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How to create Custom Salary Scales 
 

1. Follow the path Staffing > Salary Scales  

2. Then select the pen with a plus in the top right 
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3. Select the option to create Salary Scale 

4. You can select whether the Scale is a Support or Teacher Scale via the 
drop down.  
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5. Use the Code for the Scale name and the Point for the scale number (E.G 
M1 equals Code M and Point 1) 

6. Next, type the value of the scale into the Rates section. We recommend 
completing the Main, Inner, Outer and Fringe with the same value. 
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7. Finally, save the scale.  
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How to Update Custom Scales 
 

1. Follow the path Staffing > Salary Scales 

2. Then select the pen with a plus in the top right 
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3. Select the option to create a ‘New custom scale date’ 

4. Set a description, we recommend this being the month and year the 
scale is being updated for.  
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5. Select the date you would like to update the scale for. 

6. We recommend leaving the inflation percentage blank and saving the 
new scale date.  

7. Next, on the Salary Scale page, scroll down to your custom scales and 
select edit.  
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8. Update the rate for the new date line.  

9. Select save, this will update all your contracts automatically. 
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10. Follow the path Staffing > Inflation and Superannuation  

11. Select on the inflation for the date you have updated your salary scales 
for 
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12. Use the red bin to delete this rate 

 
If you have any questions or require any assistance, please feel free to call the 
service desk on 0345 222 1551, option 8. Alternatively, you can email us on 
sbsonline@schoolbusinessservices.co.uk.  
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