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The Worksheet Window 
 

 

>> START by clicking the purple “Worksheet” button in the upper left.  In the Worksheet, 
you have everything you need to set up a new employee and calculate their hours to gross 
pay.  The Time Card button/layout next to the Worksheet is solely for printing Time Cards. 
 
>> Create a blank NEW time card by clicking the yellow "New Card" button on the 
navigation bar at the top.  Notice that the quantity of "Records" or Time Cards in the 
database has increased by 1.  “Record” represents the current time card you are looking at – 
“Found” represents the total time cards you are looking at - and "Total" represents the total 
quantity of time cards in your database.  The way to think about it is that all your time cards 
are in a filing cabinet and each time you come to the program your are going to “Find” the 
time cards you want to work on and put them on your desktop. 

 

 

Paying Hourly Employees 
>> Let's start by entering the info in the name, social, and account number fields.  Type, "Otter" in the first name field.  
Use your Tab button to move forward.  Hold the Shift key down and hit Tab to move backwards.  Now, type "Huntley" in 
the last name field.  Complete the rest of the fields as shown below.  Note:  Tabbing will move you through the most 
logical path of filling out your time card. 
 

 
 
>> In the section below, you’ll enter the pay information.  Select “Hourly” from the red pull down menu.  Then, complete 
the rest of the fields as shown below.  

 
 

Overtime Schedules 
>> Overtime Schedule:  In order for the program to calculate the straight, overtime, and gold time hours, you’ll need to 
apply an OT Schedule.  Click the red OT Schedule link. 
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Note:  Using this overtime grid, you can calculate almost every Union and Guild 
straight, overtime, gold time, elapsed time, 6th, and 7th day calculations 
automatically.  Also, once you’ve applied an OT Schedule, you can Copy and Paste 
that schedule on any other time card. 

 
>> OT Schedules Layout:  Use any of these pre-set OT Schedules or create your own.  For detailed instructions on how to 
create your own, click on the “HELP ON OT SCHEDULES” blue link.   
>> Now, click on the “Get” button next to the “Basic 10 Hour Day” OT Schedule to Get this schedule for the current time 
card. 

 
 
Notice that it only takes (2) clicks of the mouse to apply any OT Schedule. 
 
>> BACK ON THE WORKSHEET – JOB INFO 
There is certain Job information that will be placed on every time card each week.  Simply type it once, click “Copy Job”, 
and it will be in permanent memory to “Paste Job” on every new time card. 

 
 
Let’s enter the following information for the job info.  Picture: Surfer’s Paradise – City, State: Malibu, Production 
Company: Otter This World. – Payroll Company: Media Services – Week Ending: 12/25. 

 

Using Pop Up lists:  
-- Click twice to enter the 12/25 date.  Once you’ve added it on one time card, it will automatically be added to the pop up 
list for future use. 
   Note:  When you select items from pop up lists with a lot of items, just type the first letter (or couple letters) of what you 
want and it will jump to that word automatically. 

 

Entering Hours 
>> Enter the hours for the first day as entered below (use tab to move through the grid).  Notice, because of the OT 
Schedule we chose, the hours are broken down for you and Total Days Worked = 1. 
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Copy/Paste Hours 
>> Now click on the “1st” in the COPY COLUMN (left).  This will copy the Day 1 hours into memory.  Now paste down 
the hours for the entire week as listed below by clicking in the PASTE COLUMN 2nd, 3rd, 4th, 5th, 6th, & 7th.  You can copy 
any day to any other day.  Just be careful though – Notice that the sixth and seventh days will pay out the hours differently 
based on the OT Schedule.   Also, at the bottom left, you can click Copy the entire set of hours and Paste them onto any 
other time card. 

. 

 

Date Pasting and Prod#/Epi. Pasting 
>> Next to the Total Hours column is the DATE column.  If you click the “DATE” link, the program will copy down the 
dates worked based on the Week Ending date you selected.  If you want something different, type the date, e.g. 9/4, in the 
first row and click the DATE link.  It will paste down the dates based on the date you entered. 
>> Next to the DATE column is the Prod#/Epi. Column.  If you click the “Prod#/Epi.” link, the program will copy down 
the Prod#/Epi. Number from the Job A information.  If you want something different, type the Prod#/Epi., e.g. 101, in the 
first row and click the Prod#/Epi. link.  It will paste down the Prod#/Epi. Number based on the Prod#/Epi. Number you 
entered at the top of the screen. 
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Forcing Union Guaranteed Hours 
>> The program can warn you if someone didn’t work the “*Hours Per Day” you entered at the top of the screen.  E.g., 
change the 2nd Day Wrap to 15.3 Hours – notice the warning.  If you want to, you can force the Union Guaranteed hours 
up to the “*Hours Per Day” you entered earlier.  Click the “7 Days” button for all (7) days, or the “5 Days Only” button to 
force just the first (5) days.  Notice the total hours for the 2nd Day is now 10. 

      
 

Meal Penalty Violations 
>> Meal penalty violations are automatically calculated for you; however, these numbers have no effect on the time card 
unless you want them to be recognized.  To recognize them and pay the respective fee, click the Basic Crafts or IATSE 
buttons.  For this example, click IATSE. 

      
 

MPV’s - Calling Grace 
>> After clicking IATSE, the program will grab the appropriate fees and units recognized, then place them into the 
respective days.  If you want to call Grace, or override the pre-calculated MPV units, type the number of units you want to 
recognize, e.g. (3) for the 1st Day, then hit the IATSE button again to grab fees based on your override numbers. 
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MagicPay 
>> Now you’re ready to click the MagicPay button.  When you click the MagicPay button, the program clears the entire 
Pay Breakdown grid, scans the information you’ve entered, and types as many lines of pay information as it possibly can.  
Sometime it pastes 100% of the Pay Breakdown.  After clicking MagicPay, you can add any lines of pay information you 
wish or edit what MagicPay has pasted.  

 
Important Notes On MagicPay: 

• It clears the grid first thing.  So if you’ve edited the area, you may want to click on the “Lock” column on the very 
right to freeze those lines of pay – be careful not to lock on lines of detail that MagicPay uses. 

• If there is only one Prod#/Episode, almost all of the allowances will be pasted – Box, Car, Mileage, etc. 
• Once you start Splitting Jobs or Re-rating, MagicPay will only pro-rate straight time, over time, gold time, boxes, 

MPV, vacation, and holiday.  You’ll need to time in items such as mileage by hand. 
• If you put Prod#/Epi numbers next to a day in the hours worked section, you must have a respective Prod#/Epi 

number in the Multi-Job Re-Rate Section. 
• Lastly, you can copy “c” and paste “v” any single line to any other line on any other time card. 

 

Multi-Job/Re-Rating 
>> Notice that the Job/Episode information we typed in earlier is already listed in the MULTI-JOB / RE-RATING section 
as Prod#/Epi (A).  Also, notice on the right hand image, we coded everyday to Prod#/Epi (101).  If there is only one 
Prod#/Epi number, YOU DO NOT NEED TO CODE IT BY DAY.  On the other hand, if you are going to have Multiple 
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Prod#//Epi’s in a week or re-rate someone; YOU MUST CODE IT DAY BY DAY. 

      
 

Multi-Job/Split Coding 
>> For convenience, you can copy Prod#/Epi (A) information down to Prod#/Epi (B) by clicking the “B)”.  Do so now.  
Then change the “?” in the Prod#//Epi field to “102”.  Now we can code any day to Prod#/Epi 101 or 102 by typing the 
Prod#/Epi number next to the day worked.  Let’s book days 5, 6, and 7 to 102 now.  Your screen should look like the 
one on the right below. 

      
 
>> Now click MagicPay again.  Notice you just booked everything to two different episodes. 

 
 

 

Re-Rating 
>> Instead of coding to a different Prod#/Epi, we are going to book them to the same Prod#/Epi using a dash “-“ and 
change the account and hourly rate to different number. 
For convenience, you can copy Prod#/Epi (A) information down to Prod#/Epi (B) by clicking the “B)”.  Do so now.  Then 
change the “?” in the Prod#//Epi field to “101-”.  Also, for Prod#/Epi (B), change the “Acct#” to 6789, the “Set” to 15, 
and the “Hourly Rate” to $60.   Now we can code any day to Prod#/Epi 101 or 101- by typing the Prod#/Epi number 
next to the day worked.  So let’s do it - book days 5, 6, and 7 to “101-” now.  Your screens should look like the ones 
below. 
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>> Now click MagicPay and watch the Magic. You can re-rate and/or split code up to four different ways. 

 
 

 

Override Grid 
>> The Override Grid does exactly that.  It allows you to override any calculations made by the program.  This way you 
can tell it to pay out any hours in any order you like. 

 
 

 

Employee Info / Deal Memo Info 
>> At the bottom of every worksheet, is the employee info / deal memo information.  Here you can track as much (or as 
little) information as you like.  Recognize, as you type the First Name here, you are really typing the first name on the 
time card and at the top of the worksheet.  You’ll see this repetition in many instances – especially with the employee’s 
“Account Number” which is located in three different places on the Worksheet. 
NOTE:  There is an identical window for setting up employees where you don’t have to scroll to the bottom of the screen.  
You can find it on the navigation bar at FORMS  EMPLOYEE INFO. 
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Allowances, Vacation, Etc. 
>> At the bottom of every worksheet, is the employee info 

 

IMPORTANT:  If you Multi-Job/Re-Rate, MagicPay will not 
automatically paste lines of detail for Car, Insurance, 
Lodging, Mileage, and Salary Advances.  Only lines of detail 
for straight time, overtime, gold time, boxes, MPV’s, 
vacation, holiday, and per diems will be pasted automatically. 
Vacation & Holiday work identically.  If you add a percent, 
e.g. .04, in the %Percent field, MagicPay will always paste a 
line of detail for 4% of the 1X or Flat rate. 
 
Boxes and Car default to pay by total days worked.  If you 
want a weekly amount only, check the “Wkly” check box 
next to the respective line.  You can have the car 
automatically be split coded in lieu of split coding your 
box/kit rentals. 
 
Lodging, Mileage, and Salary advances default to non-
taxable, check the “Txbl” check box for taxable. 
 

 
Per Diems are calculated by Days Worked X Per Diem Allow – If you check the “Auto” check box, a negative charge will 
be applied equal and opposite to the total non-taxable and taxable Per Diems. 
 

 
 

Duplicating Time Cards 

Duplicating One Time Card 
>> There are two ways to duplicate time cards – 1. An Exact Duplicate 2. A duplicate with Info Only (Employee info is 
copied forward except the work hours, MPV’s, and lines of detail on the Pay Breakdown are empty). 
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>> Duplicate the time card now with “Duplicate Card”.  This will create an identical card except the Week Ending will 
default to the millennium; “1/1/2000” and the status will default to “Pending”.  Let’s pretend this new time card is a 
“straight” (meaning they get paid the same every week) and change his week ending to 9/17/2005.  Now we need to 
change the day-by-day dates to reflect the new week ending.  Click into the first row of the DATE column, type in “9/11” 
and then click the “DATE” link right above it.  You can do the same with the Prod#/Epi. link too.  Type a Prod#/Epi. 
number in the first row and click the link to paste it down.   

 
 
>> Change the status to “Completed” and you’re done (If it’s not on the menu, double click to enter it. 
IMPORTANT NOTE ABOUT STATUS:  You do not need to use this feature.  It is only there to tell you it’s this time 
card is done.  There is nothing stopping you from editing this time card after you have selected completed. 

 
 

 
 

Duplicating One Time Card – INFO ONLY 
>> When you click the “Duplicate Info Only” button, a new time card is created and all Employee info is copied forward - 
except the work hours, MPV’s, and lines of detail on the Pay Breakdown are empty. Now, just key in the hours and hit 
MagicPay. 

 
 

 
 

Duplicating Last Week’s Payroll 
>> Click on the Reports button in the navigation bar.  Then click on: 
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>> List brings you to a listing of the time cards in your database.  Normally, you would have thousands of time cards and 
you would find last week’s payroll to duplicate.  For this tutorial, we will duplicate the 3 or 4 time cards we have created. 

 
>> To duplicate multiple time cards at once: 

• Using your mouse, click on the red check boxes for the people you want new time cards 
• For speed, you can use the “Select All Checkboxes” button – then un-check any unwanted time cards 
• Click the “Duplicate All Checked Time Cards” button 
• A message will pop up asking you if you want the time cards duplicated “Exactly” the same or with “Info Only”?  

Duplicates are exactly that – Info Only time cards are duplicates without hours worked, MPV’s, and Pay 
Breakdown information 

• The program will create the new time cards and then ask you information that will be applied to the new set of 
time cards, e.g. Week Ending.  Answer the quick questions; and you’re done 

 

Paying Daily Exempt Employees 
>> On the navigation bar, click “New Time Card”.  Select “Daily” from the Pay Type menu and enter $100 in the “Daily 
Rate” field as shown below. 

 
 
>> At the bottom of the Hours Entry section, you’ll see the word “Flats:” In the boxes next to the word Flats, select the 
“W” (for Worked) from the pull down menu in the first (5) boxes.  This will paste the word “WORKED” on days (1) 
through (5) on the time card. 

      
 
>> The first three items in the pull down menu, W (Worked), T (Travel), and HP (Holiday Paid) count towards “Total 
Days Worked”.  The I (Idle) and the HU (Holiday Unpaid) do not count towards “Total Days Worked”. 
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>> Press the MagicPay button. 

 

The program pastes the Total Days Worked 
and the Daily Pay Rate.  Had you only 
selected (4) W’s, the Pay Breakdown 
would have displayed 4 x 1 x $100 = $400. 
 
NOTE:  While you are entering data, you 
cannot see the “W O R K E D” across the 
time card. 

 

Multi-Job / Re-Rating a Daily Employee 
>> To Multi-Job/Re-Rate a daily person, use the same method learned in “Paying Hourly Employee” above.  The only 
difference is you need to enter data into the “Daily Rate” column and select the “Worked” check boxes for each day 
worked. 

    
 
 

Paying Writers 
>> If you wanted to pay a writer a total of $5,600, but it had to be broken out in the following way:  $4,000 for the first (4) 
days and $1,600 for the last day, you would do the following.  Calculate the daily rate for the first (4) days and enter it in 
the Daily Rate column for Job A.  Then enter the $1,600 daily rate in the Job B Daily Rate column.  Code days 1 through 
4 to Job 101 and the 5th day to Job 101-. 

    
 
>> MagicPay would result in: 
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Paying Weekly Exempt Employees 
>> IMPORTANT:  Many people are called “Weekly’s” but they are paid by the hour – Pay them using the “Paying 
Hourly Employees” section above. 
On the navigation bar, click “New Time Card”.  Select “Weekly” from the Pay Type menu and enter $1,000 into the 
“Weekly Rate” field.   

 
 
>> Press MagicPay.  That’s it. 

 
 

Split Coding a Weekly Employee 
This is exactly the same as split coding an hourly or daily person.  Create Prod#/Epi.’s and apply them to each day. 

 
 
Click MagicPay and viola. 
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Re-Rating a Weekly Employee 
>> See Multi-Job / Re-Rating a Daily Employee.  Even though they are a weekly employee, you’ll need to pay them as a 
daily (Pay type = Daily) in order to pay different days at different rates.  See below for example. 

  
 

Printing Time Cards 
>> Next to the “Worksheet” button is the “Time Card” button.  The only reason for the “Time Card” layout is to print the 
time cards.  Click the “Time Card” button now. 

 
 
>> Notice on the right hand side of the navigation bar the “Print All” button.  If you want to print all your currently Found 
time cards, use Print All.  If you just want to print the time card that is currently on the screen, use the Print One button. 
 

Printing Reports 
>> Next, click the “Worksheet List” button.  This is a basic report in the program.  When printing, use the “Print” button 
in the upper right hand corner.  It is programmed to choose a landscape layout and “Records Being Browsed” – meaning, 
print all Found records. 

 
 
>> Next, click the Reports button.  This will bring up a window with a plethora of reports for printing.  Select the “Rate 
Report”.  You can print this or “Copy All Time Cards (to Paste in Excel)” using the Scripts menu at the top of the screen.  
Once copied, you can paste into Excel. 
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IMPORTANT NOTE:  By copying and pasting two different reports into two different Excel worksheets, you can create 
your own custom reports by inserting a column in say, report A, and pasting into that column information from report B. 
 

Printing Reports to PDF 
>> To print your reports to PDF, download our FREE PDF CREATOR from www.ShowbizSolutions.com. You’ll find it 
on our “Products” page.  Once you SAVE the file to your desktop, close all applications.  Then double-click the file to 
install the program.  Once installed, in your print window, simply change your printer selection to PrimoPDF.  Now, 
instead of printing to your printer, you are printing to a PDF file that can be attached to any e-mail and read by all.   
 
 

MISCELLANEOUS APLHABETIZED FEATURES 

Backing Up Time Card Data 
>>  Under the Scripts menu, select “Backup My Time Cards”.  MAKE SURE TO SAVE THE FILE AS A “FILEMAKER 
PRO RUN-TIME FILE”.  Give the file a name like, “All Crew Cards 12-15”, and save it someplace other than your 
computer on a server or thumb drive.  This way, if your hard drive crashed, you would simply re-install the software and 
use the “Import Time Cards” feature to have all your data up and running. 

BIBLE 
>>  You can print your Bible directly from the program, or quickly copy and paste it into Excel.  Go to Reports  
BIBLE.  Then click the “Find Unique Set of Time Cards” button on the navigation bar.  This will find the last time card 
(only 1 for each person) based on their social security number. 
>>  To copy and paste the Bible into Excel, first use the “Copy Header” button on the navigation bar.  Now that the 
header is on your clipboard, go to Excel and hit paste.  Go back to Showbiz Crew Cards and click the “Copy Bible” button 
on the navigation bar to copy all the time card info onto the clipboard.  Now, go to Excel and paste the details.  Note:  If 
you highlight the rows with data in Excel, you can use the Format  AutoFormat feature to quickly give it a good look 
and feel.  I recommend the one on the left, second from the top. 

Box / Kit Rental 

 
>>  BOTH the box and car rental costs will paste automatically on a single job.  Once you start split coding though, you 
have to make a choice.  The box rental will be pasted by default in lieu of the car rental.  If you want the car to be split 
coded instead of the box, leave the Box Allow blank or click on the “Don’t Pay Box” checkbox located directly below the 
red circle with a slash through it. 
>> If you just want to pay out a pre-specified amount for the week, select the checkbox under the “Weekly” column.  This 
will pay one line of detail equaling the amount you entered in the Allow field. 
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Copy List of Cards to Paste in EXCEL 
>>  Under the Scripts menu, select “Copy All Time Cards (to Paste in Excel)”.  This will copy all the currently Found 
records into memory – make sure you are on a list of time cards.  Then, open Excel and hit paste. 

DGA – Extended Days, Meal Money, & Production Fees 

 

>> Extended Days (these are weekly defaults – you may have to change what’s pasted based on total 
directors for that day): 
“13+” Pays: 13-16hrs = ½ day, 16-20hrs. = 1.5 days, and 20+hrs = 2.5 days 
“14+” Pays: 14-16hrs = ½ day, 16-20hrs. = 1 day, and 20+hrs = 2 days 
“16+” Pays: 16-20hrs. = 1 day, and 20+hrs = 2 days 
“16 Distant” Pays: 14-16hrs = ½ day, 16-20hrs. = 1.5 days, and 20+hrs = 2.5 days 
>>  To pay DGA Meal Money, click on the “Pay DAG” radio button.  Then, enter the account to book 
it to and the daily allowance.   
>>  If you just want to pay one flat amount for the week, enter the total amount in the allowance field 
and check the “Weekly” checkbox. 
>>  Production Fees:  Just enter the amount you want paid if they meet the in & out times criteria. 

E-Mailing Your Time Cards 
>> Before you e-mail your time cards, make sure you have “Found” the time cards you want to send – See “Finding Your 
Time Cards”.  Assuming you have “Found” the appropriate time cards, there are two ways to e-mail your time cards: 

1. Print to PDF and attach the PDF to an e-mail 
a. Go to the “Time Card” layout.  Use the “Print All” button in the upper right hand corner.  Assuming 

you’ve already installed our free PDF creator from www.ShowbizSolutions.com, select “PimoPDF” from 
the “Printer” menu and follow the saving instructions.  This will generate an Adobe Acrobat PDF that any 
payroll company can read and print. 

2. Export the Time Cards to a file and e-mail the file to Media Services.   
a. Go to the “Time Card” layout.  Under the Scripts menu  select Export Time Cards.  Follow the 

instructions and this will create a file you can attach to an e-mail and send to Media Services. 
 
>>  IMPORTANT:  Make sure to double-check how many time cards you are sending.  You wouldn’t want to include any 
time cards that have already been paid. 
 

Exporting Your Time Cards 
>>  First, make sure you have “Found” the time cards you want to send – See “Finding Your Time Cards”. To export time 
cards and send them to yourself or somebody else, go to the “Time Card” layout.  Under the Scripts menu  select Export 
Time Cards.  Follow the instructions and this will create a file you can send to anyone who has the current version of the 
software. 

File Folder Labels 
>>  There are Avery File Folder label layouts built into the program for both pin-fed and laser printers.  Click the “Forms” 
button on the navigation bar and select a file folder layout.  Prior to printing these labels, you should go to the BIBLE 
report and click the “Find Unique Set of Time Cards” button on the navigation bar.  This will get one time card found for 
each person.  Lastly, print these labels using the Portrait layout in the File  Print Setup window. 

Finding Your Time Cards  
IMPORTANT NOTE:  Since you don’t have the data above in your database, simply read on or use a week ending that 
exists in your database of time cards. 
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>> Notice above, there are many weeks of time cards in your database:  You just want to Find the 8/6/2005 time cards.  
To do so, you must perform a Find and bring back only the time cards tagged as week ending 8/6/2005.   
This takes three steps: 

1. Enter “Find Mode” by clicking the magnifying glass.    This will give you a blank record to input 
data. 

2. You can search in any field; however you would only search in the Week Ending field if you wanted to bring up 
an entire week’s worth of time cards.  You would enter 8/6 (it always defaults to the current year) or 8/6/2005 in 
the Week Ending field. 

3. Once you entered Find Mode, a new “Find” button appears directly below the Rolodex. 
Use this button to execute your Find (Bring back all time cards based on the criteria you entered).  

 
 
>> The result would be all time cards with the week ending tagged as 8/6/2005: 
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Holiday 

 
>>  To pay holiday or vacation pay, type in an account number to post it to and then the percent, e.g., .03179.  This will 
pay holiday or vacation pay based on the straight time or flat rates.  If you want to pay on time and a half or double time, 
use the OT Pay column.  If you want to pay – no matter what – a certain minimum/maximum – use the Min Daily column.  
This will pay the first 8 hours of straight time and anything over 8 at time and one half. 

Importing Your Time Cards 
>>  Select the “Help – Showbiz Time Cards” from the Help Menu. 

 
 

Night Premiums 

 

>>  Night premiums have no affect on the time card unless you check the “Off Production” 
checkbox.  Once checked, the time card itself will display “Off Production” on it.  
Additionally, when you MagicPay, the night premium costs would be pasted in the Pay 
Breakdown section. 
>>  If you need to ignore a day, just click on the check box next to the day you want to ignore. 
>>  For details on the night premiums, click on the “Night Premiums” link. 
NOTE:  The night premiums paste only the costs up and above the hourly rate – basically, 
night premium hours are not deducted from the straight, OT, and Gold hours. 

 

Override Grid 
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>>  Sometimes you need to override the hours worked due to a 54 Cume, Bus To, or any other reason you want different 
total work hours.  Above is an example of a Bus To override.  Since the OT schedule applies to the first 5 days, it isn’t 
appropriate for the Bus To on the 2nd day.  Therefore, instead of getting 8 straight, 4 OT, and 2 double time hours, you 
simply type in the hours for straight, OT, and gold that you desire. 

Per Diems – Advances, Taxable, and Non-Taxable 

 
>>  Per Diems will be pasted automatically at the bottom of the Pay Breakdown.  You can have a separate taxable and 
non-table Per Diems.  Use the Per Diem Advance “Auto” checkbox to payout an equal and opposite amount to that of the 
Taxable and Non-Taxable Per Diems.  Note:  In some cases, specifically split coding with Night Premiums, this feature 
will not be automatic. 

Recovering Damaged Files 
>>  If your computer crashes with the time card software open, you will most likely get a warning, “This file is damaged, 
use the recovery command to fix this problem.”  To recover the program: 
 
WINDOWS 
You need to find the application program that is most likely located here: 
My Computer --> (C:) drive --> Program Files --> Showbiz Solutions --> Showbiz Crew Cards 6.0 -->Showbiz Crew 
Cards 6.0.EXE.  Left click once to highlight the file.  Then hold down the “Ctrl” key and the “Shift” key at the same time.  
Now, left double-click the file to launch the “Recover Damaged File” window.  Once this window appears, select the 
Crew_Cards file to recover.  Note:  This feature is a little finicky.  You may have to try it a couple times to get it to work. 
 
MACINTOSH 
You need to find the application program that is most likely located here: 
Showbiz Crew Cards 6.0 (folder) -->Showbiz Crew Cards 6.0.EXE.  Left click once to highlight the file.  Then hold down 
the “option” key and the “Applet” key at the same time.  Now, left double-click the file to launch the “Recover Damaged 
File” window.  Once this window appears, select the Crew_Cards file to recover.  Note:  This feature is a little finicky.  
You may have to try it a couple times to get it to work. 

Replace Field Contents 

 
>>  This feature is like fire – it can warm you up or burn you.  Make double sure you are doing it to the correct Found Set 
of time cards.  And know this, it cannot be undone. 
>>  If you wanted to change all your week ending time cards of 6/25/05 from Pending to Completed, you can do it in a 
couple seconds.  Step 1) Find the time cards you want to change.  Step 2) Change any one of the time cards from Pending 
to Completed.  Step 3) Click on the “Status” link on the column header.  Follow the instructions and they will all be 
changed in a few seconds. 
>>  You can use this feature to change the data in any field for the entire Found Set of records (or the entire database for 
that matter).  Again, it can’t be undone.  You’ll find the feature in the “Records” menu  “Replace Field Contents…” 

Page #20 



Sorting Records 
>>  Right-Click in any field (in any window) and select Sort Ascending (or Descending) to sort the current found set of 
time cards.  Check out the Scripts Menu for prep-programmed multi-level sorting. 

Split Coding the Week for an Entire Payroll 

 
>>  Under the Scripts menu  Split Code the Week & Add Dates to Found Set, you’ll find a feature to create job 
numbers and assign them day by day to everyone for that week – including the date for each day worked.   Typically, this 
is done immediately after duplicating a payroll. 
 

 

>> Steps to Split Code an Entire Payroll: 
 
1) Find everyone you want to apply the split coding to. 
 
2) Go to any one time card and split code it with job numbers, job numbers coded by 
day, and the dates of the days worked (See example). 
 
>>  See the red circles?  Upon running the “Split Code the Week & Add Dates to 
Found Set” Script, whatever you enter into these three columns will be applied to 
everyone found. 
 
>>  So fill one time card out exactly the way you want every time card to appear. 
 
>> Then, when you run the script, all you have to do is hit OK, OK, OK, OK…. 

 
 

Splitting Days 

 

>>  You can split a day by TIME or by PERCENT up to three ways.  Click on 
the “Split Coding / Re-Rating / Split Days” link to go to the split day window.  
Notice a lot of the worksheet is displayed here too.  Go to the bottom of the 
screen for instructions on how to split days. 

 

Teamsters Meal Money 

 

>>  To pay Teamsters Meal Money, click on the “Pay Teamster” radio button.  Then, enter the 
account to book it to and the daily allowance.   
 
>>  If you just want to pay one flat amount for the week, enter the total amount in the 
allowance field and check the “Weekly” checkbox. 
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Vacation 

 
>>  To pay holiday or vacation pay, type in an account number to post it to and then the percent, e.g., .03179.  This will 
pay holiday or vacation pay based on the straight time or flat rates.  If you want to pay on time and a half or double time, 
use the OT Pay column.  If you want to pay – no matter what – a certain minimum/maximum – use the Min Daily column.  
This will pay the first 8 hours of straight time and anything over 8 at time and one half. 
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