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Logging In 
SchoolsBPS can be accessed from any device with internet access including laptops, home/office 

computers, tablets and smart phones.  For your security, BPS uses secure encryption and cannot be 

found via search engines.  

https://peterborough.schoolbps.net 

The login screen will request your username and password.  The master username for each school in 

your system will be ‘admin’ followed by the school’s four digit DfE number (e.g. ‘admin1234’). 

If you forget your password you can contact the Schools Finance Team support for a reset; our email 

address can be found on the login screen. 

 

Roles, Access Rights and Users 
In SchoolsBPS, each school in the system has a ‘master user’ who has access to all features within 

that school.  However, any number of other users can be set up within a school and their access can 

be restricted as required. Please contact Schools Finance for assistance. 
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Changing a Password 
To change your password go to ‘User/Admin’ and select ‘Change Password’. 

 

 

Simply input your existing password into the top field, your desired new password into the other two 

fields, and then click ‘Save’.  For security, we recommend that you choose a password containing a 

combination of letters and numbers which is not easy to guess. 

 

 

You will then be disconnected and need to login afresh. 

10 minute Save 
 

SchoolsBPS reminds you every 10 minutes to Save your work. If after 20 minutes you have not 

saved – all new changes will be lost. 
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Account Codes 
Account codes will be maintained by Schools Finance. 

Extra Objects 
Extra Objects are created at individual school level and will therefore need to be added into 

SchoolsBPS manually.  To do this, go to ‘Objects’ on the menu bar and select ‘Object’ from the sub-

menu. 

Change screenshot 

 

This will display all of the objects currently in the system. To add a new object, enter an ID (e.g. 

18999), Name (e.g. Primary Sports Grant) and Description (e.g. Primary Sports Grant) into the fields 

provided at the bottom of the screen, then click ‘add’. 

Change screenshot 
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Mapping Account Codes to Objects 
Before amounts can be allocated to Objects, the Objects must be attached to the Account codes.  

The process is known as ‘mapping’.  To do this, go to ‘User/Admin’ on the menu bar and click on 

‘Account Code’. 

Change screenshot 

 

 

The Account code screen allows you to search by code/description or by line number.  When you 

find the Account code you need, click on the blue ‘Edit’ icon on the right hand side of the screen and 

click on the tab marked ‘Object.   The checkboxes indicate which Objects are attached to this code.  

To attach new ones, simply tick the box and click ‘Save’. 
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Core Functionality 
This chapter covers the core features of SchoolsBPS.  Budget forecasts in BPS are created by pulling 

together data from three sources – Employees, Funding Allocation and Other Income & Expenditure.   

 

 

Employees 
The employees section covers all expenditure directly related to school staff (teaching and non-

teaching).  This includes data on each employee’s job role, such as their salary scale point, whether 

they pay into the pension scheme, whether they increment through the pay scale and any additional 

payments (e.g. TLRs) they might receive.   

Creating an Employee Scenario 
In SchoolsBPS an employee scenario contains all the details of staff in a particular school.  You can 

have any number of employee scenarios in the system.  To create a scenario, or access an existing 

one select ‘Employee Scenarios’ from the left-hand menu bar. 

  

This will produce a list of the scenarios you already have in the system: 
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The icons on the right hand side of the list allow access to the scenario.  

 

‘Edit’ allows you to change the name and description of the scenario. 

‘Employees’ allows you to add, edit and delete individual employees. 

‘Delete’ as the name suggests, deletes the scenario and all the data within it. 

The other icons are for generating employee reports.  These will be covered in detail later in this 

section. 
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Entering Employee Data 
To add the details of a new employee, click on the ‘Employees’ icon, then click the ‘Add Employee’ 

button.  You will arrive at this screen:  

 

Fill in details such as First Name, Surname and pay roll number into the boxes provided.  ‘Joining 

Date’ refers to the continuous employment date with the local authority. 

Job Roles 

SchoolsBPS allows each employee to have up to three different job roles (so, for example, a person 

could be a Teaching Assistant, a Cleaner and a Midday Supervisor.)  This is also used for teachers 

who move from the main to the upper pay scale.  Select the appropriate job role from the drop 

down menu. 

End Date 

Entering an end date will terminate the job role on the date specified.  End dates are only necessary 

in a few situations, for example, if the person is on a fixed term contract, if hours change or if they 

are retiring.  End dates are also relevant when main scale teachers move up to the upper pay scale. 

Auto Increment  

If this box is checked the employee will increment annually until they reach the top of the pay grade 

for their job role.  As standard this happens on 1st September for teaching staff and 1st April for non-

teaching staff.  

Superannuation 

Check this box if the employee pays into the pension scheme. 
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Spot Salary 

If the employee does not receive a salary on a recognised pay scale you can choose to enter a salary 

figure instead of selecting a scale point. 

Extra Objects 

If you have Objects set up in your system you can select the Extra Object for the job role using the 

drop down menu. 

Job Payroll Number 

You should enter the payroll number against the job role as well as the employee’s personal details. 

This becomes particularly important when employees have more than one job role and for 

reconciling salaries back to payroll provider reports. 

Once these details have been completed, click ‘Save’. 

You will now have some additional tabs at the top of the screen. The details relating to a person’s 

contract are entered via the ‘Job Role’ tab. 

 

 

 

Entering Job Role Details – Teaching Staff 
Input the details of the employee’s contract into the boxes provided. ‘Applies From’, ‘Hours’ and ‘FTE’ 

are required fields. Values can also be entered for ‘Recruitment Retention’, ‘Other Allowances’ etc. 

if applicable, and ‘TLR’s can be selected from the drop down menu. Amounts entered into ‘SEN 

Amount’ must be between the minimum and maximum amount defined for the school (for directions 

on how to change these parameters, see SEN Payments later in this section). Once you have entered 

these details, select the correct pay scale point for the employee and click ‘Add’. 
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This will save the details of the job role and insert time lines (see below).  Each time line represents a 

change of some kind.  In this example, they show the employee incrementing through the pay scale 

annually on 1st September until they reach the top. 

 

 

Entering Job Role Details – Non-Teaching Staff 
The method for entering non-teaching staff is slightly different from that of teachers because 

SchoolsBPS needs additional data to calculate term-time only pay. 

The required fields for non-teaching staff are ‘Applies From’, ‘Hours’ and ‘Weeks Worked’.  

SchoolsBPS will use the values in Hours and Weeks Paid to automatically calculate the FTE. 
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Spot Salaries 

If you checked the ‘Spot Salary’ checkbox on the ‘personal’ tab, the pay scale point drop down will 

be replaced with a field to enter an amount.  You need to enter the FTE salary figure in this field (i.e. 

the amount the employee would receive if they were full time and 52.143 weeks per year). 

 

 

 

Manually Entering and Editing Time Lines 
Once an employee’s job role details have been entered you can edit the details from specified dates.  

To view the details of the Job role – click blue ‘Edit’ icon. For example, let’s assume that a teacher 

has decided to reduce their working hours from full time to three days per week, effective from 1st 

January 2015: 
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To do this, we enter the ‘applies from date’ as 1st January 2015, enter the FTE as 0.6, select the TLR 

rate they receive and choose the relevant pay scale point, then click ‘Add’.  

 

 

This inserts a new time line from the date, altering the contract accordingly. 

To edit an existing time line, click on the blue ‘Edit’ icon on the right hand side of the time line. This 

will bring up the details, which can then be changed. Once any changes have been made, click 

‘Update’.  
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Ticking the ‘Update Auto Entry’ checkbox applies the changes to all subsequent time lines, if it is left 

unchecked it will apply to that time line only. 

 

 

Modelling Maternity Leave 
Maternity pay in SchoolsBPS is calculated using ‘applies from’ dates to model the cost to the school. 

Using the 2014 figures for teachers, the employee is entitled to; 4 weeks at full pay, 2 weeks at 90% 

pay, 12 weeks at 50% pay and 21 weeks on Statutory Maternity Pay (SMP). 

The first thing to do is to work out the dates when these changes occur.  When the employee starts 

their maternity leave, they are on full pay, the cost to the school is the same, so no action is required 

for the first 4 weeks. 

Then enter an ‘applies from’ date when they drop to 90% pay.  Select the employee’s pay scale 

point and enter any other payments they receive, but change their FTE to 0.9 (or 90% of their 

current FTE if they are less than 1) and click ‘Add’.   Repeat this process for the date they drop to 

50% pay, changing the FTE to 0.5 or 50% of the FTE they were before going on maternity leave. 

When the employee goes on to SMP, enter an ‘applies from’ date and set the FTE as zero (for this 

period there is no material cost to the school).  When they return to work, enter an ‘applies from’ 

date with their correct FTE. 
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The time lines modelling should look like this: 

  

 

 

Honorary Payments 
Next to the ‘Job Role’ tab you will find the ‘Honorary’ tab.  This allows you to enter a one off 

payment on a specific date.  Click the ‘Add Honorary’ tab and enter the details into the fields 

provided and then click ‘Save’.  You can choose whether this payment applies to the employee’s 

pension contributions by ticking the checkbox. 

 

 

Employee Summary 
The final tab on an employee’s record is the ‘Summary’ tab. This enables you to see how much an 

individual is being paid each month, the cost of employer’s National Insurance and pension 

contributions and the total cost to the school: 
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If you wish to, you can see the cost of the employee in future years by using the ‘Select Financial 

Year’ drop down menu.  Data in future years will take into account pay scale increments and future 

changes to the contract specified by time lines, plus any projected increases to the pay scale itself. 

By clicking on the name of the job role in the column marked ‘Description’ you can see the 

employee’s FTE and breakdown of gross pay, in this case how much of it is from their salary and how 

much from their TLR: 

 

 

Clicking on the blue hyperlink ‘Generate Summary Statement’ will produce this data as a report 

which can be downloaded to your computer.  Reports are covered in more detail in the next section. 

Employee Reports 
There are four different types of report which can be generated from an employee scenario; 

Summary, FTE Summary, FTE with Summary and FTE Full Summary. These can be accessed using 

the icons on the right hand side of the List of Employee Scenarios: 
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Summary 

The Summary report lists the salary details for all employees in the scenario.  Salaries are broken 

down by month, and a total is given.  Employees are grouped by Account code, with totals for each 

code at the bottom.  Financial year can be selected at the top of the screen. 

 

 

By default, the Summary report shows salary amounts with employer’s National Insurance and 

pension contributions included.  If you want to view the breakdown of the figures, click the radio 

button marked ‘Summary Details Report’ 

Clicking the ‘Print Report’ hyperlink will take you to the report preview screen where you can select 

which format you would like to download the report in.  Clicking ‘Download Excel’ will produce a 

raw data file for Microsoft Excel. 
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FTE Summary 

The FTE Summary report contains all of the employee’s contract details at three key points in the 

School Year; 1st April, 1st September and 1st January. 

As with the summary report, employees are grouped by Account code.  Using the side scrolling bar 

at the bottom you will be able to view the whole report.  Clicking ‘Generate FTE Summary’ will take 

you to the report preview screen. 

 

 

 

FTE with Summary 

The FTE with Summary report combines a slightly reduced version of the FTE Summary with the 

Summary report.  The Summary report data can be found on the far right of the report.  Clicking 

‘Generate FTE with Summary’ takes you to the report preview screen. 
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FTE Full Summary 

The FTE Full Summary is the most comprehensive of the employee reports in SchoolsBPS, it contains 

all of the data from the scenario for the next five years in a single report.  

Staff are grouped into ‘Teaching’ and ‘Non Teaching’ Staff on the tabs in the top left.  Using the 

horizontal scroll bar at the bottom, you can view all of the data.  Clicking ‘Generate FTE Summary 

Report’ takes you to the preview screen. (Please note, due to the amount of data presented in this 

report, you will likely require an A3 printer if you want a print out.) 

 

 

 

Tip: You will notice that the names of employees are highlighted in blue.  If you click on a name, it 

will take you to that employee’s records.  This is very useful for checking details and making changes 

quickly and efficiently.  After making any necessary changes to an individual you can return to the 

report by clicking the link at the bottom of the screen. (See below.) 
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Report Preview Screen 

All reports in SchoolsBPS use a report preview screen.  This enables you to see what the report will 

look like before you download it to your computer.  

 

The ‘Export’ icon on the top bar of the preview (highlighted below) allows you to select which 

format you want to download it in.  

 

 

 

 

There are three available formats in the Export menu: 

Excel – This produces a file in a format compatible with MS Excel and other spreadsheet programs. 

This will allow you to manipulate the data as a spreadsheet, remove unwanted sections and run 

various calculations. 
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PDF - The format of choice for presentations and meeting handouts.  As a PDF the report will be well 

presented with neat margins. 

Word – Produces a file compatible with word processor such as MS Word.  This can be useful if you 

want to present the data as part of a text document. 

The Correction Matrix 
The Correction Matrix allows you to enter correcting figures against specific Account codes in an 

employee scenario.  The matrix is accessed using the icon to the left of ‘delete’. 

 

To enter a correcting figure, click on the desired cell and type in the numbers.  You can also enter 

comments in the boxes on the right of the screen (these will appear in Account code level reports in 

Budget Forecasts). 
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TLR Rates 

  

TLR Rates can be changed at the school level by selecting the option under ‘Employees’ on the menu 

bar.  Simply type the figures into the cells and then click ‘Update TLR Rates’. 

 

 

Funding Allocation 
Funding Allocation covers the Section 251 Funding a School receives.  This includes items like AWPU, 

Deprivation and English as an Additional Language funding, but does not include other sources of 

income such as Pupil Premium. (These are dealt with in Other Income & Expenditure.) 

Creating a Funding Scenario  

A Funding Scenario will be uploaded by the Schools Finance Team. 

From the menu, select ‘Funding Allocation’ and click on ‘Funding Scenarios’. 

 

 

Your SchoolsBPS system will be set up with the correct funding per pupil in each key stage, and the 

Pupil Information grid is used to calculate the total funding.  To make changes to anticipated 

demography of pupils in future years, click on the cells and enter the number of pupils in that year 

group. 
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You will notice that the numbers entered in first column copy across and rise through the year 

groups in subsequent years.  If you want to manually change numbers in a future year, click on the 

appropriate cell and adjust the figure.  The top row should now be populated with pupil numbers 

taken from the census data predicting future intake. 

Once this grid is complete, click ‘Save’ and select the ‘Financial Year Details’ tab. 

At the top of the screen you will see the Age Weighted Pupil Funding calculator, which works out 

your AWPU Funding based on the pupil numbers entered on the previous tab. 

For Special and Nursery Schools – this will be replaced with Place funding. 
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Other Income & Expenditure 
 

Any funding which is not received through the schools Section 251 Funding Statement, and any costs 

which are not directly associated with employees are handled in SchoolsBPS using the ‘Other 

Income & Expenditure’ module.  This is also where an opening balance (or ‘carry-forward’) can be 

entered.  

Other Income & Expenditure can be accessed under ‘Budget Forecast’ on the left hand menu bar. 

  

On the list of Other Income & Expenditure Version Details you can edit and delete existing scenarios 

using the icons on the right hand side of the list 

The first step in creating a new Other Income & Expenditure scenario is to enter a Version 

Description (i.e. a name) in the box at the top, and click ‘Save’. 

All Account codes (with the exception of salary and Funding codes) from your chart of accounts are 

available in the scenario.  The tabs on the top left of the screen are used to navigate around your 

codes, they are divided into ‘Revenue’ and ‘Capital’, and then by ‘Income’, ‘Expenditure’ and 

‘Balance’.  

If you want to find a specific code, type it into the blue ‘Account Code’ box in the top right and click 

the ‘search’ icon. 
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To enter amounts against Account codes, simply click on the appropriate cell in the first column (this 

will be the current financial year).  It will copy the amount across the next five years.  

To set inflation rates - double click on the underlined blue Account code and description – the 

Details screen will open.  

 

Insert the inflation figure you wish to apply and tick Inflation Amended. 

Update 

To select correct Profile – double click on the underlined blue Account code and description – the 

Details screen will open 

Choose the most appropriate Profile from the list. 

Update 

 

You can manually change amounts in future years by clicking on the cells and entering different 

figures. 

To save your changes, click the ‘Save’ button at the top of the screen. 
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Entering opening balances 
 

To enter opening balances – Other Income Expenditure – Balance tab(s) 

Revenue – enter figures 

OB01 – Uncommitted Revenue Balance 

OB02 Community Focused Extended School BalancesCapital 

Capital – enter figures 

OB03 – Capital Balances 

Save  

This can be updated at any time – enter estimates and change to actuals after LA has closed year 

end. 
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Notes  

 
On the right hand side of Other Income & Expenditure you will notice the yellow ‘Notes’ icons. These 

allow you to enter narrative against an Account code.  To do this, click on the icon, enter your notes 

in notes in the window and click ‘Save’.  

 

 

 

Any notes which have been saved in Other Income & Expenditure will appear on your Account Code 

Level budget forecast reports. 

Particularly useful on E30. 

Extra Objects 
An Account code which has Objects attached will have an ‘Object’ icon next to it in Other Income & 

Expenditure.-  
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To enter amounts against Objects, first enter the total budget against the Account code, then click 

on the ‘Object’ icon.  This will open a window showing all Objects associated with that Account code.  

 

 

You will see the total ‘Funds Available’ at the top of the list.  To split this out between Objects click 

on the appropriate cells in the first column (the current year) and enter the budget for that Object.  

The ‘Balance’ figure at the bottom of the window will reduce accordingly, and once this reaches zero 

all funds have been allocated.  Click ‘Save’ on the cost centre window, and then click ‘Save’ at the 

top of the screen. 

 

Budget Forecast 
Once you have completed your Employee, Funding and Other Income & Expenditure Scenario a 

Budget Forecast can be created.  To do this, go to ‘Budget Forecast’ on the menu bar, and select 

‘Budget Forecast’ from the sub-menu. 

 

 

This will display all the budget forecasts currently in your system.  
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To create a new budget, click the ‘Add Budget Forecast’ button, the next screen will allow you to 

select which combination of scenarios you would like to choose for the budget using the drop down 

menus.  Select your scenarios and click ‘Calculate’. 

 

 

This will give you your in-year position (i.e. this does not include any carry-forward you have entered 

into Other Income & Expenditure).  The next step is to give the Budget Forecast a name in the field 

provided.  Descriptions and notes can also be added if required. Click ‘Save’ to complete. 

 

 

The new budget forecast will now appear in the list. You can view the details of a budget and 

generate a variety of reports from it by clicking on the blue ‘details’ icon. 
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Budget Forecast Details 
On the Budget Forecast details screen all of the data from the three component scenarios is visible, 

with projections going forward for up to 5 years (based on pay auto-increment, predicted wage 

increases, inflation etc.)  You can navigate around the budget forecast using the tabs and the 

Account code search feature. 

Click on the Details ‘icon’ to open. (To the left of the red X) 

 

 

 

Reports 
You will find the reports suite in the top right hand corner of the screen.  Click on the yellow 

dropdown arrow to open it. 

 

The radio buttons allow you to define the type of report you want to produce. Under the ‘Modules’ 

heading you can choose to view the entire budget or select one of the component scenarios. 
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The ‘Type’ heading allows you to choose from three different kinds of report.  

Summary is a ‘high level’ report; individual Account codes are grouped under Income, Expenditure, 

Balances etc . 

CFR Codes Level groups the costs according to the line headings in your chart of accounts (reporting 

at CFR level). 

Account Code Level is the ‘fine detail’ report. Every Account code with an amount against it will be 

shown in this report.  Any comments entered against Account codes in Other Income & Expenditure 

will be displayed in this report.  

Include Financial Data allows you to select the years you want to include in the forecast report. 

Selecting Employees or Funding Allocation modules will allow individual future years to be selected. 

Budget Forecast and Income and Expenditure modules give the option of 3 or 5 year projections and 

individual years from the options.. 

 Clicking the preview icon generates a print preview of the report 

The PDF icon generates the report as a .pdf file 

When a Budget Forecast Summary including data for 5 years is selected the 

Graphical Report icon becomes available. This generates a report containing full colour 3D graphs 

which make ideal hand-outs for meetings. 
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When a Budget Forecast Report is selected the Excel Format icon will appear.  

The Reset icon clears all options selected. 

 

Report Preview Screen 

When you generate a report you will see the report preview screen.  This is identical to the preview 

screen for Employee reports, so you will be able export the file as a PDF, MS Excel or MS Word file in 

exactly the same way. 

 

 

Setting a budget as Current 
Once a budget forecast has been created it can be set as either the ‘current version’ using the 

button at the bottom of the Budget Forecast List screen.  Highlight the line and click the button. 
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You will notice two new icons appear in the Current Forecast column. The ‘page’ icon indicates that 

this is the budget forecast that you are currently working with.  The second is the ‘repost’ or ‘blue 

arrows’ icon.  

 

Reposting 
When a budget forecast is brought together the data within it is taken from the Employees, Funding 

and Other Income & Expenditure scenarios as they were at the time.  If you then make alterations 

to a scenario (for example, added extra employees) this would not change the figures in the 

forecast.  

If you want changes made to feed through to an existing budget forecast, make this forecast 

‘current’ and click on the ‘blue arrows’ icon. This will automatically update the budget forecast with 

the latest versions of its constituent scenarios. 

Submitting a Budget 
Once a budget forecast has been approved and signed off by the Governors it can be ‘submitted’. 

This locks the budget into the system so it cannot be reposted, deleted or modified.  Once a budget 

is submitted it cannot be altered, so please ensure you are satisfied with it before clicking the ‘Set 

Submit Version’ button. 

 

Two new icons will appear on the line under ‘Submitted Budget’.  The first indicates that this budget 

has been submitted, the second will indicate whether it has been authorised by Central Admin. 
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Next Year 
 

 

 

The ‘Next Year’ feature allows you to start budget planning for the upcoming financial year, while 

still working on the current year.  All of the core features are available under ‘Next Year’ and all work 

in the same manner as they do in the current year. 

‘Next Year’ is not a permanent feature on the menu bar, rather it is ‘switched on’ when the school 

receives its upcoming S251 Funding Statement from the LA. 

 

Employee Scenarios – Next Year 
In this section you will be able to access all of the scenarios you have set up under Employees in the 

current year, with the difference being, the scenarios in ‘Next Year’ will be looking at the upcoming 

financial year’s figures rather than the current.  Be aware these are the same sets of data regardless 

of whether they are viewed under ‘Next Year’ or under current year, so if you make a change to a 

scenario in ‘Next Year’ the changes will feed through to the current year. 

Other Income & Expenditure – Next Year 
All Other Income & Expenditure scenarios in the current year are available to be used in ‘Next Year’.  

However, you will first need to ‘generate’ them in ‘Next Year’ using the blue and yellow icon on the 

left hand side of the scenario list. Generating in ‘Next Year’ creates a copy of the existing scenario.  

They are two separate files, so any changes made to the ‘Next Year’ version have no effect on the 

current year. 
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Funding Scenarios – Next Year 
The method of creating a Funding Scenario in ‘Next Year’ is identical to the method of creating a 

Funding Scenario in current year 

Budget Forecast – Next Year 
Budget forecasts are generated in the same manner as in current year. 

TLR Rates – Next Year 
When the ‘Next Year’ is activated, updates to TLR rates can only be done through ‘next year’.  The 

method for doing this is exactly the same as the TLR Rates table under Employees. 

Commit Year End Process – Next Year 
When you have finished with the current year and want to fully roll your BPS system forward you 

need to ‘Commit Year End Process’.  To do this, enter your master username (i.e. ‘adminxxxx’) and 

password into the boxes provided, then click ‘Commit’. 

 

 

 


