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Finding My Budget Status Report 
Your site’s Budget Status Report is run for you by the school district, and posted for you 
online. This Job Aid shows how to locate the report. 

1. First, launch Microsoft Internet Explorer version 9 or lower (do not use version 10, and do not use 
Firefox or other browsers) and go to www.sandi.net. Then click the green Staff tab, and sign into the  
Employee Portal. 

2.  Hover over Resources, and on the right side under Technology & Support, click Applications: 

3.  Click PeopleSoft - Financial on the list of applications, and sign in with your User (Employee) ID.  
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Finding My Budget Status Report 

4. To access the Budget Status report, click: 

 
A. Main Menu 

B. Reporting Tools 

C. Report Manager 

B 

A 

C 

5.  Then on the left side, click the blue link: BUDGET STATUS SUMMARY. 

Click 
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Finding My Budget Status Report 

6. On the next page you see, click the similar blue link with the .xls file extension. This will open the 
report results in an Excel worksheet: 

7. Click to open or save the report.  (Please look at the other side of this Job Aid page to view a picture 
of an example report.) 

Click 
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Finding My Budget Status Report 

8. Below is an example Budget Status Report.  Notice that along the left edge of the report, there are 
small minus sign buttons. These indicate that the report is fully expanded to view all details. You can 
click a minus button to collapse parts of the report, to see an abbreviated view. You can also save this 
report as a file on your computer. 


