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First, please have your new scales on an excel workbook. You will need one column for your Scale Code 
(the prefix, which must be different to your old scale prefix), one column for your Scale Point and then a 
column for each of the four regions, simply copy your region value across four columns for each region 
(Main, Inner, Outer and Fringe). You can see this in the screenshot below:  

 
Please ensure there are no blank, duplicate or unrelated columns within the scales.  
Once this is completed, please save the file as a CSV. 
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Once saved, please go into SBS Online and follow the path Staffing > Salary Scales. And select the icon in 
a top right which is a square with an arrow pointing in. This will give you the option to import Teacher or 
Support Scales. Please select Support Scales. 

 
 
 
 
 
 
 
 
 
 
 
 
 

Which will lead you to the Support Scales import page which will ask for a file and columns for the Scale 
Code, Scale Point, Main Rate, Inner Rate, Outer Rate and Fringe Rate. Please upload the file and fill in this 
page based on the relevant columns on your excel document.  

  
Select the green arrow to import.  
 
Once this is completed, it will take you back to the salary scale page telling you the upload is successful.  
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Next, please follow the path Staffing > Staff Contracts. 

 
We would recommend filtering for all your Support Staff on this page via selecting the ‘Filters’ button 
type ‘Support’ in the appropriate filter box. Please be aware if you have any other support contract types, 
for example Nursery Nurse, you will need to complete this process again for that contract type.    
*These filters will be remembered when you leave the page so please remember to remove them once 
you have finished. A red circle with a number in it next to filters will tell you how many filters you have 
on this page* 
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Click back on the actions header and select the edit button beside the contract.  

 
This action will take you to the Contract Details tab. If you currently have a Maximum Salary in place, 
please adjust this to be the converted scale via the drop down. Please see the example below:  
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The conversion:  

 
After you have adjusted any Maximum Salary Scales, please go to the Salary Details tab.  
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Please select the option to Add salary detail, this will automatically add a salary detail for the following 
year from your last salary detail. Please change the date to be 1st April 2019 if needed. 

 
Next convert the Salary Scale to the new Scale Structure on the new Salary line you have just created.  
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Update any future salary details to the new scaling structure too. Once the contract is updated, please 
use the green tick to save. 

 
Check you are happy with the salary forecast and then repeat this process for all your Support Staff.  
Finally, please follow the path Staffing > Inflation and Superannuation and remove any inflation for your 
Support Staff in April 2019 via clicking on the percentage in blue and then using the red bin in the top 
right.  
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If you are applying these scales to a whole Trust, please import them from the Trust planner and this will 
feed down to your relevant school planners.  
 
Please be aware, this will import the Salary Scales to the first date on your Budget. This will not affect 
your contracts until you apply them, meaning no data will be pulled through to your reports till your 
contract registers them. 
 
If you have any issues, please contact the Service desk on 0345 222 1551, option 8, or email us on 
sbsonline@schoolbusinessservices.co.uk  
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