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Loading the Staff by Year Report 
 

1. Follow the path Staffing > Staff by Year Report 

 
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 
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Formatting the report – Hiding columns 
 

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

2. Select the option to ‘hide’ the header 
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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. 

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. 

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 
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3. Select the option to sort  

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.  
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Formatting the report - Filtering 
 
Only want to see how much your teachers are costing?  
 

1. Select the ‘Filters’ tab 

2. Use the ‘type to filter’ box above the header you wish to filter by 
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3. Type what you wish to filter, the report will 
automatically remove all items not relevant.  

4. Go back to the ‘actions’ tab 

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  
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