Monthly Set-Up for Fleet Fuel and Mileage Calendars
1.) From the main splash screen, select Finance ( Maintain FY and Accounting Periods                .

2.) In the FY Defined by field, query on ‘T%’ to retrieve both Transportation Calendars.  ‘TRANSPORTATION – FLEET’ is the org used for fuel and ‘TRANSPORTATION – MILEAGE’ is used for mileage.   
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NOTE:  Calendars are based on “carrier” organizations and the two organizations used for fleet are shown below.  “Fleet” was chosen to double as a carrier (in addition to a managing org).  “Mileage” was defined specifically for the mileage calendar.
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3.) If the end of the fiscal year has been reached and a new fiscal year needs to be defined, enter the appropriate values into the ‘Fiscal Year’ section of the screen, as follows.  If it’s not the end of the fiscal year, skip to step 4.
a. ‘FY Defined by’ should be either the ‘TRANSPORTATION – FLEET’ or ‘TRANSPORTATION – MILEAGE’.   Note: Both need to be set-up…they just need to be done one at a time.

b. The ‘Identifier’ should be in the following format: FYyy (ex. FY11, FY12, etc.)
c. The ‘Begin Date’ should be one day greater than the prior fiscal year end date.

d. The ‘End Date’ is usually 9/20, unless 9/20 falls on a weekend.  In that case, set it to the Friday before, and adjust it later in the fiscal year, once the fiscal year end closing date has been determined.
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4.) Set up the Accounting Period(s) as follows:

a. ‘Name’ should be in the following format: MON-YY (MAR-11, APR-11, etc.)

b. ‘Begin Date’ should be one day greater than the prior period year end date.

c. ‘End Date’ will be provided by the users (usually Brian Niesman).  For Mileage, the end date is usually the 20th of the month, but will be adjusted backward or forward, if the 20th falls on a weekend.  Fuel varies, but usually ranges between the 18th and the 22nd of each month.
*NOTE: Since Mileage is fairly predictable, all months are set up when the fiscal year is set up.  Fuel is set up month to month.
**NOTE: Mileage readings are cutoff on a full day boundary.  Fuel transactions are cut off mid-day.  However, the basic calendar function in Sunflower is not capable of handling the time component, so the time is entered into reference codes instead.  See step 5.
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5.) FOR FUEL ONLY:  Set up the cutoff time.  
From the main splash screen, select Admin ( User Extensibility ( Maintain Reference Codes.  

Within the Domain field, query on ‘TRANS%’.  This field corresponds to the Org code (shown in step 2).
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6.) Since the time component applies to fuel only, ‘TRANS-F’ is the only org defined.   Set up the new record as follows:
a. ‘Domain’ is set to ‘TRANS-F’, which is the org code associated to ‘TRANSPORTATION – FLEET’
b. ‘Code’ should match the period cutoff date exactly in mm/dd/yyyy format.
c. ‘Description’ should be the cutoff time in hh24:mi:ss format.
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