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The start of any staffing scenario  
 
1. Follow the path Settings > Budgets  

 
 
2. Select the name of your current working budget 
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3. Select the actions cog in the top right 

4. Next, select the option to duplicate your budget  

5. This will prompt a confirmation message, select OK  
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6. This will lead you to the edit screen of your new budget, rename the 
budget relevant to your scenario  

 
7. Use the Save (the green tick) icon in the top right to confirm the changes 
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Creating a Staff Contract scenario  
   

1. Follow the path Staffing > Staff Contracts  

 
 

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

This will lead to the creating contract screen 

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 

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

1. Follow the path Staffing > Staff Contracts  

 
 

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

4. Next, select the option to duplicate the contract 

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 

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  
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7. Next, go to the budgets tab within the contract 

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

10. Follow the path Staffing > Staff Contracts  
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11. Edit the original staff contract 

12. Select the Budgets tab 
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13. Remove the contract from the Scenario Budget using the toggle 

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

1. Follow the path Staffing > Staff Contracts 

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

 

 

mailto:hello@schoolbusinessservices.co.uk


  
 

 
17 

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 

 

  
 

3. Select the actions cog in the top right 

4. Choose the option to duplicate the contract 

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

6. Click on the Salary Details tab 
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7. Add a salary detail  

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 
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9. Select the Budgets tab  

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.  
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11. Save the contract using the save icon (the green tick)  

12. Follow the path Staffing > Staff Contracts 
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13. Edit the original Staff Contract 

14. Select the Budgets tab 
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15. Select the toggle to remove the contract from the scenario  

16. Use the save icon (the green tick) to save the contract 
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Comparing the difference of your scenario  
 

1. Follow the path Reporting > Budget Comparison 

 
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  
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3. The report will regenerate, and you can compare the difference the 
staffing changes make 
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