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200 Expenditures

Accounting for expenditures is a vital part of government operations. Floridagbvernmental
agencies and departments are statutorily required to record all transactionsffecting funds
approved by the Florida Legislature (General Appropriations AGGAA]), commonly known as the
budget See section 104.4 Fund Accounting for more information. Expenditures may be
recorded at the time the expenditure is incurred or at the time of disbursementSee section 104
Accounting Concepts for details.

This chapter provides agency users with informationregarding the following functions:
Record expenditures

Viewing payment history;

Expenditure corrections;

Warrant administration ; and

Record retention.

= =a =4 -4 4

To properly record expenditure transactions in FLAIR, agencusersmust:

9 Follow guidelines as specified in thé-lorida Statues(F.S.) Florida Administrative Code
(F.A.Q, Chief Financial Officer (CFO)/Agency Addressed (AM)emorandums, and agency
policies and procedures and

1 Record expenditures with the appropriate FLAIR transaction codes

It is important that each agency use the correct transaction types and data codesganization
code,vendor identification (ID), object code, etc.) to ensure one or all of the following does not
occur:

f NegativeeffectsonanACAT AU O A£OOOOA APPOI POEAOEITO

1 Fundsbeingreturned to grantors;

1 Negative audit findings or

1 The mismanagement of funds and inaccurate transparency reporting.

200.1 Expenditures V ersus Expenses

Expenditures

Expenditures are defined by the Governmental Accounting Standards Board (GASB) in Codification
Chapter1600.116A0 OAAAOAAOGAO EIT 1 HE@@ndiEkeladcdudtsEsAduld @A OT OOAA OGS
AAOGAOI ET AA OOGET ¢ OEOAI 1 OEAT OAOCEI 16 xEOE AiIBPEAOGEO
Governmental funds recognize the occurrence of expenditures in accordance with the modified
accrual basis of accounting. The major types of expenditures are:

1 Operating,

1 Capital,

i1 Debt service, and

1 Intergovernmental charges.

Operating costsfor governmental agencies include a wide range of expenditures. ©nfthe largest
portion srelates to payroll and employee benefits. The modified accrual basis of accounting
requires that accruals areentered for the amount of unpaid salaries and benefitthe employees
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earnedat yearend. Thesdiabilities will be paid in the first payroll reporting cycle in the next fiscal
year.

Cther operating expendituresat year endshould be accountedor in a like manner. The liability
and accrual should be recordedvhen the goods or services are receivedr recognized foryear-end
purposes

Expenses

Expenses are defined as the outflows or expiration of assets or the incurrence of liabilities during a
specific period. They are incurred by providing or producing goods, rendering services, or carrying
out other activities that constitute the entity's primary operations. An expense is a cost that has
expired, was used up, or was necessary in order to earn the revenues during the time period
indicated in the heading of the income statement.

Proprietary funds recognize expenses using the accrual basis of accounting (i.e., when the related
liability is incurred) without regard for the timing of the payment. Therefore, significant

differences exist between the recognition of exgnditures in governmental funds and the

recognition of expenses byroprietary funds.

Expenses inifluciary funds are recognized as necessary and reasonable costs inghgdexpenses
incurred from income loss in the operation of the entity and the sale or disposition of assets.

The major differencebetween expenditures and expenseis that an expenditure isconsidered a
payment or disbursement for goods or services while an expense is the cost of goods and services
that were used up or necessary to earn revenue.

Seesection 109 Master Data Codes for fund definitions and codes.
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200.2 Master Expenditure Transaction Flow Chart

Business Event Initiated
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201 CFO and Agency Requirements

Article IV, Section 4(c) of the Florida Constitution OO A OA Oh O4 EA #EEA/E &ET AT AEA
OEA #EEAA &EOAAl | £#AFEAARAO 1T £# OEA 30AO0Ah AT A OEAI I
powers and duties of the CFO are set fortihhichapter 17, F.S.

Yyl T OAAO O1T 1T AAO OEA #&/ 80 AT 1 OOEOOOEIT AT AT A OOA

FLAIR to:
1 Ensure vendors, providers, and contractors are paid timely for goods and services provided
to the State {.e, prompt payment, interest penalty, etc.).
1 Ensure funds authorized by the Legislature are recorded and disbursed properly
(appropriations).
9 Ensure statutory requirements related to expenditure transactions are input into FLAIR.

The Reference Guide for State Expenditures(RGSE)vas developed by the Department of
Financial Services (DFS), Division of Accounting and Auditing, Bureau of Auditing for agencies to
useasa resource tool for processing expenditure transactions. This guide can be fouom the
$EOEOEIT T 60 x AbBodEr Boveksthe payinant typEs ligied below (sample list):

1 Advance Paymentdravel

9 Journal Transfers(JTs)

1 Purchasing CardPCard) Transactions

1 Payment Processing

201.1 Authority

Before processing and approving payments, the CFO and state agencies must follow statutory
guidelines approved by the Florida Legislature and signed into law by the Executive Office of the
Governor (EOG) The following list includesFlorida Statutes relatedto expenditure transactions
(the list does not inclue statutes that contain agencgpecific authority):

I Sectionl7.03, F.S., the CFO is charged with the responsibility to settle all accounts, claims
and demands, whatsoever, against the State, and issue a warrant in an amount allowed by
the CFO thereon

9 Sectionl7.04, F.S.authorizes the CFO to audit and adjust accounts of officers and those
indebted to the state.

1 Sectionl7.075, F.S.authorizes the CFOd establish the form of state warrants and other
payment orders

1 Sectionl7.08, F.S provides guidance orthe accountsyouchers, and evidencen which
warrants have been drawn to be filed.

1 Sectionl7.10, F.S., requires the recording of warrants, including the warrant number,
whose favor drawn and the date issued. ABtate funds and securities must be accounted
for.

1 Sectionl7.11, F.S., requiresraexhibit stated from therecord of disbursementsbe included
in annual reports.

I Sectionl7.13, F.S., the CH®required to duplicate lost or destroyedwarrants should it be
necessary

I Sectionl7.14, F.Sthe CFOmay prescribethe forms of all papers, vouchers, reportsand
returns and the mannerin which they are to be used.

1 Sectionl7.26, F.S.establishes theprocedure for cancellation of statewarrants not
presented within oneyear.
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http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.08&URL=0000-0099/0017/Sections/0017.08.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.10&URL=0000-0099/0017/Sections/0017.10.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.11&URL=0000-0099/0017/Sections/0017.11.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.13&URL=0000-0099/0017/Sections/0017.13.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.14&URL=0000-0099/0017/Sections/0017.14.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.26&URL=0000-0099/0017/Sections/0017.26.html
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Sectionl7.27, F.S., DFS may destroy general correspondence files and other records which
may be deemed no longer necessary to preserve in accordance with retention schedules
and destruction noticescoveredunder rules of the Division of Library and Information
Services, Department of State.

Sectionl7.29, F.S., gives the CFO the authority to prescribe any rule he or she considers
necessary to fulfill his or her constitutional and statutory duties, which include but are not
limited to, procedures or policies related to the processing of payments from anyplicable
appropriation.

Section17.52, F.S.equires the Division of Treasury to pay all warrants, disbursement by
electronic means, magnetic tapgor other transfer medium on theTreasury drawn by the
CFO.

Sectionl7.555, F.S., requires the Division of Treasury to kegprecord of warrants and
state funds and securities.

Sectionl7.56, F.S., requires the Division of Treasury to turn ovel warrants paid to the
Division of Accounting and Auditing.

Sectionl7.64, F.S., the ability for the Division of Treasury to make reproductions of
warrants, records, and documents.

Section112, F.S., Code of Ethics (Part)lipolicies and standards for public officials and
employees.

Section112.061, F.S., the peridm and travel expenses of public offices, employees, and
authorized persons.

Chapter119, F.S., public records policy.

Section215.422 , F.Sules for the payment warrant and invoice; processing time limits
dispute resolution; agency or judicial branch compliance. Known as the Prompt Payment
Rule.

Section215.94, F.S., states the EOG shall be the functiooaher of the Planning and
Budgeting Subsysten{OPB), DFS shall be th&unctional owner of FLAIR and the
Department of Management Services (DMS) shall be the functional owner of the Purchasing
Subsystem and the Personnel Information System.

Section215.962, F.S., standards for state agencyausf card-based technology.
Section215.97, F.S., the Single Audit Act which includes uniform audit requirements,
promotes soundfinancial management, audit economyand efficiency.

Section215.971, F.S., guidelinefor agreements funded with federal and state assistance.
Section215.985, F.S., transparency in government spending.

Section216.0111 , F.S., state agency contracts attte required information to be provided
to DFS

Section216.0113, F.S., preferred pricing clauses in state contracts; compliance required.
Section216.103, F.S., guidelines for agencies receiving federal funds; designation of
coordinating officials and their related duties.

Section216.3475, F.S., the maximum rate of payment for services funded undbe GAAor
awarded on a noncompetitive basis.

Chapter287, F.S., rules for the procurement of personal property and services.

201.1.1 Invoice Documentation Requirements

Prior to processing a transaction in FLAIR, an agency must have the proper documentation
pursuant to the Florida Statutesand the Florida Administrative Code To ensure agencies comply
with the statutes and laws of Floridayarious CFO Memos an&.A.Cs provide agencies guidance in
processing invoices CFO Memos may be found at
https://www.myfloridacfo.com/Division/AA/Memos/default.htm
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http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.27&URL=0000-0099/0017/Sections/0017.27.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.29&URL=0000-0099/0017/Sections/0017.29.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.52&URL=0000-0099/0017/Sections/0017.52.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.555&URL=0000-0099/0017/Sections/0017.555.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.56&URL=0000-0099/0017/Sections/0017.56.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.64&URL=0000-0099/0017/Sections/0017.64.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0112/0112PartIContentsIndex.html&StatuteYear=2011&Title=%2D%3E2011%2D%3EChapter%20112%2D%3EPart%20I
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0112/0112PartIContentsIndex.html&StatuteYear=2011&Title=%2D%3E2011%2D%3EChapter%20112%2D%3EPart%20I
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0112/0112PartIContentsIndex.html&StatuteYear=2011&Title=%2D%3E2011%2D%3EChapter%20112%2D%3EPart%20I
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0112/0112PartIContentsIndex.html&StatuteYear=2011&Title=%2D%3E2011%2D%3EChapter%20112%2D%3EPart%20I
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0100-0199/0119/0119ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20119
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.422&URL=0200-0299/0215/Sections/0215.422.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.94&URL=0200-0299/0215/Sections/0215.94.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.962&URL=0200-0299/0215/Sections/0215.962.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.97&URL=0200-0299/0215/Sections/0215.97.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.971&URL=0200-0299/0215/Sections/0215.971.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.985&URL=0200-0299/0215/Sections/0215.985.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.0111&URL=0200-0299/0216/Sections/0216.0111.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.0113&URL=0200-0299/0216/Sections/0216.0113.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.103&URL=0200-0299/0216/Sections/0216.103.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.3475&URL=0200-0299/0216/Sections/0216.3475.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0287/0287ContentsIndex.html&StatuteYear=2011&Title=%2D%3E2011%2D%3EChapter%20287
https://www.myfloridacfo.com/Division/AA/Memos/default.htm
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Commodities
In accordance withRules691-40.002 and 60A-1.016, F.A.Cand applicable CFO Memos,
documentation for commodity purchases should include
91 Description of items (humerical codes will not be accepted)
Number of units and cost per unit
Evidence of receipt
Contract Summary Form
Any additional documents required for contract and grant reviews

1
1
T
T

Contracts and Grants
In accordance withRules691-40.002 and 60A-1.016, F.A.Cand applicable CFO Memos,
documentation for Contracts and Grants should include
9 Fixed rate, cost reimbursement, or combination must show number of units and cost per
unit since numerical codes will not be accepted
1 Reimbursement or a rate for specific time period must be supported by documents that
clearly reflect a time period of services and deliverables
Evidence of devery of services
Evidence ofContractor Performance
Contract Summary Form
Any additional documents required for contract and grant reviews

= =4 =8 =9

201.1.2 Other Payment Related Information

Information related to expenditure payments can be found in th&@GSE The purpose of this manual
is to provide state agencies guidance regarding the requirements applicable to the disbursement of
funds from the State Treasury, regardless of the payment methods (warramiectronic funds

transfer [EFT], PCard). Thismanual does not cover all possible situations; some will need to be
addressed on a casby-case basis through consultation with the Bureau of Auditing. The following
is asample listof topics discussed in the RGSE:

1 Advance Payments 1 Payment Processing Agreements for
1 Agreements Services
1 Travel 1 Perquisites
1 Bar Dues 1 PCard Transactions
1 Assignment of Payments 1 Settlement of Claims Against the
1T JTs State
{1 Building Leases- Private Sector {1 Expense, Operating Capital Outlay
1 Invoices (OCO), or Fixed Capital Outlay (FCO)
1 Cell Phones and Other Determination
Communications 1 FCO- Grants and Aids Appropriations
! ClaimsAgainst the State Limitations {1 Furniture _
1 MyFloridaMarketPlace (MFMP) 1 Payment Processing
M Voucher Schedule 1 Procurement Documentation
1 Invoice Sampling Requirements PursuantChapter287,,
91 Deferred-Payment Commaodity F.S.
Contracts 1 Receipt of Goods and Services

Documentation Requirements
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https://www.flrules.org/gateway/ruleno.asp?id=69I-40.002
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201.1.3 Transaction Date Selection Requirements

Transaction date selection is required for all expenditure transactions. It is vital to an agency
trying to meet prompt payment requirements pursuantto section 215.422 , F.S. The requirements
stated in Rule69l-24.003, F.A.C.provide agencies guidance on determining how the transaction
date should be calculated. Agencies must selexte of the threetransaction dates below for the
delivery of goods and services This date must be selected using thgroper documentation and
furnished to DFS on each invoice:

(a) The date of receipt othe invoice bythe agency,

(b) The date that the goods or services were received; and

(c) The date of approval and inspection of goods or services by the agency

Below is a graphical representation of Rul€91-24.003, F.A.C.

Date Determined by date agency receives

Invoice Received - invoice unless a specific receipt location

has been designated when the order or
contract is placed.

Date Goods/ - Delivery location designated by agency for
Services Received receipt of goods/services.

Date Goods/ Services Goods/services are required to be
Inspected/Approved - inspected and approved no more than 5
| ! working days after receipt.

20 calendar days or less
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201.2 Expenditure Related Functions

This section provides users a generalverview of functions in FLAIR that are related to expenditure
transactions. These functions include, butire not limited to, transactions, reporting, datacode
titles, etc. In order to access these functionsLAIR users must have:

1 U (Update) security access to process transactionsr add data codes

91 1 (Inquiry) security access to view transactions or data related to expenditure transactions.

The following list of expenditure-related FLAIR functionswill be discussedin full or in part in this
sedion. These functionscan be accessed from the Main Accounting Menseg below), the
appropriate mini menu, or any FLAIR input screen.

Expenditure -related Functions on the FLAIR Main Accounting Menu

[MNMU 01/02/2013 10:30:36
MENU

SEC FC DESCRIPTION SEC FC DESCRIPTION SEC FC DESCRIPTION

I [AB__AVAILABLE BAL. | U AD ACCOUNT DESC U [ AP ACCTS PAYABLE

U U BC BUDGET CONTROL U | CD PURCHASING CARD

U _CF_REQ FOR CERT U CP CASH RCPTS UTIL U CR__CASH R p

U [DB DISBURSEMENTS U DM DIR/MANAGER FILE U

U | EX EXPANSION U_FA FA - A N u A - CUSTODIZ

U GA _GEN ACCOUNTING u U| PE PERIOD END

U [P3 PROJECT INFO U —RC AR _CUSTOMER U | RP  IMMEDIATE REPORTS

U |RP RECURRING REPORTS| U[ SC STATE CFO FILES U _TF __TRANSFERS

U | TG TITLE - GRANTS U| TI TITLE - GENERAL U [TJ TITLE - PROJECTS

U TP _TITLE - PROPERTLY U| VE VENDOR-EMPLOYEE U | VP VOUCHER PRINT

A | VS VENDOR-STATEWIDE |

TYPE: SEL:

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12--
CONT DAC

Information related to each of the functions denoted on the Main Menu is referenced in the table
below:
Function
Code

AB Available Balance Seesection 108 for Available Balance information .

Accounts Payable transactiongsee section 207):
TR80: Unencumbered Accounts Payable
TR81: Encumbered Accounts Payable

TR8S: Accounts Payable Subsidiary File

CD Purchasing Card PurchasingCard subsystem

Disbursements Transactions:

TR51: Unencumbered DisbursementsSee section
204.

TR52: Unencumbered Revolving Fund Disbursements

DB Disbursements See sectiors 205.5 7 205.7.

TR53: Accounts Payable Disbursements.
Seesections 207.13 7 207.15.

TR54: Accounts Payable Revolving Fund
Disbursements. See sectiors 207.16 7 207.18.

Description Additional Information

AP Accounts Payable
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Function
Code

Description Additional Information

TR57: Overpayments.See section 25.
TR58: Disbursements Correction.See section 2126.
TR59: Revolving Fund Correction.See section 21212.
TR70: Encumbered DisbursementsSee section 203
TR71: Revolving Fund DisbursementsSee sectiors
205.8 - 205.10.
TR7S Revolving Fund Subsidiary Ledger.
See section 20511.
Encumbrance Transactions(see section 202)
Encumbrances and TR60: Encumbrances

EN Encumbrance Changes | TR61: Encumbrance Changes
TR6S. Encumbrances Subsidiary Ledger
EX Expansion Files See section 112 for Expansion Files information.
Gl Grant Information File Seesection 110.
PE Period End Identifies the month/year end closings.
PJ Project Information File See section 110.
RP Immediate Reports Printing daily input reports.
RP Recurring Reports Information Warehouse reports.

Functions within SC files related to expenditure
transactions:
ET: EFT Authorization. See section 21..6.
PC Prompt Payment Compliance (Interest Penalties).
N , Seesection 209.
SC Statgf(f:_hmfllzz_:nanmal SA Accounts Balance Seesection 108.
cer Fies TH: Employee Travel History.See section 113.5
TR: Detail Transaction See section 113.3
VA: Audit Summary. See section 113.2
VH: Vendor History. See section 113.4
WC: Warrant Cancellation See section211.3.
GrantTitle File Record Type(s) related to expenditure
transactions:
GA Grant (Grant ID). Inquiry only.See section
110.13.
General Title File Record Types related to expenditure
transactions. See section 110
AA: Operation Level OrganizatiofOLO
AB: Budget Entity/Internal Budget Indicator (IBI)
AC. Governmental Accouating, Auditing, and Financial
Reporting (GAAFR Fund Type
TI Title Files- General AD: State Fund Type
AE: Category
CA Organization (Organization Code)
CD State Program
CE Other CostAccumulator (OCA)
CF Object Code
CJ Product ID

TG Title Files - Grants
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Function

Code Description Additional Information

EA: Contract (Contract ID) **Must be established ithe
Florida Accountability Contract Tracking System
(FACTJ**

Project Title File Record Types related to expenditure
TJ Title Files - Projects transactions:

KA: Project ID (inquiry only). See section 110.B.

See section 112 for Employee Vendor File

VE Vendor Employee File . .
information .
VP Voucher Print See section 208 for Voucher Print information.
VS Vendor Statewide File _See secfuon 111.1 for Statewide Vendor File
information.

The following functions, along with expenditure related transactionsare discussed in detail in the
following sections:

1 Encumbrances EN)

91 Disbursements OB)

1 Accounts Payable AP)

1 Voucher Print (VP)

Although the table above lists functions that are related to expenditure transactions, each agency

has specific policies to determine who will have access based on specific job duties. Please see your

ACAT AUus O ' AAAOGO #1 1 00T 1 retaedt®a shdeificifuncisn @ithiA FLMIRET &1 O1 A
not displayed on your Main Accounting Menu.
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202 Encumbrances

Encumbrances , as defined by the GASBye commitments "related to unperformed (executory)
contracts for goods or services." As such, they are contingent liabilities for which a true obligation
has not yet occurred.

In most instances encumbrancesrequire a request for commaodities orservices, or a request to
reserve funds to track other expenditures as determined by the agenci ncumbrances do not
AZEEAAO Areleadealancd W e allotment balanceis affectedbecausethey are reserves
of budget for the payment of goods or services nget delivered.

202.1 Encumbrance Overview

I'TAA AOOAAI EOGEAAR AT AT AOI AaédnibAdce Sulisidiary FlefLedfek A A A
The Encumbrance Subsidiary File/Ledgeis an onlineauxiliary file that maintains a record for each
outstanding encumbranceestablishedusing a Transaction 60(TR60) (see section 202.2

Establishing a TR60 Single Line Encumbrance).

Disbursement transactions involving encumbrances are easier to procebscausedata codes
(organization code,expansion option, object ®de, vendor number and other data fields) are
established inthe Subsidiary Ledger. Theestablishedcodesare copied intothe TR70- Encumbered
Disbursement (see section203 Encumbered Disbursements).

Agencies utilize encumbrances for a variety of reasoriscluding, but not limited to:
Contractual agreement and purchaseorders (includes MFMP purchase orders)

To track onetime or recurring payment itemssuch as

Commodities (dfice supplies, office eqydiment, vehicle purchases, etc.);

Services (maintenanceagreements, contractual ageements, grant agreements, etc.);
Lease agreements (bildings and equipment);

JTsto other state agenciesand

Utility payments.

= =4 =8 -8 -8 -8 -9

To access FLAIR encumbrance transactions, users must hav@Jpdate) or | (Inquiry) security
access to function cod&N (Encumbrances and Encumbrance ChangesAccesss availablefrom
any FLAIR input screen using th&YPEfield. Agencies can establish a single line or muline
encumbrance in FLAIR.
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To access the Encumbrance @hges Mini Menu from any FLAIRhput screen:
1. Inthe TYPEfield, input EN.

Main Accounting Menu (with example datainput)

DESCRIPTION

AB AVAILABLE BAL.
AR ACCTS RECEIVABLE
CF REQ FOR CERT

DB DISBURSEMENTS

EX EXPANSION

GEN ACCOUNTING
PJ PROJECT INFO

RP RECURRING REPORTS
TG TITLE - GRANTS
TP TITLE - PROPERTY
VS VENDOR-STATEWIDE

rpECECCCaCC -
(2
>

MENU
DESCRIPTION

AD ACCOUNT DESC

BC BUDGET CONTROL
CP CASH RCPTS UTIL
DM DIR/MANAGER FILE
FA FA - ACCOUNTING
GRANT INFO

RC AR CUSTOMER

SC STATE CFO FILES
TI TITLE - GENERAL
VE VENDOR-EMPLOYEE

[ gl ==l eif{ ol ol el il confl] ol
(2]
H

11/26/2012 08:34:59

SEC FC DESCRIPTION

U AP ACCTS PAYABLE
U CD PURCHASING CARD
U CR_CASH RECEIPTS
U EN ENCB & ENCB CHG

U PE PERIOD END

U RP IMMEDIATE REPORTS
U TF TRANSFERS

U TJ TITLE - PROJECTS
U VP VOUCHER PRINT

SEL:
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF1U--PFII--PF12---
CONT DAC

2. PressEnter. FLAIR will display the Encumbrances Mini Menu.
Encumbrances Mini Menu
ENMU 10/30/12 13:34:23
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M,I
61 ENCUMBRANCE CHANGES M, I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U

MULTIPLE INPUT

MULTIPLE INQUIRY

CH=EZWwn>X»m

NOTE:

CONT

SINGLE INPUT WITH EXPANDED DATA DISPLAY

SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)

|I|

RFRSH

SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -

ACCESSIBLE ONLY FROM 'M' AND SEL OPTIONS.

TYPE SEL

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
MAIN
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Within the Encumbrance Mini Menu, sers have access tthe following transactions:

Transaction Type Description Special Instructions

Available SEL(Selection) options:

A: Multiple Input

S Single Input with Expanded Data

60 Encumbrances Display

M: Multiple Inquiry

I: Single Inquiry with Expanded Data
Display

Available SEL(Selection) options (for
updates during the current business day):
61 Encumbrance Changes M: Multiple Inquiry

I: Single Inquiry with Expanded Data
Display

Available SEL(Selection) options:

M: Multiple Inquiry

I: Single Inquiry with Expanded Data
Display U: Single Update with Expanded
Data Display

Encumbrance Subsidiary

e Ledger

Note: In FLAIR, encumbrances are recordedsinga TR60- Encumbrances.At the same time the
TR60 is entered intoFLAIR the Encumbrances Subsidiary Ledger is simultaneously updated. €Th
Encumbrances 8bsidiary Ledger maintains a record of all data entered into FLAIR for each
encumbrance until the encumbrance is deleted, closed, or pai®eesection 203 Encumbered
Disbursements for more information .

Other encumbrance information:

9 Valid organization code/ expansionoption/ object code combination. See section 112
Expansion Files.

i Can besingle line (with all expansion data on one screen) or multiple lines (up tthree lines
per screen with limited data).

1 Can be a blanket (multiuse), memo (multivendor), or regular encumbrance (onetime
use).

9 Transactions can update current balances or prior month/year balances when necessary.
0 Availableprior period i ndicators (PPISs) :

M (Prior Month): Denotes if the encumbrance was established in the prior month and
before the agency scheduled it monthly period end processing.

Y (Prior Year): Denotes if an encumbrance was established in the prior year and is
commonly used during Carry Forward Processing.

1 Blanket, memo, or single encumbrancerequired to process the transaction.Note: Once an
encumbrance has been established, thmemo blanket i ndicator ( MBI) cannot be updated
or removed from an encumbrance line.

o0 Available MBls:

Blank (Regular Ehcumbrance): Used to record commitments for goods and services to a
known or specificvendor. When the balance on aegularencumbrance is reduced
to zero or a negative balance, it is automatically removed from the Encumbrance
Subsidiary Ledger during nightly processing Example: Establishing an
encumbrance for the purchase of a vehicle.

M (Memo Encumbrance): Used to record commitments for goods and services when
there are multiple vendors or when the vendor is not known. Only the maximum
amount ofthe commitment is known. Like regular encumbrances, memo
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encumbrances are removed from the Encumbrances Subsidiary Ledger during

nightly processing when they are reduced to a zero or a negative balandexample:
Establishing a memo encumbrance for travel reimbursements for a specific
organizationaluniO AT A ET B OO0 OE éngor ID EulnbeOadtAcihd oh 06 O O
disbursement.

B (Blanket Encumbrance): Used to record commitments when the vendor and the
maximum amount of the commitment are known, but the commitment may be
spread over a long period of time (i.e., the life of a contract)Unlike regular and
memo encumbrances, blanketmcumbrances are not removed from the
Encumbrances Subsidiary when they are reduced to a zero or a negative balance.
The entries remain on file until the agency manually removes them by indicating a
Final Payment or by deleting them manually using th& R6S Update ¢ee section
202.5 Encumbrance Update). Example: Establishing a blanketmcumbrance for a
copier lease agreement.

202.1.1 Encumbrance Flowchart Example (MFMP and FLAIR)

Thefollowing chart is an example ohow an encumbrance iestablished inboth MFMP and FLAIR.

:.{
/\ Requester /\

Requisition Created Agreement Delivered
in MFMP* to Procurement Office

.

Procurement Office
Reviews Request

/_\ Vendor Selected/_\
- A

Rquest Approved Procurement Office
in MFMP* Approves Request

l

@
Encumbrance Electronically Encumbrance Manually
Added in FLAIR Established in FLAIR

Encumbrance Added to

Subsidiary File *MyFloridaMarketPlace
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202.2 Establishing a TR60 Single Input Encumbrance

Agendes have the option to establishTR60 Sngle Input Encumbranceswith all required and

optional data fieldsprior to processingthe disbursement Duringthe nightly update process the
encumbrance entries from the Daily Input File update the agency's Detail and Master Files amd
added to the Encumbrancesubsidiary File Three input screensmust be entered to establish an

encumbrance

To establishan encumbrance with expanded data (screen displays all available account codes) from

the Encumbrances Mini Menu or any FLAIR input screen:
1. In TYPEfield, input 60.
2. In SELfield, input S.

Encumbrance Mini Menu (with example data inpu)

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9--- - == -
ONT MAIN RERSH

[ENMU 11/08/12 16:15:47/
ENCUMBRANCES MINI MENU
[YPE SEL_OPTIONS
60 ENCUMBRANCES AM, E
61 ENCUMBRANCE CHANGES M, I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A  MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
TYPE 60 SEL S

3. PressEnter. FLAIR will display the TR60 Enambrances Single Input Requestc®een
One
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TR60 - Encumbrances - Single Input - Request- ScreenOne

60s1 04/16/2013 10:26:52
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l1l--PF12---
CONT MINI MAIN RFRSH

TR60 Encumbrances Single Input Request Screen Gisdds:

Description Required/Optional/Special Instructions

Required. Agency unique field. Prefix mus
begin with Eif manually establishing in
FLAIR. PrefixA restricted to MFMP
processing only. Users must input one to
six characters from left to right. FLAIR
counts blank spaces as a character. (7A/N
Optional. Indicates the type of
encumbrance being entered into the
system. Available indicators:

Blank : Regular Encumbrance

M: Memo Encumbrance

B: Blanket Encumbrance

EN-NO Encumbrance Number

MBI Memo Blanket Indicator

Note: Once an encumbrance has been
established, the MBI cannot be updated or
removed from an encumbrance line See
section 202.1 Encumbrance Overview for
definitions . (1A)

Required. Agency uniquell is protected.
L1L2L3L4L5 Organization Code Must be input left to right without missing
any spaces. (11N)

Required. Agency uniqueSee section

EQ Expansion Option 112.4 Expansion Option File. (2A/N)
: : . Optional. See section 112.4 Expansion
VR Expansion Option Version Option File. (2N)
Required. Must be a valid expenditure
. object code begiming with 1-8. If the
OBJECT Object Code object code =75XXXX, a grant and/or
contract number is required. (6N)
PP Prior Period Indicator Optional. Used in transactions to denote

whether a transaction is to update current
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Description ‘ Required/Optional/Special Instructions

balances or prior month/year balances.
Available indicators:

M: Prior Month

Y: Prior Year (1A)

4. Input required fields (EN-NO, L1,L2,L3,L4,L5,EQ, andOBJECT. MBI, VR, andPPI are
optional.

TR60z Encumbrances - Single Input z Request- Screen Oneg(with example data inpu)
FosT 11/08/2012 16:23:36
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

N-NO MBI|L1 L2 L3 L4 L5 EO|VR|OBJECT | PPI
E 000001 85 10 01 01 211 01 380000
3 ' 3 3
Required Fields

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT MINI MAIN RFRSH

Examples of establishing encumbrance numbers

8 without any characteras placeholders after first character input:
60S1 11/26/2012 08:55:12
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 LS EO VR OBJECT PPI
£ 1 8510 01 01 211 01 380000
i

8 without any characters as placeholders before the sixth character input:
6051 11/26/2012 08:55:12
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
1 85 10 01 01 211 01 380000

s

8 with two characters using the third and fourth fields:

Revised 202 | Pagel7 of 547



FLAIR PROCEDUREMANUAL| Expenditures

60S1 11/26/2012 08:55:12

TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
E la 85 10 01 01 211 01 380000

11114t

8 with up to six characters from left to right:

6051 11/21/2012 09:03:02
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
E 10 B 8510 01 01 211 01 380000

8 with a combinationof characters:

60S1 11/21/2012 09:03:02
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
E labcde 85 10 01 01 211 01 380000

**Note : When establishing an encumbrance number, theser must follow their A C AT AU6 O

conventions.

5. PressEnter. FLAIR will displaythe TR60 Encumbrances Single InpuRequest Screen
Two.

TR60 - Encumbrances - Single Input - Request- Screen Two (regular andblanket encumbrance
example)

60S2 11/26/2012 10:16:03
TR 60 - ENCUMBRANCES - SINGLE INPUT - REQUEST

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
E 000001 85 10 01 01 211 01 00 380000

ENTER VENDOR OR BF-DATA:

VENDOR ID BF-ORG BF-EO BF-0OB BF-CAT BF-YR
F1111131111999 86100101211 O1 003000 030000 00

Press F12 to cancel the transaction if any
of the protected fields are incorrect

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT RERSH CAN
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TR60 Encumbrances Single Input Request Screen Two fields
‘ Required/Optional/Special Instructions

Description

EN-NO Encumbrance Number Protected. (7A/N)
MBI Memo Blanket Indicator Protfected. IfMBI = M, pressEnter to
continue. (1A)
L1L2L3L4L5 Organization Code Protected. (11N)
EO Expansion Option Protected. (2A/N)
VR Expansion Option Version | Protected. (2A/N)
OBJECT Object Code Protected. (6N)
PPI Prior Period Indicator Protected. (1A)

Required.

If an individual or entity that is receiving a
paymentis associated withthe receipt
of commodities or services, thernput

Vendor vendor number with prefix of F, S N, or
VENDOR ID Identification Number E. See section 111 Vendor Files.

If establishing as an intraagency or inter
agencyJT, then mustinput 21-digit
account code OLO-GRSFFID-BE-IBI).
(21A/N)

Required. IFWVENDOR IDfield is blank .

BE-ORG Benefitting Optional. IfFLAIRaccount code is input in
Organization Code the VENDOR IDfield.

If BF-ORGis used, thevA T AT OF, 39 Ny
or E. (11N)

BE-EO Benefitting Expansion Required. If BF-ORGfield is populated.
Option (2A/N)

Required. If BF-ORG BF-EO, andVENDOR
BF-OB Benefitting Object Code | ID =0-9 is used. BF-OB must start with O if

BF-CAT starts with 00. (6N)

Required. If VENDOR ID=0-9. (6N)
BE-CAT Benefitting Optional. If BF-ORGand BF-EQis used and

Appropriation Category | VENDOR IDis blank . Must start with 00 if

BF-OB starts with 0 and if VENDOR ID

(0-9q BF-ORG (6N)

BE-YR Benefitting Year Optlo_na!. See section 109.4.6 Yeafor
description. (2N)

6. a. Input the vendor number and/or BF data (benefitting data for aJT); OR
b. If this is a meno encumbrance (MBI = M), leave theVENDORand BF-DATA fields

blank.

7. PressEnter. FLAIR will display theTR60 Encumbrances Single Input Screen Three
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TR60 - Encumbrances - Single Input - Request- Screen Three (with example data inpu)

60S3 11/26/2012 15:23:37
TR 60 - ENCUMBRANCES - SINGLE INPUT
EN-NO E 000001 0001

JIMBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION RCV-DT

85 10 01 01 211 01 04 380000 PENS AND PENCILS
...AMOUNT. ..} VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
100.00 F111111111999 A A&D OFFICE

J
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB

941 00

Required Field
CAT YR T EP GRANT GY CNTRT CY OCA AU
040000 00 71100
GF SF FID BE IBI EF STATE PROGRAM PROJECT ID RVL CF
20 2 010001 85100000 0O 1112110000 000000
INEXT:
EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI
E 000001 85 10 01 01 211 01 0O 380000 TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5~---PF6---PF7/---PF8---PF9---PF10~--PFll--PF12--~
CONT MINI __MAIN _RFRSH CAN

TR60 Encumbrances Single Input Request Screen Three fields

Description Required/Optional/Special Instructions
Protected. FLAIR will automatically add a
EN-NO Encumbrance Number | four-digit line number next to the
encumbrance number.(7A/N)
MBI Memo Blanket Indicator | Protected. (1A)
L1L2L3L4L5 Organization Code Protected. (11N)
EO Expansion Option Protected. (2A/N)
VR Expansion Option Version | Protected. (2 A/N)
OBJECT Object Code Protected. (6N)
PPI Prior Period Indicator Protected. (1A)

Required. ForCarry Forward Processing
to denote date goods and services were
ordered. Date input must be on or before
6/30/XXXX of the previous fiscal year and
received date must be on or after

TRN-DT Transaction Date TILIXXXX .

Optional. Denotes date encumbrance line
was established. FLAIR defaults to
encumbrance date if left blank.
(MMDDYYYY (8N)

DESCRIPTION Description Optional. (16A/N)

Optional. Denotes date goods and services
were received by agency.

RCVDT Received Date Required. For Carry Forward Processing to

denote the date goods and services were
received by the agency. Date input must b
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‘ Required/Optional/Special Instructions

Description

on or after 7/1/XXXX and the transaction
date must be on or befores/30/2XXX of
the previous fiscal year (MMDDY YYY)
(8N)

AMOUNT Encumbrance Line Amount | Required. Must be greater tha®. (13.2N)
Vendor Protected. See section 2@.5
VENDORID Identification Number Encumbrance Updates. (21A/N)
Protected. SeeMinority Business
Enterprise Code Master List at the
following link: Documents and Templates
MC Minority Vendor Code [ Agency Resources / Office of Supplier
Diversity (OSD) / Agency Administration
[ Florida Department of Management
Services- DMS (1A)
BF-CAT/YR Benefitting Appropriation | 0 eq (gN)
Category /Year
VENDORNAME Vendor Name Protected. (16A/N)
OTHERDOC Other Document Number Optional. Field used tdurther describe the
encumbrance. (11A/N)
Required. FLAIR will display4100 state
standard GL code. The first three
EN-GL Encumbrance General | characters are state standard and
Ledger Code protected. The last two characters can be
agency unique and must bestablished in
the Title File. (5N)
Optional. Must be established in the Title
ENEGL External Encumbrance File _prior to use in a transaction.See
General Ledger section 109.10 External Codes for more
information. (3A/N)
Optional. Valid input: X. To override
AB Available Balance insufficient available balance (AB) error.

Override Indicator

See section 108.3 Available Balance
Checking. (1A)

SUBVENDORID

Sub-vendor
Identification Number

Optional. If expenditure is a pay and
charge, the object code must equalb X XXX
and the number must start withF, S N, or
E. (14A/N)

Optional. Unit of measurement or number.
Input of negative or positive numbers and

QRN QU numbers beginning withO are allowed.
(10.2N)
Optional. Used for the accumulation of
B Batch Character transactions. (1A/N)
Optional. Must be established in the Title
PID Product Identifier File prior to use in a transaction.See

section 109.9 Product Identifier sfor

more information . (3A/N)
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‘ Required/Optional/Special Instructions

Description

Benefitting Organization

Required. IFVENDOR IDfield is blank .

Optional. IfFLAIRaccount code is input in

BF-ORG the VENDOR IDfield.
Code
If BF-ORGis used, thevAT AT OF, g Ny
or E. (11N)
BE-EO Benefitting Expansion Required. IfBF-ORGfield is populated.
Option (2A/N)
Required. IIBBF-ORGBF-EO, and
BF-OB Benefitting Object Code | VENDORID =0-9 is used. BF-OB must

The following codes fields are retrieved from the E

start with 0 if BF-CAT starts with 00. (6N)
xpansion Files (except tiig-field) and can be

overridden (exceptGF, SF, andFID). See sectiod12 Expansion Filesfor more information.

CAT

Appropriation Category

Required. (6N)

YR

Appropriation Year

Optional. (2N)

GL

General Ledger Code

Required. Must be established in the Title
File prior to use in a transaction. (5N)

EGL

External General Ledger
Code

Optional. Must be established in the Title
File prior to use in a transaction.See
section 109.10 External Codes for more
information. (3A/N)

EOB

External Object Code

Optional. Must be established in the Title
File prior to use in atransaction. (3A/N)

ECAT

External Category

Optional. Must be established in the Title
File prior to use in a transaction. (3A/N)

EP

External Program

Optional. Must be established in the Title
File prior to use in a transaction. (2N)

GRANT

Grant Number

Optional. Must be established in FACTS
and carried over to the Title File before it
can be used in a FLAIR transactionf
object code =75XXXX, a grant and/or
contract number is required. (5A/N)

GY

Grant Year

Optional. A grantnumber must be present
before a grant year is input. (2N)

CNTRT

Contract Number

Optional. Must be established in FACTS
and carried over to the Title File before it
can be used in a FLAIR transactionif the
object code =75XXXX, a grant and/or
contract number is required. (5A/N)

CY

Contract Year

Optional. A contract number must be
present before a contract year is input.
(2N)

OCA

Other Cost Accumulator

Optional. Must be established in the Title
File prior to use in a transaction.See
section 110.7 for more information.
(5A/N)

Revised 202 | Page22 of 547




FLAIR PROCEDUREMANUAL| Expenditures

‘ Required/Optional/Special Instructions

AU

Description

Agency UniqueCode

Optional. Must be established in the Title
File prior to use in a transaction.See
section 110.11 for more information.
(2A/N)

GF

GAAFR Fund

Protected. (2N)

SF

State Fund

Protected. (1N)

FID

Fund Identifier

Protected. (6N)

BE

Budget Entity

Required. Must be established in the Title
File prior to use in a transaction.See
section 109.4.4 Budget Entity and

Internal Budget Indicator for more
information. (8N)

IBI

Internal Budget Indicator

Required. Must be established in the Title
File prior to use in a transaction.See
section 109.4.4 Budget Entity and

Internal Budget Indicator for more
information. (8N)

EF

External FundType

Optional. Must be established in the Title
File prior to use in a transaction.See
section 109.10 External Codes for more
information. (1N)

STATE PROGRAM

State Program Number

Required. Must be established in the Title
File prior to use in a transaction.See
section 109.8 State Program Identifiers
for more information. (16N)

Optional. Must be established in the
Project Information File and carried over

PROJECT ID Project Identifier into the Title File prior to use in a
transaction. See sections 109.14 Project
Identifier for more information . (11A/N)
RVL Revolving Fund Indicator | Protected. GN)
Optional. Used only duringCarry Forward
CE Certified Forward Indicator Processing and only input ofCis allowed.

Transaction andreceiveddates are
required if Cis present. (1A)

8. Input required data as needed.

9. PressEnter to establishan encumbrance line FLAIR will return user tothe TR60
Encumbrance Single InputcreenThree. FLAIR will retrieve any data that is included on
the NEXTline and the AMOUNT, QUANTITY, AB, CF, andYRfields will be blank (seethe
following examples).

The NEXTline used in this example displayshe sameEN-NO, MBI, andOBJECT but different L2-
L5 and EO(or users can input nev EN-NOto establish a new singldine encumbrance).
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TR60 - Encumbrances - Single Input - Screen Three (with example data inpu)

60s3 11/28/2012 14:58:55
TR 60 - ENCUMBRANCES - SINGLE INPUT

EN-NO|E 000003 0001|

MBI L1 L2 L3 L4 LS EO VR OBJECT PPI TRN-DT DESCRIPTION RCV-DT

B 85 20 00 00 000 BB 01 380000 3rd FLOOR SUPPLY
...AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
50.35 F111111111999 A A&D OFFICE

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0B
941 00

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 77300

GF SF FID BE IBI EF STATE PROGRAM PROJECT ID RVL CF

50 2 050001 85200000 00 1112110000 000000

NEXT:

EN-NO MBI L1 L2 L3 L4 L5 EO|VR OBJECT PPI

E 000003 B 85 10 01 01 211 01)00 380000 TYPE SEL
ENMter-PrF1---Pr2---PF3---PF4---PF5---PF6---PF7---PF8~---PF9---PF10--PFl1l1--PF12---
CONT MINI MAIN RFRSH CAN

After Enter is pressed, FLAIR displays data from the NEXT line above.

60s3 11/28/2012 15:04:44
TR 60 - ENCUMBRANCES - SINGLE INPUT

EN-NO E 000003 0002
BI L1 L2 L3 L4 L5 EO |VR OBJECT PPI TRN-DT DESCRIPTION RCV-DT
B 85 10 01 01 211 O1 |04 380000 11282012

...AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
F1111117111999 A A&D OFFICE

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0OB
941 00

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 71100

GF SF FID BE IBI EF STATE PROGRAM PROJECT ID RVL CF
20 2 010001 85100000 00 1112110000 000000

NEXT:

EN-NO MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI

E 000003 B 85 10 01 01 211 01 00 380000 TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7-—--PF8---PF9-—--PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN
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202.3 Establishing a TR60 Multi ple Input Encumbrance

An agency has the option to establisa TR60 Miltiple Input Encumbrance thatwill display required
and optional data input fields per screen. During nightlyrocessing the encumbrance entries from
the Daily Input File will update the agency's Detail and Master Files and will be added to the
Encumbrance Subsidiary File Establishing a multipleline encumbrancerequires input on three
screens.

To establish a multiple line encumbrance with limited data (screen displays limited account codes)
from the Encumbrances Mini Menu or any FLAIR input screen:

1. Inthe TYPEfield, input 60.

2. Inthe SELfield, input A.

Encumbrances Mini Menu (with example data inpu)

ENMU 04/23/13 12:33:39
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M,I
61 ENCUMBRANCE CHANGES M, I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
TYPE 60 SEL AI
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0--PFI11--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will displaythe TR60 Encumbrances Multiple Input Request Screen
One

TR60 - Encumbrances - Multiple Input - Request- Screen Onhe

60A1 11/29/2012 12:45:50
TR 60 - ENCUMBRANCES - MULTIPLE INPUT - REQUEST

EN-NO MBI
E

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT MINI MAIN RFRSH
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TR60 Encumbrances Multiple Input Requesscreen One fields

Description ‘ Required/Optional/ Special Instructions

Required. Prefix will begin withE if
manually establishing in FLAIR. Prefix ok
restricted to MFMP processing only. Users
must input one to six characters from left
to right; FLAIR counts blank spaces as a
character. (7A/N)

Optional. Indicates the type of
encumbrance being entered into the
system. Available indicators:

Blank : Regular Encumbrance

M: Memo Encumbrance

B: Blanket Encumbrance

EN-NO Encumbrance Number

MBI Memo Blanket Indicator

Note: Once an encumbrance has been
established, the MBI cannot be updated or
removed from an encumbrance line See
section 202.1 Encumbrance Overview for
definitions . (1A)

4. Inputin the EN-NOfield is required. Inputin theMBI field is optional. Input the required
data.

TR60 - Encumbrances - Multiple Input - Request Screen Ondwith example data inpu)

60A1 11/29/2012 12:45:50
TR 60 - ENCUMBRANCES - MULTIPLE INPUT - REQUEST

EN-NO MBI
E 000004| B
A

Required Field

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT MINI _MAIN RFRSH

5. PressEnter. FLAIR will display theTR60 Encumbrances Multiple Input $reen Two.
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TR60 - Encumbrances - Multiple Input - Request- Screen Two

60A2
EN-NO MBI
E 000004 B

VENDOR ID

CONT

TR 60 - ENCUMBRANCES - MULTIPLE INPUT - REQUEST

ENTER VENDOR OR BF-DATA:

BF-ORG BF-EO

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---

RFRSH

06/06/2013 10:47:48

BF-0OB BF-CAT BF-YR PPI

CAN

TR60 Encumbrances Multiple Input Request Screen Tviields:

Description Required/Optional/Special Instructions
EN-NO Encumbrance Number Protected. (7A/N)
MBI Memo Blanketindicator Protgcted. IfMBI = M, pressEnter to
continue. (1A)
Vendor Required. Thevendor ID must s_tart with F,
VENDOR ID Identification Number S, orN. If the vendor ID starts with 0-9, see
the BF data below. (21A/N)
Required. IFVENDOR IDfield is blank .
BE-ORG Benefitting Optional. IfFLAIRaccount code is input in
Organization Coa the VENDOR IDfield.
If BF-ORGis used, thevAT AT OF, S N
or E. (11N)
BE-EO Benefitting Expansion Required. IfBF-ORGfield is populated.
Option (2A/N)
Required. IIBF-ORGBF-EO, andVENDOR
BF-OB Benefitting Object Code | ID =0-9 is used. BF-OB must start with O if
BF-CAT starts with 00. (6N)
Required. If'VENDOR ID=0-9. (6N)
BE-CAT Benefitting Optional. IfBF-ORGand BF-EQis used and
Appropriation Category | VENDOR IDis blank . Must start with 00 if
BF-OB starts with 0 and if VENDOR ID
(0-9q BF-ORG (6N)
BE-YR Benefitting Year Optio_na!. See section 109.4.6 Year for
description. (2N)
Optional. Available indicators:
PPI Prior Period Indicator M: Prior Month
Y: Prior Year (1A)
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6. Input the required and optional data (if any).

TR60 - Encumbrances - Multiple Input - Request- Screen Two(with example data inpu)

GOA2 12/05/2012 10:59:30]
TR 60 - ENCUMBRANCES - MULTIPLE INPUT - REQUEST

EN-NO MBI
E 000004 B

ENTER VENDOR OR BF-DATA:

ENDOR ID BF-ORG BF-EO BF-0B BF-CAT | BF-YR PPI
1131131111999

I Reauired |

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT RFRSH CAN

7. PressEnter. AAIR will display the TR60 Encumbrances Multiple Input ScreenThree.

TR60 - Encumbrances - Multiple Input - Screen Three(with example data retrieved)

60A3 12/13/2012 11:22:19
TR 60 - ENCUMBRANCES - MULTIPLE INPUT

EN-NO MB L1 L2 L3 L4 LS5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION RCV-DT
....AMOUNT... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB CF

EO00004 85

F333333333999 A BILL BRANCH
941 00
EO00004 85
F333333333999 A BILL BRANCH
941 00
EO000004 85
F333333333999 A BILL BRANCH
941 00
INEXT: EN-NO E 000004 MBI TYPE SEL

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT MINI _MAIN RFRSH CAN
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TR60 Encumbrances Multiple InputScreen Thredields (seesection 202.2 for definitions ):

Description

Required/Optional/ Special Instructions

EN-NO Encumbrance Number Protected. (7A/N)
MB Memo Blanket Indicator | Protected. (1A)
L1L2L3L4L5 Organization Code Required. L1 is protected. (11N)
EO Expansion Option Required. (2A/N)
VR Expansion Option Version | Optional. (2A/N)
OBJECT Object Code Required. (6N)
YR Year Optional. (2N)

PPI Prior Period Indicator Optional. (1A)
TRN-DT Transaction Date Optional. (8N)
DESCRIPTION Description Optional. (16A/N)
RCVDT Received Date Optional. (8N)

AMOUNT Encumbrance Line Amount | Required. (10.2N)
VENDOR ID | demiﬁ(ﬁigio&umber Protected. (21A/N)
MC Minority Vendor Code Protected. (1A)
BF-CAT/YR Be”eﬁég?ggﬁ‘fy%oeglaﬂon Protected. (8N)
VENDORNAME Vendor Name Protected. (16A/N)
OTHERDOC Other Document Number | Optional. (11A/N)
EN-GL Encugz;”rcceo%‘;nera' Required. (5N)
EN-EGL EXteég‘r’]‘L'rE;}CL“é‘;ggnce Optional. (3A/N)
pe e e | optonal. a
SUBVENDORID | dem;g;‘i’::dl\l‘ﬁmber Optional. (14A/N)
QUANTITY Quantity Optional. (10.2N)
B Batch Character Optional. (1A/N)
PID Product Identifier Optional. (3A/N)
BF-ORG Orggﬁgt‘gg%o 4 | Optional. (11N)
BF-EO Be“eﬁ“g‘gﬁ'é’;pamio” Optional. (2A/N)
BF-OBJ Benefitting Object Code | Optional. (6N)
CF Certified Forward Indicator | Optional. Valid input: C. (1A)
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8. Input the required data (three lines of data perencumbrance ling.
Note: Eachsectionrepresents an encumbrance line from top to bottomgee the following
notations ).

TR60 - Encumbrances - Multiple Input - Screen Three (with example data inpu)

60A3 12/10/2012 13:20:1
TR 60 - ENCUMBRANCES - MULTIPLE INPUT

EN-NO MB L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION RCV-DT
....AMOUNT... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB CF

5000.00 F333333333999 A BILL BRANCH TALLAHASS| Line #0001

000004 85 10 01 01 214 00 517000 2013 BLUE TAURUS 7
1n
41 00

5000.00 F333333333999 A BILL BRANCH JACKSONVIY Line #0002
41 00

000004 85 20 00 00 000 bb 517000 2013 BLUE TAURUS I

5000.00 F333333333999 A BILL BRANCH |Ijne#0003
41 00

E000004 85 10 01 01 211 01 517000 2013 BLCK TAURUS ¢
Lin

LR

NEXT: EN-NO E 000004 MBI TYPE SEL

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI _MAIN RFRSH CAN

9. PressEnter to establish encumbrance line FLAIR will return user to TR60 Encumbrance
Single InputScreenThree. FLAIR will retrieve any data that is included on thBIEXTline
and the AMOUNT, QUANTITY, AB, CF, andYRfields will be blank (seethe following
examples).
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The NEXT line used in this example displayshe sameEN-NO, MBI, L2-L5, EO, and OBJECTor
users can inputanew EN-NOto establish a new multiline encumbrance)from the previous screen

GOA S 12/10/2012 13:20:19
TR 60 - ENCUMBRANCES - MULTIPLE INPUT
EN-NO MB L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION RCV-DT
....AMOUNT... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB CF
E000004 85 10 01 01 214 00 517000 2013 BLUE TAURUS
15000.00 F333333333999 A BILL BRANCH TALLAHASSEE
941 00
E000004 85 10 01 01 211 01 517000 2013 BLCK TAURUS
15000.00 F333333333999 A BILL BRANCH JACKSONVILLE
941 00
1
000004 85 20 00 00 000 bb 517000 2013 BLUE TAURU "
5000.00 F333333333999 A BILL BRANCH Line #0003
. 41 00 T
EXT: EN-NO E 000004|MBI TYPE  SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN

After Enter is pressed, FLAIR will display EN-NO, LINE (Line #0004 for this example), MBI, L1, L2, L3,
14, L5, EO, and OBJECT fields from the NEXT line above. Note: FLAIR will not display line numbers.

60A3 1271372012 11:22:1
TR 60 - ENCUMBRANCES - MULTIPLE INPUT
EN-NO MB L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION RCV-DT
....AMOUNT... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB CF
E000004 85 20 00 00 000 BB 517000 12102012 2013 BLUE TAURUS 1
F333333333999 A BILL BRANCH FT LAl Line #0004
941 00 I
E000004 85 I
F333333333999 A BILL BRANCH :
941 00 Line #0005
E000004 85 I
— F333333333999 A BILL BRANCH Line #0006
INEXT: EN-NO E 000004 MBI TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI _MAIN RFRSH CAN
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202.4 Encumbrance Inquiries

Once an encumbrance has beastablished, users catnquire on any established encumbrance if
they are still active in the Encumbrance Subsidiariedgeror Daily Input File. Users havethree
options for inquiring with encumbrances numbers:

I TR60z Used for encumbrancs established during the current business day in the Daily
Input File.

1 TR61z An automated FLAIR transaction generatedvhen changes to an encumbrance have
been made.TR61s can be viewed prior to nightly processing Seesection 202.5 TR61
Encumbrance Updates.

1 TR6Sz Used on or the dayafter an encumbrance has been establisheat for active
encumbrances in the Encumbrance Subsidiary Ledger

202.4.1 TR60 Encumbrance Inquiry
Users can inquire on any encumbrances established in the Daily Input Filsinga TR60. This

option is only available prior to nightly processing After nightly processingis complete, users can
inquire using aTR6SI éee section202.4.4 6S Inquiry).

202.4.2 TR60 Single Line Encumbrance Inquiry

To inquire on a TR60 Encumbrance Single Inquirpy Sitewith expanded data fromthe
Encumbrances Mini Menu oany FLAIRinput screen:

1. Inthe TYPEfield, input 60.

2. Inthe SELfield, input I.

Encumbrance Mini Menu (with example data inpu)

ENMU 04/23/13 12:33:39
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M,I
61 ENCUMBRANCE CHANGES M, I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
LTYPE 60 SEL II
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1ll1--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will display theTR60 EncumbrancesSingle Inquiry by Site Request
ScreenOne
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TR60 - Encumbrances - Single Inquiry By Site - Request- Screen One

6011 06/06/2013

TR 60 - ENCUMBRANCES - SINGLE INQUIRY BY SITE - REQUEST

11:06:32

LY L2 L3 L4 LS

USER ID GF SF FID BE

85

BF-ORG BF-EO EN-NO LINE

CONT MINI MAIN RFRSH

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---

IBI VENDOR-ID

TYPE SEL

TR60EncumbrancesSinglelnquiry by Site RequesScreen Ondields:

Description

L1L2L3L4L5 Organization Code

Required/Optional/ Special Instructions

Optional. L1 is protected. FLAIR will
return transactions based orthe
organization levelinput. (11N)

FLAIR User

USER ID Identification Code

Optional. FLAIR will returntransactions
AAOGAA 117 OEA OOA0OGO

19 Digits of the FLAIR

GF/SF/FID/BE/IBI Account Code

Optional. Must be input left to right
without missing spaces. The following
codes are available for input:

GFz GAAFR Fund (2N)

SFz State Fund (1N)

FID z Fund Identifier (6N)

BE z Budget Entity (8N)

IBI z Internal Budget Indicator (2N)

Optional. Vendor number must start with

Vendor E F,S N, or0-9. Sequence required if
VENDORID Identification Number vendor number begins withF, S, orN.
(21A/N)
Optional. If usedpoth codesmust be input
Benefitting Organization | and the VENDOR IDfield must beblank .
SFOIREIEIFED Code/Expansion Option | BF-ORG (11N)
BF-EO (2A/N)
Optional. Must start with ankE (FLAIR) or A
EN-NO Encumbrance Number (MFMP). (7AIN)
Optional. If used, FLAIR will return the line
LINE Encumbrance Line Number number input. If blank, FLAIR will return

all available line numbers beginning with
the first available line. (4N)
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4. Input one or a combination of the available fieldsl(1 is protected). If all fields are left
blank, FLAIR will return the first outstanding encumbrance established during the
current business day.

TR60 - Encumbrances - Single Inquiry By Site - Request- ScreenOne (with example data inpu)

60I1 12/10/2012 15:51:13

TR 60 - ENCUMBRANCES - SINGLE INQUIRY BY SITE - REQUEST

L1 L2 L3 L4 LS USER ID GF SF FID BE IBI VENDOR-ID
85
|IBF-ORG BF-EO EN-NO LINE

E 000001

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI _MAIN RFRSH

5. PressEnter. FLAIR will display the requested screen based on the search inquiry

TR60 - Encumbrances - Single Inquiry By Site z Screen Two (with example data retrieved)
[6012 12/10/2012 15:53:42
TR 60 - ENCUMBRANCES - SINGLE INQUIRY BY SITE

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION

E 000001 0001 85 10 01 01 211 01 04 380000 12/10/2012 PENS AND PENCILS

....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
100.00 F111111111999 A A&D OFFICE

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0OB
94100 X

CAT YR CF GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 71100
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
20 2 010001 85100000 00 1112110000 000000
INEXT : TYPE SEL
L1. L2 L3 L4 LS GF SF FID BE IBI VENDOR-ID EN-NO LINE
5
Enter—PFl—-—PFZ-——PF3--—PF4-—-PF5--—PF6—--PF7—-—PF8——-PF9—-—PFlO—-PFll——PFlZ-—-
ONT MINI MAIN RFRSH TOP EWD

6. PressF8to view any additional line(s) until the END OF SEARGhessages displayed.

202.4.3 TR60 Multiple Line Encumbrance Inquiry

To inquire on aTR60 Multiple Inquiry by Site (multiple lines) with limited data from the
Encumbrance Mini Menu or any FLAIRnput screen:

1. Inthe TYPEfield, input 60.

2. Inthe SELfield, input M.
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Encumbrance Mini Menu (with example data inpu)

ENMU 04/23/13 12:33:39
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES Ay S5Ms I
61 ENCUMBRANCE CHANGES M,I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
TYPE 60 SEL MI
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0--PFLL--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will display theTR60 Encumbrances Mitiple Inquiry by Site
Request 8reenOne

TR60 - Encumbrance - Multiple Inquiry By Site - Request- Screen One

60M1 12712/2012 11:02:09
TR 60 - ENCUMBRANCES - MULTIPLE INQUIRY BY SITE - REQUEST

L1 £2 L3 L4 LS USER ID GF SF FID BE IBI VENDOR-ID
85
BF-ORG BF-EO EN-NO LINE

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI _MAIN RFRSH
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TR60 Encumbrance Multiple Inquiryby Site Request Screen Orfeelds:

Description ‘ Required/Optional/ Special Instructions
Optional. L1 is protected. FLAIR will
L1L2L3L4L5 Organization Code return transactions based orthe
organization levelinput. (11N)
USER ID FLAIR User Optional. FLAIR will return transactions
Identification Code AAOGAA 11 OEA OOAOGO0

Optional. All codes must be input left to

right without missing any fields. The

following codes are available for input:
19 Digits of the GFz GAAFR Fund (2N)

FLAIRAccount Code SFz State Fund (1N)

FID z Fund Identifier (6N)

BE z Budget Entity (8N)

IBI z Internal Budget Indicator (2N)

Optional. Vendor number must start with

GF/SF/FID/BE/IBI

Vendor E F,S N, or0-9. Sequence required if
VENDORID Identification Number vendor number begins withF, S, orN.
(21A/N)
Optional. If used, users must input both
Benefitting Organization codes and theVENDOR IDfield must be
ElFQRGIEFIED Code/ Expansion Option fEnLe
BF-ORG (11N)
BF-EO (2A/N)
Optional. Must begin with arkE (FLAIR) or
EN-NO Encumbrance Number A (MEMP). (7AIN)
Optional. Ifused, FLAIR will return the line
LINE Encumbrance Line Number number input. If blank, FLAIR will return

all available line numbers beginning with
the first available line. (4N)

4. a. Input one or a combination of fieldg(L1 is protected); OR
b. Leave alfields blank.
5. PressEnter.
a. FLAIR will display the requested screen based dhe data input; OR
b. If all fields are left blank FLAIR will return the first outstanding encumbrance
established during the current business day.
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TR60 - Encumbrances - Multiple Inquiry By Site z Screen Two(with example data retrieved)

60M2 12/10/2012 16:26:19
TR 60 - ENCUMBRANCES - MULTIPLE INQUIRY BY SITE
X EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION
....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
CF EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB
EO00003 0001 85 20 00 00 000 BB 01 380000 00 12102012 COLOR PAPER
50.35 F222222222999 A ABBEY PRT
94100 X
EO00003 0002 85 20 00 00 000 BB 01 225000 00 12102012 SHIPPING
10.00 F222222222999 A ABBEY PRT
94100 X
NEXT: TYPE SEL
L1 L2 L3 L4 LS GF SF FID BE IBI VENDOR-ID EN-NO LINE
85
Enter-°PFl---PF2---PF3---PF4-~--PF5---PF6--~-PF/~--PF8---PF9---PF10--PFl1l1--PF12---
CONT MINI MAIN RFRSH TOP EwWD

6. To viewdetailed information for any encumbrance linejn the X (selection) field, input |
or pressF8 to view additional encumbrance lines input during the current business day
until the messagegEND OF SEARGH EO AEODPI AUAA

TR60 - Encumbrances - Multiple Inquiry By Sitez Screen Two(with example data inpu)

60M2 12/10/2012 16:26:19
TR 60 - ENCUMBRANCES - MULTIPLE INQUIRY BY SITE

‘ EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION

....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
CF EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0OB
E000003 0001 85 20 00 00 000 BB 01 380000 00 12102012 COLOR PAPER
50.35 F222222222999 A ABBEY PRT
94100 X
—+l:]E000003 0002 85 20 00 00 000 BB 01 225000 00 12102012 SHIPPING
10.00 F222222222999 A ABBEY PRT
94100 X

Input I here to view individual encumbrance lines

NEXT: TYPE SEL

L1 L2 L3 L4 LS GF SF FID BE IBI VENDOR-ID EN-NO LINE
85
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7~---PF8---PF9---PF10--PFll--PF1l2---
CONT MINI __MAIN _RFRSH TOP EWD

7. PressEnter. FLAIR will displayencumbranceline item information retrieved from the
search criteria.
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TR60 - Encumbrances - Single Inquiry By Site - Screen Two (with example data retrieved)

L
5
E

[012 12/10/2012 16:27:01
TR 60 - ENCUMBRANCES - SINGLE INQUIRY BY SITE
EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION
E 000003 0001 85 20 00 00 000 BB 01 380000 12/10/2012 COLOR PAPER
....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
50.35 F222222222999 A ABBEY PRT

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB
94100 X

CAT YR CF GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 77300

GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL

50 2 050001 85200000 00 1112110000 000000
INEXT : TYPE SEL

1 L2 L3 L4 L5 GF SF FID BE IBI VENDOR-ID EN-NO LINE

nter-pPFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
ONT MINI__MAIN RFRSH TOP FWD

8. To view additional lines, pressF8 until the END OF SEARGHhessage is displayed.

On inquiry screens, theNEXT line fields will remain blank. If another inquiry isrequired, input the
appropriate criteria in the fields on theNEXTline and pressEnter. See section105.6.5 NEXTLine
for additional information

T

202.4.4 TR6S Encumbrance Subsidiary Inquiry

he Encumbrance SubsidiaryTR6S)is an online auxiliary ledger that maintains a recoraf

outstanding encumbrances TR6S calve used to inquire on encumbrances establishedluring the
current or prior business day. Users can inquire on one or multiple encumbrance lines.

T

202.4.5 TR6S Single Line Inquiry

o inquire on a single line encumbrance within th& R6SEncumbrance Subsidiantedgerwith

expandeddata from the Encumbrances Mini Menu oany FLAIR nput screen:

1. Inthe TYPEfield, input 6S.
2. Inthe SELfield, input I.
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Encumbrances Mini Menu (with example data inpu)

ENMU 04/23/13 12:48:34
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M,I
61 ENCUMBRANCE CHANGES o
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
|!YPE 6S SEL ﬂ
Enter-PEl-——PF2-==PFE3—-—PF4~==PF5~~=PF6~~=PF/~--=PE8-—-PF9-=-PF1U-~PFll--PFl12——+
CONT MAIN RFRSH

3. PressEnter. FLAIR will display the TBS Encumbrances Single Inquiry RequeStreen
One

TR6S- Encumbrances Subsidiary Ledger - Single Inquiry - Request- Screen One

Bs11 1272272002 12531529
6S - ENCUMBRANCES SUBSIDIARY LEDGER - SINGLE INQUIRY - REQUEST
L1 L2 L3 L4 L5 EN-NO LINE PPI CAT VENDOR-ID BF-ORG  BF-EO
85
TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
fcoNT MINI _MAIN RFRSH

TR6S Encumbrances Subsidiary Ledger Single Inquiry Request Screen {iglds:

Description ‘ Required/Optional/ Special Instructions

L1 is protected. L2,L3,L4, andL5 are
optional. FLAIR will return transactions
based onthe organization levelinput.
(11N)

L1L2L3L4L5 Organization Code

Optional. Must begin with arE (FLAIR) or
A (MEMP). (7A/N)

Optional. If used, FLAIR will return the line
number input. If blank, FLAIR will return

EN-NO Encumbrance Number

LINE Encumbrance Line Number
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Description ‘ Required/Optional/ Special Instructions

all available line numbers beginning with
the first available line. (4N)

Optional. Available indicators:

PPI Prior Period Indicator M: Prior Month
Y: Prior Year (1A)
CAT Appropriation Category | Optional. (6N)
Optional. Vendor number must begin with
Vendor E F, SN, or0-9. Sequence required if the
VENDORID Identification Number vendor number begins with anF, S, orN.
(21A/N)

Optional. If used, users must input both
codes and thevENDOR IDfield must be
blank .

BF-ORG (11N)

BF-EO (2A/N)

Benefitting Organization

BF-ORG/BF-EO Code/ Expansion Option

4. a. Input one or a combination of fieldg(L1 is protected); OR
b. Leave all fields blank.
5. PressEnter.

a. FLAIR will display the requestedecord orentry AAOAA T 1 OE AritdddQA O8O OAA

OR
b. If all fields are left blank, FLAIR will return the first outstanding encumbrance.

TR6S- Encumbrances Subsidiary Ledger - Single Inquiry - Screen Two (with example data

retrieved)
PS12 6S-ENC. SUBSIDIARY LEDGER - SINGLE INQUIRY 12/12/2012 12:33:35
EN-NO LINE MBI F L1 L2 L3 L4 L5 EO VR OBJECT PPI  DESCRIPTION
E 000001 0001 85 10 01 01 211 01 04 380000 PENS AND PENCILS
..LINE AMOUNT. VENDOR-ID MC BF-CAT BF-YR VENDOR NAME
100.00 F111111111999 A A&D OFFICE
EN-GL EN-EGL SUB-VENDOR-ID ..QUANTITY.. PID EN-DT RCV-DT AC-DT
94100 12/10/2012 12/10/2012
CAT YR CF NCF GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 71100
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
20 2 010001 85100000 00 1112110000 000000
BF-ORG BF-EO BF-OB
NEXT: TYPE SEL
L1 L2 L3 L4 L5 EN-NO LINE PPI CAT VENDOR-ID BF-ORG BF-EO
85
Fnter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l1l--PF12---
CONT MINI MAIN RERSH TQP EWD

TR6S Encumbrances Subsidiary Ledger Single Inquiry Screen Twdnl#ional fields:

Description Required/Optional/Special Instructions

Protected. Indicates the type of
encumbrance being entered into the
system. Available indicators:
Blank : Regular Encumbrance

MBI Memo Blanket Indicator
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Description ‘ Required/Optional/Special Instructions

M: Memo Encumbrance
B: Blanket Encumbrance

Note: Once an encumbrance has been
established, the MBI cannot be updated or
removed from an encumbrance line See
section 202.1 Encumbrance Overview for
definitions . (1A)

Protected. Availableindicators:

C(Closed): Indicates the encumbrance line
was either paid in full (line amount will
be blank) or overpaid (negative amount
will be displayed). If the encumbrance
was aregular ormemo encumbrance,
the encumbrance line will be cleared
during nightly processing except during

F Final Payment Indicator dual month processing.

D (Deleted): The encumbrance line was
deleted through the 6S updategee
section 202.5.3) and will be removed
during the nightly processing.

F (Final Payment): The encumbrance line
item was marked as a final payment
and will be removed during the nightly
processing. (1A)

Protected. Indicates the date the

encumbrance line was added to the

encumbrancesubsidiary ledger.

(MMDDYYYY (8N)

Protected. Indicates the date the

ACDATE Activity Date encumbrance line was last used in a

transaction. (MMDDYYYY) (8N)

Protected. Indicates the item was marked

to carry forward during the current fiscal

year. (1A)

EN-DATE Encumbrance Date

New Certified

NCE Forward Indicator

On inquiry screens, theNEXT line fields will remain blank. If another inquiry is required, input the
appropriate criteria in the fields on theNEXTline and pressEnter. See section105.6.5 NEXTLine
for additional information

Revised 202 | Page41 of 547



FLAIR PROCEDUREMANUAL| Expenditures

202.4.6 TR6S Multiple Line Encumbrance Inquiry

To inquire on amultiple line encumbrance within theTR6SEncumbrance SubsidiaryLedger
Multiple Inquiry with expandeddata, from the Encumbrances Mini Menu or any FLAIRmput
screen:

1. Inthe TYPEfield, input 6S.

2. Inthe SELfield, input M.

Encumbrances Mini Menu (with example data input)

ENMU 04/23/13 12:48:34
ENCUMBRANCES MINI MENU

TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M, I

61 ENCUMBRANCE CHANGES M,I

6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL

A MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY

M  MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)

NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.

!TYPE 6s _SEL M |
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10-- - =1

CONT MAIN RFRSH

3. PressEnter. FLAIR will display theTR6S Encumbrances$ubsidiary LedgerMultiple
Inquiry Request $reenOne

TR6S- Encumbrances Subsidiary Ledger - Multiple Inquiry - Request - ScreenOne

6SM1 12/13/2012 10:58:07
6S - ENCUMBRANCES SUBSIDIARY LEDGER - MULTIPLE INQUIRY - REQUEST

L1 L2 L3 L4 LS EN-NO LINE PPI CAT VENDOR-ID BF-ORG BF-EO
85

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH
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TR6S Encumbrances Subsidiary Ledger Multiple Inquiry Request Screen Gietls:

Description ‘ Required/Optional/Special Instructions

Optional. L1 is protected. FLAIR will
L1L2L3L4L5 Organization Code return transactions based on the
organization levelinput. (11N)

Optional. If used, the encumbrance numbe
must be an exact match established using 3
TR60. Must begin with arE (FLAIR) orA
(MEMP). (7A/N)

Optional. If used, FLAIR will return the line
number input. If blank, FLAIR will return
all available line numbers (three per page)
beginning with the first available line. (4N)
Optional. Available indicators:

PPI Prior Period Indicator M: Prior Month

Y: Prior Year (1A)

CAT Appropriation Category | Optional. (6N)

Optional. Vendor number must start with

Vendor Identification anE,F,S N, or0-9. Sequence required if
Number the vendor number begins with anF, S, or

N. (21A/N)

Optional. If used, users must input both

codes and theVENDOR IDfield must be

blank .

BF-ORG (11N)

BF-EO (2A/N)

EN-NO Encumbrance Number

LINE Encumbrance Line Number

VENDORID

Benefitting Organization

BF-ORG/BF-EO Code/ Expansion Option

4. a. Input one or a combination offields (L1 is protected); OR
b. Leaveall fields blank

5. PressEnter. o A . o o ) )
a. FLAIR will display the requestedecord orentry AAOAA 11 OE AritdddQA 060 OAA
OR
b. If all fields are left blank FLAIR will return the first outstanding encumbrance in the

ACAT AUBO OOAOEAEAOQOU £EI As
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TR6S- Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two(with example data

retrieved)
GSM2 12/13/2012 11:10:18
6S - ENCUMBRANCES SUBSIDIARY LEDGER - MULTIPLE INQUIRY
EN-NO MBI ...BALANCE.... PPI VENDOR-NAME ABBEY PRT MC BF-CAT/YR
E000003 60.35 VENDOR-ID F222222222999 A
X LINE F L1 L2 L3 L4 L5 EO VR OBJECT YR CF/NCF DESCRIPTION EN-DT RCV-DT
..LINE AMOUNT. EN-GL/EGL SUB-VENDOR-ID PID BF-ORG BF-EO BF-OB AC-DT
0001 85 20 00 00 000 BB 01 380000 OO COLOR PAPER 12102012
50.35 94100 12102012
0002 85 20 00 00 000 BB 01 225000 0O SHIPPING 12102012
10.00 94100 12102012
NEXT: TYPE SEL
L1 L2 L3 L4 L5 EN-NO LINE PPI CAT VENDOR-ID BF-ORG BF-EO
85
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RERSH TOP EWD

Note: To view additional encumbrance lines input during the current business daypressF8 until
OEA | AENDOESEARGH EO AEODPI AUAAS

6. To view detailed information for any encumbrance line, in the&X (selection) field, input .
7. PressEnter. FLAIR will display encumbrance line item information retrieved from the
search criteriaon TR6S Single Inquiry Screen Twseethe following example).
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TR6S- Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two

6SM2 12/13/2012 11:10:18
6S - ENCUMBRANCES SUBSIDIARY LEDGER - MULTIPLE INQUIRY
EN-NO MBI ...BALANCE.... PPI VENDOR-NAME ABBEY PRT MC BF-CAT/YR
EO00003 60.35 VENDOR-ID F222222222999 A
ZJLINE F LLL2L3 L4 LS5 EO VR OBIJECT YR CF/NCF DESCRIPTION EN-DT RCV-DT
—»] JJO001 85 20 00 00 000 BB 01 380000 00 COLOR PAPER 12102012
50.35 94100 1210201
—bjOOOZ 85 20 00 00 000 BB 01 225000 00 SHIPPING 12102012
10.00 94100 12102012
Input I here to view individual encumbrance lines
NEXT: TYPE SEL
L1 L2 L3 L4 L5 EN-NO LINE PPI CAT VENDOR-ID BF-ORG  BF-EO
85
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH TOP EWD
Fs12 GS-ENC. SUBSIDIARY LEDGER - SINGLE INQUIRY 12/13/2012 11:26:18
EN-NO LINE MBI F L1 L2 L3 L4 L5 EO VR OBJECT PPI  DESCRIPTION
E 000003 0001 85 20 00 00 000 BB 01 380000 COLOR PAPER
..LINE AMOUNT. VENDOR-ID MC BF-CAT BF-YR VENDOR NAME
50.35 F222222222999 A ABBEY PRT -
EN-GL EN-EGL SUB-VENDOR-ID ..QUANTITY.. PID EN-DT RCV-DT AC-DT
94100 12/10/2012 12/10/2012
CAT YR CF NCF GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 77300
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
50 2 050001 85200000 00 1112110000 000000
BF-ORG BF-EO BF-0OB
NEXT: TYPE SEL
L1 L2 L3 L4 L5 EN-NO LINE PPI CAT VENDOR-ID BF-ORG  BF-EO
85
Enter-PFl---PF2---PF3---PF4---PF5---PF6-~--PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RERSH TQP EWD

On inquiry screens, theNEXT line fields will remain blank. If another inquiry isrequired, input the
appropriate criteria in the fields on theNEXTline and pressEnter. See section105.6.5 NEXTLine

for additional information
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202.5 Encumbrance Updates

To update or delete outstandingencumbrancesthat were directly input in FLAIR, one of two
transactions can be used

1 TR60 Encumbrance Updateor

I TR6S Update

Note: Any changes for MFMP encumbrances (gfix of A) must be updated and deleted within
MFMP andcannot be updatedn FLAIR.

202.5.1 TR60 Encumbrance Single Line Update

A TR60 Encumbrance update can only be used for encumbrandaput directly in FLAIRduring
that business day.Updating information using this transaction updates the Daily Input Fle. To
update anencumbranceestablished prior tothe current business daysee section 202.5.3TR6S
Encumbrance Update.

To update a single lineencumbrancefrom the TR60 Single Inquiryby Site Screen Two:
1. Inthe SELfield for the appropriate encumbrance line number,nput U (see section
202.4 Encumbrance Inquiry ).
Note: TYPEG60 and SELU on the same screen are not allowed in FLAIR.

TR60 - Encumbrances - Single Inquiry By Site - Screen Two (with example data inpu)

[6012 12/1//2012 11:50:05
TR 60 - ENCUMBRANCES - SINGLE INQUIRY BY SITE

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION
E 000001 0001 85 10 01 01 211 01 04 380000 12/17/2012 PENS AND PENCILS
. .AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
100.00 F111111111999 A&D OFFICE

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0OB
94100 X

CAT YR CF GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AL

040000 00 71100 Input U to update individual encumbrance line

GF SF FID IBI EF STATE-PROGRAM PROJECT 1D RVL

20 2 010001 85100000 00 1112110000 000000 s
INEXT: TYPE |SEL U I
L1 L2 L3 L4 LS GF SF FID BE IBI VENDOR-ID EN-NO LIN

5
Enter-PFl---PFZ---PF3---PF4---PFS---PFG---PF7---PF8---PF9——-PFlO--PFll--PFlZ---

ONT MINI MAIN RFRSH TOP FwWD

2. PressEnter. RAIR will display the TR60Encumbrances Single Updatby Site Screen
One
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TR60 z Encumbrances - Single Update By Site- Screen One(with example data retrieved)

bOUL 12/17/2012 11:54:12
TR 60 - ENCUMBRANCES - SINGLE UPDATE BY SITE

DELETE:

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION

E 000001 0001 85 10 01 01 211 01 04 380000 12172012 PENS AND PENCILS
....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
100.00 F111111111999 A A&D OFFICE

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0OB
941 00

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 71100
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
20 2 010001 85100000 00 1112110000 000000

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6-~-PF7-~--PF8---PF9---PF10--PF11l--PF12---
CONT MINI MAIN RFRSH CAN

TR60 Encumbrances Single Updatsy Site Screen Ondields:

Description Required/Optional/ Special Instructions
DELETE Delete Optional. (1A)
EN-NO Encumbrance Number Protected. (7A/N)
LINE Encumbrance Line Number| Protected. (4A/N)
MBI Memo Blanket Indicator | Protected. (1A)
L1L2L3L4L5 Organization Code Protected. (11N)
EO Expansion Option Protected. (2A/N)
VR Expansion OptionVersion | Protected. (2A/N)
OBJECT Object Code Protected. (6N)
PPI Prior Period Indicator Optional. (1A)
TRN-DT Transaction Date Optional. If left blank, defaults to the
current date. (8N)
DESCRIPTION Description Optional. (16A/N)
Optional. Must be positive amounts only. 4
AMOUNT Encumbrance Line Amount | change here updates the total line amount.
(10.2N)
Vendor Identification Protected. See section 202.4.5
VENDORID Encumbrance Vendor Number Update for
Number . :
more information. (21A/N)
MC Minority Vendor Code Protected. (1A)
BF-CAT/YR Benefitting Appropriation | o0 taq (8N)
Category /Year
VENDORNAME Vendor Name Protected. (16A/N)
OTHERDOC Other Document Number | Optional. (11A/N)
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Description ‘ Required/Optional/ Special Instructions
Encumbrance General .
EN-GL Ledger Code Optional. (5N)
External Encumbrance .
EN-EGL General Ledger Optional. (3A/N)
AB Available Balance Optional. (1A)

Override Indicator

SUBVENDORID

Sub-vendor ldentification

Optional. (14A/N)

Number
QUANTITY Quantity Optional. (10.2N)
B Batch Character Optional. (1A/N)
PID Product Identifier Optional. (3A/N)
Benefitting Organization :

BF-ORG Code Optional. (11N)

BE.EO Beneflttlng_Expansmn Optional. (2AIN)
Option

BF-OB Benefitting Object Code | Optional. (6N)

The following co

des fields are retrieved from the Expansion Files and can be overridden

exceptGF, SE andFID). See sectiod12 Expansion File®r more information.

CAT Appropriation Category | Optional. (6N)
YR Appropriation Year Optional. (2N)
GL General Ledger Code | Optional. (5N)
External General Ledger | Optional. Must be established in the Title
EGL . ; . )
Code File prior to use in a transaction.(5N)
EOB External Object Code Optional. (3A)
ECAT External Category Optional. (6N)
EP External Program Optional. (2N)
Optional. Must be established in FACTS
and carried over to the Title File before it
GRANT Grant Number can be used in a FLAIR transactionif
object code =75XXXX, a grant and/or
contract number is required. (5A/N)
GY Grant Year Optional. (2N)
Optional. Must be established in FACTS
and carried over to the Title File before it
CNTRT Contract Number can be used in a FLAIR transaction. If
object code =75XXXX, a grant and/or
contract number is required. (5A/N)
Optional. A contract number must be
S CONIEENEE present before contract year is input.(2N)
OCA Other Cost Accumulator O_ptlon_al. Must b_e establlshe_d in the Title
File prior to use in a transaction.(5A/N)
, Optional. Must be established in th&itle
AU ARG BIUESEE File prior to use in a transaction. (2A/N)
GF GAAFR Fund Protected. (2N)
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Description ‘ Required/Optional/ Special Instructions
SF State Fund Protected. (1N)
FID Fund Identifier Protected. (6N)
BE Budget Entity Optional. (8N)
IBI Internal Budget Indicator | Optional. (2N)
EF External FundType Optional. (1N)

STATEPROGRAM State Program Number | Optional. (16N)

Optional. Must be established in the
Project Information File and carried over to

PROJECT ID PSS RIS the Title File prior to use in a transaction.
(11A/N)
RVL Revolving Fund Indicator | Protected. (6N)

3. a. Input/update the appropriate fields; OR
b. To delete an encumbrance from the Daily Input File, inpu® in the Delete field. If an
encumbrance line is deleted using a TR6&nd there are additional lines
established , the deleted encumbrance line number cannot be reused on that current
day. Ifall of the established encumbrance numbers have been deleted, they can be
reused in another TR60.

TR60 z Encumbrances - Single Update By Site- Screen One (with example data retrieved)

bOU1 12/17/72012 11:54:12
TR 60 - ENCUMBRANCES - SINGLE UPDATE BY SITE

ELETE: Input D to delete encumbrance
EN-NO LINE MBI L1 L2 L3 L4 LS5 EO VR OBJECT PPI TRN-DT DESCRIPTION
E 000001 0001 85 10 01 01 211 01 04 380000 12172012 PENS AND PENCILS
«.«..AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
100.00 F111111111999 A A&D OFFICE
EN-GL EN-EGL AB SUB-VENDOR-ID . .QUANTITY.. B PID BF-ORG BF-EO BF-0OB
941 00
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 71100
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
20 2 010001 85100000 00 1112110000 000000

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
ICONT MINI MAIN RFRSH CAN

4. PressEnter to processchanges
a. If changes are made to the encumbrance line, FLAIR will return user to TR60
Encumbrances Single Inquinpby Site Screen Oneand will display changes
b. If the encumbrance line is deleted, FLAIR will not displathe deleted line but will
return the user to the TR60 Encmbrance Single Inquiryby Site Sreen Onewith the
i AOOARROFSEARCHE AEODPI AUAAS
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—

—>U|E000003 0001 85 20 00 00 000 BB 01 380000 00 12182012 COLOR PAPER

202.5.2 TR60 Encumbrance Multiple Line Update

TR60 encumbrance updates can only be used for encumbrances input directly to FLAIR during
the current business day To update an encumbrance established prior tthe current business day,
see section202.5.3 TR6S Encumbrance Update
To update amulti-line TR60 Encumbrance:
1. Inthe X(selection) field for the appropriate encumbrance line numbeyinput U (see
section 202.4 Encumbrance Inquiry for more information ).
2. PressEnter and FLAIR will display theTR60 Single Updatdy Site Screen One
Note: TYPEGO and SELU on the same screen are not allowed in FLAIR.

TR60 - Encumbrances - Multiple Inquiry By Site - Screen Two (with example data inpu)

60M2 12/18/2012 10:05:26
TR 60 - ENCUMBRANCES - MULTIPLE INQUIRY BY SITE

EN—NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT YR PPI TRN-DT DESCRIPTION
«...AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
CF EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0B

50.35 F222222222999 ABBEY PRT
94100

:]E000003 0002 85 20 00 00 000 BB 01 225000 00 12182012 SHIPPING
10.00 F222222222999 ABBEY PRT
94100 X

Input U to update individual encumbrance lines and press Enter

NEXT: TYPE SEL

L1 L2 L3 L4 L5 GF SF FID BE IBI VENDOR-ID EN-NO LINE
85
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12--
CONT MINI _MAIN RFRSH TOP FWD

TR60 - Encumbrances - Single Update By Site - Screen One

60Ul 12/18/2012 10:30:2/]

TR 60 - ENCUMBRANCES - SINGLE UPDATE BY SITE

DELETE:

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION

E 000003 0001 85 20 00 00 000 BB 01 380000 12182012 COLOR PAPER
....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
50.35 F222222222999 A ABBEY PRT

EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-OB
941 00

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 77300

GF SF FID IBI EF STATE-PROGRAM PROJECT ID RVL
50 2 050001 85200000 00 1112110000 000000

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

CONT MINI _MAIN _RFRSH CAN
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3. a. Input/u pdate the appropriate fields OR
b. In the DELETEfield, input D to delete an encumbrance from th®aily Input File. If an
encumbrance line is deleted using TR60and there are additional lines
established , the deleted encumbrance line numbetannotbe reused that current day
If all of the established encumbrance numbers have been deleted, they can be reused
in another TR60that day.

TR60 z Encumbrances z Single Update By Sitez Screen One (with example data retrieved)

60UL 12/18/2012 10:30:2/
TR 60 - ENCUMBRANCES - SINGLE UPDATE BY SITE

ELETE: Input D to delete encumbrance

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT PPI TRN-DT DESCRIPTION

E 000003 0001 85 20 00 00 000 BB 01 380000 12182012 COLOR PAPER
....AMOUNT.... VENDOR-ID MC BF-CAT/YR VENDOR-NAME OTHER-DOC
50..35 F222222222999 A ABBEY PRT
EN-GL EN-EGL AB SUB-VENDOR-ID ..QUANTITY.. B PID BF-ORG BF-EO BF-0B
941 00
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
040000 00 77300
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID RVL
50 2 050001 85200000 00 1112110000 000000

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT MINI MAIN RFRSH CAN

4. PressEnter to processchanges.
a. If changes are made to the encumbrance line, FLAIR will return user to TR60
EncumbrancesMultiple Inquiry by Site $reenOneand will display limited
information .
b. If the encumbrance line is deleted, FLAIR will not display deleted line and return the
user to the TR60 Encumbrance Multiplénquiry by Site Screen Onewith the message
&END OF SEARGH AEODPI AUAAS

202.5.3 TR6S Encumbrance Subsidiary Ledger Single Update

The TR6S is used to correct odelete outstanding encumbrances otthe Daily, Detail and Master
Files. TR6S updates the neguantitative fields such ad-1-L5, OBJECT CODEnd DESCRIPTION
FLAIR reverses the original TR60 entry and records the correcting entry. The quantitative fields
are entered as a net changsuch as theAMT CHANGHamount change) andQTY CHANGE
(quantity change). Users must input agsitive amount to increase theihe amount or a negative
amount to decrease thdine amount. For example, if the lineamount is $10.00 and-$5.00 is input in
the AMT CHANGHield, FLAIR will record $5.00 as the net line amount

The TR6S Update consists of three screeng o update a single line using TR68om the
Encumbrances Mini Menu or an¥LAIR input screen:
1. Inthe TYPEfield, input 6S.
2. a. Inthe SELfield, input U; OR
b. In the SELfield for the appropriate encumbrance line number on the TR6S Subsidiary
Ledger Single InquiryScreen, inputU (seesection 202.4.5 TR6S Encumbrance

Inquiry ).
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Encumbrances Mini Menu (with example data inpu)

ENMU 04/23/13 13:20:18
ENCUMBRANCES MINI MENU
TYPE SEL OPTIONS
60 ENCUMBRANCES A,S,M, I
61 ENCUMBRANCE CHANGES M, I
6S ENCUMBRANCES SUBSIDIARY LEDGER M,I,U
SEL
A MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M MULTIPLE INQUIRY
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY
U SINGLE UPDATE WITH EXPANDED DATA DISPLAY (6S ONLY)
NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY FOR TYPE 60 -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS.
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PFLL--PF12--
CONT MAIN RFRSH

3. PressEnter. FLAIR will display theTR6S Encumbrances Subsidiary Ledg Single
Update Request &eenOne

TR6S- Encumbrances Subsidiary Ledger- Single Update z Request- Screen One

6sul 04/23/2013 13:24:48
6S - ENCUMBRANCES SUBSIDIARY LEDGER - SINGLE UPDATE - REQUEST

EN-NO LINE PPI

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI MAIN RFRSH

TR6S EncumbranceSubsidiary LedgerSingle UpdateRequestScreen Ondields:

Description Required/Optional/ Special Instructions

Required. Must begin with ark (for
encumbrances directly input in FLAIR).

Sl Al e Nl e2s Encumbrances beginning with arA must
updated in MEMP. (7A/N)
LINE Encumbrance Line Number Required. FLAIR will return the input line

number. (4N)

Optional. If used, validnput:
PPI Prior Period Indicator M (Prior Month)

Y (Prior Year) (1A)

4. Input the required and optional data(if any).
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TR6S- Encumbrances Subsidiary Ledger- Single Update z Request- Screen One
(with example data inpu)

[GSUT 1271872012 12:10:10
6S - ENCUMBRANCES SUBSIDIARY LEDGER - SINGLE UPDATE - REQUEST

EN-NO LINE] PPI
E 0000030001

t_v_f

Required Fields

TYPE SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
ONT. MINI MAIN RFRSH

5. PressEnter. FLAIR will display the TR6SEncumbrances Subsidiary &dger Sngle
Update SreenThree.

TR6S- Encumbrances Subsidiary Ledger - Single Update z Screen Three(with example data

retrieved)

Esu3 1271872012 12:34:54
6S - ENCUMBRANCES SUBSIDIARY LEDGER - SINGLE UPDATE

DELETE: PPI:

EN-NO LINE MBI L1 L2 L3 L4 L5 EO VR OBJECT
E 000003 0001 85 20 00 00 000 BB 01 380000

CHANGE L1 L2 L3 L4 L5 EO VR OBJECT IF DESIRED
85

VENDOR-ID BF-CAT BF-YR VENDOR-NAME DESCRIPTION
[F222222222999 ABBEY PRT COLOR PAPER
GF SF FID BE IBI EF RVL EN-DT AC-DT

50 2 050001 85200000 00 12/18/2012 12/18/2012

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
fconT RERSH CAN

TR6S Encumbrances Subsidiary Ledger Single Upd&ereen Thredfields:
Description Required/Optional/Special Instructions

Optional. Valid input: D. To delete the
encumbrance line. (1A)

DELETE Deletion

Optional. Available indicators:
PPI Prior Period Indicator M: Prior Month
Y: Prior Year (1A)
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Description ‘ Required/Optional/Special Instructions
EN-NO Encumbrance Number Protected. (7A/N)
LINE Encumbrance Line Number | Protected. (4A/N)
MBI Memo Blanket Indicator Protected. (1A)
L1L2L3L4L5 Organization Code Protected. (11N)
EO Expansion Option Protected. (2A/N)
VR Expansion Version Protected. (2A/N)
OBJECT Object Code Protected. (6N)
7l L2L3L4L5 L2 through L5 of the Optional. FLAIR will update the
] Organization Code organization codeif changed. (11N)
—~ EO Expansion Option Required. Agency unigueSee section
o P P 112.4 Expansion Option File. (2A/N)
S VR Expansion Option Version | Optional. (2N)
- OBJECT Required. Must be a valid expenditure
’ object codebeginningwith 1-8. If the
_ Object Code object code =7/5XXXX, a grant and/or
H+ contract number is required on Screen
Four. (6N)
VENDORID Vendor Identification Number | Protected. (21A/N)
BF-CAT Benefitting Category Protected. (6N)
BF-YR Benefitting Year Protected. (2N)
VENDORNAME Vendor Name Protected. (16A/N)
DESCRIPTION Encumbrance Description | Protected. (16A/N)
GF/SF/FID/BE/I 19 Digits of the
BI FLAIRAccount Code Protected. (19N)
EF External Fund Type Protected. (1N)
RVL Revolving Fund Indicator Protected. (6\)
EN-DT Encumbrance Date Protected. (MMDDYYYY) (8N)
AG DT Last Activity Date Protected. (MMDDYYYY) (8N)

6. a. Input/update the appropriate fields; OR
b. In the DELETEfield, input D to delete the encumbrance line.
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TR60 - Encumbrances Subsidiary Ledger z Single Update - Screen Three (with example data
retrieved)

7. a. PressEnter to acceptany changes OR
b. PressEnter without inputting any changego continue to Screen Bur. FLAIR will
display the TR6S Encumbrances Subsidiary Ledg&ingle Update &eenFour; OR
c. If the encumbrance line is deleted, FLAIR will not display the deleted line and will

return the user to the TR6S Encumbrances Subsidiary Ledger Update Request Screen
One.

TR6Sz Encumbrances Subsidiary Ledger - Single Update - Screen Four (with example data
retrieved)

TR6S Encumbrances Subsidiary Ledger Single Update Screen Four fields:

Description Required/Optional/Special Instructions

EN-NO Encumbrance Number Protected. (7A/N)
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