
Using Allocation Calculator 
These instructions provide a step by step guide for comparing Alma data of physical items purchased 
this fiscal year with the suggested allocation percentages for your campus. 

Setting up the calculator for the year 

1. Locate the Collection Development folder through the Library and Learning Commons site in 

SharePoint: 

 

2. Navigate to the Allocation Calculator folder: 

 

3. Download the Allocation Calculator Template excel file: 

  



4. Reference your campus’ allocation percentages (emailed at the beginning of each fiscal year): 

 

 

5. Copy (Ctrl+C) and Paste (Ctrl+V) the target allocation percentages into the Allocation % column: 

 

 

 

6. Enter the total amount that your campus intends to spend on physical materials this year into 

the Dedicated Budget area: 

 



Running the Fiscal Year Purchases Report 

1. In Alma, navigate to the Analytics tab, and search for Fiscal Year Purchases: 

 

2. Select the desired campus and set the date range for July 1st – July 1st for the desired fiscal year: 

 

3.  To download the report, scroll to the bottom, select Export –> Formatted –> Excel: 

 

 

  



Updating the calculator 

1. Open the Excel file for the Fiscal Year Purchases report and select cell A1: 

 

2. Scroll to the bottom of the data and select the furthest right cell containing information while 

holding the Shift key to highlight everything. Copy the information (Ctrl+C): 

 



3. In your Allocation Calculator, go to the Purchases tab, select cell A1 and Paste (Ctrl+V): 

 

4. On the Data tab in your Allocation Calculator, your spending progress should have updated:

 


