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How to include/exclude staff contracts from a budget  
 
There are two methods to excluding contracts from budgets, one which can be done on a contract-by-contract 
basis and another which can be done in bulk. 
 
I will cover the individual contract method first. 
 
Start off in Staffing > Staff Contracts, click edit to the right of the contract you wish to include/exclude from a 
budget (as circled in red below). 
 

 
 
After this screen has loaded, select the Budgets tab as shown below. 
 

 
 
When on the Budgets tab, you will be able to either include or exclude the contract from the budgets of your 
choosing from the list of available budgets. The toggle switches have been highlighted in the below image. 
 

 
 
If the switch is black, it is indicating that the costings for that contract are being included in that budget. However, 
if the switch is grey, it is letting us know that the costings are not being included in that particular budget. 
 
There is also the option to exclude and include contracts from your current budget in bulk. 
 
To do this, again start at Staffing > Staff Contracts. 
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This time however, we are going to be cherry picking the contracts we wish to include/exclude. 
 

 
 
You will be able to cherry pick the contracts via the checkboxes as circled in blue above. If you would like to select 
all, click the checkbox highlighted in green above. 
 
The column highlighted with the red circle will show green ticks if the contract is included in your currently 
selected budget (this is the budget shown in the green box in the top left corner). If the contract is not included, 
there will not be a green tick. 
 
When selecting contracts via the checkboxes, you will notice the selected lines will turn blue. 
 
Once you have either cherry picked or selected all the contracts you wish to include or exclude in your current 
budget, you can use either the paper icon with a tick (as displayed below circled in green) to include in your 
current budget, or the paper icon with a cross (as shown in red below) to exclude from your current budget. 
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