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The start of any staffing scenario

1. Follow the path Settings > Budgets
® SBSBudgets | Q

sBS
Leadership
Working Budget 19/20

Q- i1 SBS

Dashboard

Settings Head Teacher

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

Tel: 0345 222 1551

School Business Manager

2. Select the name of your current working budget

Q Budgets @
Filters Hidden
B & 5

Reporting

CFR,

Working Budget 19/20 1st September, 2019 31st August, 2024 GAGr

_— - CFR,

Working Budget 18/19 1st September, 2018 31st August, 2023 GAG

~ e - e . o CFR,
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3. Select the actions cog in the top right

Budget Settings 2 W

Tables  Additional Settings  Notes

Working Budget 19/20
5th Aug, 2019 14:43:32 BST

Consistent Financial Reporting [CFR]

General Annual Grant [GAG]

4. Next, select the option to duplicate your budget

Budget Settings A T
| 0
ional Settings  Notes
et 19/20
14:43:32 BST

5. This will prompt a confirmation message, select OK

shsonline.sbs-online.net says

Are you sure you want to duplicate this budget?

@ Cancel

Calculation Tables  Additional Settings  Notes

Name: Working Budget 19/20

Created on:  5th Aug, 2019 14:43:32 BST
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6. This will lead you to the edit screen of your new budget, rename the
budget relevant to your scenario

Edit Budget ®

Calculation Tables  Additional Settings ~ Notes

g Budget 19/20 New Staff @

Reporting: O Consistent Financial Reporting [CFR]
General Annual Grant [GAG]

Academy Chart of Accounts [ACOA]

Mctmmn Danartinn

7. Use the Save (the green tick) icon in the top right to confirm the changes

Edit Budget ® @ W

onal Settings ~ Notes

1 19/20 New Staff Scenario ®

tent Financial Reporting [CFR] @
| Annual Grant [GAG]

ny Chart of Accounts [ACOA]
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Creating a Staff Contract scenario

Working Budget 19/20

o::

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

SBS

Dashboard

Settings

Staffing

| eadership

1#1SBS

SBS

Head Teacher

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

Tel: 0345 222 1551

School Business Manager

2. Select the create icon (the pen with a plus) to create the contract for the
scenario

Staff Contracis @ 4

78 items : 1 pages

Service Budget
Term Tags Fund Codes Start Count Actions

Support TA 1 edit

15 Teacher TEACH 1st July, 2017 6 edit

15 Teacher TEACH 1st July, 2017 1 edit
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3. Select the contract type relevant to your scenario

Staff Contracts @ 2 [

New Support contrac

New Nursery Murse contract

New Teacher contrac ‘

Service Buuyet
Type Term Tags Fund Codes Start Count Actions

This will lead to the creating contract screen

New Staff Contract ®

udgets  Notes

ntract can exist across multiple budgets. Ensure you review the 'Include in budgets' list before maki

Staff member: N

& or create new staff member...

Contract name:

Contract type:  Nursery Nurse v
Service term: &
aximum salary scale: N

We recommend leaving the staff member blank, and naming the
contract relevant to the scenario but then create the contract as normal
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4. Once all the relevant information for the contract has been complete,
proceed to the ‘Budgets’ tab within the contract

New Staff Contract @

Contract Details  Salary Details Notes

5. Contracts are automatically selected into all budgets, use the toggle to
unselect the budget this contract should not be included in

New Staff Contract ®
]

dgets  Notes

. Working Budget 19/20 New Staff Scenario

Include in budgets:
Waorking Budget 19/20

New TA Scenario
Scenario 1 18/19

Working Budget 18/19
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Ending Staff Contract scenario

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

SBS
Leadership
Working Budget 19/20

(0 I 111SBS

SBS

Dashboard

Head Teacher

Staffing Name: John Smith

Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

School Business Manager

2. Select the name of the contract you are wanted to end in a scenario

|
Q Staff Contracts @

Filters Hidden

& 2

Current Contract Employee Service

Budget Name Number Type Term
e swprt T

v, gfgngfgf Support ADMIN

v Contract 1 34785 John Adams Teacher TEACH
TA Scenario 34785 John Adams Teacher TEACH

Vv 157912 Rocky Balboa Support PREM
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3. Select the actions cog

View Contract ® 2

er: Rocky Balboa Type: Support
me: Contract 1 Contract start: 19th Sep, 2014
1: PREM - Premises Staff Continuous service date: 19th Sep, 2014

Position: Premises Assistant

4. Next, select the option to duplicate the contract

View Contract ® 2 W

Duplicate

Salary statement

or: Rocky Balboa Type: Support
ne: Contract 1 Contract start: 19th Sep, 2014
: PREM - Premises Staff Continuous service date: 19th Sep, 2014

Position: Premises Assistant

Budgets  Code Mapping

This will then take you to the edit view of the new, duplicate contract.
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5. We recommend renaming the contract something relevant to the
scenario

Edit Contract®

make any changes you require to the new contract and press 'Save changes'.

ts  Notes

t can exist across multiple budgets. Ensure you review the 'Include in budgets' list before making cha

Staff member:  Balboa, Rocky - 157912 v @
ﬁ or create new staff member...

' Contract End Scenario ®

v
Contract type:  Support

6. Scroll down and select in the field for end date, then use the calendar to
select the date you wish the contract to end in your scenario

Edit Contract ®

Sep 2019

Contract type: w7

We
i . ~

Service term: =
Maximum salary scalgl w
Tagd b
Fund Codes: w7

Start: 29 ]
2019-09-30
Maternity leave start date:
11
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7. Next, go to the budgets tab within the contract

Q

Edit Contract ®

Contract Details  Salary Details Notes

8. The contract will automatically only be ticked into your current budget,
adjust the toggles if needed.

Edit Contract®

dgets  Notes

Include in budgets: Working Budget 19/20 New Staff Scenario
orking Budget 19/20
ew TA Scenario
cenario 118/19

Working Budget 18/19
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9. Save the contract

Edit Contract ® @ i

Working Budget 19/20 New Staff Scenario @)
Working Budget 19/20

New TA Scenario

Scenario 1 18/19

Working Budget 18/19

10. Follow the path Staffing > Staff Contracts
©® SBSBudgets | Q

SBS
L eadership
Working Budget 19/20

[0 JC 11SBS
SBS

Dashboard

Head Teacher

Settings

Name: John Smith

Staffing

Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

School Business Manager
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11. Edit the original staff contract

Staff Contracts @

»
[

80 items : 1 pages ~

2 W

Contract Employee Service
Name Number Term Tags Fund Codes Actions

SEN [50%]

TA Scenario 34785 John Adams Teacher TEACH st July, 2017 1 edit
19th
@ 157912 Rocky Balboa Support PREM September, 7
2014
19th 30th
gontract End 157912 Rocky Balboa Support PREM September, September, 1 edit
cenario 2014 2019

12. Select the Budgets tab

Q Edit Contract ®

Contract Details ~ Salary Details ( Budgets ) MNotes

Note: A contract can exist across multiple budgets. Ensure you revie

Staff member:  Balboa, Rocky - 157912

ﬁ or create new staff

Contract name: Contract 1
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13. Remove the contract from the Scenario Budget using the toggle

Edit Contract ®

judgets  Notes

-

Working Budget 19/20 New Staff@

Working Budget 19/20

Include in budgets:

New TA Scenario
Working Budget 16/17
Scenario 118/19
Conversion Budget 17/18
Working Budget 18/19

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

Edit Contract ® @ ]

Working Budget 19/20 New Staff Scenario ®
Working Budget 19/20

New TA Scenario

Working Budget 16/17

Scenario 118/19

Conversion Budget 17/18

Working Budget 18/19
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Changing Contract Details

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

Leadership
Working Budget 19/20

O 1#11SBS

SBS

Dashboard

Settings Head Teacher

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

Tel: 0345 222 1551

School Business Manager

2. Select the name of the contract you wish to create a comparison for

Q Staff Contracts @

Filters Hidden

& 2

Current Contract Employee First Service
Budget Name Number Name Term
4 Contract 1 906543 Claudia Blakely Teacher TEACH
Contract 1 560521 Clancy Brown Teacher TEACH
v 10785 Amelia Clark Support  ADMIN
v Contract 1 157907 Sean Connery Support MIDDAY
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3. Select the actions cog in the top right

View Contract ® 2

er: Amelia Clark Type: Support
me: Confract 1 Maximum salary scale: 39

1: ADMIN - Administration Staff

4. Choose the option to duplicate the contract

View Contract ® 2 W &
|

Salary statement

ber: Amelia Clark Type: Support
ame: Contract 1 Maximum salary scale: 39

‘m: ADMIN - Administration Staff

This will automatically take you to the new duplicate contract screen.
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5. Rename the contract relevant to the scenario

Edit Contract ®

make any changes you require to the new contract and press 'Save changes'.

its  Notes
t can exist across multiple budgets. Ensure you review the 'Include in budgets’ list hefore mal

Staff member:  Clark, Amelia - 10785 v
ﬁ or create new staff member...

Contract 1 (duplicate)

Contract type:  Support Re?

6. Click on the Salary Details tab

Q Edit Contract ®

Contract Details ( Salary Details ) Budgets  Notes

Note: A contract can exist across multiple budgets. Ensure you revi

Staff member;  Clark, Amelia - 10785

& or create new staf

Contract name:  New Staff Scenario

Contract type:  Support
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7. Add a salary detail

Edit Contract® v Ty

& Add salary detail & Auto-increment salary details

R Super Paidhours®  Paid weeks @ Notes

v o0 (@) 20 39 W

P

8. Make the contractual changes required to the new salary detail and
select the date on the new line for when this should take place

Edit Contract @
Contract Details  Salary Details  Budgets  Notes
& Add salary detail & Al
I I & Al
Start date Salary scale Salary Other payment Super Paid ® Pakd ®
2017-09-01 15 v o0

Add Allowances ~ 0 c 20 39

2018-09-01 © 0 Add Allowances ~ 0
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9. Select the Budgets tab

Edit Contract ®
Salary Details Notes
& Add
Salary scale Salary adjustment Allowances Other payment Super paid hours &
15 ~ 0 Add Allowances ~ 0 ‘) 20
17 ~| o Add Allowances ~ 0 () 25
10. The contract will automatically only be included in is the current

budget, use the toggles if this needs amending to be the scenario budget.

Edit Contract ®
e

Idgets  Notes

Include in budgets: Waorking Budget 19/20 New Staff Scenario
orking Budget 19/20
ew TA Scenario
cenario 1 18/19

Working Budget 18/19
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11. Save the contract using the save icon (the green tick)

Edit Contract® @ w

O Working Budget 19/20 New Staff Scenario @
Working Budget 19/20
New TA Scenario
Scenario 118/19

Working Budget 18/19

12. Follow the path Staffing > Staff Contracts

SBSBudgets | Q

SBS
Leadership
Warking Budget 19/20

[0 JC 11SBS
SBS

Dashboard

Head Teacher

Name: John Smith

Staffing

Email: sbsonline@schoolbusinessservices.co.uk

Tel: 0345 222 1551

School Business Manager

21

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

§ SBS SBS Budgets

School Business Services

13. Edit the original Staff Contract

Staff Contracts @ 2 M

TS Hidden 81 items : 1 pages

6 2 W S

Current Contract Employee First Service
Budget Name Number Name Term Tags Fund Codes Start Actions

1st January, 31st August,

Contract 1 560521 Clancy Brown Teacher TEACH 2002 2018 3 edit
V4 10785 Amelia Clark Support ADMIN 7
New Staff . = o .
4 Seenario 10785 Amelia Clark Support  ADMIN 1 edit
Contract 157907 Sean Connery  Support MIDDAY gﬁgem“ary- 7 edit
Q Edit Contract @

Contract Details ~ Salary Details ( Budgets) MNotes

Note: A contract can exist across multiple budgets. Ensure you rev

Staff member:  Clark, Amelia - 10785

ﬁ or create new staft

Contract name:; Contract 1

o re _xa Camrmmrd
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15. Select the toggle to remove the contract from the scenario

Edit Contract®

udgets  Notes

Include in budgets: Working Budget 19/20 New Staff Scenario
Working Budg
D New TA Scenario
e Working Budget 16/17
‘) Scenario 118/19
D Conversion Budget 17/18

Working Budget 18/19

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

Edit Contract® @ w

Working Budget 19/20 New Staff Scenario ®
Working Budget 19/20

New TA Scenario

Working Budget 16/17

Scenario 1 18/19

Conversion Budget 17/18

Working Budget 18/19
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Comparing the difference of your scenario

1. Follow the path Reporting > Budget Comparison
®SBSBudgets | Q

SBS
Leadership
Working Budget 19/20

O i11SBS
SBS

Reporting

Head Teacher

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

Tel: 0345222 1551

School Business Manager

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

Tel: 0345 222 1551

2. You will automatically be comparing your current budget to another
budget, to change the comparison budget, use the first drop down at the
top of your report under actions

|
Q GAG Budget Comparison @

e N\
Initial budget 201§ 2019/20 s
N 4

Working Budget 18/19

Description Scenario 1 18/19 iget 19/20 New Staff Scenario
Working Budget 19/20
Revenue
Balance Brought 0.00
Forward
Brought Forward 0.00
EFA: Other Income - 2478464
Revenue
Fra. Cabeaal Moodaad
24
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3. The report will regenerate, and you can compare the difference the
staffing changes make

Q GAG Budget Comparison @

Description 2019/20 - Working Budget 19/20 New Staff Scenario 2019/20 - Working Budget 19/20 Variance

Staff Costs:

Supply/Agency Teaching 11,676.25 11,676.25 0.00
Staff

Staff Costs: Education 237,350.85 237,350.85 0.00
Support

Staff Costs: Premises 74,510.31 95,501.64 -20,991.33
Staff

Siaf_f Costs: Admin and 114,898.67 94,675.53 20,223.13
Clerical Staff

Staff Costs: Catering 11,728.48 11,728.48 0.00
Staff o '
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