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Xtra Duty Benefits Report 
 
Below is the step by step instruction on how to run the Xtra Duty Benefits report: 
 

 How do I access the Xtra Duty Benefits Summary Report? 
a. Go to https://www.sausd.us/staff 
b. Enter your username (firstname.lastname) and password (Outlook password)  

 If you forget your login, please contact the TIS Support/Help Desk at 
extension 74741 or create a Help Desk ticket to submit your request. 

c. Under the Staff Links, select SAUSD Business Intelligence application and you will see 
the following screen: 
 

 
 
 

d. Enter your User ID and password 
 Your login is the same as your Oracle login.   

 If you forget your login, please contact the TIS Support/Help Desk at 
extension 74741 or create a Help Desk ticket to submit your request. 
 

 Once you are successfully logged in, from the Dashboards dropdown menu, go to:  
School Sites - Administrative Dashboard or District Manager depending on your assigned  
Dashboard access. 
 
 

 
 



2 | P a g e  
 

 
 

 

 Click on the Xtra Duty Benefits tab. 

 
 

 Initially, the report will display the cost summary for all employees making up your location. 
Above the report, there is a prompt that will allow you to filter your search by Classification and 
Employee ID.  Please note that for school sites, you will see your school site name 
automatically populated in the Location field. 
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To filter your report by employees’ Job Title, from the Job Title dropdown menu, select a Job 
Title you wish to run.  The default values are All Values. 

 

 

A list of staff employee information will be generated based on your Job Title selection.   

 

 

 You have options to Print or Export the report.   
 
 Exporting your employee information to Excel would be beneficial as you would be able 

to add hours assigned to your staff employees and a formula to calculate the extra duty 
cost by staff employee as well as the total cost if you have more than one staff 
employee.     


