
SBS ONLINE SCENARIO SET UP GUIDANCE 2023
USE OF LAST YEAR SCENARIO
2022-23 Budget (scenario) that displays as Current (C), Default (D) and/or Published (P) should have made a ‘Duplicate’ copy once it was fixed. We had been recommended that you fix the 2022-23 Budget once it was approved by Governing Body. You can either use the ‘(duplicate)’ copy to work on this year’s budget or duplicate another scenario to work on this year.

To fix last year’s scenario – most schools will have done this step 

· Settings

· Budgets

· Select last year’s scenario once again

· Click on the name (hyperlink) in the Name column

· Then click on cog icon again

· Select Fix

N.B. By fixing last year’s scenario, a new budget is automatically created with ‘(duplicate)’ after the title, this can either be used or ‘Archived’ as required.

To duplicate a scenario, select: 

· Settings
· Budgets

· Last year’s scenario 
· Click on the name (hyperlink) in the Name column
· Cog icon at top right

· Duplicate

     This should create a scenario with the same name followed by (duplicate)

To Archive last year’s scenario

· Settings

· Budgets

· Select name of last year’s Fixed budget

· Cog icon

· Select Archive
New Budget Scenario
To set up new scenario with correct name

· Settings

· Budgets

· Click on Edit in duplicated scenario

· Change name of Budget to ‘Budget 2023-24’ or even ‘2023-26’ or similar
· Select the tick on the top left to ‘Save’
To set new budget scenario to Default, which means the software will always open on this scenario
· Settings 

· Budgets

· Select ‘Budget 2023-24’
· Cog icon at top right

· Set as Default
To check that correct years are set:
· Settings
· Budgets

· Budget 2023-2024
· Click on the name (hyperlink) in the Name column

· Check that dates are 1st April 2023 – 31st March 2026 (3 years)

· Check ‘Show outturn’ says No. Yes, if required but these will need to be manually entered (speak to your Link Officer) 
· To select / change, click on edit pencil icon at top right and amend as required
It is recommended that only one working scenario is used initially until the base budget is completed.  If desired this can be duplicated at a later stage to produce “what if” versions.

To check the ‘Dashboard’

· SBS News/Updates – these are Updates are for ALL users and may not be relevant to Hillingdon Schools. Only update when recommended by the School Finance Team
· Leadership – check school specific details. If need updating, go to Settings > School Details and Edit (icon in top right). This includes any changes to Bursars
· Monitoring – not currently used
· Budget Overview – confirms basic details of budget
· Access Details – staff who have access to the software, NOT who last updated your budget. Any obsolete users/changes must be reported to School Finance Team who will make these changes

	

	· For finance assistance contact your link officer

· For technical assistance contact SBS 0345 222 1551 option 8
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