
Debut ‐ Invoicing and Payment Instructions 
 

Debut is the online system that A+E Global Media uses for producers to deliver legal material such as the 

Rights Bible, insurance certificate, as well as the programming materials such as scripts, credits, lower 

thirds, etc.  

Debut also provides the functionality for vendors to deliver financial documents and payment invoices 

as well as review royalty participation statements. Once uploaded, payment invoices can be routed to 

the correct parties, reviewed, approved, and then paid in a timely manner. This Payment & Invoicing 

part of Debut works in conjunction with the existing Legal section, e.g. if a given milestone payment is 

dependent on the Rights Bible delivery and its approval, the system will check the Rights Bible delivery 

status before allowing you to upload the invoice and will automatically allow you to do that right upon 

Rights Bible approval.  

 

Below is a brief guide on how to set up an account and then how to use the Debut system to view 

payment milestones, upload financial documentation, invoices and see royalty participation 

statements. As always, your program coordinator here at A+E Global Media is your main point of 

contact should you have any issues.  

 

 

 

Step 1: Setting up Your Account and Adding Users  
 

Debut may be accessed at the following address:  

https://debut.aenetworks.com  

Before you can log in, you’ll need to be set up with a username and password to access the payment 

& invoice part of Debut. Contact the program coordinator in charge of your project to help set this up 

as outlined below.  

There are 2 types of users that will be at your company: a Vendor Administrator (i.e. a “Vendor Admin”) 

and a regular “User”. One person may play both roles, or you can have multiple people.  

Every production company has one Vendor Admin who oversees setting up the regular User accounts at 

their company. Your program coordinator will set up the Vendor Admin account and notify you of the 

username & password. If you are the only person at your company using this part of debut, you would 

be the Vendor Admin and you would not need to set up a separate user account for yourself, as the 

Vendor Admin account has the complete access to this payment & invoice part of Debut.  

 

The steps below will walk you through this process. 

https://debut.aenetworks.com/


1. After navigating to the Debut system’s main page, you will be presented with the following log in 
page. Please log in with the username & password provided to you.  

 
 
2. You will be presented with the Terms of Use that you must agree to before you can continue.  

 



3. After agreeing to the Terms of Use, if there is someone other than you who will be uploading the 
invoices in your company, or viewing the Participation Statements, you should first set up the 
accounts for those users. Navigate to the Manage Users page by clicking onto the “Maintenance” | 
“Manage Users” menu option. Please do not share account information with others. All users should 
have their own accounts linked to the company provided email address. 

 
 
 
4. Click onto the “Add New User” button and fill in the user information. For User ID we recommend 

using a FirstName.LastName naming convention and using a strong password that is a combination 
of upper- and lower-case letters and numbers, that must be a minimum of 8 characters long. If the 
password does not meet the minimum-security requirements, you will be presented with a pop-up 
page describing those requirements. Please remember to make the User active by checking the 
“User is Active” field.  

 
 

 
Data will be saved upon clicking onto the Save User Information button and the screen will refresh. 

 



5. Once created, user accounts cannot be deleted. They can only be deactivated. Since the system 
displays financial information, this requirement is imposed by the auditing requirements and cannot 
be changed.  
 

 
6. It is the Vendor Administrator’s responsibility to deactivate user accounts for company personnel 

that leave the company, and periodically (once every 6 months) to confirm that all active users 
accounts are for currently employed personnel. This may be done by clicking on “Confirm Current 
Users” button on the Manage Users page shown above. Failure to do so will result in automatic 
deactivation of all user accounts preventing them from accessing the system. The Debut system will 
automatically send reminder emails 14 days, 7 days and 1 day prior to the accounts deactivation.  

 
 
7. Each user, including the Vendor Administrator, is required to periodically (every 90 days) change 

their account password. Failure to do so will result in automatic account deactivation preventing 
affected users from accessing the system. The Debut system will automatically send reminder emails 
14 days, 7 days and 1 day prior to the account deactivation. 
 
 

8. To reactivate accounts that were automatically deactivated by the system for the failure to reset 
the password in time, or to reset the forgotten account password, please use “Forgot Your 
Password” link on the Login page and follow the instructions in the email sent to the account 
holder’s email address registered in the system. 
Accounts that were manually deactivated by the company’s Vendor Administrator (due to the 
person leaving the company, or due to the changed responsibilities requiring access limitation) 
cannot be reactivated using this method, in that case only the company’s Vendor Administrator can 
reactivate them. 

 
 
9. If you forgot your User ID, please use “Forgot Your User ID” link on the Login page recover it. Enter 

your email address and you will receive an email with your User ID registered in the system. If you 
have multiple accounts linked to the same email address, you will get the entire list of all of them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 2: Upload Production Company Financial Documents  
 
All vendors in Debut must upload their corporate financial documents including an ACH (Automated 
Clearing House) form, and an IRS tax form (please note that certain scenarios may require additional 
documents to be submitted, so please be sure to read all instructions on the top of the Financial 
Documents page). 

 
To upload your company Financial Documents please use Invoicing | Financial Documents menu option. 
The templates for all primary financial documents are available through the linked names of those 
document types in the instructions section on the top of the page (Vendor ACH Registration, W9, etc.). 
 
When you are finished preparing your documents, please click into “Upload Document” button at the 
bottom of the page and follow the prompts to successfully upload your documents. 
 
In certain cases, the Accounts Payable team may return a document to you if a change needs to be 
made. In those cases, you will be notified by email generated by the system that the document has been 
returned, along with the reason for the return. You will also see that document on the page marked as 
“Returned” along with reason for the return. All returned documents will need to be corrected and re-
uploaded from the same page by clicking onto Replace Document button ( ) available in the Action 
column: 
 

 
 
 
**Please note that Approval of required financial documentation is required before the system will 
allow for the submission of an invoice. You will not be able to upload an invoice if you have not provided 
these financial documents. Additionally, even if you already uploaded these documents, but they have 
not yet been reviewed and approved by A+E personnel, you still will not be able to upload an invoice. 
Only after all uploaded documents and all other payment requirements (such as Executed Contract, for 
example) are approved, you will see the Upload Invoice button. 
 
 
 



Step 3: Using Debut to View Executed Contracts 
 
All Vendors must sign legal contractual agreements with A+E Global Media via DocuSign. 
Once these legal agreements are executed in DocuSign by both parties they are automatically uploaded 
to Debut, and therefore might be accessed on the Invoicing | Executed Contracts page. 
 
The same process is applicable and must be followed for all Contract Amendments (if any). 

 
 
 
** Please note that uploading and approval of the signed Executed Contract is required before the 
system will allow for the submission of an invoice for the Execution type payment, as it is one of the 
Execution payment deliverable requirements. 
 
 

 

 

 

Step 4: Using Debut to View Milestones & Upload Invoices  
 
1. After initial vendor account set up, the account holder can log into Debut and view the milestones to 

upload invoices to. Payments are grouped by an A+E “PAC”.  A “PAC” is typically related to one 
contract and outlines the payment schedule. For ease of reference, the PAC ID is typically stated on 
the first page of the applicable agreement.  
 

 
 
If you do not see a PAC for which you are trying to see the payment schedule in Debut, it means that 
A+E Program Accounting team has not yet setup the Payment Schedule for this PAC. Usually it takes 
up to 15 business days after receiving the signed agreement for Program Accounting team to set up 
the corresponding Payment Schedule. If you do not see your PAC after that period, please contact 
the program coordinator in charge of your project and Program Accounting team. 



2. Clicking onto the PAC ID of PAC Title will direct you to a page where you can view the payment 
schedule for the selected PAC. If you do not see a certain Payment, please contact the program 
coordinator in charge of your project and Program Accounting team. 
 

 
 
 

 

3. The following are the different statuses a milestone payment may be in, and an explanation of what 
each means:  

i. Deliverables Still Required – A+E is still waiting for a deliverable from you before you can 
invoice us. For example, if the payment is to be made after delivery and acceptance of the 
Rights Bibles for episodes 1, 2 and 3, and that has not occurred yet for all those episodes, then 
you will see this status value. All payment requirements must be satisfied, i.e. all required 
deliverables must be submitted and approved by A+E. If you submitted a deliverable that is 
required, please allow some time for A+E personnel to review and approve it. Submission is 
not enough; it must also be approved by A+E. 

ii. Open – You can upload an invoice to A+E since the milestone requirements (if any) have been 
satisfied.  

iii. Submitted – You have uploaded the invoice, and it has been directed to A+E for review and 
approval. Please wait for A+E personnel to review and approve it. 

iv. Sent Back – There is an issue with the Invoice and A+E has sent it back to you. You must 
resubmit a corrected version at this point. 

v. In Process with Accounting – Legal & Business Affairs or the Programming Department has 
approved the invoice, and it is now with Program Accounting for further processing. 

vi. In Process with AP – Program Accounting has provided the final approval of the invoice and 
transferred it over to Accounts Payable (AP) for payment processing. 

vii. Paid by Check of Wire – AP has sent out the payment either by a Paper Check via FedEx or by 
the Electronic Transfer.  

 
 
 
 
 
 
 
  



4. If a payment milestone is in an “Open” status, then you may upload an invoice using the “Upload 

Invoice” button that becomes available in the Action column: . 
An uploaded invoice will be automatically directed to the appropriate A+E Global Media personnel 
for review and approval.  
 

 
 
Note, if payment status is not set to “Open”, but rather displayed as “Deliverables Still Required”, 
you will not see the “Upload Invoice” button, and it means that this Payment has at least one 
Payment Requirement that has not yet been satisfied. You must upload all required deliverables and 
wait for A+E personnel to review and approve it. Only after all Payment Requirements are approved, 
the payment status will be set to “Open” allowing for the invoice upload. Clicking onto the “Status” 
column value will open a pop-up with further explanations (see further below). 

 
 
5. Clicking onto the “Status” column value on Payment Schedule page will open the pop-up page and 

provide additional information on the Payment Deliverables Status and its Requirements (if any):  
 

 



If Payment is linked to multiple PACs or Programs, then submissions must be done for every PAC and 
Program on the Payment. The overall payment and each requirement status is calculated based on 
the status of individual submission, i.e. if one submission is already Submitted or even Approved (as 
in the example above), but the other is Not Submitted yet, then the overall status will still be listed 
as Not Submitted, preventing you form uploading the invoice. 
 

 
 
 
 

6. Based on your contract, payments might have different types of the Deliverable Requirements that 
must be satisfied (submitted and approved) before you may upload your invoice. 
For example, payments with the payment type of Execution might have ACH Form, Executed 
Contract and Tax Form (W-9/W-8) requirements; payments with the payment type of Start Of 
Principal Photography might have Background Check, Errors & Omissions, Talent Agreement and 
Music Usage requirements, etc. All requirements for each payment are defined in the legal contract 
agreement and might be different based on the contract. 
The following are the different payment Deliverable Requirements and an explanation of what each 
means: 
i. Executed Contract – executed legal agreement must be signed and uploaded to the system. 

ii. ACH Form – completed ACH Form must be uploaded by you. 

iii. Tax Form (W-9/W-8) – completed corresponding Tax Form must be uploaded by you. 

iv. Background Check – confirmation that all required cast and crew background checks have 
been completed and must be submitted by your company on the Legal side of the system 
for each PAC related to the payment. 

v. Errors & Omissions – liability insurance coverage certificate including the title clearance 
must be uploaded on the Legal side of the system for each PAC related to the payment. 

vi. Errors & Omissions w/o Title – liability insurance coverage certificate w/o the title clearance 
must be uploaded on the Legal side of the system for each PAC related to the payment. 

vii. Music Usage – a simple questionnaire identifying a composer and/or music libraries being 
used in the production must be submitted by your company on the Legal side of the system 
for each PAC related to the payment. Please note that this is different from the Music Cue 
Sheet requirement that is detailed log of all music used in each program. 

viii. Talent Agreement  – Talent Agreement documents (including the T-2 forms) for all Talent 
participants must be uploaded and submitted by your company on the Legal side of the 
system for each PAC related to the payment. 



ix. Program Shot Sheet – a complete log document with details about each shot (including 
description, image ID, time codes in and out) for each program linked to the payment must 
be uploaded by your company on the Legal side of the system. 

x. Program Music Cue Sheet – a complete log document with details about all music (including 
duration, ownership split, society registration) used in each program linked to the payment 
must be uploaded by your company on the Legal side of the system. Please note that this is 
different from the Music Usage requirement that is a simple questionnaire on composer 
and/or music libraries usage. 

xi. Program Fine Cut Music EDL – a detailed edit decision list (EDL) document generated by the 
video editing software for the delivery of the final cut of each program linked to the 
payment must be uploaded by your company on the Legal side of the system. 

xii. Program Script – a program script document for each program linked to the payment must 
be submitted by your company on the Legal side of the system. 

xiii. Program Delivery – an actual audio/video asset along with corresponding asset metadata 
form must be uploaded by your company or designated post-production facility on the Legal 
side of the system for each program linked to the payment. 

xiv. Rights Bible Delivery – a completed Rights Bible that includes all visual and music licenses, 
personal and location releases, programming, and legal documents must be submitted by 
your company on the Legal side of the system for each program linked to the payment. 

 
 
7. If there is an issue with a submitted invoice, A+E may send it back to you and it must be corrected 

and replaced. In such cases, the main “My Invoices” page would have an additional “Returned 
Invoices” section on the top of the page indicating the reason for the return:  

 

 
 

The Payment Status would change to “Sent Back” and details may be seen on the Payment Status 

pop-up page accessible from the Payment Schedule for the affected PAC: 

 

 


