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Chapter 1 Setting up an Apprenticeship Service
Term in SIMS

Introduction
This chapter provides instructions on setting up an Apprentice Service Term in SIMS.

Should you require any assistance setting up in SIMS, please contact 01296 383500 - Option 1.
1. Goto: Tools | Staff | Pay Related.

2. Select: New

3. Work through the panels below to enter the details.

Panel 1: Service Term

Code: AP
Description Apprentice
Award by Salary Range: Tick
Salaried: Tick
Hours worked/week: 37
Term Time Only Possible: Tick
Weeks Worked/Year: 52.143
Teacher: Leave blank
Hidden: Leave blank

Service Term Detsils for Apprentice

Save Unde & Print

1 Service Term 2 Pay Awards 3 Pay Awards by Salary Range 4 Allowances 5 Posts 6 Superannuation 7 Financial Sub-groups

1 Service Term

Code |_'—_P | Salaried i Fay Fatiern
Hours Worked/Week |3?. 0000 |

Description |ﬁpprerrtice| | Term Time Only Possible [l

Lward by Salary Range [l Wweeks WorkedYear |52.143DI} |
Teacher O
Hidden O

Panel 2: Pay Awards

No information required to be entered as “award by salary range” selected.
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Panel 3: Pay Awards by Salary Range

In the Types panel: -
1. Select New and enter the following: =
Detail
Code: AP Code 2P |
L . Description [Apprentice ‘
Description: Apprentice
Hidden |
Pay Scale: Other aySeate [oher 7]
Regional Pay Spine select either: T i [Rest of England v
Rest of England or London Fringe
0K Cancel
2. Select OK
In the Salary Range panel: -
Detal
3. Select New and enter the following: Mirimum Aemourt [14586 |
Maximum Amount 123555
Minimum: £14,566 Puvard Dole 0170472025
Maximum: £23,556 o =
Award date:  01/04/2025 (or 01/09/2024 if applicable to your school)
4. Select OK and Save.
3 Pay Awards by Salary Range ¥)
Types Code Description Hidden Pay Scale B New
AP Apprentice Other % Open
{;‘f Delete
Salary Range Award Date Minimum Amount  Maximum Amount 15 New
01/04/2025 14566 23556 % Open
01/04/2024 12347 22070 % Delete
01/04/2023 10186 20103
01/04/2022 9280 18328
Panel 5: Posts
1. Select New and enter the following:
Post Reference: AP
Post Description: Apprentice
Post Category: Other Educational Support Staff
Payroll Post: (leave empty)
SWC Post Other Support Staff
5 Posis

Fosts Code  Description Category Description  SWC Post Payroll Post |:| New
Other education s...  Other Support Staff [E% Open

%2 Delete




Setting up an Apprentice Service Term in SIMS & Service Term Mapping in FMS

Refer to the FMS Finance Officer for further advice re below:

Panel 7: Financial Sub-Groups
1. Select New
Add the financial Sub-groups and Descriptions.

Note: These can be unique to your school and you may have more than one.

7 Financial Sub-groups
Financial Sub-groups Group Description D Hew

Apprertice Admin == Open
ASUP Apprentice Support %/e Delete

2. Once all of the information has been entered click Save.

Service Term Details for Apprentice

< E Save) & Unde (= Print
ce Term 2 Pay Awards 3 Pay Awards by Salary Range 4 Allowances 5Posts & Superannuation

7 Financial Sub-groups

THE LEDGER CODES MUST NOW BE MAPPED
REFER TO CHAPTER 2 — SERVICE TERM MAPPING IN FMS
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Chapter 2 Service Term Mapping in FMS

Introduction

This chapter provides instructions for Service Term Mapping in FMS. Once the service term is set up in
SIMS.net it must be mapped in FMS6 so that the monetary commitment goes against the correct cost centre.

Should you require any assistance setting up in FMS, please call 01296 383500 - option 2.

1. Click Focus | Personnel Links (or the face icon) | Salary Projections.

2 FMS SQL Server Database - SIMS FMS Module
Focus Edit Reports Tools Window Help

R asge @JO

»
T —
28 FMS SOL Server Database - SIMS FMS Medule - Gt Hampden Academy for the Gifted (non cheque) (825 - 5555)
Focus Edit Reports Toels Window Help

Accounts Payable > | E E
EE o

Central >

MNon Invoiced Income >

Accounts Receivable (Invoiced Income) ...

General Ledger ¥

Budget Management >

Personnel Links > Salary Projection
Budget Planning... Individual Payment
Equipment Register... Block Payment
Change Financial Year... Ealapialen oy
Print Setup...

Exit Alt+F4

2. Now click on Salary Projection | Service Term Mapping on the top tool bar or click the icon on the top
right hand corner.

T P S Servs Cianaibast - ST PG Moaduie - Gr Ham pdos Acaiiemy ot e Gied (1o cheguet) (K23 - 17351 - 0o
Fooun SeuryPequchion Ede dmpotn Toon Ardes ek
B e ¥ = BS .@_
) =
Serdice T
& — | T a il 1% X o
F B
Sebart Fuind | = | L

Sl tard Penantage..

Sarace Tem Mapging, .

(L] 150
Apperhorant .
i et Tail g anad of g
Anrstste Commisant...
Ertirats i
Clpis ]
aTrd T
wy ta cabe
dctunl

= i Bpgot

3. Select the Service Term browse button.
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Service Term - Cost Centre Mapping

X
|' | YAty
l | Y A
Defautt Cost Centre | | @] maprinas

Fund - Ledger Mapping

Fund Basic NI Super Default

(][]

Other Payment Mapping
Other Payments To A Maximum Value El

Fund Led. Code Ledger

4. Highlight AP — Apprentice from the list and click on Select.

Select Service Term e
Looking for Seguence
| | | <> Code <> Description |
Code Description Mapped -~

AT Advanced Skills Teacher
BF | Bucks Pay

LLL

BX  Bucks Welfare-5p.Meeds 32.5hr
DE Deputies

FE Further Education Lecturers

FL Foreign Language Assistant
HD Head & Deputies

5. Click on Sub Group Browser, highlight the appropriate sub group. Click on Select.

Select Sub Group =
Looking for Sequence
| | | é} Code <> Description |
Code Description Mapped

ASUP Apprentice Support

Select

Cancel Help
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6. Select the Default Cost Centre browse button.

Highlight EO5 — Administration & Clerical Staff and click Select.

Select Cost Centre pd

Looking for Sequence
| | {f} Code <> Drescription

Code Description e
DED3 DFCG Vehicles Plant Egt Machine
DED DFCG Informtn & Commn Technolgy
DA DFCG Capital Income
EQ1 Teachers
EQ2 Supply Teaching Staff
EQ3 Education Support Staff
B0 Premises Staff
E05  |Adminstration & Clerical Staff v
| i —— |
Select Cancel Help

7. Click on the [4] button in the Fund — Ledger Mapping box.

Fund - Ledger Mapping

Fund Basic MI Super Default

[N ]

8. Enter the following information:

Fund: 01 — School Budget Share
Basic: 144001 — Admin & Clerical Main Pay
NI: 144002 — Admin & Clerical NI
Super: 144003 — Admin & Clerical Supn
Fund - Ledger Mapping x
Cost Centre ‘Adminstratinn & Clerical Staff |
Fund |D1 ||Schocu| Budget Share |
Basic [144001 [aimin & cierical main Pay &Y
NI [142002 [2amin & clerical ni al
Super |h44'3'03 ||Admin B Clerical Supn |
B
Update Cancel Help
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9. Click on Update.

Service Term - Cost Centre Mapping bt
Service Term |Ap ”Apprentice ”Q| To map another service term use
the browser to select it SAVE
Sub Group |AADM ”Apprentice Admin ||Q,| Ef:llégll_alt;:eioamTr:l;nair:td
Default Cost Centre |E05 ”Adminstration & Clerical 5taff ”Q| EEEEIGE

Fund - Ledger Mapping

Fund Basic Ml Super Default

School Budget Share |Admin & Clerical Main P:|Admin & Clerical NI [Admin & Clerical 5y ¥4 |

[N ]

Other Payment Mapping
Other Payments To A Maximum Value EI

Fund Led. Code Ledger

Hikoco

10. Clicking on Save will calculate the commitments for the particular service term.
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