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RPT325 is to be used for 
BUDGET to ACTUALS by MONTH 

Click on Menu  

 

 

Then click on 
USM Budget 
Reporting 
Dashboard 

 

 

 

If you don’t see 
this, please 
contact IT 
Service Desk – 
Helpdesk@bowie
state.edu   

mailto:Helpdesk@bowiestate.edu
mailto:Helpdesk@bowiestate.edu
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Click on RPT325  

Step 1: Click on Company 
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Step 2: Click on BSU 

Step 3: Click on Organization and scroll to USource 
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Step 4: Click on USource Hierarchy and Departments 
you have access to. 

Note: Your 
USource 
will look 
different.  

 

Use the 
USources 
you have 
access to.  
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Step 5: Click on Plan Structure and All Institutions 
Child Plan Structure 

Step 6: Click on Plan Name and Select FY26 
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Step 7: Click on Period, Select Current, and then the 
most Recent Month 



7 
 

 

 

Step 8: Report is ready to run click ok  


