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Creating a Fiscal Calendar 
Intro video Narration NARRATOR: It was a quiet afternoon in the office. And then…. 

[BARBARA runs into CORRINE’s office.] 

BARBARA: I don’t know what to do! I’m setting up our fiscal calendar and I don’t know which to use. I’m stuck! 

CORRINE: What do you mean – you don’t know which to use? 

BARBARA: Well, for our taxes we need a calendar year. But we report our financials quarterly using a 4-4-5 
calendar. I could use the quarterly calendar for the taxes. But it’s just a lot of extra steps to get the numbers we 
need. 

CORRINE: So… we need our fiscal year set up, and a regular calendar year? Is that’s what’s wrong? 

BARBARA: Exactly.  

CORRINE: Why not add them both? That’ll make things easier during tax season, right? And our financial reports 
will be correct too. 

BARBARA: Sure, it will. But can we do that? 

CORRINE: Of course. Come here, I’ll show you. 

NARRATOR: Corrine saves the day! Click this top button to see how she sets this up. 
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Why do you need Fiscal Calendars? 

Let’s start with the basics… fiscal calendars are how you define, maintain, budget, and report your financial 
statements. Your fiscal year likely doesn’t match up with the calendar year. And while that may seem odd to some 
people, it does serve a purpose… you may have seasonal sales fluctuations to take into consideration, schools and 
universities may start their fiscal years based on the school year, the US Government’s fiscal  year starts in October 
and you may want to align with that. Whatever the reason, reporting based on a fiscal year gives you a more 
accurate picture of your company’s progress throughout the year by offsetting seasonal impacts. 

There are a handful of different parts when talking about a fiscal calendar – starting with the calendar itself. This is 
the shell of the calendar and define what you’re using it for. Corrine and Barbara have a fiscal calendar for their 
financial reporting and another for the calendar year and taxes.  

Inside each calendar, you have as many years as you need; these can’t overlap, and you can’t have gaps between 
years. So, if you have a 2018 and a 2020, you need a 2019 to fill the gap.  

And in each year, you have periods – typically 12, but that’s not always the case. You may have a quarterly 
calendar for some of your reporting. Again, it’s as many as you need for your reporting – there really aren’t any set 
rules. 



  

 
 
2  June 29, 2020 

Either way, you’ll assign each of your fiscal calendars to one of your company books. You heard that right – you can 
only assign one calendar to a book.  

A quick note before we get started: Don’t confuse fiscal calendars with production calendars. Your Production 
Calendar defines the day-to-day schedule you need to produce and deliver products through your manufacturing 
center. The Fiscal Calendar defines years and fiscal periods required to report on your financial activity. 

Create a Standard Fiscal Calendar 
To create a basic fiscal calendar, like ones that you’ll likely use for your financial reporting and taxes, Corrine and 
Barbara start in Fiscal Calendar Maintenance. 

The first thing they must do is define the fiscal calendar. From the New menu, they pick New Fiscal Calendar. Now 
they can start entering details like a code and a name for the calendar. Really, that’s all they need there; so, they’ll 
Save.  

Now they need to add the year. From the New menu, pick New Fiscal Year. This adds a year to calendar and is 
where you start building this out. 

The Fiscal Year defaults to the current year. Same with the Start Date. This defaults to today. Enter the end date 
for the year. Typically, this is a year minus a day. So, in this example, Corrine and Barbara have their start day set to 
the first of the year. Their end date will be the last day of the year.  

Let’s look at the periods. The number of periods here is the amount that you’re allocating to the year. If you’re 
reporting monthly, it’s 12, quarterly, it’s 4, annually, it’s 1. You get the idea. They’ll use 12. 

These shouldn’t be confused with the closing periods. Closing periods are the number of times throughout the year 
you finalize your balance and make restatements. Typically, this is zero or one. But you may have more if you need 
to separate your year-end adjustments for auditors. Note that you might also refer to this as the adjustment 
period. They’re interchangeable. Go ahead a save again.  

The last thing Corrine and Barbara must do is generate their periods. Since this is a straightforward calendar – 
twelve periods, one for each month, they can simply use the Generate Periods wizard in the Actions menu. Verify 
the details, and then click Generate. As you can see, 12 fiscal periods were created. Click OK, and you can verify the 
periods here – expand the fiscal year and fiscal period and there they are. Or, for a more detailed look, navigate to 
the Fiscal Period > List sheet. 

Save the calendar and you’re done. 

Manually Create Fiscal Periods 
As much as we like everything to be finished and set, and, about 90% of the time it is, there’s always the exception. 
You may run across situations where you need to manually create your periods.  

For example, you may end a fiscal period five days after the closing month has ended. During these five days, you 
can still make transactions, but they won’t post until the start of the next period. The next period, then, starts on 
the sixth day of the next month. 

Or, maybe you’re like Maple Air and you use a 4-4-5 calendar where your year is divided into quarters (or four sets 
of 13 weeks), but the periods in the quarters are grouped into two 4-week period and one 5-week period. 

Whatever the reason, your periods aren’t normal, and you can’t automatically generate them. Since you already 
know how to create a fiscal calendar and fiscal year, we’ll skip those steps and jump right into the periods.  
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Start by selecting the year, and then, from the New menu, pick New Fiscal Period. The system creates the basics of 
the first period, setting the start date as the first day in the fiscal year. Here, enter your end date. Again, since this 
is not the norm, the end date may or may not be the end of the month.  

Continue manually adding periods until you’ve entered them all. Note that the start date of the next period is 
automatically set to the day after the end date of the previous period. 

When you’re done, save the calendar. 
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