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Creating Analysis Tags

1. Follow the path Settings > Analysis Tags

SBS BUdgeTS Q Dashboard ®

SBS
Leadership Updates & News
Working Budget 19/20
O i11SBS
School Business Services U
SBS
Settings
Head Teacher New Academies Chart (
19th Jul, 2019
Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk Applying the New Fundil
3rd May, 2019
Tel: 0345 222 1551
New CFR reporting frarr
School Business Manager 15th Apr, 2019

Name: Jane Doe

Email: sbsonline@schoolbusinessservices.co.uk R

2. Select the create sign in the top right (the pen with a plus)

Analysis Tags @ 4

6 items : 1 pages

Description Archived  Actions

Pupil Premium edit

Year 10 edit

Year 11 edit
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3. Name the Analysis Tag

Create Analysis Tag®
Description:
Text colour: [ v
Background colour: - v ®

The description is optional.
4. Choose a test and background colour

Create Analysis Tag®

Name: @

Description: @

Text colour: l:l M @

Background colour: @
4

t. 0345 222 1551 . 01908 410063 e. hello@schoolbusinessservices.co.uk

www.schoolbusinessservices.co.uk
Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD

Registered in England No. 06443524


mailto:hello@schoolbusinessservices.co.uk

S B S ©® SBSBUdgets

School Business Services

5. Select the save and new icon if you have more
Analysis Tags to create (the black tick with a plus)

Create Analysis Tag® v @

l:lv
-v

@ e @ 6

6. Select the save icon when this is the last Analysis Tag to create

Create Analysis Tag® @ A

@ @ O 0
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Adding Analysis Tags to Contracts

1. Follow the path Staffing > Staff Contracts
G SBSBudgets | Q

SBS

Leadership

(0 I it SBS
SBS

Working Budget 19/20

Staffing

Head Teacher

Name: John Smith
Email: shsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

2. Select edit the by contract you wish to add a Tag to

Staff Contracts ® 42 [

78 items: 1 pages

Contract Employee First Fund Budget
Name Number Name Tags Codes Count Actions

New TA -
et Support TA 1 edit
Contract 1 34785 John Adams Teacher TEACH 1st July, 2017 5 edit
TA Scenario 34785 John Adams Teacher TEACH 1st July, 2017 1
19th
Contract 1 157912 Rocky Balboa Support PREM September, 6 edit
2014
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3. Select the Analysis Tag you wish to add to the

contract
Edit Contract ®
Contract name:  Contract 1 ®@
Contract type: ~ Teacher v
Service term:  TEACH v ®

Maximum salary scale:

Add Tags... v

Add Tags...

Year 11
End: |Year?7

Year 8
Maternity leave start date:  |yeqr g

Return to work date: ®

4. Use the save icon to save the contract (the green tick)

Edit Contract @ @ w

Contract 1 @
Teacher v
TEACH v @
A
.Add Tags... v @
Add Fund Codes... v
2017-07-01
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5. Once the contract is saved, you will then be able to

adjust the percentage by selecting the ‘adjust’ in
blue

View Contract ®

Details:

Staff member: John Adams
Contract name: Contract 1
Service term: TEACH - Teaching Staff

Tags:

3 (100.00 %

6. Manually overtype the percentage

Adjust Tag Percentage

100

Percentage:

8

t. 0345 222 1551 . 01908 410063 e. hello@schoolbusinessservices.co.uk

www.schoolbusinessservices.co.uk

Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD

Registered in England No. 06443524


mailto:hello@schoolbusinessservices.co.uk

i SBS esessudce:

School Business Services

7. Select the save icon in the top right (the green tick)

Adjust Tag Percentage @

Percentage: 50
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Adding Analysis Tags to Budget Entries

1. Follow the path Planning > Budget Entries
® SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

(0 I i1 SBS
SBS

Staffing

Students Head Teacher

Planning Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

Budget Entries @ « [4

71 itemns : 1 pages

Fund
Description Tags Codes 2019/20 2020/21 2021/22 2022/23 2023/24 Notes Actions

Balance BF edit

Furniture 2,040.00 2,080.80 212242  2,164.86  2,164.86

General Rates 7061513 74,145.88 74,145.88 74,145.88 74,145.88 edit

Hygiene )

Requisites 7177.28 7,536.14 7,536.14 7,536.14 7,536.14 edit
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3. Add the Tag you need onto the Budget Entry

Edit Budget Entry ®

Description: ~ Furniture

Budget code:  ACA5200 - Furniture/Equipment W

Add Tags...

Add Tags...

Year 10

Year 11
Year 7
Year 8

Year 9

4. Save the Budget Entry

Edit Budget Entry ® @

Description: ~ Furniture Q)
Budget code:  ACA5200 - Furniture/Equipment v ®
Cost centre: N
Tags: |Add Tags... v ®
Fund codes: Add Fund codes... v
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5. This will lead back to the main Budget Entries
screen, select the description of the Budget Entry
for the Tag’s percentage you wish to adjust

Budget Entries @

Fund
Description Tags Codes 2019/20 2020/21 2021/22 2022/23

Balance BF
[100% 204000 208080 212242  2164.86
General Rates 7061513 7414588 7414588 74,145.88

6. You will then be able to select ‘adjust’ in blue to tweak the percentage

View Budget Entry

Description:  Furniture
Budget Code: ACA5200 - Furniture/Equipment
CFR: E22

GAG: Furniture/Equip (Not Cap)

Analysis Tags:  [JfEgi [100.00

Amounts by date:

Date Amount

2019/20 2,040.00

1st Sep, 2019 170.00
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7. Manually enter the percentage

Adjust Tag Percentage

@ta ge: 100 >

8. Select the save icon (the green tick)

Adjust Tag Percentage @

50
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Viewing Analysis Tag Reports — Revenue
Report Example

1. Follow the path Reporting > Revenue Report
®SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

Q¢ i11SBS
SBS

Reporting

Head Teacher

Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

2. Once the report loads, select the analysis tag you wish to see a report
based on from the drop-down menu

Q GAG Revenue Report ®

Select analysis tag
4

Select analysis tag

Description 2 2020/21

Revenue Brought Forward

Balance Brought Forward Brought Forward forecast W 42,791.54
BBF Balance BF 0.00 0.00
Balance Brought Forward 0.00 42,791.54

Total .| 42,791.54

Revenue Income
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3. The report will regenerate based on this analysis
tag with the percentages replicated

Q GAG Revenue Report: PP®

SIS —— SO —

Total 131,308.91

Revenue Expenditure

ACA2000 Salary forecast - Teaching Staff - Basic 2038215
Salary

ACA2005 Salary forecast - Teaching Staff - National 2231.48
Insurance

ACA2010 Salary foreca_st - Teaching Staff - 4,826.49
Superannuation

Staff Costs: Teaching Staff 27,440.12

Staff Costs: Education Support 119,667.80

ACA4005 Books 156.85

ACA4070 Clothing & Uniform 811.29

ACA4150 Exam Fees 6,002.28

Supplies and Services: Educational other 6,070.42

(exclude IT)

ACA5200 Furniture 1,020.00

Furniture/Equip (Not Cap)
Total 155,098.34

In-year Balance -23,789.43

Overall Balance -23,789.43

15

t. 0345 222 1551 . 01908 410063 e. hello@schoolbusinessservices.co.uk 53,?75%01
1

www.schoolbusinessservices.co.uk
Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD

Registered in England No. 06443524


mailto:hello@schoolbusinessservices.co.uk

S B S © SBSBudgets

School Business Services

Creating Fund Codes

1. Follow the path Settings > Funding Codes
@ SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

O i#1SBS
SBS

Settings

Head Teacher

Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

School Business Manager

Name: Jane Doe
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

2. Select the create icon in the top right (the pen with a plus)

Funding Codes 2 4

1 items : 1 pages

Description Archived  Actions

edit
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3. Name the Fund Code

Create Fund Code Tag

Description:

T

Text colour: [~
|

Background colour:

The description, text colour and background colour are optional fields

Create Fund Code Tag

Name:

Description:
Text colour: [ ]~
Background colour: -
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4. Select the save and new (black tick with a plus) if
there is another Fund Code you would like to
create, if not, select the save icon (green tick)

Create Fund Code Tag @ @

SEN
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Applying Fund Codes to Contracts

1. Follow the path Staffing > Staff Contracts
©® SBSBudaets | Q

SBS
Leadership
Working Budget 19/20

(0 B i1 SBS
SBS

Staffing

Head Teacher

Name: John Smith

Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

Staff Contracts ® 2 [

78 items : 1 pages

Service
Term Budget Count  Actions

Support TA 1 edit
Adams  Teacher TEACH 1stJuly, 2017 5 edit
Adams Teacher TEACH 1st July, 2017 1
19th
Balboa Support PREM September, 6 edit
2014
Bale Teacher TEACH LTS 6 edit
2016
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3. Select the Fund Code from the drop-down options

Edit Contract ®
Contracttype:  Teacher v
Service term:  TEACH v ®
Maximum salary scale: g
Tags: AddTags... e ®

Fund Codes: ) |Add Fund Codes... v

Add Fund Codes...
Start: EN

End:

aternity leave start date: @

This will prompt you to enter the percentage of the contract this Fund
code is relevant for. When using Fund Codes, the value of the Fund
Codes combined must equal 100%.

Add fund code percentage

Percentage: suggestion: 100
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4. Manually enter the relevant percentage

Add fund code percentage

Percentage: (Is0 )

5. Select the save icon (the green tick)

Add fund code percentage

If the Fund Code does not equal 100%, add more relevant Fund Codes so
for the remaining percentages.
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6. Save the contract

Edit Contract ® @ w

Contract 1 ®

Teacher e

TEACH v ®
v

Add Tags... v @

PP ]

Add Fund Codes... e

Nor-SEN [ 50

2017-07-01
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Adding Fund Codes to Budget Entries

1. Follow the path Planning > Budget Entries
® SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

O i1 SBS
SBS

Staffing

Students Head Teacher

Planning Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

Budget Entries ® 2 [

71 items : 1 pages

Fund
Tags Codes 2019/20 2020/21 2021/22 2022/23 2023/24 Notes Actions

204000  2080.80 212242 216486 216486

es 7061513 7414588 74,145.88 74,145.88 74145.88 edit

23

t. 0345 222 1551 f. 01908 410063 e. hello@schoolbusinessservices.co.uk

www.schoolbusinessservices.co.uk
Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, Poole, Dorset, BH12 5AG
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD

Registered in England No. 06443524


mailto:hello@schoolbusinessservices.co.uk

S B S © SBSBudgets

School Business Services

3. Select the relevant Fund Code from the drop-down
options

Edit Budget Entry

Description:  General Rates
Budget code: ACA3135 - Rates NV
Cost centre:  RATES - Rates v
Tags: Add Tags... oV (@)

Add Fund codes... Y

Add Fund codes...
SEN

This will prompt you to enter the percentage of the contract this Fund
code is relevant for. When using Fund Codes, the value of the Fund
Codes combined must equal 100%.

Add fund code percentage

Percentage: @esnon 100 )
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4. Enter the percentage relevant to this tag

Add fund code percentage

Percentage: 50 )

5. Save the percentage

Add fund code percentage

50

If the Fund Code does not equal 100%, add more relevant Fund Codes so
for the remaining percentages.
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6. Once all fund codes are added, save the Budget
Entry

Edit Budget Entry @ @ mw

. General Rates

» ACA3135-Rates ~
3 RATES - Rates ~
;;  Add Tags... v (@)
3:  Add Fund codes... v
[SeN 0%
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Viewing Fund Code Reports — Revenue
Report example

1. Follow the path Follow the path Reports > Revenue Report
@ SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

QO i#1SBS
SBS

Reporting

Head Teacher

Name: John Smith
Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

2. Via the drop-down at the top, select the Fund code you wish to view the
report for
You can view the report for more than one Fund Code at a time by
selecting all relevant Fund Codes from the drop down.

GAG Revenue Report @

“ N
Select analysis tag v 0 Fund Code selected v
[ = |

Non -SEN

2019/20 2021!22

-3,164,552.55 -6,413,278.77

0.00 0.00 0.00

0.00 -3,164,552.55 -6,413,278.77
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3. Select the save (green tick) icon to regenerate the
report for your selected Fund Code

GAG Revenue Report ®

2019/20 2020/21 2021/22

0.00 -3,164,552.55 -6,413,278.77
0.00 0.00 0.00
0.00 -3,164,592.99 -6,413,278.77
0.00 -3,164,552.55 -6,413,278.77

Panarstad ko the Incama

4. The report will then regenerate for your chosen Fund Code

GAG Revenue Report {SEN®

Select analysis tag s 1Fund Code selected

Description 2019/20 2020/21

Brought Forward forecast 0.00 -27,440.12

0.00 -27,440.12

0.00 -27,440.12
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