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1. Please sign in to alio. 

 

         
 

2. On the alio Main Menu, Double-click BPS to expand the BPS menu options. 
 

.  
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3. Double-click the Budget Manager Entry option. The Budget Manager Entry 
window appears. 
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44. Click on the Find Button. 
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5. In the Scenario field, click the List of Values button select a scenario. 
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6. Select scenario 11A. Press Ok button.  
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7. Click on the Find button to run the query.  The budget manager entry fields are 
populated with the amounts loaded from FAS, and any previously budgeted 
information is displayed.  
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8. Enter a budget amount for an account in the Managed Budget field. 
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As you enter the budget amounts, the Requested Budget and Total Budget amounts 
are automatically calculated for each account. 
A Grand Total is also calculated by summing the Total Budget amounts. 
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9. If you want to add budget information for another account, press ENTER to go to the 

next account and repeat Step 8; otherwise, click the  Save button. 9 
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10. If you need an account to be created, please call the Business Office (956) 716-6711. 
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Generating the Budget Reports 
 

1. On the BPS menu, double-click Budget Reports to expand the BPS Reports menu 
options. 
 

2. Double-click the 1 Year Budget Worksheet option.   
 2
 

 
 

 
3. In the Year field, click the List of Values button to select “1”. 
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4. In the Report No. field, click the List of Values button to select the report specification 
template “2 Yr Budget by Organization”. 
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5. Click the Use this Report button. 
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6. Enter Organization No. 
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7. Click the Run Report button.  
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Note:  The 1 Year W/ZBB & Requested Budget Option Parameter Form window 
appears. 
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8. Complete the  standard: 
 

8.1. In the Scenario field, type the identification number of the scenario “11A”. 
 
8.2. Change: 

Display Budget Proposal option to COMPLETED PROPOSAL 
Show Requested Budget option to YES 
Show ZBB Details option to YES 

 

 

8.1

8.2

 
 
 

 

8.1

8.2
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9. Click the Run Report icon (Green Light). 
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10. A 1 Year W/ZBB & Requested Budget report displays similar to the following report 

illustration. 
 

 

     
 

Note: If you need further assistance, contact the accountant assigned to your campus/ 
department  
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