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How to bulk edit staff contracts in SBS Budgets 
 
Please note: Making changes to staff contracts will affect all non-fixed budgets. 
 
Start off in Staffing > Staff Contracts.  
 

 
 
Here you will be able to either cherry pick the contracts you wish to amend in bulk (via the checkboxes that have 
been circled red in the above image), or you can select all (via the checkbox circled in green above). 
 
Please note, you will not be able to bulk edit both support and teacher contracts at the same time, the system will 
flag up an error message if you attempt to edit both simultaneously. 
 
A workaround for this if you wanted to select all teachers for instance, would be to click Filters at the top, then 
filter for teachers. At this point you will be able to click the checkbox circled in green to select all teachers (please 
see below image) 
 

 
 
Once you have selected the contracts you wish to bulk edit, click the pencil icon (circled in blue in the top image). 
This will take you to this screen. 
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Simply make the amendments that you need to, then click the green tick in the top right corner to save. 
 
Please refer to our user guide on editing staff contracts for more information regarding the fields on the above 
screen. 
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