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Creating Analysis Tags 
 

1. Follow the path Settings > Analysis Tags 

2. Select the create sign in the top right (the pen with a plus) 
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3. Name the Analysis Tag 

The description is optional. 
 

4. Choose a test and background colour 

mailto:hello@schoolbusinessservices.co.uk


  
 

 
5 

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 

 

 

 
5. Select the save and new icon if you have more 

Analysis Tags to create (the black tick with a plus) 

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

1. Follow the path Staffing > Staff Contracts 

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

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

6. Manually overtype the percentage  
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7. Select the save icon in the top right (the green tick) 
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Adding Analysis Tags to Budget Entries 
 

1. Follow the path Planning > Budget Entries 

 
2. Select edit on the Budget Entry you wish to add the Tag to 
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3. Add the Tag you need onto the Budget Entry 

4. Save the Budget Entry 
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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 

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

8. Select the save icon (the green tick) 
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Viewing Analysis Tag Reports – Revenue 
Report Example 
 

1. Follow the path Reporting > Revenue Report 

 
2. Once the report loads, select the analysis tag you wish to see a report 

based on from the drop-down menu 
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3. The report will regenerate based on this analysis 
tag with the percentages replicated 
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Creating Fund Codes 
 

1. Follow the path Settings > Funding Codes 

 
2. Select the create icon in the top right (the pen with a plus) 
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3. Name the Fund Code  

The description, text colour and background colour are optional fields 
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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) 
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Applying Fund Codes to Contracts  
 

1. Follow the path Staffing > Staff Contracts 

 
2. Edit the contract you wish to add the Fund Code to 
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3. Select the Fund Code from the drop-down options 

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%.  
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4. Manually enter the relevant percentage  

5. Select the save icon (the green tick)  

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 
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Adding Fund Codes to Budget Entries 
 

1. Follow the path Planning > Budget Entries 

 
2. Edit the entry you wish to add the Fund Code to 
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3. Select the relevant Fund Code from the drop-down 
options 

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%. 
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4. Enter the percentage relevant to this tag 

5. Save the percentage  

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 
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Viewing Fund Code Reports – Revenue 
Report example 
 

1. Follow the path Follow the path Reports > Revenue Report 

 
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. 
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3. Select the save (green tick) icon to regenerate the 

report for your selected Fund Code 

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