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SBS

School Business Services

How to add maternity leave dates to SBS Budgets

To do this, begin by going Staffing > Staff Contracts. Once the page loads, click edit to the right of the contract
you wish to add maternity leave dates to (as shown circled in red in the below image).

Filters Hidden 39items: 1 pages ~

6 2

Current
Budget Contract Name Employee Number  First Name Last Name Type Service Term Tags Fund Codes Budget Count Actions

Yoar 1 [35%]
[m] Contract 1 7837434 Jessica Alba Support  ADMIN = 1st April, 2020 31st August, 2022 2
Year 2 [65%]

When the next screen loads, towards the bottom of the first page you will notice fields where you can add start
and end dates.

End:  ZUZZ-UB-31
Claternity leave start date,
Return to work date;

Simply enter the start and end dates then click the green tick in the top right corner to save.

As long as the correct maternity table is selected in your budget settings, the system will calculate the costings for
that person whilst on maternity leave (with the SMP rebate subtracted from the costings).

Please see our guide on How to edit the maternity table for further information on ensuring you have the correct
maternity table selected.

2

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, BH12 5AG
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD

Registered in England No. 06443524


mailto:hello@schoolbusinessservices.co.uk

