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Loading the Staff by Year Report

1. Follow the path Staffing > Staff by Year Report
©® SBSBudgets | Q

Leadership
Working Budget 19/20

[0 JC 1#1#SBS

SBS

SBS

Dashboard

Head Teacher

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

Tel: 0345 222 1551

School Business Manager
Name: Jane Doe

2. The report loads a year at a time, if you wish to view a different year
within the budget, use the drop-down option

Staff by Year Report ®

o CEES

2019/20
2020/21

Basic 2021/22
Salary NI Super

Budget 3 Cost Cost
Code a Centre Centre T§

EACH  ACA2000 ACA2005 ACAZ2010 Teach  Teach  Teach l

Basic NI Super
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Formatting the report — Hiding columns

1. Select the header of the column you wish to hide

Q Staff by Year Report ®

Filters Hidden

Rl 2 B o CIEN

Basic
Super Salary
First Employee Contract Service Budget Cost
m Name Number Name Term Code Centre

Rocky  Balboa 157912 fonmt Support PREM  ACA2300 ACA2305 ACA2310 ;zgf’:rt |
Annette  Bemming 157000 COM'3 aionort CLEAN  ACA2300 ACA2305 ACA2310 ;;E‘F’:” |
Contract Support !
Sean Connery 157907 | Support MIDDAY ~ACA2600 ACA2600 ACA2600 _P°°" |
. (L. ’
2. Select the option to ‘hide’ the header
Q Staff by Year Report @

Filters Hidden

L

Basic
Super Salary
First Employee Contract Service Budget Cost
m Name Number Name Term Code Centre

Contract
1

Support
Basic

Rocky 157912 Support A2305 ACA2310

Annette  Bemning 157900 fontrw Support CLEAN  ACA2300 ACA2305 ACA2310 :;Eipcort
Contract Support
Sean Connery 157907 | Support MIDDAY ACA2600 ACA2600 ACA2600 _ °°
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3. This will then disappear from the report and a red
circle with the number of how many hidden
columns you have.

Q Staff by Year Report ®

Filters Hidden 1

q Im 2 W

Basic

NI Super Salary
Employee Contract Service  Budget Budget Cost
Number Name Type Term Code Code Centre

Contract Support Su
Rocky Balboa 157912 Support PREM  ACA2305 ACA2310 - PP

1 Basic NI
Annette  Benning 157900 fontmt Support CLEAN  ACA2305 ACA2310 ijﬁmt f”J

The system remembers the columns you have hidden, so this will be
saved when you leave the report and return. This is based on the user, so
that different users within the same school can have the report
formatted with their own preference.
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Formatting the report — Adding Subtotals

1. Select the subtotal icon directly under actions. The
icon will be orange when it is being used.

Q Staff by Year Report ®

Filters Hidden 1

b 2 W o

Basic
Super Salary
Employee Contract Service Budget Cost
Number Name Type Term Code Centre

|
Rocky Balboa 157912 fommt Support PREM  ACA2305 ACA2310 g:gl":rt |

.
Annette  Benning 157900 fontr“t Support CLEAN  ACA2305 ACA2310 :;Eipcort |

2. For the subtotaling to take effect, you will need to choose a column to
sort by. To do this, select the header of the column you wish to sort by

Staff by Year Report &

Filters Hidden 1

R o2 8 5 o o SN

Basic

Super Salary
Employee Coniract Service Budget Cost
Number Name Term Code Centre

Contract Support Su
Balboa 157912 Support PREM  ACA2305 ACA2310 --PP
1 Basic NI
e Beming 157000  COMC guonon GLEAN  Aca2s0s Acazsig SuPPOrt SU
1 Basic NI
P 1mTAnT Contract . 4 aNPnAV  AnAnznn ananznn SUPPOTT Su
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3. Select the option to sort

Staff by Year Report @

Basic
Salary
Cost
Centre

Super
Budget
Code

Employee
Number

Contract

Name Type

157012 SO gnnont ® Hie 5 ACA2310 ;;Eiimt i

157900 fom'am Support CLEAN  ACA2305 ACA2310 ;;Eipcm i
You will then have a subtotal line based on your sorted field and a
complete total of all staffing at the bottom of the page.

Staff by Year Report ®

74items: 1 pages -~

Feb 2020 Mar 2020 Apr 2020 May 2020 Jun 2020 Jul 2020 Aug 2020 Total Cost
2,803.00 2,803.90 280399  2,803.00 280399 2380399  2,803.00 26,0588  2,440.10 6,181.87  34727.85
3,406.07 3,406.07 3,406.07 3,406.07 3,406.07 3,406.07 3,406.07 30,575.60 3,056.92 7,240.30 40,872.82
4,247.08 4,247.08 4,247.08 4,247.08 4,247.08 4,247.08 4,247.08 37.916.40 4,069.95 8,978.60 50,964.95
3,383.16 3,383.16 3,383.16 3,383.16 3,383.16 3,383.16 3,383.16 30,375.60 3,029.32 7.192.94 40,597.86

142,811.65 142,811.65 142,811.65 142811.65 142811.65 142811.65 142811.65 1,276,978.67 134,372.58 302,388.36 1,713,739.80
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Formatting the report - Filtering

Only want to see how much your teachers are costing?

1. Select the ‘Filters’ tab

Q Staff by Year Report ®

Filters Hidden 1

w 2 W o

Basic
NI Super Salary
Last Employee Contract I Service Budget Budget Cost
Number Name Type Term Code Code Centre
<
Judi Dench 676565 contract Support  ADMIN ACA2405 ACA2410 E;Eiiort I:

1

2. Use the ‘type to filter’ box above the header you wish to filter by

Q Staff by Year Report ®

Actions

Employee Contract
™ First Name Last Name Number Name I Service Term
Judi Dench 676565 Contract 1 Support ADMIN AC)
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3. Type what you wish to filter, the report will
automatically remove all items not relevant.

Q Staff by Year Report ®

Actions Filters 1 Hidden 1

oo Jooooe Joooo B J (e B

Employee Contract
™ First Name Last Name Number Name I Service Term
John Smith 083654 Contract 1 LEAD A
Rosamund Pike 973643 Contract 1 Teacher LEAD A

4. Go back to the ‘actions’ tab

Q Staff by Year Report ®

Actions Filters 1

Employee Contract
™ First Name Last Name Number Name 1 sService Term
John Smith 083654 Contract 1 Teacher LEAD AL
Rosamund Pike 973643 Contract 1 Teacher LEAD Al

You will notice, like the hidden items, the number of filters you have are
displayed in a red circle beside filters.
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Exporting the report

1. You can export the report the report to PDF, print
or excel

Q Staff by Year Report @

i) 2019/20 ~

Basic
NI Super Salary
Employee  Contract 1 Service Budget Budget Cost

Number Name Type Term Code Code Cenire

John smith  ossesa  COMC reocher LEAD  ACA2005 ACA2010 1C2Ch  Teac
1 Basic NI
Rosamund Pike 9730643 fomraa Teacher LEAD ACAZ005 ACAZ20710 ;::3:?’1 Lfac
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