
PRINCIPAL INSTRUCTIONS FOR ALIO 
 
 

INSTALL ALIO ON DESKTOP 
1. Go to your Q drive 
2. Open the “Alio Requisition” folder 
3. Grab one of the alio programs (first one is the standard) 
4. Drag to your desktop 

(Java does need to be installed on your computer for this to work) 
 
OPEN ALIO 
Username: (First initial last name ALLCAPS) 
Password: BESD 
Database: ALIO 

  
 
 
APPROVE ORDERS 

1. Open Requisition Entry/Approval 
2. Click on drop down arrow 

 
3. Requisition will come up for approval.  Check items and prices then click “Approve” button if you 

have multiple orders, you will see additional orders to approve 
NOTE: to know if approval was accepted, look at “Requisition Status”.   
If you want to see where the requisition will travel for approvals, click the tab “Approval”.  This will 
show you the approval chain for that requisition. 
 

 
APPROVAL BY PHONE 

1. Download the “alio” app from the Apple Store or Google Play for Android – It will create an icon on 
your home page 

2. Click on the alio icon, you will receive the logon screen 
3. Click on “New User”. Enter your Organization ID (17606), click on “Validate” 
4. Enter your Employee Service Portal (ESP) username and password, Click “Login” (this is your login 

to look up paystubs, etc….) 
5. Once you are logged in, you will be able to see all your ESP information as well as “Approvals” 

 
  



ON LINE INQUIRY 
1. Account Inquiry By Dimension (this selection will give you the best information about your budgets) 
2. Selection Desc (Use the drop down arrow to select your location) 

 
3. When you select your location, the “Dimension”, “From” and “To” fields should populate your 

location.  Click the “Show Accounts” button.  This will show you all the accounts that you have 
security to.  (If you only want to see a specific program, click the drop down arrow in the 
“Dimension” field and choose Program.  Type in what specific program accounts you want to view 
and click “Show Accounts” 

4.  When you are in the “Show Accounts” screen, double click on any budget number for the detailed 
activity in that budget. 

 
 
REPORTS 

1. Double click “Expenditure Summary (1 Line)” on your alio menu 
2. Click the drop down arrow on the “Report No” field 
3. Select the first report called “A School Report” 
4. Click the field “Use this Report Spec” (in light blue on the top right of the screen) 

 
5. The empty “Date” field (top right of screen) is not required but you need to choose the “Periods” 

which refer to the months.  Period 01 is July, period 02 is August and so on.  If you want to run the 
report from July to January, the periods would be 01-07. 

6. If you want a “Detail Report”, click the radio button next to “Detail”.  If you want a “Summary 
Report”, click the radio button next to “Summary”.  

 
  



 
7. Change the “Location From and To” dimension name to your location (this is located in the middle 

on the right side of screen).  If your location is 166, you would change it to “From 166, To 166”. 

 
8. Click “Run Report” (in the light blue at the top right of the screen) 

 
9. A query screen will open in a new browser, click Submit and Print your report 

 
 
 
 
 
 
 
 
 


