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1000 Report Distribution System 
 

The Report Distribution System (RDS) works with the Florida Accounting and Information 
Resource (FLAIR) system and is used to store and manage reports electronically.  Each report that 
is directed into the RDS system is assigned a four-character Form Identification (ID).  The Form ID 
is then used to distribute the report to one or more users. 
 
FLAIR reports may be requested through the Recurring Reports (RP) function in FLAIR.  They are 
sent to online users either immediately or on a recurring basis.  Users may also receive reports 
from Central Accounting, Payroll, and the Warehouse Group.  These RDS reports may be accessible 
to the user for up to three years. 
 
RDS users have the capability to: 

• View reports online. 
• Perform finds or searches within a report. 
• Use Boolean logic in finds and searches. 
• Attach online notes to a report. 
• Print an entire report. 
• Print portions of reports. 

 
The ability to manage reports electronically and limit printing enables agencies to operate as 
efficiently as possible. 
 
The Department of Information Services (DIS) Helpdesk is available to assist users with questions 
or problems related to RDS.  The DIS Helpdesk phone number is 850-413-3190. 
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1001 RDS Access 
 
As a subsystem of FLAIR, RDS is housed and maintained by the Chief Financial Officer (CFO) 
through the Department of Financial Services’ (DFS) network.  The Resource Access Control Facility 
(RACF) is system software that secures all files, applications, and information in the DFS network.  
To access the information contained in the network, a user must be assigned a RACF ID. 
 
 

1001.1 RACF User ID 
 

Each agency has an assigned, three-character prefix for use with the RACF system.  DFS delegates 
authority for assigning RACF IDs to each agency’s RACF administrator(s).  The RACF administrator 
will create RACF IDs within his/her agency’s prefix. 
 
In addition, each agency also has an RDS administrator who uses the RACF IDs to create profiles 
with assigned rights and privileges within the RDS system. 
 
 

1001.2 RACF Passwords 
 

Users must input their RACF ID and a password when signing on to the DFS network. 
 
RACF passwords must be eight characters in length and contain all three of the following elements: 

• A lowercase letter 
• An uppercase letter 
• A number 

 
New passwords are valid for 30 days.  Once a password expires it cannot be reused for 15 cycles.  If 
a password expires or is revoked, the user must contact their RACF administrator to have it reset. 
 
 

1001.3 Sign-on Procedures 
 

Each RACF ID is assigned a default password for use during initial sign-on, at which time the user is 
required to change the default password to a secure, confidential password.  The default password 
is DXXX, where XXX represents the three character prefix assigned to the agency.  After the initial 
sign-on is complete, the user will continue to use the unique password he/she created. 
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To access RDS, sign-on to the CFO’s Financial Information Network: 
1. On a blank FLAIR Logon Screen, input NASSAM. 

 
FLAIR Logon Screen

 
 

2. Press Enter.  FLAIR will display the DFS Network Logon Screen. 
 
DFS Network Logon Screen

 
 
It is necessary to create a new password the first time a user signs on to the network, or if the user’s 
password has expired or been revoked. 
 
Note: Always position the cursor by using the Tab key instead of using the mouse.  This key moves 
the cursor to the correct position.  If the cursor is out of position, the system will not identify the 
input as valid.  To reset a screen, press the ESC key, then position the cursor properly using the Tab 
key. 
  



 

  FLAI R PROC EDU RE MAN U AL |  Repo rt  Dis tr i bu ti o n S ys tem (End U s er) 
 

Revised 2025 | Page 4 of 66 
 

From the DFS Network Logon Screen: 
3. In the USER field, input the assigned RACF ID. 
4. In the PASSWORD field, input the default password. 

 
DFS Network Logon Screen

 
 

5. Press Enter.  The system will display the message, “THE PASSWORD HAS EXPIRED; 
ENTER A NEW PASSWORD.” 

6. In the NEW PASSWORD field, input a new password. 
7. Press Enter.  The system will display the message, “REENTER THE NEW PASSWORD 

FOR VERIFICATION.” 
 
DFS Network Logon Screen

 
 

8. In the NEW PASSWORD field, input the new password again. 
9. Press Enter.  If the password clears security edits, the system will display the 

Application Selection Menu. 
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1001.4 The Application Selection Menu 
 

The Application Selection Menu allows the user to access the applications within the DFS Network 
to which he/she has security access.  RDS is one of these applications. 
 
To access RDS from the Application Selection Menu: 

1. In the COMMAND field (at the bottom of the screen), input either 5 or RDS. 
 
Application Selection Menu

 
 

2. Press Enter.  The sign-on to RDS is now complete. 
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1002 The Report Directory 
 
The Report Directory, also known as the RDS Library, shows all reports available to a receipient.  
This will usually be the first RDS screen displayed when the user accesses RDS.  The Report 
Directory also lists information about each available report. 
 
Report Directory

 
 
Fields on the Report Directory header available for viewing: 

Field Description 

PF 1/13 HELP Press F1 for the Help Screen. See section 1002.2 Help Screens. 

COMMAND ==> The COMMAND field can be used to issue RDS commands and to navigate 
within the view.  Up to 29 alphanumeric characters are allowed. 

REPORT INDEX System generated.  

RECIPIENT The RACF ID of the user whose Report Directory is being displayed. 

TR Total number of reports in the Report Directory. 

TP Total number of pages in the Report Directory. 

TL Total number of lines of all reports in the Report Directory. 
Report Directory View (displayed under the Report Directory headings are the column headings) 
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Columns available for input or viewing: 

Column Description Special Instructions 

A Action Column 

Required.  Valid input: 
S – Selects the report for viewing. 
E – Extracts all or a portion of the report 

for printing. 
P – Prints the report to a local printer. 
R – Restores an archived report. 
N – Creates a notepad. 
I – Displays additional report information. 
D – Deletes the report. 
F – Filters a form so that only reports 

attached to the form selected are 
displayed.  

C Table of Contents Not used at this time. 

A Archived Status 

Retrieved.  Indicates the viewing 
availability of the report.  Valid statuses: 
Blank – The report is available for viewing 
R – Report has been restored and is now 

available for viewing. 
A – The report has been archived. To view 

the report, it must be restored. 
REPORT NAME Report Name Retrieved.  

TR N/A This function is not being used in RDS at 
this time. 

FORM Form Identification Retrieved.  Reference code assigned by the 
RDS administrator.  

C.DATE Creation Date Retrieved.  Date report sent to RDS system.  

TIME Time Retrieved.  Time report sent to RDS system 
(using a 24-hour clock). 

V/E DATE Version Number/ 
Expiration Date 

Retrieved.  Date report goes into archived 
status.  

PAGES Number of Pages 
in the Report Retrieved.  
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Column Description Special Instructions 

LINES Number of Lines 
in the Report Retrieved.  

NE Number of Extractions Retrieved.  Number of times report has 
been printed by the user. 

ND Number of Displays Retrieved.  Number of times report has 
been displayed by the user. 

REPORT 
DESCRIPTION Report Description Retrieved.  Created when the Form ID is 

established.  

NOTEPAD HEADER Report Attachment 
(Notepad) Header 

Retrieved.  Description of notepad 
contents.  A notepad is an attachment to a 
report.  Note: Always use a notepad header 
if there is a notepad attached;  this is the 
only indicator telling users there is an 
attachment.  A notepad without a header is 
called a Reportless Notepad.  

 
 

1002.1 Navigation within RDS 
 

Users may have many reports in their directory.  If the user is not able to see the REPORT 
DESCRIPTION and NOTEPAD HEADER columns, then the Report Directory is too wide to view in 
its entirety.  To view all information it may be necessary to navigate around the screen. 
 
Navigation keys and commands: 

Navigation Key/ 
Command 

Corresponding 
Keyboard Key(s) Description 

PF3 F3 Press F3 multiple times to exit. 

PF5 F5 Repeats previous command. 

PF7 F7 Moves one page backward in the directory or in Displayed 
Report View. 

PF8 F8 Moves one page forward in the directory or in Displayed 
Report View. 

PF10 F10 
Moves the screen to the left.  The user is returned to the 
default view of the Report Directory Screen and the 
furthest left columns display once again. 

PF11 F11 
Moves the screen to the right.  The columns located 
furthest to the right comes into view and the columns 
furthest left disappear. 

BOT N/A Moves to the bottom of the directory or report. 

TOP N/A Moves to the top of the directory or report. 

P XXXX N/A 
XXXX = page number.  Moves to the designated page 
number, for example P 100 will display page number 100 
in the report.  Used in Displayed Report View only. 

L XXXX N/A 

XXXX = line number.  Moves to the designated line 
number, for example L 100 will display line number 100 in 
the report.  Used in Displayed Report View. 
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Navigation Key/ 
Command 

Corresponding 
Keyboard Key(s) Description 

XXXX = directory list.  Lists the first instance of the 
requested search criteria when used in Directory View. 

LOGOFF N/A Input in the COMMAND field from any screen in RDS to 
logoff. 

 
 

1002.2 Help Screens 
 

In RDS, Help Screens available to provide information about the screen being displayed. 
 
To access a Help Screen, press F1 while viewing any RDS Screen.  The information displayed will 
depend on what screen the user is on when F1 is pressed.  The Help Screen will also show 
information about the keyboard function keys. 
 
Help Screen (example 1)
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Help Screen (example 2)

 
 
Note: Press F1 to scroll through the Help Screens. 
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1003 Archiving  
 
Archiving is a means of electronically storing a report, in which it may not be immediately available 
but can be retrieved.  Reports remain in the Report Directory until they are archived to make room 
for incoming reports. 
 
RDS administrators are responsible for determining the following: 

• How long reports remain in the library for immediate viewing (up to 30 days). 
• How long reports can be archived (up to three years).  

 
Archived reports remain in the directory but must be restored to be viewed.  After 460 days, an 
archived report will automatically purge from the Report Directory.  To view a report that is no 
longer in the Report Directory, but still within the three year archival period, make a request to the 
FLAIR Helpdesk (850-413-3190) to have the archived report restored.  When making this request, 
provide the creation date and the form ID to identify the report to be restored. 
 
 

1003.1 Identifying an Archived Report 
 

To identify a report that has been archived, look at the Archive Status column (the second A) in the 
Report Directory. 
 
Possible report statuses include: 

• A – Archived Status 
• R – Restored Status 
• Blank – Report has not been archived or restored.  Available for immediate viewing. 

 
Report Directory (with Archive Status column) 

 
 

1003.2 Restoring an Archived Report 
 

Before viewing an archived report, the report must be restored.  The recipient has the capability to 
restore reports that are in Archive Status in the Report Directory.  For example, in the Report 
Directory below, the report DMAR04 with a C.DATE of 11/29/2012 is archived (note the A in the 
Archive Status column).  The report is assigned FORM ID LR03. 
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Report Directory (with example data displayed) 

 
 
To restore the archived report: 

1. In the first A column (the Action column) to the left of the report to be restored, input 
R. 

 
Report Directory (example restoration request) 

 
 

2. Press Enter.  FLAIR will display a confirmation screen. 
3. In the COMMAND field, input Y or YES. 
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Report Restoration Confirmation (with example data input) 

 
 

4. Press Enter.  The system will display a confirmation that the request has been 
recorded. 

 
Report Restoration Result (with example data retrieved) 

 
 

5. In the COMMAND field, input Y. 
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Report Restoration Result (with example data input) 

 
 

6. Press Enter.  The system will display the Report Directory. 
 
It takes approximately 15 to 20 minutes for a Report Restoration Request to be fully processed 
(depending on how busy the system is and how many requests are being processed at the time).  
For this reason, when the user is returned to the Report Directory it may appear as though nothing 
has happened; an A remains in the Archive Status column. 
 
Once the report is restored, an R will appear in the Archive Status column indicating that the report 
is now available for viewing.  The report is only available for seven days and automatically reverts 
back to Archive Status. 
 
Report Directory (with example data retrieved) 
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1004 Viewing Reports 
 
Reports in the Report Directory that have not yet been archived, or reports that have been restored, 
are available for online viewing. 
 
To select a report for online viewing: 

1. In the A (Action) column next to the report to be viewed, input S. 
 
Report Directory (with example data input) 

 
 

2. Press Enter.  The system will display the report online in Display View. 
 
Display View (left side - with example data retrieved) 
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If the right side of the report is not visible, it is because the report is too wide to fit the screen.  
Press F11 to view the columns farthest to the right. 
 
Display View (right side - with example data retrieved)

 
 
Note: Press F10 to scroll the report back to the left. 
 
 

1004.1 Displayed Report Fields 
 

When viewing a report online, there are three status lines at the top of the display.  These lines 
remain frozen on the Display View regardless of where the cursor is positioned within the report, 
or which page is displayed.  The content of the report displays under the status lines. 
 
Display View Status Lines (with example data displayed)

 
 
Status line fields: 

Field Description Special Instructions 

PF 1/13 HELP Help Press F1 for a Help Screen. 

COMMAND == > Command Line Required.  The user can input various 
commands while viewing the report. 

REPORT NAME Report Name Retrieved. 

FORM Form ID 
Retrieved.  Four-character reference code 
(alphanumeric) assigned by the RDS 
administrator.  

LINES Number of Lines  
in the Report Retrieved.  

PAGES Number of Pages Retrieved.  
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Field Description Special Instructions 
in the Report 

S.F. Scroll Forward 
Retrieved.  Indicates the number of lines 
the system will scroll forward (F8) or 
backward (F7). 

S.P. Scroll Pages 
Retrieved.  Indicates the number of pages 
the system will scroll forward (F12) or 
backward (F6). 

S Starting Character Position Retrieved. 

E Ending Character Position Retrieved. 

L Report Line Number 

When scrolling the display with the 
function keys, the last line from the 
previous screen will appear at the top of 
the new page.  The current line refers to the 
second row just below the dashes. 

P Page Number Retrieved.  
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1005 The Ruler Command 
 
The Ruler command is used to help determine exactly where a column begins and ends.  This 
information can be used to narrow the scope of both the Find and Search commands. 
 
In the following example, the ruler is used to determine the beginning and ending points for the 
Category (CAT) column. 
 
To use the Ruler command: 

1. In the COMMAND field, input R. 
2. Tab the cursor to the line under which the ruler is to be displayed (in this example, the 

cursor is in the CAT column beneath 060000). 
 
Display View (with example data input)

 
 

3. Press Enter.  The system will display the ruler and the cursor will be positioned in the 
COMMAND field. 
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Display View (with ruler and example data displayed)

 
 
 

1005.1 Moving the Ruler 
 

To move the ruler on the display, the following command format can be used: 
 

 
 
 
For example, to move the ruler up three lines: 

1. In the COMMAND field, input R -3. 
2. Press Enter. 

 
For example, to move the ruler down five lines: 

1. In the COMMAND field, input R +5. 
2. Press Enter. 
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1005.2 Determining Column Beginning and Ending 
 

Once the beginning and ending spaces of a column have been determined, the numbers can be used 
in conjunction with the Find and Search commands for limiting the character string criteria. 
 
Using the ruler:

 
 
The  plus sign (+) in the ruler indicates counts of five spaces.  For example, the 5th, 15th, and 25th 
spaces will each be indicated with a (+). 
 
The numbers (10, 20, 30, etc.) in the ruler count as two spaces.  For example, 30 marks both the 
30th and 31st spaces - the digit 3 sits in the 30th space, while the digit 0 sits in the 31st space. 
 
In this example, the beginning and ending for the GL column will be determined.  The cursor is 
placed directly over of the (+) sign just to the left of the number 27600 in the GL column.  To find 
the beginning and ending points: 

1. Use the Tab and arrow keys to place the cursor over the (+) sign nearest to the search 
criteria. 

2. Determine which space it represents.  In this example, the nearest (+) is at space 25. 
 
Use the (+) to determine column beginning:

 
 

3. Count the number of spaces from the (+) to the beginning of the column.  In this 
example, the GL column begins at space 26. 

4. Count the number of spaces until the ending of the column.  In this example, the GL 
column ends at space 30. 
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Determine column beginning and ending spaces:

 
 
Now that the beginning and ending numbers of the column have been determined, they can be used 
in a Find or Search command. 
 
 

1005.3 Removing the Ruler 
 

When the ruler is no longer needed, simply remove it from the display. 
 
To remove the ruler from the displayed report: 

1. In the COMMAND field, input RESET.  
 
Display View (with example input and ruler)

 
 

2. Press Enter.  The system will return to the Display View of the report. 
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1006 The Find Command 
 
When viewing a report, the Find command allows the user to search for a specific character or 
character string in a report.  It highlights the first instance where the string is found in the report. 
 
 

1006.1 Using the Find Command 
 

To find a specific character or character string, use the Find command. 
 
In the example below, the user is searching for the character string TOTAL. 
 

1. In the COMMAND field, input F and a space. 
2. Input the character string (for this example, F TOTAL). 

 

 
 

3. Press Enter.  The system will find the first occurrence of the string in the report and 
highlight the entire line in which it is contained.  Any other line that contains the 
requested character string is also highlighted, but may not appear on the displayed 
page. 

 
Press F5 to continue searching through the report to find the next occurrence of the character 
string.  This can continue until the user reaches the end of the report.  The F5 key is used to repeat a 
command.  In this case, it is used to repeat the Find command. 
 
For example, the character string TOTAL was found in four places on this page.  To see the string on 
additional pages, press F5. 
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Display View (with example data retrieved denoting occurrences of the character string TOTAL)

 
 
To exit Find mode: 

1. In the COMMAND field, input RESET. 
2. Press Enter. 

 
 

1006.2 Using Character Strings that Includes Spaces 
 

If the user inputs a character string that includes spaces, the character string must be enclosed in 
single or double quotations. 
 
For example, to find a division in the report called Risk Management: 

1. In the COMMAND field, input F “Risk Management”. 
 
Display View (with example data input)
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2. Press Enter.  The system will display the first instance of Risk Management 
highlighted for review. 

 
Display View (with example data results from a Find command using a character string)

 
 
To exit Find mode: 

1. In the COMMAND field, input RESET. 
2. Press Enter. 

 
 

1006.3 Using the Wildcard Character 
 

The wildcard character, the period (.), can be used to substitute for a character or characters in a 
string in either the Find or the Search command. 
 
Display View (with example Find using wildcard characters)
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Display View (with example Find results using the wildcard character)

 
 
 

1006.4 Using Columns in a Find 
 

The user may need to find a code that appears in a specific column in a report.  To restrict a Find 
command to a specific column in the report, the user will input the column numbers behind the 
string. 
 
Note: The column numbers can be found by using the Ruler command.  See section 1005 The Ruler 
Command for details. 
 
To execute a Find within a column (this example uses a column that begins in space 32 and ends in 
space 37): 

1. In the COMMAND field, input F and a space. 
2. Input the character string and a space (for this example, F 100777 ). 
3. Input the beginning column number and a space. 
4. Input the ending column number and a space (for this example, F 100777 32 37). 
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Display View (with example data input using the Find command in a specific column)

 
 

5. Press Enter. The system will display the desired Find results. 
 
Display View (with example Find results displayed) 
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1007 The Search Command 
 
The Search command is similar to the Find command, in that it locates a character string within a 
report.  The difference between the Search and Find commands is that the Search command locates 
and displays only the lines that match the string.  Lines that do not match the string are not 
displayed.  Report lines matching the criteria string are taken out of context and displayed alone in 
an index. 
 
When the lines are indexed in this manner, they will also display the report page and the line 
number where the string is found. 
 
 

1007.1 Using the Search Command 
 

Use the Search command to find all instances of a specific character or character string. 
 

1. In the COMMAND field, input an S and a space. 
2. Input the character string, (for this example, input TOTAL). 
 

Display View (with example Search command data input)

 
 

3. Press Enter.  The system will display only the lines containing the word TOTAL in a 
Search Index.  The Index contains a page/line reference indicating where the line 
resides in the report. 
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Search Index View (with example Search results displayed)

 
 
 

1007.2 Using Columns in a Search Command 
 

The Ruler command can be used to determine the beginning and ending spaces of a column to 
narrow a search.  For example, if the Ruler command is used to determine that the general ledger 
code 27600 resides in a column beginning with the number 26 and ending with the number 30, the 
user can use those numbers in the following Search command. 
 

 
 
The Search command brings up every general ledger code in the report matching 27600 in the 
column beginning at 26 and ending at 30. 
 
To use columns in the Search command: 

1. In the COMMAND field, input an S and a space. 
2. Input the data code desired and the column beginning and column ending numbers, 

(for this example, input 27600 space 26 space 30). 
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Display View (example using Search command in a specific column)

 
 

3. Press Enter.  The system will display all instances where 27600 appears in the 
specified column in a Search Index.  The Index contains a page/line reference 
indicating where the line resides in the report. 

 
Search Index View (example results using Search for a specific column)

 
 
 

1007.3 Using the Search Index 
 

From the Search Index, the user can go directly to a specific line of the report or exit the Search 
Index. 
 
To go to a specific line in a report from within the Search Index, complete the following steps: 

1. Place the cursor on the line desired. 
2. Press Enter.  

 
To exit the Search mode, complete the following steps: 
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1. In the COMMAND field, input RESET. 
2. Press Enter. 

 
See section 1002.1 Navigation within RDS for available function keys. 
 
1008 The Horizontal Hold Command – Display View 
 
In Display View, the Horizontal Hold command freezes column headings at the top of the screen as 
the user scrolls through a report. 
 
Features of the Horizontal Hold include: 

• A maximum of nine lines may be held by the Horizontal Hold command and placed in any 
order. 

• The lines remain frozen until the command is reset or the user exits the report. 
• Horizontal Hold only effects reports while viewing online. 
• Horizontal Hold formatting does not display on printed reports. 

 
Note:  Held lines should not contain data, as the data will not change when scrolling through the 
report. 
 
 

1008.1 Holding One Line Using the Horizontal Hold Command 
 

The user has the option to freeze a header line at the top of the report while viewing. 
 
To place a Horizontal Hold: 

1. In the COMMAND field, input H. 
2. Using the arrow keys, move the cursor to the line to hold within the report heading. 

 
Display View (example placing a Horizontal Hold on one line)

 
 

3. Press Enter.  FLAIR will display the held line at the top of the report followed by a 
double dotted line (======). 

 



 

  FLAI R PROC EDU RE MAN U AL |  Repo rt  Dis tr i bu ti o n S ys tem (End U s er) 
 

Revised 2025 | Page 31 of 66 
 

Display View (with one line held the by Horizontal Hold command)

 
 
The navigation keys F8 and F7 can now be used to scroll up or down in the report.  Regardless of 
how many pages are held, the hold line will remain at the top of the screen until RESET is input in 
the COMMAND field. 
 
 

1008.2 Holding Multiple Lines Using the Horizontal Hold Command 
 

The user may need to hold multiple lines at the top of the report.  These may be frozen in any order 
using the Horizontal Hold command. 
 
To place a Horizontal Hold: 

1. In the COMMAND field, input H. 
 
Display View (example placing a Horizontal Hold on multiple lines)

 
2. Press Enter.  The system will display a blank A (Action) column on the left of the 

report. 
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Display View (with Action Column illustrated)

 
 

3. Press Tab until the cursor is in the A column. 
4. Number the lines in the order they are to be displayed, from top to bottom. 

 
Display View (choosing the order of the lines to be displayed) 

5. Press Enter.  The held lines indicated in the A column will be displayed at the top of 
the screen followed by a double dotted line. 
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Display View (with multiple lines held using the Horizontal Hold command)

 
 
While the Horizontal Hold is in effect, the user can navigate using the PF Keys.  See section 1002.1 
Navigation within RDS for details. 
 
To exit the Horizontal Hold: 

1. In the COMMAND field, input RESET. 
2. Press Enter. 
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1009 The Vertical Hold Command 
 
The Vertical Hold command freezes columns on the left side of the screen while the report is in 
Display View. 
 
Features of the Vertical Hold include: 

• A maximum of eight columns may be held, in any, order using the Vertical Hold 
command. 

• The columns remain frozen until the command is reset or the user exits the report. 
• Vertical Hold only effects reports while viewing online. 
• Vertical Hold formatting does not display on printed reports. 

 
 

1009.1 Accessing the Vertical Hold Menu 
 

Vertical Holds are placed by accessing the Vertical Hold Menu and selecting the column(s) to be 
held. 
 
To place a Vertical Hold on a report: 

1. In the COMMAND field, input VH. 
2. All columns will have a column header displayed on the report.  Press Tab to move 

the cursor to the same line as the column header. 
 
Display View (example placing a Vertical Hold)

 
 
In the example above, the columns to be frozen are ITEM NUM and TRDT.  The cursor has been 
moved to the column header line for these columns. 
 

3. Press Enter.  The system will display the Vertical Hold Menu. 
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Vertical Hold Menu

 
 
 

1009.2 Using the Vertical Hold Menu 
 

On the Vertical Hold Menu, the user may select and number the columns to be held. 
 
The user marks the order of the columns by placing a 1 at beginning of the first column to be held 
and an E at the end of the first column to be held.  If a second column is to be held, place a 2 at the 
beginning of that column and an E to mark the end of that column, etc.  Up to eight columns may be 
held. 
 
For example, to freeze the ITEM NUM and TRDT columns on the left side of the screen: 

1. Under the I in ITEM NUM, input 1. 
2. To the left of the next column, PROP DOC, input E (see the following figure). 
3. Under the T in TRDT, input 2. 
4.  To the left of the next column, MGDT, input E. 

 
Vertical Hold Menu (example selecting columns to be held) 
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5. Press Enter.  The system will display the Vertical Hold Menu with a sample of the lines 
to be held, labeled DISPLAYED LINE, displayed at the bottom of the screen. 

 
Vertical Hold Menu (with confirmation sample provided)

 
 

6. Press F3 or Enter to confirm and hold the columns. 
 
The columns are displayed on the left side of the report.  They are held in place when scrolling the 
report to the right (using F11) or to the left (using F10).  The frozen columns are separated from 
the report by a dotted vertical line. 
 
Display View (example of Vertical Hold results [left side])
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Display View (example of Vertical Hold results [right side])

 
 
To remove the Vertical Hold and return to the original display: 

1. In the COMMAND field, input RESET. 
 
Display View (example removing the Vertical Hold)

 
 

2. Press Enter.  The report will return to Display View. 
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1010 Virtual Keys 
 
Virtual Keys are mainframe macros that allow the user to “save” commands and activate the 
commands using a single keystroke. 
 
Features of Virtual Keys: 

• Recorded instructions can be set up and assigned to alphanumeric characters. 
• Assigned characters include A through Z (excluding Y) or 0 through 9. 
• Assigned to a user ID, not to a specific report. 
• Commands such as Find, Search, and Vertical Hold may be stored. 

 
 

1010.1 Creating Virtual Keys 
 

The user may create a Virtual Key to store a command. 
 
To create a Virtual Key while viewing a report: 

1. In the COMMAND field, input KEYS. 
 
Display View (with sample input)

 
 

2. Press Enter.  The Virtual Keys Screen will display. 
3. Using the Tab key, move the cursor to the KEY column. 
4. Input the letter or number to assign this Virtual Key. 

 
Virtual Key Menu (example assigning a character to a Virtual Key)  

 

5. Press Tab to move the cursor to the right of the arrow ( ). 
6. Input the desired command. 
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In this example, the Find command will look for the Budget Entity 43010300 and Internal Budget 
Indicator 00. 
 
Virtual Keys Menu (example saving a command as a Virtual Key)

 
 
The COM (Comment) field allows the user to insert a comment regarding which command is 
assigned, and which report should be displayed when the Virtual Key is used.  This comment is 
optional, but strongly recommended. 
 
Virtual Keys Menu (example adding a comment)

 
 

7. Press Enter.  The information will be accepted by the system.  The screen will blink 
and the information input will appear in capital letters. 

8. Press F3 to return to display view of the report. 
 

1010.2 Activating the Virtual Key 
 

Once a Virtual Key has been assigned, it can be used while viewing a report. 
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To activate a Virtual Key: 

1. In the COMMAND field, input a forward slash (/ ) and the assigned key. 
 
Note: Virtual Keys are not case sensitive.  Both upper- and lowercase characters are accepted. 
 
Display View (example activating a Virtual Key)

 
 

2. Press Enter.  The system will perform the command as if manually input and highlight 
the code within the report for viewing.  The user can press F5 to repeat the command. 

 
Display View (example displays results of the Virtual Key activation)

 
 

3. Press F3 to return to display view of the report. 
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1010.3 Modifying a Virtual Key Temporarily 
 

A user can temporarily modify a Virtual Key as needed.  For this example, a user set up a Virtual Key 
to look for information technology, but now needs to find data pertaining to consumer assistance. 
 

1. In the COMMAND field, input a backslash (\ ) and the assigned Virtual Key. 
 
Display View (modifying a Virtual Key)

 
 

2. Press Enter.  The system will display the original command in the COMMAND field.  This is 
called Conversation Mode. 

3. Input the new command by typing over the original command. 
 
Display View (the original command displays in Conversation Mode and may be changed)

 
 

4. Press Enter.  The new command is executed this time only, and the original Virtual 
Key is unchanged. 

 
Display View (example showing temporary command executed)

 
 

5. Press F3 to return to display view of the report. 
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1010.4 Modifying a Virtual Key Permanently 
 

Virtual Keys can also be permanently modified as needed by the user. 
 
To permanently modify a Virtual Key: 

1. In the COMMAND field, input KEYS. 
2. Press Enter. 
3. Move the cursor to the field to be modified and input the new information. 
4. Press Enter.  The system saves the key with the changes intact. 
5. Press F3 to return to the report. 

 
 

1010.5 Deleting a Virtual Key 
 

When a Virtual Key is no longer needed, it can be deleted. 
 
To delete a Virtual Key: 

1. In the COMMAND field, input KEYS. 
2. Press Enter. 
3. Move the cursor to the virtual key to be deleted and use the Space Bar or Delete to 

remove the information. 
4. Press Enter.  The system will delete the Virtual Key. 
5. Press F3 to return to the report. 
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1011 Boolean Logic 
 
In addition to executing basic Search and Find commands, the user can also use Boolean logic.  
Boolean logic allows a user to organize concepts together in sets.  When searching computer 
databases, these sets are controlled by the use of Boolean operators such as OR, AND, and NOT.  
Boolean logic can be used to search for items meeting a set of criteria, or to perform more than one 
command at a time.  This is particularly useful when executing a Find or Search for more than one 
character string, or amounts within a range. 
 
When the operator AND is used in Boolean logic, all search criteria must be present to return 
specific words or values.  When the operator OR is used, either of the search criteria input may be 
present to return words or values. 
 
The following comparisons can be used with the Search and Find commands: 

Sign Description 

= Equal to 

> Greater than 

>= Greater than or equal to 

≠ Not equal to 

< Less than 

<= Less than or equal to 
 
 

1011.1 Performing a Search Using Boolean Logic 
 

To perform a Search using Boolean logic: 
1. In the COMMAND field, input S. 
2. Press Enter.  The system will display the Search/Find Menu. 

 
Search/Find Menu
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Search/Find Menu fields: 

Field Input Values 

SEARCH OR FIND 
Required.  Valid input: 
S - Search 
F – Find  

START AT 

Required.  Valid input: 
T - Start the Search/Find at the top. 
B - Start the Search/Find at the bottom. 
XXXX - Start the Search/Find from line XXXX, where XXXX is a numerical 

line number. 
PXXX - Start the Search/Find from page XXX, where XXX is a numerical 

page number. 

DIRECTION 
Required.  Valid input: 
F - Search/Find forward (down) from the start at position. 
B - Search/Find backward (up) from the start at position.  

OPERATION 
RANGE 

Retrieved.  Valid input: 
Lnnnn – Number of lines that the Search/Find operation will be applied 

to, where nnnn is a numeral. 
Pnnnn - Number of pages that the Search/Find operation will be applied 

to, where nnnn is a numeral. 
 
The default comes from the user profile and is usually set to 5000. 
Example: 
L24 – range of 25 lines 
P25 – range of 25 pages 

SAVE AS 
VIRTUAL KEY 

Optional.  Valid input: 
Y - Save as a Virtual Key.  

UNDER 
CHARACTER Optional.  Input the character assigned for the Virtual Key.  

ARGUMENT 1 

Required.  The character string for which the user is searching.  If 
numeric, use leading zeros to fill the field.  The period (.) can be used as a 
wildcard for any position in the argument. 
 
ARGUMENT 2-4 are optional.  

COMPARISON 

Required.  Valid input: 
EQ - Equal to 
NE - Not equal to 
GT - Greater than 
GE - Greater than or equal to 
LT - Less than 
LE - Less than or equal to  

NUMERIC 
MATCH CASE 

Required.  Valid input: 
N - Argument is for a numerical search. 
M - Argument is for alphanumeric case search. 

FROM/TO 
COLUMN 

Optional.  Beginning and ending column numbers where argument is 
found.  

AND/OR 

Required.  If using more than one argument. 
 
Optional.  Valid input: 
AND - All criteria must be found in results. 
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Field Input Values 
OR - One or more criteria must be found in results. 

 
In this example, the user is looking in a DTHR04 report, and wants to find all references to object 
codes 261300 or 261500: 

1. In the COMMAND field, input S. 
2. Press Enter.  The system will display the Search/Find Menu. 
3. Input the required data. 

 
Note: The operator OR is used instead of AND because an item cannot have BOTH object codes.  If 
AND is used, no results will display. 
 
Search/Find Menu (with example data input)

 
 

4. Press F8 to execute the search. 
 
Search Index (results display in the Search Index with both object codes displayed)
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To go to a specific line in a report from within the Search Index: 

1. Place the cursor on the line desired. 
2. Press Enter.  

 
To exit the Search mode: 

1. In the COMMAND field, input RESET. 
2. Press Enter. 
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1012 Notepads 
 
Notepads allow the user to attach comments to a specific report or to create a note in the report 
directory.  They are helpful in documenting notes, questions, or errors in a report.  Notepad 
information is archived with the report and restored when the report is restored.  Notepads may be 
added to a report in Display View or from the Directory View. 
 
 

1012.1 Attaching a Notepad in Display View 
 

When a report is displayed, a notepad can be attached.  The notepad contains a header that can be 
up to 20 characters in length.  The header will appear in the NOTEPAD HEADER column in the 
report directory. 
 
To attach a notepad to a report: 

1. In the COMMAND field, input N. 
 
Report Display View (using Notepad command)

 
 

2. Press Enter.  The system will display the Notepad Header Screen. 
 
Notepad Header Screen

 
 

3. Press Tab once to position the cursor in the NOTEPAD HEADER field. 
4. In the NOTEPAD HEADER field, input a header (up to 20 characters). 
5. Press Tab again to move the cursor to the next line. 
6. In the comment area, input a comment. 
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Notepad View

 
 

7. Press Enter.  The system will save the notepad. 
8. Press F3 to exit out of Notepad View and return to the Display View. 
9. Press F3 again to return to the Directory View.  The header will display in the 

NOTEPAD HEADER column.  
 
Directory View (right side with example data retrieved)  
 

 
 
 
 

1012.2 Attaching a Notepad in Directory View 
 

The user has the option to attach a notepad while in Directory View. 
 
To attach a notepad while in Directory View: 

1. Position the cursor in the ACTION column in front of the desired report. 
2. In the ACTION column, input N. 
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Directory View (example adding a notepad)  

 
 

3. Press Enter.  The system will display the Notepad Header Screen. 
 
Notepad Header Screen

 
 

4. Press Tab once to position the cursor in the NOTEPAD HEADER field. 
5. In the NOTEPAD HEADER field, input a header. 
6. Press Tab to move the cursor to the next line. 
7. In the comment area, input a comment. 
8. Press Enter.  The system will save the notepad. 
9. Press F3 to return to the Directory View. 

 
 
  

  RECIPIENT- > DISCL01 
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1012.3 Creating a Reportless Notepad 
 

Notepads can be created without being attached to a specific report.  Reportless notepads will be 
displayed in the REPORT NAME column. 
 
To create a reportless notepad from the Directory View: 

1. In the COMMAND field, input N. 
 
Directory View (with sample input to create reportless notepad)

 
 

2. Press Enter.  The system will display the Notepad Header Screen. 
 
Notepad Header Screen

 
 

3. The NAME field will default to NOTEPAD.  The user can input a new name in this field 
(up to 16 characters). 

4. The RETENTION PERIOD field will default to 7.  If a different time period is to be 
assigned, input the number of days the notepad will be available by typing over the 
current input. 

5. Press Tab. 
6. In the comment area, input a comment. 

 

RECIPIENT- > DISCL01 
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Notepad Header Screen (example of a completed Notepad Header Screen)

 
 

7. Press Enter. 
8. Press F3 to return to the Directory View.  The system will display the new notepad 

header in the REPORT NAME column. 
 
Directory View (with example Notepad Header displayed)

 
 
To access a notepad to view the contents: 

1. In the Action (A) column, input N or S. 
2. Press Enter. 

 

 RECIPIENT- > DISCL01 
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Directory View (with example data input to access notepad)

 
 
The Notepad Header Screen will display.  The user may view or change the information. 
 
Notepad Header Screen

 
 

3. Press F3 to return to the Report Directory. 
 
 

1012.4 Modifying a Notepad 
 

A notepad can be changed if necessary. 
 
To modify a notepad: 

1. a.  From the Displayed Report View, in the COMMAND field, input N; OR 
b.  From the Directory View, in the Action (A) column of the desired report, input N. 

2. Press Enter. 
3. Make the desired changes to the header or comments. 
4. Press Enter. 
5. Press F3 to return to the Display or Directory View. 

 
 

1012.5 Deleting a Notepad 
 

If a notepad is no longer needed, it can be deleted. 
 
To delete a notepad: 

 RECIPIENT- >DISCL01 
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1. a.  From the Displayed Report View, in the COMMAND field, input N; OR 
b.  From the Directory View, in the Action (A) column of the desired report, input N. 

2. Press Enter.  The system will display the Notepad Screen. 
3. In the COMMAND field, input D. 
4. Press Enter. 
5. To confirm the deletion, in the COMMAND field input Y or YES. 
6. Press Enter. 
7. Press F3 to return to the Display or Directory View. 
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1013 Printing 
 
Once a report is in RDS, the user may: 

• Print a paper copy of the report to a local printer. 
• Print the entire report, or just parts of it. 
• Make the print request from the Report Directory or Displayed Report View. 

 
Archived reports must be restored before they can be printed. 
 
 

1013.1 Printing the Entire Report 
 

The user may print a report from the Report Directory without viewing the report.  If the print 
request is made from the Report Directory, the entire report will print to the printer indicated in 
the recipient’s profile. 
 
To print from the Report Directory: 

1. In the Action (A) column of the Report Directory next to the desired report, input P. 
 
Directory View (with example data input)

 
 

2. Press Enter.  FLAIR will display the Report Extract Confirmation Screen.  The print 
request must be confirmed to be completed. 

3. In the COMMAND field, input Y. 
 

RECIPIENT- > DISCL01 
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Report Extract Confirmation Screen (confirming the print request)

 
 

4. Press Enter.  The system will provide the job name and job ID for the requested print. 
5. In the COMMAND field, input Y to confirm. 

 
Print Extract Result Screen (extraction request confirmation)

 
 

6. Press Enter.  The system will display the Report Directory. 
 
 
  

RECIPIENT- > DISCL01 

RECIPIENT- > DISCL01 
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1013.2 Printing from a Displayed Report  
 

The user may print a report while viewing the report.  This print request will print the entire report 
to the FLAIR printed indicated in the user’s profile. 
 
To print from the Display View: 

1. In the COMMAND field, input P. 
 
Display View (example print request)

 
 

2. Press Enter.  The system will display Report Extract Confirmation Screen.  The print 
request must be confirmed to be completed. 

3. In the COMMAND field, input Y. 
 
Report Extract Confirmation Screen (example print request confirmation)

 
 

4. Press Enter.  The system will display the job name and job ID for the requested print. 
5. In the COMMAND field, input Y to confirm. 

 

RECIPIENT- > DISCL01 
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Print Extract Result Screen (job name and ID are provided and the request is complete)

 
 

6. Press Enter.  FLAIR will display the Report Directory. 
 
 

1013.3 Extract Printing 
 

The Extract function is used to print to a FLAIR printer other than the printer assigned in the RDS 
profile.  This command is the only way to change the printer destination.  A recipient may use the 
Extract function from the Report Directory or from the Display View. 
 
Note:  For a list of valid FLAIR printers, contact the agency’s RDS Administrator. 
 
 

1013.3.1 Extract Printing from the Report Directory 
 

While in the Report Directory View, the user may request that a report be printed to a different 
FLAIR printer by using the Extract function.  This will send the report to a different printer than 
assigned in the user’s profile. 
 
To use the Extract function while in Report Directory View: 

1. In the Action (A) column, input E. 
 

RECIPIENT- > DISCL01 
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Report Directory View (with example data input)

 
 

2. Press Enter.  FLAIR will display the Single Extract Menu Screen One. 
 
Single Extract Menu Screen One

 
 

3. Press F8 to continue to the next screen. 
4. In the DEST field, the user may indicate any valid FLAIR printer. 
5. In the COMMAND field, input Y to confirm. 

 

RECIPIENT- >DISCL01 

RECIPIENT- > DISCL01 
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Single Extract Menu Screen Two (with example data input)

  
 

6. Press Enter.  The system will display the job name and job ID for the request. 
7. In the COMMAND field, input Y to confirm. 

 
Print Extract Result Screen (job name and job ID are provided and the request is complete)

 
 

8. Press Enter.  FLAIR will display the Report Directory. 
 
 
  

RECIPIENT- > DISCL01 

RECIPIENT- >DISCL01 
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1013.3.2 Extract Printing from a Displayed Report 
 

While viewing a report, the user may request that a report be printed to a different FLAIR printer 
by using the Extract function.  This will send the report to a different printer than that assigned in 
the recipient’s profile. 
 
To use the extract function while viewing a report: 

1. In the COMMAND field, input E. 
 
Display View (example using the Extract function while viewing a report)

 
 

2. Press Enter.  FLAIR will display the Single Extract Menu Screen One. 
 
Single Extract Menu - Screen One

 
 

3. Press F8 to continue to the next screen. 
4. In the DEST field, the user may indicate any valid FLAIR printer. 
5. In the COMMAND field, input Y to confirm. 

RECIPIENT- >DISCL01 
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Single Extract Menu - Screen Two (with example data input)

 
 

6. Press Enter.  FLAIR will display the job name and job ID for the print request. 
7. In the COMMAND field, input Y to confirm. 

 
Print Extract Screen (job name and job ID are provided and the request is complete)

 
 

8. Press Enter.  FLAIR will display the Report Directory. 
 
 

1013.4 Partial Printing 
 

Partial printing allows the user to print specific pages or a range of pages.  To print a partial report, 
the user must be in Display View.  Once a report is displayed, the user inputs FROM (F) and TO (T) 
commands to select the lines of the report to be printed. 
While viewing a report: 

RECIPIENT- > DISCL01 

RECIPIENT- > DISCL01 
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1. In the COMMAND field, input F. 
2. Move the cursor to the line in the report where the printing is to begin. 

 
Display View (selecting the first line of the partial print)

 
 

3. Press Enter.  The system will display the FNNNNN/ command in the left corner of the 
screen just under the dotted line.  The F represents the FROM command.  The number 
to the right of F indicates the line number where the user wants to begin the print job. 

 
Display View (the first line of a partial print is identified)

 
 

4. Move to the page containing the last line of text that will be included in the partial 
print.  This can be done by pressing F8 until the desired page is displayed, or by using 
the Page or Line command in the COMMAND field. 
Example:  P15 will take the user to Page 15; L299 will take the user to Line 299. 

5. In the COMMAND field, input T. 
6. Move the cursor to the last line to be printed. 
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Display View (example selecting the last line of the partial print)

 
 

7. Press Enter.  The TNNNNN is now displayed as part of the command at the top left 
corner of the screen (see the following example). 

8. Verify the correct line numbers appear in the FROM/TO LINES field. 
9. In the COMMAND field, input E to request an extract printing. 

 
Display View (example requesting an extract printing with the beginning and ending lines 
specified)

 
 

10. Press Enter.  FLAIR will display the Single Extract Menu Screen One. 
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Single Extract Menu - Screen One (example verifying the correct lines appear in the FROM/TO 
LINES field)

 
 

11. Press F8 to continue. 
12. In the COMMAND field, input Y. 
13. Input the FLAIR printer ID in the DEST field, if necessary. 

 
Single Extract Menu - Screen Two (confirming the printer destination and print request)

 
 

14. Press Enter.  The system will display the job name and job ID for the print request. 
15. In the COMMAND field, input Y to confirm. 

 

RECIPIENT- >DISCL01 

RECIPIENT- >DISCL01 
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Print Extract Screen (job name and job ID are provided and the request is complete)

 
 

16. Press Enter.  FLAIR will display the Report Directory. 
 
Up to four print commands can be requested at one time using the partial printing instructions.  
The user will use the FROM and TO commands to request the pages to be  printed.  Once the pages 
are selected, use the Extract command (E in the COMMAND field) to complete the request. 
 
 

1013.5 Canceling a Print Request 
 

A user may need to cancel a print request.  This may be done as long as the request has not been 
completed.  From the Confirmation Screen, the user may choose to cancel the request instead of 
confirming. 
 
To cancel a print request: 

1. In the COMMAND field, input C, CAN, or CANCEL. 
 

RECIPIENT- >DISCL01 
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Confirmation Screen (with example data input) 

 
 

2. Press Enter.  The system will cancel the print request and display a confirmation that 
the Extract was cancelled. 

 
Cancellation Confirmation

 
 

3. Press Enter to return to the Report Directory. 

RECIPIENT- >DISCL01 

RECIPIENT- >DISCL01 
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