
Fiscal Month Closes 

(1st of the Month)

Generate current month PAR PDFs and 

save in new folder (file will be 

overwritten if it already exists in folder)

Log any PDFs that did not 

generate to 

Subscription_PDF_Errors

Generate list of all 

providers where 

subscribed = 1 and 

validEmail = 1.

Did PDF get 

emailed?

Log provider to 

Subscription_Email_Errors. 

Send error email to BIAdmin

No

M
a

s
te

r

Send email to provider 

with PDF attachment

Is there 

another 

provider to 

email?

Yes

Move to next 

provider in list
Yes

Did any 

emails get 

returned to 

sender?

No

Email will get 

returned to BI 

Admin 

Yes

Post Office – PDF Generation and Email Flow

Log successful email 

to “Subscription 

Emails Sent” table

Create Folder for 

current Month’s PDFs if 

it doesn’t already exist

Check Cube Last 

Processed Date

Is Cube Dt >= 

1
st
 of Month?

Send email to BIAdmin saying that pdfs 

were not processed b/c of cube process 

date

No

Yes

P
A

R
_

G
e

n
e

ra
te

P
D

F

Save generated 

PDF names to 

PDF_Reports tbl

Generate current month DAR PDFs and 

save in new folder (file will be 

overwritten if it already exists in folder)

Did all DAR 

and PAR PDFs 

generate?

Do not send any emails to providers or 

administrators. Send email to BIAdmin 

saying that there were PDF errors

No

Create Folder for 

current Month’s PDFs if 

it doesn’t already exist

D
A

R
_

G
e

n
e

ra
te

P
D

F

Save generated 

PDF names to 

PDF_Reports tbl

P
A

R
_

E
m

a
il
_

P
ro

v
id

e
r

Generate list of dept/div 

combos where 

subscribed = 1 and 

validEmail = 1

Did PDF(s) 

get emailed?

Log DAR to 

Subscription_Email_Errors. 

Send error email to BIAdmin

No

Send email to admin(s) 

with DAR and PAR Zip 

file attached

Is there 

another DAR to 

email?

Yes

Move to next 

dept/div in list
Yes

Did any 

emails get 

returned to 

sender?

No

Email will get 

returned to BI 

Admin 

Yes

Log successful email 

to “Subscription 

Emails Sent” table

Does zip 

exist for this 

dept/div?

Send email to admin(s) 

with DAR attached
No

Yes

D
A

R
_

E
m

a
il

Log any PDFs that did not 

generate to 

Subscription_PDF_Errors

M
a

s
te

r

Generate list of all 

providers where 

active switch = 1

Add PDF to 

Division Zip File

Did all PDFs 

get Zipped?

Log any PDFs that did not 

get zipped to 

Subscription_Email_Errors

Is there 

another PDF to 

ZIP?

No

Yes
Move to next 

provider in list

Lookup PDF 

for provider

P
A

R
_

C
re

a
te

_
Z

ip

Do not send any emails to providers or 

administrators. Send email to BIAdmin 

saying that there were ZIP errors

No

M
a

s
te

r

Yes

No

Program Finished!

No

Delete last 

month’s ZIP 

files

Update “Active_Folder” table with 

latest Folder Name for all reports
Yes

Update “Active_Folder” table with latest 

Folder Name for reports that had no errors


	Post Office V3.vsd
	Page-1


