When you  launch Stud io  Su i te  fo r  the  f i r s t  t ime on ly,  you  w i l l  be  asked to  reg is te r  i t  ( see  above ) .

NOTE:  I f  you  have  ins ta l led  Stud io  Su i te  on  a  server  runn ing  F i leMaker  Server,  you  can 

not  “ launch”  Stud io  Su i te  on  the  server,  on ly  on  the  c l ien t  mach ines .

      

Use  th i s  method o f  you  have  used e i the r  o f  the  above  ins ta l l a t ions .

How to launch Studio Suite for Single User or Desktop Host 
instal lat ions:

1.  Doub le-c l i ck  on  the  Stud io  Su i te  i con  in  the  Dock  (Mac )  o r  the  shor tcu t  on 

your  desk top (PC) ,  (o r  the  SSX  f i l e  i n  the  SSX Fo lder ) .  The  SSX.fmp12  f i l e  i s 

ac tua l l y  j us t  a  “ l auncher ”  tha t  then  opens  the  ma in  f i l e  i n  S tud io  Su i te ,  ca l l ed 

“SSX_Ma in” . 

2 .  F i l eMaker  Pro  w i l l  l aunch,  i f  i t  i s  no t  a l ready  runn ing .

3 .  When the  SSX_Ma in  f i l e  opens ,  i t  w i l l  ask  you  fo r  your  Account  Name and 

Password .  For  your  in i t i a l  l og  in ,  en te r : 

  Account  Name:   Admin    (Account  names a re  no t  case  sens i t i ve )

  Password :  Admin  (Passwords  ARE case  sens i t i ve )    

 C l i ck  OK  o r  p ress  the  RETURN/ENTER key.

4 .  S tud io  Su i te  w i l l  then  open.  Th is  may  take  a  few moments ,  depend ing  upon the 

speed o f  your  compute r. 

5 .  You a re  a t  the  Main Menu  and  ready  to  use  Stud io  Su i te !
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Launching a Client Instal lat ion 
Use th i s  method i f  you  have  ins ta l l ed  the  Stud io  Su i te  C l i en t  and you  want  to  l aunch i t  as  a  C l i en t /Guest 

to  a  S tud io  Su i te  Serve r  o r  Desk top Host  ins ta l l a t ion  on  a  d i f f e ren t  mach ine .

• 	 I f 	 you 	a re 	se rv ing 	Stud io 	Su i te 	w i th 	F i l eMaker  Serve r  be  su re  i t  i s  ac tua l l y  be ing  se rved 

on  the  Serve r /Host  mach ine  and tha t  a l l  the  S tud io  Su i te  f i l es  a re  open.  The  C l i en t 

i ns ta l l a t ion  cannot  open Stud io  Su i te  as  a  c l i en t /gues t  i f  i t  i s  no t  runn ing  on  the  Serve r 

f i r s t .  For  more  in fo rmat ion  on  how to  ge t  F i l eMaker  Serve r  to  se rve  your  f i l es ,  p lease 

consu l t  the  F i l eMaker  Serve r  manua l .

• 	 I f 	 you 	 a re 	 hos t ing 	Stud io 	Su i te 	w i th 	 a 	Desktop Host  ins ta l l a t ion ,  make  sure  tha t  S tud io 

Su i te  i s  up  and runn ing  on  tha t  mach ine .  The  C l i en t  i ns ta l l a t ion  can  not  open Stud io 

Su i te  as  a  c l i en t /gues t  i f  i t  i s  no t  runn ing  on  the  Desk top Host  f i r s t .

How to launch Studio Suite on a Client/Guest computer or a 
Desktop Host instal lat ion on a different machine:

1.  Doub le-c l i ck  the  S tud io  Su i te  i con  in  the  Dock  (Mac )  o r  the  shor tcu t  on  your 

desk top (PC) ,  (o r  the  S tud io  Su i te  X  f i l e  i n  the  S tud io  Su i te  C l i en t  Fo lder ) .  The 

Stud io  Su i te  X . fmp12 f i l e  i s  ac tua l l y  j us t  a  “ l auncher ”  tha t  then  opens  the  ma in 

f i l e  i n  S tud io  Su i te ,  ca l l ed  “SSX_Ma in”  ( i n  th i s  case ,  tha t  f i l e  i s  on  the  Serve r /

Host  mach ine ) .

2 .    F i l eMaker  Pro  w i l l  l aunch i f  i t  i s  no t  a l ready  runn ing .

3 .  You may  be  asked to  loca te  the  SSX_Main  f i l e .  I n  the  d ia log  box ,  c l i ck  on  the 

Remote . . .  bu t ton  in  the  bot tom r igh t  o f  the  d ia log .  Th is  w i l l  scan  the  ne twork  and 

show the  cur ren t l y  ava i l ab le  F i l eMaker  Hosts .  C l i ck  on  the  name o f  the  se rve r 

where  you  ins ta l l ed  the  Stud io  Su i te  Serve r,  and you  w i l l  see  a  l i s t  o f  ( a t  l eas t )  7 

f i l es :

     SSX_Contac ts
   SSX_ Invo ic ing
   SSX_L ib ra ry
   SSX_Main
      SSX_Pro jec ts
   SSX_Pro jec ts   
      SSX_Resources
      SSX_Tech
   SSX_Web Request

 Doub le  c l i ck  on  the  SSX_Main  f i l e .

a )  I f  you  do  not  see  any  Hosts  o r  f i l es  ava i l ab le  a f te r  c l i ck ing  the  Remote 

bu t ton ,  t ype  in  the  IP  address  o f  the  Host .  C l i ck  “Add to  Favor i tes ,  and 

type  in  the  address .  I f  you  s t i l l  do  not  see  the  Host  o r  the  f i l es ,  then  the 

f i l es  a re  no t  open on  the  Serve r /Host  mach ine ,  o r  they  a re  open but  no t 

se t  to  Mu l t i -User  o r  you  may  have  a  ne twork ing  cha l l enge  be tween the 

mach ines .
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  I n  the  resu l t i ng  w indow,  make sure  Network Shar ing  i s  “On” .

2 .  You’ l l  see  a  l i s t  o f  “Cur ren t l y  open f i l es ” .   Se lec t  each  one  ind iv idua l l y, 

and se t  the  Network access to  f i le  to  “A l l  use rs” .

3 .  A f te r  you  have  changed the  access  fo r  each  f i l e ,  c l i ck  OK .

4 .  I f  you  were  us ing  F i l eMaker  Serve r,  res ta r t  tha t  app l i ca t ion  (Mac )  o r 

se rv ice  (PC) .

5 .  Try  l aunch ing  aga in  f rom the  C l i en t  mach ine .

c )  I f  you  f i nd  tha t  a l l  o f  the  f i l es  a re  de f in i te l y  open on  the  Serve r /Host 

mach ine ,  and se t  to  “A l l  use rs” ,  read  the  ne twork ing  sec t ions  o f  the 

F i l eMaker  Pro  and F i l eMaker  Serve r  User ’s  Gu ide .

d )  As  a  C l i en t /Guest ,  DO NOT open any  o f  the  S tud io  Su i te  f i l es  in  any 

o ther  manner  ( such  as  th rough regu la r  W indows or  TCP/Etherne t  ne twork 

access ) .  Do ing  so  may  cor rupt  your  da ta .  Always  use  the  Remote  bu t ton 

to  open Stud io  Su i te  f i l es  f rom a  C l i en t /Guest  mach ine  i f  they  don’t 

l aunch fo r  you  au tomat ica l l y.

4 .  When the  SSX_Ma in  f i l e  opens ,  i t  w i l l  ask  you  fo r  your  Account  Name and 

Password .  For  your  in i t i a l  l og- in ,  en te r : 

  Account  Name:   Admin   (Account  Names a re  no t  case  sens i t i ve )

  Password :  Admin  (Passwords  ARE case  sens i t i ve )  

 C l i ck  OK  o r  p ress  the  Return/Ente r  key.

5 .  S tud io  Su i te  w i l l  then  open.  Th is  may  take  a  few moments ,  depend ing  upon the 

speed o f  your  compute r,  ne twork ,  and se rve r. 

6 .  You a re  a t  the  Main Menu  and  ready  to  use  Stud io  Su i te !

“Slow” Client Launch: Updating the Reference Path to the Server 

I f  you  a re  l aunch ing  f rom a  C l i en t  i ns ta l l ,  and  f i nd  tha t  the  l aunch i s  ve ry  s low,  o r  you  have  to  repeated ly 

show Stud io  Su i te  where  the  SSX_Ma in  f i l e  i s ,  fo l l ow these  s teps :

How to launch if  previous launches are launching slowly:

1.  W i th  S tud io  Su i te  NOT runn ing ,  engage the  Caps Lock  key,  and doub le-c l i ck  on 

the  Stud io  Su i te  X . fmp12 f i l e .   I n  the  resu l t i ng  popup d ia log ,  c l i ck  Modi f y .  Th is 

w i l l  b r ing  up  a  De f ine  F i l e  Re fe rences  w indow.

2 .  Doub le-c l i ck  on  the  F i l e  Re fe rence  named “SSX_Ma in ,  wh ich  w i l l  b r ing  up  the 

Ed i t  F i l e  Re fe rence  w indow.

3 .  C l i ck  the  Add F i l e . . .  bu t ton  in  the  upper  r igh t

4 .  In  the  resu l t i ng  Open F i l e  w indow,  c l i ck  the  Remote . . .  bu t ton ,  wh ich  w i l l  show a 

l i s t  o f  Hosts  and Ava i l ab le  F i l es  tha t  a re  be ing  Hosted .  Se lec t  your  Serve r /Host , 

then  doub le  c l i ck  on  the  SSX_Ma in  f i l e .

5 .  C l i ck  OK to  c lose  the  Ed i t  F i l e  Re fe rence  w indow.

6 .  C l i ck  OK to  c lose  the  De f ine  F i l e  Re fe rences  w indow

7.  Type  in  the  Account  Name and Password ,  c l i ck  OK.

8.  Done !  Nex t  t ime you  launch Stud io  Su i te ,  i t  w i l l  f i nd  the  SSX_Ma in  f i l e 

au tomat ica l l y.
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Upgrading Studio Suite

At  some po in t ,  you  may  need to  add more  Seats  to  your  User  L icense  to  accommodate  more  s imu l taneous 

Stud io  Su i te  Users .  Or,  you  may  have  been us ing  a  Demo vers ion  and w ish  to  cont inue  us ing  Stud io  Su i te .  

I n  e i the r  case ,  p lease  contac t  A l te rMed ia  to  purchase  what  you  need.  Then  a l l  you  must  do  i s  s imp ly  logout 

o f  S tud io  Su i te  and back  in  aga in  to  be  taken  to  the  Upgrade sc reen ,  wh ich  i s  s im i l a r  to  the  Reg is t ra t ion 

sc reen ,  above ,  and w i th  a  v i r tua l l y  iden t ica l  p rocedure .  In  th i s  case ,  your  Registrat ion Number  wi l l  appear 

au tomat ica l l y,  so  jus t  cont inue  on  to  con f i rm your  new spec i f i ca t ions  and comple te  your  upgrade .

A  fu r the r  exp lana t ion  o f  Seats  can  be  found in  the  Seven Things You Must  Do  chapte r  o f  th i s  User ’s  Gu ide 

( i n  the  S tep  Three :  Your  S tud io  Su i te  Users  sec t ion ,  pages  17-24 ) .

Next. . .

Now tha t  you  have  ins ta l l ed ,  l aunched,  reg is te red ,  and re launched Stud io  Su i te ,  the re  a re  some bas ic 

concepts  you  shou ld  be  become fami l i a r  w i th  f rom the  Studio  Sui te  Basics  chapter ,  then  p roceed to  the 

Seven Things You Must  Do chapter  to  se t  up  your  S tud io  Su i te  Users ,  and bas ic  in fo rmat ion  about  your 

Company,  your  Contac ts ,  your  Users ,  your  Rooms,  your  Equ ipment ,  and your  Med ia  Invento ry.
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Th is  chapte r  i s  p r imar i l y  i n tended fo r  p rev ious  Stud io  Su i te  Users .  I f  you  a re  a  new User,  you  can  sk ip  th i s 

chapte r ;  however,  a f te r  read ing  about  S tud io  Su i te  X ’s  new fea tu res  and capab i l i t i es ,  you  may  ge t  a  be t te r 

sense  o f  how power fu l  th i s  s tud io  management  so f tware  rea l l y  i s .

In General. . .

• 	Ava i l ab le 	on ly 	v ia 	down load.

• 	Down loaded	demo	vers ion 	ab le 	 to 	become	a 	 fu l l 	pu rchased	ve rs ion , 	a l low ing 	users 	 to 	s ta r t	

r igh t  away.

• 	The 	 “So lo” 	ve rs ion 	 i s 	 f i na l l y 	ava i l ab le .

• 	Bu i l t - i n 	web-based	 reg is t ra t ion 	p rocess .

• 	Fu l l - f l edged, 	 read/wr i te 	 iPad  &  iPhone  access  fo r  Network  and In te r ne t  ve rs ions  ( requ i res  

F i l eMaker  Go on  each  dev ice  -  purchased separa te l y. )

• 	User 	Gu ide 	 i s 	now	a 	searchab le 	 .pd f . 	P r in ted 	ve rs ion 	ava i l ab le 	 fo r 	purchase 	separa te l y.

• 	New	modern 	appearance 	w i th 	changeab le 	Ma in 	Menu	sk ins .

• 	 	“Qu ick 	F ind” 	 i s 	now	 in 	 record 	nav iga t ion 	bar 	 ins tead	o f 	s ta tus 	bar.

• 	New	Aud i t 	Log	 t racks 	changes 	made	 to 	each 	 record 	 (who, 	when, 	 f rom	what , 	 to 	what ) .

• 	Ava i l ab le 	 in 	mu l t ip le 	 l anguages 	 (Span ish , 	 I ta l i an , 	F rench , 	Dutch , 	German, 	Japanese )

• 	 Improved	 language	management 	 fo r 	eas ie r 	cus tomiz ing 	o f 	 te rm ino logy.

• 	Bu i l t 	 i n 	cha t , 	c l i en t 	can 	send	SMS	messages .

• 	Push 	Not i f i ca t ions .

• 	 Inc ludes 	 “Resource 	Permiss ion 	Groups” , 	wh ich 	can 	de f ine 	who	can 	use 	what 	 resources .

• 	 Grea te r 	number 	o f 	User 	p re fe rences 	and	permiss ions .

• 	 In tegra tes 	w i th :

	 	 	 	 • 	Ac t i ve 	D i rec to ry
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	 	 	 	 • 	Goog le 	Ca lendar

	 	 	 	 • 	Goog le 	Contac ts

	 	 	 	 • 	Qu ickBooks 	On l ine 	 (PC	on ly 	and	 requ i res 	add i t iona l 	add-on 	purchase )

	 	 	 	 • 	MYOB	 (add i t iona l 	add-on 	purchase )

	 • 	Account 	Edge	 (add i t iona l 	add-on 	purchase )

	 	 	 	 • 	AddressBook	 ( requ i res 	add i t iona l 	add-on 	purchase )

	 	 	 	 • 	Out look 	 ( requ i res 	add i t iona l 	add-on 	purchase ) 	MAC	&	PC

Current modules with improved features:

Budgets
• 	 	Deeper 	 in tegra t ion 	w i th 	Pro jec ts 	and	Product ion 	modu les .

• 	 	User-de f inab le 	Templa tes .

• 	 	New	 l i nks 	 to 	 the 	Rates 	modu le 	 fo r 	de fau l t 	Ra tes 	 fo r 	Budget 	 i t ems.

• 	 	Can	 l i nk 	 to 	Purchase 	Orders 	and	Pet ty 	Cash

Calendar Module
• 	 	Fas te r.

• 	 	The 	Web	G lancer 	ca lendar 	 i s 	much	 fas te r 	and	 improved	 f rom	ear l y 	 ve rs ion 	o f 	S tud io 	Su i te	

9,  now showing  a  week ly  “ resource-based”  ca lendar  ins tead o f  a  l i s t  o f  events  on  a  s ing le 

da te .

• 	 	Syncs 	 to 	Goog le 	Ca lendar.

• 	 	D isp lays 	by 	C l i en t , 	Resource 	o r 	P ro jec t .

Contacts
• 	 	Suppor ts 	an 	 (essent ia l l y ) 	 i n f i n i te 	number 	o f 	phone	numbers 	and	ema i l s 	per 	contac t .

• 	 	Opt iona l l y 	 i n tegra tes /shares 	da ta 	w i th 	AddressBook	& 	Out look 	MAC	&	PC	 ( requ i res	

add i t iona l  purchase ) .

• 	 	Can	 impor t 	contac ts 	 f rom	Qu ickBooks .

• 	 	A l lows	 the 	de f in i t i on 	o f 	Resource 	Permiss ion 	Groups 	 ( to 	de f ine 	who	can 	use 	what	

equ ipment ) .

• 	 	Contac ts 	can 	be 	 l i nked	 to 	another 	new	 fea tu re- 	Rate 	Cards .

• 	 	Can	 in i t i a te 	a 	Skype	ca l l .

• 	 	Can	send	an 	SMS	message.

• 	 	Bookab le 	contac ts 	can 	be 	e i the r 	 the 	person 	o r 	 the 	company.

Employee Schedules
• 	 	Inc ludes 	ca tegor i sa t ion 	co lo r-cod ing 	 fo r 	schedu les 	 - 	Work , 	Vacat ions , 	PTO, 	 I l l ness , 	e tc .	

wi th  summar i zed  repor t ing  v ia  ca tegory.

Invoices 
• 	 	Expor ts 	 to 	Qu ickBooks 	On l ine 	 (PC	on ly ) .	

• 	 	MYOB	 ( requ i res 	add i t iona l 	add-on 	purchase ) .

• 	 	Opt ion 	 to 	spec i f y 	Qu ickBooks 	accounts 	as 	e i the r 	names	o r 	numbers .

• 	 	Account 	Edge.

• 	 	More 	 f l ex ib le 	d iscount 	opt ions .
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Library
• 	 	D iskLog	can 	now	 log 	en t i re 	ha rd 	d r i ves .

• 	 	D isk log 	can 	ga ther 	more 	meta-data 	 than 	be fo re 	 inc lud ing 	 IPTC, 	XMP, 	EX IF, 	GPS, 	URL,	

descr ip t ion ,  dura t ion ,  t imecode (beg in  &  end ) .

• 	 	D iskLog	now	 inc lude 	ab i l i t y 	 to 	FTP	 logged	 f i l es .

• 	 	D iskLogs 	now	have 	a 	p r in tou t .

Productions
• 	 	Can	now	v iew	a l l 	 re la ted 	Pro jec t 	Events 	co l l ec t i ve l y 	 f rom	w i th in 	Product ions 	modu le .

Projects
• 	 	Comple te l y 	 rev i sed 	 “Budget ” 	and	 “Actua l ” 	 v iews	 - 	now	separa te 	 records 	 fo r 	each .

• 	 	Deeper 	 in tegra t ion 	w i th 	Budgets , 	Pe t ty 	Cash , 	and	Purchase 	Orders 	modu le . 	 	

• 	 	Improved	 “Renta l ” 	work f low.

• 	 	Rev ised 	nav iga t ion 	be tween	v iews.

• 	 	Add	 I tems	sc reen 	can 	now	 fac to r 	 i n 	Resource 	Permiss ions 	o f 	C l i en t .

• 	 	Add	 I tems	sc reen 	now	 inc ludes 	Rates 	and	Quant i t i es .

• 	 	A l lows	 the 	user 	 to 	c rea te 	Rate 	Cards 	 fo r 	spec ia l i zed 	 ra tes .

• 	 	More 	 f l ex ib i l i t y 	d i scount 	opt ions .

• 	 	D isp lays 	v iews	o f 	assembled 	Pro jec t 	L ine 	 I tems	 f rom	 the 	perspect i ve 	o f 	an 	A ICP/A ICE	

Budget .

• 	 	Improved	sor t ing , 	h ie ra rchy 	management , 	and	pr in t ing .

• 	 	Improved	co lo r-cod ing 	opt ions 	 fo r 	P ro jec t 	 iden t i f i ca t ion 	 in 	a 	Product ion 	 t ime l ine .

• 	 	“Mu l t ip l i e r ” 	 f i l ed 	per 	 l i ne 	 i tem	adds 	add i t iona l 	p r ic ing , 	d i scount 	and	quant i t y 	 f l ex ib i l i t y.

• 	 	Added	co lo r-cod ing 	 fo r 	P ro jec t 	 iden t i f i ca t ion 	 in 	a 	Product ion 	 t ime l ine .

• 	 	Can	add	 i tems	us ing 	 “+” 	bu t ton 	and	h ie ra rcha l 	 i t em	menu	se lec to r.

• 	 	Easy 	method	 to 	add	 i tems	 to 	o ther 	 i t ems.

• 	 	Fas te r.

Rates
• 	 A l lows	 the 	user 	 to 	c rea te 	Rate 	Cards 	 fo r 	spec ia l i zed 	 ra tes .

• 	 Can	now	 inc lude 	a 	de fau l t 	assoc ia ted 	 “Act ion” 	 fo r 	Events 	 tha t 	use 	 th i s 	Rate .

• 	 	Spec ia l 	 “Ch i ld 	 I tem” 	 ra tes 	a l low	 fo r 	d i f f e ren t 	p r ic ing 	when	used	w i th in 	packages .

• 	 	Now	 l i nks 	 to 	 the 	Budget 	modu le .

Rooms
• 	 	Rooms	can 	be long	 to 	de f ined 	Bu i ld ings .

• 	 	Rooms	can 	be 	 ident i f i ed 	w i th 	spec i f i ed 	Resource 	Permiss ion 	Groups .

Equipment
• 	 	Inc ludes 	Equ ipment 	deprec ia t ion 	schedu les 	and	 repor ts .

• 	 	Equ ipment 	 i tems	can 	be 	 ident i f i ed 	w i th 	spec i f i ed 	Resource 	Permiss ion 	Groups .

• 	 	“Co l l ec t ion” 	and	 “Poo l ” 	opt ions 	be t te r 	hand le 	 ren ta l 	work f low	and	 la rge 	quant i t i es 	o f 	 l i ke-

k ind  equ ipment .

• 	 	Automat ic 	ROI 	ca lcu la to r, 	based	on 	usage	o f 	each 	 i tem.
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Web Request
• 	 	A l lows	user 	 to 	spec i f y 	wh ich 	 resources 	 they 	want 	 to 	book , 	w i th 	separa te 	da tes/ t imes 	 fo r	

each i tem.

• 	 	Improved	sc reen 	 layout .

Purchase Orders
• 	 	A l lows	 (essent ia l l y ) 	 i n f i n i te 	number 	o f 	 l i ne 	 i tems.	

• 	 	L ine 	 I tems	can 	become	Pro jec t 	 l i ne 	 i tems	 ind iv idua l l y 	 ( i nsead	o f 	 j us t 	 the 	en t i re 	PO) .

• 	 	En t i re 	PO	can 	become	a 	Pro jec t 	 l i ne 	 i tem.

• 	 	Ca lcu la tes 	both 	Markup	and	Marg in 	 fo rmu las 	 (user 	de f inab le ) .

Tasks
• 	 	P rov ides 	ass ignment 	o f 	Tasks 	 to 	mu l t ip le 	peop le , 	g roups , 	o r 	a l l 	peop le 	w i th 	a 	spec i f i ed 	 t i t l e .

• 	 	Ema i l s 	Tasks 	d i rec t l y 	 f rom	Stud io 	Su i te .

Tit les
• 	 D iskLog	w i th 	meta-data 	opt ions 	 inc lud ing 	 IPTC, 	XMP, 	EX IF, 	GPS, 	URL, 	Descr ip t ion ,	

Dura t ion ,  T imecode (beg in  &  end ) .
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4
S t u d i o  S u i t e  B a s i c s

S S X
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Now tha t  you  have  success fu l l y  i ns ta l l ed ,  reg is te red ,  and launched Stud io  Su i te  fo r  the  f i r s t  t ime,  the re  a re 

a  few bas ic  concepts  tha t  you  shou ld  become fami l i a r  w i th  be fo re  en te r ing  your  s tud io-spec i f i c  i n fo rmat ion 

in  the  Seven Things You Must  Do  chapte r.

In this chapter you wil l  read about how to:
• 	 Use the  Aud i t  Log to  v iew the  da ta  f rom a  de le ted  record

• 	 De le te  an  en t ry  f rom a  f i e ld  w i th  a  pop-up

• 	 I nse r t  a  Logo

FileMaker Pro
Stud io  Su i te  runs  w i th in  the  F i l eMaker  da tabase  app l i ca t ion .  You shou ld  be  comfor tab le  w i th  F i l eMaker ’s 

concepts  o f  the  fo l low ing :

 

• 	 	 	 	 	 	 f i l es

• 	 	 	 	 	 	 tab les

• 	 	 	 	 	 	 records

• 	 	 	 	 	 	 f i e lds

• 	 	 	 	 	 	 re la t ionsh ips

• 	 	 	 	 	 	por ta l s

• 	 	 	 	 	 	 l ookups

• 	 	 	 	 	 	Browse mode

• 	 	 	 	 	 	Layout  mode

• 	 	 	 	 	 	Prev iew mode

• 	 	 	 	 	 	F ind  mode
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• 	 	 	 	 	 	 rep laces

• 	 	 	 	 	 	 the 	concept 	o f 	a 	 “ found	se t ”	

Why? Because  many  o f  S tud io  Su i te ’s  func t ions  a re  ac tua l l y  F i l eMaker  func t ions ,  and a  ma jo r  par t  o f  how 

Stud io  Su i te  works .  I t  i s  impor tan t  tha t  you  unders tand them.  P lease  g i ve  yourse l f  a  head s ta r t  and make 

use  o f  th i s  F i l eMaker  User ’s  Gu ide .

What is ‘ . fmp12’?
The W indows OS requ i res  tha t  f i l e  names inc lude  a  th ree-charac te r  ex tens ion .  For  example ,  i n  “Contac ts .

fmp12” ,  the  “ . fmp12”  i s  the  F i l eMaker  7 ,  8 ,  8 .5 ,  9 ,  and 10  f i l e  ex tens ion .  To  sa fe l y  use  Stud io  Su i te 

f i l es  on  a  W indows mach ine  o r  ne twork ,  o r  a  c ross-p la t fo rm ne twork  (Macs  and W indows) ,  the  f i l e 

name must  inc lude  th i s  th ree-charac te r  ex tens ion .  However,  regard less  o f  your  p la t fo rm or  works ta t ion 

con f igu ra t ions ,  DO NOT de le te  these  ex tens ions  o r  change the  f i l e  names in  any  way.  Do ing  so  w i l l 

d i s rupt  the  re la t ionsh ips  be tween f i l es .  Th is  inc ludes  a l l  use rs  –  the  s ing le  compute r  user  (Mac o r 

W indows) ,  Mac on ly  ne tworks ,  W indows on ly  ne tworks ,  o r  ne tworks  ac ross  Mac and W indows p la t fo rms.

FileMaker Status Toolbar
The F i l eMaker  S ta tus  Too lbar  i s  the  p r imary  in te r face  to  search  fo r  ex i s t ing  records ,  c rea te  new ones ,  de le te , 

f i nd  and sor t  as  needed. 

You can  cus tomize  what  i cons  appear  on  your  s ta tus  bar  by  r igh t  c l i ck ing  on  i t  and  choos ing  ‘cus tomize ’ .  

You  can  d rag  and drop any  o f  the  opt ions  to  the  s ta tus  bar.   Keep in  m ind  tha t  some o f  the  func t ions  a l ready 

appear  in  the  Funct ion  Bar,  such  as  New ,  De le te ,  Dub l ica te ,  F ind  and  Sor t .

FileMaker version 12 Status Toolbar:

The Records  cont ro l  a rea  on  the  top  le f t  a l l ows you  to  v iew the  to ta l  amount  o f  records  ava i l ab le  in  the 

se lec ted  modu le .  You can  a lso  se lec t  a  Record  o f  cho ice  by  c l i ck ing  the  fo rward  o r  back  “book”  a r row keys . 

C l i ck ing  and dragg ing  the  b lue  s l ide r  tab  be low the  Records  f i e ld  w i l l  add i t iona l l y  a l l ow qu ick  nav iga t ion 

th rough a l l  found records  w i th in  the  modu le .

 

The  F i l emaker  12  ve rs ion  Status Toolbar  i nc ludes  opt ions ;  Show a l l  Records,  Delete  Records,  F ind  and 

Sort .

A  Layout  a rea  i s  loca ted  on  the  lower  l e f t  s ide .  I t  conta ins  a  search- f ind  f i e ld  w i th  a  d rop-  down l i s t  o f  the 

most  recent l y  v iewed f i l es .  Add i t iona l  l ayout  opt ions  a re  page V iew types ,  P rev iew mode (cont inue/cance l 

func t ion ) ,  and F i l eMaker  des ign  too ls  in  the  Edi t  Layout  mode loca ted  on  the  fa r  r igh t . 

Studio Suite f i le structure
Stud io  Su i te  cons is ts  o f  8  F i l eMaker  Pro  ( . fmp12 )  f i l es .   Each  modu le  w i th in  S tud io  Su i te  i s  e i the r  g rouped 

w i th in  (o r  re fe rs  to )  one  o f  the  fo l low ing  seven  f i l es :
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• 	 SSX_Main. fmp12  –  conta ins :

•       Main  Menu

•      Setup,  Company setup

•      User  Accounts  & Permiss ions

•       Preferences

• 	 SSX_Contacts . fmp12  –   conta ins : 

• 	 	 	 	 	 	Contacts  modu le

• 	 	 	 	 	 	Communicat ion  modu le

• 	 SSX_Invoic ing. fmp12  –   conta ins :

• 	 	 	 	 	 	 Invoices  modu le

• 	 	 	 	 	 	Rates  modu le

• 	 	 	 	 	 	Petty  Cash  modu le

• 	 	 	 	 	 	Purchase Orders  modu le

• 	 SSX_Library. fmp12  –  conta ins : 

• 	 	 	 	 	 	Library  & Labels  modu le

• 	 	 	 	 	 	Ti t les  modu le

• 	 	 	 	 	 	Media  Inventory  modu le

• 	 	 	 	 	 	Samples & Cl ips  modu le

• 	 	 	 	 	 	FTP  modu le

• 	 SSX_Projects . fmp12  –  conta ins :

• 	 	 	 	 	  Pro jects  modu le

• 	 	 	 	 	 	Events  modu le

• 	 	 	 	 	 	Web Request  modu le

• 	 	 	 	 	 	Tasks  modu le

• 	 SSX_Tech. fmp12  –   conta ins :

• 	 	 	 	 	  Rooms  modu le

• 	 	 	 	 	 	Equipment  modu le

• 	 	 	 	 	 	Maintenance modu le

• 	 	 	 	 	 	Patchbays  modu le

• 	 	 	 	 	 	Parts  modu le

• 	 	 	 	 	 	Barcodes  modu le

• 	 		 	 	 	Recal l  modu le

• 	 SSX_Resources. fmp12  –  th i s  i s  a  re fe rence  f i l e  fo r  pos ta l  codes  in  the  Contacts  modu le 

(exp la ined nex t )  and dev ice  d iagrams (p ic tu res )  i n  the  Recal l  modu le .  I t  a l so  ho lds  t rans la t ions 

fo r  d i f f e ren t  Languages .  Because  th i s  f i l e  wou ld  t yp ica l l y  no t  have  any  new data  w i th in ,  i t  i s  no t 

usua l l y  necessary  to  make regu la r  backups  o f  i t .

• 	 Studio  Sui te  X  -  Th is  f i l e  does  not  do  any th ing  but  l aunch Stud io  Su i te .  I t s  p r imary  reason fo r 

ex i s tence  i s  fo r  ne tworked ins ta l l a t ions  o f  S tud io  Su i te ,  (where  i t  i s  the  on ly  f i l e  on  the  C l i en t 

mach ine ) ,  to  s to re  the  pa th  to  the  Serve r  fo r  the  res t  o f  the  S tud io  Su i te  f i l es  loca ted  on  the 

Serve r.  I t ’s  a l so  inc luded in  S ing le  User  ve rs ions  as  we l l  to  p rov ide  a  cons is ten t  way  to  l aunch 

Stud io  Su i te .
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As you  nav iga te  a round Stud io  Su i te ,  you  w i l l  no t ice  tha t  the  name o f  the  w indow w i l l  be  the  name o f  the 

f i l e  tha t  you  a re  cur ren t l y  i n .  Be  aware  o f  th i s ,  so  you  do  not  ge t  con fused i f  you  see  tha t  the  w indow 

name i s  “L ib ra ry ”  when you  a re  in  the  Med ia  Invento ry  modu le  -  i t ’s  because  the  Med ia  Invento ry  modu le 

i s  i n  the  L ib ra ry  f i l e .

 
FileMaker plug-ins
Stud io  Su i te  X  requ i res  n ine ,  th i rd-par ty  F i l eMaker  p lug- ins .  Each  p lug- in  per fo rms a  spec i f i c  task  tha t  i s 

ESSENTIAL to  the  opera t ion  o f  S tud io  Su i te .  They  a re  ins ta l l ed  in to  your  F i l eMaker  Pro/Ex tens ions  fo lde r.  We 

have  l i censed these  p lug- ins  f rom the i r  manu fac tu re rs  fo r  d i s t r ibu t ion  w i th  S tud io  Su i te ,  and thus ,  you  a re 

on ly  l i censed to  use  them w i th  S tud io  Su i te  ( they  w i l l  on l y  work  when Stud io  Su i te  i s  runn ing ) .

You w i l l  no t  d i rec t l y  i n te rac t  w i th  any  o f  these  p lug- ins ;  however,  they  must  be  ins ta l l ed  fo r  S tud io  Su i te  to 

opera te  cor rec t l y.

Plug-ins:

• 		Event  Scr ipt -  Th is  p lug- in  t r iggers  sc r ip ts  based upon user  ac t ions .

• 	 	 SMTPit  -  Th is  p lug- in  enab les  users  to  send ema i l  d i rec t l y  f rom 

w i th in  S tud io  Su i te . 

• 		Troi  F i le  -  Th is  p lug- in  opera tes  in  the  background o f  S tud io  Su i te  to 

c rea te  and access  ex te r na l  f i l es  and fo lde rs .

• 	 	Troi  Text  -  Th is  p lug- in  opera tes  in  the  background o f  S tud io  Su i te 

to  fac i l i t a te  spec ia l i zed  repor t ing  and data  hand l ing  by  enhanc ing  the 

tex t -ca lcu la t ing ,  expor t ing ,  and programming fea tu res  o f  F i l eMaker.

• 	 	 Troi  D ia log   -  Th is  p lug- in  a l lows Stud io  Su i te  to  p resent  OS leve l 

D ia log  boxes .

• 	 	MMColor  -  Th is  p lug- in  i s  used to  d isp lay  a  co lo r  chooser  d ia log  fo r 

se lec t ing  ca lendar  event  s ta tus  co lo rs .

• 	 	 CNS Menu  -  Th is  p lug- in  i s  used to  p resent  some o f  the  f loa t ing 

pop-up menus  w i th in  S tud io  Su i te  (necessary  to  accommodate  some 

mu l t i - l anguage menus ) .

• 	 	Fi leBooks  ( fo r  Qu ickbooks )  -  I f  you  a re  runn ing  Stud io  Su i te  on 

a  W indows sys tem,  you  have  the  opt ion  o f  purchas ing  F i l ebooks 

fo r  Qu ickbooks .  Th is  p lug- in  runs  in  Demo mode un less  you  have 

purchased a  reg is t ra t ion  number  fo r  i t .

• 	 	Reactor  -   Used in  the  T ime l ine  Ca lendar.

• 	 	360Works FTPeak  -   Used in  the  opera t ion  o f  the  FTP Modu le .

Remote Network Access
There  a re  a  few opt ions  to  access  Stud io  Su i te  remote l y.  One i s  to  log  on to  your  s tud io ’s  se rve r  f rom home, 

us ing  F i l eMaker  so f tware ,  j us t  as  you  do  a t  the  s tud io .  Th is  requ i res  tha t  you  have  a  cab le  o r  DSL connect ion 

on  both  ends .  I t  may  take  severa l  m inu tes  to  log  on  (as  a t  l eas t  100 megabytes  a re  moved over  the  in te r ne t ) , 

bu t  once  logged-on,  the  speed w i l l  be  fas te r. 

Another  opt ion  i s  to  have  a  “ remote  access  te rm ina l ”  compute r  ava i l ab le  a t  the  s tud io .  You can  log  in to 

i t  f rom home us ing  remote  access  so f tware  such  as  T imbuktu™,  PC Anywhere™,  o r  one  o f  the  many  VNC 
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opt ions .  Th is  w i l l  o f fe r  a  much fas te r  log  on ,  and e l im ina te  the  need to  have  F i l eMaker  ins ta l l ed  on  the  home 

compute r.  I t  does  requ i re  tha t  you  have  fu l l  access  to  a  compute r  a t  the  s tud io ,  though. 

 

FileMaker and a scrol l  wheel mouse 
A compute r  mouse  w i th  a  sc ro l l  whee l  i s  g rea t ,  however,  sc ro l l i ng  the  whee l  i n  some v iews ac tua l l y  changes 

the  record  you  a re  work ing  on .  Th is  cou ld  cause  user  e r ro rs  i f  you  a re  no t  ca re fu l  ( th ink ing  you ’ re  on  one 

record  when you ’ve  acc identa l l y  sc ro l l ed  to  another ) .  Th is  p rob lem cou ld  depend on  the  opera t ing  sys tem 

you a re  runn ing .  You may  want  to  exper iment  in  L i s t  and Deta i l  v i ews to  become fami l i a r  w i th  how th is  may 

a f fec t  you .  What ’s  more ,  the  behav io r  d i f f e rs  depend ing  on  your  Opera t ing  Sys tem p la t fo rm.  On a  PC,  the 

mouse  sc ro l l  whee l  w i l l  sc ro l l  th rough records  in  Form or  L i s t  v iew.  On a  Mac,  i t  w i l l  sc ro l l  the  page.     

FileMaker windows
Each w indow tha t  appears  w i th in  S tud io  Su i te  w i l l  s i ze  and pos i t ion  i t se l f  au tomat ica l l y.  I f  you  want  to  ad jus t 

them,  d rag  the  bot tom r igh t  corner  o f  each  w indow to  the  des i red  s i ze . 

Avo id  us ing  the  F i l emaker  W indow menu as  i t  w i l l  d i s rupt  the  nav iga t ions  eng ine  in  S tud io  Su i te .  I f  you  a re 

us ing  Stud io  Su i te  on  a  Mac in tosh ,  avo id  us ing  Expose  to  sw i tch  w indows,  as  th i s  cou ld  poten t ia l l y  d i s rupt 

the  Nav iga t ion  eng ine  and land you  in  a  w indow w i thout  S tud io  Su i te  expect ing  you  to  be  the re .

 
Tabbed interface
Stud io  Su i te  per fo rms a l l  o f  i t s  nav iga t ion  th rough a  tabbed in te r face ,  resembl ing  f i l e  fo lde r- l i ke  tabs .  C l i ck 

a  tab  to  sw i tch  to  a  new screen  o r  go  to  a  d i f f e ren t  modu le . 

The colors of the tabs and their meanings

• 	 Wh i te : 	 you 	a re 	cur ren t l y 	 v iew ing 	 tha t 	sc reen .

• 	 Brushed	S i l ve r 	 (Ma in 	Tabs ) : 	another 	sc reen 	w i th in 	your 	cu r ren t l y 	ac t i ve	

modu le .

• 	 L igh t 	Gray : 	another 	sub-screen 	w i th in 	your 	cu r ren t l y 	ac t i ve 	modu le .

• 	 Orange: 	w i l l 	 t ake 	you 	 to 	a 	d i f f e ren t , 	bu t 	 log ica l l y 	 re la ted 	modu le .

• 	 Red: 	w i l l 	 t ake 	you 	 to 	 the 	Main Menu .

As  you  nav iga te  a round Stud io  Su i te ,  a  good way  to  keep t rack  o f  where  you  a re  i s  to  look  fo r  the  l a rge 

wh i te  tex t ,  wh ich  w i l l  show you  the  name o f  the  modu le  in  the  upper  l e f t ,  ( and  be low tha t )  you ’ l l  see  a 

h ie ra rchy  o f  g ray- labe led  tabs  and sub- tabs .  For  example ,  Contac ts  ( the  modu le )  w i l l  be  in  wh i te ,  and 

Employee  ( the  tab )  and Messages  ( the  sub- tab )  w i l l  a l l  be  in  g ray,  g i v ing  you  a  “qu ick  scan”  awareness 

o f  where  you  a re .

Attach & FTP tab
Many modu les  have  an  At tach  &  FTP  o r  an  At tach  tab .  P lease  read the  Attach & FTP  chapte r  i n  th i s  User ’s 

Gu ide  fo r  a  more  de ta i l ed  exp lana t ion  o f  how to  use  th i s  tab .
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Report tab
Most  modu les  have  a  Repor t  tab  (known as  the  Pr in t  tab  in  p rev ious  ve rs ions ) .  You  can  both  run  repor ts  and 

pr in t  the  record  tha t  you  a re  v iew ing  f rom th is  tab .   I f  the  modu le  you  a re  in  has  one ,  i t  i s  bes t  to  p r in t  your 

documents ,  l i s ts  o r  repor ts  f rom the  au tomated but tons  w i th in  the  Repor t  tab  ra ther  than  se lec t ing  ‘P r in t ’ 

f rom the  Fi le  menu.  Do ing  th i s  w i l l  p r in t  the  sc reen  you  a re  v iew ing  on  (wh ich  i s  des igned and s i zed  fo r  a 

compute r  sc reen )  ra the r  than  f rom a  layout  des igned and s i zed  fo r  a  paper  p r in tou t .

Print sub-tab
Most  modu les  have  mu l t ip le  opt ions  fo r  p r in t ing  the  record  tha t  you  a re  v iew ing ,  you  w i l l  f i nd  them under 

the  Pr in t  Opt ions  sub- tab .

Audit Log sub-tab

NEW FEATURE: Audit  Log sub-tab

The Aud i t  Log  sub- tab  i s  one  way  to  access  the  Aud i t  Log w i th in  a  modu le .   I t  i s  a 

sub- tab  o f  the  Repor t  tab  and i t ’s  purpose  i s  to  t rack  when changes  were  made to  a 

record  and by  whom.   Th is  fea tu re  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as 

a  handy  shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .  

The  Aud i t  Log sub- tab  i s  i n  the  Repor t  tab  o f  the  Contacts ,  Projects ,  Events , 

Invoices  and  Rooms  modu les .

Another  t ime the  Aud i t  Log i s  used i s  when a  record  ge ts  acc identa l l y  de le ted  and 

needs  to  be  rebu i l t .   Read on  to  f i nd  ou t  how to  use  the  Aud i t  Log to  rebu i ld  a  record .  

How to Use the Audit  Log to view the data from a deleted record:

1.  C l i ck  W indow in  the  F i l eMaker  too lbar.

2 .  Choose  Show W indow.

3 .  When you  see  the  cho ices  fo r  W indows,  choose  SSX_Aud i t  Log ( you  may  on ly 

see  the  “A”  o f  Aud i t  Log ) .

4 .  You w i l l  see  a  l i s t  o f  de le ted  records .   They  a re  o rgan ized  by  o rder  o f  de le t ion , 

no t  by  modu le .   To  v iew any  one  record ,  c l i ck  on  the  Go To  but ton .

 



4-8

Studio Suite X          Chapter 4 - Basics

Print This  button

Some modu les  have  a  Pr in t  Th is  bu t ton  nex t  to  the  Repor t  tab .  The  but ton  p rov ides  qu ick  access  to  a  p r in ted 

ve rs ion  o f  what  your  see ing  on  sc reen ,  so  you  do  not  have  to  nav iga te  to  the  Pr in t  Opt ions  func t ion .

Keyboard shortcuts
To min im ize  the  amount  o f  mouse  cont ro l  movement  and to  speed up opera t ions ,  memor i ze  the  fo l low ing  key 

combina t ions  to  sw i tch  be tween modu les .  You can  a lso  go  to  the  Scr ip ts  menu and se lec t  any  o f  the  sc r ip ts 

to  per fo rm these  keyboard  shor tcu ts .

Keyboard Shortcuts:

Type Command (z  -  Mac )  o r  Cont ro l  (C t r l  -  W in )  p lus  the  fo l low ing  number  keys :

• 	 z   (C t r l )  +  1  Go To  MAIN MENU

• 	 z   (C t r l )  +  2  Go To  CONTACTS

• 	 z   (C t r l )  +  3  Go To  PROJECTS

• 	 z   (C t r l )  +  4  Go To  CALENDAR

• 	 z   (C t r l )  +  5  Go To  QUICK LOG

• 	 z   (C t r l )  +  6  Go To  INVOICES

• 	 z   (C t r l )  +  7  Go To  L IBRARY

• 	 z   (C t r l )  +  8  Go To  MEDIA INVENTORY

• 	 z   (C t r l )  +  9  Go To  TASKS

Drop-Down l ists ,  Pop-up Menus, & Floating Pop-up Menus
Stud io  Su i te  uses  th ree  d i f f e ren t  menu types ,  each  w i th  i t s  own look  and/or  func t ions .   I t  i s  impor tan t  to 

know the  d i f f e rence  as  these  menus  a re  ins t rumenta l  i n  us ing  Stud io  Su i te  and they  w i l l  be  re fe r red  to 

spec i f i ca l l y  th roughout  th i s  Users  Gu ide . 

IMPORTANT NOTE:   Whi le  you may grow to  prefer  one menu type over  the other,  we 

strongly  recommend that  you check with  us  before  changing the format .

Drop-Down l ist
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A drop-down l i s t  i s  a  l i s t  menu tha t  d rops  f rom an  open f i e ld .  These  ‘ l i s t  menus ’  w i l l  t yp ica l l y  d i sp lay  a 

sc ro l l  ba r  to  the  r igh t ,  a l l ow ing  you  to  sc ro l l  up  o r  down th rough the  l i s t . 

Once  your  cu rsor  i s  i n  the  l i s t ,  you  can  type  the  f i r s t  few le t te rs  o f  your  se lec t ion  un t i l  i t  i s  h igh l igh ted . 

H i t  the  RETURN key.   You  can  a lso  use  the  up  and down a r rows on  the  keyboard  to  move  up  and down 

th rough the  l i s t .

I f  you  need to  en te r  someth ing  tha t  doesn ’t  show in  the  l i s t  o r  i f  you  need to  e rase  your  en t ry,  h i t  the 

ESCAPE or  DELETE  key  on  the  keyboard  and en te r  your  in fo rmat ion .  When the  L is t  i s  o f  ‘Re la ted ’  da ta 

f rom another  a rea ,  ( such  as  a  l i s t  o f  Cl ients  o r  Projects ) ,  make  sure  to  use  one  o f  the  ex is t ing  va lues 

as  i t  w i l l  re la te  to  tha t  record  in  the  da tabase .

Pop-up Menu

                                        

           

 

A  Pop-up menu w i l l  f l oa t  (cen te red )  be low a  f i e ld  once  the  open f i e ld  i s  c l i cked.  I t  w i l l  s tay  open un t i l 

you  choose  someth ing  f rom the  menu o r  c l i ck  anywhere  ou ts ide  the  menu.  Many  o f  S tud io  Su i te ’s  pop-up 

menus  have  “Ed i t ”  and “Other ”  a t  the  end o f  each  menu.  Choos ing  “Ed i t ”  w i l l  a l l ow you  to  make changes 

o r  add new ent r i es  to  the  menu.  To  add l i ne  separa to rs  in  a  va lue  l i s t ,  c l i ck  the  “ - ”  (hyphen o r  m inus  s ign ) 

on  i t s  own l i ne .  The  “Other ”  se lec t ion  w i l l  a l l ow you  to  en te r  a  one-o f -a-k ind  en t ry  tha t  you  m ight  on ly 

use  once .  I f  the  “Ed i t ”  o r  “Other ”  opt ions  a re  no t  ava i l ab le ,  i t  i s  bes t  i f  you  do  NOT man ipu la te  the  l i s t .

How to delete an entry from a f ield with a pop-up menu:

1.  Se lec t  the  “b lank”  en t ry  f rom the  menu ( j us t  above  “Ed i t ”  and “Other ” ) , 

2 .  You can  a lso  p ress  the  SHIFT  key  and c l i ck  an  en t ry  to  c lea r  i t . 

3 .  In  some a reas ,  S tud io  Su i te  p rov ides  a  wh i te  Clear  but ton  labe led  “C”  tha t  w i l l 

c lea r  the  conten ts  o f  the  f i e ld  when you  c l i ck  on  i t .

I f  you  ever  need to  se lec t  more  than  one  i tem f rom a  pop-up menu (such  as  to  ind ica te  tha t  someone 

i s  a  Producer,  an  Eng ineer,  and an  Ed i to r ) ,  p ress  the  SHIFT  key  on  your  keyboard ,  then  c l i ck  on  each 

des i red  se lec t ion  in  the  menu.
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Floating Pop-up menus

 Vs.

Cl icked by  a r row     C l i cked by  tex t  box

                                         

F loa t ing  Pop-up menus  a re  a lmost  iden t ica l  to  regu la r  Pop-up menus .  However,  ra the r  than  s tay ing 

cente red  on  the  f i e ld ,  the i r  d i sp lay  pos i t ion  depends  on  where  you  c l i ck  w i th in  the  f i e ld .   These  menus 

w i l l  l ook  s l igh t l y  d i f f e ren t  than  regu la r  pop-up menus .  Th is  i s  because  F loa t ing  Pop-up menus  a re  c rea ted 

f rom the  Opera t ing  Sys tem o f  your  compute r  (us ing  the  CNS menu p lug- in  to  accommodate  some mu l t i -

l anguage menus ) .

NOTE:  For  the  purpose o f  th is  manua l ,  we re fe r  to  both  regu la r  and f loa t ing  pop-up menus 

as  s imply  ‘Pop-up menus’ .

Buttons

When you  c l i ck  on  any  o f  the  va r ious  but tons  w i th in  S tud io  Su i te ,  they  per fo rm funct ions  spec i f i c  to  themse lves 

and the  modu les  they  a re  inc luded w i th in .   Be low a re  severa l  bu t tons  tha t  a re  un ive rsa l  th roughout  S tud io 

Su i te .

Function Bar  buttons
Many func t ions  you  typ ica l l y  pe r fo rm to  man ipu la te  records  in  a  da tabase ,  such  as  New,  Dup l i ca te , 

De le te ,  F ind ,  F ind  A l l ,  Omi t ,  and Sor t  are  ava i l ab le  in  S tud io  Su i te ’s  Funct ion  Bar  at  the  top  o f  each 

Modu le .  You can  a lso  use  the  F i l eMaker  keyboard  shor tcu ts  to  per fo rm these  func t ions .   An  add i t iona l 

op t ion  i s  the  Back  but ton .
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Function Bar Key Commands

• 	 z  (C t r l )  +  N     New

• 	 z  (C t r l )  +  D      Dup l i ca te

• 	 z  (C t r l )  +  E      De le te

• 	 z  (C t r l )  +  F  F ind

• 	 z  (C t r l )  +  J      F ind  A l l

• 	 z  (C t r l )  +  T  Omi t

• 	 z  (C t r l )  +  S  Sor t

Delete & Omit buttons
The Funct ion  Bar  has  a  De le te  bu t ton  and an  Omi t  bu t ton .  These  but tons  per fo rm the i r  own,  spec i f i c 

ac t ions ,  wh ich  a re  qu i te  d i f f e ren t  than  o thers . 

• 	 	De le te  -  W i l l  pe rmanent l y  de le te  the  se lec ted  record  f rom your  da tabase .

• 	 	Omi t  -  W i l l  t empora r i l y  omi t  (o r  h ide )  the  se lec ted  records  f rom the  l i s t  v iew.  Ho ld ing  down 

the  SHIFT  key  when c l i ck ing  Omi t  w i l l  p resent  a  d ia log  ask ing  you  how many  records  to 

Omi t .

Back  button
In  the  Funct ion  bar,  you  w i l l  no t ice  a  Back  bu t ton .  C l i ck  th i s  bu t ton  to  re tu r n  to  the  p rev ious l y  v iewed 

sc reen ,  regard less  o f  what  modu le  you  a re  v iew ing .  For  ins tance ,  i f  you  a re  v iew ing  the  Deta i l  tab  o f  the 

Rooms  modu le  and c l i ck  the  o range Equ ipment  tab  to  go  to  the  Equipment  modu le ,  c l i ck ing  the  Back 

bu t ton  w i l l  re tu r n  you  to  the  Deta i l  tab  o f  the  Rooms  modu le . 

The  Back  bu t ton  i s  on ly  meant  to  re tu r n  to  Layouts  o r  Modu les .  Be  aware  tha t  i t  may  not  a lways  re tu rn 

to  the  p rev ious  Record  o r  Found Set .

Go To  button       

               

 

The  Go To  bu t ton  i s  usua l l y  seen  in  l i s t  v iews and Deta i l  tab  w indows.  Th is  bu t ton  takes  you  to  a  v iew 

w i th  more  de ta i l ed  in fo rmat ion  about  an  i tem.  Somet imes ,  i t  i s  w i th in  the  same modu le  and o ther  t imes  i t 

takes  you  to  a  record  in  an  en t i re l y  d i f f e ren t  modu le .  For  example ;  i f  a  Go To  bu t ton  i s  nex t  to  a  person ’s 

name,  i t  w i l l  p robab ly  take  you  to  the i r  de ta i l ed  record  in  the  Contacts  modu le .

IMPORTANT NOTE:  a lways be aware of  which module  you are  in  before  c l ick ing on a 

Go To button,  as  wel l  as  which module  i t  takes you to .  The f i le  name is  in  the win-

dow’s  t i t le  bar. 
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NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Equipment , 

Invoices  (on  l i ne  i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  modu les .   When you 

hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to  the  record 

be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and when they 

made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy  shor t  cu t 

he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

Bookable/Not Bookable  toggle button

                                 OR   

   

Th is  bu t ton  ex is ts  in  the  Contacts ,  Rooms ,  Equipment ,  Media  Inventory ,  Library  &  Labels  and 

Calendar  modu les .  When c l i cked,  i t  togg les  be tween Bookab le  (g reen )  and Not  Bookab le  (g ray ) ,  and 

ind ica tes  whether  a  resource  can  be  booked in  the  Calendar  and  Projects  modu les

When a  new record  i s  c rea ted  in  the  modu les  l i s ted  above ,  th i s  bu t ton  de fau l t s  to  Not  Bookab le .  A f te r 

mak ing  someth ing  Bookab le ,  you  w i l l  see  a  d ia log  g i v ing  you  the  cho ice  o f  mak ing  i t  V i s ib le  or  no t  V is ib le 

in  the  Calendar  modu le .  I f  you  se lec t  No (not  V is ib le ) ,  you  can  a lways  make i t  V i s ib le  l a te r  f rom the 

Ca lendar  Set t ings  but ton .

Sort  buttons       
Many  w indows w i th in  S tud io  Su i te  conta in  mu l t ip le  records ,  known as  ‘L i s t  V iews’ .  W i th in  L i s t  V iews, 

each  f i e ld  i s  i n  a  co lumn and each  co lumn header  conta ins  a  t i t l e  a t  the  top .  In  a l l  ‘L i s t  V iews’ ,  when a 

t i t l e  i s  seen  as  under l i ned ,  the  t i t l e  i s  a  c l i ckab le  Sor t  but ton .  The  Sor t  bu t ton  a r ranges  a l l  o f  the  found 

records  in  e i the r  ascend ing  o rder  (1  -  9  and A-Z )  o r  descend ing  o rder  (Z-A  and 9-1 )  by  i t s  assoc ia ted 

f i e ld .  In  an  ascend ing  sor t  o rder,  any  records  w i th  empty  o r  b lank  f i e lds  w i l l  appear  f i r s t ,  then  spaces , 

then  numbers ,  then  le t te rs .  The  reve rse  i s  t rue  fo r  a  descend ing  sor t  o rder.

Clear  button   

The  Clear  but ton  i s  on ly  used fo r  f i e lds  w i th  pop-up menus  o r  pop-up l i s ts  to  de le te  o r  c lea r  an  unwanted 

en t ry.  Ins tead o f  se lec t ing  the  ‘b lank ’  en t ry  f rom the  l i s t ,  o r  SHIFT+c l i ck ing  on  an  i tem to  dese lec t  i t ,  you 

can  s imp ly  c l i ck  the  Clear  but ton  to  qu ick l y  de le te  the  in fo rmat ion .

Continue  button     

When us ing  but tons  f rom the  Pr in t  Menu tab  ( i f  you  a re  us ing  F i l eMaker  ve rs ion  10 ) ,  the  Cont inue  bu t ton 
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of ten  appears  in  the  S ta tus  a rea  in  the  upper  r igh t  s ide  o f  the  W indow.   Cont inue  a l l ows you  to  p rev iew 

your  p r in tou t  be fo re  ac tua l l y  p r in t ing .  C l i ck  i t  to  cont inue  the  p r in t  p rocess .   In  F i l emaker  ve rs ion  11 ,  the 

Cont inue  bu t ton  i s  loca ted  on  the  le f t  s ide  in  the  S ta tus  Too lbar. 

Trash Can  button

The Red Trash  Can  bu t ton  appears  on  each  l i ne  (o r  row)  o f  an  ind iv idua l  record  w i th in  a  por ta l ,  o r  row. 

C l i ck  i t  to  permanent l y  de le te  tha t  par t i cu la r  record  f rom i t s  o r ig ina l  modu le .

Using graphics in Studio Suite
Stud io  Su i te  suppor ts  T IFF  ( . t i f f ) ,  JPEG ( . jpg )  and PNG ( .png )  g raph ic  f i l e  t ypes .  You can  eas i l y  use  g raph ics 

in  many  o f  the  conta ine r  f i e lds  th roughout  S tud io  Su i te .  The  h igher  the  in i t i a l  reso lu t ion  o f  the  g raph ic ,  the 

be t te r  i t  w i l l  l ook .  However,  the  f i l e  s i ze  o f  the  g raph ic  image w i l l  have  an  e f fec t  on  the  launch speed o f 

S tud io  Su i te .  The  b igger  the  f i l e  s i ze ,  the  s lower  S tud io  Su i te  w i l l  open .  You shou ld  t r y  to  keep the  f i l e  s i ze 

as  sma l l  as  poss ib le . 

Container f ields with high resolution graphics that may slow launch 
speed:

• 	 Company 	Logo.

• 	 D ig i ta l 	photos 	o f 	Emp loyees 	 in 	 the 	Contacts  modu le .

• 	 Face 	p la te 	d raw ings 	o f 	gear 	 in 	 the 	Recal l  modu le .

• 	 A 	photo 	o f 	a 	conso le 	 in 	 the 	Equipment  modu le .

• 	 A 	scanned	p ic tu re 	o f 	a 	 room	 in 	 the 	Rooms  modu le .

You can  a lso  p lace  your  logo  one  t ime in  S tud io  Su i te .  Per fo rm th is  task  f rom the  Logos  tab  in  the  Main 

Menu -  Setup  sec t ion .  The  logo you  embed can  au tomat ica l l y  p r in t  on  repor ts ,  med ia  l abe ls ,  and o ther 

p r in tou ts .  Aga in ,  make  sure  to  use  a  sma l le r  ve rs ion  o f  the  f i l e .   To  s ta r t ,  c l i ck  the  Setup but ton  loca ted  a t 

the  bot tom o f  the  Main Menu  page . 

How to insert a Logo:

1.  W i th in  the  Main Menu -  Setup  sec t ion ,  c l i ck  the  Logos  tab .  Se lec t  the 

appropr ia te  conta ine r  f i e ld  fo r  Logo No.  1 ,  Logo No.  2 ,  o r  Logo No.  3 .

2 .  R igh t  c l i ck  and se lec t  I nse r t P ic tu re  f rom the  menu.

3 .  A  s tandard  opera t ing  sys tem search  d ia log  w i l l  appear.

4 .  Use  th i s  d ia log  to  loca te  the  image (p ic tu re )  w i th in  your  se lec ted  compute r  d r i ve . 

5 .  Doub le  -  c l i ck  on  i t  o r  se lec t  i t  and  c l i ck  Open.

6 .    I n  the  ‘ Inse r t  P ic tu re ’  d ia log  box ,  you  a lso  have  the  opt ion  o f  check ing  a  box 

to  “S to re  on ly  a  re fe rence  to  the  f i l e ” .  (Make  sure  to  dese lec t  the  “Store as 

Reference ’  checkbox ) .  Th is  w i l l  d i sp lay  the  g raph ic  on ly  on  the  mach ine  tha t 

per fo rmed the  I nse r t ,  and a  re fe rence  l i nk  w i l l  d i sp lay  to  a l l  o the r  ne tworked 

users .

7 .  Th is  w i l l  embed the  p ic tu re  in to  the  f i e ld  and the  image w i l l  be  s to red  w i th in 

S tud io  Su i te .
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Special  Menu

Some modu les  w i l l  conta in  Spec ia l  Menus  in  the  F i l eMaker  app l i ca t ion  menus  a t  the  top  o f  your  sc reen .  

These  conta in  spec ia l  menu opt ions  fo r  tha t  modu le .  The i r  func t iona l i t y  i s   descr ibed in  tha t  modu le ’s 

chapte r.

Sample records (using and deleting)
Stud io  Su i te  sh ips  w i th  many  “Sample”  records  conta in ing  example  da ta .  These  records  a re  inc luded to 

i l l us t ra te  how d i f fe ren t  f i e lds  and modu les  a re  in tended to  be  used.  Take  a  qu ick  look  a round each  modu le  to 

ge t  a  fee l  fo r  where  th ings  go  by  c l i ck ing  the  va r ious  tabs .  As  you  become more  fami l i a r  w i th  how to  opera te 

S tud io  Su i te ,  you  may  choose  to  de le te  these  records  by  se lec t ing  the  “De le te  Sample  Records”  sc r ip t  f rom 

the  Spec ia l  Menu o f  the  Ma in  Menu.  Se lec t ing  th i s  opt ion  w i l l  p resent  a  d ia log  box  a l low ing  you  to  spec i f y 

wh ich  Modu les  w i l l  de le te  the i r  samp le  records . 

IMPORTANT:  When enter ing your  own informat ion into  Studio  Sui te ,  DO NOT s imply 

dupl icate ,  add to  or  change any of  the “Sample”  records that  current ly  ex ist  in  Stu-

d io  Sui te . 

Even i f  you change a l l  o f  the data  in  a  “Sample”  record,  i t  wi l l  s t i l l  be  f lagged as 

a  “Sample” ,  and wi l l  be  de leted when you use the “Delete  Sample  Records”  scr ipt . 

To create  new records,  c l ick  the New button on the Funct ion Bar  at  the top of  each 

window. 

Some modules  have ex ist ing records (data)  that  are  not  “Sample”  records,  and thus, 

you can add to ,  dupl icate  or  change them.  They are  P ictures ,  Samples  & Cl ips ,  and 

Posta l  Codes. 

NOTE:  We suggest  you read the  chapters  assoc ia ted wi th  each modu le  before  de le t ing  the 

Sample  records  so  you can get  a  fee l  o f  how the  data  i s  used.

Current record vs. Records being browsed
Because  F i l eMaker  i s  a  da tabase ,  i t  manages  ‘ records ’ .  The  F i l eMaker  p r in t  d ia log  conta ins  the  opt ion  o f 

p r in t ing  e i the r  the  ‘Cur ren t  Record ’  ( t yp ica l l y  used fo r  fo rms )  o r  ‘Records  be ing  Browsed’  ( t yp ica l l y  used fo r 

l i s ts  o f  da ta ) .

Types of records:

• 	 Cur ren t 	 record 	 - 	 	 the 	s ing le 	 record 	you 	have 	se lec ted 	o r 	a re 	v iew ing 	on-

screen .

• 	 Records 	be ing 	Browsed	 - 	 your 	en t i re 	 ‘ found	se t ’ 	o f 	 records , 	wh ich 	 i s 	no t	

necessar i l y  a l l  o f  the  ex is t ing  records .

NOTE:  A l though Stud io  Su i te  w i l l  usua l l y  se t  th is  to  the  l i ke ly  cho ice ,  be 

aware  o f  th is  se t t ing  when you pr in t .  Otherwise ,  you may end up pr in t ing 

much more  than  you expected !
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Duplicate Record Numbers
Each record  in  S tud io  Su i te  ge ts  i t s  own ‘ record  number ’  upon c rea t ion ,  wh ich  i s  used to  un ique ly  iden t i f y 

tha t  record .  I f  you  shou ld  somehow end up w i th  dup l i ca te  record  numbers  (espec ia l l y  a f te r  impor t ing  da ta ) , 

th i s  w i l l  be  p rob lemat ic  to  the  re la ted  func t iona l i t y  i n  S tud io  Su i te .  To  f i nd  dup l i ca te  records  ( so  you  can 

cor rec t  the  p rob lem) ,  en te r  F ind  mode and put  an  exc lamat ion  mark  in  the  Record ID  f i e ld  ( the  b lue  number 

in  the  upper  r igh t  corner  o f  most  sc reens ) .  Th is  w i l l  on l y  re tu r n  the  record ,  tha t  have  dup l i ca te  record 

numbers .  F rom there ,  go  to  a  l i s t  v iew and c l i ck  the  Sor t  bu t ton  a t  the  top  o f  the  Record ID  co lumn.

 

Field Labels and Text Objects
F ie ld  l abe ls  in  p rev ious  ve rs ions  o f  S tud io  Su i te  were  l ayout  tex t  ob jec ts .  F ie ld  l abe ls  in  the  cur ren t  ve rs ion  o f 

S tud io  Su i te  come f rom the  da tabase  so  tha t  you  can  change languages .  I f  you  want  to  change o r  add new 

tex t  o r  l ayout  ob jec ts ,  you  can  c rea te  them as  tex t  ob jec ts .

Printing and layout adjustments
You may  f i nd  tha t  you  want  to  remove some f i e lds  f rom layouts .  We suggest  tha t  ra the r  than  de le te  them, 

you  s imp ly  move  them to  the  r igh t  o f  the  norma l  sc reen  v iew.

S ince  the re  a re  so  many  d i f f e ren t  manu fac tu re rs  and mode ls  o f  p r in te rs  on  the  marke t ,  you  may  need to  make 

minor  tweaks  o r  ad jus tments  to  any  p r in t ing  layout  to  make i t  fu l l y  compat ib le  w i th  your  p r in te r.  A l l  p r in te rs 

hand le  paper  and sca le  g raph ics  d i f f e ren t l y,  and minor  l ayout  ad jus tments  a re  rea l l y  a  NORMAL occur rence . 

You may  a lso  choose  to  make s ty l i s t i c  changes  to  some layouts  as  we l l .  Re fe r  to  your  F i l eMaker  User ’s  Gu ide 

about  the  Layout  mode,  and how to  move  and a r range  f i e lds . 

NOTE:  Before  pr in t ing  on  expens ive  le t te rhead,  labe l  sheets  or  fancy  paper,  per fo rm a 

tes t -pr in t  on  regu la r  paper  to  be  sure  every th ing  pr in ts  proper ly.

Fonts
For  c ross-p la t fo rm cons is tency,  we have  used a  s ing le  fon t  th roughout  S tud io  Su i te .  No mat te r  what  opera t ing 

sys tem you use ,  eve ry th ing  shou ld  de fau l t  to  the  Veranda fon t .  Th is  fon t  ma in ta ins  a  cons is ten t  appearance 

and spac ing  on  both  Mac in tosh  and W indows.  You may  change fon ts  on  a  case-by-case  bas is  i f  des i red , 

however,  i f  you  a re  in  a  c ross-p la t fo rm env i ronment ,  be  aware  o f  any  fon t  s i ze  incons is tenc ies . 

Speed
Whi le  th i s  ve rs ion  o f  S tud io  Su i te  i s  fas te r  than  p rev ious  ve rs ions ,  you  may  not ice  tha t  i t  i s  s lower  than  some 

app l i ca t ions  tha t  you  a re  used to  us ing .  P lease  note  the  fo l low ing  exp lana t ion :

The  typ ica l  opera t ion  o f  S tud io  Su i te  uses  many  re la ted  da tabases .  The  fac t  tha t  they  a re  re la ted  means 

tha t  they  a l l  re fe r  to  one  another ;  shar ing ,  compar ing ,  and ca lcu la t ing  in fo rmat ion  based on  da ta  tha t  ex is ts 

in  one  o r  more  Stud io  Su i te  da tabase  f i l es .  I f  you  a re  us ing  a  ne twork ,  th i s  requ i res  tha t  the re  be  cons tan t 

movement  o f  da ta  be tween your  C l i en t /Guest  mach ine  and the  Serve r /Host  mach ine .  Th is  i s  qu i te  a  b i t 

d i f f e ren t  f rom us ing  someth ing  l i ke  a  word  p rocessor  o r  ema i l  p rogram d i rec t l y  f rom your  loca l  compute r, 

wh ich  has  “ f l a t ”  da ta  on  your  loca l  ha rd  d r i ve .
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You w i l l  f i nd  tha t  the  speed may  be  m i ld l y  s lugg ish  each  t ime you  launch Stud io  Su i te .  The  sc reens  w i l l  render 

fas te r  a f te r  they  have  loaded a t  l eas t  once .

User-customizable f ields
Once you  become fami l i a r  w i th  S tud io  Su i te  and F i l eMaker,  you  may  d iscover  you  need a  new f i e ld .  We have 

p rov ided many  User  f i e lds  in  each  modu le  tha t  you  can  cus tomize  to  accommodate  spec i f i c  i n fo rmat ion .  We 

have  p re- fo rmat ted  these  f i e lds  to  be  Repeat ing  f i e lds ;  the i r  number  o f  repet i t i ons  a re  d isp layed nex t  to  the 

f i e ld  name in  b rackets .  The  f i e lds  tha t  conta in  the  word  “G loba l ”  a re  de f ined  as  G loba l  f i e lds ,  wh ich  means 

they  have  the  same va lue  fo r  a l l  records .  To  use  a  user  f i e ld ,  you  may  go  in to  the  Layout  mode (w i th in  any 

modu le )  and drag  out  one  o f  these  f i e lds  to  s to re  your  spec i f i c  da ta .  

The  f i e lds  a re  named as  fo l lows:

• 	 User_Conta ine r1

• 	 User_Conta ine r2

• 	 User_Date1

• 	 User_Date2

• 	 User_G loba lConta ine r1

• 	 User-G loba lConta ine r2

• 	 User_G loba lDate1

• 	 User_G loba lDate2

• 	 User_G loba lNumber1

• 	 User_G loba lNumber2

• 	 User_G loba lTex t1

• 	 User_G loba lTex t2

• 	 User_G loba lT ime1

•	 User_G loba lT ime2

•	 User_Number1

• 	 User_Number2

• 	 User_Tex t1

• 	 User_Tex t2

• 	 User_Tex t3

• 	 User_Tex t4

• 	 User_Tex t5

• 	 User_Tex t6

• 	 User_T ime1

•	 User_T ime2

•	 User_T imeStamp1

•	 User_T imeStamp2

Be sure  to  use  the  appropr ia te  f i e ld  t ype  ( tex t ,  number,  da te ,  t ime,  conta ine r,  o r  g loba l  tex t )  fo r  the  k ind 

o f  da ta  you  w i l l  s to r ing .  S ince  the re  i s  no  access  to  Def ine  F ie lds  mode,  you  w i l l  no t  be  ab le  to  change the 

ac tua l  f i e ld  name,  bu t  you  can  ad jus t  the  f i e ld  l abe l  on  your  l ayouts .  No user-cus tomizab le  ca lcu la t ion  f i e lds 

a re  ava i l ab le .
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Customizing Studio Suite
We have  p rov ided the  above  ment ioned User  f i e lds ,  and access  to  Layout  mode and Scr ip tMaker  mode so 

tha t  you  may  make minor  mod i f i ca t ions  to  su i t  your  needs .  O f  course ,  i f  you break something,  we are  NOT 

responsib le  for  f ix ing i t !  Because  de ta i l s  about  a l te r ing  layouts  and sc r ip ts  a re  no t  covered  in  th i s  User ’s 

Gu ide ,  we recommend tha t  you  contac t  us  be fo re  mak ing  any  s ign i f i can t ,  pe rmanent  changes .

AlterMedia Customizing Services:

1.  We ema i l  o r  FTP the  f i l es  back  and fo r th  as  needed.

2 .  We adv ise  you  v ia  phone as  you  per fo rm the  work .

3 .  We do the  work  remote l y  v ia  remote  access  so f tware .

4 .    We v i s i t  your  loca t ion  and work  on  your  f i l es .

 

I f  you  a re  in te res ted  in  ge t t ing  more  in fo rmat ion  about  any  o f  these  Customiz ing  Serv ices  and the i r  assoc ia ted 

fees ,  p lease  ca l l  us  a t  1.818.955.9550 .

Getting Help
I f  you  a re  hav ing  a  p rob lem or  need he lp ,  p lease  de te rm ine  i f  the  p rob lem is  re la ted  to  the  opera t ion  o f  S tud io 

Su i te  o r  F i l eMaker  Pro  be fo re  ca l l i ng .

I f  you  purchased your  F i l eMaker  w i th  S tud io  Su i te  as  par t  o f  a  bund le ,  p lease  contac t  A l te rMed ia  fo r  a l l 

S tud io  Su i te  and F i l eMaker  he lp .  I f  you  acqu i red  your  F i l eMaker  f rom another  source ,  p lease  look  in  your 

F i l eMaker  Pro  User ’s  Gu ide  fo r  i n fo rmat ion  about  contac t ing  them fo r  suppor t .

To  contac t  us  fo r  techn ica l  suppor t  fo r  S tud io  Su i te  and F i l eMaker  ( i f  you  purchased F i l eMaker  w i th  S tud io 

Su i te ) ,  ca l l  1.818.955.9550  however,  i f  you  a re  no t  on  one  o f  our  suppor t  p rograms,  you  w i l l  be  charged on 

a  per-ca l l  bas is .

Support

We offer two support programs:

• 	 A 	one-year 	p rogram	@	20%	o f 	 the 	so f tware 	you 	own.	

• 	 a 	 	 two-year 	p rogram	@	15%	per 	year.	

Most  p rob lems can  be  so lved  fa i r l y  qu ick l y. 

Th is  po l i cy  i s  an  indus t ry  s tandard  due  to  the  h igh  cos ts  o f  p rov id ing  qua l i t y  techn ica l  suppor t .  Fu r the r,  i t 

enab les  us  to  keep the  purchase  p r ice  o f  S tud io  Su i te  low,  wh i l e  charg ing  ind iv idua l l y  fo r  suppor t  on l y  as 

needed.
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I f  you  ca l l  fo r  suppor t ,  p lease  be  near  your  compute r  w i th  S tud io  Su i te  loaded and have  your  CD,  Reg is t ra t ion 

Number  and c red i t  ca rd  handy.

Instal lat ion, Set-up and Training Services
I n  add i t ion  to  our  Customiz ing  Serv ices ,  we a lso  o f fe r  on-s i te  ins ta l l a t ion ,  t ra in ing ,  and  cus tomiza t ions . 

Th is  can  be  an  e f fec t i ve  way  to  ge t  a  l a rge  number  o f  peop le  up  and runn ing  qu ick l y,  and have  the  work f low 

cus tomized to  your  needs .

I f  you  th ink  these  se rv ices  wou ld  be  he lp fu l  to  you ,  ca l l  us  a t  1.818.955.9550  fo r  more  in fo rmat ion .  We a re 

ve ry  fami l i a r  w i th  s tud ios  and the  med ia  indus t ry  ( i n  genera l )  as  i t  re la tes  to  the  opera t ion  o f  S tud io  Su i te .

Now,  p lease  read and comple te  the  Seven Things You Must  Do  chapte r  to  ge t  the  most  ou t  o f  your  new 

so f tware !  I f  you  a re  no t  ye t  comfor tab le  w i th  the  opera t ion  o f  your  compute r  o r  F i l eMaker  Pro ,  take  some 

t ime to  become more  fami l i a r  w i th  them be fo re  p roceed ing .



5
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Stud io  Su i te  X  o f fe rs  more  in te r ne t  access  than  any  p rev ious  ve rs ion .   Th is  chapte r  i s  des igned to  exp la in 

the  way  in  wh ich  access ing  the  in te r ne t  v ia  S tud io  Su i te  i s  d i f f e ren t  than  access ing  i t  th rough a  b rowser. 

The remainder of this chapter has not been updated for 
SSX.  I t  wi l l  be updated in the next edit ion.

The In ternet  vers ion  u t i l i zes  F i l eMaker  Serve r  Advance ’s  power fu l  Instant  Web Publ ish ing ( IWP)  to  p rov ide 

web access ib i l i t y  v ia  a  s tandard  b rowser  to  the  en t i re  da tabase  fo r  a l l  use rs . 

In this chapter you wil l  read about how to:
• 	 Get  s ta r ted

• 	 Customize  your  S ta tus  Bar

General Features and Functions notes
• 	 Access 	 to 	Stud io  Su i te  f rom anywhere  w i th  In te r ne t  access .

• 	 Users 	can 	ed i t 	a 	ma jo r i t y 	o f 	 records 	 in 	most 	modu les .

• 	 Some	funct ions 	a re 	l im i ted . 	For 	example , 	func t ions 	u t i l i z i ng 	F i l emaker 	p lug- ins 	a re 	no t 	executab le	

v ia  IWP.   These  w i th  d isp lay  a  “Non-web compat ib le  d ia log . ”

• 	 By 	 de fau l t , 	 the 	 ‘Layout : ’ 	 d rop 	 down	 menu	 under 	 the 	 s ta tus 	 bar 	 w i l l 	 d i sp lay 	 the 	 cur ren t 	 l ayout	

name and the  “Reset  Nav iga t ion”  l ayout .

• 	 Occupy ing 	a 	sea t 	on 	 IWP	occup ies 	a 	S tud io 	Su i te 	sea t .

• 	 User 	 log in 	 i s 	s im i l a r 	 to 	Cl ient  ve rs ion ,  so  a l l  p re fe rences  a re  p reserved.

• 	 IWP	spec i f i c 	con f igu ra t ions 	a re 	 loca ted 	 in 	 the 	F i l eMaker 	Admin 	Conso le .

• 	 When	you 	c l i ck 	a 	bu t ton 	o r 	fea tu re 	repos i t ion 	the 	mouse 	s l igh t l y 	un t i l 	the 	hand	icon 	appears 	and	
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then  c l i ck  to  comple te  the  task  o r  func t ion .

• 	 When	 nav iga t ing , 	 F i l eMaker 	 occas iona l l y 	 p rompts 	 w i th 	 “Record 	 Not 	 Found” 	 d ia log . 	 C l i ck 	 ‘Ok ’	

and t r y  nav iga t ing  aga in .  I f  nav iga t ion  s t i l l  f a i l s ,  go  to  the  Main Menu  and  log  ou t  then  log  back 

in .

• 	 Shou ld 	S tud io 	Su i te 	nav iga te 	 to 	a 	non 	 IWP	 layout , 	s imp ly 	use 	the 	Stud io 	Su i te 	nav iga t ion 	bar 	 to	

go to  another  l ayout  and then  nav iga te  back  to  your  des i red  layout .

• 	 The 	 ‘L i s t 	 v iew’ 	 jumps	 to 	 the 	 se lec ted 	 record . 	 In 	 o ther 	 words , 	 when	 se lec t ing 	 a 	 record 	 in 	 ‘L i s t	

v iew’ ,  i t  w i l l  j ump and become the  f i r s t  record  in  l i s t .

• 	 A f te r 	a 	 f i nd , 	 the 	L is t 	 v iew	somet imes 	 jumps	 to 	 the 	 las t 	 record 	mak ing 	 i t 	 appear 	as 	 i f 	 though	 the	

l as t  record  i s  the  on ly  record .  To  v iew the  o ther  records  c l i ck  the  Nav iga te  Record  Icon  to  up 

v iew the  o thers .

• 	 I f 	you 	a re 	 in 	F ind 	Mode	and	you 	want 	to 	cance l 	the 	f i nd , 	c l i ck 	on 	the 	browse  bu t ton  in  the  upper 

l e f t  o f  the  s ta tus  bar.

• 	 D i f fe ren t 	Browsers 	 render 	D i f fe ren t l y

• 	 Some	Pop-Up	and	Drop	down	 l i s ts 	a re 	 in 	a lphabet ica l 	o rder 	 ins tead	o f 	cus tom	spec i f i ed 	o rder

• 	 IWP	access 	 i s 	no t 	opt im ized 	 fo r 	p r in t ing .

• 	 Because 	 o f 	 d i f f e rences 	 in 	 how	 browsers 	 render, 	 some	 Rad io 	 But tons 	 and	 check 	 boxes 	 may	

d isp lay  l im i ted  opt ions .

• 	 Ca lendar 	d rag 	and	drop, 	T ime l ine 	ca lendar 	 fea tu res 	a re 	no t 	 i nc luded.

Getting Started
Once the  p rogram is  p roper l y  i ns ta l l ed  and con f igu red ,  the  “ ins ide  the  ne twork”  da tabase  access  shou ld 

be  loca ted  a t  h t tp : / /<serve r- ipaddress>/ fm i / iwp,  where  as  <serve r- ipaddress> i s  the  IP  o f  the  rou te r 

hos t ing  the  ne twork  when “outs ide  the  ne twork” . 

How to get started:

1.  C l i ck  on  “C l i ck  he re  to  Log- In”  and access  the  SS9_Ma in . fp7  f i l e  and 

au thent ica t ion .  Authent ica te  as  you  wou ld  on  your  F i l eMaker  Pro  c l i en t .  

2 .  The  user  i s  p resented  w i th  a  Ma in  Menu log- in  p rompt  as  they  wou ld  norma l l y.

3 .  Shou ld  you  fa i l  to  see  the  homepage o r  the  au thent ica t ion  page p lease  rev iew the 

F i l eMaker :  Ins tan t  Web Pub l i sh ing  Gu ide  and rev iew the  ins ta l l a t ion  p rocedure 

and make sure  your  se rve r  i s  p roper l y  con f igu red  fo r  web hos t ing .

4 .  A f te r  a  success fu l  l og- in ,  some notab le  d i f f e rences  inc lude  a  cons tan t  p resence 

o f  the  S ta tus  Bar  ( l e f t )  and  shadow less  g raph ics .  Ins tan t  Web Pub l i sh ing  cannot 

d isp lay  t ransparency,  and the  occas iona l  omiss ion  o f  a  bu t ton  a l together,  i . e .  the 

Re-Log in  bu t ton  has  been omi t ted  f rom the  Ma in  Menu.  S im i la r l y,  because  we 

a re  now in  a  b rowser  the  en t i re  F i l eMaker  App l i ca t ion  menu i s  a l so  not  ava i l ab le .

5 .  For  opt ima l  usage  and s tab i l i t y  we h igh ly  recommend tha t  you  on ly  u t i l i ze  the 

but tons  and f i e lds  p resented  by  the  GUI  and on ly  use  the  Sta tus  Bar  when 

ins t ruc ted  to  do  so .

6 .  Due  to  the  l im i ta t ion  o f  F i l eMaker  Ins tan t  Web Pub l i sh ing ,  our  usage  o f  P lug-

ins  and the  complex i t y  o f  some o f  our  func t ions ;  S tud io  Su i te  In te r ne t  has 

been opt im ized  fo r  record  v iew ing  and bas ic  record  ed i t i ng .  We a lso  recogn ize 

the  need to  per fo rm some s tandard  func t ions  l i ke  ‘Crea t ing  a  New Pro jec t ’ 

o r  ‘Mak ing  a  Resource  Bookab le ’  and thus  have  a lso  made these  func t ions 

ava i l ab le .  However,  a  number  o f  func t ions  have  been d isab led  in  o rder  to  re ta in 

a  s t rong emphas is  on  s tab i l i t y.
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Status Bar
The Sta tus  Bar  shou ld  rema in  open a t  a l l  t imes  in  o rder  fo r  IWP  to  func t ion  p roper l y.  Occas iona l l y  a 

func t ion  m ight  u t i l i ze  the  “Show/H ide  Sta tus  Area”  sc r ip t  s tep  and cause  the  Sta tus  Bar  to  d isappear. 

Be fo re  p roceed ing ,  you  shou ld  c l i ck  on  the  Show Sta tus  Bar  i con   to  b r ing  the  Sta tus  Bar  back  in to 

v iew. 

The  Sta tus  Bar  has  an  a r ray  o f  i cons  tha t  re f l ec t  s im i l a r  func t iona l i t y  i n  F i l eMaker  Pro ,  we do not 

recommend us ing  these  icons  un less  fo r  spec i f i ed  c i rcumstances .  For  fu r the r  exp lana t ion  o f  the  S ta tus 

Bar  and the  re la ted  icons  s imp ly  c l i ck  on  the  he lp  i con    i n  the  S ta tus  Bar.

As  p rev ious l y  ment ioned c i rcumstances  do  a r i se  tha t  requ i res  the  use  o f  ce r ta in  S ta tus  Bar  i con .  Fo l low ing 

i s  a  l i s t  o f  i cons  and the i r  appropr ia te  use .

The  Sta tus  Bar  i s  cus tomizab le  to  a  degree .

How to customize your Status Bar:

1.  I f  your  S ta tus  Bar  i sn ’ t  showing ,  c l i ck  the  S ta tus  Bar  i con  to  the  le f t  o f  the  Browse 

mode but ton  a t  the  bot tom le f t  o f  the  F i l emaker  sc reen .

2 .  R igh t  c l i ck  on  the  Sta tus  Bar  on  a  PC or  on  a  Mac,  ho ld  down the  Cont ro l  key  and 

c l i ck  on  the  Sta tus  Bar.   Choose  ‘Customize  Too lbar ’ .

3 .  A  d rop down menu w i l l  appear  w i th  e lements  fo r  you  to  add to  your  S ta tus  Bar.

4 .  To  add any  o f  them,  d rag  and drop them to  where  on  your  S ta tus  Bar  you  wou ld  l i ke 

them to  end up.

5 .   A t  the  bot tom o f  the  d rop down menu i s  a  ‘de fau l t  se t ’  tha t  you  can  use  ins tead.

Edit Current Record
Makes  the  cur ren t l y  v iewed record  ed i tab le ,  norma l l y  you  cou ld  s imp ly  c l i ck  on  an  ed i tab le  f i e ld  and the 

en t i re  record  goes  in to  ed i t  mode,  bu t  th i s  i s  no t  the  case  a l l  o f  the  t ime.  For  ins tance ,  t r y ing  to  add a 

new re la ted  record  v ia  a  por ta l  f a i l s  to  th row the  record  in to  ed i t  mode i f  th i s  i s  the  f i r s t  re la ted  record .

Submit button
Af te r  success fu l l y  ed i t i ng  a  record  c l i ck  the  submi t  bu t ton  to  save  the  changes  to  the  da tabase .  Record 

and Event  I tem changes  a re  f i na l  on l y  a f te r  they  have  been success fu l l y  submi t ted  to  the  da tabase . 

Per iod ica l l y  a f te r  the  opera t ion  o f  a  func t ion ,  the  record  i s  l e f t  i n  ed i t  mode,  c l i ck  the  submi t  bu t ton  to 

save  record  changes  and then  p roceed w i th  the  p rogram.  S im i la r l y,  a f te r  i n i t i a t i ng  a  func t ion  the  p rogram 

might  nav iga te  to  another  l ayout  and leave  you  on  a  record  a l ready  in  ed i t  mode,  th i s  behav io r  i s  usua l l y 

i n ten t iona l .  S imp ly  ed i t  the  record ,  submi t  the  changes  and c l i ck  the  des i red  but ton  to  ex i t  the  sc reen . 

When a  d ia log  o r  a  sc reen  i s  p resented  tha t  has  i t s  own commi t  bu t tons-  i . e .  OK,  Cance l ,  e tc .  the  user 

shou ld  use  these  but tons  ins tead o f  the  S ta tus  Bar  Cont inue  bu t ton  to  advance  the  sc r ip t . 

Perform Find button
Because  we recommend t r igger ing  a  ‘F ind ’  reques t  f rom Stud io  Su i te  Record  Funct ion  Bar,  th i s  o f ten 

resu l t  w i th  a  Per fo rm F ind ,  Extend Found Set ,  Const ra in  Found Set ,  Cont inue ,  and  Cance l  bu t tons . 

Because  some modu les  have  spec i f i c  i ns t ruc t ions  fo r  pe r fo rm ing  a  F ind ,  you  shou ld  c l i ck  the  Cont inue 
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but ton  ins tead o f  the  Per fo rm F ind  But ton  to  p roper l y  execute  the  f i nd . 

Continue button
The Cont inue  but ton  i s  v i s ib le  when the  user  i s  i n  the  m idd le  o f  a  sc r ip t  and the  p rogram has  paused 

fo r  fu r the r  da ta  en t ry.  When a  d ia log  o r  a  sc reen  i s  p resented  tha t  has  i t s  own commi t  bu t tons-  i . e .  OK, 

Cance l ,  e tc .  the  user  shou ld  use  these  but tons  ins tead o f  the  S ta tus  Bar  Cont inue  bu t ton  to  advance 

the  sc r ip t .  Fa i l u re  to  use  Stud io  Su i te  Commi t  bu t tons  can  resu l t  i n  i r regu la r  da ta  and may  cause  the 

p rogram to  ma l func t ion .

Cancel button
Very  ra re l y  shou ld  you  use  the  Cance l  bu t ton  in  the  s ta tus  a rea .  However  in  ex t reme cases

where  a  sc r ip t  has  become non respons ive  and the  user  i s  on  a  fo re ign  layout  no t  norma l l y  v i s ib le  to 

users ,  cance l  the  sc r ip t  be fo re  a t tempt ing  to  ex i t  the  p resent  s i tua t ion .

Log Out button
You shou ld  a lways  use  the  Log Out  bu t ton  f rom Stud io  Su i te ’s  Ma in  Menu,  bu t  i n  ex t reme cases  where  i t 

i s  no t  poss ib le  to  re tu r n  to  the  Main Menu  fo r  log  ou t ,  you  can  use  the  Log Out  bu t ton  f rom the  Sta tus 

Bar.  I f  you  use  the  Sta tus  Bar  to  Log Out ,  you  shou ld  wa i t  a  few seconds  be fo re  a t tempt ing  to  re - log in .

Add Item (Projects)  
When add ing  a  new i tem to  a  Pro jec t ,  c l i ck  in  the  Category  F i l ter  f i e ld  and se lec t  the  des i red  Category. 

Submi t  the  change to  the  da tabase ,  then  c l i ck  the  g reen  F ind  bu t ton  tha t  appears  to  execute  the 

ca tegory  lookup.   

A f te r  submi t t i ng  the  ca tegory  to  the  da tabase ,  the  Sub-Category  ( i f  app l i cab le )  becomes popu la ted  w i th 

da ta .  C l i ck ing  in to  the  Sub-Category  f i e ld  w i l l  d i sp lay  the  re la ted  l i s t  and l i kew ise  a f te r  submi t t i ng  your 

Sub-Category  to  the  da tabase  another  F ind  bu t ton  appears  above  the  f i e ld .

S im i la r  to  the  two f i e lds  above ,  c l i ck ing  in to  the  I tem  f i e ld  a l lows you  to  t ype  in  a  f i nd  paramete r,  then 

once  submi t ted  another  g reen  ‘F ind ’  bu t ton  tha t  when c l i cked executes  a  f i nd  in  tha t  f i e ld  w i th  the 

spec i f i ed  paramete r.

A f te r  loca t ing  the  appropr ia te  Bookab le  I tem,  se lec t  to  add to  the  p ro jec t  and ex i t  the  sc reen  as  norma l .
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Edit  Line Item (Projects)
Af te r  ed i t i ng  a  p ro jec t ,  the  por ta l  showing  the  re la ted  events  w i l l  show zero  re la ted  events .  Th is  i s  a 

resu l t  o f  the  Pro jec t  to  Events  re la t ionsh ip  not  re f resh ing .   To  re f resh  s imp ly  nav iga te  away  f rom the 

Pro jec ts_Events  l ayout  and then  re tu rn .  Th is  w i l l  cause  the  re la t ionsh ip  to  re f resh  and d isp lay  the  re la ted 

events .

Create New Item AlsoBook (Categories/Items)

Adding
When c rea t ing  a  new i tem f rom Categor ies / I tem or  the  Add New I tem  sc reen  in  Pro jec ts ,  i f  you  want 

to  add an  AlsoBook i t em to  the  New I tem Being Created  you  shou ld  se lec t  and submi t  the  des i red 

ca tegory  fo r  the  a l so  book .  Then  se lec t  and submi t  the  AlsoBook  f rom the  d rop down i tem l i s t ,  a f te r 

wh ich  a  b lack  and g reen  Add  bu t ton  appears ,  c l i ck ing  th i s  bu t ton  adds  the  A lsoBook i tem to  the  new ly 

c rea ted  i tem.

Removing
To remove an  AlsoBook  i t em,  se lec t  and submi t  the  des i red  ca tegory  then  se lec t  and submi t  the  des i red 

i tem f rom the  i tem drop down l i s t .  I f  the  se lec t  i t em i s  a l ready  an  AlsoBook  fo r  th i s  i t em and i s  cu r ren t l y 

v i s ib le  in  the  AlsoBook  por ta l  be low,  a  g reen  Drop  bu t ton  appears .  C l i ck ing  the  Drop  bu t ton  removes 

the  AlsoBook .

Event Status Colors (Calendar )
Occas iona l l y  the  Events  S ta tus  Co lo rs  b reaks  and d isp lays  the  co lo rs  in  red  regard less  o f  the i r  o r ig ina l l y 

spec i f i ed  co lo r.  A  S tud io  Su i te  admin is t ra to r  shou ld  rese t  the  b roken  co lo rs  on  Pro  by  go ing  to  Ca lendar-

>Set t ings->Book ingSta tuses  and rese t  the  b roken  co lo r.  So  i f  Red i s  no t  your  chosen Sta tus  Co lo r  fo r  a 

par t i cu la r  event ,  then  i t  i s  l i ke l y  b roken .

A f te r  rese t t ing  the  Sta tus  Co lo r  ex is t ing  o f  events  in  IWP,  i t  w i l l  s t i l l  show the  incor rec t  co lo r  un less  they 

a re  manua l l y  changed.  However  fu tu re  i t  en t r i es  w i l l  show the  cor rec t  s ta tus  co lo r.

Th is  covers  a l l  o f  the  bas ics  o f  the  va r ious  Stud io  Su i te  Vers ions and In ternet  access .
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Th is  chapte r  exp la ins  how to  t rans fe r  da ta  f rom Stud io  Su i te  9  in to  S tud io  Su i te  X .  

I f  you  have  a  ve rs ion  p r io r  to  S tud io  Su i te  8 ,  p lease  loca te  the  separa te  .pd f  f i l e  “Trans fe r r ing  Data  f rom 

Stud io  Su i te  5”  in  the  Documenta t ion  fo lde r  i ns ide  the  Stud io  Su i te  X  fo lde r  on  your  compute r.

In  th is  chapter  you wi l l  read about  how to :
• 	 Conver t  p re-F i l eMaker  12  Stud io  Su i te  f i l es  to  the  new F i l eMaker  12  fo rmat

• 	 Trans fe r  da ta  f rom Prev ious  Vers ions

• 	 Comple te  the  impor t  p rocess

Prepare for conversion - Important!
Before  p roceed ing ,  make sure  you  have  an  account  w i th  the  User  Name  /  Password  o f  Admin /Admin  i n 

your  o ld  f i l es ,  and tha t  you  have  success fu l l y  comple ted  the  F i l eMaker  12  and Stud io  Su i te  X  ins ta l l a t ion 

p rocess .

Converting your f i les to the Fi leMaker 12 f i le format:
F i l eMaker  12  i s  a  f i l e - fo rmat  change f rom prev ious  ve rs ions  o f  F i l eMaker.  Th is  means  tha t  your 

ex is t ing  f i l es  w i l l  need to  be  conver ted  to  the  new fo rmat .  Be fo re  conver t ing ,  p lease  make a 

backup o f  your  f i l es  and put  them in  a  sa fe  p lace !

1 .  I f  you  a re  cur ren t l y  us ing  F i l eMaker  Serve r,  ‘c lose ’  the  f i l es  in  FM Serve r  (o r 

loca te  a  ve ry  recent  backup ) .  I f  you  a re  us ing  F i l eMaker  Pro ,  j us t  c lose  the  f i l es .

2 .  Drag  your  SS8 or  SS9 f i l es  on to  a  F i l eMaker  Pro  12  app l i ca t ion  icon .  Th is  w i l l 

i n i t i a te  the  convers ion  p rocess . 



Studio Suite X          Chapter 6 - Transferring Data from SS9

3

3.  I f  you  a re  us ing  F i l eMaker  Serve r,  use  the  F i l eMaker  Serve r  conso le  to  Up load 

the  conver ted  f i l es  to  the  same fo lder  as  the  S tud io  Su i te  X  f i l es .

4 .    I f  you  a re  us ing  F i l eMaker  Pro ,  move  the  conver ted  f i l es  in to  the  S tud io  Su i te  X 

fo lde r  loca ted  in  your  Documents  fo lde r.

How to transfer data from Studio Suite 8 or 9:

1.  Log in to  S tud io  Su i te  X  and c rea te  one  “000_Admin is t ra to r ”  l eve l  use r  account 

tha t  has  the  same Account  Name and Password  as  an  account  tha t  ex is ts  in 

S tud io  Su i te  8  o r  9  (a l so  a t  “000_Admin is t ra to r ” ) ,  o r  use  Admin  /  Admin  as 

descr ibed above .  The  de fau l t  account  name/password  o f  Admin  /  Admin  ex is ts 

in  the  new f i l es  a l ready,  so  i f  you  s t i l l  have  tha t  account  in  SS8/SS9,  you  do  not 

have  to  do  any th ing .

3 .  A t  the  S tud io  Su i te  X  Ma in  Menu,  f rom the  “Spec ia l ”  menu (be tween “Scr ip ts ” 

and “Too ls ”  i n  the  Menu bar ) ,  se lec t  “ Impor t  Data  f rom. . . ”  then  se lec t  “S tud io 

Su i te  8”  o r  “S tud io  Su i te  9” .

4 .  Read s teps  #1-6  on  the  sc reen .   I f  you  check  box  #3 ,  each  ind iv idua l  tab le  ( the re 

a re  many )  w i l l  p resent  an  impor t -mapp ing  d ia log  box  and severa l  subsequent 

“Ok”  d ia logs  per  tab le .   On ly  se lec t  #3  i f  you  need to .

Check ing  box  4  w i l l  au tomat ica l l y  de le te  any  ex is t ing  da ta  in  the  SSX tab les , 

i nc lud ing  any  samp le  da ta ,  as  we l l  as  any  p rev ious  impor t  a t tempts .  Most  o f  the 

t ime,  you  w i l l  want  th i s  box  checked,  un less  you  spec i f i ca l l y  DO need to  re ta in 

da ta  tha t  ex is ts  in  S tud io  Su i te  X  a l ready.

Studio Suite 8 Import Screen
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Studio Suite 9 Import Screen

Which Fi les and Tables to Import?
Typ ica l l y,  you  w i l l  j us t  use  the  de fau l t  se t t i ng ,  wh ich  i s  “A l l ” .  Re la t i ve  to  checkbox  #3  above ,  i f  you  need to 

be  surg ica l  about  your  t rans fe r,  you  have  the  opt ion  o f  na r row ing  the  l i s t  o f  tab les  to  those  f rom a  spec i f i c 

f i l e  by  us ing  the  Fi le  F i l ter  menu.  A f te r  mak ing  a  se lec t ion ,  c l i ck  the  g reen  but ton  to  au to-se lec t  the  de fau l t 

tab les  fo r  the  se lec ted  f i l e  you ’ l l  want  to  t rans fe r.  You  can  ad jus t  these  by  c l i ck ing  on  tab les  you  don’t  want 

to  impor t ,  wh ich  w i l l  tu r n  them wh i te .   On ly  h igh l igh ted  tab les  w i l l  be  t rans fe r red  when you  c l i ck  Cont inue . 

Th is  i s  use fu l  i f  you  d iscover  a f te r  the  fac t  tha t  you  D ID need to  do  some ad jus tments  to  the  impor t  mapp ing . 

Import-ant !  ; - )

Data  Structure  Change Regarding ‘Budget  & Actual ’  in 
Projects  & Events  in  SSX

I n  p rev ious  ve rs ions  o f  S tud io  Su i te ,  when you  added an  Event  to  a  Pro jec t ,  tha t  one  ‘Event ’  appeared  in 

both  the  Budget  and Actua l  s ides  o f  the  Pro jec t .  SSX hand les  each  s ide  separa te l y,  i e ,  you  book  to  one  o r 

the  o ther,  and the re  a re  separa te  records  fo r  each  ‘s ide ’ . 

As  such ,  when impor t ing  f rom prev ious  ve rs ions  ( tha t  d id  no t  behave  th i s  way ) ,  we  need to  spec i f y  i f ,  how, 

and where  the  o ld  Events  da ta  w i l l  impor t .  I f  you  never  rea l l y  ca red  about  the  “Budget ”  s ide  o f  the  Pro jec ts 

modu le ,  you  can  sk ip  th i s  sec t ion ,  and leave  the  “Sp l i t  P ro jec t  Budgets  &  Actua ls  on  Impor t ”  bu t ton  un-

checked.  I f  you  D ID use  ‘both  s ides ’  o f  the  Pro jec ts  modu le ,  you ’ l l  want  to  check  th i s  checkbox .  Do ing  so  w i l l 

impor t  the  Events  f rom you prev ious  ve rs ion  tw ice -  once  fo r  Budget ,  and once  fo r  Ac tua l  (w i th  appropr ia te 

numbere  fo r  each )  and ma in ta in  the  ab i l i t y  to  compare  your  Budgets  v.  Ac tua ls .  Th is  w i l l  de f in i te l y  take  longer 

though,  so  on ly  do  i t  i f  you  need to .

How long w i l l  i t  take?  Of  course ,  i t  depends  on  the  amount  o f  da ta  you  have  and wh ich  opt ions  you  se lec t  fo r 

box  #3  and #5 .  I t  can  take  anywhere  f rom a  few minutes  to  an  hour  o r  more .  You’ l l  want  to  se t  as ide  some 
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t ime to  do  th i s ,  and a lso  to  con f i rm the  da ta  has  been t rans fe r red  c lean ly.

When tab le  t rans fe rs  have  been comple ted ,  the i r  names w i l l  move  f rom the  Tables  to  Import  f i e ld  to  the 

Tables  Imported  f i e ld .

A f te r  a l l  o f  the  f i l es  and tab les  have  been t rans fe r red ,  you  w i l l  see  a  d ia log  say ing

“A lmost  done ! ”  i nc lud ing  the  fo l low ing  ins t ruc t ions : 

Follow these directions!
How to complete the import process:

1.  Qu i t  F i l eMaker  and Stud io  Su i te  X  now ( impor tan t ! ) .

2 .  Re- launch Stud io  Su i te  X . 

3 .  Re-enab le  User  Accounts .

4 .   For  each  User  Account ,  you  w i l l  need to  re -spec i f y  Ca lendar  se t t i ngs  tha t 

de te rm ine  wh ich  Prese t  w i l l  appear  fo r  each  user.  To  do  so ,  log  in  as  each  User, 

go  to  the  Ca lendar  modu le ,  and se lec t  a  Prese t .

5 .  Go to  Ca lendar  >  Set t ings  >  Book ing  Sta tuses ,  and re-spec i f y  your  S ta tus 

Co lo rs .

6 .  Opt iona l :  Go to  the  Tasks  modu le  and spec i f y  Task  Sta tus  co lo rs .

7 .  Opt iona l :  Go to  the  Ma in tenance  modu le  and spec i f y  Ma in tenance  Sta tus  co lo rs . 

8 .  Have  fun  w i th  S tud io  Su i te  X !

Important Notes:

• 	 As 	 the 	 t rans fe r 	occurs , 	 you 	may 	see 	messages 	about 	dup l i ca te 	 records	

numbers .  Wr i te  down wh ich  modu les  these  messages  re fe r  to  so  you 

may  cor rec t  any  p rob lems.

• 	 I t s 	 de f in i te l y 	 important  to  qu i t  F i l eMaker  a f te r  the  impor t ,  o the rw ise 

S tud io  Su i te  w i l l  no t  behave  p roper l y. 

• 	 Regard ing 	 s tep 	 4 	 o f 	 the 	 d ia log 	 above , 	 we	 have 	 s l igh t l y 	 changed	 the	

way s ta tus  co lo rs  a re  rendered  in  SSX,  requ i r i ng  tha t  you  re-spec i f y  the 

co lo rs .  You’ l l  be  ab le  to  see  the  o ld  co lo rs ,  you ’ l l  j us t  need to  p ick  new 

ones  tha t  a re  s im i l a r.

• 	 In 	 SSX, 	 the 	 Product ions ,  Projects ,  Tasks,  Maintenance,  and 

Employee Schedule  modu les  can  now inc lude  a  s ta tus  co lo r.  You  can 

spec i f y  those  co lo rs  in  those  modu les .

F ina l l y,  en joy  S tud io  Su i te  X !  P lease  see  the  res t  o f  the  User ’s  Gu ide  fo r  more  t r i cks  and how to  use  the  new 

fea tu res .
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There  a re  “seven  th ings  you  must  do”  be fo re  S tud io  Su i te  can  p roper l y  manage your  fac i l i t y.  Per fo rm ing  these 

seven  in i t i a l  s teps  i s  ESSENTIAL and w i l l  enab le  a l l  o f  the  “ re la ted”  in fo rmat ion  in  spec i f i c  f i l es  to  in te rac t  as 

a  cohes ive  un i t .  Please do not  sk ip  these steps.

I f  you are  import ing data  f rom prev ious vers ions of  Studio  Sui te ,  some of 

these steps may be done a l ready.  However,  p lease sk im through th is  chap-

ter  anyway (as  a  refresher ) .

In this chapter you wil l  read about how to:

• 	 Log in

• 	 Create  your  company

• 	 Add a  g raph ic  ( l ogo )

• 	 Create  a  new tax  ra te

• 	 Set  up  a  tax  ra te  as  a  De fau l t  ra te

• 	 Ass ign  taxes  to  ra tes

• 	 Se lec t  who pays  the  b i l l 

• 	 L ink  Qu ickBooks  and Stud io  Su i te

• 	 L ink  Qu ickBooks  On l ine  ( fo r  PC sys tems and Stud io  Su i te

• 	 L ink  MYOB and Stud io  Su i te

• 	 Create  ca tegory  names

• 	 Def ine  cus tomized book ing  s ta tuses
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• 	 Change record  number  in  the  Contacts  modu le

• 	 Add contac ts

• 	 Impor t  contac ts

• 	 Access  User  Accounts

• 	 See a  l i s t  o f  a l l  User  Accounts

• 	 Create  and/or  ed i t  a  user  (a f te r  i n i t i a l  se t  up )

• 	 Ad jus t  Permiss ions

• 	 Add add i t iona l  sea ts  w i th  a  reg is t ra t ion  number

• 	 Change your  User  Account  password

• 	 Change your  User  Account  Se tup  password

• 	 Set  up  a  Room

• 	 Create  a  new Rate

• 	 Ente r  a  new p iece  o f  Equ ipment

• 	 Add med ia  to  your  Med ia  Invento ry

• 	 Def ine  your  se rv ices

Br ie f  exp lanat ions  o f  each s tep a re  be low.  For  more  deta i led  in format ion  on  each modu le , 

read i t s  chapter  in  th is  User ’s  Gu ide .

Setting up your system

Tell  Studio Suite About Seven Things:

• 	 One:  Your  Company  (Main Menu :  Setup )

• 	 Two:  Your  Contacts

• 	 Three:  Your  S tud io  Su i te  Users  (Main Menu :  Setup:  User  Accounts )

• 	 Four :  Your  Rooms

•  F ive :   Your  Equipment

• 	 Six :   Your  B lank/V i rg in  Media  Inventory

• 	 Seven:  Your  Serv ices  (Categor ies  & I tems ) 

How to Log In:

1.  Doub le-c l i ck  the  S tud io  Su i te  i con  in  the  Dock  (Mac ) ,  the  shor tcu t  on  your 

desk top (PC) ,  o r  the  Studio  Sui te  X f i l e  i n  the  S tud io  Su i te  X  Fo lder.  The  Studio 

Sui te  X. fmp12 f i l e  i s  ac tua l l y  j us t  a  “ l auncher ”  tha t  then  opens  the  ma in  f i l e  i n 

S tud io  Su i te ,  ca l l ed  “SSX_Ma in” . 

2 .  F i l eMaker  Pro  w i l l  l aunch i f  i t  i s  no t  a l ready  runn ing .

3 .  When the  SSX_Ma in  f i l e  opens ,  i t  w i l l  ask  you  fo r  your  Account  Name and 

Password .  For  your  in i t i a l  l og  in ,  en te r : 

  Account  Name:   Admin    (Account  names a re  no t  case  sens i t i ve )

  Password :  Admin  (Passwords  ARE case  sens i t i ve )    

4 .  C l i ck  OK  o r  p ress  RETURN/ENTER.  S tud io  Su i te  w i l l  then  open. 

5 .  The  Main Menu opens  and you  a re  ready  to  use  Stud io  Su i te .
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NOTE:  I f  you  have  t roub le  launch ing  Stud io  Su i te  in  a  mul t i -user  env i ronment ,  p lease  see 

the  Ins ta l l a t ion  chapter  fo r  deta i led  d i rect ions  on  launch ing  Stud io  Su i te  as  a  c l ien t .

Step One:  Your Company (System Setup)
Stud io  Su i te  can  run  more  than  one  company  s imu l taneous ly. 

The  compan ies  you  own may  inc lude  a  s tud io ,  v ideo  pos t  p roduct ion  company,  pub l i sh ing  company,  h igher 

l ea rn ing  ins t i tu t ion ,  management  company,  equ ipment  ren ta l  company,  a  d i v i s ion  o f  a  l a rge  corpora t ion ,  e tc . , 

each  w i th  d i f f e ren t  company  names and/or  loca t ions .

Wh i le  many  o f  the  fo l low ing  se t t ings  must  be  comple ted ,  o thers  a re  opt iona l  (where  ind ica ted )  and exp la ined 

here  to  p rov ide  a  good overv iew o f  how th ings  work .  You may  a lso  f i nd  tha t  many  o f  the  ex is t ing  de fau l t 

se t t i ngs  a l ready  su i t  your  needs  and do not  requ i re  ed i t i ng .

Main Menu: System Setup  button
Cl ick  on  the  Setup but ton  (a t  the  bot tom le f t  o f  the  sc reen )  to  en te r  the  Main Menu Setup  screen .  The 

Setup  a rea  cons is ts  o f  a  se r ies  o f  tabs  tha t  a l low you  to  ed i t  many  o f  the  g loba l  se t t i ngs  tha t  de te rm ine 

how Stud io  Su i te  opera tes .  C l i ck  on  a  tab  to  v iew i t s  conten ts .  The  f i r s t  tab  i s  the  Locat ion  tab .

Setup button: Location  tab
Th is  i s  the  loca t ion  in fo rmat ion  (Name /Address /Country ,  e tc )  about  your  company  tha t  w i l l  be  used 

th roughout  S tud io  Su i te  on  labe ls ,  l e t te rheads ,  i nvo ices ,  e tc .  

How to create your company:

1.  C l i ck  the  b lack  and b lack  and g reen  New  bu t ton  and en te r  your  Company Name 

( o r  c l i ck  the  De le te  bu t ton  to  de le te  a  company ) . 

2 .  Your  f i r s t  new company  record  shou ld  au tomat ica l l y  ge t  a  Company Number  o f 

“1” ,  mak ing  i t  the  de fau l t ,  p r imary  company. 

3 .  I f  you  have  more  than  one  company  to  en te r,  be  su re  your  ma in  company  has  the 

Company Number  o f  “1” ,  your  second most  impor tan t  ge ts  “2” ,  and your  th i rd 

ge ts  “3”  e tc .                               

                  

 

        

                                     

4 .  Repeat  th i s  p rocess  to  c rea te  records  fo r  each  o f  your  compan ies .  The  Up Ar row 

and Down Ar row but tons  sc ro l l  th rough your  d i f f e ren t  company  records .

5 .  En te r  the  fu l l  Company  Address ,  Company  Phones  and Count ry  o f  your  s tud io . 

6 .  The  Company Phones  f i e ld  i s  “ r igh t -a l igned” ,  as  th i s  i s  the  fo rmat  used on 

Stud io  Su i te  p r in t  ou ts  fo r  phone numbers .  Make  sure  every th ing  looks  cor rec t .
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7.  En te r  your  loca l  Currency  symbo l  up  to  th ree  charac te rs  ( l ead ing  o r  t ra i l i ng ) .

8 .  Choose  “US”  o r  “EURO” as  your  Address Format ,  and  each  new record  in 

the  Contacts  modu le  w i l l  have  tha t  ed i tab le  des ignat ion ,  wh ich  a f fec ts  how 

addresses  a re  d isp layed on  p r in tou ts .

9 .  En te r  any  comments  about  the  company  in  the  f i e ld  a t  the  bot tom.

10.  To  the  r igh t ,  choose  a  Language  tha t  you  wou ld  l i ke  tex t  to  be  d isp layed in 

S tud io  Su i te .  

11 .  Spec i f y  a  de fau l t  Phone Number  Format .  Each  new record  in  the  Contacts 

modu le  w i l l  i nher i t  th i s  fo rmat ,  wh ich  may  then  be  changed per  contac t  as 

needed.  I f  you  do  not  w ish  to  have  numbers  au to- fo rmated,  you  can  jus t  c lea r 

th i s  f i e ld .

Most  o f  the  modu les  in  S tud io  Su i te  have  a  Repor ts  tab  and a  Company Selector  f i e ld  w i th  a  pop-up 

menu showing  a l l  o f  the  compan ies  you  c rea ted  in  the  Locat ion  In fo  tab .  When you  se lec t  a  company, 

i t s  l e t te rhead and logo in fo rmat ion  w i l l  appear  on  the  p r in tou t ,  i f  app l i cab le .  Th is  f i e ld  a l so  ass igns 

Contac ts ,  P roduct ions ,  P ro jec ts ,  Equ ipment ,  Invo ices  to  the  company  se lec ted .

I f  you  a l ready  have  p r in ted  s ta t ionery  fo r  your  company  and do not  want  to  use  any  o f  S tud io  Su i te ’s 

“genera ted”  s ta t ionery,  c rea te  a  new “dummy”  company  record  w i th  no  in fo rmat ion  in  i t  o the r  than  a 

Company No .  A t  any  Pr in t  Menu  tab ,  se lec t  the  “empty”  (no )  company  f rom the  Company Selector 

pop-up menu.  Your  p r in tou ts  w i l l  have  no  company  in fo rmat ion  o r  logo ,  so  use  your  own s ta t ionery  when 

pr in t ing .  A l te r na te l y,  you  can  spec i f y  tha t  the  “Custom Let te rhead”  i s  your  de fau l t  (descr ibed be low) .   I f 

you  do  not  i nse r t  a  Custom Let te rhead g raph ic ,  a l l  p r in tou ts  w i l l  p r in t  w i th  a  “b lank”  cus tom le t te rhead. 

Setup button: Logos tab 
From the  Main Menu  Se tup ,  the  Logos  tab  i s  used to  en te r  your  company ’s  logo .  Each  logo box  va r ies 

in  i t s  func t ion .

Logos:
•  Logo No.  1  –  where  you  w i l l  i nse r t  your  ma in  company  logo fo r  sc reen 

d isp lay.

•  Logo No.  2  –  where  you  w i l l  i nse r t  the  logo  you  w i l l  use  fo r  p r in t ing .

•  Logo No.  3  -  where  you  may  inse r t  a  ve ry  l i gh t  o r  g ray  sca le  logo  as  a 

‘wate rmark ’ .

•  Let terhead -  th i s  i s  to  conta in  an  en t i re  l e t te rhead image,  as  an 

a l te r na t i ve  to  the  one  Stud io   Su i te  “cons t ruc ts”  f rom your  company 

da ta  and Logo No 1 .

 

How to add a graphic ( logo):

1.    C l i ck  in  the  cente r  o f  the  box  ( f ie ld ) .

2 .  C l i ck  the  Inse r t  menu a t  the  ve ry  top  o f  your  sc reen  and choose  Pic tu re .  You can 

R igh t -C l i ck  on  the  image and choose  ‘ Inse r t  P ic tu re ’  f rom the  pop-up menu.

3 .  A  f i l e  se lec to r  d ia log  w i l l  appear.  Use  th i s  to  b rowse your  ha rd  d r i ve  fo r  an  image 

o f  your  company  logo.  Use  one  w i th  a  sma l l  f i l e  s i ze  to  inc rease  load t imes .
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4.    Make  sure  the  check  box  labe led  ‘S to re  on ly  as  a  Re fe rence  to  the  F i l e ”  i s  NOT 

checked.

5 .  When you  have  found the  logo  f i l e ,  se lec t  i t  and  choose  Open.

6 .  S tud io  Su i te  w i l l  “au to-s i ze”  the  image to  f i t  i n to  the  f i e ld . 

NOTE:  Try  to  keep the  f i l e  s i ze  o f  these  graph ics  as  smal l  as  poss ib le  by  us ing  compressed 

graph ic  fo rmats  such as  JPEGs or  PNGs ( ins tead o f  l a rger  fo rmats  l i ke  T IFF or  EPS f i l es ) .

On the  r igh t  s ide  o f  th i s  sc reen ,  you  can  spec i f y  and prev iew wh ich  le t te rhead s ty le  (Au to  o r  Custom)  i s 

your  de fau l t .  Most  p r in t  menus  w i l l  de fau l t  to  th i s  cho ice .

Taxes tab
Next ,  c l i ck  on  the  Taxes  tab  to  en te r  requ i red  Tax  in fo rmat ion  in  the  th ree  tax  a reas  p rov ided.

The  Taxes  tab  i s  b roken  in to  th ree  sec t ions ,  each  w i th  a  spec i f i c  func t ion  regard ing  how and wh ich  taxes 

a re  d isp layed th roughout  S tud io  Su i te .

Taxes tab :  SECTION ONE

Creating New Taxes

You shou ld  c rea te  a  new Tax  fo r  each  and every  Tax  you  may  ever  charge ,  i nc lud ing  Loca l ,  County,  S ta te , 

Nat iona l ,  P rov ince ,  e tc .  I f  you  sh ip  mate r ia l s  to  a reas  w i th  d i f f e ren t  Tax  ra tes ,  en te r  those  as  we l l .

How to create a new tax rate:

1.  C l i ck  on  the  b lack  and b lack  and g reen  Create  New but ton .  A  new record  w i l l 

appear  a t  the  top  o f  the  por ta l .

                                                   

2 .  En te r  a  spec i f i c  Tax Name ,  l i ke  “LA County” ,  then  tab  to  the  Rate f i e ld  and en te r  

i t 	 as 	a 	dec ima l 	number 	 (8 .725%	 tax 	 i s 	en te red 	as 	 .08725 ) .	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	 	

   

 

3 .  Repeat  fo r  a l l  Taxes  tha t  app ly  to  your  company.
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4.  Some a reas  ( such  as  par ts  o f  Canada )  app ly  one  Tax  to  another  Tax .  I f  th i s 

scenar io  app l i es  to  you ,  check  the  Reveal  Tax Af ter  Tax opt ions box to  make 

these  spec i f i c  f i e lds  v i s ib le  to  you  th roughout  S tud io  Su i te .

5 .  For  most ,  en te r ing  a  Tax Name  and  Rate  fo r  each  tax  i s  a l l  you  need to  do . 

6 .  For  those  need ing  advanced tax  opt ions ,  such  as  tax ing  one  Tax  w i th  another 

Tax ,  c l i ck  the  Go To  bu t ton  to  v iew and ed i t  the  de ta i l s  o f  th i s  Tax  Rate  in  the 

Rates  modu le .   To  re tu rn ,  c l i ck  the  Back  bu t ton  in  the  Funct ion  Bar .

7 .  In  the  l as t  f i e ld ,  you  can  en te r  a  Qu ickBooks  Tax  Agency  Name.  Th is  i s  who you 

w i l l  repor t  to  fo r  the  taxes  you  have  co l l ec ted .

Taxes tab :  SECTION TWO

Setting Tax Defaults and Bil l ing Terms
Here ,  you  w i l l  se lec t  up  to  th ree  Taxes  ( tha t  you  have  jus t  c rea ted  in  S tep  One )  tha t  wou ld  most  common ly 

be  used fo r  a  new c l i en t .  The  pop-up menu shows A l l  Taxes  c rea ted  in  S tep  1  (Crea t ing  New Taxes ) .

How to set up tax rates as Default  rates:

1.  C l i ck  the  f i r s t  Defaul t  C l ient  Taxes  f i e ld .

2 .  Se lec t  a  tax  f rom the  pop-up menu.

3 .  Do the  same fo r  the  second and th i rd  f i e lds  ( i f  you  have  second or  th i rd  taxes ) .

4 .  I f  you  need to ,  c l i ck  the  ‘C ’  bu t ton  to  c lea r  a  f i e ld .

C l i ck  the  f i e ld  be low Invoices are  due in :  and  se lec t  the  number  o f  days  you  want  your  invo ices  to  be 

due .  I f  you  ed i t  th i s  l i s t ,  make  sure  the  f i r s t  “word”  i s  the  number  o f  days  because  the  number  i s  used 

to  ca lcu la te  your  invo ice  ag ing .

NOTE:  Each new record  in  the  Contacts  modu le  w i l l  lookup f rom these  defau l t  se t t ings . 

These  can be  changed per  contact ,  as  needed.

Taxes tab :  SECTION THREE

Assign Taxes to Rates
Here ,  you  w i l l  se lec t  the  Taxes  tha t  wou ld  app ly  to  each  o f  the  fo l low ing  Rate  Categor ies ;  Rooms, 

Equipment ,  People ,  Serv ices,  Media ,  L ibrary  and  Misc .  When a  new Rate  i s  c rea ted  in  one  o f  these 

Categor ies ,  these  assoc ia ted  Taxes  w i l l  au tomat ica l l y  be  used fo r  tha t  Rate .  You  shou ld  se lec t  a l l  t axes 

tha t  cou ld  app ly  to  tha t  Category.  For  example ,  i n  Ca l i fo r n ia ,  s tud ios  shou ld  charge  tax  fo r  tape ,  d isks , 

mate r ia l s ,  e tc  they  se l l  to  cus tomers .  I f  they  sh ip  tha t  i t em to  another  county,  they  a re  supposed to 

charge  the  tax  ra te  fo r  the  county  they  sh ip  to ,  no t  the  county  where  the  s tud io  res ides .  In  th i s  case , 

the  Med ia  ca tegory  wou ld  conta in  the  tax  ra tes  fo r  a l l  count ies  to  wh ich  a  Ca l i fo r n ia  s tud io  m ight  sh ip .
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How to assign taxes to Rates:

1.  C l i ck  the  Rooms  f i e ld .

2 .  A  pop-up menu w i l l  appear  l i s t i ng  the  taxes  you  c rea ted  in  S tep  1 .

3 .  Make  a  se lec t ion  f rom the  l i s t .

4 .  To  se lec t  mu l t ip le  taxes ,  ho ld  down the  SHIFT  key  on  your  keyboard  wh i l e 

c l i ck ing  your  se lec t ions .

5 .  To  app ly  a l l  t axes  in  the  l i s t ,  c l i ck  the  Al l  bu t ton .  To  c lea r  the  f i e ld ,  c l i ck  the  wh i te 

“C ”  bu t ton .

6 .  Repeat  these  s teps  fo r  a l l  o the r  ca tegory  f i e lds .

IMPORTANT NOTE:  We are  not  tax  adv isors !  Obvious ly,  you should  d iscuss your 

sa les  tax  s i tuat ion with  your  accountant ,  as  tax  ru les  may be d i fferent  for  your 

speci f ic  k ind of  work,  locat ion,  or  tax  scenar io . 

Tit les  tab
The T i t l es  tab  i s  where  you  spec i f y  the  de fau l t  “par t i c ipants”  tha t  a re  au tomat ica l l y  added to  each 

new Project .  These  a re  no t  peop le  tha t  a re  schedu led  o r  b i l l ed  fo r,  bu t  ra the r  someone who i s  “so f t l y 

a t tached”  to  the  p ro jec t  ( such  as  a  coord ina to r  o r  someone who wou ld  t yp ica l l y  a t tend a  Sess ion  f rom 

the  C l i en t ’s  s ide ) .  

The  f i e ld  l abe led  ‘Cl ient ’  must  re fe r  to  what  you  ca l l  the  en t i t y  tha t  pays  the  b i l l .  Th is  can  be  an 

Account ,  Div is ion ,  Agency ,  Student ,  e tc .  Once de fau l t  t i t l es  a re  c rea ted ,  they  can  be  ed i ted  per 

p ro jec t  and per  Sess ion .

How to select who pays the bi l l :

1.  C l i ck  the  Cl ient  f i e ld  and make a  cho ice  f rom the  pop-up l i s t . 

To  de f ine  t yp ica l  pe rsonne l  t i t l es  fo r  your  p ro jec ts :

1 .  C l i ck  the  b lack  and g reen  Add  bu t ton .

2 .  Th is  w i l l  c rea te  a  new row be low.  C l i ck  the  empty  h igh l igh ted  Ti t le  f i e ld  and 

se lec t  P roducer  (For  example )  f rom the  pop-up menu.

3 .  Repeat  s teps  1  &  2  fo r  a l l  o f  the  Ti t les  tha t  wou ld  t yp ica l l y  a t tend a  sess ion .

4 .  You can  use  the  va lues  on  the  Sort  f i e ld  to  change the  o rder  in  wh ich  they 

appear.

5 .  To  ed i t  the  l i s t  o f  cho ices ,  se lec t  Ed i t .                                                                 

    



Studio Suite X          Chapter 7 - Seven Things You Must Do

7-9

Tit les  tab

Sort order
The o rder  in  wh ich  these  t i t l es  a re  sor ted  de te rm ines  the  o rder  in  wh ich  they  appear  th roughout  spec i f i c 

modu les  in  S tud io  Su i te  as  we l l  as  p r in tou ts .   The  sor t  o rder  i s  as  fo l lows:

• 	 The 	 1s t 	 t i t l e 	 i n 	 the 	 l i s t 	 a l so 	 appears 	 on 	 the 	 sp ine 	 o f 	 med ia 	 l abe ls 	 be low	 the 	 Asset 

T i t le  and/or  the  Project  Name .  I t  a l so  cou ld  be  a  subt i t l e  fo r  the  Project  l i ke  Art is t , 

Episode ,  e tc  (a l though these  can  a lso  a  par t  o f  the  Pro jec t  name) .

• 	 The 	2nd	and	3 rd 	names	appear 	in 	tha t 	o rder 	beneath 	the 	f i r s t 	name	on 	the 	face 	o f 	l abe ls	

as  we l l  as  in  the  Calendar .

• 	 The 	4 th 	 t i t l e 	appears 	a f te r 	 the 	1s t , 	2nd	and	3 rd 	names	on 	med ia 	 l abe ls 	ONLY.

• 	 The 	 5 th 	 t i t l e 	 (and 	 any 	 add i t iona l ) 	 appears 	 in 	 the 	Projects  modu le ,  the  Events  modu le 

and on  p r in tou ts .

Module Prefs tab
Th is  i s  where  you  w i l l  con f igu re  g loba l  p re fe rences  fo r  va r ious  modu les  in  S tud io  Su i te .  The  se t t ings 

made here  p rov ide  a  s ta r t i ng  po in t  fo r  new records  you  c rea te .  You can  ed i t  these  paramete rs  on  the 

new records  when they  a re  c rea ted  in  each  modu le . 

The  f i r s t  sub- tab  i s  Invo ices ,  where  you  can  spec i f y  some invo ice  re la ted  p re fe rences .

Invoices sub-tab
The le f t  s ide  o f  th i s  tab  cor responds  d i rec t l y  to  the  Let te r  En t ry  tab  in  the  Invo ices  modu le .  I t  a l l ows you 

to  t ype  “ fo rm”  le t te rs  regard ing  overdue  invo ices .  Le t te rs  o r  ema i l s  sen t  ou t  fo r  l a te  invo ices  w i l l  conta in 

th i s  tex t ,  w i th  the  except ion  o f  the  merge  f i e lds  ( Invoice Number ,  Invoice Date ,  Project  Name ,  and 

Balance  due ) ,  tha t  a re  spec i f i c  to  each  invo ice .  A l though you  can  ed i t  the  tex t  he re ,  the  bes t  p lace  to 

do  i t  i s  i n  the  Invo ice  modu le-  the  d isp lay  he re  i s  fo r  ma in l y  fo r  re fe rence .  Once i t  i s  c rea ted ,  th i s  tex t 

can ,  o f  course ,  be  ed i ted  per  l e t te r. 

On the  top  r igh t ,  you  w i l l  see  Genera l  I nvo ice  se t t i ngs .  Here ,  you  can  spec i f y  your  de fau l t  Te rms (same 

f i e ld  as  on  the  Taxes  tab  ac tua l l y ) .  Each  new Contac t  w i l l  have  th i s  de fau l t  se t t i ng  and each  Pro jec t  fo r 

a  C l i en t  w i l l  have  the  C l i en t ’s  B i l l i ng  Terms.  Th is  may  be  ed i ted  per  Contac t  and per  Pro jec t ,  and per 

Invo ice  as  needed.

When invo ices  a re  overdue ,  you  can  add a  La te  Fee ,  wh ich  w i l l  use  the  de fau l t  Late  Fee APR  spec i f i ed 

here . 

The  Aging Based Upon  a l l ows you  to  spec i f y  i f  the  invo ice  ag ing  i s  based on  the  Invo ice  Date  (as 

Qu ickBooks  does ) ,  o r  on  the  Due Date  (as  in  p rev ious  ve rs ions  o f  S tud io  Su i te ) .

Be low tha t ,  you  can  spec i f y  wh ich  recent  payments  w i l l  appear  on  p r in ted  invo ices  -  e i the r  a l l  “Recent 

C l i en t  Payments”  o r  j us t  “Th is  Invo ice ’s  Payments” .

Sort by Category
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The Sort  by  Category  checkbox  de f ines  how invo ice  l i ne  i tems a re  sor ted .  Unchecked,  the  i tems w i l l 

be  in  the  o rder  they  were  impor ted  ( i . e . ,  the  o rder  they  were  in  Pro jec ts  o r  c rea t ion  o rder ) ,  o r  so r ted  by 

Category.  Th is  a f fec ts  both  the  sc reen  ve rs ion  and the  p r in t  ve rs ion .  However,  the  p r in t  ve rs ion  w i l l  a l so 

subto ta l  by  Category  i f  th i s  box  i s  checked.

Invoice Comment   i s  where  you  can  en te r  a  de fau l t  comment  tha t  w i l l  be  on  a l l  new invo ices .  You can 

ed i t  th i s  comment  per  i nvo ice ,  as  needed.

Invoices sub-tab

Accounting System Export Sett ings
On the  bot tom r igh t ,  the re  i s  an  a rea  fo r  Account ing  Sys tem Expor t  Se t t ings .  Th is  a rea  i s  on ly  re levant 

i f  you  w ish  to  t rans fe r  Invo ices  f rom Stud io  Su i te  to  ex te r na l  account ing  so f tware . 

In  o rder  fo r  S tud io  Su i te  to  ta lk  to  ex te r na l  account ing  so f tware ,  you  need a  spec ia l  reg is t ra t ion 

number  (ava i lab le  fo r  purchase f rom A l te rMedia ,  Inc . ) .  Th is  p lug- in  f i l e  i s  i nc luded in  your  S tud io  Su i te 

ins ta l l a t ion ,  bu t  you  need the  reg is t ra t ion  number  fo r  i t  to  work . 

 

NEW FEATURE: New Accounting Plugins

Stud io  Su i te  i s  now o f fe r ing  a  p lug ins  fo r  Qu ickBooks  on l ine  (PC on ly ) ,  MYOB and 

Account  Edge fo r  purchase .

How to l ink 3rd party accounting software and Studio Suite:

1.  C l i ck  the  b lue  “Reg is te red”  tex t .  Th is  w i l l  p rompt  you  fo r  your   account ing  expor t 

reg is t ra t ion  number.

2 .  En te r  the  number  when you  c l i ck  the  Estab l i sh  bu t ton .  ( I f  you  a re  us ing  a  PC, 

fo l low the  res t  o f  the  ins t ruc t ions . )

3 .  I f  you  a re  us ing  Qu ickBooks ,  make sure  your  Qu ickBooks  company  f i l e  i s  a l ready 

open w i th  “admin”  c redent ia l s ,  and tha t  i t  has  been se t  up  w i th  a t  l eas t  one  user 

(go  to  “Company/Set  up  users . . . ” ) . 

4 .  Choose  a  company  f i l e ,  wh ich  may  be  loca ted  a t  C : \Program F i l es \ In tu i t \

Qu ickBooks  20XX\YourF i l eName.  A  se rved f i l e  i s  OK but  each  user  must  have 

QB ins ta l l ed  on  the i r  compute r.

5 .  Once you  have  se lec ted  a  f i l e ,  you  w i l l  ge t  the  message “A  connect ion  has  been 

es tab l i shed” .

6 .  In  Qu ickBooks ,  choose  ”Yes ,  a lways . . . ”  then  under  ” log in  as : ”  choose  a  user 

name.

7 .  IMPORTANT:   DO NOT CHOOSE ”Admin”  S INCE THIS  WILL  LOCK OUT OTHER 

USERS!

8 .  Do not  move  the  Qu ickBooks  f i l e  f rom the  o r ig ina l  l oca t ion ,  o r  the  connect ion 

w i l l  be  los t .
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To proper l y  commun ica te  w i th  ex te r na l  account ing  so f tware ,  S tud io  Su i te  w i l l  need to  know the  names 

o f  the  fo l low ing  Accounts  in  the  ex te r na l  app l i ca t ion :

•    Deposi t  Account 

•    Expense Account

•    COGS Account

•    Asset  Account

Ente r  these  names in  the  f i e lds  p rov ided exact l y  as  they  a re  in  your  account ing  p rogram.

Quickbooks: Requires PO 

Th is  de fau l t  se t t i ng  fo re  Qu ickBooks  spec i f i es  tha t  Invo ices  requ i re  a  Purchase  Order  number.  Th is 

opt ion  i s  i n  p lace  to  manage the  de fau l t  se t t i ng  in  Qu ickBooks  tha t  requ i res  Purchase  Order  numbers  on 

impor ted  invo ices .

More  in fo rmat ion  about  Qu ickBooks  and o ther  account ing  so f tware  i s  exp la ined in  the  chapte rs  fo r  the 

Contacts  modu le ,  the  Rates  modu le ,  and the  Invoices  modu le .

Module Prefs tab

Projects sub-tab
Se lec t  a  de fau l t  C l i en t  t i t l e  to  be  used each  t ime you  c rea te  a  new pro jec t  ( th i s  i s  the  same as  what  you 

en te red  on  the  T i t l es  tab ) .

The  Mu l t i -Day  Events  as  Cont inuous  checkbox  i s  he re  fo r  re fe rence ,  bu t  i s  descr ibed fu r the r  down in  the 

Events  tab  sec t ion .

You may  se lec t  a  de fau l t  fo r  i nc lud ing  the  Phones  and ema i l s  o f  peop le  booked on  a  Pro jec t  he re .  You 

can  ed i t  these  per  Pro jec t  on  the  Repor ts  tab  in  the  Pro jec ts  modu le .

Quick Entry Default  Times
I n  a  number  o f  p laces  w i th in  the  Projects  modu le ,  you  w i l l  see  a  g roup o f  fou r  bu t tons  ( l abe led  1-4 ) .  

These  a re  the  Quick  Ent ry  T ime  But tons .  Use  these  to  qu ick l y  reca l l  fou r  d i f f e ren t  t ime se t t ings  tha t  you 

most  common ly  use .  En te r  your  de fau l t  t imes  o f  cho ice  in  the  p rov ided f i e lds .  You can  de f ine  up  to  4 

t yp ica l  t ime b locks  fo r  sess ions .  In  a l l  o f  the  book ing  sc reens ,  you  can  c l i ck  cor respond ing  but tons  tha t 

w i l l  se t  the  s ta r t  and end t imes  o f  the  p ro jec t  o r  event  to  the  t imes  en te red  here .
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Module Prefs tab

Events sub-tab
•   Inc lude Breaks in  Charge  -  Th is  se ts  a  de fau l t  fo r  your  po l i cy  on  b reak  t imes  dur ing 

sess ions .  I f  you  “s top  the  c lock”  dur ing  sess ion  b reaks ,  check  th i s  box ,  and the  b reak 

t ime w i l l  be  subt rac ted  f rom the  to ta l  l ength .

•   Mult i -Day Events  as  Cont inuous  

 ”Mu l t i -Day  Events  as  Cont inuous”  checkbox  i s  exp la ined on  sc reen  in  the  Events  sub-

tab  as :

• 	 I f  your  mu l t i -day  events  a re  t yp ica l l y  “cont inuous” ,  mean ing  tha t  they  cont inue 

a round the  c lock  w i thout  a  b reak ,  and you  want  them to  appear  as  1  s ing le  l i ne 

i tem on  Projects  and  Invoices  ( such  as  fo r  equ ipment  ren ta ls ) ,  check  th i s  box .

• 	 I f  your  mu l t i -day  events  b reak  be tween days  and you  want  each  day  to  be  a 

separa te  l i ne  i tem in  Pro jec ts  and Invo ices  ( such  as  fo r  a  week  o f  sess ions  in  a 

s tud io ) ,  do  not  check  th i s  box .

• 	 Th is  becomes the  de fau l t  se t t i ng  fo r  the  “Cont inuous”  checkbox  in  Pro jec ts  and 

on  the  Add I tem screen ,  wh ich  can  be  ed i ted  per  Project  and  per  Event ,  as 

necessary.

•   Invoice Descr ipt ion -  Th is  i s  an  advanced se t t ing  i f  you  need to  ad jus t  the  fo rmat t ing 

o f  the  ca lcu la ted  invo ice  descr ip t ion .  You shou ld  p robab ly  l eave  th i s  as  i s  un less  you 

a re  a  F i l eMaker  p rogrammer  o r  a re  work ing  w i th  A l te rMed ia  tech  suppor t .  The  wh i te 

a rea  i s  the  ac tua l  ca lcu la t ion .  Be low tha t ,  i s  a  tex t  ve rs ion  to  pas te  back  in  i f  you  have 

p rob lems mak ing  ed i ts .

Module Prefs tab 

Media Inventory sub-tab
Stud io  Su i te  can  keep t rack  o f  your  phys ica l  med ia  invento ry  ve ry  p rec ise l y.  Check  the  box  nex t  to 

“Reconc i l e  Med ia”  to  reconc i l e  a l l  Med ia  p r io r  to  Invo ic ing .

•   Reconci le  Media  -  A  g loba l  se t t i ng  tha t  de te rm ines  whether  o r  no t  S tud io  Su i te 
w i l l  requ i re  tha t  a l l  med ia  used on  a  p ro jec t  ( tapes ,  d i scs ,  e tc )  i s  reconc i l ed  w i th  the 
invento ry  p r io r  to  invo ic ing .  I f  checked,  med ia  i tems on  a  p ro jec t  w i l l  no t  be  ab le  to  be 
invo iced un t i l  they  a re  reconc i l ed .

•   Automat ic  Reconci le  Media  -  Th is  w i l l  au tomat ica l l y  reconc i l e  your  Media  Inventory 
when Invo ices  a re  c rea ted .  Th is  i s  conven ien t ,  bu t  poss ib l y  i naccura te  i f  quant i t i es  a re 
no t  checked pr io r  to  invo ic ing .  

Note :  I f  both  i tems are  unchecked,  th is  w i l l  a l low these  i tems to  be  invo iced wi thout  up-

dat ing  or  consu l t ing  the  ava i lab le  inventory
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At  the  bot tom o f  th i s  tab ,  you  can  spec i f y  tha t  barcodes  made fo r  Bookab le  med ia  a re  der i ved  f rom e i the r 

the  record  number  (as  in  ve rs ions  o f  S tud io  Su i te ) ,  o r  by  the  UPC code o f  the  med ia  i t se l f .  We suggest 

us ing  the  UPC code fo r  Med ia  barcodes .

Module Prefs tab

Library sub-tab
•   I n  the  Formula  for  L ibrary  Number  f i e ld ,  you  can  de f ine  any  p re f i xes  o r  su f f i xes  tha t 

w i l l  be  a  par t  o f  your  L ib ra ry  number ing  scheme.  For  example ,  you  may  want  to  inc lude 

the  in i t i a l s  o f  your  s tud io  be fo re  the  number.  Put  your  p re f i x  o r  su f f i x  i ns ide  the  quotes .

•  When new med ia  asse ts  a re  c rea ted  in  the  Library  modu le ,  they  need to  come f rom 

somewhere  fo r  the  Med ia  asse t  H is to ry  da ta .  En te r  a  de fau l t  se t t i ng  fo r  what  you  wou ld 

l i ke  any  new,  b lank  “v i rg in ”  media  to  be  ca l l ed  in  the  Acquired f rom  f i e ld  fo r  each 

Med ia  asse t .  Some s tud ios  use  the  word  ‘S tock ’ ,  some use  ‘V i rg in ’  and,  fo r  o thers , 

most  new med ia  asse ts  come f rom the  ‘C l i en t ’ .

•   Generate  Barcode f rom L ib  Num  -  Pu t t ing  a  check  here  w i l l  au tomat ica l l y  genera te  a 

barcode number  f rom the  l ib ra ry  number  when a  new med ia  asse t  i s  c rea ted .

•   Pr int  w/Barcode opt ion -  Media  l abe ls  can  opt iona l l y  p r in t  w i th  o r  w i thout  Barcodes . 

Make tha t  g loba l  p re fe rence  here .

•   Pr int  w/Timecode opt ion -  Media  l abe ls  can  opt iona l l y  p r in t  w i th  o r  w i thout  T imecodes . 

Make tha t  g loba l  p re fe rence  here .

•   TC Format  defaul t  -  Cl ick  th i s  f i e ld  and se lec t  a  T imecode de fau l t  (F rame-Rate )  f rom 

the  d rop-down menu.

•   Calcu late  Running T ime as -  Choose be tween a  Summary of  Ind iv idual  (T i t le ) 

durat ions  o r  TC ( t imecode)  Di fference between f i rs t  Star t  and last  End . 

NOTE:  You can se lect  the  defau l t  method that  ca lcu la tes  a  media  asset ’s  to ta l  Running 

T ime.  I f  you  choose “Summary  o f  ind iv idua l  (T i t le )  dura t ions” ,  i t  w i l l  add a l l  o f  the  ind i -

v idua l  t i t l e  Durat ions  together.  I f  you  choose “TC d i f fe rence between f i r s t  S ta r t  and las t 

End” ,  i t  w i l l  ca lcu la te  based on the  t ime codes .

Module Prefs tab

Petty Cash sub-tab
The f i e lds  in  th i s  sub- tab  de te rm ine  how Pet ty  Cash  t ransact ions  a re  hand led  when they  a re  t rans fe r red 

in to  Pro jec t  L ine  I tems,  and subsequent l y  to  invo ices .  As ide  f rom the  De fau l t  Markup (o r  to  ad jus t  fo r 

l anguage ) ,  you  can  leave  these  as  they  a re .

Or,  i f  des i red ,  ad jus t  Deposi t  Name ,  Transact ion Name ,  Defaul t  Status ,  Defaul t  Category ,  Defaul t 

Rate  as  needed !

Value Lists tab
The Va lue  L is ts  tab  i s  where  you  ed i t  the  pop-up Va lue  L is ts  fo r  two menus  tha t  a re  used th roughout 

S tud io  Su i te .  There  a re  two sub- tabs :  Book ing  Sta tuses  and  Categor ies .

Categories sub-tab
Throughout  S tud io  Su i te ’s  va r ious  modu les ,  you  w i l l  no t ice  pop-up menus  d isp lay ing  cho ices  fo r 

ca tegor ies  such  as  Rooms ,  Equipment ,  People ,  e tc .  Some ca tegor ies  ( though not  ALL )  a re  l i nked to  a 

spec i f i c  modu le  f rom the  Categor ies  sub- tab .  You can  ed i t  the  ca tegory  name and you  must  l i nk  i t  w i th 

i t s  assoc ia ted  modu le  ( i f  any ) .
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How to create category names:

1.  C l i ck  the  b lack  and g reen  New  bu t ton .

2 .  A  d ia logue  w i l l  appear  a l low ing  you  to  en te r  new name o f  the  Category  tha t  you 

a re  c rea t ing .   Spec i f y  a  Sort  Order  tha t  de f ines  the  o rder  in  wh ich  th i s  ca tegory 

appears  in  the  pop-up l i s t .  I f  necessary,  you  can  use  dec ima ls  in  the  Sor t  f i e ld 

to  cont ro l  the  o rder.

3 .  You can  ed i t  a  Category  name and Sor t  by  c l i ck ing  on  i t s  bu t ton  Name .

4 .  You can  de le te  a  Category  by  c l i ck ing  the  red  Trash  Can .

NOTE:  Each va lue  in  the  ‘Name In te rna l ’  can  on ly  be  used once.  In  o ther  words ,  you can 

on ly  assoc ia te  a  modu le  to  ONE category  name.  Th is  sub- tab a l lows you to  def ine  the 

Categor ies  o f  book ings  you make.  These  shou ld  be  broad or  genera l  ca tegory  types ,  so  do 

not  get  too  spec i f ic .  Pr in ted invo ices  w i l l  be  grouped and sub- to ta led  by  the  Categor ies 

you def ine  here ,  and repor ts  in  the  Pro jects  and Events  modu les  a re  a lso  summar i zed by 

Category.

Account  Name  i s  used fo r  l i nk ing/sync ing  expor ted  invo ices  w i th  your  account ing  p rogram.  I f  you  w i l l 

be  do ing  th i s ,  se t  de fau l t  Account  Codes  fo r  each  Category  (as  needed )  and each  newly  c rea ted  Rate 

w i l l  au to-en te r  the  Account  Code de f ined  here  fo r  i t s  Category.  Once each  Rate  i s  c rea ted ,  the  Account 

Code may  be  ed i ted  per  Rate  ( as  needed )  i n  the  Rates  modu le .

Type i s  the  Qu ickBooks  account  “Type”  tha t  cor responds  to  the  Category  and  Account  Code  you  have 

en te red .  Be  sure  to  match  these  exact l y  as  you  have  them in  your  Qu ickBooks .

Invoice Descr ipt ions i s  where  you  can  de f ine  (pe r  Category )  how the  de fau l t  “descr ip t ion”  on  Invo ice 

l i ne  i tems i s  i n i t i a l l y  ca lcu la ted  in  the  Events  modu le  p r io r  to  expor t ing  to  the  Invoice  modu le .  For 

example ,  some k inds  o f  i t ems do not  need to  have  the  Time  i nc luded (such  as  Med ia ,  o r  da i l y  Equ ipment 

ren ta ls ) .  But  o thers ,  such  as  Hour l y  S tud io  T ime )  need both  a  Start  and  End T ime  on  the  Invo ice 

Descr ip t ion .  The  p re fe rences  fo r  Invo ice  l i ne  i tems descr ip t ions  a re  de f ined  here .   They  then  f low to 

each  newly  c rea ted  Rate ,  on  to  Events  based on  tha t  Rate ,  and  f i na l l y  to  each  Invo ice  L ine  i tem.  The 

Descr ip t ions  can  be  ed i ted  a t  each  o f  those  loca t ions ,  bu t  the  cha in  s ta r ts  he re .

Share Calendar  i s  where  you  spec i f y  wh ich  Categor ies  o f  i t ems can  be  shared  w i th  ex te r na l  ca lendars 

( iCa l  on  the  Mac,  Out look  on  the  PC) .  For  example ,  you  m ight  want  to  share  the  ca lendars  fo r  Room 

and  People  events ,  bu t  no t  fo r  Equipment  o r  Media  events .  The  sync  to  Goog le  Ca lendar  i s  a  separa te 

se t t i ng  de f ined  in  the  Ca lendar  Set t ings  a rea .

NOTE:  Ca lendar  shar ing  i s  descr ibed fu r ther  in  Step Three ,  Creat ing  User  Accounts ,  and 

in  the  Ca lendar  chapter.

For  more  de ta i l ed  in fo rmat ion  about  th i s  sub- tab ,  see  the  Main Menu chapte r  o f  th i s  User ’s  Gu ide .



Studio Suite X          Chapter 7 - Seven Things You Must Do

7-15

Value Lists tab : 

Booking Status sub-tab
Th is  sub- tab  a l lows you  to  de f ine  cus tomized Booking Statuses  ( i n  any  l anguage ) ,  and ass ign  a  spec ia l 

co lo r  to  v i sua l l y  represent  each .  You can  cus tomize  your  de fau l t  Va lue  L is t  to  inc lude  te rm ino logy  used 

in  your  par t i cu la r  bus iness  l i nes  ( i . e . :  Con f i rmed,  On Ho ld ,  Comple ted ,  Cance l l ed ,  Pos tponed,  e tc . ) .  You 

can  a lso  use  co lo rs  to  des ignate  Statuses of  booked events  such  as  a  Meet ing ,  Vacat ion ,  o r  B i r thday.

How to define customized booking statuses:

1.  C l i ck  the  Book ing  Sta tus  sub- tab ,  and then  c l i ck  the  g reen  “Ed i t ”  bu t ton  a t  the 

top  o f  the  l i s t .

2 .  Make  your  S ta tus  changes  to  the  Ed i t  Va lue  L is t  sc reen  p rompt ,  then  c l i ck  OK to 

comple te .

3.  A f te r  your  l i s t  i s  se t ,  c l i ck  the  S ta tus  Co lo r  f i e ld  nex t  to  the  new or  updated  Sta tus 

Name.   Se lec t  an  appropr ia te  S ta tus  Co lo r  f rom the  p rov ided co lo r  pa le t te .  C l i ck 

OK upon comple t ion .

Each s ta tus  has  checkboxes  tha t  fu r the r  de f ine  i t s  behav io rs ,  such  as  Skip Conf l ic t  Check ,  Omit  f rom 

Reports ,  Don’t  Show in  Calendar ,  e tc . .

Booking Status sub-tab: Special  Statuses
Stud io  Su i te  needs  to  know your  ve rs ion  o f  some spec ia l  s ta tuses  so  tha t  i t  can  se t  them automat ica l l y 

(d i f f e ren t  users  may  ca l l  them d i f fe ren t  names ) .  Se lec t  a  s ta tus  f rom each pop-up menu tha t  most  c lose l y 

matches  the  spec i f i ed  names. 

Record Numbers tab
Each record  c rea ted  in  S tud io  Su i te  i s  au tomat ica l l y  numbered se r ia l l y.  The  Record  Numbers  tab  a l lows 

you  to  change the  nex t  se r ia l l y  c rea ted  number  fo r  a  record  in  a  par t i cu la r  modu le .

NOTE:  Prev ious  to  SSX,  th i s  Record  Number  was  a  ‘key ’  va lue  tha t  governed the  re la t ionsh ips  to  o ther 

da ta .  In  SSX,  these  numbers  a re  on ly  fo r  d i sp lay,  and the  key  va lue  i s  a  h idden UUID (Un ive rsa l l y  Un ique 

Ident i f i e r ) .  Th is  means  tha t  the  Record  Numbers  a re  now more  ab le  to  be  mod i f i ed  o r  cus tomized as 

needed.

 

How to change record numbers in the Contacts module:

1.  C l i ck  the  Contac ts  bu t ton .

2 .  The  Contac ts  Record  #  pop-up d ia log  w i l l  appear.

3 .  Th is  w i l l  d i sp lay  what  the  nex t  record  number  w i l l  be  a long  w i th  the  h ighes t 

ex is t ing  number.

4 .  Type  a  new s ta r t i ng  number  fo r  the  nex t  record . 

5 .  I f  you  en te r  a  number  tha t  i s  lower  than  the  h ighes t  ex is t ing  number,  a  pop-up 

message w i l l  appear  warn ing  you  tha t  you  may  have  poten t ia l  dup l i ca te  numbers . 

6 .  Make  sure  to  en te r  a  number  tha t  i s  g rea te r  than  the  h ighes t  record  number,  o r 

you  w i l l  end  up  w i th  dup l i ca te  numbers .   You  do  not  want  th i s  to  happen !

7 .  Repeat  as  needed fo r  o ther  modu les .
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Misc. tab
Some th ings  do  not  f i t  anywhere  e l se ,  so  we have  c lumped them in to  the  Misc .  tab .

• 	 Opt imize Star tup  checkbox .   I f  se lec ted ,  i t  does  not  re load language and g raph ics 

upon s ta r tup .  I f  you  want  to  enab le  th i s  opt ion  and a re  us ing  F i l eMaker  Serve r  (and have 

a l te red  any  de fau l t  l anguage and images ) ,  the re  a re  a  number  o f  s teps  tha t  you  need to 

do  be fo re  enab l ing  th i s  opt ion  to  p roper l y  “ lock”  eve ry th ing  to  your  cu r ren t  se t t i ngs :

 1 .  c lose  the  f i l es  on  FM Serve r.

 2 .  open the  f i l es  d i rec t l y  w i th  FM Pro ,  then  c lose  them.

 3 .   re -open on  FM Serve r. 

	 • 	 Navigat ion History  Days to  Keep  -  En te r  how many  days  you  wou ld  l i ke  the  Nav iga te 

H is to ry  to  s to re .

	 • 	 	 Save Log- in  Logs  -  fo r  a  spec i f i ed  amount  o f  days . 

	 • 	 	 New Task Status  -  Not  Done,  Incomple te ,  P re l im ina ry  e tc .  as  examples . 

	 • 	 	 Defaul t  Sa lutat ion fo r  Le t te rs  -  En te r  the  de fau l t  sa lu ta t ion ,  such  as  ‘Dear ’ ,  tha t  you 

wou ld  l i ke  to  appear  on  a l l  new ly  c rea ted  le t te rs .
	 • 	 	 Save f i les  and fo lders  in  -  S tud io  Su i te  c rea tes  many  d i f f e ren t  t ypes  o f  f i l es .  D i f f e ren t 

users  want  (o r  need )  to  save  the  d i f f e ren t  loca t ions ,  depend ing  upon the i r  p re fe rences  and 
comput ing  env i ronment .  Use  the  Save f i les  and fo lders  in  f i e ld  to  se lec t  f rom the  rad io 
bu t ton  l i s t .   Save  new documents  in  Documents  f i l es ,  your  sys tem’s  Appl icat ions ,  on  the 
compute r  Desktop ,  o r  i n  Temporary  f i l es . 

New Feature: Twitter section

Stud io  Su i te  can  now send tweets  and d i rec t  messages  to  Tw i t te r.   Th is  sec t ion  i s 

where  you  se t  up  who the  tweets  w i l l  be  coming  f rom.   When you  se t  up  each  o f  your 

compan ies ,  you  can  se t  up  a  d i f f e ren t  Tw i t te r  connect ion  w i th  each  one .

How to l ink your company’s Twitter to Studio Suite:

1.  NEW -  In  the  bot tom sect ion  you  can  enab le  S tud io  Su i te  to  send tweets  and 

d i rec t  messages  th rough Tw i t te r.   F i r s t ,  your  company  needs  to  have  a  Tw i t te r 

account  a l ready  se t  up  ( i t  needs  to  be  one  tha t  i s  fo r  the  company,  no t  an 

ind iv idua l  work ing  a t  the  company ) .

2 .  Nex t ,  c l i ck  the  Author i ze  Tw i t te r  App but ton .

3 .  Th is  w i l l  t ake  you  to  a  sc reen  ( s im i l a r  to  the  one  p ic tu red  be low)  where  you  can 

en te r  the  company ’s  Tw i t te r  hand le  and password .
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4.  Once you  f i l l  ou t  th i s  fo rm and c l i ck  the  Author i ze  App but ton ,  i t  w i l l  f i l l  i n 

the  necessary  in fo rmat ion  fo r  you  to  send tweets  and d i rec t  messages  to  any 

contac t  whose  Tw i t te r  hand le  you  have  in  the  contac t  records .

Th is  sec t ion ,  Step One:   Your  Company  (Ma in  Menu Setup sc reen )  covers  most  o f  the  func t iona l i t y  o f  the 

Main Menu .  However,  more  in fo rmat ion  about  th i s  modu le  i s  ava i l ab le  in  the  Main Menu  chapte r  o f  th i s 

User ’s  Gu ide .

C l i ck  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu  and  proceed to  S tep  Two.

Step Two: Your Contacts

Contact module
The Contacts  modu le  keeps  t rack  o f  any  person  o r  company  you  work  w i th  on  a  regu la r  bas is .  To  book 

(o r  b i l l ! )  a  p ro jec t  fo r  a  C l i en t  o r  add a  s ta f f  Ed i to r  o r  Eng ineer  to  a  Pro jec t ,  they  must  f i r s t  ex i s t  i n  the 

Contacts  modu le . 

A l l  o f  your  emp loyees  must  a l so  be  c rea ted  in  the  Contacts  modu le  be fo re  you  can  c rea te  a  User 

Account  fo r  them to  access  Stud io  Su i te .  A l though th i s  modu le  keeps  t rack  o f  many  th ings  (as  descr ibed 

in  i t ’s  chapte r  o f  the  User ’s  Gu ide ) ,  the  impor tan t  th ings  fo r  now a re  to  en te r  the  names,  address ,  phone 

numbers ,  t ype  (C l i en t ,  Vendor,  Emp loyee ,  Persona l  o r  P rospect ) ,  ca tegory  (P roducer,  Eng ineer,  e tc . )  and 

the i r  bookab le  s ta tus  ( i f  they  a re  an  emp loyee ) . 

How to add contacts: 

Note :  On ly  your  s ta f f  needs  to  be  def ined as  Bookab le ,  not  your  c l ien ts .

1.  F rom the  Main Menu ,  c l i ck  the  Contac ts  bu t ton  ( i n  the  l e f t  co lumn)  to  go  to  the 

Contacts  modu le . 

2 .    C l i ck  on  the  New  bu t ton  a t  the  top  o f  the  sc reen  to  c rea te  a  new Contac t  record . 

Repeat  fo r  each  new record  you  need to  c rea te .

3 .  En te r  i n  a l l  o f  your  contac ts ,  i nc lud ing  the i r  First  and  Last  names,  Company , 

Address ,  Zip  (wh ich  w i l l  au to- f i l l  the i r  City  and  State ) ,  Phone  numbers .  You 

can  impor t  th i s  da ta  f rom Exce l  f i l es ,  vCards ,  o r  v ia  o ther  means .  See  Be low.

4 .  Use  the  check  boxes  above  the  f i r s t  name to  spec i f y  each  Contac t  as  a  Cl ient , 

Vendor ,  Employee ,  Personal  o r  Prospect .  I n  o ther  modu les ,  on ly  those 

contac ts  iden t i f i ed  as  a  C l i en t  w i l l  be  se lec tab le  f rom the  pop-up l i s t  o f  C l i en ts . 

S im i la r l y,  th i s  i s  the  case  w i th  ‘Vendors ’ .
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5.  Se lec t  the i r  Ti t le  and  Category  f rom the  ed i tab le ,  pop-up menus .  I f  your  cho ice 

i s  no t  i nc luded in  the  menu,  choose  “Other ”  fo r  a  one- t ime en t ry,  o r  “Ed i t ” ,  wh ich 

w i l l  a l l ow you  to  add to  the  menu o f  cho ices  to  inc lude  T i t l es  and Categor ies  you 

w i l l  use  aga in .

                                          

6 .  C l i ck  the  F inanc ia l  tab  to  en te r  Terms ,  Credi t  L imi t ,  Account  Numbers ,  Adjust 

Taxes ,  Discounts ,  e tc .

7 .  C l i ck  the  Rates  sub- tab .  Cl ien t -spec i f i c  Rates  can  be  v iewed  he re ,  bu t  they  can 

on ly  be  c rea ted  in  the  Rates  modu le  (o r  f rom the  respect i ve  Rooms,  Equipment , 

Media  modu les ) .  You  can  a lso  ass ign  a  p re-ex is t ing ,  non-c l i en t  spec i f i c  re la ted 

ra te  to  th i s  c l i en t  ( f rom the  bot tom por ta l )  by  c l i ck ing  the  b lue  (UP)  a r row nex t 

to  the  Rate  you  want  to  ass ign .

       

8 .  For  emp loyees ,  go  to  the  Employee  tab  and f i l l  i n  as  much in fo rmat ion  as 

poss ib le ,  mak ing  sure  the  Employee  checkbox  i s  checked.  Ident i f y  them as 

Bookab le  i f  you  need to  schedu le  them in  the  Calendar  modu le ,  o r  charge  fo r 

the i r  t ime.  Crea te  Rates  in  the  Rates  sub- tab .  Make sure  to  c rea te  a  Contac t 

record  fo r  yourse l f ,  as  the  nex t  s tep  i s  to  c rea te  your  user  account .

Contacts module
Importing Contacts
Stud io  Su i te  a l so  a l lows you  to  Impor t  contac ts  tha t  you  may  have  in  another  app l i ca t ion  such  as  Exce l , 

AddressBook,  Out look  o r  o ther  ema i l  p rograms.  There  a re  th ree  k inds  o f  impor ts ;

How to import contacts:

1.  I f  you  have  your  contac ts  in  an  Exce l  f i l e  o r  i n  any  k ind  o f  tab  o r  comma separa ted 

l i s t  o f  va lues ,  See  Append ix  C –  Impor t ing  Your  Data  In to  CONTACTS.

2 .  I f  you  a re  us ing  AddressBook o r  Out look ,  expor t  a  vCard  o f  your  contac ts .  Then , 

f rom w i th  the  S tud io  Su i te  Contac ts  modu le  (under  the  Spec ia l  menu ) ,  se lec t 

vCard  >  Impor t ,  then  se lec t  the  f i l e  to  impor t .

3 .  You may  purchase  a  3 rd  par ty  p lug in  to  connect  to  AddressBook o r  Out look .  Th is 

may  requ i re  some cus tom deve lopment  to  f i na l i ze  the  connect ion  p rocess .

Th is  comple tes  Step Two .  See  the  Contac ts  chapte r  fo r  more  in fo rmat ion  about  th i s  modu le . 

C l i ck  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu  and  proceed to  S tep  Three .
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Step Three:  Your Studio Suite Users
Studio Suite security 
Before  ass ign ing  user  accounts ,  i t  i s  impor tan t  to  unders tand the  Secur i t y  sys tem tha t  S tud io  Su i te 

u t i l i zes .   Th is  sys tem is  a  h ie ra rchy  o f  th ree  t i e rs :  P r i v i l ege  Sets ,  User  Accounts  and Permiss ions .  I t  i s 

des igned to  p ro tec t  your  S tud io  Su i te  Database ,  a l low ing  cer ta in  users  access  to  p r i v i l eged a reas  wh i l e 

secur ing  sens i t i ve  in fo rmat ion  ( such  as  account ing ,  e tc . )  and es tab l i sh ing  spec i f i c  permiss ions  fo r  each 

user. 

Privi lege Sets 
Pr i v i l ege  Sets  a re  ro le -based,  p rese t  de f in i t i ons  tha t  a re  p re-con f igu red  w i th in  S tud io  Su i te .  They 

cor respond w i th  ro les  a  person  can  have  w i th in  your  s tud io  fac i l i t y  ( i . e .  owner,  manager,  p roducer, 

eng ineer,  recept ion is t ,  i n te r n ,  e tc . )  and cannot  be  changed.  These  de f ined  pr i v i l eges  de te rm ine  whether 

a  user  can  per fo rm cer ta in  ac t ions  in  each  modu le .

Be low,  i s  the  l i s t  o f  S tud io  Su i te ’s  De fau l t  P r i v i l ege  Sets .  The  number  nex t  to  each  se t  shows i t s  h ie ra rchy 

w i th in  the  sys tem,  wh ich  rough ly  t rans la tes  to  the  h ie ra rchy  o f  emp loyee  pos i t ions  w i th in  your  s tud io .

•  000_Admin is t ra to r

•  010_Owner

•  020_Manager

•  030_Account ing

•  040_Techn ic ian

•  050_Schedu le r

•  060_Producer

•  070_Sa les

•  080_Ed i to r_Eng ineer

•  090_Ass is tan t

•  100_Recept ion is t

•  110_Runner

•  120_Vau l t

I f  you  a re  a  l a rge  s tud io  w i th  many  emp loyees  a t  va r ious  leve ls ,  th i s  d i ve rse  se t  o f  P r i v i l ege  Sets  w i l l  be 

ex t reme ly  use fu l  and you  may  f i nd  tha t  you  use  every  account  l eve l .  However,  i f  you  a re  a  sma l l  s tud io  in 

wh ich  some peop le  ma in ta in  severa l  pos i t ions  s imu l taneous ly,  you  may  want  to  s tay  w i th in  the  f i r s t  few 

account  l eve ls .  Sma l le r  s tud ios  w i th  on ly  one  o r  two emp loyees  m ight  on ly  use  the  Admin is t ra to r  l eve l .

 
User  Accounts
Each user  o f  S tud io  Su i te  shou ld  have  the i r  own User  Account .  Each  User  Account  i s  ass igned  to  a 

Pr i v i l ege  Set .  Each  Pr i v i l ege  se t  can  have  many  User  Accounts  bu t  a  User  Account  can  be long to  on ly 

ONE Pr i v i l ege  Set .  On ly  the  fo l low ing  Accounts  have  permiss ion  to  c rea te  o ther  User  Accounts : 

• 	 000_Admin

• 	 010_Owner

• 	 020_Manager

Permissions 
W ith in  each  User  Account  a re  Permiss ions ,  wh ich  can  be  g ran ted  o r  den ied  to  a  User  Account .  Typ ica l 
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permiss ions  (appropr ia te  fo r  each  Pr i v i l ege  Set )  w i l l  be  added by  de fau l t  to  each  account  upon c rea t ion . 

These  permiss ions  can  on ly  be  ed i ted  by  the  fo l low ing  Pr i v i l ege  Sets :

• 	 000_Admin

• 	 010_Owner

• 	 020_Manager

Permiss ions  a re  managed on  a  User-by-User,  and modu le-by-modu le  bas is ,  a l l ow ing  a  h igh  degree  o f 

g ranu la r i t y  fo r  de f in ing  exact l y  who can  do  exact l y  what  w i th in  S tud io  Su i te .  Typ ica l  Permiss ions  per 

modu le :

• 	 Go	To 	 (Access 	 to 	modu le )

• 	 Ed i t

• 	 De le te

• 	 Expor t

• 	 Pr in t

• 	 	Layout 	Mode	access

• 	 	Scr ip t 	Maker 	access

• 	 	Other 	spec ia l 	p r i v i l eges 	appropr ia te 	 to 	each 	modu le

How to access User Accounts:

1.  F rom the  Ma in  Menu,  c l i ck  Setup .

2 .  C l i ck  the  User  Accounts  tab  in  the  upper  r igh t -hand corner  o f  the  w indow.

3 .  The  User  Accounts  modu le  w i l l  d i sp lay  i t s  L is t  tab  w indow,  showing  the  Account 

you  a re  cur ren t l y  s igned in  as .

User Accounts tab :  List tab
The L is t  tab  d isp lays  a  l i s t  o f  a l l  S tud io  Su i te  users  in  your  fac i l i t y. 

How to see a l ist  of al l  User Accounts:

1.  C l i ck  the  F ind  A l l  bu t ton  in  the  Funct ion  Bar  to  see  a l l  Accounts .

2 .  C l i ck  the  Go To  bu t ton  nex t  to  a  user  i n  the  l i s t .   Th is  takes  you  to  the  Deta i l  tab 

(exp la ined nex t ) .

User Accounts tab :  Detai l  tab
Th is  i s  where  you  w i l l  c rea te  and/or  ed i t  use r  i n fo rmat ion  as  we l l  as  ass ign  Permiss ions  to  the  spec i f i c 

user. 
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How to create and/or edit  a User (after init ial  set up):

1.  You must  f i r s t  have  an  account  tha t  a l lows you  to  c rea te /ed i t  new users .

2 .  C l i ck  the  b lack  and g reen  New but ton  in  the  Funct ion  bar.

3 .  The  ‘Ac t i va te  Account ’  w indow w i l l  appear. 

4 .  En te r  the  fo l low ing  in fo rmat ion  fo r  the  User  then  C l i ck  OK:

•  Account  Name  -  usua l l y  the  user ’s  fu l l  o r  f i r s t  name,  however,  th i s 

can  be  whatever  you  w ish .  Every  d i f f e ren t  user  shou ld  have  the i r 

own,  ind i v idua l  account .   Th is  i s  because  Aud i t  Logg ing  and Ca lendar 

d isp lays  (cu r ren t  week/month/day  range  and I tems )  a re  based on  the 

user ’s  account  name,  so  a l l  use rs  can  v iew d i f f e ren t  i t ems/dates  in  the 

Ca lendar.

•   Password  -  th i s  can  be  any th ing  you  wou ld  l i ke ,  bu t  remember  i t  i s 

caSE-seNSi t i vE .

•  Pr iv i lege set  –  f rom the  d rop-down l i s t ,  se lec t  the  Pr i v i l ege  Set  th i s 

par t i cu la r  user  shou ld  have .  

5 .  Another  w indow w i l l  appear  con f i rm ing  the  command.  C l i ck  OK .

6 .  The fo l lowing message wi l l  appear :  P lease se lect  a  name f rom the ‘L ink to  Contact ’ 

f ie ld  for  the person in  Contacts  to  whom th is  account  be longs.  C l ick  OK .

7 .  Then  c l i ck  the  Link to  Contacts  f i e ld  and se lec t  a  person  f rom the  d rop-down 

l i s t .  Th is  i s  a  l i s t  o f  peop le  in  the  Contacts  modu le  f l agged as  “Employee” .  Th is 

l i nks  th i s  User  Account  w i th  tha t  record  in  the  Contacts  modu le .  I f  you  have  not 

ye t  c rea ted  a  record  in  Contac ts  fo r  th i s  person ,  p lease  do  so  and come back 

and se t  the  L ink  f i e ld  fo r  th i s  User  Account .

The  Enabled  checkbox  i s  nex t  to  Link to  Contacts .  You can  d isab le  the  account  by  dese lec t ing  th i s 

check  box .  A l l  o f  the  account  p re fe rences  w i l l  rema in ,  however,  the  account  w i l l  be  inac t i ve  un t i l  you 

enab le  i t  aga in  by  check ing  the  box .  The  Act i va te  Account  d ia logue  w i l l  appear,  p rompt ing  you  to  en te r 

a  new password  fo r  th i s  account .  Type  a  password  and se lec t  a  Pr i v i l ege  Set ,  then  c l i ck  OK.  A  message 

w i l l  appear  s ta t ing  tha t  the  account  now has  access  to  the  sys tem w i th  the  chosen Pr i v i l ege  Set . 

You can  de le te  the  account  by  c l i ck ing  the  red  t rash  can  o r  the  De le te  bu t ton  in  the  Funct ion  Bar . 

Detai l  tab

Account Preferences sub-tab
Th is  i s  where  you  ass ign  p re fe rences  fo r  th i s  user. 

Detai l  tab

General sub-tab
•   Main  Menu se lector  -  I f  you  have  not  g ran ted  Permiss ion  to  a  user  to  see  cer ta in 

modu les  th rough permiss ions ,  those  but tons  w i l l  d i sappear  f rom the  Ma in  Menu.  The 

Ma in  Menu se lec to r  a l lows you  to  con f igu re  the  amount  o f  rema in ing  but tons  tha t  a re 

d isp layed in  the  Ma in  Menu.  C l i ck  the  image o f  the  Ma in  Menu and se lec t  one  o f  the  5 

opt ions ,  each  w i th  a  decreas ing  number  o f  bu t tons  to  c l i ck .

•   Contacts/New Records wi l l  F lag as :  Th is  a l lows you  to  con f igu re  how a  newly 
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crea ted  Contac t  w i l l  be  f l agged.  C l i ck  the  checkbox  to  choose  be tween C l i en ts ,  Vendor, 

Emp loyee ,  P rospect  o r  Persona l .  You  can  use  th i s  se t t i ng  to  save  t ime wh i l e  i n i t i a l l y 

se t t i ng  up  da ta  in  the  Contac ts  modu le .

•   Password -  Here ,  you  can  spec i f y  tha t  a  user  i s  requ i red  to  change the i r  password  a t 

the  nex t  log- in  (use fu l  when c rea t ing  new accounts ) ,  o r  eve ry  “x ”  days .

• 	 	Startup Aler ts  -  Th is  a l lows you  to  choose  what  a le r ts  tha t  w i l l  appear  when f i r s t 

s ta r t i ng  S tud io  Su i te ;  you  w i l l  be  warned i f  you  have :

*   Invoices Past  Due

*   Low Media  Inventory

*   Equipment  Maintenance Overdue

*   Overdue Renta ls

*   Overdue L ibrary  I tems

*  

Detai l  tab - Account Preferences sub-tab

Email  Setup sub-tab
Th is  a rea  conta ins  your  ema i l  se t t i ngs .  You can  copy  these  se t t ings  f rom your  ema i l  p rogram or  contac t 

your  IT  depar tment  o r  ema i l  p rov ide r  fo r  se t t i ngs .

•   User  Name  -  Th is  i s  your  ema i l  account  User  Name.

•   Password  -  Th is  i s  your  ema i l  account  Password .

•   Address -  Th is  i s  your  ema i l  address .

•   S ignature  -  Th is  i s  the  s igna tu re  used a t  the  bot tom o f  your  sen t  ema i l s  (op t iona l )

•   SMTP Host  -  Th is  i s  your  ema i l  hos t  i n fo rmat ion .

•   Host  Port  -  Th is  i s  the  Por t  your  ema i l  passes  though your  ne twork .  Genera l l y,  th i s  i s 

Por t  ‘25 ’ ,  bu t  yours  may  be  d i f f e ren t  -  fo r  example ,  the  por t  fo r  gma i l  i s  587. 

•   Auth Type  -  Au thent ica t ion  method o f  your  ema i l  p rov ide r.  Usua l l y,  th i s  i s  se t  to  ‘Auto ’ .

•   Use SSL  -  Th is  de te rm ines  whether  your  ema i l  p rogram shou ld  use  Secure  Sockets 

Layer.  Th is  i s  usua l l y  se t  to  ‘Fa lse ’ .

•   D iagnost ics :  Show Transcr ipt  Af ter  -  you  can  se t  th i s  to  True  i f  you  have  hav ing 

t roub les  send ing  ema i l s  f rom Stud io  Su i te  to  see  what  the  p rob lem might  be . 

Detai l  tab - Account Preferences sub-tab

Projects  sub-tab
•  “Type”  for  New Projects  i s  the  de fau l t  P ro jec t  t ype  each  t ime a  Pro jec t  i s  c rea ted .

•  “Status”  for  New Projects  i s  the  de fau l t  P ro jec t  s ta tus  when a  new Pro jec t  i s  c rea ted . 

•  Defaul t  Project/Event  Sort  i s  a  pop-up menu a l low ing  you  to  se lec t  how Pro jec ts  and 

Events  l i s ts  w i l l  be  Sor ted .

•   F i l ter  Rates by  i s  where  you  can  se t  a  de fau l t  Ra te  f i l t e r  se t t i ng  fo r  P ro jec ts .

•   Defaul t  Star t  T ime  fo r  a l l  book ings  (Rooms,  Peop le ,  Med ia ,  e tc ) .  Th is  t ime w i l l 

au tomat ica l l y  appear  whenever  th i s  User  makes  a  book ing .

•  Defaul t  End T ime  fo r  a l l  bookab les  (Rooms,  Peop le ,  Med ia ,  e tc . ) .  Th is  t ime w i l l 

au tomat ica l l y  appear  whenever  you  make a  book ing .

NOTE:  I f  sess ions  a re  booked wi thout  a  s ta r t  and End T ime,  they  w i l l  NOT appear  in  the 

Ca lendar.

•  Defaul t  Book Status i s  the  s ta tus  a l l  p ro jec ts  booked w i l l  have  un less  you  se lec t  a 

d i f f e ren t  s ta tus  when book ing .
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Detai l  tab

Calendar sub-tab
The Ca lendar  sub- tab  conta ins  mu l t ip le  se tup  pre fe rences  fo r  the  T ime l ine  ca lendar  schedu l ing  v iew. 

These  p re fe rences  can  a lso  be  spec i f i ed  in  the  Calendar  modu le ,  where  the i r  se t t i ngs  can  be  immed ia te l y 

seen .  The  Calendar  chapte r  a l so  conta ins  a  more  comple te  descr ip t ion  o f  these  se t t ings .

Calendar sub-tab: Timeline sect ion
•  Load  range  -  For  e f f i c ien t  and fas te r  sys tem in fo rmat ion  load  t imes ,  choose  a  de f ined 

opera t ing  da te  load  range  w indow by  en te r ing  Days Before  Today  and  Days Af ter 

Today .  

•  Zoom  range  -  The zoom range v iew l im i t  p re fe rences  a re  se tup  by  Days Before  Today 

and  Days Af ter  Today .  

•   Quant ize  Select ion  p re fe rence  i s  a  de fau l t  i nc rement  s i ze  when s l id ing  o r  mov ing  an 

event  in  T ime l ine .  When you  drag  o r  s l ide  an  event  i t em i t  w i l l  move  accord ing ly  i n  the 

inc rements  se t  to  th i s  p rese t  l im i t . 

•   Defaul t  Durat ion  -  the  in i t i a l  l ength  o f  each  new event  upon c rea t ion .

•   Day Zoom -  Da i l y  v iew beg inn ing  and end t ime zoom pre fe rence  fo r  the  T ime l ine 

ca lendar  v iew.

•   Show Employee Schedules  -  spec i f y  tha t  da ta  f rom the  Employee  Schedu les  modu le 

appears  in  Ca lendar.

Opt im ize  the  bes t  Load,  Zoom,  Quant i ze  and Dura t ion  ranges  fo r  your  work f low.

Calendar sub-tab: Calendar sect ion

•  Always Keep Calendar  Window Open -  Al lows you  to  a lways  keep the  ca lendar 

w indow open.

•   Calendar  -  Hours  in  L inear  Day  -  th i s  a l lows you  to  con f igu re  how many  hours  ( i n  a 

day )  a re  d isp layed in  the  L inear  Week/Month  Ca lendar  v iew.  C l i ck  the  number  f i e ld  to 

togg le  be tween 16  o r  24  hours .

 •  A l lows for  Projects  and Calendar  Sync  ( to  iCa l  and Out look ) ,  and the  add i t iona l 

op t ion  to  Automat ica l ly  sync  P ro jec ts  and iCa l  ca lendar  Automat ic  sync  checkbox . 

Typ ica l l y,  on l y  one  user  wou ld  have  the  “Automat ica l l y ”  checked and o ther  users  wou ld 

subscr ibe  to  the i r  iCa l  o r  Out look .  Di rec t ions  fo r  how to  sync  to  Goog le  Ca lendar 

(Network  ve rs ions  o f  S tud io  Su i te  on ly )  a re  in  the  Ca lendar  chapte r.

Detai l  tab

Account Permissions sub-tab
Th is  sub- tab  i s  where  you  ass ign  Permiss ions  fo r  th i s  user.  The  modu le  name i s  l i s ted  a long  w i th  the 

Permiss ion  Name.   I f  you  a re  no t  su re  what  a  spec i f i c  Permiss ion  i s ,  read  the  notes  in  the  Descr ip t ion 

f i e ld  nex t  to  i t .  The  Permiss ions  fo r  each  Pr i v i l ege  Set  a re  a l ready  con f igu red ,  however,  you  may  ed i t 

them (per-user )  i f  you  w ish .  Th is  enab les  th i s  User  to  l eave  two peop le  w i th  the  same ro le -based Pr i v i l ege 

Sets ,  bu t  w i th  d i f f e ren t  permiss ions .
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How to adjust Permissions:

1.  Use  the  Fi l ter  f i e ld  to  d isp lay  on ly  the  permiss ions  o f  a  ce r ta in  modu le .

2 .  I f  a  Permiss ion  i s  h igh l igh ted  in  l i gh t  b lue ,  i t  i s  g ran ted  to  the  user.

3 .    C l i ck  each  permiss ion  to  togg le  i t  ac t i ve / inac t i ve .

4 .  I f  you  want  to  make ALL permiss ions  in  the  l i s t  ac t i ve ,  c l i ck  the  ye l low  Se lec t  A l l 

but ton .

5 .   The  Defau l t  bu t ton  w i l l  re -se t  th i s  users  permiss ions  to  those  de f ined  in  the 

cur ren t  P r i v i l ege  Set .

6 .    On the  r igh t  s ide  i s  a  tex t  l i s t i ng  o f  a  user ’s  cu r ren t  permiss ions .  Use  the  Copy 

and  Paste  bu t tons  to  copy  a  good l i s t  o f  Permiss ions  f rom one  user  to  another.

Navigation History tab 
Th is  tab  shows a  l i s t i ng  o f  a l l  use r  nav iga t ion  w i th in  S tud io  Su i te .  Th is  i s  essent ia l l y  used fo r  back  but ton 

func t iona l i t y,  bu t  i s  a l so  he lp fu l  i f  you  want  to  research  how someone was  nav iga t ing  th rough the  sys tem.

Log-in Log-Out tab  
Th is  tab  shows a  l i s t i ng  o f  a l l  use r  log- ins  and log-outs ,  he lp fu l  i f  you  want  to  t rack  when someone was 

us ing  the  sys tem.

Permissions tab
Cl ick  the  Permiss ions  tab  in  the  upper  r igh t .   I t  w i l l  t ake  you  to  the  Permiss ions  tab le .  Th is  a rea  i s  fo r 

Advanced Stud io  Su i te  users /Admin is t ra to rs  who wou ld  l i ke  to  c rea te  add i t iona l  Permiss ions  tha t  can 

be  g ran ted  o r  den ied  to  the i r  use rs .  I f  you  wou ld  l i ke  to  use  th i s  fea tu re  and a re  no t  fami l i a r  w i th  i t s 

func t iona l i t y,  p lease  contac t  A l te rMed ia  techn ica l  suppor t  fo r  ass is tance . 

System Setup tab 
Th is  tab  re tu rns  you  to  the  S tud io  Su i te  Sys tem Setup.

Seat License
You can  c rea te  an  un l im i ted  number  o f  S tud io  Su i te  Users ,  bu t  you  cannot  exceed the  number  o f 

s imu l taneous  Users  tha t  your  Seat  L icense  a l lows.  For  example ,  i f  you  have  22  emp loyees ,  bu t  on ly 

15  o f  them w i l l  regu la r l y  work  on  Stud io  Su i te  a t  the  same t ime (15  Seat  L icense ) ,  you  can  de f ine  each 

emp loyee  as  a  S tud io  Su i te  User,  bu t  on ly  15  o f  them can  access  Stud io  Su i te  s imu l taneous ly.

Be  sure  to  c rea te  a  d i f f e ren t  User  Account  fo r  each  person  who w i l l  be  access ing  Stud io  Su i te .

Information about the List tab wil l  be added in the next edit ion.

List tab
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Detai l  tab

Changing your Password
W ith in  S tud io  Su i te ,  you  ac tua l l y  have  TWO passwords ;  The  User  Account  Password  and the  User 

Account  Se tup  password .  I t  i s  impor tan t  to  unders tand the  func t ion  o f  bo th .

 

User Account Password
Th is  password  g i ves  you  access  to  the  S tud io  Su i te  sys tem.

How to change your User Account password:

1.  F rom the  Ma in  Menu,  c l i ck  the  Setup  bu t ton .

2  C l i ck  the  User  Accounts  tab .

3 .  C l i ck  the  Go To  bu t ton  nex t  to  a  user  account  name.  Th is  w i l l  t ake  you  to  the 

Deta i l  tab  fo r  tha t  user  account .

4 .  C l i ck  the  Change Password  bu t ton .

5 .  The  ‘Change Password ’  d ia log  w i l l  appear  and you  w i l l  need to  en te r  your  o ld 

password  and a  new password  ( tw ice ) .

7 .  C l i ck  OK.

User Account Setup Password
Th is  password  a l lows you  to  c rea te  and ed i t  S tud io  Su i te  user  accounts . 

 

 

How to change your User Account Setup password:

1.  F rom the  Ma in  Menu,  c l i ck  the  Setup but ton .

2  C l i ck  the  tex t  User  Accounts  tab .

3 .  C l i ck  the  long  but ton  labe led  Ed i t  Password  to  access  User  Account  se tup .

4.  You w i l l  be  asked to  en te r  a  new password  tw ice .

5 .  When you  have  f i n i shed,  c l i ck  OK .

Th is  comple tes  Step Three .  Cl ick  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu.  Next ,  p roceed to  S tep  Four.

Step Four:   Your Rooms
Next ,  you  shou ld  te l l  S tud io  Su i te  about  the  bookab le  rooms in  your  s tud io ,  so  i t  can  book  them f rom the 

Calendar  modu le  and ass ign  equ ipment  to  a  loca t ion .  Eventua l l y,  you  shou ld  en te r  a l l  o f  the  Rooms in  the 

bu i ld ing  so  you  can  keep t rack  o f  your  asse ts  fo r  i nvento ry  and insurance  purposes .
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How to set up a room:

1.  F rom the  Main Menu ,  c l i ck  the  Rooms  bu t ton .  Th is  w i l l  t ake  you  to  the  Rooms 

modu le .

2 .  C l i ck  the  L is t  tab  i f  you  a re  no t  a l ready  the re .

3 .  C l i ck  the  New  bu t ton  f rom the  Funct ion  Bar.

4.  Th is  w i l l  t ake  you  to  the  Deta i l  tab  and the  cursor  shou ld  be  in  the  Room Name 

f i e ld  ( top  le f t  s ide  o f  the  w indow) .

5 .  En te r  the  name o f  the  room in  the  Room Name  f i e ld .

6 .  C l i ck  the  Room Type  f i e ld  and se lec t  the  appropr ia te  room type  f rom the  pop-

up menu.  I f  your  Room Type  i s  no t  i nc luded in  the  menu,  choose  “Other ”  fo r  a 

one- t ime en t ry,  o r  “Ed i t ” ,  wh ich  w i l l  a l l ow you  to  add to  the  menu.

7 .    I f  you  have  mu l t ip le  Bui ld ings ,  des ignate  wh ich  Bui ld ing  th i s  room is  in .

8 .  C l i ck  the  Bookab le  togg le  bu t ton  to  de f ine  the  room as  Bookab le .  On ly  rooms 

de f ined  as  Bookab le  can show up in  the  Calendar  modu le . 

9 .  I f  you  make i t  Bookab le ,  you  w i l l  see  a  d ia log  g i v ing  you  the  cho ice  (Yes  o r  No ) 

o f  add ing  i t  d i rec t l y  to  the  Calendar  v i ews.  I f  th i s  i s  a  room you book  regu la r l y, 

you  w i l l  want  to  add i t  to  the  Ca lendar.  I f  you  se lec t  ‘No ’ ,  you  can  a lways  add i t 

to  the  Ca lendar  l a te r.

Rooms module

Define Rates for each room
Stud io  Su i te  can  manage mu l t ip le  “Rates”  fo r  th ings  you  charge  fo r,  such  as  Equ ipment ,  Eng ineers 

and Rooms.  You w i l l  l i ke l y  charge  d i f f e ren t  amounts  fo r  d i f f e ren t  b locks  o f  t ime in  d i f f e ren t  rooms and 

d i f f e ren t  ra tes  fo r  d i f f e ren t  C l i en ts .  Each  Rate  can  a lso  have  an  assoc ia ted  Expense.  These  va r ious 

combina t ions  a re  s to red  in  the  Rates  modu le ,  wh ich  a l so  keeps  t rack  o f  Equ ipment  Rates ,  Peop le  Rates , 

M isce l l aneous  Rates ,  e tc .  A l l  Ra tes  can  be  made in  the  Rates  modu le ,  bu t  you  can  a lso  make them 

loca l l y  f rom the  Rooms ,  Equipment ,  Media ,  and  Contacts  modu les .

I t  i s  essent ia l  tha t  you  comple te  th i s  p rocedure  to  p roper l y  use  each  room’s  b i l l i ng  ra tes  in  the  Projects 

and  Invoices  modu les .

NOTE:  The Rates-Create  New  w indow cannot  be  c losed.  You MUST c l ick  the  Cont inue 

but ton . 

How to Create a new rate:

1.  C l i ck  the  b lack  and g reen  New but ton  in  the  Funct ion  bar .

2 .  “What  k ind  o f  Rate  do  you  want  to  c rea te?”  w i l l  appear.  Choose  Standard  to 

c rea te  a  norma l  ra te .

3 .  Nex t ,  “What  k ind  o f  S tandard  Rate  do  you  want  to  c rea te?”  w i th  the  opt ions :  

Cred i t ,  Over t ime  o r  Regu la r .  Fo r  our  cu r ren t  purpose ,  choose  Regu la r .
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4.  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  f i e lds  fo r  a l l  the  de ta i l s  o f 

th i s  Rate .  Fo l low the  ins t ruc t ions  be low to  add deta i l ed  Rate  in fo rmat ion .

Create New Rate window

 

5 .  In  the  top  row,  the  Category  and  I tem  shou ld  be  p re-en te red .  I f  you  want  to 

change the  Category,  se lec t  a  new one  f rom the  Menu.  I f  you  want  to  ass ign 

add i t iona l  i t ems to  th i s  Rate ,  c l i ck  the  I tem  f i e ld  and se lec t  as  many  i tems as 

needed f rom the  popup w indow.

6 .  En te r  a  ra te  descr ip t ion  in  the  SS Rate Name  f i e ld  ( i . e .  ‘P roToo ls  R ig#1’ ,  o r 

‘S tud io  A  Hour l y  Rate ’ ,  e tc ) .  The  Rate Name  i s  fo l lowed by  a  p re-en te red  number 

upon the  c rea t ion  because  a l l  Ra te  Names must  be  un ique .  You can  remove o r 

change th i s  number  as  needed,  as  long  as  the  name rema ins  un ique .

7 .  I f  th i s  Rate  i s  to  be  a  “C l i en t -Spec i f i c ”  ra te ,  c l i ck  the  Cl ient  f i e ld  and choose 

the i r  name f rom the  popup w indow.  Th is  l i s t  d i sp lays  each  contac t  you  have 

checked as  a  C l i en t  i n  the  Contacts  modu le .   The  ‘C ’  bu t ton  nex t  to  the  Cl ient 

name w i l l  c lea r  any  c l i en t ( s )  se lec ted  in  tha t  f i e ld .  You may  choose  to  l i s t  mu l t ip le 

c l i en ts  fo r  a  s ing le  Rate  ( see  be low) .

8 .  Be low the  c l i en t  and account  de ta i l ,  a re  Class,  I tem,  Account ,  and  Type f i e lds 

used to  l i nk  th i s  Rate  to  ex te r na l  account ing  so f tware  such  as  Qu ickBooks , 

MYOB,  o r  AccountEdge.    See  more  on  ex te r na l  account ing  de ta i l s  be low.

9 .  You may  re-spec i f y  the  Type  o f  Ra te  (Regu la r,  Over t ime,  Cred i t ) .  Regular  and 

Overt ime  a re  se l f -exp lana to ry.  Credi t  Rates  a re  those  wh ich  have  a  negat i ve 

va lue  on  the  to ta l  charge  fo r  a  p ro jec t .  Examples  o f  Credi t  Rates :  “Depos i t ” , 

“Payment ” ,  and “Cred i t  Memo” .  Used when the  c l i en t  g i ves  you  money  on  a 

Pro jec t . 
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10.  The  Charge  and Expense  sec t ion  i s  where  you  des ignate  what  you  a re  charg ing 

the  c l i en t  and what  the  i tem cos ts  ( the  expense ) .   C l i ck  the  Unit  of  Measure 

f i e lds  and se lec t  a  un i t  o f  t ime fo r  bo th  the  Charge  and  Expense  f rom the 

pop-up menus .  The  un i t  o f  measure  can  be  one  “Day”  (one  b i l l  day ) ,  o r  Hour (s ) , 

Week (s ) ,  Each  (o r  pe r  un i t ) ,  and  One T ime (s ing le  charge ) .  Type  the  amount  you 

a re  charg ing  the  c l i en t  and your  expense  ( fo r  the  spec i f i ed  un i t  o f  t ime )  i n  the 

f i e lds  be low.   Prof i t  i s  au tomat ica l l y  ca lcu la ted  by  the  d i f f e rence .  Market  va lue 

i s  i nc luded in  th i s  sec t ion  as  a  too l  to  p rove  wor th  o f  a  p ro jec t  by  in te r na l l y 

compar ing  your  ra tes  to  a  spec i f i ed  marke t  va lue .  Th is  i s  fac to red  and compared 

( to  your  Rates )  i n  the  Projects  modu le  w i th in  the  I tem/Di fference  v i ew. 

11 .  The  Charge  and Expense  sec t ion  a l so  inc ludes  f i e lds  to  en te r  a  resource  quant i t y 

(Quant i ty )  amount  range .  You can  charge  your  p r ic ing  f i xed  by  bu lk  amounts 

f rom a  quant i t y  o f  0  to  999.  i e ,  1-10 ,  11-20,  21-50,  51-100,  e tc .

12 .  The  Expense  f i e ld  i s  the  amount  tha t  each  Rate  cos ts  you  in ,  l abor  cos t ,  mate r ia l 

cos t  ( fo r  med ia ) ,  o r  o ther  overhead (e lec t r i c i t y,  hea t ,  e tc ) .  En te r  the  amount  th i s 

i t em i s  cos t ing  you  fo r  the  spec i f i ed  un i t  o f  t ime.

13 .  Nex t ,  w i th in  the  Over t ime Rate  Specs  a rea ,  en te r  the  number  o f  Hours Before 

Overt ime (beg ins )  fo r  the  Charge  and  Expense  assoc ia ted  w i th  the  dev ice . 

Then ,  c l i ck  the  Uses OT Rate  f i e ld  and se lec t  the  over t ime ra te  f rom the  d rop-

down l i s t .  The  Charges Per  f i e ld  w i l l  d i sp lay  the  do l l a r  amount  o f  the  over t ime 

ra te  chosen.

NOTE:  To accommodate  3rd  par ty  account ing  programs,  Over t ime in  Stud io 

Su i te  must  be  i t s  own separa te  Rate .  The  Rates  fo r  the  Over t ime Rates  w i l l  be 

v is ib le  but  not  ed i tab le  on  the  O.T.  Rates- f ie ld . 

14.  I f  the  Rate  i s  taxab le ,  se lec t  ( to  the  r igh t )  wh ich  taxes  app ly  to  the  Rate  in  the 

Tax Sett ings  f i e ld . 

15 .  To  use  more  than  one  tax ,  SHIFT  and c l i ck  on  your  des i red  tax  t ypes .  To  use  a l l 

t axes ,  c l i ck  the  b lue  Al l  bu t ton .  (See  Se lec t ing  Mu l t ip le  Taxes  be low) .

16 .  Check  i f  you  want  to  Inc lude In  Rate  Sheet ,  whether  the  Rate Is 

Normal ly  Invoiced ,  to  Exclude f rom Un-Invoiced I tem Reports ,  Ra te  i s 

Commiss ionable ,  o r  i f  i t  i s  Exempt  From Cl ient  Discount ,  o r  Ret i red  (See 

Standard  Rates  Checkbox  opt ions  be low) .

17 .  Change how the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear.  Th is  i s 

the  o rder  in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .   (See  I nvo ice 

L ine  I tems  be low) .

18 .  En te r  any  Addi t ional  Invoice Text  tha t  you  want  to  appear  on  the  invo ice  fo r 

th i s  i t em in  the  tex t  f i e ld  be low. 

19 .  C l i ck  the  Cont inue  bu t ton  to  con f i rm your  new Rate .

NOTE:  The Rates-Create  New  w indow cannot  be  c losed.   You MUST c l ick  the  Cont inue 

but ton .
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The new Rate  w i l l  now appear  a t  the  bot tom o f  the  Rates  L is t .   You  may  need to  use  the  sc ro l l  ba r  to 

v iew i tems a t  the  bot tom o f  the  l i s t .  Fo r  more  in fo rmat ion  about  Rates ,  see  the  Rates  chapte r  o f  th i s 

User ’s  Gu ide .

Th is  comple tes  Step Four .  Fo r  more  in fo rmat ion  about  Rooms,  see  the  Rooms modu le  chapte r  o f  th i s  User ’s 

Gu ide .

C l i ck  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu  and  proceed to  S tep  F i ve !

Step Five:  Your Equipment
You can  sk ip  th i s  s tep  i f  you  do  not  book  o r  ren t  equ ipment  separa te l y  ( i . e . ,  i f  you  ren t  the  room w i th 

every th ing  in  i t ) .  However,  i f  you  ren t  equ ipment  separa te l y  as  an  add-on  i tem,  th i s  equ ipment  must  f i r s t  ex i s t 

i n  the  Equipment  modu le  and be  de f ined  as  Bookab le . 

W i th  S tud io  Su i te  X ,  we’ve  added new ways  to  c lass i f y  equ ipment  as  e i the r  an  I tem,  a  Co l l ec t ion ,  o r  a  Poo l :

•  I tem -  Th is  i s  j us t  a  regu la r  p iece  o f  equ ipment ,  however,  i t  may  be  par t  o f  a  Co l l ec t ion .

•   Col lect ion  -  The  i s  a  record  tha t  represents  a  “co l l ec t ion”  o f  equ ipment .  Typ ica l l y  members  o f 

a  co l l ec t ion  wou ld  be  h igh-va lue  i tems,  such  as  Cameras ,  e tc ,  i e ,  i t ems tha t  you  need to  t rack 

spec i f i ca l l y,  bu t  a l so  gener ica l l y  a t  t imes .  I t  has  some spec ia l  p roper t i es  tha t  a l low you  to  book 

a  Co l l ec t ion  record  ins tead o f  a  spec i f i c  I tem  as  a  p laceho lder  fo r  a  ye t - to-be-dete rm ined I tem . 

Fo r  example ,  book ings  in  advance  where  you  may  not  know (o r  ca re )  WHICH  camera  you  need, 

you  jus t  need A  camera .  When the  t ime comes to  use  i t ,  you  wou ld  swap the  Co l l ec t ion  book ing 

to  a  spec i f i c  I tem  book ing .  Co l l ec t ions  he lp  manage ava i l ab i l i t y,  and app ly  s im i l a r  da ta  ( such  as 

Rates ,  Manu fac tu re ,  Mode l ,  e tc  to  many  l i ke-k ind  i tems.

 •  Pool   -  I f  you  have  100 cab les ,  50  s tands ,  30  adapte rs  (each  a l l  o f  one  k ind ) ,  you  may  not  want 

to  c rea te  separa te  records  fo r  each  s ing le  i tem in  the  Equ ipment  Invento ry  modu le .  You don’t 

t rack  them ind iv idua l l y,  they  p robab ly  don’t  have  se r ia l  numbers ,  they ’ re  a l l  p re t t y  much the  same 

th ing .  So  a  Poo l  record  a l lows you  to  have  20  o f  the  same k ind  o f  th ing  in  a  s ing le  Equ ipment 

record .  When book ing  these  i tems in  Pro jec ts ,  the  ava i l ab i l i t y  i s  managed appropr ia te l y  because 

i t ’s  f l agged as  a  Poo l .

More  in fo rmat ion  about  the  above  i s  i n  the  Equ ipment  chapte r.

How to enter a new piece of equipment:

1.  Se lec t  “ I tem” ,  “Co l l ec t ion” ,  o r  “Poo l ”  underneath  the  New  bu t ton  on  the  Funct ion 

Bar,  then  c l i ck  New .

2 .  C l i ck  the  Manufacturer  l i s t  f i e ld  and se lec t  a  manufac tu re r  f rom the  d rop-down 

menu.  Repeat  th i s  s tep  fo r  Model ,  Descr ipt ion,  # ,  Type,  etc .  

3 .  En te r  a l l  i n fo rmat ion  in  the  per t inen t  f i e lds ,  such  as  the  Ser ia l  # ,  Barcode # , 

Purchase Date ,  whether  you  Lease/Own  i t ,  where  you  purchased i t  From ,  the 

Vers ion ,  wh ich  o f  your  mu l t ip le  compan ies  i t  i s  Owned By ,  when the  Warranty 

Expires ,  and the  Smart  Sort  Pr ior i ty ,  e tc .
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4.   Go to  the  Rates  tab  to  de f ine  the  d i f f e ren t  Rates  you  charge  fo r  each  p iece  o f 

equ ipment .  Th is  works  exact l y  as  p rev ious l y  descr ibed in  the  Rooms  modu le .

5 .    I f  you  a re  mak ing  a  Co l l ec t ion ,  see  the  Equ ipment  chapte r  fo r  more  in fo .

Th is  i s  a l l  you  need to  do  here  fo r  now.  For  more  in fo rmat ion  about  Equ ipment ,  see  the  Equipment  Modu le 

chapte r  fo r  more  in fo rmat ion  about  th i s  modu le . 

C l i ck  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu  and  proceed to  S tep  S ix !

Step Six:   Your (blank) Media Inventory
To be  ab le  to  book  med ia  fo r  a  Pro jec t ,  S tud io  Su i te  must  f i r s t  know tha t  the  “ t ype”  o f  med ia  ex is ts ,  and tha t 

the re  i s  a  Quant i t y  o f  i t  i n  s tock .

The  Media  Inventory  modu le  keeps  t rack  o f  how much med ia  you  ac tua l l y  have  in  s tock  and wh ich  med ia  i s 

bookab le .  I t  a l so  ac ts  as  a  re fe rence  da tabase  o f  a l l  the  va r ious  k inds  o f  med ia  you  may  ever  dea l  w i th  (even 

i f  you  do  not  t yp ica l l y  s tock  i t )  to  he lp  spec i f y  med ia  t ypes  in  Library.  I t  i n te rac ts  w i th  the  Projects  modu le , 

au tomat ica l l y  rese rv ing  med ia  when i t  i s  added to  a  Pro jec t  and au tomat ica l l y  remov ing  i t  f rom invento ry 

when i t  i s  ac tua l l y  used ( reconc i l ed ) . 

How to add media to your Media Inventory:

1.  F rom the  Main Menu ,  c l i ck  the  Media  Invento ry  bu t ton  to  go  to  the  Media 

Inventory  modu le .   Some common med ia  t ypes  have  been pre-en te red . 

2 .  I f  you  a re  us ing  med ia  tha t  i s  no t  a l ready  en te red ,  c rea te  a  new record  by 

c l i ck ing  the  New  bu t ton  in  the  Funct ion  Bar ,  wh ich  w i l l  c rea te  a  new record  and 

sw i tch  you  to  the  Deta i l  tab .

  

3 .  C l i ck  each  f i e ld  and se lec t  the  Brand ,  Size ,  and  Format  o f  the  med ia  you  a re 

us ing  f rom the  pop-up menus .  I f  your  par t i cu la r  se lec t ion  does  not  appear  in  the 

menu,  you  can  add i t  by  se lec t ing  “Ed i t ” .

4 .  In  the  Med ia  Code f i e ld ,  en te r  e i the r  the  manufac tu re r ’s  mode l  code o r  your 

own made-up code.  Make sure  the  code fu l l y  and un ique ly  descr ibes  the  med ia 

t ype .  There  a re  some suggested  code fo rmats  in  purp le  tex t  ( to  the  r igh t  o f  th i s 

w indow) .

5 .  I f  you  w i l l  be  us ing  a  Barcode reader,  scan  the  med ia ’s  barcode in to  the  UPC 

Barcode  f i e ld ,  to  a l low fo r  add ing  th i s  med ia  to  a  p ro jec t  v ia  barcode.  

 For  more  in fo rmat ion  about  Barcodes ,  read the  Barcodes  chapte r  i n  th i s  user ’s 

gu ide .

6 .  In  the  Qty in  Stock f i e ld ,  change the  va lue  to  re f l ec t  how many  you  cur ren t l y 

have  in  s tock .  S ince  you  haven ’t  rese rved any  ye t  fo r  a  Pro jec t ,  the  Avai lab le 

for  Use  f i e ld  shou ld  show the  same quant i t y  as  the  Qty in  Stock  f i e ld .
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7.  In  the  Min Aler t  f i e ld ,  se t  the  m in imum number  tha t  you  shou ld  ever  have  in 

s tock .  I f  the  Qty in  Stock  eve r  goes  lower  than  th i s  number,  you  w i l l  rece ive 

two types  o f  a le r ts :  (1 )  The  record  w i l l  be  h igh l igh ted  in  ye l low and (2 )  an  a le r t 

message w i l l  appear  when s ta r t i ng  S tud io  Su i te . 

8 .  Med ia  must  be  de f ined  as  Bookab le  fo r  i t  to  appear  in  the  pop-up menu in  the 

Projects  modu le .  C l i ck  the  Bookab le /Not  Bookab le  bu t ton  to  make the  med ia 

Bookab le . 

                                                     OR

9.  Med ia  p r ices  a re  s to red  as  Rates  in  the  Rates  modu le .  En te r ing  a  Un i t  Cost  o r 

Sa le  Pr ice  w i l l  au tomat ica l l y  c rea te  a  new Rate  fo r  th i s  med ia .  I f  you  se l l  th i s 

med ia  a t  va r ious  d i f f e ren t  p r ices ,  c l i ck  in  the  Ra tes  tab  to  en te r  i n  mu l t ip le  Rates . 

W i th in  a  Rate  you  can  spec i f y  “sp l i t  ra te”  s t ruc tu res ,  so  tha t  d i f f e ren t  quant i t i es 

o f  med ia  have  d i f f e ren t  p r ices .  See  the  Rates  chapte r  fo r  more  in fo rmat ion  on 

th i s . 

There  a re  a  few more  t r i cks  to  the  Media  Inventory  modu le ,  as  descr ibed in  i t s  chapte r  o f  the  User ’s  Gu ide . 

The  impor tan t  th ing  fo r  now i s  to  be  cer ta in  you  have  each  type  o f  med ia  en te red ,  de f ined  as  Bookab le ,  and 

w i th  a  sa le  p r ice .

Step Seven:  Define Your Services
So fa r,  we  have  en te red  spec i f i c  “ resources”  in to  S tud io  Su i te :  Peop le ,  Rooms,  Equ ipment  and Med ia .  These 

types  o f  resources  have  many  spec ia l  k inds  o f  de ta i l s  about  them,  so  each  type  has  i t s  own modu le .  You may 

prov ide  (o r  b i l l  fo r )  se rv ices  tha t  do  not  necessar i l y  f i t  i n to  one  o f  those  ca tegor ies  o f  i t ems.  These  can  be 

de f ined  in  the  Categor ies  & I tems  modu le .

How to define your services:

1.  F rom the  Ma in  Menu,  c l i ck  the  Categor ies  &  I tems  bu t ton .  Th is  l ands  you  on  the 

I t ems  tab . 

2 .  You can  use  the  Category  F i l ter  and  I tem F i l ter  f i e lds  to  na r row down the  l i s t  o f 

Bookab le  I tems on  the  le f t .

3 .  C l i ck  the  g reen  Create  New I tem  bu t ton ,  to  v iew the  Create/Edi t  I t em w indow.

4 .   F rom the  Category  f i e ld ,  se lec t  “Serv ices”  (o r  any  appropr ia te  Category ) .  You  may 

type  in  an  opt iona l  Sub-Category .

5 .  G ive  the  se rv ice  a  name in  the  I tem  f i e ld .

6 .  En te r  o ther  de ta i l s ,  as  we l l  as  Rates  on  the  Rates  tab ,  as  needed.

7 .   I f  a  se rv ice  a lways  comes w i th  o ther  resources  ( i e ,  the  “Ed i t i ng”  se rv ice  a lways  comes 

w i th  “Ed i t  Su i te  2” ) ,  you  may  use  the  “A lso  Book”  a rea  to  de f ine  those  dependenc ies .

8 .  C l i ck  Cont inue  to  re tu r n  to  the  Categor ies  & I tems  sc reen ,  where  you  can  cont inue 

to  c rea te  more  Serv ice  i tems.

Congra tu la t ions !  You have  comple ted  the  Seven Th ings  You Must  Do  chapte r  and Stud io  Su i te  i s  now 

prepared  to  manage your  fac i l i t y.  Read the  fo l low ing  chapte r  to  l ea rn  about  the  Main Menu.
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Th is  tu to r ia l  w i l l  t ake  you  on  a  tour  o f  how to  use  Stud io  Su i te  by  wa lk ing  you  th rough a  p ro jec t  f rom 

beg inn ing  to  end.  I t  i s  bes t  i f  you  have  per fo rmed the  I ns ta l l a t ion ,  and have  read the  S tud io  Su i te  Bas ics , 

and  Seven  Th ings  You Must  Do chapte rs  o f  the  User ’s  Gu ide  be fo re  you  p roceed.

Some sample  da ta  has  a l ready  been en te red  in  the  Contacts ,  Rooms ,  Equipment ,  Media  Inventory, 

Product ions,  Projects ,  Calendar,  L ibrary  & Labels ,  Recal l ,  Rates,  and Invoices modu les ,  however  fee l 

f ree  to  en te r  some o f  your  own data  as  you  go  a long .  Most  o f  the  p re-en te red  da ta  (Contacts ,  Rooms , 

Equipment ,  Rates ,  E tc )   i s  f l agged as  “samp le  da ta”  to  be  de le ted  eventua l l y,  so  don’t  mod i f y  i t  and 

cons ider  i t  “keeper ”  mate r ia l  as  i t  w i l l  vapor i ze  i f /when you  per fo rm the  “De le te  Sample  Data”  func t ion .

Keep in  m ind  tha t  th i s  tour  i s  on l y  sc ra tch ing  the  su r face  o f  the  capab i l i t i es  o f  S tud io  Su i te ,  and you  w i l l  be 

per fo rm ing  most l y  bas ic  func t ions  fo r  the  p ro jec t  be low.  P lease  a lso  rea l i ze  tha t  the re  a re  many  “work f lows” 

ava i l ab le  in  S tud io  Su i te  -  the  one  we descr ibe  here  i s  on ly  one  o f  many  ways  to  go  about  i t .  More  de ta i l ed 

in fo rmat ion  about  each  modu le  can  be  found in  the  assoc ia ted  chapte rs  loca ted  in  th i s  User ’s  Gu ide .

When you  a re  f i n i shed w i th  th i s  tu to r ia l ,  take  an  exp lo ra to ry  t r ip  th rough a l l  o f  the  S tud io  Su i te  modu les .  You 

w i l l  be  su rpr i sed  by  a l l  you  f i nd !

In this chapter you wil l  read about:
• 	 Stud io  Su i te  S t ruc tu re

• 	 How to  l aunch Stud io  Su i te

• 	 The Contac ts  modu le

• 	 The Rooms modu le

• 	 The Rates  modu le

• 	 Ca lendar  v iews
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• 	 The Ca lendar  modu le  se t  up

• 	 How to  book  a  Pro jec t  us ing  the  T ime l ine  v iew

• 	 How to  c rea te  a  Pro jec t

• 	 How to  add peop le  to  a  Pro jec t

• 	 How to  inc lude  f i nanc ia l  de ta i l s  fo r  a  Pro jec t

• 	 How to  ed i t  de ta i l s  once  a  Pro jec t  i s  c rea ted

• 	 How to  add i tems to  a  Pro jec t

• 	 How to  c rea te  h ie ra rch ica l  re la t ionsh ips  be tween i tems in  a  Pro jec t

• 	 How to  add Tasks  and Notes  to  a  Pro jec t

• 	 How to  p r in t  a  repor t  o f  a  Pro jec t

• 	 How to  v iew Pro jec t  book ings  in  the  Ca lendar  modu le

• 	 How to  c rea te  a  new Med ia  asse t

• 	 How to  log  the  conten ts  o f  a  fo lde r  o r  a  ha rd  d r i ve

• 	 How to  add ind iv idua l  spots ,  cue  ve rs ions ,  songs ,  e tc .  to  a  med ia  asse t

• 	 How to  de l i ve r  a  med ia  asse t  e lec t ron ica l l y

• 	 How to  p r in t  l abe ls

• 	 How to  add med ia  to  a  p ro jec t

• 	 How to  use  the  Qu ickLog

• 	 How to  ed i t  the  de ta i l s  o f  an  ex is t ing  p ro jec t

• 	 How to  app ly  a  payment  to  an  invo ice

• 	 How to  p r in t  an  Invo ice

• 	 How to  app ly  a  check  to  an  Invo ice

• 	 How to  re lease  a  c l i en t ’s  med ia  f rom L ib ra ry  &  Labe ls

Structure: Product ions, Projects,  Events,  Categories, 
Items & Rates! Oh My!
Here  i s  the  bas ic  s t ruc tu re  o f  p ro jec t  and resource  management  (and accompany ing  modu les )  i n  S tud io  Su i te 

-  read  i t  a  few t imes ,  memor i ze  i t .

Studio Suite Structure:

• 	 One Product ion  conta ins  many  Pro jec ts . 

• 	 One Pro jec t  conta ins  many  Events . 

• 	 An Event  i s  when a  spec i f i c  resource  o r  se rv ice  ( i e ,  a  “Bookab le  I tem” ) 

i s  schedu led ,  t yp ica l l y  a t  a  spec i f i c  da te  and t ime,  and probab ly  fo r  a 

p r ice  (as  de f ined  by  a  Rate ) . 

• 	 Bookab le  I tems come in  d i f f e ren t  Categor ies  (Rooms,  Equ ipment , 

Peop le ,  Med ia ,  Serv ices ,  e tc ) . 

• 	 Each Bookab le  I tem can  have  many  Rates .

And aga in  backwards :

• 	 Bookab le  I tems (Rooms,  Equ ipment ,  Peop le ,  Med ia ,  Serv ices ,  e tc )  can 

have  many  Rates . 

• 	 Bookab le  I tems come in  d i f f e ren t  Categor ies  (Rooms,  Equ ipment , 

Peop le ,  Med ia ,  Serv ices ,  e tc ) . 

• 	 An Event  i s  when a  spec i f i c  Bookab le  I tem ( resource  o r  se rv ice )  i s 

budgeted  o r  schedu led ,  t yp ica l l y  a t  a  spec i f i c  da te  and t ime,  a long 

w i th  a  Charge  and Expense  (as  de f ined  by  the  assoc ia ted  Rate ) . 

• 	 A Pro jec t  conta ins  many  re la ted  Events . 

• 	 Some groups  o f  P ro jec ts  can  be  a  par t  o f  a  l a rger  P roduct ion .
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Each Pro jec t  can  a lso  have  l i nked Tasks ,  Med ia  Asse ts  (A t tachments  and L ib ra ry  i tems ) ,  and one  o r  more 

Invo ices .

Now tha t  you ’ve  got  tha t  s t ruc tu re  thorough ly  memor i zed ,  l e t ’s  ge t  s ta r ted ! 

How to launch Studio Suite:

1.  Launch Stud io  Su i te  by  doub le-c l i ck ing  the  Stud io  Su i te  i con  in  your  Dock  (Mac ) 

o r  on  the  Stud io  Su i te  a l i as  o r  shor tcu t  on  your  desk top (PC) .

2 .  En te r  your  User  Name and Password  (o r  cont inue  w i th  “Admin”  and “Admin” ) .

3 .  C l i ck  Log In .

  

The game plan.. .
• 	 F i rs t  we’ l l  c rea te  some i tems -  a  C l i en t ,  an  Employee ,  a  Room,  and a  p iece  o f  Equ ipment 

(op t iona l )

• 	 Once we’ve  got  those ,  we go  to  the  Ca lendar  to  c rea te  a  Pro jec t

• 	 Then we’ l l  add some Tasks  and L ib ra ry  i tems (med ia  asse ts  o r  e lements )

• 	 Then we’ l l  make  an  Invo ice

• 	 Af te r  a l l  tha t ,  we ’ l l  see  how i t  a l l  has  been au tomat ica l l y  l i nked back  to  the  C l i en t ! 

In  the Off ice
The f i r s t  two s teps  o f  the  game p lan  i s  to  c rea te  a  C l i en t  and an  Employee .   Both  o f  those  tasks  a re  done  in 

the  Contacts  modu le .

Contacts - Explore!

1.  F rom the  Main Menu ,  c l i ck  the  Contac ts  but ton  (o r  p ress  z -2  (Mac )  o r  Ct r l -2 

(PC) )  to  go  to  the  Contacts  modu le .  You’ l l  be  on  the  Deta i l  tab .

2 .  In  the  upper  r igh t  o f  the  sc reen ,  c l i ck  in  the  QuickFind  f i e ld  and type  “B ig  P la” ,  

then  p ress  e i the r  TAB,  ENTER,  o r  RETURN (o r  c l i ck  ou ts ide  the  f i e ld ) .    

 

 

3 .  Th is  w i l l  re tu r n  a  l i s t  o f  Contacts  tha t  work  fo r  B ig  P laye r  P roduct ions .

4 .  C l i ck  the  GoTo  bu t ton  on  the  le f t  near  James Johnson’s  name.

5 .  You w i l l  be  on  the  De ta i l  tab .  There  i s  an  “X”  in  the  checkbox  fo r  Cl ient ,  i nd ica t ing 

tha t  they  he  i s  one  o f  your  c l i en ts .  (Mark  a l l  app l i cab le  Cl ient ,  Vendor ,  and 

Employee  checkboxes  fo r  each  new contac t  so  they  w i l l  appear  as  needed 

th roughout  S tud io  Su i te  in  spec i f i c  menus .  The  res t  o f  the  f i e lds  a re  opt iona l ! )

6 .  Exper iment  w i th  the  b lack  and g reen  New  bu t tons  on  the  le f t  s ide  to  c rea te  new 

records  fo r  Cal lbacks ,  Cal ls  & Notes ,   Letters ,  Faxes,  Emai ls ,  and  Addi t ional 

Personnel .  These  a reas  he lp  keep t rack  o f  a l l  o f  your  impor tan t  commun ica t ions 

w i th  each  c l i en t ,  and the  add i t iona l  peop le  tha t  work  fo r  each  company.
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7.   C l i ck  on  each  o f  the  tabs  a long  the  top  o f  the  sc reen  to  become fami l i a r  w i th  the 

d i f f e ren t  t ypes  o f  add i t iona l  i n fo rmat ion  you  can  t rack  fo r  each  o f  your  contac ts  in 

the  Contacts  modu le ) .  Not ice  tha t  some tabs  have  red  dots  on  them,  ind ica t ing 

the re  i s  da ta  the re  to  look  a t .

8 .  C l i ck  the  F inanc ia l  tab ,  where  you  can  de f ine  the  Bi l l ing Terms and Credi t 

L imi t  you  want  to  ex tend to  B ig  P laye r,  as  we l l  as  v iew a  l i s t  o f  the i r  p rev ious 

invo ices  and whether  they  have  been pa id  o r  no t . 

9 .  C l i ck ing  the  Rates  sub- tab  w i l l  show the  spec ia l  ra tes  you  g i ve  on ly  to  B ig 

P laye r.

10 .  The  Media  Asset  tab  i s  a  por ta l  to  the  Library  modu le ,  wh ich  shows every  med ia 

asse t  (o r  e lement ,  o r  med ia  asse t )  tha t  B ig  P laye r  has  ever  had in  your  s tud io , 

and i t s  cu r ren t  IN/OUT-Status .  (we  use  the  word  “med ia  asse t ”  gener ica l l y,  to 

mean any  ob jec t ,  l i t e ra l  o r  v i r tua l ,  tha t  conta ins  conten t  -  i t  cou ld  be  a  hard 

d r i ve ,  CD,  DVD,  a  ca r t r idge ,  P2  card ,  e lement ,  fo lde r  on  a  d isc ,  f i l e ,  o r  a  med ia 

asse t  o f  f i lm  o r  tape .

11 .  C l i ck ing  a  Media  Asset  T i t le  f i e ld  fo r  a  l i ne  i tem w i l l  h igh l igh t  i t  ye l low,  and 

d isp lay  de ta i l ed  in fo rmat ion  inc lud ing  the  Ti t les  on tha t  med ia  asse t  i n  the 

ye l low d isp lay  a rea  be low.

12.  Crea te  a  new Contact  by  c l i ck ing  the  b lack  and g reen  New  bu t ton  in  the  Funct ion 

Bar  a t  the  top  o f  the  w indow,  wh ich  w i l l  re tu r n  you  to  the  Deta i l  tab .

 En te r  as  much in fo rmat ion  as  you  l i ke ,  mak ing  sure  tha t  the  Cl ient ,  Vendor ,  and 

Employee  checkboxes  a re  checked appropr ia te l y.

13 .  Now le t ’s  c rea te  an  Employee .  C l i ck  the  b lack  and g reen  New  bu t ton ,  and en te r 

the  de ta i l s  o f  one  o f  your  emp loyee/s ta f f  members .  En te r  someth ing  in  the  Ti t le/

Posi t ion  f i e ld .  You can  use  the  menu (wh ich  you  can  ed i t ) ,  o r  doub le  c l i ck  to 

t ype  someth ing  in .

14 .  C l i ck  the  g ray  Not  Bookab le  bu t ton ,  and c l i ck  “Yes ”  when asked i f  you  want  to 

appear  in  the  Calendar . 

                                                

 The  but ton  w i l l  now be  g reen  and say  “Bookab le ” ,  and th i s  person  w i l l  appear  in 

the  Calendar .  The  nex t  sec t ion  descr ibes  what  Bookab le  means .

15 .  Chose  the  Bookable  Category :  Person  o r  Company .

16 .  Now,  go  back  to  the  Main Menu  by  p ress ing  the  b lack  Main  Menu  tab  in  the  top , 

r igh t  corner,  o r  by  p ress ing  z -1  (Mac )  o r  Ct r l -1  (PC) .

For  more  on  Contacts ,  v i s i t  the  Contacts  module  chapte r  i n  th i s  manua l .
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Contacts,  Rooms, Equipment & Media Inventory modules : 
Bookable Items
As descr ibed in  the  Studio  Sui te  Basics  chapte r,  some i tems in  the  Rooms,  Equipment ,  Contacts ,  or 

Media  Inventory  modu les  can  be  made “Bookable ”  ( i . e . ,  made ava i l ab le  as  a  resource  in  the  Calendar 

and  Projects  modu les ) .  Be low each Bookab le  bu t ton  i s  a  menu wh ich  a l lows you  to  spec i f y  wh ich 

Category  the  Bookable  i t em w i l l  be long to ;  fo r  now leave  these  as  they  a re .

When an  i tem i s  made Bookable ,  you  can  dec ide  whether  o r  no t  you  want  the  i tem to  immed ia te l y 

appear  on  your  ca lendar.  Note  tha t  th i s  p rocess  i s  on ly  par t  o f  the  in i t i a l  “se tup” ,  and not  someth ing  you 

have  to  do  every  t ime you  c rea te  a  p ro jec t !

The  four  t ypes  o f  i t ems ment ioned above  (Rooms,  Equipment ,  Contacts ,   Media  Inventory )  have 

spec i f i c  modu les ,  bu t  you  can  c rea te  i tems tha t  don ’t  f i t  i n to  those  four  ca tegor ies  ( such  as  Serv ices , 

De l i ve r ies ,  Dubs ,  Crea t i ve  Fees ,  e tc . )  i n  the  Categor ies  & I tems  modu le .  For  now,  l e t ’s  exp lo re  the 

Rooms  modu le .

 

Rooms module tour:

1.  F rom the  Main Menu ,  c l i ck  the  but ton  fo r  Rooms  modu le  in  the  bot tom le f t  o f 

the  sc reen ,  beneath  the  “Tech”  sec t ion .

2 .  You w i l l  see  a  l i s t  o f  a l l  the  Room records .

 

3 .  C l i ck  the  Go To  bu t ton        to  the  l e f t  o f  the  room “Ed i t  2 ” .  You a re  now on  the 

de ta i l  page  fo r  Ed i t  2 .  Take  a  moment  to  see  a l l  o f  the  in fo rmat ion  tha t  can  be 

s to red  about  each  room on the  d i f f e ren t  tabs .  Note  tha t  we have  a l ready  c rea ted 

a  coup le  Rates  fo r  th i s  room on the  Rates  tab .

4 .  Back  on  the  Deta i l  tab ,  a t  the  top  o f  the  sc reen  you  w i l l  see  a  g ray  Not  Bookab le 

bu t ton .  P ress  th i s  bu t ton .

5 .  A  p rompt  w i l l  appear  ask ing  i f  you  wou ld  l i ke  th i s  i t em to  be  v iewab le  in  the 

Calendar  modu le .  Se lec t  Yes .

6 .  You w i l l  no t ice  the  but ton  i s  now green  and reads ,  “Bookab le . “  Th is  ind ica tes 

tha t  the  i tem i s  ava i l ab le  to  be  booked on  a  p ro jec t .

 Now le t ’s  add a  new  room to  your  s tud io  and make i t  Bookable . . .

8.  C l i ck  the  b lack  and g reen  New  bu t ton  a t  the  top  o f  the  w indow.  Ente r  a  Room 

Name ,  and  a  Room Type ,  then  c l i ck  the  Not  Bookab le  bu t ton ,  and when 

prompted,  c l i ck  Yes  to  make i t  appear  in  the  Calendar .  Easy !

For  more  on  Rooms ,  v i s i t  the  Rooms module  chapter  i n  th i s  manua l .

Rates module
Each Bookable  I t em can  have  one  o r  more  Rates ,  and  one  o f  those  Rates  can  be  spec i f i ed  as  the 

“De fau l t ”  ra te  fo r  tha t  i t em.
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Rates module tour:

1.  To  de f ine  a  Rate  tha t  you  charge  fo r  th i s  room,  c l i ck  the  Rates  tab ,  then  c l i ck 

the  b lack  and g reen  Create  New Rate  bu t ton .

                                                

 Then  you  w i l l  see . . .

2 .  A  D ia log  w i l l  appear  ask ing  what  k ind  o f  Rate   you  want  to  c rea te .  For  now,  c l i ck 

Regu la r ,  wh ich  w i l l  d rop  you  in  the  Rates  -  Create  New  sc reen .
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3.  You’ l l  no t ice  tha t  the  Category  (1 )  and SS I tem  (2 )  have  been pre-en te red 

fo r  you ,  as  we l l  as  an  SS Rate  Name  (3 ) .  The  Rate Name  i s  su f f i xed  w i th  a 

sequent ia l  number  to  guaran tee  tha t  i t ’s  un ique  (wh ich  i s  requ i red ) .  You  can 

remove th i s  number,  as  long  as  the  Rate Name  cont inues  to  be  un ique .  You may 

want  to  rename the  Rate  someth ing  l i ke  “Ed i t  2  Hour l y ” ,  o r  someth ing  l i ke  tha t .

 

The  second row o f  f i e lds  (4 )  a re  used to  spec i f y  how th is  Rate  w i l l  sync  w i th 

Qu ickBooks  (QB) ,  o r  o ther  3 rd  par ty  account ing  so f tware .  Ignore  these  fo r  now.

4. Box  5  i s  where  you  spec i f y  the  Unit  of  Measure  used to  ca lcu la te  th i s  Rate , 

and  where  you  en te r  the  Charge  and  (opt iona l )  Expense  fo r  th i s  Rate .  The 

Qty .  (Quant i t y )  f i e lds  a re  used fo r  i t ems so ld  by  the  p iece  (w i th  “Each” ,  o r  “One 

T ime”  se lec ted  as  the  Unit  of  Measure ) ,  such  as  CDs,  DVDs,  Tapes ,  e tc .  .  Th is 

doesn ’t  rea l l y  app ly  fo r  Rooms ,  so  l eave  them as  0  (From )  and  999 (To ) .

  

I f  you  spec i f y  a  Uni t  of  Measure  o f  “Day/s” ,  you ’ l l  see  add i t iona l  f i e lds  l abe led 

Bi l l  Days per  Week  and  Bi l l  Days per  Month  appear.  These  a l low you  to 

spec i f y  the  number  o f  days  tha t  you  b i l l  fo r  long  te rm (week  o r  month )  book ings , 

t yp ica l  fo r  equ ipment  ren ta ls .

 

       

5 .  Once you  have  en te red  a l l  the  in fo rmat ion  you  need,  c l i ck  the  g reen  Cont inue 

bu t ton  a t  the  bot tom,  wh ich  w i l l  re tu r n  you  to  the  Rooms  modu le .  Crea te 

add i t iona l  Rates  fo r  th i s  Room  o r  o thers  by  c l i ck ing  the  b lack  and g reen  Create 

New Rate  bu t ton  aga in .

6 .  Opt iona l :  now tha t  you  know how to  c rea te  new i tems,  make them Bookable , 

and  c rea te  Rates  fo r  them,  nav iga te  to  the  Equipment  o r  Media  Inventory 

modu les  to  c rea te  new i tems the re ,  a long  w i th  assoc ia ted  Rates .

Fo r  more  on  Rates ,  v i s i t  the  Rates module  chapter  i n  th i s  manua l .

Now,  go  to  the  Calendar  modu le  us ing  by  p ress ing  z+4 (Mac ) ,  o r  Ct r l+4  (PC) .

Calendar module
The Calendar  modu le  i s  used to  v iew and book  sess ions ,  Task’s ,  and  to  t rack  m isce l l aneous  events  l i ke 

meet ings ,  b i r thdays ,  e tc . .  There  a re  th ree  types  o f  ca lendar  v iews  ( i n  3  d i f f e ren t  t ime zooms) ,  access ib le 

by  the  Nav iga t ion  but tons  in  the  upper  l e f t  co rner :
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Calendar Views:

     

                                           

•  Tradi t ional  (Trad)  v iews look  l i ke  a  t rad i t iona l  wa l l  ca lendar.

•  Linear  v iews resemble  a  g r id  o r  “gant ”  g raph,  showing  t ime 

across  the  top ,  and bookab le  i tems (Rooms ,  Equipment , 

People ,  Media ,  Misc . )  down the  le f t  s ide . 

•  TimeLine v iews a re  a  more  modern ,  f l u id  ve rs ion  o f  l i nea r /

gant  v iews tha t  a l lows zooming  the  t ime range ,  and dragg ing 

o f  events  fo rward  and backwards  in  t ime,  and up and down 

f rom one  I tem to  another.

The  v iews a re  v i s ib le  by  the  Month ,  Week ,  and  Day ,  g i v ing  you  n ine  d i f f e ren t  perspect i ves  to  v iew 

book ing  ac t i v i t y.  Some v iews a lso  show Tasks  and  Dai ly  Notes .

The  i tems tha t  a re  v i s ib le  in  the  Calendar  a re  ( some o f )  the  ones  tha t  have  been made Bookable .  Stud io 

Su i te  down loads  w i th  some sample  i tems a l ready  en te red  as  Bookable  fo r  the  Rooms ,  Equipment , 

People  and  Media  Inventory  Categor ies .  You’ l l  no t ice  tha t  i t ems you  jus t  made Bookable  a re  a t  the 

bot tom o f  the  l i s t .  Le t ’s  ad jus t  the  d isp lay  o rder. . .

Settings button: Calendar Set-up
I n  the  fo l low ing  s teps ,  you  w i l l  con f igu re  your  Calendar  se tup .  You w i l l  not  need to  go  th rough th i s 

p rocess  fo r  eve ry  book ing ,  bu t  fo r  the  purpose  o f  th i s  tu to r ia l ,  l e t ’s  take  a  look  a t  the  se tup  process . 

Th is  se tup  process  w i l l  g i ve  you  an  overv iew o f  how th is  Calendar  can  be  ta i lo red  to  your  needs ,  and 

revea l  i t s  power  and f l ex ib i l i t y !

P ress  the  Set t ings  bu t ton  in  the  upper  r igh t ,  so  we can  v iew and ed i t  the  ca lendar  se t t i ngs .

Calendar module tour /  set up:

  

                                

1 .    You  shou ld  be  on  the  Ca lendar  -  I tems  tab ,  the  2nd one  f rom the  r igh t .

2 .    On the  le f t  o f  the  sc reen  you  w i l l  see  a  f i l t e red  l i s t  o f  Bookable  I tems .  On the 

r igh t  you  w i l l  f i nd  the  Calendar  Resources  l i s t .  F rom here  you  may  choose 

not  on ly  wh ich  i tems appear  on  the  Calendar ,  bu t  a l so  the  o rder  in  wh ich  they 

appear. 
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3.   To  do  th i s ,  ad jus t  the  number  tha t  appears  in  the  “Display  Order ”  f i e ld .  Change 

the  ‘X ’  to  the  number  1  by  c l i ck ing  in  the  f i e ld  and choos ing  1  f rom the  d rop-

down menu.  Wh i le  you ’ re  he re ,  ad jus t  the  pos i t ion  o f  the  o ther  i t em/s  you 

c rea ted  as  we l l .

4 .    I t ems tha t  a re  h igh l igh ted  in  ye l low w i l l  appear  in  the  Calendar .  You  may  togg le 

th i s  v i s ib i l i t y  on  and o f f  by  c l i ck ing  on  the  i tems.

 

                    

5 .   Now press  the  b lue  ‘Back ’  bu t ton  to  re tu r n  to  the  Calendar  page .  You w i l l  now 

see  the  i tems l i s ted  in  the  o rder  you  spec i f i ed !  

For  more  on  Calendar ,  v i s i t  the  Calendar  module  chapter  i n  th i s  manua l .

Book a Session
Use the  View Selector  to  v iew the  Timel ine Week  v iew and c l i ck  on  the  da te  range  d isp lay  to  v iew the 

cur ren t  week  ( i f  i t ’s  no t  a l ready  be ing  d isp layed ) .  I f  you ’d  l i ke  to  p ick  a  d i f f e ren t  da te ,  c l i ck  in  the  “s ta r ” 

i n  the  m idd le  o f  the  <  >  ar rows ,  and  nav iga te  to  a  new date  in  the  popup ca lendar.

                  

  

 

   

   

  

I n  the  Timel ine  v i ew,  you  can  a lso  s imp ly  d rag  the  Timel ine  l e f t  o r  r igh t .  Zoom in  by  c l i ck ing  on  the  top 

o f  the  t ime l ine  (where  the  da tes  &  t imes  a re  ind ica ted ) ,  o r  you  can  zoom out  by  sh i f t -c l i ck ing  the  same 

a rea .

        

         

       

    

                       

Le t ’s  book  the  Project !  We’ l l  use  the  Timel ine  v i ew fo r  the  f i r s t  pa r t .
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How to book a project using the Timeline view:

1.  Zoom in to  any  day  by  c l i ck ing  a  day  o r  da te  in  t ime d isp lay  a rea  o f  the  Timel ine .

2 .  Doub le-c l i ck  a t  the  s ta r t  t ime fo r  Ed i t  1 ,  wh ich  w i l l  d rop  a  box  onto  the  Timel ine . 

D rag  the  r igh t  s ide  o f  i t  ou t  to  the  des i red  end t ime.

3 .  Opt ion-c l i ck  (Mac )  o r  Cont ro l -c l i ck  (PC)  the  box ,  and drag  i t  down to  Edd ie 

Ed i to r ’s  row (o r  someone e lse ’s ) .  We’ l l  save  the  rema in ing  i tems we need to  book 

to  demonst ra te  o ther  book ing  methods  la te r.

                   

4 .  To  “book”  th i s  Project ,  c l i ck  on  the  b lack  and g reen  Book  Pro jec t  bu t ton  in  the 

Content  Pa le t te  at  the  top- r igh t  o f  the  sc reen . 

     

5 .  A  pop-up d ia log  w i l l  appear  ask ing :  “Add to  an  ex is t ing  p ro jec t  o r  c rea te  a  New 

Pro jec t?”   C l i ck  on  the  New  bu t ton .

Projects
You w i l l  now be  in  the  Create  New Pro jec t  screen  o f  the  Projects  modu le ,  where  you  w i l l  en te r  de ta i l s 

about  the  p ro jec t  to  comple te  the  book ing  p rocess .
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How to create a Project:

1.  The  cursor  w i l l  be  in  the  Who  f i e ld  o f  the  Cl ient  sec t ion ,  and a  pop-up menu o f 

peop le  marked as  a  “Cl ient ”  i n  the  Contacts  modu le  w i l l  appear. 

2 .  Se lec t  a  c l i en t ,  then  en te r  the  name o f  your  Project  i n  the  Project  Name f i e ld . 

3 .  The  Booking Status ,  and  Project  Type  a re  au tomat ica l l y  en te red  f rom the 

de fau l t  se t t i ngs ,  bu t  you  can  ed i t  them i f  you  w ish ;  ignore  the  Start  and  End 

t imes  s ince  we a l ready  en te red  them in  the  Calendar . 

4 .  Change the  Project  S ta tus  to  ‘Conf i rmed ’  i f  i t  i sn ’ t  a l ready.  (Note  -  you  can 

c rea te  your  own s ta tuses  and s ta tus  co lo rs  in  the  Ca lendar  se t t i ngs  a rea ) .

How to add People to a Project:
 

1.  The  People  sect ion  s to res  a l l  o f  the  peop le  par t i c ipa t ing  in  th i s  p ro jec t . 

2 .  I f  you  c l i ck  in  the  Name f i e ld  nex t  to  each  Ti t le ,  you’ l l  see  a  l i s t  o f  peop le  f rom 

the  Contacts  modu le  who have  tha t  match ing  Ti t le . 

3 .  C l i ck  in  the  Name f i e ld  nex t  to  the  Ti t le  “Producer ”  and se lec t  “Joe  Producer. ” 

You w i l l  see  tha t  h i s  Phone number  and ema i l  have  been au tomat ica l l y  looked-

up. 

4 .  The  Ti t les  tha t  appear  he re  can  be  de le ted  o r  changed per  p ro jec t  f rom th is 

page ,  o r  g loba l l y  f rom the  Main Menu Setup. 

How to include Financial  detai ls for a Project:

1.  In  the  Financia l  sect ion ,  some o f  the  in fo rmat ion  about  the  c l i en t  i s  looked up 

f rom the  F inanc ia l  I n fo  tab  o f  the i r  Contacts  record .  

2 .  You can  ad jus t  the  b i l l i ng  Terms  and  Tax and Discount  Rate  f i e lds  per  p ro jec t . 

3 .  You may  see  tha t  the  c l i en t  has  an  ou ts tand ing  Balance Due.  A t  th i s  po in t  you 

shou ld  p robab ly  change h is  b i l l i ng  Terms of  “30  days”  to  “0  Days-COD”  ( f rom 

the  pop-up menu )  fo r  th i s  p ro jec t  un t i l  they  ge t  cu r ren t .  You may  a lso  want 

to  ve r i f y  tha t  the  Cl ient  Media  Release Sett ing i s  se t  to  “No” ,  so  you  don’t 

re lease  the i r  f i n i shed work  un t i l  you  ge t  pa id .

4 .  C l i ck  on  the  NEXT>> but ton  wh ich  w i l l  book  a l l  o f  the  marked I tems. 

5 .  S tud io  Su i te  w i l l  then  check  fo r  and not i f y  you  o f  any  book ing  con f l i c ts .

6 .  When asked to  “Do you  want  to  v iew more  Pro jec t  Deta i l s  o r  Retu rn  to  Ca lendar?” , 

c l i ck  Pro jec t ,  which  w i l l  t ake  you  to  the  Events  tab  in  the  Projects  modu le .

Congra tu la t ions !  You have  success fu l l y  booked a  p ro jec t  f rom the  Calendar  modu le ,  and a re  now ready 

to  exp lo re  the  p ro jec t ’s  de ta i l s  i n  the  Projects  modu le .

Project Detai ls
You shou ld  now be  v iew ing  the  Events  tab  o f  the  Projects  modu le  w i th  in fo rmat ion  about  the  new pro jec t 

d i sp layed,  i nc lud ing  Ed i t  1  and Edd ie  Ed i to r.  You ’ l l  no t ice  tha t  beneath  Ed i t  1  i s  the  Sony  DVW v ideo 

deck ,  wh ich  has  been se tup  as  an  “A lso  Book”  fo r  Ed i t  1 ,  so  i t ’s  booked au tomat ica l l y  whenever  Ed i t  1  i s 

booked.  You can  ad jus t  how l i ne  i tems in  a  Project  a re  sor ted  w i th  the  Sor t  menu (above  the  Set  S ta tus 

but ton ) .  There  i s  more  in fo rmat ion  about  H ie ra rch ies  be low.
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I den t ica l  i n fo rmat ion  was  c rea ted  in  both  the  Budget  and Actua l  areas  (d i sp layed by  c l i ck ing  the i r 

respect i ve  bu t tons  in  one  o f  the  V iew Se lec to rs ) .

How to use the View Selector:

View 1

1.  Under  the  V iew 1  sub- tab ,  choose  f rom the  d rop down l i s ts  under  ‘Budget ’ , 

‘Actual ’  o r  ‘Difference ’ .   Note  i f  the  box  i s  unchecked in  the  header  fo r  one  o f 

those  d rop down menus ,  the re  w i l l  be  no  in fo rmat ion  d isp layed.

2 .  You a lso  have  the  d rop down opt ion  to  chose  add i t iona l  f i l t e rs  such  as :  I tem 

F i l ter  (by  I tem  and/or  by  Category ) ,  Date F i l ter  (Start  Date  and/or  End Date ) 

and  Sort  o rder.

      

View 2

1.  Under  the  V iew 2  sub- tab ,  chose  the  but ton  a t  the  in te rsec t ion  tha t  bes t 

descr ibes  the  v iew tha t  you  a re  look ing  fo r.

2 .  You a lso  have  the  d rop down opt ion  to  chose  add i t iona l  f i l t e rs  such  as :  I tem 

F i l ter  (by  I tem  and/or  by  Category ) ,  Date F i l ter  (Start  Date  and/or  End Date ) 

and  Sort  o rder.

NOTE:  More  deta i led  exp lanat ions  o f  Budget ,  Actua l  and D i f fe rence v iews a re  descr ibed 

la te r  in  th is  sect ion .
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How to edit  detai ls once a Project is created:

1.  You w i l l  see  an  ind iv idua l  row (event )  fo r  each  I tem booked. 

2 .  I f  the re  i s  one ,  the  de fau l t  Rate  fo r  each  I tem has  been en te red  au tomat ica l l y 

(g reen  tex t ) .  C l i ck ing  the  Rate Name  w i l l  show o ther  Rates  you  can  ass ign  to 

each  I tem.  For  now there  may  be  jus t  one .  The  Quant i ty  w i l l  be  ca lcu la ted  based 

on  the  Rate  de f in i t i on  to  count  hours ,  days ,  each ,  e tc .

3 .  You can  over r ide  the  Quant i ty  and  Pr ice ,  and  these  w i l l  show in  b lue  so  you  can 

see  you ’ve  a l te red  them f rom the  de fau l t  va lues .

4 .  You can  ad jus t  any  I tem ,  Start  and  End Dates,  Star t  and End T imes,  Status, 

etc . ,  pe r  i nd i v idua l  event  by  c l i ck ing  on  the  i tem .

 

Filter
You can  opt iona l l y  f i l t e r  your  i t ems in  the  Events  l i s t  to  show on ly  those  tha t  be long to  a  par t i cu la r 

Category,  I tem,  or  Date  Range.   For  the  purpose  o f  th i s  tu to r ia l ,  l eave  the  Category  and I tem  f i l t e rs 

se t  to  ‘Al l ’  and  the  Date  f i l t e r  b lank .  I f  necessary,  c l i ck  the  C  bu t ton  nex t  to  the  da te  range  f i l t e r  to  c lea r 

any  da tes .

How to add items to a Project: 

1.  C l i ck  on  the  b lack  and g reen  Add I tem but ton  (a t  about  9  o ’c lock  on  the  sc reen ) , 

and the  I tem Picker  w indow w i l l  appear,  showing  your  Bookab le  i tems.  You can 

f i l t e r  the  i tems by  Category,  Sub Category,  P rese t ,  o r  you  can  jus t  t ype  the  name 

o f  the  i tem you ’ re  look ing  fo r  i n  the  I tem  f i e ld ,  reduc ing  the  l i s t  o f  i t ems as  you 

type .

2 .  Se lec t  a  Date ,  Time ,  and  Status  f rom the  f i e lds  a t  the  top .  I f  you  a re  book ing 

an  event  tha t  spans  severa l  days  ( such  as  a  4  day  equ ipment  ren ta l ) ,  c l i ck  the 

Cont inuous  checkbox  to  have  i t  appear  as  one  l i ne  i tem on  the  Project .  I f 

you  want  the  long  event  to  c rea te  a  l i ne  i tem fo r  each  day  ( such  as  4  days  o f 

s tud io  t ime tha t  s ta r ts  and s tops  each  day ) ,  l eave  the  Cont inuous  checkbox 

unchecked.
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3.  C l i ck  the  name o f  the  i tem/s  you  w ish  to  book .  As  you  se lec t  i t ems,  the  row w i l l 

become the  co lo r  assoc ia ted  w i th  the  s ta tus  you  have  spec i f i ed .

4 .  When you  have  se lec ted  a l l  your  i t ems,  c l i ck  the  b lack  and g reen  Add to  Pro jec t 

bu t ton  (a t  the  bot tom o f  the  sc reen ) ,  wh ich  w i l l  book  the  i tems and re tu rn  you 

to  the  Pro jec ts  w indow w i th  the  new i tems added.  You can  c l i ck  the  Add I tems 

bu t ton  aga in  to  add even  more  i tems.

Note :  You can ed i t  the  booked i tems /  Events  by  c l ick ing  on  an  event ,  wh ich  w i l l  b r ing 

up the  Edi t  Event  w indow.  You can re-ass ign  d i f fe rent  i tems,  o r  ad jus t  the  date ,  t ime, 

o r  make notes .

5.  C l i ck  the  Save  Changes  bu t ton .  You may  o r  may  not  now see  the  Mu l t ip le  Event 

Hand le r.  Th is  w indow w i l l  appears  when you  ed i t  an  i tem on  a  day  w i th  mu l t ip le 

i t ems.  Th is  enab les  you  to  make changes  to  many  events  s imu l taneous ly, 

conven ien t  when changes  such  as  s ta r t  t ime o r  s ta tus  occur.  C l i ck  yes  o r  no .

Hierarchical i tems

How to create hierarchical relationships between items in a Project: 

1.   F rom the  Sort  f i e ld ,  se lec t  “H ie ra rchy  2”
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2.   You’ l l  no t ice  tha t  the  Sony  DVCW 1000 now appears  be low Ed i t  1  w i th  an 

expand ing/co l l aps ing  t r i ang le ,  to  show or  h ide  the  “A lso  Book”  o r  “ch i ld ”  i t ems.

3 .  To  man ipu la te  these  paren t /ch i ld  re la t ionsh ips ,  c l i ck  on  the  Ass igns  bu t ton  in  the 

V iew Se lec to r,  and exp lo re  the  Se lec t ,  Ass ign  to  Me ,  and  De-Ass ign  bu t tons .

                                                  

4 .  Not ice  tha t  when ch i ld  i tems conta in  a  p r ice ,  tha t  p r ice  i s  added to  the  paren t 

i t em when the  ch i ld  i s  co l l apsed.

Addit ional information - Tasks, Notes.. .
You may  want  to  add some spec i f i c  Tasks  to  the  p ro jec t .  C l i ck  on  the  Tasks  tab  and exp lo re .

How to add Tasks and Notes to a Project:

1.  C l i ck  the  b lack  and g reen  New  bu t ton  a t  the  l e f t  o f  the  sc reen  to  add one  Task , 

o r  c l i ck  the  Load Task  Group  bu t ton  to  load  any  o f  a  g roup o f  user-de f inab le  task 

g roups .

2 .  For  each  task ,  you  can  spec i f y  a  Pr ior i ty ,  Status ,  Task ,  Due Date ,  Time , 

( number  o f )  Days  and  Hours ,  and  who each  task  i s  Assigned To .

3 .  Each  Stud io  Su i te  user  w i l l  see  the i r  Tasks  on  the  Main Menu .  Tasks  a re  v i s ib le 

on  the  Calendar ,  and  can  be  v iewed,  ed i ted ,  and managed f rom w i th in  the 

Tasks  modu le  as  we l l .

You  may  a lso  want  to  add some genera l  no tes  about  the  p ro jec t .  Go to  the  Notes  tab ,  en te r  them there , 

by  c l i ck ing  the  Add  bu t ton ,  wh ich  w i l l  p lace  a  Date /T ime/User  s tamp in  the  tex t  a rea ,  w i th  the  cursor 

ready  fo r  you  to  t ype .

Reports
You a re  now ready  to  p r in t  repor ts  about  th i s  book ing .

How to print a Work Order,  Printout or Report of a Project:

1.  For  a  qu ick  p r in t ,  you  can  jus t  c l i ck  the  Pr in t  Th is  bu t ton  upper  r igh t  o f  the 

sc reen ,  j us t  to  the  r igh t  o f  the  Pr in t  Menu  tab .

2 .   You  can  a lso  c l i ck  the  Ema i l  Th is  but ton ,  wh ich  w i l l  c rea te  a  .pd f  and g i ve  you 

the  opt ion  o f  c rea t ing  an  ema i l  i n  your  de fau l t  ema i l  app l i ca t ion  (Out look ,  Ma i l , 

En tourage ,  e tc ) ,  o r  ema i l i ng  d i rec t l y  ou t  o f  S tud io  Su i te  (wh ich  requ i res  tha t  you 

have  se tup  the  ema i l  se t t i ngs  in  the  cur ren t  User  Account ) .

 NOTE:  the  ab i l i t y  to  c reate  a  .pdf  i s  d isab led in  the  demo vers ion  o f  Stud io  Su i te .
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3.   To  see  more  repor t  opt ions ,  c l i ck  on  the  Pr in t  Menu  tab  to  see  the  d i f f e ren t 

repor ts  you  can  genera te  about  each  pro jec t . 

4 .  To  v iew repor ts  based on  Events ,  the re  i s  a  b ig  but ton :  Other  Repor t  Opt ions 
f rom Events ,  tha t  w i l l  t ake  you  to  the  Events  modu le  wh ich  fea tu res  a  w ide 
se lec t ion  o f  add i t iona l  repor ts  based on  I tem usage w i th in  a  da te  range ,  e tc . 

For  more  on  Projects ,  v i s i t  the  Pro jects  module  chapter  i n  th i s  manua l .

When you  a re  f i n i shed look ing  a round the  Projects  or  Events  modu les ,  c l i ck  on  the  Main  Menu tab  to 

go  to  the  Main Menu.

To Recap
So fa r ,  In  the off ice  you  have  c rea ted  a  C l i en t  and a  s ta f f  member  in  Contacts ,  c rea ted  a  Room w i th 

Rates ,  booked i tems in  the  Calendar  i n to  a  Project ,  added more  i tems,  ad jus ted  Rates ,  Quant i t ies  and 

Pr ices ,  added Tasks  and  Notes ,  and  d id  some repor t ing .

I t  i s  t ime to  ge t  ou t  o f  the  o f f i ce  and beg in  work ing  on  th i s  p ro jec t  i n  the  s tud io .  C l i ck  on  the  Main  Menu 

tab  to  go  to  the  Main Menu  ( i f  you  a re  no t  the re  a l ready ) .

In the studio

In this section, you wil l :

• 	 V iew the  book ings  in  the  Calendar  modu le .

• 	 Keep t rack  o f  re la ted  med ia  in  the  Library  modu le  and the  Ti t les 

modu le .

• 	 Add some med ia  in  the  Projects  modu le .

Calendar
I n  the  s tud io  you  w i l l  p robab ly  have  a  compute r  works ta t ion  a l so  runn ing  Stud io  Su i te  ( requ i res  a  Seat 

L icense ) . 

How to view Project bookings in the Calendar module:

1.  F rom the  Main Menu,  c l i ck  on  the  Ca lendar  but ton  wh ich  w i l l  t ake  you  to  the 

Calendar  modu le . 

2 .  You may  need to  nav iga te  to  the  appropr ia te  range  and the  des i red  v iew.

3 .  Ro l l  your  mouse  over  the  events  to  see  more  de ta i l s  about  each  event .

4 .  In  the  Timel ine  v i ew,  you  can  s imp ly  d rag  the  event  up/down/ le f t / r igh t ,  o r  d rag 

the  le f t  o r  r igh t  edges  to  ad jus t  t imes  fo r  the  event .

5 .  You can  a lso  doub le-c l i ck  an  event  to  v iew and ed i t  i t s  i n fo rmat ion ,  then  c l i ck 

the  Save  Changes  but ton  and re tu rn  to  the  Calendar  v iew. 

6 .  SHIFT-c l i ck  on  an  event ,  and you  w i l l  be  taken  to  the  Projects  modu le ,  showing 

a l l  o f  the  events  and deta i l s  fo r  tha t  p ro jec t .
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Nex t  we w i l l  exp lo re  the  modu les  tha t  dea l  w i th  the  med ia  genera ted  dur ing  a  sess ion . 

Library,   Labels and  Tit les 
From w i th in  Projects ,  c l i ck  on  the  Media  Asse t  tab ,  wh ich  shows us  a  w indow in to  the  Library  modu le , 

showing  a l l  the  med ia  asse ts  fo r  th i s  p ro jec t .  S ince  the re  i sn ’ t  any  med ia  ye t ,  c l i ck  on  the  b lack  and 

g reen  Create  NEW re la ted  med ia  asse t  i n  L ib ra ry  but ton .  Th is  w i l l  p resent  the  Create  New Media  Asset 

sc reen .

Be fo re  we proceed,  some background:  The  Library  modu le  i s  where  you  t rack  p ieces  o f  med ia  -  we 

re fe r  to  them as  “med ia  asse ts” ,  bu t  they  can  be  any  conta ine r  o r  co l l ec t ion  o r  “e lement ”  conten t :  ree ls , 

tapes ,  P2  cards ,  SD cards ,  ca r t r idges ,  CDs,  DVDs,  a  fo lde r  on  a  hard  d r i ve ,  an  en t i re  ha rd  d r i ve ,  o r 

whatever.  Each  da tabase  record  in  the  Library  modu le  cor responds  to  a  “med ia  asse t ” .  

Each  med ia  asse t  can  have  one  o r  more  Ti t les  ( spots ,  cu ts ,  c l ips ,  cues ,  scenes ,  shots ,  songs ,  images , 

an imat ions ,  e tc . )  en te red  by  hand,  and he ld  in  the  Ti t les  modu le . 

Each  med ia  asse t  can  a lso  have  one  o r  more  “D isk  Logs”  wh ich  a re  scans  o f  fo lde rs  o r  ha rd  d r i ves , 

s to r ing  a l l  the  fo lde r  and f i l e  names in  a  se lec ted  vo lume or  fo lde r,  a long  w i th  some bas ic  metadata .

You w i l l  need to  en te r  some genera l  i n fo rmat ion  about  th i s  new med ia :

How to create a new media asset:
 

                                    

                 

1 .  The  Project  and  Cl ient  f i e lds  w i l l  au tomat ica l l y  be  f i l l ed  in ,  based on  the  Pro jec t 

i n fo rmat ion .

2 .  C l i ck  the  Media  Asset  T i t le  f i e ld  and name i t  “Tu to r ia l  Med ia  asse t ” .

3 .  A  L ib ra ry  number  and Barcode have  been c rea ted  ( you  may  spec i f y  a  s ta r t i ng 

number  fo r  bo th  in  the  Setup a rea ) .

4 .  The  Date Acquired and Time Acquired f i e lds  au tomat ica l l y  f i l l ed  in  w i th  the 

cur ren t  i n fo rmat ion .
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5.  Opt iona l :  C l i ck  on  the  Deta i l ed  and  Tracks  tabs  to  en te r  fu r the r  i n fo rmat ion .

6 .  C l i ck  Done.  Th is  w i l l  t ake  you  to  a  new med ia  asse t  i n  the  Library  modu le  w i th 

a l l  o f  your  p ro jec t  i n fo rmat ion  f i l l ed  in .  You can  en te r  more  in fo rmat ion  as  needed 

(o r  no t ) .

7 .  I f  you  w i l l  be  work ing  on  a  hard  d r i ve  ins tead o f  tape ,  c l i ck  the  Dr ive  f i e ld  ( th i rd 

co lumn,  above  the  Bookab le /Not  Bookab le  but ton ) ,  showing  a  pop-up l i s t  o f 

equ ipment  marked as  a  Library  Hard Disk i n  the  Equipment  modu le .  Make  your 

se lec t ion  f rom the  menu.  Th is  Library  conten t  i s  now l i nked to  tha t  ha rd  d r i ve , 

and can  be  v iewed f rom the  Equipment  modu le !

How to log the contents of a folder or Hard Drive:

1.  S t i l l  i n  the  Library ,  c l i ck  on  the  Disk  Log  sub- tab  (about  3  o ’c lock  on  the 

sc reen ) .

2 .  C l i ck ing  on  the  Log a  D i rec to ry  bu t ton  w i l l  p resent  a  s tandard  f i l e  b rowser ; 

choose  a  fo lde r  w i th  a  few f i l es  in  i t  and  c l i ck  OK  ( the  more  f i l es  the re  a re ,  the 

longer  i t  takes )

NOTE:  You can se lect  a  fo lder  o r  an  ent i re  dr i ve ,  and Stud io  Su i te  w i l l  log  the  ent i re 

contents  o f  tha t  fo lder  o r  d r i ve  in to  Stud io  Su i te ,  a l lowing you to  search  fo r  a  par t icu la r 

f i l e  even when the  dr i ve  i sn ’t  mounted. 

NOTE:  F i le  and fo lders  w i th in  a  D isk  Log a re  not  s tored wi th in  Stud io  Su i te ,  on ly  a  path 

to  where  they  a re .

3.  C l i ck ing  on  a  f i l e  name in  the  D isk  Log w i l l  open  i t  i n  i t s  na t i ve  app l i ca t ion 

d i rec t l y  f rom w i th in  S tud io  Su i te .

We have  jus t  logged a l l  the  d ig i ta l  asse ts ,  i n  re la t ion  to  the  phys ica l  ob jec t  they ’ re  on ,  i n  re la t ion  to  the 

Pro jec t ,  and in  re la t ion  to  the  C l i en t !  Boom!

Tit les 
Now c l i ck  on  the  T i t l es  sub- tab .  Th is  i s  where  you  can  add ind iv idua l  spots ,  cues ,  ve rs ions ,  songs ,  e tc 

to  th i s  med ia  asse t . 

How to add individual spots,  cue versions, songs, etc.  to a media asset:

1.  C l i ck  in  the  Ti t les  f i e ld  to  add two or  th ree  t i t l es  to  th i s  Med ia  asse t  -  “Spot  1 , 

Spot  2 ,  and Spot  3” .  Each  t ime you  add a  Ti t le  then  tab  in to  the  Comments 

f i e ld ,  S tud io  Su i te  c rea tes  a  new record  in  the  Ti t les  modu le ,  and adds  a  new 

b lank  row fo r  another  t i t l e .

2 .  I f  appropr ia te ,  en te r  the  t imecode s ta r t  and end t imes  in  the  TC Start  and TC 

End f i e lds .

Opt iona l : 

1 .  C l i ck  on  the  b lue  GoTo  bu t ton  fo r  one  o f  the  T i t l es .

2 .  Th is  w i l l  t ake  you  to  the  Deta i l  tab  in  the  Ti t les  modu le  where  you  can  en te r 

much more  de ta i l ed  in fo rmat ion  about  each  Ti t le .  There  a re  tabs  fo r  Lyr ics /

Scr ip t ,  Takes/Locates ,  QC (Qua l i t y  Cont ro l ) ,  P roduct ion  Notes ,  S to ryboard , 

Pub l i sh ing  &  Copyr igh t  (&  Submiss ions ) ,  Keywords ,  and  L i s t .  Browse th rough 

the  tabs  to  become fami l i a r  w i th  the  in fo rmat ion  they  s to re .

3 .   Re tu rn  to  the  Library  modu le  by  c l i ck ing  the  red  “L ib ra ry  &  Labe ls ”  tab  in  the 

upper  r igh t .
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Attach & FTP tab
Back in  the  Library  modu le ,  c l i ck  the  At tach  &  FTP  tab .  Here  you  can  a t tach  any  f i l e  on  your  compute r 

o r  shared  ne twork  d r i ve  to  th i s  med ia  asse t ,  such as  F ina lCut  f i l es ,  P roToo ls  sess ion  f i l es ,  Photoshop, 

Word ,  Exce l ,  mov ies ,  documents ,  o r  any  o ther  k ind  o f  f i l e  (as  exp la ined in  the  At tach  tab  sect ion  o f  the 

S tud io  Su i te  Bas ics ) .  You  can  a lso  a t tach  URLs and Prox ies ,  to  document  the  loca t ion  o f  f i l es  on  the 

web or  ne twork .  

There  i s  a l so  a  bu i l t  i n  FTP c l i en t ,  a l l ow ing  you  to  re t r i eve  and send f i l es  f rom w i th in  S tud io  Su i te .  The 

advantage  here  i s  tha t  you  w i l l  have  a  h i s to r ica l  l og  o f  these  t rans fe rs  ( i n  re la t ion  to  the  Library  med ia 

asse t ,  Project ,  and  Cl ient ) ,  document ing  who d id  the  t rans fe r,  when,  f rom where  to  where .  S tud io  Su i te 

w i l l  a l so  o f fe r  the  opt ion  o f  b i l l i ng  the  t rans fe r  back  to  a  p ro jec t ,  essent ia l l y  c rea t ing  a  Pro jec t  L ine  i tem 

tha t  w i l l  show up on  the  Invo ice ,  a long  w i th  the  da te / t ime o f  the  t rans fe r.

How to del iver a media asset electronical ly:

1.  C l i ck  the  Embed/L ink  F i l e  but ton ,  and choose  “L ink” .

2 .  A  s tandard  f i l e  b rowser  w i l l  appear ;  se lec t  a  f i l e  -  your  f i na l  ed i t  o r  m ix  you  want 

to  de l i ve r  e lec t ron ica l l y.

3 .  You can  a lso  d rag  and drop a  f i l e  f rom your  desk top in to  th i s  w indow.

4 .  The  f i l e  i s  now l i nked to  th i s  Library  record ,  and you  can  c l i ck  i t  to  l aunch i t .

5 .  C l i ck  the  FTP  bu t ton  to  s ta r t  the  Attach & FTP  modu le .

6 .  En te r  an  FTP Server  address ,  User  Name ,  and  Password ,  and  c l i ck  Connect , 

wh ich  w i l l  o f  course  connect  to  se rve r. 

7 .  Once connected ,  c l i ck  the  g reen  Upload F i l e  bu t ton ,  and the  f i l e  w i l l  be  on  i t s 

way !

8 .   You  shou ld  be  p resented  w i th  the  opt ion  to  b i l l  the  Project  w i th  the  t rans fe r. 

C l i ck  Yes ,  and  you ’ l l  be  t rans fe r red  to  the  I tem Picker  w indow w i th  the  FTP 

Up load a l ready  se lec ted .

9 .  C l i ck  Add to  Pro jec t  and  the  t rans fe r  w i l l  now be  a  b i l l ab le  l i ne  i tem on  the 

Pro jec t .

10 .  F rom Projects ,  c l i ck  the  Media  Asse t  tab  to  see  the  new Library  med ia  asse ts , 

then  c l i ck  on  the  b lue  GoTo  bu t ton  to  ge t  to  the  L ib ra ry,  wh ich  w i l l  have  a  “ found 

se t ”  o f  the  med ia  asse ts  on  our  Project .

Labels (optional)

How to print labels:

1.  You shou ld  be  in  the  Library  modu le . 

2 .  C l i ck  the  Repor t  tab  to  p r in t  l abe ls  fo r  j us t  about  any  k ind  o f  med ia  (VHS, 

D ig iBeta ,  CD/DVDs,  Betacam,  M in iDV,  aud io  casse t tes ,  8mm,  f loppy,  Barcode 

labe ls ,  U-mat ic ,  DAT,  e tc . )  w i th  o r  w i thout  Barcodes . 

3 .  C l i ck  the  but ton  fo r  the  fo rmat  you  want  to  p r in t .  Every th ing  i s  a l ready  f i l l ed  ou t 

fo r  you !  These  labe ls  a re  user-cus tomizab le  (bu t  no t  i n  the  Demo vers ion ) .

For  more  on  Library  and  Labels ,  v i s i t  the  Library  & Labels  module  chapter  i n  th i s  manua l .

Go back  to  the  Deta i l  tab ,  then  c l i ck  on  the  b lue  Go To but ton  nex t  to  the  Project  name.  Th is  w i l l  t ake 

you  back  to  the  Events  tab  in  the  Projects  modu le . 
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Media Inventory
Now tha t  you  have  added some med ia  to  th i s  p ro jec t  i n  the  Library  modu le ,  you  m ight  want  to  update  the 

p ro jec t  w i th  the  add i t ion  o f  these  mate r ia l s ,  so  you  can  b i l l  fo r  them and manage your  med ia  invento ry. 

(The  Media  Inventory  modu le  manages  a l l  o f  the  “b lank”  med ia  s tock  you  have ,  as  opposed to  the 

Library  modu le ,  wh ich  manages  med ia  tha t  has  conten t  on  i t .  You  can  exp lo re  the  Media  Inventory 

modu le  on  your  own. )

How to add media to a Project:

1.  W i th in  Projects ,  c l i ck  on  the  b lack  and g reen  Add I tem but ton .

2 .  Se lec t  “Med ia”  in  the  Category  tab  o f  the  new w indow.

3 .  A  l i s t  o f  med ia  s tock  f rom the  Media  Inventory  modu le  w i l l  appear  be low.   

4 .  Se lec t  a  t ype  o f  med ia .

5 .  Now c l i ck  the  b lack  and g reen  Add to  Pro jec t  but ton ,  wh ich  w i l l  add th i s  as  a 

new l i ne  i tem on  the  Project .

S tud io  Su i te  can  reconc i l e  your  Media  Inventory  based on  usage,  bu t  we won’t  d ig  in to  tha t  fo r  th i s 

Tu to r ia l .  I f  you ’ re  in te res ted ,  see  the  Projects  and  Media  Inventory  chapte rs  o f  the  User ’s  Gu ide .

For  more  on  Media  Inventory ,  v i s i t  the  Media  Inventory  module  chapter  i n  th i s  manua l .

QuickLog
Typ ica l l y,  s ta f fe rs  such  as  ed i to rs  and eng ineers  may  not  want  to  l ea rn  much about  the  powers  o f  S tud io 

Su i te ,  bu t  you  s t i l l  need them to  be  ab le  to  add themse lves  o r  o ther  i t ems (equ ipment ,  rooms,  med ia , 

e tc . )  to  Projects  qu ick l y  and eas i l y.  For  tha t ,  we  have  the  QuickLog  modu le .

How to use the QuickLog:

1.    F rom the  Main Menu ,  c l i ck  on  the  QuickLog but ton .

2 .    Th is  w i l l  p resent  a  l i s t  o f  P ro jec ts  occur r ing  th i s  week .  You can  a lso  type  the 

name o f  the  Pro jec t  a t  the  top  o f  the  w indow,  wh ich  w i l l  reduce  the  l i s t .

3 .   C l i ck  the  GoTo but ton  fo r  the  Pro jec t  you ’ re  work ing  on ,  wh ich  w i l l  t ake  you  to 

the  I tem Picker  sc reen .

4 .   Use  the  Category  ( and  opt iona l l y  Sub-Category  f i e lds )  to  na r row the  l i s t  o f 

i t ems,  o r  j us t  t ype  the  name o f  the  i tem you ’ re  add ing  in  the  I tem  f i e ld  to  qu ick l y 

f i nd  i t .

5 .    Once  you  see  the  i tem you ’ re  add ing ,  c l i ck  i t  to  se lec t  i t ,  then  c l i ck  the  b lack 

and g reen  Add To Pro jec t  bu t ton .

6 .  Done !  Now your  s ta f fe rs  can  eas i l y  add the i r  t ime and o ther  resources  to  Pro jec ts .

For  more  on  QuickLog ,  v i s i t  the  QuickLog module  chapter  i n  th i s  manua l .

CONGRATULATIONS!  You have  success fu l l y  comple ted  the  ‘ In  The Studio ’  sect ion  o f  th i s  tu to r ia l .  C l i ck 

on  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu .
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Back in the Off ice

During this section, you wil l :

• 	 Update  de ta i l s  o f  the  Project  to  re f l ec t  what  ac tua l l y  happened

• 	 Make an  Invoice and en te r  a  Payment

• 	 Re lease  the  med ia  f rom the  Library  & Labels  modu le

Projects

How to edit  the detai ls of exist ing Project:

1.  F rom the  Main Menu,  c l i ck  the  Pro jec ts  but ton  to  go  to  the  Projects  modu le . 

2 .  Type  the  name o f  your  Project  i n  the  search  f i e ld  in  the  upper  r igh t  o f  the 

w indow,  then  p ress  TAB,  ENTER,  o r  RETURN -  you  shou ld  be  on  your  Project !  I f 

you ’ re  on  the  L is t  v i ew,  the re ’s  more  than  one  Pro jec t  tha t  matches  your  search 

c r i te r i a ,  so  c l i ck  the  GoTo  bu t ton  on  your  p ro jec t  to  ge t  to  the  Events  tab .  You 

shou ld  now be  on  the  Ac tua l  I t em v iew o f  the  View Selector.

3.  Ad jus t  the  End T imes of  severa l  events  to  re f l ec t  the i r  ac tua l  t imes . 

4 .  These  changes  w i l l  reca lcu la te  to ta l s ,  based on  the  Rate  de f in i t i ons ,  and the 

to ta l  t ime and quant i t i es .

5 .  When you  have  en te red  a l l  o f  the  Actua l  ad jus tments  to  the  p ro jec t ,  you  a re 

ready  to  make an  invo ice .

6 .   By  nav iga t ing  a round on  the  V iew Se lec to r,  you  can  see  and en te r  more 

in fo rmat ion  about  the  budget ,  budget - to-ac tua l ,  expenses ,  taxes ,  and pro f i t /

loss .

Invoices and Payment

How to apply a payment to an Invoice:

1.  C l i ck  on  the  Se lec t  A l l  fo r  Invo ice  but ton  to  mark  an  “X ”  i n  the  Selected/ Invoiced 

checkboxes  fo r  each  i tem.  You can  de-se lec t  i nd i v idua l  events  i f  you  don’t  want 

to  invo ice  them now. 

                                            

2 .  Once you  have  se lec ted  the  i tems you  w ish  to  invo ice ,  c l i ck  the  I nvo ice  Se lec ted 

I tems but ton .

3 .  A  pop-up d ia log  w i l l  appear  ask ing  “ I s  th i s  the  f i na l  I nvo ice  fo r  th i s  p ro jec t?” 
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4.  C l i ck  on  F ina l ,  which  w i l l  ass ign  “ Invo iced-F ina l ”  to  the  Invoiced Status  f i e ld  in 

the  Projects  modu le ,  then  in i t i a te  a  t rans fe r  o f  a l l  o f  the  checked i tems to  the 

Invoices modu le . 

NOTE:  You cou ld  se lect  ‘Par t ia l ’  i f  some events  were  unchecked and need to  be  in-

vo iced la te r,  o r  Cance l  to  s top the  invo ic ing  process .

NOTE:  I f  you  added media  i tems,  and your  Pre fe rences  a re  se t  to  requ i re  Reconc i l ing 

o f  Media  Inventory,  you  wou ld  be  prompted to  reconc i le  the  media  i tems wi th  inventory.

5.  You shou ld  now be  in  the  I nvo ice  Deta i l  tab  o f  the  Invoices modu le ,  wh ich 

d isp lays  a l l  o f  the  de ta i l s  about  th i s  i nvo ice .

6 .  I f  you  need to  ed i t  the  de ta i l  o f  an  Invo ice  l i ne  i tem,  c l i ck  i t s  Go To (< )  bu t ton . 

You can  p r in t  ou t  th i s  i nvo ice ,  ema i l  i t  d i rec t l y  f rom Stud io  Su i te ,  o r  expor t  i t  to  Qu ickBooks  (add i t iona l 

p lug in  in  purchase  requ i red )  by  c l i ck ing  on  the  appropr ia te  bu t ton .

How to print an Invoice:

  

            

1 .  C l i ck  on  the  Pr in t  th i s  Invo ice  but ton  on  the  upper  r igh t  s ide  to  p r in t  th i s  i nvo ice . 

2 .  You w i l l  see  the  invo ice  in  Prev iew mode. 

3 .  Scro l l  down to  see  a l l  o f  the  de ta i l s ,  then  c l i ck  on  the  Cont inue  but ton  in  the 

s ta tus  a rea . 

4 .  C l i ck  on  Pr in t  to  ac tua l l y  p r in t  th i s  i nvo ice ,  o r  Cance l  to  re tu r n  to  the  I nvo ice 

Deta i l  screen  w i thout  p r in t ing .

5 .  C l i ck  on  the  Repor t  tab  to  see  the  d i f f e ren t  k inds  o f  repor ts  ava i l ab le  in  the 

Invoices modu le . 

Le t ’s  suppose  the  c l i en t  has  ac tua l l y  sen t  you  a  check  fo r  the  invo ice !

How to apply a check to an Invoice:

1.  C l i ck  on  the  I nvo ice  Deta i l  tab  and sc ro l l  down to  the  Payments  and Credi ts 

area . 

2 .  C l i ck  the  b lack  and g reen  New  bu t ton  above  th i s  a rea .  The  Edi t  Invoice  w indow 

w i l l  appear.

3 .  C l i ck  the  Date f i e ld  and choose  a  da te  the  payment  was  made f rom the  pop-up 

ca lendar.

4 .  C l i ck  the  Method  f i e ld  and choose  a  payment  method f rom the  pop-up menu.

5 .  I f  the  c l i en t  pa id  by  check ,  en te r  the  Check # .

6 .  En te r  the  Amount  of  the  payment ,  o r  i f  i t  i s  the  same as  the i r  Balance due 

(wh ich  i t  i s ) ,  c l i ck  on  the  Make pymt  Amount  Same as  ba lance  bu t ton ,  then  en te r 

a  Memo  i f  needed. 
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7.  When you  a re  done ,  c l i ck  the  g reen  Cont inue  bu t ton .

8 .  I f  you  need to  change o r  add in fo rmat ion  to  a  payment  en t ry,  c l i ck  on  i t s  Go To 

(< )  bu t ton . 

9 .  Bas ic  invo ice  in fo rmat ion  a l so  appears  in  the  C l i en t ’s  record  in  the  Contacts 

modu le  under  the  F inanc ia l  I n fo  tab .

Browse th rough the  o ther  tabs  in  the  Invoices  modu le  to  see  de ta i l ed  in fo rmat ion  l i ke  what  invo ices  a re 

overdue ,  and to  per fo rm tasks  l i ke  p r in t ing  fo rm le t te rs  o r  ema i l s  reques t ing  payment ,  and genera t ing 

sa les  tax  summar ies ,  j us t  to  name a  few.

S ince  the  c l i en t  has  pa id  the i r  i nvo ice  in  fu l l ,  you  can  re lease  the i r  med ia  f rom the  Library  & Labels 

modu le . 

How to release a cl ient’s media from Library & Labels:

1.  Scro l l  to  the  top  o f  the  Invoice Deta i l  screen , 

2 .  C l i ck  the  Go To (< )  but ton  to  ge t  to  the  Projects  modu le .

3 .  In  the  Projects  modu le ,  c l i ck  the  Media  Asse t  tab  to  see  a l l  o f  the  med ia 

a t tached to  th i s  p ro jec t .

4 .  The  red  dot  on  th i s  tab  ind ica tes  the re  i s  some med ia  fo r  th i s  p ro jec t .

5 .  C l i ck  the  Go To (< )  but ton  on  the  “Tu to r ia l  Med ia  asse t ”  row,  wh ich  w i l l  t ake  you 

to  i t s  record  in  the  Library  & Labels  modu le .

6 .  F rom the  Library  & Labels  modu le ,  c l i ck  the  Deta i l  tab 

7 .  In  the  upper- r igh t  corner  o f  the  sc reen  nex t  to  Status you w i l l  see  an  IN  bu t ton . 

In  o rder  to  re lease  med ia  tha t  i s  IN  your  l i b ra ry,  c l i ck  on  the  IN  but ton . 

8 .  When asked wh ich  med ia  asse ts  to  re lease ,  c l i ck  on  THIS ,  then  c l i ck  on  Over r ide 

i f   warned tha t  the  C l i en t ’s  Al low Release of  Cl ient  Mater ia ls  s ta tus  i s  se t  to 

“No” . 

9 .  F i l l  ou t  the  re lease  in fo rmat ion  on  the  sc reen  w i th  the  fo l low ing :  who the  re lease 

was  Author ized By ,  Released By ,  who i t  was  Taken By ,  Shipping Method  and 

Tracking Number ,  the  Date and T ime Taken  ( today ’s  cur ren t  da te  and t ime 

w i l l  au tomat ica l l y  en te r  f rom your  compute r ’s  in te r na l  c lock  se t t i ng ) ,  and where 

i t  was  Sent  To ,  then  c l i ck  Done. 

10.  A  s tandard  p r in t  d ia log  w i l l  appear.  C l i ck  OK

11.  The  Library  I tem Release  Fo rm w i l l  appear  in  Prev iew mode.

12.  Scro l l  down to  see  a l l  o f  the  de ta i l s ,  then  c l i ck  on  the  Cont inue  but ton  in  the 

s ta tus  a rea .

13 .  Not ice  tha t  the  IN /OUT  Sta tus  but ton  has  togg led  to  “OUT” ,  re f l ec t ing  the  new 

Status of  th i s  med ia  asse t . 

14 .  C l i ck  on  the  Asset  H is to ry  tab ,  where  S tud io  Su i te  keeps  t rack  o f  the  med ia 

asse t ’s  ac t i v i t y  i n  descend ing  o rder,  w i th  the  CREATED:  in fo rmat ion  a t  the 

bot tom,  and the  most  recent  ac t i v i t y  a t  the  top .

15 .  C l i ck  on  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu .

CONGRATULATIONS!  You have  success fu l l y  comple ted  the  Back in  the off ice  sect ion  o f  the  tu to r ia l . 

C l i ck  on  the  Main  Menu  tab  to  re tu r n  to  the  Main Menu .  S tud io  Su i te  has  saved a l l  your  work .   
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In closing

I n  th i s  tu to r ia l  you  have  comple ted  the  Project ,  s ta r t  to  f i n i sh ,  us ing  on ly  a  handfu l  o f  the  29  power fu l 

modu les  in  S tud io  Su i te .  Th is  has  i l l us t ra ted  on ly  a  sma l l  por t ion  o f  what  i t  i s  capab le  o f ,  bu t  . . . 

STUDIO  SUITE  DOES   SO  MUCH  MORE!

Exp lo re  i t  fu r the r  on  your  own and you  w i l l  rea l i ze  tha t  by  us ing  Stud io  Su i te ,  you  and your  s tud io  w i l l  f i na l l y 

become as  o rgan ized  as  you ’ve  a lways  needed to  be .

Now you shou ld  have  a  good idea  about  the  genera l  f l ow o f  S tud io  Su i te .  Become an  exper t  by  read ing  the 

chapte rs  assoc ia ted  w i th  each  modu le  you  w i l l  be  us ing  regu la r l y.

Knowledge is power!

Read your User’s Guide!
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Much o f  the  Main Menu has  been covered  in  the  chapte r  t i t l ed  Seven Things You Must  Do ,  Add i t iona l 

i n fo rmat ion  and some rema in ing  de ta i l s  a re  descr ibed here .

In this chapter you wil l  read about how to:
• 	 Use sk ins  ( Inc lud ing  add ing  your  own)

• 	 Create  a  new Company/Locat ion

• 	 Add de fau l t  c l i en t  pa r t i c ipants  to  Pro jec ts

• 	 Ed i t  o r  add a  new Category

• 	 Colo r  code and rename book ing  s ta tuses

• 	 Set  a  number ing  sequence  in  your  records

Main Menu Navigation
Af te r  logg ing  in  to  S tud io  Su i te ,  the  f i r s t  sc reen  you  see  i s  the  Main Menu ,  wh ich  i s  cent ra l  to  the 

nav iga t ion  o f  S tud io  Su i te .  Here ,  the  User  i s  p rov ided a  ma in  access  po in t  fo r  P ro jec t  event  management  and 

accountab i l i t y.  F rom other  modu les ,  you  re tu rn  to  the  Main Menu  by  c l i ck ing  on  the  Main  Menu tab  in  the 

upper  r igh t  hand corner  o f  eve ry  sc reen .  You can  a lso  re tu r n  to  the  Main Menu  w i th  the  keyboard  shor tcu t :  

z  + 1  (Mac )  o r  Ctr l  + 1  (W in ) .
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NEW FEATURE: Skins (Backgrounds)

The Ma in  Menu i s  now cus tomizab le  w i th  d i f f e ren t  sk in  cho ices .   S tud io  Su i te  comes loaded 

w i th  over  100 d i f f e ren t  photo/co lo r  opt ions  fo r  the  background beh ind  your  bu t tons .   You  can 

up load any  o f  your  persona l  photos  too  qu i te  eas i l y,  j us t  read  the  d i rec t ions  be low.  

We recommend tha t  you  choose  a  p ic tu re  tha t  i s  a l ready  in  the  l andscape fo rmat  as  opposed 

to  the  por t ra i t  fo rmat  because  o f  s t re tch ing  and d is to r t ion .

How to use skins ( including adding your own):

1.  Go to  the  Main Menu .

2 .  In  the  lower  r igh t  hand corner  to  the  l e f t  o f  the  A l te rMed ia  logo  i s  a  box .   C l i ck 

on  the  box .

3 .   A  pop up w indow w i l l  appear  w i th  background cho ices  fo r  you  to  choose  f rom.

4 .    C l i ck  on  the  p ic tu re  tha t  you  wou ld  l i ke  to  use .

Or

1 .  When you  see  the  pop up w indow,  c l i ck  the  b lack  and g reen  New  bu t ton  on  the 

top  le f t .

2 .  C l i ck  on  the  I nse r t  P ic tu re  bu t ton .

3 .  Above  the  p ic tu re  you  can  add a  Name  and  on  the  r igh t  you  can  en te r  the 

Source of  your  p ic tu re  i f  you  choose . 

4 .  Once your  p ic tu re  shows up in  the  pop up w indow you a re  f ree  to  Se lec t  i t 

o r  De le te  i t .   You  can  up load as  many  p ic tu res  as  you  want ,  a l though to  keep 

bandwid th  usage  down,  keep the  f i l es  sma l l .

Modules
Al l  S tud io  Su i te  modu les  a re  l i s ted  on  the  Main Menu  sc reen .   Modu les  a re  g rouped by  s im i la r  a reas  o f 

work :  Off ice  (Admin is t ra t i ve  and Serv ice  Order ing ) ,  Studio  (Asse t  and Resource  Management ) ,  and Tech 

(Eng ineer ing ) .

Some modu le  bu t tons  on  the  Main Menu  sc reen  d isp lay  1  o r  2  key  numbers  based on  da ta  f rom tha t  modu le . 

NOTE:  you may not  see  these  numbers  in i t i a l l y,  due  to  no  act i v i t y.

• 	 	Red tex t  number  amounts  seen  in  the  upper  r igh t  o f  a  modu le  re f l ec t  overdue  i tems.

• 	 	Blue  tex t  number  amounts  seen  in  the  lower  r igh t  o f  a  modu le  v iew a re  i tems due 
“ today” .
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Examples  o f  red  tex t  numbers  cou ld  inc lude  overdue  b i l l i ngs  in  the  Invoices  modu le ,  and number  o f  Tasks 

tha t  have  not  been  comple ted  and a re  overdue  in  the  Tasks  modu le .  B lue  tex t  numbers  re la te  to  i tems due 

today, 

NOTE:  The Equipment  modu le  d isp lays  “ma in tenance due”  to ta ls  f rom the  ma in tenance tab  o f  the 

“Equipment  modu le” .

Dashboard
To the  r igh t  on  the  Main Menu  sc reen ,  you  w i l l  no t ice  an  in fo rmat ion  a rea .  Th is  i s  ca l l ed  the  Stud io  Su i te 

‘Dashboard ’ ,  wh ich  d isp lays  va r ious  Stud io  Su i te  in fo rmat ion  to  the  User  tha t  i s  cu r ren t l y  logged in .

Date
By de fau l t ,  today ’s  da te  w i l l  be  d isp layed.  I f  you  wou ld  l i ke  the  Dashboard  to  show in fo rmat ion  fo r 

another  da te ,  c l i ck  on  the  Date  and  se lec t  another  day  f rom the  pop-up ca lendar. 

Today sub-tab
The Today  sub- tab  inc ludes  the  fo l low ing  v iews and in fo rmat ion  o f  immed ia te  in te res t  to  the  S tud io  Su i te 

user :

Daily Notes section
Th is  f i e ld  re fe rences  the  Notes  f i e ld  in  the  Calendar  modu le . 

When a  note  i s  en te red  in  the  Calendar  Notes  f i e ld ,  i t  w i l l 

appear  in  the  Dai ly  Notes  f i e ld ,  and v ice-ve rsa .  A l l  use rs  w i l l 

see  these  notes .

Messages section
Th is  a rea  re fe rences  messages  en te red  in  the  Communicat ions 

modu le .  I t  d i sp lays  messages  fo r  the  User  cu r ren t l y  logged in . 

Notes about Messages:

• 	 	A 	message	 h igh l igh ted 	 in 	 ye l low	 ind ica tes 	 i t 	 i s	

new.

• 	 	C l i ck 	 a 	 message	 f rom	 the 	 Dashboard 	 to 	 go 	 to	

the  Messages  tab  in  the  Communicat ions 

modu le .
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Tasks section
Th is  a rea  d isp lays  a l l  o f  today ’s  tasks  fo r  the  User  cu r ren t l y  logged in .  C l i ck  a  task  to  reach  the  Tasks 

modu le ,  where  you  can  v iew and ed i t  your  tasks .

Notes about Tasks:

• 	 	Hover ing 	 your 	 cu rsor 	 over 	 a 	 s ing le 	 task 	w i l l 	 p rov ide 	more 	 de ta i l 	 on 	 the	

Due t ime,  S ta tus ,  Percentage  o f  comple t ion ,  and Pro jec t  name.

• 	 	The 	Tasks  v i ew a lso  shows a  p rogress  bar  ind ica t ing  comple t ion  s ta tus 

fo r  each  task . 

• 	 	A 	Tasks  v i ew “Omi t ”  f i l t e r  omi ts  ce r ta in  task  s ta tuses  f rom v iew,  such 

as :  Comple ted ,  Ass igned,  Overdue ,  e tc .

Callbacks section
Th is  a rea  d isp lays  any  ca l lbacks  tha t  have  been schedu led  fo r  the  cur ren t l y  logged in  user.   C l i ck  on  a 

ca l lback  to  open a  w indow in  wh ich  you  can  ed i t  the  Cal lback  o r  conver t  i t  to  a  ca l l  (wh ich  removes  i t 

f rom Cal lbacks ) .

Events section
Th is  a rea  d isp lays  a l l  o f  today ’s  Events  f rom the  Calendar  modu le .  C l i ck ing  on  an  Event  w i l l  open  the 

‘Edi t  Event ’  w indow,  a l low ing  you  to  v iew and ed i t  Event  de ta i l s . 

Notes about Events:

• 	 	Use 	 the 	Events 	F i l t e r 	menu	above 	 the 	Events 	 l i s t 	 to 	 reduce 	 the 	showing	

of  events  to  a  s ing le  person .  To  re tu rn  to  the  comple te  l i s t  o f  a l l  events , 

se lec t  the  ‘V iew A l l ’  p rompt .   

• 	 	The 	Emai l  Th is  bu t ton  on  the  top  r igh t  o f  the  Events  l i s t  w i l l  c rea te  an 

ema i l  o f  the  Events  v i ew in  your  de fau l t  ema i l  p rogram. 

• 	 	A t 	 the 	bot tom	 r igh t , 	 the 	Pr in t  Th is  bu t ton  w i l l  p r in t  the  dashboard .

Projects sub-tab

Daily Notes section
The Da i l y  Notes  sec t ion  o f  the  Pro jec ts  sub- tab  i s  an  expanded v iew o f  the  da i l y  no tes .

Projects section
The Pro jec ts  sec t ion  o f  the  Pro jec ts  sub- tab  i s  a  f i l t e rab le  snapshot  o f  the  Pro jec ts  tha t  the  S tud io  Su i te 

user  tha t  i s  logged in  i s  schedu led  fo r.

Employees sub-tab
A por ta l  fo r  showing  company  emp loyees  the i r  work  schedu le  (as  de f ined  in  the  Employee Schedules 

modu le  shown in  b lue ) .  The  In-Out  check  box  on  the  r igh t  s ide  a l lows an  ind iv idua l  to  share  the i r  cu r ren t 
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ava i l ab i l i t y  fo r  a l l  to  v iew. 

Reports sub-tab
Th is  new fea tu re  i s  a  l i s t  o f  bu t tons  tha t  a re  shor t  cu ts  to  the  Events ,  Invoices ,  Contacts  and  Library 

modu les ’  Repor ts  tab .   Once  on  the  Repor t  tab  o f  each  o f  those  modu les ,  you  can  chose  a  va r ie ty  o f 

repor ts  to  run .

Main Menu Log deta i l
Across  the  bot tom o f  the  Main Menu  sc reen ,  the re   i s  a  row o f  tex t  tha t  descr ibes  some genera l 

use r,  app l i ca t ion ,  and ne twork  in fo rmat ion ,  i . e .  who i s  cu r ren t l y  logged in ,  e tc .  Th is  i s  to  he lp  g i ve  the 

admin is t ra to r  (o r  techn ica l  suppor t  pe rson )  the  in fo rmat ion  they  may  need about  the  s ta tus  o f  S tud io 

Su i te .

Re-Log In button
The Re-Log In  bu t ton  a l lows you  to  log  in  as  a  d i f f e ren t  user  w i thout  hav ing  to  c lose  and re-open the  f i l es 

aga in .  For  i ns tance ,  i f  you  a re  an  admin is t ra to r  and need to  make a  change to  a  modu le  tha t  an  emp loyee 

does  not  have  access  to ,  you  can  c l i ck  the  Re-Log In  bu t ton  and log  in  w i th  your  user  name and password . 

NOTE:  I f  you  a t tempt  to  Re-Log in  and type the  wrong user  name/password 3  t imes ,  Stud io  Su i te 

w i l l  not  a l low anymore  Re-Log In  a t tempts  fo r  5  minutes .  However,  you  can s t i l l  cont inue  work ing 

under  the  cur rent  user  log- in .

Log Out button
The Log Out  bu t ton  in  the  Main Menu  i s  used to  end your  S tud io  Su i te  sess ion .  Th is  bu t ton  w i l l  c lose  a l l 

S tud io  Su i te  f i l es ,  bu t  a  sc reen  p rompt  w i l l  you  ask  i f  you  des i re  “Qu i t  F i l eMaker  too?”    C l i ck  Yes  to  c lose 

a l l  o the r  F i l eMaker  p rogram f i l es  you  may  have  open.

Setup button
Across  the  bot tom o f  the  Main Menu  a re  th ree  but tons :  Setup,  Re-Log In  and  Log  Out .

The  Setup  bu t ton  takes  you  to  the  a rea  o f  the  Main Menu where  many  opera t iona l  de fau l t s  a re  se t ,  a l l  o f 

wh ich  have  been descr ibed in  the  chapte r,  Seven Things You Must  Do .

Help button
The He lp  but ton  i s  new fea tu re  tha t ,  when c l i cked,  takes  you  to  the  He lp  Desk  o f  the  S tud io  Su i te  webs i te . 
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Setup button

Location tab
Th is  i s  the  loca t ion  in fo rmat ion  (Name/Address/Count ry,  e tc )  about  your  company  tha t  w i l l  be  used th roughout 

S tud io  Su i te  on  labe ls ,  l e t te rheads ,  i nvo ices ,  e tc . 

How to create a new Company/Location:

1.  C l i ck  the  b lack  and g reen  New but ton .

2 .  En te r  your  company  in fo rmat ion . 

3 .  You can  have  many  compan ies ,  however  your  ma in  company  shou ld  be  ‘Company 

No.  1 ’ .

 

Address Format
Th is  i s  where  you  de f ine  the  de fau l t  address  fo rmat .  Th is  i s  used in  p r in tou ts  to  d isp lay  addresses  in  US 

or  European fo rmats .  Each  new contac t  record  w i l l  i nher i t  th i s  fo rmat ,  wh ich  can  be  charged per  contac t 

as  needed.

  

Currency Symbol
I n  the  f i e lds  marked Currency Symbol  and  Leading  and  Tra i l ing ,  you  can  chose  wh ich  cur rency  symbo l 

to  use  th roughout  S tud io  Su i te  and whether  i t  p recedes  o r  fo l lows the  moneta ry  amount .   You  a lso  have 

the  opt ion  in  the  Invoices  modu le  to  choose  a  d i f f e ren t  cu r rency  per  invo ice .   P lease  note  tha t  i t  on l y 

changes  the  symbo l ,  i t  does  not  do  any  exchange ra te  ca lcu la t ions .
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Languages
Al though Eng l i sh  i s  the  de fau l t ,  S tud io  Su i te  i s  capab le  o f  opera t ing  in  d i f f e ren t  l anguages .   In  the 

Locat ion  tab ,  you  can  a lso  choose  the  Language you  wou ld  l i ke  to  use  th roughout  S tud io  Su i te .   S imp ly 

c l i ck  the  l anguage you  want  to  use ,  h igh l igh t ing  your  cho ice  in  ye l low.

Phone Number Format
Th is  i s  where  you  de f ine  a  de fau l t  phone number  fo rmat .  Each  new contac t  record  w i l l  i nher i t  th i s  fo rmat 

( you  can  change th i s  per  contac t  as  needed ) .

Logos tab
Th is  tab  a l lows you  to  ass ign  your  company  logo and le t te rhead fo r  use  in  S tud io  Su i te ’s  va r ious  d isp lays /

pr in t ing .

Logo Locations for different uses:

• 	 Logo No.  1  –  the  l oca t ion  to  inse r t  your  ma in  logo  fo r  sc reen  d isp lay.

• 	 Logo No.  2  –  the  loca t ion  where  you  w i l l  i nse r t  the  logo  you  w i l l  use  fo r 

p r in t ing .

• 	 Logo No.  3  -  the  loca t ion  where  you  w i l l  i nse r t  a  ve ry  l i gh t  o r  g ray  sca le 

logo  as  a  ‘wate rmark ’ .

Letterhead Default  section
Here  you  have  the  opt ion  o f  choos ing  an  ‘Auto ’  o r  ‘Cus tom’  l e t te rhead.  Many  p r in tou ts  have  the  opt ion 

o f  us ing  an  ‘Auto ’  l e t te rhead,  wh ich  i s  based on  your  company  in fo rmat ion  and the  logos  a t  the  l e f t .  The 

‘Custom’  l e t te rhead uses  on ly  the  l e t te rhead g raph ic  fo r  the  en t i re  l e t te rhead. 

Letterhead Graphic section
I nse r t  your  l e t te rhead g raph ic  in  the  l a rge  rec tangu la r  f i e ld  a t  the  bot tom o f  the  w indow.  Th is  o f  course 

requ i res  you  to  have  a l ready  c rea ted  your  l e t te rhead in  a  g raph ic  app l i ca t ion .  

Taxes tab
The Taxes  tab  i s  b roken  in to  th ree  sec t ions ,  each  w i th  a  spec i f i c  func t ion  regard ing  how and wh ich  taxes  a re 

d isp layed th roughout  S tud io  Su i te .  These  sec t ions  a re  descr ibed in  de ta i l  i n  the  Seven Things You Must 

Do  chapte r  o f  th i s  User ’s  Gu ide .

Assign Taxes to Rates section
Al though th i s  i s  p rev ious l y  descr ibed,  he re  i s  more  de ta i l ed  in fo rmat ion . 

There  a re  genera l  Categor ies  fo r  the  Bookab le  I t ems you  charge  fo r :  Rooms ,  Equipment ,  People , 

Media ,  Misc . ,  and  Library .  Fo r  each  Category,  you ’ l l  want  to  se lec t  the  Tax  Rate (s )  tha t  a re  genera l l y 

app l i ed  to  tha t  Category  as  a  de fau l t  se t t i ng .  When a  new Rate  i s  c rea ted  in  the  Rates  modu le ,  these 

Tax  de fau l t s  w i l l  au tomat ica l l y  en te r  based on  the  Bookab le  I t em’s  Category.
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For  example ,  i n  Los  Ange les ,  Rooms,  Equ ipment ,  and Peop le  Rates  a re  no t  taxab le .  Med ia  sa les  a re 

taxab le ,  and L ib ra ry  and Misc .  Rates  va ry  per  Count ry,  S ta te ,  and County.  For  the  Categor ies  tha t  a re 

taxed	(such 	as 	Med ia ) , 	we 	app ly 	our 	LA	County 	Tax 	o f 	8 .75%	and	leave 	the 	o ther 	Categor ies 	b lank , 	s ince	

no taxes  app ly. 

NOTE:  P lease  check  w i th  your  accountant  to  ver i f y  wh ich  loca l  tax  laws app ly  to  your  company.

I f  more  than  one  Tax  app l i es  to  a  Category,  you  can  sh i f t -c l i ck  add i t iona l  Tax Rates  f rom the  pop-up 

menu.  For  example ,  i f  you  se l l  Med ia  to  c l i en ts  in  many  Count ies  su r round ing  your  company,  they  may  a l l 

have  d i f f e ren t  County  Tax  Rates ,  and each  shou ld  be  se t  as  a  de fau l t  fo r  your  Med ia .  C l i ck  the  A l l  bu t ton 

to  app ly  a l l  de f ined  taxes  to  a  ca tegory.   The         bu t ton  w i l l  c lea r  the  taxes  f i e ld .

Creating New Taxes section

QuickBooks Tax Agency Name f ield
I f  you  w i l l  be  expor t ing  Stud io  Su i te  invo ices  to  Qu ickBooks ,  en te r  the  name o f  the  agency  to  wh ich 

co l l ec ted  Sa les  Tax  revenues  a re  submi t ted .

Tit les tab
This  i s  where  you  spec i f y  the  de fau l t  ‘c l i en t ’  pa r t i c ipants  tha t  a re  added to  each  new Project .  These  a re 

no t  peop le  tha t  a re  schedu led  o r  b i l l ed  fo r,  bu t  ra the r  those  who wou ld  t yp ica l l y  a t tend a  sess ion  f rom the 

c l i en t ’s  s ide .  The  f i e ld  l abe led  Cl ient  must  re fe r  to  what  you  ca l l  the  en t i t y  tha t  pays  the  b i l l .  Once  c rea ted , 

these  t i t l es  can  be  ed i ted  per  Pro jec t .  C l i ck  the  Cl ient  f i e ld  and choose  what  you  ca l l  the  person  who pays 

the  b i l l  ( f rom the  pop-up l i s t ) . 

How to add default  cl ient part icipants to Projects:

1.  To  c rea te  add i t iona l  de fau l t  pa r t i c ipants ,  c l i ck  the  b lack  and g reen  Add  bu t ton .

2 .  Th is  w i l l  c rea te  a  new b lank  row be low.  C l i ck  the  Ti t les  f i e ld  and se lec t  Producer 

f rom the  pop-up menu.

3 .  Type  the  number  ‘1 ’  i n to  the  Sort  f i e ld .

4 .  C l i ck  the  b lack  and g reen  Add  bu t ton  aga in ,  to  c rea te  another  b lank  row. 

5 .  C l i ck  in  the  Ti t les  f i e ld  and choose  Edi tor  f rom the  pop-up menu.

6 .  Type  the  number  ‘2 ’  i n  the  Sort  f i e ld  fo r  Ed i to r.

7 .  The  Producer  and  Edi tor  f i e lds  appear  in  o rder  o f  the i r  Sor t  number.

                                

Sort order
The o rder  in  wh ich  these  t i t l es  a re  sor ted  de te rm ines  the  o rder  in  wh ich  they  appear  th roughout  spec i f i c 

modu les  in  S tud io  Su i te .  
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The sort order:

• 	 The 	1s t 	 t i t l e 	 i n 	 the 	 l i s t 	a l so 	appears 	on 	 the 	sp ine 	o f 	med ia 	 l abe ls 	be low	

the  Asset  T i t le  and/or  the  Project  Name .  I t  i s  usua l l y  a  subt i t l e  fo r  the 

Pro jec t  l i ke  Ar t i s t ,  Ep isode,  e tc .

• 	 The 	2nd	and	3 rd 	names	appear 	 in 	 tha t 	 o rder 	beneath 	 the 	 f i r s t 	 name	on	

the  face  o f  l abe ls  as  we l l  as  in  the  Calendar .

• 	 The 	4 th 	 t i t l e 	appears 	a f te r 	 the 	1s t , 	2nd	and	3 rd 	names	on 	med ia 	 l abe ls	

ONLY.

• 	 The 	 5 th 	 t i t l e 	 appears 	 in 	 the 	Projects  modu le ,  the  Events  modu le  and 

on  p r in tou ts .

Module Prefs tab
The Modu le  Pre fs  tab  a l lows you  to  se t  p re fe rences  fo r  the  Invoice ,  Projects ,  Events ,  Media  Inventory , 

Library  and  Petty  Cash  modu les . 

Invoice sub-tab
Th is  sub- tab  p rov ides  th ree  f i e lds  fo r  th ree  d i f f e ren t  “ l a te  l e t te r ”  temp la te  de fau l t s .  La te  l e t te rs  in i t i a ted 

f rom the  Invoice  modu le  w i l l  use  th i s  tex t .  You  can  use  what  i s  p re-en te red  here  o r  ed i t  the  tex t  i f  you 

w ish ,  bu t  make sure  to  use  the  <<f ie ld>> mode l  to  d isp lay  da ta  f i e lds  w i th in  the  tex t .

To  the  r igh t  you  can  spec i f y  your  de fau l t  Terms ,  and  Late  Fee APR .  The  Aging Based Upon f i e ld  a l lows 

you  to  de te rm ine  whether  the  Invo ice  Ag ing  i s  based upon the  Invo ice  Date  (good i f  eve ry  invo ice  has  the 

same te rms ) ,  o r  the  Due Date ,  wh ich  be t te r  accommodates  invo ices  w i th  d i f f e ren t  Te rms.

The  Pr inted Invoice Payment  Display  Shows  f i e ld  l e ts  you  spec i f y  wh ich  g roup o f  recent  payments  w i l l 

appear  on  a  p r in ted  invo ice :  “Th is  Invo ice ’s  Payment ”  o r  a l l  “Recent  C l i en t  Payments”  ( fo r  tha t  c l i en t ) . 

Be low tha t  you  can  en te r  a  de fau l t  Invoice  Comment ,  wh ich  w i l l  appear  on  each  newly  c rea ted  Invo ice 

(Subto ta l ) .

Genera l  Invoice Sett ings sect ion

Sort by Category check box 
Th is  de fau l t  se t t i ng  spec i f i es  tha t  new invo ices  w i l l  p r in t  so r ted  and sub- to ta led  by  ca tegory.  Th is  can 

be  over r idden per  invo ice  as  needed.

Account ing System Export  Set t ing sect ion

QuickBooks Sett ings f ields
To ge t  s ta r ted ,  c l i ck  the  b lue  “Reg is te red”  tex t .  Th is  w i l l  p rompt  you  fo r  your  Qu ickBooks  P lug- in 

reg is t ra t ion  number.  I f  you ’ re  on  a  Mac,  tha t  comple tes  the  Qu ickBooks  Reg is t ra t ion  p rocess .

PC USERS ONLY:  a f te r  you have  entered the  reg is t ra t ion  number,  a  prompt  w i l l  ask  you to  locate 

your  Qu ickBooks  company f i l e .  A f te r  locat ing  i t ,  you  shou ld  see  the  Path  to  the  f i l e  in  the  QB Path 
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f i e ld .  Once you have  spec i f ied  th is  path ,  do  not  move that  f i l e  to  a  new locat ion  or  the  Stud io 

Su i te  >  Qu ickBooks  connect ion  w i l l  be  los t .

Be low the  Path  f i e ld ,  you  can  en te r  your  cor respond ing  QB (Qu ickBooks ) .

QuickBooks accounts:

• 	 Depos i t  Account

• 	 COGS (Cost  o f  Goods  So ld )  Account

• 	 Expense  Account

• 	 Asset  Account

Stud io  Su i te  w i l l  use  these  bas ic  accounts  (when appropr ia te )  when commun ica t ing  to  Qu ickBooks . 

Accounts  fo r  spec i f i c  I tems (Rooms ,  Equipment ,  Media ,  Serv ices ,  e tc . )  a re  managed in  the  Rates 

modu le .

Requires PO check box 
Th is  de fau l t  se t t i ng  spec i f i es  tha t  Invo ices  requ i re  a  Purchase  Order  number.  Th is  opt ion  i s  i n  p lace  to 

manage the  de fau l t  se t t i ng  in  Qu ickBooks  tha t  requ i res  Purchase  Order  numbers  on  impor ted  invo ices .

Projects sub-tab
When you  add a  new Event  to  an  ex is t ing  Project ,  S tud io  Su i te  needs  to  know i f  you  want  to  add i t  to 

the  “Budget ”  s ide  o f  the  Project  as  we l l  as  the  “Actua l ”  s ide .  Check  the  “Add to  Budget ”  checkbox  to 

have  Stud io  Su i te  p rompt  you  fo r  a  dec is ion .

I f  you  do  not  w ish  to  rece ive  a  p rompt ,  un-check  “Add to  Budget ”  and put  a  check  in  the  box  labe led 

“A lways  add new Events  to  Budget ” .

To  the  r igh t ,  en te r  a  de fau l t  Cl ient  T i t le  Name  i n  the  open f i e ld  fo r  new ly  c rea ted  Pro jec ts .

Events sub-tab

The events sub-tab has three setup options:

• 	 	The 	checkbox 	fo r 	“ Inc lude 	Breaks 	in 	Charge” 	a l lows	you 	to 	add	any 	s ta f f	

breaks  as  a  b i l l ab le  i tem to  the  c l i en t .

• 	 	”Mu l t i -day 	 Events 	 as 	 Cont inuous” 	 i s 	 exp la ined	 in 	 the 	 tex t 	 o f 	 th i s 	 sub-

tab . 

• 	 	” Invo ice 	Descr ip t ion” 	i s 	the 	de fau l t 	se tup 	de ta i l 	you 	des i re 	fo r 	an 	Invo ice .	
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Media Inventory  sub-tab

Stud io  Su i te  can  keep t rack  o f  your  Med ia  Invento ry  ve ry  p rec ise l y.  Check  nex t  to  “Reconc i l e  Med ia”  to 

reconc i l e  a l l  Med ia  p r io r  to  Invo ic ing .   W i th  “Automat ic  Reconc i l e  Med ia” ;  check ing  the  box  w i l l  reconc i l e 

the  Med ia  au tomat ica l l y.  

NOTE:  I f  both  i tems are  unchecked,  th is  w i l l  a l low these  i tems to  be  invo iced wi thout  updat ing  or 

consu l t ing  the  ava i lab le  inventory.

At  the  bot tom o f  th i s  tab ,  you  can  spec i f y  tha t  Barcodes  made fo r  Bookab le  med ia  a re  der i ved  f rom 

e i the r  the  record  number  (as  in  ve rs ions  o f  S tud io  Su i te ) ,  o r  by  the  UPC code o f  the  med ia  i t se l f .  Mov ing 

fo rward ,  we suggest  us ing  the  UPC code fo r  Med ia  barcodes .

Library sub-tab

Library sub-tab notes:

• 	 	En te r 	a 	Formula  for  L ibrary  Number  (Barcode )  i n  the  open f i e ld .

• 	 	Labe l 	 the 	source 	o f 	 your 	new	Med ia 	 ( i . e . , 	V i rg in 	o r 	S tock ) .

• 	 	Generate  Barcode f rom L ib  Num  -  Pu t  a  check  here  to  au tomat ica l l y 

genera te  a  Barcode number  f rom the  l ib ra ry  number.

• 	 	Pr int  w/Barcode Opt ion-  th i s  w i l l  se t  the  de fau l t  fo r  p r in t ing .   You  may 

change th i s  opt ion  per  p r in t .

• 	 	Pr int  w/Timecode Opt ion-  th i s  w i l l  se t  the  de fau l t  fo r  p r in t ing .   You 

may  change th i s  opt ion  per  p r in t .

• 	 	TC Format  defaul t -  c l i ck  th i s  f i e ld  and se lec t  a  T imecode de fau l t 

(F rame-Rate )  f rom the  d rop-down menu.

• 	 	Calculate  Running T ime as-  choose  be tween a  Summary of  Ind iv idual 

(T i t le )  durat ions  o r  TC ( t imecode)  Di fference between f i rs t  Star t 

and last  End . 

NOTE:  You can se lect  the  defau l t  method that  ca lcu la tes  a  media  asset ’s  to ta l  Running T ime.  I f 

you  choose “Summary  o f  ind iv idua l  (T i t le )  dura t ions” ,  i t  w i l l  add a l l  o f  the  ind iv idua l  t i t l e  Dura-

t ions  together.  I f  you  choose “TC d i f fe rence between f i r s t  S ta r t  and las t  End” ,  i t  w i l l  ca lcu la te 

based on the  t ime codes .

Petty Cash sub-tab
These  f i e lds  de te rm ine  how Petty  Cash  t ransact ions  a re  hand led  when they  a re  t rans fe r red  in to  Project 

L ine I tems ,  and  subsequent l y  to  Invo ices .  As ide  f rom the  De fau l t  Markup (o r  to  ad jus t  fo r  l anguage ) , 

you  can  leave  these  as  they  a re .

Ente r  a  Defaul t  Markup ,  Deposi t  Name ,  Transact ion Name ,  Defaul t  Status ,  Defaul t  Category ,  and 

Defaul t  Rate .
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Value Lists  tab
Category sub-tab
As exp la ined in  the  Seven Things You Must  Do  chapte r,  you  can  cus tomize  the  Categor ies  Value 

L ist  to  c rea te  new ca tegor ies  tha t  a re  spec i f i c  to  your  bus iness ,  o r  to  rename the  ex is t ing  Categor ies 

of  Bookab le  I tems,  such  as  Rooms ,  Equipment ,  People ,  Media ,  Product ion ,  Post-Product ion , 

Packages ,  e tc .  Th is  l i s t  can  a lso  be  in  a  l anguage o ther  than  Eng l i sh .  Ind iv idua l  I tems a re  g rouped and 

sub to ta led  by  these  Categor ies  on pr in ted  invo ices  and repor ts .  DO NOT remove the  “Tax” ,  “D iscount ” , 

“Cred i t ” ,  o r  “Groups”  ca tegor ies . 

How to edit  or add a new Category:

1.  To  ed i t ,  c l i ck  on  the  but ton  fo r  the  assoc ia ted  Category  you des i re  to  change. 

F rom the  sc reen  p rompt ,  make  changes  to  the  ex is t ing  Category  name and/or 

so r t  number ing  o rder  f i e lds ,  then  c l i ck  OK .

2 .  To  add a  new Category ,  se lec t  the  b lack  and g reen  New  bu t ton  on  the  upper 

l e f t .  F rom the  sc reen  p rompt ,  en te r  a  new Category  and sor t  number  in  the  open 

f i e lds ,  then  c l i ck  OK .   You  can  use  dec ima ls  to  inse r t  i t ems between o ther  i t ems.

Once you ’ve  ed i ted  the  Categor ies  L ist ,  you  shou ld  ad jus t  i t s  assoc ia ted  In ternal  SS Categor ies 

to  most  c lose l y  match  the  en t ry  in  Your  Categor ies .  Th is  w i l l  l i nk  Your  Categor ies  wi th  in te r na l 

ca lcu la t ions  in  S tud io  Su i te  tha t  a re  appropr ia te  fo r  tha t  t ype  o f  I tem and tha t  cor respond w i th  spec i f i c 

modu les  such  as  Rooms ,  Equipment ,  People ,  Taxes  and  o ther  Rates .

Some o f  Your  Categor ies  may not  have  an  equ iva len t  t ype  ava i l ab le  f rom the  In ternal  SS Categor ies 

Va lue  L is t .  Jus t  l eave  those  b lank .

These  Categor ies  are  used fo r  f i l t e r ing  in  the  Projects ,  Calendar  and Invoices modu les .  For  example ; 

i n  Projects ,  you may  choose  to  v iew on ly  the  “Rooms”  you  booked fo r  a  p ro jec t .  In  the  Calendar,  you 

can  choose  to  v iew on ly  the  Bookab le  ‘Peop le”  in  o rder  to  book  your  Peop le  a l l  a t  once .  In  Invoices, 

you might  choose  a  Category  repor t  fo r  “Equ ipment ”  showing  the  p ro f i t  made on  equ ipment  ren ta ls  fo r 

a  p ro jec t  o r  t ime per iod .

Category sub-tab

QuickBooks information f ields (PC and Mac users)
I f  you  a re  us ing  the  Qu ickBooks  in tegra t ion ,  you  w i l l  need to  con f igu re  the  Account  Name  and 

Quickbooks Type fo r  use  w i th  Qu ickBooks . 

• 	 	Account  Name- Th is  i s  the  name tha t  w i l l  be  g i ven  to  new ly  c rea ted  Rates  in  th i s 

Category.

• 	 	QuickBooks Type -  C l i ck  th i s  f i e ld  and se lec t  the  Qu ickBooks  type  f rom the  pop-up 

menu.  Th is  Type  w i l l  be  g i ven  to  new ly  c rea ted  Rates  i n  th i s  Category

Booking Status sub-tab
Th is  sub- tab  a l lows you  to  de f ine  cus tomized Booking Statuses  ( i n  any  l anguage ) ,  and ass ign  a  spec ia l 

co lo r  to  v i sua l l y  represent  each .  You can  cus tomize  your  de fau l t  Va lue  L is t  to  inc lude  te rm ino logy  used 

in  your  par t i cu la r  bus iness  l i nes  ( i . e . :  Con f i rmed,  On Ho ld ,  Comple ted ,  Cance l l ed ,  Pos tponed,  e tc . ) .  You 

can  a lso  use  co lo rs  to  des ignate  Statuses of  booked events  such  as  a  Meet ing ,  Vacat ion ,  o r  B i r thday.
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How to color code and rename booking statuses:

1.  C l i ck  the  Book ing  Sta tus  sub- tab ,  and then  c l i ck  the  Ed i t  bu t ton  a t  the  top  o f  the 

l i s t .

2 .  Make  your  s ta tus  changes  to  the  Ed i t  Va lue  L is t  sc reen  p rompt ,  then  c l i ck  OK  to 

comple te .

3.  A f te r  your  l i s t  i s  se t ,  c l i ck  the  Status Color  f i e ld  nex t  to  the  new or  updated 

Sta tus  Name.   Se lec t  an  appropr ia te  Status Color  f rom the  p rov ided co lo r 

pa le t te .  C l i ck  OK  upon comple t ion .

Special  Statuses section
Stud io  Su i te  needs  to  know your  ve rs ion  o f  some spec ia l  s ta tuses  so  tha t  i t  can  se t  them automat ica l l y 

(d i f f e ren t  users  my ca l l  them d i f fe ren t  names ) .  Se lec t  a  s ta tus  f rom each popup menu tha t  most  c lose l y 

matches  the  spec i f i ed  names. 

Record Numbers tab
Each record  c rea ted  in  S tud io  Su i te  i s  au tomat ica l l y  numbered se r ia l l y.  The  Record  Numbers  tab  a l lows you 

to  change the  nex t  se r ia l l y  c rea ted  number  fo r  a  record  in  a  par t i cu la r  modu le .

 

How to set a numbering sequence in your records:

1.  C l i ck  the  Contac ts  bu t ton .

2 .  The  Contac ts  Record  #  pop-up d ia log  w i l l  appear.

3 .  Th is  w i l l  d i sp lay  what  the  nex t  record  number  w i l l  be  a long  w i th  the  h ighes t 

ex is t ing  number.

4 .  Type  the  number  you  wou ld  l i ke  the  nex t  record  to  beg in  w i th .

5 .  I f  you  en te r  a  number  tha t  i s  lower  than  the  h ighes t  ex is t ing  number,  a  pop-up 

message w i l l  appear  warn ing  you  tha t  you  may  have  poten t ia l  dup l i ca te  numbers . 

6 .  You shou ld  en te r  a  number  tha t  i s  g rea te r  than  the  h ighes t  record  number.

Misc.  tab
Some th ings  do  not  f i t  anywhere  e l se ,  so  we have  c lumped them in to  the  Misc .  tab .



Studio Suite X          Chapter 9 - The Main Menu

9-15

Definit ions of what you’l l  f ind on the Misc. tab:

• 	 Opt imize Star tup  checkbox  -  I f  se lec ted ,  i t  does  not  re load language 

and g raph ics  on  s ta r tup .  I f  you  want  to  enab le  th i s  opt ion  and a re  us ing 

F i l eMaker  Serve r,  and have  a l te red  any  de fau l t  l anguage and images , 

the re  a re  a  number  o f  s teps  tha t  you  need to  do  be fo re  enab l ing  th i s 

opt ion  to  p roper l y  “ lock”  eve ry th ing  to  your  cu r ren t  se t t i ngs :

 1 .  C lose  the  f i l es  on  FM Serve r

 2 .  Open the  f i l es  d i rec t l y  w i th  FM Pro ,  then  c lose  them

 3 .   Re-open on  FM Serve r

• 	 Navigate  History  Days to  Keep  -  En te r  how many  days  you  wou ld  l i ke 

the  Nav iga te  H is to ry  to  s to re .

• 	 	Save Log- in  Logs  -  fo r  a  spec i f i ed  amount  o f  days . 

• 	 	New Task Status  -  Not  Done,  Incomple te ,  P re l im ina ry  e tc .  as  examples . 

• 	 	Defaul t  Sa lutat ion for  Let ters  -  En te r  the  de fau l t  sa lu ta t ion ,  such  as 

‘Dear ’ ,  tha t  you  wou ld  l i ke  to  appear  on  a l l  l e t te rs .

• 	 	Stud io  Su i te  c rea tes  many  d i f f e ren t  t ypes  o f  f i l es ,  and d i f f e ren t  users 

want  (o r  need )  to  save  the  d i f f e ren t  loca t ions .  Use  the   Save f i les 

and fo lders  in  f i e ld  to  se lec t  f rom the  rad io  bu t ton  l i s t .   Save  in 

Sys tem Documents  f i l es ,  your  sys tems Appl icat ions ,  on  the  compute r 

Desktop ,  o r  i n  Temporary  f i l es . 

New Feature: Twitter section

Stud io  Su i te  can  now send tweets  and d i rec t  messages  to  Tw i t te r.   Th is  sec t ion  i s 

where  you  se t  up  who the  tweets  w i l l  be  coming  f rom.   When you  se t  up  each  o f  your 

compan ies ,  you  can  se t  up  a  d i f f e ren t  Tw i t te r  connect ion  w i th  each  one .   To  see  how th is 

i s  done ,  check  out  the  “How to  c rea te  your  company”  box  in  the  7  Th ings  You Must  Do 

chapte r  o f  th i s  Users  Gu ide .

User Accounts tab

The User  Accounts  tab  in  the  upper  r igh t  corner  o f  the  w indow takes  you  to  the  User  Account  a rea  where  you 

can  de f ine  Users  and the i r  account  se t t i ngs  (exp la ined in  the  Chapte r  t i t l ed  Seven Things You Must  Do ) .

To  re tu r n  to  the  Ma in  Menu,  c l i ck  the  Main  Menu  tab  in  the  top  r igh t  corner  o f  the  w indow.

Th is  covers  a l l  o f  the  bas ics  o f  the  Setup but ton  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the  Main 

Menu  tab .
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The  Attach & FTP  tab  appears  in  many  Stud io  Su i te  modu les .  Th is  tab  i s  used fo r  a t tach ing  ( record ing , 

l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds ,  p ic tu res ,  mov ies ,  URLs ,  P rox ies ,  and FTP down loads  to 

tha t  record ,  i n  tha t  modu le .  The  At tach  bu t tons  a re  used to  l i nk ,  embed or  record  ex te r na l  f i l es  ( the  ac tua l 

re fe rences  a re  he ld  “beh ind  the  scenes”  in  the  A t tach  tab le  o f  the  SSX_Library. fmp12 f i l e ) .  The  por ta l  be low 

the  but tons  d isp lays  a  l i s t  o f  a l l  l i nked,  embedded,  recorded,  down loaded f i l es  o r  URLs .  There  a re  2  ve rs ions 

o f  the  por ta l  -  Deta i l  L i s t  and  L is t .

In this chapter you wil l  read about how to:
• 	 Use the  At tach  &  FTP tab  fea tu re  in  va r ious  modu les

• 	 L ink  o r  embed a  f i l e

• 	 Record  and embed a  sound f i l e

• 	 Embed or  l i nk  a  p ic tu re

• 	 L ink  a  Qu ickT ime f i l e

How to use the Attach & FTP tab feature in various modules:

• 	 In 	 the 	 Communicat ions modu le ,  you  can  a t tach  a  scan  o f  a  s igned 

Cer t i f i ed  Ma i l  rece ip t  o r  a  Federa l  Express  sh ipp ing  con f i rmat ion  s l ip .

• 	 In 	the 	Contacts  modu le ,  you  can  a t tach  a  l ega l  agreement  w i th  the  contac t .

• 	 In 	the 	Equipment  modu le ,  you  can  a t tach  a  scanned rece ip t  fo r  a  p iece  o f 

equ ipment ,  a  photograph o f  i t ,  a  .pd f  manua l ,  o r  a  schemat ic .

• 	 In 	 the 	Library  & Labels  modu le ,  you  can  a t tach  “ProToo ls ® o r  Av id ® f i l es .
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• 	 In 	the 	Projects  modu le ,  you  can  a t tach  aud io  f i l es  o r  v ideo  c l ips  assoc ia ted 

w i th  tha t  p ro jec t .

• 	 In 	 the 	Purchase Orders  modu le ,  you  can  scan  a  copy  o f  an  invo ice  o r  a 

pack ing  s l ip .

• 	 In 	the 	Recal l  modu le ,  you  can  a t tach  a  d ig i ta l  photo  o f  the  se t t i ngs  on  your 

ou tboard  gear.

• 	 In 	the 	Rooms modu le ,  you  can  a t tach  a  photographs ,  b luepr in ts ,  o r  w i r i ng 

d iagrams  o f  each  room.

• 	 In 	 the 	 Events  modu le ,  you  can  a t tach  a  photo  o f  a  m ic rophone se tup  to 

document  how a  sound was  c rea ted .

• 	 In 	 the 	Ti t les  modu le ,  you  can  a t tach  sc r ip t  pages  o r  l y r i c  sheets . 

• 	 In 	 the 	any modu le ,  you  can  a t tach  a  URL or  Proxy  o f  f i l es  w i th  wh ich  you 

a re  work ing .

• 	 In 	 the 	FTP modu le ,  you  can  in i t i a te  a  down load f rom an  FTP s i te ,  and l i nk 

tha t  to  the  cur ren t  da tabase  record .

  

A l l  o f  the  A t tach  tabs  th roughout  S tud io  Su i te ,  d i sp lay  seven  but tons .

The Attach buttons:

1.  Embed/L ink  F i l e 

2 .  L ink  Fo lder 

3 .  Record  Sound 

4 .  Embed/L ink  P ic tu re

5 .  L ink  QuickT ime ®

6.  L ink  Proxy/URL  

7 .  FTP F i l e 

Each i s  des igned to  manage tha t  par t i cu la r  f i l e  t ype ,  g i v ing  Stud io  Su i te  spec ia l  i ns t ruc t ions  needed to  l i nk , 

open,  o r  p layback  tha t  f i l e  t ype ,  o r  d i sp lay  a  thumbna i l  i con .  In  some cases ,  c l i ck ing  the  icon  to  p lay  o r  open 

w i l l  p lay  the  f i l e  th rough Qu ickT ime ® .   When you  a re  f i n i shed w i th  the  Qu ickT ime ® p laye r,  c l i ck  the  Close 

W indow  bu t ton  to  re tu r n  to  the  modu le .

How to Link or Embed a f i le:

1.  C l i ck  on  the  At tach  bu t ton  tha t  bes t  su i t s  the  f i l e  tha t  you  a re  l i nk ing  o r 

embedd ing .

2 .  Fo l low the  on-screen  d ia log  to  b rowse your  ha rd  d r i ve  (o r  ne twork )  and choose 

your  f i l e  (p ic tu re ,  mov ie ,  document ) .

3 .  Choose  OK  to  a t tach  the  f i l e .

New in  S tud io  Su i te  X  i s  the  ab i l i t y  to  s imp ly  d rag  a  f i l e  f rom the  desk top in to  the  w indow.  Wh i le  th i s 

i s  eas ie r,  you  loose  the  bene f i t  o f  spec i f y ing  the  f i l e  t ype  ( s ince  you ’ re  no t  p ick ing  one  o f  the  but tons ) , 

so  the  resu l t i ng  d isp lay  o r  l aunch o f  the  l i nked f i l e  i sn ’ t  as  spec i f i c .  Depend ing  on  the  f i l e  o r  your 
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pre fe rence ,  th i s  may  not  mat te r.

To  open ( l i nked f i l es /web pages )  o r  expor t  ( embedded f i l es )  any  f i l e ,  j us t  c l i ck  on  the  icon  in  the  por ta l .

Embed vs. Link
Before  us ing  the  At tach  bu t tons ,  i t  i s  good to  unders tand the i r  purpose ,  as  they  w i l l  e i the r  L ink  o r  Embed  the 

f i l e .  Be low a re  the  d i f f e rences  be tween l i nk ing  and embedd ing  a  f i l e .

Link
When you  L ink  a  f i l e ,  on l y  the  pa th  to  the  f i l e  w i l l  be  s to red  ( th i s  i s  the  most  e f f i c ien t  method ) . 

The rules for l inking a f i le:

• 	 A 	 f i l e 	 l i nked	 f rom	 a 	 loca l , 	 i n te r na l 	 ha rd 	 d r i ve 	 w i l l 	 on l y 	 open	 o r 	 p lay	

f rom the  works ta t ion  where  i t  was  a t tached.  I f  an  a t tached f i l e  does 

not  open o r  p lay,  no te  the  f i l e ’s  pa th  and re t r i eve  the  f i l e  manua l l y 

f rom the  works ta t ion  where  i t  was  a t tached.

• 	 To 	access 	a t tached	f i l es 	over 	a 	ne twork , 	you 	must 	 l i nk 	the 	f i l e 	 f rom	a	

serve r  o r  remote  d r i ve  tha t  a l l  S tud io  Su i te  Users  have  access  to  in 

the  same manner,  ensur ing  tha t  the  pa th  to  tha t  f i l e  w i l l  be  ident ica l 

f rom any  works ta t ion .  Be  sure  the  se rve r  d r i ve  i s  mounted  be fo re 

t r y ing  to  open o r  p lay  the  a t tached f i l e .

• 	 I f 	 you 	 have 	 l i nked	 f i l es 	 he ld 	 on 	 ex te r na l 	 d r i ves 	 o r 	 removab le 	 d isks	

tha t  a re  un ique ly  named,  the  f i l e  shou ld  be  found as  long  as  tha t 

d r i ve  i s  mounted .  I f  the  d r i ve  i s  no t  cu r ren t l y  mounted ,  you  w i l l  be 

ab le  to  see  the  pa th  to  the  f i l e  and the  name o f  the  d isk  i t  i s  on .   For 

th i s  reason,  i t  i s  a  good idea  to  name your  removab le  med ia  w i th 

un ique  names.

• 	 I f 	 the 	 f i l e ’s 	 loca t ion 	changes , 	o r 	 i f 	 fo lde r 	o r 	d i sk 	names	a re 	changed,	

the  s to red  re fe rence  (pa th )  i n  the  A t tachments  tab  i s  no  longer  va l id 

to  open o r  p lay  the  f i l e .  You  cou ld  p lace  the  f i l e  back  in  th i s  s to red 

pa th  loca t ion  o r  t rash  the  incor rec t  A t tachments  record  and then 

rea t tach  i t  to  s to re  i t s  new path .

Embed
When you  Embed  a  f i l e ,  the  f i l e  w i l l  be  s to red  w i th in  S tud io  Su i te ,  mak ing  i t  ava i l ab le  to  expor t   and use 

on  any  works ta t ion  on  your  S tud io  Su i te  ne twork .  The  d isadvantage  o f  embedd ing  i s  tha t  the  f i l es  a re 

s to red  w i th in  the  da tabase  thus  inc reas ing  the  s i ze  o f  the  f i l e  assoc ia ted  w i th  the  modu le .  I f  th i s  f i l e 

becomes too  la rge ,  the  opera t ion  o f  S tud io  Su i te  may  become s lugg ish .  I f  you  want  a l l  ne tworked Stud io 

Su i te  Users  to  access  a  f i l e  bu t  want  to  m in im ize  the  s i ze  o f  your  S tud io  Su i te  f i l es ,  make  sure  i t  i s  on  a 

d r i ve  access ib le  to  a l l  use rs  and choose  “Sto re  as  Re fe rence” .
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Embed/Link Fi le button
Cl ick  on  the  L ink /Embed F i l e  but ton  to  b r ing  up  a  f i l e  se lec to r  d ia log  box .   Th is  w i l l  a l l ow you  to  se lec t  wh ich 

f i l e  you  want  to  a t tach  to  th i s  record  in  S tud io  Su i te .  Make  sure  you  choose  the  appropr ia te  L ink  o r  Embed 

se t t ing .  I f  you  know you w i l l  eventua l l y  be  us ing  the  FTP Up load fea tu re ,  i t  i s  bes t  to  use  th i s  bu t ton  fo r  ALL 

f i l e  t ypes ,  as  th i s  w i l l  be  the  most  cons is ten t l y  re l i ab le .

Record Sound button
This  bu t ton  a l lows you  to  record  (and embed)  a  sound f i l e .  I t  w i l l  record  whatever  the  compute r ’s  aud io  inputs 

a re  ass igned to  (L ine ,  M ic ,  CD,  e tc . ) . 

How to record and embed a sound f i le:

1.  C l i ck  on  the  Record  Sound  but ton ,  a  sma l l  record ing  w indow w i l l  appear.

      

2 .  C l i ck  the  record  bu t ton  to  beg in  record ing . 

3 .  The  resu l t i ng  sound f i l e  w i l l  embed i t se l f  w i th in  S tud io  Su i te .

4 .  C l i ck  the  sound  i con  f rom the  At tachments  l i s t  to  p lay  the  recorded sound in  i t s 

en t i re ty,  f rom any  works ta t ion  on  your  S tud io  Su i te  ne twork . 

NOTE:  You may want  to  l im i t  the  length  or  quant i ty  o f  sound a t tachments  because they 

a re  s tored wi th in  the  database ,  wh ich  increases  the  s i ze  o f  the  f i l e  assoc ia ted wi th  the 

modu le  in  wh ich  you a re  work ing .  I f  th is  f i l e  becomes to  la rge ,  you may not ice  a  overa l l 

s lower  opera t ion  o f  Stud io  Su i te .

Embed/Link Picture button

How to embed or l ink a picture:

1.    C l i ck  the  Embed/L ink  P ic tu re  bu t ton  to  b r ing  up  the  message:  “Do you  want  to 

s to re  a  L ink  to  the  f i l e ,  o r  Embed the  f i l e  i n to  the  da tabase?” 

2 .    Choose  Embed  o r  L ink  to  b r ing  up  a  f i l e  se lec to r  d ia log  box  so  you  can  se lec t 

wh ich  f i l e  you  want  to  a t tach  to  th i s  record  in  S tud io  Su i te .

NOTE:  PC Users  -  In  o rder  fo r  l inked photos  to  work ,  you must  make  “Windows 

P ic ture  and Fax  View”  app l ica t ion  the  defau l t  v iewer  fo r  p ic tu re  f i l es .
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Link QuickTime® button

How to l ink a QuickTime® f i le:

1.  C l i ck  on  the  L ink  QuickT ime ® bu t ton  to  s to re  a  pa th  to  the  f i l e .

2 .  L ink  the  mov ie  f rom a  se rve r  o r  remote  d r i ve  tha t  a l l  S tud io  Su i te  Users  have 

access  to  in  the  same manner.

3 .  Make  sure  the  pa th  to  the  mov ie  f i l e  w i l l  be  ident ica l  f rom any  works ta t ion . 

4 .  Make  sure  the  se rve r  d r i ve  i s  mounted  be fo re  t r y ing  to  open o r  p lay  the  a t tached 

mov ie .

Link Proxy/URL button

Cl ick  on  the  L ink  Proxy/URL  bu t ton  to  s to re  a  l i nk  to  e i the r  a  p roxy  o r  a  webs i te  address  (new to  S tud io  Su i te 

X ) .   When c l i cked,  the  i con  d isp layed in  the  por ta l  w i l l  l oad  the  webs i te  address  in  a  new w indow/ tab  in  your 

de fau l t  I n te r ne t  b rowser  app l i ca t ion .

FTP button

   

Th is  bu t ton  takes  you  to  the  FTP in te r face ,  a l low ing  you  to  down load a  f i l e  f rom an  FTP serve r  to  a  loca l 

d i rec to ry  on  your  compute r,  wh ich  i s  then  added to  the  At tach  tab  fo r  the  cur ren t  modu le .  Every  ac t ion  any 

user  takes  on  an  FTP serve r  i s  logged and ac t ions  invo lv ing  a  par t i cu la r  f i l e  a re  added to  i t s  FTP Status  f i e ld 

in  b lue  tex t .  When the  down load i s  comple te ,  you  a re  g i ven  the  opt ion  to  add th i s  down load as  a  l i ne  i tem in 

a  Pro jec t .  Use  the  QuickLog  modu le  to  p ick  the  spec i f i c  P ro jec t  you  want  to  add i t  to .

FTP Upload  button

 

  

Th is  bu t ton  appears  in  each  por ta l  row fo r  an  a t tachment  tha t  i s  e l ig ib le  to  be  up loaded to  an  FTP s i te . 

Cur ren t l y,  on l y  f i l es  tha t  a re  l i nked us ing  the  Embed/L ink  F i l e  bu t ton  a re  ab le  to  be  up loaded.  Fo lders , 

Sounds ,  P ic tu res ,  Qu ickT ime f i l es ,  and o f  course  URLS a re  not  up loadab le  (un less  f i l es  a re  a t tached us ing 

the  F i l e  bu t ton ) .

C l i ck  th i s  bu t ton  to  b r ing  up  a  sma l l  FTP in te r face  wh ich  you  can  use  to  connect  to  a  se rve r  and up load the 

f i l e .  Once  comple ted ,  you  w i l l  be  g i ven  the  opt ion  o f  add ing  the  up load as  a  l i ne  i tem on  a  Project .  The 

t rans fe r  w i l l  be  logged w i th in  the  A t tach  record .  Mu l t ip le  t rans fe rs  a re  s to red  w i th  the  most  recent  i t em on 

top .  Hover  over  the  log  to  d isp lay  a l l  t rans fe rs .

For  more  in -depth  in fo rmat ion  on  the  FTP  modu le ,  i nc lud ing  add ing  se rve rs  to  your  favor i tes  l i s t ,  se t t i ng 

ra tes ,  e tc ,  see  the  FTP  chapte r  o f  th i s  manua l .

Th is  covers  a l l  o f  the  bas ics  o f  the  At tach  &  FTP  tab .
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The Audi t  Log  modu le  w i l l  be  f i n i shed in  the  nex t  ve rs ion  o f  the  manua l .
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The Barcodes  modu le  genera tes  and pr in ts  sheets  o f  ba rcode numbers  and labe ls  fo r  t rack ing  used med ia 

in  the  Library  modu le  and equ ipment  in  the  Equipment  modu le .  The  idea l  way  to  use  the  Barcodes  modu le 

i s  to  p r in t  a  few sheets  o f  the  equ ipment  barcode labe ls  and the  med ia  barcode labe ls  to  have  on  hand.

In this chapter you wil l  read about:
• 	 Suggest ions  fo r  p r in t ing  Barcode labe ls

• 	 How to  p r in t  a  l abe l

Suggestions for printing Barcode labels:

1.  When you  add an  i tem to  your  Library  modu le ,  you  wou ld  app ly  a  med ia  barcode 

labe l . 

2 .  Then ,  en te r  th i s  number  in to  the  Barcode #  f i e ld  on  the  Deta i l  tab  o f  the  Library 

modu le ,  l i nk ing  the  number  to  tha t  med ia  asse t . 

OR

1.  App ly  an  equ ipment  barcode labe l  on  a  new or  ex is t ing  p iece  o f  equ ipment . 

2 .  En te r  th i s  number  in to  the  Barcode #  f i e ld  on  the  Deta i l  tab  o f  the  Equipment 

modu le .
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Barcode Font 
Prev ious  ve rs ions  o f  S tud io  Su i te  genera ted  barcodes  w i th  a  se r ies  o f  dashes  and spaces .  Th is  ve rs ion  uses 

an  ac tua l  Barcode fon t . 

Detai l  tab
The Deta i l  tab  o f  the  Barcodes  modu le  p r in ts  two k inds  o f  l abe ls :

• 	 Media  Tracking -  th i s  p r in ts  Med ia  barcodes  (wh ich  you  w i l l  pu t  on  med ia ,  tapes  and d isks 

in  your  l i b ra ry ) 

• 	 Equipment  Tracking -  th i s  p r in ts  Equ ipment  barcodes  (wh ich  you  w i l l  pu t  on  your 

equ ipment  invento ry ) . 

Th is  tab  p rov ides  th ree  d i f f e ren t  cho ices  fo r  l abe l  s i zes : 

• 	 Avery 	#5267	 (1 /2” 	x 	2” ) 	 fo r 	80 	 labe ls 	per 	page

• 	 Avery 	#8160	 (1” 	x 	2-5/8” ) 	 fo r 	30 	 labe ls 	per 	page .

• 	 Dymo	 (1 /2” 	x 	2” ) 	 fo r 	76 	 labe ls 	per 	page .

How to print a label:

1.  A t  the  top  o f  the  v iew,  ( i f  des i red )  add your  company  name in to  the  f i e ld 

p rov ided.  Se lec t  f rom the  d rop-down l i s t  o f  compan ies  ava i l ab le  in  the  sys tem. 

The   company  name w i l l  be  added to  the  bot tom o f  a l l  l abe l i ng .

2 .  I f  you  a re  a l ready  us ing  a  barcode number ing  sys tem,  en te r  the  nex t  number  in 

sequence  as  the  Start  # ,  o r  use  whatever  number  you  l i ke .   ( I t  i s  recommended 

tha t  you  p re face  the  number  w i th  a  l e t te r  i n  the  Pref ix  f i e ld ;  pe rhaps  “M-”  fo r 

med ia  and “E-”  fo r  equ ipment ) . 

3 .  I f  you  w ish ,  en te r  the  med ia  barcode Suff ix .

4 .  Each  barcode type  has  a  Maximum Number  of  Characters  i t  can  d isp lay.  You 

can  change the  number  o f  Fixed Characters  ( up  to  th i s  max imum) .

5 .  C l i ck  the  appropr ia te  p r in t  bu t ton  fo r  the  t ype  and s i ze  o f  l abe ls  you  want . 

6 .  A  p rev iew o f  tha t  l ayout  w i l l  appear  on-screen .  C l i ck  the  Cont inue  but ton  to 

p r in t .  ( I f  you  c l i ck  the  Cance l  bu t ton  a t  th i s  p rev iew screen ,  i t  w i l l  s top  th i s  p r in t 

sc r ip t ) . 

7 .  C l i ck  the  Return  to  Barcodes  tab  bu t ton  to  re tu r n  to  the  ma in  Barcodes  tab . ) 

8 .  I f  the  l abe ls  p r in ted  cor rec t l y,  c l i ck  the  red  Main  Menu but ton  to  ge t  to  o ther 

modu les .

9 .  I f  you  make an  e r ro r  i n  p r in t ing ,  c l i ck  the  appropr ia te  Repr in t  but ton  to  p r in t  the 

l abe ls  aga in  w i th  the  same Start  # . 

10 .  To  re tu rn  to  the  ma in  Barcodes  tab ,  c l i ck  on  the  Return  to  Barcodes  tab  bu t ton .

Stud io  Su i te  w i l l  au tomat ica l l y  ca lcu la te  a  new Start  #  fo r  the  nex t  sequence  o f  l abe ls  you  may  pr in t  l a te r.  I t 

w i l l  add 30  new,  sequent ia l  numbers  to  the  30  per  page  Avery  l ayout ,  o r  76  new,  sequent ia l  numbers  fo r  the 

76  per  page  Dymo layout .  You may  want  to  have  severa l  sheets  o f  l abe ls  p re-pr in ted  and ava i l ab le  fo r  new 
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media  and equ ipment  tha t  comes in to  your  fac i l i t y.

NOTE:  Because a l l  p r in te rs  requ i re  a  s l ight l y  d i f fe rent  layout ,  per fo rm a  tes t  p r in t  on  p la in  paper 

before  inser t ing  and pr in t ing  to  labe ls .  Th is  w i l l  ensure  the  tex t  l ines  up proper ly  on  the  layout . 

Do th is  one t ime on ly  fo r  the  s ty le  o f  l abe l  you a re  us ing ,  and you a re  f in ished.  The cor respond ing 

number  w i l l  p r in t  be low the  barcode so  you can re fe rence i t  v i sua l l y.

Printer Types
I t  i s  bes t  to  use  a  l ase r  p r in te r  to  p r in t  the  barcode labe ls  s ince  most  ink  j e t  p r in te rs  a re  more  l i ke l y  to 

smear,  and have  a  lower  reso lu t ion .  They  a l so  tend to  fuzz  the  bars  together,  mak ing  them unreadab le 

to  a  barcode reader.

General
Barcode readers  a re  bas ica l l y  send ing  the  same s igna l  as  a  keyboard  and a re  genera l l y  connected  to 

your  keyboard  bus  o r  p lugged w i th in  the  keyboard  cha in .  Many  barcode readers  have  adapte rs  to  work 

on  e i the r  Mac in tosh  o r  W indows,  bu t  be  ce r ta in  i t  i s  compat ib le  w i th  your  compute r  sys tem.

Th is  covers  a l l  o f  the  bas ics  o f  the  Barcodes  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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In this chapter you wil l  read about how to:

• 	 Create  a  new Budget

The  Budgets  modu le  was  new in  S tud io  Su i te  9 ,  and i s  a  revo lu t ionary  new concept  in  Budget ing ,  tha t 

ma in ta ins  a  s imp le ,  f l a t  “Exce l ”  s ty le  budget  spreadsheet ,  bu t  connects  each  l i ne  i tem to  Actua l  Events 

schedu led  w i th in  a  Pro jec t  o r  P roduct ion .  Th is  so l ves  a  ma jo r  l im i ta t ion  o f  f l a t  Exce l  f i l e  budgets ,  wh ich  cou ld 

never  summar i ze  the  ac tua l  schedu led  events  as  they  occur,  and compare  them to  the  o r ig ina l  f l a t  budget .

S im i la r  to  common budget  fo rms,  the re  a re  co lumns fo r  “Budget ”  and “Actua l ” .  A t  the  top  o f  each  however 

i s  a  se t  o f  bu t tons  tha t  l e ts  you  de te rm ine  whether  the  numbers  showing  a re  “ loca l ”  (mean ing  tha t  you  can 

en te r  va lues  wh ich  a re  he ld  loca l l y ) ,  o r  whether  they  show summar ies  o f  ac tua l  Event / I tems f rom e i the r  a 

S tud io  Su i te  Pro jec t  o r  a l l  o f  the  Events  on  an  en t i re  Product ion  ( see  the  Product ions  chapte r  fo r  more  about 

the  d i f f e rence  be tween a  Pro jec t  and a  Product ion ) .  Th is  g i ves  you  an  ex t raord ina ry  amount  o f  pe rspect i ve 

in  see ing  how your  budget  i s  rea l l y  shap ing  up  aga ins t  rea l  schedu led  events . 

The  key  l i es  in  the  Budget  Code  f i e ld  assoc ia ted  w i th  each  l i ne  in  the  Budget .  These  can  be  synchron ized 

w i th  a  s im i l a r l y  named f i e ld  in  the  Rates  modu le ,  wh ich  l i nks  a  Rate  to  a  Budget  Code.  Th is  Budget  Code 

f lows th rough to  every  Event  tha t  uses  the  Rate ,  a l low ing  Events  w i th  Budget  Codes  to  be  summar i zed  w i th in 

Budgets  v ia  tha t  Budget  code.  Th is  fu r the r  a l lows the re  to  be  many  Events  in  one  Product ion  o r  P ro jec t  to 

have  the  same code,  ye t  s t i l l  appear  summar i zed  on  Budgets  on  a  s ing le  l i ne .

What ’s  d i f f e ren t  about  a  budget  bu i l t  i n  the  Budgets  modu le ,  and one  bu i l t  i n  the  Projects  modu le ,  i s 

tha t  they  have  essent ia l l y  d i f f e ren t  purposes .  The  Project  modu le ’s  p r imary  func t ion  i s  to  assemble  and 

t rack  ac tua l  schedu les  ( spec i f i c  resources  a t  spec i f i c  da tes  and t imes )  and the  assoc ia ted  cos ts .  F rom th is 
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perspect i ve ,  one  type  o f  work ,  say  “ed i t i ng” ,  can  span mu l t ip le  days  ac ross  mu l t ip le  resources .  Because 

you  need to  t rack  many  o ther  de ta i l s  pe r  day  ( rooms,  peop le ,  s ta r t /s top  t imes ,  b reaks ,  ra tes ,  med ia  asse ts , 

ac t ions ,  s ta tus ,  tasks ,  no tes  e tc ) ,  you  wou ld  want  to  c rea te  one  Event  record  per  day.  Th is  resu l t s  i n 

poten t ia l l y  many  l i ne  i tems fo r  one  type  o f  work ,  the  de ta i l  o f  wh ich  wou ld  be  overk i l l  i n  a  Budget ,  where 

the  top ic  o f  “Ed i t i ng”  wou ld  ex is t  as  a  s ing le  l i ne  i tem.  The  in tegra t ion  be tween the  Stud io  Su i te  Budget 

and Projects  modu les  i s  what  a l lows you  to  manage s imp le / f l a t  budgets  and the  complex i t y  o f  what  rea l l y 

happens ,  f rom both  perspect i ves .

The  Budget  modu le  can  be  used “s imp ly ”  as  a  t rad i t iona l  f l a t  f i l e  budget  (and many  o f  you  may  use  i t  i n  j us t 

th i s  s imp le  fash ion ,  v iew ing  Loca l  va lues  on ly ) ,  bu t  i t ’s  rea l  power  comes when you  ge t  your  Rates  se tup  to 

f low Budget  Codes  th ru  to  Pro jec t  Events ,  wh ich  can  then  show up summar i zed  w i th in  Budgets .

Desp i te  what  was  jus t  wr i t ten  above ,  we’ re  go ing  to  fo rgo  the  “ in tegra ted”  approach a t  f i r s t ,  and jus t  ta l k ing 

about  c rea t ing  a  s imp le  budget  f i r s t .

List tab
Coming soon

Detai l  tab :  Creating a New Budget
Stud io  Su i te  comes w i th  severa l  t yp ica l  budget  fo rmats  as  opt ions  (A ICP S imp le ,  A ICP Advanced,  and 

Record ing  Budget ) . 

How to create a new Budget:

1.  On the  Deta i l  tab ,  i n  the  f i e ld  jus t  be low the  b lack  and g reen  New  bu t ton ,  you  can 

se lec t  the  budget  fo rmat  t ype  fo r  what  your  do ing ,  then  c l i ck  the  New  bu t ton .  Th is 

w i l l  c rea te  a  new Budget  w i th  appropr ia te  L ine  I tems fo r  the  t ype  o f  Budget  you 

se lec ted . 

2 .  To  keep i t  s imp le  fo r  now,  l eave  the  Product ion  and  Project  f i e lds  empty,  bu t  go 

ahead and en te r  i n  the  ID  o f  a  par t i cu la r  C l i en t  i f  you  know one .  You’ l l  see  the i r 

Address,  Phones,  and  Emai l  appear.  Name th i s  budget  in  the  Budget  Name  f i e ld , 

and add any  Comments .

3.  Se lec t  the  i tems to  be  Booked in  the  Calendar  modu le ,  then  c l i ck  on  the  Book 

Pro jec t  bu t ton ,  then  se lec t  New Pro jec t ,  wh ich  takes  you  to  the  New Project  Entry 

sc reen  o f  the  Projects  modu le .

4 .  You can  a lso  c rea te  a  new pro jec t  d i rec t l y  w i th in  the  Projects  modu le  by  c l i ck ing 

the  New but ton  in  the  Funct ion  Bar ,  wh ich  takes  you  to  the  New Project  Entry 

sc reen .

Line Item tab
Coming soon
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Attach & FTP tab
Coming soon

Defaults tab
Coming soon

Th is  covers  a l l  o f  the  bas ics  o f  the  Budgets  modu le  in  S tud io  Su i te .  
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The Calendar  modu le  i s  used to  v iew,  book ,  and ed i t  sess ions .  You can  a lso  t rack  Tasks  and  misce l l aneous 

events  such  as  meet ings ,  b i r thdays ,  e tc . 

The  Calendar  modu le  i s  a l so  the  on ly  modu le  tha t  can  s tay  “open”  cont inuous ly  w i th in  i t s  own w indow. 

Based on  a  p re fe rence  in  your  User  Account ,  i t  can  rema in  on  your  desk top wh i l e  you  work  in  o ther  a reas 

o f  S tud io  Su i te .

In this chapter you wil l  read about how to:
• 	 Nav iga te  in  the  Ca lendar

• 	 Nav iga te  in  the  Trad i t iona l  Month  v iew

• 	 Nav iga te  in  the  Trad i t iona l  Week  v iew

• 	 Drag i tems in  your  Ca lendar

• 	 Drag and drop in  L inear  v iew

• 	 Book a  Pro jec t  i n  L inear  Week v iew

• 	 Ass ign  a  c l i en t  to  a  Pro jec t

• 	 Add add i t iona l  peop le  to  a  Pro jec t

• 	 Book a  Pro jec t  i n  L Inear  Month  v iew

• 	 Book a  Pro jec t  i n  L inear  Day  v iew

• 	 Book a  Pro jec t  i n  T ime l ine  Day  v iew

• 	 Book S imp le  Events  in  the  L inear  v iews

• 	 Book a  Pro jec t  i n  Trad i t iona l  v iew

• 	 Change the  Auto- f i l l  t imes

• 	 Choose a  p rese t

• 	 Use the  bookab le  i tems ca tegory  f i l t e r
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• 	 Create  a  New i tem /  Ed i t  i t em

• 	 Use ‘A lso  book ’

• 	 Make a  Bookab le  I tem a  Ca lendar  Resource

• 	 Bu i ld  a  Paren t /Ch i ld  re la t ionsh ip

• 	 Expand/Co l l apse  the  Paren t /Ch i ld  v iew

• 	 Conf igu re  a  p rese t

• 	 Save  Ca lendar  resources  as  a  new prese t

• 	 Manage v ia  the  v iew prese ts  bu t ton

• 	 Customize  the  co lo r  and mean ings  fo r  event  s ta tuses

• 	 Def ine  ca tegor ies  fo r  i nvo ices  and Qu ickBooks

There  a re  th ree  types  o f  ca lendar  v iews;  Tradi t ional ,  L inear ,  and Timel ine . 

Tradi t ional  v i ews look  l i ke  a  t rad i t iona l  ca lendar.  Linear  v i ews resemble  a  g r id  o r  g raph,  showing  t ime 

across  the  top  and bookab le  i tems (Rooms ,  Equipment ,  People ,  Media ,  Misc . )  down the  le f t  s ide .  The 

Timel ine  v i ew represents  a  cont inuous  hor i zon ta l  t ime v iew,  tha t  can  zoom in  and out ,  and drag  fo rward  and 

backward .

The  Tradi t ional ,  L inear ,  and  Timel ine   v i ews a re  v i s ib le  by  the  Month ,  Week ,  and  Day ,  g i v ing  you  n ine 

d i f f e ren t  perspect i ves  to  v iew book ing  ac t i v i t y.

Navigation in the Calendar module
Nav iga t ion  th roughout  the  Ca lendar  modu le  i s  accompl i shed f rom two p laces .  F i r s t ,  you  can  nav iga te  the 

n ine  d i f f e ren t  v iews f rom the  but tons  in  the  upper  l e f t  co rner  ( see  the  fo l low ing  example  sc reens  o f  each 

v iew) ,  o r  you  can  use  the  too ls  above  the  da te  fo r  mov ing  w i th in  each  v iew.

Navigation buttons

I n  the  upper  l e f t  co rner  o f  a l l  Calendar  screens  you  w i l l  no t ice  but tons  fo r  se lec t ing  e i the r  a  Month , 

Week or  Day  v i ew fo r  the  Tradi t ional ,  Linear ,  o r  Timel ine  v i ews.   These  but tons  a l low you  to  jump 

between a l l  v i ews w i th  one  c l i ck .
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Timeline views (Overview )

Timel ine  v i ews a re  an  updated  ve rs ion  o f  the  Linear  v i ew.  Timel ine  a l l ows fo r  g rea te r  f l ex ib i l i t y  o f  ed i t i ng 

events  by  s l id ing  and eas i l y  copy ing  comple te  event  i t ems th roughout  the  v iew.

Timeline Month   

Timeline Week

Timeline Day
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Timeline views  

The Timel ine  v i ews show how a  spec i f i c  i t em or  person  i s  schedu led  over  a  per iod  o f  cont inuous  t ime.   A 

zoom-ab le  t ime range  i s  ac ross  the  top  and resources  (Rooms ,  Equipment ,  People ,  Media ,  e tc . )  a re  in 

rows down the  le f t  s ide  co lumn.  Th is  enab les  you  to  see  how a  par t i cu la r  i t em i s  a l loca ted  th roughout  the 

course  o f  the  cur ren t l y  zoomed d isp lay  range .  By  sc ro l l i ng  down,  you  see  a  v i r tua l l y  un l im i ted  number  o f 

i t ems.

There  i s  an  impor tan t  aspect  to  unders tand about  how the  Timel ine  v i ew works .  When i t  d raws,  i t  l oads  a 

l im i ted ,  user-de f ined  range  o f  da ta .  The  de fau l t  se t t i ng  fo r  th i s  to  load  7  days  p r io r  and 45  days  a f te r  to  the 

cur ren t  da te .  Th is  i s  to  m in im ize  the  amount  o f  t ime i t  takes  to  load ,  because  load ing  the  essent ia l l y  i n f i n i te 

number  o f  events  in  a l l  o f  t ime (pas t ,  p resent ,  and fu tu re )  wou ld  take  awh i l e ! 

W i th in  the  Load  range ,  i t  w i l l  Zoom  to  a  sma l le r  de f ined  v iew ing  range ,  de fau l ted  to  1  day  p r io r  and 5  days 

a f te r  the  cur ren t  da te .  A f te r  the  in i t i a l  d raw,  you  can  zoom and drag-scro l l  to  a  d i f f e ren t  range  as  needed 

(w i th in  the  in i t i a l  Load  range ) .  I f  you  need work  w i th  da tes  ou ts ide  the  in i t i a l  Load  range ,  use  the  too ls  above 

the  da te  to  se lec t  o r  sc ro l l  to  a  d i f f e ren t  range . 

You can  ad jus t  the  de fau l t  Load  and  Zoom  range  in  the  Calendar  se t t i ngs  a rea  by  c l i ck ing  the  Set t ings 

but ton .  More  on  th i s  l a te r,  bu t  keep in  m ind  tha t  the  number  o f  resources  you  a re  v iew ing  and the  s i ze  o f 

the  Load  range  w i l l  a f fec t  the  speed o f  the  d raw.  You w i l l  want  to  f i nd  a  ba lance  be tween Load  range ,  the 

number  o f  resources  you  a re  v iew ing ,  and an  acceptab le  amount  o f  t ime fo r  the  Timel ine  to  d raw.

Timeline I tem /  Project  view selector 
Be low the  red  da te  range  d isp lay  in  the  Timel ine  v i ew i s  the  I tem /  Project  v i ew se lec to r.  The  de fau l t 

v iew i s  “ I tems ” ,  wh ich  shows how your  resources  a re  a l loca ted  over  t ime.  By  c l i ck ing  the  Pro jec t  bu t ton , 

the  Timel ine  w i l l  redraw showing  a  l i s t  o f  Projects  (w i th in  the  Load  range )  on  the  le f t  s ide  ( i ns tead o f 

I tems ) ,  w i th  a  t ime l ine  o f  events  w i th in  each  Project  i nd ica ted  in  the  body  o f  the  Calendar .  Note  tha t 

because  in  th i s  v iew many  events  can  be  laye red  on  top  o f  o thers ,  i nd i v idua l  events  a re  no t  ed i tab le .
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Timeline v iew features

• 	 C l i ck 	and	drag 	w i th in 	the 	t ime l ine 	to 	move 	fo rward 	o r 	backward 	 in 	t ime.	

• 	 To 	 zoom	 in , 	 c l i ck 	 in 	 the 	 header 	 o f 	 the 	 t ime l ine . 	 	 C l i ck 	 aga in 	 to 	 zoom	

f u r the r.

• 	 To 	 zoom	 out , 	 	 Sh i f t+C l ick 	 in 	 the 	 header. 	 Sh i f t+C l ick 	 aga in 	 to 	 zoom	

f u r the r.

• 	 C l i ck 	w i th in 	a 	Month ,  Week ,  o r  Day  shown in  the  header  (ex .  September, 

W32,  o r  Wed,  Sept .  9 ,  09 )  to  zoom you to  tha t  range .

• 	 When	 you 	 in i t i a l l y 	 c l i ck 	 on 	 a 	 spec i f i c 	 da te 	 in 	 the 	 t ime l ine 	 header, 	 i t 	w i l l	

zoom to  your  de fau l t  Day Zoom  p re fe rence ,  wh ich  you  can  ad jus t  i n 

Calendar  Se t t ings .

• 	 To 	 ad jus t 	 the 	 s ta r t 	 t ime	 o f 	 an 	 event , 	 c l i ck 	 on 	 the 	 beg inn ing 	 o f 	 the	

h igh l igh ted  event  and drag  un t i l  the  s ta r t  t ime i s  where  you  need i t  to 

be .  To  ad jus t  the  End T ime ,  c l i ck  and drag  the  end o f  the  h igh l igh ted 

a rea .  To  s l ide  the  event  fo rward  o r  backward ,  c l i ck  in  the  m idd le  o f  the 

event  and drag .  You w i l l  see  tha t  the  exact  Start  T ime  and  End T imes 

a re  ind ica ted  in  the  ye l low ro l love r  as  you  d rag .

• 	 To 	 reass ign 	an 	event 	 f rom	one 	 resource 	 to 	another, 	s imp ly 	d rag 	 i t 	up 	o r	

down to  a  d i f f e ren t  resource .

• 	 To 	 dup l i ca te 	 an 	 event 	 to 	 a 	 d i f f e ren t 	 resource , 	 Opt ion-Drag 	 (Mac ) 	 o r	

Cont ro l -Drag  (PC)  the  event  to  the  new resource .

• 	 C l i ck 	 a 	 h igh l igh ted 	 event 	 to 	 open	 the 	Edi t  Event  w indow,  a l low ing  you 

to  v iew and ed i t  de ta i l s .

• 	 Sh i f t+C l ick 	on 	the 	event 	schedu led 	to 	ge t 	 to 	the 	Projects  modu le .   You 

w i l l  see  the  Project  and  a l l  events  re la ted  to  the  h igh l igh ted  event  you 

se lec ted .

• 	 Conf l i c ts 	a re 	 ind ica ted 	by 	a 	 red 	out l i ne 	on 	 the 	event 	h igh l igh t .

Timeline: Month, Week, and Day views 
These  a re  a l l  essent ia l l y  the  same v iew,  zoomed to  a  par t i cu la r  range .  W i th in  each  o f  these  v iews,  the re 

i s  a l so  zoom in  /  zoom out  bu t ton  to  the  le f t  and r igh t  o f  the  Month ,  Week ,  and  Day  bu t tons . 

Th is  comple tes  the  uses  and nav iga t ion  o f  the  Timel ine  v i ews in  the  Calendar  modu le .  Nex t ,  we  w i l l 

cover  the  uses  and nav iga t ion  o f  the  Dai ly  Notes  v i ew.
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Linear views (Overview )

Whi le  Tradi t ional  v i ews a re  des igned to  look  l i ke  common ca lendars ,  they  a re  no t  the  bes t  way  to  see  how 

a  spec i f i c  i t em or  person  i s  schedu led  over  a  per iod  o f  t ime.  The  Linear  v iews so lve  th i s  p rob lem.

Linear Month

Linear Week

Linear Day
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Linear v iews
The Linear  v i ews show how a  spec i f i c  i t em or  person  i s  schedu led  over  a  per iod  o f  t ime.  T ime i s  ac ross  the 

top  (Days  o r  Hours )  and  i tems (Rooms ,  Equipment ,  People ,  Media ,  e tc . )  a re  in  rows down the  le f t  s ide 

co lumn.  Th is  enab les  you  to  see  how a  par t i cu la r  i t em i s  a l loca ted  th roughout  the  course  o f  a  Day ,  Week  o r 

Month .  By  sc ro l l i ng  down,  you  see  a  number  o f  i t ems.  Keep in  m ind  tha t  the  number  o f  resources  you  have 

showing  a f fec ts  the  speed a t  wh ich  the  ca lendar  w i l l  d raw.

Linear Month  v iew 
The Linear  Month  v i ew shows you  every th ing  booked fo r  a  par t i cu la r  month  in  a  sc ro l l i ng  l i s t  o f  de ta i l ed 

in fo rmat ion .  In  the  Linear  Month  v i ew,  the  weekdays  and dates  d isp layed across  the  top  o f  th i s  v iew a re 

a l so  but tons  wh ich  w i l l  t ake  you  to  tha t  day  in  the  L inear  Day  v i ew. 

Linear Month view Tips

• 	 Cl ick  on  any  da te  d isp layed across  the  top  and i t  w i l l  t ake  you  to  tha t 

day  in  Linear  Day  v i ew.

• 	 Cl ick  the  Blue  Bar  a t  the  bot tom o f  each  h igh l igh ted  event  to  open the 

Edi t  Event  w indow,  a l low ing  you  to  v iew and ed i t  de ta i l s .

• 	 Sh i f t+C l ick  on  the  Blue  Bar  a t  the  bot tom o f  each  h igh l igh ted  event  w i l l 

t ake  you  to  the  Projects  modu le ,  showing  the  Project  and  a l l  Events 

re la ted  to  the  h igh l igh ted  event  you  se lec ted .

Linear Week  v iew
The Linear  Week  v i ew shows you  every th ing  booked fo r  a  par t i cu la r  week  in  a  sc ro l l i ng  l i s t  o f  de ta i l ed 

in fo rmat ion .  The  weekdays  and dates  d isp layed across  the  top  o f  th i s  v iew a re  a l so  but tons  wh ich  w i l l 

t ake  you  to  tha t  day  in  the  Linear  Day  v i ew. 

Linear Week view Tips

• 	 Cl ick  on  any  da te  d isp layed across  the  top  and i t  w i l l  t ake  you  to  tha t 

day  in  Linear  Day  v i ew.

• 	 Cl ick  the  h igh l igh ted  Event  to  open the  Edi t  Event  w indow,  a l low ing 

you  to  v iew and ed i t  de ta i l s .

• 	 Sh i f t+C l ick  on  the  h igh l igh ted  event  w i l l  t ake  you  to  the  Projects 

modu le ,  showing  the  Project  and  a l l  events  re la ted  to  the  h igh l igh ted 

event  you  c l i cked.

Linear view :  Drag and drop
As exp la ined in  Tradi t ional  v i ew (ea r l i e r )  the  Calendar  modu le  g i ves  you  the  opt ion  o f  d ragg ing  i tems 

f rom one  a rea  (day )  o f  the  ca lendar  to  another,  o r  f rom one  resource  to  another.  Th is  on ly  app l i es  to 

Month  and  Week Calendar  v i ews.
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How to drag and drop in Linear view:

1.  In  the  Linear  Month v iew                 and  Week  v i ew,       

      you  w i l l  no t ice  a  g ray  “hand le”  i con   a t  the  top  o f  each  i tem in  your  Calendar .  

2 .  In  the  Linear  Week  and  Day  v i ews,  c l i ck-ho ld  and drag  th i s  g ray  i con  to  another 

resource  o r  day  in  the  ca lendar,  re leas ing  i t  on  the  red  ‘ ta rge t ’  i con  in  the  bot tom 

r igh t  hand corner. 

3 .  In  the  Linear  Month  v i ew,  c l i ck  +  ho ld  and drag  th i s  g ray  i con  to  another  day  in 

the  ca lendar,  re leas ing  i t  on  the  bot tom por t ion  o f  the  day.

4 .  I f  the  p ro jec t  has  more  than  one  event  on  the  same (o r ig ina l )  day,  the  Mult ip le 

Event  Handler  window w i l l  appear,  say ing :  ‘Th is  Pro jec t  has  mu l t ip le  i t ems 

schedu led  on  th i s  day ’ .   I t  w i l l  l i s t  each  i tem,  then  p resent  you  w i th  the  opt ions 

‘Yes ’  (moves  a l l  se lec ted  events )  o r  ‘No’  (moves  the  s ing le  event  you  d ragged ) . 

You can  a lso  spec i f y  wh ich  i tems w i l l  be  moved to  match  by  se lec t ing/dese lec t ing 

the  check  boxes  fo r  the  appropr ia te  i tem(s ) .

Linear Day view
The Linear  Day  v i ew shows you  every th ing  booked fo r  a  par t i cu la r  day  in  a  sc ro l l i ng  l i s t  o f  de ta i l ed 

in fo rmat ion .

There  a re  ac tua l l y  two ve rs ions  o f  the  Linear  Day  v i ew se lec tab le  by  the  16 h r  and  24 h r  bu t tons  jus t 

be low the  n ine  v iew but tons .

• 	 24 h r  bu t ton :  shows inc rements  o f  a l l  24  hours  in  the  day.

• 	 16 h r  bu t ton :  shows inc rements  o f  16  hours  zoomed to  8  a .m.  to  12  M idn igh t .

In  both  cases ,  the  h igh l igh ts  a re  compr ised  o f  sma l l  ve r t i ca l  ba rs ,  each  represent ing  15  m inu tes  ( the 

sma l les t  bookab le  t ime un i t  ava i l ab le  in  th i s  v iew) .

In  the  Linear  Day  v i ew,  each  event  has  i t s  own row. 

Linear Day view Tips

• 	 When	 an 	 i tem	 has 	 more 	 than 	 one 	 book ing 	 on 	 a 	 day, 	 the re 	 w i l l 	 be 	 a	

separa te  row and separa te  Go To  bu t ton  fo r  each  event  fo r  tha t  i t em.

• 	 C l i ck 	 the 	Go To  bu t ton  to  take  you  to  the  Events  modu le  to  v iew and 

ed i t  a l l  the  de ta i l s  o f  tha t  h igh l igh ted  event . 

• 	 Sh i f t+C l ick 	 the 	 Go To  bu t ton  to  take  you  to  the  Projects  modu le , 

showing  the  Project  and  a l l  events  re la ted  to  the  h igh l igh ted  l i ne  i tem 

you  c l i cked. 

Th is  comple tes  the  uses  and nav iga t ion  o f  the  Linear  v i ews in  the  Calendar  modu le . 
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Tradit ional views (Overview)
The Tradi t ional  Month ,  Tradi t ional  Week ,  and  Tradi t ional  Day  v i ews a re  des igned to  look  l i ke  common 

ca lendars .

Tradit ional Month

Tradit ional Week

Tradit ional Day
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Tradit ional views

Tradit ional Month view
The Tradi t ional  Month  v i ew shows you  every th ing  booked fo r  a  par t i cu la r  month  in  one  sc reen .

How to navigate in Tradit ional Month view:  

• 	 C l i ck 	 the 	 da te 	 in 	 the 	 upper 	 l e f t 	 co rner 	 o f 	 each 	 ca lendar 	 day 	 to 	 go 	 to 	 the	

Tradi t ional  Day  v i ew. 

• 	 C l i ck 	 the 	 h igh l igh ted 	 tex t 	 w i th in 	 a 	 par t i cu la r 	 Day  to  open the  Edi t  Event 

w indow.  You can  v iew and ed i t  the  ma in  de ta i l s  o f  tha t  event .  When you  a re 

f i n i shed,  c l i ck  Save  Changes  to  re tu r n  to  the  Calendar .

• 	 Sh i f t+C l ick 	on 	the 	h igh l igh ted 	i tem	to 	go 	to 	the 	Projects  modu le .   I n  Projects , 

a l l  events  a re  re la ted  to  the  h igh l igh ted  event  you  c l i cked.

NOTE:  fo r  “Cont inuous”  events  ( tha t  span mul t ip le  days ) ,  the  s ta r t  and end t imes  ind icated in 

Tradi t ional  v iews wi l l  re f lec t  the  Event ’s  s ta r t  t ime and end t ime,  not  necessar i l y  the  s ta r t  and 

end t ime on that  g iven  day.

Tradit ional Week view
The Tradi t ional  Week  v i ew shows you  every th ing  booked fo r  a  par t i cu la r  week  in  one  sc reen .

How to navigate in the Tradit ional Week view:

• 	 C l i ck 	 the 	 da te 	 in 	 the 	 upper 	 l e f t 	 co rner 	 o f 	 each 	 ca lendar 	 day 	 to 	 go 	 to 	 the	

Tradi t ional  Day  v i ew. 

• 	 C l i ck 	on 	an 	event 	w i th in 	a 	par t i cu la r 	Day  to  open the  Edi t  Event  w indow.  You 

can  v iew and ed i t  the  ma in  de ta i l s  o f  tha t  event .  When you  a re  f i n i shed,  c l i ck 

Save  Changes  to  save  your  changes  o r  Cance l  to  re tu r n  to  the  Calendar .

• 	 Sh i f t+C l ick 	an 	event 	to 	go 	to 	the 	Projects  modu le ,  showing  the  en t i re  Project 

and  a l l  events  re la ted  to  the  one  tha t  you  c l i cked.

NOTE:  fo r  “Cont inuous”  events  ( tha t  span mul t ip le  days ) ,  the  s ta r t  and end t imes  ind icated in 

Tradi t ional  v iews wi l l  re f lec t  the  Event ’s  s ta r t  t ime and end t ime,  not  necessar i l y  the  s ta r t  and 

end t ime on that  g iven  day.

Tradit ional View :  Drag and drop
The Calendar  modu le  g i ves  you  the  opt ion  o f  d ragg ing  i tems f rom one  a rea  (Day )  o f  the  ca lendar  to 

another.  Th is  on ly  app l i es  to  Month  and  Week  Calendar  v i ews.
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How to drag items in your Calendar:

1.  In  the  Tradi t ional  Month  v i ew,  you  w i l l  no t ice  a  g ray  “hand le”  to  the  r igh t  o f 

each  i tem in  your  Calendar .  

2 .  In  the  Tradi t ional  Week  v i ew,  th i s  i con  w i l l  be  d isp layed a t  the  top  o f  each 

event .

3 .  C l i ck  +  ho ld  and drag  th i s  g ray  i con  to  another  day  in  the  Calendar ,  re leas ing  i t 

on  the  red  ‘ ta rge t ’  i con  in  the  upper  r igh t  hand corner.

4 .  I f  the  p ro jec t  has  more  than  one  event  on  same (o r ig ina l )  day,  the  Mult ip le  Event 

Handler  window w i l l  appear,  say ing :  ‘Th is  Pro jec t  has  mu l t ip le  i t ems schedu led 

on  th i s  day ’ .   I t  w i l l  l i s t  each  i tem,  then  p resent  you  w i th  the  opt ions  ‘Yes ’ 

(moves  a l l  se lec ted  events )  o r  ‘No’  (moves  the  s ing le  event  you  d ragged ) .  You 

can  a lso  spec i f y  wh ich  i tems w i l l  be  moved to  match  by  se lec t ing/dese lec t ing 

the  check  boxes  fo r  the  appropr ia te  i tem(s ) .

Tradit ional Day view
The Tradi t ional  Day  v i ew shows you  every th ing  booked fo r  tha t  one  day  in  one  sc reen .

• 	 C l i ck 	on 	the 	h igh l igh ted 	event 	to 	open	the 	Edi t  Event  w indow,  a l low ing  you  to  v iew and 

ed i t  de ta i l s .

• 	 Sh i f t+C l ick 	on 	 the 	h igh l igh ted 	event 	w i l l 	 t ake 	 you 	 to 	 the 	Projects  modu le ,  showing  the 

Project  and  a l l  Events  re la ted  to  the  h igh l igh ted  event  you  se lec ted .

• 	 Note : 	fo r 	“Cont inuous” 	events 	( tha t 	span 	mu l t ip le 	days ) , 	the 	s ta r t 	and	end	t imes 	ind ica ted	

i n  Tradi t ional  v i ews w i l l  re f l ec t  the  Event ’s  s ta r t  t ime and end t ime,  no t  necessar i l y  the 

s ta r t  and end t ime on  tha t  g i ven  day.

Th is  comple tes  the  nav iga t ion  and genera l  use  o f  the  Tradi t ional  v i ews in  the  Calendar  modu le .  Nex t , 

we  w i l l  cover  the  nav iga t ion  and use  o f  the  Linear  v i ews.

Now tha t  you  have  seen  an  overv iew o f  the  n ine  d i f f e ren t  v iews f rom the  Nav iga t ion  bu t tons ,  you  w i l l 

l ea r n  how to  move  w i th in  these  v iews f rom the  too ls  above  the  da te .
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Calendar Navigation
      

The  nav iga t ion  too ls  above  the  da te  appear  a t  the  top  o f  a l l  Calendar  v i ews.

How to navigate in the Calendar:

• 	 C l i ck 	 the 	Ar row  bu t tons  (<    > )  to  move  fo rward  and backward  a  Day ,  Week , 

o r  Month ,  depend ing  upon the  v iew.

• 	 C l i ck 	 the 	 cente r 	 Diamond  bu t ton  (be tween the  a r rows ) .  I t  shows a  pop-up 

Calendar  w indow,  a l low ing  you  to  nav iga te  to  any  da te  ( i n  any  v iew)  ve ry 

qu ick l y.

• 	 Wh i le 	 i n 	 the 	Month  v i ew modes ,  c l i ck  the  Month  name ( i n  wh i te  tex t ,  be low 

the  Ar row  bu t tons )  to  d rop down a  l i s t  o f  months  to  choose  f rom.   C l i ck  on 

the  Year  ( i n  wh i te  tex t ,  be low the  Ar row  bu t tons )  to  d rop down a  l i s t  o f  Years 

f rom wh ich  to  choose . 

• 	 Wh i le 	 i n 	Week  o r  Day  v i ew modes ,  c l i ck  the  wh i te  da te  d isp lay  tex t  to  b r ing 

you  to  the  Current  Week or  Day .

New Feature: Item, Project,  Production Sort Options

Another  g rea t  way  to  cus tomize  your  ca lendar  v iew i s  to  sor t  i t  by  I tem,  Pro jec t  o r 

P roduct ion .   Jus t  c l i ck  an  X  in  the  box  nex t  to  your  so r t ing  p re fe rence .

Now tha t  you  have  lea rned the  bas ic  nav iga t ion  w i th in  the  n ine  v iews o f  the  Calendar  modu le ,  l e t ’s 

d iscuss  them in  g rea te r  de ta i l .  Aga in ,  they  a re  the  Tradi t ional  v i ews by  Month ,  Week ,  and  Day ,  the 

Linear  v i ews by  Month ,  Week ,  and  Day ,  and  Timel ine .  
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Rollovers
By now,  you  may  have  not iced  sma l l  pop-ups  tha t  appear  when you  hover  your  mouse  over  an  i tem in 

the  Calendar .  These  a re  ca l l ed  ro l love rs ,  and they  d isp lay  add i t iona l  de ta i l ed  in fo rmat ion  tha t  wou ldn ’t 

f i t  i n  the  norma l  ca lendar  event  v iew.

Daily Notes 
The Dai ly  Notes  a rea  can  be  used to  record  genera l  no tes  fo r  any  par t i cu la r  day.  These  notes  w i l l  appear 

on  the  Main Menu  Dashboard  a rea  fo r  the  da te  se lec ted  the re .

Tasks
V iewab le  schedu led  tasks  a re  loca ted  on  many  o f  the  Calendar  v i ews.   Tasks  can  be  found a t  the  bot tom 

o f  the  page w i th in  Tradi t ional  Week ,  Tradi t ional  Day ,  Linear  Week ,  Linear  Day ,  Timel ine v iews.  

To  ed i t  any  task ,  c l i ck  on  the  i tem wh ich  w i l l  then  open the  task  in  the  Tasks  Modu le .  In  the  Tasks 

Modu le ,  you  can  a lso  ‘ f i nd  a l l ’  tasks ,  update  the  ‘pe rcentage  o f  comple t ion ’  v iew,  and change the  Task 

‘S ta tus ’ .  

• 	 In 	 the 	Calendar  tasks  v iews,  you  can  add a  task  by  c l i ck ing  the  b lack  and g reen  New 

but ton  above  each  day.

• 	 Tasks  f i l t e r ing  opt ions  a re  ava i l ab le  in  a l l  v i ews.  F i l t e r  tasks  by  two prov ided f i e lds : 

Fi l ter  Tasks  and  Omit .   Fi l ter  Tasks  f rom the  pop-up l i s t  by  those  who have  c rea ted 

known tasks .  Omi t  a l l ows you  to  f i l t e r  tasks  by  omi t t i ng  ce r ta in  ‘ s ta tus ’  tasks  f rom your 

v iew.
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Booking
Now tha t  you  unders tand the  uses  o f  the  d i f f e ren t  v iews,  we can  exp lo re  the  book ing  p rocess  f rom w i th in  the 

Calendar  modu le .  Here ,  the re  a re  two types  o f  book ings :  Projects  and  Simple  Events .

A  Pro jec t  i s  the  most  common type  o f  book ing .  When a  Project  i s  booked,  i t  c rea tes  a  new record  in  the 

Projects  modu le  and a l l  de ta i l s  and ( t yp ica l l y )  mu l t ip le  booked events  a re  nes ted  w i th in  tha t  par t i cu la r 

Project .  Each  event  w i th in  a  Project  t yp ica l l y  has  a  Rate  and  a  Pr ice  and  one  o r  more  invo ices  can  be 

c rea ted  f rom the  Project .  Fu r the r,  a  p ro jec t  must  a lways  have  a  Cl ient .

A  Simple  Event  book ing  i s  a  s tanda lone  event  tha t  has  no  assoc ia ted  Project .  I t  does  not  need to  be 

t racked s ta t i s t i ca l l y  o r  i nvo iced,  and the re  i s  no  c l i en t .  Simple  Event  book ings  wou ld  t yp ica l l y  be  used fo r 

meet ings ,  tours ,  ma in tenance ,  non-sess ion  s ta f f  schedu l ing ,  b i r thdays  o r  ann ive rsa r ies ,  e tc . .

Book buttons     

I n  the  Calendar  modu le ,  Book ing  can  be  per fo rmed in  a l l  o f  the  Tradi t ional ,  Linear  and  Timel ine  v i ews. 

However,  because  in fo rmat ion  i s  d i sp layed d i f f e ren t l y  i n  these  v iews,  the  book ing  p rocesses  a re  s l igh t l y 

d i f f e ren t .  You may  f i nd  tha t  you  p re fe r  one  v iew more  than  the  o ther.   Each  has  i t s  own persona l i t y  and 

one  may  be t te r  su i t  the  na tu re  o f  your  book ings . 

In  o rder  to  book  an  I tem in  the  Calendar  modu le ,  i t  must  be  se t  as  Bookable  and  made “V is ib le ”  f rom 

i t s  respect i ve  modu le .

I f  an  I tem i s  se t  as  Bookable ,  bu t  you  cannot  see  i t  i n  the  Calendar  modu le ,  i t  i s  e i the r  “H idden”  o r 

no t  ass igned to  the  Calendar  Resources.  Th is  p rocess  can  be  comple ted  fo r  I tems  i n  a l l  modu les ,  i n 

one  sc reen ,  o r  a t  one  t ime f rom the  Set t ings  bu t ton  wh ich  w i l l  be  descr ibed la te r  i n  th i s  chapte r  under 

Sett ings .

Le t ’s  s ta r t  by  book ing  a  Project  i n  the  Linear  Week  v i ew.

Linear Week view: Booking a Project
I n  the  Linear  Week  v i ew,  be  su re  the  I tems you  want  to  book  a re  l i s ted  on  the  le f t  s ide  o f  the  sc reen . 

I f  you  need to  make some i tems Bookable  and  “V is ib le ” ,  fo l l ow the  s teps  descr ibed in  the  Sett ings 

por t ion  o f  th i s  chapte r.
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How to book a Project in Linear Week view:

1.  S imp ly  c l i ck  the  book  icon  in  the  upper  r igh t  corner  o f  each  i tem/day  (a  check 

mark  symbo l  appears  to  con f i rm the  se lec t ion ) .  I f  you  need to  se lec t  mu l t ip le 

days  fo r  an  i tem,  c l i ck  an  i tem on  the  f i r s t  day,  then  sh i f t -c l i ck  the  book  icon  on 

the  las t  day.  The  days  in -be tween w i l l  be  se lec ted .  

2 .  When you  have  one  o r  more  i tems se lec ted ,  c l i ck  the  Book Pro jec t  bu t ton  in  the 

top  r igh t  a rea  o f  the  Calendar  v i ew. 

3 .  A  d ia log  appears  ask ing  “Do you  want  to  c rea te  a  New pro jec t ,  o r  add to  an 

ex is t ing  one?”  For  th i s  example ,  c l i ck  New . 

4 .  The  Create  New Project  en t ry  sc reen  w i l l  appear  in  the  Projects  modu le .

5 .  P roceed w i th  f i l l i ng  in  a l l  i n fo rmat ion  (as  descr ibed be low) .

6 .  When you  a re  f i n i shed f i l l i ng  in  the  requ i red  in fo rmat ion  ( ye l low f i e lds ) ,  c l i ck 

the  Next  bu t ton ,  wh ich  w i l l  g i ve  you  the  opt ion  o f  re tun ing  to  Calendar  o r 

p roceed ing  onto  the  new Project .  Fo r  now,  re tu r n  to  the  Calendar  so  c l i ck 

“Ca lendar ” .  The  ca lendar  shou ld  now d isp lay  the  book ings  you  c rea ted .

New Feature :  I tem L ist  (on the Create  New Projects  screen)

A fun  new shor t  cu t  to  added to  the  Crea te  New Pro jec ts  sc reen  i s  the  I tem L is t .   What 

does  th i s  have  to  do  w i th  the  Ca lendar,  you  m ight  be  wonder ing .  

When you  book  a  Pro jec t  f rom the  Ca lendar,  the  Crea te  New Pro jec t  sc reen  pops  up  and 

when i t  does  you ’ l l  see  a  new box  in  the  lower  m idd le  l e f t  o f  the  sc reen  ca l l ed  I tem L is t .  

Th is  i s  a  l i s t  o f  the  i tem se lec t ions  tha t  you  jus t  made in  the  Ca lendar,  ta -da !  

Another  aspect  o f  these  i tems be ing  inc luded on  the  Crea te  New screen  i s  tha t  you  can 

add to  the  l i s t  be fo re  you  c lose  the  sc reen  and they  w i l l  i nher i t  the  same t ime f rame as 

the  f i r s t  i t em on  the  l i s t .
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Al l  views: New Project Entry screen
When you  c rea te  a  new pro jec t  f rom any  o f  the  Calendar  v i ews,  you  w i l l  en te r  bas ic  in fo rmat ion  about 

the  p ro jec t  i n  the  Create  New Project  Entry  sc reen .

Production
A Project  can  be  ass igned to  a  Product ion ,  bu t  i t  i s  no t  a  requ i rement .   A  Product ion  i s  a  h ie ra rch ica l 

l eve l  above  a  Project ,  a l l ow ing  many  Projects  to  be  ass igned to  one  Product ion .  C l i ck  w i th in  the  f i e ld 

to  se lec t  an  ex is t ing  Product ion  f rom the  d rop-down l i s t .  For  more  in fo rmat ion  about  Product ions ,  see 

tha t  chapte r  o f  the  User ’s  Gu ide .

Client
A Pro jec t  must  have  a  Cl ient  o f  record  assoc ia ted  w i th  i t  to  be  t racked and invo iced. 

How to assign a cl ient to a project:

1.  C l i ck  in  the  ye l low Cl ient  f i e ld  ( to  open the  contac t  p icker  w indow) .  

2 .  Scro l l  th rough the  l i s t ,  o r  t ype  the  f i r s t  few le t te rs  o f  the  company  o r  a  person 

assoc ia ted  w i th  the  c l i en t  i n  the  p rov ided f i e ld . 

3 .  C l i ck  on  your  c l i en t  cho ice  ( found in  the  l i s t )  one  t ime to  en te r.  In fo rmat ion 

spec i f i c  to  th i s  c l i en t  w i l l  au tomat ica l l y  be  en te red  on  the  Pro jec t  page ,  and 

add i t iona l l y  i n  the  F inanc ia l  sec t ion  be low.  I f  the  C l i en t  does  not  appear  in  th i s 

w indow,  they  may  not  ex is t  i n  the  Contacts  modu le ,  o r  they  a re  in  Contac ts 

a l ready,  bu t  no t  des ignated  as  a  C l i en t .

I f  your  c l ien t  does  not  ex is t  in  the  Contacts  module :

1.  C l i ck  the  Create  New C l ien t  bu t ton .  Th is  w i l l  t ake  you  to  a  new record  in  the 

Contacts  modu le . 



14-18

Studio Suite X          Chapter 14 - Calendar module

2.  En te r  the i r  i n fo rmat ion  and be  sure  the  Cl ient  check  box  i s  marked so  they  w i l l 

appear  in  the  c l i en t  se lec to r  w indow.  Cl ick  the  Return  to  Pro jec t  bu t ton .

I f  you  th ink  your  c l i en t  may  be  in  the  Contacts  modu le  a l ready,  bu t  they  a re  no t 

appear ing  in  the  l i s t ,  you  can  search  fo r  them:

1 .  C l i ck  the  C l i en t  Go To  bu t ton .  The  Contacts  modu le  w i l l  appear. 

2 .  C l i ck  F ind  in  the  Funct ion  Bar  and  en te r  the i r  name.  Then,  p ress  RETURN or 

ENTER or  c l i ck  the  o ther  F ind  bu t ton  in  the  S ta tus  Area  to  search  fo r  the i r 

record .

4 .  I f  you  f i nd  them,  be  sure  they  have  Cl ient  checked,  then  c l i ck  the  b lue  Back  to 

Pro jec ts  bu t ton . 

5 .  I f  you  do  not  f i nd  them,  you  can  c l i ck  New  on  the  Funct ion  Bar  ( i n  Contacts )  to 

c rea te  a  new record ,  en te r  the i r  i n fo rmat ion  (and aga in ,  mark  them as  a  Cl ient ) . 

C l i ck  the  b lue  Back  to  Pro jec ts  tab  to  re tu r n  to  the  New Project  Entry  sc reen .

Note :  The  defau l t  name for  th is  in fo rmat ion  f ie ld  i s  se t  up  in  the  Main Menu  >  Set t ings 

a rea .  A l though commonly  named ‘C l ient ’ ,  th is  de fau l t  word  can be  changed to  another 

name or  a  bet te r  re la ted ident i f ica t ion  fo r  your  spec i f ic  type  o f  work .   To  change th is 

word   fo r  an  ind iv idua l  Project ,  c l ick  the  red  tex t  de fau l t  name next  to  the  ye l low f ie ld . 

F rom the  prov ided pop-up menu,  access  opt ions  such as  Cl ient ,  Account ,  Div is ion , 

Agency ,  Network ,  and Student .   The  l i s t  can  a lso  be  ed i ted  to  add a  name of  your  pre f -

e rence.   Se lect  Edi t  and fo l low the  prompt  to  add to  the  ex is t ing  l i s t  o f  names. 

To comple te  the  c l i en t  i n fo rmat ion  a rea ,  en te r  the  c l i en t ’s  emai l  address  ( i f  they  do  not  a l ready  have 

one  en te red )  and a  Cl ient  PO #  i f  one  i s  p rov ided ( th i s  can  a lways  be  added la te r ) .  C l i ck  the  “Requ i red” 

check-box  i f  app l i cab le  to  the  par t i cu la r  c l i en t  (do ing  so  saves  th i s  s ta tus  in  the  c l i en t ’s  record  in  the 

Contacts  modu le ) . 

Project
Give  the  p ro jec t  a  name in  the  Project  f i e ld ,  ( th i s  cou ld  be  the  name o f  the  show,  se rv ice  t ype ,  o r  a r t i s t , 

e tc ) .  Add any  Episode  i n fo rmat ion  and Language ,  i f  re levant .  The  Start  T ime ,  End T ime ,  Booking 

Status ,  and Project  Type  a re  au tomat ica l l y  looked up f rom your  T imes  &  Numbers  p re fe rences  se t  i n 

the  Main Menu Setup and may  be  changed here  to  su i t  th i s  p ro jec t .

NOTE:  Som e Ca l e n d a r  v i ews a l l ow i te ms th a t  a r e  s e l e c te d- to - b ook  to  h ave  d i f f e r e n t  S ta r t  a nd 

End T im e s a nd Book ing  S ta tus e s .  I n  thos e  c a s e s ,  the s e  t im e a nd s t a tus  f i e lds  w i l l  s ay  “M u l -

t i p l e”.  Se l e c t i ng  a  new t im e o r  s t a tus  f r om the  pop - up w i l l  s e t  a l l  i t e ms ( th a t  a r e  c u r r e n t l y  b e ing 

booke d )  to  the  s a m e va l ue .

Add your  Project  Type  and  Project  Status  i n fo rmat ion  f rom the  f i e ld  p rov ided pop-up l i s ts  o f  se lec tab le 

and ed i tab le  opt ions .  These  d rop-down menus  a re  ed i tab le  to  inc lude  opt ions  su i tab le  fo r  your  work f low.

I f  app l i cab le ,  se lec t  the  checkbox  i tem Show In  Calendar  to  have  the  Project  appear  in  the  Calendar . 

Cont inuous Events  a re  events  tha t  go  “a round the  c lock”  fo r  the  dura t ion  o f  the  event .  For  example , 

i f  you  ren t  a  p iece  o f  equ ipment  on  Monday,  and i t  w i l l  be  ou t  un t i l  F r iday,  tha t  i s  a  Cont inuous  Event , 
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because  i t ’s  cont inua l l y  gone  (unava i l ab le  fo r  another  book ing )  dur ing  tha t  per iod .  By  compar i son ,  i f 

you  book  a  s tud io  room Monday  th rough F r iday  f rom 9am to  5pm,  and the  room was ava i l ab le  f rom 

5pm to  9am,  tha t  wou ld  not  be  a  Cont inuous  Event ,  because  the re  i s  a  b reak  be tween each  day.  Th is 

de te rm ina t ion  a f fec ts  the  Quant i ty  and  Rate  ca lcu la t ion ,  wh ich  may  be  based on  the  number  o f  hours , 

days ,  e tc .  Check  the  Cont inuous Events  checkbox  i f  the  events  you  a re  book ing  a re  “Cont inuous” .

People
Each new pro jec t  w i l l  au to-en te r  your  de fau l t  g roup o f  Ti t les  fo r  peop le  work ing  on  the  p ro jec t ,  bu t  who 

a re  no t  necessar i l y  schedu led ,  such  as  the  Ar t i s t ,  P roducer,  Ed i to r,  Ass is tan t  Eng ineer,  e tc . ,  as  de f ined 

in  the  Main  Menu Setup  /  T i t l es  tab . 

Depend ing  upon the  se t t i ng  o f  the  Fi l ter  Names f i e ld ,  c l i ck ing  (o r  tabb ing )  i n to  the  Name  f i e ld  w i l l 

d i sp lay  a  pop-up l i s t  o f  e i the r  a l l  names in  the  Contacts  modu le ,  o r  on ly  those  w i th  the  same t i t l e .

How to add addit ional people to a Project:

1.  C l i ck  the  b lack  and g reen  Add  bu t ton .

2 .  Se lec t  a  t i t l e ,  then  the i r  name f rom the  menu;  the i r  phone numbers  w i l l  au to- f i l l . 

The  names in  the  menu a re  der i ved  f rom peop le  in  the  Contacts  modu le  tha t 

have  the  same t i t l e .

3 .  I f  the  person  does  not  ex is t  i n  Contacts ,  c l i ck  in  the  Name  f i e ld  aga in  and 

s imp ly  t ype  the i r  name.  Th is  does  not  add them to  Contacts . 

4 .  C l i ck  the  b lack  and g reen  Add to  Contac ts  bu t ton  in  the  row ( fa r  r igh t )  to  add 

th i s  person  to  the  Contacts  modu le .  I f  you  do  so ,  c l i ck  the  b lue  Return  to 

Pro jec t  bu t ton  to  re tu r n .  For  each  person ,  you  can  choose  to  have  the i r  phone 

number  not  be  p r in ted  on  Project  and  Sess ion  p r in tou ts  by  dese lec t ing  the 

‘ Inc lude phone on pr int  Outs ’  checkbox  ( to  avo id  ce lebr i t y  numbers  ge t t ing 

in to  the  wrong hands ) .

6 .  De f ine  who’s  name gets  ass igned to  wh ich  o f  the  four  ava i l ab le  pos i t ions  (1-4 ) 

on  med ia  l abe l  c rea ted  f rom th is  p ro jec t  ( f rom the  Library  modu le ) .  Th is  can 

a lways  be  ad jus ted  la te r.

7 .  De le te  a  person  by  c l i ck ing  the  Trash  Can  i con  in  the i r  respect i ve  row.

Financial
When the  Cl ient  i s  se lec ted ,  the i r  f i nanc ia l  i n fo rmat ion  i s  d i sp layed in  two a reas  o f  the  w indow.  A t 

the  top  (beneath  the  c l i en t  account  in fo rmat ion )  you  w i l l  see  f i e lds  fo r  the  c l i en t ’s  f i nanc ia l  ag ing  ( i . e . 

Balance Due date ,  amount  Overdue,  Days Over  date  ranges ,  TOTAL Bi l led,  Year  to  Date ,  etc . ) .  Th is 

in fo rmat ion  i s  d i sp layed f rom Contacts  modu le ,  based in  the  to ta l  o f  the i r  I nvo ices . 

A t  the  bot tom o f  the  w indow,  you  w i l l  no t ice  f i e lds  fo r  the  c l i en t ’s  Remain ing Credi t  l im i t  and Over 

L imit .
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To the  bot tom r igh t  o f  the  v iew a re  Tax Rates and the  Discount  Rate  fo r  th i s  p ro jec t .  Th is  da ta  i s  looked 

up f rom the  C l i en t  record  in  Contacts ,  bu t  may  be  changed here  to  re f l ec t  on ly  th i s  p ro jec t ,  i f  needed. 

NOTE:   For  a  deta i led descr ipt ion about  f inancia l  informat ion,  see the Contacts  module 

chapter  under  the F inancia l  tab sect ion in  th is  Users  Guide.

Finish Booking detai l
The ye l low f i e lds  must  be  f i l l ed  in  be fo re  p roceed ing .  Other  f i e lds  can  be  can  be  f i l l ed  in  l a te r.  When 

you  have  en te red  a l  de ta i l s ,  c l i ck  the  g reen  Next  >>  but ton  on  the  bot tom r igh t  o f  the  sc reen .  Th is  does 

severa l  th ings :

• 	 Books 	a l l 	o f 	 the 	 i tems	you 	have 	se lec ted 	 ( i f 	 any ) .

• 	 Checks 	 fo r 	con f l i c ts .

• 	 Looks 	up 	 the 	appropr ia te 	Rates 	 ( ra tes ) 	 fo r 	 the 	 i tems	you 	have 	booked.

• 	 Crea tes 	 records 	 in 	 the 	Sess ions/Events 	modu le 	 fo r 	each 	 i tem/day 	 tha t 	 i s 	booked.	

I f  you  s ta r ted  in  the  Projects  modu le ,  you  w i l l  be  re tu r ned to  the  Pro jec ts  -  Event  tab  fo r  rev iew o f  the 

Project  schedu led .  I f  you  s ta r ted  in  the  Calendar  modu le ,  you  w i l l  have  the  opt ion  o f  e i the r  re tu r n ing  to 

the  Calendar  modu le ,  o r  p roceed ing  onto  the  Projects  modu le .  For  now,  l e t ’s  re tu r n  to  the  Calendar 

modu le ,  ( c l i ck  Calendar ) .

Linear Month view: Booking a Project
As in  the  L inear  Week v iew,  be  su re  the  I tems you  want  to  book  a re  l i s ted  on  the  le f t  s ide  o f  the  sc reen . 

I f  you  need to  make some i tems Bookable  and  “V is ib le ” ,  fo l l ow the  s teps  descr ibed in  the  Set t ings 

por t ion  o f  th i s  chapte r.

How to book a Project in the Linear Month view: 

1.  C l i ck  in  the  box  ( the  open f i e ld )  a t  the  in te rsec t ion  o f  the  Date  and  the  I tem 

tha t  you  want  to  book ,  and a  check  mark  w i l l  appear  to  ind ica te  tha t  the 

I tem has  been booked fo r  tha t  day.  I f  you  need to  se lec t  mu l t ip le  days  fo r 

an  i tem,  c l i ck  on  an  i tem on  the  f i r s t  day.  Then ,  sh i f t -c l i ck  the  book  icon  on 

the  las t  day  and the  days  in -be tween w i l l  be  se lec ted .       

2 .  Once you  have  marked a l l  I t ems to  be  booked,  c l i ck  the  Book Pro jec t 

bu t ton  in  the  Book but tons .

3 .  A  d ia log  box  w i l l  appear,  ask ing  i f  you  want  to  “Add to  an  ex is t ing  Pro jec t 

o r  c rea te  a  New One?” 

4 .  For  th i s  example ,  c l i ck  New. 

5 .  The  Create  New Project  en t ry  sc reen  w i l l  appear  in  the  Projects  modu le .

6 .  Fo l low the  d i rec t ions  as  above  to  en te r  i n fo rmat ion .

Linear Day view: Booking a Project

Book ing  Linear  Day  works  a  l i t t l e  d i f f e ren t l y.  The  add i t iona l  space  a l lows you  to  spec i f y  spec i f i c  s ta r t 

end t imes  fo r  each  i tem.
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How to book a Project in the Linear Day view:

1.  Nav iga te  to  the  Linear  Day  v i ew by  c l i ck ing  on  i t s  bu t ton  in  the  upper  l e f t  co rner 

o f  any  Calendar  sc reen .

2 .  For  the  i tem you  want  to  book ,  c l i ck  a  t ime to  se lec t  a  s ta r t  t ime.

3 .   The  nex t  t ime tha t  you  c l i ck  w i l l  become the  end t ime,  ( se lec t ing  a l l  o f  the  a rea 

be tween the  two a reas  c l i cked in  p ink ) .

4 .  I f  you  need to  change the  t imes ,  c l i ck  the  Clear  bu t ton  and s ta r t  ove r. 

5 .  Once you  have  made a l l  o f  your  se lec t ions ,  c l i ck  the  Book Pro jec t  bu t ton .  Th is 

t ime,  fo r  va r ie ty,  se lec t  “Ex is t ing”  f rom the  subsequent  d ia log  box  wh ich  w i l l 

then  p rov ide  a  l i s t  o f  recent  p ro jec ts .

6 .  C l i ck  the  Go To  bu t ton  fo r  the  des i red  p ro jec t .  Th is  w i l l  add the  se lec ted  i tems to 

tha t  p ro jec t ,  and present  the  now fami l i a r  “Rev iew Pro jec t  o r  Retu rn  to  Ca lendar ” 

opt ion . 

7 .  Aga in ,  se lec t  “Calendar ”  to  cont inue  lea rn ing  o ther  book ing  p rocesses .

Timeline Day view: Booking a Project
To book  in  the  Timel ine Day  v i ew,  make sure  the  I tems you  want  to  book  a re  l i s ted  on  the  le f t  s ide  o f 

the  sc reen  (c l i ck  the  Set t ings  bu t ton  to  ad jus t  the  i tems ) .   Near  the  top  o f  the  sc reen  and be low the 

da te  range  d isp lay,  se lec t  the  I tems  v i ew tab  fo r  th i s  v iew.  To  beg in  a  book ing ,  comple te  a l l  as  fo l lows.

How to book a Project in Timeline Day view:

1.  Drag  and zoom to  ge t  the  t ime l ine  to  d isp lay  the  appropr ia te  da te  range  fo r  the 

book ing  you  want  to  c rea te . 

2 .  Doub le-c l i ck  a t  the  in te rsec t ion  o f  the  Time  and  I tem  tha t  you  want  to  book . 

A  New Event  ba r  w i l l  mark  your  book ing  ( the  de fau l t  l ength  o f  each  book ing  i s 

de f inab le  in  the  Calendar  Sett ings area  on  the  Genera l  tab ) . 

3 .  C l i ck  and drag  the  beg inn ing  o r  end o f  the  bar  to  ad jus t  the  t ime o r,  c l i ck  and 

drag  near  the  m idd le  o f  the  bar  to  s l ide  i t  i n  e i the r  d i rec t ion .  As  you  ed i t ,  you  w i l l 

see  the  cur ren t  beg in /end t imes  in  the  ye l low pop-up too l t ip .

4 .   Repeat  the  p rocess  fo r  o ther  i t ems and t imes  as  needed.

5 .  To  c lea r  a l l  se lec t ions  and s ta r t  ove r,  c l i ck  the  Clear  bu t ton  .

6 .  Once you  have  made a l l  o f  your  I tem se lec t ions  fo r  th i s  event ,  c l i ck  the  Book 

Pro jec t  bu t ton .  A  d ia log  box  w i l l  appear ;  “Do you  want  to  c rea te  a  New pro jec t , 

o r  add to  an  Ex is t ing  one?”  Choose  Exist ing  and  i t  w i l l  then  p rov ide  a  l i s t  o f 

recent  p ro jec ts .   Cancel  w i l l  de le te  the  i tem(s )  and re tu rn  you  to  the  Calendar . 

7 .  C l i ck  the  Go To  bu t ton  fo r  the  des i red  ex is t ing  p ro jec t .  Th is  w i l l  add the  se lec ted 

i tems to  tha t  p ro jec t ,  and present  the  now fami l i a r  “Rev iew Pro jec t  o r  Retu rn  to 

Ca lendar ”  opt ion . 

8 .  Aga in ,  se lec t  “Calendar ”  to  cont inue  w i th  o ther  book ing  p rocesses .

 

NOTE:  You can copy  any  Event  book ing  and drag  i t  to  inc lude to  any  add i t iona l  I tem that  you de-

s i re .  Se lect  Opt ion-Cl ick  (Mac)  o r  Cont ro l -C l ick  (PC)  and ho ld  the  spec i f ic  Event/ I tem .  Drag  the 

Event/ I tem  copy  to  the  new I tem and re lease . 

Note :  Events  hav ing  schedu l ing  conf l ic ts  a re  shown wi th  a  red  border  encompass ing  the  Event 

on  the  Calendar  v iew. 
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Linear View:  Simple Event Booking

When you  need to  book  someth ing  in  the  Calendar  tha t  i s  no t  par t  o f  a  Project ,  add i t iona l l y  does  not 

have  a  “Cl ient ”  requ i rement  and/or  does  not  need to  have  f i nanc ia l  de ta i l s  o r  s ta t i s t i ca l  repor t ing  (e .g . 

meet ings ,  a  tour,  unb i l l ed  ma in tenance ,  e tc . )  you  can  book  th i s  as  a  Simple  Event .

How to book Simple Events the Linear views:

1.  Se lec t  the  i tem(s )  us ing  any  method prev ious l y  descr ibed 

2 .  Then  c l i ck  the  Book Event  but ton .  Th is  p resents  the  Create  S imple  Event 

book ing  w indow,  where  you  can  ad jus t  t imes ,  s ta tus ,  and en te r  no tes  fo r  one  o r 

more  Simple  Events . 

• 	 The 	Notes  tex t  f i e ld  i s  loca ted  d i rec t l y  ad jacent  to  Notes ,  c l i ck  to  access .

• 	 Make	 ind iv idua l 	changes 	to 	any 	event 	 i t em	by 	c l i ck ing 	 in 	the 	appropr ia te 	 f i e ld	

fo r  t ime,  da te ,  o r  s ta tus  changes  requ i red .

• 	 To 	make	 a l l 	 schedu led 	 event 	 i t ems	 cons is ten t 	 i n 	 event 	 t ime, 	 s ta tus 	 and	w i th	

same notes ,  se lec t  any  o r  a l l  ye l low but tons  a t  the  top  o f  the  v iew to  “Copy 

F i rs t  To  A l l ” .    Make  a  change to  your  f i r s t  l i s ted  i tem then  c l i ck  the  ye l low 

re la ted  but ton  to  change to  a l l  be low i t .

 

 

 

3 .  When f i n i shed w i th  a l l ,  c l i ck  e i the r  Save  ( to  comple te  the  schedu l ing  o f  the 

S imp le  Events )  o r  Cance l .

Tradit ional views: Booking a Project
Book ing  f rom the  Tradi t ional  v i ews i s  d i f f e ren t  f rom the  Linear  v i ews,  ye t  a l l  o f  the  Tradi t ional  v i ews 

book  in  a  ve ry  s im i l a r  way  ( to  each  o ther ) . 

How to book a Project in Tradit ional view:

1.  C l i ck  the  Trad i t iona l  Month  bu t ton  in  the  Calendar  modu le .  In  the  upper  r igh t -

hand corner  o f  each  Date  box ,  you  w i l l  no t ice  a  sma l l  i con  tha t  looks  l i ke  an 

open book .

2 .  C l i ck ing  the  Trad i t iona l  Week  bu t ton  in  the  Calendar  modu le  w i l l  p rov ide  the 

same sma l l  book  icon .  But  in  th i s  “week ly  v iew”  i t  i s  loca ted  in  the  upper  r igh t 

o f  the  da te  “co lumn” . 
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3.   C l i ck ing  the  Trad i t iona l  Day  bu t ton  in  the  Calendar  modu le  w i l l  p rov ide  the  same 

sma l l  book  icon .  I t  i s  loca ted  in  the  header  a t  the  top  o f  the  sc reen  v iew.

4 .  C l i ck ing  the  book  icon  in  a l l  v i ews descr ibed above  w i l l  t ake  you  to  the  Add I tem 

Event  window.

5 .  The  da te  f i e lds  a t  the  top  w i l l  be  se t  to  the  da te  on  wh ich  you  c l i cked the  Book 

bu t ton . 

6 .  You can  use  the  Star t  Date  and  End Date  a r row but tons  to  sc ro l l  fo rward 

o r  backward ,  o r  c l i ck  in  the  Date  f i e lds  to  ed i t  them.  P lease  see  be low fo r 

i n fo rmat ion  about  the  Cont inuous  checkbox .

7 .   Once  you  have  chosen a  da te ,  se lec t  the  Start  and End t imes  fo r  the  Event  and 

se t  the  book ing  Status .  Add i t iona l l y,  the re  a re  de fau l t  s ta r t  &  end t ime ranges 

w i th in  the  4  se lec tab le  bu t tons  (1 ,2 ,3 ,4 )  above  the  t ime f i e lds  ( see  more  on 

Quick-Entry  Times  be low) .   These  va lues  a re  p rese t  w i th in  the  Main Menu/

Setup/Modules/Projects  a rea .

8 .  A t  the  top  o f  each  co lumn you  can  use  the  Category  (menu ) ,  Sub-Category 

(menu ) ,  and I tem  ( t ex t )  f i l t e r  f i e lds  to  na r row the  i tem l i s t  to  what  you  a re 

search ing  fo r.  Sor t  each  co lumn a lphabet ica l l y  by  c l i ck ing  the  under l i ned  co lumn 

names.

9 .  You can  a lso  use  the  Budget  f i e ld  to  f i l t e r  fo r  a  spec i f i c  Budget  Code f rom the 

Budgets  modu le ,  and the  Preset  f i e ld  to  v iew i tems w i th in  se lec ted  Calendar 

Presets .

10 .  When Media  Inventory  i t ems a re  shown,  the i r  cu r ren t  In  Stock  and  Avai l . 

(Ava i l ab le )  amounts  a re  d isp layed.

11 .  To  se lec t  an  i tem to  book ,  s imp ly  c l i ck  i t s  name.  The  I tem  w i l l  h igh l igh t  and the 

Times  and  Status  w i l l  au tomat ica l l y  f i l l  i n  ( the  row w i l l  tu r n  to  the  s ta tus  co lo r 

se lec ted ) . 

12 .  C l i ck  add i t iona l  i t ems as  needed,  o r  ed i t  the  da tes  to  add book ings  on  d i f f e ren t 

days .  Once you  have  a l l  o f  your  i t ems se lec ted ,  you  have  severa l  bu t tons  f rom 
wh ich  to  choose

• 	 Cance l  -  de le tes  the  se lec t ions  and re tu rns  you  to  where  you  were . 

• 	 Keep ,  and  Se lec t  More  Days  –  w i l l  re tu r n  to  the  p rev ious  Ca lendar  sc reen , 

where  SHIFT+c l i ck ing  on  the  Book  i con  w i l l  book  the  i tems on  the  new day (s ) .

• 	 Book as  S imp le  Event  –  books  the  i tem(s )  as  a  s ing le  event  w i th  no  a t tached 

Pro jec t .

• 	 Book as  Pro jec t  –  opens  the  New Project  Entry  sc reen ,  a l low ing  you  to  book 

the  i tem as  a  p ro jec t  (exp la ined ear l i e r  i n  th i s  chapte r  under  Linear  Month-

Booking a  Project ) . 
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Times
At  the  top  o f  the  I tems l i s t ,  you  w i l l  see  f i e lds  fo r  t imes .  These  a re  used to  au to- f i l l  the  s ta r t  and end 

t imes  o f  an  i tem in  the  l i s t  be low.  Whenever  an  i tem i s  se lec ted  in  the  l i s t ,  the  t imes  showing  in  the 

Auto- f i l l  f i e lds  w i l l  be  used.

How to change the Auto-f i l l  t imes:

1.  C l i ck  a  Time  f i e ld  and se lec t  a  t ime f rom the  pop-up l i s t . 

2 .  You can  f i l l  i n  your  own spec i f i c  t ime by  doub le  c l i ck ing  the  f i e ld ,  then  typ ing 

your  des i red  t ime.

3 .  I f  you  don’t  want  the  i tem to  Auto- f i l l  w i th  t imes ,  c l i ck  the  g ray  ‘C ’  bu t ton  above 

each  f i e ld  to  c lea r  them.

4 .   C l i ck  one  o f  the  1,  2 ,  3 ,  4  bu t tons  to  qu ick-se t  the  t imes  to  your  qu ick-se t  t imes 

as  de f ined  in  Main Menu/Setup/Module  Prefs/Projects .

Continuous checkbox
Th is  checkbox ,  loca ted  be tween the  Start  and  End  da te ,  governs  how Stud io  Su i te  hand les  events  tha t 

span  mu l t ip le  days . 

For  example ,  i f  you  a re  ren t ing  a  p iece  o f  equ ipment  to  be  booked fo r  a  range  spann ing  5  days  ( f rom 

9am on Monday,  a round the  c lock  cont inuous ly  to  5pm on F r iday ) ,  you  wou ld  se lec t  the  Cont inuous  

checkbox .  Th is  wou ld  appear  on  a  Project  as  a  s ing le  l i ne  i tem,  so  i t  wou ld  not  be  poss ib le  to  en te r 

de ta i l s  about  any  par t i cu la r  day.  

A l te r na t i ve l y,  i f  you  a re  book ing  a  s tud io  f rom 9am to  5pm on Mon. ,  Tue . ,  Wed. ,  Thur. ,  and F r i .  you  wou ld 

NOT check  the  Cont inuous  checkbox ,  as  the  s tud io  i s  ac tua l l y  ava i l ab le  s ta r t i ng  a t  5  PM each day,  un t i l 

9am the  nex t  morn ing .  Th is  wou ld  appear  in  the  Project  as  5  separa te  Events ,  a l l ow ing  you  to  document 

d i f f e ren t  de ta i l s  about  each  day.

Recall  Previous Selections button
At  the  top  r igh t  i s  a  Reca l l  P rev ious  Se lec t ions  bu t ton .  Th is  w i l l  reca l l  the  l as t  i t ems you  se lec ted ,  as 

ind ica ted  by  the  check  marks  on  the  r igh t  s ide  o f  each  i tem.  Make sure  to  spec i f y  the  da te  o r  t ime pr io r 

to  c l i ck ing  th i s  bu t ton .
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Create New Item button
I f  you  need to  Create  a  New I tem  ( tha t ’s  no t  a  Room ,  Equipment ,  Person ,  o r  Media ) ,  c l i ck  the  b lack 

and g reen  but ton  a t  the  bot tom le f t .  I t  w i l l  p resent  you  w i th  a  Create  New I tem  sc reen ,  where  you  can 

c rea te  new i tems as  needed.

Preset  (back in the Calendar)
I f  you  a re  a  l a rge  company,  you  may  have  many  rooms,  peop le  and equ ipment  to  schedu le  (more  than 

wou ld  f i t  i n  one  sc reen ) .  To  the  r igh t  o f  the  Book Pro jec t  bu t ton ,  the re  i s  a  Preset  f i e ld .  Th is  f i e ld  a l lows 

you  to  choose  wh ich  i tems a re  d isp layed in  the  ca lendar.   Presets  a re  con f igu red  w i th in  the  Calendar 

Sett ings ,  ( exp la ined la te r  under  ‘Se t t ings ’ ) .

How to choose a preset:

1.  C l i ck  the  Preset  f i e ld .

2 .  A  d rop-down l i s t  w i l l  appear  w i th  a  number  o f  d i f f e ren t  p rese t  names.

3 .  Each  o f  these  w i l l  reca l l  p rese ts  o f  ce r ta in  i tems tha t  you ’d  l i ke  to  v iew. 

4 .  C l i ck  on  Rooms . 

5 .  The  Calendar  w i l l  now d isp lay  a l l  Rooms  tha t  you  have  made Bookab le  v ia 

the  Set t ings  bu t ton ,  (exp la ined nex t  under  Set t ings ) .

View by
I n  the  Tradi t ional  Month  and  Week  v i ews (nex t  to  the  Preset  f i e ld )  you  w i l l  see  a  ‘View by’  f i e ld .  Th is 

menu a l lows you  to  de te rm ine  what  in fo rmat ion  w i l l  be  d isp layed w i th in  the  h igh l igh t  o f  each  day.

How to use the View by f ield:

1.  C l i ck  the  View by  f i e ld .

2 .  A  pop-menu w i l l  appear  w i th  cho ices  to  show the  I tem ,  C l ient ,  or  Pro ject . 

3 .  Choos ing  any  o f  these  w i l l  h igh l igh t  tha t  tex t  i n  the  space  o f  each  h igh l igh t .

Settings
Before  we beg in ,  l e t ’s  es tab l i sh  a  few de f in i t i ons  fo r  te rms used in  th i s  sec t ion .

Terminology

• 	 Category :  Th is  i s  the  b roadest ,  uppermost  de f in i t i on  o f  an  i tem.  The  purpose  o f 

Categor ies  i s  to  a l low f i l t e r ing ,  repor t ing ,  and sub- to ta l i ng  “by  Category”  in  the 

Projects ,  Events ,  and  Invoices modu les .  I t  i s  he lp fu l  to  th ink  o f  two k inds  o f 

Categor ies ;

1 .  “Asset ”  Categor ies  wh ich  a re  based a re  ac tua l  phys ica l  th ings  such  as 

bookab le  i tems o r  resources  f rom the  Rooms ,  Equipment ,  Contacts ,  Media , 

o r  Library  modu les ,  e tc .
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2.  “Subject ”  Categor ies ,  wh ich  wou ld  inc lude  th ings  such  as  Trave l ,  P re-

Product ion ,  Pos t  P roduct ion ,  F inanc ia l  Cred i ts ,  e tc .

• 	 I tems :  These  a re  spec i f i c  th ings  such  as  a  spec i f i c  room,  person ,  p iece 

o f  equ ipment ,  e tc .  Each  I tem  must  be  a  member  o f  one  and on ly  one 

Category .  A l though you  w i l l  p robab ly  use  these  p la in ,  bas ic  i tems most  o f 

the  t ime,  you  may  a lso  c rea te  a  Paren t /Ch i ld  H ie ra rchy  wh ich  a l lows i tems 

to  be  booked together.   Th is  w i l l  be  exp la ined la te r  i n  the  Parent  and 

Chi ld  I tems  sec t ion  and the  Headers  sec t ion .

Be fo re  any th ing  can  be  booked,  i t  has  to  ex is t  i n  e i the r  the  Rooms,  Equipment ,  Media  Inventory ,  or 

Contacts  modu les .  I t  must  be  ident i f i ed  as  Bookable .  C l i ck  the  Bookab le  togg le  bu t ton  in  tha t  modu le . 

I f  you  book  th ings  tha t  do  not  f i t  i n to  those  ca tegor ies  ( such  as  t rave l ) ,  these  i tems can  a lso  be  c rea ted 

as  descr ibed la te r.  For  now,  make sure  you  have  a l ready  en te red  some o f  your  rooms,  equ ipment  and 

peop le  in to  the i r  respect i ve  modu les ,  and made them Bookable .

Cons ider ing  the re  i s  the  poten t ia l  to  have  many  bookab le  i tems,  and l im i ted  space  to  d isp lay  them in  the 

Calendar ,  S tud io  Su i te  p rov ides  a  way  to  ed i t  wh ich  bookab le  i tems appear  a t  any  g i ven  t ime.   P rese ts 

a l low fo r  qu ick  re-con f igu ra t ion  o f  v i s ib le  i t ems. 

How to use the Sett ings button:

1.  C l i ck  the  Set t ings  bu t ton  nex t  to  the  Book ing  bu t tons . 

2 .  You w i l l  see  the  Calendar  Sett ings  sc reen  w i th  5  tabs ;  Booking Statuses, 

Categor ies ,  Categor ies-Genera l ,  Calendar  I tems and  Ca lendar  F i l ter .

3 .  Each  tab  has  spec i f i c  capab i l i t i es  tha t  a id  w i th  manag ing  your  Calendar .

To  read “How to  make a  Bookab le  I tem a  Ca lendar  Resource” ,  c l i ck  he re .

Calendar Items tab
This  de fau l t  f i r s t -v iew tab  i s  d i v ided in to  a  l e f t  and r igh t  s ide .  The  le f t  s ide  i s  a  f i l t e rab le  l i s t  o f  a l l  Bookable 

I tems ,  and  the  r igh t  s ide  i s  a  f i l t e rab le  l i s t  o f  a l l  Calendar  Resources .  What ’s  the  d i f f e rence? In  shor t ,  you 

don’t  need to  see  every th ing  in  the  ca lendar  tha t  you  need to  book  (e .g .  med ia  i tems,  sma l le r  equ ipment 

i tems,  e tc ) .  So ,  Calendar  Resources  i s  a  subset  o f  a l l  Bookable  I tems  ( i t ems you  need to  see  in  Calendar 

fo rm) .

Bookable Items
Bookable  I tems  (Rooms ,  Equipment ,  Media ,  e tc . )  i s  a  l i s t  o f  a l l  i t ems tha t  have  been made Bookable .  

The  Category  F i l ter  on  the  le f t  s ide  (be low the  “Bookable  I tems ”  l abe l )  a l l ows you  to  v iew i tems w i th in 

a  spec i f i c  ca tegory. 
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Th is  tab  ho lds  p re fe rences  fo r  f i l t e r ing  Tradi t ional  v i ews o f  the  ca lendar.  F i l t e r  se t t i ngs  app ly  to  a 

Current  Preset .  You  can  f i l t e r  the  Calendar  by  Company ,  Sales  Person ,  Project  # ,  Project  Name , 

Cl ient ,  Event ,  Category  and  Status .   To  v iew the  de ta i l s  o f  a  p rese t ,  choose  one  f rom the  Current 

Preset  d rop  down menu and c l i ck  the  V iew  bu t ton .

Viewing Presets

How to view presets:

1.  C l i ck  the  Current  Preset  f i e ld  and se lec t  Equipment  f rom the  d rop-down l i s t .

2 .  C l i ck  the  Company  f i e ld  and se lec t  a  company  f rom the  d rop-down l i s t .

3 .  C l i ck  the  Back  bu t ton  above  the  Calendar  I tems  tab .

4 .  Th is  w i l l  t ake  you  to  the  Calendar  v i ew (no t ice  the  Preset  f i e ld  i s  se t  to 

Equipment ) .

5 .  Now,  the  Calendar  w i l l  on l y  d isp lay  Equipment  fo r  the  spec i f i c  Company .

How to manage presets via the View button:

1.  C l i ck  the  V iew  bu t ton .

2 .  The  Calendar  Presets  w indow w i l l  appear,  l i s t i ng  a l l  p rese ts  ( l e f t )  and  the i r 

conten ts  ( r igh t ) .

3 .  I f  needed you  can  change o r  mod i f y  the  Prese t  Name.

4 .  C l i ck  the  t rash  can  icon  nex t  to  a  p rese t  to  permanent l y  de le te  i t .

5 .  When you  a re  f i n i shed,  choose  OK .

How to use the Bookable Items Category Fi lter:

1.  C l i ck  the  Category  F i l ter  f i e ld  (be low Bookab le  I tems ) .

2 .  Choose  Rooms  f rom the  d rop-down menu.

3 .  The  l i s t  w i l l  now d isp lay  a l l  Bookable  Rooms  w i th in  your  fac i l i t y.

4 .  The  Check  fo r  Con f l i c ts  shows wh ich  i tems the  Calendar  w i l l  check  fo r  poss ib le 

book ing  con f l i c ts  fo r  th i s  i t em and i t ’s  Ch i ld  i tems (exp la ined be low) .

6 .  C l i ck  the  b lue  Go To  bu t ton  to  ed i t  de ta i l ed  in fo rmat ion  about  th i s  i t em in  the 

Ed i t  i t em w indow.  Th is  w indow is  iden t ica l  to  the  Create  New I tem  w indow, 

exp la ined nex t .

7 .  C l i ck  the  Trash  Can  i con  to  de le te  the  Bookab le  i tem f rom the  l i s t .
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How to Create New Item / Edit  I tem:

1.  I f  you  want  to  c rea te  a  new i tem,  c l i ck  the  b lack  and g reen  Create  New I tem 

bu t ton . 

2 .  I f  you  want  to  ed i t  an  i tem,  c l i ck  the  Go To  bu t ton  in  the  Edi t  I tem/Rates 

co lumn.

3 .  The  Create/Edi t  I tem  w indow w i l l  appear.

4 .  Se lec t  a  Category .  I f  the  Category  se lec ted  i s  an  “Asse t ”  based ca tegory  ( such 

as  Rooms ,  Equipment ,  Contacts ,  Media ,  o r  Library )  the  Groups or  I tems 

f i e ld  w i l l  be  a  d rop-down menu o f  the  bookab le  i tems f rom those  modu les .

5 .  Se lec t  f rom the  l i s t  o f  Sub-Categor ies ,  o r  t ype  in  a  new va lue .

5 .  I f  i t ’s  a  “Sub jec t ”  Category  ( i e ,  the  i tem doesn ’t  ex i s t  i n  another  modu le  a l ready ) , 

you  may  manua l l y  t ype  in  the  I tem Name .

6 .  Opt iona l :  C l i ck  the  Defaul t  Status  f i e ld  and se lec t  a  s ta tus  f rom the  d rop-down 

menu.  Se lec t  Conf i rmed ,  Bumpable ,  Approved ,  Overdue ,  Canceled ,  and 

Complete  accord ing ly.   Now,  whenever  th i s  i t em i s  booked,  i t  w i l l  be  booked 

w i th  th i s  s ta tus .  I f  you  don’t  want  th i s  behav io r,  l eave  th i s  f i e ld  b lank .

7 .  Opt iona l :  Type  a  Barcode  i n to  the  Barcode f i e ld .

The  ‘When Book ing  Th is  I tem,  A lso  Book’  a rea  a l lows you  to  spec i f y  (ex i s t ing )  i t ems tha t  a re  “a l so 

booked“  when the  paren t  i t em i s  booked.  When v iew ing  Events  i n  h ie ra rchy  mode in  the  Projects 

modu le ,  these  “a l so  booked“  i tems w i l l  appear  underneath  the  paren t  i n  b lue  tex t  and the  Paren t  I tems 

w i l l  have  b lue  co l l aps ing  t r i ang les .   When not  v iew ing  in  h ie ra rchy  sor t ,  the  “a l so  book“  i tems w i l l  appear 

in  the  sor t  o rder  spec i f i ed .

How to use ‘Also Book’:

1.  C l i ck  the  Category  f i e ld  and choose  a  ca tegory  f rom the  d rop-down menu.

2 .  C l i ck  the  I tem  f i e ld  and choose  an  i tem f rom the  d rop-down menu.  For  ins tance ,  i f 

you  chose  Equipment  as  your  ca tegory,  you  wou ld  choose  a  p iece  o f  equ ipment 

f rom th is  l i s t .

3 .  The  i tem w i l l  then  appear  in  the  f i e ld  be low.  Now,  any  t ime the  ma in  i tem i s 

booked,  th i s  “A lso  Book”  i tem w i l l  be  booked as  we l l . 

4 .  Use  the  Clear  A l l  bu t ton  to  c lea r  the  f i e ld .

‘When Booking This Item, Also Book’ window preferences:

• 	 Check for  Conf l ic ts  -  a  check  mark  in  th i s  box  w i l l  a l l ow the  Calendar  to 

check  fo r  poss ib le  book ing  con f l i c ts  fo r  th i s  i t em and i t s  Ch i ld  i tems.  You 

w i l l  most  l i ke l y  want  th i s  checked fo r  your  Asse t  i t ems (Rooms ,  Equipment , 

People ,  e tc ) ,  bu t  you  w i l l  p robab ly  NOT want  th i s  checked fo r  Media  i t ems 

(s ince  i t ’s  no t  book ing  spec i f i c  p ieces  o f  med ia ,  bu t  ra the r  f rom a  rep len ish ing 

supp ly ) .

• 	 Auto F i l l  T imes  –  pu t t ing  a  check  in  th i s  box  w i l l  au tomat ica l l y  a l l ow th i s  i t em 

to  au tomat ica l l y  f i l l  i n  t imes  es tab l i shed f rom the  Project  modu le .  A l l  i t ems 

w i l l  use  th i s  fea tu re  except  med ia  i tems. 
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• 	 I  am a Header  -  crea tes  a  header  f rom the  p re- loaded in fo rmat ion .

• 	 I  am a Credi t  I tem  –  pu t t ing  a  check  in  th i s  box  makes  th i s  i t em a 

Credi t  I tem ,  such  as  a  depos i t ,  payment ,  re imbursement  o r  down- t ime 

o r  any  o ther  cos t  tha t  your  fac i l i t y  may  be  incur r ing . 

• 	 Notes -  a  b lank  tex t  f i e ld  a rea  in  wh ich  you  can  make ex t ra  no tes  about 

th i s  Bookable  i t em. 

• 	 Also Booked By -  Th is  w i l l  show any  i tems tha t  a re  paren t  i t ems to 

th i s  i t em;  i e ,  i f  another  i t em “A lso  Books”  th i s  i t em,  tha t  paren t  i t em w i l l 

appear  he re .

Check In/Out Detai ls tab
Th is  i s  where  you  can  do  ma in tenance  on  the  Check In/Out  s ta tus  o f  Bookable  I t ems.  Th is  may  become 

necessary  i f  an  i tem has  been Checked Out  on  a  Project ,  bu t  never  (o r  no t  p roper l y )  checked back  in .  In 

th i s  case ,  you  a re  no t  ab le  to  check  the  i tem OUT unt i l  you  have  checked i t  back- in .  In  o ther  scenar ios , 

someone may  acc identa l l y  de le te  a  Project  w i th  checked out  i t ems,  the reby  o rphan ing  the  i tems wh i l e  they 

a re  s t i l l  checked out ;  because  the  Project  no  longer  ex is ts ,  you  cannot  check  them in . 

To  summar i ze ,  th i s  tab  a l lows you  to  over r ide  the  s ta tus ,  and a lso  see  the  las t  p ro jec t  tha t  used the  par t i cu la r 

i t em.

When you  a re  f i n i shed in  the  Edi t /Create  window ,  c l ick  the  Cont inue  but ton .

Calendar Resources
Once your  i tems have  been made Bookable ,  you  can  choose  wh ich  i tems w i l l  appear  in  your  Calendar . 

These  i tems a re  l i s ted  under  Calendar  Resources .  Th is  i s  espec ia l l y  he lp fu l  i f  you  have  mu l t ip le 

(Bookab le )  i t ems,  bu t  on ly  need to  see  a  se lec t  few in  the  Calendar .

How to make a Bookable Item a Calendar Resource:

1.  NEW  i n  S tud io  Su i te  X  i s  the  ab i l i t y  to  C l i ck  and Drag  an  i tem name on  the  le f t 

to  the  Calendar  Resources  header  on  the  r igh t  s ide ,  and i t  w i l l  appear  a t  the 

bot tom o f  the  l i s t .   See  s teps  4-8  be low.

You can  s t i l l  use  the  o ld  method as  we l l :

1 .  C l i ck  the  doub le  Ar row  (>> )  bu t ton  nex t  to  an  i tem under  Bookable  I tems .

2 .  The  doub le  a r row w i l l  tu r n  g reen ,  i nd ica t ing  i t  i s  se lec ted .

3 .  To  add the  i tem to  the  l i s t ,  c l i ck  the  bot tom-most  P lus  (+ )  s ign  in  the  Calendar 

Resources  l i s t . 

4 .  The  i tem w i l l  appear  a t  the  bot tom o f  the  Calendar  Resource  l i s t .  However,  th i s 

does  NOT mean i t  w i l l  appear  in  the  Calendar .   NEW  i n  SSX,  the  i tem tha t  you 

added to  the  Calendar  Resource  l i s t  w i l l  now be  “g rayed out ”  on  the  Bookable 

I tems  l i s t .  
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5.  In  o rder  fo r  the  i tem to  appear  in  the  Calendar ,  you  must  c l i ck  i t .  Th is  w i l l 

h igh l igh t  the  i tem ( in  ye l low) .  Th is  h igh l igh t  method a l lows you  to  have  mu l t ip le 

i t ems se lec ted  fo r  a  p rese t ,  bu t  on ly  spec i f i ca l l y  se lec ted  i tems appear ing  in  the 

Calendar .

6 .  You can  ad jus t  where  the  i tem appears  in  the  Calendar  by  ed i t i ng  the  Display 

Order  f i e ld .

7 .  C l i ck  the  Se lec t  A l l  bu t ton  to  se lec t  a l l  i t ems in  the  l i s t .

8 .  C l i ck  the  De-se lec t  A l l  bu t ton  to  de-se lec t  a l l  i t ems in  the  l i s t .

Parent and Child Items
The Calendar  I t ems tab  a l lows you  to  bu i ld  Paren t /Ch i ld  re la t ionsh ips  be tween i tems.  Be low a re 

descr ip t ions  fo r  Paren t  and Ch i ld  I tems.

• 	 Parent  I tems  –  A  paren t  i t em i s  any  i tem tha t  has  Ch i ld  i tems ass igned to  i t  as  par t  o f 

a  h ie ra rchy.  Paren t  i t ems can  be  thought  o f  as  a  sub-ca tegory,  use fu l  when you  want 

an  i tem to  be  a  member  o f  more  than  one  Category.  For  example ,  a  Cont ro l  Room is  a 

member  o f  the  Rooms ca tegory,  bu t  you  a lso  want  i t  to  be  ava i l ab le  fo r  the  Paren t  i t ems 

“Pre-Product ion” ,  “Product ion” ,  and “Post -Product ion” .  Another  example  o f  a  Paren t 

i t em wou ld  be  a  “package”  tha t  i nc ludes  a  cont ro l  room,  an  eng ineer,  a  tape  mach ine , 

and a  p iece  o f  tape .  Paren t  i t ems have  an  expand/co l l apse  func t iona l i t y  to  show or  h ide 

the i r  ch i ld ren . 

• 	 Chi ld  I tems  –  Ch i ld  i tems a re  I tems tha t  a re  ass igned to  paren t  i t ems !  They  may  a lso 

conta in  the i r  own ch i ld  i tems.

How to bui ld a Parent/Child relationship:

1.  C l i ck  the  doub le  Ar row  (>> )  bu t ton  nex t  to  an  i tem under  Bookable  I tems .

2 .  The  doub le  a r row w i l l  tu r n  g reen  ( i nd ica t ing  i t  i s  se lec ted ) .

3 .  In  the  Calendar  Resources  l i s t ,  c l i ck  the  P lus  (+ )  s ign  nex t  to  an  i tem a l ready 

l i s ted .

4 .  The  i tem you  added (Ch i ld )  w i l l  appear  underneath  the  i tem a l ready  l i s ted 

(Paren t ) . 

5 .  You can  h ide/show the  Ch i ld  ( i n  the  l i s t )  by  c l i ck ing  the  a r row nex t  to  the  Paren t .

6 .  I f  you  want  the  Ch i ld  to  be  v i s ib le  in  the  Calendar ,  c l i ck  to  h igh l igh t  i t . 

Expand/Collapse button
Af te r  you  have  made your  Paren t /Ch i ld  re la t ionsh ip ,  the  ch i ld  i tems w i l l  appear  underneath  the  Paren t 

i t ems in  the  Calendar  v i ew.  Th is  can  g rea t l y  c lu t te r  your  v iew,  however  you  can  choose  to  show or  h ide 

the  Ch i ld  i tems in  the  Calendar  v i ew w i th  the  Expand/Co l l apse  bu t ton .

How to Expand/Collapse the Parent/Child view:

1.  C l i ck  the  L inear  Week  bu t ton  in  the  Calendar  V iew.

2 .  Look  fo r  your  Paren t /Ch i ld  i tems on  the  da te  you  booked them.

3 .  On the  le f t  o f  the  Paren t  i t em,  you  w i l l  no t ice  an  a r row icon .

4 .  C l i ck  th i s  to  show or  h ide  (Expand/Co l l apse )  the  Ch i ld  i tems.
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Current Preset
Di rec t l y  underneath  the  Calendar  Resources  l i s t  i s  the  Current  Preset  f i e ld .  Th is  f i e ld  a l lows you  to 

se lec t  a  p rese t  so  you  can  con f igu re  i t .  

How to configure a Preset:

1.  C l i ck  in  the  Current  Preset  f i e ld  and se lec t  Rooms f rom the  d rop-down l i s t .

2 .  In  the  Calendar  Resources  l i s t ,  h igh l igh t  on ly  the  Rooms tha t  shou ld  be 

inc luded in  th i s  p rese t ,  l eav ing  o ther  i t ems un-h igh l igh ted .

3 .  C l i ck  the  but ton  labe led  ‘Update  th i s  P rese t  w i th  se lec ted  I tems ’ .

4 .  The  Rooms prese t  i s  now updated .  Any  t ime you  se lec t  Rooms  f rom the  Prese t 

menu in  the  ma in  Calendar ,  on l y  the  rooms you  h igh l igh ted  in  the  Calendar 

Resources  l i s t  w i l l  be  v i s ib le .

Save current selection as New Preset
I f  you  l i ke ,  you  can  save  Calendar  Resources  as  a  new prese t . 

How to save Calendar Resources as a new preset:

1.  H igh l igh t  your  des i red  Calendar  Resources .

2 .  C l i ck  the  but ton  labe led  ‘Save  cur ren t  se lec t ion  as  New Prese t ’ .

3 .  The  Calendar  Presets  w indow w i l l  appear,  l i s t i ng  a l l  p rese ts  ( l e f t )  and  the i r 

conten ts  ( r igh t ) .

4 .  The  f i r s t  (h igh l igh ted )  p rese t  i n  the  l i s t  w i l l  be  b lank ,  i nd ica t ing  i t  i s  new.

5 .  Type  a  name fo r  your  Prese t  i n  the  Prese t  Name f i e ld  and choose  OK .

6 .  The  new Prese t  w i l l  now appear  in  the  Cur ren t  P rese t  l i s t  as  we l l  as  the  Prese t 

l i s t  i n  the  ma in  Calendar .

Booking Statuses tab

How to customize the colors and meanings for event statuses:

1.  To  ed i t  the  s ta tus  names and o rders ,  c l i ck  the  Ed i t  bu t ton .  C l i ck  OK  when you 

have  the  names in  the  o rder  you  l i ke .

2 .  C l i ck  a  Status Color  f i e ld  and choose  your  des i red  co lo r  fo r  the  S ta tus  f rom the 

pop-up co lo r  pa le t te .

3 .  The  HTML  code fo r  the  co lo r  w i l l  appear  in  the  HTML co lumn nex t  to  the  co lo r. 

The  HTML va lues  a re  used in  the  Timel ine  v i ew,  in  web access ib le  ve rs ions  o f 

the  ca lendar.

4 .  C l i ck  the  Trash  Can  i con  to  de le te  the  S ta tus . 

Some s ta tuses  a re  spec ia l  and Stud io  Su i te  needs  to  know about  them so  i t  can  au tomat ica l l y  spec i f y 

them as  needed.  On the  r igh t  s ide  o f  the  sc reen ,  se lec t  your  ve rs ion  o f  the  s ta tus  tha t  most  c lose l y 

match  the  names l i s ted .
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Categories tab
Categor ies  a re  a  cent ra l  component  o f  S tud io  Su i te .  They  a l low you  to  sor t ,  f i l t e r  and subto ta l  by  “ l i ke 

i tems” .  Th is  i s  where  you  can  ed i t  o r  de f ine  your  Categor ies .  I t  i s  a l so  how i tems in  each  Categor ies  w i l l 

appear  on  the  invo ices ,  and how they  w i l l  be  expor ted  to  Qu ickBooks .

How to define Categories for invoices and QuickBooks:

1.  To  c rea te  a  new Category ,  c l i ck  the  b lack  and g reen  New  bu t ton . 

2 .  To  ed i t  a  Category  name or  to  sor t  the  o rder,  c l i ck  the  b lue  but ton .

3 .  Wh i le  you  can  name your  ca tegor ies  any th ing  in  any  l anguage,  some o f  them 

must  cor respond to  spec i f i c  modu les  in  S tud io  Su i te .  Se lec t  an  appropr ia te  

In ternal  Category  tha t  cor responds .  Each  In ternal  Category  can  on ly  be  used 

once .

•   Account  Codes  a re  used fo r  l i nk ing/sync ing  expor ted  invo ices  w i th 

Qu ickBooks  o r  your  account ing  p rogram.  I f  you  w i l l  be  do ing  th i s ,  se t  de fau l t 

Account  Codes  fo r  each  Category  as  needed and each  newly  c rea ted  Rate 

w i l l  au to-en te r  the  Account  Code  de f ined  here  fo r  i t s  Category .  Once  each 

Rate  i s  c rea ted ,  the  Account  Code  may  be  ed i ted  per  Rate  as  needed in 

the  Rates  modu le .

• 	  Type i s  the  Qu ickBooks  account  “Type”  tha t  cor responds  to  the  Category 

and   Account  Code  you  have  en te red .  Make sure  to  match  these  exact l y  as 

you  have  them in  your  Qu ickBooks .

•   Invoice Descr ipt ions  a re  where  you  can  de f ine  (pe r  Category)  how the 

de fau l t  “descr ip t ion”  on  Invo ice  l i ne  i tems i s  i n i t i a l l y  ca lcu la ted  ( i n  the 

Events  modu le  p r io r  to  expor t ing  to  the  Invoice  modu le ) .  For  example , 

some k inds  o f  i t ems do not  need to  have  the  Time  i nc luded (such  as  Media , 

o r  da i l y  Equipment  ren ta l s ) ,  bu t  o thers ,  ( such  as  Hour l y  S tud io  T ime )  need 

both  a  Start  and  End T ime  on  the  Invoice Descr ipt ion .  The  p re fe rences 

fo r  Invo ice  l i ne  i tems descr ip t ions  a re  de f ined  here .  They  then  f low to  each 

newly  c rea ted  Rate ,  on  to  Events  based on  tha t  Rate ,  and  then  f i na l l y  to 

each  Invoice L ine  i t em.  The  Descr ip t ions  can  be  ed i ted  a t  each  o f  those 

loca t ions ,  bu t  the  cha in  s ta r ts  he re .

•   Share Calendar  i s  where  you  spec i f y  wh ich  Categor ies  o f  i t ems can  be 

shared  w i th  ex te r na l  ca lendars  ( iCa l  on  the  Mac,  Out look  on  the  PC) .  For 

example ,  you  m ight  want  to  share  the  ca lendars  fo r  Room  and  Peop le 

events ,  bu t  no t  fo r  Equipment  o r  Media  events .

Calendar-General tab
The First  Day of  the Week  f i e ld  a l lows you  to  choose  a  day  on  wh ich  you  wou ld  l i ke  the  Calendar  week  to 

beg in .  

V iew ing  booked I tems pas t  m idn igh t

When a  book ing  c rosses  m idn igh t  (12 :00  AM) ,  you  do  not  necessar i l y  want  i t  to  appear  on  the  Calendar  fo r 

the  nex t  day,  as  i t  may  dece ive  you  in to  th ink ing  the re  was  an  en t i re  sess ion  on  the  second day.  In  o ther 

cases ,  you  DO want  i t  to  appear,  because  i t  ex tends  pas t  a  t ime when you  wou ld  norma l l y  have  a  REAL 

sess ion  schedu led  fo r  tha t  day.
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Depend ing  upon the  na tu re  o f  your  bus iness ,  a  se t t i ng  o f  6  o r  7am is  suggested ,  as  th i s  w i l l  de-c lu t te r  these 

hangover  sess ions  f rom the  Calendar  v i ews ( th i s  app l i es  on ly  to  Tradi t ional  and  Linear  v i ews on ly,  no t 

Timel ine ) .

Tips for using the Timeline view

At  the  top  r igh t  o f  the  sc reen ,  the re  a re  paramete rs  to  de f ine  how the  Timel ine  works .  

• 	 Quant ize  Select ion  spec i f i es  the  sma l les t  t ime un i t  you  wou ld  need 

to  “ round”  to  when mak ing  a  se lec t ion .  I f  you  on ly  book  in  who le  hour 

inc rements ,  you  wou ld  se t  th i s  to  60  (m inu tes ) .

• 	 Defaul t  Durat ion spec i f i es  the  in i t i a l  l ength  o f  each  new book ing .  Se t 

th i s  va lue  to  the  number  o f  m inu tes  o f  your  most  common ly  booked 

sess ion  length .

• 	 Event 	Load  t ime de te rm ines  the  number  o f  days  be fo re  and a f te r  today 

tha t  load  in to  each  re f resh  o f  the  Timel ine .  The  la rger  your  Load range , 

the  longer  the  d raw t ime.

• 	 Zoom  de te rm ines  the  in i t i a l  magn i f i ca t ion  a f te r  each  draw.  I f  you  load a 

40-day  range ,  you  p robab ly  on ly  want  to  see  a  day  o r  so  o f  h i s to ry,  and 

a  few days  in to  the  fu tu re .

• 	 Day Zoom  a l l ows you  to  spec i f y  the  de fau l t  i n i t i a l  zoom fo r  each  day.

Advanced View  sub-tabs

The lower  ha l f  o f  the  Ca lendar-Genera l  tab  cons is ts  o f  sub- tabs  w i th  advanced se t t ings  tha t  can  be  used 

to  ad jus t  the  appearance  o f  the  Trad Month ,  Trad Week ,  Trad Day ,  Linear  Month ,  Linear  Week and 

Linear  Day  v i ews. 

NOTE:  You shou ld  know F i leMaker  ca lcu la t ion  ed i t ing  to  use  th is  a rea ,  however,  you  may contact 

A l te rMedia  techn ica l  suppor t  fo r  ass is tance.

• 	 	The 	 upper 	 f i e ld 	 conta ins 	 the 	 ac tua l 	 ca lcu la t ion 	 used	 to 	 d isp lay 	 events 	 in 	 each 	 o f 	 the	

ca lendar  v iews. 

• 	 	The 	 lower 	 f i e ld 	 s to res 	 the 	 code	 fo r 	 the 	 o r ig ina l 	 se t t i ngs 	 o f 	 the 	 v iew. 	 I f 	 you 	 make	 a	

mis take  in  ed i t i ng  code,  you  can  en te r  Layout  mode,  copy  the  code f rom th is  lower 

f i e ld ,  then  pas te  i t  i n  the  upper  f i e ld . 

The  Genera l  sub- tab  conta ins  th ree  f i e lds :

• 	 	Your  Menu High -  th i s  i s  the  number  o f  fu tu re  years  the  Calendar  w i l l  show.

• 	 	Your  Menu Low -  th i s  i s  the  number  o f  pas t  years  the  Calendar  w i l l  show

• 	 	I tems (Reference)  -  Th is  shows some cod ing  ( fo r  re fe rence  on ly ) .

Print button 
 

Be low the  Present  f i e ld  i s  the  Pr in t  bu t ton .  You can  p r in t  the  cur ren t  v iew (a l though i t  i s  f rom a 

d i f f e ren t  l ayout ) . 
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Email  button

Th is  fea tu re  w i l l  c rea te  a  .pd f  document  o f  the  cur ren t  v iew o f  the  Calendar .  I t  w i l l  then  p resent  an  ema i l 

w indow w i th  the  .pd f  a t tached,  wh ich  you  can  then  send accord ing ly.

Th is  covers  a l l  o f  the  bas ics  o f  the  Calendar  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Ma in  Menu tab .



1 5
C a t e g o r i e s  &  I t e m s  m o d u l e

F i le  Name:   SSX_Pro jects . fmp12

s s x
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Stud io  Su i te  was  o r ig ina l l y  des igned to  be  schedu l ing  so f tware  p r imar i l y  fo r  Rooms,  Peop le ,  and Equ ipment , 

so  the  on ly  p lace  to  de f ine  resources  was  the  Rooms  modu le ,  the  Contacts  modu le ,  Equipment  modu le , 

and a lso  the  Media  Inventory  modu le .  These  i tems were  de f ined  as  “Ca lendar  Resources”  by  mak ing  i tems 

Bookab le ,  wh ich  essent ia l l y  made a  c lone  o f  the  i tems wh ich  wou ld  then  appear  in  the  Ca lendar.

I t  became c lea r  tha t  our  users  needed to  book  o ther  th ings ,  l i ke  “Serv ices” ,  “Packages” ,  “Mea ls ” ,  “Dubs” , 

“Ta len t ” ,  “Ed i t i ng”  e tc .  i ns tead o f  spec i f i c  phys ica l  resources .  Natu ra l l y,  these  th ings  came in  d i f f e ren t 

ca tegor ies  as  we l l .  We f i t  the  ab i l i t y  to  c rea te  these  ca tegor ies  and i tems in  the  Calendar  modu le ,  where 

the  res t  o f  the  bookab le  “c lones”  where .  Our  users  were  a lways  su rpr i sed  to  hear  tha t  to  c rea te  the  ca tegory 

“Dubs” ,  o r  the  i tem “FedEx De l i ve ry ” ,  they  had to  go  to  the  Calendar  modu le .  Not  so  in tu i t i ve . . . 

The  Categor ies  & I tems modu le  p rov ides  a  cent ra l l y  access ib le  p lace  where  these  k inds  o f  i t ems can  be 

de f ined  and managed,  w i thout  hav ing  to  go ,  o f  a l l  p laces ,  to  the  Calendar  modu le .

I t  shou ld  be  noted  tha t  the  func t iona l i t y  s t i l l  ex i s ts  in  the  Calendar  modu le  to  do  every th ing  you  can  in  th i s 

modu le ,  on l y  th i s  i s  a  more  obv ious  p lace  fo r  these  fea tu res  to  be  loca ted .  Fur the r,  th i s  modu le  now prov ides 

the  3rd p lace  (a long  w i th  Ma in  Menu >  Setup,  and Ca lendar )  to  de f ine  and manage Categor ies .

In this chapter you wil l  read about how to:
• 	 Use the  ca tegory  f i l t e r

• 	 Create  a  new i tem/Ed i t  i t em

• 	 Use ‘A lso  Book’

• 	 Add a  Ca lendar  Resource

• 	 Bu i ld  a  Paren t /Ch i ld  re la t ionsh ip

• 	 Use the  Expand/Co l l apse  but ton
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• 	 Create  a  p rese t

• 	 Se lec t  (o r  change )  a  p rese t

Categories tab
Please  re fe r  to  Categor ies  sec t ion  in  the  Main Menu chapte r.  You may  a lso  re fe r  to  the  Seven Things You 

Must  Do chapte r  and/or  the  Categor ies  sec t ion  o f  the  Calendar  chapte r  fo r  a  re f ined  exp lana t ion  o f  how to 

c rea te  and manage your  Categor ies .  

I tems  tab
This  tab  i s  d i v ided in to  a  l e f t  and r igh t  s ide .  The  le f t  s ide  i s  a  f i l t e rab le  l i s t  o f  a l l  Bookab le  i tems and the 

r igh t  s ide  i s  a  f i l t e rab le  l i s t  o f  a l l  Ca lendar  Resources .  What ’s  the  d i f f e rence? In  shor t ,  you  do  not  need to 

see  every th ing  in  the  ca lendar  tha t  you  need to  book  (e .g .  med ia  i tems,  sma l le r  equ ipment  i tems,  e tc ) .  So , 

Ca lendar  Resources  i s  a  subset  o f  a l l  Bookab le  i tems ( i t ems you  need to  see  in  Ca lendar  fo rm) .

New Features: Sort A-Z, Category and Google Calendar

For  conven ience ,  a  Sor t  A-Z  bu t ton  has  been added to  S tud io  Su i te  X .   I n  the  Ca lendar 

Resources  l i s t ,  the  ca tegory  i s  now v is ib le .   I n  add i t ion  to  shar ing  the  i tems w i th  the 

S tud io  Su i te  Ca lendar,  you  can  a lso  choose  what  w i l l  be  expor ted  to  your  Goog le 

Ca lendar.

On the  le f t  s ide ,  Bookab le  I tems ( rooms,  equ ipment ,  med ia ,  e tc . )  i s  a  l i s t  o f  a l l  i t ems tha t  have  been made 

Bookab le .   The  Category  F i l t e r  on  the  le f t  s ide  (be low the  “Bookab le  I tems”  l abe l )  a l l ows you  to  v iew i tems 

w i th in  a  spec i f i c  ca tegory. 

Bookable Items

How to use the Category Fi lter:

1.  C l i ck  the  Category  F i l t e r  f i e ld  (be low Bookab le  I tems ) .

2 .  Choose  Rooms f rom the  d rop-down menu.

3 .  The  l i s t  w i l l  now d isp lay  a l l  Bookab le  Rooms w i th in  your  fac i l i t y.

4 .  The  Check  fo r  Con f l i c ts  checkbox  shows wh ich  i tems the  Ca lendar  w i l l  check  fo r 

poss ib le  book ing  con f l i c ts  and i t ’s  Ch i ld  i tems (exp la ined be low) .

6 .  C l i ck  the  Go To  bu t ton  to  ed i t  de ta i l ed  in fo rmat ion  about  th i s  i t em in  the  Edi t  I tem 

w indow.  Th is  w indow is  iden t ica l  to  the  Create  New I tem  w indow.  (exp la ined 

nex t ) .

7 .  C l i ck  the  Trash  Can  i con  to  de le te  the  Bookab le  i tem f rom the  l i s t .
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Create New / Edit  I tem
 

How to Create New Item / Edit  I tem:

IMPORTANT NOTE:  I f  an i tem is  a  room,  person,  company,  p iece of  equipment , 

media  or  l ibrary  i tem,  i t  is  best  to  create  them in  the i r  respect ive  modules  and 

make them bookable  f rom there .

1.  To  c rea te  a  new i tem,  c l i ck  the  b lack  and g reen  Create  New I tem but ton , 

o r. . . 

2 .  I f  you  want  to  ed i t  an  i tem,  c l i ck  the  Go To  bu t ton  in  the  Ed i t  I t em/Rates  co lumn.

3 .  The  Crea te /Ed i t  i t em w indow w i l l  appear.

4 .  Se lec t  a  Category . 

5 .  Se lec t  f rom the  l i s t  o f  Sub-Categor ies ,  o r  t ype  in  a  new va lue .

5 .  I f  i t  i s  a  “Sub jec t ”  Category  ( i . e . ,  the  i tem does  not  ex is t  i n  another  modu le 

a l ready ) ,  you  may  manua l l y  t ype  in  the  I tem Name.

6 .  Opt iona l :  C l i ck  the  Defaul t  Status  f i e ld  and se lec t  a  s ta tus  f rom the  d rop-down 

menu.  Se lec t  one  o f  your  de f ined  s ta tuses .   Now,  whenever  th i s  i t em i s  booked, 

i t  w i l l  be  booked w i th  th i s  s ta tus .  I f  you  do  not  want  th i s  behav io r,  l eave  th i s  f i e ld 

b lank .

7 .  Opt iona l :  Type  a  Barcode in to  the  Barcode f i e ld .

The  When Book ing  th i s  I tem,  “a l so  Book ”  a rea  a l lows you  to  spec i f y  (ex i s t ing )  i t ems tha t  a re  “a l so 

booked“  when the  paren t  i t em i s  booked.  When v iew ing  Events  i n  h ie ra rchy  mode in  the  Projects 

modu le ,  these  “a l so  booked“  i tems w i l l  appear  underneath  the  paren t  i n  b lue  tex t .  The  Paren t  I tems w i l l 

have  b lue  co l l aps ing  t r i ang les .   When not  v iew ing  in  h ie ra rchy  sor t ,  the  “a l so  book“  i tems w i l l  appear  in 
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the  sor t  o rder  spec i f i ed .

How to use ‘Also Book’:

1.  C l i ck  the  Category  f i e ld  and choose  a  ca tegory  f rom the  d rop-down menu.

2 .  C l i ck  the  I tem f i e ld  and choose  an  i tem f rom the  d rop-down menu.  For  ins tance , 

i f  you  chose  Equ ipment  as  your  ca tegory,  you  wou ld  choose  a  p iece  o f  equ ipment 

f rom th is  l i s t .

3 .  The  i tem w i l l  then  appear  in  the  f i e ld  be low.  Now,  any  t ime the  ma in  i tem i s 

booked,  th i s  “A lso  Book”  i tem w i l l  be  booked as  we l l . 

4 .  Use  the  Clear  A l l  bu t ton  to  c lea r  the  f i e ld .

5 .    You  may  a lso  re-se lec t  an  i tem to  remove i t  f rom the  l i s t  o f  a l so  book .

‘When Booking This Item, Also Book’ window preferences:

• 	 Check for  Conf l ic ts  -  th i s  te l l s  the  Calendar  to  check  fo r  book ing 

con f l i c ts  fo r  th i s  i t em.  You w i l l  most  l i ke l y  want  th i s  checked fo r  your 

Asse t  i t ems (Rooms ,  Equipment ,  People ,  e tc ) ,  bu t  you  w i l l  p robab ly  NOT 

want  th i s  checked fo r  Media  i t ems (s ince  i t ’s  no t  book ing  spec i f i c  p ieces 

o f  med ia ,  bu t  ra the r  f rom a  rep len ish ing  supp ly ) .

• 	 Auto F i l l  T imes  –  book ings  fo r  th i s  i t em w i l l  au tomat ica l l y  f i l l  i n  t imes 

es tab l i shed f rom the  Project  modu le .  A l l  i t ems w i l l  use  th i s  fea tu re  by 

de fau l t  except  med ia  i tems. 

• 	 I  am a Credi t  I tem  –  makes  th i s  i t em a  Credi t  I tem ,  such  as  a  depos i t , 

payment ,  re imbursement  o r  down- t ime o r  any  o ther  cos t  tha t  your  fac i l i t y 

may  be  incur r ing . 

• 	 Notes -  a  b lank  tex t  f i e ld  a rea  in  wh ich  you  can  make ex t ra  no tes  about 

th i s  Bookable  i t em. 

• 	 Also Booked By -  Th is  w i l l  show any  i tems tha t  a re  paren t  i t ems to  th i s 

i t em;  i e ,  i f  another  i t em “A lso  Books”  th i s  i t em,  tha t  paren t  i t em w i l l  appear 

he re .

NEW FEATURE: Booking suggestions
When you  a re  c rea t ing  a  new i tem,  o r  ed i t i ng  an  ex is t ing  one ,  you  now have  the 

opt ion  to  add book ing  suggest ions .   Book ing  suggest ions  wou ld  be  th ings  tha t  a re 

techn ica l l y  opt iona l  on  book ing ,  bu t  m igh t  common ly  be  booked w i th  tha t  i t em.

For  example :  when book ing  a  camera  on  a  p ro jec t  i n  the  add i tems w indow in  the 

Pro jec ts  modu le ,  i f  you  hover  over  the  camera  any  book ing  suggest ions  ( l i ke  a  t r ipod, 

cab les  o r  l enses )  tha t  you  en te red  in to  the  Crea te  New I tems w indow w i l l  appear.
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NEW FEATURE: Resource Permission Groups

A new fea tu re  in  S tud io  Su i te  X  i s  Resource Permiss ion Groups .   They  a re  jus t 

l i ke  the  Groups  fea tu re  o f  p rev ious  ve rs ions ,  except  tha t  i n  add i t ion  to  f i l t e r ing  l i ke 

Contac ts  by  ac t i v i t y,  you  can  a lso  se t  res t r i c t ions  fo r  them in  re fe rence  to  your  fac i l i t y.

For  example ,  i f  you  a re  runn ing  a  co l l ege  f i lm depar tment  tha t  a l lows on ly  Jun io rs  and 

Sen io rs  to  check  out  camera  equ ipment ,  you  wou ld  use  a  Resource  Permiss ion  Group 

to  keep your  F reshmen and Sophomores  f rom break ing  th i s  regu la t ion .

Rates tab
You w i l l  a l so  see  a  tab  fo r  Rates .  Th is  tab  shows Rates  fo r  the  i tem(s )  you  a re  book ing .  You can  add an 

ex is t ing  Rate  fo r  th i s  Category  o r  c l i ck  the  g reen  and b lack  Create  New Rate  but ton .

NOTE:  I f  you  a re  not  fami l i a r  w i th  c reat ing  a  NEW ra te ,  see  the  Create  New Rate  sect ion  o f  the 

Rates  modu le  chapter. 

Check In/Out Detai ls  tab
This  i s  where  you  can  do  ma in tenance  on  the  Check  In  /  Out  s ta tus  o f  Bookab le  I tems.  Th is  may  become 

necessary  i f  an  i tem has  been Checked Out  on  a  p ro jec t ,  bu t  never  (o r  no t  p roper l y )  checked back  in .  In  th i s 

case ,  you  a re  no t  ab le  to  check  the  i tem OUT unt i l  you  have  checked i t  back  in .  In  o ther  scenar ios ,  someone 

may  acc identa l l y  de le te  a  Project  w i th  checked out  i t ems,  the reby  o rphan ing  the  i tems wh i l e  they  a re  s t i l l 

checked out .  I f  the  Project  no  longer  ex is ts ,  you  can ’t  go  the re  to  check  them in ,  so  th i s  a rea  a l lows you 

to  do  tha t . 

To  summar i ze ,  th i s  tab  a l lows you  to  over r ide  the  s ta tus ,  and a lso  see  the  las t  p ro jec t  tha t  used the  par t i cu la r 

i t em.

When you  a re  f i n i shed in  the  Create/Edi t  w indow,  c l i ck  the  Cont inue  bu t ton .

Calendar Resources
Once your  i tems have  been made Bookab le ,  you  can  choose  wh ich  i tems w i l l  appear  in  your  Calendar . 

These  i tems a re  l i s ted  under  Calendar  Resources .  Th is  i s  espec ia l l y  he lp fu l  i f  you  have  mu l t ip le 

(Bookab le )  i t ems,  bu t  on ly  need to  see  a  se lec t  few in  the  Calendar .
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How to add a Calendar Resource (3 ways):

#1
1.  New in  SSX,  d rag  an  i tem name f rom the  le f t  on to  the  ta rge t          i n  a  row on 

the  r igh t .   Typ ica l l y  you ’d  d rop i t  to  the  l as t  b lank  row,  bu t  you  can  a lso  d rag  i t 

to  another  i t em wh ich  w i l l  make  i t  a  ch i ld  o f  the  i tem you  dragged i t  to .

#2
1.  C l i ck  and Drag  an  i tem name on  the  le f t  to  the  Ca lendar  Resources  header  on 

the  r igh t  s ide ,  and i t  w i l l  appear  a t  the  bot tom o f  the  l i s t .   Jump to  s teps  4-8 

be low.

#3
1.  C l i ck  the  doub le  a r row (>> )  bu t ton  nex t  to  an  i tem under  Bookable  I tems .

2 .  The  doub le  a r row w i l l  tu r n  g reen ,  i nd ica t ing  i t  i s  se lec ted .

3 .  To  add the  i tem to  the  l i s t ,  c l i ck  the  bot tom-most  P lus  (+ )  s ign  in  the  Calendar 

Resources  l i s t . 

4 .  The  i tem w i l l  appear  a t  the  bot tom o f  the  Calendar  Resource  l i s t .  However,  th i s 

does  NOT mean i t  w i l l  appear  in  the  Calendar . 

5 .  In  o rder  fo r  the  i tem to  appear  in  the  Calendar ,  you  must  c l i ck  i t ,  wh ich  w i l l 

h igh l igh t  i t  ye l low and make i t  appear  in  the  Calendar .  Th is  w i l l  h igh l igh t  the 

i tem ( in  ye l low) .  Th is  h igh l igh t  method a l lows you  to  have  mu l t ip le  i t ems se lec ted 

fo r  a  p rese t ,  bu t  on ly  spec i f i ca l l y  se lec ted  i tems appear ing  in  the  Calendar .

6 .  You can  ad jus t  where  the  i tem appears  in  the  Calendar  by  ed i t i ng  the  Display 

Order  f i e ld .

7 .  C l i ck  the  Se lec t  A l l  but ton  to  se lec t  a l l  i t ems in  the  l i s t .

8 .  C l i ck  the  De-se lec t  A l l  but ton  to  de-se lec t  a l l  i t ems in  the  l i s t

Parent and Child Items
The Ca lendar  I tems  tab  a l lows you  to  bu i ld  Paren t /Ch i ld  re la t ionsh ips  be tween i tems.  Be low a re 

descr ip t ions  fo r  Paren t  and Ch i ld  I tems.

• 	 Parent  I tems  –  A  paren t  i t em i s  any  i tem tha t  has  Ch i ld  i tems ass igned to  i t  as  par t  o f  a 

h ie ra rchy.  Paren t  i t ems can  be  thought  o f  as  a  sub-ca tegory.  Another  example  o f  a  Paren t 

i t em wou ld  be  a  “package”  tha t  i nc ludes  a  cont ro l  room,  an  eng ineer,  and a  m ic rophone. 

Paren t  i t ems have  an  expand/co l l apse  func t iona l i t y  to  show or  h ide  the i r  ch i ld ren . 

• 	 Chi ld  I tems  –  Ch i ld  i tems a re  I tems tha t  a re  ass igned to  paren t  i t ems,  they  may  a lso 

conta in  the i r  own ch i ld  i tems.

How to bui ld a Parent/Child relationship:

1.  C l i ck  the  doub le  a r row (>> )  bu t ton  nex t  to  an  i tem under  Bookable  I tems .

2 .  The  doub le  a r row w i l l  tu r n  g reen  ( i nd ica t ing  i t  i s  se lec ted ) .

3 .  In  the  Calendar  Resources  l i s t ,  c l i ck  the  P lus  (+ )  s ign  nex t  to  an  i tem a l ready 

l i s ted .

4 .  The  i tem you  added (Ch i ld )  w i l l  appear  underneath  the  i tem a l ready  l i s ted  (Paren t ) 

o r  d rag  the  Ch i ld  i tem name to  the  Paren t ’s  ta rge t .

5 .  You can  h ide/show the  Ch i ld  ( i n  the  l i s t )  by  c l i ck ing  the  a r row nex t  to  the  Paren t .

6 .  I f  you  want  the  Ch i ld  to  be  v i s ib le  in  the  Ca lendar,  c l i ck  to  h igh l igh t  i t . 
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Expand/Collapse button
Af te r  you  have  made your  Paren t /Ch i ld  re la t ionsh ip ,  the  ch i ld  i tems w i l l  appear  underneath  the  Paren t 

i t ems in  the  Calendar  v i ew.  You can  choose  to  show or  h ide  the  Ch i ld  i tems in  the  Ca lendar  v iew w i th 

the  Expand/Co l l apse  bu t ton .

How to use the Expand/Collapse button:

1.  C l i ck  the  L inear  Week  but ton  in  the  Calendar  V iew.

2 .  Look  fo r  your  Paren t /Ch i ld  i tems on  the  da te  you  booked them.

3 .  On the  le f t  o f  the  Paren t  i t em,  you  w i l l  no t ice  an  a r row icon .

4 .  C l i ck  th i s  to  show or  h ide  (Expand/Co l l apse )  the  Ch i ld  i tems.

Current Preset
Back in  Ca lendar  Set t ings ,  d i rec t l y  underneath  the  Ca lendar  Resources  l i s t  i s  the  Current  Preset  f i e ld . 

Th is  f i e ld  a l lows you  to  se lec t  a  p rese t  so  you  can  con f igu re  i t .  

How to create a Preset:

1.  C l i ck  in  the  b lack  and g reen  New  bu t ton . 

2 .  In  the  f i e ld  a t  the  top  type  the  name o f  your  p rese t ,  c l i ck  OK .

3 .  Chose  the  i tems in  your  p rese t  by  c l i ck ing  on  them in  the  Calendar  Resources .  

Once  c l i cked they  w i l l  be  h igh l igh ted  in  ye l low.

4 .  C l i ck  the  Update  bu t ton .  Any  t ime you  se lec t  th i s  p rese t  f rom the  Prese t  menu 

in  the  ma in  Calendar ,  on l y  the  i tems tha t  you  h igh l igh ted  in  the  Calendar 

Resources  l i s t  w i l l  be  v i s ib le .

Save Current Selection as New Preset

How to select (or change) a Preset:

1.  C l i ck  in  the  Current  Preset  f i e ld  and se lec t  Rooms f rom the  d rop-down l i s t .

2 .  In  the  Calendar  Resources  l i s t ,  h igh l igh t  on ly  the  Rooms tha t  shou ld  be 

inc luded in  th i s  p rese t ,  l eave  o ther  i t ems un-h igh l igh ted .

3 .  C l i ck  the  Update  bu t ton .

4 .  The  Rooms prese t  i s  now updated .  Any  t ime you  se lec t  Rooms f rom the  Prese t 

menu in  the  ma in  Ca lendar,  on l y  the  rooms you  h igh l igh ted  in  the  Calendar 

Resources  l i s t  w i l l  be  v i s ib le .
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View Presets
Al l  p rese ts  can  be  v iewed and managed v ia  the  V iew  bu t ton .

How to manage presets via View button:

1.  C l i ck  the  V iew  bu t ton .

2 .  The  Ca lendar  Prese ts  w indow w i l l  appear,  l i s t i ng  a l l  p rese ts  ( l e f t )  and  the i r 

conten ts  ( r igh t ) .

3 .  I f  needed,  you  can  change o r  mod i f y  the  Prese t  Name.

4 .  C l i ck  the  t rash  can  i con  nex t  to  a  p rese t  to  permanent l y  de le te  i t .

5 .  When you  a re  f i n i shed,  choose  OK .

Th is  covers  a l l  o f  the  bas ics  o f  the  Categor ies  & I tems  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main 

Menu ,  c l i ck  the  Main  Menu  tab .
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The Communicat ions  modu le  i s  fo r  document ing  your  p ro jec t  and bus iness  commun ica t ion ,  such  as  phone 

messages ,  ema i l ,  l e t te rs ,  and a t tachments .   The  Contacts  modu le  i s  the  ma in  loca t ion  tha t  the  ma jo r i t y  o f 

your  commun ica t ions  w i l l  o r ig ina te  f rom,  bu t  the  Communicat ions  modu le  i s  a  p lace  to  v iew and manage 

a l l  o f  tha t  da ta . 

The  Main Menu  messages  a rea  re fe rences  messages  en te red  in  the  Communicat ions  modu le .  I t  d i sp lays 

messages  fo r  the  User  cu r ren t l y  logged in . 

• 	 	A 	message	h igh l igh ted 	 in 	ye l low	 ind ica tes 	 i t 	 i s 	new.

• 	 	C l i ck 	a 	message	f rom	the 	Dashboard 	to 	go 	to 	the 	Messages  tab  in  the  Communicat ions 

modu le .

In this chapter you wil l  read about how to:
• 	 Create  a  new message

• 	 F ind  a  message

• 	 Compose a  l e t te r

• 	 Create  a  cus tomized fo rm le t te r

• 	 Ed i t  a  fo rm le t te r

Messages tab
Create  sub- tab
The Crea te  sub- tab  p rov ides  the  ab i l i t y  to  c rea te  a  message o r  search  fo r  ex i s t ing  messages .  Messages 

tha t  a re  c rea ted  in  the  Communicat ions  modu le  appear  in  the  rec ip ien t ’s  Dashboard  -  Messages  a rea 

o f  the  Main Menu  v i ew.   A  message c rea ted  fo r  a  User  w i l l  appear  on ly  to  tha t  User,  when he  o r  she  i s 
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l ogged in to  S tud io  Su i te .   You  can  ass ign  a  message to  mu l t ip le  peop le  by  se lec t ing  them on the  le f t 

s ide .

Create New Message

How to create a new message:

1.  C l i ck  the  b lack  and g reen  Crea te  New Message but ton .   The  message 

compos i t ion  a rea  on  the  r igh t  w i l l  au to- f i l l  w i th  today ’s  da te  and t ime.  The  cursor 

i s  au tomat ica l l y  p laced in  the  tex t  f i e ld ,  so  you  can  beg in  t yp ing  the  tex t . 

2 .  W i th  the  ‘Qu ick  Se lec t ’  l i s t  o f  ava i l ab le  ind i v idua ls  as  p rov ided f rom the 

Contacts  modu le ,  se lec t  who the  message composed w i l l  be  sent  to .  Se lec t 

mu l t ip le  names i f  necessary.  When you  c l i ck  on  a  person  f rom the  l i s t  the i r  name 

w i l l  t rans fe r  over  and appear  in  the  ‘Th is  Message I s  For ’  f i e ld .

3 .  Compose your  message in  the  tex t  f i e ld .

4 .  F in i sh  the  message by  se lec t ing  any  des i red  ‘message types ’  f rom the  i tems 

l i s ted  above .   C l i ck  the  checkbox  to  secure  the  i tem w i l l  be  inc luded in  the 

message sent .

5 .  C l i ck  the  “Record”  bu t ton  to  record  a  message.   When a  message has  been 

recorded,  i t  w i l l  tu r n  in to  a  g reen  “P lay”  bu t ton .

Find Messages (search)
W i th  the  p rov ided search  f i e ld  on  the  le f t ,  F ind :  Al l ,  Old ,  o r  New  messages  fo r  a  par t i cu la r  i nd i v idua l .

How to f ind a message:

1.  C l i ck  in  the  search  f i e ld  to  loca te  an  ind iv idua l .

2 .  A  pop-up menu o f  contac ts  w i l l  appear  fo r  you  to  se lec t  f rom.

3 .  Nex t ,  se lec t  Al l ,  Old  o r  New .   Messages  w i l l  appear  w i th in  the  L is t  sub- tab  o f  the 

Communicat ions  modu le .

List  sub-tab 
The L is t  tab  shows a  sor tab le  l i s t  o f  a l l  o f  the  messages  in  the  Communicat ions modu le . 

Tips for using the List sub-tab

• 	 	The 	From f i e ld  i s  the  person  o r ig ina t ing  the  message.

• 	 	The 	To  f i e ld  i s  the  who the  message was  sent  to .

• 	 	C l i ck 	 the 	Go To but ton  to  go  to  tha t  record  in  the  Create  sub- tab  o f  the 

Communicat ions  modu le .

•   Date  and  Time  s tamps a re  inc luded showing  the  da te  and t ime o f  the 

c rea ted  message. 

•   Status  a l l ows fo r  updat ing  the  s ta tus  o f  the  message f rom new to  o ld .

• 	 	The  Message  i n fo rmat ion  i s  shown on  each  assoc ia ted  l i ne  i tem.

• 	 	Any  Recorded Messages  saved can  be  accessed,  p layed and rev iewed. 
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New Call  Entry tab 
A New Ca l l  En t ry  record  i s  bes t  c rea ted  f rom the  Ca l l s  and Notes  sec t ion  o f  the  Contacts  modu le .   Here 

though,   you  can  input  more  de ta i l s  o f  a  Ca l l  commun ica t ion  w i th  a  company  and/or  contac t  as  l i s ted .   You 

can  e i the r  t ype  the  conversa t ion  as  tex t  o r  record  an  aud io  descr ip t ion  by  c l i ck ing  the  Record  bu t ton .

Compose Letter tab
Compos ing  a  l e t te r  i s  a l so  bes t  i n i t i a ted  f rom the  Contacts  modu le . 

How to compose a letter:

1.  Se lec t  the  rec ip ien t  i n  the  Contacts  modu le ,  then  c l i ck  the  New but ton  in  the 

Let te rs ,  Faxes  and Ema i l s  sec t ion .   I t  w i l l  au tomat ica l l y  f i l l  i n  the  da te .   The 

sub jec t  can  be  f i l l ed  in  f rom th is  loca t ion  o r  i t  can  be  added back  in  the  Compose 

Le t te r  tab .   C l i ck  the  Go To  but ton  to  be  taken  to  the  Compose Le t te r  tab  o f  the 

Communicat ions modu le ,  where  the  le t te r  can  be  comple ted .

2 .  The  le t te r  i s  p re-addressed,  w i th  a  Salutat ion .  The  sa lu ta t ion  i s  p rese t  to  be 

“Dear  F i rst  Name” .   I f  you  want  i t  to  be  someth ing  e lse ,  c l i ck  on  the  sa lu ta t ion 

tex t  and type  whatever  you  des i re  i t  to  be . 

3 .   You  can  a lso  c l i ck  in  the  Form Letter  tex t  f i e ld  to  access  a  Form Let te r .   Fo rm 

Let te rs  can  be  c rea ted  under  the  Form Let te rs  tab  in  th i s  modu le .  

4 .  The  Subject  o f  the  l e t te r  was  c rea ted  in  the  Contacts  modu le  in i t i a l  l e t te r 

se tup .   I f  you  a re  us ing  a  fo rm le t te r,  the  sub jec t  l i ne  was  de te rm ined when you 

c rea ted  your  fo rm le t te r.   However,  the  sub jec t  l i ne  can  be  ed i ted  here  i f  needed.

5 .  P lace  the  cursor  i s  the  tex t  body  f i e ld ,  and beg in  t yp ing . 

Tips on composing a letter:
• 	 The 	 Company Selector  l e ts  you  choose  wh ich  o f  your  company ’s 

in fo rmat ion  w i l l  f i l l  the  re tu r n  address ,  l e t te rhead and logo. 

• 	 The 	Sent  By f i e ld  i s  used to  keep t rack  o f  how th is  par t i cu la r  l e t te r  was 

sent  (Regu la r  Ma i l ,  FedEx ,  Cer t i f i ed  Ma i l ,  Re tu rn  Rece ip t ,  UPS,  Fax , 

e tc . )  You  must  then  en te r  a  Subject .

• 	 I f 	 th i s 	 l e t te r 	was 	sent 	v ia 	a 	de l i ve ry 	se rv ice , 	 then 	the 	Tracking Number 

f i e ld  p rov ides  a  p lace  to  record  tha t  number  fo r  your  records .

Select Letter Type to Preview box
W ith in  the  Se lec t  Le t te r  Type  Prev iew  box ,  the re  a re  many  p re- fo rmat ted  le t te r  t ypes  to  choose  f rom; 

Business ,  wh ich  puts  the  re tu r n  address  in fo rmat ion  on  the  le t te r ;  Casual ,  wh ich  omi ts  the  re tu r n 

address  in fo rmat ion ;  and Fax ,  wh ich  i s  fo rmat ted  as  a  fax  cover  sheet .  You have  your  cho ice  o f  two 

fon t  s i zes ,  a  10  po in t ,  and 12  po in t ,  fo r  each  le t te r  t ype ,  as  we l l  as  two paper  s i zes ,  Ful l  and  Monarch .

The  Automat ic  rad io  bu t ton  w i l l  au tomat ica l l y  genera te  l e t te rhead based on  the  in fo rmat ion  and logo you 

en te red  when you  se t  up  your  company  in i t i a l l y.   I f  you  en te red  spec i f i c  l e t te rhead when you  se t  up  the 

company,  the  Custom  bu t ton  w i l l  a l l ow i t  to  be  used here . 
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To see  a  p rev iew o f  your  l e t te r,  c l i ck  on  the  but ton  w i th  the  Se lec t  Le t te r  Type  to  Prev iew  box  tha t  has 

a l l  o f  the  e lements  tha t  you  des i re .   I t  w i l l  t ake  you  to  a  Page Setup d ia log  box ,  i f  you  c l i ck  OK i t  w i l l  t ak 

you  to  a  p rev iew o f  the  fo rmat ted  le t te r.  You  can  e i the r  C l i ck  Cont inue  to  p r in t  i t  o r  Cance l  to  go  back 

to  the  le t te r.

You a lso  may  send the  same tex t  v ia  ema i l  by  c l i ck ing  on  the  Ema i l  tab .  C l i ck  the  Send Ema i l  but ton ,  you 

w i l l  have  an  opt ion  to  send i t  d i rec t l y  ou t  o f  S tud io  Su i te  o r  th ru  your  ema i l .

NOTE:  I f  you  use  web mai l  (gmai l ,  yahoo,  e tc . )  you  wi l l  need to  send these  emai l s  d i rect l y  out  o f 

Stud io  Su i te .

Email  tab
Also  l i nked to  the  Contacts  modu le ,  the  Ema i l  tab  a l lows you  to  compose an  Emai l  to  a  se lec ted  Contac t 

ID .   F i r s t ,  f i nd  the  rec ip ien t  i n  the  Contacts  modu le ,  then  beg in  to  compose a  New le t te r.   A f te r  your  in i t i a l 

tex t  se tup  en t r i es  fo r  the  da te  and sub jec t ,  c l i ck  the  Go To  but ton  and you  w i l l  be  au tomat ica l l y  be  taken 

to  the  Compose Le t te r  tab .   C l i ck  on  the  Ema i l  tab  and a l l  o f  the  same in fo rmat ion  i s  ava i l ab le  fo r  you  to 

comple te  your  ema i l .

Response & Enclosures tab
The Response  &  Enc losures  tab  o f  the  Communicat ions  modu le  i s  where  you  can  en te r  the  Status  o f  the 

commun ica t ion ,  what  t ype  o f  commun ica t ion  the i r  Response Was ( e .g .  ema i l ,  phone ca l l ,  e tc .  f rom the 

d rop down menu ) ,  the  ac tua l  response  in  the  box  be low Response Was  and  a  descr ip t ion  o f  any  enc losed 

mate r ia l .  I f  the i r  response  conta ined any  Enclosed mater ia ls ,  en te r  the  de ta i l s  he re .  C l i ck  on  the  red  tex t 

Contac ts  tab  in  the  upper  r igh t  to  re tu r n  to  go  to  the  Contacts  modu le  i f  needed. 

Form Letters tab
Detai l  sub-tab
The Deta i l  sub- tab  o f  the  Fo rm Let te rs  tab  a re  where  you  can  c rea te  cus tomized fo rm le t te rs .   

How to create customized form letters:

1.  C l i ck  the  b lack  and g reen  New but ton  a t  the  top .

2 .  In  the  Sub jec t  tex t  f i e ld  c rea te  a  sub jec t  fo r  re fe rence .

3 .  Add a  Form Let te r  Name tha t  i s  recogn izab le  and re la ted  to  the  re fe renced le t te r 

mate r ia l .   Th is  name i s  fo r  your  re fe rence  on ly,  the  rec ip ien t  w i l l  no t  see  i t .

4 .  Type  your  fo rm le t te r  body  mate r ia l  i n  the  l a rge  tex t  f i e ld  p rov ided.   Upon 

comple t ion  the  le t te r  w i l l  be  added to  the  l i s t  o f  Communicat ions  modu le  fo rm 

le t te rs . 

List sub-tab
The L is t  sub- tab  p rov ides  a  l i s t  o f  the  Form Let te rs .  When you  c l i ck  a  s ing le  en t ry  the  Record  number 

shows in  wh i te  in  the  upper  r igh t  o f  the  sc reen .  The  v iew i s  so r tab le  by  Record # ,  Form Letter  Name , 

Subject ,  and  Text .
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How to edit  a Form Letter:

1.  C l i ck  the  Go To  bu t ton  nex t  to  the  Form Let te r  name. 

2 .  The  Deta i l  sub- tab  w indow w i l l  appear,  a l l ow ing  you  to  ed i t  the  spec i f i c  Form 

Let te r  i n fo rmat ion .

Audit Log sub-tab
The Aud i t  Log  sub- tab  under  the  Form Let te rs  tab  re f l ec ts  the  ac t i v i t y  on  the  Form Let te rs  tab  on ly,  no t 

the  en t i re  Communicat ions  modu le .   For  more  in fo rmat ion  about  the  new Aud i t  Log fea tu re ,  read  the 

Aud i t  Log Chapte r  i n  th i s  manua l .

Attach & FTP tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )   ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies  to  an  ind iv idua l  commun ica t ion .  When you  a re  on  the  record  fo r  th i s  commun ica t ion ,  a 

red  dot  appears  on  the  At tach  &  FTP tab  to  l e t  you  know tha t  i t  has  someth ing  a t tached,  l i nked o r  embeded 

to  i t .   Fo r  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab chapte r  o f  th i s  User ’s  Gu ide .

Th is  covers  a l l  o f  the  bas ics  o f  the  Communicat ions  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu , 

c l i ck  on  the  Main  Menu  tab  in  the  upper  r igh t  o f  the  sc reen .



s s x

1 7
C o n t a c t s  m o d u l e

F i l e  Name:   SSX_Contac ts . fmp12



17-2

Studio Suite X           Chapter 17 - Contacts module

In this chapter you wil l  read about how to:
• 	 Create  a  new Contac t

• 	 I nc lude  a  b i l l i ng  address  ( i n  add i t ion  to  a  ma in  address )

• 	 Use the  Un l ink  Th is  Address  but ton

• 	 Change the  name o f  sub- tabs  Custom 1  and Custom 2

• 	 Create  a  new Ca l lbacks  record

• 	 Create  a  new Ca l l s  &  Notes  record

• 	 Compose a  l e t te r,  f ax  o r  ema i l

• 	 Ente r  phone number  and use  Skype

• 	 Choose a  t i t l e

• 	 Add the  Contac t  to  a  g roup

• 	 Create  a  new group

• 	 Create  and use  a  Resource  Permiss ion  Group

• 	 Use F lags  in  searches

• 	 Add a  b i r thday  to  a  Contac t  record

• 	 F ind  a  record  f rom the  Deta i l  tab

• 	 Impor t  a  vCard  f rom an  address  book

• 	 Expor t  a  Contac t  as  a  vCard

• 	 F ind  Contac ts  by  g roup

• 	 Add/Remove a  s ing le  Contac t  to / f rom an  add i t iona l  g roup

• 	 Add a l l  Contac ts  to  a  spec i f i c  g roup

• 	 Remove a l l  Contac ts  f rom a  spec i f i c  g roup

• 	 I nse r t  a  c l i en t  logo

• 	 Ente r  an  Employee  as  a  Contac t

• 	 Create  a  Prow l  AP I

• 	 Create  a  new Rate
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• 	 Add an  ex is t ing  Rate

• 	 Create  a  new message f rom the  messages  sub- tab  sc reen

• 	 Create  new “Task”  i tems fo r  each  record

• 	 Set  de fau l t  Tasks

• 	 Set  up  b i l l i ng  and tax  in fo rmat ion  fo r  a  Contac t

• 	 Ed i t  a  c l i en t  tax  Rate

• 	 Nav iga te  c l i en t  Invo ices

• 	 Add an  ex is t ing  Rate

• 	 Ed i t  c l i en t  med ia

• 	 Choose a  p r in t ing  opt ion

• 	 Use the  Aud i t  Log to  v iew the  da ta  f rom a  de le ted  record

• 	 Use the  Pr in t  Th is  bu t ton

Overview
The Contacts  modu le  i s  a  fu l l - fea tu red  contac t  management  sys tem.  The  ma in  advantage  i t  has  over  o ther 

contac t  managers  i s  tha t  i t  has  connect ions  to  o ther  modu les  in  S tud io  Su i te ,  a l l ow ing  you  to  see  and jump 

to  every  commun ica t ion ,  p ro jec t ,  i nvo ice ,  l i b ra ry  “med ia  asse t ” ,  o r  t i t l e .

I t  keeps  t rack  o f  separa te  addresses  fo r  Ma in ,  B i l l i ng ,  Sh ipp ing  and two user-cus tomizab le  address  f i e lds  fo r 

each  o f  your  C l i en t ,  Vendor,  Emp loyee ,  Persona l  and Prospect  contac ts .  I t  a l so  t racks  d i f f e ren t  personne l 

assoc ia ted  w i th  tha t  contac t ,  as  we l l  as  un l im i ted  phone numbers  per  contac t ,  and four  mu l t i -purpose  and 

searchab le  F lag  f i e lds .  

F rom the  F inanc ia l  I n fo  tab ,  you  can  see  a  w indow in to  the  Invoices  modu le  to  v iew every  invo ice  fo r  tha t 

C l i en t .  F rom the  Media  Asse t  tab ,  you  can  see  a l l  o f  the  med ia  be long ing  to  tha t  C l i en t .  F rom the  Library 

modu le  (on  the  Main Menu ) ,  you  can  see  every  p iece  o f  med ia  tha t  be longs  to  tha t  C l i en t  and the  t i t l es 

they  conta in .  The  re la ted  Communicat ions  modu le  keeps  t rack  o f  eve ry  ca l l ,  l e t te r  (w i th  bu i l t - i n  response 

t rack ing ) ,  sh ipment ,  ema i l ,  and  “ to-do”  re la ted  to  tha t  contac t .

The  Contacts  modu le  w i l l  au tomat ica l l y  f i l l  i n  the  U.S .  C i t y  and Sta te  when you  en te r  a  Zip (Posta l )  Code 

as  we l l  as  keep t rack  o f  emai l ,  Web Si te ,  FTP,  SMS i n fo rmat ion ,  account  numbers  ( fo r  c red i t  ca rds  and 

sh ipp ing )  and un ion  a f f i l i a t ions .  I t  a l so  o rgan izes  fo r  compan ies  and peop le  by  cus tomized ca tegor ies  and 

ta len t  and au tomat ica l l y  shows what  Pro jec ts  each  contac t  has  been invo lved  w i th  and what  each  contac t 

owes  you ,  no t  to  ment ion  the  d i f f e ren t  de f ined  Groups ,  and Resource  Permiss ion  Groups  a  contac t  i s  a 

member  o f .

Add i t iona l l y,  the  Contacts  modu le  keeps  t rack  o f  ho l iday  ma i l i ngs  and pr in ts  cus tom ho l iday  enve lopes 

(most  enve lope  and le t te r  s i zes )  and four  d i f f e ren t  s tandard  s i ze  address/phone books .  You can  se lec t  ( v i a 

menu )  wh ich  o f  your  compan ies  you  a re  send ing  f rom,  and Stud io  Su i te  w i l l  au to-genera te  a  l e t te rhead w i th 

your  cus tom logo,  o r  your  own cus tom le t te rhead.

Upon en te r ing  the  Contacts  modu le ,  you  shou ld  be  on  the  Deta i l  tab ,  v iew ing  the  contac t ’s  Main  sub- tab 

in fo rmat ion .

NEW FEATURE: Importing/exporting Contacts from/to Address 
Book, Outlook, Google Contacts and Active Directory.

Contac ts  can  now be  impor ted  f rom Address  Book (w i th  a  purchased p lug- in ) ,  Out look 

(w i th  a  purchased p lug- in ) ,  Goog le  Contac ts  and Act i ve  D i rec to ry.
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Detai l  tab
The  Deta i l  tab  i s  the  beg inn ing  po in t  o f  en te r ing  a l l  o f  your  contac ts  in to  S tud io  Su i te .  The  Deta i l  tab  has  f i ve 

sub- tabs :  Main ,  Bi l l i ng ,  Sh ipp ing ,  Custom  1 ,  and  Custom 2 .

Main sub-tab
The Main  sub- tab  o f  the  Deta i l  tab  keeps  t rack  o f  i n fo rmat ion  about  the  ma in  loca t ion  o f  a  contac t .  (The 

B i l l i ng  and Sh ipp ing  sub tabs  a re  exp la ined la te r  i n  the  Chapte r ) .

                                     

How to create a new contact:

1.  C l i ck  on  the  New but ton  in  the  Funct ion  Bar  o r  p ress  Cnt r l -N  (PC)  o r  z -N (Mac ) . 

2 .  Depend ing  on  the  User  p re fe rence  you  have  es tab l i shed ( i n  the  Ma in  Menu/

Setup/User  Accounts /Account  Pre fe rences ) ,  the  contac t  w i l l  be  marked e i the r 

a  Cl ient ,  Vendor ,  Employee,  Personal ,  Prospect  or  a  Locat ion.  You can 

over r ide  th i s  by  check ing  the  appropr ia te  box .

NOTE:  I t  i s  impor tant  to  mark  a l l  app l icab le  checkboxes  because any  contacts  marked 

wi l l  appear  th roughout  Stud io  Su i te  in  va lue  l i s ts  fo r  C l ients ,  Vendors ,  Employees ,  Lo-

cat ions ,  e tc . 

 

3.  A f te r  you  en te r  the  Name ,  Company  and  Address ,  tab  in to  the  Zip  f i e ld .

4 .  En te r ing  a  Zip Code  au tomat ica l l y  f i l l s - in  the  City  and  State  f rom the  Posta l 

Codes  tab le  ( sh ips  w i th  U .S .A .  da ta  on ly ) .  S ince  pos ta l  da ta  i s  under  cons tan t 

change,  a  c i t y  o r  s ta te  may  en te r  i ncor rec t l y. 

5 .  C l i ck ing  in  the  City  f i e ld  w i l l  p resent  you  w i th  a  l i s t  o f  c i t i es  assoc ia ted  w i th  tha t 

Zip Code .  C l i ck  on  the  cor rec t  c i t y  to  choose  i t .  I f  none  o f  the  c i t i es  a re  cor rec t , 

you  can  manua l l y  t ype  in  the  cor rec t  c i t y.

6 .  A lso  en te r  the  County  and  the  Country.

7.   I f  you  see  a  red  dot  nex t  to  the  Name  o r  Company Name ,  th i s  i nd ica tes  tha t  the 

same tex t  has  a l ready  been en te red  in to  th i s  f i e ld  on  another  record .  C l i ck ing 

the  red  dot  w i l l  f i nd  a l l  records  tha t  have  the  same ent ry,  a l l ow ing  you  to  qu ick l y 

de te rm ine  wh ich  record  i s  cor rec t ,  o r  to  manua l l y  merge  the  da ta  in to  one  record 

i f  appropr ia te .

Bil l ing sub-tab
I f  a  C l i en t  has  a  B i l l i ng  Address  tha t  i s  d i f f e ren t  than  the i r  Ma in  Address ,  you  can  use  th i s  tab  to  l i nk  a 

re la ted  B i l l i ng  Address  to  the  cur ren t  Ma in  Address .
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How to include a Bi l l ing address ( in addit ion to a main address):

1.  C l i ck  on  the  Bi l l i ng  sub- tab .  S tud io  Su i te  w i l l  ask ,  “Do you  want  to  c rea te  a  NEW 

contac t  o r  p ick  f rom a  l i s t  o f  ex i s t ing  contac ts”? 

2 .  I f  you  a re  jus t  ge t t ing  s ta r ted ,  c l i ck  on  the  New but ton  to  c rea te  a  new record 

and f i l l  i n  th i s  add i t iona l  i n fo rmat ion  in  the  same method as  the  Main  Deta i l  tab .

3 .  I f  the i r  b i l l i ng  address  in fo rmat ion  a l ready  ex is ts  in  another  contac t  record ,  c l i ck 

the  Ex is t ing  but ton .  Rather  than  c rea t ing  a  new b i l l i ng  contac t ,  you  have  the 

opt ion  to  choose  f rom a  l i s t  o f  ex i s t ing  contac ts  i f  the  address  i s  a l ready  l i s ted 

e lsewhere  in  the  Contacts  modu le . 

4 .  When you  se lec t  the  Ex is t ing  bu t ton ,  a  l i s t  o f  a l l  o f  your  contac ts  w i l l  appear 

and you  can  then  search  (w i th in  the  open f i e ld  above )  by  Company Name ,  Last 

Name ,  o r  Category .

5 .  When you  loca te  the  contac t  o f  cho ice ,  c l i ck  anywhere  w i th in  the  c l i en t  f i e ld 

on  the  se lec ted  l i s t i ng .  S tud io  Su i te  w i l l  then  l i nk  the  se lec ted  record  as  the 

address  fo r  “B i l l i ng” . 

6 .  When you  a re  f i n i shed w i th  the  Bi l l i ng  Deta i l  sub- tab ,  c l i ck  on  the  Main  Deta i l 

sub- tab . 

7 .  You w i l l  no t ice  tha t  the  Bi l l i ng  sub- tab  now has  a  l i t t l e ,  red  dot ,  i nd ica t ing  tha t 

th i s  Main  contac t  has  a  d i f f e ren t  Bi l l ing  address  and in fo rmat ion .

Unlink This Address button
The Unl ink  Th is  Address  bu t ton  w i l l  remove  the  l i nk  be tween the  two records ,  w i thout  de le t ing  them. 

How to use the Unlink This Address button:

1.  I t  w i l l  g i ve  you  a  d ia log  box  o f  “Are  you  sure  you  want  to  d is -assoc ia te  th i s 

address  f rom the  Pr imary  Contac t ”?  C l i ck  OK .  The  change  wi l l  beg in  the  who le 

B i l l i ng  ent ry  p rocess  aga in .

2 .  For  each  b i l l i ng  address  you  en te r,  a  new and separa te  contac t  record  i s  c rea ted . 

3 .  Th is  g i ves  you  the  most  f l ex ib i l i t y  f rom each o f  these  re la ted  addresses . 

4 .  You w i l l  no t ice  tha t  the  Ma in  Deta i l  sub- tab  now has  a  l i t t l e  red  dot  on  i t . 

5 .  Th is  means  tha t  th i s  B i l l i ng  address  i s  assoc ia ted  a  Ma in  address  e l sewhere . 

C l i ck ing  on  the  Main  Deta i l  tab  w i l l  t ake  you  back  to  the  o r ig ina l ,  assoc ia ted 

contac t .

Shipping sub-tab
The Sh ipp ing  sub- tab  conta ins  an  a l te r na te  Sh ipp ing  address  and re la ted  in fo rmat ion .  Th is  tab  i s  iden t ica l 

to  the  Main  and  Shipping Deta i l  screens ,  so  rev iew those  p rocedures  as  exp la ined above .

Custom 1 & Custom 2 sub-tabs
Two add i t iona l  contac t  Deta i l  sc reens  a re  p rov ided so  you  can  persona l l y  cus tomize  them to  match  tha t 

contac t .  The  Deta i l  p rocedure  works  ident ica l l y  to  the  Bi l l i ng  and  Sh ipp ing  sub- tabs  exp la ined above . 
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How to change the name of sub-tabs Custom 1 and Custom 2:

1.  C l i ck  on  the  tex t  “Custom 1 ”  i n  the  sub- tab  labe l .  Th is  w i l l  a l l ow you  to  ed i t  the 

tab .

2 .  Retype  your  des i red  labe l .  (Some examples  o f  cus tomiz ing  inc lude  Personal 

Home ,  Parents ,  Vacat ion Home ,  e tc . ) .

3 .  When you  a re  f i n i shed w i th  the  Custom 1  and  Custom 2  Deta i l  sub- tabs ,  c l i ck 

back  on  Ma in  Deta i l  sub- tab ,  to  the  o r ig ina l  contac t . 

4 .  You w i l l  aga in  no t ice  a  l i t t l e ,  red  dot  on  the  Custom sub- tabs  ind ica t ing  tha t  th i s 

contac t  has  in fo rmat ion  in  tha t  Custom sub- tab .

CallBacks section
Th is  i s  where  you  spec i f y  tha t  you  shou ld  ca l l  someone back  on  a  ce r ta in  da te .  Ca l lbacks  can  be 

ass igned to  the  person  who shou ld  make the  ca l l ,  and  the  Ma in  Menu Dashboard  w i l l  show tha t  person 

(when they ’ re  logged in )  a  l i s t  o f  the  ca l lbacks  they  need to  make.  They  can  be  conver ted  to  the  Cal ls 

a rea  to  show tha t  the  ca l l  was  made (wh ich  removes  i t  f rom the  Ca l lBack  l i s t ) .

How to create a new CallBacks record:

1.  C l i ck  the  b lack  and g reen  New  bu t ton  nex t  to  Cal lBacks.

2.  Se lec t  a  da te  f rom the  pop-up ca lendar,  and the  Subject  f i e ld  w i l l  be  ready  fo r 

you  to  t ype  what  the  phone conversa t ion  d iscussed. 

3 .  C l i ck  the  Time  f i e ld  and type  the  t ime.

4 .  The  Who  f i e ld  shou ld  au tomat ica l l y  be  f i l l ed  in  w i th  your  Account  Name.  I f  you 

wou ld  l i ke  someone e lse  to  make the  Ca l lBack ,  c l i ck  the  Who f i e ld  and se lec t 

tha t  person  f rom the  d rop-down l i s t .

5 .  I f  you  need to  v iew or  en te r  more  de ta i l s ,  o r  wou ld  jus t  l i ke  to  work  in  a  l a rger 

fo rmat ,  c l i ck  on  the  Go To  bu t ton ,  wh ich  w i l l  p resent  a  popup w indow.

6 .   In  the  popup w indow you can  c l i ck  De le te  ( to  de le te  the  Ca l lBack ) ,  Close  w indow 

( to  ex i t ) ,  o r  Conver t  to  Ca l l  (wh ich  w i l l  move  the  Ca l lBack  in to  the  Ca l l s  a rea ,  and 

remove i f  f rom the  Ca l lBack  L is t ) .

Calls & Notes section
The Cal ls  & Notes  a rea  i s  fo r  keep ing  t rack  o f  your  commun ica t ions ,  and phone ca l l s  fo r  tha t  par t i cu la r 

contac t . 

How to create a new Calls & Notes record:

1.  C l i ck  the  b lack  and g reen  New  bu t ton  nex t  to  Cal ls  & Notes ,  and  se lec t  a  t ype 

o f  no te  f rom the  pop-up l i s t .  Choose  Ed i t  f rom the  l i s t  to  add a  new prese t  t ype .

2 .  The  Date  w i l l  au to- f i l l ,  and  the  Summary  f i e ld  w i l l  be  ready  fo r  you  to  t ype . 

3 .  C l i ck  the  What  f i e ld  and se lec t  a  p rese t  no te  f rom the  pop-up l i s t .  Choose  Ed i t 

f rom the  l i s t  to  add a  new prese t  no te .
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4.  I f  you  need to  v iew or  en te r  more  de ta i l s ,  o r  wou ld  jus t  l i ke  to  work  in  a 

“ fu l l  page”  fo rmat ,  c l i ck  on  the  Go To  bu t ton ,  do ing  th i s  w i l l  t ake  you  to  the 

Communicat ions  modu le ,  where  you  can  en te r  more  de ta i l s ,  as  we l l  as  se lec t  a 

p r in t ing  fo rmat  i f  you  choose  to  p r in t .

5 .  C l i ck ing  the  red  Record  bu t ton  w i l l  open  your  opera t ing  sys tems record ing 

app l i ca t ion ,  a l low ing  you  to  make a  vo ice  note .  To  beg in  record ing ,  c l i ck  the 

red  c i rc le .  You can  ge t  fancy  and hook  your  phone to  the  aud io  input  o f  your 

compute r  (w i th  a  phone to  aud io  connecto r )  to  record  your  ca l l s .  Th is  may  be 

i l l ega l  though,  and wou ld  use  up  a  l a rge  amount  o f  d i sk  space .

6 .  C l i ck  the  Trash  Can icon  to  de le te  the  record .

 

Letters,  Faxes & emails section
Th is  sec t ion  works  l i ke  Cal ls  & Notes ,  bu t  i s  des igned to  t rack  Le t te rs ,  Faxes  o r  Ema i l s  you  may  need 

to  send to  th i s  contac t . 

How to compose a letter,  fax or email :

1.  C l i ck  the  b lack  and g reen  New  bu t ton  nex t  to  the  Letters ,  Faxes & emai ls 

f i e lds .

2 .  The  Date  w i l l  au to- f i l l ,  and  the  Subject  f i e ld  w i l l  be  ready  fo r  you  to  t ype . 

3 .  Type  a  Subject .  I f  you  need to  t ype  more  in fo rmat ion ,  use  the  Text  f i e ld .

4 .  I f  you  wou ld  l i ke  th i s  to  be  p r in ted  as  a  Le t te r,  Fax  o r  sen t  as  an  ema i l ,  c l i ck  the  

Go To  bu t ton .

5 .  Th is  takes  you  to  the  Compose Le t te r  tab  o f  the  Communicat ions  modu le . 

6 .  The  cursor  i s  p laced in  the  tex t  f i e ld ,  so  you  can  beg in  t yp ing  the  tex t . 

7 .  The  le t te r  i s  p re-addressed,  w i th  a  sa lu ta t ion . 

8 .  The  sa lu ta t ion  i s  ca lcu la ted  to  be  “Dear  First  Name ” ;  i f  you  want  i t  to  be 

someth ing  e lse ,  c l i ck  on  the  sa lu ta t ion  tex t  and type  whatever  you  des i re  i t  to 

be . 

Tips relating to letters,  faxes and email :
• 	 The 	Sent  By f i e ld  i s  used to  keep t rack  o f  how th is  par t i cu la r  l e t te r  was  sent  (Regu la r 

Ma i l ,  FedEx ,  Cer t i f i ed  Ma i l ,  Re tu rn  Rece ip t ,  UPS,  Fax ,  e tc . )  You  must  then  en te r  a 

Subject .  

• 	 The 	Company Selector  l e ts  you  choose  wh ich  o f  your  company ’s  in fo rmat ion  w i l l  f i l l 

the  re tu r n  address ,  l e t te rhead and logo.

W i th in  the  Se lec t  Le t te r  Type  Prev iew  box ,  the re  a re  many  p re- fo rmat ted  le t te r  t ypes  to  choose  f rom; 

Business ,  wh ich  puts  the  re tu r n  address  in fo rmat ion  on  the  le t te r ;  Casual ,  wh ich  omi ts  the  re tu r n 

address  in fo rmat ion ;  and Fax ,  wh ich  i s  fo rmat ted  as  a  fax  cover  sheet .  You have  your  cho ice  o f  two 

fon t  s i zes ,  a  10  po in t ,  and 12  po in t ,  fo r  each  le t te r  t ype ,  as  we l l  as  two paper  s i zes ,  Ful l  and  Monarch .

The  Automat ic  rad io  bu t ton  icon  w i l l  au tomat ica l l y  genera te  l e t te rhead based on  the  in fo rmat ion  and logo 

you  en te red  in  the  Setup but ton  a t  the  Main Menu .  Custom  w i l l  pu t  the  l e t te rhead g raph ic  you  en te red 

about  your  company  in  the  Setup but ton  a t  the  Main Menu  about  your  company. 

A f te r  you  have  f i n i shed wr i t i ng  the  tex t  o f  your  l e t te r,  c l i ck  on  the  but ton  fo r  the  Letter  Type  you  want 

to  p r in t ,  and i t  w i l l  t ake  you  to  a  p rev iew o f  the  fo rmat ted  le t te r.  C l i ck  Cont inue  to  p r in t  i t  o r  Cance l .

You a lso  may  send the  same tex t  v ia  ema i l  by  c l i ck ing  on  the  Ema i l  tab .  C l i ck  the  Send Ema i l  but ton . 
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Send d i rec t l y  f rom Stud io  Su i te  o r  th rough your  ema i l  c l i en t .

Message Status
The Response  &  Enc losures  tab  o f  the  Communicat ions  modu le  i s  where  you  can  en te r  the  Status 

o f  the  commun ica t ion ,  what  the i r  Response Was:  f rom the  pop-up menu,  and type  the  de ta i l s  o f  the 

response  be low.  I f  the i r  response  conta ined any  Enclosed mater ia ls ,  en te r  the  de ta i l s  he re .  C l i ck  on 

the  Red Tex t  Contac ts  tab  in  the  upper  r igh t  to  re tu r n  to  the  Contacts  modu le . 

Addit ional Personnel section
The Add i t iona l  Personne l  sec t ion  works  l i ke  the  sec t ions  above  i t .  I t  a l l ows you  to  add more  peop le  to 

th i s  contac t  and s to res  a  new fu l l  record  in  the  Contacts  modu le ,  a l l ow ing  you  to  keep more  in fo  about 

each  re la ted  person .  C l i ck ing  the  Go To  bu t ton  w i l l  t ake  you  to  tha t  fu l l  record .  To  re tu rn  to  the  Paren t 

record ,  c l i ck  the  B lue  but ton  in  the  upper  r igh t  o f  the  por ta l .

Phones f ields
I n  the  upper  r igh t  o f  the  sc reen  you  can  de f ine  a  de fau l t  phone number  fo rmat  fo r  the  numbers  you 

type  be low.  The  f i e ld  popu la ted  w i th  (###.###.#### )  i nher i t s  i t s  o r ig ina l  va lue  f rom the  se t t i ng  in  the 

Ma in  Menu Setup a rea ,  however,  you  can  ed i t  th i s  number  fo rmat  per  contac t  by  c l i ck ing  on  th i s  f i e ld .  A 

p rompt  w i l l  appear  a l low ing  you  to  spec i f y  the  phone number  fo rmat  tha t  a l l  e igh t  phone numbers  be low 

shou ld  fo l low,  where  the  #  s ign  represents  a  number.   Add tex t  o r  symbo ls  be tween the  number  g roups 

(ex :  hyphen,  per iod ,  fo rward  s lash ,  p lus  s ign ,  e tc ) .  Numbers  tha t  a re  en te red  w i th  a  d i f f e ren t  quant i t y  o f 

numbers  w i l l  not  adopt  the  de f ined  s ty le .

How to enter phone numbers and use Skype:

1.    En te r  phone numbers  fo r  each  contac t .  

2 .  The  labe ls  may  be  changed by  se lec t ing  a  va lue  f rom the  pop-up menu. 

3 .  You can  a lso  en te r  an  Extens ion  fo r  each  phone number  in  the  f i e ld  to  the  r igh t 

o f  the  phone number.

4 .  I f  you  want  a  spec i f i c  number  to  be  the  de fau l t  number,  c l i ck  on  the  checkbox 

nex t  to  the  phone type .  You can  p ick  more  than  one .

5 .  To  de le te  a  number,  c l i ck  the  red  Trash  Can .

6 .   You  can  in i t i a te  a  Skype ca l l  by  c l i ck ing  on  the  “S ”  bu t ton .

NOTE:  When you a re  add ing phone numbers  fo r  a  contact ,  you  can add an  essent ia l l y 

in f in i te  amount  as  we l l  as  ed i t  the  phone number  tag  ( i .e .  home,  ce l l ,  work ,  e tc . )

Type the  contac t ’s  e-ma i l  address  in  the  Emai l  f i e ld  be low.  I f  you  see  a  red  dot  nex t  to  the  ema i l  address , 

th i s  means  th i s  ema i l  address  i s  a l ready  en te red  in to  another  records  in  S tud io  Su i te .  C l i ck  the  red  dot 

to  f i nd  a l l  records  conta in ing  th i s  address .

To  send an  ema i l  to  th i s  contac t ,  c l i ck  the  EMai l  bu t ton ,  wh ich  w i l l  open  your  e-ma i l  p rogram w i th  the 

contac t ’s  e-ma i l  address (es )  a l ready  in  the  ‘To ’  f i e ld .  I f  you  a re  us ing  Entourage  on  a  Mac,  the  new ema i l 

w i l l  be  loca ted  in  the  Dra f ts  fo lde r.

Type  the  contac t ’s  webs i te  in  the  Web  f i e ld .  I f  you  then  c l i ck  the  Web  bu t ton ,  your  de fau l t  web browser 

w i l l  t ake  you  d i rec t l y  to  the  contac t ’s  webs i te .
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NEW FEATURE: Twitter

I f  you  se t  up  your  company ’s  Tw i t te r  account  then  you  can  send tweets  and d i rec t 

messages  to  every  contac t  w i th  a  tw i t te r  account .   Here  i s  where  you  en te r  the i r  Tw i t te r 

user 	name	w i thout 	the 	@	symbo l . 			To 	read	about 	how	to 	send	a 	tweet 	o r 	d i rec t 	message	

th rough Tw i t te r,  read    i n  the    chapte r  i n  th i s  Users  Gu ide .

NEW FEATURE: SMS messaging

A new fea tu re  in  S tud io  Su i te  X  i s  SMS messag ing .   A l l  you  need i s  the  rec ip ien t ’s  ce l l 

phone number  and the  ce l l  phone car r i e r  tha t  they  a re  w i th .

How to set up SMS messaging:

1.  En te r  ce l l  phone number  fo r  the  contac t .

2 .  Choose  f rom the  d rop down l i s t  wh ich  ce l l  phone car r i e r  they  a re  w i th .

FTP f ield
Ass ign  your  c l i en t  FTP address  in  th i s  f i e ld  fo r  any  poss ib le  c l i en t  se rve r  access  requ i rements  in  o rder  to 

exchange,  v iew,  o r  man ipu la te  f i l es .  Add a  User  name and Password  fo r  log- in  access  requ i red . 

Tit le,  Category, Talent,  Styles, Unions & Aff i l iat ions f ields
You can  ass ign  each  contac t  a  Ti t le  and  Category  as  we l l  as  the i r  Talent  and what  Sty le  they  p lay /use 

i f  app l i cab le . 
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Def in i t ions
•  T i t le  –  i s  used to  c lass i f y  “peop le” ,  and makes  them ava i l ab le  as  “Par t i c ipants” 

on  a  Pro jec t . 

•  Category  -  i s  a  b roader  descr ip t ion ,  ma in l y  to  descr ibe  “compan ies” . 

•  Ta lent  -  w i l l  be  ava i l ab le  to  book  as  ta len t  on  Pro jec ts . 

•  Sty les  -  a l l ows you  to  fu r the r  de f ine  tha t  aspect  o f  a  Ta len t . 

•  Unions & Aff i l ia tes  –  Un ion  and bus iness  a f f i l i a t ions  th i s  contac t  i s  assoc ia ted 

w i th . 

A l l  f i e lds  behave  ident ica l l y,  however  fo r  the  purpose  o f  th i s  example  we w i l l  use  the  Ti t le  f i e ld .

How to choose a Tit le:

1.  C l i ck  the  Ti t le  f i e ld  and se lec t  ‘Operat ions’  f rom the  pop-up menu.

2 .  The  Ti t le  f i e ld  w i l l  now d isp lay  Opera t ions ,  however,  l e ts  say  our  contac t  i s  a l so 

an  Ed i to r.  C l i ck  the  Ti t le  f i e ld ,  ho ld  down SHIFT  and se lec t  ‘Edi tor ’  f rom the 

pop-up menu.  The  second cho ice  w i l l  be  bare l y  v i s ib le  in  the  f i e ld ,  i nd ica t ing 

the re  a re  mu l t ip le  se lec t ions  made.

                             

3 .  I f  you  do  not  see  a  cho ice  tha t  f i t s  your  needs ,  c l i ck  the  Penc i l  i con  nex t  to  the 

f i e ld .

4 .  Th is  w i l l  d i sp lay  an  ed i tab le  l i s t  o f  cho ices  in  wh ich  you  can  type  a  new one . 

When f i n i shed,  c l i ck  OK .  The  new T i t l e  cho ice  w i l l  be  d isp layed in  the  Ti t le  pop-

up menu.

5 .  You can  a lso  jus t  manua l l y  t ype  en t r i es  in to  th i s  f i e ld .

Groups f ield
The Groups  f i e ld  ass igns  the  contac t  to  a  ce r ta in  g roup o f  your  cho ice .  For  ins tance ,  i f  you  send a 

month l y  news le t te r  to  ce r ta in  contac ts ,  they  wou ld  be  a  par t  o f  the  ‘News le t te r ’  g roup.   Th is  enab les  you 

to  send your  News le t te r  to  as  many  contac ts  as  you ’d  l i ke  w i th  jus t  one  c l i ck .

How to add the contact to a Group:

1.  C l i ck  the  Groups  f i e ld .

2 .  Th is  opens  the  Groups  w indow.

3 .  C l i ck  on  the  Group name you  wou ld  l i ke  th i s  contac t  to  be  a  par t  o f .

4 .  The  name w i l l  be  h igh l igh ted .  (You  can  make mu l t ip le  g roup se lec t ions  by  s imp ly 

c l i ck ing  on  each  g roup name) .

5 .  The  ‘members ’  co lumn shows how many  peop le  a re  in  tha t  g roup.
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How to create a new group:

1.  There  a re  two b lank  f i e lds  a t  the  top  o f  the  Groups  w indow.

2 .  En te r  the  Group Name in  the  f i r s t  b lank  f i e ld  and a  Comment  in  the  second b lank 

f i e ld .

3 .  C l i ck  the  Add but ton .  The  new Group w i l l  be  added to  the  l i s t .

Once  you  have  ass igned th i s  contac t  to  a  Group,  they  w i l l  be  inc luded in  a  Group search  ( f i nd ) ,  exp la ined 

la te r  i n  th i s  Chapte r  under  the  L is t  sub- tab  sec t ion .

NEW FEATURE: Resource Permission Groups

A new fea tu re  in  S tud io  Su i te  X  i s  Resource Permiss ion Groups .   They  a re  jus t 

l i ke  the  Groups  fea tu re  o f  p rev ious  ve rs ions ,  except  tha t  i n  add i t ion  to  f i l t e r ing  l i ke 

Contac ts  by  ac t i v i t y,  you  can  a lso  se t  res t r i c t ions  fo r  them in  re fe rence  to  your  fac i l i t y.

For  example ,  i f  you  a re  runn ing  a  co l l ege  f i lm depar tment  tha t  a l lows on ly  Jun io rs  and 

Sen io rs  to  check  out  camera  equ ipment ,  you  wou ld  use  a  Resource  Permiss ion  Group 

to  keep your  F reshmen and Sophomores  f rom break ing  th i s  regu la t ion .

How to create and use a Resource Permission Group:

1.  Crea te  a  Group fo r  those  who a re  a l lowed to  use  the  Room,  Equ ipment ,  e tc .  tha t 

you  w i l l  be  res t r i c t ing  on  the  contac t  page  o f  someone who i s  go ing  to  be  in  th i s 

Resource  Permiss ion  Group.

2 .  When c rea t ing  fu tu re  contac ts  who you  wou ld  l i ke  be  a  par t  o f  th i s  Resource 

Permiss ion  Group make sure  to  inc lude  th i s  Group on  the i r  contac t  record .

3 .  Subsequent l y  when you  a re  on  the  record  fo r  the  Room,  Equ ipment ,  e tc .  tha t 

you  wou ld  l i ke  to  res t r i c t ,  c l i ck  on  the  Resource  Permiss ion  Group sub- tab  and 

the  Group tha t  you  c rea ted  shou ld  be  the re .   C l i ck  the  box  fo r  the  Group tha t  i s 

a l lowed to  use  the  Room or  Equ ipment .

Flags
On the  r igh t  s ide  o f  the  Deta i l s  sub- tab  w indow,  the re  a re  four,  searchab le  Flag  f i e lds  you  can  use  to 

g roup your  contac ts  fo r  ma i l i ngs ,  p romot iona l  s i tua t ions ,  e tc . .  You  can  search  by  any  F lag  to  f i nd  tha t 

same group. 

How to use Flags in searches:

( Fo r  example ,  i f  you ’ re  co l l ec t ing  a  l i s t  o f  peop le  to  inv i te  to  a  par ty )

1 .  En te r  the  word  ‘par ty ’  i n  Flag 1 . 

2.  Now,  when you  per fo rm a  f i nd  by  “par ty ”  i n  the  Flag 1  f i e ld ,  i t  w i l l  l oca te 

contac ts  w i th  the  Flag 1  f i e ld  marked ‘par ty ’  and present  them in  the  L is t  sub-

tab  (exp la ined la te r  i n  th i s  chapte r ) . 
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3.  When a  f l ag  has  se rved i t s  purpose ,  you  can  c lea r  the  Flag  f i e ld  fo r  tha t  spec i f i c 

contac t ,  o r  c lea r  the  f i e ld  fo r  a l l  contac ts .  For  i ns tance ,  i f  you  a re  no t  longer 

hav ing  ‘par t i es ’ ,  you  can  c lea r  the  ‘pa r ty ’  F lag  f i e ld  fo r  a l l  marked contac ts  by 

us ing  the  Rep lace  method (as  exp la ined in  the  Studio  Sui te  Basics  chapte r  o f 

th i s  User ’s  gu ide ) .

IMPORTANT NOTE:  BE VERY CAREFUL when performing a  “Replace” ,  as  i t  cannot 

be undone and you may not  be able  to  recover  data  i f  you replace the wrong f ie ld .

Be low the  f l ags  you  can  document  the  da tes  o f  when the  las t  Letter  o r  Fax  was  sent ,  when they  were 

l as t  Here ,  and  when you  las t  Spoke .  Jus t  c l i ck  on  the  assoc ia ted  but ton  to  au tomat ica l l y  en te r  today ’s 

da te  in to  the  f i e lds .

Record # (number)

The la rge  Record #  seen  in  the  upper  r igh t  o f  the  page i s  fo r  v i sua l  re fe rence  on ly,  and you  cannot  a l te r 

th i s  f i e ld .  S tud io  Su i te  keeps  t rack  o f  a l l  o f  your  contac ts  by  th i s  number,  and many  re la t ionsh ips  to  o ther 

modu les  a re  based on  th i s  number.

F ind  Mode w i l l  sea rch  fo r  record  numbers  d isp lay ing  the  found record  in  the  Deta i l s  sub- tab  w indow.

Bookable/Not Bookable  button
Be low the  Record  #  (number )  i s  the  Bookab le /Not  Bookab le  but ton  wh ich  togg les  be tween those  two 

s ta tuses .  Be ing  Bookab le  means  tha t  a  contac t  can  appear  and be  booked in  the  Calendar -and Projects 

modu les ,  and tha t  Rates  ( ra tes )  can  be  made fo r  th i s  contac t .  P r io r  to  be ing  made Bookab le ,  a  person 

must  have  one  o r  more  Ti t les .  When mak ing  someone Bookab le ,  you  w i l l  be  asked i f  you  want  th i s 

person  to  be  immed ia te l y  “V is ib le ”  i n  the  Calendar.   I f  you  e lec t  no t  to  make them v is ib le  now,  you  can 

make them v is ib le  l a te r  i n  the  Calendar  modu le .

Bookable Category
W ith in  the  f i e ld  p rov ided you  can  se lec t  a  bookab le  ca tegory  f rom the  p rov ided drop down menu.

NEW FEATURE: People vs.  Company

Jus t  be low the  Bookab le  Category  d rop down menu the re  i s  a  new pa i r  o f  Au tomat ic 

rad io  bu t tons  t i t l ed  Name and Company.   Th is  g i ves  you  the  opt ion  to  book  the  contac t 

as  an  ind iv idua l  o r  as  the  company  tha t  they  work  fo r,  o r  a  company  w i thout  a  spec i f i c 

person .
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Birthday
The Bir thday  f i e lds  a l low you  to  se lec t  the  b i r th  month ,  day  and year  o f  your  contac t .

How to add a birthday to a Contact record:

1.  C l i ck  the  top  (month )  f i e ld  under  the  word  Bir thday  and  se lec t  a  month  f rom the 

d rop-down menu.

2 .  C l i ck  the  Day  f i e ld  ( l e f t )  and  type  the  day  o f  b i r th .

3 .  C l i ck  the  Year  f i e ld  ( r igh t )  and type  the  year  o f  b i r th .

Finding Records

How to Find a record from the Detai l  tab:

1.  C l i ck  the  F ind  but ton  i n  the  Funct ion  Bar.

2.  The  Record T i t le  f i e ld  (a t  the  top  o f  the  page )  w i l l  be  b lank  w i th  a  cursor  in  i t . 

3 .  You can  type  the  Company Name ,  First  Name ,  Last  Name ,  City,  State ,  Z ip 

Code,  Category,  Instrument  o r  emai l  address  i n to  th i s  f i e ld .

4 .  I f  you  want  to  f i nd  more  spec i f i c  i n fo rmat ion  c l i ck  on  the  spec i f i c  f i e ld  and 

type  in  your  reques ted  in fo rmat ion .  For  example ,  f i nd ing  “d rums”  in  the  f i r s t 

combina t ion  f i e ld  w i l l  f i nd  a l l  contac ts  tha t  l i s ted  Drums  as  an  Instrument ,  any 

Company Name  w i th  d rums in  the  t i t l e ,  l i ke  Drums R Us ,  a  c i t y  l i ke  Drumsvi l le , 

o r  a  person ’s  Name  l i ke  S teve  Drumste in . 

5 .  A l te r na t i ve l y,  you  can  per fo rm the  search  in  the  ac tua l  f i e ld .  Remember  tha t  you 

can  nar row ly  de f ine  a  F ind  by  spec i f y ing  more  c r i te r i a ,  fo r  example ;  to  inc lude  a 

spec i f i c  Ta len t  i n  a  spec i f i c  c i t y.

6 .  Once you ’ve  en te red  your  search  c r i te r i a ,  c l i ck  on  the  Cont inue  bu t ton  in  the 

S ta tus  Area  o r  h i t  RETURN on the  keyboard ,  and Stud io  Su i te  w i l l  show the  to ta l 

found se t  ( i f  the re  a re  more  than  one )  i n  the  L is ts  tab . 

7 .  To  see  more  de ta i l ,  c l i ck  on  the  Go To  bu t ton  to  see  the  Main  Deta i l  tab  fo r  the 

found records . 

8 .  I f  on l y  one  record  i s  found w i th  your  c r i te r i a ,  S tud io  Su i te  w i l l  au tomat ica l l y  go 

to  the  Main  Deta i l  screen . 

Special  Menu: vCard
The eas ies t  way  to  send your  contac t  i n fo rmat ion  i s  by  us ing  a  vCard.   vCards  a re  the  s tandard  fo r  c rea t ing 

and shar ing  v i r tua l  bus iness  ca rds .   vCards  a re  sen t  as  a t tachments  and can  be  impor ted  and expor ted 

w i th in  S tud io  Su i te .  The  Contacts  modu le  in  S tud io  Su i te  i s  the  p laceho lder  fo r  rece ip t  and t rans fe r  o f  vCard 

in fo rmat ion .
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Importing / Exporting vCards
To Impor t  o r  Expor t  vCard  f i l es  w i th in  S tud io  Su i te  p lease  rev iew the  fo l low ing .  In  the  F i l emaker  p rogram, 

the  top  task  bar  conta ins  a  fea tu re  ca l l ed  Spec ia l .   When you  a re  work ing  w i th in  the  Contacts  modu le 

th i s  Spec ia l  f ea tu re  has  a  pop-up menu tha t  i nc ludes  s teps  to  Impor t  and Expor t  vCard  in fo rmat ion .

Special  Menu: Importing vCards
Impor t  an  ex is t ing  vCard  f i l e  f rom your  MS Out look  (ma i l  c l i en t )  address  book ,  o r  f rom a  saved vCard  f i l e 

i n  your  compute r ’s  opera t ing  sys tem document  f i l es . 

 

How to import a vCard from an address book:

1.  In  the  Contacts  modu le  Deta i l  tab ,  c rea te  a  contac t  by  access ing  “new”  f rom 

the  f unc t ion  bar.   A new Contact  page  w i th  new Contact  number  w i l l  open .

2 .  P roceed to  c l i ck  the  Spec ia l  f ea tu re  a t  the  top  o f  the  sc reen .

3 .   Se lec t  vCard  f rom the  pop-up menu and then  c l i ck  Impor t .   Your  s tandard 

opera t ing  sys tem d ia log  w i l l  open  to  your  fo lde r  sourc ing  a rea .

4 .   F ind  the  ex is t ing  vCard  contac t  you  des i re  to  Expor t  and open the  f i l e .  The  vCard 

in fo rmat ion  w i l l  t rans fe r  i n to  S tud io  Su i te  as  a  new Contact  i n  the  Contacts 

modu le .

List tab
The L is t  tab  conta ins  f i ve  d i f f e ren t  sub- tabs :  Company/Name,  Group Management ,  Ho l iday,  Ac t i v i t y /F lags , 

and  Ta len t .  W i th in  each  sub- tab  a re  F ind  bu t tons  tha t  w i l l  na r row the  l i s t  down to  d isp lay  contac ts  by 

ca tegory ;  C l ients ,  Vendors ,  Employees,  Personal ,  Prospect ,  Locat ion or  F ind Al l .  

Company Name sub-tab
The  Company  Name sub- tab  l i s t s  your  contac ts  a lphabet ica l l y  by  the  Company Name.  I t  can  a lso  l i s t 

by  the  contac t ’s  l as t  Name .  C l i ck ing  on  the  Go To but ton  w i l l  t ake  you  to  the  Ma in  Deta i l  sub- tab  sc reen 

fo r  tha t  contac t .  There  a re  a l so  th ree  ava i l ab le  Var iab le  F ie ld  co lumns to  se lec t  and d isp lay  contac t 

ca tegory  i tems o f  your  choos ing .  C l i ck-on  Var iab le  F ie ld  then  the  ex is t ing  b lue  h igh l igh ted  ca tegory  i tem 

be low i t .  V iew a  d rop down menu o f  se lec tab le  ca tegory  i tems.   Check-c l i ck  the  one  tha t  i s  appropr ia te 

fo r  your  purposes .

Group Management sub-tab
Th is  tab  i s  used to  v iew the  contac ts  tha t  a re  in  ce r ta in  Groups  ( i . e .  ‘news le t te r ’ ,  e tc . )  Th is  l i s t  w i l l 

on l y  d isp lay  i tems ass igned to  a  Group .  I f  you  want  the  l i s t  to  d isp lay  contac ts  in  a lphabet ica l  o rder  by 

Group,  c l i ck  the  Group sor t  but ton  a t  the  top  o f  the  Group  co lumn.
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How to f ind Contacts by Group:

1.  C l i ck  the  o range f i e ld  be low the  F ind  bu t ton  and se lec t  ‘News le t te r ’  f rom the 

d rop-down menu.

2 .  C l i ck  the  F ind  bu t ton  aga in ,  above  th i s  f i e ld .

3 .  The  l i s t  w i l l  now d isp lay  a l l  contac ts  w i th  the  word  ‘News le t te r ’ .

How to add/remove a single contact to/from an addit ional group:

1.  C l i ck  the  o range f i e ld  be low the  F ind  but ton  and se lec t  another  g roup f rom the 

d rop-down menu.

2 .  Now c l i ck  the  Add  bu t ton  nex t  to  a  contac t .

3 .  The  new group w i l l  be  ass igned to  th i s  contac t  (wh i l e  keep ing  the  o r ig ina l  g roup ) , 

mean ing  th i s  contac t  i s  ass igned to  two g roups .

4 .  To  remove a  contac t  f rom a  g roup,  fo l low the  ins t ruc t ions  above ,  bu t  c l i ck  the 

Remove  bu t ton  in  the  row o f  the  contac t .

5 .  I f  you  have  added a  contac t  to  mu l t ip le  g roups ,  you  may  need to  use  the  o range 

sc ro l l  but tons  (up  and down a r rows )  to  sc ro l l  down and see  a l l  g roups  th i s 

contac t  i s  a  par t  o f .

                               

How to add al l  contacts to a specif ic group:

1.  C l i ck  the  o range f i e ld  be low the  F ind  but ton  and se lec t  the  g roup f rom the  d rop-

down menu.

2 .  C l i ck  the  Add  bu t ton  above  the  fa r  r igh t  co lumn.

3 .  A  d ia logue  w i l l  appear  s ta t ing  ‘Th is  i s  no t  UnDo-ab le ! ” 

4 .  I f  you  a re  su re  you  want  to  add ALL contac ts  in  the  l i s t  to  th i s  g roup,  choose  OK .

5 .  A l l  contac ts  in  the  l i s t  w i l l  be  added to  your  se lec ted  g roup.

How to remove al l  contacts from a specif ic group:

1.  C l i ck  the  o range f i e ld  be low the  F ind  bu t ton  and se lec t  the  g roup f rom the  d rop-

down menu.

2 .  C l i ck  the  Remove  bu t ton  above  the  fa r  r igh t  co lumn.

3 .  A  d ia logue  w i l l  appear  s ta t ing  ‘Th is  i s  no t  UnDo-ab le ! ” 

4 .  I f  you  a re  su re  you  want  to  remove ALL contac ts  in  the  l i s t  f rom th is  g roup, 

choose  YES .

5 .  A l l  contac ts  d isp lay ing  th i s  g roup w i l l  be  removed f rom the  g roup.
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Holiday sub-tab
The  Ho l iday  sub- tab  shows a  l i s t  o f  a l l  o f  your  contac ts  and nota t ions  o f  those  you  have  sent  ho l iday 

ma i l i ngs  to .  Th is  l i s t  i s  so r tab le  by  Company Name ,  and  las t  Name  a lphabet ica l l y.  There  a re  f i e lds  fo r 

each  Year  as  XXX0 to  XXX9.  Th is  can  be  in te rp re ted  as  2000 to  2009 o r  the  fo l low ing  decade 2010 to 

2019 e tc . 

The  f i e lds  be low each year  a re  pop-up menus  tha t  d isp lay  Yes ,  No,  and Card ,  G i f t ,  and  Par ty  as  to 

whether  o r  no t  you  sent  a  ho l iday  ma i l i ng/card  e tc .  To  se lec t  mu l t ip le  ho l iday  i tems,  p ress  and ho ld 

cont ro l -sh i f t  (w indows )  o r  z -sh i f t  (Mac )  and c l i ck-check  your  des i red  i tems.   A  check  w i l l  be  seen  nex t 

your  se lec ted  add i t iona l  i t ems shown on  the  d rop down menu. 

The  Hol iday  Label  f i e ld  shows what  wou ld  p r in t  on  the  Ho l iday  Labe ls  fo r  enve lopes  i f  you  choose  i t 

f rom the  P r in t  Menu tab .  Be low the  l i gh t  g reen  Year  f i e lds  i s  a  f i e ld  w i th  a  pop-up menu tha t  de te rm ines 

to  whom those  labe ls  w i l l  be  addressed (Fami l y,  Person ,  Company,  Both ) .  I f  you  se lec t  Fami l y,  S tud io 

Su i te  w i l l  t ake  the  contac t ’s  Last  Name  and  a t tach  “Fami l y ”  to  the  end,  i . e . :  The  Smi th  Fami l y.  I f  you 

choose  Person ,  i t  w i l l  be  addressed to  tha t  i nd i v idua l  spec i f i ca l l y.  I f  you  choose  Company,  i t  w i l l  go  to 

the  company  in  genera l ,  no t  to  a  spec i f i c  person .  I f  you  se lec t  Both ,  you  w i l l  see  the  person ’s  name and 

the  company  name.  I f  none  o f  these  cho ices  a re  appropr ia te ,  you  can  c l i ck  in  the  Mai l ing/Card To  f i e ld 

and type  whatever  you  want ,  i . e . :  “Bob and Sa l l y  Jones  and l i t t l e  Scru f f y ” .  

Activity/Flags sub-tab
The  Ac t i v i t y /F lags  sub- tab  shows a  l i s t  o f  a l l  o f  your  contac ts  and what  f l ags  you  have  a t tached to  the 

four  d i f f e ren t  Flag  f i e lds  ( v ia  the  Deta i l  tab/Main  sub- tab ) ,  and a  l i s t  o f  the  ac t i v i t y  da tes  o f  Letter ,  Fax , 

Here  and  Spoke .  You  can  sor t  a lphabet ica l l y  by  any  o f  the  co lumn headers .

Talent sub-tab
The  Ta len t  sub- tab  f i nds  a  l i s t  o f  a l l  o f  your  contac ts  w i th  in fo rmat ion  in  the  Talent  f i e ld  ass igned to  them 

(v ia  the  Deta i l  tab/Main  sub- tab ) .  I t  shows the i r  Name ,  Home Phone ,  Cel l  Phone  number,  the i r  Talent , 

Sty les ,  and  Projects .  The  Project  f i e ld  shows the  most  recent  Pro jec t  th i s  person  has  been invo lved 

w i th  as  a  Ta len t .

More Info tab
The More  In fo  tab  a l lows you  to  keep t rack  o f  more  spec i f i c ,  de ta i l ed  in fo rmat ion  on  each  contac t .  The 

History  & Deta i ls  area  shows a l l  o f  the  p ro jec ts  tha t  th i s  contac t  has  been assoc ia ted  w i th .  C l i ck ing  on 

the  Go To but ton  w i th in  the  Projects  w i l l  t ake  you  to  tha t  spec i f i c  record  in  the  Projects  modu le .  Add 

Comments  about  th i s  person ,  any  Food  o r  Other  Preferences (pe rhaps  they  p re fe r  a  ce r ta in  pos t  room 

se tup  o r  work ing  w i th  ce r ta in  peop le ) ,  Mul t i -Track Al ignments  and Mix Al ignments ,  up  to  12 Aux Sends 

an  eng ineer  may  use  regu la r l y,  and spec i f i c  Mics.  p re fe rences .

The  Phone Book Notes and Direct ions to  Locat ion  show up on  a l l  o f  the  phone book  pr in tou ts .

Publishing section
Se lec t  and add your  Pub l i sh ing  Company  contac t  and Pub l i sh ing  Admin is t ra t ion  pe rson .   C l i ck ing  the  Go 

To  bu t ton  in  each  f i e ld  w i l l  t ake  you  to  the  fu l l  record  fo r  th i s  contac t .
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Cl ient Media Label Setup section
The Library  modu le  a l lows you  to  de te rm ine  whether  your  logo  o r  the  c l i en t  logo  in fo  appears  on  labe l 

p r in ts .  Th is  i s  where  you  can  de f ine  a  c l i en t ’s  l abe l  &  logo  in fo rmat ion .

At  the  bot tom o f  the  More  In fo  tab  w indow is  an  a rea  fo r  Cl ient  Media  Label  Setup . 

How to insert a Cl ient Logo:

1.  C l i ck  once  in  the  Cl ient  Logo  f i e ld .

2 .  C l i ck  ‘ I nse r t ’  f rom the  app l i ca t ion  menu a t  the  top  o f  the  S tud io  Su i te  w indow.

3 .  Se lec t  ‘Picture ’  f rom the  d rop-down menu.

4 .  A  s tandard  opera t ing  sys tem d ia log  w i l l  appear.  Use  th i s  to  b rowse your  compute r 

fo r  the  c l i en t  logo .  Dese lec t  the  ‘S to re  on ly  a  re fe rence  to  a  f i l e ’  checkbox ,  then 

c l i ck  OK . 

5 .  The  logo shou ld  then  appear  in  the  Cl ient  Logo  f i e ld .

Client Address / Cl ient Phone f ields
Text  tha t  you  type  in  these  f i e lds  w i l l  appear  on  labe ls  p r in ted  f rom the  Library  & Labels   modu le . 

When pr in t ing  f rom tha t  modu le ,  you ’ l l  have  the  cho ice  o f  p r in t ing  your  own logo,  o r  the  C l i en t ’s ,  wh ich 

w i l l  come f rom here .  These  f i e lds  a re  a l so  conven ien t l y  ava i l ab le  on  the  Med ia  Asse t  tab  w i th in  th i s 

(Contacts )  modu le .

Web Viewer tab
Th is  tab  a l lows you  to  eas i l y  pe r fo rm searches  on  the  contac t  v ia  severa l  por ta l s :  Goog le ,  Goog le  Maps, 

IMDb,  YouTube,  a l lmus ic ,  L Inked in ,  and th ree  loadab le  tabs .

Employee Tab
The Employee  tab  manages  your  emp loyee  records  and in fo rmat ion .   I t  has  f i ve  sub- tabs ;  I n fo ,  Ra tes , 

Messages ,  Tasks ,  and  Events .   User  access  to  th i s  tab  can  be  b locked f rom the  Permiss ions  tab  in  the  user 

accounts  se tup .

Find Al l  button
Cl ick ing  on  the  F ind  A l l  bu t ton  ( j us t  be low the  Employee  tab )  w i l l  f i nd  a l l  the  contac ts  you  have  des ignated 

as  an  Employee .   These  contac ts  (emp loyees )  w i l l  then  be  l i s ted  in  the  L is t  tab .
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Info sub-tab

How to enter an Employee as a Contact:

1.  A  check  mark  in  the  Employee  checkbox  ind ica tes  th i s  person  i s  an  emp loyee .

2 .  Se lec t  the i r  Bir thday  month  and en te r  the i r  b i r th  day  and year.  Th is  w i l l  ca lcu la te 

the i r  cu r ren t  Age Now ) , 

3 .  En te r  the i r  Emergency Contact  i n fo rmat ion ,  any  par t i cu la r  Heal th  Issues ,  any 

regu la r  Schedule ,  Specia l  Ta lents  they  may  have ,  who the i r  Dependents  a re 

and how many,  the  Reason  Left  i f  they  no  longer  work  fo r  you ,  and any  o ther 

Notes you may  des i re  to  inc lude  about  tha t  emp loyee .

4 .  Dete rm ine  the i r  Employee Status  ( Fu l l  T ime,  Par t  T ime,  On Ca l l ,  I ndependent 

Cont rac to r,  e tc . )  by  c l i ck ing  th i s  f i e ld  and choos ing  a  s ta tus  f rom the  d rop-down 

menu. 

5 .  The  Not  Bookab le  togg le  bu t ton  must  d isp lay  Bookab le  ( g reen )  i f  you  need to 

schedu le  them in  Calendar  o r  charge  fo r  the i r  t ime o f  se rv ices .

6 .  Keep t rack  o f  when they  were  Hired  and  when they  Left ,  and  Stud io  Su i te  w i l l 

ca lcu la te  the i r  Length Employed  au tomat ica l l y. 

7 .  You can  en te r  the i r  Salary ,  the i r  Tax I .D.  Number  ( o r  Soc ia l  Secur i t y  number ) , 

and i t  keeps  t rack  o f  the i r  Sick Days  o r  Personal  Days ,  any  Vacat ion 

Preference  and  when they  ac tua l l y  d id  take  a  vacat ion  in  the  Vacat ion Actual 

f i e ld ,  Commiss ion Percent  i f  a  sa lesperson ,  and QB Sales  Rep Code ,  i f 

app l i cab le .  

8 .  Add Performance Review  i n fo rmat ion  whether  to  re ta in ,  re lease ,  o r  counse l  the 

emp loyee  on  paramete rs  o f  the i r  pe r fo rmance. 

9 .  I f  you  have  a  scanned o r  d ig i ta l  p ic tu re  o f  your  emp loyee ,  pas te  o r  Inse r t  i t  i n to 

the  Picture/Photo  f i e ld . 

New Feature: Prowl Notif ications

Prowl  no t i f i ca t ions  a re  sen t  th rough Events ,  Projects ,  Tasks ,  Calendar  and  Product ion 

modu les ,  bu t  they  a re  se t  up  in  the  Contacts  modu le .   A l though you  can  add Prow l 

no t i f i ca t ion  capab i l i t y  to  any  contac t  record ,  i t  i s  c rea ted  under  the  Employee  tab 

because  i t  w i l l  most  o f ten  be  used w i th  emp loyees .   I f  you  c rea te  a  Prow l  no t i f i ca t ion  AP I 

fo r  a  contac t  tha t  i s  no t  an  emp loyee ,  you  s t i l l  c rea te  i t  he re .   Do ing  so  w i l l  no t  mark  the 

contac t  as  an  emp loyee .  

Read “How to  c rea te  a  Prow l  AP I ”  to  l ea rn  more  about  how to  se t  up  your  contac ts  to 

rece ive  Prow l  no t i f i ca t ions . 
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How to create a Prowl API:

1.  Go to  the  Employee  tab  in  the  Contac ts  modu le ,  i t  shou ld  de fau l t  to  the  In fo 

sub- tab .

2 .  On the  upper  r igh t  s ide  o f  the  sc reen  you  w i l l  see  a  box  tha t  looks  l i ke  the  image 

be low.   C l i ck  on  the  but ton  tha t  says ,  P row l  AP I  Key.

3 .  You w i l l  be  taken  to  the  sc reen  tha t  looks  someth ing  l i ke  the  one  see  be low,  f i l l 

i t  ou t  w i th  the  appropr ia te  in fo rmat ion .

Rates sub-tab
In  the  Ra tes  sub- tab ,  en te r  i n  the  Rates  ( ra tes )  tha t  you  charge  your  C l i en ts  fo r  your  Emp loyee ’s  t ime.  A 

person  must  be  Bookab le  be fo re  you  can  make Rates  fo r  them.  Th is  tab  shows the  I tem,  Rate Name, 

Type,  Uni t  of  Measure ,  the  Charge fo r  tha t  un i t  o f  t ime,  the  (Dai ly )  Hours  Before  OT  (Over t ime ) , 

OT Rate (Over t ime ) ,  ra te  Charge Per-Hour  o f  ove r t ime,  Taxes  tha t  app ly,  and i f  th i s  ra te  app l i es  to  a 

spec i f i c  Cl ient .  As  exp la ined e lsewhere ,  Over t ime i s  ca lcu la ted  us ing  a  separa te  Over t ime Rate .
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How to create a new rate:

1.  Go to  the  Rates  modu le .

2 .    C l i ck  the  b lack  and g reen  Create  New Rate  bu t ton .   Fo l low the  p rompts  and 

ins t ruc t ion .

NOTE:  I f  you  a re  not  fami l i a r  w i th  Creat ing  New Rates ,  see  the  Rates  modu le  chapter 

o f  th is  User ’s  Gu ide . 

How to add an exist ing Rate:

1.  Under  Al l  Rates in  th is  Category ,  you  w i l l  see  a  l i s t  o f  Rates  tha t  a l ready  ex is t . 

For  i ns tance ,  i f  your  i t em fa l l s  under  the  Category  o f  Rooms,  you  w i l l  see  a  l i s t 

o f  Room Rates .

2 .  C l i ck  the  b lue  a r row but ton  ( to  the  r igh t  o f  the  ra te ) .

       

3 .  Th is  ra te  w i l l  now appear  in  the  I tems Using This  Rate  l i s t  above . 

4 .  Repeat  th i s  s tep  fo r  as  many  ra tes  as  you  wou ld  l i ke .

5 .  C l i ck ing  on  the  ‘D ’  bu t ton  w i l l  de f ine  tha t  row as  the  de fau l t  Ra te  fo r  tha t  i t em 

and C l i en t .  There  may  be  one  (and on ly  one )  de fau l t  fo r  each  d i f f e ren t  i t em.  The 

de fau l t  Ra te  w i l l  au tomat ica l l y  be  se lec ted  when ever  th i s  i t em i s  used by  th i s 

C l i en t .

6 .  I f  you  need to  make changes  to  a  Rate ,  c l i ck  on  the  Go To  but ton  to  go  to  tha t 

Rates  record .

Messages sub-tab
When messages  a re  c rea ted  fo r  an  emp loyee  f rom the  ma in  sc reen  o f  the  Communicat ions  modu le ,  they 

w i l l  be  v i s ib le  in  the  tab  in  each  emp loyees  own record .  Each  message may  be  marked as  New  ( appears 

in  ye l low)  o r  Old  ( appears  in  no  co lo r-wh i te ) ,  w i th  a  Date,  T ime,  Act ion  and  Message .  C l i ck ing  on  a 

message w i l l  make  i t  appear  in  f i e lds  be low,  where  i t  may  be  ed i ted .

How to create a new message from the Messages sub-tab screen:

1.  C l i ck  the  b lack  and g reen  New but ton .

2 .  Th is  w i l l  open  the  Communicat ions modu le  w i th  a  new record  c rea ted ,  p re-

addressed to  th i s  emp loyee .

3 .  Add tex t  to  the  message,  and a lso  add o ther  peop le  to  the  This  Message Is  For 

f i e ld .

4 .  F rom th is  sc reen ,  c l i ck  the  o range  Contac ts  tab  (nex t  to  Main  Menu  tab )  to 

re tu r n . 

Tasks sub-tab
Th is  Tasks  sub- tab  a l lows you  to  c rea te  tasks  fo r  emp loyees .   You  can  c rea te  task  g roups ,  such  as  Ed i t 

sess ion  o r  ‘Joe l ’s  Tasks ’ ,  and load them qu ick l y  i n to  the  task  l i s t .
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How to create new “Task” items for each record:

1.  C l i ck  the  b lack  and g reen  New but ton  jus t  be low the  Tasks  sub- tab .

2 .  C l i ck  the  Pr ior i ty  f i e ld  and en te r  a  p r io r i t y  ( i . e . ,  1 ,  2 ,  3 ,  e tc . )

3 .  C l i ck  the  Status f i e ld  and se lec t  a  s ta tus  f rom the  d rop-down menu ( i . e . 

Incomple te ,  In  Progress ,  e tc . )

4 .  En te r  the  Task  tha t  the  emp loyee  i s  to  comple te .

5 .  C l i ck  the  Due Date  f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar.

6 .  C l i ck  the  Time  f i e ld  and se lec t  a  t ime th i s  task  shou ld  be  comple ted  by.

7 .  C l i ck  the  t rash  can  icon  to  permanent l y  de le te  th i s  Task  record .

8 .   Your  l i s t  o f  task  s ta tuses  and re la ted  co lo rs  can  be  ed i ted  in  the  Tasks  modu le .

Set Default  Tasks sub-tab
The Set  De fau l t  Tasks  sub-sub tab  a l lows you  to  c rea te  de fau l t  task  g roups  tha t  you  can  ass ign  qu ick l y 

i n  the  Tasks  sub-sub tab .

How to set default  Tasks:

1.  In  the  Set  De fau l t  Tasks  sub- tab ,  c l i ck  the  b lack  and g reen  New  bu t ton  nex t  to 

Groups.

2.  A  record  number  w i l l  au tomat ica l l y  be  genera ted .

3 .  En te r  the  name o f  the  task ,  such  as  ‘Ed i t  Sess ion ’ .

4 .  Then ,  use  the  b lack  and g reen  New  bu t ton  nex t  to  Pr ior i ty  Task  to  en te r  the 

p r io r i t i es  o f  th i s  ma in  task ,  such  as  ‘Load f rom tapes ’ ,  then  ‘Log shots ’ ,  e tc .

5 .  Now go back  to  the  Tasks  sub-sub tab .

6 .  C l i ck  the  f i e ld  nex t  to  Load Task Group .  A  d rop down menu w i l l  appear  l i s t i ng 

your  de fau l t  Task  g roups .

7 .  Choose  ‘Ed i t  Sess ion ’  f rom the  d rop-down menu.

8 .  C l i ck  the  Load Task  Group  bu t ton .

9 .  Each  pr io r i t y  task  w i l l  be  l i s ted  ( i n -o rder )  i n  the  l i s t  be low.

10.  I f  you  on ly  want  ONE o f  these  p r io r i t y  tasks  to  appear,  c l i ck  the  f i e ld  nex t  to  Add 

Th is  Task ,  se lec t  a  Task  then  c l i ck  the  Add Th is  Task  but ton .

Events sub-tab
Th is  Events  sub- tab  p rov ides  a  v iew-on ly  l i s t  o f  a l l  o f  the  events  tha t  an  emp loyee  has  worked on ,  w i th 

Go To  bu t tons  tha t  j ump d i rec t l y  to  each  event  in  the  Events  modu le .

Financial  tab
The  F inanc ia l  tab  shows you  the  contac t ’s  f i nanc ia l  i n fo rmat ion .  There  a re  th ree  sub- tabs :  I nvo ices ,  Ra tes , 

and  Vendor  PO’s .

Invoices sub-tab
The  I nvo ices  sub- tab  shows b i l l i ng  and tax  in fo rmat ion  fo r  th i s  Contac t .
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How to set up bi l l ing and tax information for a Contact:

1.  The  top  r igh t  se lec tab le  check-box  ind ica tes  whether  the  contac t  i s  a  C l i en t , 

Vendor,  Emp loyee ,  Persona l ,  P rospect ,  o r  Locat ion .

2 .  C l i ck  the  Bi l l ing Terms f i e ld  and choose  a  10 ,  15 ,  30  o r  60  day  te rm  ( o r ig ina l l y 

looked up f rom the  p re fe rence  se t  i n  Ma in  Menu ) , 

3 .  Type  a  Credi t  L imi t  and  Stud io  Su i te  w i l l  au tomat ica l l y  ca lcu la te  how much 

Remain ing Credi t  they  have  based on  ex is t ing  invo ices  in  the  Invoices  modu le , 

and how fa r  Over  L imit  they  may  be  on  the i r  c red i t .  I f  a  Book ing  exceeds  the i r 

l im i t ,  you  w i l l  be  not i f i ed  jus t  a f te r  the  i tem i s  booked (hav ing  th i s  a le r t  be fo re 

book ing  i s  no t  poss ib le  because  i t  doesn ’t  know how much you ’ l l  be  charg ing 

ye t ) .

4 .  As  you  rev iew how much money  a  c l i en t  owes ,  you  can  ad jus t  the  Al low Release 

of  Cl ient  Mater ia ls  (med ia )  f i e ld  i f  they  a re  over-ex tended on  c red i t .  I f  th i s  f i e ld 

i s  se t  to  “No” ,  when pr in t ing  a  Re lease  Form f rom the  Library  & Labels  modu le , 

you  w i l l  be  not i f i ed .  Th is  exac t  same f i e ld  i s  v i s ib le  in  the  Projects  and Library 

modu les .  Chang ing  i t  i n  one  p lace  changes  i t  eve rywhere ,  mean ing  tha t  th i s 

s ta tus  i s  spec i f i c  to  the  C l i en t  as  a  who le ,  and not  to  a  s ing le  Pro jec t  o r  p iece  o f 

med ia .  The  Release Notes  f i e ld  i s  a l so  v i s ib le  eve rywhere .  Use  th i s  f i e ld  i f  you 

need to  be  more  spec i f i c  about  re leas ing  C l i en t  Mate r ia l .

5 .  In  the  upper- r igh t ,  you  can  document  up  to  s i x  d i f f e ren t  Account  Numbers  - 

Cred i t  Cards ,  FedEx ,  F requent  F l ye rs ,  e tc .

Client Tax Rates f ields
Each C l i en t  can  have  up  to  th ree  d i f f e ren t  Tax Rates;  A ,  B ,  and  C .   When new C l ien t  records  a re 

c rea ted ,  the  Tax Rates  l ook  up  f rom the  de fau l t  se t t i ngs  on  the  Main  Menu/Setup/Taxes  tab .  I f  the i r  tax 

requ i rements  a re  d i f f e ren t  than  the  g i ven  de fau l t ( s )  ( i . e .  i f  you  need to  sh ip  the i r  mate r ia l s  to  a  reg ion 

w i th  d i f f e ren t  tax  requ i rements )  the  tax  ra te  may  be  ed i ted .

   

How to edit  a cl ient tax rate:

1.  C l i ck  on  the  Rate  f i e ld  and se lec t  a  d i f f e ren t  tax  ra te  f rom the  d rop-down menu.

2 .  Each  Tax Rate  w i l l  d i sp lay  i t ’s  percentage . 

3 .  Se lec t  i f  any  o f  the  th ree  taxes  a re  Exempt  fo r  th i s  c l i en t ,  and type  the  exempt ion 

Number  fo r  each .  

4 .  Be low the  Cl ient  Tax Rates  a rea ,  se lec t  a  Discount  Rate  fo r  th i s  c l i en t  (d i scount 

ra tes  must  be  de f ined  in  the  Rates  modu le ) . 

5 .   En te r  the  Tax  I .D .  number  fo r  th i s  contac t  i n  the  Tax I .D.  Number  f i e ld . 

6 .  Be low th i s  i s  the  Name for  QuickBooks Export  f i e ld ,  wh ich  i s  the  name tha t 

w i l l  be  used to  l i nk  to  a  c l i en t  when Stud io  Su i te  Invo ices  a re  impor ted  in to 

QuickBooks .  Th is  i s  au tomat ica l l y  ca lcu la ted  based on  the  Stud io  Su i te  C l i en t ’s 

Name and Company  Name,  bu t  you  may  type  in  a  d i f f e ren t  va lue  to  over r ide  the 

ca lcu la t ion  i f  i t  doesn ’t  match  w i th  your  p re-ex is t ing  Qu ickBooks  accounts .



Studio Suite X           Chapter 17 - Contacts module

17-23

When a  new Pro jec t  i s  booked fo r  each  c l i en t ,  the i r  c l i en t  spec i f i c  d i scount  and tax  ra tes  a re  looked up 

by  tha t  P ro jec t  (where  they  may  be  ed i ted  per  p ro jec t  i f  needed ) .  Each  I tem/Event  w i th in  tha t  P ro jec t  w i l l 

use  on ly  the  match ing  Taxes  tha t  ex is t  i n  both  the  Pro jec ts  Tax  se t t i ngs  (wh ich  came f rom the  C l i en t )  and 

the  Tax  se t t i ngs  fo r  Rate  tha t  each  Event / I tem i s  us ing .  The  per-Pro jec t  and per-Event  tax  se t t i ngs  a re 

eventua l l y  t rans fe r red  to  the  Invoices  modu le .

Client Invoices section
Fur the r  down you ’ l l  see  a  v iew-on ly  l i s t  o f  a l l  i nvo ices  fo r  th i s  spec i f i c  contac t .  The  l i s t  d i sp lays  the i r  Inv 

Date ,  Inv  No. ,  Project  # ,  Project  Name,  Cl ient  PO# ,  the  Tota l  i nvo ice  amount ,  the  Balance Due,  Due 

Date ,  and  the  Status of  whether  i t  i s  PA ID o r  no t . 

How to navigate cl ient invoices:

1.  I f  you  want  to  v iew deta i l s  o f  a  spec i f i c  i nvo ice ,  c l i ck  the  Go To but ton  on  the  le f t 

o f  the  invo ice .  Th is  w i l l  t ake  you  to  tha t  i nvo ice  record  in  the  Invoices  modu le .

2 .  To  reduce  the  number  o f  i nvo ices  showing ,  you  can  se lec t  to  v iew ALL,  PA ID, 

OPEN,  o r  CREDIT  on ly. 

3 .  When you  c l i ck  the  P r in t  S ta tement  but ton ,  on ly  the  cur ren t l y  showing  invo ices 

w i l l  be  inc luded in  the  S ta tement  (wh ich  ac tua l l y  p r in ts  f rom the  Invoices 

modu le ) .

4 .  Be low tha t  i s  a  s tandard  ag ing  summary  l i ne  o f  a l l  i nvo ices  fo r  th i s  c l i en t ,  and 

amounts  tha t  a re  overdue  fo r  each  t ime per iod  shown. 

5 .  A t  the  bot tom o f  l e f t  the  sc reen  i s  a  summary  o f  recent  Payments  Received 

f rom th is  c l i en t .

A t  the  bot tom r igh t  o f  the  sc reen ,  you  can  spec i f y  a  Defaul t  Sa les  Person  fo r  th i s  c l i en t .  Th is  sa les 

person  w i l l  be  au tomat ica l l y  app l i ed  to  each  pro jec t  fo r  th i s  c l i en t .

Rates sub-tab
The Rates  sub- tab  d isp lays  two a reas .  The  one  on  the  bot tom (Al l  Non-Cl ient  Speci f ic  Rates )  i s  no t 

ed i tab le .  The  one  on  top  (Rates For : )  shows Rates  tha t  a re  spec i f i c  to  th i s  C l i en t  and no  one  e lse .  C l i en t 

spec i f i c  ra tes  can  be  c rea ted  f rom ex is t ing  ra tes  tha t  appear  in  the  bot tom por ta l .

How to add an exist ing Rate:

1.  Under  Al l  Non-Cl ient  Speci f ic  Rates  you  w i l l  see  a  l i s t  o f  Rates  tha t  a l ready 

ex is t .  You  can  f i l t e r  the  l i s t  us ing  the  Category  F i l ter  on  the  r igh t .  As  an 

example ,  i f  your  i t em fa l l s  under  the  d rop down Category  F i l ter  o f  Rooms ,  you 

w i l l  see  a  comple te  l i s t  o f  Room Rates .

2 .  C l i ck  the  b lue  a r row but ton  on  the  r igh t .

3 .  Th is  ra te  w i l l  now appear  in  the  Rates For  l i s t  above . 

4 .  Repeat  th i s  s tep  fo r  as  many  ra tes  as  you  wou ld  l i ke .

5 .  C l i ck ing  on  the  D  bu t ton  w i l l  de f ine  tha t  row as  the  de fau l t  Ra te  fo r  tha t  i t em fo r 

tha t  C l i en t .  There  may  be  on ly  one  de fau l t  fo r  each  d i f f e ren t  i t em.  The  De fau l t 

Ra te  w i l l  au tomat ica l l y  be  se lec ted  when ever  th i s  i t em i s  used by  th i s  C l i en t .

6 .  I f  you  need to  make changes  to  a  Rate ,  c l i ck  on  the  Go To  bu t ton  to  go  to  tha t 

Rates  record ;  o r  to  c rea te  a  new Rate  record .  To  re tu rn  to  the  Contacts  modu le , 

c l i ck  on  the  red  Main  Menu  tab ,  then  c l i ck  on  the  Contac ts  but ton  f rom the 

Main Menu .
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IMPORTANT NOTE:  New Rates cannot  be made f rom here,  they must  be made e i ther  in  mod-

ule  for  the i tem that  the Rate  i f  for  ( i .e .  Rooms) ,  or  in  the Rates  module .

NOTE:  I f  you  a re  not  fami l i a r  w i th  Rates ,  see  the  Rates  modu le  chapter  o f  th is  User ’s  Gu ide . 

Vendor POs sub-tab
The Vendor  POs  sub- tab  d isp lays  v iew-on ly  cu r ren t  vendor  Purchase  Order  fo r  your  re fe rence .   Vendor 

PO’s  a re  c rea ted  w i th in  the  Purchase Orders  modu le .  C l i ck ing  on  a  Go To but ton  w i l l  t ake  you  to  tha t 

PO in  the  Purchase  Orders  modu le .

Media Asset tab
I n  the  Media  Asse t  tab  you  can  see  a l l  o f  a  C l i en t ’s  med ia  ( f rom the  Library  & Labels  modu le ) ,  as  long  as 

they  a re  de f ined  by  the  C l i en t  on  each  med ia  asse t .  The  ma in  l a rge  por ta l  shows in fo rmat ion  about  each 

med ia  asse t .  C l i ck ing  on  a  row o f  a  par t i cu la r  med ia  asse t  w i l l  h igh l igh t  (make  ye l low)  tha t  med ia  asse t  and 

show add i t iona l  i n fo rmat ion  in  the  ye l low deta i l  box  a t  the  bot tom.  Deta i l s  i nc lude  the  Asset  T i t le ,  Project 

# ,  Project ,  Current  Locat ion,  Date  Removed,  who Author ized ,  and  Taken By .  A lso  shown i s  the  cur ren t 

i n /ou t  Status  o f  the  med ia .

How to edit  Cl ient media:

1.  C l i ck  on  the  Go To  bu t ton  fo r  a  Asset  T i t le .

2 .  Th is  w i l l  t ake  you  d i rec t l y  to  tha t  record  in  the  Library  modu le .  The  ‘ found se t ’ 

w i l l  be  a l l  o f  the  records  fo r  tha t  c l i en t .

3 .  C l i ck ing  in  the  Go To fo r  a  par t i cu la r  song Ti t le  w i l l  t ake  you  to  d i rec t l y  to  tha t 

record  in  the  Ti t les  modu le . 

Client Media & Label Setup section

How to insert a Cl ient Logo:

1.  C l i ck  once  in  the  Cl ient  Logo  f i e ld .

2 .  C l i ck  Inse r t  f rom the  app l i ca t ion  menu a t  the  top  o f  the  S tud io  Su i te  w indow.

3 .  Se lec t  ‘P ic tu re ’  f rom the  d rop-down menu.

4 .  A  s tandard  opera t ing  sys tem d ia log  w i l l  appear.  Use  th i s  to  b rowse your  compute r 

fo r  the  c l i en t  logo ,  then  c l i ck  OK . 

5 .  The  logo shou ld  then  appear  in  the  Cl ient  Logo  f i e ld .   See  “C l i en t  Logo”  no tes 

on  12-13.

Client Address / Cl ient Phone f ields
Text  i n  these  f i e lds  w i l l  appear  on  labe ls  p r in ted  f rom the  Library   modu le .  When pr in t ing  f rom tha t 

modu le ,  you ’ l l  have  the  cho ice  o f  p r in t ing  your  own logo,  o r  the  C l i en t ’s ,  wh ich  w i l l  come f rom here . 

These  f i e lds  a re  a l so  conven ien t l y  ava i l ab le  on  the  Media  Asse t  tab  w i th in  th i s  (Contacts )  modu le .
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Attach & FTP  tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Contacts  record .  The  At tach  &  FTP  tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab chapte r 

i n  th i s  User ’s  Gu ide .

Reports tab
The Repor ts  tab ,  fo rmer l y  the  Pr in t  tab ,  has  two sub- tabs :  Pr in t  Opt ions  and  Aud i t  Log .  

Print Options sub-tab
The Pr in t  Opt ions  sub- tab  g i ves  you  24  d i f f e ren t  bu t tons  tha t  a l low you  to  run  repor ts  and pr in t  many 

s ty les  and types  o f  l i s ts ,  l abe ls ,  l e t te rs ,  enve lopes ,  and d i f f e ren t  s i zed  phone books ,  as  we l l  as  an 

Invo ice  S ta tement  fo r  the  cur ren t  record .

How to choose a printing option:

1.  Be fo re  you  p r in t ,  pe r fo rm a  F ind  to  i so la te  the  record (s )  tha t  you  w ish  to  p r in t . 

2 .  Sor t  the  records  accord ing  to  your  goa l  i . e . :  by  Company Name ,  then  Last 

Name  and  First  Name ,  o r  i f  you  a re  send ing  bu lk  ma i l i ngs ,  you  may  ge t  a 

pos tage  d iscount  by  sor t ing  your  enve lopes  by  Zip  (Pos ta l )  Code. 

3 .  Use  the  Company Selector  to  choose  a  company  tha t  w i l l  appear  as  your 

l e t te rheads ,  logos  and re tu rn  addresses . 

4 .  I f  you  a re  p r in t ing  2x4  and 3x4  labe ls ,  use  the  ‘Labe l  Pos i t ion ’  se lec to rs  a rea  (on 

bot tom le f t )  to  choose  wh ich  labe l  pos i t ions  to  p r in t  on  accord ing ly.

5 .  C l i ck  the  but tons  be low and/or  check  the  ind iv idua l  boxes  fo r  your  des i red  p r in t 

l abe l  quant i t i es . 

6 .  C l i ck  the  Cont inue  bu t ton  in  the  s ta tus  a rea  (on  the  fa r  l e f t ) .

7 .  I f  you  want  to  p r in t ,  c l i ck  Yes ,  o the rw ise  c l i ck  Cance l .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen . 
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How to use the Print This button:

1.  Once you  c l i ck  the  Pr in t  Th is  bu t ton ,  the  s tandard  opera t ing  sys tem Page Setup 

d ia log  w i l l  appear.  Make  your  se lec t ions  and choose  OK .

2 .  The  page w i l l  then  be  d isp layed.

3 .  C l i ck  the  Cont inue  bu t ton  in  the  S ta tus  Area  to  the  r igh t .

4 .  Another  p r in t  d ia log  w i l l  appear.

5 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r.

6 .  C l i ck  Pr in t  to  p r in t .

Th is  covers  a l l  o f  the  bas ics  o f  the  Contacts  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  on 

the  Main  Menu  tab  in  the  upper  r igh t  o f  the  sc reen .
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When you  upgrade  to  the  nex t  ve rs ion  o f  S tud io  Su i te ,  any  cus tomiz ing  tha t  you  have  done to  your  f i l es  w i l l 

no t  au tomat ica l l y  be  inc luded,  so  the  Customizat ions  modu le  i s  a  p lace  where  you  can  keep t rack  o f  any 

cus tomiza t ions  you  have  made.  

In this chapter you wil l  read about how to:

• 	 Document  a  cus tomiza t ion

Detai l  tab
Th is  tab  i s  where  you  document  cus tomiza t ions  tha t  you  have  made in  S tud io  Su i te ,  one  ch-ch-ch-change a t 

a  t ime,  ( “ t ime may  change me,  bu t  I  can ’t  t race  t ime. . . ” ) .  

How to document a customization:

1.  To  ge t  b lank  record ,  c l i ck  the  New but ton .  

2 .  In  the  g rey  f i e ld  a t  the  top  o f  the  sec t ion  type  a  t i t l e  fo r  the  cus tomiza t ion . 

3 .  C l i ck  in  the  Pr ior i ty  f i e ld  and chose  a  number  f rom the  d rop down menu.  

4 .  In  the  Requis i t ioner  f i e ld ,  t ype  the  name o f  the  person  mak ing  the  reques t .  

5 .  Be low tha t  i s  a  p lace  spec i f y  the  Module  and  Layout  the  reques ted  cus tomiza t ion 

occured .  

6 .  The  f i e lds  on  the  r igh t  a re : 

• 	 Products ,  fo r  the  ve rs ion  o f  S tud io  Su i te  tha t  w i l l  be  cus tomized

• 	 Fixed By  fo r  whoever  makes  the  reques ted  cus tomiza t ion

• 	 Status ,  i . e .  comple ted ,  i n  p rogress ,  e tc .

• 	 Completed  fo r  the  da te  tha t  i t  was  comple ted

• 	 Descr ipt ion  i s  fo r  the  de ta i l s  about  the  cus tomiza t ion
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List tab
The L is t  tab  shows a l l  o f  the  records  o f  cus tomiza t ions  reques ts  tha t  have  been c rea ted  and inc ludes  a l l 

o f  the  same f i e lds  as  the  Deta i l s  tab .   The  two c ruc ia l  d i f f e rences  be tween the  Deta i l s  tab  and L is t  tab  a re 

tha t  you  can  not  mod i f y  any  da ta  except  the  Pr io r i t y  l eve l  on  the  L is t  tab  and tha t  you  can  on ly  c rea te  new 

reques ts  f rom the  Deta i l s  tab .

Attach & FTP tab
The At tach  and FTP  tab  a l lows you  to  a t tach  o ther  f i l es  to  each  cus tomiza t ion  reques t .   A  red  dot  w i l l  appear 

on  the  At tach  and FTP  tab  i f  any th ing  i s  a t tached to  the  record  you  a re  v iew ing .  

For  a  de ta i l ed  “how to”  use  the  At tach  and FTP tab  see  the  Attach and FTP tab chapte r  i n  th i s  User ’s  Gu ide . 
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The Employee Schedules  modu le  i s  des igned to  keep t rack  o f  emp loyee  hours .   I t  t racks  the  hours 

emp loyees  a re  schedu led  ve rsus  hours  tha t  they  ac tua l l y  work ,  ca lcu la t ing  the  d i f f e rence .   I t  a l so  ca lcu la tes 

the  percentage  o f  an  emp loyee ’s  t ime tha t  i s  spent  on  Events  in  re la t ion  to  to ta l  hours  worked.

In this chapter you wil l  read about how to:
• 	 Create  a  new schedu le  fo r  an  emp loyee

• 	 Pr in t  o r  expor t  a  schedu le

Create New Schedule

How to create a new schedule for an employee:

1.  C l i ck  New .  

2 .  In  the  resu l t i ng  sc reen ,  c l i ck  in  the  Who  f i e ld  and choose  a  name f rom the  d rop 

down l i s t .

NOTE:  The Who  f i e ld  conta ins  a  drop down menu wi th  records  f rom the  Contacts 

modu le  tha t  a re  f l agged as  Employees .   Thus ,  you must  enter  and f lag  them there  be-

fore  you can create  the i r  schedu le  here . 
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NOTE:  Even Contacts  tha t  a re  techn ica l l y  “cont ractors”  o r  “ f ree- lance”  shou ld  be 

f lagged as  “Employees”  so  that  they  may be  ava i lab le  fo r  the  Employee Schedule 

modu le  as  we l l  as  many  other  modu les .   Th is  i s  not  a  lega l  des ignat ion ,  jus t  a  des ig-

nat ion  fo r  funct iona l i t y  w i th in  Stud io  Su i te .

 

3.  Se lec t  a  s ta r t  da te  and end date  fo r  the  schedu le  tha t  you  a re  c rea t ing . 

4 .  Se lec t  s ta r t  and end t imes .   A l though a  d rop down menu w i th  t imes  pops  up ,  you 

can  type  a  spec i f i c  t ime by  doub le  c l i ck ing  in  the  f i e ld .  You can  c rea te  schedu les 

fo r  any  t ime per iod .   Once  a  schedu le  i s  c rea ted ,  i t  can  on ly  be  mod i f i ed  one 

record  a t  a  t ime.  

5 .  The  Types  f i e ld  i s  no t  requ i red ,  bu t  i t  a l l ows you  to  des ignate  a  schedu le  as 

“ regu la r ”  hours  o r  “vacat ion”  hours  and so  on .  

6 .  To  inc lude  b reak  t ime tha t  shou ld  be  subt rac ted  f rom the  to ta l  hours ,  l i ke  a 

lunch  break ,  c l i ck  in  the  Break Minutes  f i e ld  to  en te r  the  l ength  o f  the  b reak  in 

m inu tes .

7 .  The  Tota l  T ime  fo r  each  day  w i l l  be  ca lcu la ted .  

8 .  On the  r igh t  a re  checkboxes  fo r  each  day  o f  the  week .   Se lec t  the  days  tha t  a re 

app l i cab le  fo r  th i s  schedu le .   You  cannot  c rea te  a  schedu le  w i thout  a t  l eas t  one 

day  se lec ted .

9 .  I f  you  have  an  emp loyee  tha t  works ,  fo r  example ,  10 :00  am to  5 :00  pm on 

Monday,  Wednesday  and F r iday,  and works  9 :00  am to  4 :00  pm on Tuesday  and 

Thursday  you  wou ld  have  to  en te r  two Employee  Schedu les :  one  tha t  se ts  up 

the  Monday,  Wednesday  and F r iday  schedu le  and on  tha t  se ts  up  the  Tuesday 

and Thursday  schedu le .   La te r,  when you  go  to  the  L is t  tab  and search  tha t 

emp loyee ’s  schedu le  fo r  the  t ime f rame tha t  you  chose ,  those  two schedu les  w i l l 

be  in tegra ted  in to  one  schedu le .

10 .  In  the  Comments  f i e ld ,  you  can  en te r  any th ing  tha t  i s  app l i cab le  to  th i s  par t i cu la r 

schedu le . 

List tab
Scheduled, Actual and List sub-tabs
Once you  have  c rea ted  a  new schedu le  you  a re  au tomat ica l l y  taken  to  the  L is t  sub- tab  w i th in  the  L is t  tab , 

showing  you  the  schedu le  you  jus t  c rea ted .  For  each  en t ry,  you  w i l l  see  two l i nes  fo r  eve ry  schedu led 

da te  fo r  tha t  Emp loyee ;  Scheduled  hours  and Actual  hours .    Unt i l  mod i f i ed ,  these  w i l l  be  ident ica l .   To 

mod i f y  e i the r  Scheduled  o r  Actual  c l i ck  in  the  f i e ld  you  w ish  to  mod i f y  and change the  da ta ,  ( you  w i l l 

on l y  be  ab le  to  input  numbers  and an  a le r t  w i l l  pop up i f  you  t r y  en te r ing  any th ing  e l se ) .   Once  mod i f i ed , 

the  D i f fe rence  co lumn ca lcu la tes  the  d i f f e rence  be tween Scheduled  and  Actual .

There  a re  a l so  sub- tabs  ca l l ed  Schedu led  and  Actua l ,  a l l ow ing  you  v iew the  two types  o f  scheu les 

separa te l y  o r  i n tegra ted ,  depend ing  on  p re fe rence  o r  need.  

You w i l l  see  the  emp loyee ’s  name in  the  Name f i e ld  and the  ID  number  o f  the i r  record  in  the  Contacts 

modu le .   Be low Name a re  the  t ype  o f  hours  on  tha t  day :  Regular ,  Paid S ick T ime ,  Vacat ion ,  Paid 

Hol iday ,  e tc .

Near  the  top  o f  the  page you  can  search  fo r  any  da te  range  fo r  any  schedu le  tha t  has  been c rea ted .  

C l i ck  in  the  Find  f i e ld  and you  w i l l  ge t  the  same drop down menu o f  emp loyees .   Chose  one  and a  da te 

range  to  ge t  a  comple te  schedu le  fo r  tha t  emp loyee  dur ing  the  da te  range  chosen.   The  g rey  “C”  bu t ton 
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to  the  r igh t  o f  the  Find  f i e ld  w i l l  c lea r  your  se lec t ions .   C l i ck  in  the  f i e ld  a f te r  the  da te  range  to  se t  the 

Type  o f  hours  fo r  your  search .

Break
Lunch breaks  o r  any  o ther  b reaks  can  be  en te red  ( i n  m inu tes )  i n to  the  Breaks f i e ld .   Th is  can  on ly  be 

one  number,  so  i f  severa l  b reaks  were  taken  tha t  need to  be  accounted  fo r  they  w i l l  have  to  be  added 

together  and logged as  to ta l  m inu tes .

Deleting a schedule
To de le te  a  schedu le ,  c l i ck  on  each  en t ry  and c l i ck  the  De le te  bu t ton  a t  the  top  o f  the  page.   You cou ld 

a l so  c l i ck  the  Deta i l  tab  wh i l e  you  have  the  en t ry  se lec ted .   Once  the re  you  can  c l i ck  the  De le te  bu t ton 

a t  the  top  o f  the  sc reen .

Detai l  tab
I f  you  c l i ck  on  the  Deta i l  tab  you  a re  shown the  de ta i l s  o f  the  record  you  a re  cur ren t l y  v iew ing .   Here  you 

can  see  Pro jec ts  tha t  the  Employee  i s  schedu led  fo r  tha t  day  inc lud ing  Event ,  Star t  T ime,  End T ime,  Tota l 

T ime,  Types  and  whatever  no tes  the re  a re  fo r  the  emp loyee  fo r  tha t  day ’s  work .   Th is  i s  where  you  can  see 

any  comments  made when the  schedu le  was  c rea ted  (o r  l a te r )  and Tasks  tha t  have  been schedu led .

NOTE:  I t  i s  not  necessary  to  have  an  employee’s  schedu le  c reated before  you book  them on a 

pro ject  o r  v ice  versa .

Types tab
The Types  tab  shows you  as  l i s t  o f  the  d i f f e ren t  t ypes  o f  hours  tha t  you  can  t rack  as  we l l  as  se t  the i r  co lo r.  

C l i ck ing  the  g reen  Ed i t  bu t ton  a l lows you  to  ed i t  your  Types  o f  hours .   To  mod i f y  the  co lo r,  c l i ck  on  the  box 

in  the  S ta tus  Co lo r  co lumn and chose  f rom a  co lo r  whee l .   To  c lea r  a  co lo r,  ho ld  SHIFT  wh i l e  c l i ck ing  on  the 

co lo r.  

Confl icts
I f  an  emp loyee  i s  doub le  schedu led  fo r  the  same t ime,  a  red  x  w i th  a  ye l low c i rc le  a round i t  w i l l  show up 

to  ind ica te  a  Con f l i c t .   To  e l im ina te  th i s ,  de le te  one  o f  the  dup l i ca te  en t r i es .   I f  you  c l i ck  the  o range F ind 

Conf l i c ts  bu t ton ,  i t  w i l l  do  a  search  and re t r i eve  any  and a l l  con f l i c ts .

Print This & Export buttons

How to print or export a schedule:

1.  Per fo rm a  f i nd  fo r  the  schedu le  tha t  you  want  to  p r in t .

2 .  C l i ck  g rey  Pr in t  Th is  and  fo l low the  p rompts .  

3 .  The  g rey  Expor t  bu t ton  a l lows the  schedu le  to  be  expor ted  to  Exce l  o r  to  a 

pay ro l l  p rogram l i ke  Qu ickBooks .  
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Report tab

Print Options sub-tab
Al though the re  i s  a  Pr in t  Th is  bu t ton  on  the  L is t  tab ,  the re  i s  a l so  an  Employee  Schedu le  L i s t  p r in t  bu t ton 

on  the  Pr in t  Opt ions  sub- tab .   I t ’s  s imp ly  another  way  to  p r in t  an  Employee Schedule .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Payrol l
Because  the re  a re  a  mu l t i tude  o f  pay ro l l  p rograms,  S tud io  Su i te  i s  no t  se t  up  to  expor t  to  any  one  o f  them 

out  o f  the  box ,  however  a  Qu ickbooks  p lug- in  i s  ava i l ab le  fo r  purchase  fo r  S tud io  Su i te  f rom A l te rMed ia ,  Inc .  

To  in tegra te  your  pay ro l l  p rogram w i th  S tud io  Su i te  p lease  contac t  A l te rMed ia ,  Inc .  fo r  cus tomiz ing  opt ions .  

P lease  note ,  th i s  i s  no t  a  se rv ice  inc luded in  Annua l  Suppor t  and the  cos t  i s  based on  the  s i ze  o f  the  p ro jec t .
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The Equipment  modu le  a l lows you  to  keep t rack  o f  a l l  o f  the  equ ipment  tha t  your  va r ious  compan ies  and 

even  ex te r na l  compan ies  own.  I t  c rea tes  a  separa te  record  fo r  each  i tem tha t  shows when and how much 

you  purchased i t  fo r,  where  (wh ich  room)  i t  i s  loca ted  in ,  i t s  se r ia l  numbers ,  how much i t  i s  wor th ,  e tc .  Th is 

i s  g rea t  fo r  i nvento ry  and insurance  purposes . 

The  Equipment  modu le  a l so  l i s ts  how many  and what  k ind  o f  connecto rs  and cab les  a re  a t tached to  each 

p iece  o f  equ ipment ,  and what  i s  on  the  o ther  end.  S tud io  Su i te  can  p r in t  a  summary  repor t  showing  to ta l 

Ma in tenance  cos t ,  pa r ts  cos t  and do l l a r  va lue  o f  a l l  equ ipment  you  own. 

Each p iece  o f  equ ipment  l i s ted  w i th in  the  Equipment  modu le  has  the  fo l low ing  func t ions :

 

• 	 I t 	 i s 	 se lec tab le 	as 	Bookab le 	 fo r 	use 	 in 	 the 	Calendar  modu le . 

• 	 I t 	has 	a 	d i rec t 	 l i nk 	 to 	 the 	Maintenance Log  modu le  per  dev ice .

• 	 I t 	u t i l i zes 	Barcodes  to  t rack  loca t ion ,  movement  and ma in tenance  o f  your  equ ipment .  

In this chapter you wil l  read about how to:
• 	 Make an  i tem bookab le

• 	 Ente r  a  new p iece  o f  Equ ipment

• 	 Bu i ld  a  package ( two d i f f e ren t  ways )

• 	 Deconst ruc t  a  package ( two d i f f e ren t  ways )

• 	 Create  a  new Rate

• 	 Add deta i l ed  Rate  in fo rmat ion

• 	 Ed i t /change the  in fo rmat ion  o f  a  spec i f i c  Rate

• 	 Permanent l y  de le te  a  Rates  record

• 	 Create  a  new Ma in tenance  repor t
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• 	 Set  up  an  ma in tenance  schedu le

• 	 Choose a  p r in t ing  opt ion

List tab

New Feature: Sort & Summary Options

I n  S tud io  Su i te  9 ,  you  cou ld  sor t  the  L is t  o f  Equ ipment ,  by  Manufacturer ,  Model , 

Descr ipt ion ,  # ,  Type ,  Room Locat ion ,  what  i t ’s  Listed With ,  Cost ,  This  I tem Is 

(Bookab le /Not  Bookab le ) ,  a  Smart  Sort ,  o r  Record  # ,  bu t  no t  a  combina t ion  o f  any  o f 

these  ca tegor ies .   

I n  S tud io  Su i te  X ,  you  can  Sor t  and Summar i ze  by  th ree  h ie ra rcha l  ca tegor ies  as  we l l  as 

sor t  by  an  add i t iona l  two,  i f  you  so  choose .   Each  f i e ld  i s  a  d rop down menu o f  a l l  o f  the 

sor t  opt ions  and can  a lso  be  le f t  b lank .

The  same fea tu re  i s  a l so  ava i l ab le  on  the  Repor ts  tab  under  the  Pr in t  sub- tab .

The  L is t  tab  v iew d isp lays  the  fo l low ing  l i s t  o f  i n fo rmat ion  about  your  equ ipment :

•  Manufacturer  -  d i sp lays  the  manufac tu re r  o f  your  dev ice . 

•  Model  -  d i sp lays  the  mode l  o f  your  dev ice .

•  Descr ipt ion  -  d i sp lays  what  t ype  o f  equ ipment  the  dev ice  i s . 

•  #  (Number)  -  I f  you  own more  than  1  o f  a  ce r ta in  i tem,  th i s  f i e ld  a l lows you  to  g i ve  each  one  a 

un ique  se r ia l i zed  number.  Don’t  con fuse  th i s  w i th  en te r ing  how many  you  have .  For  example , 

i f  you  have  3  m ic rophones  o f  the  same type ,  the re  shou ld  be  3  equ ipment  records ,  l abe led 

1 ,  2 ,  and 3  in  th i s  f i e ld .  Crea t ing  jus t  one  record  and en te r ing  the  number  3  does  not  spec i f y 

tha t  you  have  3  o f  them,  on ly  tha t  i t ’s  the  3 rd  one .

•  Pool  -  I nd ica tes  tha t  th i s  i t em i s  i n  a  Poo l .

•  Quant i ty  -  Shows the  number  o f  i t ems in  The  Poo l .

•  Type  -  d i sp lays  a  second c lass i f i ca t ion  o f  equ ipment  t ypes  such  as  S tud io ,  O f f i ce ,  Renta l , 

e tc .

•  Room Locat ion  -  d i sp lays  the  room in  wh ich  the  dev ice  i s  phys ica l l y  loca ted .
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•  L ist  With?  -  i f  a  p iece  o f  equ ipment  i s  loca ted  in  a  Mach ine  Room or  a  L i ve  Room but  comes 

w i th  “ the  Cont ro l  Room”,  the  cont ro l  room shou ld  be  spec i f i ed  here .

•  Cost  -  d i sp lays  the  amount  you  o r ig ina l l y  pa id  fo r  the  un i t .

•  This  I tems is :  -  Bookab le  o r  Non-Bookab le .

•  Smart  Sort  f ie ld  -  when you  de f ine  a  Descr ip t ion ,  the  Smart  Sort  f i e ld  i s  ca lcu la ted  by 

o rder  o f  impor tance ,  i . e .  a  M ix ing  Conso le  i s  ca lcu la ted  as  1 ,  D ig i ta l  E f fec ts  and De lays  -  2 , 

Speakers  -  3 ,  Amp l i f i e rs  -  4 ,  V ideotape  Mach ines  -  5 ,  CD or  DVD recorder /p laye r  dev ices  -  6 , 

Compressors  o r  Dynamics  Un i ts  -  7 ,  Conten t  F i l e  Serve r  -  8 ,  M isc .  components  l i ke  Do lby 

encoders  and decoders  -  9 ,  Headphone Boxes  -  10 ,  e tc .  I f  you  want  to  over r ide  the  Smart 

Sort  f i e ld ,  you  can  c l i ck  in to  the  f i e ld  and type  in  a  new number  va lue .

•  Record Number  -  d i sp lays  the  Record  Number  tha t  i s  au tomat ica l l y  genera ted  upon c rea t ing 

a  new equ ipment  record .

Most  o f  these  f i e lds  can  be  sor ted  in  Ascend ing  o rder  (A-Z  and 1-9 ) ,  o r  Descend ing  o rder  (Z-A  and 9-1 ) 

by  c l i ck ing  on  the  ac tua l  name o f  the  f i e ld ,  i . e .  Manufacturer .  Th is  i s  ca l l ed  the  Sor t  bu t ton . 

Currently Found Equipment Record Summary

At  the  top  o f  the  List  v i ew,  you  w i l l  see  the  Tota l  Maintenance  hours ,  Tota l  Labor  cos t ,  Tota l 

Parts  cost  and Tota l  Repair  cost  o f  a l l  equ ipment  records  d isp layed in  the  List  v i ew.  S tud io  Su i te 

au tomat ica l l y  ca lcu la tes  th i s  i n fo rmat ion  and d isp lays  the  ac tua l  Tota l  Cost  and  the  Tota l  Va lue  o f 

th i s  se t  o f  equ ipment .   The  to ta l  va lue  i s  a  summary  o f  the  va lue  f i e ld ,  and i s  no t  necessar i l y  re la ted  to 

deprec ia t ion  va lue .

To  v iew the  Record  Summary  o f  a  ce r ta in  se t  o f  equ ipment ,  c l i ck  on  the  F ind  but ton  in  the  Funct ion  bar 

( top  o f  the  Equipment  modu le )  and se lec t  your  equ ipment  Manufac tu re r,  Type ,  e tc .

To  v iew the  Record  Summary  o f  your  en t i re  equ ipment  s tock ,  c l i ck  on  the  F ind  A l l  but ton  in  the  Funct ion 

bar  ( top  o f  the  Equipment  modu le ) . 

Bookable /  Not Bookable

         OR  

On the  fa r  r igh t ,  the  List  v i ew shows i f  the  p iece  o f  equ ipment  i s  Bookab le  (g reen )  o r  Not  Bookab le 

( g ray ) .  Jus t  c l i ck  on  the  but ton  to  change i t  f rom one  to  the  o ther.  I f  you  charge  fo r  the  usage  o f  th i s 

p iece  o f  equ ipment ,  i t  i s  impor tan t  tha t  you  de f ine  i t  as  Bookab le .   Upon do ing  so ,  you  w i l l  be  g i ven  the 

opt ion  to  make i t  v i s ib le  in  the  Calendar . 

NOTE:  Each new p iece  o f  equ ipment  i s  automat ica l l y  ass igned a  Not  Bookab le  s ta tus  when cre-

a ted. 
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How to make an item Bookable:

1.  C l i ck  the  Not  Bookab le  bu t ton .

2 .  A  d ia log  w i l l  appear  g i v ing  you  the  cho ice  o f  mak ing  the  i tem v is ib le  in  the 

Calendar .

3 .  Keep in  m ind  tha t  you  don’t  want  eve ry  i tem v is ib le  in  Calendar,  on ly  those 

p ieces  o f  equ ipment  tha t  you  book  regu la r l y  f rom the  Calendar  modu le .

4 .  Wh ich  ever  you  choose ,  i t  can  be  eas i l y  changed la te r  i n  the  Calendar  Se t t ings . 

5 .  By  de fau l t ,  Equ ipment  i s  made bookab le  in  the  ca tegory  “Equ ipment ” .  On 

the  Deta i l  tab ,  you  can  spec i f y  what  Category  you  want  a  p iece  o f  Bookab le 

Equ ipment  to  be  a  member  o f .

NOTE:  Most  Equ ipment  ins ta l led  in  your  s tud io  fac i l i t y  w i l l  be  Not  Bookab le ;  however, 

i f  you  charge  ex t ra  fo r  a  par t icu la r  p iece  or  you rent  the  equ ipment  separa te ly,  g ive  i t 

a  Bookab le  s ta tus .  Th is  w i l l  a l low you to  add the  i tem to  Pro jects  as  we l l  as  v iew i t  in 

the  Calendar  modu le .

Go To button  
To the  le f t  o f  the  Manufac tu re r  f i e ld  i s  the  Go To but ton .  C l i ck ing  on  the  Go To  but ton  w i l l  t ake  you 

d i rec t l y  to  the  Deta i l  tab  and the  record  fo r  tha t  p iece  o f  Equ ipment .   Here ,  you  can  en te r  a l l  i n fo rmat ion 

per ta in ing  to  your  Equ ipment  dev ice  (exp la ined in  the  nex t  sec t ion ) .

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Equipment , 

Invoices  (on  l i ne  i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab ) 

modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  record  nex t  to  the  Go To  bu t ton  a long  w i th  the  change 

they  made and when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  and 

mon i to r  the  h is to ry  o f  the  record .

Detai l  tab
The Deta i l  tab  i s  the  a rea  in  wh ich  you  can  en te r  de ta i l ed  in fo rmat ion  about  your  p iece  o f  equ ipment ,  such 

as  the  Manufacturer ,  Model ,  Descr ipt ion ,  #  (number ) ,  Locat ion ,  and  List  With  Rooms i n fo rmat ion . 
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The fol lowing section in red has not been edited, some of the information may be 
inaccurate.  I t  wi l l  be updated in the next edit ion.

NEW FEATURE: Item, Collection or Pool

When you  a re  c rea t ing  a  new Equ ipment  record  you  have  the  opt ion  o f  c rea t ing  an  i tem,  a  co l l ec t ion  o r 

a  poo l .   So  the  new fea tu re  i s  tha t  the re  a re  th ree  cho ices  now,  ins tead o f  a lways  jus t  be ing  an  i tem.

A Co l l ec t ion  i s  much l i ke  an  a r t  co l l ec t ion  in  the  way  tha t  i t  represents  a  common group ing  o f  p rec ious 

commod i t i es .   Le t ’s  say  tha t  you  have  8  Red One cameras  and you  want  to  keep t rack  o f  each  and every 

one  in  a  p rec ise  manner.   A  Co l l ec t ion  a l lows you  to  have  a l l  o f  them as  par t  o f  the  same record  (because 

they  have  most  o f  the  same bas ic  iden t i f y ing  de ta i l s ) ,  bu t  each  w i th  the i r  own pr i va te  se r ia l  number.   Th is 

i s  done  so  when someone checks  out  a  spec i f i c  camera ,  tha t  exac t  camera  i s  checked back  in . 

A  Poo l  i s  s im i l a r  bu t  oppos i te .   I t ’s  s t i l l  a  g roup ing  o f  Equ ipment  tha t  have  the  same bas ic  iden t i f y ing 

de ta i l s  on  the  same record ,  bu t  w i th  a  poo l  the  p ieces  a re  l ess  p rec ious  and more  gener ic ,  l i ke  cab les 

o r  m ic rophones .  

Read on  to  f i nd  ou t  how to  use  Co l l ec t ions  and Poo ls .

How to enter a new piece of Equipment:

1.  Choose  I t em f rom the  drop down l i s t  and c l i ck  the  New but ton  on  the  Funct ion  Bar .

2 .  C l i ck  the  Manufacturer  l i s t  f i e ld  and se lec t  a  manufac tu re r  f rom the  d rop-down menu. 

Repeat  th i s  s tep  fo r  Model ,  Descr ipt ion,  # ,  Type,  etc .  

3 .  En te r  a l l  i n fo rmat ion  in  the  per t inen t  f i e lds  such  as ;  the  Ser ia l  # ,  Barcode # ,  Purchase 

Date ,  whether  you  Lease/Own  i t ,  where  you  purchased i t  From ,  the  Vers ion ,  wh ich  o f 

your  mu l t ip le  compan ies  i t  i s  Owned By ,  when the  Warranty  Expires ,  and the  Smart  Sort 

Pr ior i ty ,  e tc .

How to create a Collection or Pool of Equipment:

1.  Choose  Co l l ec t ion  or  Poo l  f rom the  drop down l i s t  and c l i ck  the  New but ton  on  the  Funct ion 

Bar .

2 .  C l i ck  the  Manufacturer  l i s t  f i e ld  and se lec t  a  manufac tu re r  f rom the  d rop-down menu. 

Repeat  th i s  s tep  fo r  Model ,  Descr ipt ion,  # ,  Type,  etc .  

3 .  C l i ck  the  box  under  the  head ing  Col lect ion .

4 .  En te r  a l l  i n fo rmat ion  in  the  per t inen t  f i e lds  such  as ;  the  Ser ia l  # ,  Barcode # ,  Purchase 

Date ,  whether  you  Lease/Own  i t ,  where  you  purchased i t  From ,  the  Vers ion ,  wh ich  o f 

your  mu l t ip le  compan ies  i t  i s  Owned By ,  when the  Warranty  Expires ,  and the  Smart  Sort 

Pr ior i ty ,  e tc .
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Most  o f  these  f i e lds  a re  se l f -exp lana to ry,  however  the re  a re  some f i e lds  wh ich  you  may  not  unders tand 

upon f i r s t  g lance .  They  a re  l i s ted  be low.

Equipment f ields

•  Ser ia l  #  -  I f  you  own more  than  1  o f  a  ce r ta in  i tem,  th i s  f i e ld  a l lows you  to  g i ve  each 

one  a  un ique  se r ia l i zed  number.  Don’t  con fuse  th i s  w i th  en te r ing  how many  you  have . 

For  example ,  i f  you  have  3  m ic rophones  o f  the  same type ,  the re  shou ld  be  3  equ ipment 

records ,  l abe led  1 ,  2 ,  and 3  in  th i s  f i e ld .  Crea t ing  jus t  one  record  and en te r ing  the  number 

3  does  not  spec i f y  tha t  you  have  3  o f  them,  on ly  tha t  i t ’s  the  3 rd  one .

•  Barcode #  - 

•  Purchase Date  - 

•  Lease/Own  - 

•  From -  the  vendor  you  o r ig ina l l y  purchased the  equ ipment  f rom.

•  Vers ion  - 

•  Warranty  Exp.  - 

•  Smart  Sort  -  when you  de f ine  a  Descr ipt ion ,  the  Smart  Sort  f i e ld  i s  ca lcu la ted  by  o rder 

o f  impor tance ,  i . e .  a  M ix ing  Conso le  i s  ca lcu la ted  as  1 ,  Sw i tchers  -  2 ,  Amp l i f i e rs  -  3 , 

V ideotape  Mach ines  -  4 ,  Casset te  Decks  and DAT Mach ines  -  5 ,  D ig i ta l  E f fec ts  and De lays 

-  6 ,  Compressor  o r  Dynamics  Un i ts  -  7 ,  M ic rophones  -  8 ,  M isc .  l i ke  D i rec t  Boxes  and 

Stands  -  9 ,  Headphone Boxes  -  10 ,  e tc .  I f  you  want  to  over r ide  the  Smart  Sort  f i e ld ,  you 

can  c l i ck  in to  the  f i e ld  and type  in  a  new va lue .

•  Promo L ist  -  de f ines  whether  o r  no t  i t  shou ld  be  inc luded on  your  Promot ional  L ist? o f 

equ ipment ,  wh ich  w i l l  show c l i en ts  what  k ind  o f  l a rge  equ ipment  you  have  in  your  fac i l i t y, 

exc lud ing  the  sma l l  i t ems.

•  Weight  -  the  amount  your  equ ipment  we ighs  fo r  sh ipp ing  purposes .

•  Dimensions  - 

•  Out  of  Serv ice  - 

•  Cost  - 

•  Va lue  - 

•  Down Payment  - 

•  Month Payment  - 

•  Earn ings  - 

•  Lease Number  - 

•  Lease Expires  - 

•  Owned Int . /Owned Ext .  NEW  -  bo th  o f  these  opt ions  have  d rop down l i s ts  to  chose  f rom.  

Owned In t .  g i ves  you  a  l i s t  o f  your  in te r na l  compan ies  to  chose  f rom and Owned Ex t .  g i ves 

you  a  l i s t  o f  your  ex te r na l  vendors  to  chose  f rom.

•  I nsu red  By  - 

•  IP  Address  and  SubNetmask  -  fo r  s to r ing  s ta t i c  addresses  o f  ne tworked dev ices  ( i . e . 

compute rs ,  p r in te rs ,  SAN’s ,  e tc ) .

•  SubNet  Mask  - 

•  Or ig in  -  Th is  i s  fo r  the  o r ig ina l  count ry  o f  manu fac tu re ,  use fu l  when sh ipp ing  equ ipment 

ac ross  count ry  l i nes . 

Total Maintenance
The Tota l  Ma in tenance  sec t ion  d isp lays  a  ma in tenance  summary  fo r  th i s  p iece  o f  equ ipment  genera ted 

f rom in fo rmat ion  in  the  Maintenance Log  modu le .
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Comments, Flags, Pictures
You can  en te r  Comments  about  the  i tem,  l i ke  i t s  buy/se l l  h i s to ry  o r  repa i r  no tes .  On the  r igh t  a re  4  F lag 

checkboxes ,  tha t  you  can  use  to  mark  d i f f e ren t  se ts  o f  equ ipment  as  needed,  fo r  example ,  F lag  1  cou ld 

mean “se l l ” ,  e tc .

The  Picture  f i e ld  ho lds  a  g raph ic  image o f  the  p iece  o f  equ ipment  fo r  v i sua l  re fe rence .  For  p ic tu re 

de ta i l s ,  see  the  Us ing  Graph ics  in  S tud io  Su i te  sec t ion  o f  the  Studio  Sui te  Basics  chapte r  i n  the  User ’s 

Gu ide .

The  upper- r igh t  corner  o f  the  Deta i ls  w indow d isp lays  the  au tomat ica l l y  genera ted  Record  #  (number ) 

and the  Bookab le  o r  Not  Bookab le  s ta tus  o f  th i s  p iece  o f  equ ipment . 

 
Package sub-tab
The Package sub- tab  i s  used to  de f ine  the  va r ious  components  o f  an  equ ipment  package,  such  as  a  rack 

conta in ing  mu l t ip le  p ieces  o f  equ ipment ,  a  compute r  w i th  mu l t ip le  ca rds ,  e tc . 

How to bui ld a package:

1.  Make sure  a l l  the  package i tems a re  bookab le  f i r s t .

2 .  I f  the  dev ice  you  a re  cur ren t l y  v iew ing  i s  a  Ch i ld  o f  the  package,  c l i ck  in  the 

f i e ld  under  This  Device Is  A Component  Of  and se lec t  the  Paren t  i t em f rom the 

d rop-down l i s t .

3 .   I f  the  dev ice  you  a re  cur ren t l y  v iew ing  i s  the  Paren t  dev ice ,  c l i ck  the  b lack  and 

g reen  Add  bu t ton  to  se lec t  a  ch i ld  i tem f rom the  d rop-down l i s t .  Ch i ld  i tems w i l l 

be  d isp layed be low the  Add  bu t ton .

4 .   I f  you  want  the  Ch i ld  i tems to  a l so  be  Bookab le  w i th  th i s  package,  togg le  the 

Bookab le /Not  Bookab le  bu t ton  and Choose  Yes  f rom the  pop-up d ia log  tha t 

reads :  ‘Th is  i t em has  ch i ld  i tems in  a  Package.  Do you  want  these  ch i ld  i tems to 

A lso  Book when th i s  paren t  i t em i s  booked?’ . 

How to deconstruct a package:

1.  I f  you  no  longer  want  the  dev ice  you  a re  cur ren t l y  v iew ing  to  be  a  Ch i ld ,  c l i ck  the 

b lack  Unl ink  bu t ton .

OR

2.  I f  you  no  longer  want  the  dev ice  you  a re  cur ren t l y  v iew ing  to  conta in  a  spec i f i c 

Ch i ld  i tem,  c l i ck  the  Unl ink  bu t ton  nex t  to  the  Ch i ld  i tem.  (Th is  does  not  de le te 

the  equ ipment  record  fo r  the  Ch i ld  i tem,  i t  on l y  d isassoc ia tes  i t se l f  f rom the 

package ) .

The  to ta l  We igh t  o f  the  en t i re  package ( i nc lud ing  the  Paren t  and Ch i ld  i tems )  i s  d i sp layed in  the  upper 

r igh t  corner  o f  th i s  sec t ion .



Studio Suite X          Chapter 20 - Equipment module

20-9

Collection sub-tab
This section wil l  be written in the next edit ion.

Library Hard Disk sub-tab
The L ib ra ry  Hard  D isk  sub- tab  a l lows you  to  ind ica te  whether  your  equ ipment  p iece  i s  a  ha rd  d r i ve  o r 

RA ID.  Check ing  the  f i e ld  nex t  to  Library  Hard Disk makes  th i s  d r i ve  ava i l ab le  in  the  Library  modu le  as  a 

p iece  o f  med ia .   I f  i t  i s  a  RA ID,  you  can  en te r  what  i t  was  Str iped For,  the  RAID l eve l ,  the  Last  Str iped 

Date ,  and  the  Formatted capac i t y. 

When th i s  d r i ve  i s  used in  the  Library  modu le ,  the  L ib ra ry  med ia  asse ts  conta ined on  th i s  d r i ve  w i l l  be 

d isp layed in  the  por ta l  i n  th i s  sub- tab .  The  Go To  but ton  w i l l  j ump d i rec t l y  to  the  med ia  asse t  i n  the 

Library  modu le .

Depreciation sub-tab

NEW FEATURE: Depreciation Schedule

The Equipment  modu le  now has  the  capab i l i t y  to  c rea te  a  deprec ia t ion  schedu le  fo r 

your  equ ipment .   You  can  a lso  c rea te  Repor ts  fo r  a l l  Equ ipment  Deprec ia t ion  w i th in  a 

ce r ta in  da te  range .

How to create a depreciation schedule:

1.  Crea te  a  new equ ipment  record .

2 .  F i l l  i n  the  Purchase Date .

3 .  F i l l  i n  the  Cost  o f  the  Equ ipment . 

4 .  F i l l  i n  the  Residual  Va lue  o f  the  p iece  o f  Equ ipment . 

5 .  F i l l  i n  the  number  o f  years  the  Deprec ia t ion  w i l l  span .

6 .  C l i ck  the  b lack  and g reen  Create  Deprec ia t ion  Schedu le  bu t ton .

The  schedu le  i s  d i sp layed by  month  on  the  le f t ,  and  by  year  on  the  r igh t .

The  End o f  L i fe  f i l ed  i s  a  s imp le  da te  f i l ed  tha t  must  be  manua l l y  se t ,  i t  i s  no t  d r i ven  by  the  Deprec ia t ion 
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schedu le .   I t ’s  i n tended to  a l low users  to  spec i f y  a  searchab le  and sor tab le  End o f  L i fe  Apar t  f rom 

Deprec ia t ion ,  however  you  can  o f  course  se t  i t  to  be  the  same as  the  end o f  Deprec ia t ion .

The fol lowing section in red has not been edited, some of the information may be 
inaccurate.  I t  wi l l  be updated in the next edit ion.

Resource Permission Groups  sub-tab

NEW FEATURE: Resource Permission Groups

A new fea tu re  in  S tud io  Su i te  X  i s  Resource Permiss ion Groups .   They  a re  jus t  l i ke  the  Groups  fea tu re 

o f  p rev ious  ve rs ions ,  except  tha t  i n  add i t ion  to  f i l t e r ing  l i ke  Contac ts  by  ac t i v i t y,  you  can  a lso  se t 

res t r i c t ions  fo r  them in  re fe rence  to  your  fac i l i t y.

For  example ,  i f  you  a re  runn ing  a  co l l ege  f i lm depar tment  tha t  a l lows on ly  Jun io rs  and Sen io rs  to 

check  out  camera  equ ipment ,  you  wou ld  use  a  Resource  Permiss ion  Group to  keep your  F reshmen and 

Sophomores  f rom break ing  th i s  regu la t ion .

How to create and use a Resource Permission Group:

1.  Crea te  a  Group fo r  those  who a re  a l lowed to  use  the  Room,  Equ ipment ,  e tc .  tha t  you 

w i l l  be  res t r i c t ing  on  the  contac t  page  o f  someone who i s  go ing  to  be  in  th i s  Resource 

Permiss ion  Group.

2 .  When c rea t ing  fu tu re  contac ts  who you  wou ld  l i ke  be  a  par t  o f  th i s  Resource  Permiss ion 

Group make sure  to  inc lude  th i s  Group on  the i r  contac t  record .

3 .  Subsequent l y  when you  a re  on  the  record  fo r  the  Room,  Equ ipment ,  e tc .  tha t  you  wou ld 

l i ke  to  res t r i c t ,  c l i ck  on  the  Resource  Permiss ion  Group sub- tab  and the  Group tha t  you 

c rea ted  shou ld  be  the re .   C l i ck  the  box  fo r  the  Group tha t  i s  a l lowed to  use  the  Room or 

Equ ipment .

Rates tab
The Rates  tab  i s  where  a l l  o f  the  va r ious  ra tes  assoc ia ted  w i th  the  ren ta l  o f  each  p iece  o f  Equ ipment 

a re  c rea ted  and d isp layed th rough a  por ta l  to  the  Rates modu le .  Each  i tem can  have  mu l t ip le  ra tes  to 

accommodate  a l l  the  d i f f e ren t  ways  tha t  i t  m igh t  be  booked. 

NOTE:  Before  an  equ ipment  resource  can have  Rates ,  i t  must  be  made Bookab le .

Creat ing a  New Rate

How to create a new rate:

1.  C l i ck  the  Rates  tab  fo r  the  dev ice  you  a re  c rea t ing  a  Rate  fo r.

2 .  C l i ck  the  b lack  and g reen  Create  New Rate  bu t ton .

3 .  I f  the  i tem has  a l ready  been made Bookab le ,  sk ip  to  s tep  8 .

4 .  I f  the  i tem has  not  been  made Bookab le ,  a  message w i l l  pop up:  ‘ I t ems must  be 

Bookab le  be fo re  they  can  have  Rates .  Do you  want  to  make th i s  i t em Bookab le?

5.  In  o rder  to  c rea te  a  new Rate ,  you  must  choose  Yes .
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6.  I f  the  i tem i s  a  par t  o f  a  package and has  ch i ld  i tems a t tached to  i t ,  a  message 

w i l l  appear :  “Th is  i t em has  ch i ld  i tems in  a  Package.  Do you  want  these  ch i ld 

i tems to  A lso  Book when th i s  paren t  i t em i s  booked?”  Choose  Yes  o r  No  to 

cont inue .  7 .  The  message “Do you  want  th i s  new Bookab le  i tem to  be  d isp layed 

in  the  Ca lendar  now?”  w i l l  appear.  Choose  Yes  to  add th i s  i t em to  the  Calendar 

o r  No  to  cont inue  w i thout  add ing  i t  to  the  Calendar .  The  i tem can  be  added to 

the  Calendar  l a te r.

8 .  Nex t ,  the  message “What  k ind  o f  S tandard  Rate  do  you  want  to  c rea te?”  w i l l 

appear.  For  now,  choose  Regu la r .

9 .  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  the  de ta i l s  fo r  th i s  Rate . 

Fo l low the  nex t  i ns t ruc t ions  to  add deta i l ed  Rate  in fo rmat ion .

How to add detai led Rate information:

1.  In  the  top  row,  the  Category,  Sub-Category ,  I tem (Resource  Name) ,  Rate 

Name ,  Cl ient  Act ion ,  and  Rate Card  w i l l  be  en te red .  En te r  a  descr ip t ion  fo r 

the  ra te  in  the  Rate Name  f i e ld  ( i . e .  ‘Hour l y  Room Rate ’ ,  e tc ) . 

NOTE:  Rate  Names must  be  un ique,  so  upon creat ion ,  each Rate  Name is  appended wi th 

a  sequent ia l  number  a f te r  the  auto-entered tex t .  You can de le te  th is  number  as  long as 

the  Rate  Name remains  un ique.

2.  On the  r igh t  o f  the  sc reen  the re  a re  f i e lds  fo r  Ex te rna l  Account ing  Deta i l s .   The 

f i e lds  a re  l abe led  appropr ia te l y  fo r  the  3 rd  par ty  account ing  so f tware  you  may  be 

us ing  in  con junct ion  w i th  S tud io  Su i te .  I f  you  a re  no t  us ing  3 rd  par ty  account ing 

so f tware  these  f i e lds  a re  opt iona l ,  bu t  can  be  u t i l i zed  i f  needed.   These  f i e lds  a re 

descr ibed in  more  de ta i l  i n  the  Rates  chapte r.

3 .  Se lec t  o r  change the  ra te  Type  (Regu la r,  Over t ime,  Cred i t )  as  needed.  Regular 

and  Overt ime  a re  se l f -exp lana to ry.  Credi t  Rates  a re  those  wh ich  have  a 

negat i ve  va lue  on  the  to ta l  charge  fo r  a  p ro jec t .  Examples  o f  Cred i t  Ra tes  inc lude 

“Depos i t ” ,  “Payment ” ,  and “Cred i t  Memo” .  These  wou ld  be  used when the  c l i en t 

g i ves  you  money  to  decrease  the i r  ba lance  on  a  Pro jec t .  You  can  a lso  c rea te  a 

Cred i t  Ra te  fo r  downt ime.

• 	 The 	Unit  of  Measure  f i e ld  de te rm ines  what  fac to rs  a re  used to  ca lcu la te 

th i s  Rate .  There  a re  severa l  cho ices  fo r  Unit  of  Measure:

•  Hour (s )  -  Th is  w i l l  ca lcu la te  a  ra te ’s  quant i t y  based on  the  d i f f e rence 

be tween the  end t ime and the  s ta r t  t ime o f  an  event .

•  Days(s )  -  Th is  w i l l  ca lcu la te  a  ra te ’s  quant i t y  based on  the  number  o f 

days  an  Event  spans ,  i e ,  each  t ime an  Event  c rosses  m idn igh t ,  S tud io 

Su i te  adds  a  day.  As  such ,  you  may  need to  watch  &  over r ide  these 

ca lcu la t ions ,  depend ing  on  your  de f in i t i on  o f  a  “day” . 

NOTE:  When the  se lected un i t  i s  “Days”  you wi l l  see  opt ions  to  spec i fy  the  number  o f 

days  that  a re  ca lcu la ted fo r  each week  and month  above the  Overt ime Rate  Specs 

f i e lds .  For  example ,  i f  you ’ re  do ing  renta ls ,  and on ly  b i l l  4  days  when a  customer  rents 

someth ing  fo r  a  week ,  you wou ld  enter  “4”  in  the  Bi l l  Days Per  Week  f i e ld .  I f  you  b i l l 

fo r  12  days  when a  customer  rents  someth ing  fo r  a  month ,  you wou ld  enter  “12”  in  the 

Bi l l  Days Per  Month  f i e ld .
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•  Week(s )   Because  d i f f e ren t  users  w i l l  have  d i f f e ren t  de f in i t i ons  o f  what  

a  “week”  i s ,  th i s  un i t  a l l ows the  user  to  spec i f y  how many  weeks  to 

charge  fo r  manua l l y.  The  ca lcu la t ion  w i l l  en te r  a  1  by  de fau l t  i n  the 

quant i t y  f i e ld ,  no  mat te r  what  the  ac tua l  t ime range  i s .  The  user  must 

change th i s  va lue  i f  they  want  someth ing  d i f f e ren t .

•  Lockout   Th is  un i t  behaves  exact l y  as  Week (s )  above ,  bu t  j us t  uses  a 

d i f f e ren t  word .

•  Each and  One T ime   These  two opt ions  behave  the  same way,  and a re 

in tended fo r  i t ems such  as  med ia ,  f rame counts ,  o r  any th ing  where  the 

quant i t y  i s  no t  someth ing  re la t i ve  to  t ime,  requ i r i ng  the  user  to  en te r  the 

number  o f  un i t s  manua l l y.

4 .  There  i s  a  separa te  Unit  of  Measure fo r  bo th  Charge  and  Expense ,  a l l ow ing 

you  to  ( fo r  example )  charge  by  the  day,  bu t  pay  the  expense  to  you  by  the  hour. 

5 .  Be low the  Unit  of  Measure  f i e lds  you ’ l l  see  the  Quant i ty ,  Charge ,  Expense , 

Prof i t ,  and  Market  f i e lds .  Quant i t y  a l lows you  to  spec i f y  a  From  and  To  range , 

idea l  fo r  se t t i ng  up  “Sp l i t ”  p r i c ing  fo r  d i f f e ren t  quant i t i es .  These  de fau l t  to  0 

and 999 respect i ve l y,  however  you  can  de f ine  p r ic ing  such  as  1-10  =  a  charge 

o f  $5 .00 ,  11-19 =  $4 .50 ,  e tc .  You can  en te r  d i f f e ren t  Expense  p r ic ing  a t  each 

quant i t y  as  we l l ,  w i th  each  l i ne  showing  your  do l l a r  and percent  p ro f i t  pe r  un i t . 

NOTE:  The Expense  co lumn is  the  amount  tha t  each i tem costs  you,  e i ther  in  labor  cost , 

mater ia ls  cost  ( fo r  media ) ,  o r  u t i l i t i es  (e lec t r ic i t y,  heat ,  e tc ) . 

NOTE:  To  accommodate  3rd  par ty  account ing  programs,  Over t ime in  Stud io  Su i te  must 

be  i t ’s  own separa te  Rate .  The  Rates  fo r  the  Over t ime Rates  w i l l  be  v is ib le  but  not  ed i t -

ab le  on  the  O.T.  Rates- f ie ld . 

6 Ente r  the  number  o f  Hours Before  Overt ime  (beg ins ) .  C l i ck  the  Uses OT Rate 

f i e ld  and se lec t  wh ich  over t ime Rate  f rom the  d rop-down l i s t .  The  Charges Per 

f i e ld  w i l l  d i sp lay  the  do l l a r  amount  o f  the  over t ime ra te  chosen.  I f  you  have  not 

ye t  c rea ted  any  over t ime ra tes ,  no th ing  w i l l  appear  in  the  l i s t ,  so  you  may  need 

to  do  tha t  f i r s t  then  come back  and spec i f y  wh ich  over t ime Rate  to  use .

7 .  I f  the  Rate  i s  taxab le ,  se lec t  wh ich  taxes  app ly  in  the  Taxes  f i e ld .  To  use  more 

than  one  tax ,  ho ld  down Command (MAC)  o r  Cont ro l  (PC)  and c l i ck  on  your 

des i red  tax  t ypes .  To  use  a l l  t axes ,  c l i ck  the  Al l  but ton .  (See  Se lec t ing  Mu l t ip le 

Taxes  i n  the  Rates module  Chapte r  o f  th i s  User ’s  Gu ide ) .

8 .  I f  th i s  spec i f i c  Rate  i s  to  be  assoc ia ted  w i th  a  par t i cu la r  C l i en t ,  c l i ck  the  Cl ient 

f i e ld  and choose  the i r  name f rom the  pop up w indow.   To  ass ign  more  than  one 

contac t ,  ho ld  the  SHIFT  wh i l e  c l i ck ing  the  Cl ient  f i e ld  in  Rates .  The  w indow 

d isp lays  each  contac t  you  have  checked as  a  C l i en t  i n  the  Contacts  modu le . 
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9.  The  ‘C’  bu t ton  nex t  to  the  C l i en t  name w i l l  C lea r  any  c l i en t ( s )  se lec ted  in  tha t 

f i e ld . 

10 .  Se lec t  whether  th i s  Rate :  i s  to  be  Inc luded In  Rates Sheet ,  Is  Normal ly 

Invoiced ,  i s  Commiss ionable ,  you  w i l l  Use I tem as “Chi ld  I tem” Rate ,  i s 

Exempt  From Cl ient  Discount ,  i f  you  want  to  Exclude From Un-Invoiced 

I tem Reports ,  o r  i f  i t  i s  Ret i red .  (See  Standard  Rate  Checkbox  opt ions  under 

the  Deta i l s  sub- tab  sec t ion  in  the  Rates modu le  chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 Change	how  the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear. 

Th is  i s  the  o rder  in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .  

(See  I nvo ice  L ine  I tems under  the  Deta i l s  sub- tab  sect ion  in  the  Rates 

module  chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 Ente r 	any 	Addi t ional  Invoice Text  tha t  you  wou ld  l i ke  to  appear  on  the 

invo ice  fo r  th i s  i t em. 

• 	 C l i ck 	 the 	Cont inue  bu t ton  to  con f i rm your  new Room Rate .

NOTE:  The Rates-Create  New window cannot  be  c losed or  cance l led .  You MUST c l ick 

the  Cont inue  but ton .   I f  you  want  to  cance l  the  c reat ion ,  c l ick  Cont inue ,  then  de le te  the 

Rate .

The new Rate  w i l l  now appear  a t  the  bot tom o f  the  Rates  L is t .   You  may  need to  use  the  sc ro l l  ba r  (on 

the  r igh t )  to  v iew i tems a t  the  bot tom o f  the  l i s t . 

Edit a Rates Record

How to edit/change the information of a specif ic rate: 

1.  C l i ck  the  Go To but ton  on  the  le f t . 

2 .  The  Rates-Edi t  w indow w i l l  appear,  a l l ow ing  you  to  change in fo rmat ion  about 

th i s  spec i f i c  Rate . 

3 .  Make  your  changes  and c l i ck  Cont inue . 

4 .  Your  changes  w i l l  now be  re f l ec ted  in  the  Rates  l i s t .

Delete a Rates Record

How to permanently delete a Rates record:

1.  C l i ck  the  Trash  Can  i con  nex t  to  the  Rate  you  want  to  de le te .

3 .  The  fo l low ing  message w i l l  appear ;  ‘A re  you  sure  you  want  to  de le te  th i s  Rate? 

I t  i s  no t  un-do-ab le .

4 .  I f  you  a re  su re ,  Choose  ‘DELETE ’ .

CAUTION:  you CANNOT undo th is .  I f  you Delete  a  Rates  Record,  i t  wi l l  perma-

nent ly  be de leted. 

NOTE:  For  more  spec i f ic  in fo rmat ion  about  Rates ,  inc lud ing  C l ient  Spec i f ic  Rates ,  Mu l -

t ip le  C l ient  Rates ,  Defau l t  Rates ,  Taxes  e tc . ,  read the  Rates Module  chapter  o f  th is 

User ’s  Gu ide .
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The fol lowing section in red has not been edited, some of the information may be 
inaccurate.  I t  wi l l  be updated in the next edit ion.

Event History tab
The Event  H is to ry  tab  shows the  h is to ry  o f  scan  logg ing  in  the  top  por ta l ,  and  a l l  schedu led  Events  fo r  the 

cur ren t  equ ipment  dev ice  in  the  bot tom por ta l .  The  Scan Manager  and the  Scan Log a re  equ ipment  invento ry 

management  too ls  tha t  a l low you  to  document  the  p resence  o f  equ ipment  a t  spec i f i c  da tes ,  t imes ,  and 

loca t ions .

Status section
The Sta tus  sec t ion  does  jus t  what  i t  p romises ,  g i ves  you  the  s ta tus  o f  the  p iece  o f  equ ipment  tha t  you 

a re  v iew ing  the  record  fo r.   I t  d i sp lays  the  Checked In  and  Checked Out  s ta tus  as  we l l  as  the  Date 

and  Time  fo r  when i t  was  checked in  o r  ou t .   You  can  a lso  see  who i t  was  checked i t  i n  o r  ou t  by  and 

when i t  i s  Due  back .

Events  sub- tab
The Events  sec t ion  be low,  a  l i s t  i s  shown o f  events  schedu led  f rom the  Calendar  o r  Projects  modu les 

(and he ld  in  the  Events  modu le )  where  the  equ ipment  dev ice  was  las t  u t i l i zed  by  S ta r t  Date ,  S ta r t  T ime, 

End Date ,  End T ime,  S ta tus ,  when i t  was  Checked Out ,  o r  Checked Back  In ,  and what  Pro jec t  number 

and Pro jec t  name i t  was  assoc ia ted  w i th . 

• 	 Tota l 	 ac tua l 	 usage 	hours 	 a re 	 ca lcu la ted 	 f rom	a l l 	 event 	 i t ems	on 	 the 	 found	 l i s t 	 and	a re 	 shown	

on the  f i e ld  on  the  bot tom o f  the  sc reen .

Scan Manager sub-tab
The Scan Manager  a l lows you  to  spec i f y  the  name and loca t ion  fo r  mu l t ip le  equ ipment  scan  events  to  be 

per fo rmed in  one  pass  o r  sess ion .   In  the  b lue  tex t  f i e lds  en te r  Who w i l l  be  scann ing ,  and then  add the 

Locat ion  o f  where  the  scan  w i l l  be  per fo rmed (c l i ck  to  see  the  d rop down l i s t  fo r  a l l  Locat ions ) .   P lac ing 

your  cu rsor  in to  the  o range Bar  Code  f i e ld  a l lows you  to  scan  each  p iece  o f  equ ipment  ( requ i res  a 

barcode scanner ) . 

CHECKBOX
I f  you  a re  on  the  Mac p la t fo rm,  c l i ck  the  Speak  checkbox ,  and Stud io  Su i te  w i l l  speak  the  resu l t  s ta tus 

o f  each  scan ,  use fu l  i f  you  a re  scann ing  many  i tems f rom across  the  room.

Upon the  scan  o f  a  known barcode,  you  w i l l  j ump to  the  Equ ipment  record  fo r  the  i tem you  have  scanned, 

and a  new row o f  da ta  w i l l  be  en te red  in to  the  Scan Log fo r  tha t  dev ice .

Scan Log sect ion
I n  the  sec t ion  shown as  Scan Log fo r : ,  the  equ ipment  scan  h is to ry  fo r  the  cur ren t  dev ice  i s  l i s ted  by 

Date ,  Time  o f  scan ,  Account  Name ,  Who  made the  scan ,  the  Locat ion  o f  where  the  equ ipment  dev ice 

was  scanned.  A  Comment  can  be  added prov id ing  the  s ta tus  o r  updated  cond i t ion  o f  the  dev ice .  You 

can  use  the  F ind  bu t tons  l i s ted  above  in  the  Scan Manager  to  f i nd  d i f f e ren t  se ts  o f  equ ipment .
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Find Buttons

Th is  sec t ion  a l lows you  to  search  fo r  a l l  equ ipment  tha t  e i the r  has  o r  has  not  been  scanned ever,  o r  s ince 

a  spec i f i ed  da te .   Th is  i s  use fu l  to  qu ick l y  loca te  equ ipment  records  tha t  have  not  been  scanned in  some 

t ime,  and may  the re fo re  be  m iss ing .

The  but ton  labe led  F ind  >  A l l  Scanned wi l l  f i nd  a l l  p ieces  o f  equ ipment  tha t  have  a l ready  been scanned 

in to  your  invento ry.  A l l  Scanned i tems w i l l  be  d isp layed d i rec t l y  i n  the  Equipment  modu le  L i s t  tab . 

C l i ck ing  the  top  Since  bu t ton  w i l l  f i nd  a l l  records  scanned s ince  the  da te  en te red  in  the  wh i te  f i e ld  to 

the  r igh t  o f  tha t  bu t ton .

The  but ton  labe led  F ind  >  Not  Scanned wi l l  f i nd  a l l  p ieces  o f  equ ipment  tha t  have  not  been  scanned in to 

your  invento ry.   A l l  Not  Scanned i tems w i l l  be  d isp layed in  the  Equ ipment  L i s t  tab .  C l i ck ing  the  bot tom 

Since  bu t ton  w i l l  f i nd  a l l  records  not  scanned s ince  the  da te  en te red  in  the  wh i te  f i e ld  to  the  r igh t  o f 

tha t  bu t ton .

 

Maintenance History tab
The Ma in tenance  H is to ry  tab  shows the  h is to ry  o f  a l l  the  ma in tenance  repor ts  assoc ia ted  w i th  th i s  dev ice . 

Th is  in fo rmat ion  i s  v iewed f rom the  Maintenance Log  modu le .  These  ma in tenance  records  a re  fo r  v iew ing 

purposes  on ly.  I f  you  need more  de ta i l s  about  an  ex is t ing  ma in tenance  repor t ,  c l i ck  on  the  Go To but ton  (on 

the  le f t )  to  v iew tha t  i t em’s  Fu l l  Repor t  v iew in  the  Maintenance Log  modu le .

How to create a new maintenance report: 

1.  C l i ck  on  the  b lack  and g reen  Create  New Ma in tenance  Repor t  but ton .   I t  w i l l  t ake 

you  to  the  Ma in tenance  modu le .

2 .  F i l l  ou t  the  repor t  w i th  as  much in fo rmat ion  as  you  can .  For  more  in fo rmat ion 

about  f i l l i ng  ou t  the  Maintenance Log ,  read  the  Maintenance module  chapte r 

i n  the  User ’s  Gu ide .

3 .  C l i ck  the  Go To  bu t ton  ( to  the  l e f t  o f  the  i tem name)  to  re tu r n  to  the  Equipment 

modu le ,  then  C l i ck  the  Main tenance  H is to ry  tab  (o r  j us t  c l i ck  the  Back  bu t ton ) .

The  Main tenance  H is to ry  tab  i s  where  you  w i l l  schedu le  the  nex t  ma in tenance  da te  fo r  a  p iece  o f 

equ ipment .   By  se t t i ng  a  p re fe rence  in  the i r  User  Account ,  spec i f i ed  users  can  be  not i f i ed  o f  ma in tenance 

due  da te  upon s ta r tup .
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How to set up a Maintenance Schedule:

1.  C l i ck  on  the  da te  in  the  Next  Maintenance Due  f i e ld .

2 .  Se lec t  a  due  da te .

3 .  En te r  what  k ind  o f  ma in tenance  th i s  i t em w i l l  undergo  in  the  What  f i e ld .

Find Buttons

The but ton  labe led  F ind  >  Cur ren t  o r  pas t  due  ma in tenance  wi l l  f i nd  any  p ieces  o f  equ ipment  tha t  a re 

due  o r  overdue  fo r  ma in tenance  by  today ’s  da te  and d isp lay  them in  the  L is t  tab .

The  but ton  labe led  ‘F ind ’  >  ‘Fu tu re  schedu led  ma in tenance ’  wi l l  f i nd  any  impend ing  o r  fu tu re  ma in tenance 

schedu les  and d isp lay  them in  the  L is t  tab .

Connectors & Cables tab
The Connecto rs  and Cab les  tab  a l lows you  to  de f ine  a l l  o f  the  cab les  and connecto rs  a t tached to  th i s 

equ ipment  dev ice . 

C l i ck  in  the  f i e lds  and en te r  the  Quant i t y  o f  a  ce r ta in  Type  o f  connecto r,  What ,  the  Name and Length  o f  the 

connected  cab le .  Then  en te r  the  Des t ina t ion ,  the  Quant i t y  and the  Type  o f  connecto rs  on  the  o ther  end o f 

the  dev ice . 

C l i ck  on  the  Create  New Connect ion  but ton  to  c rea te  a  new cab le  connecto r  de f in i t i on .

Web Viewer tab
The Web V iewer  tab  p rov ides  p re- fo rmat ted  In te r ne t  searches  fo r  the  cur ren t  equ ipment  record .  Th is  a l lows 

you  to  f i nd  ins tan t  equ ipment  cos ts  fo r  a  s im i l a r  p roduct  and mode l ,  i f  you  need to  buy  more ,  o r  se l l  the  one 

you ’ve  got . 

Web Viewer sub-tabs
• 	 Manufac tu re r

• 	 ebay

• 	 Goog le  (de fau l t )

• 	 Cra igs l i s t

• 	 B&H

• 	 Gui ta r  Cente r

• 	 Sweetwate r

• 	 Sam Ash
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NOTE:  The Manufacturer  tab  const ructs  a  “best  guess”  URL as  “manufacturer  name.com”,  but  you 

can o f  course  over r ide  th is  in  the  URL f ie ld  i f  they  have  a  d i f fe rent  address .

 

Attach & FTP tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Equipment  record .  The  At tach  &  FTP  tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .   Examples  o f  use  in  th i s  modu le  wou ld  be  purchase  rece ip ts ,  schemat ics ,  

use r  gu ides ,  e tc . 

For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r  o f  th i s  User ’s  Gu ide .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  o f fe rs  many  repor t  and barcode labe l  p r in t ing  opt ions .  I t  a l so  conta ins 

a  bu t ton  to  take  you  d i rec t l y  to  the  Barcodes  modu le .

How to choose a printing option:

1.  Under  Se lec t  Company  choose  wh ich  o f  your  compan ies  you  want  to  p r in t  f rom. 

2 .  Se lec t  Le t te rhead Sty le  you  des i re  (Au tomat ic  o r  Custom)  and the  logo  des i red . 

3 .  Then  Se lec t  the  room you want  to  p r in t  an  equ ipment  l i s t  fo r  ( f rom the  pop-up 

menu ) .  I f  you  want  a l l  o f  the  rooms in  your  fac i l i t y,  c l i ck  on  the  A l l  bu t ton .

4 .  Us  the  “Sor t  and Summar i ze”  sec t ion  to  spec i f y  how you  an t  the  repor t  to  sor t 

and summar i ze . 

Print buttons

•  The Pr in t  Equ ipment  L i s t  ( I n te r na l )  bu t ton  genera tes  a  l i s t  o f  a l l  o f  your  equ ipment  in  a 

par t i cu la r  room,  o r  a l l  rooms.  Be  sure  to  c l i ck  on  the  des i red  Sor t  bu t ton  be fo re  c l i ck ing  on 

th i s  pr in t  bu t ton .

•  The Pr in t  Equ ipment  L i s t  ( I nsurance )  but ton  genera tes  a  l i s t  o f  a l l  o f  your  equ ipment  a long 

w i th  i t s  Locat ion  i t ’s  Cost ,  i t ’s  cu r ren t  Va lue ,  the  Ser ia l  Number  and Purchase  Date .  Be  sure 

to  c l i ck  on  the  des i red  Sor t  bu t ton  be fo re  c l i ck ing  on  th i s  pr in t  bu t ton .

•  The Pr in t  Equ ipment  L i s t  (C l i en ts )  but ton  p r in ts  an  equ ipment  l i s t  i n  a  p resenta t ion  fo rmat , 

tha t  you  w i l l  g i ve  C l i en ts ,  showing  what  equ ipment  i s  i n  your  rooms.  Se lec t  a  par t i cu la r  room, 

o r  a l l  rooms,  and i t  w i l l  au tomat ica l l y  so r t  your  equ ipment  in  the  Smar t  Sor t  o rder  and a lso 

show the  equ ipment  tha t  i s  L i s ted  W i th  the  room.  For  example ,  the  equ ipment  in  the  Mach ine 

Room is  L i s ted  W i th  the  Cont ro l  Room,  and w i l l  be  inc luded in  a  Cont ro l  Room equ ipment  l i s t .

•  The Pr in t  Ma in tenance  H is to ry  (Cur ren t  I tem)  but ton  w i l l  p r in t  a  summary  o f  the  ma in tenance 

h is to ry  f rom the  Maintenance Log modu le  fo r  the  cur ren t  dev ice .

•  The Pr in t  Connecto rs  &  Cab les  L is t  but ton  p r in ts  the  l i s t  o f  connecto rs  and cab les  fo r  the 

cur ren t  i t em or  the  i tems se lec ted  in  the  Select  Rooms  f i e ld .
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Barcode Labels
Use the  four  bu t tons  under  the  “F rom Equ ipment  Invento ry  modu le”  head ing  to  p r in t  Avery  and Dymo 

Barcode labe ls .  They  inc lude  your  own Barcode #  ( i n  regu la r  tex t  and Barcode fon t ) ,  the  equ ipment ’s 

Name and Ser ia l  # .  Make  sure  you  have  the  cor rec t  found se t  be fo re  p r in t ing ,  i f  you  a re  p r in t ing  more 

than  one  labe l .  S tud io  Su i te  ins ta l l s  the  Barcode fon ts  to  p r in t  the  Barcodes ,  bu t  you  may  need to  go 

in to  F i l eMaker ’s  Layout  mode to  ass ign  the  Barcode fon t  to  the  f i e ld  on  the  p r in t  l ayout .  As  a lways ,  these 

labe l  l ayouts  may  need some tweak ing  to  accommodate  your  par t i cu la r  p r in te r.  I f  you  a re  p r in t ing  f rom 

a  Dymo  p r in te r,  make  sure  to  go  to  the  Page Setup to  se lec t  the  p roper  se tup  fo r  tha t  p r in te r  be fo re 

mak ing  any  changes .

The  but ton  under  the  “F rom Barcodes  modu le”  head ing  takes  you  to  the  Barcodes  modu le  where  you 

can  genera te  and pr in t  gener ic  sheets  o f  Barcode labe ls .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  Rooms  tab  to  go  to  tha t  modu le .

C l i ck  the  Main tenance  Log  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Equipment  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Main  Menu  tab .
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The Events  modu le  s to res  and processes  the  da tes  and t imes  o f  eve ry  s ing le  sess ion  o r  event  tha t  you  have 

schedu led  f rom the  Calendar  modu le  o r  the  Projects  modu le .  Th is  inc ludes  Room events ,  Med ia  events , 

Equ ipment  events ,  and Peop le  events ,  e tc .  Th is  modu le  a l so  s to res  a la rms and “s imp le  events” ,  wh ich  a re 

events  w i thout  Pro jec ts .  Deta i l ed  f i nanc ia l  i n fo rmat ion  about  each  event ,  such  as  budget  charge ,  budget 

expense ,  ac tua l  charge ,  ac tua l  expense ,  budget /ac tua l  d i f f e rence ,  p ro f i t / loss ,  and taxes  fo r  each  event  a re 

a l so  he ld  in  th i s  modu le .  Techn ica l  and c rea t i ve  de ta i l s ,  and the  ta len t  i nvo lved ,  a re  managed here  as  we l l . 

Much o f  th i s  i n fo rmat ion  i s  looked up f rom the  Pro jec t  tha t  each  event  i s  a  member  o f  ( i f  app l i cab le ) .  When 

you  c l i ck  on  an  event  in  the  Calendar  modu le ,  the  resu l t i ng  w indow is  f rom the  Events  modu le .

NOTE:  You can not  create  an  Event  in  the  Events  modu le .  Events  a re  c reated exc lus ive ly  in  the 

Calendar  and Project  modu les .  

Th is  modu le  p r in ts  Sess ion  Repor ts ,  Summary  Repor ts ,  Invo iced Sta tus  Repor ts ,  Ac t ion  Summary  Repor ts , 

Emp loyee  t ime sheets ,  C l i en t  Repor ts ,  and Product ion  Repor ts .

In this chapter you wil l  read about how to:
• 	 Ed i t  an  Event

• 	 Use f i nd  in  the  Events  modu le

• 	 Use the  P lug- in  sub- tab

• 	 Add notes/c rea t i ve  d i rec t ions  to  Events  &  Paren t  P ro jec ts

• 	 Add a  new Ta len t  to  th i s  P ro jec t

• 	 Create  a  new (med ia  asse t )  record  in  L ib ra ry  &  Labe ls  tha t ’s  assoc ia ted  to  th i s  P ro jec t 

and Event

• 	 Pr in t  f rom the  Sess ion  Repor ts  tab

• 	 Pr in t  P ro jec t  o r  Event  l i s t  to ta l s
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• 	 Pr in t  i t em repor ts

• 	 Pr in t  a  repor t  o f  Invo iced s ta tus

• 	 Pr in t  a  repor t  so r ted  by  Act ion

• 	 Pr in t  emp loyee  repor ts

• 	 Pr in t  a  Product ion  repor t

Th ink  o f  each  Event  as  hav ing  severa l  d imens ions ,  re fe r red  to  he re  as  “s ides” .  Each  event  has  two ma in 

s ides  - the  Budget  s ide  and the  Actua l  s ide .  However,  the re  i s  a l so  the  D i f fe rence  s ide  (Budget  vs  Actua l ) , 

and  the  Pro f i t /Loss  s ide  (Charge  vs  Expense ) .  To  summar i ze ,  the re  a re  no t  separa te  Budget  events  and 

Actua l  events ,  ra the r,  each  event  conta ins  every  “s ide” ,  wh ich  can  be  u t i l i zed  o r  no t .  Perhaps  a  be t te r  way 

to  exp la in  i t  i s  to  say  tha t  the re  a re  separa te  f i e lds  fo r  each  o f  these  aspects  in  each  and every  event  record .

NOTE:  Be aware  that  the  app l ica t ion  o f  d iscounts ,  taxes ,  and exempt ions  i s  the  same for  both 

s ides ,  and cannot  be  d i f fe rent .  There fore  i f  you  change i t  on  one s ide ,  i t  w i l l  change on the  o ther.

Detai l  tab
The Deta i l   tab  l i s ts  the  genera l  i n fo rmat ion  about  each  Event .  S ince  the  events  a re  c rea ted  th rough the 

Calendar  and  Projects  modu le ,  th i s  v iew i s  used on ly  to  v iew and ed i t  the  in fo rmat ion .

How to edit  an Event:

1.  You may  ed i t  the  Project  and Cl ient  deta i l  a t tached to  an  event  by  c l i ck ing  the 

Go To  but ton  on  the  le f t  fo r  e i the r  i t em.  The  Project  Go To  w i l l  t ake  you  to  the 

Projects  modu le  where  you  can  make appropr ia te  changes  o r  add event  i t ems. 

The  Cl ient  Go To  bu t ton  w i l l  send you  to  the  Contacts  modu le  fo r  contac t 

i n fo rmat ion  ve r i f i ca t ion  o r  changes  necessary.

2 .  To  ed i t  the  Category ,  I tem ,  Status ,  Start  T ime ,  End T ime ,  o r  Date ,  you  must 

use  the  Edi t  Event  window.   C l i ck ing  on  any  o f  these  f i e lds  w i l l  b r ing  you  to  the 

Edi t  Event  w indow prompt .  Use  th i s  w indow to  note  any  changes  to  the  Event . 

Note :  you can not  c lose  th is  w indow,  you must  Save  Changes  o r  Cance l  any  changes 

made.

3.   Ed i t  the  Event  Type  and  Act ion  f i e lds  f rom the  Deta i l  page .  C l i ck ing  e i the r  f i e ld 

w i l l  open  a  d rop-down l i s t  w i th  se lec tab le  o r  ed i tab le  opt ions  fo r  these  f i e lds .

4 .  In  the  Holdover  f i e ld  you  may  en te r  how much t ime to  ho ld  over  the  event  (0 :30 , 

1 :00 ,  2 :00 ,  4 :00 ) .  The  f i e ld  d i rec t l y  be low tha t  w i l l  d i sp lay  the  new ho ldover  end 

t ime. 

The  f i e lds  in  th i s  g roup ing  appear  on  a  co lo red  background wh ich  i s  the  h igh l igh t  co lo r  assoc ia ted  w i th  the 

Status  ( as  de f ined  in  the  Main  Menu/Setup/Va lue  L is ts /S ta tus  tab )  o f  the  event .  Chang ing  the  Status  w i l l 

change the  co lo r  o f  the  background.

NOTE:  Prev ious  vers ions  o f  Stud io  Su i te  requ i red  you to  c l ick  a  Conf i rm but ton  fo r  each change 

made.  Now these  changes  a re  automat ica l l y  saved when you c lose  the  ed i t  w indow.

Breaks accountabi l i ty
To the  r igh t ,  the re  i s  an  a rea  to  account  fo r  Break  Descr ipt ion ,  t ime  Out ,  t ime Back ,  and to ta l   b reak 

Durat ion .  C l i ck ing  the  Out  o r  Back  bu t tons  w i l l  en te r  the  cur ren t  t ime wherever  your  cu rsor  i s  p laced,  in 



21-4

Studio Suite X          Chapter 21 - Events module

most  f i e lds  on  the  Event  de ta i l  page .  You can  a lso  de te rm ine  fo r  each  break  t ime whether  o r  no t  i t  w i l l 

be  inc luded in  the  ra te  charge  ca lcu la t ion ,  by  check ing  the  box  to  the  r igh t  o f  each  l i ne  i tem ( Inc lude 

Breaks In  Charge ) . 

NOTE:  Note  that  i f  you  a re  us ing  Over t ime Rates ,  a l l  b reak  t ime deduct ions  w i l l  be  taken f rom the 

Standard  t ime por t ion  o f  the  event ,  even i f  they  occur  dur ing  (o r  c ross  over  in to )  Over t ime.

Be low i s  a  genera l  Notes  tex t  f i e ld  fo r  the  Deta i l  page .  You w i l l  a l so  f i nd  a  f i e ld  fo r  any  Cl ient  PO# 

(Purchase  Order  o r  “PO Number” )  requ i rement .  Th is  w i l l  de fau l t  to  show the  PO o f  the  assoc ia ted  Pro jec t 

bu t  i s  a l so  ab le  to  be  ed i ted .

Prov ided f i e lds  a re  a l so  inc luded on  the  r igh t  fo r  Event  Setup  and  Due  da tes  and t imes .

Event contacts
The bot tom ha l f  o f  th i s  page  i s  ded ica ted  to  the  contac t  i n fo rmat ion  fo r  the  peop le  invo lved  w i th  th i s 

event .   These  par t i c ipants  were  ass igned to  the  Event  when i t  was  booked.   For  Events  assoc ia ted  w i th 

a  par t i cu la r  P ro jec t ,  the  par t i c ipants  were  re t r i eved f rom the  Pro jec t  record .

Th is  a rea  i s  des igned to  ho ld  peop le  tha t  a re  assoc ia ted  w i th  the  C l i en t ,  and not  necessar i l y  your 

emp loyees  work ing  on  the  Pro jec t .  However,  i f  you  book  some o f  your  peop le  f rom the  Calendar  modu le 

who have  t i t l es  tha t  cor respond to  your  de fau l t  t i t l es ,  they  w i l l  appear  he re  as  we l l .  These  t i t l es  and 

assoc ia ted  peop le  come f rom the  Projects  modu le ,  and the  Projects  modu le  ge ts  the  de fau l t  t i t l es  f rom 

your  Main  Menu/Setup/T i t l es  tab . 

The  g reen  f i e lds  show the  C l i en t  Ti t le  Funct ion ,  Name  and  the i r  Main Phone .  Be low tha t ,  add i t iona l 

peop le  work ing  on  the  Pro jec t  w i l l  be  l i s ted .  You can  add more  peop le  to  the  event  by  c l i ck ing  the  b lack 

and g reen  +Add  bu t ton ,  wh ich  w i l l  c rea te  a  new b lank  row.  C l i ck  in  the  Ti t le  f i e ld  to  se lec t  a  t i t l e  f rom 

the  popup l i s t ,  then  tab  in to  the  Name  f i e ld .

 

I f  the  Fi l ter  Names By T i t le  f i e ld  i s  checked,  the  names tha t  appear  w i l l  on l y  be  those  tha t  have 

match ing  t i t l es  in  the  Contacts  modu le .  Un-check ing  th i s  f i e ld  w i l l  show every  name in  the  Contacts 

modu le .  You may  a lso  doub le-c l i ck  in  the  name f i e ld  and type  a  name. 

I f  you  have  se lec ted  someone f rom the  Contacts  modu le  ( v ia  menu ) ,  the i r  Main Phone  number  w i l l 

appear.  You can  de te rm ine  whether  o r  no t  the  phone numbers  w i l l  appear  on  Sess ion  Repor ts  by 

dese lec t ing  the  Inc lude Phone on Pr intouts  checkbox .  C l i ck ing  on  the  Go To but ton  fo r  each  person 

w i l l  j ump to  the i r  record  in  the  Contacts  modu le . 
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NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Equipment , 

Invoices  (on  l i ne  i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab ) 

modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

S ince  the  personne l  l i s ted  here  comes f rom the  Projects  modu le ,  chang ing  the  par t i c ipants  he re  w i l l 

a l so  change the  par t i c ipants  a t tached to  the  Pro jec t  record .   Spec ia l  a t ten t ion  must  be  pa id  to  change 

the  personne l  w i thout  a f fec t ing  the  overa l l  P ro jec t ’s  in fo rmat ion .   You  must  de le te  the  person  who i s  no 

longer  assoc ia ted  w i th  th i s  Event  then  c l i ck  the  b lack  and g reen  Add but ton .  Th is  p rocess  w i l l  add the 

person  to  th i s  Event  and the  assoc ia ted  Pro jec t  bu t  w i l l  l eave  the  o r ig ina l  pe rsonne l  a t tached to  a l l  o the r 

Events .  

To  the  le f t  you  w i l l  see  the  Re load Peop le  f rom Pro jec t  but ton .   Th is  w i l l  ca l l  upon the  Pro jec t  to  p lace  a l l 

pe rsonne l  a t tached to  the  Pro jec t  to  be  l i s ted  on  the  cur ren t  Event .   Th is  i s  a l so  he lp fu l  i f  you  acc ident l y 

de le te  someone. 

S ince  med ia  asse ts  in  the  Library  modu le  tha t  a re  c rea ted  f rom th is  Event  o r  P ro jec t  w i l l  l i ke l y  need 

to  d isp lay  these  peop le  on  p r in ted  labe ls ,  you  can  de f ine  the  o rder  in  wh ich  they  a re  t rans fe r red  to  the 

Library  by  check ing  the  cor respond ing  Posi t ion On L ibrary  Labels  p r io r i t y  check  boxes .  The  o rder  i s 

d i sp layed in  the  f i e ld  be low tha t  sec t ion  on  the  bot tom o f  the  page.

 

Deleting Items
Cl ick  the  Trash  Can  i con  on  the  fa r  r igh t  o f  each  l i ne  i tem to  de le te  i t . 

Find Mode
Per fo rm ing  a  ‘F ind ’  i n  the  Deta i l  tab  o f  the  Events  modu le  i s  d i f f e ren t  than  in  o ther  modu les .

How to use Find in the Events module:

1.  C l i ck  the  F ind  bu t ton  in  the  Funct ion  bar .

2 .  Then  TAB to  the  in fo rmat ion  f i e ld  you  w ish  to  search  in .

3 .  Type  the  word  you  want  to  search  fo r  and h i t  ENTER.
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New Feature: Sending Notif ications

Not i f i ca t ions ,  such  as  an  SMS,  Prow l  o r  Tw i t te r  message,  can  be  sent  f rom the  Deta i l  tab 

in  th i s  modu le .   Jus t  c l i ck  on  any  o f  the  loca t ions  h igh l igh ted  in  the  sc reen  shot  be low 

and i t  w i l l  l aunch  the  Ed i t  Events  w indow w i th  the  Not i f i ca t ion  but ton  a t  the  top .   To 

read more  about  no t i f i ca t ions ,  read  “How to  send not i f i ca t ions”  in  the  Pro jec ts  modu le 

chapte r  i n  th i s  Users  gu ide  on  page 32 .20 .

New Feature: Work Order tab

Descr ip t ion  coming  soon !

Work Order tab
Work Order  sub-tab
Coming soon !

Work Order  sub-tab
Coming soon !

Related Events sub-sub-tab
Coming soon !

Related Project Tasks sub-sub-tab
Coming soon !

Related Event Task sub-sub-tab
Coming soon !

Usage  sub-tab
Coming soon !
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Related Events section
Coming soon !

Financial  Info tab
Th is  tab  i s  d i v ided in to  two ha lves  ( top  and bot tom) .  Most  o f  the  top  ha l f  i s  a  repet i t i on  o f  the  Deta i l  tab ,  w i th 

the  except ion  o f  the  Invoice L ine I tem Descr ipt ion  f i e ld .  Th is  i s  the  f i e ld  tha t  i s  expor ted  to  the  Invo ice  fo r 

th i s  i t em.  I t ’s  a  ca lcu la ted  tex t  f i e ld ,  based on  p re fe rences  spec i f i ed  in  the  Rate  be ing  used fo r  the  event .  The 

f i e ld  Re la tes  to  i tems such  as  the  da te  o f  event ,  t ime  dura t ion ,  and the  spec i f i c  schedu led  i tem.  C l i ck ing  in 

th i s  f i e ld  w i l l  a l l ow you  to  t ype  over  and over r ide  the  tex t  ca lcu la t ion  be fo re  i t  goes  to  the  Invoices  modu le .

The  bot tom ha l f  o f  the  F inanc ia l  I n fo  tab  conta ins  th ree  sub- tabs :  Budget ,  Ac tua l ,  and  Di f fe rence ,  each  one 

showing  de ta i l ed  f i nanc ia l  i n fo rmat ion  fo r  each  o f  those  s ides .  Th is  l ayout  de fau l t s  to  show the  Actua l  sub-

tab .

Actual sub-tab
I n  the  Actua l  sub- tab  you  can  source  the  f i ne  de ta i l s  o f  a l l  event  ac tua l  f i nanc ia l  aspects ,  most  o f  wh ich 

a re  a l so  ed i tab le  f rom the  Projects  modu le .  Th is  v iew,  however,  l e ts  you  see  a l l  o f  these  de ta i l s  i n  one 

sc reen . 

•  You may  ad jus t  the  Rate on th i s  page .

•  From the  Fi l ter  Rates By  f i e ld ,  a  pop-up menu prov ides  the  opt ion  to  f i l t e r  by  I tem, 

Category,  C l i en t ,  o r  A l l . 

•  Cl ick  the  Rate f i e ld  to  the  l e f t  and se lec t  a  ra te  i tem f rom the  pop-up menu.  When 

c rea t ing  an  Event ,  S tud io  Su i te  w i l l  au tomat ica l l y  a t tach  i t s  de fau l t  ra te .  The  ra te  w i l l 

be  l e f t  b lank  i f  the re  i s  no  de fau l t  ra te .   You  may  o f  course  over r ide  the  de fau l t  ra te  by 

se lec t ing  a  d i f f e ren t  ra te .

•  You can  jump to  the  Rates  modu le  by  c l i ck ing  on  the  Go To  bu t ton  to  the  le f t  o f  the 

f i e ld . 

•  App ly  a l l  o f  the  Budget  da ta  to  the  Actual  f i e lds ,  p ress  the  Move Budget  to  Actua l 

bu t ton  (on  the  fa r  r igh t ) .  Th is  i s  a  use fu l  too l  when a  quoted  Event  Budget  becomes and 

ac tua l  book ing .

•  Be low tha t  bu t ton  a re  the  S ta r t /End dates  and t imes ,  as  we l l  as  the  Holdover  f i e ld 

opt ion .  S im i la r  to  the  Deta i l  tab ,  c l i ck ing  on  these  f i e lds  w i l l  p rompt  the  Edi t  Event 

w indow and the  ab i l i t y  to  cor rec t  o r  change the  descr ibed event  de ta i l s .

•  Be low a re  the  ra te  ca lcu la t ions ,  showing  both  Regu la r  T ime and Over t ime ca lcu la t ions 

fo r  bo th  Charge  (what  you ’ re  charg ing  the  c l i en t )  and Expense  (what  the  event  i s  cos t ing 

you ) . 

•  Also  d isp layed i s  the  Event  Pro f i t /Loss ,  wh ich  w i l l  appear  in  red  i f  i t  i s  a  loss .  In  th i s 

a rea ,  on ly  the  f i e lds  w i th  b lack  co lo red  tex t  can  be  ed i ted ,  as  the  res t  a re  ca lcu la t ions 

based on  the  Rate  de f in i t i on .

•  Each Rate  has  a  se t  amount  o f  “un i t s ”  (hours ,  days ,  o r  one- t ime ) .   There fo re  the  amount 

o f  hours  in  Regu la r  ve rsus  Over t ime i s  a  ca lcu la t ion  and can  not  be  ed i ted .  You can 
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however  ed i t  the  Quant i t y  (Qty. )  amounts  on  the  fa r  l e f t .  The  t ime w i l l  then  be  b roken 

down automat ica l l y  based on  the  Rate ’s  de f in i t i ons .  I f  you  wou ld  l i ke  to  change these 

se t t ings ,  you  may  use  the  o range Go To Rates  but ton  loca ted  on  the  Budget  and/or 

Di f fe rence  sub- tab  pages .  C l i ck ing  the  Go To  Rates  but ton  w i l l  send you  to  the  Rates 

modu le .

Taxes and Discounts section

       

Beneath  these  ca lcu la t ions  i s  the  Tax  and D iscount  a rea .  The  ac tua l  Tax Rates and Discount  Rate  can 

on ly  be  de f ined  in  the  Projects  modu le  (as  a l l  Events  in  a  Pro jec t  can  on ly  have  taxes  tha t  f i r s t  ex i s t  fo r 

the  Pro jec t ) .  However,  he re  you  can  tu r n  the  p re-de f ined  taxes  and d iscount  on  o r  o f f  ( fo r  each  event ) 

by  check ing  the  des ignated  red  Apply  o r  Exempt  check  boxes .  There  i s  no  d i f f e rence  be tween a  tax 

NOT be ing  app l i ed ,  and a  tax  be ing  exempted.  Exempt ion  s ta tus  on ly  app l i es  to  compan ies  tha t  a re  tax 

exempt .  I f  an  i tem i s  norma l l y  taxed,  bu t  the  c l i en t  i s  an  exempt  company,  you  wou ld  check  both  boxes . 

That  way,  the  taxes  they  wou ld  pay  a re  s t i l l  ca lcu la ted ,  however  they  a re  no t  added to  the  to ta l .  You  may 

need to  repor t  th i s  “unco l l ec ted  tax  due  to  exempt ion”  in fo rmat ion  to  your  loca l  tax  au thor i t i es .

I f  you  have  spec i f i ed  in  your  Main  Menu/Setup/Taxes  tab  tha t  you  a re  in  a  reg ion  in  wh ich  some taxes  a re 

charged a f te r  o ther  taxes  ( such  as  in  some par ts  o f  Canada ) ,  you  w i l l  see  another  g roup o f  g ray  check 

boxes .  These  boxes  show the  cur ren t  se t t i ngs  but  can  not  be  changed f rom th is  page .  Th is  se t t i ngs  a re 

Pro jec t  w ide  and can  on ly  be  changed f rom the  Pro jec t  Tax  and D iscount  page .

F ina l l y,  beg inn ing  on  the  bot tom le f t  you  can  see  the  da te ,  t ime,  and person  in fo rmat ion  fo r  when th i s 

event  was  c rea ted  and mod i f i ed .

Budget sub-tab
Th is  tab  i s  bas ica l l y  the  same as  the  Ac tua l  sub- tab ,  except  tha t  o f  course  i t  conta ins  Budget  in fo rmat ion 

ins tead o f  Ac tua l  i n fo rmat ion .  Aga in ,  be  aware  tha t  the  app l i ca t ion  o f  d i scounts ,  taxes ,  and exempt ions 

i s  the  same fo r  both  s ides ,  and cannot  be  d i f f e ren t .  There fo re  i f  you  change th i s  i n fo rmat ion  in  the 

Budget  sub- tab ,  i t  w i l l  change the  in fo rmat ion  in  the  Actua l  sub- tab ,  and v ice-ve rsa .

Difference sub-tab
The D i f fe rence  sub- tab  i s  bas ica l l y  the  same as  the  Budget  and  Actua l  tabs ,  however  i t  shows the 

d i f f e rence  be tween the  two.  A l l  o f  these  f i e lds  a re  ca lcu la t ions  and the re fo re  can  not  be  ed i ted .  I f  the 

Rate  i s  d i f f e ren t ,  tha t  f i e ld  w i l l  d i sp lay  **Rate  Di fference  to  he lp  ind ica te  why  the re  may  be  a  d i f f e rence 

in  the  o ther  va lues . 

A t  r i sk  o f  be ing  redundant ,  remember  tha t  th i s  tab  does  not  show you  a  p ro f i t  o r  loss ,  bu t  ra the r  the 

d i f f e rence  be tween the  budgeted  charges  and expenses  (what  was  p lanned )  and the  ac tua l  charges  and 

expenses  (what  ac tua l l y  happened ) .
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The bot tom par t  o f  th i s  sc reen  shows the  tax  and d iscounts  and app l i ca t ions  fo r  re fe rence  ( remember 

they  a re  the  same fo r  both  Budget  and Actua l  s ides ) .

Setup Info tab
The Setup In fo  tab  i s  compr ised  o f  fou r  sub- tabs :  Genera l ,  P lug  In ,  V ideo/F i lm/Graph ics ,  and  User  F ie lds . 

These  tabs  a re  exact l y  the  same as  the  tabs  o f  the  same name in  the  Projects  modu le .  In  fac t ,  a f te r  da ta 

i s  en te red  in  the  Setup In fo  tab  in  tha t  modu le ,  each  new Event  w i l l  conta in  the  da ta  f rom the  same f i e lds  in 

Pro jec ts .  There  i s  a l so  the  opt ion  to  Load f rom Pro jec t  on  each  sub- tab  fo r  each  event .  Th is  w i l l  re load a l l  o f 

the  da ta  f rom the  Pro jec t  Se tup  In fo  tab .

General sub-tab
I n  the  Genera l  sub- tab  you  can  l i s t  the  Formats  and Mach ines  tha t  w i l l  be  used fo r  th i s  sess ion .  Up to 

e igh t  mach ines  can  be  l i s ted  w i th  f i e lds  fo r  the  fo l low ing :

•  Purpose –  purpose  fo r  each  mach ine  (Maste r,  C lone ,  Sa fe ty,  P roduct ion ,  e tc . )  

•  Format  –  V ideo  o r  Aud io  fo rmat  t ypes ,  s tandard ,  and ca l ib ra t ion  se t t i ngs

•  S ize  -  s i ze  o f  the  med ia  and type

•  Frames  -  se lec t  the  f rame ra te  o f  the  med ia

•  Tracks  –  record ing  t racks  to  be  u t i l i zed  in  the  sess ion

•  Format  –  aud io  ou tput  s t ream,  i . e .  S te reo ,  Do lby  5 .1 ,  e tc .

•  Dolby  –  t ypes  o f  aud io  ou tput ,  i . e .  Do lby  A ,  AC3,  5 .1  e tc . ,  and cho ices  fo r  tu r n ing 

Emphas is  on  o r  o f f . 

A l l  o f  these  l i s ts  can  be  ed i ted  to  su i t  your  needs . 

Then ,  check  the  fo l low ing  boxes  tha t  app ly :

•  Src  –  Source  Med ia  asse t

•  Rec –  Record ing  Med ia  asse t

•  Master  -  Maste r  Med ia  asse t

•  Chase –  Chase Med ia  asse t

Add i t iona l l y,  i n  the  f i e lds  be low,  en te r  when the  Tones Arr ive ,  whether  o r  no t  you  a re  lock ing  to  Picture 

o r  do ing  a  Layback ,  and  any  Copies Needed.  You may  then  en te r  any  necessary  no tes  in  the  Setup 

Notes  f i e ld  as  we l l  as  l i s t i ng  the  t i t l es  fo r  th i s  event . 

Plug In sub-tab
The Plug  In  sub- tab  i s  fo r  document ing  m ic  o r  o ther  record ing  dev ice  p lug- ins . 
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How to use the Plug In sub-tab:

1.  C l i ck  the  Set  Input  but ton  a t  the  top  o f  the  f i r s t  co lumn.

2 .  Th is  w i l l  au tomat ica l l y  en te r  1-24  in  the  Input  co lumn the  f i r s t  t ime you  c l i ck  i t , 

25-48 the  second t ime you  c l i ck  i t ,  and  49-72 the  th i rd  t ime you  c l i ck  i t ,  then 

you  s ta r t  the  cyc le  over  aga in . 

3 .  C l i ck  the  Qty.  (quant i t y )  f i e ld  and en te r  the  number  o f  i ns t ruments  o r  dev ices 

used. 

4 .  En te r  the  ins t rument  you  w i l l  be  us ing  in  the  Instrument  f i e ld .

5 .  En te r  the  # of  Mic’s  (m ic rophones ) ,  wh ich  type  o f  Mic  used,  Insert ,  Buss ,  and 

Cue ass ignments ,  and the  Talent ’s  name.

To the r ight of this are more f ields.
Use them to:

• 	 I nd ica te  whether  to  Tune Piano  (Yes  o r  No ) .

• 	 Ente r  the  quant i t i es  needed o f  Mono Phones ,  S te reo  Phones ,  Mus ic 

S tands ,  S tand L igh ts ,  Cha i rs ,  S too ls ,  and V ideo Mon i to rs .

• 	 Whether  you  need a  Digi ta l  Metronome  (Yes  o r  No ) . 

Be low th i s  a re  Aux Sends  f i e lds .  Use  these  f i e lds  to  document  where  the  Aux  Sends  a re 

to  be  pa tched o r  rou ted .  They  a re  l abe led  as  S-1 th rough S-12 .

Video/Fi lm/Graphics sub-tab
Th is  a rea  conta ins  de ta i l s  assoc ia ted  w i th  v i sua l  p roduct ion .  There  a re  f i e lds  fo r  Cameras,  Lens, 

F i l ters ,  F i lm/Tape,  Props,  Specia l  Effects ,  Sets ,  Permits  Needed,  Transportat ion,  as  we l l  as  a  se t 

o f  se lec tab le  Locat ions ( as  de f ined  in  the  Contacts  modu le ) . 

I f  these  f i e lds  don’t  qu i te  f i t  your  needs ,  you  can  a lways  g rab  a  f i e ld  f rom the  User  F ie lds  sub- tab , 

exp la ined nex t .

User Fields sub-tab
Th is  conta ins  a l l  o f  the  User  F ie lds  in  the  Events  modu le ,  as  descr ibed in  the  Studio  Sui te  Basics 

chapte r  o f  th i s  User ’s  Gu ide .  We have  p rov ided many  User  f i e lds  in  each  modu le  tha t  you  can  cus tomize 

to  accommodate  spec i f i c  i n fo rmat ion .  To  use  a  user  f i e ld ,  you  may  go  in to  the  Layout  mode (w i th in  any 

modu le )  and drag  out  one  o f  these  f i e lds  to  s to re  your  spec i f i c  da ta .  

The  da ta  in  these  f i e lds  a re  sourced f rom the  Project  modu le  when a  new event  i s  c rea ted ,  bu t  can  be 

changed per  event  w i thout  a f fec t ing  the  Pro jec t  da ta .

Notes/Creative tab
The Notes/Crea t i ve  sub- tab  a l lows you  to  add Notes  and  Creat ive  Direct ion  fo r  bo th  the  Event  and the 

paren t  P ro jec t .
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How to add notes/creative directions to Events & Parent Projects:

1.  C l i ck  the  b lack  and g reen  Add  bu t ton  to  add a  da te  and t ime s tamp.

2 .  Type  your  no tes  in  the  f i e ld .

              

Talent tab

The Ta len t  tab  i s  s im i l a r  to  the  Ta len t  tab  in  the  Projects  modu le ,  except  he re  i t  shows the  Ta len t  fo r  th i s 

s ing le  Event  as  we l l  as  the  en t i re  Project .

Talent on this Project sub-tab
Ta len t  tha t  i s  added in  the  Projects  modu le  i s  added gener ica l l y  to  the  Pro jec t ,  bu t  no t  to  any  spec i f i c 

event .  You can  use  th i s  sub- tab  to  add a  new ta len t  to  th i s  s ing le  Event .  A  Ta len t  must  be  l i s ted  on  the 

Pro jec t  be fo re  they  can  be  l i s ted  on  a  spec i f i c  Event . 

How to add a new Talent to this Project:

1.  C l i ck  on  the  b lack  and g reen  Add but ton  to  add a  ta len t  l i ne  i tem.

2 .  C l i ck  in  the  Talent  f i e ld  and i t  w i l l  d i sp lay  a  d rop-down l i s t  o f  Ta len t  t ypes .  Make 

a  se lec t ion  f rom th is  l i s t .

3 .  W i th  the  cursor  now moved in to  the  Name  f i e ld ,  d i sp lay ing  a  l i s t  o f  a l l  peop le 

in  the  Contacts  modu le  tha t  have  match ing  conten ts  in  the  Talent  f i e ld .  I f  the 

Ta len t  i s  no t  i n  the  Contacts  modu le ,  you  may  s imp ly  t ype  the i r  name in to  th i s 

f i e ld  ( th i s  does  not  c rea te  a  contac t  record  fo r  the  ta len t ) .

4 .  When the  Talent  Name  i s  en te red ,  the i r  ma in  phone number  w i l l  be  au tomat ica l l y 

en te red ,  and the  Date  and  Time  shou ld  be  au to- f i l l ed  to  re f l ec t  the  f i r s t  da te 

and s ta r t  t ime o f  the  Pro jec t .

5 .  En te r  i n  the  Role  of  the  ta len t  ( i f  app l i cab le )  and the  ta len t ’s  Status  (Con f i rmed, 

On Ho ld ,  Not  Ava i l ab le ,  Le f t  Message,  e tc . ) . 

6 .  To  de le te  ta len t  f rom th is  P ro jec t ,  c l i ck  on  the  Trash  Can  bu t ton . 

7 .  You may  choose  not  to  inc lude  the i r  phone #  on  any  p r in tou ts  by  dese lec t ing  the 

Inc lude Phone on Pr intouts  checkbox . 

8 .  C l i ck ing  on  the  Go To  bu t ton  fo r  each  ta len t  w i l l  t ake  you  to  the i r  record  in  the 

Contacts . 
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Then,  to  add a  Ta len t  to  an  event ,  s imp ly  p ress  the  b lack  and g reen  Add Th is  Ta len t  to  Event  bu t ton .

Notes about Talent on a project
• 	 	To 	de le te 	Ta len t 	 f rom	 th is 	P ro jec t , 	c l i ck 	 the 	Trash  Can  i con . 

• 	 You	 may 	 choose 	 not 	 to 	 inc lude 	 the i r 	 phone	 # 	 on 	 any 	 p r in tou ts 	 by	

dese lec t ing  the  Inc lude Phone on Pr int  Outs  checkbox . 

• 	 C l i ck 	 the 	Go To  bu t ton  fo r  each  ta len t  to  take  you  to  the i r  record  in  the 

Contacts  modu le . 

Show Notes /  Hide Notes sub-tabs
By now you have  not iced  the  two sub- tabs  Show Notes  and  Hide  Notes .  Sw i tch ing  be tween these  s imp ly 

shows or  h ides  the  Notes  f i e ld .

Talent on this Event sub-tab
Al l  ta len t  ass igned to  th i s  Event  w i l l  appear  he re .  The  da ta  i s  iden t ica l  to  the  Pro jec t  ta len t  v iew.   Once 

aga in ,  you  may  v iew the  l i s t  w i th  o r  w i thout  the  notes  f i e ld .  F rom th is  page  you  may  ed i t  the  ta len ts 

in fo rmat ion  o r  de le te  a  Ta len t  f rom th is  spec i f i c  Event  ( they  w i l l  rema in  l i s ted  on  th i s  P ro jec t ) .  You  w i l l 

a l so  f i nd  a  Pr in t  Th is  but ton  wh ich  can  be  used to  p r in t  a  l i s t  o f  a l l  Ta len t  fo r  the  Event .

Media Asset tab
The Media  Asse t  tab  conta ins  two sec t ions :  L ibrary  records on th is  Event  and  Library  records on th is 

Project .

Library records for this Event 
Th is  shows a l l  o f  the  med ia  f rom the  Library  & Labels  modu le  tha t  i s  assoc ia ted  w i th  th i s  Event .  The 

ma in ,  l a rge  por ta l  shows in fo rmat ion  about  each  med ia  asse t .  C l i ck ing  on  a  row o f  a  par t i cu la r  med ia 

asse t  w i l l  h igh l igh t  tha t  med ia  asse t  and show add i t iona l  i n fo rmat ion  a t  the  bot tom o f  the  sc reen , 

i nc lud ing  the  Current  Locat ion ,  peop le  invo lved ,  and a l l  Ti t les  on  tha t  med ia  asse t .

C l i ck ing  on  the  Go To  bu t ton  fo r  each  med ia  asse t  w i l l  t ake  you  d i rec t l y  to  tha t  record  in  the  Library 

modu le .

Th is  sc reen  i s  v iew on ly ;  changes  to  med ia  must  be  done in  the  Library  & Labels  or  the  T i t les  & Tracks 

modu les . 

How to create a new media asset (record) in Library & Labels that’s 
associated to this Project and Event:

1.  C l i ck  the  b lack  and g reen  but ton  to  the  r igh t  l abe led  “Create  NEW re la ted  Med ia 

Asse t /s  in  L ib ra ry . ”

2 .  Th is  w i l l  t ake  you  to  a  new record  in  tha t  modu le ,  p re- f i l l ed  w i l l  a l l  the  necessary 

in fo rmat ion .

Library Records for this Project 
Th is  a rea  d isp lays  the  med ia  fo r  the  en t i re  Pro jec t ,  no t  j us t  th i s  Event .  Here ,  you  can  ass ign  med ia  f rom 

the  p ro jec t  to  th i s  spec i f i c  event  by  c l i ck ing  the  B lue  a r row but ton  labe led  L ink  to  th i s  Event  ( to  the  r igh t 
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of  a  l i s ted  med ia  asse t ) .  The  med ia  asse t  w i l l  then  be  d isp layed in  the  L ib ra ry  records  fo r  th i s  Event  l i s t .

C l i ck ing  the  Go To but ton  fo r  a  par t i cu la r  Ti t le  w i l l  t ake  you  to  d i rec t l y  to  tha t  record  in  the  Ti t les  & 

Tracks  modu le .

Attach & FTP tab
The  A t tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Events  record .  The At tach  &  FTP  tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .

List tab
The L is ts  tab  p rov ides  a  l i s t  o f  the  d i f f e ren t  events .  C l i ck ing  on  the  Go To but ton  w i l l  t ake  you  to  the  De ta i l 

tab  fo r  more  in fo rmat ion  about  tha t  Event .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  now has  two sub- tabs .   The  Pr in t  sub- tab  and the  Aud i t  Log  sub- tab .

Print sub-tab
The Pr in t  sub- tab  a l lows you  to  run  ex tens i ve  repor ts  on  a l l  the  events  tha t  have  occur red  in  your  s tud io 

w i th in  de f ined  t ime per iods .  These  repor ts  can ,  bu t  don ’t  have  to  be  p r in ted .   There  a re  mu l t ip le  bu t tons 

fo r  d i f f e ren t  t ypes  o f  repor ts : 

•  Sess ion  Repor ts  -  p rov ides  p r in tou ts  fo r  p repar ing  and document ing  da i l y  sess ions .  

I nc luded a re  p r in t  tabs  fo r  Aud io  P lug- in ,  V ideo/F i lm,  and Ta len t  sess ion  ac t i v i t i es .

•  I t ems  –  p rov ides  de ta i l ed  summar ies  on  how o f ten  i tems a re  used,  a long  w i th  f i nanc ia l 

de ta i l s . 

•  I t em L is t  Sums -  L i s t  p r in tou ts  fo r  P ro jec t  summar ies ,  so r ted  by  Category  o r  I tem.

•  I nvo iced Sta tus  -  Invo iced,  Un- Invo iced,  o r  bo th  s ta tus  repor ts  fo r  Invo ic ing .

•  By Act ion  -  p r in tou ts  focus ing  on  the  ac t ions  o r  tasks  o f  events  o r  tasks .

•  Employee  -  p rov ides  t ime sheet  p r in tou ts  to  document  hours  worked as  we l l  as  payments 

made to  emp loyees .

•  Cl ien ts  -  p rov ides  summar ies  on  C l i en t  ac t i v i t y  by  Product ions ,  quant i t y  and da tes .

•  Product ions  -  p rov ides  t ime sheet  p r in tou ts  to  document  emp loyee  hours ,  P ro jec t  and 

Event  I tem usage and re la ted  Pro f i t /Loss .

NOTE:  A  s tep-by-s tep ins t ruct ion  fo r  p r in t ing  i s  p rov ided in  each but ton/ tab .
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NOTE:  A l l  o f  these  pr in ted repor ts  may  be  customized in  F i leMaker ’s  Layout  mode to  su i t  your 

needs . 

How to print from the Session Reports button:

1.     Se lec t  a  Company  to  appear  on  the  le t te rhead, 

2 .     Se lec t  a  l e t te rhead type  (Auto  o r  Custom ) . 

3 .     You  may  want  to  c l i ck  the  F ind  on ly  th i s  Sess ion/Event ,  to  make sure  you  have    

the  cor rec t  “ found se t ” .

4 .     C l i ck  the  but ton  fo r  the  repor t  you  want  to  p r in t . 

Session Report Print buttons - Functions and Actions:

•  Only  th i s  S ingu la r  Sess ion  -  w i l l  p r in t  a  genera l  repor t  conta in ing  a l l  o f 

the  per t inen t  i n fo rmat ion  about  the  cur ren t  event .  I f  the re  a re  re la ted 

events  ( fo r  example ,  equ ipment  and peop le  schedu led  to  work  on  the 

sess ion ) ,  they  w i l l  appear  on  the  p r in tou t  as  we l l ,  as  long  as  they  a re 

schedu led  fo r  the  same day.  Th is  repor t  w i l l  no t  conta in  any  f i nanc ia l 

i n fo rmat ion .  To  the  r igh t  a re  more  but tons  to  p r in t  s im i l a r  repor ts  fo r 

Al l  Today ’s  Sess ions ,  Tomor rows,  and  On Date ,  wh ich  w i l l  p r in t  sess ion 

repor ts  fo r  sess ions  occur r ing  on  the  da te  in  the  f i e ld  above .

•  Al l  Sess ions/Events  on  Th is  Pro jec t  on  the  Same Day  -  w i l l  p r in t  a 

genera l  repor t  conta in ing  a l l  o f  the  per t inen t  i n fo rmat ion  about  the 

Events  tha t  occur  on  the  same day.

•  W ith  Pr ices  -  w i l l  p r in t  a  genera l  repor t  conta in ing  a l l  o f  the  same 

per t inen t  i n fo rmat ion  about  the  cur ren t  event ,  except  these  w i l l  i nc lude 

f i nanc ia l  i n fo rmat ion . 

•  Aud io  P lug  in  -  p r in ts  a l l  o f  the  Format  and Mach ines  in fo rmat ion  f rom 

the  Setup In fo  tab ,  a long  w i th  an  overv iew o f  what  i s  schedu led ,  where 

i t  w i l l  be  u t i l i zed ,  and who i s  o rder ing .

•  V ideo/F i lm  -  p r in ts  the  f i e ld  tex t  i n fo rmat ion  f rom the  Setup In fo ,  V ideo/

F i lm/Graph ics  sub- tab ,  a long  w i th  an  overv iew o f  o rder ing  and loca t ion 

in fo rmat ion .

•  Ta len t  -  p r in ts  a l l  o f  the  Ta len t  l i s ted  on  the  Ta len t  tab . 
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Items List Sums button
Repor ts  on  th i s  tab  p rov ide  de ta i l ed  summar ies  on  how o f ten  i tems a re  used,  re la t i ve  percentage  o f 

usage ,  and a l l  f i nanc ia l  de ta i l s .

IMPORTANT NOTE:  These reports  are  based on data  in  the Events  module ,  and not  f rom 

the Invoices  module  (which has i t ’s  own report ing) ,  so  th is  f inancia l  informat ion is  “pre-

invoice” .  Any edi t ing,  adding or  de let ing of  i tems in  the Invoices  module  wi l l  not  be re-

f lected here .

Each o f  the  ac t i v i t y  repor ts  i s  based on  a  spec i f i c  number  o f  Hours Per  Day .  I n  o ther  words ,  i f  you 

typ ica l l y  a re  busy  12  hours  a  day,  you  shou ld  base  i t  on  “12”  Hours Per  Day ,  so  the  repor t  doesn ’t  say 

tha t  you  a re  on ly  booked ha l f  o f  the  ava i l ab le  t ime (24  hours ) . 

How to print Project or Event l ist :

1.  Se lec t  a  Company  to  appear  on  the  le t te rhead,  then  a  l e t te rhead type  (Auto  o r 

Custom ) .

2 .  Se lec t ing  jus t  a  Category  w i l l  repor t  on  a l l  i t ems in  tha t  Category. 

3 .  Se lec t ing  a  spec i f i c  I tem w i th in  a  Category  w i l l  o f  course  p r in t  a  repor t  on  jus t 

tha t  i t em. 

4 .  To  p r in t  fo r  a l l  i t ems,  c lea r  both  the  Category  and  I tem  f i e lds .

5 .  C l i ck  a  bu t ton  fo r  the  des i red  da te  range ,  o r  en te r  your  own.

I tems button

How to print Item reports:

1.  Se lec t  a  sor t  o rder  and Sort  By  e i the r  P ro jec t  o r  Day.

2 .  Se lec t  a  Category  o r  I tem  to  repor t  on  f rom the  d rop-down menu l i s t .

3 .  Se lec t ing  a  spec i f i c  I tem w i th in  a  Category  w i l l  p r in t  a  repor t  on  jus t  tha t  i t em. 

4 .  To  p r in t  fo r  a l l  i t ems,  c lea r  both  the  Category  and  I tem  f i e lds .

5 .  C l i ck  a  bu t ton  fo r  the  des i red  da te  range ,  year,  o r  f i sca l  quar te r  pe r iod  f rom the 

but ton  se lec t ions  on  the  r igh t ,  o r  en te r  your  own.

 

Invoiced Status button
The I nvo iced Sta tus  sub- tab  p rov ides  a  repor t ing  o f  P ro jec ts  and Events  fo r  the  c l i en t  spec i f i ed  on  the 

des i red  v iew fo r  Invo iced,  Un- Invo iced,  o r  bo th . 
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How to print a report of Invoiced Status:

1.  Se lec t  a  Company  to  appear  on  the  le t te rhead,  then  a  l e t te rhead type  (Auto  o r 

Custom ) .

2 .  Se lec t  an  Invoiced Status  f rom the  checkbox .

3 .  Choose  a  Category  o r  I tem  to  repor t  on  f rom the  d rop-down menu l i s t .

4 .  Se lec t ing  a  spec i f i c  I tem w i th in  a  Category  w i l l  p r in t  a  repor t  on  jus t  tha t  i t em. 

5 .  To  p r in t  fo r  a l l  i t ems,  c lea r  both  the  Category  and  I tem  f i e lds .

6 .  C l i ck  a  bu t ton  fo r  the  des i red  da te  range ,  year,  o r  f i sca l  quar te r  pe r iod  f rom the 

but ton  se lec t ions  on  the  r igh t ,  o r  en te r  i n  your  own.

By Action button
The ac t ions  o r  tasks  p r in tou t  i s  showing  the  t ime o f  event ,  ra te ,  expense ,  charge ,  and P/L  ac t ion 

summary.

How to print a report sorted by Action:

1.  Se lec t  a  Company  to  appear  on  the  le t te rhead,  then  a  l e t te rhead type  (Auto  o r 

Custom ) .

2 .  Se lec t  the  Act ion  to  repor t  on  f rom the  pop-up menu.  I tems inc lude :  M ix ing , 

L igh t ing ,  Ed i t i ng-V ideo e tc .

3 .  Se lec t  a  Category  o r  I tem  to  repor t  on  f rom the  d rop-down menu l i s t .

4 .  Se lec t ing  jus t  a  Category  w i l l  repor t  on  a l l  i t ems in  tha t  Category. 

5 .  Se lec t ing  a  spec i f i c  I tem w i th in  a  Category  w i l l  o f  course  p r in t  a  repor t  on  jus t 

tha t  i t em. 

6 .  To  p r in t  fo r  a l l  i t ems,  c lea r  both  the  Category  and  I tem  f i e lds .

7 .  C l i ck  a  bu t ton  fo r  the  des i red  da te  range ,  o r  en te r  i n  your  own in  the  da te  range 

f i e lds .

Employee button
The page i s  used to  genera te  t ime sheets  fo r  peop le  tha t  work  fo r  you .  The  p r in ted  sheets  a re  summar i zed 

by  person  and by  p ro jec t .  They  b reak  hour l y  and da i l y  pay  Rates  in to  separa te  sec t ions  to  accommodate 

pay ing  the  same person  both  ways  w i th in  the  same pay  per iod .

The  t ime sheets  a re  based on  va lues  tha t  a re  en te red  in  the  Pro jects  and/or  Events  modu le  ( same data 

both  p laces ) ,  so  the i r  hours  must  be  kept  accura te  in  those  modu les .

NOTE:  You must  se lect  “Peop le“  f rom the  category  f ie ld  to  pr in t  employee repor ts .  Se lect ing 

another  Category  i tem (o ther  than  Peop le )  conven ient l y  o f fe rs  o ther  ways  o f  v iewing work  event 

deta i l s  and accrua l .
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How to print employee reports:

1.  Se lec t  the  Pa id  S ta tus  des i red  (F ind  Pa id ,  F ind  Unpa id ,  F ind  A l l )  f rom the 

checkbox .  

2 .  Se lec t  People  i n  the  Category  f i e ld  and the  spec i f i c  Emp loyee  ( f rom the  pop-up 

menu )  fo r  whom you want  to  p r in t  a  repor t  fo r,  o r  l eave  i t  b lank  to  inc lude  a l l 

peop le . 

3 .  I f  you  need a  spec i f i c  da te  range ,  en te r  the  Report  Star t  Date  and  Report  End 

Date  i n  the i r  f i e lds . 

4 .  C l i ck ing  one  o f  the  des i red  repor t  bu t tons  w i l l  b r ing  you  to  a  l ayout  where  you 

can  v iew and man ipu la te  the  records  you  have  found.  Here ,  you  can  ve r i f y  tha t 

on ly  the  cor rec t  records  a re  showing  ( you  can  h ide  any  ex t ra  ones  by  c l i ck ing 

the  Omi t  bu t ton  on  the  r igh t ) .

5 .  A f te r  con f i rm ing  the  l i s t  o f  records  to  p r in t ,  p ress  the  Cont inue  bu t ton  a t  the 

bot tom o f  your  sc reen .  A  d ia log  w i l l  appear  ask ing  you  to  se t  a  pa id  da te .  Th is 

w i l l  mark  the  cur ren t  se t  o f  record  Pa id .  

6 .  A f te r  you  se t  the  da te ,  h i t  the  re tu r n  key  o r  c l i ck  OK ,  and  the  cur ren t l y  unpa id 

i tems f rom th is  found se t  w i l l  be  marked as  pa id  on  the  da te  you  en te red .  I f  you 

do  not  w ish  to  mark  the  i tems pa id ,  p ress  cance l  to  cont inue  the  p r in t  func t ion 

w i thout  mark ing  them pa id .

7 .     You  w i l l  then  see  a  sc reen  p rev iew o f  the  repor t .  P ress  cont inue  on  the  le f t  s ide 

o f  the  sc reen  to  p r in t  the  repor t .

Clients button
The C l i en t  sub- tab  i s  s im i l a r  i n  se tup  to  the  Employee  sub- tab .  Here  you  can  p r in t  repor ts  p rov id ing 

summar ies  on  C l i en t  ac t i v i t y.  P ick  a  C l i en t  fo r  the  repor t ,  o r  l eave  the  f i e ld  empty  to  inc lude  a l l  c l i en ts , 

and then  c l i ck  the  da te  range  you ’ re  look ing  fo r.

Productions button
The Product ions  sub- tab  repor t ing  genera tes  a  v iew o f  assoc ia ted  Pro jec ts  and Events  hours ,  to ta l s , 

expenses  and pro f i t / loss .   I nc ludes  ind iv idua l  pe rsonne l  pay ro l l  hours  and re la ted  i tems. 

How to print a Production report: 

1.  A t  the  top  o f  the  page,  se lec t  a  Company  to  appear  on  the  le t te rhead,  then  a 

l e t te rhead type  (Auto  o r  Custom ) .

2 .  Se lec t  a  Product ion  to  repor t  on  f rom the  pop-up menu. 

3  Se lec t ing  a  spec i f i c  P roduct ion  w i l l  o f  course  p r in t  a  repor t  on  jus t  tha t  i t em. 

4 .  To  p r in t  a l l  P roduct ion  i tems,  c lea r  the  Product ion  f i e ld  o f  tex t ,  no  en t ry.

5 .  C l i ck  a  bu t ton  fo r  the  des i red  da te  range ,  o r  en te r  i n  your  own in  the  da te  range 

f i e lds .
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Audit  Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  Product ions  tab  to  go  to  the  Product ions modu le  showing  on ly  the  events  assoc ia ted  w i th  tha t 

Pro jec t .

C l i ck  the  Pro jec ts  tab  to  go  to  the  Events  modu le  showing  on ly  the  de ta i l s  assoc ia ted  w i th  tha t  Pro jec t .

Th is  covers  the  func t iona l i t y  o f  the  Events  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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The FTP  ( F i l e  Trans fe r  P ro toco l )  modu le  i s  l i nked to  every  modu le  tha t  has  an  At tach  &  FTP  tab  and in te rac t ion 

w i th  th i s  modu le  i s  t yp ica l l y  i nd ica ted  f rom the  At tach  &  FTP tab  o f  o ther  modu les .   I n  the  FTP modu le  d i rec t l y 

however,  you  can  in i t i a te  an  up load o r  down load tha t  i sn ’ t  pa r t  o f  any  o ther  spec i f i c  record  o r  modu le .

List tab
The L is t  tab  shows you  the  opt ions  tha t  you  have  in  regard  to  FTP.   C l i ck ing  on  any  o f  the  Go To  bu t tons 

takes  you  d i rec t l y  to  the  Trans fe r  tab .

Transfer tab
The Trans fe r  tab  i s  where  you  wou ld  make your  up loads  o r  down loads  tha t  a re  unre la ted  to  any  modu le  o r 

record .   The  Favor i tes  f i e ld  g i ves  you  a  d rop down menu o f  any  FTP loca t ion  tha t  you ’ve  saved as  a  favor i te .  

To  save  a  loca t ion  as  a  favor i te ,  c l i ck  the  Save  bu t ton  a f te r  you ’ve  en te red  a l l  o f  the  per t inen t  i n fo rmat ion .  

The  Server  Address  i s  where  you  en te r  the  IP  address  o f  e i the r  the  des t ina t ion  o r  the  o r ig ina t ion  o f  the  f i l es 

to  be  t rans fe r red .   Be low tha t  i s  the  User  Name  and  Password .

Attached Fi les  sub-tab
Th is  i s  a  p lace  where  you  can  choose  to  t rans fe r  f i l es  tha t  a re  a l ready  l i nked to  the  record  in  S tud io 

Su i te .
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Local Fi les sub-tab
Th is  i s  where  you  can  choose  f rom f i l es  tha t  a re  on  your  ha rd  d r i ve  (o r  any  hard  d r i ve  ne tworked to  S tud io 

Su i te )  fo r  t rans fe r.

Remote Fi les sect ion
Th is  i s  where  you  w i l l  see  the  d isp lay  o f  f i l es  tha t  you  can  down load f rom another  loca t ion .

Favorites tab
The Favor i tes  tab  shows you  a  l i s t  o f  your  saved Favor i tes .   You  can  de le te  an  en t ry  by  c l i ck ing  on  the  t rash 

can .

Log tab
The Log  tab  i s  a  log  o f  a l l  o f  the  f i l e  t rans fe rs  tha t  have  happened in  S tud io  Su i te .   Th is  log  i s  p r in tab le .

Rates tab
I f  you  a re  charg ing  fo r  the  t ime and e f fo r t  tha t  i t  takes  to  per fo rm a  f i l e  t rans fe r,  th i s  tab  i s  where  you  wou ld 

c rea te  and ed i t  the  Rates  fo r  those  tasks .   See  the  Rates  Chapte r  fo r  more  genera l  i n fo rmat ion  on  Rates .

Th is  covers  a l l  o f  the  bas ics  o f  the  FTP  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the  Ma in 

Menu tab .
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2 3
I n v o i c e s  m o d u l e

F i le  Name:   SSX_Invo ic ing . fmp12
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The Invoices  modu le  i s  the  f i na l  des t ina t ion  o f  f i nanc ia l  da ta  fo r  a  p ro jec t .  The  da ta  on  each  invo ice  t yp ica l l y 

wou ld  have  a  long  l i neage ,  as  i t  i s  based on  da ta  tha t  has  come f rom many  o ther  modu les .

In this chapter you wil l  read about how to:
• 	 Use the  Invo ices  sub- tab

• 	 F i l te r  a  found se t  by  C l i en t  name

• 	 Use the  Advanced F ind  fea tu re

• 	 Read the  Qu ickBooks  Expor t  L i s t

• 	 Make an  Invo ice  f rom a  Pro jec t

• 	 Use the  Invo ice  Deta i l  tab

• 	 Ed i t  l i ne  i tems on  an  Invo ice

• 	 Add a  new tax  i tem to  an  Invo ice

• 	 Add a  D iscount  ra te

• 	 Add a  l a te  fee  to  an  Invo ice

• 	 rece ive  a  payment  on  an  Invo ice

• 	 Create  a  s imp le  Invo ice

• 	 V iew cur ren t  Invo ice

• 	 F ind  a  payment

• 	 Run a  sa les  tax  repor t

• 	 Ed i t  the  de fau l t  l e t te r  tex t

• 	 Send a  l e t te r

• 	 Send an  ema i l

• 	 Use the  Automat ic  Date  Range

• 	 Reg is te r  Qu ickBooks  P lug- in  (PC)

• 	 Reg is te r  Qu ickBooks  P lug- in  MAC)
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A recap of the Studio Suite f low:

1.  Bookab le  I tems a re  f i r s t  c rea ted  in  the  respect i ve  Rooms,  Equipment , 

Media ,  L ibrary  and Contacts  modu les .

2 .  Each  o f  those  i tems has  a t  l eas t  one  o r  more  re la ted  Rates ,  he ld  in  the 

Rates modu le .

3 .  Every  C l i en t  has  spec i f i c  Tax ,  D iscount ,  and Terms app l i ed  to  them in  the 

Contacts  modu le  (Taxes  and D iscounts  a re  a l so  he ld  as  ra tes  in  the  Rates 

modu le ) . 

4 .  When a  C l i en t  books  a  Pro jec t ,  the i r  respect i ve  Tax ,  D iscount  and Terms 

a re  “ looked up”  (where  they  may  be  ed i ted  un ique ly  fo r  tha t  p ro jec t )  i n  the 

Projects  modu le . 

5 .  Each  I tem/Event  added to  tha t  P ro jec t  w i l l  b r ing  in  i t ’s  assoc ia ted  de fau l t 

Serv ice ,  a long  w i th  the  C l i en t -spec i f i c  Tax  and D iscount  spec i f i ca t ions 

(wh ich  may  be  app l i ed  o r  no t ,  pe r  event ) .  These  I tem/Events  a re  he ld  in  the 

Events  modu le ,  where  they  may  be  ed i ted  un ique ly  fo r  each  Event . 

6 .  When a  Pro jec t  i s  Invo iced,  the  ma in  Pro jec t  i n fo  (P ro jec t  Name,  C l i en t , 

Te rms,  e tc )  i s  impor ted  to  the  Invoices  modu le ,  and Pro jec t  Event / I tems 

become Invo ice  l i ne  i tems

7.  Invo ices  tha t  a re  no t  spec i f i ca l l y  re la ted  to  a  Pro jec t  can  a lso  be  made 

f rom w i th in  the  Invoices  modu le .  These  a re  ca l l ed  “S imp le  Invo ices” ,  and 

a re  exp la ined la te r  i n  th i s  chapte r.

NOTE:  I f  any  o f  the  above (as ide  f rom #5 -  #7 )  i s  new to  you,  i t  wou ld  be  best  to 

read the  appropr ia te  chapters  o f  the  User ’s  Gu ide  to  es tab l i sh  tha t  foundat ion 

before  cont inu ing  on  wi th  th is  Invo ices  chapter.

Invoice List tab
Invoice sub-tab

Th is  tab  shows you  a  l i s t  o f  a l l  i nvo ices  and the i r  payments  s ta tus .  

How to use the Invoices sub-tab:

1.  You can  sor t  many  o f  the  f i e lds  by  c l i ck ing  the  labe l  name fo r  each  co lumn. 

2 .  There  a re  th ree  but tons  a long  the  top  tha t  l e t  you  qu ick l y  f i nd  on ly  the  Pa id , 

Open,  or  Overdue  i nvo ices . 

3 .  C l i ck ing  on  the  Go To  bu t ton  fo r  a  par t i cu la r  i nvo ice  takes  you  to  the  I nvo ice 

Deta i l  tab  fo r  tha t  i nvo ice .

Advanced Find sub-tab

The Advanced F ind  sub- tab  a l lows you  to  spec i f y  a  na r rower  invo ice  search .
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Invoice Find

•  Any  –  searches  fo r  any  invo ice .

•  Paid  –  searches  fo r  Pa id  invo ices  on ly.

•  Open  –  searches  fo r  i nvo ices  tha t  a re  open (bu t  no t  overdue ) .

•  Overdue  –  searches  fo r  i nvo ices  tha t  a re  pas t  due/overdue .  You can 

choose  the  amount  o f  days  they  a re  overdue  f rom the  pop-up menu 

when c l i ck ing  the  Overdue  Days  f i e ld .

•  Less than  –  searches  fo r  i nvo ices  tha t  a re  overdue  less  than  the 

Overdue  Days . 

•  Between  –  searches  fo r  i nvo ices  tha t  a re  be tween a  spec i f i c  number 

o f  days .   For  i ns tance ,  choose  30  f rom the  f i r s t  Days  f i e ld  and 60  f rom 

the  second Days  f i e ld .  Th is  w i l l  sea rch  fo r  i nvo ices  be tween 30  and 60 

days .

Date Range Find

•  Any  –  searches  fo r  a l l  da te  ranges .

•  Before  –  searches  fo r  i nvo ices  w i th  a  da te  range  be fo re  a  spec i f i c  da te . 

C l i ck  the  Date Range f i e ld  and en te r  a  da te  o r  se lec t  f rom the  pop-up 

ca lendar  p rov ided.

•  Af ter  -  searches  fo r  i nvo ices  w i th  a  da te  range  a f te r  a  spec i f i c  da te . 

C l i ck  the  Date Range f i e ld  and en te r  a  da te  o r  se lec t  f rom the  pop-up 

ca lendar  p rov ided.

•  Between  –  searches  fo r  i nvo ices  w i th in  a  ce r ta in  da te  range ,  spec i f i ed 

by  t yp ing  in  the  Date Range  f i e ld  o r  by  se lec t ing  f rom the  pop-up 

ca lendar.

•  There  a re  mu l t ip le  bu t tons  be low to  qu ick-se t  t yp ica l  da te  ranges .  Las t 

Year  and Th is  Year  (cu r ren t )  se ts  a  da te  range  fo r  the  en t i re  year  you 

se lec t .   The  range  can  a lso  be  f i l t e red  by  common f i sca l  Quar te rs  1  (Q1 ) , 

2  (Q2 ) ,  3  (Q3 ) ,  and 4  (Q4 ) .  Add i t iona l l y,  Th is  Month  (cu r ren t  month ) ,  and 

Las t  Month  a re  ava i l ab le  to  re f ine  your  search  c r i te r i a . 

Sort By

• 	 Invoice Date  ( I nv  Date )  -  so r ts  the  found se t  by  Invo ice  Date

• 	 	Due Date  -  so r ts  the  found se t  by  payment  Due Date .

• 	 	Cl ient  -  so r ts  the  found se t  by  C l i en t  name.

Client

How to f i l ter a found set by Client name:

1.  I f  you  do  NOT w ish  to  f i l t e r  the  found se t  by  a  C l i en t  name,  c l i ck  the  Any  bu t ton . 

2 .  To  f i l t e r  the  l i s t  by  a  c l i en t  name,  c l i ck  the  f i e ld  be low the  Any  bu t ton  and se lec t 

a  C l i en t  f rom the  d rop-down l i s t .
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Find button
Once you  unders tand the  func t ion  o f  each  Advanced F ind  fea tu re ,  you  can  use  them in  con junct ion  w i th 

each  o ther  i n  o rder  to  na r row your  search .

How to use the Advanced Find feature:

1.  C l i ck  the  Pa id  bu t ton  in  the  Invoice  sec t ion .

2 .  C l i ck  the  Before  bu t ton  in  the  Date Range  sec t ion .

3 .  Type  01/01/09 in  the  upper  Date Range f ie ld .

4 .  C l i ck  the  Cl ient  f ie ld  and  choose  a  c l i en t  f rom the  l i s t .

5 .  In  the  Sort  By  sec t ion  se lec t  the  Due Date  bu t ton .

6 .  C l i ck  the  F ind  bu t ton  seen  be low. 

7 .  The  Invoices  sub-tab  w i l l  then  d isp lay  a l l  Pa id  invo ices  be fo re  January  1 ,  2012 

fo r  the  C l i en t  you chose .  The  l i s t  o f  i nvo ices  w i l l  be  Sor ted  By  the  Due Date  you 

spec i f i ed .

Export List sub-tab
Th is  tab  d isp lays  a  l i s t  o f  a l l  found invo ices  and the i r  “expor t ”  s ta tus . 

How to read the Export List:

1.  C l i ck  the  Ready  to  Expor t  bu t ton  to  d isp lay  on ly  i t ems tha t  a re  ready  fo r  expor t ing .

2 .  C l i ck  the  Al ready  Expor ted  bu t ton  to  d isp lay  i tems tha t  have  been expor ted .

3 .  C l i ck  the  Expor ted  No Payments  bu t ton  to  d isp lay  i tems tha t  have  a l ready  been 

expor ted  but  have  rece ived  no  payment .

4 .  C l i ck  the  Not  Marked but ton  to  d isp lay  invo ices  tha t  have  not  been  marked fo r 

expor t  ( exp la ined be low) .

Notes
• 	 W i th in 	Last  Expor t  ( shown a t  the  top  o f  the  l i s t )  you  can  v iew the  Date 

and  Time  o f  the  l as t  expor t  ove ra l l ,  as  we l l  as  fo r  each  ind iv idua l  i nvo ice . 

• 	 The 	red 	Export  co lumn check  boxes  a l low you  to  spec i f y  wh ich  invo ices 

a re  Ready To Export . 

• 	 C l i ck ing 	 the 	 Expor t  Marked Invo ices  bu t ton  on  the  r igh t  w i l l  expor t  a l l 

marked invo ices  co l l ec t i ve l y  as  a  g roup.

• 	 The 	red 	tex t 	Clear  A l l  and  Mark  A l l  but tons  loca ted  on  the  fa r  r igh t  o f  the 

l i s t  w i l l  c lea r  o r  mark  a l l  o f  the  red  Export  check  boxes  on  the  cur ren t 

found se t  o f  records .

There  i s  more  in fo rmat ion  about  expor t ing  to  QuickBooks  a t  the  end o f  th i s  Chapte r.
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Invoice Detai l  tab
Before  exp la in ing  th i s  tab  in  de ta i l ,  i t ’s  impor tan t  to  unders tand how data  i s  i nput  he re .  S ince  i t ’s  the  l as t 

th ing  per fo rmed f rom the  Projects  modu le ,  i t ’s  a  good idea  to  have  read tha t  chapte r  f i r s t .  To  re f resh ,  he re ’s 

an  excerp t  f rom the  Projects  chapte r  o f  the  User ’s  Gu ide  tha t  exp la ins  how to  make an  Invo ice  f rom the 

Projects  modu le :

How to make an Invoice from a Project:

1.  In  the  Projects  modu le-  Events  tab ,  Ac tua l / I tem v iew,  on  the  fa r  r igh t  s ide  nex t 

to  the  Hide  bu t ton  i s  the  Selected/ Invoiced checkbox .  C l i ck ing  each  pro jec t 

i nvo ice  box  w i l l  p lace  an  “X”  in  i t  to  s ign i f y  tha t  i t  i s  ready  to  be  invo iced.  C l i ck 

ind iv idua l  i t ems aga in  to  dese lec t  them.

2 .  C l i ck ing  the  Se lec t  A l l  fo r  Invo ice  bu t ton  w i l l  se lec t  a l l  v i s ib le  i t ems l i s ted .  Sh i f t -

c l i ck ing  th i s  bu t ton  w i l l  de-se lec t  a l l  se lec ted  i tems.  Th is  can  be  used e f fec t i ve l y 

w i th  the  f i l t e r ing  and h ide  func t ions  descr ibed ear l i e r. 

3 .  Note  tha t  i n  the  Rate  de f in i t i on  ( i n  Rates )  you  can  spec i f y  tha t  a  Rate  i s  “Not 

Norma l l y  Invo iced” ,  wh ich  means  tha t  when you  c l i ck  the  Se lec t  A l l  fo r  Invo ice 

bu t ton ,  i t ems us ing  such  Rates  w i l l  no t  be  se lec ted  fo r  i nvo ice .  Th is  func t ion  i s 

use fu l  when you  have  peop le  o r  equ ipment  tha t  come w i th  a  room book ing  wh ich 

need to  be  schedu led ,  bu t  you  do  not  b i l l  fo r  them.  You can  over r ide  th i s  “no t ” 

se lec t ion  by  manua l l y  se lec t ing  these  i tems.  A lso ,  I tems tha t  don ’t  have  Rates 

app l i ed  a re  no t  se lec ted  e i the r,  on  the  assumpt ion  tha t  i f  the re  i s  no  Rate ,  the 

i tem w i l l  no t  be  invo iced.

4 .  C l i ck ing  the  I nvo ice  Se lec ted  I tems  bu t ton  w i l l  ask  i f  th i s  i s  a  Par t i a l  o r  F ina l 

i nvo ice  fo r  the  Pro jec t .  S tud io  Su i te  w i l l  then  p roceed to  expor t  the  da ta  to 

S tud io  Su i te ’s  Invoice  modu le .  I tems in  each  Pro jec t  tha t  have  been invo iced 

w i l l  now appear  w i th  red  X ’s  in  the  Pro jec t /Events  tab .

Your  response  to  the  F ina l /Par t i a l  ques t ion  w i l l  be  ind ica ted  in  the  Invoiced Status  f i e ld  w i th in  Pro jec ts 

(wh ich  you  may  a lso  over r ide ) .  You  can  do  a  F ind  in  th i s  f i e ld  (by  c l i ck ing  the  F ind  bu t ton  in  the  S ta tus  Bar ) 

to  f i nd  a l l  “Not  Invo iced”  o r  “Par t i a l l y  Invo iced”  p ro jec ts . 

Once a  l i ne  i tem i s  i nvo iced,  the  Events  da ta  i s  t rans fe r red  to  the  Invoices modu le  and no  longer  re la tes  to 

the  da ta  in  the  Projects  modu le . 

NOTE:  I f  you  make any  changes  to  a  l ine  i tem in  e i ther  modu le  a f te r  i t  has  been invo iced,  these 

changes  w i l l  not  be  re f lec ted in  the  o ther  modu le .  Fur ther,  i f  you  change the  Quant i ty  o f  a  media 

i tem that  has  been reconc i led  in  your  Media  Inventory  modu le ,  chang ing the  quant i ty  here  w i l l 

not  change i t  in  your  inventory.   Make cer ta in  tha t  be fore  you make an  invo ice ,  you have  the  cor-

rect  Quant i ty  o f  med ia  reconc i led  in  the  Pro ject .

How to use the Invoice Detai l  tab:

1.  Retu rn ing  focus  now to  the  I nvo ice  Deta i l  tab ,  you  w i l l  see  the  Product ion # , 

Product ion name ,  Project  # ,  Pro ject  Name ,  C l ient  and  the  Bi l l ing Address 

i n fo rmat ion . 
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2.  The  Cl ient  i s  sourced f rom the  Project ,  and  the  subsequent  Bi l l ing Address  i s 

f rom tha t  C l i en t ’s  re la ted  in fo rmat ion  in  the  Contacts  modu le .  I f  the  C l i en t  has 

changed,  se lec t  another  one  by  c l i ck ing  the  g reen  Cl ient  f i e ld .   Th is  w i l l  b r ing 

up  a  d rop-down l i s t  o f  eve ryone  in  the  Contacts  modu le  ident i f i ed  as  a  C l i en t . 

Choose  a  new C l ien t ,  then  c l i ck  Cont inue .  Stud io  Su i te  w i l l  l ookup the  new 

de fau l t  Tax  and D iscount  in fo rmat ion  based on  the i r  C l i en t  # .

3 .  The  Due  In  te rms o f  th i s  i nvo ice  w i l l  impor t  f rom the  Project  (15  Days ,  30 

Days ,  0  Days  COD,  No Terms,  e tc . )  wh ich  i s  sourced f rom the  C l i en t ’s  Contacts 

modu le  record .  You can  manua l l y  change the  te rms o f  th i s  i nvo ice ,  bu t  changes 

w i l l  no t  be  re f l ec ted  in  the  Project  o r  the  C l i en t ’s  Contacts  modu le  record 

se t t ings .

4 .  The  Paid Status  f i e ld  w i l l  say  “Open”  un t i l  the  Invo ice  i s  pa id  in  fu l l ,  a t  wh ich 

po in t  i t  w i l l  be  au tomat ica l l y  marked as  “Pa id” .

5 .  The  Invoice Date  and Invoice No.  a re  au tomat ica l l y  genera ted  by  S tud io  Su i te .

6 .  The  Invoiced By  f i e ld  i s  au to- f i l l ed  f rom the  cur ren t  user ’s  Account  Name .  The 

Cl ient  PO #  i s  au tomat ica l l y  t rans fe r red  f rom the  Project ,  based on  the  C l i en t 

PO o f  the  f i r s t  v i s ib le  Event  in  P ro jec ts .

7 .  The  Company Selector  f i e ld  i s  popu la ted  f rom the  same f i e ld  in  the  Pro jec ts 

modu le  upon c rea t ion .  I f  you  have  more  than  one  company,  the  Pr in t  tab  a l lows 

you  to  genera te  repor ts  based on  each  o f  your  compan ies  invo ices .   P r in ted 

Invo ices  w i l l  have  the  assoc ia ted  logo and company  in fo rmat ion .

Export buttons
Jus t  be low the  f i e lds  descr ibed above  i s  a  g roup o f  bu t tons  tha t  w i l l  ou tput  the  cur ren t  i nvo ice  in  a 

number  o f  ways . 

Ways to Export Invoices

• 	 Expor t  to  Qu ickBooks  -   wi l l  t rans fe r  th i s  i nvo ice  to  Qu ickBooks .  Learn 

more  about  t rans fe r r ing  to  QuickBooks at  the  end o f  th i s  Chapte r.

• 	 Send V ia  Ema i l  -   w i l l  p repare  a  PDF f i l e  a t tachment  o f  the  p r in ted 

invo ice ,  and inse r t  i t  i n to  an  ema i l .  Th is  requ i res  tha t  you  have  the 

( i nc luded )  SMPT i t  ema i l  p lug- in  ins ta l l ed  and reg is te red .  Invo ices 

ema i led  f rom w i th in  S tud io  Su i te  a re  l i nked to  the  Communicat ions 

modu le ,  au tomat ica l l y  c rea t ing  a  new record  the re  so  you  can  t rack  th i s 

cor respondence in  your  c l i en t ’s  Contacts  record .

• 	 Pr in t  A l t .  I nvo ice  -   pr in ts  the  invo ice  f rom a  secondary  l ayout ,  a l l ow ing 

you  to  have  a  second invo ice  in  a  d i f f e ren t  l anguage o r  des ign/ fo rmat  i f 

needed.

• 	 Pr in t  Th is  Invo ice  -   wi l l  p r in t  th i s  i nvo ice ,  so r ted  in  the  d isp layed sor t .

• 	 V iew Ex tended –  (on  the  fa r  r igh t  o f  the  sc reen )  ex tends  the  v iew o f  L ine 

I tems to  show more  i tems in  the  l i s t .

Each  o f  the  Expor t  To  Qu ickBooks ,  Send V ia  Ema i l  and  both  Pr in t  but tons  have  a  f i e ld  be low them. 

C l i ck ing  th i s  f i e ld  d isp lays  a  comple te  h i s to ry  o f  eve ry  t ime tha t  spec i f i c  ac t ion  was  per fo rmed,  w i th  the 

most  recent  occur rence  on  top  o f  the  l i s t .
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Line Items and Credits section
I n  the  m idd le  o f  th i s  w indow,  the re  i s  an  a rea  tha t  d isp lays  a l l  o f  the  ind iv idua l  l i ne  i tems fo r  th i s  i nvo ice . 

Note  tha t  th i s  i s  where  you  wou ld  a l so  en te r  Cred i t  i t ems,  Re funds ,  D iscounts ,  o r  P re-Payments .

How to add items to an Invoice:
         

       

1 .  C l i ck  the  b lack  and g reen  New but ton  above  the  L ine  I tem l i s t .

2 .  The  Edi t  Invoice  w indow w i l l  appear  w i th  empty  f i e lds  fo r  the  l i ne  i tem’s  da ta . 

3 .  C l i ck  the  Date  f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar.

4 .  C l i ck  in  the  ye l low h igh l igh ted  f i e lds  and en te r  the  Category ,  I tem ,  and 

assoc ia ted  Rate Name  by  mak ing  your  cho ices  f rom the  d rop-down menus 

loca ted  w i th in  each  f i e ld .

5 .  The  Fi l ter  Rates By  f i e ld  a l lows you  to  f i l t e r  the  Rate Name  d rop-down menu 

to  d isp lay  on ly  I tems ,  Category ,  Cl ient  or  ALL . 

6 .  Make  sure  a l l  ye l low f i e lds  have  da ta ,  when you  a re  f i n i shed,  c l i ck  Cont inue .

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Equipment , 

Invoices  (on  l i ne  i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab ) 

modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

How to edit  a l ine item:

1.  C l i ck  on  the  Go To  bu t ton  on  the  le f t  o f  the  row.

2 .  The  Edi t  Invoice -  Edi t  I tem window w i l l  appear  w i th  f i e lds  o f  the  l i ne  i tem’s 

da ta ,  where  i t  may  be  ed i ted .  The  i tem’s  o r ig ina l  va lues  a re  shown fo r  re fe rence 

a re  in  g ray  tex t  loca ted  be low those  f i e lds .  C l i ck ing  the  Cance l  but ton  w i l l 

re ins ta te  the  o r ig ina l  va lues .



Studio Suite X          Chapter 23 - Invoices module

23-9

3.  Once the  ed i t  has  been made,  c l i ck  on  the  Cont inue  but ton  and re tu rn  to  the 

Invo ice  Deta i l . 

4 .  I f  you  have  a  l a rge  number  o f  L ine  I tems use  the  sc ro l l  ba r  on  the  r igh t  to  move 

up  and down th rough the  l i s t ,  o r  c l i ck  the  V iew Ex tended  bu t ton . 

5 .  To  de le te  a  l i ne  i tem,  c l i ck  on  the  t rash  can  icon  on  the  r igh t  s ide  o f  the  row.

6 .  The  Tax ,  D iscount ,  and Commiss ion  but tons  (1,2 ,3 ,D,C )  w i th in  each  row re fe r 

to  the  app l i ca t ion  o f  the  Taxes  and D iscounts  spec i f i ed  near  the  bot tom o f  the 

sc reen ,  exp la ined nex t .

 

Note :  Tax ,  D iscount ,  and any  Commiss ion  can a lso  be  ind iv idua l l y  app l ied  to  any  L ine 

I tem wi thout  go ing  to  the  Ed i t  screen by  sh i f t -c l ick ing  in  the  appropr ia te  Tax ,  D isc , 

Com (1,2 ,3 ,D,C )  but tons  on  the  r ight  s ide  o f  the  L ine  I tems d isp lay  a rea .   Sh i f t -c l ick  to 

se lect ,  repeat  the  same Sh i f t -c l ick  to  dese lect  the  i tem.  Sh i f t -C l ick ing  on  the  head ing 

labe ls  fo r  each parameter  w i l l  togg le  the  va lue  fo r  a l l  l i ne  i tems.

Sort by Category checkbox
The L ine  I tems l i s t  w i l l  de fau l t  to  the  Sor t  Order  o f  the  Pro jec t  tha t  c rea ted  the  Invo ice  un less  you  c l i ck 

the  Sort  By  Category  checkbox .  Check ing  th i s  box  w i l l  so r t  the  l i s t  by  Category.  The  p r in ted  ve rs ion  o f 

the  invo ice  w i l l  i nc lude  subto ta ls  by  Category.  The  g loba l  p re fe rence  fo r  th i s  opt ion  i s  loca ted  a t  Main 

Menu /  Setup /  Module  Prefs/ Invoices.

Ready to Export checkbox
Put t ing  a  check  mark  in  th i s  box  w i l l  make  i t  ready  to  expor t  to  Qu ickbooks .

New Feature: Currency Symbol Options

I n  add i t ion  to  be ing  ab le  to  chose  what  cu r rency  symbo l  your  S tud io  Su i te  moneta ry 

re fe rences  de fau l t  to  in  the  Ma in  Menu,  you  can  now ad jus t  the  cur rency  symbo l  per 

i nvo ice .   Keep in  m ind  tha t  th i s  does  not  do  a  cur rency  convers ion  ca lcu la t ion  fo r  you ,  i t 

j us t  changes  the  cur rency  symbo l  fo r  d i sp lay  purposes .

Taxes section
The Taxes  area  conta ins  up  to  th ree  Tax  Rates  tha t  have  e i the r  been  t rans fe r red  f rom the  Projects 

modu le  o r  ( i f  th i s  i s  a  “S imp le”  invo ice ,  i . e .  no t  re la ted  to  a  Pro jec t )  d i rec t l y  f rom the  C l i en t ’s  record  in 

the  Contacts  modu le .  A l though a l l  o f  the  cor rec t  Taxes  shou ld  be  d isp lay ing  in  tha t  por ta l ,  you  may  add, 

ed i t ,  o r  de le te  Tax Rates  i n  the  same manner  as  L ine  I tems exp la ined above  under  L ine  I tem Ed i t i ng . 
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Each Tax  Serv ice  row shows the  des ignated  Rate ,  and  the  Tota l  amount  fo r  tha t  tax .  I f  the  tax  i s  marked 

as  Exempt ,  the  exempted tax  amount  w i l l  show nex t  to  the  checkbox .  The  Slot  de te rm ines  wh ich  co lumn 

o f  the  Tax  bu t tons  in  the  por ta l  i t  w i l l  be  ass igned to ,  and the  Symbol - f i e ld  spec i f i es  the  charac te r  tha t 

w i l l  be  d isp layed in  the  des ignated  s lo t  (as  o r ig ina l l y  spec i f i ed  in  the  Rates  modu le ) .  Taxes  cannot  be 

app l i ed  to  a  l i ne  i tem un less  they  f i r s t  ex i s t  he re .

 

NOTE:  I f  your  bus iness  i s  in  an  a rea  o f  the  wor ld  tha t  requ i res  some taxes  to  be  taxed a f te r  o thers , 

and you have  enab led the  Revea l  Tax  a f te r  Tax  Opt ions  in  the  Ma in  Menu Setup a rea ,  you wi l l  see 

the  f ie lds  tha t  a l low you to  def ine  or  ed i t  wh ich  taxes  come a f te r  wh ich .

How to add a new Tax to an Invoice:

1.  C l i ck  the  b lack  and g reen  New but ton .

2 .  The  Create  Tax  w indow w i l l  appear.

3 .  C l i ck  the  Tax  Rate  f i e ld  and se lec t  a  tax  f rom the  pop-up menu.

4 .  Choose  whether  the  tax  i s  Exempt .

5 .  Choose  wh ich  s lo t  (o rder )  the  tax  shou ld  appear  in  (1 ,2  o r  3 ) .

6 .  I f  you  a re  us ing  Qu ickBooks  o r  3 rd  par ty  account ing  so f tware ,  c l i ck  the  Account 

Code  f i e ld  and se lec t  a  cor respond ing  Account  Code f rom the  d rop down menu, 

o r  t ype  a  new one .

7 .  Choose  your  tax  After  Taxes i f  appropr ia te .

8 .  When you  a re  done ,  c l i ck  Cont inue .

9 .  The new tax  w i l l  then  appear  in  the  Taxes  l i s t  i n  the  sor t  o rder  you  chose .

Discount section
On the  fa r  r igh t  s ide  o f  the  Invoice Deta i l  w indow is  the  Discount  a rea ,  where  you  can  de f ine  the  one 

d iscount  ra te  tha t  can  be  app l i ed  to  the  any  L ine  I tem. 

                             

How to add a Discount rate:

1.    C l i ck  the  b lack  and g reen  New but ton .

2 .    The  Crea te  D iscount  w idow w i l l  appear.

3 .   C l i ck  the  Discount  Rate  f i e ld  and choose  a  ra te  f rom the  pop-up l i s t .  Th is  l i s t 

comes f rom D iscount  ra tes  as  de f ined  in  the  Rates  modu le .

4 .    C l i ck  the  Cont inue  bu t ton .
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5.  You w i l l  no t ice  the  b lack  and g reen  New  bu t ton  w i l l  then  d isappear.  Th is  i s 

because  invo ices  can  on ly  have  ONE d iscount  ra te  (a  requ i rement  fo r  expor t ing 

to  many  3 rd  par ty  account ing  so f tware  packages ,  i nc lud ing  Qu ickBooks ) .

NOTE:   D iscounts  cannot  be  app l ied  to  a  l ine  i tem un less  the  d iscount  ex is ts  f i r s t  here . 

NOTE:  I f  you  need to  have  more  than  one d iscount  percentage app l ied  to  d i f fe rent  l ine 

i tems ( i .e . ,  th is  i tem has  a  10% d iscount ,  another  has  a  15% d iscount ) ,  each add i t iona l 

d iscount  must  be  manua l l y  ca lcu la ted in to  the  l ine  i tem amount ,  o r  added as  separa te 

l ine  i tem wi th  a  negat ive  va lue .  Th is  l im i ta t ion  i s  requ i red  to  a l low expor t  to  Qu ick-

Books ,  wh ich  can on ly  accommodate  one d iscount  percentage per  invo ice .

Late Fee section
I n  th i s  a rea ,  a  La te  Fee  i s  au tomat ica l l y  ca lcu la ted  based on  the  da te  o f  the  invo ice  and the  Terms,  and 

can  be  added to  an  invo ice  (as  a  l i ne  i tem) .

How to add a late fee to an Invoice:

1.  C l i ck  the  Start  and  End  da te  f i e lds  to  se lec t  a  Start  and  End  da te  f rom the  pop-

up ca lendars .

2 .  En te r  an  A.P.R.  ( annua l  pe rcentage  ra te ) .

3 .  The  Amount  w i l l  au tomat ica l l y  be  f i l l ed  in .

4 .  C l i ck  the  b lack  and g reen  Add  bu t ton . 

5 .  The  la te  fee  w i l l  appear  as  a  l i ne  i tem on  the  invo ice .
 

NOTE:  la te  fees  a re  on ly  ca lcu la ted when the  number  o f  days  spec i f ied  in  the  Due In 

f i e ld  have  passed.

Payments section
Be low Taxes  i s  an  a rea  fo r  Payments .  When you  rece ive  a  payment  fo r  an  invo ice ,  i t  can  be  en te red  in 

the  Payments  area . 

NOTE:   I f  you  need to  c reate  a  Cred i t  i tem on an  invo ice  (such as  a  re fund,  spec ia l  d iscounts ,  o r 

p re-payment  to  an  Invo ice ) ,  they  shou ld  entered  as  L ine  I tems,  not  Payments .
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How to receive a payment on an Invoice:

1.  C l i ck  the  b lack  and g reen  New but ton .

2 .  The  Create  Payment  w indow w i l l  appear.  En te r  app l i cab le  da ta  in  the  p rov ided 

f i e lds .

             

3 .  I f  you  a re  us ing  Qu ickBooks ,  you  may  spec i f y  a  Account  Code (Account )  tha t 

th i s  payment  w i l l  be  ass igned to  when i t  i s  expor ted  to  Qu ickBooks .

4 .  The  but ton  a t  the  top  i s  l abe led  Use Inv.  Ba lance .  C l i ck ing  th i s  bu t ton  w i l l 

au tomat ica l l y  f i l l  i n  the  Amount  f i e ld  w i th  the  amount  f rom the  invo ice ,  sav ing 

you  f rom hav ing  to  t ype  th i s  number  in . 

5 .  En te r  a l l  i n fo rmat ion  and c l i ck  Cont inue .

6 .  Qu ickBooks  users  w i l l  be  p rompted i f  they  want  to  expor t  th i s  new payment 

immed ia te l y.  I f  no t ,  new ly  c rea ted  payment  records  w i l l  have  the  Export  checkbox 

marked as  ready  to  be  expor ted  to  Qu ickBooks ,  and w i l l  be  inc luded in  the  nex t 

expor t . 

7 .  I f  you  rece ive  a  payment  a f te r  an  invo ice  has  a l ready  been expor ted ,  you  won’t 

want  to  expor t  the  who le  invo ice  aga in ,  j us t  the  new Payments .  You can  do 

th i s  by  c l i ck ing  the  Expor t  Marked Payments  but ton .  When a  payment  has  been 

expor ted  tha t  checkbox  w i l l  be  c lea red .

8 .  To  ed i t  a  Payment  & Credi t  i t em,  c l i ck  the  Go To  bu t ton  on  the  le f t  o f  the  row.

Payments from Credit  Balances
I f  a  c l i en t  has  a  c red i t  ba lance ,  the  invo ices  tha t  conta in  c red i t  ba lances  w i l l  appear  on  the  Payments 

sc reen .  You may  app ly  c red i t  f rom 1  invo ice  per  payment  by  c l i ck ing  on  Cred i t  Ba lance  fo r  tha t  i nvo ice .

Comments section
Th is  f i e ld  on  the  bot tom r igh t  w i l l  conta in  the  de fau l t  comment  as  de f ined  in  the  Main Menu/Setup/

Serv ice/ Invoices  tab .  I f  you  c l i ck  on  th i s  f i e ld ,  you  may  en te r  an  a l te r na te  comment . 

Cl ient Aging section
At  the  bot tom o f  the  Invo ice  Deta i l  tab  w indow is  an  a rea  fo r  Cl ient  Aging .  Th is  a rea  d isp lays  a  comple te 

h i s to ry  o f  th i s  c l i en t ’s  f i nanc ia l  record  o f  payment .   F rom r igh t  to  l e f t  v iew the  Tota l  B i l led ,  Year  to  Date 

to ta l ,  any  Balance Due ,  and  Days Over  regard ing  how many  days  they  a re  overdue  on  payment . 

Ag ing  can  be  based on  e i the r  the  Invo ice  Date  o r  the  Due Date ,  depend ing  on  the  p re fe rence  se t t ing  a t 

Main Menu/Setup/Module  Prefs/ Invoices .  
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Creating Simple Invoices
I f  you  want  to  c rea te  an  invo ice  tha t  i s  un re la ted  to  any  Pro jec t  (a  “S imp le  Invo ice” )  you  can  c rea te  a 

new one  f rom the  I nvo ice  Deta i l  tab .

How to create a simple Invoice:

1.  C l i ck  on  the  b lack  and g reen  New but ton  in  the  Funct ion  bar,  and a  Create 

Cl ient  w indow pops  up .

2 .  C l i ck  the  Cl ient  f i e ld  and se lec t  a  Cl ient  f rom the  d rop-down l i s t .

3 .  C l i ck  Cont inue  and  proceed to  add l i ne  i tems (as  exp la ined above  under  Line 

I tem Edi t ) . 

NOTE:  A l though creat ing  invo ices  th is  way  i s  cer ta in ly  poss ib le ,  i t  does  not  take  advan-

tage o f  the  fea tures  bu i l t  in to  Stud io  Su i te  tha t  make invo ices  easy  to  c reate  based on 

Pro ject  l ine  i tems.

Line Items  tab
Th is  tab  a l lows you  to  see  the  de ta i l  fo r  a  g roup o f  l i ne  i tems in  one  sc reen .  Your  opt ions  a re  A l l  I nvo ices , 

Cur ren t  Invo ice  and Open Invo ices  (o r  i nvo ices  tha t  a re  s t i l l  ‘open ’ ) . 

How to view current Invoices:

1.  Under  Find L ine I tems ,  c l i ck  the  Cur ren t  Invo ice  bu t ton .

2 .  The  L ine  I tems  tab  w indow w i l l  then  d isp lay  on ly  i nvo ices  tha t  a re  cur ren t .

3 .  I f  you  want  to  d isp lay  a l l  i nvo ices ,  c l i ck  the  Al l  I nvo ices  bu t ton .

4 .  Th is  i s  a  v iew on ly  l ayout .  To  ed i t  a  l i ne ,  p ress  the  Go To but ton  to  the  le f t  to 

v iew the  Invo ice  de ta i l s .

You can  a lso  c l i ck  the  F ind  bu t ton  in  the  Funct ion  Bar ,  and  f i nd  l i ne  i tems by  any  f i e ld .

Payments tab
Th is  tab  i s  s im i l a r  to  the  L ine  I tems  tab ,  i n  tha t  i t  a l l ows you  to  see  a l l  (o r  a  se t  o f )  Payments  in  one  sc reen . 

You can  a lso  f i nd  by  any  f i e ld  da ta .

How to f ind a payment:

1.  Under  Find Payment ,  c l i ck  the  but ton  labe led  Date  Range .  Th is  w i l l  p resent 

qu ick-se t  bu t tons  fo r  t yp ica l  da te  ranges ,  o r  you  can  en te r  your  own range .

2 .  A l l  i nvo ices  fo r  the  range  se lec ted  w i l l  then  be  d isp layed in  the  l i s t .

3 .  The  to ta l  sum o f  a l l  payments  l i s ted  w i l l  be  d isp layed in  the  Payment  Tota l  f i e ld .

4 .  You can  mark  a  l i ne  i tem fo r  expor t  to  Qu ickBooks  by  check ing  the  checkbox 

labe led  Marked for  Export .

5 .  Th is  i s  a  v iew on ly  l ayout .  To  v iew and ed i t  de ta i l s  about  a  l i ne  i tem,  c l i ck  i t s  Go 

To  bu t ton  on  the  le f t .
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Tax Summary tab

Cl ick ing  the  Tax  Summary  tab  w i l l  pe r fo rm a  f i nd  and re tu rn  fo r  each  Tax  ( t ype )  on  each  Invo ice . 

How to run a sales tax report:

1.  Under  Find,  use  the  but tons  to  f i nd  Al l  Tax  L ine  I tems,  A l l  PA ID I tems,  A l l 

UNPAID Taxes  and Cur ren t  Invo ice .  C l i ck ing  the  Date  Range but ton  w i l l  p resent 

the  qu ick-se t  opt ions  fo r  t yp ica l  da te  ranges .

2 .  Once you  have  found the  cor rec t  se t  o f  taxes ,  c l i ck  the  Pr in t  Summary  bu t ton 

on  the  upper  r igh t  to  p r in t  a  summary  ( to ta l s  on ly  fo r  each  tax ) .  C l i ck ing  the 

Pr in t  Deta i l  Summary  but ton  w i l l  p r in t  a l l  cu r ren t l y  d i sp layed Tax  L ine  I tems, 

summar i zed  by  Tax  Serv ice .

3 .  W i th  the  cor rec t  found se t ,  c l i ck ing  the  Mark  A l l  bu t ton  on  the  r igh t  w i l l  mark 

a l l  as  Pa id ,  au to  f i l l i ng  today ’s  da te ,  i nd ica t ing  tha t  these  co l l ec ted  sa les  taxes 

have  been pa id  to  the  government .  To  unmark  a l l ,  c l i ck  the  C lea r  A l l  bu t ton .

IMPORTANT NOTE:  Be carefu l  when us ing th is  button as  i t  wi l l  change the ent i re 

found set ,  and is  not  undo-able .

Letter Entry tab

The  Le t te r  En t ry  tab  a l lows you  to  c rea te  l e t te rs  o r  ema i l s  regard ing  overdue  invo ices .  The  Not ice  1 ,  2  and 

3  Sent  tex t  a reas  a re  g loba l  f i e lds ,  wh ich  means  tha t  the i r  conten t  i s  the  same temp la te  fo r  eve ry  invo ice 

record ,  w i th  the  except ion  o f  the  <<merge>> f i e lds  ( Invoice Number ,  Invoice Date ,  Project  Name ,  and 

Balance  due ) ,  wh ich  a re  spec i f i c  to  each  invo ice . 

You can  au tomat ica l l y  i nse r t  merge  f i e lds  ( shown as  the  f i e ld  name w i th  2  ang le  b rackets  <<F ie ld>> on  e i the r 

s ide ) ,  wh ich  adds  the  cur ren t  i nvo ice ’s  spec i f i c  f i e ld  in fo rmat ion  in to  the  body  o f  a  l e t te r,  w i th  a  b lank  space 

be fo re  and a f te r  the  f i e ld .  I f  you  end a  sentence  w i th  a  merge  f i e ld ,  be  su re  to  de le te  the  space  fo l low ing 

the  f i e ld  so  your  per iod  o r  ques t ion  mark  w i l l  be  nex t  to  the  merged tex t .  I f  you  want  to  re -wr i te  the  l e t te r 

temp la tes ,  any  changes  w i l l  become the  new temp la te  fo r  a l l  f u tu re  l e t te rs .

How to edit  the default  letter text:

1.  Ed i t  your  l e t te r  i n  to  the  Not ice 1 ,  2  or  3  f i e lds  as  needed

2.  To  add the  merge  f i e ld ,  c l i ck  the  appropr ia te  bu t tons  nex t  to  Paste  Into  Selected 

Let ter .  Fo r  i ns tance ,  c l i ck ing  the  Paste  Invo ice  Date  bu t ton  w i l l  i nse r t  << Invo ice 

Date>> where  your  cu rsor  i s  i n  the  tex t  f i e ld .  When th i s  l e t te r  i s  p r in ted  o r  ema i l , 

the  ac tua l  i nvo ice  da te  w i l l  appear.
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How to send a letter:

1.   F i r s t  f i nd  the  invo ice/s  you  wou ld  l i ke  to  send a  l e t te r  to . 

2 .  C l i ck  the  but ton  labe led  Trans fe r  to  Comm to  Pr in t  Le t te r  1 ,  2 ,  o r  3 .

3 .  I t  w i l l  copy  th i s  tex t  and t rans fe r  you  to  the  Communicat ions  modu le ,  where 

you  can  ed i t  a  persona l  ve rs ion  o f  the  l e t te r  fo r  th i s  use .

4 .  F rom there ,  you  can  use  any  o f  the  opt ion  p r in tou ts  to  p r in t  the  l e t te r  and ma i l 

o r  ema i l  i t  to  the  c l i en t .  The  le t te r  w i l l  now be  l i nked to  the  C l i en t  record  in  the 

Contacts  modu le .

5 .  To  re tu rn  to  the  Invoices  modu le ,  c l i ck  the  Back  bu t ton ,  where  you ’ l l  see  tha t 

today ’s  da te  has  been en te red  in  the  f i e ld  nex t  to  the  but ton .

How to send an email :

1.   F i r s t  f i nd  the  invo ice/s  you  wou ld  l i ke  to  send a  l e t te r  to . 

2 .  C l i ck  the  but ton  labe led  ema i l  conta in ing  the  de fau l t  tex t  you ’d  l i ke  to  send.

3 .  Th is  w i l l  open  a  new ema i l  w indow conta in ing  the  de fau l t  tex t  wh ich  you  can  ed i t 

the  tex t  fo r  th i s  use ,  and add add i t iona l  addresses  as  needed.  There  w i l l  a l so  be 

a  .pd f  ve rs ion  o f  the  invo ice  a t tached.

4 .  The  le t te r  w i l l  now be  l i nked to  the  C l i en t  record  in  the  Contacts  modu le .

5 .  C l i ck ing  Send  w i l l  send the  ema i l  and  re tu rn  you  to  the  Invoices  modu le .

Default  Text when sending an Invoice via email
At  the  bot tom r igh t  o f  th i s  sc reen  i s  where  you  can  spec i f y  the  de fau l t  tex t  fo r  the  body  o f  an  ema i l  when 

you  send an  Invo ice  v ia  ema i l .  You  can  use  the  same Merge  bu t tons  a t  the  top  o f  the  sc reen  to  en te r 

Invo ice  spec i f i c  i n fo rmat ion  in to  the  body  o f  the  ema i l .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab  now has  two sub- tabs :  Pr in t  and  Aud i t  Log .

Print sub-tab
The Pr in t  sub- tab  has  a  ve ry  f l ex ib le  repor t  genera to r.  I t  a l l ows you  to  spec i f y  wh ich  repor t  you  want  to 

p r in t  (under  the  Select  Report  head ing )  and the  range  o f  i t ’s  conten ts  (under  the  Conta in ing  head ing ) .

Report button colors and their meanings: 

•  Magenta  tex t  bu t tons  a re  fo r  p r in t ing  invo ices  (on l y ) .

•  L ight  b lue  tex t  bu t tons  a re  fo r  p r in t ing  repor ts  based on  l i ne  i tem 

usage.

•  Gray  tex t  bu t tons  w i l l  work  w i th  a l l  repor ts .
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Containing section: Mult iple Selections
The Conta in ing  sec t ion  w i l l  a l l ow you  to  se lec t  mu l t ip le  bu t tons  s imu l taneous ly  to  fu r the r  de f ine  the 

search  resu l t .  Fo r  example  you  can  se lec t  Unpaid  fo r  a  spec i f i c  Cl ient  w i th in  a  Date Range  fo r  a 

spec i f i c  Project .  Usua l l y  you  won’t  need to  ge t  th i s  spec i f i c ,  bu t  you  can  i f  you  want  to .   Your  se lec t ion 

i s  marked by  a  g reen  dot  on  the  le f t  hand s ide  o f  the  but ton .

             

Automatic Date Range section
Cl ick ing  the  Date  Range  bu t ton  w i l l  d i sp lay  range  f i e lds .  Above  these  f i e lds  a re  bu t tons  tha t  au tomat ica l l y 

en te r  common date  ranges  (Th is  Year,  Th is  Month ,  e tc ) . 

How to use the Automatic Date Range: 

1.  C l i ck  the  but ton  labe led  Th is  Year .

2 .  The  Date  Range f i e lds  w i l l  au tomat ica l l y  f i l l  i n  w i th  1 /1/XXXX ( your  cu r ren t  year ) .

3 .  Now c l i ck  the  Month  and  Week  bu t tons  to  au tomat ica l l y  f i l l  i n  the  1 /1  w i th  the 

cur ren t  month  and week  day.

NOTE:  When us ing  the  week  but ton ,  use  the  Sunday/Monday  togg le  but ton  to  determine 

whether  your  week  beg ins  on  a  Sunday  or  Monday  ( th is  does  not  a f fect  d isp lays  or  se t -

t ings  in  the  Calendar  modu le ,  jus t  invo ice  repor t  date  se t t ings ) .

Dates Based On buttons
Because  Invo ices  a re  no t  a lways  made on  the  same date  the  charge  was  incur red ,  you  may  de te rm ine 

i f  the  repor t ’s  range  w i l l  be  de te rm ined by  the  da te  o f  the  Invo ice ,  o r  the  da te  o f  the  L ine  I tems.  For 

example ;  i f  you  want  a  repor t  on  how much a  par t i cu la r  s tud io  genera ted  las t  month ,  even  though the 

invo ices  were  made th i s  month ,  you  wou ld  c l i ck  L ine  I tem Date  ra the r  than  the  Invo ice  Date . 

Th is  i s  a  ve ry  power fu l  repor t  genera to r  tha t  can  be  bes t  l ea rned by  exper iment ing .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .
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NEW FEATURE: QuickBooks Online plug-in (PC only)

Since  Stud io  Su i te  i s  l i nkab le  to  Qu ickBooks  fo r  Mac,  Qu ickBooks  fo r  PC,  Qu ickBooks 

Ente rp r i se ,  why  not  i nc lude  Qu ickBooks  On l ine? !   Our  p lug- in  on ly  works  w i th  Qu ickBooks 

On l ine  fo r  PC,  bu t  we look ing  in to  the  MAC vers ion .  

Registering the QuickBooks plug-in (PC and Enterprise)
For  PC,  the  p lug- in  f i l e  i s  i nc luded in  your  S tud io  Su i te  ins ta l l a t ion ,   bu t  you ’ l l  need the  add i t iona l  reg is t ra t ion 

number  to  enab le  th i s  func t iona l i t y.  You  w i l l  be  p rompted to  en te r  the  number  when you  c l i ck  the  Reg is te r 

bu t ton  in  the  Main Menu/Setup/Module  Prefs/ Invoices  sc reen ,  wh ich  w i l l  be  fo l lowed by  fu r the r 

i ns t ruc t ions .   Your  reg is t ra t ion  number  i s  p rov ided fo r  you  on  your  invo ice  when you  purchase  the  p lug- in .

How to register the QuickBooks plug-in (for PC and Enterprise):

1.  Make sure  your  Qu ickBooks  company  f i l e  i s  a l ready  open w i th  “admin” 

c redent ia l s ,  and tha t  i t  has  been se t  up  w i th  a t  l eas t  one  user  (go  to  “Company/

Set  up  users . . . ” ) 

2 .  Choose  a  company  f i l e ,  wh ich  may  be  loca ted  a t  C:\Program Fi les\ Intu i t \

QuickBooks 20xx\YourF i leName .  A  hos ted  Qu ickBooks  f i l e  i s  OK but  each 

user  must  have  Qu ickBooks  ins ta l l ed  on  the i r  compute r. 

3 .  Once you  have  se lec ted  a  f i l e ,  you  w i l l  ge t  the  message “A  connect ion  has  been 

es tab l i shed” .

4 .  In  Qu ickBooks ,  choose  ”Yes ,  a lways . . . ”  then  under  ” log in  as : ”  choose  a  user 

name.

 “ IMPORTANT:   DO NOT CHOOSE ”Admin”  S INCE THIS  WILL  LOCK OUT OTHER 

USERS!”

5 .  Spec i f y  a  Qu ickBooks  Depos i t  Account  ( the  accounts  tha t  Payments  w i l l  de fau l t 

to ) .

6 .  Spec i f y  a  Qu ickBooks  Expense  Account .

7 .   Spec i f y  a  Qu ickBooks  COGS Account

8 .  Spec i f y  a  Qu ickBooks  Asse t  Account

9 .  Spec i f y  i f  S tud io  Su i te  invo ices  sent  to  Qu ickBooks  shou ld  requ i re  a  PO or  no t .

Registering the QuickBooks functional ity (Mac)
On the  Mac,  the re  i s  no  p lug- in  needed,  bu t  you  w i l l  need an  add i t iona l  reg is t ra t ion  number  to  enab le  th i s 

func t iona l i t y.   When you  purchase  the  p lug- in  the  reg is t ra t ion  number  i s  p rov ided fo r  you  on  your  invo ice .
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How to register the QuickBooks plug-in (for MAC):

1.  Go to  the  Main Menu/Setup/Module  Prefs/ Invoices  sc reen ,  and c l i ck  the  b lue 

“Reg is te r ”  tex t  on  the  r igh t  s ide  o f  the  sc reen .  You’ l l  ge t  a  pop-up w indow 

ask ing  fo r  the  reg is t ra t ion  number,  wh ich  you  can  type  in  o r  copy/pas te .  A f te r 

the  success fu l  reg is t ra t ion ,  the  “Reg is te r ”  tex t  w i l l  change to  “Reg is te red”

2 .  Spec i f y  a  Qu ickBooks  Depos i t  Account  ( the  accounts  tha t  Payments  w i l l  de fau l t 

to ) .

3 .  Spec i f y  a  Qu ickBooks  Expense  Account .

4 .   Spec i f y  a  Qu ickBooks  COGS Account

5 .  Spec i f y  a  Qu ickBooks  Asse t  Account

6 .  Spec i f y  i f  S tud io  Su i te  invo ices  sent  to  Qu ickBooks  shou ld  requ i re  a  PO or  no t .

Registering the QuickBooks Online plug-in (PC)
For  PC,  the  p lug- in  f i l e  i s  i nc luded in  your  S tud io  Su i te  ins ta l l a t ion ,   bu t  you ’ l l  need the  add i t iona l  reg is t ra t ion 

number  to  enab le  th i s  func t iona l i t y.  You  w i l l  be  p rompted to  en te r  the  number  when you  c l i ck  the  Reg is te r 

bu t ton  in  the  Main Menu/Setup/Module  Prefs/ Invoices  sc reen ,  wh ich  w i l l  be  fo l lowed by  fu r the r 

i ns t ruc t ions .   Your  reg is t ra t ion  number  i s  p rov ided fo r  you  on  your  invo ice  when you  purchase  the  p lug- in .

How to register the QuickBooks Online plug-in (for PC):

1.  Make sure  your  Qu ickBooks  company  f i l e  i s  a l ready  open w i th  “admin” 

c redent ia l s ,  and tha t  i t  has  been se t  up  w i th  a t  l eas t  one  user  (go  to  “Company/

Set  up  users . . . ” ) 

2 .  Choose  a  company  f i l e ,  wh ich  may  be  loca ted  a t  C:\Program Fi les\ Intu i t \

QuickBooks 20xx\YourF i leName .  A  hos ted  Qu ickBooks  f i l e  i s  OK but  each 

user  must  have  Qu ickBooks  ins ta l l ed  on  the i r  compute r. 

3 .  Once you  have  se lec ted  a  f i l e ,  you  w i l l  ge t  the  message “A  connect ion  has  been 

es tab l i shed” .

4 .  In  Qu ickBooks ,  choose  ”Yes ,  a lways . . . ”  then  under  ” log in  as : ”  choose  a  user 

name.

 “ IMPORTANT:   DO NOT CHOOSE ”Admin”  S INCE THIS  WILL  LOCK OUT OTHER 

USERS!”

5 .  Spec i f y  a  Qu ickBooks  Depos i t  Account  ( the  accounts  tha t  Payments  w i l l  de fau l t 

to ) .

6 .  Spec i f y  a  Qu ickBooks  Expense  Account .

7 .   Spec i f y  a  Qu ickBooks  COGS Account

8 .  Spec i f y  a  Qu ickBooks  Asse t  Account

9 .  Spec i f y  i f  S tud io  Su i te  invo ices  sent  to  Qu ickBooks  shou ld  requ i re  a  PO or  no t .

Exporting Invoices to QuickBooks (PC & Mac)
As noted  in  ea r l i e r  sec t ions ,  c l i ck ing  any  but ton  labe led  Expor t  to  Qu ickBooks  wi l l  t rans fe r  an  invo ice  to  your 

Qu ickBooks  p rogram.  In  o rder  fo r  S tud io  Su i te  to  ta lk  to  Qu ickBooks ,  you  need to  purchase  an  add i t iona l 

reg is t ra t ion  number  f rom A l te rMed ia  fo r  a  Qu ickbooks  p lug- in .
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I f  you  a re  on  PC,  i t  th i s  fea tu re  i s  hand led  3 rd  par ty  p lug- in  ca l l ed  F i l eBooks  L ink .  Th is  p lug- in  uses  a 

techno logy  ca l l ed  “XML In te rchange”  to  ta lk  to  Qu ickBooks ,  a l low ing  da ta  to  move  f rom d i rec t l y  S tud io  Su i te 

to  Qu ickBooks  w i thout  any  invo lvement  o f  the  user  (o the r  than  c l i ck ing  the  but ton .

I f  you  a re  on  a  Mac,  c l i ck ing  th i s  bu t ton  genera tes  an  expor t  f i l e  i n  the  I I F  ( I n tu i t  I n te rchange F i l e )  fo rmat , 

then  us ing  App leScr ip t ,  ca l l s  Qu ickBooks  to  in i t i a te  an  Impor t  p rocess .  The  de fau l t  l oca t ion  fo r  where  these 

expor t  f i l es  a re  saved i s  spec i f i ed  a t :  Main Menu /  Setup /  Misc.   as  e i the r  your  Documents ,  App l i ca t ions/

F i l eMaker,  Desk top,  o r  Tempora ry  fo lde r  ( see  the  Main Menu  chapte r  fo r  more  on  these  opt ions ) .  You ’ l l  need 

to  loca te  the  Expor t  f i l e  fo r  Qu ickBooks  a f te r  the  in i t i a l  expor t  (pe r  sess ion ) ,  and Qu ickBooks  w i l l  remember 

i t  a f te r  the  in i t i a l  d i scovery.

  

How Studio Suite Rates sync with QuickBooks
When you  de f ine  your  Rates  in  the  S tud io  Su i te  Rates  modu le ,  the re  i s  a  g roup o f  f i e lds  tha t  a l low you  to 

spec i f y  match ing  account  da ta  in  Qu ickBooks .  When an  i tem ( i . e .  room,  person ,  equ ipment ,  se rv ice )  appears 

on  a  S tud io  Su i te  invo ice  l i ne  i tem w i th  a  Rate  spec i f i ed ,  tha t  i nvo ice  l i ne  i tem w i l l  l ookup the  appropr ia te 

l i nkage  da ta  f rom the  app l i ed  Rate .  Th is  l i nk  da ta  i s  what  i s  sen t  to  Qu ickBooks  upon expor t .

I t  i s  c r i t i ca l  tha t  a l l  o f  your  Rates  a re  se tup  proper l y  i n  S tud io  Su i te  be fo re  a t tempt ing  to  c rea te  invo ices ,  o r 

expor t  to  Qu ickBooks .  I t  i s  poss ib le  however,  to  ed i t  the  Qu ickBooks  account  da ta  per  S tud io  Su i te  invo ice 

l i ne  i tem,  however,  tha t  can  ge t  l abor  in tens i ve ,  and i t ’s  bes t  to  ge t  the  Rates  se tup  proper l y  f i r s t .

General Info on exporting to QuickBooks

•  Make sure  tha t  the  QuickBooks Export  Name f i e ld  in  the  F inanc ia l  I n fo  tab  o f  the  S tud io 

Su i te  Contacts  modu le  i s  exac t l y  the  same as  the  Customer  name in  Qu ickBooks .  I f  you 

impor t  an  invo ice  w i th  cus tomer  o r  I tems tha t  don ’t  ex i s t  ye t  i n  Qu ickBooks ,  they  w i l l  be 

c rea ted  the re .

•  Stud io  Su i te  “qua l i f i es ”  a l l  o f  the  da ta  on  each  invo ice  be fo re  expor t ing ,  mak ing  sure 

tha t  a l l  the  da ta  and accounts  a re  appropr ia te .   I f  an  expor t  fa i l s  fo r  any  reason,  you  w i l l 

be  not i f i ed  v ia  d ia log ,  and an  “X”  w i l l  appear  on   i nvo ice  l i ne  i tems tha t  have  p rob lems. 

Hover ing  over  the   “X”  w i l l  p resent  a  too l  t ip  exp la in ing  what  the  p rob lem was ,  so  you 

can  cor rec t  the  p rob lem.

•  Because  we a re  expor t ing  to  Qu ickBooks  v ia  d i f f e ren t  methods ,  the re  i s  a  consequent ia l 

d i f f e rence  in  how Invo ice  Numbers  a re  hand led .

Invoice numbering on PC, using the plug-in: 

•  Since  i t ’s  l i ke l y  tha t  you ’ l l  have  two se ts  o f  Invo ice  Numbers-  the  ones  f rom Stud io  Su i te , 

and ones  Qu ickBooks  genera tes  when you  c rea te  an  invo ice  d i rec t l y  w i th in  Qu ickBooks , 

the  S tud io  Su i te  Invo ice  Number  ge ts  p laced in to  the  Memo  f i e ld  in  Qu ickBooks  fo r 

re fe rence  the re .  The  Qu ickBooks  Invo ice  number  i s  documented in  the  f i e ld  under  the 

Expor t  to  Qu ickBooks  bu t ton .

 

 Exp la in ing  the  above ,  i t  i s  poss ib le  to  c rea te  and de le te  invo ices  independent l y  i n  both 
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Stud io  Su i te  and Qu ickBooks .  For  example ,  you  may  c rea te  an  invo ice  in  Qu ickBooks  fo r 

a  se rv ice  o r  p roduct  tha t  wasn ’t  en te red  in  S tud io  Su i te ,  o r,  you  may  c rea te  and de le te 

one  o r  more  invo ices  in  S tud io  Su i te  be fo re  ach iev ing  a  good cand ida te  fo r  expor t  to 

Qu ickBooks .  There fo re ,  i t  i s  no t  reasonab le  to  expect  (o r  requ i re )  the  invo ice  numbers 

to  rema in  in  un ison .  As  such ,  i t  i s  norma l  and expected  tha t  they  w i l l  not  be  the  same, 

wh ich  i s  why  the  Stud io  Su i te  Invo ice  number  i s  re fe renced on  the  Qu ickBooks  invo ice , 

and v ice-ve rsa .

 
Invoice numbering on Mac, using f i le-based export/ import: 

•  On a  Mac,   we don’t  have  the  advantage  o f  us ing  a  p lug- in  tha t  can  commun ica te  back 

and fo r th  f rom Stud io  Su i te  to  Qu ickBooks ,  we can  on ly  “push”  ou t  o f  S tud io  Su i te  and 

in to  Qu ickBooks .  A lso ,  when impor t ing  an  invo ice ,  Qu ickBooks  on  the  Mac does  not 

have  the  ab i l i t y  to  c rea te  i t ’s  own invo ice  number,  i t  depends  on  the  supp l i ed  da ta  to 

p rov ide  an  Invo ice  number.   Desp i te  the  good log ic  tha t ’s  used fo r  i nvo ice  number ing 

on  the  PC s ide ,  i t  s imp ly  i sn ’ t  an  opt ion  on  the  Mac s ide .  As  such ,  when impor t ing  an 

invo ice  f rom Stud io  Su i te  to  Qu ickBooks ,  the  resu l t i ng  Qu ickBooks  invo ice  number  w i l l 

be  the  same as  the  Stud io  Su i te  invo ice  number.

IMPORTANT NOTE:  Forgot  to  purchase a  QuickBooks or  MYOB plug- in  wi th  your  in i t ia l 

order?   Never  fear !   Cal l  or  emai l  A l terMedia ,  Inc .  r ight  now and we’ l l  take care  of  you. 

1 .800.450.5740,  1 .818.955.9550 or  sa les@studiosui te .com.

 

NEW FEATURE: MYOB plug-in

The MYOB p lug- in  i s  j us t  l i ke  the  Qu ickBooks  p lug- in ,  bu t  fo r  MYOB.

Registering the MYOB plug-in (PC)
For  PC,  the  p lug- in  f i l e  i s  i nc luded in  your  S tud io  Su i te  ins ta l l a t ion ,   bu t  you ’ l l  need the  add i t iona l  reg is t ra t ion 

number  to  enab le  th i s  func t iona l i t y.  You  w i l l  be  p rompted to  en te r  the  number  when you  c l i ck  the  Reg is te r 

bu t ton  in  the  Main Menu/Setup/Module  Prefs/ Invoices  sc reen ,  wh ich  w i l l  be  fo l lowed by  fu r the r 

i ns t ruc t ions .   Your  reg is t ra t ion  number  i s  p rov ided fo r  you  on  your  invo ice  when you  purchase  the  p lug- in .

How to register the MYOB plug-in:

1.  Make sure  your  MYOB company  f i l e  i s  a l ready  open w i th  “admin”  c redent ia l s , 

and tha t  i t  has  been se t  up  w i th  a t  l eas t  one  user  (go  to  “Company/Set  up 

users . . . ” ) 

2 .  Choose  a  company  f i l e ,  wh ich  may  be  loca ted  a t  C:\Program Fi les\ Intu i t \

QuickBooks 20xx\YourF i leName .  A  hos ted  Qu ickBooks  f i l e  i s  OK but  each 

user  must  have  Qu ickBooks  ins ta l l ed  on  the i r  compute r. 

3 .  Once you  have  se lec ted  a  f i l e ,  you  w i l l  ge t  the  message “A  connect ion  has  been 

es tab l i shed” .
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4.  In  Qu ickBooks ,  choose  ”Yes ,  a lways . . . ”  then  under  ” log in  as : ”  choose  a  user 

name.

 “ IMPORTANT:   DO NOT CHOOSE ”Admin”  S INCE THIS  WILL  LOCK OUT OTHER 

USERS!”

5 .  Spec i f y  a  Qu ickBooks  Depos i t  Account  ( the  accounts  tha t  Payments  w i l l  de fau l t 

to ) .

6 .  Spec i f y  a  Qu ickBooks  Expense  Account .

7 .   Spec i f y  a  Qu ickBooks  COGS Account

8 .  Spec i f y  a  Qu ickBooks  Asse t  Account

9 .  Spec i f y  i f  S tud io  Su i te  invo ices  sent  to  Qu ickBooks  shou ld  requ i re  a  PO or  no t .

Registering the MYOB (Mac)
On the  Mac,  the re  i s  no  p lug- in  needed,  bu t  you  w i l l  need an  add i t iona l  reg is t ra t ion  number  to  enab le  th i s 

func t iona l i t y.   When you  purchase  the  p lug- in  the  reg is t ra t ion  number  i s  p rov ided fo r  you  on  your  invo ice .

How to register the MYOB plug-in (for MAC):

1.  Go to  the  Main Menu/Setup/Module  Prefs/ Invoices  sc reen ,  and c l i ck  the  b lue 

“Reg is te r ”  tex t  on  the  r igh t  s ide  o f  the  sc reen .  You’ l l  ge t  a  pop-up w indow 

ask ing  fo r  the  reg is t ra t ion  number,  wh ich  you  can  type  in  o r  copy/pas te .  A f te r 

the  success fu l  reg is t ra t ion ,  the  “Reg is te r ”  tex t  w i l l  change to  “Reg is te red”

2 .  Spec i f y  a  Qu ickBooks  Depos i t  Account  ( the  accounts  tha t  Payments  w i l l  de fau l t 

to ) .

3 .  Spec i f y  a  Qu ickBooks  Expense  Account .

4 .   Spec i f y  a  Qu ickBooks  COGS Account

5 .  Spec i f y  a  Qu ickBooks  Asse t  Account

6 .  Spec i f y  i f  S tud io  Su i te  invo ices  sent  to  Qu ickBooks  shou ld  requ i re  a  PO or  no t .

C l i ck  the  Rates  tab  to  go  to  tha t  modu le . 

C l i ck  the  Pro jec ts  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Invoices  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .



23-22

Studio Suite X          Chapter 23 - Invoices module



s s x

2 4
L i b r a r y  &  L a b e l s  m o d u l e

F i le  Name:   SSX_L ibra ry. fmp12



24-2

Studio Suite X           Chapter 24 - Library & Labels module

The Library  & Labels  modu le  t racks  a l l  o f  the  med ia  you  have  in  your  l i b ra ry  (Tapes ,  CD’s ,  DVD’s ,  D isks , 

e tc . ) . 

IMPORTANT NOTE:  Studio  Sui te  refers  to  ANY and ALL media  as  a  “Media  asset” ,   whether 

i t  is  a  Hard Dr ive ,  a  Fo lder  on a  Dr ive ,  A  CD,  DVD,  Cassette ,  Cartr idge or  o ld  fashioned 

ree l .

Every  t i t l e  ( song,  cu t ,  spot ,  cue ,  e tc . )  tha t  you  c rea te  in  the  Library  & Labels  modu le  fo r  a  par t i cu la r  med ia 

asse t  becomes a  new record  in  the  Ti t les  & Tracks  modu le .

S tud io  Su i te  p r in ts  l abe ls  fo r  a l l  fo rmats  (D ig i  Be ta ,  M in i  DV,   DA-88,  DAT,  casse t te ,  v ideo  and d isk  fo rmats ) , 

comple te  w i th  your  contac t  i n fo rmat ion  and the  logo  fo r  your  se lec ted  company,  o r  the  c l i en t ’s  in fo rmat ion . 

I t  p r in ts  Tape Re lease  Forms,  so  you  a lways  have  a  record  o f  when,  where ,  and to  whom a  med ia  asse t  goes 

when i t  l eaves  your  fac i l i t y,  s to r ing  each  movement  in  the  Asset  H is to ry  tab .  I t  a l so  accommodates  the  use 

o f  Barcodes  fo r  qu ick  en t ry  and t rack ing  o f  med ia  asse ts .

Each Med ia  asse t  w i l l  a l so  appear  in  the  Contacts  and  Projects  modu les  hav ing  been assoc ia ted  w i th 

ce r ta in  records .

In this chapter you wil l  read about how to:
• 	 Create  a  new med ia  asse t
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• 	 Ass ign  a  med ia  asse t  to  a  Product ion

• 	 At tach  a  f i l e  to  a  med ia  asse t

• 	 Log Med ia  OUT

• 	 Log Med ia  IN

• 	 Ente r  a  new T i t l e

• 	 Create  a  new QC Repor t

• 	 Create  a  new med ia  asse t  Rate

• 	 Ed i t /change the  in fo rmat ion  o f  a  spec i f i c  ra te

• 	 Permanent l y  de le te  a  Rates  record

• 	 Choose one  copy  fo r  p r in t ing

• 	 Choose mu l t ip le  cop ies  fo r  p r in t ing

• 	 Modi f y  l abe l  l ayouts

• 	 Use the  Aud i t  Log to  v iew data  f rom a  de le ted  record

Detai l  tab

The Deta i l  tab  i s  where  you  en te r  a l l  o f  the  in fo rmat ion  about  a  p iece  o f  med ia .  The  top  por t ion  conta ins  bas ic 

in fo rmat ion  about  the  med ia  asse t  (o r  d i sk ) ,  d i v ided up  in to  4  boxes .  The  f i r s t  box  ho lds  p ro jec t  and peop le 

names,  the  second box  ho lds  fo rmat  in fo rmat ion ,  the  th i rd  box  ho lds  number ing  and o ther  s ta tuses ,  and the 

four th  box  ho lds  da ta  about  va r ious  loca t ions  o f  the  med ia  asse t .  The  bot tom ha l f  o f  the  sc reen  shows a l l 

o f  the  ind iv idua l  T i t l es  on  a  med ia  asse t ,  as  we l l  as  the  D isk  Log,  Purchase  In fo ,  Re la ted  Med ia  asse ts  and 

Comments .

The  bes t  way  to  c rea te  a  new med ia  asse t  i s  f rom the  Pro jects  o r  Events  modu le ,  so  the  L ib ra ry  record  w i l l 

be  assoc ia ted  w i th  tha t  p ro jec t  o r  event .  (Fo r  i n fo rmat ion  on  how to  c rea te  new med ia  asse ts ,  see  the  Media 

Asse t  tab  sec t ion  fo r  the  above  modu les  in  th i s  User ’s  Gu ide ) .  However,  a t  any  t ime you  can  c rea te  a  new 

record  in  the  Library  & Labels  modu le  and assoc ia te  i t  w i th  a  p ro jec t .

Create New Media Asset

How to create a new media asset:

1.  C l i ck  the  New  bu t ton  in  the  Funct ion  bar .  

2 .  The  Create  New Media  Asset  sc reen  w i l l  appear  w i th  a  ‘1 ’  i n  the  Quant i ty 

f i e ld ,  i nd ica t ing  the re  i s  on ly  ONE new med ia  asse t  you  w ish  to  c rea te  fo r  th i s 

p ro jec t .

3 .    I f  you  wou ld  l i ke  to  c rea te  mu l t ip le  med ia  asse ts ,  en te r  the  number  o f  med ia 

asse ts  you  want  to  c rea te  in  the  Quant i ty  to  Create  f i e ld .  Keep in  m ind  tha t  the 

Med ia  asse ts  shou ld  a l l  be  in  the  same fo rmat  and fo r  the  same pro jec t .  I f  you 

have  mu l t ip le  fo rmats  to  en te r,  do  i t  i n  s tages  fo r  each  fo rmat .  When you  c l i ck 

the  Done  bu t ton ,  you  w i l l  be  asked to  f i l l  ou t  the  in fo rmat ion  un ique  to  each 

med ia  asse t .

4 .  C l i ck  the  Bas ic  tab  and fo l low the  ins t ruc t ions  in  the  nex t  box .
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Create New Media Asset window
Basic tab

                

How to assign a media asset to a production:

1.  Under  the  Bas ic  tab ,  new to  the  L ib ra ry  func t ion  in  S tud io  Su i te  i s  the  ab i l i t y 

to  ass ign  a  med ia  asse t  to  a  Product ion .   C l i ck  in  the  sma l l  open f i e ld  nex t  to 

Product ion  to  v iew a  d rop-down l i s t  o f  ex i s t ing  Product ions  ava i l ab le  fo r  th i s 

med ia  asse t  to  be  appropr ia te l y  ass igned to . 

2 .  Nex t ,  c l i ck  the  sma l l  f i e ld  nex t  to  Project .

3 .  A  d rop-down l i s t  o f  a l l  P ro jec ts  w i th  appear.  These  a re  Pro jec ts  tha t  you  have 

c rea ted  v ia  the  Project  modu le .

4 .  Se lec t  a  Pro jec t  f rom th is  l i s t .  Most  in fo rmat ion  f i e lds  w i l l  be  au tomat ica l l y  f i l l ed 

in  w i th  in fo rmat ion  f rom the  Project  modu le .

5 .  Type  a  t i t l e  fo r  th i s  Med ia  asse t  i n  the  Media  Asset  T i t le  f i e ld .

6 .  I f  you  do  not  have  a  Barcode fo r  th i s  med ia  asse t ,  you  can  c l i ck  the  Barcode 

bu t ton .  Th is  w i l l  f i l l  i n  the  Barcode  f i e ld  w i th  the  same number  as  the  L ib ra ry  # 

f i e ld .  A lso ,  i f  you  put  a  check  in  the  box  labe led  ‘Auto Create  Barcode f rom 

L ibrary  number ’ ,  each  subsequent  Med ia  Asse t  w i l l  au to- f i l l  the  Barcode f i e ld 

w i th  the  L ib ra ry  number.

7 .  C l i ck  the  Acquired From  f i e ld  and choose  whether  th i s  med ia  asse t  i s  f rom your 

S tock ,  f rom your  C l i en t ,  o r  o ther  en t i t y  (ed i tab le ) .

8 .  The  Date Acquired  and  Time Acquired  f i e lds  w i l l  au tomat ica l l y  be  f i l l ed  in  w i th 

your  compute r ’s  cu r ren t  t ime and date ,  however  you  may  change th i s  by  c l i ck ing 

in  the  f i e lds  and typ ing  a  d i f f e ren t  t ime and date .

9 .  C l i ck  the  To Locat ion  f i e ld  and se lec t  a  loca t ion  ( room)  in  your  s tud io  tha t  th i s 

med ia  asse t  w i l l  be  sent .

10 .  En te r  opt iona l  Notes  regard ing  th i s  med ia  asse t  i n  the  Notes  f i e ld .

11 .  C l i ck  the  Deta i l ed  tab  and f i l l  ou t  the  in fo rmat ion  f i e lds  l i s ted  be low.
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Detai led tab

•  Media  type -   de fau l t  l i s t  o f  med ia  t ypes  you  have  made ava i l ab le  in  the  Media  Inventory 

modu le .  Se lec t ing  a  t ype  w i l l  au tomat ica l l y  f i l l  i n  the  Brand ,  Length/Size  and Format 

f i e lds .  I f  you  don’t  know what  the  codes  a re ,  you  can  se lec t  the  Brand ,  Length/Size 

and  Format  i nd i v idua l l y  f rom the i r  pop-up l i s ts .

•  Brand –  defau l t  l i s t  o f  med ia  b rands . 

•  Length/Size  –  defau l t  l i s t  o f  m inu te  l ength  and megabyte  s i ze .

•  Format  –  l i s t  o f  a l l  fo rmats  you  have  made ava i l ab le  in  the  Media  Inventory  modu le .

•  Speed/Rate  –  the  (aud io )  samp le  ra te  and b i t  ra te  o f  th i s  med ia  asse t .

•  Emph/Dolby  –  tu r n  Emphas is  On o r  O f f ,  choose  Do lby  A ,  B ,  C  o r  SR,  dBx o r  No Do lby, 

choose  NTSC or  Pa l .

•  A Dolby  –  se lec t  a  Do lby  A  type .

•  B Dolby  –  se lec t  a  Do lby  B  type .  (Th is  i s  fo r  2  s ided med ia  such  as  aud io  casse t tes )

•  T imecode Format  –  the  ( v ideo )  f rame ra te  o f  th i s  med ia  asse t .  Make  a  se lec t ion  then 

put  a  check  in  one  o f  the  boxes  be low,  e i the r  NTSC,  PAL,  V isua l  o r  V ITC ( ve r t i ca l  i n te rva l 

t ime code ) .

•  A l ignment  –  defau l t  l i s t  o f  ana log  and d ig i ta l  a l i gnment  t ypes

•  Genera l  Media  –  se lec t  a  Genera l  t ype  o f  med ia .

•  Content  Type –  se lec t ions  fo r  what  t ype  o f  conten t  i s  on  the  med ia  asse t .

Tracks tab
Th is  tab  i s  used on l y  when the re  a re  e igh t  t racks  on  your  med ia  asse t ,  such  as  a  DA-88 o r  ADAT tape . 

Use  the  f i e lds  to  en te r  what  i s  recorded on  each  t rack .  Th is  l abe l  can  then  be  eas i l y  p r in ted  f rom the 

Pr in t  Menu o f  the  Library  modu le .  For  de ta i l ed  in fo rmat ion  about  p r in t ing ,  see  the  Pr in t  Menu sec t ion 

a t  the  end o f  th i s  chapte r.

•  When every th ing  i s  comple ted ,  c l i ck  the  Done but ton .  I f  you  have  en te red  a  number 

g rea te r  than  1 ,  you  w i l l  be  p rompted to  en te r  a  Med ia  asse t  #  and Name fo r  each  new 

med ia  asse t .  You w i l l  then  be  re tu rned to  the  Deta i l  tab  fo r  th i s  Med ia  asse t . 

•  The t i t l e  o f  the  med ia  asse t  w i l l  appear  ( i n  b lue )  a t  the  top  o f  the  Deta i l  tab  w indow. 

•  Al l  o f  the  in fo rmat ion  you  en te red  in  the  Create  New Media  Asset  w indow w i l l  now 

appear  in  the  4  boxes  loca ted  in  the  upper  por t ion  o f  the  Deta i l  tab  w indow,  exp la ined 

nex t .

Box 1
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Th is  a rea  can  be  used to  v iew or  en te r  the  bas ic  in fo rmat ion  about  a  med ia  asse t .

•  When the  Project  #  i s  en te red  (e i the r  manua l l y  o r  au tomat ica l l y  when c rea t ing  a  med ia 

asse t  f rom another  modu le ) .

•  Stud io  Su i te  w i l l  au tomat ica l l y  lookup the  Project  name,  Cl ient ,  and  up  to  four 

par t i c ipants  in  o rder  as  de f ined  in  the  re la ted  Pro jec t  (by  us ing  the  1 ,2 ,3 ,4  check  boxes 

the re ) .

•  I f  the re  i s  no  Pro jec t ,  i t  w i l l  au tomat ica l l y  lookup f rom the  Ma in  Menu de fau l t s . 

•  I f  a  med ia  asse t  i s  i nvo lved  w i th  more  than  one  Pro jec t  over  i t s  l i f e t ime,  a  d ia log  box 

w i l l  appear  exp la in ing  how to  t ype  each  new number  be low the  nex t .  You can  then  c l i ck 

o r  tab  out  o f  the  f i e ld .  Th is  a l lows the  med ia  asse t  to  appear  in  the  Media  Asse t  tab  o f 

eve ry  assoc ia ted  Pro jec t  i n  the  Projects  modu le . 

•  Al l  o f  the  lookups  a re  based on  the  f i r s t  number  en te red  in to  the  Project  #  f i e ld . 

•  Se lec t  a  l anguage fo r  th i s  med ia  asse t .

Not ice  th i s  por ta l  d i sp lays  the  Pro jec t  number,  name and C l i en t  and da te  w i th  ex t ra  f i e lds  fo r  even  more 

de ta i l ed  in fo rmat ion  about  the  med ia  asse t . 

•  The  Go To  bu t ton  nex t  to  Pro jec t  w i l l  t ake  you  to  tha t  P ro jec t  i n  the  Project  modu le .

•  The Go To  bu t ton  nex t  to  C l i en t  l abe l  w i l l  t ake  you  to  the  C l i en t  Contac t  i n fo rmat ion  in 

the  Contacts  modu le .

•  Se lec t  t i t l es  fo r  pe rsonne l  i nvo lved  w i th  the  med ia  asse ts  such  as  Assistant ,  Engineer, 

Producer  then  type  the  name o f  the  person (s )  i n  the  f i e ld  to  the  r igh t . 

Box 2

These  f i e lds  shou ld  d isp lay  the  same in fo rmat ion  you  used when f i l l i ng  ou t  the  Create  New Media  Asset 

w indow.  However,  you  can  mod i f y  any  o f  these  f i e lds  a t  any  t ime.

                      

                        

•  Media  type -   de fau l t  l i s t  o f  med ia  t ypes  you  have  made ava i l ab le  in  the  Media  Inventory 

modu le .  Se lec t ing  a  t ype  w i l l  au tomat ica l l y  f i l l  i n  the  Brand ,  Length/Size  and Format 

f i e lds .  I f  you  don’t  know what  the  codes  a re ,  you  can  se lec t  the  Brand ,  Length/Size 

and  Format  i nd i v idua l l y  f rom the i r  pop-up l i s ts ,  and the  cor respond ing  Media  Type 

shou ld  f i l l  i n  au tomat ica l l y.

•  Brand –  defaul t  l i s t  o f  med ia  b rands . 

•  Length/Size  –  defau l t  l i s t  o f  m inu te  l ength  and megabyte  s i ze .

•  Format  –  l i s t  o f  a l l  fo rmats  you  have  made ava i l ab le  in  the  Med ia  Invento ry  modu le .
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•  Speed/Rate  –  the  (aud io )  samp le  ra te  and b i t  ra te  o f  th i s  med ia  asse t .

•  Emph/Dolby  –  tu r n  Emphas is  On o r  O f f ,  choose  Do lby  A ,  B ,  C  o r  SR,  dBx o r  No Do lby, 

choose  NTSC or  Pa l .

•  A Dolby  –  se lec t  a  Do lby  A  type .

•  B Dolby  –  se lec t  a  Do lby  B  type .  (Th is  i s  fo r  2  s ided med ia  such  as  aud io  casse t tes )

•  T imecode Format  –  the  ( v ideo )  f rame ra te  o f  th i s  med ia  asse t .  Make  a  se lec t ion  then 

put  a  check  in  one  o f  the  boxes  be low,  e i the r  NTSC,  PAL,  V isua l  o r  V ITC ( ve r t i ca l  i n te rva l 

t ime code ) .

•  A l ignment  –  defau l t  l i s t  o f  ana log  and d ig i ta l  a l i gnment  t ypes

•  Genera l  –  se lec t  a  Genera l  t ype  o f  med ia .

•  Content  Type –  se lec t ions  fo r  what  t ype  o f  conten t  i s  on  the  med ia  asse t .

Box 3

                                                           

•  Record Number  -  th i s  f i e ld  d isp lays  each  new record ,  wh ich  w i l l  have  a  sequent ia l 

record  number  ( i n  red )  tha t  shou ld  not  be  changed.  Pro jec t  Med ia  asse t  numbers  a lways 

advance  med ia  asse ts  sequent ia l l y.

•  There  w i l l  a l so  be  a  new sequent ia l  Library  #  (based on  the  s ta r t i ng  number  de f ined  in 

the  Main Menu Setup -  P re fe rences  tab ) .  

•  I f  you  want  your  Barcode #  to  be  the  same as  the  Library  # ,  c l i ck  on  the  Barcode # 

but ton  be tween those  two f i e lds .

•  Cl ient ’s  Lib .  #  -  I f  a  med ia  asse t  comes to  your  s tud io  w i th  a  p re-ex is t ing  med ia  asse t 

number,  you  can  en te r  tha t  i n  th i s  f i e ld ,  so  tha t  you  can  keep t rack  o f  the i r  number  wh i l e 

ma in ta in ing  a  se r ia l  number ing  scheme fo r  your  own Library  # ’s .  You  can  a lso  s to re  the 

Cl ient ’s  Barcode .

•  Proj .  Media  Asset  #   -  I f  the re  a re  mu l t ip le  med ia  asse ts  on  a  s ing le  p ro jec t ,  you  can 

use  th i s  f i e ld  to  keep t rack  o f  wh ich  one  i s  wh ich ,  a long  w i th  the . . . 

•  Ser ies  –  use  th i s  f i e ld  to  keep t rack  o f  Maste r /S lave/C lone  s ta tus ,  o r  i n  the  case  o f 

MDMs,  wh ich  med ia  asse t  i s  wh ich .

•  Archived To  –  th i s  f i e ld  a l lows you  to  document  what  med ia  asse t  th i s  med ia  asse t  was 

a rch ived  to .  You can  put  the  da te  o f  the  a rch ive  in  th i s  f i e ld  as  we l l .

•  Dr ive  –  c l i ck ing  th i s  f i e ld  w i l l  d i sp lay  a  d rop-down menu ( taken  f rom the 

Equipment  modu le ) ,  showing  on ly  those  records  tha t  have  been ident i f i ed  as  Hard 

Dr ives .  Th is  a l lows you  to  de f ine  th i s  “med ia  asse t ”  as  be ing  loca ted  on  a  spec i f i c  ha rd 

d r i ve .  C l i ck ing  on  the  Go To  bu t ton  w i l l  t ake  you  to  tha t  record  in  the  Equipment  modu le 
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so  you  can  see  every th ing  e l se  tha t ’s  on  the  d r i ve .

•  Bookable  -   press ing  th i s  bu t ton  w i l l  togg le  the  s ta tus  o f  th i s  med ia  asse t  as  ‘Bookab le ’ 

o r  ‘Not  Bookab le ’ .  Th is  i s  use fu l  I f  you  use  the  Library  modu le  as  a  “check  in /check  out ” 

t ype  o f  l i b ra ry,  mean ing  i t  can  be  schedu led  f rom the  Pro jects  o r  Calendar  modu le . 

Th is  wou ld  a l low fo r  con f l i c t  check ing ,  e tc .  Each  Bookab le  i tem must  have  a  Category , 

exp la ined nex t .

•  Category  –  c l i ck ing  th i s  f i e ld  w i l l  d i sp lay  a  d rop-down menu f rom wh ich  you  can  se lec t 

a  Category  tha t  th i s  med ia  asse t  fa l l s  under.  I f  the  med ia  asse t  fa l l s  ou ts ide  o f  any  o f 

the  de fau l t  ca tegor ies  g i ven ,  you  can  choose  ‘Other ’ ,  then  type  a  Category  name in  the 

fo l low ing  d ia log  box . 

Above  Box  3  you  w i l l  f i ne  the  red  Record  but ton .  Th is  bu t ton  a l lows you  to  a t tach  a  re la ted  f i l e  to  th i s 

par t i cu la r  Med ia  asse t .

How to attach a f i le to a media asset:

1.  C l i ck  on  the  red  Record  bu t ton .  You w i l l  be  asked fo r  the  t ype  o f  f i l e  to  be 

a t tached and taken  to  a  sc reen  fo r  you  to  se lec t  the  f i l e  to  be  a t tached.    

2 .  The  red  Record  bu t ton  w i l l  change to  e i the r  a  speaker  i con  ( fo r  sound ) ,  a 

thumbna i l  ( i f  i t ’s  a  p ic tu re ) ,  o r  the  f i r s t  f rame o f  v ideo  ( i f  i t  i s  a  mov ie  f i l e ) . 

3 .  C l i ck ing  on  the  speaker  o r  thumbna i l  w i l l  “p lay”  the  med ia  f i l e . 

4 .  C l i ck  the  Clear  bu t ton  to  c lea r  i t . 

Box 4

                                                       

•  Status button-  Above  th i s  boxed a rea  you  w i l l  see  a  l a rge  Sta tus  bu t ton .  Th is  bu t ton 

i s  used to  de f ine  whether  a  med ia  asse t  has  been checked IN  o r  OUT o f  your  L ib ra ry. 

C l i ck ing  on  the  IN /OUT  bu t ton  w i l l  a l so  p resent  you  w i th  an  Incoming or  Outgoing 

Media  Asset  sc reen ,  where  de ta i l s  a re  en te red  to  document  the  move  in  the  Asset 

H is to ry  tab .  You w i l l  a l so  have  the  opt ion  to  p r in t  a  Re lease  o r  Rece ip t  Form w i th  any 

add i t iona l  no tes  per ta in ing  to  the  move .

•  A l low Release  -  The  conten ts  o f  these  f i e lds  come f rom the  C l i en t ’s  record  in  the 

Contacts  modu le .  S ince  th i s  k ind  o f  th ing  i s  usua l l y  re la t i ve  to  the  c l i en t  and not  to  a 



Studio Suite X          Chapter 24 - Library & Labels module

24-9

spec i f i c  med ia  asse t ,  th i s  a l lows you  to  g loba l l y  a f fec t  a l l  o f  the  c l i en t ’s  med ia  asse ts 

a t  the  same t ime.  C l i ck ing  on  th i s  f i e ld  w i l l  d i sp lay  a  d ia log  tha t  warns  you  o f  the  g loba l 

e f fec t  o f  th i s  se t t i ng .  You can  choose  Ok  to  accept  the  change o r  Cance l  to  cance l  the 

change.  Be low the  Yes/No  f i e ld ,  you  can  v iew some comments  re la t i ve  to  th i s  s ta tus .

•  Or ig in  -  th i s  f i e ld  l e ts  you  spec i f y  where  the  conten t  o f  th i s  med ia  asse t  came f rom (no t 

the  phys ica l  med ia  asse t ) . 

•  Acquired From  –  th i s  f i e ld  shows where  the  phys ica l  med ia  asse t  came f rom.  Th is  f i e ld 

shows the  loca t ion  most  recent l y  l i s ted  in  the  Asset  H is to ry  tab .

•  Date  Acquired–  th i s  f i e ld  shows when the  med ia  asse t  came in .   Th is  f i e ld  a l so  show 

the  most  recent  da te  l i s ted  in  the  Asset  H is to ry  tab .

•  Current  Locat ion –  th i s  f i e ld  g i ves  you  the  cho ice  o f  Mov ing  i t  i n te r na l l y,  Re leas ing  i t , 

o r  Cance l ing .  Se lec t  the  appropr ia te  cho ice .  I f  you  a re  Mov ing  o r  Re leas ing ,  you  w i l l 

come to  a  Move  Med ia  Asse t  o r  an  Outgo ing  Med ia  Asse t  sc reen ,  where  you  en te r  a l l 

pe r t inen t  de ta i l s  about  the  move  (Moved From ,  To Locat ion ,  Logged By ,  Notes ,  Date 

Moved ,  and  T ime Moved )  then  c l i ck  Done .  Th is  move  o r  re lease  o f  the  med ia  asse t 

w i l l  be  documented in  the  Asset  H is to ry  tab .  I t  a l so  s to res  the  Date Moved ,  who i t  was 

Author ized By ,  who i t  was  Taken By ,  and  where  i t  was  Sent  To.

•  Due Date  –  th i s  new f i e ld  f i nds  med ia  sourced fo r  a r r i va l  tha t  i s  ‘due ’  accord ing  to  the 

da te  en te red .  Se lec t  a  due  da te  des i red  ( IN  s ta tus )  f rom the  pop-up ca lendar.   The  Due 

Date  func t ion  a l so  p rov ides  a  l a rge  p rompt  reminder  on  the  schedu led  Due Date .  Due 

Today  w i l l  appear  ac ross  your  sc reen  in  red  tex t .  A lso  searches  fo r  eve ry th ing  overdue 

w i th in  the  found se t  o f  records  and d isp lays  a l l  on  the  Search  L is t  tab  page.  

How to Log Media OUT:

1.  Se t  the  Al low Release  check  f i e ld  to  NO.

2 .  C l i ck  the  IN  but ton  ( i n  o rder  to  se t  i t  to  OUT) .

3 .  A  d ia log  w i l l  appear  s ta t ing :  Sor ry,  the  ‘A l low Re lease ’  se t t i ngs  fo r  a l l  med ia 

asse ts  be long ing  to  th i s  C l i en t  a re  se t  to  ‘NO’ .

4 .  You can  choose  OK ,  then  go  to  the  C l i en t ’s  record  in  the  Contact  modu le  to 

change the  Sta tus ,  o r  you  can  choose  Over r ide ,  wh ich  w i l l  ove r r ide  the  warn ing 

and a l low you  to  se t  the  s ta tus  to  OUT.

5 .  Nex t ,  the  fo l low ing  d ia log  w i l l  appear :  ‘Do you  want  to  re lease  jus t  th i s  med ia 

asse t  o r  Mu l t ip le  med ia  asse ts  ( i nc lud ing  th i s  one )? ’ 

6 .  Choos ing  ‘Th is ’  w i l l  p resent  the  Incoming/Outgo ing  in fo rmat ion  sc reen  in  wh ich 

you  can  en te r  de ta i l s  about  the  Outgo ing  med ia .

7 .  Choos ing  ‘Mul t ip le ’  w i l l  p resent  you  w i th  another  d ia log  f rom wh ich  you  can 

choose  to  Pr in t  the  found se t  o r  Go F ind  another  se t  o f  med ia  records .

8 .  Choos ing  Go F ind  w i l l  p resent  a  d ia log  g i v ing  you  the  opt ion  to  Pick  f rom a  L is t 

o f  med ia  records  o r  Ente r  (o r  Scan )  Barcodes ,  L ib ra ry  Numbers ,  P ro jec ts  o r 

C l i en ts .

9 .  Once you  have  found and chosen the  record (s ) ,  the  Outgo ing  sc reen  w i l l  appear. 

En te r  a l l  i n fo rmat ion  about  the  Outgo ing  t ransact ion .  F ie lds  w i th  as te r i sks ( * )  a re 

requ i red .
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10.  When you  a re  f i n i shed,  choose  Done.

11.  You w i l l  be  asked i f  you  want  to  Pr in t  a  Re lease  fo rm fo r  these  med ia  asse ts .

12 .  Choos ing  OK  w i l l  d i sp lay  the  fo rm to  be  Pr in ted . 

13 .  To  p roceed w i th  p r in t ing ,  c l i ck  Cont inue  i n  the  S ta tus  a rea  to  the  le f t .

How to Log Media IN:

1.  C l i ck  the  ex is t ing  OUT  s ta tus  but ton .

2 .  The  fo l low ing  d ia log  w i l l  appear :  ‘Do you  want  to  Log IN  jus t  the  cur ren t  Med ia 

asse t ,  o r  the  Found Set  o f  Med ia  asse ts? ’

3 .  Choos ing  Cur ren t  w i l l  Log  in  on ly  the  cur ren t  record .  Choos ing  Found Set  w i l l 

Log  in  a l l  found records .

4 .  The  Incoming  sc reen  w i l l  appear.  En te r  a l l  i n fo rmat ion  about  the  Incoming 

t ransact ion .  F ie lds  w i th  as te r i sks  ( * )  a re  requ i red .

5 .  When you  a re  f i n i shed,  choose  Done .

6 .  You w i l l  be  asked i f  you  want  to  Pr in t  a  Rece ip t  fo rm fo r  these  med ia  asse ts .

7 .  Choos ing  OK wi l l  d i sp lay  the  fo rm to  be  Pr in ted . 

8 .  To  p roceed w i th  p r in t ing ,  c l i ck  Cont inue  i n  the  S ta tus  a rea  to  the  le f t .

Tit les  sub-tab
The T i t l es  sub- tab  i s  where  a l l  o f  the  T i t l es  conta ined on  th i s  med ia  asse t  a re  en te red .  

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Invoices  (on  l i ne 

i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab )  modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

How to enter in a new Tit le: 

1.  Type  a  name in  the  Ti t le  f i e ld .

2 .  To  the  le f t  o f  the  Ti t le  f i e ld  i s  a  #  (Number )  f i e ld  wh ich  w i l l  au to-en te r  se r ia l 

numbers  (wh ich  can  o f  course  be  changed ) ,  de te rm in ing  the  o rder  in  wh ich  the 

Ti t les  appear.  They  w i l l  au tomat ica l l y  appear  in  Creat ion  o rder  un less  you  type 

in  a  d i f f e ren t  number  in  the  #  f i e ld ,  then  sor t  by  t i t l e  #  f rom the  T i t l e  #  Sor t 

bu t ton ,  o r  c l i ck  on  the  Creat ion  Sor t  bu t ton  to  pu t  them back  in  c rea t ion  o rder.
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3.  You can  en te r  a  Ti t le  Comment ,  such  as  ‘Maste r ’ ,  ‘Do  Not  Use ’ ,  ‘Out  Take ’ ,  e tc . 

4 .  The  sma l l  f i e ld  to  the  r igh t  o f  the  T i t l e  Comment  a l lows you  to  a t tach  aud io /v ideo 

to  tha t  spec i f i c  T i t l e  (as  above ) . 

5 .  The  +  but ton  w i l l  dup l i ca te  tha t  T i t l e  on  the  nex t  l i ne . 

6 .  S ince  most  med ia  i s  one-s ided,  the  Side  f i e ld /but ton  de fau l t s  to  A .  I f  you  a re 

en te r ing  t i t l es  fo r  a  two s ided med ium ( l i ke  a  casse t te ,  CD,  o r  DVD) ,  and the 

t i t l e  be longs  on  s ide  B,  c l i ck  on  the  Side  f i e ld /but ton  to  togg le  i t  to  B .  A l l  s ide 

B  Ti t les  w i l l  s l ide  to  the  bot tom o f  the  l i s t ,  be low a l l  A  T i t les .  A f te r  togg l ing  the 

Side  f i e ld /but ton ,  you  may  need to  re -sor t  the  Ti t les  by  one  o f  the  th ree  sor t 

bu t tons  descr ibed above .  A l though s ide  A  T i t les  and  s ide  B  T i t les  appear  in  one 

por ta l  on  sc reen  ( to  save  sc reen  space ) ,  they  w i l l  appear  in  the  cor rec t  p lace  on 

the  p r in ted  J-cards .  Don’t  fo rge t  tha t  s ide  B t i t l e  # ’s  shou ld  p robab ly  s ta r t  w i th 

“1” . 

7 .  En te r  t ime codes  in  the  TC  Start  and  TC End f i e lds ,  wh ich  w i l l  ca lcu la te  a 

dura t ion  t ime.  The  TC Sta r t  Sor t  but ton  w i l l  so r t  the  l i s t  by  tha t  f i e ld .  Dura t ions 

a re  ca lcu la ted  based on  the  TC  Start  and  TC End f i e lds  bu t  th i s  may  be 

over r idden.  Over r idden dura t ions  a re  shown in  b lue  to  he lp  d i f f e ren t ia te  them. 

8 .  F ina l l y,  t ype  the  F i l e  S i ze  o f  the  med ia  ( i f  i t  i s  a  d ig i ta l  f i l e . )

9 .  C l i ck ing  on  the  Go To but ton  nex t  to  the  T i t l e  on  th4  le f t  w i l l  t ake  you  to  tha t 

T i t l e ’s  record  in  the  Ti t les  modu le .  To  re tu rn  to  the  Library  modu le ,  c l i ck  on  the 

red  tex t  L ib ra ry  &  Labe ls  tab  on  the  upper  r igh t  o r  c l i ck  the  Back  bu t ton  in  the 

Funct ion  Bar .

Comments sub-tab
The Comments  sub- tab  p rov ides  an  a rea  in  wh ich  you  can  leave  any  add i t iona l  comments  about  the 

par t i cu la r  p iece  o f  med ia . 

Tracks sub-tab
I f  your  med ia  has  e igh t  t racks ,  such  as  DA-88 /  ADAT tape ,  use  the  Tracks  sub- tab  to  en te r  what  i s 

recorded on  each  t rack .  Th is  l abe l  can  then  be  eas i l y  p r in ted  f rom the  Pr in t  Menu  o f  the  Library  modu le . 

For  de ta i l ed  in fo rmat ion  about  p r in t ing ,  see  the  Pr in t  Menu  sec t ion  a t  the  end o f  th i s  chapte r.

Related Media Assets sub-tab
I n  some cases ,  the re  may  be  severa l  med ia  asse ts  assoc ia ted  w i th  a  p ro jec t .  For  i ns tance ,  i f  you  a re 

work ing  on  a  f i lm o r  TV  pro jec t  tha t  has  mu l t ip le  cues ,  a l l  cues  assoc ia ted  w i th  th i s  p ro jec t  w i l l  be  l i s ted 

in  the  Re la ted  Med ia  Asse ts  sub- tab .  To  v iew Deta i l s  about  a  re la ted  med ia  asse t ,  c l i ck  the  Go To  bu t ton 

nex t  to  the  med ia  asse t .

Package sub-tab
I n  some cases ,  you  may  rece ive  a  box  o f  med ia  o r  med ia  asse ts ,  a l l  re la ted  to  a  spec i f i c  p ro jec t . 

Ins tead o f  logg ing  each  p iece  o f  med ia  in  and out  ( i nd i v idua l l y )  you  can  manage a l l  o f  i t  as  a  Package.  

I f  fo r  i ns tance  you  have  6  p ieces  o f  med ia ,  S tud io  Su i te  w i l l  l og  in  a l l  the  components  o f  th i s  package 
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s imu l taneous ly,  c rea t ing  6  records  in  the  da tabase .  You can  then  log  them a l l  i n  and out  by  logg ing  the 

s ing le  package. 

Th is  modu le  a l so  d isp lays  a l l  i t ems in  the  package under  ‘This  Package conta ins : ’ .

Disk Log sub-tab
Th is  tab  a l lows you  to  document  ( “Log” )  a l l  f i l es  tha t  a re  on  a  g i ven  d isk ,  o r  j us t  a  spec i f i c  fo lde r,  i n 

assoc ia t ion  w i th  a  spec i f i c  Med ia  Asse t ,  P ro jec t ,  and C l i en t .  More  than  one  log  can  be  a t tached to  each 

record .

Tips for Using the Disk Log

•  Cl ick ing  the  Log a  D i rec to ry  but ton  w i l l  open  a  s tandard  opera t ing 

sys tem d ia log  where  you  can  se lec t  the  Hard  Dr i ve  o r  Fo lder  you  wou ld 

l i ke  to  log . 

•  When add ing  Hard  Dr i ve  to  a  D isk  Log you  have  the  opt ion  to  f i l t e r  the 

meta  da ta  o r  to  log  the  en t i re  conten ts  o f  a  fo lde r  (o r  mu l t ip le  fo lde rs ) .

•  I f  you  log  a  Hard  Dr i ve ,  you  can  type  the  Hard  Dr i ve  s i ze  in  the  Capaci ty 

f i e ld .

•  The l i s t  w i l l  then  d isp lay  a  new l i ne  i tem record  fo r  each  f i l e  and fo lde r 

w i th in  the  d r i ve  o r  fo lde r  you  se lec ted .

•  The Viewing Log  f i e ld  w i l l  d i sp lay  the  log  number  you  a re  v iew ing ,  i . e . 

‘V iew ing  Log 1  o f  1 ’ .

•  Each log  has  7  co lumns a l l  w i th  d rop down opt ions  fo r  what  w i l l  be 

d isp layed.   The  d isp lay  opt ions  range  f rom Image Descrpt ion ,  Created 

Date ,  Fi le  Type  to  Fi le  S ize ,  JPEG Comment  and  GPS ,  and  many 

more ,  a l l  t aken  f rom the  f i l e  i n fo rmat ion . 

•  Cl ick ing  the  a r row nex t  to  a  fo lde r  w i l l  expand o r  co l l apse  i t , 

•  Cl ick ing  ON the  fo lde r  name w i l l  d i sp lay  a  message ask ing  i f  you  want 

to  ‘Open th i s  fo lde r? .  In  the  fu tu re ,  you  can  bypass  th i s  message by 

SHIFT+Cl ick ing  on  the  fo lde r. 

•  Cl ick ing  on  a  f i l e  name w i l l  d i sp lay  a  message ask ing  i f  you  want  to 

‘Open th i s  f i l e? .  Choos ing  Yes  w i l l  l aunch  i t  i n  i t ’s  na t i ve  app l i ca t ion .  In 

the  fu tu re ,  you  can  bypass  th i s  message by  SHIFT+Cl ick ing  on  the  f i l e . 

•  Cl ick ing  on  the  f i l e  o r  fo lde r  i con  w i l l  se lec t  i t .  You  can  then  de le te  the 

s ing le  f i l e  o r  fo lde r  f rom the  log  by  p ress ing  the  De le te  bu t ton  in  the 

Funct ion  Bar .

•  To De le te  the  en t i re  log ,  c l i ck  the  De le te  Cur ren t  Log  bu t ton  above  the 

log  l i s t .
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NEW FEATURE: More Disk Log Meta-data options

Th is  i s  more  o f  an  “add i t iona l ”  fea tu re  than  a  new one .   D isk  Log now gathers  more 

meta-data  t ypes ,  i nc lud ing :  T imecode Beg inn ing ,  End ing  and Cur ren t ,  Mov ie  Dura t ion , 

Mov ie  Descr ip t ion ,  IPTC,  Image Descr ip t ion ,  GPS,  ImageURL,  JPEG,  RawEx i f ,  Ex i f ,  and 

XMP.   When log ing  a  hard  d r i ve ,  a l l  o f  these  opt ions  w i l l  be  p resented  as  f i l t e rs .

NEW FEATURE: Drop down display options for Disk Log Meta Data 
f i le types

Where  once  the re  were  f i ve  co lumns o f  s ta t i c  Meta  Date  f i l e  t ypes  on  d isp lay,  now there 

a re  seven  ever  changeab le  opt ions  fo r  Meta  Date  f i l e  t ypes  to  be  d isp layed.   The  b lue 

tex t  head ings  in  the  D isk  Log sub- tabs  a re  ac tua l l y  d rop  down menus  w i th  such  d i ve rse 

f i l t e rs  as  Crea t ion  Date ,  Image Descr ip t ion  and GPS.   Take  ‘em out  fo r  a  sp in  and f i nd 

the  combina t ion  tha t  works  bes t  fo r  you !

A t  th i s  t ime the  Tro i  F i l e  p lug- in  we’ re  us ing  to  accompl i sh  th i s  doesn ’t  have  the  ab i l i t y  to  ge t  the  i cons 

fo r  each  f i l e .

You can  s to re  mu l t ip le  logs  per  med ia  asse t ,  a l l ow ing  you  to  document  the  conten ts  o f  a  p ro jec t  d r i ve 

over  t ime.  For  example ,  log  the  conten ts  o f  a  med ia  asse t  a f te r  each  days  work  be fo re  you  make an 

ac tua l  backup.  The  Viewing Log  popup shows a  l i s t  o f  logs  to  choose  f rom.  Se lec t ing  one  w i l l  show tha t 

log  and the  da te  and t ime i t  was  made. 
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Detai l  List tab
The Deta i l  L i s t  tab  shows a  l i s t  v iew o f  your  l i b ra ry.  You can  sor t  by  the  Library  # ,  Pro ject ,  Media  Asset 

T i t le ,  Media ,  o r  People  f i e lds . 

•  To v iew a l l  med ia  asse ts  in  your  L ib ra ry,  c l i ck  the  F ind  A l l  bu t ton  in  the  Funct ion  bar . 

•  To v iew Deta i l s  about  a  med ia  asse t ,  c l i ck  the  Go To  bu t ton ,  wh ich  w i l l  t ake  you  to  the 

Deta i l  tab  fo r  tha t  record .  

•  To de le te  a  record ,  c l i ck  to  se lec t  i t ,  then  c l i ck  the  De le te  bu t ton  in  the  Funct ion  Bar .

•  Cl ick  the  IN /OUT  bu t ton  to  check  a  med ia  asse t  i n  o r  ou t .

           

   

Search List tab
The Search  L is t  tab  has  less  in fo rmat ion  than  the  Deta i l ed  L is t  tab  so  you  can  see  more  med ia  asse ts  to 

search  th rough a t  one  t ime. 

•  You can  sor t  by  the  Library  # ,  Project ,  Media  Asset  T i t le ,  Format ,  Media  Asset  # , 

C l ient ,  Media  Asset  Date ,  Bar  Code,  Record,  or  Bookable  Status f i e lds .

•  The Select  for  Release  check  box  i s  p rov ided pr imar i l y  as  a  u t i l i t y  used wh i l e  i n  the 

p rocess  o f  check ing  mu l t ip le  Med ia  asse ts  In  o r  Out  o f  the  Library .

•  I n  the  Status  co lumn,  you  can  v iew cur ren t  med ia  asse t  s ta tus ,  o r  schedu le  a  med ia 

i tem or  med ia  asse t  IN  o r  OUT o f  the  sys tem.   Use  the  same procedure  u t i l i zed  and 

descr ibed Log Media  OUT ,  and  Log Media  IN i ns t ruc t ions  above . 

•  Cl ick ing  on  the  Go To  bu t ton  w i l l  t ake  you  to  the  Deta i l  tab  fo r  tha t  record .

QC Report tab
The QC Repor t  tab  page i s  used to  c rea te  Qua l i t y  Check  (QC)  Repor ts .

The  upper  por t ion  o f  th i s  page  d isp lays  da ta  f rom the  Deta i ls  tab .  The  bot tom por t ion  a l lows you  to  c rea te 

and v iew Qua l i t y  Check  repor ts  fo r  the  cur ren t  med ia  asse t .  You may  make severa l  repor ts  fo r  a  s ing le  med ia 

asse t  to  t rack  the  qua l i t y  o f  a  med ia  asse t  over  t ime. 

How to create a new QC Report:
 

1 .  P ress  the  b lack  and g reen  New Repor t  bu t ton .   A  d ia log  w i l l  appear  ask ing  you 

to  name the  new repor t . 

2 .  The  Date  and  QC Tech  f i e lds  w i l l  au tomat ica l l y  l i s t  today ’s  da te  and the  user 

logged in to  S tud io  Su i te .  These  may  a lso  be  ed i ted  as  needed.  

3 .  Space  i s  a l so  p rov ided to  l i s t  app l i cab le  Time Code Offset  and  any  genera l 

no tes  regard ing  the  QC repor t .  
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4.  Use  the  check  boxes  p rov ided to  denote  the  t ypes  o f  checks  per fo rmed dur ing 

th i s  repor t .

5 .  A t  the  end o f  the  Qua l i t y  Check ,  l i s t  a  QC Grade in  the  top  r igh t  corner  QC 

w indow.

I temizing Errors found in the QC Report

•  Ente r  the  t ime code fo r  an  e r ro r  i n  the  TC f i e ld .   The  Feet |F rames f i e ld 

w i l l  be  au to-ca lcu la ted  f rom th is  en t ry.

•  Ente r  the  t ype  o f  e r ro r  i n to  the  Descr ipt ion  f i e ld  ( i . e .  pop,  c l ip , 

d i s to r t ion ,  e tc . )

•  I f  a  par t i cu la r  charac te r  o r  ro le  i s  a f fec ted ,  l i s t  the i r  t i t l e  i n  the 

Character/Role  f i e ld .

•  Use the  Durat ion,  Channel  # ,  and Sever i ty  f i e lds  to  l i s t  the  appropr ia te 

in fo rmat ion .  

•  Use the  check  boxes  to  l i s t  whether  the  e r ro r  i s  i n  the  source  mate r ia l 

and  eventua l l y  to  no te  tha t  i t  has  been f i xed .  

•  Any comments  regard ing  a  par t i cu la r  i ssue  can  be  l i s ted  in  the 

Comments  f i e ld  on  the  fa r  r igh t  o f  the  en t ry.

You may  v iew o ld  QC Repor ts  by  se lec t ing  them f rom the  d rop-down menu labe led  ‘Se lec t  Repor t . ‘   You  may 

o f  course  p r in t  any  QC repor t  us ing  the  Pr in t  bu t ton  in  the  QC in fo rmat ion  box .

Keywords tab
The Keywords  tab  a l lows you  to  en te r  keywords  tha t  make the  med ia  asse t  o r  med ia  i tem more  eas i l y 

searchab le .  Once keywords  a re  en te red  you  can  search  fo r  any  keyword  fo r  any  med ia  asse t .  

•  Calculated Summary of  a l l  Keywords for  T i t les  on th is  Media  Asset  –  on  the 

bot tom le f t  th i s  f i e ld  l i s ts  a l l  keywords  a t tached to  each  Ti t le  l i s ted  on  th i s  med ia  asse t . 

To  ed i t  th i s  f i e ld  you  must  ed i t  the  keywords  l i s ted  fo r  each  t i t l e  i n  the  Ti t les  modu le .

•  Keywords for  th is  Media  Asset  –  use  th i s  f i e ld  to  en te r  keywords  tha t  app ly  to  th i s 

med ia  asse t .  You may  en te r  keywords  in  two ways ;  by  s imp ly  t yp ing  them in ,  o r  by 

check ing  words  in  the  f i e ld  to  the  r igh t .   Th is  l i s t  o f  keywords  can  be  ed i ted  to  su i t  your 

needs  by  p ress ing  the  Ed i t  Keywords  bu t ton  on  the  r igh t .

 

Once  keywords  a re  en te red  you  can  search  fo r  any  keyword  fo r  any  med ia  asse t  us ing  the  F ind  func t ion . 

Asset History  tab
Whenever  a  med ia  asse t  i s  logged in  o r  ou t  o f  your  sys tem,  tha t  t ransact ion  i s  au tomat ica l l y  documented in 

the  Asse t  H is to ry  tab . 
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Ways to view the Media Asset History  

•  For  those  o f  you  fami l i a r  w i th  pas t  ve rs ions  o f  S tud io  Su i te ,  the  Log 

sub- tab  g i ves  you  a  fami l i a r  v iew o f  the  movement  h i s to ry  o f  a  med ia 

asse t .  

•  The I n /Out  Batches  sub- tab  g i ves  you  an  updated  v iew o f  the  med ia 

asse ts  movement  h i s to ry.   Under  th i s  sub- tab  you ’ l l  f i nd  the  Reca l l 

Ba tch  and  Repr in t  Fo rm but tons ,  as  we l l  as  Track  Package wh ich  i s 

descr ibed in  de ta i l  be low.

•  The Reca l l  Ba tch  bu t ton  i s  a  conven ien t  way  to  re - log  a  ba tch  o f  med ia 

asse ts  tha t  were  p rev ious l y  logged together.   Push ing  th i s  bu t ton  w i l l 

p lace  the  en t i re  l i s t  o f  re la ted  med ia  asse ts  in  the  Found Set .  For 

example ,  i f  you  sent  10  med ia  asse ts  ou t ,  you  cou ld  log  them back  in 

together  by  p ress ing  the  Reca l l  Ba tch  bu t ton  fo r  any  one  med ia  asse t 

and proceed to  check  them in  as  a  found se t . 

•  The Repr in t  Form  bu t ton  s imp ly  a l lows you  to  repr in t  a  Release  o r 

Receipt  fo rm.  Use fu l  i f  the  phys ica l  document  must  be  repr in ted  a t  a 

l a te r  da te .

•  Both  the  Reca l l  Ba tch  and  Repr in t  Form  bu t tons  w i l l  l i s t  the  assoc ia ted 

med ia  asse ts  i f  you  hover  over  them w i th  your  mouse  cursor.

In/Out Batches sub-tab
Track Package button 
I n  the  Asset  H is to ry  tab  you  can  t rack  the  sh ipp ing  p rogress  o f  your  med ia  o r  o ther  mate r ia l  movement . 

C l i ck ing  the  Track  Package but ton  l i nks  your  i t em to  the  sh ipp ing  vendor  ou t le t ,   p rev ious l y  se tup  in  the 

Deta i l  tab  ( IN-OUT s ta tus ) .  I f  you  d id  no t  p rev ious l y  per fo rm the  sh ipp ing  se tup  de ta i l  when check ing  an 

i tem OUT wh i l e  i n  the  L ib ra ry  Deta i l  tab ,  you  can  now input  tha t  i n fo rmat ion  here  d i rec t l y.

•  Locate  the  t ransact ion  you  w ish  to  update  accord ing ly  f rom the  l i s t .

•  Above  every  med ia  l i ne  i tem movement  t ransact ion ,  on  the  fa r  r igh t  (above  but tons : 

Reca l l  Ba tch ,  Repr in t  Form,  Track  Package )  i s  a  sma l l  b l i nd  tex t  f i e ld .   C l i ck  in  th i s  a rea 

(Sh ipp ing  co lumn)  and en te r  the  sh ipp ing  company  o f  record  in  s tandard  abbrev ia ted 

fo rm (Re :  FedEx ,  UPS,  USPS) .

•  Di rec t l y  ad jacent  to  the  sh ipp ing  company  in fo rmat ion  (Track  #  ID  co lumn)  i s  a  s im i l a r 

tex t  f i e ld  to  en te r  your  sh ipp ing  company ’s  p rov ided t rack ing  number  o f  record .

•  Now comple ted ,  you  can  a t  any t ime s imp ly  c l i ck  the  Track  Package  bu t ton  and v iew the 

p rogress  o f  your  sh ipped med ia .

Use Per Event sub-tab
The Use Per  Event  sub- tab  l i s ts  each  Event  tha t  has  been assoc ia ted  w i th  a  par t i cu la r  Med ia  asse t .  Th is 

a l lows you  to  see  when and where  a  med ia  asse t  was  used.  C l i ck ing  the  b lue  Go To wi l l  take  you  to  the 

Deta i l  tab  fo r  tha t  event .

Attach & FTP  tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Library  record .  The  At tach  &  FTP tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .
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Rates tab
The Rates  tab  i s  where  a l l  o f  the  va r ious  ra tes  assoc ia ted  w i th  the  ren ta l  o f  each  Med ia  asse t  a re  s to red . 

D isp layed by  way  o f  the  Rates modu le ,  wh ich  conta ins  p r ice  in fo rmat ion  fo r  a l l  the  d i f f e ren t  ways  tha t  a 

Med ia  asse t  (equ ipment ,  room,  o r  personne l )  m igh t  be  booked. 

NOTE:  Before  a  Media  Asset  can  have  Rates ,  i t  must  be  made Bookab le .

How to create a new Media Asset rate:

1.  C l i ck  the  b lack  and g reen  Create  New Rate  bu t ton .

2 .  I f  the  Med ia  asse t  has  a l ready  been made Bookab le ,  sk ip  to  s tep  7 .

3 .  I f  the  Med ia  asse t  has  not  been  made Bookab le ,  a  message w i l l  pop up:  ‘ I t ems 

must  be  Bookab le  be fo re  they  can  have  Rates .  Do you  want  to  make th i s  i t em 

Bookab le? 

4 .  In  o rder  to  c rea te  a  new Rate ,  you  must  choose  Yes .

5 .  I f  the  Med ia  asse t  i s  a  par t  o f  a  package and has  ch i ld  i tems a t tached,  a  message 

w i l l  appear :  “Th is  i t em has  ch i ld  i tems in  a  Package.  Do you  want  these  ch i ld 

i tems to  A lso  Book when th i s  paren t  i t em i s  booked?”  Choose  Yes  o r  No to 

cont inue .

6 .  The  message “Do you  want  th i s  new Bookab le  i tem to  be  d isp layed in  the 

Ca lendar  now?”  w i l l  appear.  Choose  Yes  to  add th i s  i t em to  the  Ca lendar  o r  No 

to  cont inue  w i thout  add ing  i t .   I t  can  be  added to  the  Ca lendar  l a te r.

7 .  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  the  de ta i l s  fo r  th i s  Rate . 

8 .   I n  the  top  row,  se lec t  the  i tem Category ,  a  d rop-down l i s t  i s  ava i l ab le  fo r 

common ly  u t i l i zed  resource  i tems.

9 .    Se lec t  an  assoc ia ted  resource  f rom the  SS I tem f i e ld  d rop down menu.  The f i e ld 

has  a  d rop-down menu showing  a l l  o f  the  Bookab le  I tems w i th in  each  Category. 

I f  you  choose  the  Room  Category  in  the  f i r s t  s tep ,  the  on ly  i t ems ava i l ab le  w i l l 

be  the  rooms marked as  bookab le  in  the  Rooms  modu le .  I f  the  i tem fo r  wh ich 

you  w ish  to  c rea te  a  ra te  i s  no t  l i s ted ,  make sure  i t  i s  marked as  bookab le  w i th in 

i t s  own modu le .  

IMPORTANT NOTE:   You cannot  type text  into  the Category  or  I tem f ie lds .  Use the 

opt ions that  are  l is ted in  the drop-down menu for  each f ie ld .

10.  En te r  a  descr ip t ion  fo r  the  ra te  in  the  SS Rate Name  f i e ld  ( i . e .  ‘P roToo ls  R ig#1’ , 

o r  ‘  S tud io  A  Hour l y  Rate ’ ,  e tc ) . 

NOTE:  the  Rate  Name is  fo l lowed by  a  number  and i s  p re-entered fo r  you upon the  c re-

a t ion  o f  a  new ra te  ( the  number  i s  used to  make sure  the  name is  un ique,  as  a l l  Rate 

Names must  be  un ique ) .
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11.  Se lec t  the  ra te  Cl ient  i n  the  nex t  f i e ld .  I f  th i s  spec i f i c  Rate  i s  to  be  a  “C l i en t -

Spec i f i c ”  ra te ,  c l i ck  the  Cl ient  f i e ld  and choose  the i r  name f rom the  d rop-down 

l i s t .  Th is  l i s t  d i sp lays  each  contac t  you  have  checked as  a  C l i en t  i n  the  Contacts 

modu le .   The  ‘C’  bu t ton  nex t  to  the  C l i en t  name w i l l  C lea r  any  c l i en t ( s )  se lec ted 

in  tha t  f i e ld .  You may  choose  to  l i s t  mu l t ip le  c l i en ts  fo r  a  s ing le  Rate  ( see  be low) .

12 .  Be low the  c l i en t  and account  de ta i l  a re  f i e lds  fo r  Qu ickBooks  account ing 

purposes .   The  QB f i e lds  a re  no t  requ i red  f i e lds  o f  i n fo rmat ion ,  bu t  can  be 

u t i l i zed  and des ignated  accord ing ly  fo r  account ing . 

NOTE:  prev ious  vers ions  o f  Stud io  Su i te  requ i red  one Stud io  Su i te  I tem name to  be 

l inked to  one QB I tem name.  New in  Stud io  Su i te  X ,  the  QB I tem name a l lows mul t ip le 

Stud io  Su i te  I tem names to  be  assoc ia ted wi th  one QB I tem.   See more  on  QuickBooks 

deta i l  be low.

13.   To  the  r igh t ,  c l i ck  the  cor rec t  ra te  Type  (Regu la r,  Over t ime,  Cred i t ) .  Regular  and 

Overt ime  a re  se l f -exp lana to ry.  Credi t  Rates  a re  those  wh ich  have  a  negat i ve 

va lue  on  the  to ta l  charge  fo r  a  p ro jec t .  Examples  o f  Cred i t  Ra tes  inc lude 

“Depos i t ” ,  “Payment ” ,  and “Cred i t  Memo” .  These  wou ld  be  used when the  c l i en t 

g i ves  you  money  to  decrease  the i r  ba lance  on  a  Pro jec t . 

14 .  The  Charge  and Expense  sec t ion  i s  where  assoc ia ted  amounts  you  a re  charg ing 

the  c l i en t ,  and the  expense  o f  the  i tem a re  l i s ted .   C l i ck  the  Unit  of  Measure 

f i e lds  and se lec t  a  un i t  o f  t ime fo r  Charge and  Expense  f rom the  pop-up menu. 

Then  type  the  amount  you  a re  charg ing  the  c l i en t  and your  expense  ( fo r  the 

spec i f i ed  un i t  o f  t ime )  i n  the  f i e lds  be low.   Prof i t  i s  au tomat ica l l y  ca lcu la ted  by 

the  mark-up percentage  used.  Market  va lue  i s  i nc luded in  th i s  sec t ion .   Marke t 
p r ic ing  i s  a  too l  to  p rove  wor th  o f  a  p ro jec t  by  in te r na l l y  compar ing  a l l  to  ac tua l 

es t imated  marke t  va lue . 

15 .  The  Charge  and Expense  sec t ion  a l so  inc ludes  f i e lds  to  en te r  a  resource  quant i t y 

(Qty )  amount  range .  You can  charge  your  p r ic ing  f i xed  by  bu lk  amounts  f rom a 

quant i t y  o f  1  to  999.  

16 .  The  Expense  f i e ld  i s  the  amount  tha t  each  Rate  cos ts  you ,  e i the r  i n  l abor  cos t , 

mate r ia l  cos t  ( fo r  med ia ) ,  o r  o ther  overhead (e lec t r i c i t y,  hea t ,  e tc ) .  En te r  the 

amount  th i s  i t em i s  cos t ing  you  ( fo r  the  spec i f i ed  un i t  o f  t ime ) .

17 .  Nex t ,  w i th in  the  Over t ime Rate  Specs  a rea ,  en te r  the  number  o f  Hours Before 

Overt ime  (beg ins )  fo r  the  Charge  and  Expense  assoc ia ted  w i th  the  dev ice . 

Then  c l i ck  the  Uses OT Rate  f i e ld  and se lec t  wh ich  over t ime ra te  f rom the  d rop-

down l i s t .  The  Charges Per  f i e ld  w i l l  d i sp lay  the  do l l a r  amount  o f  the  over t ime 

ra te  chosen.

NOTE:  For  3 rd  par ty  account ing  programs,  Over t ime in  Stud io  Su i te  must  be  a  separa te 

Rate .  The  Over t ime Rates  can be  v iewed,  but  not  ed i ted  on  the  O.T.  Rates- f ie ld . 
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18.  I f  the  Rate  i s  taxab le ,  se lec t  ( to  the  r igh t )  wh ich  taxes  app ly  to  the  Rate  in  the 

Tax Sett ings  f i e ld . 

19 .  To use  more  than  one  tax ,  p ress  SHIFT  and c l i ck  on  your  des i red  tax  t ypes .  To 

use  a l l  t axes ,  c l i ck  the  Al l  but ton .  (See  Se lec t ing  Mu l t ip le  Taxes  l a te r  i n  th i s 

sec t ion ) .

20 .  Se lec t  and check  i f  you  want  to  Inc lude In  Rate  Card ,  whether  the  Rate  Is 

Normal ly  Invoiced ,  i f  you  des i re  to  Exclude f rom Un-Invoiced I tem Reports , 

Commiss ionable ,  o r  i f  i t  i s  Exempt  From Cl ient  Discount  (See  Standard 

Rates Checkbox opt ions  be low) .

21 .  Change how  the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear.  Th is  i s 

the  o rder  in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .   (See  I nvo ice 

L ine  I tems  be low) .

22 .  Ente r  any  Addi t ional  Invoice Text  tha t  you  wou ld  l i ke  to  appear  on  the  invo ice 

fo r  th i s  i t em in  the  tex t  f i e ld  be low. 

23.  Cl ick  the  Cont inue  bu t ton  to  con f i rm your  new Rate .

NOTE:  The Rates-Create  New window cannot  be  c losed.  You MUST c l ick  the  Cont inue 

but ton .

The new Rate  w i l l  now appear  a t  the  bot tom o f  the  Rates  L is t .   You  may  need to  use  the  sc ro l l  ba r  (on 

the  r igh t )  to  v iew i tems a t  the  bot tom o f  the  Rates For :  Th is  Media  asset  por ta l  and a t  the  bot tom o f 

the  Al l  Rates for  th is  Category  por ta l . 

Edit the Rates Record

How to edit/change the information of a specif ic rate: 

1.  C l i ck  the  Go To but ton  on  the  le f t  o f  the  ra te  you  wou ld  l i ke  to  ed i t . 

2 .  The  Rates-Edi t  w indow w i l l  appear,  a l l ow ing  you  to  change in fo rmat ion  about 

th i s  spec i f i c  Rate . 

3 .  Make  your  changes  and c l i ck  Cont inue . 

4 .  Your  changes  w i l l  now be  re f l ec ted  in  the  Rates  l i s t .

Delete the Rates Record

How to permanently delete a Rates record:

1.  C l i ck  to  se lec t  the  Rate  in  the  Rates  For :  por ta l . .

2 .  C l i ck  the  red  Trash  Can  bu t ton  to  de le te  the  ra te .  Th is  w i l l  remove  the  ra te  f rom 

th is  Med ia  asse t  AND de le te  the  Rate  f rom the  Rates modu le .

3 .  The  fo l low ing  message w i l l  appear ;  ‘A re  you  sure  you  want  to  de le te  th i s  Rate? 

I t  i s  no t  undo-ab le .



24-20

Studio Suite X           Chapter 24 - Library & Labels module

4.  I f  you  a re  su re ,  Choose  De le te .

CAUTION:  you CANNOT undo th is .  I f  you Delete  a  Rates  Record,  i t  wi l l  perma-

nent ly  be de leted. 

NOTE:  For  more  spec i f ic  in fo rmat ion  about  Rates ,  inc lud ing  C l ient  Spec i f ic  Rates ,  Mu l -

t ip le  C l ient  Rates ,  Defau l t  Rates ,  Taxes  e tc . ,  read the  Rates module  chapter  o f  th is 

User ’s  Gu ide .

 

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  o f fe rs  many  cho ices  fo r  p r in t ing  labe ls  and s t i cke rs  fo r  use  in  your 

tape  l ib ra ry. 

Print sub-tab

Label printing options:

•  Pr int  With  Barcodes  ( i t  w i l l  a lways  p r in t  your  Barcode # ,  no t  the 

Cl ient ’s  Barcode ) , 

•  Pr int  With  Time Codes  –  the re  a re  l ayouts  w i th  and w i thout  T ime 

Codes . 

•  Which  Company/Logo  –  use  the  d rop-down l i s t  to  choose  wh ich 

company ’s  logo  and re tu rn  address  w i l l  appear  on  each  pr in tou t ,  o r  you 

can  se lec t 

•  Use Cl ient  Logo Instead -  check  th i s  box  to  p r in t  the  logo  and phone/

address  in fo  fo r  the  spec i f i ed  c l i en t  (assuming  the i r  record  in  the 

Contacts  modu le  conta ins  a  logo ) .

You have  a  cho ice  o f  many  fo rmats :  D-2 ,  M in i  DV,  Betacam,  DAT labe ls  and s t i cke rs ,  Compact  D isc/DVD 

labe ls  and s t i cke rs  as  examples .

NOTE:  Depend ing on  the  s ty le  o f  the  labe l ,  c l ick ing  a  pr in t  but ton  w i l l  b r ing  you to  a  se tup page 

on wh ich  you may see  severa l  cho ices .

You may  f i nd  a  togg le  bu t ton  wh ich  a l lows you  to  spec i f y  tha t  you  a re  mak ing  “One Copy  Each o f  the 

Found Set  o f  Med ia  asse ts“  o r  “One o r  More  Cop ies  o f  the  Cur ren t  Med ia  asse t . “   You  may  a lso  see  a 

f i e ld  on  the  upper  r igh t  tha t  a l lows you  to  se lec t  the  p r in t -pos i t ion  fo r  the  l abe l  ( fo r  l abe ls  tha t  f i t  2  o r 

more  per  page ) . 

How to choose one copy for printing: 

1.  Se lec t  the  opt ion  labe led  ‘One Copy  Each o f  Found Set  o f  Med ia  asse ts ’ .  Th is 

w i l l  p r in t  the  l abe l  as  i t  appears .

2 .  I f  you  l i ke ,  you  can  c l i ck  on  the  labe l  f i e ld  d i rec t l y  and type  your  own in fo rmat ion 

w i th in .
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How to choose mult iple copies for printing:

1.  Se lec t  the  opt ion  labe led  ‘One o r  More  Cop ies  o f  Cur ren t ’ .

2 .  Th is  w i l l  d i sp lay  se lec t ions  fo r  Automat ic  and Custom.

3 .  Se lec t ing  Automat ic  w i l l  then  d isp lay  a  se t  o f  check  boxes  labe led  Select 

Posi t ions ( l abe l  t ype  dependant ) .  These  boxes  a re  used to  choose  the  pos i t ion 

on  the  labe l  on  the  p r in t  paper.  For  i ns tance ,  i f  you  have  a  Sp ine  labe l  p r in t 

paper  w i th  10  sp ines  per  page ,  you  w i l l  see  10  boxes .   Use  them to  choose 

wh ich  Pos i t ions  to  p r in t .

4 .  Se lec t ing  Custom w i l l  d i sp lay  a  co lumn o f  bu t tons  (Cl ien t ,  Pro jec t  name ,  Media 

Asse t  T i t l e ,  e tc . ) .  Use  these  but ton  to  au to- f i l l  i n  the  Pr in t  l abe l .  For  i ns tance , 

c l i ck ing  C l i en t  w i l l  pu t  the  c l i en t  name in  the  p r in t  l abe l  f i e ld .  C l i ck ing  Pro jec t 

Name  w i l l  pu t  the  name o f  the  p ro jec t  be low the  c l i en t ,  and so  on .

5 .  You can  a lso  c l i ck  in  the  f i e ld  and type  any  in fo rmat ion  you  wou ld  l i ke .

6 .  Once you  have  chosen your  p r in t  copy (s )  and layout ,  c l i ck  the  l a rge  Pr in t  but ton .

7 .  Th is  w i l l  open  a  s tandard  opera t ing  sys tem pr in t  d ia log .

8 .  Make  the  appropr ia te  se lec t ions  and choose  OK  to  p r in t .

Many  o f  these  sc reens  have  a  F ind  Cur ren t  Record  On ly  but ton  tha t  he lps  to  m in im ize  a  common e r ro r 

o f  p r in t ing  labe ls  fo r  the  en t i re  found se t .  I f  you ’ re  jus t  p r in t ing  one  labe l ,  i t ’s  a  good idea  to  c l i ck  th i s 

bu t ton .

NOTE:  These  a re  not  the  layouts  tha t  a re  pr in ted,  so  don’t  make the  mis take  o f  modi fy ing  these 

layouts  i f  you  want  to  make layout  changes .  You need to  make changes  on  the  actua l  p r in t ing 

layouts ,  descr ibed be low in  ‘Modi f ica t ions  to  Pr in t  Layouts ’  

 

 
Printing Forms  
I n  the  bot tom r igh t  the re  i s  a l so  the  opt ion  to  p r in t  severa l  Forms  i nc lud ing  a  cur ren t  L ib ra ry  L i s t 

showing  a l l  o f  the  i tems wh ich  a re  cur ren t l y  “ IN”  your  tape  l ib ra ry  (exc lud ing  those  wh ich  a re  “OUT”  o f 

your  l i b ra ry )  and a  His to r ica l  L ib ra ry  L i s t  showing  a l l  i t ems tha t  have  ever  been  in  your  l i b ra ry,  i nc lud ing 

those  i tems tha t  have  been re leased.

Modif ications to Print Layouts
Because  the  p r in t ing  o f  l abe ls  invo lves  a  p rec ise  a l ignment  o f  the  l abe l  sheets  to  your  par t i cu la r  p r in te r, 

i t  i s  l i ke l y  tha t  you  may  need to  do  some pr in t  l ayout  ad jus tments  to  the  header  and body  s i ze .
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You may  a lso  want  to  mod i f y  the  l ayouts  by  add ing  o r  de le t ing  f i e lds  and f i e ld  l abe ls  to  su i te  your 

p re fe rences .  Th is  i s  a  l i t t l e  t r i cky,  because  the re  a re  severa l  p r in t  l ayouts  fo r  each  type  o f  l abe l . 

How to modify label layouts:

1.  F rom the  V iew menu in  the  too l  ba r,  se lec t  Layout .78

2.  Then  c l i ck  the  Layout  bu t ton  jus t  above  the  Book icon  in  the  S ta tus  a rea  ( th i s  i s 

fa r  l e f t  s ide  o f  the  F i l emaker  w indow.

3 .  Se lec t  the  L ib ra ry  Labe l  you  want  to  mod i f y.

4 .  When you  a re  done  w i th  your  mod i f i ca t ions ,  se lec t  Browse Mode f rom the  V iew 

menu in  the  too l  ba r.

NOTE:  For  best  resu l ts ,  any  layout  modi f ica t ions  shou ld  be  done by  someone wi th  some 

exper ience in  F i leMaker.   As  there  a re  many  vers ions  o f  each labe l ,  i t  may  take  a  few 

exper iments  to  make sure  you a re  modi fy ing  the  cor rect  labe l  l ayout .  Use  regu la r  paper 

to  tes t  p r in t ,  so  you don’t  waste  your  expens ive  labe l  sheets .

 

Beware of Mask Fields when Edit ing Layouts!
Severa l  o f  the  p r in t ing  layouts  have  “mask”  f i e lds  tha t  h ide  the  labe ls  tha t  shou ld  NOT be  p r in ted  (on 

mu l t i - l abe l  sheets ) .  These  mask  f i e lds  a re  g rouped together  w i th  b ig  red  squares  to  make them v is ib le , 

and a lso  to  make them movab le  as  a  g roup.  I f  you  need to  ed i t  l ayouts  tha t  have  these  mask  f i e lds ,  no te 

the  exact  loca t ion  o f  the  red  g roup,  move  i t  o f f  to  the  s ide ,  make  the  ed i ts ,  and then  move  back  to  the 

o r ig ina l  l oca t ion .

Be fo re  tack l i ng  any  mod i f i ca t ions ,  be  su re  to  make a  backup o f  the  f i l e  f i r s t !

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  T i t l es  &  Tracks  tab  to  go  to  tha t  modu le .

C l i ck  the  Media  Invento ry  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Library  & Labels  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu , 

c l i ck  the  Main  Menu tab .
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The Maintenance modu le  keeps  t rack  o f  pa r ts  o rdered  and used fo r  repa i rs  to  your  equ ipment .   Add i t iona l l y, 

i t  t racks  when the  nex t  ma in tenance  i s  due .  Each  ma in tenance  repor t  i s  assoc ia ted  w i th  a  par t i cu la r  p iece  o f 

equ ipment  (as  l i s ted  in  the  Equipment  modu le ) .  S tud io  Su i te  deve lops  a  h i s to ry  o f  what  and how much each 

repa i r  cos ts  and au to-ca lcu la tes  the  to ta l  repa i r  cos t  over  the  l i f e t ime o f  a  p iece  o f  equ ipment .

In this chapter you wil l  read about how to:
• 	 Create  a  new ma in tenance  repor t

• 	 Create  a  new equ ipment  S ta tus  names o r  ed i t  ex i s t ing  repa i r  S ta tuses

How to create a new maintenance report:

1.  C l i ck  the  Equ ipment  tab  modu le  loca ted  in  the  upper  r igh t  o f  the  sc reen .  Th is  w i l l 

t ake  you  to  the  Equipment  modu le .

2 .  C l i ck  the  L is t  tab .   Then  c l i ck  to  se lec t  the  i tem fo r  wh ich  you  want  a  repor t .

3 .  C l i ck  the Ma in tenance  H is to ry  tab.  The  Ma in tenance  H is to ry  fo r  tha t  dev ice 

shou ld  appear.

4 .  C l i ck  the  b lack  and g reen  Create  New Ma in tenance  Repor t  bu t ton .

5 .  Th is  w i l l  b r ing  you  to  the  Maintenance  modu le  w i th  the  Deta i l  tab  fo r  tha t  dev ice 

a l ready  se lec ted .

6 .  The  Status  f i e ld  w i l l  au tomat ica l l y  be  labe led  as  “Broken” .

7 .  On the  r igh t  s ide ,  en te r  the  Order  Date ,  o r  c l i ck  on  the  Order  Date  but ton  to 

en te r  today ’s  da te . 

8 .  Se lec t  a  Pr ior i ty  f rom the  open f i e ld  be low.  Make your  se lec t ion  f rom an  ed i tab le , 

pop-up menu f i e ld . 
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9.  Back  to  the  le f t  s ide  sec t ion ,  en te r  a  Descr ipt ion  o f  the  cur ren t  s ta tus  f rom the 

d rop down menu,  add the  cur ren t  Locat ion  o f  the  dev ice ,  what  the  Barcode 

i s ,  how i t  was  Patched From/To  when the  p rob lem occur red ,  and what  the 

Problem  i s  i n  the  p rov ided f i e lds . 

10 .  En te r  Parts  Ordered  fo r  the  dev ice  and the  Parts  Used  to  repa i r  i t . 

11 .  Then  on  the  r igh t ,  be low the  Pr io r i t y  se t t i ng ,  en te r  who the  p rob lem was  Reported 

by ,  who the  User  was  when the  p rob lem occur red ,  who i t  was  Serv iced by ,  and 

the  Project  Name  and  Project  # .

12 .  The  Report  Date  and  Report  T ime  a re  au tomat ica l l y  en te red  when you  c rea te  a 

new record  o r  you  can  manua l l y  change them.  Ente r  the  Serv iced Date  o r  c l i ck 

on  the  Serv iced  Date  bu t ton  to  en te r  today ’s  da te .

13. In  the  Act ion Taken  f i e ld ,  t ype  what  was  per fo rmed to  f i x  the  p rob lem.

14.  F i l l  ou t  the  number  o f  Hours  spent  work ing  on  i t  and  the  (cos t /per )  $/Hr .  Th is 

w i l l  then  au tomat ica l l y  ca lcu la te  the  Labor  Cost .

15 .  Type  in  the  cos t  o f  Parts  beneath  the  Labor  Cost  sub- to ta l .  Th is  w i l l  ca lcu la te 

the  to ta l  Repair  Cost .

17 .  Ex i t i ng  th i s  sc reen  by  us ing  any  o f  the  p rov ided but tons  w i l l  a l so  au tomat ica l l y 

con f i rm the  changes .

Detai l  tab
The Deta i l  tab  d isp lays  a  de ta i l ed  repor t  about  a  par t i cu la r  p rob lem w i th  a  spec i f i c  p iece  o f  equ ipment .   A l l 

i n fo rmat ion  in  the  Deta i l  tab  w indow is  ed i tab le .   For  more  in fo rmat ion  on  th i s  tab ,  see  the  above  descr ip t ion 

fo r  “To  c rea te  a  new ma in tenance  repor t ”  and “Out  Of  Serv ice” .

Out Of Service
The Out  o f  Serv ice  a rea  on  the  bot tom prov ides  a  too l  fo r  you  to  B lock  Out  th i s  i t em f rom in te r na l  use 

fo r  a  spec i f i ed  per iod  o f  t ime.  Add a  Comment ,  then  se lec t  your  From  da te  w i th in  the  f i e ld ’s  d rop-down 

ca lendar  p rov ided.  Nex t ,  i n  the  f i e ld  jus t  be low,  se lec t  the  p re fe r red  b lock  s ta r t  t ime f rom the  d rop-down 

“ t imes”  menu.  Repeat  the  same procedure  fo r  the  To  f i e lds  jus t  to  the  r igh t .   Th is  comple tes  the  da te /

t ime per iod  se tup  fo r  de te rm in ing  when the  equ ipment  i s  ou t  o f  se rv ice .  When the  t ime f rame se lec t ion 

i s  comple ted ,  c l i ck  the  l a rge  B lock  Out  bu t ton .   Se lec t ing  the  B lock  Out  bu t ton  adds  th i s  dev ice  as  a 

“se rv ice  b lock”  occur rence  ( shown on  the  Stud io  Su i te  Calendar ) .

List tab
The L is t  tab  shows a l l  o f  the  ex is t ing  ma in tenance  repor ts  fo r  your  equ ipment .  Use  th i s  v iew to  qu ick l y  scan 

down and see  wh ich  i tems a re  in  need o f  se rv ice .  C l i ck ing  the  Go To  bu t ton  to  the  le f t  o f  your  se lec ted  i tem 

w i l l  t ake  you  to  the  Deta i l  tab  fo r  tha t  Dev ice .

Attach & FTP tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies  to  an  ind iv idua l  Maintenance record .  The  At tach  &  FTP  tab  i s  the  where  a l l  o f  these 

a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r  o f  th i s 

User ’s  Gu ide .
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Status Colors tab

How to create a new equipment Status names or edit  exist ing repair 
Statuses:

1.  C l i ck  the  Ed i t  bu t ton  above  the  co lumn o f  Task Status  names. 

2 .  Ed i t  the  resu l t i ng  l i s t  so  tha t  i t  re f l ec ts  your  des i red  se t  o f  equ ipment  S ta tuses , 

c l i ck  OK .

3 .  A f te r  re tu r n ing  to  the  the  Sta tus  Co lo rs  tab ,  c l i ck  the  Color  f i e ld  fo r  each  s ta tus 

and choose  a  co lo r  f rom the  co lo r  p icker.

Report tab
The Repor t  tab ,  fo rmer l y  the  P r in t  tab ,  a l lows you  to  se lec t  your  Company Name ,  con f i rm your  Letterhead 

Sty le ,  and to  ve r i f y  tha t  the  cor rec t  Logo i s  shown fo r  your  repor t -p r in t ing  purposes .

Pr int  sub- tab
Your  p r in t  opt ions  inc lude  a  Pr in t  S imp le  L i s t  bu t ton ,  a  Pr in t  Ma in tenance  H is to ry  fo r  Cur ren t  I tem  bu t ton 

and a  Pr in t  Fu l l  Repor t  o f  Cur ren t  Record  but ton . 

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  Go To  bu t ton  to  go  to  the  Main tenance  H is to ry  tab  ( fo r  tha t  dev ice )  i n  the  Equipment  modu le . 

C l i ck  the  Equ ipment  tab  to  got  to  the  Equipment  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Maintenance  modu le  in  S tud io  Su i te . 

To  re tu rn  to  the  Main Menu ,  c l i ck  the  Main  Menu  tab .



2 6
M e d i a  I n v e n t o r y  m o d u l e

F i le  Name:   SSX_L ibra ry. fmp12

s s x



26-2

Studio Suite X           Chapter 26 - Media Inventory module

The Media  Inventory  modu le  shows a l l  i nven to r ies  o f  b lank/v i rg in  med ia  ( tapes ,  d i scs ,  d r i ves ,  e tc . )  ava i l ab le 

fo r  use .  I t  a l so  d isp lays  m in imum s tock  leve ls ,  ‘on-order ’  amounts ,  cos ts ,  vendors ,  e tc .  I t  au tomat ica l l y 

a le r ts  you  (upon s ta r t -up )  when you  a re  be low a  m in imum quant i t y  fo r  a  ce r ta in  i tem.  You can  se lec t  f rom 

up to  th ree  d i f f e ren t  vendors  ( l i nked f rom the  Contacts  modu le ) ,  w i th  p r ice  in fo rmat ion  fo r  each  i tem,  and 

au tomat ica l l y  c rea te  Purchase  Orders  fo r  low s tock  I tems. 

Th is  modu le  in te rac ts  w i th  the  Projects  modu le  and whenever  a  quant i t y  o f  med ia  i s  ass igned to  a  Pro jec t , 

tha t  quant i t y  i s  pu t  on  reserve .  When tha t  p iece  o f  med ia  i s  reconc i l ed  (by  c l i ck ing  the  Reconc i l e  but ton  in 

the  Projects  modu le ) ,  the  reserva t ion  in  counted  to  usage  and tha t  quant i t y  i s  subt rac ted . 

P r ices  fo r  med ia  a re  he ld  as  Rates ,  a l low ing  you  to  se l l  the  same med ia  a t  d i f f e ren t  p r ic ing  s t ruc tu res  (b lank , 

p re- fo rmat ted ,  as  dubs ,  used,  to  d i f f e ren t  c l i en ts ,  i n  quant i t y,  e tc . ) .

S tud io  Su i te  sh ips  w i th  severa l  popu la r  t ypes  o f  med ia  a l ready  l i s ted  in  th i s  modu le .

In this chapter you wil l  read about how to:
• 	 Ed i t  i n fo rmat ion  about  your  med ia

• 	 Pr in t  the  record  on  the  sc reen

• 	 Create  a  new Med ia  Record

• 	 Create  a  new Med ia  Rate

• 	 Ed i t /change the  in fo rmat ion  o f  a  spec i f i c  ra te

• 	 Permanent l y  de le te  a  Rates  record
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L is t  tab
The L is t  tab  p rov ides  an  overv iew o f  a l l  o f  the  med ia  resources  you  have  in  s tock .  

How to edit  information about your media:

1.  C l i ck  the  Go To  bu t ton  nex t  to  an  i tem in  the  l i s t .

2 .  Th is  w i l l  d i sp lay  the  Deta i l  tab  fo r  tha t  spec i f i c  med ia  i tem.

3 .  W i th in  the  Deta i l  tab ,  Ed i t  any  in fo rmat ion  you  need such  as  the  Brand ,  Size , 

Format ,  I t em Descr ipt ion ,  o r  any  Media  Code  and  UPC Barcode  i n fo rmat ion . 

NOTE:  The Pr in t  Th is  but ton  a t  the  end o f  the  sub- tab row wi l l  p r in t  the  found l i s t  in  the 

order  by  wh ich  i t  i s  cur rent l y  sor ted . 

Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen . 

How to print the record on the screen:

1.  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

2 .  The  page w i l l  then  be  d isp layed.

3 .  C l i ck  the  Cont inue  but ton  in  the  S ta tus  Area  to  the  top  r igh t .

4 .  Another  p r in t  d ia log  w i l l  appear.

5 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r 

to  be  u t i l i zed .

6 .  C l i ck  Pr in t  to  p r in t .

Find Items Below Minimum button

 

The  F ind  I tems Be low Min imum but ton  p rov ides  a  one-s tep  p rocess  to  sor t  the  Med ia  Invento ry  l i s t .   By 

c l i ck ing  the  but ton  loca ted  nex t  to  the  Pr in t  Th is  bu t ton ,  Med ia  tha t  a re  a t  o r  be low the i r  p rev ious l y 

spec i f i ed  invento ry  amounts  w i l l  be  l i s ted .   Check  Quant i t y  (Qty. )  I n  S tock  vs .  M in imum fo r  your  res tock ing 

purposes .   To  re tu rn  the  o r ig ina l  found l i s t  se lec t  F ind  A l l  on  the  Funct ion  Bar .  Med ia  i tems a t  o r  be low 

the  m in imum invento ry  w i l l  rema in  in  a  ye l low -co lo red  h igh l igh t  mode.

Detai l  tab
I n  th i s  Deta i l  tab ,  and a t  the  top  sec t ion  ( j us t  under  your  se lec ted  med ia  i tem name) ,  you  w i l l  en te r  the 

de ta i l ed  in fo rmat ion  fo r  each  type  o f  med ia .   I n fo rmat ion  he ld  here  inc ludes  Brand ,  Size ,   Format ,  and  Fu l l 

Descr ipt ion,  as  we l l  as  the  Bookab le  s ta tus  a t  the  top  o f  the  sc reen .
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Any i tem tha t  has  a  Rate  must  f i r s t  be  made Bookab le .   C l i ck ing  the  Bookab le  bu t ton  w i l l  p rompt  you  w i th 

the  fo l low ing  message:  ‘Do you  want  the  new bookab le  i tem to  be  d isp layed in  the  ca lender  now? C l i ck  “Yes” 

to  make Bookab le .   Se lec t  the  appropr ia te  Category  under  Med ia  f rom the  d rop down l i s t .

I n  the  m idd le  o f  the  page,  the re  i s  a  sec t ion  showing  a  tab le  fo r  Expense ,  Sale  Pr ice ,  and Prof i t .   By 

c l i ck ing  and en te r ing  your  med ia  cos t  i n  the  Expense  f i e ld ,  and then  en te r ing  your  Sa le  Pr ice  in  the  nex t 

f i e ld ,  the  tab le  w i l l  au tomat ica l l y  ca lcu la te  the  Pro f i t  fo r  you  in  the  Pro f i t  f i e ld .    

Other Field Descriptions

• 	 Media  Code  -  E i the r  the  mode l  number  o r  a  “made-up”  code tha t  you  can 

remember.  The  Med ia  Code i s  used on  the  Library  modu le  to  qu ick l y  en te r 

what  k ind  o f  med ia  i s  assoc ia ted  w i th  tha t  med ia  asse t .

• 	 UPC Barcode  -  I f  you  en te r  (o r  scan  in )  the  Barcode fo r  each  type  o f  med ia , 

you  w i l l  be  ab le  to  book  med ia  f rom w i th in  the  Project  modu le  by  scann ing  i t 

i n .

• 	 Quant i ty  in  Stock  -  The  amount  you  have  in  s tock .

• 	 Avai lab le  for  Use  –  The  Quant i t y  you  have  in  S tock  m inus  Reserved Quant i t y. 

• 	 Minimum  A le r t  -  The  quant i t y  tha t  w i l l  t r i gger  a  “be low min imum” a le r t 

message upon s ta r t  up .  I tems tha t  a re  be low the  m in imum w i l l  a l so  have  a 

ye l low h igh l igh t  mak ing  i t  easy  to  f i nd  wh ich  one  needs  to  be  re-s tocked. 

• 	 Typica l  Order  Qty  -  The  i tem quant i t y  you  common ly  wou ld  secure  fo r  th i s 

med ia  p roduct  i t em based upon the  known f requency  o f  i t ’s  use . 

• 	 On Order  -  The  i tem quant i t y  l i s t i ng  you  p resent l y  have  on  o rder.

 

Create a new Media record

How to create a new Media Record:

1.  C l i ck  the  New  bu t ton  in  the  Funct ion  bar .

2 .  En te r  the  Brand ,  Size ,  Format ,  and  Ful l  Descr ipt ion  o f  the  med ia  t ype . 

3 .  In  the  nex t  tab le ,  en te r  the  Quant i ty  number  In Stock  and  the  Minimum Aler t 

you des i re .   (You  can  rece ive  a  warn ing  when the  s tock  o f  th i s  i t em drops  be low 

the  m in imum) .

4 .  Then  en te r  the  vendor  in fo rmat ion  be low by  c l i ck ing  on  the  Vendor  (1 ,  2 ,  or  3 ) 

f i e ld  and se lec t ing  the  vendor ’s  contac t  i n fo rmat ion  f rom the  d rop-down menu.  

A l l  contac ts  in  the  Contacts  modu le  tha t  a re  marked as  vendors  w i l l  appear  in 

th i s  menu.

5 .  F ina l l y,  c l i ck ing  the  Sale  Pr ice  f i e ld  w i l l  b r ing  up  the  New Rate  w indow,  a l low ing 

you  to  app ly  a  Rate  to  the  new med ia .  

6 .  A  new fea tu re  in  S tud io  Su i te  i s  the  ab i l i t y  to  c rea te  immed ia te  Purchase  Orders 

fo r  Med ia  Re-Order ing .   Se lec t ing  the  Create  Purchase  Orders  bu t ton  to  the  le f t 

o f  the  Vendor  in fo rmat ion  f i e lds  w i l l  p roduce  a  p r in tab le  fo rm showing  the  norma l 

re -o rder  amount  to ta l s  fo r  the  l i s ted  med ia  i tem. 
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Rates tab
The Rates  tab  i s  where  the  va r ious  ra tes  assoc ia ted  w i th  the  use  o f  Med ia  a re  s to red ,  by  way  o f  the  Rates 

modu le ,  wh ich  conta ins  p r ice  in fo rmat ion  fo r  a l l  o f  the  d i f f e ren t  ways  tha t  Med ia  m ight  be  booked. 

NOTE:  Before  media  can have  Rates ,  i t  must  be  made Bookab le .

Create new Media Rate

How to create a new Media Rate:

1.  Go to  the  Rates  tab  fo r  the  i tem in  ques t ion .

2 .  C l i ck  the  b lack  and g reen  Create  New Rate  bu t ton .

3 .  I f  the  Med ia  has  a l ready  been made Bookab le ,  sk ip  to  s tep  8 .

4 .  I f  the  Med ia  has  not  been  made Bookab le ,  the  fo l low ing  message w i l l  pop up: 

‘ I t ems must  be  Bookab le  be fo re  they  can  have  Rates .  Do you  want  to  make th i s 

i t em Bookab le? ’

5 .  In  o rder  to  c rea te  a  new Rate ,  you  must  choose  Yes .

6 .  I f  the  Med ia  i s  a  par t  o f  a  package and has  ch i ld  i tems a t tached to  i t ,  the 

fo l low ing  message w i l l  appear :  “Th is  i t em has  ch i ld  i tems in  a  Package.  Do you 

want  these  ch i ld  i tems to  A lso  Book when th i s  paren t  i t em i s  booked?”  Choose 

Yes  o r  No  to  cont inue .

7 .  The  message “Do you  want  th i s  new Bookab le  i tem to  be  d isp layed in  the 

Ca lendar  now?”  w i l l  appear.  Choose  Yes  to  add th i s  i t em to  the  Ca lendar  o r 

No  to  cont inue  w i thout  add ing  i t  to  the  Ca lendar.  The  i tem can  be  added to  the 

Ca lendar  l a te r  i f  you  change your  m ind .

8 .  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  the  de ta i l s  fo r  th i s  Rate . 

Fo l low the  ins t ruc t ions  be low to  add deta i l ed  Rate  in fo rmat ion .

Create New Rate window
• 	 In 	 the 	top 	row, 	the 	Category  and  Media  I tem name  w i l l  be  en te red ,  as  we l l  as  a  descr ip t ion 

fo r  the  ra te  in  the  Rate Name  f i e ld  ( i . e .  ‘CDs,  Each ’ ,  e tc ) . 

• 	 The 	 Rate 	 Type  o f  ‘Regu la r ’  w i l l  be  p re-se lec ted ,  s ince  Over t ime and Cred i t  usua l l y  do  not 

app ly  to  med ia  b i l l i ng .

• 	 The 	 Charge  co lumn i s  the  amount  you  a re  charg ing  the  c l i en t .  The  Unit  of  T ime  f i e ld  w i l l 

be  p re-se lec ted  to  ‘One T ime’  fo r  th i s  Charge,  s ince  i t  i s  t yp ica l  to  b i l l  fo r  med ia  “once  per 

i t em” ,  ra the r  than  by  the  hour  o r  day.  Now,  t ype  the  amount  you  a re  charg ing  the  c l i en t  (pe r 

un i t )  i n  the  Pr ice/Uni t  f ie ld . 

• 	 The 	Expense  co lumn i s  the  amount  tha t  each  Rate  cos ts  you .  The  Unit  of  T ime  f i e ld  w i l l  a l so 

be  p re-se lec ted  to  ‘One T ime’  fo r  the  Expense .  Type  the  amount  th i s  expense  cos ts  you  (pe r 

un i t )  i n  the  Pr ice/Uni t  f i e ld .

• 	 Over t ime	does 	not 	app ly 	 to 	Med ia , 	so 	 leave 	Hours Before  Overt ime  and  Expense  empty. 

• 	 I f 	 the 	Rate 	 i s 	 taxab le , 	 se lec t 	wh ich 	 taxes 	app ly 	 in 	 the 	Taxes  f i e ld . 

• 	 To 	use 	more 	 than 	one 	 tax , 	p ress 	and	ho ld 	 the 	SHIFT 	key 	and	c l i ck 	on 	your 	des i red 	 tax 	 t ypes .	

To use  a l l  t axes ,  c l i ck  the  Al l  but ton .  (See  Se lec t ing  Mu l t ip le  Taxes  i n  the  Rates module 

chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 I f 	 th i s 	 spec i f i c 	 Rate 	 i s 	 to 	 be 	 assoc ia ted 	 w i th 	 a 	 par t i cu la r 	 C l i en t , 	 c l i ck 	 the 	 Cl ient  f i e ld  and 
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choose  the i r  name f rom the  d rop-down l i s t .  Th is  l i s t  d i sp lays  each  contac t  you  have  checked 

as  a  C l i en t  i n  the  Contacts  modu le .   The  C but ton  nex t  to  the  C l i en t  name w i l l  c lea r  any 

c l i en t ( s )  se lec ted  in  tha t  f i e ld .  To  remove jus t  one  o f  many  C l i en ts  f rom the  l i s t ,  se lec t  the i r 

name wh i l e  p ress ing  and ho ld ing  SHIFT.

• 	 Se lec t 	whether 	 th i s 	Rate 	 Is  Normal ly  Invoiced ,  i f  i t  i s  Exempt  From Cl ient  Discount ,  i f  i t 

i s  Commiss ionable  o r  i f  you  want  to  Inc lude In  Rate  Card .  (See  Standard  Rate  Checkbox 

opt ions  under  the  Deta i l s  sub- tab  sec t ion  in  the  Rates module  chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 Change	 how  the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear.  Th is  i s  the  o rder 

in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .   (See  I nvo ice  L ine  I tems  under  the 

Deta i l s  sub- tab  sec t ion  in  the  Rates module  chapte r  o f  th i s  User ’s  Gu ide ) .  For  example ,  i n 

the  case  o f  Med ia ,  you  p robab ly  don’t  need to  inc lude  the  Sta r t  T ime o r  End t ime tha t  i t ’s 

used on  the  invo ice .

• 	 Ente r 	any 	Addi t ional  Invoice Text  tha t  you  wou ld  l i ke  to  appear  on  the  invo ice  fo r  th i s  i t em. 

• 	 C l i ck 	 the 	Cont inue  bu t ton  to  con f i rm your  new Med ia  Rate .

NOTE:  The Rates-Create  New window cannot  be  c losed or  cance led.  You MUST c l ick  the  Cont inue 

but ton . 

The new Rate  w i l l  now appear  a t  the  bot tom o f  the  Rates  L is t .   You  may  need to  use  the  sc ro l l  ba r  (on 

the  r igh t )  to  v iew i tems a t  the  bot tom o f  the  l i s t . 

I f  you  have  mu l t ip le  Rates ,  you  w i l l  need to  spec i f y  wh ich  one  i s  the  De fau l t  Ra te ,  by  c l i ck ing  on  the  D 

bu t ton  fo r  tha t  Rate .

NEW FEATURE: Special  Child Item Rates

Th is  handy  new fea tu re  i s  se t  up  to  a l low you  to  c rea te  d iscounted  packages  o f 

common ly  g rouped i tems (Camera ,  case ,  l enses ,  and t r ipod )  as  we l l  as  have  ra tes  fo r 

them ind iv idua l l y.  

Fo r  example ,  you  may  ren t  your  camera  by  i t se l f  fo r  $500/day,  the  camera  case  fo r 

$50/day,  the  se t  o f  l enses  fo r  $150/day  and the  t r ipod fo r  $50/day.   I f  you  were  to 

ren t  a l l  o f  these  i tems ind iv idua l l y,  you ’d  charge  $750.   You can  use  a  Spec ia l  Ch i ld 

I tem Rate  to  charge  $600/day  fo r  the  package,  i f  you ’d  l i ke .   I f  someone jus t  wanted 

the  lenses ,  i t  wou ld  s t i l l  cos t  them $150/day.   Essent ia l l y,  the  Spec ia l  Ch i ld  I tem Rate 

a l lows you  more  f l ex ib i l i t y  i n  your  bus iness  s t ruc tu re .

Edit the Rates Record

How to edit/change the information of a specif ic rate: 

1.  C l i ck  the  Go To  bu t ton  on  the  le f t  o f  the  Med ia  I tem  name. 

2 .  The  Rates-Edi t  w indow w i l l  appear,  a l l ow ing  you  to  change in fo rmat ion  about 

th i s  spec i f i c  Rate . 

3 .  Make  your  changes  and c l i ck  Cont inue . 

4 .  Your  changes  w i l l  now be  re f l ec ted  in  the  Rates  l i s t .
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Delete the Rates Record

How to permanently delete a Rates record:

1.  C l i ck  the  Trash  Can  i con  to  the  fa r  r igh t  o f  the  Med ia  i tem.

2 .  The  fo l low ing  message w i l l  appear ;  ‘A re  you  sure  you  want  to  de le te  th i s  Rate? 

I t  i s  no t  un-do-ab le ’ .

3 .  I f  you  a re  su re ,  Choose  De le te .

CAUTION:  You CANNOT undo th is .  I f  you Delete  a  Rates  Record,  i t  wi l l  be  perma-

nent ly  de leted. 

NOTE:  For  more  spec i f ic  in fo rmat ion  about  Rates ,  inc lud ing  C l ient  Spec i f ic  Rates ,  Mu l -

t ip le  C l ient  Rates ,  Defau l t  Rates ,  Taxes  e tc . ,  read the  ‘Rates  Modu le ’  chapter  o f  th is 

User ’s  Gu ide .

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Invoices  (on 

l i ne  i tems ) ,  Events  (on  l i ne  i tems ) ,  Library  (on  the  T i t l es  sub- tab ) ,  Media  Inventory 

(on  the  L is t  tab )  modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

Report tab

Print Options sub-tab
Al though the re  i s  a  Pr in t  Th is  bu t ton  on  the  L is t  tab ,  the re  i s  a l so  a  Pr in t  L i s t  bu t ton  on  the  Pr in t  Opt ions 

sub- tab .   I t ’s  s imp ly  another  way  to  p r in t  the  l i s t  o f  Media  Inventory .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .
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Cl ick  the  Rates  tab  to  go  to  tha t  modu le .

C l i ck  the  L ib ra ry  &  Labe ls  tab  to  go  to  tha t  modu le .

C l i ck  the  Pro jec ts  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Media  Inventory  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu , 

c l i ck  the  Main  Menu tab .



2 7
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This chapter has not been updated for SSX.  I t  wi l l  be 
updated in the next edit ion.

Mobi le  commun ica t ion  requ i rements  in  manag ing  aspects  o f  bus iness  opera t ions  has  lead  A l te rMed ia ,  Inc . 

to  c rea te  a  S tud io  Su i te  app l i ca t ion  fo r  the  iPhone.  The  iPhone combines  the  fea tu res  o f  a  mob i le  phone and 

w i re less  In te r ne t  dev ice .  The  Stud io  Su i te  iPhone app l i ca t ion  i s  a  read-on ly  resource  fo r  th ree  ma jo r  a reas 

o f  mon i to r ing  bus iness  ac t i v i t i es .  Contacts ,  Calendar ,  and  Tasks  can  be  accessed fo r  event  rev iew,  se rv ice 

updates ,  and genera l  accuracy. 

Access

The iPhone opt ion  i s  ava i l ab le  w i th  the  Network  and  In ternet  ve rs ions  o f  S tud io  Su i te  on ly.   You  must  f i r s t 

load  the  iPhone  package f rom the  Stud io  Su i te  p rogram CD on  to  your  se rve r.  Once  ins ta l l ed ,  access  to  the 

S tud io  Su i te  app l i ca t ion  occurs  v ia  the  In te r ne t . 

There  a re  a  se t  o f  iPhone f i l es  on  the  Ins ta l l a t ion  CD  which  you  add to  the  “S i tes”  fo lde r  w i th in  a  Mac o r  i n 

the  “Webroot ”  fo lde r  on  a  PC based sys tem.  Your  spec i f i c  IP  address  ( fo r  your  iPhone app l i ca t ion )  w i l l  be 

dependant  upon where  you  s to re  your  f i l es .  The  In te r ne t  por ta l  opens  the  v iew and page fo r  Log in .  
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• 	 Log in 	w i th 	your 	Username	and	Password 	 in fo rmat ion .

 Login view:

   

Home Page view
When you  a re  a t  the  Home page,  se lec t  f rom Contacts ,  Calendar ,  and  Tasks .   Choose  f rom the  ava i l ab le 

func t ions  and read-on ly  i t ems.

   

Contacts button
The Contac ts  bu t ton  i s  used to  f i nd  contac ts  saved w i th in  your  Contacts  modu le .  

Contacts 
Per fo rm an  ind iv idua l  search ,  sc ro l l ,  and  move  w i th in  page  g roups  o f  Contacts . 
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How to Find Al l :

1.  To  F ind  A l l ,  t ype  an  as te r i sk  ( * )  i n  the  Peop le  search  f i e ld .  Contacts  w i l l  be  in 

a lphabet ica l  o rder.   Scro l l  down to  v iew a l l  contac ts  on  the  page (1-20 ) . 

2 .  W i th  the  access  keys  a t  the  top  and bot tom o f  each  page,  c l i ck  the  Forward 

Ar row key  ( shown be low)  to  nav iga te  to  the  nex t  page  o f  g rouped contac ts  (20-

40 ) .  Add i t iona l l y,  you  can  c l i ck  the  doub le  a r row key  to  go  to  the  las t  ava i l ab le 

contac t ,  do  jus t  the  oppos i te  to  re tu r n  to  the  f i r s t  contac t  i n  the  found se t  o f 

Contac ts .  

 

How to Find One:

1.  Use  the  search  f i e ld  a t  the  top  o f  the  v iew to  loca te  a  spec i f i c  Contac t .   Type  and 

en te r  a  f i r s t  o r  l as t  name to  f i nd  a  known ind iv idua l .  

2 .  F rom the  search  resu l t s  l i s t ,  c l i ck  the  des i red  ind iv idua l  name fo r  a  comple te 

v iew o f  contac t  de ta i l s ,  such  as :  Company Name ,  Address ,  Phone ,  Emai l  e tc . 

( example  be low) .

3 .  A t  any  t ime,  you  can  re tu rn  to  the  Home Page by  se lec t ing  the  Home but ton  a t 

the  top  le f t  o f  the  sc reen  v iew.

 Contact detai l  view:

  

Calendar button

The Calendar  modu le  i s  used to  v iew schedu led  events  and sess ions .  Ca lendar  Events  i n  the  iPhone 

app l i ca t ion  a re  readab le  and sourced f rom a  se lec ted  da te .
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How to use the Calendar button:

1.  F rom the  Home page v iew,  c l i ck  the  Ca lendar  bu t ton .  The  Events  page  appears 

w i th  a  se lec tab le  da te  too l  a t  the  top  o f  the  sc reen .

2 .  Se lec t  a  da te  w i th in  the  Event  page  tha t  per ta ins  to  the  da te  o f  the  event  you 

des i re  to  read.

3 .  In  the  search  resu l t s  l i s t ,  c l i ck  the  des i red  ind iv idua l  name fo r  a  comple te  v iew 

o f  contac t  de ta i l s ,  such  as :  Company Name ,  Address ,  Phone ,  Emai l  e tc .

4 .  A t  any  t ime,  you  can  re tu rn  to  the  Home Page  by  se lec t ing  the  Home but ton  a t 

the  top  le f t  o f  the  sc reen  v iew.

Events view:

  

Tasks button

Th is  modu le  in  S tud io  Su i te  p rov ides  a  cent ra l  p lace  where  Tasks  a re  he ld  and managed.   The  Tasks 

but ton  in  the  iPhone app l i ca t ion  i s  used to  f i nd  Tasks schedu led  w i th in  th i s  modu le . 

How to use the Task button:
• 	 F rom	the 	Home	page	v iew, 	c l i ck 	 the 	Tasks  bu t ton .  The  Tasks  page  appears  w i th  a 

se lec tab le  da te  too l  a t  the  top  o f  the  sc reen .

• 	 Se lec t 	 a 	 da te 	 w i th in 	 the 	 Tasks  page  tha t  per ta ins  to  the  da te  o f  the  event  you 

des i re  to  read and rev iew.

• 	 F rom	the 	search 	resu l t s 	 l i s t , 	c l i ck 	the 	des i red 	Task  fo r  a  de ta i l ed  v iew o f  the  Task ’s 

Pr ior i ty  l i s t i ng ,  Due Date ,  who the  Task  i s  Assigned To ,  and the  Descr ipt ion .
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 Tasks view:

 

  

 Task detai l  view:

 

   

Th is  covers  a l l  o f  the  bas ics  o f  the  S tud io  Su i te  iPhone appl icat ion . 

Th is  covers  a l l  o f  the  bas ics  o f  the  Parts  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu,  c l i ck  the  Main 

Menu  tab .
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The Parts  modu le  i s  where  you  keep t rack  o f  spare  and ex t ra  par ts  fo r  equ ipment .   A  par t  can  be  an  ind iv idua l 

i t em such as  hard  d r i ves ,  adapte rs ,  t rans fo rmers ,  connecto rs ,  ch ip  se ts ,  e tc .  o r  i t  can  conta in  another  par t 

( the  Conta ins :  a rea  i s  on  the  r igh t  s ide  o f  the  Deta i l  tab ) .   A  par t  can  a lso  be  a  sub-par t  o f  another  i t em ( the 

Used By:  a rea  i s  on  the  le f t  s ide  o f  the  Deta i l  tab ) .

In this chapter you wil l  read about how to:
• 	 F ind  a  Par t

• 	 Add sub-par ts  to  a  Par t

• 	 Modi f y  the  Used By  sec t ion

• 	 Add a  Vendor  ID  to  a  Par t

• 	 Pr in t  a  de ta i l ed  Par t  record

List tab
The  L i s t  tab  shows your  par ts  invento ry  in  a  l i s t  v iew.  You can  sor t  by  the  Part  Name ,  Part  # ,  Brand/

Manufacturer ,  Quant i ty  (Qty )  In  Stock ,  o r  Record # .  I t  a l so  shows the  Model  #  o f  the  par t  and the 

Minimum  Quant i ty  you  need in  s tock .  A  Notes  f i e ld  i s  i nc luded fo r  any  purpose .  C l i ck ing  the  Go To  bu t ton 

fo r  each  par t  w i l l  t ake  you  to  tha t  par t ’s  Deta i l  tab .
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How to f ind a Part:

1.  C l i ck  the  F ind  bu t ton  in  the  Funct ion  Ba r. 

2 .  Type  the  Par t  Name in  the  Part  Name  f i e ld .

3 .  H i t  ENTER/RETURN on your  keyboard  o r  c l i ck  the  F ind  bu t ton  on  Funct ion  Bar.

4 .  I f  the  Par t  Name ex is ts ,  the  par t  w i l l  be  d isp layed in  the  l i s t .

5 .  C l i ck  the  Go To  bu t ton  to  v iew the  Deta i l  tab  fo r  tha t  par t .

6 .  You can  a lso  c l i ck  the  F ind  A l l  bu t ton  in  the  Funct ion  Bar  to  d isp lay  a  l i s t  o f  a l l 

Pa r ts .

The  Pr in t  Th is  bu t ton  w i l l  p r in t  ou t  a  l i s t  o f  a l l  pa r ts  in  the  cur ren t  found se t ,  i n  the  cur ren t  so r ted  o rder.

Detai l  tab
Cl ick ing  the  Deta i l  tab  w i l l  show the  de ta i l ed  layout  o f  the  par t  tha t  i s  se lec ted  in  the  L is t  tab  w indow. 

You can  en te r  spec i f i c  de ta i l s  about  th i s  par t ,  l i ke  the  Quant i ty  in  Stock ,  Purchase Date ,  the  Minimum 

Quant i ty  you  want  in  s tock ,  where  i t  was  Purchased From ,  the  Locat ion  o f  the  par t ,  and the  Cost  o f  the 

i tem.   On the  r igh t ,  the re  i s  a  Notes  f i e ld  fo r  your  purposes .  There  a re  no  a la rms to  a le r t  you  i f  you  go  be low 

the  Minimum Quant i ty  you  se t .   Th is  i s  fo r  re fe rence  purposes  on ly.

The  Part  #  f i e ld  i s  a  tex t  f i e ld  (no t  a  number  f i e ld )  wh ich  a l lows you  to  in te rm ing le  l e t te rs  and numbers  to 

ident i f y  a  par t .  When you  sor t  by  Part  # ,  a l l  numbers  appear  be fo re  l e t te rs  and the  numbers  w i l l  so r t  i n 

a lphabet ica l  o rder  ( “1 ,293”  w i l l  appear  be fo re  “75”  because  i t  beg ins  w i th  a  “1” ) .

NOTE:  I t  i s  imposs ib le  to  exp la in  th is  sect ion  w i thout  us ing  the  word “par ts”  a  h i l a r ious  number 

o f  t imes ,  so  bear  w i th  us .

Understanding the relationship between ‘Contains’ and ‘Used By’
To unders tand the  Used By  sec t ion ,  you  must  f i r s t  know how the  Conta ins  sec t ion  works .  These  sec t ions 

on ly  show what  p ieces  o f  equ ipment  use  the  spare  par ts .  The  Used By sect ion  i s  no t  mod i f i ab le ,  and 

on ly  shows in fo rmat ion  i f  the  cur ren t  par t  has  been chosen in  the  Conta ins  sec t ion  o f  another  par t  (o r 

i f  i t  i s  a  sub-par t  o f  a  maste r  par t ) . 

IMPORTANT NOTE:  The Parts  module  is  not  l inked to  your  Equipment  module ,  so  you may 

need to  create  a  new record in  your  Parts  module  for  a  p iece of  equipment  that  uses parts . 

That  way you can se lect  the spare parts  i t  uses in  the ‘Conta ins ’  sect ion.

Contains section
For  each  par t ,  you  can  ident i f y  a  number  o f  sub-par ts  tha t  the  i tem Conta ins .  Fo r  example ,  an  Av id 

Med ia  Composer  V ideo  Ed i to r  w i l l  conta in  a  sub-se t  o f  s to rage  d r i ves ,  codecs ,  and d isp lay  mon i to rs .  We 

wi l l  re fe r  to  the  Ed i to r  as  the  maste r  par t  and the  add i t iona l  i t ems the  sys tem Conta ins  as  i t s  sub-par ts .

I f  a  par t  Conta ins  another  par t  ( sub-par t ) ,  tha t  sub-par t  i t em must  have  i t s  own record  in  the  Parts 

modu le  be fo re  i t  can  be  assoc ia ted  w i th  the  maste r  par t .  I t  i s  bes t  i f  you  f i r s t  c rea te  new records  fo r  a l l 

your  maste r  and sub-par ts  ind i v idua l l y,  then  make the  assoc ia t ions .
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How to add sub-parts to a Part:

1.  F rom the  Conta ins  s ide  –  c l i ck  on  the  Part  #  f i e ld .

2 .  A  d rop-down l i s t  w i l l  appear  d isp lay ing  ALL o f  your  par ts  w i th  names and par t 

numbers  f rom wh ich  to  se lec t .

3 .  When you  choose  one ,  the  Part  Name  w i l l  au tomat ica l l y  f i l l  i n . 

4 .  Th is  i t em w i l l  now appear  as  a  sub-par t  o f  the  cur ren t  i t em’s  record . 

5 .  You can  c l i ck  the  Go To  bu t ton  o f  the  sub-par t ,  and i t  w i l l  t ake  you  to  the  Deta i l 

tab  fo r  tha t  i t em,  showing  tha t  i t  i s  Used By  tha t  maste r  par t .

Used By section
Since  the  Used By sect ion  on ly  shows a  maste r  par t  tha t  uses  th i s  ( sub- )par t ,  i t  i s  no t  mod i f i ab le .  You 

can  on ly  make ad jus tments  to  the  Used By sect ion  f rom the  maste r  par t  tha t  uses  i t .

How to modify the Used By section:

1.  C l i ck  the  Go To  bu t ton  nex t  to  a  par t  i n  the  Used By  sec t ion . 

2 .  Th is  takes  you  to  the  maste r  par t ’s  Deta i l  screen .

3 .  The  o ther  par ts  o f  th i s  maste r  par t  w i l l  be  l i s ted  in  the  Conta ins  sec t ion .

4 .  C l i ck  the  t rash  can  icon  nex t  to  the  par t  you  w ish  to  de le te .

Vendor ID section
You can  s to re  th ree  d i f f e ren t  Vendor  IDs  fo r  each  par t  and the  Pr ice/Uni t  tha t  a  vendor  may  charge  you . 

How to add a Vendor ID to a Part:

1.  C l i ck  once  on  the  Vendor  (1 ,  2  or  3 )  ID  f i e ld  and a  pop-up l i s t  w i l l  d i sp lay  a l l  o f 

the  peop le  in  the  Contacts  modu le  tha t  you  ident i f i ed  as  a  Vendor . 

2.  C l i ck  one  t ime on  your  se lec t ion  and the i r  Name ,  Company ,  Address  i n fo rmat ion , 

Off ice  phone,  Fax ,  and  Extensions  w i l l  appear  in  the  tex t  f i e lds . 

3 .  I f  your  des i red  vendor  i sn ’ t  i n  th i s  l i s t ,  they  may  not  ex is t  i n  the  Contacts 

modu le ,  o r  they  do  but  they  a re  no t  marked as  a  Vendor .  F ind  them in  Contac ts 

and check  the  Vendor  box .

4 .  I f  your  vendor  doesn ’t  appear  in  the  l i s t ,  c l i ck  the  b lack  and g reen  New Vendor 

but ton ,  wh ich  w i l l  t ake  you  to  the  Contacts  modu le . 

5 .  Crea te  a  new record ,  and en te r  the i r  i n fo rmat ion  (be  su re  the  Vendor  checkbox 

i s  checked ) . 

6 .  To  re tu rn  to  the  Parts  modu le ,  c l i ck  on  the  Main  Menu  tab ,  then  c l i ck  the  Par ts 

bu t ton  f rom the  Main Menu .
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Attach & FTP tab

The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Parts  record .  The At tach  &  FTP  tab  i s  the  where  a l l  o f 

these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r  o f 

th i s  User ’s  Gu ide .

Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  par t  record  tha t  shows in  the  Deta i l 

tab .

How to print a detai led Part record: 

1.  C l i ck  the  F ind  bu t ton  in  the  Funct ion  Bar  to  per fo rm a  search  to  loca te  the 

records  you  wou ld  l i ke  to  p r in t . 

2 .  You can  a lso  c l i ck  the  Go To  bu t ton  nex t  to  a  par t  i n  the  L is t  tab .

3 .  When your  des i red  record  i s  d i sp layed in  the  Deta i l  tab ,  c l i ck  on  the  Pr in t  tab . 

4 .  The  s tandard  opera t ing  sys tem Pr int  Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

5 .  The  page w i l l  then  be  d isp layed.

6 .  C l i ck  the  Cont inue  bu t ton  in  the  S ta tus  Area  to  the  le f t .

7 .  Another  p r in t  d ia log  w i l l  appear.

8 .  In  the  p r in t  d ia log  box ,  f rom the  Pr int  f i e ld ,  choose  Cur ren t  record  i n  the  p r in t 

d ia log  box  to  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-screen . 

9 .  Choose  “Records  be ing  b rowsed”  to  p r in t  a l l  o f  the  records  in  the  found se t .

10 .  Choose  OK  to  p r in t .

Th is  covers  a l l  o f  the  bas ics  o f  the  Parts  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu,  c l i ck  the  Main 

Menu  tab .
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The Patchbay Labels  modu le  p r in ts  p re-s i zed  pa tchbay  labe l  s t r ips  fo r  the  most  common patchbays  (TT, 

TRS,  1 /4 ,  RCA,  and Tr ident  TT ) .  A l l  l abe ls  a l low fo r  two rows o f  tex t  on  each  labe l  except  fo r  the  32  Po in t 

1 /4  &  RCA and both  48  Po in t  1 /4  bays .  P r in tou ts  inc lude  edge gu ides  fo r  easy  cu t t ing .

In this chapter you wil l  read about how to:
• 	 Choose an  ex is t ing  de fau l t  Pa tchbay  labe l

• 	 Create  a  new labe l  row

• 	 En la rge  the  on  sc reen  fon t  (p r in t ing  s i ze ,  s tays  the  same)

• 	 Change the  tex t  co lo r

• 	 F ind  a  c rea ted  pa tchbay  labe l

• 	 De le te  a  pa tchbay  labe l

• 	 Dup l ica te  a  pa tchbay  labe l

• 	 Pr in t  a  de ta i l ed  pa tchbay  record

Studio Suite default  Patchbay labels:

• 	 Swi tchCra f t 	96 	TT 	 (SSL, 	Neve )

• 	 SSL	56 	Po in t

• 	 Tr ident

• 	 32 	Po in t 	1 /4	

• 	 48 	Po in t 	Gener ic 	1 /4

• 	 48 	Po in t 	dBx 	1/4

• 	 52 	Po in t 	TRS
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Patchbays tab
The Patchbays  tab  i s  where  you  can  choose  be tween de fau l t  Pa tchbay  labe ls  and Patchbay  labe l  t ypes  (Pa i rs 

o r  Cont inuous  sub- tabs )  as  we l l  as  c rea te  new Patchbay  labe ls .

How to choose an exist ing default  Patchbay label:

1.  S ta r t  w i th  the  Pa i rs  sub- tab  se lec ted . 

2 .  C l i ck  in  the  f i e ld  l abe led  Select  Patchbay .

3 .  A  d rop-down l i s t  w i l l  appear  w i th  de fau l t  pa tchbay  cho ices .  You w i l l  no t ice  tha t 

the  cho ices  have  e i the r  ‘Pa i rs ’  o r  ‘Cont ’  (Cont inuous )  appended to  them.  For 

in fo rmat ion  on  the  d i f f e rences  be tween these ,  read the  Pa i rs  sub- tab  and the 

Cont inuous  sub- tab  sec t ions  o f  th i s  chapte r.

4 .  Se lec t  ‘Sw i tchCra f t96_TT_Cont . ’  f rom the  menu.

5 .  The  Patchbay  w indow w i l l  sw i tch  f rom the  Pa i rs  sub- tab  to  the  Cont inuous  sub-

tab ,  wh ich  w i l l  d i sp lay  a  d iagram o f  the  Swi tchCra f t96_TT.

Pairs sub-tab
The Pa i rs  sub- tab  fo rmat  i s  the  most  common and eas i l y  used labe l  fo rmat .  I t  has  one  tex t  f i e ld  fo r  each 

pa i r  o f  j acks ,  w i th  the  tex t  cen te r-a l igned.  Use  th i s  fo rmat  un less  your  pa tchbay  has  “3  ho led”  i tems tha t 

do  not  f i t  i n to  th i s  fo rmat .  The  Pa i rs  fo rmat  works  we l l  on  Mac and W indows.

Continuous sub-tab

The Cont inuous  fo rmat  shou ld  on ly  be  used when your  pa tch  po in ts  a re  no t  con f igu red  in  even  pa i rs . 

To  a l low fo r  f l ex ib le  spac ing ,  th i s  l abe l  has  one  la rge  tex t  f i e ld  ac ross  the  en t i re  pa tch  row,  w i th  the 

tex t  l e f t -a l igned.  I f  you  need two rows o f  tex t ,  t ype  and a l ign  the  en t i re  f i r s t  l i ne  o f  tex t .  A t  the  end o f 

tha t  tex t ,  p ress  ENTER/RETURN and type  the  second row (beg inn ing  w i th  the  f i r s t  pa tch  po in t ) .  Use 

the  SPACE BAR to  v i sua l l y  a l i gn  and cente r  the  tex t  w i th  the  two c i rc les  represent ing  the  ho les  o f  the 

pa tchbay.

NOTE:  The Cont inuous  fo rmat  shou ld  be  used on Macs  on ly ;  th is  labe l  fo rmat  cannot  be  used 

re l i ab ly  on  Windows as  the i r  sc reen to  pr in t  font  spac ing  i s  not  as  cons is tent  as  w i th  Mac in tosh .
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General data entry instructions

How to create a new label row: 

1.  In  the  Patchbays  tab ,  c l i ck  in  the  pa tch  bay  type  f i e ld  l abe led  ‘Se lec t  Pa tchbay ’ . 

A  d rop-down l i s t  w i l l  appear  w i th  de fau l t  pa tchbay  cho ices .

2 .  Se lec t  the  appropr ia te  pa tchbay  type  o f  your  cho ice .

3 .  C l i ck  the  b lack  and g reen  New  bu t ton  in  the  Funct ion  Bar .  The  cursor  w i l l 

au tomat ica l l y  loca te  in  the  new labe l  Row Name  tex t  f i e ld . 

4 .  En te r  a  Row Name ,  such  as  A ,  B ,  Inse r ts ,  Buss  Out ,  e tc .

5 .  Nex t ,  i n  the  This  is  a :  tex t  f i e ld ,  iden t i f y  and con f i rm the  par t i cu la r  pa tchbay 

type . 

6 .  En te r  your  pa tch  bay  tex t  (as  d i rec ted  in  the  sub- tab  ins t ruc t ions  above ) .

7 .  You can  a lso  c l i ck  the  F ind  bu t ton  in  the  Funct ion  Bar  to  loca te  spec i f i c  records .

Zoom in /  Zoom out buttons

       

The  sma l l  fon t  s i ze  used fo r  the  tex t  f i e lds  i s  the  ac tua l  p r in t ing  s i ze  and may  be  d i f f i cu l t  to  read on 

sc reen . 

How to enlarge the on screen font (printing size, stays the same):

1.  C l i ck  the  ‘+ ’  Magn i f y ing  G lass  but ton  to  zooms in  to  de ta i l s .

2 .  The  ‘ - ’  Magn i f y ing  G lass  but ton  zooms out .

3 .  The  ‘= ’  bu t ton  in -be tween re tu rns  to  the  o r ig ina l  s i ze .

Text Color
I f  you  have  a  co lo r  p r in te r,  you  may  f i nd  i t  he lp fu l  to  use  d i f f e ren t  co lo rs  fo r  the  tex t . 

How to change the text color:

1.  S imp ly  se lec t  (h igh l igh t )  the  tex t  w i th  your  mouse .

2 .  C l i ck  Format  i n  the  ma in  menu bar  a t  the  top  o f  your  sc reen  and choose  “Tex t 

Co lo r ” .

3 .  Se lec t  a  des i red  co lo r  f rom the  menu pa le t te .

Search for a patchbay label
Once you  have  c rea ted  a  pa tchbay  labe l ,  you  can  reca l l  i t  l a te r  by  search ing  fo r  i t s  row name.
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How to f ind a created patchbay label:

1.  F rom the  Patchbay  tab ,  c l i ck  the  F ind  bu t ton  in  the  Funct ion  Bar .

2 .  A  b lank  pa tchbay  labe l  w i l l  appear.

3 .  Type  the  Row Name  i n  the  tex t  f i e ld .

4 .  H i t  ENTER on  your  keyboard  o r  c l i ck  the  F ind  bu t ton  on  the  Le f t .

5 .  The  Patchbay  modu le  w i l l  d i sp lay  tha t  spec i f i c  pa tchbay  labe l .

Delete a patchbay label
I f  you  no  longer  need a  pa tchbay  labe l  tha t  you  have  c rea ted ,  you  can  de le te  i t .

How to delete a patchbay label:

1.  Search  fo r  the  pa tchbay  labe l  by  us ing  the  method above . 

2 .  When the  pa tchbay  i s  found and d isp layed,  c l i ck  the  De le te  bu t ton  in  the  Funct ion 

Bar . 

3 .  The  fo l low ing  message w i l l  appear :  ‘Permanent l y  de le te  th i s  ENT IRE record? ’

4 .  I f  you  a re  su re ,  choose  De le te .

Duplicate a patchbay label
I f  you  wou ld  l i ke  to  use  a  s im i l a r  pa tchbay  labe l  w i th  a  s l i gh t l y  d i f f e ren t  scheme,  you  can  dup l i ca te  a 

l abe l ,  then  make changes  to  the  dup l i ca te .

How to duplicate a patchbay label:

1.  Search  fo r  the  pa tchbay  labe l  you  wou ld  l i ke  to  dup l i ca te . 

2 .  When the  pa tchbay  i s  found,  c l i ck  the  Dup l ica te  bu t ton  in  the  Funct ion  Bar.

3 .  The  dup l i ca te  copy  w i l l  appear  underneath  the  o r ig ina l  w i th  the  Row Name o f 

‘Dup l i ca te ’ .

4 .  Change the  Row Name  and/or  any  o ther  i n fo rmat ion  fo r  your  app l i ca t ion .

Help tab
The He lp  tab  i s  s imp ly  an  on-screen  reminder  o f  how to  use  the  Pa i rs  and  Cont inuous  sub- tabs  in  each 

Patchbay  tab .

Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  the  de ta i l ed  page o f  i n fo rmat ion  fo r  the  pa tchbay  record  showing  in  the 

Patchbays  tab . 
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How to print a detai led Patchbay record:

1.  C l i ck  the  F ind  bu t ton  in  the  Funct ion  Bar  to  per fo rm a  search  to  loca te  the 

records  you  wou ld  l i ke  to  p r in t . 

2 .  When your  des i red  record  i s  d i sp layed in  the  Deta i l  tab ,  c l i ck  on  the  Pr in t  Th is 

tab . 

3 .  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

4 .  The  page prev iew w i l l  then  be  d isp layed.

5 .  The  s tandard  opera t ing  sys tem Pr int  se tup  w i l l  now be  d isp layed.   Make  your 

se lec t ions  and c l i ck  Pr in t .

Printout Information
As some types  o f  row labe ls  a re  too  la rge  to  f i t  on  a  regu la r  s i zed  p iece  o f  paper,  they  a re  sp l i t  i n to  two 

sec t ions .  To  accommodate  over laps  f rom one  sec t ion  to  the  nex t ,  the  pa tch  po in t  a t  the  end o f  the  f i r s t 

s t r ip  i s  ghos ted .  For  example ,  i f  you  a re  us ing  the  16  and 17  ho les  as  a  s te reo  pa i r,  and the  labe l  sp l i t s 

a t  the  17  ho le ,  t ype  your  tex t  be tween the  16  ho le  and the  ghosted  17  on  the  top  s t r ip ,  then  s ta r t  the 

second s t r ip  a t  18 .  When the  labe ls  a re  p r in ted ,  over lap  the  17  f rom the  f i r s t  s t r ip  to  a l ign  w i th  the  17 

on  the  second s t r ip .

Th is  covers  a l l  o f  the  bas ics  o f  the  Patchbays  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Ma in  Menu tab .
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The Petty  Cash  modu le  ac ts  l i ke  a  checkbook reg is te r  fo r  your  pe t ty  cash  d rawer.  I t  t racks  each  t ransact ion 

and a l lows expend i tu res  to  be  ass igned to  Pro jec ts  (a long  w i th  a  markup ) .

In this chapter you wil l  read about how to: 
• 	 Create  a  new t ransact ion

• 	 Ass ign  a  t ransact ion  to  a  spec i f i c  p ro jec t

• 	 Ed i t  a  t ransact ion

• 	 Choose a  repor t  p r in t ing  opt ion

List tab
Th is  tab  p rov ides  a  ‘ v iew-on ly ’  l i s t  o f  each  pe t ty  cash  t ransact ion .  To  v iew the  de ta i l s  o f  o r  ed i t  a  t ransact ion 

c l i ck  on  the  Go To  but ton .   A  w indow w i l l  pop up fo r  tha t  t ransact ion ,  a l low ing  you  to  mod i f y  the  da ta .

How to create a new transaction:

1.  C l i ck  the  b lack  and g reen  New  bu t ton  in  the  Funct ion  Bar .

2 .  The  Create/Edi t  Transact ion  w indow w i l l  appear. 
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3.  En te r  a  Date  and  Time  the  pe t ty  cash  was  logged o r  a l low the  sys tem de fau l t  to 

au to  f i l l .   You  can  change the  da te  f i e ld  by  se lec t ing  f rom the  pop-up ca lendar 

p rov ided.

4 .  P rov ide  b r ie f  t ransact ion  in fo rmat ion  in  the  Descr ipt ion  tex t  f i e ld . 

5 .  C l i ck ing  w i th in  the  Assign to  Project  f i e ld  w i l l  d i sp lay  a  pop-up menu l i s t i ng 

p ro jec ts  f rom the  Projects  modu le .  Choose  a  p ro jec t  f rom the  l i s t ,  i f  des i red .  

More  in fo rmat ion  on  ass ign ing  to  a  p ro jec t  i s  shown be low.

6 .  Add a  contac t  re la ted  to  the  t ransact ion  w i th in  the  by  f i e ld .

7 .  C l i ck  the  Category  f i e ld  and se lec t  a  ca tegory  t ype  f rom the  ed i tab le  l i s t .  Note :  

these  ca tegor ies  a re  no t  the  same as  the  ma in  Categor ies  used th roughout  the 

res t  o f  S tud io  Su i te .

8 .  En te r  the  cor rec t  amount  in  e i the r  the  Deposi t  o r  Withdraw  f i e lds .

9 .  I f  th i s  pe t ty  cash  was  b i l l ed ,  en te r  the  Bi l led Amount .

10 .  When you  a re  f i n i shed,  c l i ck  Save  Changes .

11 .  Your  en t ry  w i l l  appear  in  the  l i s t  w i th  a  Cur ren t  ba lance  to ta l  be low. 

Create/Edit  Transaction window: Assign to Project
You may  ass ign  th i s  t ransact ion  to  a  spec i f i c  p ro jec t  when c rea t ing  a  new t ransact ion  o r  ed i t i ng  an 

ex is t ing  one .

How to assign a transaction to a specif ic project:

1.  W i th in  the  Crea te /Ed i t  Transact ion  w indow,  c l i ck  the  Assign to  Project  f i e ld .

2 .  Th is  w i l l  d i sp lay  a  pop-up menu o f  recent  p ro jec ts . 

3 .  Se lec t  a  p ro jec t  f rom the  found l i s t  be low or  use  the  Qu ick  F ind  by  search  f i e ld -

f i l t e r. 

4 .  Th is  w i l l  en te r  a  l i ne  i tem in to  tha t  P ro jec t .

5 .  A  mark-up percentage  fee  f i e ld  i s  ava i l ab le  fo r  re -b i l l i ng  purposes . 

C l i ck  the  Save  Changes  but ton  to  re tu r n  to  the  L is t  tab  w i th  the  new t ransact ion  and assoc ia ted  ba lance 

showing .  I f  you  ass igned the  t ransact ion  to  a  Pro jec t ,  i t  w i l l  appear  on  tha t  P ro jec t  as  a  Pet ty  Cash  l i ne 

i tem.

NOTE:   An add i t iona l  Go To  but ton  i s  to  the  le f t  o f  the  Assign To Project  co lumn.   I f  a  t ransact ion 

has  an  ass igned Pro ject ,  c l ick  the  Go To  but ton  to  go d i rect l y  to  tha t  Pro ject . 

Edit Transaction
Once the  t ransact ion  i s  en te red ,  you  can  ed i t  i t s  de ta i l s . 

How to edit  a transaction:

1.  C l i ck  the  Go To  bu t ton  ad jacent  to  the  ind iv idua l  t ransact ion  l i ne  i tem.

2 .  The  Create/Edi t  Transact ion  w indow w i l l  appear. 

3 .  Ed i t  the  de ta i l s  and c l i ck  Save  Changes  when you  a re  f i n i shed.

NOTE:  When you ed i t  an  “ex is t ing”  t ransact ion ,  i t  w i l l  add another  Pet ty  Cash l ine  i tem 

to  the  Pro ject .   I f  necessary,  you  can de le te  one or  both  Pet ty  Cash t ransact ions  f rom 

the  Pro ject .  Wi th in  Pro jects ,  c l ick  on  the  l ine  i tem.  From the  Event  Ed i t  p rompt ,  se lect 

the  De le te  but ton . 
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Attach & FTP tab 
The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Petty  Cash record .  The At tach  &  FTP  tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  has  two sub- tabs .

Print sub-tab
The Pr in t  sub- tab  l i s ts  a l l  pe t ty  cash  t ransact ions  fo r  the  found se t  o f  records .  Your  repor t  p r in t ing 

opt ions  inc lude  the  fo l low ing :

How to choose a report printing option:

1.  Reg is te r  L i s t  (Found Set )  bu t ton  p r in ts  the  comple te  genera l  l i s t  o f  the  found se t 

by  da te  o rder.

2 .  Category  Repor t  (Found Set )  bu t ton  a l lows you  the  opt ion  to  f i l t e r  and pr in t  the 

Subto ta l  by  Date  o r  Category  g roup ing  o rder.  Category  a l lows you  to  sor t  and 

o rgan ize  i tems together  fo r  p r in t ing  such  as ;  Food,  Beverage ,  Pos tage ,  e tc .  The 

p r in t  by  ca tegory  inc ludes  ava i l ab le  cash  account ing  i tems;  Beg inn ing  Ba lance 

and Depos i t  to ta l s .

3 .  A  th i rd  p r in t  opt ion  i s  to  c l i ck  a  s ing le  Pro jec t  l i ne  i tem t ransact ion  f rom the  l i s t .  

Th is  p r in ts  a  Pet ty  Cash  Repor t  By  Pro jec t .   P r io r  to  p r in t ing ,  you  w i l l  see  a  pop-

up prompt  ask ing  “Do You want  to  H ide  o r  Show the  markup amounts?” .   Th is 

opt ion  h ides  o r  a l lows cash  markups  on  the  p r in ted  repor t .   Se lec t  your  opt ion  to 
Cance l  the  en t i re  repor t ,  p r in t  and re tu rn  back  to  the  p r in t  l i s t ,  Show the  markup 
on  the  p r in t ,  o r  H ide  any  markup on  the  repor t  p r in t . 

 

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Th is  covers  a l l  o f  the  bas ics  o f  the  Petty  Cash  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Main  Menu  tab .



3 1
P r o d u c t i o n s  m o d u l e

F i le  Name:   SSX_Pro jects . fmp12

s s x



31-2

Studio Suite X          Chapter 31 - Productions module

The Product ions  modu le  adds  a  l aye r  o f  h ie ra rchy,  repor t ing ,  and cont ro l  above  Pro jec ts .  How you bu i ld  the 

h ie ra rch ies  i s  up  to  you . 

In this chapter you wil l  read about how to:
• 	 Assoc ia te  a  c l i en t  w i th  a  Product ion

• 	 Add add i t iona l  Peop le  to  a  Product ion

• 	 Create  new “Task”  i tems fo r  each  record

• 	 Ass ign  a  task  g roup to  a  Pro jec t

• 	 Add or  de le te  s ta tus  names

• 	 Add notes  and c rea t i ve  d i rec t ions  to  a  Pro jec t  and the  paren t  P roduct ion

• 	 Add a  new Ta len t  to  a  Product ion

• 	 Document  aud io  m ic  p lug- ins

• 	 Add more  t i t l es

• 	 Spec i f y  sh ipment  de ta i l s  fo r  each  package sent

• 	 Ass ign  a  commiss ion  to  sa les  representa t i ve

• 	 Create  a  new med ia  asse t  ( record )  i n  Library  & Labels  tha t ’s  assoc ia ted  to  a  spec i f i c 

P roduct ion

A Product ion  can  be  ( fo r  example )  a  season o f  a  TV Ser ies ,  where  each  ep isode i s  a  Pro jec t .  In  a  long  fo rm 

pro jec t ,  such  as  a  fea tu re  f i lm,  o r  commerc ia l  mus ic  record ing ,  a  Pro jec t  can  be  one  phase  o f  the  work  in 

the  l a rger  P roduct ion .  The  Pro jec t ;  a  spec i f i c  med ia  asse t ’s  wor th  o f  events ,  o r  one  week ’s  wor th  o f  events 

can  be  ass igned to  a  named Product ion  as  a  “group ing”  o f  P ro jec ts  fo r  ease  o f  t rack ing  and sor t ing  a l l 

assoc ia ted  and re la ted  events . 
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Some example  o f  i t s  use  wou ld  be  the  fo l low ing :

Product ion  1 :  Surv i vo r  -  Season 2012

  Pro jec t  1 :  Ep isode 1

  P ro jec t  2 :  Ep isode 2

  P ro jec t  3 :  Ep isode 3

Product ion  2 :  Coke  Commerc ia l

  P ro jec t  4 :  Shoot  1

  P ro jec t  5 :  Shoot  2

  P ro jec t  6 :  Ed i t 

  P ro jec t  7 :  Mus ic

  P ro jec t  8 :  Vo ice  Over

  P ro jec t  9 :  M ix

Product ion  3 :  Madonna Record

  P ro jec t  10 :  Week 1

  P ro jec t  11 :  Week 2   

  P ro jec t  12 :  Week 3

  P ro jec t  13 :  Week 4

  P ro jec t  14 :  M ix

Not  a l l  P ro jec ts  w i l l  need a  “paren t ”  P roduct ion  to  keep them organ ized .  I f  you  have  a  one  o f f  P ro jec t  tha t ’s 

coming  in  fo r  a  day,  o r  a  coup le  days ,  you  may  not  need to  make a  Product ion  g roup ing . 

Creating a new Production
Create  a  new Product ion  d i rec t l y  w i th in  the  Product ions modu le  by  c l i ck ing  the  New but ton  in  the  Funct ion 

Bar  at  the  top  o f  the  sc reen .  Th is  b r ings  you  to  the  Create  New Product ion  sc reen :

NOTE:  C l i ck ing  the  red  X  to  c lose  the  w indow w i l l  c lose  Stud io  Su i te .   Use  the  Cance l  P roduct ion 
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Creat ion  but ton .

Create New Production screen
Ente r  bas ic  in fo rmat ion  about  the  Product ion  in  the  Create  New Product ion  screen .

Company Selector f ield
Se lec t  wh ich  o f  your  in te r na l  compan ies  th i s  P roduct ion  w i l l  be  assoc ia ted  w i th .  C l i ck  in  the  ye l low f i e ld 

to  v iew a  pop-up menu o f  ava i l ab le  compan ies .

NOTE:  You can Set  a  defau l t  company in  your  User  account  screen.

Client f ield
A Product ion  must  have  a  C l i en t  assoc ia ted  w i th  i t  to  be  t racked and invo iced. 

How to assign a cl ient to a Production:

1.  C l i ck  in  the  ye l low Cl ient  f i e ld  ( to  open the  Contac t  P icker  w indow) .  

2 .  Scro l l  th rough the  l i s t ,  o r  t ype  the  f i r s t  few le t te rs  o f  the  company  o r  a  person 

assoc ia ted  w i th  the  c l i en t  i n  the  p rov ided f i e ld . 

3 .  C l i ck  on  your  c l i en t  cho ice  ( found in  the  l i s t )  one  t ime to  en te r.  In fo rmat ion 

spec i f i c  to  th i s  c l i en t  w i l l  au tomat ica l l y  be  en te red  on  the  Product ion  page,  and 

add i t iona l l y  i n  the  F inanc ia l  sec t ion  be low.  I f  the  C l i en t  does  not  appear  in  th i s 

w indow,  they  may  not  ex is t  i n  the  Contacts  modu le ,  o r  they  a re  in  Contac ts 

a l ready,  bu t  no t  des ignated  as  a  C l i en t .

I f  your  c l ien t  does  not  ex is t  in  the  Contacts  module :

1.  C l i ck  the  Create  New C l ien t  bu t ton .  Th is  w i l l  t ake  you  to  a  new record  in  the 

Contacts  modu le . 

2 .  En te r  the i r  i n fo rmat ion  and be  sure  the  Cl ient  check  box  i s  marked so  they  w i l l 

appear  in  the  c l i en t  se lec to r  w indow.  Cl ick  the  Return  to  Product ion  bu t ton .

Production f ields
Cl ick  w i th in  the  ye l low tex t  f i e ld  and name your  Product ion .  I n  the  ad jacent  two f i e lds  add your  Project 

Type  and  Project  Status  i n fo rmat ion .  Use  the  p rov ided drop-down l i s ts  o f  se lec tab le  and ed i tab le 

opt ions  su i tab le  fo r  your  work f low.

People f ields
Each new pro jec t  w i l l  au to  en te r  your  de f ined  g roup o f  Ti t les  fo r  peop le  work ing  on  the  Product ion ,  bu t 

who a re  no t  necessar i l y  schedu led ,  such  as  the  Ar t i s t ,  P roducer,  Ed i to r,  Ass is tan t  Eng ineer,  e tc . ,  as 

de f ined  in  the  Main Menu Setup /T i t l es  tab . 

Depend ing  on  the  se t t i ng  o f  the  Fi l ter  Names f i e ld ,  c l i ck ing  (o r  tabb ing )  i n to  the  Name  f i e ld  w i l l  show a 

pop-up l i s t  o f  e i the r  a l l  names in  the  Contacts  modu le ,  o r  on ly  those  tha t  have  the  same t i t l e .
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How to add addit ional People to a Production:

1.  C l i ck  on  the  b lack  and g reen  Add but ton .

2 .  Se lec t  a  t i t l e ,  then  the i r  name f rom the  menu;  the i r  phone numbers  w i l l  au to- f i l l . 

The  names in  the  menu come f rom peop le  in  the  Contacts  modu le  tha t  have  the 

same t i t l e .

3 .  I f  the  person  does  not  ex is t  i n  Contacts ,  c l i ck  aga in  in  the  Name  f i e ld  and 

s imp ly  t ype  the i r  name.  Th is  does  not  add them to  Contacts . 

4 .  C l i ck  the  b lack  and g reen  Add to  Contac ts  bu t ton  in  the  row to  add th i s  person 

to  the  Contacts  modu le .  I f  you  do  so ,  c l i ck  the  b lue  Retu rn  to  Product ions 

but ton  to  re tu r n  to  the  New Product ion  en t ry  sc reen .

5 .  For  each  person ,  you  can  choose  tha t  the i r  phone number  no t  be  p r in ted  on 

Pro jec t  and Sess ion  p r in tou ts  by  dese lec t ing  the  ‘ Inc lude Phone On Pr int 

Outs ’  checkbox  ( to  avo id  ce lebr i t y  numbers  ge t t ing  in to  the  wrong hands ) .

6 .  De f ine  who’s  name gets  ass igned to  wh ich  o f  the  four  ava i l ab le  pos i t ions  (1-4 ) 

on  med ia  l abe ls  c rea ted  f rom th is  p roduct ions  ( f rom the  Library  modu le ) .  Th is 

can  a lways  be  ad jus ted  la te r.

7 .  De le te  a  person  by  c l i ck ing  the  t rash  can  icon  in  the i r  respect i ve  row.

Financial  f ields
When the  C l i en t  i s  se lec ted ,  the i r  f i nanc ia l  i n fo rmat ion  i s  d i sp layed a t  the  bot tom o f  the  w indow.  Across 

the  top  you  w i l l  see  f i e lds  fo r  the  c l i en t ’s  f i nanc ia l  ag ing  ( i . e .  Balance Due date ,  how many  days 

Overdue,  TOTAL Bi l led,  Year  to  Date ,  etc . ) .  Th is  in fo rmat ion  i s  f rom Contacts  modu le ,  based in  the 

to ta l  o f  the i r  I nvo ices . 

                       

Be low tha t  a re  f i e lds  fo r  the  c l i en t ’s  Remain ing l im i t  and Over  L imit .

To  the  r igh t  a re  Tax Rates and the  Discount  Rate  fo r  th i s  P roduct ion .  Th is  da ta  i s  looked up f rom the 

C l i en t  record  in  Contacts ,  bu t  may  be  changed here  to  re f l ec t  on ly  th i s  P roduct ion ,  i f  needed. 

NOTE:   For  a  deta i led  descr ip t ion  about  f inanc ia l  in fo rmat ion ,  see  the  Contacts  module  chapter 

under  the  F inanc ia l  tab  sect ion  in  th is  Users  Gu ide .

Finish Booking
The ye l low f i e lds  must  be  f i l l ed- in  be fo re  p roceed ing .  Other  f i e lds  can  be  can  be  comple ted  la te r.  When 

you ’ve  en te red  every th ing  you  need,  c l i ck  the  NEXT >> but ton  on  the  bot tom r igh t  o f  the  sc reen .  Th is 

w i l l  secure  your  Product ion  in  the  Deta i l  tab  o f  the  Product ions  modu le .
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Note :  A  Pro ject  w i th  a  Product ion  parent  w i l l  be  v iewed in  the  Projects  modu le  f i r s t  by  showing 

the  Product ion  name,  fo l lowed then by  two co lon  characters  and f in ish ing  w i th  the  Project  name, 

i .e .  “Product ion : :  Pro ject” .

Detai l  tab
The Deta i l  tab  i s  where  you  v iew a l l  o f  the  Product ion  spec i f i cs  and assoc ia ted  Pro jec ts .   The  Product ion 

name i s  shown a t  the  top ,  and the  ass igned Product ion  number  i s  shown on  the  r igh t  s ide  o f  the  sc reen .

• 	 Cl ient  number  and  Cl ient  Name  se lec ted  appear  on  the  sc reen . 

• 	 Product ion Type ,  Product ion Status  and  Episode  f i e lds  appear  he re  on  the  re la ted 

record .

• 	 The 	 Product ion Dates shown a re  the  beg inn ing  and end t imes  o f  the Product ion 

per iod .   En te r  your  per iod  o f  work  reques ted .   See  the  g reen  t rack ing  bar  above  the  v iew 

showing  the  Product ion  da te  range .   These  a re  manua l  en t r i es ,  no t  ca lcu la ted  ones .

• 	 Account  Numbers  ass igned fo r  Invo ice  cod ing  o r  o ther  f i nanc ia l  t rack ing  purposes  a re 

inc luded in  the  v iew.

• 	 A  Notes  tex t  f i e ld  p rov ides  a  p lace  to  add in fo rmat ion  about  the  Product ion .

NEW FEATURES: View Projects sub-tab & View Events sub-tab

you can  now v iew Events  in  re la ted  Pro jec ts  on  the  V iew Events  sub- tab .   Th is  p rov ides 

a  more  de ta i l ed  perspect i ve  on  the  Product ion .  

View Projects sub-tab
Under  th i s  sub- tab ,  you  can  v iew a l l  o f  the  Projects  under  a  Product ion  b roken  down by  da te  range .

Date Range sub-sub-tabs
W ith  the  Date  Range sub- tab  g roups  you  can  t rack  each  Project  event  l i s ted  w i th in  the  Product ion .  

Se lec tab le  ranges  inc lude ;  1-Year ,  6-Months ,  1-Quar te r ,  and 1-Month ,  v iew ing .   Track  work f low progress 

and s ta tus  o f  the  events .  W i th  the  Gant t  s ty le  g raph ing .

New Feature: Budget /  Actual tab

Th is  new tab  shows Budget  ve rses  Actua ls  fo r  a l l  P ro jec ts  in  the  Product ion ,  and fo r  the 

Product ion  as  we l l .
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Profit/Loss tab
Prev ious l y  ca l l ed  F inanc ia l s ,  The  Pro f i t /Loss  tab  a l lows you  to  v iew to ta l s  o f  a l l  P ro jec ts  regard ing 

Expense ,  Charge ,  and Pro f i t /Loss  cumu la t i ve  to ta l s .

For  each  Pro jec t  shown,  to  the  fa r  l e f t  you  w i l l  see  the  fami l i a r  Go To but ton .  C l i ck ing  th i s  bu t ton  w i l l  t ake 

you  to  the  Events  tab  o f  the  Projects  modu le .  Here  you  w i l l  be  ab le  to  see  every  de ta i l  o f  the  spec i f i c 

Event .  You w i l l  f i nd  the  Go To but ton  on  every  one  o f  the  v iews ava i l ab le  in  the  Projects  modu le . 

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Invoices  (on  l i ne 

i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab )  modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

View Events sub-tab
Under  th i s  sub- tab ,  you  can  v iew a l l  o f  the  Events  tha t  a re  par t  o f  the  Pro jec ts  tha t  a re  par t  o f  the 

Product ion .   The  in fo rmat ion  i s  o rgan ized  by  f i nanc ia l  aspects  o f  the  Events :  Quoted  amounts ,  Actual 

amounts  and the  Difference  be tween the  two.

Tasks  tab
Tasks sub-tab
Th is  tab  a l lows you  to  c rea te  tasks  fo r  th i s  P roduct ion .  You can  c rea te  task  g roups ,  such  as  ‘Ed i t 

Sess ion ’  o r  ‘Joe l ’s  Tasks ’ ,  and load them qu ick l y  i n to  the  task  l i s t .
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How to create new Task items for each record:

1.  C l i ck  the  b lack  and g reen  New  but ton  jus t  be low the  Tasks  sub- tab .

2 .  C l i ck  the  Pr ior i ty  f i e ld  and en te r  a  p r io r i t y  ( i . e . ,  1 ,  2 ,  3 ,  e tc . )

3 .  C l i ck  the  Status f i e ld  and se lec t  a  s ta tus  f rom the  d rop-down menu ( i . e . 

Incomple te ,  In  Progress ,  e tc . )

4 .  En te r  the  Task  tha t  i s  to  be  comple ted .

5 .  C l i ck  the  Due Date  f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar.

6 .  C l i ck  the  Time  f i e ld  and en te r  a  t ime by  wh ich  th i s  task  shou ld  be  comple ted .

I f  you  w ish  to  permanent l y  de le te  a  task ,  c l i ck  the  Trash  Can  i con  nex t  to  i t .

Set Default  Tasks sub-tab
The Set  De fau l t  Tasks  sub- tab  a l lows you  to  c rea te  de fau l t  Task  Groups  tha t  you  can  ass ign  qu ick l y  i n 

the  Tasks  sub- tab .   Th is  can  save  t ime i f  you  regu la r l y  ass ign  the  same se t  o f  tasks  to  many  Product ions .

The  le f t  por t ion  o f  th i s  sc reen  a l lows you  to  c rea te ,  ed i t ,  and de le te  Task  Groups .   C l i ck  the  New  bu t ton 

to  c rea te  a  new Group,  then  name the  Group;  you  can  ed i t  the  name by  sh i f t -c l i ck ing  the  Name  f i e ld .  

De le te  Task  Groups  w i th  the  Trash  Can icon . 

Once you  have  c rea ted  a  Task  Group you  may  ed i t  the  conten ts  o f  the  Group on  the  r igh t  s ide  o f  the 

sc reen .   W i th  the  Task  Group se lec ted  on  the  le f t ,  use  the  New  bu t ton  on  the  r igh t  to  c rea te  new Tasks 

w i th in  the  se lec ted  Group.  Jus t  as  w i th  the  Tasks  sub- tab  you  may  se t  names and pr io r i t i es  to  each  task .

How to assign a task group to a Production:

1.  Retu rn  to  the  Tasks  sub- tab .

2 .  C l i ck  the  f i e ld  nex t  to  Load Task Group .  A  pop-up menu w i l l  appear  l i s t i ng  your 

Task  Groups .  Choose  a  Task  g roup f rom the  d rop-down menu.  C l i ck  the  Load 

Task  Group  bu t ton .  Each  pr io r i t y  task  w i l l  be  l i s ted  ( i n -o rder )  i n  the  l i s t  be low.  I f 

you  on ly  want  ONE o f  these  p r io r i t y  tasks  to  appear,  c l i ck  the  f i e ld  nex t  to  Add 

Th is  Task ,  se lec t  a  Task  then  c l i ck  the  Add Th is  Task  but ton .

3 .  Add the  Due Date  and Time to  the  new tasks .

4 .  C l i ck  the  Go To  but ton  on  any  task  l i ne  i tem w i l l  d i rec t  you  to  the  Tasks modu le 

fo r  more  spec i f i c  de ta i l  and  Task  management .

Status Colors sub-tab  

The  Sta tus  Co lo rs  sub- tab  a l lows you  to  ass ign  co lo rs  to  your  task  S ta tus  Names.   The  sub- tab  a lso 

has  an  ed i t  func t ion  to  add o r  de le te  S ta tus  names.
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How to add or delete status names:

1.  C l i ck  the  Ed i t  bu t ton  on  the  le f t .   I n  the  new w indow,  t ype  a  new Sta tus  Name a t 

the  bot tom o f  the  tex t  f i e ld .  F in i sh  w i th  OK.

2 .  Remove an  ex is t ing  Sta tus  by  de le t ing  i t s  name f rom the  user.  F in i sh  w i th  OK.

3 .  In  the  S ta tus  Co lo rs  sub- tab ,  doub le-c l i ck  w i th in  any  co lo r  f i e ld  to  ass ign  o r 

change the  co lo r.

 
Notes /  Creative tab
The Notes/Crea t i ve  tab  a l lows you  to  add Notes  and  Creat ive  Direct ion  fo r  the  Product ion .

How to add notes and creative directions to a Production:

1.  C l i ck  the  b lack  and g reen  Add but ton .  Th is  adds  a  da te  and t ime s tamp to  the 

f i e ld .

2 .  Type  your  no tes  in  the  f i e ld .

                 

        

Talent tab
The Ta len t  tab  shows a l l  o f  the  Ta len t  fo r  each  event  in  the  en t i re  Product ion .  Ac to rs ,  Mus ic ians ,  Voca l 

pe r fo rmers ,  Vo ice-over,  P roduct ion  Stun t  persons ,  e tc .  a re  in  the  Ta len t  descr ip t ion  to  be  inc luded in  the 

Product ion . 

 

NOTE:  In  o rder  to  u t i l i ze  the  fu l l  funct ions  o f  Stud io  Su i te ,  you  shou ld  c reate  a  new contact  ent ry 

fo r  a l l  ta lent  be ing  booked.

Ta len t  tha t  i s  added in  the  Product ions  modu le  i s  added gener ica l l y  to  the  Product ion ,  bu t  no t  to  any 

spec i f i c  P ro jec t  o r  Event .
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How to add a new Talent to this Production:

1.  C l i ck  the  b lack  and g reen  Add  bu t ton .

2 .  The  Talent  f i e ld  w i l l  d i sp lay  a  d rop-down l i s t  o f  Ta len t  t ypes .  Make a  se lec t ion 

f rom th is  l i s t .

3 .  W i th  the  cursor  now moved in to  the  Name  f i e ld ,  d i sp lay ing  a  l i s t  o f  a l l  peop le 

in  the  Contacts  modu le  tha t  have  match ing  conten ts  in  the  Talent  f i e ld .  I f  the 

Ta len t  i s  no t  i n  the  Contacts  modu le ,  you  may  s imp ly  t ype  the i r  name in to  th i s 

f i e ld  ( th i s  does  not  c rea te  a  contac t  record  fo r  the  ta len t ) .

4 .  When the  ta len t  Name  i s  en te red ,  the i r  Main Phone  number  w i l l  be  au tomat ica l l y 

en te red  in  the  appropr ia te  f i e ld . 

5 .  En te r  the  Role  of  the  ta len t  ( i f  app l i cab le ) .

6 .  Comple te  the  ta len t ’s  event  Status  (Con f i rmed,  On Ho ld ,  Not  Ava i l ab le ,  Le f t 

Message,  e tc . ) . 

7 .  C l i ck  the  Date f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar. 

8 .  Add a  Start  T ime  fo r  the  Event .

9 .  For  your  budget  t rack ing  purposes ,  comple te  the  l i s t  by  en te r ing  the  Cost  o f 

each  ta len t  l i ne  i tem and subsequent  b i l l ab le  Charge .  The  ta len t  Cost  and 

Charge  g rand to ta l  ca lcu la t ions  a re  shown in  the  two f i e lds  a t  the  bot tom o f 

the  sc reen .   C l i ck  in  and then  out  o f  each  f i e ld  to  re f resh  the  to ta l s ,  upon any 

changes  made to  the  ind iv idua l  ta len t  l i nes  above .

Tips
• 	 To 	de le te 	Ta len t 	 f rom	 th is 	P roduct ion , 	c l i ck 	 the 	Trash  Can  i con . 

• 	 You	may 	choose 	not 	to 	inc lude 	the i r 	phone	# 	on 	p r in tou ts 	by 	dese lec t ing	

the  Inc lude Phone on Pr int  Outs  checkbox . 

• 	 C l i ck 	 the 	Go To  bu t ton  fo r  each  ta len t  to  take  you  to  the i r  record  in  the 

Contacts  modu le .

 

 

Show Notes /  Hide Notes sub-tabs
By now you have  not iced  the  two sub- tabs  Show Notes  and  Hide  Notes .  Sw i tch ing  be tween these  s imp ly 

shows or  h ides  the  Notes  f i e ld .

Setup Info tab
Th is  l ayout  d isp lays  de ta i l ed  in fo rmat ion  impor tan t  to  the  se tup  o f  each  Product ion .  Once da ta  i s  en te red 

here ,  i t  w i l l  appear  in  the  se tup  o f  any  new Pro jec ts  and Events  tha t  a re  c rea ted  under  th i s  P roduct ion . 

A l though the  Product ions ,  Projects  and  Events  modu le  Setup  tabs  appear  iden t ica l ,  p lease  keep in  m ind 

tha t  i t  i s  poss ib le  to  have  d i f f e ren t  da ta  in  these  p laces .  Th is  i s  use fu l  fo r  d i f f e ren t  t ypes  o f  P ro jec ts  and 

Events  on  a  s ing le  Product ion .
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General sub-tab
I n  the  Genera l  sub- tab ,  you  can  l i s t  the  Formats  and Mach ines  tha t  w i l l  be  used fo r  th i s  P roduct ion .  Up 

to  e igh t  mach ines  can  be  l i s ted  w i th  f i e lds  fo r  the  fo l low ing :

• 	 Purpose –  purpose  fo r  each  mach ine  (Maste r,  C lone ,  Sa fe ty,  P roduct ion ,  e tc . )  

• 	 Format  –  V ideo  o r  Aud io  fo rmat  t ypes ,  s tandard ,  and ca l ib ra t ion  se t t i ngs

• 	 Size -  s i ze  o f  the  med ia  and type

• 	 Speed -  record ing  speed o f  the  assoc ia ted  med ia

• 	 Frames  -  the  f rame ra te  o f  the  med ia

• 	 Tracks  –  record ing  t racks  to  be  u t i l i zed  in  the  sess ion

• 	 Format  –  the  aud io  ou tput  s t ream,  i . e .  S te reo ,  Do lby  5 .1 ,  e tc .

• 	 Dolby  –  t ypes  o f  aud io  ou tput ,  i . e .  Do lby  A ,  AC3,  5 .1  e tc . ,  and cho ices  fo r  tu r n ing 

Emphas is  On o r  O f f . 

A l l  o f  these  l i s ts  can  be  ed i ted  to  su i t  your  needs . 

Check  the  boxes  on  the  r igh t  tha t  app ly :

• 	 Src –  Source  Med ia  asse t

• 	 Rec –  Record ing  Med ia  asse t

• 	 Master  -  Maste r  Med ia  asse t

• 	 Chase –  Chase Med ia  asse t

In  the  f i e lds  be low,  en te r  when the  Tones Arr ive ,  whether  o r  no t  you  a re  lock ing  to  Picture  o r  do ing  a 

Layback ,  and  any  Copies Needed.  You may  then  en te r  any  necessary  no tes  in  the  Setup Notes  f i e ld 

as  we l l  as  l i s t i ng  the  Ti t les  fo r  the  Product ion . 

Plug In sub-tab
Use the  Plug  In  sub- tab  to  document  aud io  m ic  p lug- ins . 

How to document audio mic plug-ins:

1.  C l i ck  the  Set  Input  but ton  on  the  top  o f  the  f i r s t  co lumn.  Th is  w i l l  au tomat ica l l y 

en te r  1-24  in  the  Input  co lumn the  f i r s t  t ime you  c l i ck  i t ,  25-48 the  second t ime 

you  c l i ck  i t ,  and  49-72 the  th i rd  t ime you  c l i ck  i t ,  then  the  cyc le  s ta r ts  over 

aga in . 

2 .  C l i ck  the  Qty.  (Quant i t y )  f i e ld  and se lec t  the  number  o f  i ns t ruments  o r  dev ices 

used. 

3 .  En te r  the  ins t rument  you  w i l l  be  us ing  in  the  Instrument  f i e ld .

4 .  En te r  the  # of  Mic’s  (m ic rophones ) ,  wh ich  type  o f  Mic  used,  Insert ,  Buss ,  and 

Cue ass ignments ,  and the  Talent ’s  name.
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Fields on the r ight

• 	 I nd ica te  whether  to  Tune Piano  (Yes  o r  No ) .

• 	 Ente r  the  quant i t i es  needed o f  Mono Phones ,  S te reo  Phones ,  Mus ic 

S tands ,  S tand L igh ts ,  Cha i rs ,  S too ls ,  and V ideo Mon i to rs .

• 	 Spec i f y  whether  you  need a  Digi ta l  Metronome  (Yes  o r  No ) . 

Be low,  you  w i l l  f i nd  the  Aux Sends  f i e lds .  Use  these  f i e lds  to  document  where  the  Aux  Sends  a re  to  be 

pa tched.  They  a re  l abe led  S-1 th rough S-12 .

Video/Fi lm/Graphics sub-tab
Th is  a rea  conta ins  de ta i l s  assoc ia ted  w i th  v i sua l  p roduct ion .  There  a re  f i e lds  fo r  Cameras ,  Lens , 

Fi l ters ,  Fi lm/Tape ,  Props ,  Specia l  Effects ,  Sets ,  Permits  Needed ,  Transportat ion ,  as  we l l  as  a  se t 

o f  se lec tab le  Locat ions ( as  de f ined  in  the  Contacts  modu le ) . 

I f  these  f i e lds  don’t  qu i te  f i t  your  needs ,  you  can  a lways  g rab  a  f i e ld  f rom the  User  F ie lds  sub- tab 

(exp la ined nex t ) .

User Fields sub-tab
Th is  conta ins  a l l  o f  the  User  F ie lds  fo r  the  Product ions  modu le  as  descr ibed in  the  Studio  Sui te  Basics 

chapte r  o f  th i s  User ’s  Gu ide .  We have  p rov ided many  User  f i e lds  in  each  modu le  tha t  you  can  cus tomize 

to  accommodate  spec i f i c  i n fo rmat ion .  To  use  a  user  f i e ld ,  you  may  go  in to  the  Layout  mode (w i th in  any 

modu le )  and drag  one  o f  these  f i e lds  in  o rder  to  s to re  your  spec i f i c  da ta .  

Client Info tab
The Cl ien t  In fo  tab  i s  where  you  can  v iew and manage a l l  pe r t inen t  de ta i l s  about  the  c l i en t .   I t  i s  bes t  to  en te r 

as  much in fo rmat ion  about  the  c l i en t  as  poss ib le  he re . 

Client and People sub-tab
When you  c rea ted  the  Product ion ,  you  spec i f i ed  a  C l i en t .  Th is  in fo rmat ion  now appears  in  the  g reen  tex t 

f i e lds  here . 

Each  new Product ions  looks  up  the  de fau l t  se t  o f  “work ing  peop le  t i t l es ”  (P roducer,  Ed i to r,  e tc )  f rom the 

Main  Menu/Setup/T i t l e  tab . 

How to add more t it les:

1.  C l i ck  the  b lack  and g reen  Add   bu t ton . 

2 .  C l i ck  the  Name  f i e ld  nex t  to  a  t i t l e  to  revea l  a  pop-up l i s t  o f  peop le  f rom the 

Contacts  modu le  w i th  match ing  t i t l es . 

3 .  Se lec t  a  name to  lookup the i r  phone numbers . 

4 .  The  checkbox  nex t  to  the  phone number  de te rm ines  i f  the  phone number  w i l l 

appear  on  p r in tou ts  (use fu l  fo r  ma in ta in ing  c l i en t  p r i vacy ) .
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Tips

• 	 The 	peop le 	who	appear 	he re 	w i l l 	a l so 	appear 	on 	every 	 re la ted 	 record 	 in	

the  Projects  and  Events  modu les .

• 	 The 	 peop le 	who	 appear 	 he re 	w i l l 	 a l so 	 appear 	 on 	 labe ls 	 genera ted 	 f rom	

the  Library  & Labels  modu le  in  the  o rder  spec i f i ed  by  the  check  boxes 

on  the  r igh t . 

• 	 C l i ck 	 the 	Add To Contac ts  bu t ton  to  add th i s  person  to  your  Contacts .

A t  the  bot tom le f t ,  you  w i l l  f i nd  the  Al low Release Of  Cl ient  Mater ia ls  f i e ld .  Th is  i s  the  exact  same f i e ld 

tha t  appears  in  the  c l i en ts  record  in  the  Contacts  modu le ,  so  chang ing  i t  he re  w i l l  change i t  eve rywhere . 

You may  a lso  en te r  a  Mater ia ls  Release Note .

Shipping Info sub-tab
The Del ivery  and Shipping Requirements  app ly  to  the  en t i re  Product ion .  A l l  o the r  f i e lds  app ly  to  the 

spec i f i c  sh ipment .

How to specify shipment detai ls for each package sent:

1.  En te r  the  Del ivery  and Shipping Requirements ,  what  se rv ice  i t  was  Sent 

By ,  wh ich  account   to  Charge ,  the  Tracking Number ,  and  l i s t  the  Enclosed 

Mater ia ls . 

2 .  The  To :  f i e ld  i s  a  pop-up l i s t  o f  ALL  o f  your  contac ts  f rom the  Contacts  modu le . 

3 .  Se lec t  a  contac t  f rom the  l i s t .  Today ’s  Date  and the  cur ren t  T ime w i l l  au tomat ica l l y 

en te r  ( you  can  manua l l y  change these  i f  necessary ) . 

C l i ck  the  Track  Package but ton  in  the  cente r  o f  the  f i e ld  to  au tomat ica l l y  t rack  the  package.

Financial  sub-tab
Th is  tab  g i ves  an  overv iew o f  the  c l i en ts  f i nanc ia l  h i s to ry,  showing  a  fu l l  ag ing  h is to ry   ( i . e .  Balance Due 

date ,  how many  days  Overdue,  TOTAL Bi l led,  Year  to  Date ,  etc . )  as  we l l  as  the  c l i en t ’s  Remain ing 

L imit  and Over  L imit .

To  the  r igh t  a re  Tax Rates and the  Discount  Rate  fo r  th i s  P roduct ion .  Th is  da ta  i s  looked up f rom the 

C l i en t  record  in  Contacts ,  bu t  may  be  changed here  to  re f l ec t  on ly  th i s  P roduct ion ,  i f  needed. 

NOTE:   For  a  deta i led  descr ip t ion  about  f inanc ia l  in fo rmat ion ,  see  the  Contacts  modu le  chapter 

under  the  F inanc ia l  tab  sect ion  in  th is  Users  Gu ide .

Invoices From This Production section
Be low the  ag ing  sec t ion ,  you  w i l l  see  a  por ta l  showing  a l l  i nvo ices  tha t  have  been made fo r  th i s  P roduct ion 

and the i r  payment  s ta tus .
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Commission To section
Th is  a rea  i s  used to  ass ign  a  commiss ion  amount  to  a  ce r ta in  person  w i th in  your  s tud io  (o r  ne twork  o f 

sa les  representa t i ves )  fo r  b r ing ing  new c l i en ts  and/or  p ro jec ts  to  the  s tud io .

How to assign a commission to sales representative:

1.  C l i ck  the  Commiss ion To  f i e ld  and se lec t  a  person  f rom the  d rop-down l i s t .  Th is

 l i s t  w i l l  show a l l  records  in  the  Contacts  modu le  marked as  an  emp loyee .

2 .   C l i ck  the  Commiss ion  Percent  f i e ld  to  en te r  the i r  commiss ion  percent .  En te r  the 

number 	as 	a 	dec ima l 	 (8%	=	 .08 )	

Media Asset tab
The Media  Asse t  tab  shows a l l  o f  the  med ia  f rom the  Library  & Labels  modu le  tha t  i s  assoc ia ted  w i th  th i s 

P roduct ion . 

• 	 C l i ck 	 on 	 a 	 row	 o f 	 a 	 par t i cu la r 	 med ia 	 asse t 	 to 	 h igh l igh t 	 tha t 	 med ia 	 asse t 	 and	 show	

add i t iona l  i n fo rmat ion  a t  the  bot tom o f  the  sc reen ,  i nc lud ing  the  Current  Locat ion , 

peop le  invo lved ,  and a l l  Ti t les  on  tha t  med ia  asse t .

NOTE:  Th is  screen i s  v iew on ly ;  changes  to  media  must  be  done in  the  Library  & Labels  o r  the 

Ti t les  & Tracks  modu les . 

• 	 C l i ck 	 on 	 the 	 Go To  bu t ton  fo r  each  med ia  asse t  to  go  d i rec t l y  to  tha t  record  in  the 

Library  & Labels  modu le .

• 	 C l i ck 	 the 	 Go To  fo r  a  par t i cu la r  Med ia  asse t  Ti t le  to  go  d i rec t l y  to  tha t  record  in  the 

Ti t les  & Tracks  modu le .

How to create a new media asset (record) in Library & Labels that’s 
associated to a specif ic Production:

1.  C l i ck  the  b lack  and g reen  but ton  labe led  “Create  NEW Re la ted  Med ia  Asse t 

In  L ib ra ry ”  ( th i s  w i l l  t ake  you  to  the  Create  New Media  Asset  w indow in  the 

Library  & Labels  modu le ) . 

2 .  F i l l  ou t  the  in fo rmat ion  on  a l l  t abs  and c l i ck  Done.

3 .  For  de ta i l ed  descr ip t ion  o f  th i s  w indow,  see  Crea te  New Med ia  Asse t  sec t ion  o f 

the  Library  & Labels  modu le .

S tud io  Su i te  a l lows each  med ia  asse t  to  be  assoc ia ted  w i th  more  than  one  Pro jec t ,  s ince  i t  may  re tu rn 

to  your  s tud io  severa l  t imes  in  the  course  o f  i t s  l i f e .  Read about  th i s  i n  the  Library  & Labels  chapte r  o f 

the  User ’s  Gu ide .

Attach & FTP tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Projects  record .  The  At tach  &  FTP tab  i s  the  where 

a l l  o f  these  a t tached f i l es  a re  re fe renced.  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab 

chapte r  o f  th i s  User ’s  Gu ide .
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List tab
The L is t  tab  shows a  sor tab le  l i s t  o f  a l l  o f  the  Product ions  i n  the  modu le .   C l i ck ing  the  Go To but ton  fo r  any 

l i s ted  Product ion  w i l l  to  take  you  to  the  Deta i l  tab  showing  a l l  P ro jec ts  and Events  re la ted  to  the  Product ion .

Report  tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  has  a  number  o f  p re-se t  repor t  opt ions .  F i r s t ,  se lec t  wh ich  o f  your 

compan ies  you  a re  runn ing  the  repor t  on  v ia  the  pop-up menu in  the  Company Name  f i e ld ,  and wh ich 

le t te rhead you  want  to  use  i f  you  p r in t  the  repor t .  The  Le t te rhead i s  au tomat ica l l y  genera ted  f rom the 

in fo rmat ion  you  en te red  about  your  company  in  the  Setup  bu t ton  conta ined in  the  Main Menu .  The  cus tom 

Let te rhead p laces  the  le t te rhead g raph ic  you  pas ted/ impor ted .  To  use  your  own s ta t ionery,  choose  a  b lank 

record  f rom your  Company Name  se lec to r.

Reports: 

• 	 Aud io  Setup 

• 	 Aud io  P lug- ins

• 	 Di rec t ion  &  Notes

• 	 F i lm/V ideo/Graph ics

• 	 Pro jec t  L i s t 

• 	 Ta len t  L i s t

These  repor ts  p r in t  fo r  a l l  o f  the  found records ,  so  the  F ind  On ly  Th is  Record  bu t ton  w i l l  pu t  on ly  the  cur ren t 

record  in  the  found se t .

C l i ck  the  but ton  labe led  Other  Repor t  Opt ions  F rom Events  to  go  to  the  Pr in t  menu in  the  Events  modu le . 

Read the  Pr in t  sec t ion  o f  the  Events  chapte r  to  l ea rn  more  about  tha t  modu le ’s  p r in t ing  opt ions .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  Pro jec ts  tab  to  go  to  the  Projects  modu le  showing  on ly  the  Pro jec ts  assoc ia ted  w i th  tha t  Product ion .

C l i ck  the  tex t  Events  tab  to  go  to  the  Events  modu le  showing  on ly  the  de ta i l s  assoc ia ted  w i th  tha t  Pro jec t .

C l i ck  the  tex t  Ca lendar  tab  to  go  to  the  Calendar  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Product ions  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Main  Menu  tab .



31-16

Studio Suite X          Chapter 31 - Productions module



3 2
P r o j e c t s  m o d u l e

F i le  Name:   SSX_Pro jects . fmp12

ssx



32-2

Studio Suite X          Chapter 32 - Projects module

The Projects  modu le  coord ina tes  a l l  aspects  o f  a  p ro jec t  such  as  book ings ,  budget  and ac tua l  cos ts , 

da tes ,  t imes ,  s ta tuses ,  peop le ,  med ia  usage ,  equ ipment ,  techn ica l  de ta i l s ,  e tc .  A  Pro jec t  t yp ica l l y  conta ins 

many  booked i tems (Sess ions  o r  Events )  wh ich  a re  s to red  in  the  Events  modu le .  You can  se t  these  i tems in 

h ie ra rch ica l  (pa ren t /ch i ld )  re la t ionsh ips  to  each  o ther,  s im i l a r  to  g roup ing  i tems in  a  fo lde r.

A  Pro jec t  can  a lso  be  a  member  o f  a  Product ion ,  where  the  Product ion  i s  ( fo r  example )  a  TV Ser ies ,  and each 

Pro jec t  i s  one  ep isode.   In  a  long  fo rm pro jec t ,  such  as  a  fea tu re  f i lm,  a  Pro jec t  can  be  ( fo r  example )  one 

phase  o f  the  work ,  a  spec i f i c  med ia  asse t ’s  wor th  o f  events ,  o r  one  week ’s  wor th  o f  events . 

In this chapter you wil l  read about how to:
• 	 Create  a  Pro jec t

• 	 Ass ign  a  c l i en t  to  a  Pro jec t

• 	 Add Peop le  to  a  Pro jec t

• 	 Pr in t ,  ema i l  o r  SMS message a  Pro jec t  event  record  (w i th  emphas is  on  one  i tem)

• 	 Emai l  the  cur ren t  P ro jec t  as  a  pd f

• 	 V iew the  Actua l  ( vs .  the  Budget )  i n fo rmat ion  fo r  a l l  i t ems

• 	 Sor t  Events

• 	 Add i tems v ia  barcode

• 	 Ass ign  i tems to  o ther  i t ems h ie ra rch ica l l y

• 	 Add a  new i tem f rom the  Pro jec t  Events  tab

• 	 Send not i f i ca t ions

• 	 Use the  Mu l t ip le  Event  Hand le r  w indow

• 	 Make an  Invo ice  f rom a  Pro jec t

• 	 Create  new “Task”  i tems

• 	 Ass ign  a  task  g roup to  a  Pro jec t

• 	 Ed i t  the  co lo r  and/or  rename Sta tus  name
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• 	 Add notes  and c rea t i ve  d i rec t ions  to  a  Pro jec t 

• 	 Add a  new Ta len t  to  a  Pro jec t  o r  Event

• 	 Document  aud io  record ing  m ic  p lug- ins

• 	 Add t i t l es

• 	 Spec i f y  sh ipment  de ta i l s  fo r  each  package sent

• 	 Ass ign  a  commiss ion  to  sa les  representa t i ve

• 	 Create  a  new med ia  asse t  ( record )  i n  Library  & Labels  tha t ’s  assoc ia ted  to  a  spec i f i c 

P ro jec t

• 	 Sor t  P ro jec ts

Where to create a new Project:

There  a re  four  p laces  where  you  can  c rea te  a  new pro jec t :  the  Calendar  modu le ,  d i rec t l y 

w i th in  the  Projects  modu le ,  f rom the  Product ions  modu le  and f rom the  Contacts 

modu le .

1 .  F rom the  Ca lendar,  se lec t  the  i tems to  be  Booked:  c l i ck  the  Book Pro jec t 

bu t ton ,  then  se lec t  New Pro jec t .  Th is  w i l l  t ake  you  to  the  Create  New 

Project  sc reen  o f  the  Projects  modu le .

2 .  Crea te  a  new pro jec t  d i rec t l y  w i th in  the  Projects  modu le  by  c l i ck ing 

the  New but ton  in  the  Funct ion  Bar .  Th is  takes  you  to  the  Create  New 

Project  screen .

Note :  You can a lso  se lect  a  Project  Templa te  by  c l ick ing  the  From Templa tes  but-

ton  in  the  Funct ion  Bar .   Templa tes  a re  Pro jects  you can save  f rom past  comple ted 

events ,  tha t  may  reoccur  w i th  the  same c l ien t  o r  Product ion .   Se lect ing  a  Pro ject 

Templa te  a f fo rds  you t ime sav ings  fo r  any  newly  requ i red  Pro ject  event  by  pre-

load ing  the  i tem/events  f rom the  templa te .

3.  F rom the  Product ions modu le ,  c l i ck  the  New Pro jec t  bu t ton  .

4 .  F rom Contacts ,  c l i ck  the  Book Pro jec t  bu t ton  in  the  upper  r igh t .

How to Create a Project:

New Project Entry screen
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From wh ichever  modu le  you  choose  to  book ,  you  w i l l  en te r  bas ic  in fo rmat ion  about  the  p ro jec t  i n  the 

Create  New Project  area .

I f  you  c rea te  i t  f rom the  Product ion  modu le ,  i t  w i l l  i nher i t  some o f  the  bas ic  in fo  about  the  Product ion .

Production f ield
A Pro jec t  can  be  ass igned to  a  Product ion ,  bu t  i t  i s  no t  a  requ i rement .   Ass ign ing  a  Pro jec t  to  a 

Product ion  a l lows fo r  h ie ra rcha l  o rgan iza t ion ,  s im i l a r  to  a  f i l e  fo lde r  g roup ing .  C l i ck  w i th in  the  f i e ld  to 

se lec t  an  ex is t ing  Product ion  f rom the  pop-up Product ion  P icker  w indow.  For  more  in fo rmat ion  about 

Product ions ,  see  tha t  chapte r  o f  the  User ’s  Gu ide .

Client f ield
A Pro jec t  must  have  a  C l i en t  o f  record  assoc ia ted  w i th  i t  so  tha t  i t  can  be  t racked and invo iced. 

How to assign a cl ient to a Project:

1.  C l i ck  in  the  ye l low Cl ient  f i e ld  ( to  open the  contac t  p icker  w indow) .  

2 .  Scro l l  th rough the  l i s t ,  o r  t ype  the  f i r s t  few le t te rs  o f  the  company  o r  a  person 

assoc ia ted  w i th  the  c l i en t  i n  the  p rov ided f i e ld . 

3 .  C l i ck  on  your  c l i en t  cho ice  ( found in  the  l i s t )  one  t ime to  en te r.  In fo rmat ion 

spec i f i c  to  th i s  c l i en t  w i l l  au tomat ica l l y  be  en te red  on  the  Pro jec t  page ,  and 

add i t iona l l y  i n  the  F inanc ia l  sec t ion  be low.  I f  the  C l i en t  does  not  appear  in  th i s 

w indow,  they  may  not  ex is t  i n  the  Contacts  modu le ,  o r  they  a re  in  Contac ts 

a l ready,  bu t  no t  des ignated  as  a  C l i en t .

I f  your  c l ien t  does  not  ex is t  in  the  Contacts  module :

1.  C l i ck  the  Create  New C l ien t  bu t ton .  Th is  w i l l  t ake  you  to  a  new record  in  the 

Contacts  modu le . 

2 .  En te r  the i r  i n fo rmat ion  and be  sure  the  Cl ient  check  box  i s  marked so  they  w i l l 

appear  in  the  c l i en t  se lec to r  w indow.  Cl ick  the  Return  to  Pro jec t  bu t ton .

A l though common ly  named ‘C l i en t ’ ,  th i s  de fau l t  word  can  be  changed to  someth ing  more  appropr ia te  

fo r  your  spec i f i c  t ype  o f  work .   To  change th i s  word  fo r  an  ind iv idua l  P ro jec t ,  c l i ck  the  tex t  de fau l t 

name (C l i en t )  nex t  to  the  ye l low f i e ld .   F rom the  p rov ided pop-up menu,  access  opt ions  such  as  Cl ient , 

Account ,  Div is ion ,  Agency ,  Network ,  and  Student .   The  l i s t  can  a lso  be  ed i ted  to  add a  name o f  your 

p re fe rence .   Se lec t  Edi t  and  fo l low the  p rompt  to  add to  the  ex is t ing  l i s t  o f  names. 

NOTE:  The defau l t  name for  th is  in fo rmat ion  f ie ld  i s  se t  up  in  the  Ma in  Menu >  Set t ings  a rea . 

To comple te  the  c l i en t  i n fo rmat ion  a rea ,  en te r  the  c l i en t ’s  emai l  address  ( i f  they  do  not  a l ready  have 

one  en te red )  and a  Cl ient  PO #  i f  one  i s  p rov ided ( th i s  can  a lways  be  added la te r ) .  C l i ck  the  Requ i red 

check-box  i f  app l i cab le  to  the  par t i cu la r  c l i en t -  do ing  so  saves  th i s  s ta tus  in  the  c l i en t ’s  record  in  the 

Contacts  modu le . 

Project f ield
Give  the  p ro jec t  a  name in  the  Project  f i e ld ,  ( th i s  cou ld  be  the  name o f  the  show,  se rv ice  t ype ,  o r  a r t i s t , 

e tc ) .  Add any  Episode  i n fo rmat ion  and Language ,  i f  re levant .  The  Start  T ime ,  End T ime ,  Booking 

Status ,  and Project  Type  a re  au tomat ica l l y  looked up f rom your  T imes  &  Numbers  pre fe rences  se t  i n 
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the  Main Menu Setup and may  be  changed here  to  su i t  th i s  p ro jec t .

NOTE:  Some Ca lendar  v iews a l low i tems that  a re  se lected to  book  to  have  d i f fe rent  Sta r t  and 

End T imes and Book ing  Sta tuses .  In  those  cases ,  these  t ime and s ta tus  f ie lds  w i l l  say  “Mul t ip le” . 

Se lect ing  a  new t ime or  s ta tus  f rom the  pop-up wi l l  se t  a l l  i tems ( tha t  a re  cur rent l y  be ing  booked) 

to  the  same va lue .

Ad jus t  the  Project  Type  and  Project  Status  i n fo rmat ion .  These  d rop down menus  a re  ed i tab le  so  you 

can  inc lude  opt ions  su i tab le  fo r  your  work f low.   C l i ck  on  the  ye l low penc i l  nex t  to  Pro jec t  S ta tus  to  ed i t 

tha t  menu and assoc ia ted  co lo rs .

I f  app l i cab le ,  de-se lec t  the  check-box  i tem Show In  Calendar  to  p revent  the  Pro jec t  f rom appear ing  in 

the  Ca lendar. 

Cont inuous Events  a re  events  tha t  go  “a round the  c lock”  fo r  the  dura t ion  o f  the  event .  For  example , 

i f  you  ren t  a  p iece  o f  equ ipment  on  Monday,  and i t  w i l l  be  ou t  un t i l  F r iday,  tha t  i s  a  Cont inuous  Event , 

because  i t ’s  cont inua l l y  gone  (unava i l ab le  to  another  book ing )  dur ing  tha t  per iod .  By  compar i son ,  i f 

you  book  a  s tud io  room Monday  th rough F r iday  f rom 9am to  5pm,  and the  room was ava i l ab le  f rom 

5pm to  9am,  tha t  wou ld  not  be  a  Cont inuous  Event ,  because  the re  i s  a  b reak  be tween each  day.  Th is 

de te rm ina t ion  a f fec ts  the  Rate  ca lcu la t ion ,  wh ich  may  be  based on  the  number  o f  hours .  Check  the 

Cont inuous Events  checkbox  i f  the  events  you  a re  book ing  a re  “Cont inuous” .

New Feature: Project Name hashtags

When you  c rea te  a  p ro jec t ,  a  hashtag  i s  au tomat ica l l y  ass igned to  tha t  p ro jec t  tha t 

i nc ludes  the  p ro jec t  name,  a long  w i th  the  p ro jec t  number.   Th is  f i e ld  i s  ed i tab le .   We don’t 

recommend ed i t i ng  i t  once  the  p ro jec t  i s  c rea ted  to  keep a l l  o f  the  messages  re la t ing  to 

th i s  p ro jec t  cons is ten t .   Whenever  you  send a  tweet  o r  d i rec t  message th rough Tw i t te r, 

the  hashtag  i s  au tomat ica l l y  i nc luded.   To  read about  how to  send Tweets  in  S tud io  Su i te , 

go  to  “How to  send not i f i ca t ions”  on  page 32-20 in  th i s  chapte r  o f  the  Users  Gu ide .

People f ields
Each new pro jec t  w i l l  au to  en te r  your  de fau l t  g roup o f  Ti t les  ( o r  “ ru les” )  fo r  peop le  work ing  on  (o r 

a t tached to )  the  p ro jec t ,  bu t  who a re  no t  necessar i l y  schedu led ,  such  as  the  Ar t i s t ,  P roducer,  Ed i to r, 

D i rec to r,  Ass is tan t  Eng ineer,  e tc . ,  as  de f ined  in  the  Main  Menu  Setup /  T i t l es  tab . 

Depend ing  upon the  se t t i ng  o f  the  Fi l ter  Names f i e ld ,  c l i ck ing  (o r  tabb ing )  i n to  the  Name  f i e ld  w i l l  show 

a  pop-up l i s t  o f  e i the r  a l l  names in  the  Contacts  modu le ,  o r  on ly  those  w i th  the  same t i t l e .
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How to add People to a Project:

1.  C l i ck  the  b lack  and g reen  Add  bu t ton .

2 .  Se lec t  a  t i t l e ,  then  the i r  name f rom the  menu;  the i r  phone numbers  w i l l  au to- f i l l .  

The  names in  the  menu a re  der i ved  f rom peop le  in  the  Contacts  modu le  tha t 

have  the  same t i t l e .

3 .  I f  the  person  does  not  ex is t  i n  Contacts ,  c l i ck  the  Name  f i l ed  aga in  and s imp ly 

t ype  the i r  name.   Th is  does  not  add them to  Contacts .

4 .  C l i ck  the  Add to  Contac ts  bu t ton  in  the  row ( fa r  r igh t )  to  add th i s  person  to 

the  Contacts  modu le .   I f  you  do  so ,  c l i ck  the  b lue  Return  to  Pro jec ts  bu t ton  to 

re tu r n .   For  each  person ,  you  can  choose  to  have  tha t  the i r  phone number  not 

be  p r in ted  on  Pro jec t  and Sess ion  p r in t  ou ts  by  dese lec t ing  the  ‘ Inc lude Phone 

On Pr int  Outs ’  checkbox  ( to  avo id  ce lebr i t y  numbers  ge t t ing  in to  the  wrong 

hands ) .

5 .  De f ine  who’s  name gets  ass igned to  wh ich  o f  the  four  ava i l ab le  pos i t ions  (1-4 ) 

on  med ia  l abe l  c rea ted  f rom th is  p ro jec t  ( f rom the  Library  modu le ) .   Th is  can 

a lways  be  ad jus ted  la te r.

6 .  De le te  a  person  by  c l i ck ing  the  Trash  Can  i con  in  the i r  respect i ve  row.

NEW FEATURE: Item List (on the Create New Projects screen)

Th is  sc reen  now inc ludes  the  I tem L ist ,  a  new box  in  the  lower  m idd le  l e f t  o f  the  sc reen 

showing  a  l i s t  o f  i t em se lec t ions  tha t  you  jus t  made in  the  Calendar .

You  can  add to  the  l i s t  by  c l i ck ing  the  +  but ton .   New I tems w i l l  i nher i t  the  same t ime 

f rame as  the  f i r s t  i t em on  the  l i s t .   You  can  Add “Ch i ld ”  i t ems by  c l i ck ing  on  the  +  but ton 

in  the  row o f  the  “Paren t ”  i t em.

Financial  Section
When the  C l i en t  i s  se lec ted ,  the i r  f i nanc ia l  i n fo rmat ion  i s  d i sp layed in  two a reas  o f  the  w indow.   A t 

the  top  beneath  the  c l i en t  account  in fo rmat ion  you  w i l l  see  f i e lds  fo r  the  c l i en t ’s  f i nanc ia l  ag ing  ( i . e . 

Balance Due  da te ,  amount  Overdue ,  Days Over  da te  ranges ,  TOTAL Bi l led ,  Year  to  Date ,  e tc . ) .   Th is 

in fo rmat ion  i s  d i sp layed f rom the  Contacts  modu le ,  based in  the  to ta l  o f  the i r  I nvo ices .
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At  the  bot tom o f  the  w indow are  f i e lds  fo r  the  c l i en t ’s  Remain ing Credi t  l im i t  and Over  L imit .

To  the  bot tom r igh t  a re  the  Tax Rates  and  the  Discount  Rate  fo r  th i s  p ro jec t .   Th is  da ta  i s  looked up 

f rom the  C l i en t  record  in  Contacts ,  bu t  may  be  changed here  to  re f l ec t  on ly  th i s  p ro jec t ,  i f  needed.

NOTE:  For  a  deta i led  descr ip t ion  about  f inanc ia l  in fo rmat ion ,  see  the  Contacts  modu le  chapter 

under  the  F inanc ia l  tab  sect ion  in  th is  Users ’  Gu ide .

NEW FEATURE: Create Project addit ional detai ls

You can  now use  the  Create  Project  sc reen  to  c rea te  a  Budget  fo r  a  Pro jec t ,  the  Actual 

P ro jec t ,  o r  bo th .   You  a lso  have  the  cho ice  to  add Insurance  i n fo rmat ion  fo r  the  c l i en t , 

i nc lud ing  what  company  i t  i s  w i th ,  i f  i t ’s  On F i le  and  when i t  Expires .

These  opt ions  a re  in  the  Financia l  sec t ion  o f  the  Create  Project  sc reen .

Finishing Booking detai l
Only  the  ye l low f i e lds  must  be  f i l l ed  in  be fo re  p roceed ing .   Other  f i e lds  can  be  f i l l ed  in  l a te r.   When you 

have  en te red  a l l  de ta i l s ,  c l i ck  the  NEXT>> but ton  on  the  bot tom r igh t  o f  the  sc reen .   Th is  does  severa l 

th ings :

• 	 Books  a l l  o f  the  i tems you  have  se lec ted  ( i f  any ) .

• 	 Checks  fo r  con f l i c ts .

• 	 Looks  up  the  appropr ia te  Rates  ( ra tes )  fo r  the  i tems you  have  booked.

• 	 Creates  records  in  the  Events  modu le  fo r  each  i tem/day  tha t  i s  booked.

• 	 Adds those  i tems to  the  Ca lendar.

I f  you  s ta r ted  in  the  Projects  modu le ,  you  w i l l  be  re tu r ned to  the  Pro jec ts  -  Events  tab  fo r  rev iew o f  the 

Pro jec t  schedu led .   I f  you  s ta r ted  in  the  Calendar  modu le ,  you ’ l l  have  the  opt ion  o f  e i the r  re tu r n ing  to 

the  Calendar  modu le ,  o r  p roceed ing  onto  the  Projects  modu le .   For  now,  l e t ’s  p roceed to  the  Projects 

modu le .
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Events  tab

The Events  tab  i s  where  you  v iew,  ed i t  and c rea te  a l l  o f  the  spec i f i cs  about  each  Event  re la ted  to  a 

Pro jec t .   S tud io  Su i te  t racks  th i s  i n fo rmat ion  w i th  inc red ib le  de ta i l  f rom th ree  d i f f e ren t  perspect i ves ; 

Budget ,  Actual ,  and  the  D i f fe rence  (Diff )  be tween them.

A mat r i x  g r id  o f  bu t tons ,  ca l l ed  the  View Selector  ( on  the  top  le f t )  accommodates  these  perspect i ves 

w i th  bu t tons  to  reach  a l l  19  v iews o f  a  Pro jec t ’s  events  w i th  a  s ing le  c l i ck . 

View Selector section
Remember that  each i tem, room, person, or  media booked on a Pro ject  is  i t ’s  own Event.   Each Event has a 

mult i tude of  data.   The V iew Selector a l lows the user to choose which set  of  data they would l ike to v iew for 

the Events l is ted on each Project .   When choosing a v iew, keep in mind that  you are not looking at  d i fferent 

events in each v iew, but s imply d i fferent perspect ives of  the same Events.

NEW FEATURE: Enhanced View Selector & Check Box Indicators

There  a re  now two methods  to  nav iga te  the  d i f f e ren t  v iews o f  the  Event  da ta .   Choose 

wh ichever  you  fee l  most  comfor tab le  w i th .  

Tab 1  has  a  g r id  o f  “ in te rsec t ion”  bu t tons  s im i la r  to  p rev ious  ve rs ions .   We’ve  added 

co lo r  cod ing  to  he lp  a le r t  you  as  to  the  v iew you ’ re  on .  

Tab 2  p rov ides  d rop down menus  under  Budget ,  Ac tua l  and D i f fe rence  but tons .   These 

but tons  a l so  have  checkbox  ind ica to rs  tha t  d i sp lay  an  x  i f  the re  i s  i n fo rmat ion  in  tha t 

v iew.

B lue  tex t  o r  bu t tons  means  Budget ,  wh i te  means  Actual .
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How to use the View Selector:

Tab 1

1.  Under  the  V iew 2  sub- tab ,  chose  the  but ton  a t  the  in te rsec t ion  tha t  bes t 

descr ibes  the  v iew tha t  you  a re  look ing  fo r.

2 .  You a lso  have  the  d rop down opt ion  to  chose  add i t iona l  f i l t e rs  such  as :  I tem 

F i l ter  (by  I tem  and/or  by  Category ) ,  Date F i l ter  (Start  Date  and/or  End Date ) 

and  Sort  o rder.

Tab 2

1.  Under  the  V iew 1  sub- tab ,  choose  f rom the  d rop down l i s ts  under  ‘Budget ’ , 

‘Actual ’  o r  ‘Difference ’ .   Note  i f  the  box  i s  unchecked in  the  header  fo r  one  o f 

those  d rop down menus ,  the re  w i l l  be  no  in fo rmat ion  d isp layed.

2 .  You a lso  have  the  d rop down opt ion  to  chose  add i t iona l  f i l t e rs  such  as :  I tem 

F i l ter  (by  I tem  and/or  by  Category ) ,  Date F i l ter  (Start  Date  and/or  End Date ) 

and  Sort  o rder.

NOTE:  More  deta i led  exp lanat ions  o f  Budget ,  Actua l  and D i f fe rence v iews a re  descr ibed 

la te r  in  th is  sect ion .

Filtering and Sorting Events
W ith in  each  v iew,  you  may  w ish  to  see  on ly  a  ce r ta in  se t  o f  events .  For  example ,  you  may  want  to  change 

the  s ta r t  t ime o f  on l y  peop le  events  w i th in  a  da te  range .

Be low the  V iew Se lec to r,  you  w i l l  f i nd  the  f i l t e r ing  and sor t ing  func t ions .

Filtering and Sorting Events:  Fi l tering Events
The Category  F i l ter  f i e ld  (on  the  fa r  l e f t )  a l l ows you  to  v iew on ly  the  events  under  a  ce r ta in  Category. 

C l i ck  th i s  f i e ld  to  d isp lay  a  pop-up menu conta in ing  ca tegor ies  (as  de f ined  in  the  Main Menu  se tup ) . 

Se lec t  any  ca tegory  to  v iew on ly  those  i tems.  For  example ,  se lec t ing  the  “Room“ ca tegory  w i l l  show on ly 

the  rooms.  

NOTE:  The Category  F i l te r  de fau l ts  to  ALL when you c l ick  the  ‘C ’  c lear  but ton .   Th is  a l lows a  v iew 
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of  a l l  schedu led resource  i tems in  the  Pro ject  l i s t  v iew.

The I tem F i l ter  sources  ind iv idua l  resource  i tems assoc ia ted  w i th  the  p rev ious l y  se lec ted  ca tegory.  For 

the  purpose  o f  an  exerc ise ,  choose  “Rooms”  in  the  ca tegory  f i l t e r  then  “Av id  1”  (o r  a  room o f  your  cho ice ) 

i n  the  I tem f i l t e r  to  v iew.   Th is  wou ld  make i t  easy  to  app ly  a  g loba l  t ime,  da te ,  o r  s ta tus  change to  a 

weeks  wor th  o f  events  fo r  the  se lec ted  i tem on ly. 

NOTE:  The I tems F i l te r  de fau l ts  to  ALL when you c l ick  the  ‘C ’  c lear  but ton .

You w i l l  a l so  f i nd  the  Date Range f i l t e r.  C l i ck  in  the  s ta r t  and end f i e lds  to  choose  a  da te  f rom the  pop-

up ca lendar.  Th is  l e ts  you  show events  on ly  w i th in  a  spec i f i ed  da te  range .  C l i ck  the  ‘C’   bu t ton  to  c lea r 

the  da te  range  f i e lds .

You may  a lso  use  the  Hide  bu t ton  to  remove an  ind iv idua l  i t em f rom your  v iew.  The  H ide  but ton  (a  red 

c i rc le  w i th  a  l i ne  th rough i t )  can  be  found on  any  v iew (on  the  fa r- r igh t )  nex t  to  the  t rash  can  symbo l .  To 

re ins ta te  the  h idden i tems,  c l i ck  the  number  in  the  H ide  box  a t  the  top  o f  the  co lumn o f  h ide  but tons . 

Us ing  these  th ree  methods  to  f i l t e r  your  v iew w i l l  a l l ow you  to  qu ick l y  make changes  to  spec i f i c  sub-se ts 

o f  i t ems us ing  the  Dupe/Sp l i t ,  Se t  S ta r t /End,  Se t  S ta tus ,  Se t  Ac t ion ,  and  Sl ide ,  f ea tu res ,  among o thers 

(exp la ined la te r  i n  th i s  chapte r ) .

To  revea l  a l l  h idden i tems,  p ress  the  red  number  a t  the  top  o f  the  H ide  func t ion  and c lea r  the  Category 

and Date  F i l t e rs .

Filtering and Sorting Events:  Sorting Events
There  a re  a  number  o f  ways  to  sor t  Events .  When sor ted  by  Category,  the  sor t  o rder  i s  de r i ved  f rom the 

Category  Va lue  L is t  as  de f ined  in  the  Main  Menu/Setup/Va lue  L is t /Categor ies  tab .       

How to sort Events:          
                                           

1.  C l i ck  the  Sort  f i e ld  and se lec t  a  sor t  opt ion  f rom the  pop-up menu.   Sor t  by 

Creat ion  Order ,  Da te  and Category ,  Category / I tem/Date ,  o r  3  H ie ra rch ies .  

2 .  You can  add i t iona l l y  se tup  a  Custom Sor t  fea tu re  in  the  Sort  f i e ld  on  the  Notes 

v iew. 

3 .  A l te r na t i ve l y,  se lec t  your  1s t  p r io r i t y  f rom the  Pro jec t  event  l i s t .   C l i ck  on  tha t 

ma jo r  i t em to  access  the  Ed i t  Event  w indow.   W i th in  Ed i t  Event ,  loca te  the 

‘Cus tom Sor t ’  f i e ld  on  the  r igh t .  The  Custom Sort  f i e ld  i s  based upon a  s imp le 

sequent ia l  number  o rder ing  sys tem.   For  your  1s t  p r io r i t y  i t em,  beg in  w i th 

en te r ing  001.   Repeat  the  same s teps  fo r  your  2nd pr io r i t y  so r t  i t em (002 ) ,  and 

3 rd  p r io r i t y  (003 )  e tc .  success i ve l y  the rea f te r.  C l i ck  the  Save  Changes  but ton 

a f te r  each  s tep ,  and to  re tu r n  to  the  ma in  Events  l i s t .   Se lec t  ‘Cus tom’  in  the 

sor t  f i e ld  to  now show your  l i s t  i t ems in  the  p rescr ibed o rder.
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4.  For  i t ems in  a  h ie ra rchy,  the re  a re  maste r  expand and maste r  co l l apse  but tons 

a t  the  top  o f  the  por ta l  ( expand ing  o r  co l l aps ing  every th ing  in  the  por ta l )  as 

we l l  as  ind iv idua l  bu t tons  on  each  l i ne  i tem to  expand/co l l apse  each  l i ne  i tem 

ind iv idua l l y.

      

   

5 .  I f  you  have  se lec ted  one  o f  the  h ie ra rchy  cho ices ,  the  b lack  t r i ang les  w i l l  expand/

co l l apse  a l l  l i s ted  i tem’s  h ie ra rch ies  and the  b lue  t r i ang les  (be low)  w i l l  expand/

co l l apse  the  ‘A lso  Book’  i t ems fo r  each  ind iv idua l  i t em.

The fol lowing section in red has not been updated for SSX, some of the 
information may be inaccurate.  I t  wi l l  be updated in the next edit ion.

Budget and Actual Item  v iews
When an  i tem i s  booked,  i t  i s  added to  both  the  Budget  and Actua l  v iews s imu l taneous ly.  I t ’s  ac tua l l y  the 

exact  same Event  “ record”  w i th  d i f f e ren t  se ts  o f  f i e lds  fo r  Budget  and Actua l .  The  Actua l  v iew i s  where 

you  make changes  to  re f l ec t  what  ac tua l l y  happened. 

Th is  v iew l i s ts  genera l  i n fo rmat ion  fo r  each  event .  The  le f t  s ide  o f  the  por ta l  d i sp lays  the  I tem name, 

Start  Date ,  Start  T ime ,  End T ime ,  and  the  End Date .  Nex t ,  a re  the  Set  Status ,  Hold ,  and  Set  Act ion 

f i e lds .

The  Status  re fe rs  to  the  con f i rmat ion  s ta tus  o f  each  event .  The  cho ice  o f  these  s ta tuses  and the i r 

assoc ia ted  co lo rs  a re  de f ined  in  the  Main  Menu/Setup/Va lue  L is ts /Book ing  Sta tuses  tab .

The  Hold  f i e ld  l i s ts  the  amount  o f  t ime tha t  shou ld  be  he ld  fo r  the  i tem beyond the  ac tua l  schedu led 

t ime.  For  example ,  a  room may be  booked unt i l  5pm,  but  you  may  choose  to  ho ld  the  room fo r  an  ex t ra 

th ree  hours  to  account  fo r  tea r-down or  to  l eave  room fo r  c l i en t  over- t ime.   Se lec t  the  amount  o f  Ho ld 

t ime by  c l i ck ing  beneath  ‘Ho ld ’  on  the  i tem l i ne .   Se lec t  the  t ime amount  to  ho ld  f rom the  pop-up menu 

(0 :30 ,  01 :00 ,  02 :00  o r  Ed i t ) .

The  Act ion f i e ld  a l lows you  to  no te  the  bas ic  purpose  fo r  each  event  i t em,  such  as  Prep ,  L igh t ing ,  Vo ice 

Over,  o r  Ed i t -Of f  L ine .

To  the  fa r  l e f t ,  you  w i l l  see  the  fami l i a r  Go To but ton .  C l i ck  th i s  bu t ton  to  go  to  the  Deta i l  tab  o f  the 

Events  modu le .  Here ,  you  w i l l  be  ab le  to  see  every  de ta i l  o f  a  spec i f i c  Event .  You w i l l  f i nd  the  Go To 

but ton  on  every  one  o f  the  V iews ava i l ab le  in  the  Projects  modu le . 

I tem - Budget,  Actual,  Difference views
Th is  v iew inc ludes  fac to r ing  o f  a l l  s tandard  Pro jec t  moneta ry  events  and the i r  subsequent  compar i son .   I t 

i nc ludes  a  new v iew fo r  Marke t  p r ic ing .   Marke t  p r ic ing  i s  a  too l  to  p rove  wor th  o f  a  p ro jec t  by  in te r na l l y 

compar ing  a l l  to  ac tua l  es t imated  marke t  va lue .  To  v iew Marke t  co lumn,  be  su re  to  expand your  sc reen 

s i ze  to  make i t  v i s ib le .  P lace  your  cu rsor  in  the  lower  r igh t  sc reen  corner,  c l i ck  once  and drag  to 

appropr ia te  sc reen-s i z ing . 

Tax/Discount - Budget,  Actual,  and Difference views
Us ing  the  V iew Se lec to r,  you  can  v iew and ed i t  Tax  and D iscount  Rates  as  we l l  as  the i r  app l i ca t ion  to  a 

Pro jec t  and a l l  o f  i t s  i t ems.  The  in i t i a l  Tax  and D iscount  Rates  a re  looked up f rom the  C l i en t ’s  record  in 

the  Contacts  modu le .  They  may  be  ed i ted  fo r  th i s  P ro jec t  a t  the  top  o f  the  sc reen ,  and per  i t em w i th in 
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the  I tems por ta l . 

There  a re  3  taxes  (A ,  B ,  and C ) ,  each  w i th  an  Exempt  and App ly  checkbox  as  we l l  as  a  D iscount  w i th  an 

App ly  checkbox .  P re-Tax  to ta l s  fo r  each  appear  on  each  l i ne  i tem and to ta l s  fo r  a l l  i t ems appear  a t  the 

bot tom o f  the  sc reen .  You may  hover  over  each  l i ne ’s  to ta l  to  see  a  too l - t ip  wh ich  d isp lays  the  to ta l  o f 

the  i tem inc lud ing  taxes .

I f  you  have  spec i f i ed  Reveal  Tax af ter  Tax  i n  the  Main  Menu/Setup/Taxes  tab ,  you  w i l l  a l so  see  (a t  the 

top  r igh t  o f  the  sc reen )  a l l  o f  the  tax-a f te r- tax  se t t i ngs .  Th is  i s  p r imar i l y  fo r  Canad ian  users  and does 

not  app ly  in  the  U.S .

The  Difference  v i ew shows the  d i f f e rence  be tween the  Budgeted  and Actua l  Taxes  and D iscounts .

Expense - Budget,  Actual,  and Difference views
You can  v iew and ed i t  de ta i l ed  expense  in fo rmat ion  about  each  i tem.  Th is  in fo rmat ion  i s  pu l l ed  f rom 

the  Rate  de f in i t i on  in  the  Rates  modu le ,  bu t  may  be  ed i ted  here .  The  au to-en te red  do l l a r  amounts  and 

quant i t i es  can  be  over r idden and tu r n  b lue  to  ind ica te  the i r  va lues  have  been mod i f i ed .  Budget  and 

Actua l  v iews opera te  the  same way.

Profit/Loss (P/L) -  Budget,  Actual and Difference views
Th is  i s  where  you  can  v iew deta i l ed ,  ca lcu la ted  Pro f i t /Loss  in fo rmat ion  per  l i ne  i tem and per  p ro jec t , 

p resent ing  the  d i f f e rence  be tween your  Expenses  and your  Charges .  Remember,  the  D i f fe rence  layout 

shows the  d i f f e rence  be tween the  p ro f i tab i l i t y  o f  the  Budget  ve rsus  the  Actua l  events ,  no t  the  overa l l 

P ro f i t  o r  Loss . 

These  a re  “v iew on ly ”  l ayouts ,  any  ed i t i ng  wou ld  be  done on  the  Budget  o r  Actual  v i ews.

Barcode - Budget,  Actual views
Th is  v iew func t ions  as  the  “Renta l  Management”  a rea  o f  S tud io  Su i te ,  and a l lows you  to  add,  check-out , 

and check-back- in  i tems to  a  Pro jec t  v ia  Barcode.  For  th i s  to  work ,  the  i tems (equ ipment ,  med ia ,  e tc ) 

must  have  a  Barcode ass igned to  them befo re  they  a re  made Bookab le .  I f  the  Barcode has  been ass igned 

a f te r  i t  has  been made bookab le ,  you  must  rese t  the  s ta tus  w i th in  the  Media  Inventory  modu le .  S imp ly 

togg le  the  Bookab le  s ta tus  o f f  and back  on  aga in  fo r  each  i tem.

How to add items via barcode:

1.  On the  v iew se lec to r  c l i ck  Barcode  and  Actua l .  Not ice  the  Barcode  cont ro l 

sec t ion  i s  on  the  r igh t ,  be low the  Notes  f i e ld .

2 .  En te r  a  ca lendar  Date Range  i n  the  f i e lds  p rov ided.  

3 .   En te r  a  Start  and  End t ime  i n  the  f i e lds  be low the  Date  Range.

4 .  Se lec t  and c l i ck  one  o f  the  key  func t ions :  Add to  Pro jec t ,  Add to  Pro jec ts  & 

Check  Out ,  Check  Out  Ex is t ing  I tem,  Check  In ,  o r  (New but ton  -  h igh l igh ted  in 

the  sc reen  shot  be low)  F ind  I f  Checked Out  i n  o rder  to  comple te  and dete rm ine 

your  d i rec t ion  fo r  the  I tem ente red . 
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5.   Check  the  Speak  checkbox  i f  you  want  to  have  the  compute r  speak  the  de ta i l s 

o f  the  i tem you  scan .  Th is  i s  use fu l  i f  you  a re  s tand ing  across  the  room f rom the 

compute r  and can ’t  see  the  sc reen  a f te r  each  scan  (Mac on ly ) .  6 .   Spec i f y  i f 

the  i tems be ing  scanned a re  to  be  booked as  Cont inuous  Events  (mean ing  they 

span severa l  days  w i th  no  b reaks ) .

7 .  Scan your  barcode I tem or  manua l l y  en te r  the  I tem barcode number  in  the  g reen 

co lo red  f i e ld . 

8 .  Add i t iona l  ba rcode i tem funct ions  inc lude  to  Check  Out  Ex is t ing  I tems and Check 

In . 

NOTE:  your  Barcode reader  must  be  set -up to  “ tab”  a f te r  i t  scans  each i tem,  wh ich  w i l l 

t r igger  the  book ing  process .  Keep in  mind that  un l i ke  a  re ta i l  s to re  scann ing  sys tem, 

Stud io  Su i te  has  to  check  fo r  conf l ic ts  and ava i lab i l i t y  on  each scanned i tem (o r  fo r 

ava i lab i l i t y  o f  Media ) .  P lease  be  pat ient .

When I tems a re  added to  a  Pro jec t  v ia  e i the r  the  Add to  Pro jec ts  &  Check  Out  o r  the  Check  Out  Ex is t ing 

I tems opt ions ,  the  Status  i s  changed to  your  de fau l t  ve rs ion  o f  “Checked Out ” ,  ( as  de f ined  in  the 

Book ing  Sta tuses  a rea  o f  Ca lendar ) .  I t ems w i th  th i s  s ta tus  w i l l  au tomat ica l l y  mon i to r  the i r  End Date , 

wh ich  essent ia l l y  becomes the i r  expected  Return Date .  I t ems wh ich  have  not  been  checked back  in  by 

the  End Date  w i l l  au tomat ica l l y  be  f l agged as  ( your  de fau l t  ve rs ion  o f )   “Overdue”  S ta tus ,  and w i l l  be 

inc luded in  log  in  no t i f i ca t ions ,  and searches  fo r  Overdue  I tems.  These  i tems (and Pro jec ts  tha t  conta in 

them)  w i l l  a l so  have  red  “Overdue”  o r  “Due Today”  tex t  i nd ica to rs .

The  Pr in t  Th is  bu t ton  a t  the  in  the  header  o f  th i s  v iew pr in ts  a  ren ta l  pu l l  shee t ,  i nc lud ing  barcodes ,  se r ia l 

numbers ,  we igh ts ,  and rep lacement  va lues  (as  spec i f i ed  in  the  Equipment  modu le ) .

Assigns View
Th is  v iew d isp lays  the  Ass ign  bu t ton  in  the  por ta l ,  a l l ow ing  you  to  h ie ra rch ica l l y  ass ign  cer ta in  resource 

o r  equ ipment  i tems to  o thers  in  a  paren t /ch i ld  s ty le  re la t ionsh ip .   Th is  can  be  use fu l  i n  a  number  o f 

scenar ios :

• 	  A  s ing le  p ro jec t  has  two o r  more  rooms booked in  your  fac i l i t y  a t  the  same t ime and you 

need to  ass ign  peop le  and equ ipment  to  spec i f i c  rooms.

• 	  You  have  g i ven  a  “3-day  package”  ra te  to  a  c l i en t  tha t  i nc ludes  the  Room,  Person ,  and a 

p iece  o f  Equ ipment .   They  a re  a l l  booked fo r  3  days  in  a  row,  to ta l i ng  9  separa te  events 

(and maybe more ) ,  bu t  you  want  the  invo ice  to  on ly  have  one  i tem -  the  Package Rate .  

By  ass ign ing  a l l  o f  the  separa te  i tems to  the  Package Rate  i tem,  you  can  co l l apse  tha t 

“paren t ”  i t em and a l l  the  separa te  “ch i ld ren”  i tems w i l l  t empora r i l y  d i sappear  f rom 

v iew.   The  Package Rate  i tem w i l l  d i sp lay  the  sum o f  a l l  o f  the  ind iv idua l  i t em charges .  

Th is  va lue  can  a lso  be  over r idden by  en te r ing  a  d i f f e ren t  Unit  Pr ice  fo r  the  Package 

Rate .

How to assign items to other items:

1.  C l i ck  the  Se lec t  bu t ton  fo r  an  i tem you  wou ld  l i ke  to  make the  “ch i ld ”  i t em.  You 

may  se lec t  mu l t ip le  i t ems by  ho ld ing  Command (z )  wh i l e  c l i ck ing  the  second 

i tem on  a  Mac compute r  o r  CTRL +  c l i ck  on  a  PC.
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2.  C l i ck  the  Ass igns  to  Me  bu t ton  fo r  the  paren t  i t em o f  wh ich  you  wou ld  l i ke  to 

ass ign  the  se lec t ion .   Th is  w i l l  pu t  the  ch i ld  i tems underneath  the  paren t  i t em 

and indent  them.  3 .  The  paren t  i t em w i l l  then  have  an  expand/co l l apse  t r i ang le 

nex t  to  i t  ,  a l l ow ing  you  to  expand or  co l l apse  those  re la ted  i tems.

4 .  De-ass ign  a  ch i ld  by  c l i ck ing  the  De-ass ign  bu t ton ,  wh ich  w i l l  pu t  i t  back  in  i t ’s 

na tu ra l  so r t  o rder.

NOTE:  You can not  c reate  h ie ra rch ies  fo r  i tems impor ted f rom Stud io  Su i te  5

Media view (or Reconcile Media)
Al though med ia  can  be  booked o r  added to  a  p ro jec t  i n  the  same way  as  any  o ther  k ind  o f  i t em,  i t  i s 

hand led  s l igh t l y  d i f f e ren t l y  i n  the  background.   S ince  “med ia”  i s  a  rep len ish ing  resource  and not  a  s ing le 

i tem,  the re  i s  no t  a  con f l i c t  check .   However,  you  do  need to  make sure  tha t  the re  i s  enough in  s tock  to 

f i l l  your  book ing .   You w i l l  ge t  a  d ia log  box  message te l l i ng  you  so  i f  you  ever  book  more  than  you  have 

in  s tock .

When one  o r  more  p ieces  o f  Med ia  a re  added to  a  Pro jec t ,  they  a re   pu t  on  reserve  in  the  Media 

Inventory  modu le  and become unava i l ab le  fo r  o ther  p ro jec ts .   The  med ia  i s  on  reserve  un t i l  i t  has  been 

reconc i l ed ,  Med ia  cannot  be  invo iced un t i l  i t  has  been reconc i l ed ,  un less  you  have  de-se lec ted  the 

reconc i l e  med ia  checkbox  in  Main Menu  /  Setup  /  Module  Prefs  /  Media  Inventory .

When one  o r  more  p ieces  o f  Med ia  a re  added to  a  Pro jec t ,  they  a re   pu t  on  reserve  in  the  Media 

Inventory  modu le  and become unava i l ab le  fo r  o ther  p ro jec ts .   The  med ia  i s  on  reserve  un t i l  i t  has  been 

reconc i l ed ,  Med ia  cannot  be  invo iced un t i l  i t  has  been reconc i l ed ,  un less  you  have  de-se lec ted  the 

reconc i l e  med ia  checkbox  in  Main Menu  /  Setup  /  Module  Prefs  /  Media  Inventory .

The  Med ia  v iew a l lows you  to  manage th i s  en t i re  p rocess .   For  each  k ind  o f  med ia  booked,  i t  shows 

the  cur ren t  quant i t y  In  Stock ,  how many  a re  Avai lab le  ( no t  reserved ) ,  the  Quant i ty  to  be  used on  th i s 

p ro jec t ,  and the  Reconci led  s ta tus  o f  each  ( red  numbers  a re  un- reconc i l ed ) .   Reconc i l e  each  i tem by 

c l i ck ing  the  red  number,  o r  reconc i l e  a l l  un- reconc i l ed  med ia  by  c l i ck ing  the  Al l  bu t ton  a t  the  top .   The 

number  w i l l  d i sappear  once  the  med ia  i s  reconc i l ed .

Media view: Reconcile Media button
I n  the  Med ia  v iew you  have  the  opt ion  to  co l l ec t i ve l y  reconc i l e  a l l  Med ia  conta ined w i th in  the  l i s t  i n  one 

func t ion  s tep .  
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Notes view
Th is  v iew d isp lays  i tem notes .  You may  en te r  no tes  about  an  i tem d i rec t l y  w i th in  the  notes  f i e ld  o f  the 

l i s t .  Th is  v iew a lso  a l lows you  to  v iew and ed i t  the  c l i en t  PO #  fo r  each  i tem,  as  we l l  as  the  cus tom sor t .

Modify view (or History  v iew )
Th is  v iew d isp lays  in fo rmat ion  about  when and by  whom an  i tem was  c rea ted/ed i ted .

NEW FEATURE: Go To button Audit  Log tool t ip

Aud i t  Log i s  a  new fea tu re  in  S tud io  Su i te  X  and one  o f  the  ways  i t  can  be  accessed 

i s  by  hover ing  over  the  Go To  bu t ton  in  the  Projects ,  Product ions ,  Invoices  (on  l i ne 

i tems ) ,  Events  (on  l i ne  i tems ) ,  and Library  (on  the  T i t l es  sub- tab )  modu les .  

When you  hover  your  cu rsor  over  the  Go To  bu t ton ,  a  log  o f  who made a  change to 

the  record  be long ing  to  the  Go To  bu t ton  a long  w i th  what  change they  made and 

when they  made i t .   Th is  i s  a  g rea t  way  to  ma in ta in  accountab i l i t y  as  we l l  as  a  handy 

shor t  cu t  he lp ing  you  know where  to  d i rec t  your  ques t ions  about  the  record .

Client/Project  deta i l  sect ion
To the  r igh t  o f  the  v iew se lec to r,  the re  a re  some C l ien t /Pro jec t  de ta i l  i t ems: 

 The  Cl ien t  PO#  bu t ton  can  be  used to  app ly  the  l i s ted  PO on ly  to  the  v i s ib le  events .  Th is 

can  be  he lp fu l  when a  s ing le  Pro jec t  has  mu l t ip le  PO numbers .   T ip :  Use  the  f i l t e r ing 

fea tu res  to  app ly  a  PO on ly  to  ce r ta in  l i ne  i tems.

 Ad jus t  the  Project  Type  and  Project  Status  i n fo rmat ion  as  appropr ia te .   C l i ck  the 

penc i l  i con  to  ed i t  ava i l ab le  p rese t  s ta tuses  and assoc ia ted  co lo rs .

 P ro jec t  co lo rs  a re  looked up based on  the  Pro jec t  s ta tus ,  however  you  can  a lso  se lec t  a 

separa te  co lo r  i f  needed.   F rom the  pop-up pa le t te ,  choose  a  co lo r  scheme to  have  the 

Pro jec t  be  eas i l y  iden t i f i ed  in  the  Product ions  modu le  v iew mapp ing .

 Se lec t  the  Language  o f  cho ice  re la ted  to  the  Pro jec t .

 New:  The Operator  f i e ld  l e ts  you  de te rm ine  the  de fau l t  opera to r  fo r  new l i ne  i tems.

 Template ,  Ret i red  check  boxes  are  p rov ided to  inc lude  the  Pro jec t  c rea ted  in  the 

Templa te  l i s t  fo r  fu tu re  new pro jec ts .   Check  Ret i red  i f  the  o rder  has  been comple ted 

and i s  no  longer  o f  use .  Ret i red  p ro jec ts  a re  no t  de le ted ,  they  jus t  can  be  eas i l y  removed 

f rom l i s t  v iews.

 I f  app l i cab le ,  se lec t  the  check-box  i tem Show In  Ca lendar  to  have  the  Pro jec t  appear  in 

the  Ca lendar. 

 New:  The Rate Card  f i e ld  l e ts  you  se lec t /ad jus t  the  Rate  Card  appropr ia te  fo r  th i s 

p rese t .   See  the  Rates modu le  Chapte r  fo r  more  on  Rate  Cards .
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Adding Items  
To add a  new i tem f rom the  Pro jec t  Events  tab  in  Projects  modu le ,  the  Budget  I tems  o r  Actual  I tems 

v i ew,  se lec t  the  b lack  and Add I tem but ton .   Th is  w i l l  t ake  you  to  the  Add I tem w indow,  where  you  can 

se lec t  wh ich  i tems you  want  to  add to  the  p ro jec t  on  what  da tes . 

NEW FEATURE: Rate, Quantity,  Time and Action f ields on Add Items 
screen

New to  the  Add I tems  sc reen  a re  opt ions  to  spec i f y  Rate ,  Quant i ty ,  Time  and 

Act ion .   On th i s  sc reen  the  ra te  ca rd  can  a lso  be  changed.   When you  add an 

i tem,  a  de fau l t  Rate ,  Time ,  Quant i ty  and  Act ion  w i l l  f i l l  i n to  the i r  respect i ve  f i e lds .  

However  they  a re  ed i tab le ,  i f  you  want  d i f f e ren t  va lues .   To  see  more  about  the  c ruc ia l 

d i f f e rence  be tween Time  and  Quant i ty ,  v i s i t  page  31-22.

How to add a new item from the Project Events tab:

1.  C l i ck  the                               bu t ton ,  to  see  the  add i tems sc reen .

2 .  The  da te  f i e lds  a t  the  top  w i l l  be  se t  to  Today ’s  da te .  You can  use  one  o f  the 
th ree  but tons  on  the  top  to  se t  the  da te  as  they  ind ica te :  F i rst  Date  of  Project , 
Last  Date  of  Project ,  and  Last  Date  of  project  +1 . 

3 .  You can  a lso  use  the  Star t  Date  and  End Date  a r row but tons  to  sc ro l l  fo rward 

o r  backward ,  o r  c l i ck  in  the  Date  f i e lds  to  ed i t  them.  I t  i s  ve ry  impor tan t  to 

se lec t  the  s ta r t  and end dates  p r io r  to  se lec t ing  an  i tem.   P lease  see  be low fo r 

i n fo rmat ion  about  the  Cont inuous  checkbox .
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4.   Once you  have  chosen a  da te ,  se lec t  the  Start  and End t imes  fo r  the  Event 

and se t  the  book ing  Status .  Add i t iona l l y,  the re  a re  de fau l t  s ta r t  &  end t ime 

ranges  w i th in  the  4  se lec tab le  bu t tons  (1 ,2 ,3 ,4 )  above  the  t ime f i e lds  ( see  more 

on  Quick-Ent ry  T ime  But tons  be low) .   These  va lues  a re  p rese t  w i th in  the  Main 

Menu/Setup/Modu les /Pro jec ts  a rea .

5 .  A t  the  top  o f  each  co lumn you  can  use  the  Category  (menu ) ,  Sub-Category 

(menu ) ,  and I tem  ( t ex t )  f i l t e r  f i e lds  to  na r row the  i tem l i s t  to  what  you  a re  look ing 

fo r.  Sor t  each  co lumn a lphabet ica l l y  by  c l i ck ing  the  under l i ned  co lumn names.

6 .  You can  a lso  use  the  Budget  f i e ld  to  f i l t e r  fo r  a  spec i f i c  Budget  Code f rom the 

Budgets  modu le ,  and the  Preset  f i e ld  to  v iew i tems w i th in  se lec ted  Ca lendar 

Prese ts .

7 .  When Media  Inventory  i t ems a re  shown,  the i r  cu r ren t  In  Stock  and  Avai l . 

(Ava i l ab le )  amounts  a re  d isp layed.

8 .  To  se lec t  an  i tem to  book ,  s imp ly  c l i ck  i t s  name.  The  I tem  w i l l  h igh l igh t  and the 

Times  and  Status  w i l l  au tomat ica l l y  f i l l  i n  ( the  row w i l l  tu r n  to  the  s ta tus  co lo r 

se lec ted ) . 

9 .  C l i ck  add i t iona l  i t ems as  needed,  o r  ed i t  the  da tes  to  add book ings  on  d i f f e ren t 

days .

10 .  Once you  have  se lec ted  a l l  o f  the  i tems you  w ish  to  add,  c l i ck  e i the r  the  Add To 

Pro jec t  but ton ,  o r  the  Add To Pro jec t  (w i thout  da tes )  bu t ton .  Th is  w i l l  book  the 

i tem on  the  Pro jec t  you  spec i f i ed ,  and drop you  o f f  i n  the  Projects  modu le .

Information about how adding new items that are in Pools or Collections wil l  be 
added in the next edit ion.

Continuous checkbox
Th is  checkbox ,  loca ted  be tween the  Sta r t  and End date ,  governs  how Stud io  Su i te  hand les  event  tha t 

span  mu l t ip le  days . 

For  example ,  i f  you  a re  ren t ing  a  p iece  o f  equ ipment  to  be  booked fo r  a  range  spann ing  5  days  ( f rom 

9am on Monday,  a round the  c lock  cont inuous ly  to  5pm on F r iday ) ,  you  wou ld  se lec t  the  Cont inuous  

checkbox .  Th is  wou ld  appear  on  a  Pro jec t  as  a  s ing le  l i ne  i tem,  so  i t  wou ld  not  be  poss ib le  to  en te r 

de ta i l s  about  any  par t i cu la r  day.  

A l te r na t i ve l y,  i f  you  a re  book ing  a  s tud io  f rom 9am to  5pm on Mon. ,  Tue . ,  Wed. ,  Thur. ,  and F r i .  you  wou ld 

NOT check  the  Cont inuous  checkbox ,  as  the  s tud io  i s  ac tua l l y  ava i l ab le  s ta r t i ng  a t  5  PM each day,  un t i l 

9am the  nex t  morn ing .  Th is  wou ld  appear  in  the  Pro jec t  as  5  separa te  Events ,  a l l ow ing  you  to  document 

d i f f e ren t  de ta i l s  about  each  day.

Recall  Previous Selections button
At  the  top  r igh t  i s  a  Reca l l  P rev ious  Se lec t ions  bu t ton .  Th is  w i l l  reca l l  the  l as t  i t ems you  se lec ted ,  as 

ind ica ted  by  the  check  marks  on  the  r igh t  s ide  o f  each  i tem.  Make sure  to  spec i f y  the  da te  o r  t ime pr io r 

to  c l i ck ing  th i s  bu t ton .

Create New Item button
I f  you  need to  c rea te  a  new i tem ( tha t ’s  no t  a  Room,  Equ ipment ,  Person ,  o r  Med ia ) ,  c l i ck ing  th i s  b lack 

and g reen  but ton  a t  the  bot tom le f t  w i l l  p resent  you  w i th  a  Create  New I tem  sc reen ,  where  you  can 

c rea te  new i tems as  needed.   I f  i t ’s  a  Room,  Equ ipment ,  pe rson  o r  Med ia  I tem,  i t  shou ld  be  c rea ted  in 

those  respect i ve  modu les .
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Edit  Event Window
The Ed i t  Event  W indow w i l l  appear  in  any  o f  the  above  v iews when you  c l i ck  on  the  I tem,  Dates, 

T ime,  or  Status  f i e ld .  Th is  i s  the  same w indow tha t  appears  when ed i t i ng  events  f rom the  Events  and 

Ca lendar  modu les  and The  Main Menu .  Use  th i s  w indow to  note  any  changes  to  the  Event .  You can  not 

c lose  th i s  w indow.   You must  Save  Changes  o r  Cance l  the  changes .

NOTE:   I f  you  change an  i tem,  the  Rate  that  was  prev ious ly  ass igned to  tha t  i tem,  w i l l  rema in  unt i l 

you  in tent iona l l y  change i t  ( so  as  not  to  immedia te ly  change an  ex is t ing  pr ice  i f  you  have  to  bump 

somebody in to  a  d i f fe rent  room) .

      

The  Edi t  Event  w indow fea tu res  Pr in t ,  ema i l ,  and  Not i f i ca t ion  func t ions  w i th in  the  v iew.  C l i ck  the 

p rov ided but tons  a t  the  top  o f  the  sc reen  to  p r in t  a  record  o f  the  event  ed i t ,  ema i l  a  pd f  to  the  c l i en t  i f 

reques ted  o r  send a  not i f i ca t ion  to  one  o r  more  peop le .

New Feature :  Not i f icat ion button

The Not i f i ca t ion  bu t ton  i s  a t  the  top  o f  the  Edi t  Events  w indow.   Once you  c l i ck  i t ,  you 

can  send SMS messages ,  P row l  no t i f i ca t ions ,  tweets ,  and d i rec t  messages  to  tw i t te r 

accounts ,  as  long  as  you  se t  up  the  rec ip ien t ’s  per t inen t  i n fo rmat ion  in  the  Contacts 

modu le .   You  can  send not i f i ca t ion  f rom any  p lace  tha t  you  can  open the  Edi t  Events 

w indow f rom:  Main Menu Dashboard  (by  c l i ck ing  on  an  event  in  the  Events  sec t ion  a t 

the  bot tom o f  the  Today  tab ) ,  Events  modu le ,  Projects  modu le  and a lso  f rom a  Task  in 

the  Tasks  modu le . 
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How to send notif ications:

1.  Once you  have  c l i cked the  Not i f i ca t ions  bu t ton  a t  the  top  o f  the  Edi t  Events 

w indow,  another  w indow w i l l  pop up w i th  C:  The  C l i en t ,  P :  The  Pro jec t  and 

T:  The  t ime a l ready  f i l l ed  in .   A f te r  tha t  tex t ,  t ype  your  message.   For  Tw i t te r 

messages ,  a  hashtag  fo r  the  Pro jec t  w i l l  be  inc luded au tomat ica l l y.   A lso ,  i f  your 

message i s  over  140 charac te rs ,  i t  w i l l  be  sp l i t  up  to  f i t .

2 .  You can  choose  to  e i the r  send immed ia te l y,  by  c l i ck ing  the  Send Now  bu t ton  o r 

choose  a  t ime in  re la t ion  to  the  Event ,  i . e .  10  m inu tes  be fo re ,  1  hour  be fo re ,  1 

day  be fo re ,  e tc .

3 .  On the  tabs  be low,  you  choose  wh ich  way  your  message w i l l  be  sent ,  SMS, 

Prow l ,  o r  v ia  Tw i t te r  (DM checked means  d i rec t  message,  to  send as  a  tweet , 

unc l i ck  DM by  each  name) .   A l l  e l i g ib le  rec ip ien ts  w i l l  appear  in  a  d rop down 

menu.   To  choose  wh ich  o f  your  compan ies  to  send the  message f rom c l i ck  in 

the  f i e ld  Twit ter  From .   The  number  o f  rec ip ien ts  w i l l  be  re f l ec ted  on  the  tab .

4 .  C l i ck  OK when you  a re  f i n i shed.   I f  you  d idn ’t  p ick  a  t ime (Send Now or  When 

Be fo re ) ,  you  w i l l  be  g i ven  an  a le r t  to  remind you  to  choose  when your  message 

w i l l  be  sent .

Edit Event window:  bookable part ic ipants
At  the  bot tom o f  the  Edi t  Event  w indow v iew i s  a  sec t ion  ho ld ing  a  g roup o f  ava i l ab le  s ta f f  l i nked to 

the  Pro jec t .   To  o f f i c ia l l y  add one  o r  a l l  o f  the  ava i l ab le  peop le  o r  pos i t ions  to  the  Pro jec t  c l i ck  the  Book 

but ton .  Once Booked,  the  person/s  w i l l  now appear  on  the  updated  Pro jec t  event  l i s t  on  the  same date 

and t ime as  the  Event  be ing  ed i ted .

Edit ing Rates
The Rate  f i e ld  d isp lays  the  name o f  the  ra te  tha t  you  a re  charg ing  fo r  each  event .  Ra tes  a re  he ld  in  the 

Rates  modu le ,  and can  be  c rea ted  e i the r  the re ,  o r  i n  the  Rates  tab  in  the  Rooms ,  Equipment ,  Contacts , 

o r  Media  Inventory  modu les .  Each  bookab le  i tem can  have  a  De fau l t  Ra te ,  wh ich  w i l l  au tomat ica l l y  be 

used when an  i tem i s  booked.  See  the  Rates  chapte r  fo r  more  in fo rmat ion  on  c rea t ing  Rates . 
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Mult iple Event Handler window
I f  you  change cer ta in  de ta i l s  ( spec i f i ca l l y,  Date ,  T ime,  I tem,  o r  S ta tus )  o f  an  Event  fo r  a  Pro jec t  tha t  has 

o ther  Events  schedu led  on  the  same day,  you  w i l l  be  p resented  w i th  the  Mu l t ip le  Event  Hand le r  w indow. 

Th is  w indow a l lows you  to  match  the  change to  o ther  assoc ia ted  events  on  tha t  P ro jec t ,  i n  one  s tep .

How to use the Mult iple Event Handler window:

1.  By  de fau l t ,  a l l  i t ems a re  se lec ted .  De-se lec t  them as  needed,  so  on ly  the  i tems 

you  want  to  match  the  change to  a re  se lec ted .

2 .  You can  v iew on ly  Budge o r  Ac tua l  i t ems by  check ing  the  appropr ia te  checkboxes .

3 .  You can  spec i f y  to  match  on ly  t imes  o r  s ta tuses  w i th  the  checkboxes  in  the 

bot tom le f t  (See  c i rc le  in  the  sc reen  shot ) .

4 .  To  match  the  change to  the  se lec ted  i tems,  c l i ck  the  Yes  bu t ton .

5 .  I f  you  do  NOT want  to  match  the  change to  the  o ther  i t ems,  c l i ck  the  No  bu t ton .

                               

Send to Actual button/  Load Al l  From Budget button 
Th is  bu t ton  i s  ac tua l l y  the  same but ton  w i th  appropr ia te  l abe l ing  fo r  each  sc reen  v iew.  I t  w i l l  t rans fe r 

a l l  i n fo rmat ion  f rom a l l  cu r ren t l y  v i s ib le  i t ems f rom the  Budget  s ide  to  a l l  cu r ren t l y  v i s ib le  i t ems on  the 

Actua l  s ide  ( I t em,  Dates ,  T imes ,  Quant i t y ,  Mu l t ip l i e r,  Ra te ,  S ta tus ,  Ac t ion ,  Ho ld ,  Notes ) .

The fol lowing section in red has not been updated for SSX, some of the 
information may be inaccurate.  I t  wi l l  be updated in the next edit ion.

Duplicate Item (Dup)  button
Disp layed on  each  v iew,  you  w i l l  f i nd  the  Dup l ica te  (Dup)  I tem  bu t ton  nex t  to  the  b lack  and g reen  Add 

I tem but ton .  Use  th i s  bu t ton  to  dup l i ca te  any  g roup o f  events  l i s ted .  A  d ia log  w i l l  appear  ask ing  i f  “You 

want  to  dup l i ca te  the  v i s ib le  i t ems be low s ta r t i ng  on  a  new date” .   I f  you  c l i ck  “Yes ” ,  you  a re  p resented 

w i th  a  ca lendar  to  se lec t  a  new date  fo r  the  dup l i ca ted  i tem/s .  C l i ck  OK  to  comple te  the  p rocess .

NOTE:  Dup l ica t ing  a  parent  i tem wi l l  not  automat ica l l y  dup l ica te  i t s  ch i ld ren .  You must  se lect  the 

ch i ld ren  to  be  dup l ica ted as  we l l .  Dup l ica ted ch i ld  i tems wi l l  need to  be  manua l l y  re-a t tached to 

the  parent  i tems us ing  the  Ass igns  screen.
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Sl ide button
You w i l l  f i nd  the  S l ide  but ton  to  the  r igh t  o f  the  Dup but ton .  Th is  bu t ton  a l lows the  user  to  change the 

da te  on  a  number  o f  schedu led  Events  a l l  a t  once .  Jus t  l i ke  the  Set-A l l  bu t tons ,  th i s  w i l l  app ly  to  a l l 

v i s ib le  events .  P ress ing  the  s l ide  but ton  w i l l  summon a  w indow present ing  the  opt ions  fo r  the  s l ide 

fea tu re .  You may  move  a l l  da tes  ea r l i e r  o r  l a te r  by  a  se t  number  o f  days ,  o r  you  may  move  the  Sta r t  Date 

to  a  spec i f i ed  da te .  You may  se lec t  ce r ta in  days  o f  the  week  to  be  sk ipped,  such  as  Satu rday  o r  Sunday, 

by  c l i ck ing  the i r  respect i ve  check-boxes .

Set buttons
On the  top  o f  the  in fo rmat ion  por ta l  fo r  each  V iew,  you  w i l l  f i nd  a  number  o f  Set  bu t tons .   Spec i f i ca l l y, 

these  a re  ca l l ed  the  Set  S ta r t ,  Se t  End,  Se t  S ta tus ,  Se t  Ac t ion  and  the  Set  Quant i t y  bu t tons .

  

                         

                      

D i rec t l y  beneath  each  o f  these  but tons ,  you  w i l l  f i nd  a  f i e ld  a l low ing  you  to  en te r  an  appropr ia te  se t t i ng . 

Se t  S ta tus  re la tes  to  the  event  s ta tus .  Se t  Ac t ion  app l i es  what  i s  be ing  done on  tha t  event .  Once 

en te red ,  p ress ing  the  appropr ia te  bu t ton  w i l l  cause  every  event  l i s ted  to  change to  the  cur ren t l y  se lec ted 

opt ion .  Do ing  so  a l so  s imu l taneous ly  checks  fo r  con f l i c ts .  Be  aware  tha t  th i s  change w i l l  on l y  a f fec t 

cu r ren t l y  v i s ib le  Events  showing .  Use  the  Category ,  I t em ,  and  Date  F i l t e rs ,  and  Hide  bu t tons  to  v iew on ly 

the  events  you  w ish  to  change.   I f  you  change the  end t ime o f  events  to  c ross  m idn igh t ,  S tud io  Su i te 

w i l l  ca lcu la te  the  new end date  au tomat ica l l y  so  you  don’t  have  to  wor ry  about  chang ing  the  End Date 

un less  i t  goes  longer  than  2  days .

I f  you  a re  ad jus t ing  the  t imes ,  you  may  need to  se t  the  end t ime f i r s t ,  to  avo id  the  s ta r t  t ime be ing  la te r 

than  the  end t ime.

Quick-Entry Time buttons
I n  a  number  o f  p laces  w i th in  the  Projects  modu le  you  w i l l  see  a  g roup o f  fou r  g ray,  number  bu t tons  (1-4 ) .  

These  a re  the  Quick  Ent ry  T ime  But tons .  Use  these  to  qu ick l y  reca l l  fou r  d i f f e ren t  t ime se t t ings  tha t  you 

most  common ly  use .  The  se t t ings  fo r  these  a re  found under  Main Menu /Setup /Module  Prefs /Projects .

Confl ict f lags
I f  an  i tem i s  schedu led  on  more  than  one  p ro jec t  a t  the  same t ime,  a  schedu l ing  con f l i c t  ex i s ts  fo r  the 

use  o f  tha t  i t em.   See  fu r the r  descr ip t ion  on  con f l i c ts  nex t .

Confl ict icons

        Th is  “Poten t ia l  Con f l i c t ”  i con  on ly  appears  on  the  Add I tem  sc reen ,  and ind ica tes  tha t  the  i tem has 
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at  l eas t  one  o ther  book ing  on   tha t  day.  Th is  i con  w i l l  change to  one  o f  the  p rev ious  two icons  i f  se lec t ing 

i t  c rea tes  an  ac tua l  con f l i c t  o r  “ touch ing”  event . 

       A  red  X  w i th  a  ye l low background ind ica tes  tha t  a  ha rd  con f l i c t  ex i s ts  fo r  the  l i s ted  i tem.     

        To  source  the  Pro jec t /s  caus ing  the  con f l i c t ,  “hover ”  your  cu rsor  over  the  con f l i c t  i con   A  p rompt 

w i l l  appear  p rov id ing  the  Pro jec t  number  invo lved  w i th  the  con f l i c t .  C l i ck ing  on  the  con f l i c t  i con  in  the 

Pro jec ts  event  sc reen  w i l l  b r ing  you  to  a  found se t  o f  the  Pro jec ts  conta in ing  the  con f l i c ts ,  so  you  can 

sor t  and reschedu le  a l l  accord ing ly.

     Th is  i con  has  2  g reen  a r rows po in t ing  to  a  red  l i ne .  Two events  a re  mere l y  “ touch ing” ,  bu t  no t 

over lapp ing .     

   

Hold column
The Hold  co lumn a l lows you  to  schedu le  an  ex tens ion  o f  the  l i ne  i tem t ime dura t ion .  A  pop-up menu has 

se lec tab le  t ime inc rements  o f  0 :30 ,  1 :00 ,  2 :00 ,  4 :00  o r  i t  can  ed i tab le  to  your  cho ice  o f  t ime requ i red .

Filter Rates By
To rev iew as  descr ibed ear l i e r  w i th in  Ed i t i ng  Rates ,  the  pop-up menu o f  Rates  may  be  f i l t e red  by  Rate 

Card ,  I tem,  Category,  C l i en t  o r  A l l  us ing  the  F i l t e r  Rates  By  f i e ld  a t  the  top  o f  the  Pro jec ts  l i s t .

Time
I n  p rev ious  ve rs ions  o f  S tud io  Su i te ,  the  f i e ld  ca l l ed  Qty  re fe r red  to  s ta r t  and end t imes  tha t  S tud io  Su i te 

ca lcu la ted  based on  the  Rate  used fo r  the  event .  Th is  f i e ld  works  the  same way,  i t ’s  j us t  ca l l ed  Time 

now ins tead.   There  i s  s t i l l  a  f i e ld  ca l l ed  Qty,  however  i t  has  a  d i f f e ren t  func t ion  and i s  descr ibed the 

nex t  sec t ion .

Some Rates ,  such  as  ‘ lockout  ra tes ’ ,  a re  ‘One T ime’  o r  ‘da i l y  ra te ’ ,  mean ing  tha t  even  i f  someone works 

10  hours  fo r  $1000,  i t  s t i l l  counts  as  a  quant i t y  o f  1  when i t  comes to  ca lcu la t ing  the  p r ice .  The  Time 

f i e ld  w i l l  a l l ow you  to  over r ide  the  ca lcu la ted  t ime i f  you  need to  make ad jus tments . 

When over r id ing  a  t ime,  a  d ia log  w i l l  appear  ask ing  you  fo r  the  Charge T ime  and  the  Expense T ime . 

Th is  i s  use fu l  when the  cos t  to  you  i s  measured  d i f f e ren t l y  than  what  you  charge  your  c l i en t  ( i . e .  the 

eng ineer  charges  you  fo r  se tup  t ime but  you  do  not  charge  the  c l i en t ,  o r  you  had to  waste  some med ia 

tha t  you  shou ldn ’t  charge  the  c l i en t  fo r ) .

C lea r ing  the  over r ide  w i l l  re ins ta te  the  o r ig ina l  Time .

Qty (Quantity)  New
Because  o f  the  add i t ion  o f  Poo ls  and Co l l ec t ions ,  Qty  now re fe rs  to  the  quant i t y  o f  tha t  exac t  i t em tha t 

i s  be ing  reserved fo r  th i s  p ro jec t .   Because  a  Poo l  w i l l  t rack  how many  gener ic  i t ems a re  ava i l ab le  o f  a 

ce r ta in  resource ,  when you  a re  add ing  tha t  i t em to  a  p ro jec t ,  you  can  now see  exact l y  how many  w i l l  be 

ava i l ab le  a t  tha t  da te  and t ime,  and then  reserve  them.
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Example
You need th ree  p roduct ion  ass is tan ts  f rom 10:00  am to  3 :00  pm,  but  don ’t  need to  schedu le  anyone 

spec i f i c .   The  Time  f i e ld  w i l l  au tomat ica l l y  f i l l  i n  5 ,  fo r  f i ve  hours .   To  schedu le  mu l t ip le  Product ion 

Ass is tan ts  a t  tha t  t ime you  wou ld  mod i f y  the  number  in  the  Qty  f i e ld  fo r  an  i tem ca l l ed  “Product ion 

Ass is tan t ”  ( i ns tead o f  schedu l ing  th ree  spec i f i c  guys ;  Joe  Shmoe,  Bob Schwab and Tom Thumb) .

Event Viewer section: Line Total  button
The L ine  Tota l  bu t ton  a l lows you  to  h ide  o r  show the  Unit  Pr ice  and  Line Tota l  f i e ld  f rom the  p ro jec t 

p r in tou t .  Th is  i s  use fu l  i f  you  want  to  c rea te  a  p r in tou t  fo r  a  c l i en t  tha t  on ly  shows a  to ta l  fo r  the  en t i re 

p ro jec t ,  w i thout  revea l ing  ind iv idua l  l i ne  i tem pr ices .  Even  when the  Line Tota l  i s  h idden,  the  Unit  Pr ice 

rema ins  v i s ib le  in  the  sc reen  v iew so  tha t  you  may  ed i t  i t .

• 	 To 	h ide 	a l l 	 l i ne 	 i tems	pr ices 	as 	a 	g roup	 (en t i re 	co lumn) , 	c l i ck 	 the 	L ine  Tota l  bu t ton .

• 	 C l i ck 	 the 	L ine  Tota l  bu t ton  once  aga in  to  re ins ta te  the  to ta l s  g roup v iew.

• 	 To 	 remove	o r 	 re ins ta te 	any 	s ing le 	 l i ne 	 to ta l 	 i t em, 	c l i ck 	on 	 tha t 	 f i e ld .

• 	 Because 	some	 i tems	may 	have 	no 	p r ice 	spec i f i ed , 	you 	can 	te l l 	 i f 	 the 	row	 i s 	v i s ib le 	 i f 	 the	

“=”  s ign  i s  v i s ib le .  I f  the  =  s ign  i s  h idden,  the  p r ice  i s  h idden. 

NOTE:   On ly  l ine  i tems wi th  Un i t  Pr ices  entered wi l l  have  v iewab le  L ine  Tota ls .   

Event Viewer section: Deleting Items
Cl ick  the  t rash  can  icon  on  the  fa r  r igh t  o f  each  i tem to  de le te  i t .  I f  you  a re  de le t ing  a  Paren t  i t em (w i th 

sub- i tems ) ,  i t  w i l l  no t  de le te  those  sub- i tems.  Each  i tem must  be  de le ted  ind iv idua l l y.

New Feature: Deleting Mult iple Items

The fa r  r igh t  co lumn o f  the  Add I tems sec t ion  shows a  row o f  Trash  Can but tons .   Each 

but ton ,  when c l i cked w i l l  de le te  the  i tem in  tha t  row.   A  warn ing  w i l l  come up ask ing  i f 

you  a re  su re  tha t  you  want  to  de le te  tha t  i t em.   You can  ho ld  down the  cont ro l  key  and 

c l i ck  the  t rash  can  o f  a  l i ne  i tem and i t  w i l l  de le te  w i thout  g i v ing  you  the  warn ing .

What  i s  new about  th i s  i s  the  Trash  Can but ton  a t  the  top  o f  the  co lumn -  i t  w i l l  de le te 

a l l  the  i tems.
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Another  conven ien t  use  o f  the  new Trash  Can but ton  i s  when you  a re  de le t ing  a l l  o f  the 

i tems fo r  a  spec i f i c  day.   You  can  do  a  da te  range  f i l t e r  and then  use  the  de le te  a l l  Trash 

can  but ton .

How to make an Invoice from a Project:

1.  C l i ck  the  Se lec t  A l l  fo r  Invo ice  bu t ton  above  to  se lec t  a l l  v i s ib le  i t ems.  Sh i f t -

c l i ck ing  on  th i s  bu t ton  w i l l  de-se lec t  a l l  p rev ious l y  se lec ted  i tems.  Th is  can  be 

used e f fec t i ve l y  w i th  the  f i l t e r ing  and h ide  func t ions  descr ibed ear l i e r. 

2 .  On the  r igh t  s ide  (nex t  to  the  Hide  bu t ton )  i s  the  Selected/ Invoiced  checkbox . 

C l i ck ing  each  box  w i l l  p lace  an  “X”  in  i t  to  s ign i f y  tha t  i t  i s  ready  to  be  invo iced. 

C l i ck  ind iv idua l  i t ems aga in  to  dese lec t  them.

3 .  Note :  i n  the  Rate  de f in i t i on  ( i n  Rates )  you  can  spec i f y  tha t  a  Rate  i s  “Not 

Norma l l y  Invo iced” ,  wh ich  means  tha t  when you  c l i ck  the  Se lec t  A l l  fo r  Invo ice 

bu t ton ,  i t ems us ing  such  Rates  w i l l  no t  be  se lec ted  fo r  i nvo ice .  Th is  func t ion  i s 

use fu l  when you  have  peop le  o r  equ ipment  tha t  come w i th  a  room book ing  tha t 

needs  to  be  schedu led  (bu t  you  do  not  b i l l  fo r  them) .  You can  over r ide  th i s  “no t ” 

se lec t ion  by  manua l l y  se lec t ing  these  i tems.

4 .  To  c rea te  the  invo ice ,  c l i ck  the  I nvo ice  Se lec ted  I tems  bu t ton .   You  w i l l  be  asked 

i f  th i s  i s  a  F ina l  o r  Par t i a l  i nvo ice  fo r  the  Pro jec t .  S tud io  Su i te  w i l l  then  p roceed 

to  expor t  the  da ta  to  S tud io  Su i te ’s  Invoice  modu le .  I tems in  each  Pro jec t  tha t 

have  been invo iced w i l l  now appear  w i th  red  X ’s  in  the  Pro jec t /Events  tab .

Your  response  to  the  F ina l /Par t i a l  ques t ion  w i l l  be  ind ica ted  in  the  Invoiced Status  f i e ld  (wh ich  you  may 

a lso  over r ide ) .  You  can  do  a  F ind  in  th i s  f i e ld  (by  c l i ck ing  the  F ind  bu t ton  in  the  S ta tus  Bar )  to  f i nd  a l l  “Not 

Invo iced”  o r  “Par t i a l l y  Invo iced”  p ro jec ts .   A  new opt ion  i tem fo r  S tud io  Su i te  X  w i th in  the  Invo ice  S ta tus 

sec t ion  inc ludes  a  checkbox  fo r  ‘Not  B i l l ab le ’ .   Se lec t  i f  the  Pro jec t  i s  no t  b i l l ab le ;  th i s  w i l l  exc lude  i t 

f rom the  search  resu l t s  when c l i ck ing  the  F ind  Unb i l l ed  Pro jec ts  but ton .

NOTE:  For  more  in format ion  on  Invo ices ,  read the  Invoices  chapter  o f  th is  User ’s  Gu ide .

Share Project Calendar button
The Share  Pro jec t  Ca lendar  bu t ton  syncs  the  Pro jec t  event  i t em to  Goog le  Ca lendar,  iCa l  (Mac ) ,  o r 

Out look  (PC)  ca lendar  p rograms.   you  can  de te rm ine  wh ich  i tems a re  synced in  the  Ca lendar  Set t ings 

a rea .
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Print This button
At  the  top  o f  the  sc reen  under  the  func t ion  bar  i s  the  Pr in t  Th is  bu t ton .   Th rough your  s tandard  opera t ing 

sys tem i t  a l l ows the  p r in t ing  o f  the  cur ren t  P ro jec t  Event  record .   You  can  a lso  p r in t  ou t  a  cur ren t  P ro jec t 

Event  record  w i th  emphas is  on  a  par t i cu la r  i t em.

How to print,  email  or SMS message a Project Event record (with 
emphasis on one item):

1.  One the  Events  tab  in  the  Add I tems sec t ion ,  c l i ck  on  the  I tem name,  the 

S ta r t  Date ,  the  End Date  o r  the  Event  T ime. 

2 .  A  new w indow w i l l  pop up tha t  has  th ree  but tons  a t  the  top ;  Pr in t ,  Ema i l  o r 

SMS Message .

3 .  Make  sure  a l l  o f  the  de ta i l s  fo r  th i s  i t em a re  cor rec t .

4 .  Chose  wh ich  med ium you a re  send ing  th i s  i n fo rmat ion :  P r in t ,  Ema i l  o r  SMS 

Message.

5 .  Fo l low the  p rompts .

Email  This button
Beneath  the  Pr in t  Th is  bu t ton  i s  the  Ema i l  Th is  bu t ton .   C l i ck  the  but ton  to  beg in  the  p rocess .

How to email  the current Project Event record:

1.  The  s tandard  opera t ing  sys tem Page Setup d ia log  w i l l  appear  once  you 

have  c l i cked the  Ema i l  Th is  bu t ton .

2 .  Fo l low the  s teps  to  your  ema i l  c l i en t  p rogram to  send the  Pro jec t  Event 

shown on  the  sc reen .

Tasks  tab
Th is  tab  a l lows you  to  c rea te  tasks  fo r  th i s  P ro jec t .  You  can  c rea te  Task  Groups ,  such  as  “Ed i t  Sess ion” ,  “The 

Shoot ”  o r  “ In te r n ’s  Tasks”  and load them qu ick l y  i n to  the  task  l i s t .

How to create new “Task” items:

1.  C l i ck  the  b lack  and g reen  New  but ton  to  the  fa r  l e f t .

2 .  En te r  the  Task  needed to  be  comple ted  in  the  tex t  f i e ld .

3 .  C l i ck  the  Pr ior i ty  f i e ld  and en te r  a  p r io r i t y  rank ing  ( i . e . ,  1 ,  2 ,  3 ,  e tc . )  (Opt iona l )

4 .  C l i ck  the  Status f i e ld  and se lec t  a  s ta tus  f rom the  d rop-down menu ( i . e .  Not 

Done,  In  Progress ,  Comple ted ,  e tc . )

5 .  C l i ck  the  Due Date  f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar.

6 .  C l i ck  the  Time f i e ld  and en te r  a  t ime when th i s  task  shou ld  be  comple ted .

Add i t iona l l y,  comple te  o ther  opt iona l  task  de ta i l s  such  as  the  amount  o f  Days ,  and  es t imated  Hours  to 

comple te .   Tasks  can  a lso  be  Assigned To  the  p roper  personne l  f rom a  p rov ided pop-up w indow. 
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Information on the Assigned to Window wil l  be forthcoming in the next edit ion.

Tasks  w i l l  appear  on  the  Ma in  Menu fo r  the  peop le  they  a re  ass igned to ,  and a lso  in  the  Ca lendar  on  the 

Due Date .

I f  you  w ish  to  permanent l y  de le te  a  task ,  c l i ck  the  Trash  Can  i con  to  the  fa r  r igh t .

Set Default  Tasks sub-tab
The Set  De fau l t  Tasks  sub- tab  a l lows you  to  c rea te  de fau l t  Task  Groups  tha t  you  can  ass ign  qu ick l y  i n 

the  Tasks  sub- tab .   Th is  can  save  t ime i f  you  regu la r l y  ass ign  the  same se t  o f  tasks  to  many  p ro jec ts .

The  le f t  por t ion  o f  th i s  sc reen  a l lows you  to  c rea te ,  ed i t ,  and de le te  Task  Groups .   C l i ck  the  New  bu t ton 

to  c rea te  a  new Group.  You may  then  name the  g roup.  You can  a lso  de le te  task  g roups  us ing  the  Trash 

Can icon  o r  ed i t  the  name by  sh i f t -c l i ck ing  the  Name  f i e ld . 

Once you  have  c rea ted  a  task  g roup you  may  ed i t  the  conten ts  o f  the  g roup on  the  r igh t  s ide  o f  th i s 

sc reen .  Use  the  New  bu t ton  on  the  r igh t  to  c rea te  new tasks  w i th in  the  g roup.  Jus t  as  w i th  the  Tasks 

sub- tab  you  may  se t  names and pr io r i t i es  to  each  task .

How to assign a task group to a Project:

1.  Retu rn  to  the  Tasks  sub- tab .

2 .  C l i ck  the  f i e ld  nex t  to  Load Task Group .  A  pop-up menu w i l l  appear  l i s t i ng  your 

de fau l t  Task  g roups .  Choose  a  Task  g roup f rom the  d rop-down menu.  C l i ck  the 

Load Task  Group  bu t ton .  Each  pr io r i t y  task  w i l l  be  l i s ted  ( i n -o rder )  i n  the  l i s t 

be low.  I f  you  on ly  want  ONE o f  these  p r io r i t y  tasks  to  appear,  c l i ck  the  f i e ld  nex t 

to  Add Th is  Task ,  se lec t  a  Task  then  c l i ck  the  Add Th is  Task  but ton .

3 .  Add the  Due Date  and Time to  the  new task ,  and ass ign  i t  to  a  person  o r  Group.

4 .  C l i ck  the  Go To  but ton  on  any  task  l i ne  i tem w i l l  d i rec t  you  to  the  Tasks modu le 

fo r  more  spec i f i c  de ta i l  and  Task  management .

Status Colors sub-tab  

The  Sta tus  Co lo rs  sub- tab  a l lows you  to  ass ign  a  co lo r  to  your  de fau l t  task  S ta tus  Names.  The  sub- tab 

a lso  has  a  ed i t  func t ion  to  add o r  de le te  S ta tus  names.

How to edit  the color and/or rename Status names:

1.  You must  f i r s t  have  a t  l eas t  one  task  in  a  p rese t  to  be  ab le  to  ed i t  task  s ta tus 

names and co lo rs .

2 .  C l i ck  the  Ed i t  bu t ton  on  the  le f t .   F rom the  sys tem prov ided prompt  and l i s t  f i e ld , 

t ype  a  new Sta tus  Name a t  the  bot tom o f  the  tex t  f i e ld .  F in i sh  w i th  OK.

3 .  Remove an  ex is t ing  Sta tus  name f rom the  l i s t  by  h igh l igh t ing  the  i tem and then 

c l i ck  de le te .  F in i sh  w i th  OK.

4 .  In  the  S ta tus  Co lo rs  sub- tab ,  doub le-c l i ck  w i th in  any  co lo r  f i e ld  to  ass ign  o r 

change the  co lo r  fo r  the  jus t  c rea ted  Sta tus  name or  S ta tus  name o f  your 

choos ing .
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Notes /  Creative tab
Th is  tab  a l lows you  to  add notes  and c rea t i ve  d i rec t ion  fo r  the  Pro jec t .

How to add notes and creative directions to a Project:

1.  C l i ck  the  Add but ton .  Th is  adds  a  da te  and t ime s tamp to  the  f i e ld .

2 .  Type  your  no tes  in  the  f i e ld .

               

Talent tab
The Ta len t  tab  shows a l l  o f  the  Ta len t  fo r  each  event  in  the  en t i re  Pro jec t .   Ac to rs ,  Mus ic ians ,  Voca l  pe r fo rmers , 

Vo ice  Over,  P roduct ion  Stun t  persons ,  e tc .  a re  in  the  Ta len t  descr ip t ion  to  be  inc luded in  the  Pro jec t . 

 

Note :  In  o rder  to  u t i l i ze  the  fu l l  funct ions  o f  Stud io  Su i te  X ,  you shou ld  c reate  a  new contact  ent ry 

fo r  a l l  ta lent  be ing  booked.

Ta len t  tha t  i s  added in  the  Projects  modu le  i s  added gener ica l l y  to  the  Pro jec t ,  bu t  no t  to  any  spec i f i c 

event .

How to add a new Talent to this Project or Event:

1.  C l i ck  the  Add  bu t ton .

2 .  The  Talent  f i e ld  w i l l  d i sp lay  a  d rop-down l i s t .  Make  a  se lec t ion  f rom th is  l i s t .

3 .  W i th  the  cursor  now moved in to  the  Name  f i e ld ,  d i sp lay ing  a  l i s t  o f  a l l  peop le 

in  the  Contacts  modu le  tha t  have  match ing  conten ts  in  the  Talent  f i e ld .  I f  the 

Ta len t  i s  no t  i n  the  Contacts  modu le ,  you  may  s imp ly  t ype  the i r  name in to  th i s 

f i e ld  ( th i s  does  not  c rea te  a  contac t  record  fo r  the  ta len t ) .

4 .  When the  ta len t  Name  i s  en te red ,  the i r  Main Phone  number  w i l l  be  au tomat ica l l y 

en te red  in  the  appropr ia te  f i e ld . 

5 .  En te r  the  Role  of  the  ta len t  ( i f  app l i cab le ) .

6 .  Comple te  the  ta len t ’s  event  Status  (Con f i rmed,  On Ho ld ,  Not  Ava i l ab le ,  Le f t 

Message,  e tc . ) . 

7 .  C l i ck  the  Date f i e ld  and se lec t  a  da te  f rom the  pop-up ca lendar. 

8 .  Add a  Start  T ime  fo r  the  Event .

9 .  For  your  Event  budgeta ry  t rack ing  purposes ,  comple te  the  l i s t  by  en te r ing  the 

Cost  o f  each  ta len t  l i ne  i tem and subsequent  b i l l ab le  Charge .  The  event  ta len t 

Cost  and Charge  g rand to ta l  ca lcu la t ions  a re  shown in  the  two f i e lds  a t  the 

bot tom o f  the  sc reen .   C l i ck  in  and then  out  o f  each  f i e ld  to  re f resh  the  to ta l s 

v iew,  upon any  changes  made to  the  ind iv idua l  ta len t  l i nes  above .
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Notes
• 	 To 	de le te 	Ta len t 	 f rom	 th is 	P ro jec t , 	c l i ck 	 the 	Trash  Can  i con . 

• 	 You	 may 	 choose 	 not 	 to 	 inc lude 	 the i r 	 phone	 # 	 on 	 any 	 p r in tou ts 	 by	

dese lec t ing  the  Inc lude Phone on Pr int  Outs  checkbox . 

• 	 C l i ck 	 the 	Go To  bu t ton  fo r  each  ta len t  to  take  you  to  the i r  record  in  the 

Contacts  modu le . 

Show Notes /  Hide Notes sub-tabs
By now,  you  have  not iced  the  two sub- tabs  Show Notes  and  Hide  Notes .  Sw i tch ing  be tween these  s imp ly 

shows or  h ides  the  Notes  f i e ld .

Setup Info tab
Th is  l ayout  d isp lays  de ta i l ed  in fo rmat ion  ( impor tan t  to  the  se tup  o f  each  pro jec t ) .  Once  da ta  i s  en te red  here , 

i t  w i l l  appear  in  the  se tup  o f  any  new events  tha t  a re  c rea ted .  Th is  da ta  can  a lso  be  sent  to  a l l  o f  a  ce r ta in 

Pro jec t ’s  events  by  p ress ing  the  Update  Re la ted  Events  bu t ton .  Th is  can  be  use fu l  i f  the  da ta  i s  en te red  o r 

ed i ted  a f te r  the  events  were  c rea ted .

A l though the  Events  modu le  Setup  tab  and the  Pro jec ts  Setup  tab  appear  iden t ica l ,  p lease  keep in  m ind 

tha t  i t  i s  poss ib le  to  have  d i f f e ren t  da ta  in  these  two p laces .  Th is  i s  use fu l  fo r  d i f f e ren t  t ypes  o f  events  on  a 

s ing le  p ro jec t .

Update Related Events button
Three  o f  the  sub- tabs  in  th i s  Setup  tab  conta in  a  Update  Re la ted  Events  bu t ton .  Th is  bu t ton  w i l l  send a l l 

o f  the  da ta  and re la ted  records  f rom th is  sub- tab  to  the  same tab  w i th in  the  Events  modu le .

General sub-tab

I n  the  Genera l  sub- tab ,  you  can  l i s t  the  Formats  and Mach ines  tha t  w i l l  be  used fo r  th i s  sess ion .  Up to 

e igh t  mach ines  can  be  l i s ted  w i th  f i e lds  fo r  the  fo l low ing :

• 	 Purpose –  purpose  fo r  each  mach ine  (Maste r,  C lone ,  Sa fe ty,  P roduct ion ,  e tc . )  

• 	 Format  –  V ideo  o r  Aud io  fo rmat  t ypes ,  s tandard ,  and ca l ib ra t ion  se t t i ngs

• 	 Size -  s i ze  o f  the  med ia  and type

• 	 Speed -  record ing  speed o f  the  assoc ia ted  med ia

• 	 Frames  -  the  f rame ra te  o f  the  med ia

• 	 Tracks  –  record ing  t racks  to  be  u t i l i zed  in  the  sess ion

• 	 Format  –  the  aud io  ou tput  s t ream,  i . e .  S te reo ,  Do lby  5 .1 ,  e tc .

• 	 Dolby  –  t ypes  o f  aud io  ou tput ,  i . e .  Do lby  A ,  AC3,  5 .1  e tc . ,  and cho ices  fo r  tu r n ing 

Emphas is  On o r  O f f . 
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Al l  o f  these  l i s ts  can  be  ed i ted  to  su i t  your  needs . 

Check  the  boxes  on  the  r igh t  tha t  app ly :

• 	 Src –  Source  Med ia  asse t

• 	 Rec –  Record ing  Med ia  asse t

• 	 Master  -  Maste r  Med ia  asse t

• 	 Chase –  Chase Med ia  asse t

In  the  f i e lds  be low,  en te r  when/ i f  the  Tones Arr ive ,  whether  o r  no t  you  a re  lock ing  to  Picture  o r  do ing 

a  Layback ,  and  any  Copies Needed.  You may  then  en te r  any  necessary  no tes  in  the  Setup Notes  f i e ld 

as  we l l  as  l i s t i ng  the  Ti t les  fo r  the  Pro jec t . 

Plug In sub-tab
Use the  Plug  In  sub- tab  to  document  aud io  record ing  m ic  p lug- ins . 

How to document audio recording mic plug-ins:

1.  C l i ck  the  Set  Input  but ton  on  the  top  o f  the  f i r s t  co lumn.  Th is  w i l l  au tomat ica l l y 

en te r  1-24  in  the  Input  co lumn the  f i r s t  t ime you  c l i ck  i t ,  25-48 the  second t ime 

you  c l i ck  i t ,  and  49-72 the  th i rd  t ime you  c l i ck  i t ,  then  the  cyc le  s ta r ts  over 

aga in . 

2 .  C l i ck  the  Qty.  (quant i t y )  f i e ld  and se lec t  the  number  o f  i ns t ruments  o r  dev ices 

used. 

3 .  En te r  the  ins t rument  you  w i l l  be  us ing  in  the  Instrument  f i e ld .

4 .  En te r  the  # of  Mic’s  (m ic rophones ) ,  wh ich  type  o f  Mic  used,  Insert ,  Buss ,  and 

Cue ass ignments ,  and the  Talent ’s  name.

To the  r igh t  a re  more  f i e lds .  Use  these  to :

1 .  Ind ica te  whether  to  Tune Piano  (Yes  o r  No ) .

2 .  En te r  the  quant i t i es  needed o f  Mono Phones ,  S te reo  Phones ,  Mus ic  S tands , 

S tand L igh ts ,  Cha i rs ,  S too ls ,  and V ideo Mon i to rs .

3 .  Spec i f y  whether  you  need a  Digi ta l  Metronome  (Yes  o r  No ) . 

Be low,  you  w i l l  f i nd  the  Aux Sends  f i e lds .  Use  these  f i e lds  to  document  where  the  Aux  Sends  a re  to  be 

pa tched.  They  a re  l abe led  S-1 th rough S-12 .

Video/Fi lm/Graphics sub-tab
Th is  a rea  conta ins  de ta i l s  assoc ia ted  w i th  v i sua l  p roduct ion .  There  a re  s imp le  f i e lds  fo r  Cameras ,  Lens , 

Fi l ters ,  Fi lm/Tape ,  Props ,  Specia l  Effects ,  Sets ,  Permits  Needed ,  Transportat ion ,  as  we l l  as  a  se t 

o f  se lec tab le  Locat ions ( as  de f ined  in  the  Contacts  modu le ) . 

I f  these  f i e lds  don’t  qu i te  f i t  your  needs ,  you  can  a lways  g rab  a  f i e ld  f rom the  User  F ie lds  sub- tab 

(exp la ined nex t ) .
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User Fields sub-tab
Th is  conta ins  a l l  o f  the  User  F ie lds  fo r  the  Projects  modu le  as  descr ibed in  the  Studio  Sui te  Basics 

chapte r  o f  th i s  User ’s  Gu ide .  We have  p rov ided many  User  f i e lds  in  each  modu le  tha t  you  can  cus tomize 

to  accommodate  spec i f i c  i n fo rmat ion .  To  use  a  user  f i e ld ,  you  may  go  in to  the  Layout  mode (w i th in  any 

modu le )  and drag  one  o f  these  f i e lds  in  o rder  to  s to re  your  spec i f i c  da ta .  

Client Info tab
The Cl ien t  In fo  tab  i s  where  you  can  v iew and manage a l l  pe r t inen t  de ta i l s  about  the  c l i en t .   I t  i s  bes t  to  en te r 

as  much in fo rmat ion  about  the  c l i en t  as  poss ib le  he re . 

Client and People sub-tab
When you  c rea ted  the  Pro jec t ,  you  spec i f i ed  a  C l i en t .  Th is  in fo rmat ion  now appears  in  the  g reen  tex t 

f i e lds  here . 

Each  new Pro jec t  looks  up  the  de fau l t  se t  o f  “work ing  peop le  t i t l es ”  (P roducer,  Ed i to r,  e tc )  f rom the  Main 

Menu/Setup/T i t l e  tab . 

How to add t it les:

1.  C l i ck  the  Add  bu t ton . 

2 .  C l i ck  the  Name  f i e ld  nex t  to  a  t i t l e  to  revea l  a  pop-up l i s t  o f  peop le  f rom the 

Contacts  modu le  w i th  match ing  t i t l es . 

3 .  Se lec t  a  name to  lookup the i r  phone numbers . 

4 .  The  checkbox  nex t  to  the  phone number  de te rm ines  i f  the  phone number  w i l l 

appear  on  p r in tou ts  (use fu l  fo r  ma in ta in ing  c l i en t  p r i vacy ) . 

Notes
• 	 The 	peop le 	who	appear 	he re 	w i l l 	a l so 	appear 	on 	every 	 re la ted 	 record 	 in	

the  Events  modu le .

• 	 The 	 peop le 	who	 appear 	 he re 	w i l l 	 a l so 	 appear 	 on 	 labe ls 	 genera ted 	 f rom	

the  Library  & Labels  modu le  in  the  o rder  spec i f i ed  by  the  check  boxes 

on  the  r igh t . 

• 	 C l i ck 	the 	Add To Contac ts  bu t ton  to  add a  new person  to  your  Contacts .

A t  the  bot tom le f t ,  you  w i l l  f i nd  the  Al low Release Of  Cl ient  Mater ia ls  f i e ld .  Th is  i s  the  exact  same f i e ld 

tha t  appears  in  the  c l i en ts  record  in  the  Contacts  modu le ,  so  chang ing  i t  he re  w i l l  change i t  eve rywhere . 

You may  a lso  en te r  a  Mater ia ls  Release Note .

Shipping Info sub-tab
The De l i ve ry  and Sh ipp ing  Requ i rements  app ly  to  the  en t i re  Pro jec t .  A l l  o the r  f i e lds  app ly  to  the  spec i f i c 

sh ipment .
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How to specify shipment detai ls for each package sent:

1.  En te r  the  Del ivery  and Shipping Requirements ,  what  se rv ice  i t  was  Sent 

By ,  wh ich  account   to  Charge ,  the  Tracking Number ,  and  l i s t  the  Enclosed 

Mater ia ls . 

2 .  The  To :  f i e ld  i s  a  pop-up l i s t  o f  ALL  o f  your  contac ts  f rom the  Contacts  modu le . 

3 .  Se lec t  a  contac t  f rom the  l i s t .  Today ’s  Date  and the  cur ren t  T ime w i l l  au tomat ica l l y 

en te r  ( you  can  manua l l y  change these  i f  necessary ) . 

C l i ck  the  Track  Package but ton  in  the  cente r  o f  the  f i e ld  to  au tomat ica l l y  t rack  the  package.

The  Stud io  Su i te  5  sub- tab  shows data  o r ig ina l l y  used in  tha t  ve rs ion ,  as  i t  he ld  th i s  da ta  d i f f e ren t l y  than 

newer  ve rs ions .

Financial  sub-tab
Th is  tab  g i ves  an  overv iew o f  the  c l i en ts  f i nanc ia l  h i s to ry,  showing  a  fu l l  ag ing  h is to ry   ( i . e .  Balance Due 

date ,  how many  days  Overdue,  TOTAL Bi l led,  Year  to  Date ,  etc . )  as  we l l  as  the  c l i en t ’s  Remain ing 

L imit  and Over  L imit .

To  the  r igh t  a re  Tax Rates and the  Discount  Rate  fo r  th i s  p ro jec t .  Th is  da ta  i s  looked up f rom the  C l i en t 

record  in  Contacts ,  bu t  may  be  changed here  to  re f l ec t  on ly  th i s  p ro jec t ,  i f  needed. 

NOTE:   For  a  deta i led  descr ip t ion  about  f inanc ia l  in fo rmat ion ,  see  the  Contacts  modu le  chapter 

under  the  F inanc ia l  tab  sect ion  in  th is  Users  Gu ide .

Invoices From This Project sect ion
Be low the  ag ing  sec t ion ,  you  w i l l  see  a  por ta l  showing  a l l  i nvo ices  tha t  have  been made fo r  th i s  P ro jec t 

and the i r  payment  s ta tus .

Commission To sect ion
Th is  a rea  i s  used to  ass ign  a  commiss ion  amount  to  a  ce r ta in  person  w i th in  your  s tud io  (o r  ne twork  o f 

sa les  representa t i ves )  fo r  b r ing ing  new c l i en ts  and/or  p ro jec ts  to  the  s tud io .

How to assign a commission to sales representative:

1.  C l i ck  the  Commiss ion To  f i e ld  and se lec t  a  person  f rom the  d rop-down l i s t .  Th is 

l i s t  w i l l  show a l l  records  in  the  Contacts  modu le  marked as  an  Employee .

2 .   C l i ck  the  Commiss ion Percent  f i e ld  to  en te r  the i r  commiss ion  percent .  En te r 

the 	number 	as 	a 	dec ima l 	 (8%	=	 .08 ) .	

Media Asset tab
The Media  Asse t  tab  shows a l l  o f  the  med ia  f rom the  Library  & Labels  modu le  tha t  i s  assoc ia ted  w i th  th i s 

P ro jec t . 
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Media Asset tab Navigation

• 	 C l i ck 	on 	a 	 row	o f 	a 	par t i cu la r 	med ia 	asse t 	 to 	h igh l igh t 	 tha t 	med ia 	asse t	

and show add i t iona l  i n fo rmat ion  a t  the  bot tom o f  the  sc reen ,  i nc lud ing 

the  Current  Locat ion ,  peop le  invo lved ,  and a l l  Ti t les  on  tha t  med ia 

asse t .

NOTE:  Th is  screen i s  v iew on ly ;  changes  to  media  must  be  done in  the  Library  & 

Labels  o r  the  Ti t les  & Tracks  modu les . 

• 	 C l i ck 	 on 	 the 	 Go To  bu t ton  fo r  each  med ia  asse t  to  go  d i rec t l y  to  tha t 

record  in  the  Library  & Labels  modu le .

• 	 C l i ck 	 the 	Go To  fo r  a  par t i cu la r  Ti t le  to  go  d i rec t l y  to  tha t  record  in  the 

Ti t les  & Tracks  modu le .

How to create a new media asset (record) in Library & Labels that’s 
associated to a specif ic Project:

1.  C l i ck  the  b lack  and g reen  Create  NEW re la ted  med ia  asse t  i n  L ib ra ry  but ton  ( th i s 

w i l l  t ake  you  to  the  Create  New Media  Asset  w indow in  the  Library  & Labels 

modu le ) . 

2 .  F i l l  ou t  the  in fo rmat ion  on  a l l  t abs  and c l i ck  Done.

3 .  For  de ta i l ed  descr ip t ion  o f  th i s  w indow,  see  Create  New Med ia  Asse t  sec t ion  o f 

the  Library  & Labels  module  chapte r.

S tud io  Su i te  a l lows each  med ia  asse t  to  be  assoc ia ted  w i th  more  than  one  Pro jec t ,  s ince  i t  may  re tu rn 

to  your  s tud io  severa l  t imes  in  the  course  o f  i t s  l i f e .  Read about  th i s  i n  the  Library  & Labels  chapte r  o f 

the  User ’s  Gu ide .

Attach & FTP tab
The At tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Projects  record .  The  At tach  &  FTP tab  i s  the  where 

a l l  o f  these  a t tached f i l es  a re  re fe renced.  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab 

chapte r  o f  th i s  User ’s  Gu ide .

 

L ist tab
The L is t  tab  shows a  sor tab le  l i s t  o f  a l l  o f  the  d i f f e ren t  p ro jec ts  in  the  Projects  modu le .  To  sor t  by  any  o f 

the  ca tegor ies :  C l i en t ,  P roduct ion  # ,  P roduct ion ,  P ro jec t  # ,  P ro jec t ,  e tc . ,  j us t  c l i ck  on  the  head ing  fo r  tha t 

ca tegory.

Because  not  a l l  f i e lds  tha t  users  may  want  to  see  can  f i t  i n  th i s  v iew,  the  r igh t -most  co lumn in  the  L is t  tab 

has  a  “Var iab le  F ie ld” .  By  c l i ck ing  be low the  “Var iab le  F ie ld”  l abe l ,  you  can  se lec t  f rom a  pop-up menu fo r 

wh ich  f i e ld  you  wou ld  l i ke  to  see  d isp layed in  the  l i s t .  C l i ck ing  on  the  “Var iab le  F ie ld ”  l abe l  w i l l  so r t  by  the 

se lec ted  f i e ld . 

I f  you  happen to  se lec t  the  f i e ld  “Tota lP lusTax” ,  th i s  f i e ld  w i l l  t ake  some t ime to  popu la te ,  re la t i ve  to  the 

number  o f  Events  and Pro jec ts  you  have .  Add i t iona l l y,  you  may  need to  togg le  to  a  d i f f e ren t  tab  and back 
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fo r  the  f i e ld  to  p roper l y  re f resh .

Report  tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  now has  two sub- tabs ,  Pr in t  Opt ions  and  Aud i t  Log . 

Print sub-tab
Th is  sub- tab  has  a  number  o f  p re-se t  p r in tou t  opt ions .  F i r s t ,  se lec t  wh ich  o f  your  compan ies  you  a re 

p r in t ing  f rom v ia  the  pop-up menu in  the  Company Name  f i e ld ,  and wh ich  le t te rhead you  want  to  use . 

The  Le t te rhead i s  au tomat ica l l y  genera ted  f rom the  in fo rmat ion  you  en te red  about  your  company  in  the 

Setup  bu t ton  conta ined in  the  Main Menu .  The  cus tom Let te rhead p laces  the  le t te rhead g raph ic  you 

pas ted/ impor ted .  To  use  your  own s ta t ionery,  choose  a  b lank  record  f rom your  Company Name  se lec to r.

To  the  le f t  s ide  i s  a  g roup o f  bu t tons  resembl ing  the  V iew Se lec to r  i n  the  Events  tab .  C l i ck  one  o f  these 

but tons  to  p r in t  the  assoc ia ted  repor t .  The  events  w i l l  be  sor ted  accord ing  to  the  g reen  tex t  and pop-up 

sor t  menu (p rov ided be low the  Pr in t  bu t tons ) .

These  repor ts  w i l l  p r in t  the  i tems as  they  a re  d isp layed in  the  assoc ia ted  Events  tab .  You can  use  the 

F i l t e r ing  and H id ing  opt ions  the re  to  genera te  the  exact  repor t  you  want .  There  i s  a l so  a  Pr in t  bu t ton  on 

each  o f  those  sc reens  in  the  Events  tab  wh ich  a l low you  to  p r in t  repor ts  d i rec t l y  f rom there .

You can  a lso  p r in t  severa l  o the r  repor ts  loca ted  on  the  r igh t :  Aud io  Setup,  Aud io  P lug- ins ,  D i rec t ion  & 

Notes ,  F i lm/V ideo/Graph ics ,  P ro jec t  L i s t  and  Ta len t  L i s t .  These  repor ts  p r in t  fo r  a l l  o f  the  found records , 

so  the  F ind  On ly  Th is  Record  bu t ton  w i l l  pu t  on ly  the  cur ren t  record  in  the  found se t .

C l i ck  the  but ton  labe led  ‘Other  Repor t  Opt ions  F rom Events ’  to  go  to  the  Repor t  tab  in  the  Events 

modu le .  Read the  Pr in t  sec t ion  o f  the  Events  chapte r  to  l ea rn  more  about  tha t  modu le ’s  p r in t ing  opt ions .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  g ray  tex t  P roduct ions  tab  to  go  to  the  Product ions modu le  showing  on ly  the  events  assoc ia ted 

w i th  tha t  Pro jec t .

C l i ck  the  g ray  tex t  Events  tab  to  go  to  the  Events  modu le  showing  on ly  the  de ta i l s  assoc ia ted  w i th  tha t 

Pro jec t .

C l i ck  the  g ray  tex t  Ca lendar  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Projects  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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The Purchase Orders  modu le  a l lows you  to  c rea te  and t rack  purchase  o rder ing  o f  mate r ia l s .

In this chapter you wil l  read about how to:
• 	 Create  a  new purchase  o rder

• 	 Add a  Purchase  Order  as  a  l i ne  i tem to  a  Pro jec t

• 	 Add l i ne  i tems o f  a  Purchase  Order  to  a  Pro jec t  i nd i v idua l l y

• 	 Rece ive  an  en t i re  o rder  a t  one  t ime

• 	 Pr in t  a  de ta i l ed  record  o f  a  purchase  o rder

Detai l  tab

Create a New Purchase Order

How to create a new purchase order: 

1.  C l i ck  the  b lack  and g reen  New but ton  f rom the  Funct ion  Bar . 

2 .  Se lec t  the  Vendor  f rom the  f i e ld ’s  pop-up menu,  wh ich  shows a l l  compan ies 

ident i f i ed  as  a  Vendor  i n  the  Contacts  modu le .  To  see  and/or  ed i t  i n fo rmat ion 

about  th i s  vendor,  you  can  c l i ck  the  Go To but ton  wh ich  w i l l  t ake  you  to  the 

Deta i l  tab  o f  the  Contact  modu le .

3 .  In  the  Ship To  f i e ld ,  se lec t  f rom the  pop-up menu wh ich  o f  your  own compan ies 

o r  c l i en ts  (as  de f ined  in  the  Main Menu Setup )  the  mate r ia l  o rder  w i l l  be  sh ipped 

to .

4 .  In  the  Ordered By (Company Selector )  f i e ld ,  choose  wh ich  o f  your  company ’s 

logo  and le t te rhead in fo rmat ion  you  wou ld  l i ke  on  the  p r in ted  ve rs ion  o f  the 

purchase  o rder.
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5.  As  app l i cab le ,  f i l l - i n  the  o rder  Date ,  Sales  Person ,  Ship  Via ,  F.O.B.  ( F ree 

on  Board )  Point ,  Terms ,  the  Account  # ,  Department ,  Requis i t ioner ,  E.T.A. , 

Customer  # ,  and  Project .

6.  En te r  i t ems to  be  o rdered  in  the  l i s t  a rea .   Spec i f y  the  Qty,  Cata log # , 

Descr ipt ion ,  Unit  Pr ice .  I f  t axes  app ly,  check  the  f i r s t  (Tax 1 )  and/or  second 

(Tax 2 )  box ) . 

7 .  A  Line Tota l  w i l l  be  ca lcu la ted ,  no t  i nc lud ing  the  taxes  tha t  a re  sub- to ta led  a t 

the  bot tom.  The  Line Tota l  can  be  over r idden,  mean ing  you  can  manua l l y  en te r 

another  amount .  A t  the  bot tom,  you  w i l l  see  your  to ta l s ,  and you  can  en te r  who 

the  purchase  o rder  was  Approved By  and  the  approva l  Date.

8.  C l i ck  the  Arr ived On  f i e ld  and choose  a  da te  f rom the  pop-up ca lendar.

A t  the  bot tom o f  the  sc reen ,  the  Tax Sett ings  box  d isp lays  the  Tax 1  and  Tax 2  Rates  wh ich  a re  f rom your 

p re fe rence  se t t ings  in  the  Main Menu  Setup .  You  can  manua l l y  change e i the r  ra te ,  pe r  o rder.  For  more 

de ta i l ed  in fo rmat ion ,  read  the  Taxes  tab  sect ion  o f  the  Main  Menu chapte r  o f  th i s  User ’s  Gu ide .

New Feature: Add Purchase Order to a Project

There  a re  th ree  ways  th i s  new fea tu re  works .  

F i r s t ,  the  en t i re  Purchase  Order  can  be  summar i zed  and added to  a  se lec ted  Pro jec t .   Th is 

summary  can  charge  the  c l i en t  based on  a  Marg in  percentage  o r  a  Markup percentage .  

Second,  each  l i ne  i tem can  be  added to  a  se lec ted  Pro jec t  one  a t  a  t ime.   Th is  a l lows you 

th ree  k inds  o f  f l ex ib i l i t y :  you  can  omi t  l i ne  i tems on  the  Purchase  Order  f rom the  Pro jec t , 

you  can  show the  de ta i l s  o f  each  i tem f rom the  Purchase  Order  on  the  Pro jec t  and you 

can  app ly  d i f f e ren t  Markups  (o r  Marg ins )  to  each  i tem.

Th i rd ,  each  l i ne  i tem o f  a  Purchase  Order  can  be  added to  D IFFERENT Pro jec ts .   A  good 

example  o f  th i s  wou ld  be  i f  the re  was  one  b ig  purchase  o rder  fo r  cos tumes fo r  an  en t i re 

season o f  a  show (Product ion )  and charged to  the  ind iv idua l  ep isodes  (P ro jec ts ) .

Read the  fo l low ing  “How To”  boxes  to  f i nd  ou t  how to  take  fu l l  advantage  o f  th i s  new 

fea tu re .
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How to add a Purchase Order as a l ine item to a Project:

1.  Crea te  a  new Purchase  Order  the  same as  in  “How to  c rea te  a  new Purchase 

Order ” .

2 .  In  the  ye l low f i e lds  above  the  i tems sec t ion ,  i s  where  the  en t i re  Purchase  Order 

w i l l  be  summar i zed  as  a  l i ne  i tem.

3 .  Choose  a  Category  f rom the  d rop down l i s t  tha t  descr ibes  the  PO as  i t  w i l l 

appear  on  the  Pro jec t  as  one  l i ne  i tem.  

4 .  Choose  an  I tem  fo r  your  PO to  appear  as  in  the  Pro jec t .   Be fo re  do ing  th i s ,  i t  i s 

bes t  to  c rea te  an  i tem fo r  th i s  spec i f i c  purpose .   I t  can  be  a  genera l  i t em such 

as  Serv ices .

5 .  Be fo re  choos ing  a  Rate ,  you  need to  se t  one  up  tha t  i s  connected  to  the  i tem/s 

tha t  you  c rea ted  to  use  fo r  your  POs.   Aga in  th i s  can  be  genera l  and have  no 

do l l a r  amount  assoc ia ted  w i th  i t .   Th is  i s  fo r  expor t ing  to  Qu ickBooks  o r  MYOB.  

Both  p rograms need to  have  the  Rate and  I tem  f i e lds  f i l l ed  in .

6 .   On the  bot tom le f t ,  choose  i f  the  c l i en t  w i l l  be  charged a  Marg in  pe rcentage  o r 

a  Markup  pe rcentage  over  cos t .

7 .  Once Marg in  o r  Markup 	 has 	 been	 chosen, 	 pu t 	 the 	 percentage 	 amount 	 (10%	

wou ld  be  .1 )  i n  the  wh i te  f i e ld  be low the  Charge  X  bu t ton .  

8 .  C l i ck  on  the  Charge  X  bu t ton  to  ca lcu la te  the  to ta l  o f  the  Purchase  Order  p lus 

c l i en t  markup (as  chosen ) .

9 .  To  charge  the  c l i en t  a  fee  fo r  the  Expense  tha t  i t  cos t  you  to  make the  o rder,  to 

c rea te  the  PO,  to  h i re  a  f ree lancer,  o r  any th ing  invo lved  w i th  th i s  aspect  o f  the 

Pro jec t ,  choose  Markup  o r  Marg in ,  the  percentage  o f  the  Markup  o r  Marg in  and 

c l i ck  the  Expense  X  bu t ton .  (Th is  s tep  i s  opt iona l ) .

10 .  Once a l l  o f  your  ca lcu la t ions  a re  ready,  c l i ck  the  Add PO to  Pro jec t  bu t ton .  

11 .  A  new w indow w i th  a l l  o f  your  Pro jec ts  w i l l  open .   You can  nar row the  f i e ld  by 

t yp ing  a  few key  le t te rs  in  the  f i e ld  a t  the  top .   Choose  your  Pro jec t .

12 .  A  new screen  w i l l  open  in  the  Pro jec ts  modu le  d isp lay ing  the  Pro jec t  tha t  you 

chose ,  w i th  the  PO as  a  l i ne  i tem.
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How to add l ine items of a Purchase Order to a Project individual ly:

1.  Crea te  a  new Purchase  Order  the  same as  in  “How to  c rea te  a  new Purchase 

Order ” .

2 .  C l i ck  on  the  but ton ,  Disp lay  L ine  I tems w i th  doub le  l i nes?  be low the  i tems 

sec t ion .   The  i tems sec t ion  w i l l  now d isp lay  a  l i ne  o f  ye l low f i e lds  and sma l le r 

bu t tons  fo r  each  l i ne  i tem jus t  l i ke  above  the  i tems sec t ion .

3 .  P roceed to  f i l l  i n  each  f i e ld  accord ing ly  ( see  How to  add a  Purchase  Order  as  a 

l i ne  i tem to  a  Pro jec t  fo r  de ta i l s ) .  12 .  A  new screen  w i l l  open  in  the  Pro jec ts 

modu le  d isp lay ing  the  Pro jec t  tha t  you  chose ,  w i th  the  PO as  a  l i ne  i tem.

Arrival  Date button
As each  i tem i s  rece ived ,  en te r  i t s  Arr ived On  da te . 

How to receive an entire order at one t ime:

1.  C l i ck  in  the  f i e ld  be low the  but ton  labe led  Set  B lank  Ar r i va l s  To  and  se lec t  a  da te 

f rom the  pop-up ca lendar. 

2 .  C l i ck  the  Set  B lank  Ar r i va l s  To  but ton .  Th is  w i l l  se t  any  b lank  o r  empty  Arr ived 

On  f i e lds  to  the  da te  you  se lec t  o r  Today ’s  Date : 

3 .  When a l l  o rdered  i tems have  an  Arr ived On date  en te red ,  the  Al l  I tems 

Received?  ( the  check  box  a t  the  top  o f  the  sc reen  w i l l  be  appropr ia te l y  marked ) .

To  p r in t  th i s  purchase  o rder  reques t ,  c l i ck  the  red  tex t  Pr in t  Th is  but ton  p rov ided.

List tab
The L is t  tab  shows a  l i s t  o f  a l l  pu rchase  o rders .  C l i ck  the  Go To  bu t ton  to  v iew the  Deta i l  sc reen  fo r  tha t 

purchase  o rder.  To  de le te  a  purchase  o rder,  c l i ck  the  Trash  Can  bu t ton  on  the  fa r  r igh t  o f  each  l i ne .  I f  the  Al l 

Received  checkbox  i s  checked,  th i s  means  a l l  o f  the  i tems on  the  Purchase  Order  have  a  ‘ rece ived ’  da te ,

Attach & FTP tab
The  A t tach  &  FTP tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Purchase Order  record .  The At tach  &  FTP  tab  i s  the 

where  a l l  o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab 

chapte r  o f  th i s  User ’s  Gu ide .
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Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen . 

How to print a detai led record of a purchase order:

1.  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

2 .  The  page w i l l  then  be  d isp layed.

3 .  C l i ck  the  Cont inue  but ton  in  the  S ta tus  Area  to  the  r igh t .

4 .  Another  p r in t  d ia log  w i l l  appear.

5 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r 

to  be  u t i l i zed .

6 .  C l i ck  Pr in t  to  p r in t .

Report tab

Print Options sub-tab
Al though the re  i s  a  Pr in t  Th is  bu t ton  on  the  L is t  &  Deta i l s  tabs ,  the re  a re  a l so  p r in t  bu t tons  ca l l ed : 

Purchase  Order  Deta i l  and  Purchase  Order  L i s t  on the  Pr in t  Opt ions  sub- tab .  

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Th is  covers  the  bas ics  o f  the  Purchase Orders  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

the  Main  Menu tab .
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Th is  modu le  p rov ides  a  qu ick  and easy  way  fo r  s ta f f  members  o r  f ree lancers  to  log  themse lves  (o r  log  any 

resource  i tem)  in to  a  Pro jec t ,  w i thout  hav ing  to  l ea rn  about  the  en t i re  Projects  modu le .

In this chapter you wil l  read about how to:
• 	 Add an  event  in  Qu ickLog

Cl ick  the  QuickLog  bu t ton  f rom the  Main Menu .  Th is  b r ings  you  to  a  sc reen  showing  a  l i s t  o f  P ro jec ts 

schedu led  th i s  week .  You can  b roaden o r  na r row tha t  range  by  c l i ck ing  on  the  p rov ided F ind  but tons  a t  the 

top  r igh t .

You can  a lso  jus t  t ype  the  name (o r  par t i a l  name)  o f  the  Pro jec t ,  C l i en t ,  o r  add the  Pro jec t  #  e tc .  i n  the  f i e ld 

a t  the  top .  Upon ex i t i ng  the  f i e ld ,  any  Pro jec t  conta in ing  tha t  tex t  w i l l  appear  in  the  l i s t  beneath .  Once the 

des i red  Pro jec t  appears  in  the  l i s t ,  c l i ck  the  Go To  bu t ton  to  go  to  the  same Add I tem  sc reen  tha t  i s  used 

in  Pro jec ts .
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Adding Events

How to add an event in QuickLog:  

1.  The  da te  f i e lds  a t  the  top  w i l l  be  se t  to  Today ’s  da te .  You can  use  the  Star t  Date 

and  End Date  a r row but tons  to  sc ro l l  fo rward  o r  backward ,  o r  c l i ck  in  the  Date 

f i e lds  to  ed i t  them.  P lease  see  be low fo r  i n fo rmat ion  about  the  Cont inuous 

checkbox .

2 .   Once  you  have  chosen a  da te ,  se lec t  the  Start  and End t imes  fo r  the  Event 

and se t  the  book ing  Status .  Add i t iona l l y,  the re  a re  de fau l t  s ta r t  &  end t ime 

ranges  w i th in  the  4  se lec tab le  bu t tons  (1 ,2 ,3 ,4 )  above  the  t ime f i e lds  ( see  more 

on  Qu ick-Ent ry  T ime But tons  be low) .   These  va lues  a re  p rese t  w i th in  the  Main 

Menu/Setup/Modu les /Pro jec ts  a rea .

3 .  A t  the  top  o f  each  co lumn,  you  can  use  the  Category  (menu ) ,  Sub-Category 

(menu ) ,  and I tem  ( t ex t )  f i l t e r  f i e lds ,  to  na r row the  i tem l i s t  to  what  you  a re 

seek ing  fo r.  Sor t  each  co lumn a lphabet ica l l y  by  c l i ck ing  the  under l i ned  co lumn 

names.

4 .  You can  a lso  use  the  Budget  f i e ld  to  f i l t e r  fo r  a  spec i f i c  budget  code f rom the 

Budgets  modu le ,  and the  Preset  f i e ld  to  v iew i tems w i th in  se lec ted  Ca lendar 

Prese ts .

5 .  When Media  Inventory  i t ems a re  shown,  the i r  cu r ren t  In  Stock  and  Avai l . 

(Ava i l ab le )  amounts  a re  d isp layed.

6 .  To  se lec t  an  i tem to  book ,  s imp ly  c l i ck  i t s  name ( the  row w i l l  tu r n  g reen ) .  You 

may  se lec t  more  than  one  i tem a t  a  t ime,  and you  may  change the  f i l t e red  se t  (as 

needed to  f i nd  and se lec t  mu l t ip le  i t ems. 

7 .  Once you  have  se lec ted  a l l  o f  the  i tems you  w ish  to  add,  c l i ck  e i the r  the  Add To 

Pro jec t  but ton ,  o r  the  Add To Pro jec t  (w i thout  da tes )  bu t ton .  Th is  w i l l  book  the 

i tem on  the  Pro jec t  you  spec i f i ed ,  and drop you  o f f  i n  the  Projects  modu le .

 

Continuous checkbox
Th is  checkbox ,  loca ted  be tween the  Sta r t  and End date ,  governs  how Stud io  Su i te  hand les  an  event  o r 

events  tha t  span  over  mu l t ip le  days . 

For  example ,  i f  you  a re  ren t ing  a  p iece  o f  equ ipment  to  be  booked fo r  a  range  spann ing  5  days  ( f rom 

9am on Monday,  a round the  c lock  cont inuous ly  to  5pm on F r iday ) ,  you  wou ld  se lec t  the  Cont inuous  

checkbox .  Th is  appears  on  a  Pro jec t  as  a  s ing le  l i ne  i tem and the re  wou ld  be  no  ab i l i t y  to  en te r  de ta i l s 

about  any  par t i cu la r  day.  

A l te r na t i ve l y,  i f  you  a re  book ing  a  s tud io  f rom 9am to  5pm on Mon. ,  Tues . ,  Wed,  Thurs . ,  and F r i . ,  you 

wou ld  NOT check  the  Cont inuous  checkbox ,  as  the  s tud io  i s  ava i l ab le  s ta r t i ng  a t  5  PM each day,  un t i l 

9am the  nex t  morn ing .  Th is  wou ld  appear  in  the  Pro jec t  as  5  separa te  Events ,  a l l ow ing  you  to  document 

d i f f e ren t  de ta i l s  about  each  day.

Recall  Previous Selections button
At  the  top  r igh t ,  the re  i s  a  Reca l l  P rev ious  Se lec t ions  bu t ton .  Th is  w i l l  reca l l  the  l as t  i t ems you  se lec ted , 

(as  ind ica ted  by  the  check  marks  on  the  r igh t  s ide  o f  each  i tem) .  Make  sure  to  spec i f y  the  da te  o r  t ime 

pr io r  to  c l i ck ing  th i s  bu t ton .
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Create New Item button
I f  you  need to  c rea te  a  new i tem ( tha t ’s  no t  a  Room,  Equ ipment ,  Person ,  o r  Med ia ) ,  c l i ck  the  but ton  a t 

the  bot tom le f t .  Th is  w i l l  p resent  you  w i th  a  Create  New I tem  sc reen ,  where  you  can  c rea te  new i tems 

as  needed.

Th is  covers  a l l  o f  the  bas ics  o f  the  QuickLog  modu le  in  S tud io  Su i te . 



3 5
R a t e s  m o d u l e 

F i le  Name:   SSX_Invo ic ing . fmp12
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The Rates modu le  s to res  how much you  charge  fo r  i nd i v idua l  resource ,  i t ems,  and se rv ices .  Each  ra te  must 

be  assoc ia ted  w i th  a  spec i f i c  i t em ( i . e . :  Room,  Person ,  p iece  o f  Equ ipment ,  t ype  o f  Med ia ,  o r  Serv ice ) .  I t ems 

may  have  more  than  one  Rate . 

In this chapter you wil l  read about how to:
• 	 Create  a  Rate  Cards

• 	 Create  a  new Rate

• 	 Make a  new Defau l t  Ra te

• 	 Permanent l y  de le te  a  Rates  record

• 	 Create  a  new Percent  Tax  Ra te

• 	 Create  a  new Percent  Discount  Ra te

• 	 Pr in t  a  de ta i l ed  Rate  record

Each Rate  keeps  t rack  o f  bo th  the  b i l l ab le  amount  (charge )  and ac tua l  cos t  (expense )  fo r  each  Rate .  Rates 

a re  bes t  c rea ted  in  the  Rates  tabs  loca ted  in  the  Contacts ,  Rooms ,  Equipment ,  Media  Inventory ,  Library. 

and Categor ies  & I tems  modu les .

There  a re  two types  o f  Rates  -  S tandard  and Percent .  S tandard  Rates  a re  the  most  common.  A  Standard 

Rate  has  a  f i xed  p r ice  and i s  a  “cos t -per-un i t ”  equat ion  ( i . e .  4  hours  a t  $100.00 ) .   Percent  Rates  a re  used 

to  ho ld  ‘pe rcent ’  Ra te  in fo rmat ion ,  such  as  Taxes and (pe rcentage )  Discounts .  

You  may  b i l l  $50  an  hour  fo r  your  eng ineer /ed i to r,  and pay  h im $25,  o r  you  may  b i l l  $100 per  hour  fo r  a  room, 

and i t  cos ts  you  $8  per  hour  in  ren t  and e lec t r i c i t y.  Each  ind iv idua l  “ i t em”  may  have  mu l t ip le  Rates ,  wh ich 
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a l lows you  to  se l l  the  same th ing  a t  many  d i f f e ren t  Rates  (Hour l y,  Da i l y,  Even ing  Rate ,  Weekend Rate ,  e tc ) . 

P r ices  fo r  med ia  ( tape ,  d isks ,  ha rd  d r i ve ,  and o ther  mate r ia l s )  a re  a l so  he ld  as  Rates ,  a l low ing  you  to  se t 

up  mu l t ip le  Rate  s t ruc tu res  ( v i rg in ,  used,  TC fo rmat ted ,  s t r iped ,  dubbed,  e tc . ) .  You  can  a lso  c rea te  “C l i en t 

Spec i f i c ”  ra tes ,  so  tha t  when a  spec i f i c  c l i en t  uses  an  I tem,  the i r  spec ia l  ra te  i s  au tomat ica l l y  app l i ed .

Rate Cards tab

Usua l l y,  we  s ta r t  each  modu le  on  the  Deta i l  sub- tab ,  bu t  we’ l l  beg in  th i s  modu le  w i th  a  fundamenta l  new 

fea tu re .

NEW FEATURE: Rate Cards

Rate Cards  a l l ow you  to  g roup Rates  tha t  a re  used fo r  a  par t i cu la r  k ind  o f  work 

together.  On the  Rate  Cards  tab ,  you ’ l l  see  tha t  S tud io  Su i te  comes loaded w i th 

severa l  Rate Cards  tha t  you  can  use  to  d i v ide  your  Rates  up  in to  “Norma l ,  I n te r na l , 

Corpora te ,  Educat iona l ,  Commerc ia l ,  TV,  F i lm,  Web,  Adver t i s ing ,  Renta l ,  Mus ic , 

Rad io” ,  e tc .  You can  use  these ,  ed i t  them,  o r  de le te  and c rea te  new ones  us ing  the 

but tons  in  the  Funct ion  Bar  on  th i s  tab .

The  idea  i s  tha t  you  can  c rea te  a  Rate  Card  fo r  each  type  o f  work  tha t  you  do .  When you  c rea te  a 

new Product ion  o r  P ro jec t ,  you  ass ign  i t  a  Rate  Card ,  and i t  w i l l  then  use  Rates  appropr ia te  fo r  the 

Pro jec t ,  based on  the  des ignated  Rate  Card .

Ind iv idua l  Ra tes  can  be long to  more  than  one  Rate  Card  ( such  as  Corpora te  &  Commerc ia l ) .  Ra tes 

tha t  a re  a t tached to  Rate  Card  “0 (A l l ) ” ,  w i l l  be  access ib le  to  a l l  Ra te  Cards ,  a l low ing  you  to  have 

some i tems tha t  have  the  same pr ice  (o r  Rate )  ac ross  a l l  Ra te  Cards .  A l l  new Rates  a re  a t tached to 

Rate  Card  “0 (A l l ) ”  by  de fau l t .  Us ing  Rate  Cards  i s  opt iona l ,  and we’ l l  d i scuss  the i r  use  aga in  be low.

How to create a Rate Card (or edit  an exist ing one):

1.  To  ed i t  a  Rate Card  c l i ck  in  any  f i e ld  to  change the  da ta  tha t  i s  p re- f i l l ed .

2 .   To  c rea te  a  new Rate Card  j us t  c l i ck  the  New  bu t ton  in  the  Funct ion  Bar  and 

type  in  the  f i e ld  p rov ided.

3 .   Go back  to  the  Standard  Rates  tab  and your  Rate Card  w i l l  be  ava i l ab le  fo r  use .
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Standard Rates tab
List sub-tab
Th is  sub- tab  p rov ides  a  l i s t  o f  a l l  S tandard  Rates .  There  a re  four  ‘Qu ick-F ind ’  f i l t e r  f i e lds ,  a l l ow ing  you 

to  search  o r  f i l t e r  by  Category ,  Sub-Category ,  I tem ,  o r  Cl ient .  You  may  use  two o r  th ree  o f  the  f i l t e r 

f i e lds  in  con junct ion .  For  example ,  you  may  use  the  Category  f i l t e r  f i r s t  to  v iew on ly  Equipment  ra tes , 

and then  choose  a  Sub-Category  to  v iew on ly  M ic rophones .

Th is  v iew i s  i n tended to  be  a  qu ick  way  to  see  a  number  o f  ra tes  s imu l taneous ly.  You w i l l  no t  be  ab le  to 

ed i t  the  in fo rmat ion  d isp layed on  th i s  page . 

You may  v iew (o r  ed i t )  any  ra te  in  g rea te r  de ta i l  by  p ress ing  the  Go To but ton  on  the  fa r  l e f t  o f  each  row. 

I t  i s  poss ib le  to  dup l i ca te ,  de le te ,  o r  c rea te  a  new ra te  f rom th is  page  us ing  the  Funct ion  but tons  a t  the 

top  o f  the  sc reen .

Detai l  sub-tab
Th is  tab  d isp lays  a l l  i n fo rmat ion  re la ted  to  a  s ing le  Rate .  Th is  tab  looks  s im i la r  to  the  Create  New Rates 

window.  By  fo l low ing  the  same ins t ruc t ions  as  descr ibed under  Create  a  New Rate  ( above ) ,  you  can  use 

th i s  tab  to  make changes  to  a  spec i f i c  Rate .

A t  the  bot tom o f  the  w indow,  you  can  see  the  da te / t ime th i s  Rate  was  Created  who i t  was  c rea ted  by 

as  we l l  as  the  da te / t ime i t  was  Modif ied  and  the  person  who mod i f i ed  i t .

How to create a new Rate:

NOTE:  Remember,  Rates  must  a lways  be  assoc ia ted wi th  pre-ex is t ing  I tems (Rooms, 

Equ ipment ,  e tc ) ,  so  i t  i s  typ ica l l y  best  to  c reate  Rates  f rom the  modu le  where  the  i tem 

ex is ts  ( the  Rooms  modu le ,  the  Equipment  modu le ,  e tc ) .  You can create  Rates  in  the 

Rates  modu le  a lso ,  as  long as  you make sure  they  a re  ass igned to  ex is t ing  resource 

i tems.

1.  C l i ck  the  b lack  and g reen  New but ton  in  the  Funct ion  bar .

2 .  The  message “What  k ind  o f  Rate  do  you  want  to  c rea te?”  w i l l  appear.  Choose 

Standard  to  c rea te  a  norma l  ra te  o r  se lec t  Percentage  to  c rea te  a  Tax  o r  D iscount .

3 .  Nex t ,  the  message “What  k ind  o f  S tandard  Rate  do  you  want  to  c rea te?”  w i l l 

appear.  Choose  Cred i t ,  Over t ime  o r  Regu la r .  Fo r  our  cu r ren t  purpose ,  choose 

Regu la r .

4 .  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  f i e lds  fo r  a l l  the  de ta i l s  o f 

th i s  Rate .

(Cont inued on next  page )
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Create New Rate window

           

5 .  In  the  top  row,  se lec t  the  Category  fo r  the  I tem th is  Rate  be longs  to .

6 .  Nex t ,  c l i ck  on  the  I tem f i e ld ,  and a  new w indow w i l l  popup,  showing  a l l  o f  the 

ex is t ing  Bookab le  I tems in  the  Category  you  jus t  se lec ted .  You may  use  the 

wh i te  Category ,  Sub-Category ,  I tem,  Budget ,  and  Preset  ‘ f i l t e r ’  f i e lds  to 

na r row the  l i s t  to  the  I tem you ’ re  look ing  fo r.  Se lec t  one  o r  more  i tem fo r  th i s 

Rate ,  then  c l i ck  Done.  I t  i s  bes t  no t  to  m ix  i tems f rom mu l t ip le  Categor ies  in  a 

s ing le  Rate .

IMPORTANT NOTE:   You cannot  type text  into  the Category  or  I tem f ie lds .  Use the 

menu se lectors  to  make choices.

7.  En te r  a  descr ip t ion  fo r  the  ra te  in  the  SS Rate Name  f i e ld  ( i . e .  ‘P roToo ls  R ig#1’ , 

o r  ‘  S tud io  A  Hour l y  Rate ’ ,  e tc ) .  Note :  the  Rate Name  i s  fo l lowed by  a  number 

and i s  p re-en te red  fo r  you  upon the  c rea t ion  o f  a  new ra te  ( the  number  i s  used 

to  make sure  the  name i s  un ique ,  as  a l l  Rate Names  must  be  un ique ) .

8 .  I f  th i s  spec i f i c  Rate  i s  to  be  assoc ia ted  w i th  a  par t i cu la r  C l i en t  (a  “C l i en t -

Spec i f i c ”  ra te ) ,  c l i ck  the  C l i en t  f i e ld  and choose  the i r  name f rom the  popup 

w indow (NEW) .  Th is  l i s t  d i sp lays  each  contac t  you  have  checked as  a  C l i en t  i n 

the  Contacts  modu le .  You may  choose  to  l i s t  mu l t ip le  c l i en ts  fo r  a  s ing le  Rate 

by  Sh i f t -c l i ck ing  th i s  f i e ld  in  Rates .  Hover ing  over  the  C l i en t  f i e ld  w i l l  show a  l i s t 

o f  a l l  C l i en ts  l i nked to  th i s  Rate  in  a  too l t ip .  The  ‘C’  bu t ton  nex t  to  the  C l i en t 

f i e ld  w i l l  C lea r  a l l  c l i en t ( s )  se lec ted  in  tha t  f i e ld .

NOTE:  I f  a  Rate  i s  C l ient -Spec i f ic  and you remove the  C l ient  f rom that  Rate ,  i t 

w i l l  rema in  a  Defau l t  Rate  unt i l  you  togg le  the  ‘D ’  (Set  As )  but ton  OFF  (Gray ) .

(Cont inued on next  page)
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CAUTION:  There can be only  one Defaul t  Rate  per  Cl ient ,  per  I tem.  There-

fore ,  se lect ing a  d i fferent  Rate  as  a  Defaul t  for  a  c l ient  wi l l  de-se lect  the 

or ig ina l  Defaul t  for  that  c l ient .   When you create  a  Cl ient-Speci f ic  Rate , 

make sure  to  inc lude a  reference to  that  c l ient  in  the Rate  Name f ie ld  so  i t 

is  recognizable  as  be longing to  them when i t  is  v iewed in  other  modules .

9.   NEW Se lec t  the  Rate Card  appropr ia te  fo r  th i s  Rate  (opt iona l ) .  The  Rate  Card 

“0”  (A l l ” )  i s  app l i ed  to  a l l  new Rates  by  de fau l t ,  mak ing  each  Rate  ava i l ab le  to  a l l 

Ra te  Cards .  You may  leave  th i s  as  i s ,  o r  ed i t  the  ass ignment  to  one  o r  more  Rate 

Card  by  ho ld ing  Command (Mac )  o r  Cont ro l  (PC) .  Th is  Rate  w i l l  now be  used on 

Pro jec ts  tha t  have  the  same Rate  Card  ass ignment .  Rates  must  be  ass igned to 

a t  l eas t  one  Rate  Card .

10 .  Se lec t  an  Act ion  fo r  th i s  Rate  (opt iona l ) .  P ro jec t  Events  tha t  a re  c rea ted  us ing 

th i s  Rate  w i l l  have  the i r  Ac t ion  loaded au tomat ica l l y.

11 .  To  the  r igh t ,  c l i ck  the  cor rec t  ra te  Type  (Regu la r,  Over t ime,  Cred i t ) .  Regular  and 

Overt ime  a re  se l f -exp lana to ry.  Credi t  Rates  a re  those  wh ich  have  a  negat i ve 

va lue  on  the  to ta l  charge  fo r  a  p ro jec t .  Examples  o f  Cred i t  Ra tes  inc lude 

“Depos i t ” ,  “Payment ” ,  and “Cred i t  Memo” .  These  wou ld  be  used when the  c l i en t 

g i ves  you  money  to  decrease  the i r  ba lance  on  a  Pro jec t . 

12 .  On the  r igh t  o f  the  sc reen  the re  a re  f i e lds  fo r  Ex te rna l  Account ing  Deta i l s .   The 

f i e lds  a re  l abe led  appropr ia te l y  fo r  the  3 rd  par ty  account ing  so f tware  you  may  be 

us ing  in  con junct ion  w i th  S tud io  Su i te .  I f  you  a re  no t  us ing  3 rd  par ty  account ing 

so f tware  these  f i e lds  a re  opt iona l ,  bu t  can  be  u t i l i zed  i f  needed.

13 .  The  Charge  and Expense  sec t ion  i s  where  the  amounts  you  a re  charg ing  the 

c l i en t ,  and the  expense  o f  the  i tem a re  l i s ted .   C l i ck  the  Unit  of  Measure  f i e lds 

and se lec t  a  un i t  o f  t ime fo r  bo th  the  Charge and  Expense  f rom the  pop-up 

menus .  The  un i t  o f  measure  can  be  one  “Day”  (one  b i l l  day )  o r  o ther  ra te  opt ions 

inc lude :  Hour (s ) ,  Week (s ) ,  Each  (o r  pe r  un i t ) ,  and  One T ime (s ing le  charge ) . 

14 .  When you  se lec t  a  Un i t  o f  Measure  o f  “Day (s ) ” ,  an  a rea  i s  revea led  on  the  r igh t  o f 

the  sc reen  a l low ing  your  to  spec i f y  the  Bi l l  Days Per  Week ,  and  Bi l l  Days Per 

Month .  Fo r  example ,  i f  you  en te r  a  ‘4 ’  i n  the   Bi l l  Days Per  Week f i e ld ,  S tud io 

Su i te  w i l l  ca lcu la te  the  number  o f  days  to  b i l l  fo r  a  ren ted  i tem as :

      Days      Days

      Used    B i l l ed

         1          1

         2          2

         3          3

         4   - - - - -  4

         5   - - - - -  4

         6   - - - - -  4

         7   - - - - -  4

         8          5

         9          6

      A  s im i l a r  fo rmu la  can  be  app l i ed  us ing  the  Bi l l  Days Per  Month  f i e ld . 

(Cont inued on next  page )
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15.  Nex t ,  t ype  the  amount  you  a re  charg ing  the  c l i en t  and your  expense  ( fo r  the 

spec i f i ed  un i t  o f  t ime )  i n  the  f i e lds  be low.   Prof i t  i s  au tomat ica l l y  ca lcu la ted  by 

the  mark-up percentage  used.  Market  va lue  a l lows you  to  en te r  w i th  the  “marke t 

ra te”  fo r  th i s  se rv ice  i s ,  a l l ow ing  you  to  make compar i sons  o f  what  any  g i ven 

p ro jec t  wou ld  cos t  a t  another  fac i l i t y.

16 .  The  Charge  and Expense  sec t ion  a l so  inc ludes  f i e lds  to  en te r  a  resource  quant i t y 

(Qty )  amount  range .  You can  charge  your  p r ic ing  f i xed  by  bu lk  amounts  f rom a 

quant i t y  o f  1  to  999.  Th is  i s  use fu l  i f  you  se l l  d i f f e ren t  quant ies  o f  mate r ia l  th ings 

a t  d i f f e ren t  p r ices ,  such  as  1-10  =  $1 .  11-20 =  .90 ,  20-50= .80 ,  and so  on .

17 .  The  Expense  f i e ld  i s  the  amount  tha t  each  Rate  cos ts  you ,  e i the r  i n  l abor  cos t , 

mate r ia l  cos t  ( fo r  med ia ) ,  o r  o ther  overhead (e lec t r i c i t y,  hea t ,  e tc ) .  En te r  the 

amount  th i s  i t em i s  cos t ing  you  ( fo r  the  spec i f i ed  un i t  o f  t ime ) .

18 .  Nex t ,  w i th in  the  Over t ime Rate  Specs  a rea ,  en te r  the  number  o f  Hours Before 

Overt ime  (beg ins )  fo r  the  Charge  and  Expense  assoc ia ted  w i th  the  dev ice . 

Then  c l i ck  the  Uses OT Rate  f i e ld  and se lec t  wh ich  over t ime ra te  f rom the  d rop-

down l i s t .  The  Charges Per  f i e ld  w i l l  d i sp lay  the  do l l a r  amount  o f  the  over t ime 

ra te  chosen.

NOTE:  To accommodate  3rd  par ty  account ing  programs,  Over t ime in  Stud io  Su i te  must 

be  i t s  own separa te  Rate .  The  Rates  fo r  the  Over t ime Rates  w i l l  be  v is ib le  but  not  ed i t -

ab le  on  the  O.T.  Rates- f ie ld . 

18.  Choose  appropr ia te  taxes  in  the  Tax  sec t ion .  To  use  more  than  one  tax ,  p ress 

SHIFT  and c l i ck  on  your  des i red  tax  t ypes .  To  use  a l l  t axes ,  c l i ck  the  Al l  but ton . 

(See  Se lec t ing  Mu l t ip le  Taxes  l a te r  i n  th i s  sec t ion ) .

19 .  See  add i t iona l  se t t i ngs  in  the  Checkbox  Opt ions  be low. . .

20 .  Change how  the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear.  Th is  i s 

the  o rder  in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .   (See  I nvo ice 

L ine  I tems  be low) .

21 .  En te r  any  Addi t ional  Invoice Text  tha t  you  wou ld  l i ke  to  appear  on  the  invo ice 

fo r  th i s  i t em in  the  tex t  f i e ld  be low. 

22.  C l i ck  the  Cont inue  bu t ton  to  con f i rm your  new Rate .

NOTE:  The Rates-Create  New window cannot  be  c losed.  You MUST c l ick  the  Cont inue 

but ton .  I f  you  need to  cance l  the  c reat ion ,  jus t  c l ick  Cont inue  then De le te  the  record .

New Feature: Create Overtime Rate button

The new Create  Over t ime Rate  bu t ton  shor tens  the  t ime i t  takes  to  c rea te  an  over t ime 

ra te ,  and l i nks  i t  to  the  one  tha t  i t  i s  based on .   There  i s  a l so  a  new Go To  bu t ton  tha t 

a l lows you  to  nav iga te  to  the  o r ig ina l  Ra te  and the  over t ime one .
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Standard Rates Checkbox Options section
Be low the  Charge  and Expense  a rea ,  the re  a re  severa l  more  ways  to  de f ine  each  Rate :

• 	 Is  Normal ly  Invoiced  –  th i s  checkbox  de te rm ines  whether  o r  no t  events  us ing  th i s  Rate  a re 

norma l l y  i nvo iced.  For  example ,  i f  you  norma l l y  supp ly  an  ass is tan t  eng ineer  w i th  the  room, 

and you  don’t  i nvo ice  separa te l y  fo r  h im,  bu t  s t i l l  need to  book  h im and t rack  h is  hours ,  you 

wou ld  un-check  th i s  box .  In  the  Projects  modu le ,  on  the  Actua l  Charges  v iew,  c l i ck ing  the 

Se lec t  A l l  fo r  Invo ice  bu t ton  w i l l  no t  au tomat ica l l y  i nc lude  these  i tems in  the  se lec t ion  ( you 

may  o f  course  se lec t  the  i tem anyway  i f  you  want ) .  Th is  i s  spec i f i c  to  each  Rate ,  so  you  cou ld 

c rea te  an  Eng ineer ing  Rate  fo r  h im tha t  wou ld  be  se lec ted  fo r  the  invo ice .

• 	 Commiss ionable  -  Check  th i s  box  to  make th i s  ra te  commiss ionab le . 

• 	 Inc lude in  Rate  Sheet  –  check  th i s  box  to  inc lude  the  ra te  in  the  pub l i c  Rate  Sheet .  ( can  be 

p r in ted  out  l a te r ) .

• 	 Use as “Chi ld  I tem” Rate  -  NEW Some i tems have  d i f f e ren t  Rates  when they  a re  l i s ted  as 

par t  o f  a  ‘package’  than  they  do  by  themse lves .  For  example ,  I f  someone ren ts  jus t  a  power 

cord ,  you  wou ld  charge  fo r  tha t .  I f  the  power  cord  was  par t  o f  a  l a rger  package o f  equ ipment , 

you  may  want  to  l i s t  i t  i n  the  o rder  fo r  recordkeep ing ,  bu t  have  a  p r ice  o f  “0”  fo r  i t .  Check ing 

th i s  checkbox  w i l l  de f ine  th i s  Rate  to  be  used when the  i tem i s  booked as  par t  o f  a  package. 

Typ ica l l y,  th i s  Rate  wou ld  be  f ree ,  o r  l ess  than  the  Rate  fo r  th i s  i t em ind iv idua l l y.

• 	 Exempt  From Cl ient  Discount  -  I f  checked,  the  d iscount  fo r  an  i tem us ing  th i s  ra te  w i l l  no t 

app ly. 

• 	 Exclude f rom Un-Invoiced I tem Reports  -   Omi ts  th i s  ra te  f rom any  un- invo iced i tem 

repor ts  c rea ted . 

• 	 Ret i red  -  NEW  I f  a  Rate  i s  no t  to  be  used any  longer,  bu t  you  want  to  keep i t  ava i l ab le  fo r 

re fe rence ,  check ing  th i s  box  w i l l  make  the  Rate  d isappear  f rom ava i l ab le  Rate  menus  in  o ther 

par ts  o f  S tud io  Su i te .

Default  Rate
The f i r s t  Ra te  you  c rea te  fo r  each  i tem w i l l  be  the  De fau l t  Ra te  fo r  tha t  i t em.  I f  you  c rea te  a  new Rate  fo r 

the  same i tem and want  th i s  new Rate  to  be  the  De fau l t  Ra te :

How to make a new Default  Rate:

1.  C l i ck  the  Set  as  De fau l t  ‘D ’   bu t ton . 

      

2 .  Th is  De fau l t  Ra te  w i l l  au tomat ica l l y  be  se lec ted  whenever  th i s  dev ice  i s  booked.

Budget Code / Budget Summed By 
You can  ass ign  an  A ICP or  A ICE s ty le  codes  in  the  Budget  code  i n  the  two f i e lds  to  the  r igh t ,  to  a l low 

th i s  Rate  to  be  access ib le  f rom the  Budgets  modu le .  P ro jec t  Event  i t ems tha t  use  th i s  Budget  Code w i l l 

be  summar i zed  w i th in  the  Budget ,  based on  th i s  code.  See  the  Budget  modu le  chapte r  fo r  more  in fo  on 

th i s . . .
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Invoice Line Items section

      

  

The  bot tom o f  the  Crea te  New Rate  w indow has  a  row o f  f i e lds  tha t  de te rm ine  how events  us ing  th i s 

Rate  w i l l  be  descr ibed on  the  p r in ted  Invo ice .  The  conten ts  a re  f rom the  de fau l t  se t t i ngs  in  the  Ma in 

Menu/Setup/Rates/ Invo ices  tab ,  based on  the  Category .  For  example ,  when invo ic ing  a  Room Rate ,  you 

p robab ly  want  to  inc lude  the  da te ,  s ta r t  and end t imes ,  the  name o f  the  Rate  ( “A  Cont ro l  Hour l y ” )  and 

perhaps  the  T i t l es  (med ia  asse ts )  tha t  were  worked on .  But  when invo ic ing  a  ha rd  d r i ve  o r  a  CDR,  you 

don’t  need the  t imes ,  o r  the  Rate  name,  jus t  the  S ta r t  Date ,  and the  Name o f  the  med ia .  The  resu l t  o f 

these  se t t ings  can  be  ed i ted  in  the  Events  modu le  (be fo re  Invo ice  i s  made )  o r  i n  the  Invoices  modu le 

a f te rwards .

Selecting Mult iple Taxes
I f  you  a re  requ i red  to  charge  tax  assoc ia ted  w i th  the  C l i en t ’s  loca l i t y  i ns tead o f  yours ,  you ’ l l  need to 

c rea te  a  percentage  ra te  fo r  each  tax  tha t  cou ld  poss ib l y  be  app l i ed .  For  example ,  i f  you  have  c l i en ts 

in  Reg ion  1 ,  Reg ion  2 ,  and Reg ion  3 ,  each  w i th  d i f f e ren t  taxes ,  you  wou ld  f i r s t  c rea te  a l l  o f  the  re levant 

Tax  Rates  (See  Percent  Rates  sub- tab  be low) ,  then  ass ign  the  cor rec t  Tax  Rates  to  each  C l i en t  i n  the 

Contacts  modu le . 

A l l  o f  those  same Tax  Rates  shou ld  be  en te red  in  the  Taxed By  f i e ld  on  the  app l i cab le  Rates ,  e i the r 

by  c l i ck ing  the  A l l  bu t ton  o r  ho ld ing  down by  ho ld ing  Command (Mac )  o r  Cont ro l  (PC)  wh i l e  se lec t ing 

add i t iona l  Ra tes . 

Now,  when you  book  a  p ro jec t  fo r  each  c l i en t  (as  long  as  the  cor rec t  Tax  Rate  has  been app l i ed 

ind iv idua l l y  to  each  C l i en t ,  and co l l ec t i ve l y  to  each  Rate )  S tud io  Su i te  w i l l  use  on ly  the  appropr ia te  Tax 

Rate  fo r  each  c l i en t .

Tip: Duplicate similar Rates

Se lec t ing  a  Rate  f rom the  L is t  w indow and c l i ck ing  the  Dup l ica te  bu t ton  in  the  Funct ion 

Bar  w i l l  c rea te  a  dup l i ca te  copy  o f  the  se lec ted  Rate .   The  SS Rate  Name w i l l  be 

ident ica l ,  bu t  w i l l  be  appended w i th in  the  Rate name  f i e ld  by  the  word  ‘Dup l i ca te ’ .   You 

can  ed i t  i n fo rmat ion  fo r  th i s  ra te  by  fo l low ing  the  ‘Ed i t  the  Rates  Record ’  i ns t ruc t ions 

( re fe r  to  above ) .

 

How to permanently delete a Rates record:

1.  C l i ck  a  Rate  i n  the  L is t .

2 .  C l i ck  the  De le te  bu t ton  in  the  Funct ion  Bar.

3.  Choose  ‘De le te ’  f rom the  pop-up d ia logue . 

CAUTION:  you CANNOT undo th is .  I f  you Delete  a  Rates  Record,  i t  wi l l  be 

permanent ly  de leted. 
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Percent Rates  tab
The Percent  Rates  tab  i s  where  you  can  c rea te  and manage ra tes  based on  percentages  ra ther  than  f i xed 

p r ices  per  un i t .  These  Percent  Rates  a re  used fo r  Taxes  and D iscounts .  S tud io  Su i te  hand les  them as 

separa te  Rates ,  a l low ing  you  to  expor t  th i s  da ta  to  3 rd  par ty  account ing  p rograms.

List sub-tab
The L is t  sub- tab  d isp lays  a l l  Pe rcent  Rates  you  have  c rea ted .  I f  you  have  c rea ted  mu l t ip le  Percent  Rates , 

you  can  f i l t e r  the  l i s t  (by  ca tegory )  by  c l i ck ing  the  Quick f ind by  Category  f i e ld  and se lec t ing  e i the r 

Tax  o r  D iscount . 

How to create a new Percent Tax Rate:

1.  C l i ck  the  New but ton  f rom the  Funct ion  Bar .

2 .  You w i l l  rece ive  the  fo l low ing  pop-up message;  ‘What  Type  o f  ra te  wou ld  you  l i ke 

to  c rea te? ’  Choose  ‘Percent ’ .

3 .  You w i l l  then  rece ive  the  fo l low ing  pop-up message:  ‘What  k ind  o f  Percentage 

Rate  do  you  want  to  c rea te? ’ .  Choose  ‘Tax ’ .  Se lec t  Taxes  as  your  Rate Type .

4 .  C l i ck  the  Rate Name  f i e ld  and type  the  name you  wou ld  l i ke  th i s  percent  ra te  to 

have .

5 .  C l i ck  the  Account  Code  f i e ld  and type  the  account  code fo r  th i s  percent 

ra te .  The  account  code w i l l  match  th i s  tax  Rate  to  an  account  in  your  ex te r na l 

account ing  p rogram.  The  conten ts  o f  th i s  f i e ld  f lows f rom the  Rate  to  the  Event 

to  the  Invoice L ine I tem .  I t  w i l l  be  t runcated  by  the  va lues  spec i f i ed  in  the  Set 

Account  Codes  tab .

6 .  C l i ck  the  Rate 	 f i e ld 	and	en te r 	 the 	ra te 	as 	a 	dec ima l ; 	 fo r 	example , 	a 	7%	tax 	Rate	

shou ld  be  en te red  as  “ .07” .  When you  c l i ck  ou t  o f  th i s  f i e ld ,  the  number  w i l l 

appear  as  a  percentage .

7 .  You can  a lso  type  a  Qu ickBooks  Tax Agency Name which  w i l l  a l i gn  taxes 

co l l ec ted  w i th  each  Tax  Rate  w i th  the  appropr ia te  co l l ec t ion  agency  (Tax  Agency 

o r  Vendor )  i n  Qu ickBooks .

8 .  Then  g i ve  th i s  percent  ra te  a  Tax Symbol ,  i . e .  ‘T ’  fo r  Tax  o r  ‘D ’  fo r  d i scount . 

Th is  symbo l  w i l l  be  d isp layed nex t  to  taxab le  l i ne  i tems in  Invo ices ,  i nd ica t ing 

wh ich  tax  was  app l i ed  to  each  i tem.

9 .  I f  your  bus iness  i s  i n  a  reg ion  o f  the  wor ld  tha t  requ i res  some taxes  to  be  app l i ed 

a f te r  o ther  taxes  ( such  as  Canada ) ,  you  can  de f ine  th i s  i n  the  Tax af ter  Tax  f i e ld . 

To  se lec t  mu l t ip le  taxes ,  CTRL+Cl ick  (W indows)  o r  CMND (z )+C l i ck  (Mac )  on 

each  tax .  To  se lec t  a l l  t axes ,  c l i ck  the  Al l  bu t ton .  To  c lea r  your  se lec t ions  c l i ck 

the  ‘C ’  bu t ton .

10 .  When you  a re  f i n i shed,  c l i ck  Cont inue .  The  new percent  ra te  w i l l  appear  a t  the 

bot tom o f  your  Percent  Rates L ist .
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How to create a new Percent Discount Rate:

1.    Fo l low the  ins t ruc t ions  above  but  do  the  fo l low ing  s teps .

2 .  When you  rece ive  the  pop-up message ‘What  k ind  o f  Percentage  Rate  do  you 

want  to  c rea te? ’ ,  Choose  ‘D iscount ’ .

3 .  En te r  the  Rate 	 as 	 a 	 negat i ve 	 va lue . 	 For 	 example 	 a 	 10%	 d iscount 	 wou ld 	 be	

ente red  as  “ - .10”

C l ick  on  a  Percent  Rate  in  the  L is t  tab  to  d isp lay  de ta i l ed  in fo rmat ion  a t  the  bot tom o f  the  w indow 

inc lud ing  the  da te / t ime th i s  Percent  Rate  was  Created  and  the  person  i t  was  c rea ted  by  as  we l l  as  the 

da te / t ime i t  was  Modif ied  and  the  person  who mod i f i ed  i t . 

QuickBooks (QB)
Effec t i ve l y  expor t  i nvo ice  in fo rmat ion  v ia  XML In te rchange to  Qu ickBooks  on  the  PC (however,  you  may 

cus tomize  Stud io  Su i te  to  work  w i th  d i f f e ren t  p rograms) .  In  o rder  to  accommodate  Qu ickBooks ,  we’ve 

p rov ided a  Percentage  Tax  se tup  QuickBooks Account  Code  f i e ld ,  and a  QuickBooks Type  f i e ld .

The  QuickBooks Tax Agency or  Vendor  f i e ld  i s  where  you  wou ld  put  the  name o f  the  o rgan iza t ion  where 

you  send any  sa les  tax  tha t  you  may  co l l ec t .  When th i s  f i e ld  matches  exact l y  w i th  the  one  in  Qu ickBooks , 

a l l  t axes  co l l ec ted  on  Stud io  Su i te  invo ices  w i l l  p roper l y  l i ne  up  to  tha t  “vendor”  i n  Qu ickBooks .  Th is  f i e ld 

a l so  appears  in  the  Main Menu/Setup/Taxes  sc reen ,  where  i t  i s  ed i tab le .

The  QuickBooks Account  Code  f i e ld  i s  fo r  a l ign ing  a  Rate  in  S tud io  Su i te  w i th  a  spec i f i c  account  in 

Qu ickbooks .  The  name must  match  exact l y  fo r  i t  to  work . 

The  QuickBooks Account  Code Type  f i e ld  must  a l so  match  the  assoc ia te  Type  f i e ld  in  Qu ickBooks .

    Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen . 

How to print a detai led Rate record:

1.  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

2 .  C l i ck  the  Cont inue  but ton  in  the  S ta tus  Area  to  the  r igh t .

3 .  Another  p r in t  d ia log  w i l l  appear.

4 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r 

to  be  u t i l i zed .

5 .  C l i ck  Pr in t  to  p r in t .

Report tab

Print Options sub-tab
Al though the re  i s  a  Pr in t  Th is  bu t ton  on  the  L is t  &  Deta i l s  tabs ,  the re  a re  a l so  p r in t  bu t tons  ca l l ed : 
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Standard  Rates  Deta i l  and  Standard  Rates  L is t  on the  Pr in t  Opt ions  sub- tab .  

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

• 	 Cl ick  the  Rooms tab  to  go  to  tha t  modu le .

• 	 Cl ick  the  Equ ipment  tab  to  go  to  tha t  modu le .

• 	 Cl ick  the  Contac ts  tab  to  got  to  tha t  modu le .

• 	 Cl ick  the  Med ia  Invento ry  tab  to  go  to  tha t  modu le .

• 	 Cl ick  the  Events  tab  to  go  to  tha t  modu le .

• 	 Cl ick  the  Pro jec ts  tab  to  go  to  tha t  modu le .

• 	 Cl ick  the  Invo ices  tab  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Rates  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Ma in  Menu tab .
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The Recal l  modu le  s to res  de ta i l s  assoc ia ted  w i th  a  m ix  reca l l .  I t  conta ins  face-p la te  d raw ings  o f  ove r  140+ 

o f  the  most  common p ieces  o f  ou tboard  equ ipment  used in  record ing  s tud ios .  Se lec t  the  equ ipment  you ’ re 

us ing  (o r  load  them f rom a  de fau l t  o r  p rev ious  m ix ) ,  bu i ld ing  a  pa tch  l i s t  fo r  each  dev ice  as  you  go .  You can 

nota te  your  se t t i ngs  w i th  the  on-screen  layover  tex t  g r id ,  o r  p r in t  ou t  the  reca l l  shee ts  you  a re  us ing  and 

mark  the  se t t i ngs  w i th  a  pen  o r  penc i l .  I f  you  have  your  own draw ings ,  you  can  add them as  we l l .

IMPORTANT NOTE:  We should  point  out  that  your  User ’s  L icense does not  grant  you per-

miss ion to  use these drawings/p ictures  for  anyth ing other  than document ing sett ings on-

screen and pr int ing Recal l  sheets  wi th in  Studio  Sui te .

NOTE:  Fur ther,  we shou ld  acknowledge that  any  t rademarks  used in  the  drawings  a re  the  prop-

er ty  o f  the i r  respect ive  owners ,  and the  use  o f  such t rademarks  does  NOT imply  endorsement  o f 

Stud io  Su i te  by  sa id  owners .

In this chapter you wil l  read about how to:
• 	 Create  a  new mix

• 	 Add dev ices  to  a  m ix

• 	 Pr in t  a  repor t

List Mixes tab
The L is t  M ixes  tab  shows a  l i s t  o f  a l l  m ixes  s to red  in  the  modu le .  You can  sor t  by  Song  t i t l e  o r  by  Date.  Cl ick 

the  F ind  A l l  but ton  to  f i nd  a l l  o f  the  m ixes . 
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How to create a new mix:

1.  C l i ck  the  b lack  and g reen  New  bu t ton  in  the  Funct ion  Bar . 

2 .  Th is  w i l l  c rea te  a  new record  and move you  to  the  Th is  M ix  tab  (exp la ined be low) , 

where  you  can  en te r  de ta i l s  about  your  new mix .  The  cursor  w i l l  au tomat ica l l y 

loca te  in  the  new labe l  Reca l l  Name tex t  f i e ld  w i th in  the  Dev ices  sub- tab . 

 3 .  You can  a lso  ge t  to  the  Th is  M ix  tab  by  c l i ck ing  the  Go To but ton  nex t  to  a 

spec i f i c  m ix .

This Mix tab
I n  the  Th is  M ix  tab ,  you ’ l l  en te r  the  Song  T i t le ,  Ar t is t ,  Mix  name,  Recal l  name,  Engineer,  2nd Engineer, 

Project  #  and name ,  Console -u t i l i zed ,  Conso le  Software -ve rs ion ,  number  o f  Inputs  and  Date .  W i th in  the 

p rov ided Th is  M ix  tab  sub- tabs ,  the  Modu le  i s  a l so  used to  input  in fo rmat ion  about  Devices,  Console  I /O ’s ,  

Sends & Busses and  Mix  Busses used in  your  m ix .

Devices sub-tab

How to add devices to a mix:

1.  C l i ck  in  the  wh i te  f i e ld  underneath  the  Device Name  head ing . 

2 .  Th is  w i l l  show a  pop-up l i s t  o f  a l l  ava i l ab le  dev ice  d raw ings . 

3 .  Scro l l  down to  f i nd  the  one  you ’ re  look ing  fo r,  o r  t ype  the  f i r s t  few le t te rs  to  jump 

to  i t .

4 .  I f  you  need to  document  pa tches  fo r  someth ing  tha t ’s  no t  i n  the  l i s t ,  h i t  the 

ESCAPE key  to  ge t  a  cursor  in  the  f i e ld  un  o rder  fo r  you  to  t ype . 

5 .  Under  the  #  s ign ,  you  can  en te r  wh ich  dev ice  you ’ re  re fe r r ing  to  ( i f  the re ’s  more 

than  one  o f  the  same k ind ) .

6 .  Under  the  From  head ing ,  c l i ck  in  the  wh i te  f i e ld  to  ge t  a  pop-up l i s t  o f  ava i l ab le 

“ f rom”  po in ts ,  s ta r t i ng  f i r s t  w i th  t yp ica l  conso le  pa tches  po in ts ,  and go ing  down 

in to  ac tua l  dev ices .  Aga in ,  t ype  the  f i r s t  few le t te rs  to  jump to  the  one  you  want . 

7 .  To  the  r igh t  o f  the  From  f i e ld ,  the re  i s  a  sma l l  f i e ld  where  you  can  en te r  number 

o r  pos i t ion  o f  the  pa tch-po in t  you ’ re  re fe r r ing  to  in  the  From  f i e ld . 

      

8 .  The  To  f i e ld  works  the  same way,  w i th  a  l i s t  o f  poss ib le  “ to”  po in ts .  Not ice  tha t 

the  To  number  f i e ld  w i l l  au to  en te r  the  same va lue  as  the  From  number  f i e ld  as 

a  conven ience .  O f  course ,  you  can  change th i s  va lue ,  wh ich  w i l l  tu r n  i t  pu rp le , 

showing  tha t  i t  i s  an  over r idden va lue .

9 .  C l i ck ing  on  the  Go To but ton  w i l l  t ake  you  to  the  Line I tem Deta i ls  FULL View 

tab  where  you  can  see  a  p ic tu re  o f  the  dev ice  you  have  se lec ted ,  a long  w i th  the 

pa tches  you  have  de f ined .  Th is  v iew i s  exp la ined in  g rea te r  de ta i l  be low. 

10 .  C l i ck  the  t rash  can  icon  to  de le te  a  l i ne  i tem f rom the  dev ices  por ta l . 
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Duplicate button in Function Bar

Tip: Use Duplicate button when using the same 
equipment
Once you  have  a l l  i t ems per fec t l y  documented,  you  m ight  move  on  to  another  m ix 

where  you ’ re  us ing  a l l  o f  the  same equ ipment .  Rather  than  re-en te r  eve ry th ing 

aga in ,  f rom the  Th is  M ix  -  Dev ices  tab ,  c l i ck  the  Dup l ica te  bu t ton  in  the  Funct ion 

Bar .  I t  w i l l  c rea te  a  copy  o f  th i s  m ix ,  as  we l l  as  genera te  new dev ice  l i ne  i tems w i th 

the  same se t t ings  as  the  p rev ious  ones .  Make the  changes  as  needed,  based upon 

the  se tup  o f  the  p rev ious  m ix .

NOTE:   I f  you  f ind  you’ re  us ing  the  same setup on a  regu la r  bas is ,  a  good 

t r ick  i s  to  save  a  mix  as  a  defau l t  se tup,  and dup l ica te  i t  fo r  each mix  you 

do.  Another  idea  i s  to  save  a  defau l t  fo r  each C l ient ,  so  when they  come 

back ,  you have  every th ing  set  fo r  them.

Console  sub-tab
Here  you  can  document  conso le  pa tches  fo r  the  Inputs ,  Insert ,  Output ,  Moni tor,  and  Moni tor 

Output .  The  Insert  f i e ld  has  a  pop-up l i s t  o f  ava i l ab le  equ ipment .  Th is  tab  i s  se t  up  to  accommodate  a 

96  input  conso le  ( i n  two g roups  o f  48  repeat ing  f i e lds  to  a l low fo r  page  breaks  when pr in t ing ) ,  bu t  i t ’s 

con f igu red  so  you  can  mod i f y  th i s  to  su i t  your  par t i cu la r  needs .  Each  o f  the  repeat ing  f i e lds  i s  ac tua l l y 

de f ined  to  have  up  to  96  repet i t i ons ,  so  you  can  go  in to  l ayout  mode and rede f ine  the  f i e ld  fo rmat  fo r 

each  g roup o f  f i e lds  to  match  your  conso le .  Make  sure  to  repeat  your  changes  on  the  p r in t  l ayouts .

Sends & Busses sub-tab
Th is  i s  where  you  document  Sends ,  Send Returns ,  and  Busses ,  Buss Inserts  or  Returns .

Mix Busses sub-tab
Th is  works  bas ica l l y  the  same as  the  p rev ious  tab ,  except  i t ’s  des igned to  document  M ix  buss  ass ignments .

Comments sub-tab
I n  the  ava i l ab le  l a rge  tex t  box ,  you  can  en te r  any  add i t iona l  comments  about  the  m ix . 

Line Item Detai ls tab
The L ine  I tem Deta i l s  tab  s to res  spec i f i c  i n fo rmat ion  about  each  dev ice  as  i t  i s  used in  a  m ix .  A l l  o f  th i s 

i n fo rmat ion  shou ld  ac tua l l y  be  en te red  in to  the  Th is  M ix  -  Dev ices  tab ,  w i th  the  except ion  o f  the  ac tua l  knob 

o r  va lue  se t t i ngs ,  wh ich  can  be  en te red  here .

On top  o f  eve ry  d raw ing  i s  a  g r id  o f  f i e lds : 

C l i ck  over  the  knob o f  va lue  you  want  to  document  and type  the  se t t i ngs  va lue  (number )  d i rec t l y  i n to  the 
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f i e ld .  You may  need to  move  a round a  b i t  to  f i nd  the  bes t  f i e ld  to  use .  You may  a lso  need to  add spaces 

in  f ron t  o f  the  en t ry  to  ge t  the  tex t  loca ted  in  the  r igh t  p lace  in  re la t ion  to  the  d raw ing .  These  va lues  w i l l 

be  p r in ted  as  we l l . 

You  may  choose  to  supp lement  these  en te red  va lues  w i th  penc i l  marks  on  the  p r in ted  copy  to  c la r i f y  the 

se t t i ngs .  The  g rea t  th ing  about  en te r ing  the  se t t i ngs  here  i s  tha t  you  do  not  ac tua l l y  have  to  p r in t  the 

sheets  and you  can  a lways  re fe r  back  to  a  m ix  w i thout  go ing  th rough a  mounta in  o f  paper. 

Attach & FTP tab
The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Recal l  record .  The At tach  &  FTP  tab  i s  the  where  a l l  o f 

these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r  o f 

th i s  User ’s  Gu ide .

Drawings Ful l  tab
The Draw ings  Fu l l  tab  v iew i s  ma in l y  fo r  re fe rence ,  bu t  c l i ck ing  the  dev ice  p ic tu re  w i l l  t ake  you  to  a  sc reen 

where  you  can  ed i t  th i s  p ic tu re ,  o r  add you  own (as  descr ibed on  the  sc reen  when you  ge t  the re ) .  Do not  t r y 

to  document  se t t i ngs  here ,  i t  w i l l  NOT work .

Drawings List  tab
The Draw ings  L is t  tab  i s  the  l ib ra ry  o f  ava i l ab le  p ic tu res .  Here ,  you  can  se lec t  wh ich  dev ices  a re  De fau l t s 

by  c l i ck ing  the  Defaul t  Dev ice  checkbox  nex t  to  a  dev ice  name.  These  dev ices  w i l l  then  be  loaded in to 

a  m ix  when you  c l i ck  the  Load De fau l t s  bu t ton  f rom the  Th is  M ix  -  Dev ices  tab .  To  c lea r  a l l  de fau l t  dev ice 

se lec t ions ,  c l i ck  on  the  Clear  A l l  De fau l t s  bu t ton .  You can  a lso  de f ine  de fau l t  F rom and To-patches  fo r  each 

dev ice .  To  c lea r  a l l  de fau l t  pa tches ,  c l i ck  on  the  Clear  A l l  De fau l t  Pa tches  but ton .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  l i s ts  a l l  p r in tab le  repor t  l ayouts  fo r  the  found se t  o f  a l l  records . 

Print sub-tab

How to print a report:

1.  The  T i t l e  shou ld  be  au to- f i l l ed ,  however,  you  can  type  a  new one  o r  an  addendum 

to  the  ex is t ing .

2 .  En te r  the  Art is t ,  Mix  Name ,  Recal l  Name ,  Engineer ,  2nd Engineer ,  Project 

# ,  e tc .

3 .  C l i ck  the  Company Selector  for  Pr intouts  f i e ld  and choose  a  l e t te rhead f rom 

the  pop-up l i s t .  The  le t te rheads  a re  con f igu red  in  the  Setup  o f  the  Main Menu . 

You  have  the  cho ice  o f  Auto  o r  Custom  l e t te rheads ,  based on  the  Company 

Selector  pop-up.

4 .  In  o rder  to  use  the  se lec ted  le t te rhead,  c l i ck  the  Custom  rad io  bu t ton .

5 .  I f  you  wou ld  l i ke  to  use  the  de fau l t  l e t te rhead you  es tab l i shed in  the  Setup  o f 

the  Main Menu ,  c l i ck  the  Auto  rad io  bu t ton .
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Cl ick ing  one  o f  the  fo l low ing  g rey  but tons  w i l l  P r in t  the  des i red  layout  o f  the  found se t  o f  Records  ( f rom 

the  L is t  M ixes  tab ) .

• 	 Ful l  View Devices  –  fu l l  v i ew o f  the  found dev ice  w i th  i t s  se t t i ngs .

• 	 Devices L ist  –  l i s t  o f  a l l  dev ices  used in  th i s  p ro jec t ,  p lus  the  l i ne  IN/ l i ne  OUT 

con f igu ra t ion .  

• 	 Console  (1-48)  –  l i s t  o f  the  f i r s t  48  Inputs  and Outputs  as  we l l  as  Inse r t  and Mon i to r 

connect ions  o f  the  m ix ing  conso le  ( i f  the  Pro jec t  uses  one ) .

• 	 Console  (49-96)  -  l i s t  o f  the  l as t  47  Inputs  and Outputs  as  we l l  as  Inse r t  and Mon i to r 

connect ions  o f  the  m ix ing  conso le  ( i f  the  Pro jec t  uses  one ) .

• 	 Sends & Buses –  l i s t  o f  Sends  and Buses  on  the  m ix ing  conso le  ( i f  the  Pro jec t  uses  one ) .  

• 	 Mix Busses  -  l i s t  o f  M ix  Bus  se t t ings  on  the  m ix ing  conso le  ( i f  the  Pro jec t  uses  one ) .

• 	 Comments  –  comments  f rom the  Th is  M ix  tab .

• 	 List  Mixes  –  l i s t  o f  a l l  m ixes  cur ren t l y  showing  in  the  L is t  M ixes  tab .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Th is  covers  a l l  o f  the  bas ics  o f  the  Recal l  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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The Rooms  modu le  keeps  t rack  o f  a l l  the  rooms in  your  fac i l i t y,  as  we l l  as  “ou ts ide”  s tud ios ,  i f  you  book 

them.  I t  i s  impor tan t  to  en te r  i n  eve ry  s ing le  room,  even  i f  i t  i s  no t  a  room you book  o r  se l l ,  so  tha t  as 

you  fu r the r  en te r  i n  a l l  o f  the  in fo rmat ion  about  your  s tud io ,  you  can  ass ign  someth ing  to  tha t  loca t ion . 

Even  though you  may  on ly  have  one  o r  two bookab le  rooms where  equ ipment ,  sess ions  and tapes  m ight 

be  schedu led ,  your  o f f i ce  and lounge have  impor tan t  th ings  in  them tha t  shou ld  be  documented in  the 

Equipment  modu le .  Th is  enab les  you  to  bu i ld   a  to ta l  i nvento ry  and va lue  o f  eve ry th ing  you  own,  wh ich  i s 

g rea t  fo r  i nsurance  in fo rmat ion .

A l though th i s  m igh t  seem l i ke  a  s imp le  and maybe unnecessary  th ing  to  keep t rack  o f ,  th i s  modu le  i s  cent ra l 

to  the  opera t ion  o f  S tud io  Su i te .  The  Rooms  modu le  te l l s  the  Calendar  modu le  what  rooms i t  can  book ,  and 

i t  te l l s  the  Equipment  modu le  where  each  p iece  o f  equ ipment  i s  loca ted .  I t  a l so  te l l s  the  Library  modu le 

where  a  par t i cu la r  med ia  asse t  m igh t  be .  I t  a l so  s to res  a  g raph ic  image o f  the  room,  as  we l l  as  d imens ions 

(w i th  phone ex tens ions )  to  c rea te  a  maste r  phone l i s t .  But  f i r s t ,  the  rooms have  to  ex is t ,  so  l e t ’s  make some!

In this chapter you wil l  read about how to: 
• 	 Ed i t  i n fo rmat ion  about  a  room

• 	 De le te  a  ‘Bookab le ’  Room f rom the  l i s t

• 	 De le te  a  ‘Not  Bookab le ’  Room f rom the  l i s t

• 	 Create  a  new Room

• 	 Create  a  new Rate

• 	 Ed i t /change the  in fo rmat ion  o f  a  spec i f i c  ra te

• 	 Permanent l y  de le te  a  Rates  record
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List tab

The L is t  tab  p rov ides  a  l i s t  o f  a l l  o f  your  rooms,  the i r  d imens ions ,  t ypes ,  Bookab le  s ta tus  and record  number.  

How to edit  information about a room:

1.  C l i ck  the  Go To  bu t ton  nex t  to  the  room name. 

2 .  The  Deta i l  w indow w i l l  appear,  a l l ow ing  you  to  ed i t  room in fo rmat ion .

How to delete a ‘Bookable’ Room from the l ist :

1.  C l i ck  to  se lec t  the  room in  the  List  w indow. 

2 .  C l i ck  the  De le te  bu t ton  in  the  Funct ion  Bar .  

3 .  I f  the  i tem i s  ‘Bookab le ’  you  w i l l  rece ive  the  fo l low ing  message;  ‘Th is  i t em i s 

cu r ren t l y  Bookab le .  You must  togg le  i t  to  ‘Not  Bookab le ’  be fo re  you  can  de le te 

i t .   I n  th i s  case  c l i ck  OK . 

4 .  The  Fo l low ing  pop-up message w i l l  ask  you  ‘A re  you  SURE you  want  to  make the 

i tem ‘Not  Bookab le? ’ .  C l i ck  OK .

5 .  Another  pop-up message w i l l  appear  ask ing  you  i f  want  to  ‘Permanent l y  de le te 

th i s  ENT IRE record? ’  I f  you  a re  su re ,  choose  De le te .

How to delete a ‘Not Bookable’ Room from the l ist :

1.  C l i ck  to  se lec t  the  room in  the  List  w indow. 

2 .  C l i ck  the  De le te  bu t ton  in  the  Funct ion  Bar .  

3 .  I f  the  room is  se t  to   ‘Not  Bookab le ’ ,  the  fo l low ing  pop-up message w i l l  appear ; 

‘Permanent l y  de le te  th i s  ENT IRE record? ’

4 .  I f  you  a re  ce r ta in ,  choose  De le te .

Detai l  tab
The Deta i l  tab  i s  where  you  en te r  the  room Name ,  Type ,  and  i t s  Dimensions ,  as  we l l  as  any  Phone 

Extensions  &  Names  fo r  the  room.  You can  en te r  any  Inc luded Rooms  tha t  come w i th  the  room f rom a 

pop-up menu o f  a l l  the  rooms in  your  fac i l i t y ;  fo r  example ,  i f  S tud io  A  comes w i th  ‘Lounge A’  and ‘ I so la t ion 

booth  A’ ,  add them in  the  Inc luded Rooms  f i e ld .  A lso ,  en te r  i n fo rmat ion  about  the  AC Out lets  ( l oca t ion ) , 

Breaker ,  Amps ,  and  Power  t ype  (c lean/d i r t y ) ,  and any  Notes ,  pe rhaps  inc lud ing  who des igned the  room, 

when i t  opened,  and o ther  h i s to r ica l  de ta i l s .

New Feature: Bui ldings

Another  new fea tu re  in  S tud io  Su i te  X  i s  the  Bu i ld ing  opt ion .   I f  you  have  more  than  one 

bu i ld ing  a t  your  fac i l i t y,  you  can  des ignate  wh ich  bu i ld ing  a  room is  in  when you  c rea ted 

i t  i n  the  sys tem.
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How to create a new Room:

1.  C l i ck  on  the  New  bu t ton  in  the  Funct ion  Bar . 

2 .  The  Deta i l  tab  w indow w i l l  appear  w i th  the  room name f i e ld  h igh l igh ted  in  the 

upper  l e f t  hand corner  o f  the  w indow.  Type  a  Room Name  i n  th i s  f i e ld .

3 .  I f  the re  a re  mu l t ip le  Bui ld ings  i n  your  fac i l i t y,  choose  wh ich  Bui ld ing  the  Room 

is  in  f rom the  d rop down l i s t  i n  the  Bui ld ing  f i e ld .   You  can  ed i t  and add to  th i s 

l i s t  a t  any  t ime.

4 .  Spec i f y  a  room Type  and  se t  i t s  Bookab le  s ta tus  (The  room must  have  a  Type 

be fo re  i t  can  be  made bookab le ) .

5 .  Use  the  va r ious  in fo rmat ion  f i e lds  to  f i l l  ou t  as  much in fo rmat ion  as  you  can 

about  your  room.

6 .  When you  a re  f i n i shed,  c l i ck  the  L is t  tab .  Your  new Room w i l l  be  d isp layed a t  the 

bot tom o f  the  L is t  tab  w indow.

Instal led Equipment tab
The  I ns ta l l ed  Equ ipment  tab  l i s ts  a l l  o f  the  equ ipment  tha t  has  been ass igned to  the  room v ia  the  Equipment 

modu le .  I f  you  need to  inves t iga te  a  par t i cu la r  p iece  o f  equ ipment ,  you  can  c l i ck  on  the  Go To  bu t ton  nex t  to 

the  equ ipment  name,  wh ich  w i l l  t ake  you  d i rec t l y  to  tha t  record  in  the  Equipment  modu le .  Once you  a re  in 

the  Equipment  modu le ,  c l i ck  on  the  red- labe led  Rooms tab  loca ted  on  the  top  r igh t  to  re tu r n  to  the  Rooms 

modu le .

Rates tab
The Rates  tab  i s  where  a l l  o f  the  va r ious  ra tes  assoc ia ted  w i th  the  ren ta l  o f  room is  c rea ted  and d isp layed 

th rough a  por ta l  to  the  Rates modu le .  Each  room can have  mu l t ip le  ra tes  to  accommodate  a l l  the  d i f f e ren t 

ways  tha t  i t  m igh t  be  booked. 

NOTE:  Before  a  room can have  Rates ,  i t  must  be  made Bookab le .

How to create a new Rate:

1.  C l i ck  to  se lec t  a  resource  f rom the  L is t  tab  w indow.

2 .  C l i ck  the  Rates  tab .

3 .  C l i ck  the  b lack  and g reen  Create  New Rate  bu t ton .

4 .  I f  the  i tem has  a l ready  been made Bookab le ,  sk ip  to  s tep  9 .

5 .  I f  the  i tem has  not  been  made Bookab le ,  ‘ I t ems must  be  Bookab le  be fo re  they 

can  have  Rates .  Do you  want  to  make th i s  i t em Bookab le? ’  w i l l  pop up.

6 .  In  o rder  to  c rea te  a  new Rate ,  you  must  choose  Yes .

7 .  I f  the  i tem i s  a  par t  o f  a  package and has  ch i ld  i tems a t tached to  i t ,  the  fo l low ing 

message w i l l  appear :  “Th is  i t em has  ch i ld  i tems in  a  Package.  Do you  want  these 

ch i ld  i tems to  A lso  Book when th i s  paren t  i t em i s  booked?”  Choose  Yes  o r  No  to 

cont inue .

8 .  “Do you  want  th i s  new Bookab le  i tem to  be  d isp layed in  the  Ca lendar  now?”  w i l l 

appear.  Choose  Yes  to  add th i s  i t em to  the  Ca lendar  o r  No  to  cont inue  w i thout 

add ing  i t  to  the  Ca lendar.  The  i tem can  be  added to  the  Ca lendar  l a te r.
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9.  Nex t ,  the  message “What  k ind  o f  S tandard  Rate  do  you  want  to  c rea te?”  w i l l 

appear.  Choose  Regu la r ,  Over t ime  o r  Cred i t .

10 .  The  Create  New Rate  w indow w i l l  appear,  d i sp lay ing  the  de ta i l s  fo r  th i s  Rate . 

Fo l low the  ins t ruc t ions  be low to  add deta i l ed  Rate  in fo rmat ion .

Create New Rate window:

• 	 In 	the 	top 	row, 	the 	Category  and  SS I tem (Resource  Name)  w i l l  be  en te red .  En te r  a  descr ip t ion 

fo r  the  ra te  in  the  SS Rate  Name  f i e ld  ( i . e .  ‘Hour l y  Room Rate ’ ,  e tc ) . 

Note :  Rate  Names must  be  un ique,  so  upon creat ion ,  each Rate  Name is  appended wi th  a  sequen-

t ia l  number  a f te r  the  auto-entered tex t .  You can de le te  th is  number  as  long as  the  Rate  Name 

remains  un ique.

• 	 There 	 i s 	a 	row	o f 	 f i e lds 	app l i cab le 	to 	 in tegra t ion 	w i th 	Qu ickBooks . 	These 	f i e lds 	a re 	descr ibed	

i n  more  de ta i l  i n  the  Rates  chapte r.

• 	 Se lec t 	o r 	change	the 	ra te 	Type  (Regu la r ,  Over t ime ,  Cred i t )  as  needed.  Regular  and  Overt ime 

a re  se l f -exp lana to ry.  Credi t  Rates  a re  those  wh ich  have  a  negat i ve  va lue  on  the  to ta l  charge 

fo r  a  p ro jec t .  Examples  o f  Cred i t  Ra tes  inc lude  “Depos i t ” ,  “Payment ” ,  and “Cred i t  Memo” 

These  wou ld  be  used when the  c l i en t  g i ves  you  money  to  decrease  the i r  ba lance  on  a  Pro jec t . 

You  can  a lso  c rea te  a  Cred i t  Ra te  fo r  downt ime.

• 	 The 	Unit  of  Measure  f i e ld  de te rm ines  what  fac to rs  a re  used to  ca lcu la te  th i s  Rate .  There  a re 

severa l  cho ices  fo r  Unit  of  Measure:

	 • 	 Hour(s )  -  Th is  w i l l  ca lcu la te  a  ra te ’s  quant i t y  based on  the  d i f f e rence  be tween the 

end t ime and the  s ta r t  t ime o f  an  event .

• 	 Days(s )  -  Th is  w i l l  ca lcu la te  a  ra te ’s  quant i t y  based on  the  number  o f  days  an 

Event  spans ,  i e ,  each  t ime an  Event  c rosses  m idn igh t ,  S tud io  Su i te  adds  a  day. 

As  such ,  you  may  need to  watch  &  over r ide  these  ca lcu la t ions ,  depend ing  on  your 

de f in i t i on  o f  a  “day” . 

 When the  se lec ted  un i t  i s  “Days” ,  you ’ l l  see  opt ions  to  spec i f y  the  number  o f  days 

tha t  a re  ca lcu la ted  fo r  each  week  and month  above  the  Overt ime Rate  Specs 

f i e lds .  For  example ,  i f  you ’ re  do ing  ren ta ls ,  and on ly  b i l l  4  days  when a  cus tomer 

ren ts  someth ing  fo r  a  week ,  you  wou ld  en te r  “4”  in  the  Bi l l  Days Per  Week  f i e ld . 

I f  you  b i l l  fo r  12  days  when a  cus tomer  ren ts  someth ing  fo r  a  month ,  you  wou ld 

en te r  “12”  in  the  Bi l l  Days Per  Month  f i e ld .

• 	 Week(s )  -  Because  d i f f e ren t  users  w i l l  have  d i f f e ren t  de f in i t i ons  o f  what   a  “week” 

i s ,  th i s  un i t  a l l ows the  user  to  spec i f y  how many  weeks  to  charge  fo r  manua l l y.  The 

ca lcu la t ion  w i l l  en te r  a  1  by  de fau l t  i n  the  quant i t y  f i e ld ,  no  mat te r  the  ac tua l  t ime 

range .  The  user  must  change th i s  va lue  i f  they  want  someth ing  d i f f e ren t .

• 	 Lockout  -  Th is  un i t  behaves  exact l y  as  Week (s )  above ,  bu t  j us t  uses  a  d i f f e ren t 

word .

• 	 Each and  One T ime  -  These  two opt ions  behave  the  same way,  and a re  in tended 
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fo r  i t ems such  as  med ia ,  f rame counts ,  o r  any th ing  where  the  quant i t y  i s  no t 

someth ing  re la t i ve  to  t ime,  requ i r i ng  the  user  to  en te r  the  number  o f  un i t s  manua l l y.

• 	 There 	 i s 	 a 	 separa te 	 Unit  of  Measure fo r  bo th  Charge ,  and  Expense ,  a l l ow ing  you  to  ( fo r 

example )  charge  by  the  day,  bu t  pay  the  expense  to  you  by  the  hour. 

• 	 Be low	 the 	 Unit  of  Measure  f i e lds ,  you ’ l l  see  the  Quant i ty ,  Charge ,  and  Expense  f i e lds . 

Quant i t y  a l lows you  to  spec i f y  a  From  and  To  range ,  idea l  fo r  se t t i ng  up  “Sp l i t ”  p r i c ing  fo r 

d i f f e ren t  quant i t i es .  These  de fau l t  to  1  and 999 respect i ve l y,  however,  you  can  de f ine  p r ic ing 

such  as  1-10  =  a  charge  o f  $5 .00 ,  11-19 =  $4 .50 ,  e tc .  You can  en te r  d i f f e ren t  Expense  p r ic ing 

a t  each  quant i t y  as  we l l ,  w i th  each  l i ne  showing  your  do l l a r  and percent  p ro f i t  pe r  un i t . 

 The  Expense  co lumn i s  the  amount  tha t  each  i tem cos ts  you ,  e i the r  i n  l abor  cos t ,  mate r ia l s 

cos t  ( fo r  med ia ) ,  o r  u t i l i t i es  (e lec t r i c i t y,  hea t ,  e tc ) . 

NOTE:  To accommodate  3rd  par ty  account ing  programs,  Over t ime in  Stud io  Su i te  must  be  i t ’s 

own separa te  Rate .  The  Rates  fo r  the  Over t ime Rates  w i l l  be  v is ib le  but  not  ed i tab le  on  the  O.T. 

Rates  f i e ld . 

• 	 Ente r 	the 	number 	o f 	Hours Before  Overt ime  (beg ins ) .  Then  c l i ck  the  Uses OT Rate  f i e ld  and 

se lec t  an  over t ime ra te  f rom the  d rop-down l i s t .  The  Charges Per  f i e ld  w i l l  d i sp lay  the  do l l a r 

amount  o f  the  over t ime ra te  chosen.  I f  you  have  not  ye t  c rea ted  any  over t ime ra tes ,  no th ing 

w i l l  appear  in  the  l i s t ,  so  you  may  need to  do  tha t  f i r s t  then  come back  and spec i f y  wh ich 

over t ime Rate  to  use .

• 	 I f 	 the 	Rate 	 i s 	 taxab le , 	se lec t 	wh ich 	 taxes 	app ly 	 in 	 the 	Taxes  f i e ld .  To  use  more  than  one  tax , 

ho ld  down SHIFT  and c l i ck  on  your  des i red  tax  t ypes .  To  use  a l l  t axes ,  c l i ck  the  Al l  but ton . 

(See  Se lec t ing  Mu l t ip le  Taxes  i n  the  Rates module  chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 I f 	 th i s 	 spec i f i c 	 Rate 	 i s 	 to 	 be 	 assoc ia ted 	 w i th 	 a 	 par t i cu la r 	 C l i en t , 	 c l i ck 	 the 	 C l i en t 	 f i e ld 	 and	

choose  the i r  name f rom the  d rop-down l i s t .  Th is  l i s t  d i sp lays  each  contac t  you  have  checked 

as  a  C l i en t  i n  the  Contacts  modu le .   The  ‘C’  bu t ton  nex t  to  the  C l i en t  name w i l l  C lea r  any 

c l i en t ( s )  se lec ted  in  tha t  f i e ld .  To  remove jus t  one  o f  many  C l i en ts  f rom the  l i s t ,  se lec t  the i r 

name wh i l e  ho ld ing  SHIFT.

• 	 Se lec t 	whether 	 th i s 	Rate 	 Is  Normal ly  Invoiced ,  i f  i t  i s  Exempt  From Cl ient  Discount ,  i f  i t 

i s  Commiss ionable  o r  i f  you  want  to  Inc lude In  Rate  Card .  (See  Standard  Rate  Checkbox 

opt ions  under  the  Deta i ls  sub-tab  sec t ion  in  the  Rates module  chapte r  o f  th i s  User ’s 

Gu ide ) .

• 	 Change	 how  the  Invoice L ine I tem  i n fo rmat ion  (bo t tom row)  w i l l  appear.  Th is  i s  the  o rder 

in  wh ich  the  i tem in fo rmat ion  w i l l  appear  on  an  invo ice .   (See  I nvo ice  L ine  I tems under  the 

Deta i l s  sub- tab  sect ion  in  the  Rates module  chapte r  o f  th i s  User ’s  Gu ide ) .

• 	 Ente r 	any 	Addi t ional  Invoice Text  tha t  you  wou ld  l i ke  to  appear  on  the  invo ice  fo r  th i s  i t em. 

• 	 C l i ck 	 the 	Cont inue  bu t ton  to  con f i rm your  new Room Rate .

NOTE:  The Rates-Create  New  w indow cannot  be  c losed or  cance l led .  You MUST c l ick  the  Con-

t inue  but ton . 
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The new Rate  w i l l  now appear  a t  the  bot tom o f  the  Rates  L is t .   You  may  need to  use  the  sc ro l l  ba r  (on 

the  r igh t )  to  v iew i tems a t  the  bot tom o f  the  l i s t . 

Edit the Rates Record

How to edit/change the information of a specif ic rate: 

1.  C l i ck  the  Go To  bu t ton  on  the  le f t . 

2 .  The  Rates-Edi t  w indow w i l l  appear,  a l l ow ing  you  to  change in fo rmat ion  about 

th i s  spec i f i c  Rate . 

3 .  Make  your  changes  and c l i ck  Cont inue . 

4 .  Your  changes  w i l l  now be  re f l ec ted  in  the  Rates  l i s t .

Delete the Rates Record

How to permanently delete a Rates record:

1.  C l i ck  the  t rash  can  icon  nex t  to  the  Rate  you  want  to  de le te .

3 .  The  fo l low ing  message w i l l  appear ;  ‘A re  you  sure  you  want  to  de le te  th i s  Rate? 

-  I t  i s  no t  un-do-ab le .

4 .  I f  you  a re  su re ,  Choose  DELETE .

CAUTION:  you CANNOT undo th is .  I f  you Delete  a  Rates  Record,  i t  wi l l  perma-

nent ly  be de leted. 

NOTE:  For  more  spec i f ic  in fo rmat ion  about  Rates ,  inc lud ing  C l ient  Spec i f ic  Rates ,  Mu l -

t ip le  C l ient  Rates ,  Defau l t  Rates ,  Taxes  e tc . ,  read the  Rates module  chapter  o f  th is 

User ’s  Gu ide .

Visual Layout tab
The V isua l  Layout  tab  shows a  g raph ic  image o f  what  your  room looks  l i ke .  Copy  and pas te  o r  Inse r t  the 

p ic tu re  (o r  mov ie )  o f  your  room w i th in  the  dot ted  square  f i e ld  by  r igh t -c l i ck ing  (o r  Opt ion+Cl ick ,  Mac )  and 

se lec t  Inse r t  P ic tu re .  Make  sure  the  Store only  a  reference to  the f i le  checkbox  i s  no t  checked.

You can  p r in t  th i s  g raph ic  shou ld  you  need to  document  a  se tup  o r  fax  i t  to  a  p rospect i ve  C l i en t  i n  o rder  fo r 

them to  see  what  the  room looks  l i ke .

Attach & FTP tab
The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Rooms record .  The At tach  &  FTP  tab  i s  the  where  a l l 

o f  these  a t tached f i l es  a re  s to red .  For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  now has  two sub- tabs :  P r in t  and Aud i t  Log.
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Print sub-tab
The Pr in t  sub- tab  d isp lays  repor t  p r in t ing  opt ion  but tons  tha t  a l low you  to  Pr int  Visual  Layout ,  Pr int 

Room List  ( i nc lud ing  phone ex tens ions ) ,  Pr int  Room Deta i ls-Genera l ,  Pr int  Insta l led Equipment , 

and  Pr int  Rates  ( assoc ia ted  w i th  the  rooms) .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

C l i ck  the  Equ ipment  tab  to  go  to  the  Equipment  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Rooms  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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The Samples & Cl ips  modu le  s to res  in fo rmat ion  about  a l l  o f  the  samp les  and c l ips  you  may  have .  I t  regards 

the  d i f f e ren t  d isks  and va r ious  fo rmats ,  and what  each  sample  i s  used fo r.  I t  s to res  the  Or ig ina l  A r t i s t ,  Wr i te r, 

Labe l ,  and Pub l i sher  to  ease  usage admin is t ra t ion ,  and the re  i s  a  d i rec t  l i nk  to  each  i f  they  a re  se tup  in  the 

Contacts  modu le . 

In this chapter you wil l  read about how to:
• 	 Ente r  de ta i l s  on  an  ind iv idua l  samp le

• 	 At tach  a  Sample  o r  C l ip  to  a  record

• 	 Ass ign  samp les  to  a  T i t l e

• 	 Ed i t  c l ips  in  the  L is t  tab

• 	 Ass ign  F lags

• 	 Pr in t  a  de ta i l ed  Samples  o r  C l ips  record

Detai l  tab
The Deta i l  tab  shows deta i l ed  in fo rmat ion  fo r  each  ind iv idua l  samp le . 

How to enter detai ls on an individual sample:

1.  Choose  a  Sample Name ,  Category/ Instrument ,  and  Sub-Category .

2 .  C l i ck  the  Mono/Stereo  f i e ld  and spec i f y  whether  the  samp le  i s  Mono or  S te reo 

f rom the  ed i tab le  pop-up menu.
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3.  Type  what  the  samp le  Length  i s  and en te r  a  h igh  and low Key Range .

4 .  In  the  tex t  f i e ld  to  the  fa r  r igh t ,  en te r  any  descr ip t i ve  Keywords  assoc ia ted  w i th 

i t . 

5 .  M id-page,  you ’ l l  f i nd  Music  Sty les  f i e lds .  You can  choose  up  to  seven  d i f f e ren t 

s ty les  f rom a  pop-up menu prov ided.

6 .  Above  the  Mus ic  S ty les ,  en te r  searchab le  in fo rmat ion  in  the  Flags 1 ,  2  o r  3 

f i e lds  in  o rder  to  make them a  member  o f  a  searchab le  g roup. 

7 .    You  can  a lso  show wh ich  Format ,  what  Disk Type ,  D isk  Name ,  D isk  # ,  and  the 

Library  Name  th i s  par t i cu la r  samp le  came f rom.   Add i t iona l l y,  add what  Track 

i t  i s  on ,  and i f  i t  has  an  Index .

8 .  The  rec tangu la r  f i e lds  be low can  be  used to  se lec t  the  genre  o f  Mus ic  th i s 

Sample  may  be .  C l i ck  a  f i e ld  and se lec t  a  genre  f rom the  pop-up l i s t .

9 .  I f  i t  i s  a  mus ic  samp le ,  you  can  en te r  the  name o f  the  Orig ina l  Art is t ,  Orig ina l 

Label ,  Orig ina l  A lbum Ti t le ,  Orig ina l  Wr i ters  and  the  Orig ina l  Publ ishers .  I f 

you  en te r  these  names exact l y  as  they  appear  in  the  Contacts  modu le ,  c l i ck ing 

the  Go To  bu t ton  w i l l  t ake  you  d i rec t l y  to  the i r  contac t  record  so  you  can  ge t  i n 

touch  w i th  them i f  you  need to  use  the  samp le .

10 .  There  i s  an  add i t iona l  f i e ld  where  you  can  en te r  the  spec i f i c  Writer ’s  Share  (o r 

pe rcentage )  as  we l l  as  fo r  the  Publ ish ing .

11 .  You can  t rack  the  Usage Fee ,  so  i f  you  pay-per-use  you  can  document  i t  he re , 

as  we l l  as  wh ich  p ro jec ts  i t  was  Used  On  and  any  Notes  you  need to  t rack .

Click to Play/Attach f ield
I n  the  upper  r igh t  hand corner  o f  th i s  sc reen ,  you  w i l l  see  a  f i e ld  t i t l ed  Cl ick To Play  or  At tach .  Th is  i s 

used to  a t tach  your  samp le  o r  c l ip  to  th i s  modu le .  F rom th is  f i e ld ,  you  can  then  p lay  the  Sample  o r  C l ip .

How to attach a Sample or Cl ip to a record:

1.  C l i ck  in  the  f i e ld .

2 .  A  s tandard  opera t ion  sys tem search  d ia log  w i l l  appear.  Use  th i s  to  search  your 

Hard  Dr i ve  fo r  the  Sample  o r  C l ip .

NOTE:  In  the  lower  le f t  corner  o f  th is  d ia log ,  you wi l l  see  a  check  box  labe led ‘Store 

on ly  as  re fe rence f i l e ’ .  I f  you  leave  th is  checked,  the  f i l e  w i l l  on ly  open wi th in  Stud io 

Su i te  on  the  par t icu la r  computer  you a re  on .  I f  you  un-check  th is ,  the  Sample  or  C l ip 

w i l l  be  embedded wi th in  Stud io  Su i te ,  a l lowing ANYONE on your  network  to  see  and 

p lay  the  f i l e .

3.  Se lec t  the  f i l e  and choose  Open.

4 .  The  f i l e  w i l l  then  appear  in  the  F ie ld .

5 .  S imp ly  c l i ck  on  the  f i l e  to  p lay  i t  back .  The  f i l e  shou ld  open in  whatever  p rogram 

med ium ‘p laye r ’  i s  assoc ia ted  w i th  i t s  f i l e  t ype . 

6 .  C l i ck  the  ‘C ’  bu t ton  to  c lea r  the  f i e ld .

Tit les using this Sample section
Near  the  bot tom,  you  can  ass ign  the  Cur ren t  Found Set  o f  samp les  to  a  spec i f i c  T i t l e  f rom the  Ti t les 

modu le .
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How to assign samples to a Tit le:

1.  C l i ck  the  Add T i t l e  bu t ton .  

       

2 .  Th is  takes  you  to  a  new screen  tha t  shows a  l i s t  o f  a l l  t i t l es . 

3 .  Se lec t ing  your  i t em o f  cho ice  w i l l  re tu r n  you  to  the  Deta i l  tab .  Your  T i t l e  w i l l  now 

d isp lay  in  the  Sample  l i s t .

List tab
The L is t  tab  shows a  l im i ted  amount  o f  i n fo rmat ion ,  bu t  d isp lays  a  numerous  amount  o f  records . 

How to edit  cl ips in the List tab:

1.  C l i ck  the  f i e lds  to  en te r  o r  ed i t  the  Sample Name ,  Category/ Instrument ,  Sub-

Category ,  and  the  h igh  and low Key Range ,  Disk Name  o r  Notes  f i e lds .

2 .  The  d isk  Format  and  Disk Type  f i e lds  p roduce  ed i tab le  pop-up menus . 

3 .  The  Bookable  Category  f i e ld  on  the  fa r  r igh t  d i sp lays  a  d rop-down menu tha t 

i s  used to  make your  samp les  Bookab le .

4 .  A t  the  top  o f  each  co lumn l i s t i ng ,  you  can  c l i ck-on  the  f i e ld  names to  sor t  the 

l i s t  i n  a lphanumer ica l  o r  a lphabet ica l  o rder  (ascend ing  o r  descend ing ) . 

5 .  C l i ck ing  the  Go To  bu t ton  on  the  le f t  w i l l  t ake  you  to  the  Deta i l  tab  fo r  tha t  i t em 

(exp la ined nex t ) .

Flag List tab
The F lag  L is t  tab  a l lows you  to  ass ign  the  Flags  a t  a  va lue  o f  1,  2 ,  o r  3 .   Fo r  example ,  you  may  want  to  g roup 

some samples  tha t  sound l i ke  ‘ ra in ’  as  a  F lag  1 .

How to assign Flags:

1.  Go th rough the  l i s t  and use  the  Category/ Instrument  f i e ld  to  se lec t  ‘ ra in ’  fo r 

each  samp le  tha t  sounds  l i ke  ra in .

2 .  Put  a  check  in  the  F1  box  fo r  each  sample  tha t  sounds  l i ke  ra in .

3 .  C l i ck  F ind  f rom the  Funct ion  Bar .

4 .  C l i ck  the  Flag 1  checkbox ,  then  c l i ck  the  F ind  but ton  in  the  S ta tus  a rea  to  the 

fa r  l e f t .

5 .  Th is  w i l l  show on ly  the  samp les  you  f l agged to  sound l i ke  ra in .   You  can  then 

p r in t  tha t  found g roup by  p ress ing  the  Pr in t  Th is  bu t ton  on  the  top  o f  the  page.
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Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen . 

How to print a detai led Samples or Cl ips record:

1.  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

2 .  The  page w i l l  then  be  d isp layed.

3 .  C l i ck  the  Cont inue  but ton  in  the  S ta tus  Area  to  the  r igh t .

4 .  Another  p r in t  d ia log  w i l l  appear.

5 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r 

to  be  u t i l i zed .

6 .  C l i ck  Pr in t  to  p r in t .

Th is  covers  a l l  o f  the  bas ics  o f  the  Samples & Cl ips  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu , 

c l i ck  the  Main  Menu  tab .
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The Tasks  modu le  p rov ides  a  cent ra l  p lace  where  Tasks  a re  he ld  and managed.  You can  c rea te  and ed i t 

Tasks  in  the  Projects ,  Contacts ,  and  Product ions  modu les ,  and you  can  v iew them f rom the  Main Menu , 

and  the  Calendar  modu le .   However,  the  Tasks  modu le  i s  where  they  a l l  ac tua l l y  l i ve .  Wh i l e  you  can  c rea te 

Tasks  in  the  modu les  ment ioned,  you  can  o f  course  a l so  c rea te ,  v iew,  and ed i t  them in  the  Tasks  modu le . 

In this chapter you wil l  read about how to:
• 	 Create  a  new Task  Sta tus ,  o r  ed i t  ex i s t ing  Sta tuses

• 	 Pr in t  a  de ta i l ed  Task  record

Status Colors tab
Usua l l y  we s ta r t  on  the  Deta i l  tab ,  bu t  fo r  th i s  modu le  we’ re  go ing  to  s ta r t  on  the  Sta tus  Co lo rs  tab ,  so  we 

can  ge t  some th ings  se tup  be fo re  any  new Tasks  a re  c rea ted .  C l i ck  on  the  Sta tus  Co lo rs  tab  -  th i s  i s  where 

you  de f ine  your  opt ions  fo r  Task  Sta tuses ,  and the i r  assoc ia ted  co lo rs .  A lso ,  th i s  i s  where  you  spec i f y  de fau l t 

se t t i ngs  fo r  some spec ia l  s ta tuses .  On th i s  tab  you  shou ld  see  a  l i s t  o f  ex i s t ing  Task  Sta tuses  and co lo rs .

How to create a new Task Status, or edit  exist ing Statuses:

1.  C l i ck  on  the  Ed i t  bu t ton  above  the  co lumn o f  Task  Sta tus  names. 

2 .  Ed i t  the  resu l t i ng  l i s t  so  tha t  i t  re f l ec ts  your  des i red  se t  o f  Task  Sta tuses ,  c l i ck 

OK .

3 .  A f te r  re tu r n ing  to  the  Sta tus  Co lo rs  tab ,  c l i ck  on  the  Color  f i e ld  fo r  each  s ta tus 

and choose  a  co lo r  f rom the  co lo r  p icker.
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Stud io  Su i te  needs  to  know what  your  p re fe rence  i s  fo r  the  fo l low ing  s ta tuses ,  so  i t  can  se t  those 

s ta tuses  and co lo rs  au tomat ica l l y  as  needed.  To  se t  your  de fau l t  s ta tuses ,  c l i ck  on  the  co lo r  boxes  under 

the  l abe ls  “New” ,  “Comple ted” ,  and “Overdue” ,  and se lec t  the  appropr ia te  S ta tus  f rom the  popup menu. 

Th is  p rocess  l i nks  these  “user-named”  s ta tuses  and co lo rs  w i th  the  “ rea l - t ime”  s ta tus  o f  a  par t i cu la r 

Task . 

Now tha t  we’ve  got ten  some se tup  out  o f  the  way,  p roceed to  the  Deta i l  tab .

Detai l  tab
The Deta i l  tab  shows the  de ta i l s  o f  the  cur ren t  Task .  Th is  i s  the  sc reen  you  w i l l  see  i f  you  c l i ck  a  Go To  bu t ton 

f rom another  modu le  to  v iew deta i l s  o f  a  Task .  Wh i le  i t ’s  ac tua l l y  bes t  to  c rea te  Tasks  f rom w i th in  a  Pro jec t 

o r  Contac t  record ,  e tc  ( so  i t ’s  au tomat ica l l y  l i nked to  tha t  record  in  tha t  modu le ) ,  you  can  c rea te  them w i th in 

th i s  modu le  as  we l l .

 

How to create a new Task:

1.  C l i ck  on  the  New  bu t ton  in  the  Funct ion  Bar . 

2 .  Type  a  descr ip t ion  o f  the  task  in  the  Descr ipt ion  f i e ld .

3 .  The  Task  w i l l  have  the  de fau l t  “New”  s ta tus ,  as  spec i f i ed  on  the  Sta tus  Co lo rs 

tab .

4 .  Ass ign  a  Pr io r i t y.

5 .   A l though you  can  ass ign  th i s  Task  to  a  Pro jec t ,  i f  you  have  many  Pro jec ts ,  th i s 

l i s t  w i l l  be  long .  I f  you  a re  c rea t ing  Tasks  in  assoc ia t ion  w i th  a  Pro jec t ,  i t ’s  bes t 

to  c rea te  them f rom w i th in  the  Pro jec t .  The  ma in  purpose  o f  the  Project  f i e ld  i s 

no t  to  ass ign ,  bu t  to  d isp lay  what  Pro jec t  th i s  a t tached to .

6 .  Ass ign  a  Due Date ,  Time ,  and  Durat ion  ( i n  Days  and Hours ) .

7 .   Ass ign  th i s  Task  to  a  s ta f f  member,  by  se lec t ing  the i r  name f rom the  Assign To 

f i e ld .  Th is  Task  w i l l  now appear  on  tha t  person ’s  Main Menu  on  the  Due Date 

when they  log  in to  S tud io  Su i te ,  and a lso  on  the  Ca lendar.

8 .   The  b lue  tex t  a t  the  top  on ly  shows the  f i r s t  severa l  words  o f  the  Task .  The  en t i re 

tex t  o f  the  task  w i l l  appear  in  the  l a rger  f i e ld  be low.

Above  the  Due T ime  f i e ld ,  the re  i s  a  s l ide r  tha t  a l lows you  to  ind ica te  w i thout  us ing  a  “s ta tus  word”  the 

progress 	towards 	comple t ion . 	Even 	i f 	you 	have 	put 	the 	s l ide r 	to 	100%, 	you 	s t i l l 	need	to 	ad jus t 	the 	Status 

f i e ld  to  ind ica te  the  the  Task  i s  f i na l l y  comple te . 

C l i ck ing  on  the  Go To  bu t ton  nex t  to  Ass igned To  w i l l  b r ing  you  to  the  Contac t  record  fo r  tha t  person , 

i f  you  need to  contac t  them fo r  any  reason.

Email  This,  Print This  &  Notif ication buttons

Th is  t r io  o f  bu t tons  can  e i the r  ema i l  the  task ,  p r in t  the  task  o r  open the  not i f i ca t ions  w indow tha t  w i l l 

enab le  you  to  send SMS messages ,  P row l  no t i f i ca t ions ,  Tweets  o r  D i rec t  messages  in  Tw i t te r  regard ing 

the  task .   To  lea rn  more  about  how to  use  the  not i f i ca t ions ,  read  “How to  send not i f i ca t ions”  on  page 

32-20 in  the  Pro jec ts  chapte r  o f  th i s  Users  Gu ide .   To  lea rn  more  about  p r in t ing  Tasks ,  read  “How to 

Pr in t  a  de ta i l ed  Task  record”  on  the  nex t  page  o f  th i s  chapte r.
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Quick Find buttons

     

These  a re  a l l  f a i r l y  se l f -exp lana to ry  w i th  the  except ion  o f  the  bot tom le f t  one .  Assuming  you  a re  a 

superv i so r  sc ro l l i ng  th rough a  l i s t  o f  tasks  due  today,  th i s  bu t ton  w i l l  show how many  other  non-comple te 

Tasks  a re  ass igned to  the  person  who i s  ass igned to  the  Task  you  a re  cur ren t l y  v iew ing .

List  tab
The L is t  tab  i s  where  you  can  v iew a  l i s t  Tasks .  I t  conta ins  the  same se t  o f  Quick  F ind  bu t tons  descr ibed 

above .  

C l i ck ing  on  the  co lumn headers  w i l l  so r t  by  tha t  f i e ld .  C l i ck ing  the  same header  l abe l  aga in  w i l l  so r t  the 

oppos i te  way.

C l i ck ing  on  the  Go To but ton  takes  you  to  the  Deta i l  tab .

Print This button
The Pr in t  Th is  bu t ton  w i l l  p r in t  a  de ta i l ed  page o f  i n fo rmat ion  fo r  the  record  tha t  shows on  the  sc reen .

How to print a detai led Tasks record: 

1.  The  s tandard  opera t ing  sys tem Page Setup  d ia log  w i l l  appear.  Make  your 

se lec t ions  and choose  OK .

2 .  The  page w i l l  then  be  d isp layed.

3 .  C l i ck  the  Cont inue  but ton  in  the  S ta tus  Area  to  the  r igh t .

4 .  Another  p r in t  d ia log  w i l l  appear.

5 .  In  the  Pr int  d ia log  box ,  p r in t  the  s ing le  record  you  a re  cur ren t l y  v iew ing  on-

screen .  Choose  copy  amounts .  Check  p r in te r  source  se lec ted  fo r  cor rec t  p r in te r 

to  be  u t i l i zed .

6 .  C l i ck  Pr in t  to  p r in t .

Status Colors tab
Covered a t  the  beg inn ing  o f  the  chapte r.

Attach & FTP tab
The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Tasks record .  The At tach  &  FTP tab  i s  the  where  a l l  o f 

these  a t tached f i l es  a re  s to red .   For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .



39-5

Studio Suite X          Chapter 39 - Tasks module

Report tab

Print Options sub-tab
Al though the re  i s  a  Pr in t  Th is  bu t ton  on  the  L is t  tab  and  De ta i l  tab ,  the re  a re  a l so  Task  Deta i l  and   Task 

L is t  p r in t  bu t tons  on  the  Pr in t  Opt ions  sub- tab .   I t ’s  s imp ly  another  way  to  p r in t  Tasks .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Th is  covers  a l l  o f  the  bas ics  o f  the  Tasks  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the 

Main  Menu  tab .
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The Ti t les  modu le  keeps  t rack  o f  de ta i l s  fo r  i nd i v idua l  t i t l es  on  a  hard  d isk  o r  med ia  asse t .

A  T i t l e  i s  any  k ind  o f  conten t ,  such  as  a  song,  v ideo  segment ,  image f i l e ,  da ta  f i l e ,  e tc .  To  ensure  tha t  each 

T i t l e  i s  ass igned to  a  Med ia  asse t ,  they  must  be  c rea ted  f rom an ex is t ing  Med ia  asse t  i n  the  Library  & Labels 

modu le .  The  Ti t les  modu le  s to res  de ta i l s  about  each  T i t l e  such  as :  the  name o f  the  t i t l e ,  what ’s  on  each 

aud io  t rack ,  p roduct ion  s ta tuses ,  composers ,  pub l i sh ing  sp l i t s ,  p roduct ion  notes ,  samp les  used,  ta len t ,  and 

add i t iona l  pe rsonne l ,  l y r i c  sheets /sc r ip ts ,  loca te  po in ts ,  takes ,  s to ryboards ,  keywords ,  p roduct ion  notes , 

e tc .  I t  documents  up  to  56  aud io  t racks  per  t i t l e ,  and pr in ts  t rack  sheets  fo r  t racks  1  -  24 ,  25  -  48 ,  1  -  32 , 

and 1  -  56 .  I t  l i s ts ,  so r ts ,  and pr in ts  by  t i t l e ,  pe rson ,  l abe l ,  t ime code s ta r t ,  e tc .  I t  au to-ca lcu la tes  de lay 

t imes ,  and s to res  and p lays  aud io /v ideo  samples  o f  each  t i t l e .  I t  a l so  has  an  a t tachments  tab  to  a t tach  any 

k ind  o f  ex te r na l  f i l e .

In this chapter you wil l  read about how to:
• 	 Ed i t  the  t racks ’  i n fo rmat ion

• 	 Ass ign  a  T i t l e  to  a  d i f f e ren t  med ia  asse t

• 	 Add V ideo o r  Photo

• 	 Add Aud io

• 	 Ente r  l y r i cs

• 	 Create  a  new QC Repor t

Tracks tab
The Tracks  tab  shows a l l  56  t racks ,  as  we l l  as  genera l  i n fo rmat ion  about  the  t i t l e ,  most  o f  wh ich  i s  taken  f rom 

the  Med ia  asse t  f rom wh ich  i t  was  c rea ted . 
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How to edit  the tracks’ information:

1.  Prov ide  the  Project  name and Media  Asset  T i t le  i n fo rmat ion  e tc .  i n  the  tex t 

f i e lds  in  the  top  sec t ion  o f  the  sc reen .  There  a re  a l so  mu l t ip le  se lec tab le  and 

ed i tab le  tex t  f i e lds  ava i l ab le  in  th i s  sec t ion  fo r  your  purposes .   C l i ck  the  l i gh t 

g rey  ind iv idua l  f i e lds  and make your  cho ice  f rom the  pop-up menu o r  ed i t  and 

c rea te  your  own t i l es  o r  job  func t ion .  Note :  You can  en te r  i n fo rmat ion  in to  these 

f i e lds  a t  any  t ime.

2 .  Be low,  en te r ing  a  Tempo  w i l l  au to-ca lcu la te  the  de lay  t imes  fo r  a l l  o f  the  d i f f e ren t 

Note  Va lues :  1 /2 ,  1/4 ,  1/8 ,  1/16 ,  1/4  t ,  1 /8  t . 

3 .  In  the  Time Code  f i e lds ,  en te r  the  Begin  and  the  End  t ime codes ,  wh ich  w i l l 

ca lcu la te  a  Durat ion .

4 .  A l ignments  can  be  se lec ted  f rom an  ed i tab le ,  pop-up menu. 

5 .  To  the  r igh t ,  you  can  document  the  Fi le  S ize ,  wh ich  w i l l  he lp  ca lcu la te  the 

rema in ing  space  on  a  d isk  ( i n  the  Library  & Labels  modu le ) .

Tracks table
The Ti t les  modu le  s to res  up  to  56  t racks  per  T i t l e .  You  need to  sc ro l l  down to  see  a l l  56  t racks .  The 

Tracks  tab le  i s  b roken  up  in to  g roups  o f  e igh t  d ig i ta l  mu l t i - t racks .

Each e igh t - t rack  b lock  cons is ts  o f  fou r  hor i zon ta l  sec t ions .  Each  sec t ion  can  be  mod i f i ed ,  however,  i t 

must  f i r s t  be  se lec ted . 

• 	 C l i ck ing 	and	ho ld ing 	down	in 	the 	ve ry 	m idd le 	sec t ion 	( the 	3 rd 	o f 	4 	ava i l ab le ) , 	w i l l 	b r ing 	a 	pop-up	

menu o f  Instruments  to  ass ign  to  tha t  par t i cu la r  t rack .  

                                        

• 	 C l i ck ing 	 d i rec t l y 	 i n 	 the 	m idd le 	 o f 	 the 	 sec t ion 	 jus t 	 above 	 tha t 	 ( the 	 2nd	 o f 	 4 	 ava i l ab le ) 	 w i l l 	 b r ing	

up a  g reen  co lo r  tex t  pop-up menu fo r  a  Stereo Instrument  tha t  uses  both  Tracks  1  and 2 , 

o r  Tracks  3  and 4 ,  e tc .   You  can  ass ign  someth ing  to  both  l e f t  and r igh t  t racks  f rom the  odd-

numbered t rack  on ly  (1 ,  3 ,  5 ,  e tc . ) .  
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• 	 Add i t iona l l y, 	 c l i ck ing 	 in 	 the 	 top 	sec t ion 	 ( the 	1s t 	o f 	4 	 to ta l ) 	w i th in 	o f 	 the 	b lock 	w i l l 	 t ake 	 you 	 to 	a	

gener ic  tex t  f i e ld  where  you  can  manua l l y  en te r  any  o ther  tex t  fo r  add i t iona l  de ta i l s  about  th i s 

t rack ,  the  da te ,  i f  i t  was  a  par t i cu la r  Ins t rument  t ype  o r  Mus ic ian ,  e tc .  Use  the  re tu r n  key  to 

hor i zon ta l l y  ad jus t  th i s  i n fo rmat ion  by  l i ne  so  tha t  i t  w i l l  no t  con f l i c t  w i th  any  o ther  en t r i es  tha t 

appear  in  tha t  t rack  box . 

                                                                 

                                                     

• 	 Las t l y, 	c l i ck ing 	a t 	the 	bot tom	o f 	the 	t rack 	b lock 	( the 	4 th 	segment ) 	w i l l 	b r ing 	up 	a 	pop-up	menu	o f	

red  co lo r  tex t  Notat ions ,  such  as  Maste r,  Comp,  C lone ,  Do Not  Use ,  TBE,  C l i ck  o r  Gu ide  Track . 

You can  a lso  ed i t  th i s  l i s t . 

         

  

   

   

       

  

                                              

NOTE:  When the  cursor  has  been ins ide  a  f ie ld ,  a l l  o f  the  o ther  f ie lds  a round i t  w i l l  be  temporar i l y 

g rayed-out .  S ince  these  layouts  a re  compr ised a lmost  ent i re ly  o f  f ie lds ,  th is  can  be  d isor ient ing ! 

To  make the  screen look  normal  aga in ,  c l ick  outs ide  o f  the  f ie ld  in to  any  ava i lab le  background.

 

How to assign a Tit le to a different media asset:

1.  C l i ck  in  the  top  sec t ion  on  the  ye l low Library#  f i e ld .

2 .  Th is  w i l l  t ake  you  to  a  sc reen  te l l i ng  you  tha t  “The  t i t l e  ‘ xyz ’  i s  cu r ren t l y  assoc ia ted 

w i th  L ib ra ry#  ‘abc ’ . ” 

3.  En te r  i n  the  new Library# ,  then  c l i ck  OK ,  o r  Cance l  to  keep the  record 

unchanged.  Chang ing  the  Library#  w i l l  update  the  Ti t le ,  Project ,  Media  Asset 

T i t le ,  Art is t ,  Cl ient ,  Producer ,  Engineer ,  Asst .  Eng ,  and  Project  #  to  re f l ec t 

the  new med ia  asse t . 

Adding Media
You can  a lso  add med ia  such  as  photo ,  v ideo  o r  aud io  to  your  t i t l e .
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How to add Video or Photo:

1.  C l i ck  the  red  Record  bu t ton  in  the  top  r igh t  corner  o f  the  w indow. 

 

2 .  Se lec t  V ideo ,  Photo ,  o r  Aud io  f rom the  fo l low ing  d ia log  p rompt .

3 .  A  Fi le  Se lect  d ia log  box  w i l l  appear.  Browse your  ha rd  d r i ve  fo r  the  f i l e ,  se lec t 

i t  and  choose  Open . 

4 .  The  Record  but ton  w i l l  now change and d isp lay  e i the r  the  image o r  the  f i r s t 

f rame o f  the  v ideo  mate r ia l .

5 .  C l i ck ing  tha t  v ideo  f rame w i l l  “p lay”  the  f i l e  i n  a  Qu ickT ime w indow embedded 

in to  the  layout .   A  Photo  f i l e  w i l l  open  and d isp lay  when you  c l i ck  the  image.

How to add Audio:

1.  C l i ck  the  red  Record  bu t ton  in  the  top  r igh t  corner  o f  the  w indow. 

2 .  Se lec t  V ideo  o r  Pic tu re  f rom the  fo l low ing  d ia log .

3 .  A  se t  o f  record ing  cont ro ls  w i l l  appear  tha t  w i l l  record  d i rec t l y  f rom the  aud io 

inputs  o f  your  compute r  ( so  the  qua l i t y  depends  on  your  compute r ’s  aud io 

se t t i ngs ) . 

4 .  C l i ck  the  Record  bu t ton  to  beg in  record ing .

5 .  C l i ck  the  Stop  bu t ton  when you  a re  f i n i shed. 

6 .  When you  a re  done ,  c l i ck  the  Play  bu t ton  to  hear  what  you  recorded. 

7 .  I f  you  l i ke  i t ,  c l i ck  Save .  Otherw ise ,  c l i ck  Cance l . 

8 .    Once  you  have  recorded your  segment ,  the  Record  i con  w i l l  change to  a  Speaker 

i con . 

9 .  C l i ck ing  the  Speaker  but ton  w i l l  p lay  back  the  segment  you  recorded. 

NOTE:  Un l i ke  the  P ic ture  or  Video opt ions  (wh ich  l ink  to  an  ex te rna l  f i l e ) ,  ‘Sound’  re-

cords  the  data  d i rect l y  in to  the  database  record ,  wh ich  has  the  potent ia l  to  dramat ica l l y 

increase  the  s i ze  o f  the  database  f i l e .

I f  you  need to  re - record  o r  c lea r  the  (P ic tu re ,  V ideo ,  o r  Aud io )  segment ,  c l i ck  the  g ray  ‘Clear ’  bu t ton  to 

c lea r  the  record  o f  any  conten ts . 

Detai l  tab
The Deta i l  tab  i s  where  you  keep t rack  o f  p roduct ion  s ta tus .  On the  le f t  s ide  o f  the  page,  the re  i s  a  p re-

de f ined  l i s t  (Preset  Stages )  o f  th ings  tha t  a re  t yp ica l l y  done  to  a  p roduct ion  (wh ich  you  may  ed i t  i n  Layout 

Mode ) .  Jus t  to  the  r igh t  o f  tha t  i s  a  Status  f i e ld ,  where  you  can  de f ine  i f  tha t  par t i cu la r  Preset  Stage  has 

been “DONE” ,  i f  i t  needs  “ to  be  redone” ,  e tc . ,  f rom the  pop-up menu.  I f  you  f i nd  tha t  you  need to  add 

d i f f e ren t  s tages ,  you  can  en te r  them under  the  custom stages  f i e ld  a t  the  bot tom o f  the  l i s t .  I f ,  fo r  i ns tance , 

you  a lways  “Record  P icco lo”  on  your  p roduct ions ,  you  can  type  in  the  word  “P icco lo”  the re  and g i ve  i t  the 

same Sta tus  o f  “needs  to  be  redone” .
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At  the  top  o f  the  sc reen ,  the re  i s  a  sec t ion  where  you  can  keep t rack  o f  the  Composer ,  Publ isher ,  and  what 

% Spl i t  they  a re  assoc ia ted .  There  a re  th ree  add i t iona l  f i e lds  to  the  immed ia te  r igh t  tha t  t rack  who were  the 

Lyr ics  By ,  the  Arranger ,  and  the  Programmer .  Be low,  i s  an  a rea  to  l i s t  i t ems by  Sample Name (Song ) , 

Category  (Mus ic ian  o r  Mus ic  s ty le ) ,  and Ident i f ier  (Pub l i sher ) .  

Samples & Clips button
Jus t  above  the  Sample Name  l i s t  ( and  on  the  r igh t )  i s  an  Samples  &  C l ips  bu t ton .  C l i ck ing  th i s  bu t ton 

w i l l  t ake  you  to  the  Samples & Cl ips  modu le .

Beneath  th i s  m idd le  sec t ion ,  the re  a re  f i e lds  to  en te r  add i t iona l  i n fo rmat ion  regard ing  Talent ,  Addi t ional 

Personnel ,  Product ion Notes ,  Comments ,  and  Miscel laneous .

On the  R igh t ,  the re  i s  a  co lumn l i s t i ng  in  wh ich  you  can  en te r  the  Tracking Studio ,  Recording  Engineer , 

Assistant  Engineer ,  Recording Format ,  Mix Studio ,  Mix Engineer  ( 2x ) ,  Mix Format  and  Protools 

Engineer .   Not ice  the  two f i e lds  ( f i e ld  5  and f i e ld  11 )  i n  th i s  a rea  tha t  a re  cus tomizab le  f rom a  pop-up 

menu o r  ed i tab le  fo r  your  purposes .

Lyrics/Script tab
Th is  has  two sub- tabs ;  Lyr ics  and Scr ip t .  When you  f i r s t  v iew the  Lyr ics /Scr ip t  tab ,  the  Ly r ics  sub- tab  w i l l 

appear  f i r s t . 

Lyrics sub-tab
The  Ly r i cs  sub- tab  conta ins  a  Ly r ic  Sheet .  Each  l i ne  can  be  ass igned a  Sect ion ,  Loc.  #  ( locate  number) , 

and  you  can  have  up  to  f i ve  Track Selects  fo r  each  l i ne  o f  l y r i cs . 

How to enter lyr ics:

1.  C l i ck  the  f i r s t  l y r i c  l i ne  f i e ld  and beg in  t yp ing  your  tex t . 

2 .  To  go  to  the  nex t  f i e ld ,  p ress  the  tab  key  o r  c l i ck  on  the  f i e ld  be low. 

3 .  To  p r in t  ou t  th i s  sheet ,  c l i ck  the  l a rge  Pr in t  bu t ton  on  the  r igh t .

4 .  Th is  w i l l  open  a  s tandard  opera t ing  sys tem pr in t  d ia log .

5 .  Make  the  appropr ia te  se lec t ions  and choose  OK  to  p r in t .

Script sub-tab
The  Scr ip t  sub- tab  conta ins  a  s ing le  f i e ld  where  you  can  pas te  the  por t ion  (o r  a l l )  o f  the  sc r ip t  fo r 

th i s  t i t l e .  Th is  l ayout  can  be  used fo r  l y r i cs  as  we l l ,  i f  you  want  to  pas te  a l l  o f  your  l y r i cs  f rom another 

document  in  a  s ing le  s tep .



Studio Suite X           Chapter 40 - Titles module

40-7

Takes/Locates  tab
The Takes/Locates  tab  has  th ree  sub- tabs ;  Takes ,  Locates ,  and Log.  When you  f i r s t  v iew the  Takes/Locates 

tab ,  the  Takes  sub- tab  w i l l  appear  f i r s t . 

Takes sub-tab
The Takes  sub- tab  d isp lays  an  a rea  where  you  can  en te r  each  o f  the  mu l t ip le  Takes  assoc ia ted  w i th  th i s 

t i t l e .  You  can  s to re  the  Real  t ime,  the  Absolute  t ime,  o r  the  TC  ( t ime code )  t ime.  Th is  por ta l  i s  so r ted 

by  the  Real  t ime f i e ld  on ly.  You can  en te r  i n  a  Take  Type  f rom the  (ed i tab le )  pop-up menu loca ted  in  the 

Sect ion  co lumn header.   P rov ide  any  notes  in  the  Comment  co lumn. 

To  p r in t  th i s  as  a  Take  sheet ,  c l i ck  the  l a rge  Pr in t  bu t ton  a t  the  upper  r igh t  o f  the  w indow.

Locates sub-tab
The Locates  sub- tab  tab  s to res  d i f f e ren t  segments  o f  t i t l es  and the i r  assoc ia ted  t ime code va lues .  You 

can  use  th i s  fo r  logg ing  scenes  in  a  v ideo  o r  sec t ions  in  a  song.  I t  works  essent ia l l y  the  same way  as 

the  Takes  sub- tab ,  except  ins tead o f  hav ing  a  ‘Take’  Type ava i l ab le  in  the  Sect ion  co lumn,  you ’ l l  en te r  a 

Sect ion  t ype  f rom an  ed i tab le  pop-up menu.  I f  you  a re  work ing  w i th  mus ic  and have  en te red  the  Tempo , 

the  Time Signature ,  and  the  Length in  Bars ,  S tud io  Su i te  w i l l  au tomat ica l l y  ca lcu la te  the  Length in 

T ime .

To  Pr in t  th i s  page ,  c l i ck  the  l a rge  Pr in t  bu t ton  a t  the  upper  r igh t  o f  the  w indow.

Log sub-tab
The Log  sub- tab  a l lows a  manua l  en t ry  record  o f  needed Take  en t r i es .   Log  ind iv idua l  shot  Takes 

descr ib ing  the  scene  o f  record ,  Character/Role  i nvo l ved ,  and the i r  Line .

Disk Log sub-tab (New in Ti t les module)
Th is  tab  a l lows you  to  document  ( “Log” )  a l l  f i l es  tha t  a re  on  a  g i ven  d isk ,  o r  j us t  a  spec i f i c  fo lde r,  i n 

assoc ia t ion  w i th  a  spec i f i c  Med ia  asse t ,  P ro jec t ,  and C l i en t .  More  than  one  log  can  be  a t tached to  each 

record .

Tips for Using the Disk Log

•  Cl ick ing  the  Log a  D i rec to ry  but ton  w i l l  open  a  s tandard  opera t ing  sys tem d ia log 

where  you  can  se lec t  the  Hard  Dr i ve  o r  Fo lder  you  wou ld  l i ke  to  log . 

•  When add ing  Hard  Dr i ve  to  a  D isk  Log you  have  the  opt ion  to  f i l t e r  the  meta  da ta 

o r  to  log  the  en t i re  conten ts  o f  a  fo lde r  (o r  mu l t ip le  fo lde rs ) .

•  I f  you  log  a  Hard  Dr i ve ,  you  can  type  the  Hard  Dr i ve  s i ze  in  the  Capaci ty  f i e ld .

•  The l i s t  w i l l  then  d isp lay  a  new l i ne  i tem record  fo r  each  f i l e  and fo lde r  w i th in  the 

d r i ve  o r  fo lde r  you  se lec ted .

•  The Viewing Log  f i e ld  w i l l  d i sp lay  the  log  number  you  a re  v iew ing ,  i . e .  ‘V iew ing  Log 

1  o f  1 ’ .

•  Each log  has  7  co lumns a l l  w i th  d rop down opt ions  fo r  what  w i l l  be  d isp layed.   The 

d isp lay  opt ions  range  f rom Image Descrpt ion ,  Created Date ,  Fi le  Type  to  Fi le 

S ize ,  JPEG Comment  and  GPS ,  and  many  more ,  a l l  t aken  f rom the  f i l e  i n fo rmat ion . 
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•  Cl ick ing  the  a r row nex t  to  a  fo lde r  w i l l  expand o r  co l l apse  i t , 

•  Cl ick ing  ON the  fo lde r  name w i l l  d i sp lay  a  message ask ing  i f  you  want  to  ‘Open 

th i s  fo lde r? .  In  the  fu tu re ,  you  can  bypass  th i s  message by  SHIFT+Cl ick ing  on 

the  fo lde r. 

•  Cl ick ing  on  a  f i l e  name w i l l  d i sp lay  a  message ask ing  i f  you  want  to  ‘Open th i s 

f i l e? .  Choos ing  Yes  w i l l  l aunch  i t  i n  i t ’s  na t i ve  app l i ca t ion .  In  the  fu tu re ,  you 

can  bypass  th i s  message by  SHIFT+Cl ick ing  on  the  f i l e . 

•  Cl ick ing  on  the  f i l e  o r  fo lde r  i con  w i l l  se lec t  i t .  You  can  then  de le te  the  s ing le 

f i l e  o r  fo lde r  f rom the  log  by  p ress ing  the  De le te  bu t ton  in  the  Funct ion  Bar .

•  To De le te  the  en t i re  log ,  c l i ck  the  De le te  Cur ren t  Log  bu t ton  above  the  log 

l i s t .

NEW FEATURE: Disk Log Meta-data options

Th is  i s  more  o f  an  “add i t iona l ”  fea tu re  than  a  new one .   D isk  Log now gathers  more 

meta-data  t ypes ,  i nc lud ing :  T imecode Beg inn ing ,  End ing  and Cur ren t ,  Mov ie  Dura t ion , 

Mov ie  Descr ip t ion ,  IPTC,  Image Descr ip t ion ,  GPS,  ImageURL,  JPEG,  RawEx i f ,  Ex i f ,  and 

XMP.   When log ing  a  hard  d r i ve ,  a l l  o f  these  opt ions  w i l l  be  p resented  as  f i l t e rs .

QC Report tab
The QC Repor t  tab  i s  the  por ta l  fo r  c rea t ing  p ro jec t  Qua l i t y  Check  (QC)  Repor ts .  The  upper  por t ion  o f  th i s 

page  d isp lays  da ta  f rom the  Projects  modu le .  The  bot tom por t ion  a l lows you  to  c rea te  and v iew Qua l i t y 

Check  repor ts  fo r  the  cur ren t  med ia  asse t .  You may  make severa l  repor ts  fo r  a  s ing le  med ia  asse t  to  t rack 

the  qua l i t y  o f  a  med ia  asse t  over  t ime. 

Log a  spec i f i c  d i sc repancy  i ssue  loca t ion  by  TC Start  ( t ime code ) ,  o r  Feet/Frames ,  the  Descr ipt ion  o f 

the  noted  d isc repancy,  Character/Role  i nvo lved ,  the  t imed Durat ion  o f  the  i ssue ,  any  Ch  # ,  the  Sever i ty, 

Source,  F ixed check-box ,  and any  fu r the r  de ta i l s  p rov ide  in  the  Comments  co lumn.  

How to create a new QC Report:
 

1 .  P ress  the  b lack  and g reen  New Repor t  bu t ton .   A  d ia log  w i l l  appear  ask ing  you  to 

name the  new repor t . 

2 .  The  QC Report  Date  and QC Tech  f i e lds  w i l l  au tomat ica l l y  l i s t  today ’s  da te  and the 

user  logged in to  S tud io  Su i te .  These  may  a lso  be  ed i ted  as  needed.  

3 .  A  f i e ld  ( to  the  l e f t )  i s  p rov ided to  l i s t  app l i cab le  T ime Code Offset .   An  ad jacent 

genera l  Notes  tex t  f i e ld  i s  ava i l ab le  to  en te r  spec i f i cs  regard ing  the  QC repor t .  

4 .  Use  the  QC Checks  boxes  p rov ided to  denote  the  t ypes  o f  checks  per fo rmed dur ing 

th i s  repor t .

5 .  A t  the  end o f  the  Qua l i t y  Check ,  l i s t  a  QC Grade in  the  top  r igh t  corner  QC  sub- tab 

w indow.
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As the  QC is  per fo rmed,  e r ro rs  can  be  i temized in  the  space  prov ided.

• 	 Ente r  the  t ime code fo r  an  e r ro r  i n  the  TC f i e ld .   The  Feet |F rames f i e ld  w i l l  be  au to-ca lcu la ted 

f rom th is  en t ry.

• 	 Ente r  the  t ype  o f  e r ro r  i n to  the  Descr ipt ion  f i e ld  ( i . e .  pop,  c l ip ,  d i s to r t ion ,  e tc . )

• 	 I f  a  par t i cu la r  charac te r  o r  ro le  i s  a f fec ted ,  l i s t  the i r  t i t l e  i n  the  Character/Role  f i e ld .

• 	 Use the  Durat ion ,  Channel  #  and Sever i ty  f i e lds  to  l i s t  the  appropr ia te  in fo rmat ion .  

• 	 Use the  check  boxes  to  l i s t  whether  the  e r ro r  i s  i n  the  source  mate r ia l  and  eventua l l y  to  no te 

tha t  i t  has  been f i xed .  

• 	 L is t  any  comments  regard ing  a  par t i cu la r  i ssue  in  the  Comments  f i e ld  to  the  fa r  r igh t  o f  the 

en t ry.

You may  v iew o ld  QC Repor ts  by  se lec t ing  them f rom the  d rop-down menu labe led  Select  Report .   You  may, 

o f  course ,  p r in t  any  QC repor t  us ing  the  Pr in t  bu t ton  in  the  QC in fo rmat ion  box .

Production Notes tab
Th is  i s  a  s imp le  v iew o f  two a reas ,  one  fo r  Product ion Notes  and  one  fo r  Post-Product ion (Mix )  no tes . 

S imp ly  c l i ck  in  e i the r  f i e ld  and beg in  t yp ing .  You can  p r in t  these  notes  by  c l i ck ing  the  Pr in t  tab .  F rom the 

p rov ided g roup l i s t ,  c l i ck  the  Product ion  Notes  but ton .

Storyboard tab
Here  you  can  pas te  (o r  i nse r t )  s to ryboard  Pictures ,  Scene Descr ipt ions,  Scr ipt  segments ,  e tc .  i n to 

appropr ia te  f i e lds ,  to  c rea te  a  s to ryboard  fo r  a  t i t l e .  The  ‘Scene’  Sort  f i e ld  de te rm ines  the  o rder  in  wh ich 

each  record  appears .  To  v iew th i s  i n  a  norma l  s to ryboard  fo rmat ,  h i t  the  Pr in t  bu t ton ,  wh ich  w i l l  go  in to 

Prev iew mode.  H i t  Cont inue ,  then  Pr in t  or  Cance l . 

Publishing & Copyright tab
License/s sub-tab
Use th i s  l ayout  to  s to re  in fo rmat ion  regard ing  a l l  the  ins tances  in  wh ich  th i s  t i t l e  was  l i censed fo r  use . 

Once aga in ,  you  may  a t tach  and s to re  an  agreement .  Use  the  sc ro l l  ba r  on  the  r igh t  to  v iew mu l t ip le 

l i censes .

 

Submissions sub-tab
Use th i s  page  to  t rack  the  Submiss ions  and Usage o f  any  T i t l e  p roper ty.   Se lec t  the  b lack  and g reen  New 

but ton  to  beg in  a  new ent ry.

Writer/s sub-tab
I n  th i s  l ayout ,  the  user  can  l i s t  de ta i l ed  in fo rmat ion  regard ing  the  Wr i te r  o r  Wr i te rs  o f  each  t i t l e .  Space 

i s  p rov ided fo r  each  Wr i te rs ’  and Pub l i shers ’  pe rcentage  shares .  As  w i th  a l l  pe rcentage  f i e lds ,  remember 
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to 	en te r 	 the 	number 	as 	a 	dec ima l 	 ( i . e . 	50%	 is 	en te red 	as 	 .5 ) .	

You may  a lso  a t tach  and s to re  a  copy  o f  the  Wr i te rs ’  agreement  on  th i s  page .

Sample/s sub-tab
Th is  sub- tab  a l lows you  to  choose  f rom a  l i s t  o f  Samples  in  the  Samples  and C l ips  modu le .  For  more 

in fo rmat ion  regard ing  Samples ,  see  the  chapte r  i n  th i s  user  gu ide  t i t l e  Samples .

Keywords tab
Here  you  can  de f ine  Keywords for  th is  T i t le .  Once  keywords  a re  en te red  you  can  search  fo r  any  keyword 

fo r  any  med ia  asse t .   De ta i l ed  Keywords  ins t ruc t ions  a re  a l so  inc luded in  the  cente r  o f  the  page.

• 	 Keywords for  th is  T i t le  –  th i s  f i e ld  ho lds  keywords  tha t  can  be  en te red  by  t yp ing  in  the  f i e ld  o r 

mak ing  Keyword  se lec t ions  in  the  f i e ld  to  the  r igh t  (descr ibed nex t ) .

• 	 Genera l  Keyword Choices –  th i s  f i e ld  d isp lays  a  de fau l t  l i s t  o f  keywords .  When you  check  a  box , 

the  word  appears  in  f i e ld  to  the  l e f t .  You  may  ed i t  the  ava i l ab le  cho ices  by  c l i ck ing  the  Ed i t  but ton .                       
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List  tab
The L is t  tab  d isp lays  a  l i s t  o f  your  T i t l es ,  a long  w i th  the  assoc ia ted  Art is t ,  Producer ,  Cl ient  Engineer , 

Media  Asset  Ser ies  o r  Project .  You  can  c l i ck  the  Sor t  bu t tons  above  each  co lumn to  sor t  by  tha t  f i e ld  in 

ascend ing  o rder  (A-Z ) .

Attach & FTP tab
The At tach  &  FTP  tab  i s  used fo r  a t tach ing  ( record ing ,  l i nk ing  and/or  embedd ing )  ex te r na l  f i l es ,  sounds , 

p ic tu res  o r  mov ies ,  URLs ,  and FTPs to  an  ind iv idua l  Ti t les  record .  The At tach  &  FTP tab  i s  the  where  a l l  o f 

these  a t tached f i l es  a re  s to red .   For  a  de ta i l ed  exp lana t ion  o f  th i s  tab ,  see  the  Attach & FTP tab  chapte r 

o f  th i s  User ’s  Gu ide .

Report tab
The Repor t  tab ,  fo rmer l y  the  Pr in t  tab ,  a l lows you  to  p r in t  va r ious  aspects  o f  i n fo rmat ion  about  a  record .

Print sub-tab

How to print 

1.  P ick  one  o f  your  compan ies  o r  c l i en ts  re tu r n  address  and logo in fo rmat ion  f rom 

the  Select  Company  f i e ld . 

2 .  You w i l l  see  a l l  the  d i f f e ren t  L i s t  Bars  so  you  can  p r in t  a l l  o f  the  va r ious  l i s ts , 

so r ted  f rom le f t  to  r igh t  i n  d i f f e ren t  f i e ld  o rders .  These  l i s ts  p r in t  i n  the  o rder  tha t 

they  a re  cur ren t l y  so r ted ,  w i th  the  cur ren t  found g roup.   We adv ise  you  to  be 

sure  tha t  you  have  found on ly  the  records  you  want  to  p r in t ,  and tha t  you  have 

used the  Sor t  but tons  to  ge t  them in  p roper  o rder  (p r io r  to  p r in t ing ) .  O f  course , 

the  L is t  v iew wou ld  be  the  bes t  p lace  to  f i nd  and sor t  a l l  o f  your  records  jus t 

be fo re  c l i ck ing  the  Repor t  tab .

3 .  You have  the  opt ion  to  p r in t  a  Fu l l  Track  Sheet ,  wh ich  p r in ts  1  -  56  Tracks ,  a  1  - 

24  Sheet ,  o r  a  25-48 Sheet .  I t  w i l l  a l so  p r in t  the  Ly r ic  Sheet ,  Locate (s )  l i s t ,  and 

Sto ryboard .  

4 .  The  Sta tus  On ly  opt ion  w i l l  p r in t  j us t  the  S ta tus  co lumn fo r  each  o f  the  cur ren t l y 

se lec ted  songs .  So ,  i f  you  a re  work ing  on  an  a lbum o f  10  songs ,  make sure  they 

a re  the  found se t .  The  Sta tus  On ly  p r in tou t  w i l l  show the  s ta tus  o f  a l l  10  to  keep 

t rack  o f  your  p rogress . 

5 .  Other  bot tom row pr in t  opt ions  inc lude  Deta i l ,  Takes  and  Product ion  Notes .  

Green  co lo red  p r in t  opt ions  fo r  Wr i te rs  Agreement  and Product ion  Worksheet 

a re  on  the  r igh t .  The  Wr i te rs  Agreement  i s  a  p rov ided temp la te  fo r  “wr i t i ng  and 

pub l i sh ing  sp l i t s ”  compos i t ion  purposes .   The  Product ion  Worksheet  i s  comple te 

summary  de ta i l  o f  the  song,  re la ted  a r t i s t ,  and techn ica l  i n fo rmat ion .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .
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Cl ick  the  L ib ra ry  &  Labe ls  tab  on  the  r igh t  s ide  to  go  to  tha t  modu le .

Th is  covers  a l l  o f  the  bas ics  o f  the  Ti t les  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  the  Main 

Menu  tab .



s s x
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The Web Glancer  add-on  prov ides  bas ic  read-on ly  access  to  the  Contacts ,  Calendar  and  Tasks  modu les 

in  S tud io  Su i te ,  s im i l a r  to  the  iPhone add-on  but  fo rmat ted  fo r  a  l a rger  sc reen .  I t  can  be  used on  any  modern 

web browser  ( I n te r ne t  Exp lo re r  7+ ,  Chrome,  F i reFox ,  Sa fa r i ,  and  Opera  have  been tes ted  to  work  w i th  th i s 

modu le ) . 

To  access  the  Web G lancer  add-on ,  s imp ly  po in t  your  web browser  to  the  fo l low ing  loca t ion :

• 	 I f  these  f i l es  a re  hos ted  on  a  Mac :  {Serve r  IP } /~username/Stud ioSu i te /WebGlancer

• 	 I f  these  f i l es  a re  hos ted  on  a  PC :  {Serve r  IP } /S tud ioSu i te /WebGlancer

Where  {Serve r  IP }  matches  tha t  o f  your  se rve r,  e .g .  “192.168.1 .10 , ”  and ~username matches  the  user 

account  on  the  se rve r  tha t  has  the  f i l es  ins ta l l ed  to  i t s  S i tes  fo lde r  ( i f  on  a  Mac ) .  I f  access ing  th i s  add-

on  f rom outs ide  o f  your  LAN,  you  w i l l  need to  subst i tu te  the  IP  address  o f  your  se rve r  w i th  you  rou te r ’s 

pub l i c  address .

Log in  as  you  norma l l y  wou ld  to  S tud io  Su i te  v ia  a  username and password .  You can  then  v iew (bu t  no t 

ed i t )  contac ts ,  see  what  i s  go ing  on  a t  your  fac i l i t y  on  any  g i ven  day,  o r  be  reminded o f  what  tasks  you 

have  ass igned to  you .

Limitations:

• 	 No Record  Leve l  secur i t y

• 	 No event  o r  task  f i l t e r ing
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Home Page view

When you  a re  a t  the  Home page,  se lec t  f rom Contacts ,  Calendar ,  and  Tasks .   Choose  f rom the  ava i l ab le 

func t ions  and read-on ly  i t ems.
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The Web Request  modu le  i s  des igned to  a l low your  c l i en ts  to  submi t  a  reques t  f rom your  webs i te  to  your 

fac i l i t y  v ia  S tud io  Su i te .   Th is  modu le  can  a lso  be  used fo r  reques ts  in  house  as  we l l .

I f  you  a re  us ing  the  Network  o r  In te r ne t  ve rs ions  o f  S tud ios  Su i te  10 ,  HTML pages  were  ins ta l l ed  to  you 

se rve r  as  par t  o f  the  se rve r  i ns ta l l a t ion .   To  access  those  pages  v ia  a  b rowser,  en te r :

For. . .  h t tp : / / [ se rve r  ip  address ] /s tud iosu i te /webrequst /addrecord .php

New Web Request
The c l i en t  f i l l s  ou t  a  reques t  on  your  webs i te  wh ich  inc ludes  per t inen t  i n fo rmat ion  regard ing  the i r  reques t .  

The  fo rm a l lows fo r  the  add i t ion  o f  resource  spec i f i c  i t ems ( i . e .  ed i to rs ,  eng ineers ,  rooms,  equ ipment ,  e tc . ) .

When the  reques to r  c l i cks  the  Submi t  bu t ton  an  ema i l  i s  sen t  to  both  requs to r  and ass igned Stud io  Su i te 

users  as  con f i rmat ion  fo r  the  reques t .   Upon logg ing  in to  S tud io  Su i te ,  the  web reques t  admin is t ra to r  w i l l 

be  not i f i ed  o f  new web reques t  awa i t i ng  approva l .   The  exact  ve rb iage  o f  bo th  ema i l s  can  be  se t  f rom the 

Pre fe rences  tab .

Detai l  tab
The Deta i l  tab  looks  ve ry  s im i l a r  to  what  the  c l i en t  sees  on  your  webs i te .   F rom the  Deta i l  tab ,  you  have 

the  opt ion  to  mark  the  reques t  as  Decl ined ,  Accepted ,  New ,  and/or  Cancel led .   A f te r  wh ich  an  ema i l  w i l l 

be   sen t  back  to  the  reques to r  i n fo rm ing  them o f  the  reques t  s ta tus .   Th is  ema i l  w i l l  be  sent  f rom the  ema i l 

address  des ignated  under  the  Pre fe rences  tab  to  the  ema i l  p rov ided by  the  reques to r.
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Item section
The I tem sect ion  a t  the  bot tom l i s ts  a l l  o f  the  i tems in  the  Web Request  tha t  you  a re  v iew ing .   I t  i nc ludes 

con f l i c ts ,  i f  the re  a re  any,  and the  gear  a t  the  l e f t  a l l ows you  to  choose  an  i tem tha t  w i l l  a l l ev ia te  the 

con f l i c t  be fo re  you  accept  the  reques t .

You can  a lso  add add i t iona l  i t ems to  the  reques t  by  c l i ck ing  on  the  gear.   The  gear  w i l l  b r ing  up  a  pop 

up menu.

List tab
The L is t  tab  shows a  l i s t  w i th  bas ic  in fo rmat ion  o f  a l l  o f  the  Web Requests  tha t  you ’ve  rece ived ,  i nc lud ing 

any  tha t  you  have  Cancel led  o r  Denied .   Records  cannot  be  mod i f i ed  f rom th is  tab .   Th is  v iew i s  so r tab le 

by  each  header  in  the  l i s t .

Attach & FTP tab
Jus t  l i ke  the  At tach  &  FTP  tab  in  o ther  modu les ,  th i s  tab  g i ves  you  a  p lace  to  A t tach  re levant  mate r ia l  to  the 

Web Request  record .   For  more  in fo rmat ion  on  how to  use  th i s  fea tu re ,  go  to  the  Attach & FTP tab  chapte r.

Preferences tab
The Pre fe rences  tab  i s  where  you  se t  up  the  d i f f e ren t  ema i l  messages  tha t  a re  sen t  i n  re la t ion  to  Web 

Requests  and  who w i l l  be  rece iv ing  and send ing  them.   In  the  User  Account  f i e ld ,  choose  the  ma in 

modera to r  o f  the  Web Requests  and c l i ck  Accept  to  se t  i t .   The  ema i l  address  tha t  was  en te red  fo r  th i s 

person  in  the  Contacts  modu le  w i l l  f i l l  i n  au tomat ica l l y.  
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I n  the  Not i f icat ions wi l l  go to  requestor  and:  f i e ld  you  can  inc lude  anyone in  your  o rgan iza t ion  tha t  you 

want  to  mon i to r  the  commun ica t ions  go ing  th rough the  Web Request  sys tem.  

Under  the  Request ,  Accept ,  and  Deny  sub- tabs ,  i s  where  spec i f i c  messages  regard ing  those  ac t ions  can  be 

wr i t ten .   A t  the  bot tom o f  the  Request  sub-Th is  covers  a l l  o f  the  bas ics  o f  the  Contacts  modu le  in  S tud io 

Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck  on  the  Main  Menu  tab  in  the  upper  r igh t  o f  the  sc reen .  tab  i s  a 

Redirect  f i e ld  where  you  can  des ignate  where  to  au tomat ica l l y  red i rec t  the  c l i en t  a f te r  they  have  submi t ted 

the i r  reques t  as  we l l  as  t ime in  seconds  fo r  the  the  red i rec t  to  happen.

Under  the  Web  sub- tab  i s  where  the  message i s  wr i t ten  tha t  w i l l  be  ema i led  to  the  reques to r  when a  Web 

Request  i s  submi t ted .

Report tab

Print sub-tab
Under  the  P r in t  sub- tab ,  the re  i s  on ly  one  opt ion ,  Pr in t  Th is .

Audit Log sub-tab
The new fea tu re ,  Aud i t  Log,  d isp lays  a l l  o f  the  changes  tha t  were  made to  the  record  tha t  you  a re  v iew ing 

as  we l l  as  who made them and when.   You can  a lso  use  the  Aud i t  Log to  v iew the  de ta i l s  o f  a  de le ted 

record .   To  read about  how to  do  tha t  and fo r  more  de ta i l s  about  how to  use  the  Aud i t  Log read the  Aud i t 

Log chapte r  i n  th i s  manua l .

Th is  covers  a l l  o f  the  bas ics  o f  the  Web Request  modu le  in  S tud io  Su i te .  To  re tu rn  to  the  Main Menu ,  c l i ck 

on  the  Main  Menu  tab  in  the  upper  r igh t  o f  the  sc reen .
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Why does  the  Recover  command somet imes  need to  be  used? A  l i t t l e  background regard ing  how F i l eMaker 

Pro  ma in ta ins  f i l es  dur ing  usage sheds  some l igh t  on  how databases  can  become damaged.  F i l eMaker  Pro 

i s  a  d isk-based app l i ca t ion ,  mean ing  F i l eMaker  does  not  need to  load  the  en t i re  da tabase  in to  RAM as  the 

f i l e  i s  opened.

The  app l i ca t ion  conta ins  code tha t  manages  the  t rans fe r  o f  da ta  f rom the  hard  d r i ve  to  RAM and back .  The 

memory  a l loca ted  to  F i l eMaker  i s  d i v ided in to  two por t ions :  app l i ca t ion  code,  and da ta  f rom the  f i l e  i t se l f . 

As  the  f i l e  i s  used,  F i l eMaker  w i l l  rou t ine l y  wr i te  updated  sec t ions  o f  the  f i l e  f rom data  bu f fe rs  in  RAM to  the 

hard  d r i ve .  By  fa r,  the  most  common cause  o f  f i l e  damage i s  an  unexpected  app l i ca t ion  te rm ina t ion .  In  most 

cases ,  an  unexpected  Qu i t  w i l l  occur  a t  a  t ime when the  f i l e  has  been id le  s ince  the  las t  ha rd  d r i ve  update . 

In  th i s  s i tua t ion ,  the  nex t  t ime the  da tabase  i s  opened,  F i l eMaker  Pro  w i l l  run  a  cons is tency  check  on  the  f i l e .

Typ ica l l y,  the  f i l e  w i l l  open  w i thout  p rob lems.  However,  i f  the  unexpected  Qu i t  occur red  dur ing  a  ha rd  d r i ve 

update ,  the  f i l e  i s  l i ke l y  to  be  in  an  incons is ten t  s ta te ,  and requ i re  repa i r  measures  the  Recover  command 

prov ides .

Fi le  corrupt ion is  not  inev i tab le ,  bu t  i t ’s  a  good idea  to  take  measures  to  p revent  damage to  a  da tabase 

and a lso  ensure  tha t  da tabases  a re  p roper l y  backed-up in  case  o f  d i sas te r.  Rout ine  back-ups  a re  impera t i ve 

w i th  any  da tabase .  Magnet ic  med ia  has  an  occas iona l l y  t rans i to ry  na tu re ;  en t ropy  su r rounds  us  and our  da ta .

A  good back-up program shou ld  p rov ide  mu l t ip le  cop ies  o f  a  da tabase  as  sources  fo r  res to ra t ion .  A  scheme 

invo lv ing  ro ta t ing  back-ups  can  accompl i sh  th i s .  Th is  method invo lves  separa te  back-up cop ies  over  no  less 

than  a  two week  ro ta t ion .  The  f i l e  i s  backed-up to  a  se t  on  day  one ,  a  new se t  on  day  two,  un t i l  t en  se ts  o f 

back-ups  ex is t  assuming  a  f i ve  day  work  week .  On the  e leventh  day,  the  f i r s t  se t  i s  reused.

Th is  t ype  o f  ro ta t ion  ensures  tha t  a  lu rk ing  p rob lem w i l l  no t  spo i l  your  chances  o f  an  undamaged f i l e 
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res to ra t ion .  I f  new data  en t ry  has  been min ima l  s ince  the  las t  back-up,  w i th  l a rge  f i l es  i t  may  be  more 

e f f i c ien t  to  s imp ly  use  the  back-up ra ther  than  go ing  th rough a  t ime-consuming  recovery.  Many  p rograms 

a re  ava i l ab le  tha t  ease  the  d rudgery  o f  rou t ine  back-ups .  Us ing  a  back-up program tha t  a l lows f i l e  o r  fo lde r 

spec i f i c  back-ups  w i l l  p rov ide  the  most  e f f i c ien t  p ro tec t ion  o f  impor tan t  da tabase  f i l es .

Per iodica l ly  sav ing a  c lone wi l l  p rov ide  a  maste r  copy  o f  the  da tabase  s t ruc tu re  wh ich  can  be  use fu l  fo r 

res to r ing  sc r ip ts  o r  l ayouts  tha t  may  be  de le ted  in  the  recovered  f i l e .  I n  many  cases ,  i t  i s  a  good idea  to  save 

a  c lone  o f  the  f i l e  and a  back-up a t  an  o f f -s i te  loca t ion ,  shou ld  the  d isas te r  no t  be  l im i ted  to  the  f i l e  i t se l f .

S ince  unexpected  app l i ca t ion  te rm ina t ion  i s  the  most  common cause  o f  da tabase  cor rupt ion ,  avo id ing 

unexpected  Qu i ts  on  the  compute r  f rom wh ich  the  f i l e  i s  runn ing  i s  the  bes t  way  to  avo id  damag ing  a 

da tabase .  In  genera l ,  commerc ia l  ex tens ions  shou ld  not  be  a  p rob lem as  long  as  an  a lmost  re l ig ious 

commi tment  to  runn ing  cur ren t  ve rs ions  o f  th i s  so f tware  i s  ma in ta ined.  O f  course ,  any  pub l i c  doma in  o r 

shareware  ex tens ions  shou ld  be  avo ided.  Even  the  use  o f  commerc ia l  ex tens ions  shou ld  be  conserva t i ve  on 

the  mach ine  respons ib le  fo r  runn ing  the  da tabase .

I f  the  f i l e  i s  be ing  used in  an  a rea  sub jec t  to  power  ou tages ,  an  un- interrupt ib le  power  supply  (UPS)  i s 

s t rong ly  adv ised .  The  cos t  o f  a  UPS might  equa l  the  t ime invo lved  in  one  f i l e  recovery.  F i l eMaker  Pro  l im i ts 

da tabase  s i ze  to  2  g igaby tes  (32  MB in  2 .x ) .  F i l es  tha t  have  exceeded tha t  l im i t  w i l l  be  damaged beyond 

repa i r,  s ince  i t  i s  l i ke l y  tha t  key  e lements  o f  the  f i l e  s t ruc tu re  w i l l  have  been ob l i te ra ted  by  overwr i t i ng .

In  cases  o f  mu l t ip le  cor rupted  f i l es  on  a  hard  d r i ve ,  the  hard  d r i ve  i t se l f  may  be  the  cu lp r i t .  Check  the  hea l th 

o f  the  hard  d r i ve  w i th  a  d r i ve  u t i l i t y  p rogram.  So f tware  tha t  opt im izes ,  compresses ,  o r  par t i t i ons  the  hard 

d r i ve  shou ld  be  cur ren t  ve rs ions .  Dr i ve r  so f tware  must  be  compat ib le  w i th  the  Opera t ing  Sys tem vers ion .

In  most  cases ,  no  ma in tenance  beyond f requent  back-ups  i s  necessary.  However,  most  da tabases  a re  good 

cand ida tes  fo r  a  rou t ine  compress ion .  Saving a  compressed copy  rewr i tes  the  en t i re  da tabase ,  f i t t i ng  as 

much data  in to  each  b lock  as  i s  poss ib le .  Th is  p rocedure  not  on ly  rec la ims unused space  in  the  f i l e ,  i t  a l so 

rebu i lds  the  f i l e ’s  s t ruc tu re .  Compress ion  can  be  t ime-consuming  and might  be  bes t  accompl i shed as  an 

overn igh t  task  in  l a rge  da tabases .

In  genera l ,  recover ing  a  f i l e  shou ld  be  reserved fo r  f i l es  tha t  w i l l  no t  open,  o r  a re  d isp lay ing  obv ious  index 

p rob lems.  F ie ld  indexes  a re  used by  F i l eMaker  fo r  f i nd ing  and sor t ing .  Databases  tha t  a re  re tu r n ing  records 

incor rec t l y  f rom a  f i nd  o r  a re  sor t ing  in  unusua l  o rders  shou ld  be  f i xed  by  recovery.  Keep in  m ind  tha t  the re 

a re  many  o ther  cond i t ions  tha t  w i l l  resu l t  i n  i ncor rec t  f i nd ing  o r  so r t ing ,  i nc lud ing  m ismatched f i e ld  t ypes .  Be 

cer ta in  you  have  e l im ina ted  a l l  o the r  poss ib i l i t i es  be fo re  recover ing  a  f i l e . 

I nc lud ing  f i l e  recovery  in  the  regu la r  ma in tenance  o f  a  f i l e  may  he lp  to  cor rec t  f i l e  s t ruc tu re  p rob lems 

be fo re  they  become apparent .  F i l es  tha t  a re  undergo ing  s t ruc tu ra l  changes  shou ld  be  t rea ted  somewhat 

conserva t i ve l y.  I t ’s  a  good idea  tha t  any  ma jo r  changes  to  a  f i l e ,  i nc lud ing  f i e ld  de le t ions  o r  mod i f i ca t ions ,  be 

done in  a  c lone  o f  the  da tabase  wh ich  can  be  re f i l l ed  w i th  da ta  v ia  an  impor t  a f te r  the  des ign  work  i s  done . 

The  impor tance  o f  us ing  a  c lone  fo r  des ign  mod i f i ca t ions  inc reases  as  the  da tabase  s i ze  g rows.

Timely  back-ups are  the only  guarantee of  database integr i ty  and data  safety .  Us ing  F i l eMaker ’s 

Recover  command i s  l i ke  toss ing  a  l i f e -saver  to  a  person  who can ’t  sw im;  i t  w i l l  p robab ly  save  the  person , 

bu t  i t  wou ld  have  been more  p rudent  to  keep them f rom get t ing  wet  in  the  f i r s t  p lace !

P lease  read Appendix  B ( Troub leshoot ing )  fo r  i ns t ruc t ions  on  how to  recover  a  f i l e .



A-4

Studio Suite X          Appendix A



s s x

A p p e n d i x  B
Troub leshoot ing



B-2

Studio Suite X          Appendix B

What To Do If  You Have A Problem

Prob lems can  occur  fo r  a  va r ie ty  o f  reasons ,  i nc lud ing : 

• 	 Sys tem	Ex tens ion 	con f l i c ts

• 	 Insu f f i c ien t 	RAM	or 	amount 	o f 	memory 	a l loca ted 	 to 	F i l eMaker

• 	 Fa i l u re 	 to 	meet 	 the 	Hardware 	and	So f tware 	 requ i rements

• 	 Damaged	equ ipment , 	ha rdware , 	opera t ing 	sys tem	so f tware , 	F i l eMaker 	app l i ca t ion , 	o r	

document / f i l e .

• 	 Opera to r 	e r ro r

• 	 Bugs . . . . .

Many t imes ,  s imp ly  res ta r t i ng  your  compute r,  qu i t t i ng  and re- launch ing  F i l eMaker  and Stud io  Su i te  w i l l 

remedy  many  p rob lems.

Be fo re  ca l l i ng  fo r  techn ica l  suppor t ,  i t  i s  impor tan t  to  i so la te  your  p rob lem.  Wr i te  down a  comple te  descr ip t ion 

o f  your  p rob lem,  what  modu le / f i l e  i t  occurs  in ,  what  you  do  jus t  be fo re  the  e r ro r  happens ,  and i f  i t  happens 

in  any  o ther  s i tua t ion .

Damaged f i les /  Recovery

Occas iona l l y  a  f i l e  becomes damaged,  and you  w i l l  be  to ld  v ia  a  d ia log  box  to  use  the  Recover  command to 

recover  the  f i l e .  The  p rocedure  i s  s imp le  enough (Se lec t  Recover  f rom the  F i l e  menu ) ,  bu t  havoc  can  ensue 
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i f  the  p roper  naming  convent ions  a re  no t  used. 

A  common mis take  i s  to  a l low the  recovered  f i l e  to  be  named “F i l ename Recovered . fp7” .  Th is  w i l l  be  a  good 

f i l e ,  bu t  because  Stud io  Su i te ’s  look ing  fo r  the  spec i f i c  f i l e  name,  i t  w i l l  s t i l l  t r y  to  use  the  o ld  damaged f i l e .

The  p rob lem can  ge t  worse  i f  F i l eMaker  says  “The  f i l e  “F i l ename. fp7”cannot  be  found. . . ”  ,  and  you  ( th ink ing 

yourse l f  w ise )  te l l  i t  to  use  the  f i l e  named “F i l ename Recovered . fp7” .  Then ,  some re la t ions  w i l l  be  f rom th is 

f i l e ,  and some w i l l  be  f rom the  o r ig ina l  damaged f i l e ,  caus ing  a  comple te  da ta  sc ramb le .  Fu r the r,  you  w i l l 

cont inua l l y  be  to ld  tha t  i t  can ’t  f i nd  the  o r ig ina l  f i l e .

So ,  fo l low th i s  example  re l ig ious l y :

1 .  When to ld  to  recover  a  f i l e ,  c l i ck  Cance l . 

2 .  Go to  the  desk top and RENAME the  f i l e  f rom ( fo r  example )  “F i l ename. fp7”  to  be 

“F i l enameOLD. fp7” . 

3 .  Retu rn  to  F i l eMaker,  se lec t  Recover  f rom the  F i l e  Menu,  and se lec t  the  F i l enameOLD. fp7  f i l e . 

4 .  When i t  asks  you  to  name the  recovered  ve rs ion  o f  the  f i l e ,  remove the  words  “OLD”  and 

“Recovered”  f rom the  f i l e  name,  re - ins ta t ing  the  o r ig ina l  name.

Printing problems

Since  the re  a re  so  many  p r in te rs  on  the  marke t ,  you  may  need to  make minor  tweaks  o r  ad jus tments  to 

any  p r in t ing  layout  to  make i t  fu l l y  compat ib le  w i th  your  p r in te r.  Re fe r  to  your  F i l eMaker  User ’s  Gu ide  about 

the  Layout  mode,  and how to  move  and a r range  f i e lds .  A l l  p r in te rs  work  s l igh t l y  d i f f e ren t ,  and minor  l ayout 

ad jus tments  a re  rea l l y  a  NORMAL occur rence .  Be fo re  you  p r in t  on  an  expens ive  l e t te rhead o r  fancy  paper, 

pe r fo rm a  tes t -p r in t  on  regu la r  paper  to  be  sure  a l l  a reas  p r in t  where  they  a re  supposed to .

1 .  Make  sure  tha t  your  p r in te r  i s  p lugged in  and tu r ned on .  Check  the  cab le  connect ions  to  be 

sure  they  a re  p lugged in to  the  cor rec t  por t .

2 .  Can you  pr in t  f rom any  o ther  app l i ca t ions?

Deleting sample records

Stud io  Su i te  comes w i th  samp le  records  p re-en te red  to  g i ve  you  an  idea  o f  how to  use  each  f i e ld .  When 

you  a re  ready  to  de le te  these  records ,  f rom the  Scr ip t  menu,  se lec t  “De le te  Sample  Records” .  Repeat  th i s 

p rocess  in  a l l  f i l es  and modu les .  I t  i s  bes t  tha t  you  de le te  the  samp le  records  f rom the  Serve r /Host  mach ine 

on ly. 

Missing status area ( in the Calendar and other f i les)

I f  you  don’t  see  the  s ta tus  a rea ,  the re  i s  a  good reason fo r  i t  be ing  locked out .

There  i s  a  sc r ip t  ava i l ab le  to  the  two h ighes t  access  leve ls  tha t  can  on ly  access  the  Layout  mode.  Choose 

“Show Sta tus  Bar ”  f rom the  Scr ip t  menu.  When f i n i shed,  c l i ck  on  the  Sta tus  Bar  bu t ton  on  the  bot tom o f  the 

sc reen  to  h ide  the  s ta tus  a rea  aga in .
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To make changes  in  the  Layout  mode i f  the  S ta tus  Bar  i s  no t  showing ,  c l i ck  on  the  Scr ip t  menu and se lec t 

the  “Show Sta tus  Bar ”  sc r ip t .  You  can  use  th i s  sc r ip t  on l y  i f  you  have  Layout  access .

I f  you  HAVE access  to  the  Scr ip ts  and Layouts ,  DO NOT ALLOW genera l  access  to  the  S ta tus  Bar  by  chang ing 

a  sc r ip t  o r  showing  i t  i n  a  l ayout .  Th is  may  cause  acc identa l  co r rupt ion  o r  damage to  the  f i l e .  Be  sure  the 

checkbox  fo r  “ Inc lude  in  Menu”  i s  no t  checked.



A p p e n d i x  C
Impor t ing  your  da ta  in to  CONTACTS

(From non Stud io  Su i te  sources )

s s x



C-2

Studio Suite X          Appendix C

NOTE:  The fo l lowing instruct ions are  for  import ing data  that  IS NOT f rom prev ious ver-

s ion of  Studio  Sui te .  I f  you are  import ing f rom prev ious vers ion of  Studio  Sui te ,  p lease 

read Chapter  5 .

When per fo rm ing  th i s  t ype  o f  opera t ion ,  i t ’s  smar t  to  make a  sa fe  backup o f  your  ex is t ing  “ f rom”  f i l e  i n  case 

someth ing  ge ts  mang led .  Do i t !

I f  you  a re  impor t ing  f rom another  F i l eMaker  f i l e ,  make  sure  you  have  the  p roper  “ found se t ”  as  on ly  the 

cur ren t  records  w i l l  be  impor ted .

 I f  your  ex is t ing  “ f rom”  f i l e  has  d i f f e ren t  records  marked as  “C l i en t ” ,  “Vendor” ,  “Emp loyee” ,  “Persona l ”  o r 

“Prospect ” ,  you  shou ld  impor t  them as  separa te  g roups  in  separa te  impor ts .  Then  you  can  re- ident i f y  each 

g roup in  those  f i e lds  a f te r  they  a re  impor ted  to  the  Contac ts  modu le .  Read about  how to  ident i f y  records  as 

“C l i en t ” ,  “Vendor” ,  “Emp loyee” ,  “Persona l ”  o r  “Prospect ”  i n  the  Contac ts  modu le  chapte r  o f  th i s  S tud io  Su i te 

User ’s  Gu ide .  A lso ,  read  about  the  “ rep lace”  func t ion  in  the  F i l eMaker  User ’s  Gu ide .

F i l eMaker  can  impor t  the  fo l low ing  types  o f  f i l es :

• 	 F i l eMaker

• 	 tab 	de l im i ted 	 tex t

• 	 comma	de l im i ted 	 tex t

• 	 SYLK

•	 D IF

• 	 WKS

•	 Bas ic

• 	 	Merge

• 	 C la r i s 	Works

• 	 K i l l e r

• 	 DBF

•	 Exce l

Make sure  your  f i l e  i s  i n  one  o f  the  above  f i l e  fo rmats .  You may  need to  read the  User ’s  Gu ide  fo r  the 

app l i ca t ion  o f  the  ex is t ing  f i l e  to  de te rm ine  how to  do  tha t  i f  the  f i l e  i s  no t  a l ready  in  one  o f  these  fo rmats .

1 .  Once you  have  de te rm ined tha t  your  ex is t ing  f i l e  i s  i n  one  o f  these  fo rmats ,  go  to  the  Contac ts 

modu le  o f  S tud io  Su i te ,  and under  the  F i l e  menu,  se lec t  “ Impor t /Expor t ”  and then  “ Impor t 

Records” .

2 .  You w i l l  then  come to  a  d ia log  box  where  you  need to  se lec t  the  f i l e  you  a re  impor t ing  f rom. 

3 .  A f te r  se lec t ing  the  f i l e ,  you  w i l l  see  the  “ Impor t  F ie ld  Mapp ing”  sc reen  o f  F i l eMaker.

4 .  Th is  sc reen  i s  where  you  a l ign  the  da ta  f rom the  f i l e  you  have  chosen to  the  appropr ia te  f i e lds 

in  S tud io  Su i tes  Contac ts  modu le . 

5 .  On the  le f t  s ide  o f  the  sc reen  i s  the  da ta  f rom your  f i l e ,  and on  the  r igh t  a re  the  f i e ld  names in 

the  Contac ts  modu le .

6 .  By  c l i ck ing  and dragg ing  the  f i e ld  names on  the  r igh t ,  you  can  s l ide  them up o r  down so  tha t 

they  w i l l  co r respond proper l y  to  the  da ta  on  the  le f t . 

7 .  C l i ck ing  on  the  “ - - ”  i n  the  m idd le  w i l l  change i t  to  “ ->”  ind ica t ing  tha t  the  da ta  w i l l  t rans fe r 

f rom le f t  to  r igh t .  I f  i t  i s  a l ready  showing  as  “ ->” ,  c l i ck ing  aga in  w i l l  change i t  to  “ - - ” ,  showing 

tha t  th i s  da ta  w i l l  no t  t rans fe r. 

8 .  I f  the  f i e ld  name i s  g ray,  o r  you  can ’t  ge t  the  “ - - ”  to  tu r n  in to  “ ->” ,  tha t  means  the  f i e ld  i s  a 

ca lcu la t ion ,  and tha t  you  don’t  want  to  (and cannot )  impor t  i n to  i t .
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9.  In  the  upper  r igh t  i s  a  “V iew By”  se lec to r.  Th is  w i l l  change the  o rder  o f  the  f i e lds  on  the  r igh t . 

10 .  Se lec t  the  one  tha t  most  c lose l y  matches  the  da ta  on  the  le f t .  There  may  be  no  opt imum 

pos i t ion ,  depend ing  on  the  type  o f  f i l e  you  a re  impor t ing  f rom.

11.  In  the  bot tom le f t ,  the re  a re  “<<“  and “>>”  but tons  tha t  w i l l  sc ro l l  to  the  nex t  and prev ious 

records  in  the  incoming  f i l e ,  so  you  can  see  da ta  f rom d i f fe ren t  records  in  the  l e f t  s ide .  Th is  i s 

use fu l  i f  some records  have  incomple te  da ta ,  you  can  sc ro l l  to  a  record  tha t  has  comple te  da ta 

to  make sure  i t  i s  a l i gned proper l y  to  the  cor rec t  f i e ld  on  the  r igh t .

12 .  A lso  in  the  bot tom le f t  i s  the  “Add New Records”  o r  “ rep lace  da ta  in  found se t ” .  Make  sure  to 

se lec t  “Add New Records”  .

13 .  Once every th ing  i s  a l igned proper l y,  c l i ck  on  the  “ Impor t ”  bu t ton . 

14 .  Nex t  you  w i l l  see  the  “ Impor t  Opt ions”  sc reen . 

15 .  Make sure  “Per fo rm auto  en te r  opt ions  wh i l e  impor t ing”  i s  checked,  and make sure  “Keep ing 

them in  the  o r ig ina l  record”  i s  a l so  se lec ted .

16 .  C l i ck  OK.  Your  contac ts  modu le  w i l l  now be  f i l l ed  w i th  da ta  f rom your  o ther  f i l e ! 

Import Fields

The fo l low ing  i s  an  a lphabet ica l  l i s t  o f  j us t  the  user  impor t  f i e lds  f rom the  Contac ts  Modu le  tha t  appear  on 

the  r igh t  o f  the  “ Impor t  F ie ld  Mapp ing”  sc reen  o f  F i l eMaker.  You might  no t  have  cor respond ing  da ta  fo r  a l l  o f 

them,  but  he re  they  a re  in  case  you  do .  Match  your  da ta  to  these  f i e lds .  The  most  common ly  used f i e lds  a re 

marked w i th  “ * ” .  There  a re  many  f i e lds  tha t  don ’t  appear  on  th i s  l i s t  -  l eave  them a lone  fo r  now.

Fie ld  Name   Explanat ion or  “sample”

*Address  1  f i r s t  l i ne  o f  address ,  usua l l y  s t ree t

*Address  2  second l i ne  o f  the  address ,  l i ke  Apt 

B i l l i ng  Terms usua l l y  “ne t  30”  o r  someth ing  l i ke  tha t

B i r th  Day  DAY o f  b i r th  on ly,  no t  fu l l  da te

B i r th  Month  MONTH o f  b i r th  on ly,  no t  fu l l  da te

B i r th  Year  Year  o f  b i r th  on ly,  no t  fu l l  da te  0811

*Category  “Producer,  eng ineer,  l abe l ,  a t to r ney,  e tc”

*Ce l lphone ce l l  phone number   

*C i t y  

C l i en t  Tax  Rate  i f  d i f f e ren t  f rom your  loca l  ra te

Comments  

*Company  Name Name o f  company

*Count ry  

County  fo r  tax  purposes

Cred i t  L im i t  “$20,000”

Date  H i red

Date  Le f t

Dependents

*Ema i l      

Emp loyee  Notes  “works  we l l  w i th  o thers . . . ”

Emp loyee  P ic tu re

Employee  Sta tus  “Fu l l  t ime,  par t  t ime,  i nd .  cont rac to r ”

Ex tens ions  1  Phone ex tens ion  fo r  OFF ICE PHONE

Extens ions  2  Phone ex tens ion  fo r  OFF ICE FAX

Extens ions  3  Phone ex tens ion  fo r  HOME PHONE
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Extens ions  4  Phone ex tens ion  fo r  HOME FAX

Extens ions  5  Phone ex tens ion  fo r  CELL PHONE

Extens ions  6  Phone ex tens ion  fo r  PAGER

*F i rs t  Name

F lag  1  marker,  l i ke  “b rochure” ,  o r  “par ty ”

F lag  2

F lag  3

F lag  4

FoodRestauran t  P re fs  “ l i kes  McDona lds”

Hea l th  I ssues  “d iabetes”  

*Home Fax

*Home Phone

* Ins t rument

Las t  Here  was  las t  a t  our  s tud io

*Las t  Name

Last  Spoke

le t te r  sen t  da te  o f  l as t  “bu lk ”  l e t te r

Le t te r  Tex t    

Manua l  SS9 KMi l l e r  2009 wr i te r

M ics  M ic  p re fs  -  “TLM 170 on  voca ls ”

*M idd le  In i t i a l  

Mix 	A l ignment 	 “996	30 	 IPS	+6@250”

Mu l t i 	Track 	A l ignment 	 “996	30 	 IPS	+6@250”

*Of f i ce  Fax

*Of f i ce  Phone

Other  Pre fe rences  “ l i kes  cheese  dood les  in  cont ro l  room”

*Pager  pager  number

Persona l  Days  number  o f  pe rsona l  days  taken

Phone Book Notes  usua l l y  d i rec t ions  to  hours

*Pre f i x  “Mr,  Mrs ,  Dr,  Reverend,  e tc”

Reason Le f t  “moved to  be t te r  company”

Sa la ry  “$500 week”

Schedu le  “10am to  6am,  Monday  th ru  Sunday”

S ick  Days  ac tua l  s ick  days  taken

Spec ia l  Ta len ts  “ Im i ta tes  Tren t  Reznor ”

*S ta te  

S ty les  “R&B”  

Tax  Exempt  must  be  “yes”  o r  “no”

Tax  Exempt  Number

*Tax  Number  Soc ia l  Secur i t y  #  o r  E IN

*T i t l e  “Pres ident ,  Manager,  e tc . . . . ”

Un ions  “AFM,  SAG,  e tc”  shou ld  have  car r i age  re tu rn  a f te r  each

Vacat ion  G iven  ac tua l  da tes  o f  g i ven  vacat ion

Vacat ion  Pre fe rence  p re fe r red  vacat ion  da tes

Web S i te

x00 -  x03  Ho l iday  ca rds  fo r  2000 -  2003.  Must  be        

“Yes”  o r  “No”  

x96 -  x99  Ho l iday  ca rds  fo r  1996 -  1999.  Must  be        

“Yes”  o r  “No”  

*Z ip  Pos ta l  Code 93063

*Z ipP lus  Posta l  Code 4  d ig i t  ex tens ion   



A p p e n d i x  D
Back ing  up  “Miss ion  Cr i t i ca l  Data”

s s x
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Back ing  up  da ta  i s  an  easy  th ing  to  pu t  o f f  un t i l  l a te r,  bu t  tha t ’s  no t  a  good idea .  As  they  say,  i t ’s  no t  a  mat te r 

o f  IF  your  d r i ve  w i l l  c rash ,  i t ’s  a  mat te r  o f  WHEN.  Power  sp ikes  and outages  a lso  can  damage f i l es  tha t  a re 

runn ing ,  and these  can  occur  any  t ime.  To  he lp  p revent  th i s ,  your  se rve r  shou ld  be  on  a  UPS (Un in te r rupted 

Power  Supp ly ) .

Here  a re  some recommendat ions  fo r  back ing  up  your  “M iss ion  Cr i t i ca l  Data” .

1 .  I f  poss ib le ,  use  F i l eMaker  Serve r,  as  i t  has  some spec ia l  advantages  fo r  c rea t ing  backups : 

  1 )  I t  w i l l  c rea te  backups  wh i l e  the  f i l es  a re  open and in  use . 

  2 )  I t  w i l l  do  i t  au tomat ica l l y.

2 .  Crea te  a  fo lde r  ca l l ed  “S tud io  Su i te  9  Backups”  on  a  d r i ve  o ther  than  where  the  “ l i ve”  da ta 

i t se l f  res ides .  I f  one  o f  the  d r i ves  c rashes ,  you ’ l l  s t i l l  have  recent  da ta  on  the  o ther  d r i ve . 

When poss ib le ,  use  RA ID dr i ves .

3 .  Crea te  a  fo lde r  fo r  each  day  o f  the  week  (Monday,  Tuesday,  Wednesday. . . . )

4 .  Crea te  fo lde rs  fo r  spec i f i c  t imes  th roughout  the  day  (noon,  3pm,  6pm,  9pm,  o r  what  eve r 

i n te rva ls  you  fee l  comfor tab le  w i th ) .

5 .  Us ing   F i l eMaker  Serve r,  c rea te  backup schedu les  tha t  w i l l  backup in to  each  o f  these  fo lde rs . 

See  the  F i l eMaker  Serve r  manua l  fo r  spec i f i c  de ta i l s .

6 .  Do the  f i na l  backup o f  each  day  in to  tha t  days  fo lde r.  i . e . ,  backup a t  11pm in to  the  Monday 

fo lde r.

7 .  A t  the  end o f  the  week ,  c rea te  a  DVD backup o f  each  o f  the  da i l y  fo lde rs .

8 .  There  i s  a  par t i cu la r  f i l e :  SS8_Resources. fp7  tha t  on ly  ho lds  “ re fe rence  da ta”  such  as  Posta l 

Codes ,  Graph ics ,  In te r face  Tex t  and Trans la t ions ,  and Reca l l  D raw ings .  S ince  you  w i l l  no t 

t yp ica l l y  be  a l te r ing  th i s  da ta  on  a  regu la r  bas is ,  you  don’t  need to  inc lude  i t  i n  your  regu la r 

backups ,  however,  i f  you  do  need to  make a  change to  any  th i s  da ta ,  you  shou ld  make a 

backup o f  th i s  f i l e  f i r s t ,  then  aga in  a f te r  you  make the  change.



Studio Suite X          Appendix D

D-3

Th is  method a l lows you  reca l l  the  f i na l  backup fo r  each  day  in  h i s to ry,  and a lso  go  back  to  a  p rev ious  backup 

f rom “ today”  (as  poss ib le  by  s tep  4  above ) .  Th is  backup w i l l  be  use fu l  when someone acc identa l l y  de le tes 

da ta  they  shou ldn ’t  have .

Don’t  j us t  assume tha t  the  backup schedu les  a re  work ing .  CHECK tha t  the  backups  a re  ac tua l l y  be ing  made. 

Permiss ions  on  fo lde rs  and dr i ves ,  o r  i nva l id  f i l e  pa ths  w i l l  p revent  backups  f rom get t ing  made.  Don’t  assume 

they  a re  be ing  made-  check  i t !

I f  you  a re  NOT us ing  F i l eMaker  Serve r,  you  can  adopt  a  s im i l a r  “ fo lde r ”  approach to  the  above ,  w i th  one 

impor tan t  except ion :  You must  c lose  the  f i l es  (qu i t  S tud io  Su i te )  be fo re  copy ing  the  f i l es .  I f  you  copy  a  f i l e 

wh i l e  i t ’s  open,  i t  w i l l  no t  be  a  re l i ab le  backup.  C lose  f i l es  f i r s t .  Th is  app l i es  i f  you  a re  us ing  3 rd  par ty  backup 

app l i ca t ions  l i ke  Ret rospect ,  e tc .

Shou ld  you  f i nd  tha t  you  need to  reve r t  to  a  backup,  you  may  want  to  rev iew the  sec t ion  ca l l ed  “S tud io  Su i te 

f i l e  s t ruc tu re  in  chapte r  4 ,  to  make sure  you  rep lace  the  cor rec t  f i l e .

In  any  case ,  i f  you  a re  us ing  F i l eMaker  Serve r,  make  sure  to  C lose  the  da tabase  in  ques t ion  (Us ing  the 

F i l eMaker  Serve r  Admin  app l i ca t ion ) ,  swap the  f i l e ,  then  re-open the  f i l e .  I f  you  a re  no t  us ing  F i l eMaker 

Serve r,  make  sure  to  Qu i t  S tud io  Su i te  be fo re  mov ing  the  f i l es .

I t ’s  a l so  poss ib le  to  be  more  su rg ica l ,  by  open ing  up  the  backup on  a  separa te  compute r,  f i nd ing  the  da ta 

you  want  to  res to re ,  and impor t ing  jus t  tha t  da ta  in to  the  appropr ia te  tab le  in  the  “ l i ve”  ve rs ion .  You shou ld 

be  ve ry  fami l i a r  w i th  S tud io  Su i te  and F i l eMaker  be fo re  a t tempt ing  th i s  p rocess .

    MAKE REGULAR BACKUPS!
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The Posta l  Codes Table  ho lds  pos ta l  US  Zip Codes and the i r  assoc ia ted  City,  State ,  County  and Country. 

Th is  ‘ suppor t ’  f i l e  i s  used by  the  Contacts  modu le ,  and i t  au tomat ica l l y  en te rs  these  f i e lds  when a  Zip Code 

i s  en te red  and the  tab  key  i s  t yped.

Adjustments and addit ions

Since  pos ta l  da ta  i s  under  cons tan t  change,  you  may  need to  make ad jus tments  o r  add i t ions  to  your 

Resources  f i l e .   The  Resources  f i l e  was  not  i n tended as  a  User  f i l e .  We recommend tha t  you  care fu l l y  fo l low 

the  ins t ruc t ions  be low to  mod i f y  the  Resources  f i l e . 

I f  S tud io  Su i te  does  not  au tomat ica l l y  en te r  the  City  and  State  when a  Zip Code  i s  en te red  in  the  Contacts 

modu le ,  then  the  va lues  p robab ly  don’t  ex i s t  i n  the  Posta l  Codes  tab le .

1 .  C l i ck  on  the  W indow menu in  the  too lbar  ( top  o f  your  sc reen ) .

2 .  Se lec t  ‘Show W indow’ ,  then  choose  ‘ (SS_Resources_7 ) ’ .

3 .  Th is  w i l l  open  the  Resources  w indow w i th in  S tud io  Su i te .

4 .    C l i ck  on  the  Posta l  Codes  tab  to  open the  Posta l  Codes  tab le .

5 .  C l i ck  a  sor t  bu t ton  to  sor t  the  l i s t  a lphabet ica l l y  by  City,  State ,  Posta lCode  o r  County .

6 .  Scro l l  th rough the  l i s t  fo r  the  en t ry  you  wou ld  l i ke  to  mod i f y.

7 .  You can  a lso  c l i ck  on  Ed i t  >  F ind/Rep lace  and type  in  the  name o f  the  City  o r  State  o r  t ype 

the  Posta l  Code and h i t  ‘F ind  Next ’ .  Th is  w i l l  au tomat ica l l y  search  the  Resources  f i l e  and f i nd 

your  spec i f i c  en t ry.

NOTE- If  there are more than one records in the Postal  Codes table that have the 
same zip code,  Studio Suite wil l  lookup the city and state from the f irst  record that 
has a matching zip code.  Be sure to make your changes on the f irst  found record.
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