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Puridiom™ 

Fiscal Year Activation


_________________________________________________________________________________________________



Creating a New Fiscal Year


Fiscal years may be setup in advance of the New Year to warrant a quick switch over to the new fiscal year.  This is performed in the Fiscal Year option within the System Tables module.  For each Puridiom Module that is used, you will need to set up the new fiscal year and make it active.  Simply click on NEW, select the desired counter type by entering in the correct counter type code, enter the fiscal year you are defining and check the active box to activate the year.
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            Figure 1 – Fiscal Year Setup

For those customers that use the auto-numbering feature, you will need to also change the starting counter value.  Remember, the system will automatically generate the next sequential number based on the value you entered in the counter + 1.  So if you want to begin your PO numbering at 9000, you will need to set the counter value to 8999.  If you want your numbering to begin at 1 (i.e. 000001), then delete the defaulted 1 value so from the counter field so it is blank.

Special Note for the Requisition Module:  There are two options for auto-numbering requisitions.

Option 1 – If you want the auto-numbering to be sequential regardless of the requisition type, you only need to activate the ‘REQ’ counter type:

Example of Sequential Numbering for option 1:

Requisition #
Requisition Type
2006-000001
Purchase Request

2006-000002
Pricing Request

2006-000003
Supply Request

Option 2 – If you want the auto-numbering to be sequential by requisition type, you will need to activate the specific counter type (“REQx”, where x is the requisition type).  The following are valid Requisition types:

REQR - Replenish Request

REQI  - Inventory Return

REQC - Change Request

REQN - Pricing Request

REQS - Supply Request

REQT - Transfer Request

REQU - Purchase Return

REQE - Release Request

REQZ - Imprint Request

Assuming you define the starting counter values for REQP – 0, REQN – 200000, REQS – 400000, then the following example would reflect the results of your sequential numbering for the different requisition types the first time.

Example of Sequential Numbering for option 2:

Requisition #
Requisition Type
2006-000001
Purchase Request

2006-200001
Pricing Request

2006-400001
Supply Request

IMPORTANT:  Since the application will not allow duplicate numbers for a given process, you will need to define a different starting counter value for each requisition type as shown above.

For those users that do not use the auto-numbering feature, your numbering sequence (counter) is not affected by the fiscal year setup.

Two final notes:

1) Once you check the box to activate the 2006 fiscal year, users will have the ability to create documents for 2006 if the defaulted fiscal year is changed.  If you want to ensure that no documents are created with the new fiscal year and numbering prior to when your fiscal year begins, do not mark them active until the last possible opportunity – after Friday, December 30 or prior to use on January 3, 2006.  You can still have everything defined and ready to go, just do not activate the fiscal year until you are ready.

2) If you wish to change the Number Format for your actual numbers for the new fiscal year, you will need to do this at the last possible opportunity – after Friday, December 30 or prior to use on January 3, 2006.  To change the numbering format, select the Auto Number tab within the System Setup Options under the Administration Module.  
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            Figure 2 – Auto Numbering Setup

If you have any questions, please contact TSA’s Support Department at 717-691-5691 x123 or support@puridiom.com.
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