CEA Info & Import Procedures

CEA creating & uploading 
· Your CEA report will be used to update your actuals on SBS.
· Please ensure you have posted all your journals (including your Payroll Journals) before running any month end reports.
· The minimum columns needed on your CEA report are shown below
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CEA uploading
My suggestion would be to run your CEA report and amend your Header Columns to show per the previous slide. With no spaces in column headers. Before you import into SBS.
This is an example of the column header changes on an FMS report:
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This is an example of the column header changes on an BROMCOM report:
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For Arbor schools
Please check you have 2 columns called Type & Budget Code Filter and there are entries for these in each row you have data for. If there isn’t could you please add to your report?
You will also need to change the Column Header called Description. Please and an s to the end, as it should be called Descriptions.
Please check you have column headers as listed on this page
Once you have made the amendments, please save your CEA as a CSV file, by selecting the file type as: [image: ] This is so that it can be imported into SBS.


Importing your commitments
 (Does not apply to Arbor Schools)



There is an option to import your commitments at the same time as your actuals etc
A few schools have now asked if they can import their CEA Commitment figures into SBS so they show in their Budget vs Actuals report. 
 
This can be done but it is a bit long winded to get it there, as it requires you to manually change the CEA report before uploading.
 
To do so, these are the steps you will need to follow:
· Please copy the rows in your CEA with commitments in them, 
· Paste these at the bottom of the CEA file and remove all other column figures just leaving the commitments figure on these newly pasted rows.  
· Move these commitment figures into your value column.
· On these commitment rows, in the Type column, change the commitment rows Type from Actual to Commitments
· Please do this for all rows with commitments values in them.
 
This should then upload & you should see your commitments in the commitments column on your Budget vs Actuals report.
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Some schools are finding when importing their CEAs it is trying to import the wrong number of rows (when they have deleted a row(s))
To stop this happening, make the amendments to your CEA. Copy just the cells with figures/data/words in them, and paste into a new document, then save as CSV for importing into SBS
When you have done this, Click Import.
A confirmation message will show the number of lines, check this is the number you were expecting, when happy, click import when ready.
Message will then show any errors or if import is successful, click done to close.
If an error message appears please follow the next instructions

· Please do not delete any lines on your CEA if you get error message. 
· If errors exists, please email SBS queries attaching the CEA and also including a screen shot of all error messages and I will look into it for you.
· If SSCT is taking too long to set up a new Cost Centre, for this month, please amend your CEA manually to a code that will be accepted by SBS (previously set up) and then when the new cost centre is set up please ensure the actual transaction has gone to the correct code, and next month it will show correctly.
· Once corrections have been made, please follow the previous screens to Import.
· Remember – please de select Income as Positive (Make the toggle Grey)






Removing your CEA

If you notice your imported CEA is incorrect in SBS. 
Go to Console > Monitoring > Actuals & Commitments> select the month they are incorrect for> now click on the 3 dots and “clear month”> Then re import with new CEA.
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Importing your CEA (Page 2 of 4)

Once you are happy you have selected the correct month.....
Click on Import, this will appear:

Import Actuals & Commitments from CSV file x

@ soictrie

Selot S e contolning data o mpert

« Select the file by clicking in the paper clip box

The file you import needs to be in CSV format. If you haven't already saved this as a CSV please do so before
trying to import. When saving your CEA please select the file type as:

CSV (Comma delimited) (*.csv)
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Importing your CEA (Page 3 of 4)

» Then de-select the Income is Positive toggle (Make it grey) as our income figures on your CEA show as negative
amounts, after de selecting it should show like this:

Select CsV file containing data to import

» Make sure you include Header rows (must be toggled blue)
» And when done this click continue
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Importing your CEA (Page 4 of 4)

If the header row matches the field required, it will be shown in bold, if not ‘not mapped’ will show.

To resolve this, click on the fields to show a drop down and map accordingly.

If you forget to add the correct column headers to your CEA report, you will need to look at the data in the columns
that’s been imported and decide what header needs to be selected from the drop down.

When you have done this, Click Import.

A confirmation message will show the number of lines, check this is the number you were expecting, when happy,
clickimport when ready.

If the number of lines are not correct, please follow the instructions on the next slide.
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Clear Actuals & Commitments

Console > Monitoring > Actuals & Commitments > Clear

In the left-hand menu select Console, Monitoring and Actuals & Commitments.

Actuals & Commitments can be cleared for a specific month for one or more Locations (depending on user access). This may be necessary if your data contains errors
or needs to be updated.

To clear 2 month’s data, use the calendar dropdown list at the top right, or use the left and right arrows to navigate to the correct month.
Click on the Ellipsis next to the search bar and click Clear Month.
single Location Users

If you have access to a single Location in an Organisation, the software will prompt you to confirm the clearing of Actuals & Commitments data for that Location in
the selected month. Click Clear Actuals & Commitments to confirm.

ocation Users

For those who have access to two or more Locations in an Organisation, the software will display a list of the Locations to which you have access. Tick the Locations
you wish to clear or use the checkbox next to the Name column to select all. Click Clear Actuals & Commitments to confirm.

Actuals & Commitments will be cleared for the selected Location(s) and month.
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Column Headers

What should be included in this column

BudgetCode
CostCentre

Type

BudgetCodeFilter

Budget Ledger Code
Cost Centre Code

Type in the word “Actual” on each row

This is new for the upgraded SBS, it will not automatically
appear from your system

You will need to manually add a column header called
“Type”.

This shows your Year to Date (YTD) actual values

Budget Ledger Code Description
Your schools 4 number DFE number typed in every row
(last 4 numbers)

This is new for the upgraded SBS, it will not automatically

appear from your system

You will need to manually add a column header called
“BudgetCodefFilter” & type in your DFE number against
every row.
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Budget vs Forecast

E.g. When you import May 26 CEA (Showing actuals up to and including 31.5.26), in the Actuals & Commitments screen
ou will see the month June 2026 as this is the month you are in, use the arrow key to the left of the month to change this
0 May 2026 and then press import.




