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200 Expenditures 
 
Accounting for expenditures is a vital part of government operations.  Florida’s governmental 
agencies and departments are statutorily required to record all transactions effecting funds 
approved by the Florida Legislature (General Appropriations Act [GAA]), 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 disbursement.  See section 104 
Accounting Concepts for details.  

 
This chapter provides agency users with information regarding the following functions: 

• Record expenditures; 
• Viewing payment history; 
• Expenditure corrections; 
• Warrant administration; and 
• Record retention. 

 
To properly record expenditure transactions in FLAIR, agency users must: 

• Follow guidelines as specified in the Florida Statutes (F.S.), Florida Administrative Code 
(F.A.C.), Chief Financial Officer (CFO)/Agency Addressed (AA) Memorandums, and agency 
policies and procedures; and 

• Record expenditures with the appropriate FLAIR transaction codes. 
 
It is important that each agency use the correct transaction types and data codes (organization 
code, vendor identification (ID), object code, etc.) to ensure one or all of the following does not 
occur: 

• Negative effects on an agency’s future appropriations; 
• Funds being returned to grantors; 
• Negative audit findings; or 
• The mismanagement of funds and inaccurate transparency reporting.   

 
 

200.1 Expenditures Versus Expenses 

 
Expenditures 

Expenditures are defined by the Governmental Accounting Standards Board (GASB) in Codification 
Chapter 1600.116 as “decreases in net financial resources.”  Expenditure accounts should be 
determined using “item orientation” with emphasis placed on what is purchased.   
 
Governmental funds recognize the occurrence of expenditures in accordance with the modified 
accrual basis of accounting.  The major types of expenditures are: 

• Operating,  
• Capital,  
• Debt service, and  
• Intergovernmental charges.  

 
Operating costs for governmental agencies include a wide range of expenditures.  One of the largest 
portions relates to payroll and employee benefits.  The modified accrual basis of accounting 
requires that accruals are entered for the amount of unpaid salaries and benefits the employees 
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earned at year-end.  These liabilities will be paid in the first payroll reporting cycle in the next fiscal 
year.  
 
Other operating expenditures at year end should be accounted for in a like manner.  The liability 
and accrual should be recorded when the goods or services are received or recognized for year-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 expenditures in governmental funds and the 
recognition of expenses by proprietary funds. 
 
Expenses in fiduciary funds are recognized as necessary and reasonable costs including expenses 
incurred from income loss in the operation of the entity and the sale or disposition of assets.  
 
The major difference between expenditures and expenses is that an expenditure is considered 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. 
 
See section 109 Master Data Codes for fund definitions and codes. 
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200.2 Master Expenditure Transaction Flow Chart 
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201 CFO and Agency Requirements 
 

Article IV, Section 4(c) of the Florida Constitution states, “The Chief Financial Officer shall serve as 
the Chief Fiscal Officer of the State, and shall settle and approve accounts against the State.”  The 
powers and duties of the CFO are set forth in chapter 17, F.S.  
 
In order to meet the CFO’s constitutional and statutory duties, state agencies are required to use 
FLAIR to: 

• Ensure vendors, providers, and contractors are paid timely for goods and services provided 
to the State (i.e., prompt payment, interest penalty, etc.). 

• Ensure funds authorized by the Legislature are recorded and disbursed properly 
(appropriations). 

• Ensure statutory requirements related to expenditure transactions are input into FLAIR. 
 
The Reference Guide for State Expenditures (RGSE) was developed by the Department of 
Financial Services (DFS), Division of Accounting and Auditing, Bureau of Auditing for agencies to 
use as a resource tool for processing expenditure transactions.  This guide can be found on the 
Division’s website at the link above and covers the payment types listed below (sample list): 

• Advance Payments Travel 
• Journal Transfers (JTs) 
• Purchasing Card (PCard) Transactions 
• 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 includes Florida Statutes related to expenditure transactions 
(the list does not include statutes that contain agency-specific authority): 

• Section 17.03, 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.   

• Section 17.04, F.S., authorizes the CFO to audit and adjust accounts of officers and those 
indebted to the state. 

• Section 17.075, F.S., authorizes the CFO to establish the form of state warrants and other 
payment orders 

• Section 17.08, F.S., provides guidance on the accounts, vouchers, and evidence on which 
warrants have been drawn to be filed. 

• Section 17.10, F.S., requires the recording of warrants, including the warrant number, 
whose favor drawn and the date issued.  All state funds and securities must be accounted 
for. 

• Section 17.11, F.S., requires an exhibit stated from the record of disbursements be included 
in annual reports. 

• Section 17.13, F.S., the CFO is required to duplicate lost or destroyed warrants should it be 
necessary.  

• Section 17.14, F.S., the CFO  may prescribe the forms of all papers, vouchers, reports, and 
returns and the manner in which they are to be used.   

• Section 17.26, F.S., establishes the procedure for cancellation of state warrants not 
presented within one year. 

http://www.leg.state.fl.us/Statutes/Index.cfm?Mode=Constitution&Submenu=3&Tab=statutes#A4S04
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0000-0099/0017/0017ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%2017
https://myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/state-agencies/reference-guide-for-state-expenditures.pdf?sfvrsn=b4cc3337_2
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.03&URL=0000-0099/0017/Sections/0017.03.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.04&URL=0000-0099/0017/Sections/0017.04.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.075&URL=0000-0099/0017/Sections/0017.075.html
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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• Section 17.27, 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 notices covered under rules of the Division of Library and Information 
Services, Department of State. 

• Section 17.29, 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 any applicable 
appropriation. 

• Section 17.52, F.S., requires the Division of Treasury to pay all warrants, disbursement by 
electronic means, magnetic tape, or other transfer medium on the Treasury drawn by the 
CFO. 

• Section 17.555, F.S., requires the Division of Treasury to keep a record of warrants and 
state funds and securities. 

• Section 17.56, F.S., requires the Division of Treasury to turn over all warrants paid to the 
Division of Accounting and Auditing. 

• Section 17.64, F.S., the ability for the Division of Treasury to make reproductions of 
warrants, records, and documents. 

• Section 112, F.S., Code of Ethics (Part III), policies and standards for public officials and 
employees. 

• Section 112.061, F.S., the per diem and travel expenses of public offices, employees, and 
authorized persons.  

• Chapter 119, F.S., public records policy. 
• Section 215.422, F.S., rules for the payment warrant and invoice; processing time limits 

dispute resolution; agency or judicial branch compliance.  Known as the Prompt Payment 
Rule. 

• Section 215.94, F.S., states the EOG shall be the functional owner of the Planning and 
Budgeting Subsystem (OPB), DFS shall be the functional owner of FLAIR and the 
Department of Management Services (DMS) shall be the functional owner of the Purchasing 
Subsystem and the Personnel Information System. 

• Section 215.962, F.S., standards for state agency use of card-based technology.   
• Section 215.97, F.S., the Single Audit Act which includes uniform audit requirements, 

promotes sound financial management, audit economy, and efficiency. 
• Section 215.971, F.S., guidelines for agreements funded with federal and state assistance. 
• Section 215.985, F.S., transparency in government spending. 
• Section 216.0111, F.S., state agency contracts and the required information to be provided 

to DFS. 
• Section 216.0113, F.S., preferred pricing clauses in state contracts; compliance required. 
• Section 216.103, F.S., guidelines for agencies receiving federal funds; designation of 

coordinating officials and their related duties. 
• Section 216.3475, F.S., the maximum rate of payment for services funded under the GAA or 

awarded on a noncompetitive basis. 
• Chapter 287, 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 Statutes and the Florida Administrative Code.  To ensure agencies comply 
with the statutes and laws of Florida, various CFO Memos and F.A.C.s provide agencies guidance in 
processing invoices.  CFO Memos may be found at 
https://www.myfloridacfo.com/Division/AA/Memos/default.htm. 
 

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 with Rules 69I-40.002 and 60A-1.016, F.A.C. and applicable CFO Memos, 
documentation for commodity purchases should include: 

• Description of items (numerical 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 

 
Contracts and Grants 
In accordance with Rules 69I-40.002 and 60A-1.016, F.A.C. and applicable CFO Memos, 
documentation for Contracts and Grants should include: 

• Fixed rate, cost reimbursement, or combination must show number of units and cost per 
unit since numerical codes will not be accepted. 

• 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 delivery of services  
• Evidence of Contractor Performance 
• Contract Summary Form 
• Any additional documents required for contract and grant reviews 

 
 

201.1.2 Other Payment Related Information 
 

Information related to expenditure payments can be found in the RGSE.  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 (warrant, electronic funds 
transfer [EFT], PCard).  This manual does not cover all possible situations; some will need to be 
addressed on a case-by-case basis through consultation with the Bureau of Auditing.  The following 
is a sample list of topics discussed in the RGSE: 
 

• Advance Payments 
• Agreements 
• Travel 
• Bar Dues 
• Assignment of Payments 
• JTs 
• Building Leases - Private Sector 
• Invoices 
• Cell Phones and Other 

Communications 
• Claims Against the State- Limitations 
• MyFloridaMarketPlace (MFMP) 
• Voucher Schedule 
• Invoice Sampling 
• Deferred-Payment Commodity 

Contracts 

• Payment Processing - Agreements for 
Services 

• Perquisites 
• PCard Transactions 
• Settlement of  Claims Against the 

State 
• Expense, Operating Capital Outlay 

(OCO), or Fixed Capital Outlay (FCO) 
Determination 

• FCO - Grants and Aids Appropriations 
• Furniture 
• Payment Processing 
• Procurement Documentation 

Requirements Pursuant Chapter 287, 
F.S. 

• Receipt of Goods and Services - 
Documentation Requirements 

 
 

https://www.flrules.org/gateway/ruleno.asp?id=69I-40.002
https://www.flrules.org/gateway/ruleno.asp?id=60A-1.016&Section=0
https://www.flrules.org/gateway/ruleno.asp?id=69I-40.002
https://www.flrules.org/gateway/ruleno.asp?id=60A-1.016&Section=0
https://myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/state-agencies/reference-guide-for-state-expenditures.pdf?sfvrsn=b4cc3337_2
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0287/0287ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20287
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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 pursuant to section  215.422, F.S.  The requirements 
stated in Rule 69I-24.003, F.A.C., provide agencies guidance on determining how the transaction 
date should be calculated.  Agencies must select one of the three transaction dates below for the 
delivery of goods and services.  This date must be selected using the proper documentation and 
furnished to DFS on each invoice: 

(a) The date of receipt of the invoice by the 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 Rule 69I-24.003, F.A.C.: 

 
 
 
 
 
 
 
 
 
 
 
 

  

Delivery location designated by agency for 
receipt of goods/services.  

Goods/services are required to be 
inspected and approved no more than 5 

working days after receipt. 

20 calendar days or less 

 Date  
Invoice Received  

Date Goods/ 
Services Received  

Date Goods/ Services 
Inspected/Approved 

Determined by date agency receives 
invoice unless a specific receipt location 
has been designated when the order or 

contract is placed. 

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
https://www.flrules.org/gateway/ruleno.asp?id=69I-24.003
https://www.flrules.org/gateway/ruleno.asp?id=69I-24.003
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201.2 Expenditure Related Functions 
 

This section provides users a general overview of functions in FLAIR that are related to expenditure 
transactions.  These functions include, but are not limited to, transactions, reporting, data code 
titles, etc.  In order to access these functions, FLAIR users must have:  

• U (Update) security access to process transactions or add data codes. 
• I (Inquiry) security access to view transactions or data related to expenditure transactions.  

 
The following list of expenditure-related FLAIR functions will be discussed in full or in part in this 
section.  These functions can be accessed from the Main Accounting Menu (see below), the 
appropriate mini menu, or any FLAIR input screen. 
 
Expenditure-related Functions on the FLAIR Main Accounting Menu

 

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

Function 
Code 

Description Additional Information 

AB Available Balance See section 108 for Available Balance information. 

AP Accounts Payable 

Accounts Payable transactions (see section 207): 
TR80: Unencumbered Accounts Payable 
TR81: Encumbered Accounts Payable 
TR8S: Accounts Payable Subsidiary File 

CD Purchasing Card Purchasing Card subsystem. 

DB Disbursements 

Disbursements Transactions: 
TR51:  Unencumbered Disbursements.  See section 

204. 
TR52: Unencumbered Revolving Fund Disbursements.  

See sections 205.5 – 205.7. 
TR53: Accounts Payable Disbursements. 

See sections 207.13 – 207.15. 
TR54: Accounts Payable Revolving Fund 

Disbursements.  See sections 207.16 – 207.18. 
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Function 
Code 

Description Additional Information 

TR57: Overpayments.  See section 216. 
TR58: Disbursements Correction.  See section 212.6. 
TR59: Revolving Fund Correction.  See section 212.12. 
TR70: Encumbered Disbursements.  See section 203. 
TR71: Revolving Fund Disbursements.  See sections 

205.8 - 205.10. 
TR7S: Revolving Fund Subsidiary Ledger. 

See section 205.11. 

EN 
Encumbrances and 

Encumbrance Changes 

Encumbrance Transactions: (see section 202) 
TR60: Encumbrances 
TR61: Encumbrance Changes 
TR6S: Encumbrances Subsidiary Ledger 

EX Expansion Files See section 112 for Expansion Files information. 

GI Grant Information File See section 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. 

SC 
State Chief Financial 

Officer Files 

Functions within SC files related to expenditure 
transactions: 
ET: EFT Authorization.  See section 211.6. 
PC: Prompt Payment Compliance (Interest Penalties).  

See section 209. 
SA: Accounts Balance.  See section 108. 
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 section 211.3. 

TG Title Files - Grants 

Grant Title File Record Type(s) related to expenditure 
transactions: 
GA: Grant (Grant ID).  Inquiry only.  See section 
110.13. 

TI Title Files - General 

General Title File Record Types related to expenditure 
transactions.  See section 110. 
AA: Operation Level Organization (OLO) 
AB: Budget Entity/Internal Budget Indicator (IBI) 
AC: Governmental Accounting, Auditing, and Financial 

Reporting (GAAFR) Fund Type 
AD: State Fund Type 
AE: Category 
CA: Organization (Organization Code) 
CD: State Program 
CE: Other Cost Accumulator (OCA) 
CF: Object Code 
CJ: Product ID 
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Function 
Code 

Description Additional Information 

EA: Contract (Contract ID) **Must be established in the 
Florida Accountability Contract Tracking System 
(FACTS)** 

TJ Title Files - Projects 
Project Title File Record Types related to expenditure 
transactions: 
KA: Project ID (inquiry only).  See section 110.18. 

VE Vendor Employee File 
See section 111.2 for Employee Vendor File 
information. 

VP Voucher Print See section 208 for Voucher Print information. 

VS Vendor Statewide File 
See section 111.1 for Statewide Vendor File 
information. 

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

• Encumbrances (EN) 
• Disbursements (DB) 
• Accounts Payable (AP) 
• 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 
agency’s Access Control Custodian for any information related to a specific function within FLAIR if 
not displayed on your Main Accounting Menu.   
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202 Encumbrances 
 
Encumbrances, as defined by the GASB, are 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, encumbrances require a request for commodities or services, or a request to 
reserve funds to track other expenditures as determined by the agency.  Encumbrances do not 
affect an agency’s release balance.  Only the allotment balance is affected because they are reserves 
of budget for the payment of goods or services not yet delivered.   
 
 

202.1 Encumbrance Overview 
 

Once established, an encumbrance will be added to the OLO’s Encumbrance Subsidiary File/Ledger.  
The Encumbrance Subsidiary File/Ledger is an online auxiliary file that maintains a record for each 
outstanding encumbrance established using a Transaction 60 (TR60) (see section 202.2 
Establishing a TR60 Single Line Encumbrance).  
 
Disbursement transactions involving encumbrances are easier to process because data codes 
(organization code, expansion option, object code, vendor number, and other data fields) are 
established in the Subsidiary Ledger.  The established codes are copied into the TR70 - Encumbered 
Disbursement (see section 203 Encumbered Disbursements).  
 
Agencies utilize encumbrances for a variety of reasons including, but not limited to: 

• Contractual agreements and purchase orders (includes MFMP purchase orders). 
• To track one-time or recurring payment items such as: 
• Commodities (office supplies, office equipment, vehicle purchases, etc.); 
• Services (maintenance agreements, contractual agreements, grant agreements, etc.); 
• Lease agreements (buildings and equipment); 
• JTs to other state agencies; and 
• Utility payments.  

 
To access FLAIR encumbrance transactions, users must have U (Update) or I (Inquiry) security 
access to function code EN (Encumbrances and Encumbrance Changes).  Access is available from 
any FLAIR input screen using the TYPE field.  Agencies can establish a single line or multi-line 
encumbrance in FLAIR.   
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To access the Encumbrance Changes Mini Menu from any FLAIR input screen: 
1. In the TYPE field, input EN. 

 
Main Accounting Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Encumbrances Mini Menu. 
 
Encumbrances Mini Menu 
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Within the Encumbrance Mini Menu, users have access to the following transactions: 

Transaction Type Description Special Instructions 

60 Encumbrances 

Available SEL (Selection) options: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display 

61 Encumbrance Changes 

Available SEL (Selection) options (for 
updates during the current business day):  
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display 

6S 
Encumbrance Subsidiary 

Ledger 

Available SEL (Selection) options:  
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display U: Single Update with Expanded 
Data Display 

 
Note: In FLAIR, encumbrances are recorded using a TR60 - Encumbrances.  At the same time the 
TR60 is entered into FLAIR, the Encumbrances Subsidiary Ledger is simultaneously updated.  The 
Encumbrances Subsidiary Ledger maintains a record of all data entered into FLAIR for each 
encumbrance until the encumbrance is deleted, closed, or paid.  See section 203 Encumbered 
Disbursements for more information.  
 
Other encumbrance information: 

• Valid organization code/expansion option/object code combination.  See section 112 
Expansion Files. 

• Can be single line (with all expansion data on one screen) or multiple lines (up to three lines 
per screen with limited data). 

• Can be a blanket (multi-use), memo (multi-vendor), or regular encumbrance (one-time 
use). 

• Transactions can update current balances or prior month/year balances when necessary.  
o Available prior period indicators (PPIs): 
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.   
• Blanket, memo, or single encumbrance required to process the transaction.  Note: Once an 

encumbrance has been established, the memo blanket indicator (MBI) cannot be updated 
or removed from an encumbrance line.  
o Available MBIs: 

Blank (Regular Encumbrance): Used to record commitments for goods and services to a 
known or specific vendor.  When the balance on a regular encumbrance 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 of the 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 balance.  Example: 
Establishing a memo encumbrance for travel reimbursements for a specific 
organizational unit and inputting the traveler’s vendor ID number at the time of 
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, blanket encumbrances 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 the TR6S Update (see section 
202.5 Encumbrance Update).  Example: Establishing a blanket encumbrance for a 
copier lease agreement.  

 
 

202.1.1 Encumbrance Flowchart Example (MFMP and FLAIR) 
 

The following chart is an example of how an encumbrance is established in both MFMP and FLAIR.  
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202.2 Establishing a TR60 Single Input Encumbrance 
 

Agencies have the option to establish TR60 Single Input Encumbrances with all required and 
optional data fields prior to processing the disbursement.  During the nightly update process, the 
encumbrance entries from the Daily Input File update the agency's Detail and Master Files and are 
added to the Encumbrance Subsidiary File.  Three input screens must be entered to establish an 
encumbrance.  
 
To establish an encumbrance with expanded data (screen displays all available account codes) from 
the Encumbrances Mini Menu or any FLAIR input screen: 

1. In TYPE field, input 60.  
2. In SEL field, input S. 

 
Encumbrance Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR60 Encumbrances Single Input Request Screen 
One. 
 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 16 of 547 
 

TR60 - Encumbrances - Single Input - Request - Screen One 

TR60 Encumbrances Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

EN-NO Encumbrance Number 

Required.  Agency unique field.  Prefix must 
begin with E if manually establishing in 
FLAIR.  Prefix A 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) 

MBI Memo Blanket Indicator 

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

L1 L2 L3 L4 L5 Organization Code 
Required.  Agency unique.  L1 is protected.  
Must be input left to right without missing 
any spaces.  (11N) 

EO Expansion Option 
Required.  Agency unique.  See section 
112.4 Expansion Option File.  (2A/N) 

VR Expansion Option Version 
Optional.  See section 112.4 Expansion 
Option File.  (2N) 

OBJECT Object Code 

Required.  Must be a valid expenditure 
object code beginning with 1-8.  If the 
object code = 75XXXX, a grant and/or 
contract number is required.  (6N) 

PPI Prior Period Indicator 
Optional.  Used in transactions to denote 
whether a transaction is to update current 
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Field 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, EO, and OBJECT).  MBI, VR, and PPI are 

optional.  
 
TR60 – Encumbrances - Single Input – Request - Screen One (with example data input)

 
 
Examples of establishing encumbrance numbers... 

…without any character as placeholders after first character input: 

 
 
…without any characters as placeholders before the sixth character input: 

 
 
…with two characters using the third and fourth fields: 
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…with up to six characters from left to right: 

 
 
… with a combination of characters: 

 
 
**Note: When establishing an encumbrance number, the user must follow their agency’s naming 
conventions.  
 

5. Press Enter.  FLAIR will display the TR60 Encumbrances Single Input Request Screen 
Two.  

 
TR60 - Encumbrances - Single Input - Request - Screen Two (regular and blanket encumbrance 
example) 
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TR60 Encumbrances Single Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

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

MBI Memo Blanket Indicator 
Protected.  If MBI = M, press Enter to 
continue.  (1A)  

L1 L2 L3 L4 L5 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) 

VENDOR ID 
Vendor 

Identification Number 

Required.   
If an individual or entity that is receiving a 

payment is associated with the receipt 
of commodities or services, then input 
vendor number with prefix of F, S, N, or 
E.  See section 111 Vendor Files. 

If establishing as an intra-agency or inter-
agency JT, then must input 21-digit 
account code (OLO-GF-SF-FID-BE-IBI).  
(21A/N)   

BF-ORG 
Benefitting 

Organization Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT 
Benefitting 

Appropriation Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year 
Optional.  See section 109.4.6 Year for 
description.  (2N) 

 
6. a.  Input the vendor number and/or BF data (benefitting data for a JT); OR 

b.  If this is a memo encumbrance (MBI = M), leave the VENDOR and BF-DATA fields 
blank.  

7. Press Enter.  FLAIR will display the TR60 Encumbrances Single Input Screen Three. 
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TR60 - Encumbrances - Single Input - Request - Screen Three (with example data input)

 
 
TR60 Encumbrances Single Input Request Screen Three fields: 

Field Description Required/Optional/Special Instructions 

EN-NO Encumbrance Number 
Protected.  FLAIR will automatically add a 
four-digit line number next to the 
encumbrance number.  (7A/N) 

MBI Memo Blanket Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 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) 

TRN-DT Transaction Date 

Required.   For Carry 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 
7/1/XXXX.   
 
Optional.  Denotes date encumbrance line 
was established.  FLAIR defaults to 
encumbrance date if left blank.  
(MMDDYYYY) (8N) 

DESCRIPTION Description Optional.  (16A/N) 

RCV-DT Received Date 

Optional.  Denotes date goods and services 
were received by agency.  
 
Required.  For Carry Forward Processing to 
denote the date goods and services were 
received by the agency.  Date input must be 
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Field Description Required/Optional/Special Instructions 

on or after 7/1/XXXX and the transaction 
date must be on or before 6/30/2XXX of 
the previous fiscal year.  (MMDDYYYY) 
(8N) 

AMOUNT Encumbrance Line Amount Required.  Must be greater than 0.  (13.2N) 

VENDOR-ID 
Vendor 

Identification Number 
Protected.  See section 202.5 
Encumbrance Updates.  (21A/N) 

MC Minority Vendor Code 

Protected.  See Minority Business 
Enterprise Code Master List at the 
following link: Documents and Templates 
/ Agency Resources / Office of Supplier 
Diversity (OSD) / Agency Administration 
/ Florida Department of Management 
Services - DMS  (1A) 

BF-CAT/YR 
Benefitting Appropriation 

Category /Year 
Protected.  (8N) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

OTHER-DOC Other Document Number 
Optional.  Field used to further describe the 
encumbrance.  (11A/N) 

EN-GL 
Encumbrance General 

Ledger Code 

Required.  FLAIR will display 94100 state 
standard GL code.  The first three 
characters are state standard and 
protected.  The last two characters can be 
agency unique and must be established in 
the Title File.  (5N) 

EN-EGL 
External Encumbrance 

General Ledger 

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) 

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X.  To override 
insufficient available balance (IAB) error.  
See section 108.3 Available Balance 
Checking.  (1A) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 

Optional.  If expenditure is a pay and 
charge, the object code must equal 26XXXX 
and the number must start with F, S, N, or 
E.  (14A/N) 

QUANTITY Quantity 

Optional.  Unit of measurement or number.  
Input of negative or positive numbers and 
numbers beginning with 0 are allowed.  
(10.2N) 

B Batch Character 
Optional.  Used for the accumulation of 
transactions.  (1A/N) 

PID Product Identifier 

Optional.  Must be established in the Title 
File prior to use in a transaction.  See 
section 109.9 Product Identifiers for 
more information.  (3A/N) 

http://www.dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd/agency_resources/documents_and_templates
http://www.dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd/agency_resources/documents_and_templates
http://www.dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd/agency_resources/documents_and_templates
http://www.dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd/agency_resources/documents_and_templates
http://www.dms.myflorida.com/agency_administration/office_of_supplier_diversity_osd/agency_resources/documents_and_templates
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Field Description Required/Optional/Special Instructions 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 
the VENDOR ID field. 
 
If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and 
VENDOR ID = 0-9 is used.  BF-OB must 
start with 0 if BF-CAT starts with 00.  (6N) 

The following codes fields are retrieved from the Expansion Files (except the CF field) and can be 
overridden (except GF, SF, and FID).  See section 112 Expansion Files for 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 a transaction.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number 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 transaction.  If 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) 
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Field Description Required/Optional/Special Instructions 

AU Agency Unique Code 

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 Fund Type 

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) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over 
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.  (6N) 

CF Certified Forward Indicator 

Optional.  Used only during Carry Forward 
Processing and only input of C is allowed.  
Transaction and received dates are 
required if C is present.  (1A) 

 
8. Input required data as needed. 
9. Press Enter to establish an encumbrance line.  FLAIR will return user to the TR60 

Encumbrance Single Input Screen Three.  FLAIR will retrieve any data that is included on 
the NEXT line and the AMOUNT, QUANTITY, AB, CF, and YR fields will be blank (see the 
following examples).  

 
The NEXT line used in this example displays the same EN-NO, MBI, and OBJECT, but different L2-
L5 and EO (or users can input new EN-NO to establish a new single line encumbrance). 
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TR60 - Encumbrances - Single Input - Screen Three (with example data input) 

 
 

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 25 of 547 
 

202.3 Establishing a TR60 Multiple Input Encumbrance 
 

An agency has the option to establish a TR60 Multiple Input Encumbrance that will display required 
and optional data input fields per screen.  During nightly processing, 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 multiple line encumbrance requires 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. In the TYPE field, input 60. 
2. In the SEL field, input A. 

 
Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR60 Encumbrances Multiple Input Request Screen 
One.  

 
TR60 - Encumbrances - Multiple Input - Request - Screen One 
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TR60 Encumbrances Multiple Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

EN-NO Encumbrance Number 

Required.  Prefix will begin with E if 
manually establishing in FLAIR.  Prefix of A 
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) 

MBI Memo Blanket Indicator 

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

 
4. Input in the EN-NO field is required.  Input in the MBI field is optional. Input the required 

data. 
 

TR60 - Encumbrances - Multiple Input - Request Screen One (with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR60 Encumbrances Multiple Input Screen Two. 
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TR60 - Encumbrances - Multiple Input - Request - Screen Two 

 
TR60 Encumbrances Multiple Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

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

MBI Memo Blanket Indicator 
Protected.  If MBI = M, press Enter to 
continue.  (1A) 

VENDOR ID 
Vendor 

Identification Number 

Required.  The vendor ID must start with F, 
S, or N.  If the vendor ID starts with 0-9, see 
the BF data below.  (21A/N) 

BF-ORG 
Benefitting 

Organization Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT 
Benefitting 

Appropriation Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year 
Optional.  See section 109.4.6 Year for 
description.  (2N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
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 input) 

 
 

7. Press Enter.  FLAIR will display the TR60 Encumbrances Multiple Input Screen Three.  
 
TR60 - Encumbrances - Multiple Input - Screen Three (with example data retrieved) 
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TR60 Encumbrances Multiple Input Screen Three fields (see section 202.2 for definitions): 

Field Description Required/Optional/Special Instructions 

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

MB Memo Blanket Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 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) 

RCV-DT Received Date Optional.  (8N) 

AMOUNT Encumbrance Line Amount Required.  (10.2N) 

VENDOR ID 
Vendor 

Identification Number 
Protected.  (21A/N) 

MC Minority Vendor Code Protected.  (1A) 

BF-CAT/YR 
Benefitting Appropriation 

Category/Year 
Protected.  (8N) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

EN-GL 
Encumbrance General 

Ledger Code 
Required.  (5N) 

EN-EGL 
External Encumbrance 

General Ledger 
Optional.  (3A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  (1A) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  (14A/N) 

QUANTITY Quantity Optional.  (10.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting 

Organization Code 
Optional.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
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 per encumbrance line).   

Note: Each section represents an encumbrance line from top to bottom (see the following 
notations). 
 
TR60 - Encumbrances - Multiple Input - Screen Three (with example data input) 

 
 

9. Press Enter to establish encumbrance line.  FLAIR will return user to TR60 Encumbrance 
Single Input Screen Three.  FLAIR will retrieve any data that is included on the NEXT line 
and the AMOUNT, QUANTITY, AB, CF, and YR fields will be blank (see the following 
examples).  
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The NEXT line used in this example displays the same EN-NO, MBI, L2-L5, EO, and OBJECT (or 
users can input a new EN-NO to establish a new multi-line encumbrance) from the previous screen: 
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202.4 Encumbrance Inquiries 
 

Once an encumbrance has been established, users can inquire on any established encumbrance if 
they are still active in the Encumbrance Subsidiary Ledger or Daily Input File.  Users have three 
options for inquiring with encumbrances numbers: 

• TR60 – Used for encumbrances established during the current business day in the Daily 
Input File. 

• TR61 – An automated FLAIR transaction generated when changes to an encumbrance have 
been made.  TR61s can be viewed prior to nightly processing.  See section 202.5 TR61 
Encumbrance Updates. 

• TR6S – Used on or the day after an encumbrance has been established or 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 File using a TR60.  This 
option is only available prior to nightly processing.  After nightly processing is complete, users can 
inquire using a TR6SI (see section 202.4.4 6S Inquiry).  
 
 

202.4.2 TR60 Single Line Encumbrance Inquiry 
 

To inquire on a TR60 Encumbrance Single Inquiry by Site with expanded data from the 
Encumbrances Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 60. 
2. In the SEL field, input I. 

 

Encumbrance Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR60 Encumbrances Single Inquiry by Site Request 
Screen One. 
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TR60 - Encumbrances - Single Inquiry By Site - Request - Screen One 

 
 
TR60 Encumbrances Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level input.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the FLAIR 

Account Code 

Optional.  Must be input left to right 
without missing spaces.  The following 
codes are available for input: 
GF – GAAFR Fund (2N) 
SF – State Fund (1N) 
FID – Fund Identifier (6N) 
BE – Budget Entity (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/Expansion Option 

Optional.  If used, both codes must be input 
and the VENDOR ID field must be blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

EN-NO Encumbrance Number 
Optional.  Must start with an E (FLAIR) or A 
(MFMP).  (7A/N) 

LINE Encumbrance Line Number 

Optional.  If used, FLAIR will return the line 
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 fields (L1 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 - Screen One (with example data input) 

 
 

5. Press Enter.  FLAIR will display the requested screen based on the search inquiry.   
 
TR60 - Encumbrances - Single Inquiry By Site – Screen Two (with example data retrieved) 

 
6. Press F8 to view any additional line(s) until the “END OF SEARCH” message is displayed.   

 
 

202.4.3 TR60 Multiple Line Encumbrance Inquiry 
 

To inquire on a TR60 Multiple Inquiry by Site (multiple lines) with limited data from the 
Encumbrance Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 60. 
2. In the SEL field, input M. 
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Encumbrance Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR60 Encumbrances Multiple Inquiry by Site 
Request Screen One. 
 

TR60 - Encumbrance - Multiple Inquiry By Site - Request - Screen One
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TR60 Encumbrance Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level input.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  All codes must be input left to 
right without missing any fields.  The 
following codes are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

EN-NO Encumbrance Number 
Optional.  Must begin with an E (FLAIR) or 
A (MFMP).  (7A/N) 

LINE Encumbrance Line Number 

Optional.  If used, FLAIR will return the line 
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 fields (L1 is protected); OR 

b.  Leave all fields blank. 
5. Press Enter.   

a.  FLAIR will display the requested screen based on the 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 – Screen Two (with example data retrieved) 

 
 

6. To view detailed information for any encumbrance line, in the X (selection) field, input I 
or press F8 to view additional encumbrance lines input during the current business day 
until the message “END OF SEARCH” is displayed. 
 

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

 
7. Press Enter.  FLAIR will display encumbrance line item information retrieved from the 

search criteria.  
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TR60 - Encumbrances - Single Inquiry By Site - Screen Two (with example data retrieved) 

 
 

8. To view additional lines, press F8 until the “END OF SEARCH” message is displayed. 
 
On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is required, input the 
appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 
for additional information.  
 
 

202.4.4 TR6S Encumbrance Subsidiary Inquiry 
 

The Encumbrance Subsidiary (TR6S) is an online auxiliary ledger that maintains a record of 
outstanding encumbrances.  TR6S can be used to inquire on encumbrances established during the 
current or prior business day.  Users can inquire on one or multiple encumbrance lines.   
 
 

202.4.5 TR6S Single Line Inquiry 
 

To inquire on a single line encumbrance within the TR6S Encumbrance Subsidiary Ledger with 
expanded data from the Encumbrances Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 6S.  
2. In the SEL field, input I. 
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Encumbrances Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR6S Encumbrances Single Inquiry Request Screen 
One. 
 

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

 
 
TR6S Encumbrances Subsidiary Ledger Single Inquiry Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

L1 is protected.  L2, L3, L4, and L5 are 
optional.  FLAIR will return transactions 
based on the organization level input.  
(11N) 

EN-NO Encumbrance Number 
Optional.  Must begin with an E (FLAIR) or 
A (MFMP).  (7A/N) 

LINE Encumbrance Line Number 
Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
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Field Description Required/Optional/Special Instructions 

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

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month  
Y: Prior Year  (1A) 

CAT Appropriation Category Optional.  (6N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must begin with 
E, F, S, N, or 0-9.  Sequence required if the 
vendor number begins with an F, S, or N.  
(21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

 
4. a.  Input one or a combination of fields (L1 is protected); OR   

b.  Leave all fields blank. 
5. Press Enter.   

a.  FLAIR will display the requested record or entry based on the user’s search criteria; 
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)

 
 
TR6S Encumbrances Subsidiary Ledger Single Inquiry Screen Two additional fields: 

Field Description Required/Optional/Special Instructions 

MBI Memo Blanket Indicator 

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

F Final Payment Indicator 

Protected.  Available indicators: 
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 a regular or memo encumbrance, 
the encumbrance line will be cleared 
during nightly processing except during 
dual month processing.  

D (Deleted): The encumbrance line was 
deleted through the 6S update (see 
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) 

EN-DATE Encumbrance Date 

Protected.  Indicates the date the 
encumbrance line was added to the 
encumbrance subsidiary ledger.  
(MMDDYYYY)  (8N) 

AC-DATE Activity Date 
Protected.  Indicates the date the 
encumbrance line was last used in a 
transaction.  (MMDDYYYY)  (8N) 

NCF 
New Certified 

Forward Indicator 

Protected.  Indicates the item was marked 
to carry forward during the current fiscal 
year.  (1A) 

 
On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is required, input the 
appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 
for additional information.  
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202.4.6 TR6S Multiple Line Encumbrance Inquiry 
 

To inquire on a multiple line encumbrance within the TR6S Encumbrance Subsidiary Ledger 
Multiple Inquiry with expanded data, from the Encumbrances Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 6S.  
2. In the SEL field, input M. 

Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR6S Encumbrances Subsidiary Ledger Multiple 
Inquiry Request Screen One. 

 
TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Request - Screen One
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TR6S Encumbrances Subsidiary Ledger Multiple Inquiry Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level input.  (11N) 

EN-NO Encumbrance Number 

Optional.  If used, the encumbrance number 
must be an exact match established using a 
TR60.  Must begin with an E (FLAIR) or A 
(MFMP).  (7A/N) 

LINE Encumbrance Line Number 

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) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month  
Y: Prior Year  (1A) 

CAT Appropriation Category Optional.  (6N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
an E, F, S, N, or 0-9.  Sequence required if 
the vendor number begins with an F, S, or 
N.  (21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

 
4. a.  Input one or a combination of fields (L1 is protected); OR  

b.  Leave all fields blank. 
5. Press Enter. 

a.  FLAIR will display the requested record or entry based on the user’s search criteria; 
OR 
b.  If all fields are left blank, FLAIR will return the first outstanding encumbrance in the 

agency’s subsidiary file. 
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TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two (with example data 
retrieved) 

 
  

Note: To view additional encumbrance lines input during the current business day, press F8 until 
the message “END OF SEARCH” is displayed. 

 
6. To view detailed information for any encumbrance line, in the X (selection) field, input I. 
7. Press Enter.  FLAIR will display encumbrance line item information retrieved from the 

search criteria on TR6S Single Inquiry Screen Two (see the following example).  
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TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two 

 
On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is required, input the 
appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 
for additional information.  
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202.5 Encumbrance Updates 
 

To update or delete outstanding encumbrances that were directly input in FLAIR, one of two 
transactions can be used: 

• TR60 Encumbrance Update; or  
• TR6S Update. 

 
Note: Any changes for MFMP encumbrances (prefix of A) must be updated and deleted within 
MFMP and cannot be updated in FLAIR.  
 
 

202.5.1 TR60 Encumbrance Single Line Update 

 
A TR60 Encumbrance update can only be used for encumbrances input directly in FLAIR during 
that business day.  Updating information using this transaction updates the Daily Input File.  To 
update an encumbrance established prior to the current business day, see section 202.5.3 TR6S 
Encumbrance Update.   
 
To update a single line encumbrance from the TR60 Single Inquiry by Site Screen Two: 

1. In the SEL field for the appropriate encumbrance line number, input U (see section 
202.4 Encumbrance Inquiry).   
 

Note: TYPE 60 and SEL U on the same screen are not allowed in FLAIR. 
 
TR60 - Encumbrances - Single Inquiry By Site - Screen Two (with example data input) 

 
 

2. Press Enter.  FLAIR will display the TR60 Encumbrances Single Update by Site Screen 
One. 
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TR60 – Encumbrances - Single Update By Site - Screen One  (with example data retrieved)

 
 

TR60 Encumbrances Single Update by Site Screen One fields: 

Field 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) 

L1 L2 L3 L4 L5 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 Optional.  (1A) 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to the 
current date.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

AMOUNT Encumbrance Line Amount 
Optional.  Must be positive amounts only.  A 
change here updates the total line amount.  
(10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Protected.  See section 202.4.5 
Encumbrance Vendor Number Update for 
more information.  (21A/N) 

MC Minority Vendor Code Protected.  (1A) 

BF-CAT/YR 
Benefitting Appropriation 

Category /Year 
Protected.  (8N) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 
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Field Description Required/Optional/Special Instructions 

EN-GL 
Encumbrance General 

Ledger Code 
Optional.  (5N) 

EN-EGL 
External Encumbrance 

General Ledger 
Optional.  (3A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  (1A) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  (14A/N) 

QUANTITY Quantity Optional.  (10.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 
Optional.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  (2A/N) 

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

The following codes fields are retrieved from the Expansion Files and can be overridden  
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Optional.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code Optional.  (5N) 

EGL 
External General Ledger 

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

EOB External Object Code Optional.  (3A) 

ECAT External Category Optional.  (6N) 

EP External Program Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF GAAFR Fund Protected.  (2N) 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 49 of 547 
 

Field 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 Fund Type Optional.  (1N) 

STATE-PROGRAM State Program Number Optional.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
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, input D in the Delete field.  If an 

encumbrance line is deleted using a TR60 and there are additional lines 
established, the deleted encumbrance line number cannot be reused on that current 
day.  If all of the established encumbrance numbers have been deleted, they can be 
reused in another TR60. 

 

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

 
 

4. Press Enter to process changes.   
a.  If changes are made to the encumbrance line, FLAIR will return user to TR60 
Encumbrances Single Inquiry by Site Screen One and will display changes.   
b.  If the encumbrance line is deleted, FLAIR will not display the deleted line but will 
return the user to the TR60 Encumbrance Single Inquiry by Site Screen One with the 
message “END OF SEARCH” displayed. 
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202.5.2 TR60 Encumbrance Multiple Line Update 
 

TR60 encumbrance updates can only be used for encumbrances input directly into FLAIR during 
the current business day.  To update an encumbrance established prior to the current business day, 
see section 202.5.3 TR6S Encumbrance Update.   
To update a multi-line TR60 Encumbrance: 

1. In the X (selection) field for the appropriate encumbrance line number, input U (see 
section 202.4 Encumbrance Inquiry for more information).   

2. Press Enter and FLAIR will display the TR60 Single Update by Site Screen One. 
Note: TYPE 60 and SEL U on the same screen are not allowed in FLAIR. 

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

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 51 of 547 
 

3. a.  Input/update the appropriate fields; OR 
b.  In the DELETE field, input D to delete an encumbrance from the Daily Input File.  If an 

encumbrance line is deleted using a TR60 and there are additional lines 
established, the deleted encumbrance line number cannot be reused that current day.  
If all of the established encumbrance numbers have been deleted, they can be reused 
in another TR60 that day. 

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

 
 

4. Press Enter to process changes.   
a.  If changes are made to the encumbrance line, FLAIR will return user to TR60 

Encumbrances Multiple Inquiry by Site Screen One and 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 Multiple Inquiry by Site Screen One with the message 
“END OF SEARCH” displayed. 

 
 

202.5.3 TR6S Encumbrance Subsidiary Ledger Single Update 
 

The TR6S is used to correct or delete outstanding encumbrances on the Daily, Detail, and Master 
Files.  TR6S updates the non-quantitative fields such as L1-L5, OBJECT CODE, and DESCRIPTION.  
FLAIR reverses the original TR60 entry and records the correcting entry.  The quantitative fields 
are entered as a net change such as the AMT CHANGE (amount change) and QTY CHANGE 
(quantity change).  Users must input a positive amount to increase the line amount or a negative 
amount to decrease the line amount.  For example, if the line amount is $10.00 and -$5.00 is input in 
the AMT CHANGE field, FLAIR will record $5.00 as the net line amount.   
 
The TR6S Update consists of three screens.  To update a single line using TR6S from the 
Encumbrances Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 6S. 
2. a.  In the SEL field, input U; OR 

b.  In the SEL field for the appropriate encumbrance line number on the TR6S Subsidiary 
Ledger Single Inquiry Screen, input U (see section 202.4.5 TR6S Encumbrance 
Inquiry).  
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Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR6S Encumbrances Subsidiary Ledger Single 
Update Request Screen One. 

 

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

 
 

TR6S Encumbrances Subsidiary Ledger Single Update Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

EN-NO Encumbrance Number 

Required.  Must begin with an E (for 
encumbrances directly input in FLAIR).  
Encumbrances beginning with an A must 
updated in MFMP.  (7A/N) 

LINE Encumbrance Line Number 
Required.  FLAIR will return the input line 
number.  (4N) 

PPI Prior Period Indicator 
Optional.  If used, valid input: 
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 – Request - Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR6S Encumbrances Subsidiary Ledger Single 
Update Screen Three.  

 
TR6S - Encumbrances Subsidiary Ledger - Single Update – Screen Three (with example data 
retrieved) 

 
 
TR6S Encumbrances Subsidiary Ledger Single Update Screen Three fields: 

Field Description Required/Optional/Special Instructions 

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

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month  
Y: Prior Year  (1A) 
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Field 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) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Version Protected.  (2A/N) 

OBJECT Object Code Protected.  (6N) 

C
H

A
N

G
E

 …
IF

 D
E

S
IR

E
D

 L2 L3 L4 L5 L2 through L5 of the 
Organization Code 

Optional.  FLAIR will update the 
organization code if changed.  (11N) 

EO 
Expansion Option 

Required.  Agency unique.  See section 
112.4 Expansion Option File.  (2A/N) 

VR Expansion Option Version Optional.  (2N) 

OBJECT 

Object Code 

Required.  Must be a valid expenditure 
object code beginning with 1-8.  If the 
object code = 75XXXX, a grant and/or 
contract number is required on Screen 
Four.  (6N) 

VENDOR-ID Vendor Identification Number Protected.  (21A/N) 

BF-CAT Benefitting Category Protected.  (6N) 

BF-YR Benefitting Year Protected.  (2N) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

DESCRIPTION Encumbrance Description Protected.  (16A/N) 

GF/SF/FID/BE/I
BI 

19 Digits of the 
FLAIR Account Code 

Protected.  (19N) 

EF External Fund Type Protected.  (1N) 

RVL Revolving Fund Indicator Protected.  (6N) 

EN-DT Encumbrance Date Protected.  (MMDDYYYY)  (8N) 

AC- DT Last Activity Date Protected.  (MMDDYYYY)  (8N) 

 
6. a.  Input/update the appropriate fields; OR 

b.  In the DELETE field, input D to delete the encumbrance line. 
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TR60 - Encumbrances Subsidiary Ledger – Single Update - Screen Three (with example data 
retrieved)

 
 

7. a.  Press Enter to accept any changes; OR 
b.  Press Enter without inputting any changes to continue to Screen Four.  FLAIR will 

display the TR6S Encumbrances Subsidiary Ledger Single Update Screen Four; 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. 

 

TR6S – Encumbrances Subsidiary Ledger - Single Update - Screen Four (with example data 
retrieved)

 
 
TR6S Encumbrances Subsidiary Ledger Single Update Screen Four fields: 

Field Description Required/Optional/Special Instructions 

EN-NO Encumbrance Number Protected.  (7A/N) 
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Field Description Required/Optional/Special Instructions 

LINE Encumbrance Line Number Protected.  (4A/N) 

MBI Memo Blanket Indicator Protected.  (1A) 

F Final Payment Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 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 Optional.  (1A) 

TRN-DT Transaction Date Optional.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

LINE AMOUNT Encumbrance Line Amount 
Protected.  Total outstanding amount for 
the encumbrance line.  (10.2) 

AMT CHANGE Line Amount Change 

Optional.  To increase the line amount, the 
user must input a positive number and to 
reduce the line amount, the user must input 
a negative number.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Vendor Code Protected.  (1A) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

EN-GL 
Encumbrance General 

Ledger Code 
Optional.  (5N) 

EN-EGL 
External Encumbrance 

General Ledger 
Optional.  (3A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  (1A) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  (14A/N) 

QUANTITY Line Quantity Protected.  (10.2N) 

QTY CHANGE Line Quantity Change 

Optional.  To increase the quantity value, 
the user must input a positive number and 
to reduce the quantity value, the user must 
input as a negative number.  (8.2N) 

PID Product Identifier Optional.  (3A/N) 

EN-DT Encumbrance Date Optional.  (MMDDYYYY)  (8N) 

RCV-DT Received Date Optional.  (8N) 

The following codes fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, FID, RVL, and AC-DT).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Optional.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code Optional.  (5N) 
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Field Description Required/Optional/Special Instructions 

EGL 
External General Ledger 

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

EOB External Object Code Optional.  (3A) 

ECAT External Category Optional.  (6N) 

EP External Program Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity Optional.  (8N) 

IBI Internal Budget Indicator Optional.  (2N) 

EF External Fund Type Optional.  (1N) 

STATE PROGRAM State Program Number Optional.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BF-ORG 
Benefitting Organization 

Code 
Optional.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  (2A/N) 

BF-OBJ Benefitting Object Code Optional.  (6N) 

BF-CAT/YR 
Benefitting Appropriation 

Category /Year 
Optional.  (8N) 

AC-DT Activity Date Protected.  (MMDDYYYY)  (8N) 

 
8. Input any edits or additional data, as needed, to complete the transaction.  
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9. Press Enter.  FLAIR will process the changes input and return the user to the TR6S 
Encumbrances Subsidiary Ledger Update Request Screen One.  See section 202.4.5 TR6S 
Single Inquiry for more information.  

202.5.4 TR6S Encumbrance Subsidiary Ledger Multiple Inquiry Update 
 

FLAIR does not have a TR6S Subsidiary Ledger Multiple Update function.  Users can update multiple 
lines using the TR6S Encumbrances Subsidiary Ledger Multiple Inquiry Request Screen.   
 
To update individual lines from the TR6S Encumbrances Subsidiary Ledger Multiple Inquiry Screen 
Two: 

1. In the X (selection) field next to the line to be updated, input U. 
 
TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two (with example data 

input) 
 

2. Press Enter.  FLAIR will display the TR6S Single Update Screen Three. 
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TR6S - Encumbrances Subsidiary Ledger - Single Update - Screen Three  (with example data 
retrieved) 

 
 
TR6S Encumbrances Subsidiary Ledger Single Update Screen Three fields: 

Field Description Required/Optional/Special Instructions 

DELETE Deletion Optional.  (1A) 

PPI Prior Period Indicator Optional.  (1A) 

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

LINE Encumbrance Line Number Protected.  (4A/N) 

MBI Memo Blanket Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Version Protected.  (2A/N)   

OBJECT Object Code Protected.  (6N) 

C
H

A
N

G
E

…
IF

 D
E

S
IR

E
D

 

L1 L2 L3 L4 
L5 Organization Code 

Optional.  L1 is protected.  FLAIR will 
update the organization code if changed.  
(11N) 

EO 
Expansion Option 

Required.  Agency unique.  See section 
112.4 Expansion Option.  (2A/N) 

VR Expansion Option Version Optional.  (2N) 

OBJECT 

Object Code 

Required.  Must be a valid expenditure 
object code must start with 1-8.  If the 
object code = 75XXXX, a grant and/or 
contract number is required on Screen 
Four.  (6N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

BF-CAT Benefitting Category Protected.  (6N) 
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Field Description Required/Optional/Special Instructions 

BF-YR Benefitting Year Protected.  (2N) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

DESCRIPTION Encumbrance Description Protected.  (16A/N) 

GF/SF/FID/BE/IBI FLAIR Account Code Protected.  (19N) 

EF External Fund Type Protected.  (1N) 

RVL Revolving Fund Indicator Protected.  (6N) 

EN-DT Encumbrance Date Protected.  (MMDDYYYY)  (8N) 

AC- DT Last Activity Date Protected.  (MMDDYYYY)  (8N) 

 
3. a.  Input/update the appropriate fields; OR 

b.  Input D in DELETE field to delete encumbrance line; OR  
c.  Leave all fields as they are if there are no changes to be made to Screen Three.   

4. Press Enter.  FLAIR will display the TR6S Encumbrances Subsidiary Ledger Screen Four. 
 
TR6S - Encumbrances Subsidiary Ledger - Single Update - Screen Four (with example data input)

 
 
TR6S Encumbrances Subsidiary Ledger Single Update Screen Four fields  
(in the example above, the line will be reduced by $0.35): 

Field 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) 

F Final Payment Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version Protected.  (2A/N) 
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Field Description Required/Optional/Special Instructions 

OBJECT Object Code Protected.  (6N) 

PPI Prior Period Indicator Optional.  (1A) 

TRN-DT Transaction Date Optional.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

LINE AMOUNT Encumbrance Line Amount Protected.  (4A/N) 

AMT CHANGE Line Amount Change Optional.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Vendor Code Protected.  (1A) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

EN-GL 
Encumbrance General 

Ledger Code 
Optional.  (5N) 

EN-EGL 
External Encumbrance 

General Ledger 
Optional.  (3A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  (1A) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  (14A/N) 

QUANTITY Line Quantity Protected.  (10.2N) 

QTY CHANGE Line Quantity Change Optional.  (8.2N) 

PID Product Identifier Optional.  (3A/N) 

EN-DT Encumbrance Date Optional.  (MMDDYYYY)  (8N) 

RCV-DT Received Date Optional.  (8N) 

The following codes fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Optional.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code Optional.  (5N) 

EGL 
External General Ledger 

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

EOB External Object Code Optional.  (3A) 

ECAT External Category Optional.  (6N) 

EP External Program Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year Optional.  (2N) 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 62 of 547 
 

Field Description Required/Optional/Special Instructions 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity Optional.  (8N) 

IBI Internal Budget Indicator Optional.  (2N) 

EF External Fund Type Optional.  (1N) 

STATE-PROGRAM State Program Number Optional.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BF-ORG 
Benefitting Organization 

Code 
Optional.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  (2A/N) 

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

BF-CAT/YR 
Benefitting Appropriation 

Category /Year 
Protected.  (8N) 

AC-DT Last Activity Date Protected.  (MMDDYYYY)  (8N) 

 
5. Input/update the appropriate fields.  
6. a.  Press Enter to update changes; OR 

b.  If changes are made to the encumbrance line (in this example, the encumbrance is 
reduced by $0.35), FLAIR will return user to the TR6S Encumbrances Subsidiary 
Ledger Multiple Inquiry Screen Two and the net amount will be displayed; OR 

c.  If the encumbrance line is deleted, FLAIR will display the deleted line and return the 
user to the TR6S Encumbrances Subsidiary Ledger Multiple Inquiry Request Screen 
One. 
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TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two (with example data 
retrieved) 

 
 
If line 0001 in this example was marked for deletion, the LINE AMOUNT field would be blank and a 
D would be displayed in the FINAL PAYMENT INDICATOR field.  See the following example. 
 
TR6S - Encumbrances Subsidiary Ledger - Multiple Inquiry - Screen Two (with example data 
retrieved) 

 
 
To update the remaining lines, place the cursor to the left of the next available line and repeat steps 
one through four.  
 
On inquiry screens, the NEXT line will remain blank.  If another inquiry is required, input the 
appropriate data on the NEXT line and press Enter.  See section 105.6.5 NEXT Line for additional 
information.  
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202.5.5 TR6S Encumbrance Vendor ID Number Update 
 

Agency users have an option to update the encumbrance’s vendor ID through the use of the TR6S 
Encumbrances Subsidiary Ledger Single Update.  MFMP encumbrances (with the prefix A) must be 
updated through MFMP.  
 
To update a vendor number in an encumbrance, from the Encumbrances Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 6S.   
2. In the SEL field, input U. 

 
Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR6S Single Update Request Screen One. 
 

TR6S – Encumbrances Subsidiary Ledger – Single Update – Request – Screen One 
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4. From the TR6S Encumbrances Subsidiary Ledger Single Update Screen One, user must 
input the encumbrance number in the EN-NO field, and 0000 in the LINE field.  This 
option allows users to update all outstanding line numbers at once (single line update 
not allowed). 

 

TR6S - Encumbrance Subsidiary Ledger - Single Update - Request - Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR6S Encumbrance Subsidiary Ledger Single Update 
Screen Two.  On this screen, users have the ability to override vendor and/or benefitting 
data.  No other changes to the encumbrance are allowed.   

6. Input any edits needed to the vendor and/or benefitting data.  
 

TR6S - Encumbrances Subsidiary Ledger - Single Update - Screen Two (with example data 
retrieved) 

 
 

7. Press Enter.  FLAIR will return user to TR6S Encumbrance Subsidiary Ledger Single 
Update Screen One.  
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202.6 TR61 Encumbrance Changes 
 

When an encumbrance is updated using a TR6S, FLAIR automatically generates TR61 entries based 
on the changes input by the user.  The TR61 has both single and multiple inquiry options.  Edits and 
updated are not allowed using this transaction type.  
 
Note: This transaction is only available on the same day the changes were made prior to nightly 
processing.  
 
 

202.6.1 TR61 Encumbrance Changes Single Inquiry 

 
TR61 Encumbrance Changes Single Inquiry by Site allows users to view one line of information per 
screen related to changes for an encumbrance.  Each screen displays debit and credit entries 
generated in FLAIR with expanded data. 
 
To view a single inquiry from any FLAIR input screen: 

1. In TYPE field, input 61. 
2. In the SEL field, input I. 

 
Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR61 Single Inquiry by Site Request Screen One. 
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TR61 - Encumbrance Changes - Single Inquiry By Site - Request - Screen One 

 
 
TR61 Encumbrance Changes Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level selected.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without spaces.  The following codes are 
available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR ID 
Vendor Identification 

Number 

Optional.  Vendor number must begin with 
an E, F, S, N, or 0-9.  Three-digit sequence 
required if vendor number begins with an 
F, S, or N.  (21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

EN-NO Encumbrance Number 

Optional.  Must begin with an E (FLAIR) or 
A (MFMP).  If blank, FLAIR will retrieve all 
encumbrances updated using a TR6S on the 
current business day.  (7A/N) 

LINE Encumbrance Line Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available line.  (4N) 
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4. a.  Input the appropriate fields; OR  
b.  Leave all fields blank. 

5. Press Enter. 
a.  FLAIR will display the TR61 Encumbrance Changes Single Inquiry by Site Screen Two 

and the credit side of the encumbrance change; OR 
b.  If all fields were left blank, FLAIR will display all encumbrances changes processed 

during the current business day. 
 
The example below reflects the $0.35 reduction from the example shown in section 202.5.3 TR6S 
Update.  
 
TR61 - Encumbrance Changes - Single Inquiry By Site - Screen Two (credit side) 

 
 

6. Press F8 to view the next screen.   
 
TR61 - Encumbrance Changes - Single Inquiry By Site - Screen Two (debit side)

 
 
The example below displays the deletion from the example shown in section 202.5.3 TR6S Update. 
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TR61 - Encumbrance Changes - Single Inquiry By Site - Screen Two (credit side) 
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202.6.2 TR61 Encumbrance Changes Multiple Inquiry 

 
TR61 Encumbrance Changes Multiple Inquiry by Site allows users to view three lines of information 
per screen related to changes for an encumbrance.  Each screen displays debit and credit entries 
generated in FLAIR with limited data. 
 
To view a TR61 multiple inquiry from any FLAIR input screen: 

1. In the TYPE field, input 61.  
2. In the SEL field, input M. 

 
Encumbrances Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR61 Multiple Inquiry by Site Request Screen One.  
 

TR61 - Encumbrance Changes - Multiple Inquiry By Site - Request - Screen One 
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TR61 Encumbrance Changes Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level selected.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without spaces.  The following codes are 
available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must begin with 
an E, F, S, N, or 0-9.  Three-digit sequence 
required if vendor number begins with an 
F, S, or N.  (21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

EN-NO Encumbrance Number 

Optional.  Must start with an E (FLAIR) or A 
(MFMP).  If blank, FLAIR will retrieve all 
encumbrances updated using a TR6S on the 
current business day.  (7A/N) 

LINE Encumbrance Line Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available line.  (4N) 

 
4. Input the appropriate fields. 
5. Press Enter.  FLAIR will display the TR61 Encumbrance Changes Single Inquiry by Site 

Screen Two and the credit side of the encumbrance change.  
 
The example below reflects the $0.35 the reduction (from $25.35 to $25.00) and deletion of from 
the example shown in section 202.5.3 TR6S Update.  
 
  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 72 of 547 
 

TR61 - Encumbrance Changes - Multiple Inquiry – Screen Two (with example data retrieved) 

 
 
On inquiry screens, the NEXT line will remain blank.  If another inquiry is required, input the 
appropriate data on the NEXT line and press Enter.  See section 105.6.5 NEXT Line for additional 
information.  
 

 

202.7 MyFloridaMarketPlace Encumbrances in FLAIR  
 

MFMP is the State of Florida's online exchange for buyers and vendors.  In operation for more than 
seven years, the system is a source for centralized procurement activities, streamlining interactions 
between vendors and state government entities, and providing the tools to support award-winning 
procurement for the State of Florida.  
 
Tips for processing and viewing MFMP encumbrances: 

• Encumbrance numbers are created in MFMP, transmitted to FLAIR, and established in the 
agency’s Encumbrance Subsidiary Ledger with the prefix A. 

• FLAIR encumbrance numbers are the same as purchase order numbers in MFMP. 
• Vendors are required to register in MFMP prior to creating purchase orders in MFMP. 
• Accounting codes are verified during the creation of the requisition. 
• Procurement staff can override account codes (FLAIR account code, state program, contract 

number, etc.). 
• Encumbrances are added to the Encumbrance Subsidiary Ledger upon FLAIR validation. 
• Encumbrance balances with prefix of A can be viewed in FLAIR using a TR6S. 
• Multiple line items on a purchase order create multiple encumbrance line numbers.  
• Changes or updates must be processed in MFMP (amount, organization code, etc.). 
• Users must use MFMP to release any remaining encumbrance balances.  
• If you have any questions or concerns, contact the MFMP Help Desk for Agency Customers 

by email at BuyerHelp@myfloridamarketplace.com or by phone at 866-352-3776. 
• Additional information and training can be found here: 

http://www.dms.myflorida.com/business_operations/state_purchasing/myfloridam
arketplace 

mailto:BuyerHelp@myfloridamarketplace.com
http://www.dms.myflorida.com/business_operations/state_purchasing/myfloridamarketplace
http://www.dms.myflorida.com/business_operations/state_purchasing/myfloridamarketplace
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202.8 FLAIR Encumbrance Accounting Entries 
 

When changes are made to an established encumbrance through the TR6S Encumbrances 
Subsidiary Update Screen, the appropriate accounting entries are retrieved.  These entries will 
carry a TR61 (Encumbrance Changes) transaction type, and may be viewed through the TR61 
Inquiry. 
 
The accounting entries related to the following transactions are discussed in detail on the following 
pages. 

• Encumbrances (TR60) 
• Encumbrances Subsidiary (TR6S) 
• Encumbrance Changes (TR61) 

 
 

202.8.1 TR60 Encumbrances 
 

This transaction is used to record encumbrances on the Daily Input File and the Encumbrances 
Subsidiary.  During the nightly update, the encumbrance entries from the Daily Input File are used 
to update the agency's Detail and Master Files. 
 
The example below is an encumbrance established in the amount of $100.00 using a TR60 (see 
section 202.2 Establishing a TR60 Single Input Encumbrance).   
 
The accounting entry into the agency's FLAIR records is as follows: 

GL Code 
Object 
Code 

Description DR CR I/A 

94100 341000 Encumbrances 100.00  I/A 

98100 341000 
          Budget Fund Balance Reserved for 
Encumbrances 

 100.00 A 

CR = Credit; DR = Debit; GL = General Ledger; I/A:  I = User Input/A = FLAIR Automated Transaction. 

 
The general ledger (GL) code for encumbrances (94100) will automatically display on the input 
screen.  To record an increase in encumbrances, the user should input a positive amount.  To 
correct an amount on the current day's input, the user should retrieve the entry from the Daily 
Input File and type the correct amount over the existing amount using the TR60 Update.  See 
section 202.5 TR60 Encumbrance Update. 
 
When an actual cash disbursement is made for a previously established encumbrance, it should be 
recorded in FLAIR through a TR70 Encumbered Disbursements.  When this entry is made, the 
disbursement is recorded, the original encumbrance entry is reversed, and the encumbrance will be 
removed from the encumbrances subsidiary.  See section 202.8.2 TR6S Encumbrance Subsidiary 
Ledger Update. 
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202.8.2 TR6S Encumbrance Subsidiary Ledger Update 
 

A TR6S is used to correct or delete outstanding encumbrances already added to the Daily, Detail, 
and Masters Files.  A TR6S updates the non-quantitative fields such as L1-L5, OBJECT CODE, and 
DESCRIPTION.  FLAIR reverses the original TR60 entry and records the correcting entry.  The 
quantitative fields are entered as a net change such as the AMT CHANGE (amount change) and QTY 
CHANGE (quantity change).   
 
Example of a reduction in the amount of $0.35 using a TR6S update (see section 202.8.2 TR6S 
Encumbrance Subsidiary Ledger Update): 

GL Code 
Object 
Code 

Description DR CR I/A 

98100 341000 Budget Fund Balance Reserved for Encumbrances 25.35  I/A 

94100 341000         Encumbrances  25.35 A 

94100 341000 Encumbrances 25.00  I/A 

98100 
341000         Budget Fund Balance Reserved for 

Encumbrances 
 25.00 A 

CR =Credit; DR = Debit; GL = General Ledger; I/A:  I = User Input/A = FLAIR Automated Transaction. 

 
Example of an object code change from 34100 to 223000 using a TR6S update: 

GL Code 
Object 
Code 

Description DR CR I/A 

98100 341000 Budget Fund Balance Reserved for Encumbrances 25.35  I/A 

94100 341000         Encumbrances  25.35 A 

94100 223000 Encumbrances 25.35  I/A 

98100 223000 
        Budget Fund Balance Reserved for 
Encumbrances 

 25.35 A 

CR =Credit; DR = Debit; GL = General Ledger; I/A:  I = User Input/A = FLAIR Automated Transaction. 
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203 TR70 Encumbered Disbursements 
 
The TR70 Encumbered Disbursement transaction is used to record cash disbursements where an 
encumbrance has been previously established with a TR60.  When a disbursement is made through 
a TR70, the original encumbrance is reduced or exhausted.  The encumbrance may be removed 
from the Encumbrances Subsidiary if the balance is zero.  See section 202 Encumbrances for 
details.  
 
When entering a TR70S (single) or TR70A (multiple) input, errors discovered the same day the 
transaction is input can be updated during that business day using the TR70I (single inquiry) or 
TR70M (multiple inquiry) options.  Any errors discovered the day after the original entry must be 
corrected using a TR58 Disbursement Correction transaction.  See section 212 Expenditure 
Corrections for details.   
 
Encumbered Disbursements can be used to process the following: 

• Contractual service encumbrances created in MFMP or manually in FLAIR; 
• Purchase orders created in MFMP; and 
• Other encumbered payment types such as JTs, utilities, phones, and leases for a method of 

budget tracking. 
 
The following flow charts illustrate common encumbered disbursement processes. 
 
Encumbered Disbursement Flow Chart for MFMP Purchase Order 
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Encumbered Disbursement Flow Chart for Non-MFMP Encumbrances

 
 
 

203.1 TR70 Prior to Input 
 

Before processing a TR70, the following things need to be verified: 
• The invoice is approved for payment.  A three-line approval stamp is on the invoice. 
• Complete receipt report for MFMP transactions. 
• Complete Contractual Services Summary Report with approved invoice detailing services 

rendered. 
• Advance payments, such as registrations, notary renewals, maintenance agreements, and 

subscriptions should be in agreement with section 215.422(14), F.S.   
• Contractual advance payments should be in agreement with section 216.181(16), F.S. 
• Ensure the line amounts match the invoice received.  If there are any discrepancies, they 

must be justified prior to submitting an invoice for payment.  
• Tax Identification Number (TIN) and remittance address agree with invoice. 
• Verify sub-vendor ID if required for memberships dues, conference fees, lodging costs, 

notary renewals, and registrations. 
• Invoice must be approved and, for MFMP, be scanned in black and white with scanner 

setting no greater than 300 dpi. 
 
 

  

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&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=216.181&URL=0200-0299/0216/Sections/0216.181.html
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203.2 TR70 Input  
 

Users can input a single disbursement transaction using a TR70S (Single input) that allows the user 
to view all data codes associated with the transaction.  Users can input a 70A (multiple input) that 
allows the user to input up to three lines of data per screen with limited data. 
 
To access FLAIR disbursement transactions, users must have Update (U) security access to the 
Disbursements (DB) function.  Users can access this function from any FLAIR input screen by 
inputting DB in the TYPE field. 
 
Main Accounting Menu 

 
 
Disbursement transactions are located in the Disbursements (DB) Mini Menu in FLAIR.  To access a 
TR70 input screen from this menu: 

1. In the TYPE field, input 70. 
2. In the SEL field, input A (for multiple input) or S (for single input). 
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Disbursements Mini Menu (with example data input)

 
 

From the Disbursements Mini Menu, the following transaction and actions are available for 
encumbered disbursement input: 

Transaction Type Description Special Instructions 

70 Encumbered Disbursements 

Available SEL (Selection) options for 
input: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 

 
3. Press Enter.  FLAIR will display the requested screen. 

 
Inquiries will be discussed in more detail in section 203.3 TR70 Inquiry. 
 
 

203.2.1 TR70 Single Input 
 

TR70 Encumbered Disbursement Single Input Request allows the user to view all data codes on one 
screen established with a TR60.  The majority of the codes on the TR70 input screen (with the 
exception of the encumbrance number) can be updated using a TR6S Encumbrance Subsidiary 
Ledger Update (see section 202.5 Encumbrance Updates) or corrected when processing the TR70. 
 
To access the Encumbered Disbursements Single Input Request Screen One: 

1. In the TYPE field, input 70. 
2. In the SEL field, input S.  
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR70 Single Input Request Screen One. 
 
TR70 – Encumbered Disbursements – Single Input - Request - Screen One 

 
 
TR70 Encumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

EN-NO 
Encumbrance Document 

Number 

Required.  Must be entered to retrieve the 
record from the Encumbrances Subsidiary.  
(7A/N)   
Prefix E – For manually encumbered 

transactions 
Prefix A – For MFMP encumbered 

transactions 

LINE 
Encumbrance Document 

Line Number 

Required.  Must be entered to retrieve the 
record from the Encumbrances Subsidiary.  
(4A/N) 
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Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Level 
Optional.  **Established with encumbrance 
number.  Override only when authorized.  
(11N) 

EO Expansion Option 
Optional.  **Established with encumbrance 
number.  Override only when authorized.  
(2A/N) 

VR Version 
Optional.  **Established with encumbrance 
number.  Override only when authorized.  
(2A/N) 

OBJECT Object Code 
Optional. **Established with encumbrance 
number.  Override only when authorized.  
(6N) 

 
4. In the EN-NO field, input the encumbrance document number.  
5. In the LINE field, input the encumbrance document line number. 
6. Input optional fields as needed (the optional fields should be left blank unless the 

disbursement data differs from the originally established encumbrance recorded).  If the 
remaining fields are left blank, FLAIR will retrieve data previously established on the 
encumbrance. 
 

TR70 – Encumbered Disbursements – Single Input - Request - Screen One (with example data 
input)

 
 

7. Press Enter.  FLAIR will display the TR70 Single Input Screen Two with new codes 
retrieved from Screen One. 
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TR70 – Encumbered Disbursements – Single Input - Screen Two (with example data input)

 
 
TR70 Encumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

CF Certified Forward Indicator 
Retrieved.  Valid input: C.  This should have 
already been entered during the 
establishment of encumbrance.  (1A) 

DESCRIPTION Description 
Optional.  Used to further describe the 
transaction.  (16A/N)  

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 

Optional.  **If expenditure is a pay and 
charge, object code must equal 26XXXX.  
Input must start with E, F, S, or N.   (14A/N) 

AMOUNT Amount 
Required.  Only positive amounts for 
encumbrances.  (13.2N)   

VENDOR-ID 
Vendor Identification 

Number 
Optional.  Should be input with 
encumbrance.  (13A/N) 

TRN-DT Transaction Date 
Required.  Transaction date according to 
section 215.422, F.S.  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 

Optional.  To manually assign voucher 
numbers.  FLAIR will automatically assign 
voucher numbers during overnight 
processing and agencies can manually 
assign.  (1A) 

LINE Line 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available number.  (4N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A – Bypass auto posting to have DFS audit 

or merge with a payment $1,000.01 or 
greater. 

N – Produces a non-CFO voucher (JTs only). 

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0215/Sections/0215.422.html
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Field Description Required/Optional/Special Instructions 

X – Produces no voucher.  Used for manual 
vouchers sent over to DFS or on-
demand warrants.  (1A) 

OTHER-DOC Other Document Number 
Optional.  To further describe items.  
(11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 
Optional.  Input of X allowed to override 
IAB error.  See section 108.3 Available 
Balance Checking.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero.  (10.2N)  

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  Can be used to record a local 
fund or a revolving fund check number.   
 
Cannot be used if BI = # or E.  (8N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

PID Product Identifier 
Optional.  See section 109.9 Product 
Identifier for more information.  (3A/N) 

BF-ORG Benefiting Organization 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 
the VENDOR ID field. 
 
If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefiting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefiting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefiting Certified 

Forward 
Optional.  Used only when disbursement is 
made to another state fund.  (1A) 

BF-CAT 
Benefiting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefiting Year Optional.  (2N) 

The following code fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  Defaults to 00.  (2N) 
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Field Description Required/Optional/Special Instructions 

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.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number 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 prior to 
use in a transaction.  If object code = 
75XXXX, a grant and/or contract number is 
required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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.  (8N). 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  Input if property item number is 
provided.  (8A/N) 
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Field Description Required/Optional/Special Instructions 

COUNT 
Beginning Property 

Identification Number 
Count 

Optional.  The number of items property 
received and used in conjunction with 
BPIN.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
Users have several options when recording an encumbered disbursement using the VENDOR 
ID/BF fields. 
 
If a payment is made to a vendor from the Vendor Statewide File or from Vendor Employee  
File (vendor ID begins with E, F, S, or N), the user must leave the following fields blank: 

• BF-ORG 
• BF-EO 
• BF-OB/CF 
• BF-CAT/YR 
 

TR70 – Encumbered Disbursements – Single Input - Screen Two (with example data retrieved) 

 
 
If the 21-digit FLAIR account code is input in the VENDOR ID field (must start with 0-9) when 
making a payment, the user is required to input the following fields: 

• BF-CAT/YR combination.  If the YR field is left blank it will default to 00, and/or 
• BF-ORG and BF-EO combination. 
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TR70 – Encumbered Disbursements – Single Input - Screen Two (with example data retrieved) 

 
If the VENDOR ID field is left blank, the following data fields are required: 

• BF-ORG 
• BF-EO 
• BF-OB 

 
TR70 – Encumbered Disbursements – Single Input - Screen Two (with example data retrieved) 
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Special Notes: 
• Once Screen Two displays, the cursor will be positioned in the FINAL PAYMENT 

INDICATOR (F) field.  This is an optional field and should be used to indicate the final 
payment of an encumbrance line item. 

• To mark payment as final, input F in the FINAL PAYMENT INDICATOR field.  Press Enter.  
If the payment is a partial payment, the user must leave the field blank.  Once this payment 
is marked as a final payment, the system will automatically remove the encumbrance line 
from the subsidiary file if there is a balance. 

• If the F field is left blank and there is no balance left on the encumbrance, FLAIR will mark it 
with C for closed.  The encumbrance will be removed from the subsidiary file during 
overnight processing.   

• If there is a memo blanket indicator and the encumbrance is marked with an F, the 
encumbrance will remain in the subsidiary file until it is manually deleted.  See section 
202.5 Encumbrance Updates for deleting procedures. 

• Transactions containing a certified forward indicator of C can only be processed between 
July 1 and September 30. 

• FLAIR will return user to the TR70 Single Input Screen Two.  FLAIR will retrieve any data 
that is included on the NEXT line and the AMOUNT, QUANTITY, AB, CF, and YR fields will 
be blank. 

 
 

203.2.2 TR70 Multiple Input 
 

Users can process multiple transactions within the same encumbrance number using a TR70A.  
Multiple transactions have limited data.  The user can input up to three lines per page with no 
Expansion File data and limited Encumbrances Subsidiary information displayed.  To access FLAIR 
disbursement transactions, users must have Update (U) security access to the Disbursements (DB) 
Function. 
 
To access the Encumbered Disbursements Multiple Input Request from the Disbursements Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 70. 
2. In the SEL field, input A. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR70 Multiple Input Request Screen One. 
 
TR70 – Encumbered Disbursements – Multiple Input – Request – Screen One 

 
 

4. Input the encumbrance document number EXACTLY as it is in the encumbrance 
subsidiary file.  The encumbrance number must have a prefix of E or A. 

 
Note: If you process MFMP encumbrances in FLAIR, the transaction must be reconciled in MFMP. 
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TR70 – Encumbered Disbursements – Multiple Input Request - Screen One (with example data 
input) 

 
 

5. Press Enter.  FLAIR will display the TR70 Multiple Input Screen Two. 
 

TR70 – Encumbered Disbursements – Multiple Input Request – Screen Two 
(with example data retrieved) 

 
TR70 Encumbered Disbursements Multiple Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

EN-NO 
Encumbrance Document 

Number 

Required.  Must be entered to retrieve the 
record from the Encumbrances Subsidiary.   
Prefix E – Manually encumbered 
transactions. 
Prefix A – MFMP encumbered transactions. 
(7A/N)   
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Field Description Required/Optional/Special Instructions 

MBI Memo Blanket Indicator 

Retrieved.  Available indicators: 
Blank: Regular Encumbrance 
M: Memo Encumbrance  
B: Blanket Encumbrance  (1A) 

LINE Encumbrance Line Number 
Required.  Must be entered to retrieve the 
record from the Encumbrances Subsidiary.  
(4A/N) 

F Final Payment Indicator 
Optional.  Input F if the payment will be 
complete.  Leave blank if it is a partial 
payment.  (1A) 

DESCRIPTION Description 
Optional.  Used to further describe the 
transaction.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  **If input, the first character 
must begin with an E, F, S, or N.  (14A/N) 

AMOUNT Amount 
Required.  Only positive amounts for 
encumbrances.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  Should be input with 
encumbrance.  (21A/N) 

TRN-DT Transaction Date 
Required.  Date according to section 
215.422, F.S.  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 
Optional.  If input, must be alphanumeric.  
(7A/N) 

LINE Voucher Line Optional.  If input, must be numeric.  (4N) 

BI Bookkeeping Indicator 
Optional.  If input must equal #, $, A, E, C, or 
X.  (1A) 

OTHER-DOC Other Document Number 
Optional.  To further describe items.  
(11A/N) 

B Batch Character 
Optional.  To group transactions together.  
(1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If an IAB error 
message displays.  User must have override 
capability on the access control record to 
use.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero.  (10.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = blank, A, or X.   
 
Cannot be used if BI = # or E.  (8N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

PID Product Identifier Optional.  (3A/N) 

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
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Field Description Required/Optional/Special Instructions 

BF-ORG Benefitting Organization 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 
the VENDOR ID field. 
 
If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 
Optional.  Used only when a disbursement 
is made to another state fund.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

 
6. Input the required data as needed on the TR70 Encumbered Disbursements Multiple 

Input Screen Two.  Up to three disbursements may be input on a page.  
7. Press Enter to establish encumbrance line.  FLAIR will return user to the TR70 

Encumbered Disbursement Multiple Input Screen Two.  FLAIR will retrieve any data that 
is included on the NEXT line. 

 
See section 203.2.1 TR70 Single Input for vendor ID/BF code combination options and for 
special notes. 
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203.3 TR70 Inquiry  
 

Users can inquire into a single disbursement using a TR70I transaction or multiple line 
disbursements using TR70M.  These functions are only available the same day the transaction is 
input.  Only transactions within the user’s organization level and site will be displayed. 
 

Data codes to be entered as search criteria include: 

ORGANIZATION CODE USER ID 

GF SF 

FID BE 

IBI VENDOR ID 

BF-ORG BF-EO 

EN-NO LINE 

VOUCH-NO VOUCH-LINE 

 
To access FLAIR disbursement transactions, users must have U (Update) or I (Inquiry) security 
access for the function DB (Disbursement).  Users can access this function from any FLAIR input 
screen using the TYPE field.   
 
See section 203.2.1 TR70 Single Input for procedures to access encumbered disbursement 
transactions. 
 
 

203.3.1 TR70 Single Inquiry 
 

The single inquiry TR70 allows the user to view all data codes associated with the transaction.  
Agencies can use the single inquiry function to verify transactions that have been added to the Daily 
Input File.  This process ensures transactions are input correctly before they go to overnight 
processing (example: verifying grant numbers). 
 
To access the Encumbered Disbursements Single Inquiry by Site Request Screen One from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 70.  
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR70 Single Inquiry Request Screen One. 
 
TR70 – Encumbered Disbursements – Single Inquiry By Site - Request - Screen One 

 
TR70 Encumbered Disbursements Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Optional.  L1 is protected.  (11N) 

USER ID User Identification Number 
Optional.  Can be obtained from the 
agency’s Access Control Custodian.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  If any of the fund fields are input, 
then BE must be entered.  If all fund fields 
are input and IBI is blank, it will default to 
00.  (19N) 
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Field Description Required/Optional/Special Instructions 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  If input, prefix must = E, F, S, or 
N.  If paying another state agency or fund, 
the 21-digit account code may be entered 
and must begin with 1-9.  (21A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Options 
Required.  If BF-ORG field is populated.  
(2A/N) 

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

LINE Encumbrance Line Number Optional.  (4N) 

VOUCHER Voucher Number Optional.  (6A/N) 

LINE Voucher Line Number Optional.  (4N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

 
4. Input one or a combination of fields (L1 is protected).  If all fields are left blank, FLAIR 

will return all transactions within the user’s organization code level and site.  Note:  
Using the encumbrance number will limit the search for a specific encumbrance. 

5. Press Enter.  FLAIR will display the results on TR70 Single Inquiry Screen Two based on 
the user’s search criteria.  

 
TR70 - Encumbered Disbursements – Single Inquiry By Site - Screen Two (with example data 
retrieved) 

 

6. If there is more than one invoice for this encumbrance, users can also press F8 key to 
display the additional invoices until the message “END OF SEARCH” is displayed. 
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On inquiry screens, the NEXT line will remain blank.  If another inquiry is required, input the 
appropriate data on the NEXT line and press Enter.  See section 105.6.5 NEXT Line for additional 
information.  
 
 

203.3.2 TR70 Multiple Inquiry 
 

Multiple inquiry allows the user to view up to three transactions per page of limited information 
related to the transaction prior to viewing detailed information using a single transaction. 
 
To access the Encumbered Disbursements Multiple Inquiry by Site Request Screen One from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 70. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR70 Multiple Inquiry by Site Request Screen One. 
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TR70 – Encumbered Disbursements – Multiple Inquiry By Site – Request - Screen One 

See section 203.3.1 TR70 Single Inquiry for details on fields available for input. 
 

4. a.  Input one or a combination of fields (L1 is protected); OR   
b.  Leave all fields blank.  
Note:  Using the encumbrance number will limit the search for a specific encumbrance. 

5. Press Enter.   
a.  FLAIR will display search results based on the data input by the user; OR 
b.  If all fields are left blank, FLAIR will return all transactions within the user’s 

organization code level and site. 
6. To view complete transaction information, input an I in the X field next to the line 

number. 
 

TR70 – Encumbered Disbursements – Multiple Inquiry By Site - Screen Two (with example data 
input) 

 
7. Press Enter.  FLAIR will display the TR70 Single Inquiry by Site Screen Two. 
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TR70 - Encumbered Disbursements - Single Inquiry By Site - Screen Two (with example data 
retrieved) 

 
 

8. If there is more than one invoice for this encumbrance, users can also press F8 key to 
display the additional invoices until the message “END OF SEARCH” is displayed. 

 
On inquiry screens, the NEXT line will remain blank.  If another inquiry is required, input the 
appropriate data on the NEXT line and press Enter.  See section 105.6.5 NEXT Line for additional 
information.  
 
 

203.4 TR70 Update  
 

The TR70 Single Update by Site should be used to make changes or corrections to transactions 
input during the current business day, before entries are sent to nightly processing.  If a transaction 
made on a previous day needs to be corrected or edited, the user must use a TR58 (Disbursement 
Corrections).  See section 212.6 TR58 Unencumbered Disbursements Corrections for correction 
details. 
 
Note: The TR58 does not update the Encumbrances Subsidiary. 
 
There are two ways users can update a TR70 Single Update by Site transaction: 

• Single Inquiry 
• Multiple Inquiry 

 
 

203.4.1 TR70 Single Inquiry Update 
 

Updates to a TR70 can be made by retrieving the Single Update by Site function only on the same 
business day the entry was made. 
 
To update a single inquiry transaction, from the Disbursements Mini Menu or any FLAIR input 
screen: 
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1. In the TYPE field, input 70. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR70 Encumbered Disbursements Single Inquiry by 
Site Request Screen One. 

 
TR70 - Encumbered Disbursements - Single Inquiry By Site - Request - Screen One 

 
 

4. In the EN-NO field, input the encumbrance number. 
5. Press Enter.  FLAIR will display the TR70 Single Inquiry by Site Request Screen Two. 
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TR70 – Encumbered Disbursements – Single Inquiry By Site - Screen Two (with example data 
input)

 
 

6. In the SEL field, input U. 
7. Press Enter.  FLAIR will display the TR70 Single Update by Site Screen One. 

 
TR70 – Encumbered Disbursements – Single Update By Site - Screen One (with example data 
retrieved) 

 
TR70 Encumbered Disbursements Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete Optional.  Valid input: D.  (1A) 

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

MBI Memo Blanket Indicator Protected.  (1A) 
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Field Description Required/Optional/Special Instructions 

LINE Line Number Protected.  (4A/N) 

F Final Payment Indicator Optional.  Valid input: F.  (1A) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version Protected.  (2A/N) 

OBJECT Object Code Protected.  (6N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.  CF items can only 
be processed between July 1 and 
September 30.  Must be established on the 
encumbrance.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR ID 
Sub-vendor 

Identification Number 
Optional.  Valid input: E, F, S, or N.  (14A/N) 

AMOUNT Amount 
Required.  Only positive amounts can be 
entered.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Retrieved.  (21A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to the 
current date.  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 
Optional.  The first character must be 
alphabetic.  (6A/N) 

LINE Voucher Number Line 

Required.  If BI = X. 
 
Optional.  Valid only if voucher number is 
input.  Must be numeric.  (4N) 

BI Bookkeeping Indicator 
Optional.  Valid input: #, $, A, C, E, N, or X. 
(1A) 

OTHER- DOC Other Document Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Required.  (9A/N)    

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X.  (1A) 

QUANTITY Quantity Optional.  (10.2N) 

CK-NO Check Number 

Required.  If BI = $ or C.   
 
Invalid.  If BI = # or E. 
 
Optional.  If BI = blank, A, X, or N.  (8N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Required.  If VENDOR ID field is blank.   
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Field Description Required/Optional/Special Instructions 

Organization Code  
Optional.  If FLAIR account code is input in 
the VENDOR ID field. 
 
If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB/CF 
Benefitting Object 

Code/Certified Forward 

Required.  If BF-ORG, BF-EO, and 
VENDOR ID = 0-9 is used.  BF-OB must 
start with 0 if BF-CAT starts with 00.  (6N) 

BF-CAT 
Benefitting 

Appropriation Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

CAT Category Required.  (6N) 

YR Year Required.  If blank, will default to 00.  (2N) 

GL General Ledger Code Required.  (5N) 

EGL External General Code Optional.  (5N) 

EOB External Object Code Optional.  (3A) 

ECAT External Category Optional.  (6N) 

EP External Program Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 
Optional.  (19N) 

EF External Fund Type Optional.  (1N) 
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Field Description Required/Optional/Special Instructions 

STATE PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

COUNT 
Beginning Property 

Identification Number 
Count 

Optional.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
Note:  The user may update one or more fields by placing the cursor in the field to be changed, 
inputting the correct data, and pressing Enter.  
 
 

203.4.2 TR70 Multiple Inquiry Update 
 

Users can update multiple transactions by retrieving the TR70 Multiple Inquiry by Site Request 
option.  See section 203.3.2 TR70 Multiple Inquiry for instructions on how to retrieve this 
option.  Once the screen is retrieved, the user must enter the encumbrance number and press enter 
to access the Multiple Inquiry by Site option for updates or changes. 
 
To update data on the TR70 Encumbered Disbursements Multiple Inquiry by Site Screen Two: 

1. In the X field next to the desired line(s), input U. 
 
TR70 – Encumbered Disbursements – Multiple Inquiry By Site – Screen Two (with example data 
input) 
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2. Press Enter.  FLAIR will display the TR70 Single Update by Site Screen One. 
 
TR70 - Encumbered Disbursements - Single Update By Site - Screen One (with update example) 

 
 

3. a.  Input/update the appropriate fields; OR 
b.  Input D in the DELETE field to delete the encumbrance from the Daily Input File. 

4. Press Enter.  FLAIR will display the TR70 Multiple Inquiry by Site Screen Two. 
 
TR70 – Encumbered Disbursements – Multiple Inquiry By Site – Screen Two  
(with example data retrieved) 
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203.5 TR70 FLAIR Accounting Entries 
 

When an actual cash disbursement is made for a previously established encumbrance, it should be 
recorded in FLAIR through TR70 Encumbered Disbursements.  When the disbursement is made, 
FLAIR records the following accounting entries: 

• The TR70 disbursement,  
• Reversal of the original encumbrance entry, and  
• Removal of the encumbrance from the encumbrances subsidiary or the balance is reduced. 

 
To record cash disbursements when an encumbrance has been previously established: 

SF GL Code Description DR CR I/A 

 7**** Expenditures X  I 

1 13100         Unexpended General Revenue Rel.  or  X A 

2 12200 Released Cash in State Treasury  or   X A 

8 11200         Cash in Bank  X A 

A = FLAIR Automated Transaction CR = Credit; DR = Debt; GL = General Ledger; I = User Input; SF = State Fund. 

 
The following transaction is system-generated to remove or reduce the original encumbrance:  

GL Code Description DR CR I/A 

98100 
Budgetary Fund Balance Res. for 
Encumbrances 

X  I 

94100         Encumbrances  X A 

A = FLAIR Automated Transaction CR = Credit; DR = Debt; GL = General Ledger; I = User Input. 

 
When encumbered disbursements are recorded, the Available Balance File is updated as follows: 

Description SF = 1 SF = 2 SF = 8 

FUND CASH N/A -Amount -Amount 

FUND RELEASE -Amount -Amount N/A 

ORGANIZATION CASH N/A -Amount -Amount 

ORGANIZATION ALLOTMENT +/- Diff.* +/- Diff.* +/- Diff.* 

N/A = Not Applicable; SF = State Fund. 
*Difference = the difference between the original encumbrance amount and the disbursement amount. 

 
Note: The GL code for expenditures (7****) may be retrieved from the expansion set record or 
entered by the user on the single input screen.  To record an increase in expenditures, the user 
should input a positive amount which will be entered as a debit to the 7**** account. 
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204 TR51 Unencumbered Disbursements  
 
The TR51 Unencumbered Disbursement Transaction is used to record expenditures and cash 
disbursements when an encumbrance has not been previously established with a TR60.  This 
transaction is recorded and reduces the agency’s available balances/releases at the time of input. 
Unlike an encumbrance that has been previously recorded with a TR60 to reserve funds (tracked in 
allotment balances) prior to input, does not affect the agency’s releases and the TR60 is disbursed 
with the use of a TR70.  The user must input all required information when processing an 
unencumbered transaction such as the organization code, expansion option, object, and vendor 
number versus using an encumbered transaction where this information has been previously 
established with a TR60.  
 
Unencumbered disbursements can be used to process the following: 

• Cash disbursements where no encumbrance or liability was previously established. 
• Credit memos (travel advances, invoice credits). 

 

Examples of Unencumbered Transactions 

Building Leases Contractual Services 

Equipment Leases Executive Orders 

Furniture Purchases Land Purchases 

Utility Payments Phone Services 

Interest Penalties Journal Transfer 1 (intra-agency) 

Travel Reimbursements Journal Transfer 2 (inter-agency) 

Purchasing Card Revolving Funds 

 
Unencumbered Flow Chart (example travel reimbursement)
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204.1 TR51 Prior to Input 
 

Unlike encumbrances, a TR51, in most instances, cannot be tracked in FLAIR until input.  There are 
some things that must be verified prior to processing a TR51: 

• Vendor number or employee ID number must be verified as correct and active in either the 
Vendor Statewide File (VS) or the Vendor Employee File (VE) before it can be used in a 
transaction. 

• A vendor number must be active in the Vendor Statewide File (some instances, must have a 
valid W-9) and matched against the invoice for payee’s name and remittance address. 

• An employee ID must be verified and active in the Vendor Employee File File for state 
employees. 

• The 29-digit FLAIR account code must be active and valid in order to complete a JT to 
another state agency.  This can be verified in the Account Description File (AD). 

• The organization code, expansion option, and object code combination must be verified in 
the Expansion Files (EX).  They must be correct and active. 

• The invoice or travel voucher must be verified for approval before being submitted to the 
Finance and Accounting Office for disbursement. 

 
 

204.2 TR51 Input  
 

Users can input a single or multiple TR51 disbursement transaction.  Single input allows the user to 
view all data codes associated with the transaction.  Multiple transactions have limited data (i.e., 
contract, grant, and project number cannot be input), but the user can input up to three lines per 
page. 
 
To access FLAIR disbursement transactions, users must have Update (U) security access to the 
Disbursement (DB) function.  Users can access this function from any FLAIR input screen or the 
Disbursements Mini Menu by inputting DB the TYPE field.   
 
To access a TR51 input screen from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input either A (for multiple input) or S (for single input). 
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Disbursements Mini Menu (with example data input)

 
 
From the Disbursements Mini Menu, the following transaction and actions are available for 
unencumbered disbursement input: 

Transaction Type Description Special Instructions 

51 
Unencumbered 
Disbursements 

Available SEL (Selection) options for 
input: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 

 
 

204.2.1 TR51 Single Input 
 

The TR51 Unencumbered Disbursement Single Input Request allows the user to input all data codes 
associated with the transaction and consists of two screens.  Some of these codes are retrieved, but 
can be updated prior to the end of the current business day if necessary. 
 
To access the TR51 Unencumbered Disbursements Single Input Request from any FLAIR input 
screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input S. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Single Input Request Screen 
One. 

 
TR51 – Unencumbered Disbursements – Single Input - Request - Screen One

 
 
TR51 Unencumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  L2-L5 default to 
zero if left blank.  (11N) 

EO Expansion Option 
Required.  Defaults to zero if left blank.  
(2A/N) 

VR Expansion Option Version 
Required.  If Resource Access Control 
Facility (RACF) user ID starts with MFMPI.  
(2A/N)   
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Field Description Required/Optional/Special Instructions 

OBJECT Object Code 

Required.  Must be a valid expenditure 
object code beginning with 1-8.  The 
agency’s unique codes are established in 
the FLAIR Title File.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
4. Input the appropriate fields on the TR51 Single Input Request Screen One. 

 
TR51 – Unencumbered Disbursements – Single Input - Request - Screen One (with example data 
input) 

 
 

5. Press Enter.  FLAIR will display on TR51 Single Input Screen Two. 
Note: The NEXT line can be used to begin a new transaction prior to pressing Enter. 
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TR51 – Unencumbered Disbursements – Single Input - Screen Two  

 
TR51 Unencumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Version Retrieved.  (2A/N) 

OBJECT Object Code Retrieved.  (6N) 

CF Certified Forward Indicator Optional.  (1A) 

DESCRIPTION Description 
Optional.  Required if the machine 
generated date (MGDT) > 07/01 or <10/01 
and CF = C.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  If expenditure is a pay and 
charge.  (14A/N) 

AMOUNT Amount Required.  Cannot equal 0.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  An individual or entity that is 
receiving a payment that is associated 
with the receipt of commodities or 
services.   

If using vendor number with prefix of F, S, 
N, or E.   

If establishing as an intra-agency or 
inter-agency JT, the user must input the 
21-digit account code (OLO-GF-SF-FID-
BE-IBI).  See benefitting data below 
for additional information.  (21A/N) 

TRN-DT Transaction Date 
Required.  Transaction date according to 
section 215.422, F.S.  (8N) 

G Grouping Character Optional.  (1A/N) 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0215/Sections/0215.422.html


 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 110 of 547 
 

Field Description Required/Optional/Special Instructions 

VOUCH-NO  Voucher Number 

Required.  If BI = X. 
 
Optional.  FLAIR will automatically assign 
voucher numbers during overnight 
processing and agencies can manually 
assign if necessary.  (1A) 

LINE Line Number Optional.  (4A/N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A – Bypass automatic posting to have DFS 

audit or merge with a payment 
$1,000.01 or over. 

N – Produces a non-CFO voucher (JTs only). 
X – Produces no voucher; used for manual 

vouchers sent to DFS or on-demand 
warrants. 

 
If RACF ID starts with MFMPI, BI is not 
allowed (if transaction is input in MFMP).  
(1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N)   

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero.  (10.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  Can be used to record a local 
fund or a revolving fund check number. 
Cannot be input if BI = # or E. 
 
If RACF ID starts with MFMPI, CK-NO BI is 
not allowed (if transaction is input in 
MFMP).  (8N) 

CK-DT Check Date Optional.  (MMDDYYYY)  (8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefiting Organization 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
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Field Description Required/Optional/Special Instructions 

If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefiting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefiting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefiting Certified 

Forward 
Optional.  Used only when disbursement is 
made to another state fund.  (1A) 

BF-CAT 
Benefiting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefiting Year Optional.  (2N) 

The following codes fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code 
Optional.  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.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number must be present 
before a grant year is input.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 
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Field Description Required/Optional/Special Instructions 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over 
into the Title File prior to use in a 
transaction.  (11A/N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

COUNT 
Beginning Property 

Identification Number 
Count 

Optional.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
Vendor ID/BF Data Options: 

If the vendor ID begins with E, F, S, or N when making a payment, the following fields must be left 
blank: 

• BF-ORG and BF-EO combination, or 
• BF-CAT/YR. 
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TR51 – Unencumbered Disbursements – Single Input (example using a vendor ID of F, S, N, or E) 

If the 21-digit FLAIR account code is input (vendor ID begins with 0-9) when making a payment, 
the user is required to input the following fields: 

• BF-ORG and BF-EO combination, or 
• BF-CAT/YR.  If the YR field is left blank it will default to 00. 

 
TR51 – Unencumbered Disbursements – Single Input – Screen Two 
(example with FLAIR account code and BF data)  

If the VENDOR-ID is left blank, input data in the following fields are required: 
• BF-ORG 
• BF-EO 
• BF-OB 
• BF-CAT/YR is required only if BF L1 or OLO data does not equal user’s L1 or OLO. 
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TR51 – Unencumbered Disbursements – Single Input – Screen Two (example with BF data)

 

6. Press Enter.  FLAIR will return user to the TR51 Single Input Screen Two.  FLAIR will 
retrieve any data that is included on the NEXT line and the AMOUNT, QUANTITY, AB, 
CF, and YR fields will be blank. 

7. The user has the option to either press F12 to exit this screen or continue to input 
additional transactions by typing over or adding to the existing data on the first line. 

 
 

204.2.2 TR51 Multiple Input 
 

Users can process multiple transactions using the multiple input option.  Multiple transactions have 
limited data, but the user can input up to three transactions per page.  Multiple input pages do not 
display Expansion File data (FLAIR account code, contract number, grant number, project number, 
etc.). 
 
To access the TR51 Unencumbered Disbursements Multiple Input function from the Disbursements 
Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input A. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple Input 
Screen One. 

 

TR51 – Unencumbered Disbursements – Multiple Input - Screen One (with example data 
retrieved) 

 

4. Input the required data as needed on the TR51 Unencumbered Disbursements Multiple 
Input Screen Two.  Up to three disbursements may be input on a page.  
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TR51 – Unencumbered Disbursements – Multiple Input - Screen One (with example data input) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Press Enter.  FLAIR will return user to the TR51 Unencumbered Disbursement Multiple 

Input Screen One.  FLAIR will retrieve any data on the first screen that is included on the 
last line of the original input screen. FLAIR will consider this line as a new transaction on 
the new screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
6. The user has the option to either press F12 to exit this screen or continue to input 

additional transactions by typing over or adding to the existing data on the first line.  
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204.3 TR51 Inquiry  
 

Users can inquire into single unencumbered disbursements using a TR51I or multiple line 
unencumbered disbursements using TR51M.  These functions are only available the same day the 
transaction is input prior to nightly processing.  Only transactions within the user’s organization 
level and site will be displayed. 
 
 

204.3.1 TR51 Single Inquiry 
 

Single inquiry allows the user to view all data codes associated with the transaction.  This includes 
codes which are retrieved from the Expansion Files.  They may be changed if necessary.  
 
To access the TR51 Unencumbered Disbursements Single Inquiry Request from the Disbursements 
Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Inquiry 
by Site Request Screen One. 
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TR51 – Unencumbered Disbursements – Single Inquiry By Site - Request - Screen One 

 
 
TR51 Unencumbered Disbursements Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on Organization 
Level selected.  (11N) 

USER ID 
FLAIR User Identification 

Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
 

19 Digits of the 
FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields (with exception 
of IBI).  The following codes are available 
for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG/BF-EO 
Benefitting Organization 
Code/ Expansion Option 

Optional.  If used, users must input both 
codes and the VENDOR ID field must be 
blank.  
BF-ORG  (11N) 
BF-EO  (2A/N) 

VOUCHER-NO/ 
LINE 

Voucher Number/ 
Voucher Line Number 

Optional.  If assigned by the user.  
VOUCHER-NO  (7A/N) 
LINE  (4N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

 
4. Input one or a combination of fields to narrow the search criteria. 
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TR51 – Unencumbered Disbursements – Single Inquiry By Site - Request - Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will display transactions on TR51 Single Inquiry Screen Two meeting 
the search criteria.  If no search criteria is used, all transactions within the user’s 
organization code level and site will display.  

 
TR51 - Unencumbered Disbursement – Single Inquiry By Site - Screen Two (with example data 
retrieved) 

 
6. Press F8 to view additional transactions until the message “END OF SEARCH” appears. 
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204.3.2 TR51 Multiple Inquiry 
 

Multiple inquiry allows the user to view three transactions per screen.  To access the 
Unencumbered Disbursements – Multiple Inquiry Request Screen One from the Disbursements 
Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple 
Inquiry by Site Request Screen One. 

 
TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request - Screen One 

4. Input one or a combination of fields to narrow the search criteria.  See section 204.3.1 
TR51 Single Inquiry for details on fields available for input. 
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Note: The OTHER-DOC field is not available on the Multiple Inquiry Screen. 
 
TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request - Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple 
Inquiry by Site Screen Two. 
 

TR51 – Unencumbered Disbursements – Multiple Inquiry By Site - Screen Two 
(with example data input) 

 
6. In X field, input I to view detailed information.  
7. Press Enter.  FLAIR will retrieve the TR51 Single Inquiry Screen One.  
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TR51 – Unencumbered Disbursements – Single Inquiry By Site - Screen Two 
(with example data retrieved) 

 
8. Press F8 to view additional records until “END OF SEARCH” message is displayed. 

 
 

204.4 TR51 Update  
 

The TR51 Update by Site option is used to make changes or corrections to transactions input into 
FLAIR during the current business day before the entries are sent for nightly processing.  If a 
transaction made on a prior day needs to be corrected, it must be reversed using a TR58 (some 
instances can require a voucher deletion) and reprocessed.  A TR51 will be used when a voucher is 
required; a TR58 when a voucher is not required. 
 
Before making an update to a record, the user must first perform an inquiry.  From the inquiry 
screen, the user may access the update screen.  There are two ways users can access the Single 
Update by Site Screen: 

• Single Inquiry 
• Multiple Inquiry 

 
 

204.4.1 TR51 Single Update 
 

Updates to TR51s can only be made on the same business day the entry was input. 
 
To update a transaction using the single update option from the Disbursements Mini Menu or any 
FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input I.  
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR51 Single Inquiry by Site Request Screen One. 
 
TR51 – Unencumbered Disbursements – Single Inquiry By Site – Request – Screen One 

 
4. Input one or a combination of fields to narrow the search criteria (L1 is protected).  See 

section 204.3.1 TR51 Single Inquiry for details on fields available for input. 
5. Press Enter.  FLAIR will display the requested entry with expanded data.  
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TR51 – Unencumbered Disbursements – Single Inquiry By Site - Screen Two 
(with example data retrieved) 

 
 

6. To update this transaction, input U in the SEL field. 
 

TR51 – Unencumbered Disbursements – Single Inquiry By Site - Screen Two (with example data 
input)

 
 

7. Press Enter.  FLAIR will display the TR51 Unencumbered Single Update by Site Screen 
One.  
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TR51 – Unencumbered Disbursements – Single Update By Site - Screen One 
(with example data retrieved)

 
 

8. a.  Input missing data into a blank field, or type over existing data; OR 
b.  To delete the entire transaction, input D in the DEL field.  

9. Press Enter. 
a.  FLAIR will either display the single inquiry screen with updated information; OR 
b.  If the disbursement was deleted, FLAIR will display the “END OF SEARCH” screen. 

 
 

204.4.2 TR51 Multiple Update 
 

Users can update multiple transactions by retrieving the TR51 Multiple Inquiry by Site Request 
option.  See section 204.3.2 TR51 Multiple Inquiry for instructions on how to retrieve this 
option.  Once the screen is retrieved, the user must enter the optional data and press Enter to 
access the TR51 Multiple Inquiry by Site option for updates. 

 
To update a TR51 using the multiple inquiry option from any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input M. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple 
Inquiry by Site Request Screen One.  

 
TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request – Screen One 

 
4. a.  Input one or a combination of fields (L1 is protected); OR 

b.  Leave all fields blank.  
Note:  Using the encumbrance number will limit the search for a specific encumbrance. 
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TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request – Screen One 
(with example data input) 

 
 

5. Press Enter. 
a.  FLAIR will retrieve records based on the search criteria input; OR 
b.  If all fields are left blank, FLAIR will return all transactions within the user’s 

organization code level and site. 
 
TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data retrieved) 

 
 

6. In the X field next to the transaction to be updated, input U. 
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TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data input) 

 
7. Press Enter.  FLAIR will display the selected record with expanded data on TR51 Single 

Update by Site Screen One. 
 
TR51 – Unencumbered Disbursements – Single Update By Site – Screen One 
(with example data retrieved) 

 
 

8. a.  Input missing data or type over existing data; OR  
b.  To delete the entire transaction, input D in the DEL field. 
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TR51 – Unencumbered Disbursements – Single Update By Site – Screen One (with example data 
input) 

 
9. Press Enter. 

a.  FLAIR will display the TR51 Unencumbered Disbursements Single Inquiry Screen One 
with updated information; OR 

b.  If the disbursement was deleted, FLAIR will display the message “END OF SEARCH.” 
 
 

204.5 TR51 FLAIR Accounting Entries 
 

This TR51 is used to record cash disbursements where no encumbrance or liability was previously 
established and to record credit memos.  A credit memo is an invoice crediting the agency’s 
account instead of issuing a refund of cash to the agency or vendor.  The agency may then use the 
credit memo to reduce the amount owed for a current invoice from that same vendor. 
 
To record a credit memo, the user must input the following two transactions: 

• The first transaction records a debit for the full amount of the invoice. 
• The second transaction records the full amount of the credit memo (input as a negative 

amount). 
 
During nightly processing, FLAIR places both items on the same voucher schedule.  The voucher 
schedule reflects both entries and display the net amount owed to the vendor on one voucher 
schedule.   
 
Note: The debit amount should exceed the credit amount by at least one cent ($0.01), and the 
29-digit code (including the grouping character, if used) must be the same for both the debit and 
credit accounting entry.  
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The entries below record the $500.00 TR51 Unencumbered Disbursement and a $250.00 credit 
memo in the GL accounts. 

 
Disbursement: 

SF GL Code Description DR CR I/A 

 7***** Expenditures 500  I 

1 13100         Unexpended GR Release or  500 A 

2, 3 12200         Released Cash in State Treasury or  500 A 

8 11200         Cash in Bank  500 A 

A = FLAIR Automated; CR = Credit; DR = Debt; GL = General Ledger; GR = General Revenue ; I = Input;  
SF = State Fund. 

 
Credit memo: 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release or 
25.0

0 
 A 

2, 3 12200         Released Cash in State Treasury or 
25.0

0 
 A 

8 11200 Cash in Bank 
25.0

0 
 A 

 7****         Expenditures  
25.0

0 
I 

A = FLAIR Automated; CR = Credit; DR = Debt; GL = General Ledger; GR = General Revenue; I = Input;  
SF = State Fund. 

 
The net amount paid to the vendor will be $25.00 of the two entries above processed by the user in 
FLAIR. 
 
The GL code for expenditures (7****) may be entered by the user or retrieved from the Expansion 
Set File.  To record an increase in expenditures, the user should input a positive amount which will 
be entered as a debit to the 7**** account.  To record a credit memo, the user should input a 
negative amount which will be entered as a credit to the 7**** account. 
 
When unencumbered disbursements are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A +/-amount +/-amount 

Fund Release +/-amount +/-amount N/A 

Organization Cash N/A +/-amount +/-amount 

Organization 
Allotment 

+/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 

 
Note: Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, 
and/or project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the GRANT, CONTRACT, and/or 
PROJECT fields are input. 
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205 Revolving Funds  
 
A revolving fund is defined as a cash fund established from an operating account and used to make 
authorized expenditures as defined by law.  The revolving fund is established as a local fund (or 
local account outside the State Treasury) by the agency and must be approved by the CFO.  The 
agency maintains a set balance and is reimbursed in FLAIR during the course of its operations.  
Theoretically, it is a petty cash fund used from current budget entities for purchases or services 
related to that entity and must be reimbursed to restore the funds back into the petty cash fund.  
The revolving fund can be used to make immediate or emergency disbursements on behalf of that 
agency or the State for the following reasons including, but not limited to: 

• Immediate payroll; 
• Goods and services; 
• Witness fees; and 
• Immediate travel arrangements. 

 
 

205.1 Authority 
 

The Florida Statutes and Florida Administrative Codes which contain the legal authority for 
establishing and maintaining revolving funds are defined in: 

• Section 216.271, F.S., states the CFO has the authority to establish and approve changes to a 
revolving fund. 

• Rule 69I-23.003, F.A.C., establishes the rules for the creation, continuation, or changes to a 
revolving fund.  All requests by an agency must be sent to the DFS Bureau of Financial 
Services. 

• Rule 69I-23.004, F.A.C., establishes the requirement for agencies to maintain internal 
controls for a revolving fund. 

• Rule 69I-31.226(1), F.A.C., establishes the rules for payment of salaries or wages of any 
type from a revolving fund after the receipt of written approval by the DFS Bureau of 
Financial Reporting. 

 
Note: This does not include agency specific statutes or rules concerning revolving funds. 
 

205.2 Internal Controls 
 

Each agency is required to establish and maintain an adequate system of internal control over each 
of its authorized revolving funds pursuant to Rule 69I-23.004, F.A.C. 
 
Adequate internal controls shall include, at minimum: 

• Current written procedures for the use of each revolving fund. 
• Reconciliation of bank statements by someone other than the Custodian or employee 

directly supervised by the Custodian. 
• Unscheduled cash counts by someone who is independent of the Custodian within the 

agency. 
• Updated written documentation of the system. 
• Check stock must be kept in a secured location. 
• Accountability for test and voided checks. 
• Segregation of duties. 
• Special password security for running checks. 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.271&URL=0200-0299/0216/Sections/0216.271.html
https://www.flrules.org/gateway/ruleno.asp?id=69I-23.003
https://www.flrules.org/gateway/RuleNo.asp?ID=69I-23.004
https://www.flrules.org/gateway/RuleNo.asp?id=69I-31.226
https://www.flrules.org/gateway/RuleNo.asp?ID=69I-23.004
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• Policies for changing passwords. 
• Controls over input preparation and approval. 
• Editing and validation of input data. 

 
All revolving fund checks must require two authorized signatures.  DFS may give written approval 
for the use of a single signature for revolving funds using an automated check writing system if it is 
determined that adequate internal controls are maintained. 
 
 

205.3 Revolving Fund Flow Chart 
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205.4 Revolving Fund Transactions 
 

The following Revolving Fund transaction types are discussed in detail in this chapter: 
• Revolving Fund Unencumbered Disbursement (TR52); 
• Revolving Fund Encumbered Disbursements (TR71); and 
• Revolving Fund Subsidiary (TR7S). 

 
All revolving fund disbursement transaction types can be found on the Disbursements Mini Menu.  
 
Disbursements Mini Menu (with example data input)

 
 
Within the Disbursements Mini Menu, users have access to the following revolving fund 
transactions: 

Transaction Type Description Special Instructions 

52 
Revolving Fund 
Unencumbered 
Disbursements 

Available SEL (Selection) options: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display 

71 
Revolving Fund 

Encumbered Disbursements 

Available SEL (Selection) options:  
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display 

7S 
Revolving Fund 

Subsidiary Ledger 

Available SEL (Selection) options:  
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display  
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205.5 TR52 Revolving Fund Unencumbered Disbursement 
 

The TR52 Revolving Fund Unencumbered Disbursement Transaction is used to record cash 
disbursements from revolving funds where no encumbrance or payable has been previously 
established.   
 
A TR52 reimburses the local revolving fund from an agency’s operating account and credits the 
agency’s cash after the request has been approved for payment by DFS Bureau of Auditing.  If an 
agency has a credit memo.  Each time a disbursement is recorded through TR52 a record for the 
disbursement is also created on the Revolving Fund Subsidiary Ledger (7S) (see section 205.11 
Revolving Fund Subsidiary Ledger). 
 
 

205.5.1 TR52 Single Input 
 

Single input allows the user to view all data codes associated with the transaction.  Some of these 
codes are retrieved from the Expansion Files, and they may be updated if necessary. 
 
To record a single TR52 from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input S. 

  
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 
Single Input Request Screen One. 
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TR52 - Revolving Fund Unencumbered Disbursements – Single Input - Request – Screen One

 
 
TR52 Revolving Fund Unencumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Required.  (11N) 

EO Expansion Option Required.  (2A/N) 

VR Version Optional.  (2A/N) 

OBJECT Object Code 
Required.  Must be a valid expenditure 
object code beginning with 1-8.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
4. Input data in the required fields and optional fields (if any). 
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TR52 - Revolving Fund Unencumbered Disbursements – Single Input – Request - Screen One  
(with example data input) 

 
 

5. Press Enter.  FLAIR will display TR52 Single Input Revolving Fund Unencumbered 
Disbursements Single Input Screen Two. 

 
TR52 - Revolving Fund Unencumbered Disbursements – Single Input - Screen Two 
(with example data retrieved) 

 
 
TR52 Revolving Fund Unencumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Version Retrieved.  (2A/N) 

OBJECT Object Code Retrieved.  (6N) 
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Field Description Required/Optional/Special Instructions 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

CF Certified Forward Indicator 
Optional.  If SF = 8 is retrieved, the error 
message “CF IS NOT ALLOWED WITH 
LOCAL FUNDS” will display.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  (14A/N) 

AMOUNT Transaction Amount 

Required.  Use positive amounts to record 
disbursements and negative amounts to 
record credit memos.   
 
Note:  The net total must be a positive 
amount if a credit memo is recorded.  
(10.2N)    

VENDOR-ID 
Vendor Identification 

Number 
Required.  (21A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to the 
current date.  (8N)  

OTHER-DOC Other Document Number Optional.  (11A/N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  The first character must be 
alphabetic.  (7A/N) 

LINE Voucher Line Number 
Required.  If VOUCH-NO is input.   
Optional.  (4N) 

BI Bookkeeping Indicator 

Optional. Valid input: 
A – Used in disbursement transactions to 

bypass the automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not actually been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
online voucher audits for cash receipt 
corrections.  N will prevent the 
transactions from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing (no voucher 
produced), and the online voucher 
audit. 
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Field Description Required/Optional/Special Instructions 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

INVOICE Invoice Number Required.  Cannot not equal 0.  (9A/N) 

AB 
Available Balance Override 

Indicator 

Required.  Valid input: X.  If an error 
message displays and the user has available 
balance override authority.   
 
Optional.  If user has available balance 
override authority.  (1A) 

QUANTITY Quantity Optional.  (10.2N) 

CK-NO Local Fund Check Number 
Required.  If BI = $ or C.   
 
Optional.  If BI = blank, X, N, or A.  (8N) 

CK-DT Local Fund Check Date Optional.  (8N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

CAT Appropriation Category Retrieved.  (6N)  

YR Appropriation Year Required.  Defaults to 00 if left blank.  (2N) 

GL General Ledger Retrieved.  (5N) 

EGL External General Ledger Retrieved.  (5N) 

EOB External Object Code Retrieved.  (3A) 

ECAT External Category Retrieved.  (6N) 

EP External Program Retrieved.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N)   

GY Grant Year 
Optional.  A grant number must be present 
before contract 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N)   

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 
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Field Description Required/Optional/Special Instructions 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.   
(2A/N) 

GF GAAFR Fund Retrieved.  (2N) 

SF State Fund Retrieved.  (1N) 

FID Fund Identifier Retrieved.  (6N) 

BE Budget Entity Retrieved.  (8N) 

IBI Internal Budget Indicator Retrieved.  (2N) 

EF External Fund Type Retrieved.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

RVL Revolving Fund Identifier Protected.  (5N) 

BPIN 
Beginning Property Item 

Number 
Optional.  (8A/N) 

COUNT Count Optional.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
6. Input data in the required (AMOUNT, VENDOR ID, TRN-DT, INVOICE) and optional 

fields (if any). 
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TR52 - Revolving Fund Unencumbered Disbursements – Single Input - Screen Two 
(with example data input)

 

7. Press Enter.  FLAIR will return user to TR52 Revolving Fund Single Input Screen Two 
and retrieve any data that is included on the NEXT line.  The AMOUNT, QUANTITY, AB, 
CF, and YR fields will be blank. 

 
 

205.5.2 TR52 Multiple Input 
 

Users can process multiple transactions using the multiple input option.  Multiple transactions 
display limited data, but allow input of up to three lines per page with no Expansion File data.  
 
To record multiple TR52s from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input A. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 
Multiple Input Request Screen One. 

 
TR52 – Revolving Fund Unencumbered Disbursements - Multiple Input – Screen One 
(with example data retrieved) 

4. Input the appropriate fields. 
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TR52 – Revolving Fund Unencumbered Disbursements – Multiple Input – Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will return user to the TR52 Revolving Fund Multiple Input Screen 
Two and will retrieve any data that is included on the NEXT line.  The AMOUNT, 
QUANTITY, AB, CF, and YR fields will be blank. 

 
The user has the option to either press F12 to exit this screen or continue to input additional 
transactions by typing over the existing data on the first line. 
 
 

205.6 TR52 Inquiry 
 

A TR52 inquiry allows users to view transactions input the same day prior to nightly processing.  
Only transactions within the user’s organization level and site will be displayed.  There are two 
ways to inquire into a TR52: 

• Single Inquiry 
• Multiple Inquiry 

 
 

205.6.1 TR52 Single Inquiry 
 

Users can inquire into a single disbursement using a TR52I, and multiple line disbursements using a 
TR52M.  These functions are only available the same day the transaction is input.   
 
Only transactions within the user’s organization level and site will be displayed. 
 
To inquire into a single TR52 from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the Single Inquiry by Site Request Screen One. 
 
TR52 – Revolving Fund Unencumbered Disbursements – Single Inquiry By Site – Request - 
Screen One 

 
4. a.  Input one or a combination of fields to narrow the search criteria; OR 

b.  Leave all fields blank. 
5. Press Enter.   

a.  If data is input, FLAIR will display the requested transaction with expanded data 
available for review only (no updates); OR  

b.  If all fields are left blank, FLAIR will display all TR52 transactions input within the 
user’s site in L2-L5 order.   
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TR52 – Revolving Fund Unencumbered Disbursements – Single Inquiry By Site – Screen Two 
(with example data retrieved)   

 

205.6.2 TR52 Multiple Inquiry 
 

The multiple inquiry screens display the first three entries on a file meeting the search criteria 
without expanded data. 
 
To inquire into multiple TR52s from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 
Multiple Inquiry by Site Request Screen One. 
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TR52 – Revolving Fund Unencumbered Disbursements – Multiple Inquiry By Site – Request – 
Screen One 

 
4. a.  Input search criteria; OR  

b.  Leave all fields blank. 
5. Press Enter.   

a.  FLAIR will retrieve and display the TR52 Revolving Fund Unencumbered 
Disbursements Multiple Inquiry by Site Screen Two based on the search criteria input; 
OR 

b.  If all fields are left blank, FLAIR will display all TR52s input within the user’s site in 
L2-L5 order. 

 
TR52 – Revolving Fund Unencumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data input)

 
 
If I is input in the X field, FLAIR will display expanded data on the TR52 Single Inquiry Screen.  See 
section 205.6.1 TR52 Single Inquiry for details regarding the single inquiry screen with 
expanded data. 
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205.7 TR52 Update 
 

In order to make changes or corrections to a TR52, the user must first inquire on the selected 
record.  After the inquiry, the user can update the record.  When using the update option, changes 
can only be made to the transactions input into the system on the current business day.  See 205.6 
TR52 Inquiry for instructions. 
 
To make corrections to TR52 entries input on a prior day, the user should use a TR59, Revolving 
Fund Disbursement Correction.  See section 212 Expenditure Corrections for more information. 
 
The user can retrieve records using the TR52 Single Update by Site in two ways: 

• Single Inquiry 
• Multiple Inquiry 

 
 

205.7.1 TR52 Single Update 
 

The single inquiry option displays the transaction recorded on the Daily Input File with expanded 
data. 
 
To update a TR52 using the single inquiry option from the Disbursements Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 
Single Inquiry by Site Request Screen One. 
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TR52 – Revolving Fund Unencumbered Disbursements - Single Inquiry By Site - Request – 
Screen One 

 
 

4. Input the search criteria.  See section 205.6.1 TR52 Single Inquiry for more 
information. 

5. Press Enter and FLAIR will display the TR52 Single Inquiry by Site Screen Two. 
 
TR52 – Revolving Fund Unencumbered Disbursements – Single Inquiry By Site – Screen Two 
(with example data retrieved) 
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To update this transaction from the TR52 Single Inquiry by Site Screen Two: 
6. In the SEL field, input U. 

TR52 – Revolving Fund Unencumbered Disbursements – Single Inquiry By Site – Screen Two 
(with example data input)

 
 

7. Press Enter.  FLAIR will display the TR52 Unencumbered Revolving Fund Single Update 
by Site Screen One. 

 
TR52 – Revolving Fund Unencumbered Disbursements – Single Update By Site – Screen One 
(with example data retrieved) 

 
 

8. a.  The user can type over existing data and/or input missing data; OR 
b.  The user can input D in DEL (Delete) field to delete transaction from the daily input 
file. 

9. Press Enter.  FLAIR will display the TR52 Single Inquiry Screen One. 
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The following data codes are protected fields and may not be updated.  If the user identifies an 
error with these codes, the transaction must be deleted and reprocessed. 
 

L1-L5 EO VR 

OBJECT GF SF 
FID EF RVL 

 
The following codes may not be deleted, but may be changed: 

VENDOR-ID TRN-DT AMOUNT 

VOUCH-NO (if BI = X) GL LINE (if a VOUCH-NO is assigned) 

BE IBI INVOICE 
STATE PROGRAM CK-NO (if BI = $ or C) CAT 

 
Note: The NEXT line  is not available with a TR52 Single Update.  Another record can be updated 
using single or multiple inquiry, then follow the same procedures as above. 
 
 

205.7.2 TR52 Multiple Update 
 

The TR51 multiple inquiry option displays the transactions recorded on the Daily Input File 
without expanded data. 
 
To update a TR52 using the multiple inquiry option from any FLAIR input screen: 

1. In the TYPE field, input 52. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 
Multiple Inquiry by Site Request Screen One. 
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TR52 Revolving Fund Unencumbered Disbursements – Multiple Inquiry By Site – Request – 
Screen One 

 
To inquire on the transaction: 

4. Input the search criteria.  See section 205.6.2 TR52 Multiple Inquiry for more 
information. 

5. Press Enter.  FLAIR will display the TR52 Multiple Inquiry by Site Screen Two. 
 
TR52 – Revolving Fund Unencumbered Disbursements – Multiple Inquiry By Site - Screen Two 
(with example data retrieved) 

 
 
To update this transaction from the TR52 Multiple Inquiry by Site Screen Two: 

6. In the X field, input U. 
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TR52 – Revolving Fund Unencumbered Disbursements – Multiple Inquiry By Site - Screen Two  
(with example data input) 

 
7. Press Enter.  FLAIR will display the TR52 Revolving Fund Unencumbered Disbursements 

Screen One. 
 
TR52 – Revolving Fund Unencumbered Disbursements – Single Update By Site – Screen One 
(with example data retrieved) 

 
 

8. a.  Type over existing data and/or input missing data; OR 
b.  Input D in the DEL (Delete) field to delete transaction from the Daily Input File. 
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TR52 – Revolving Fund Unencumbered Disbursements – Single Update By Site – Screen One 
(with example data input) 

 
 

9. Press Enter.  FLAIR will process any changes display the TR52 Multiple Inquiry Screen 
One. 

 
 

205.8 TR71 Revolving Fund Encumbered Disbursement 
 

The TR71 Revolving Fund Encumbered Disbursement transaction is used to record cash 
disbursements from a revolving fund where an encumbrance has been previously established.  
Each time a disbursement is input through a TR71, a record is also recorded on the Revolving Fund 
File (7S). 
 
 

205.8.1 TR71 Single Input 
 
The TR71 single input option allows the user to view all. required and optional data fields prior to 
processing the disbursement.  During the nightly update process, the encumbrance entries from the 
Daily Input File update the agency's Detail and Master Files and are added to the Encumbrance and 
Revolving Fund Subsidiary File. 
 
To record a single TR71 from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 71. 
2. In the SEL field, input S. 

 
  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 154 of 547 
 

Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the Single Input Request Screen One. 
 
TR71 – Revolving Fund Encumbered Disbursements – Single Input – Request - Screen One

 
 
TR71 Revolving Fund Encumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

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

LINE Line Number Required.  (4N) 

L1 L2 L3 L4 L5 Organization Code Optional.  (11N) 

EO Expansion Option Optional.  (2A/N) 

VR Version Optional.  (2A/N) 

OBJECT Object Code Optional.  (6N) 
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4. Input the required and optional data as appropriate (FLAIR retrieves data from 
previously established encumbrance if no changes were made).  See section 202.2 TR60 
Encumbrance Single Input for more information. 

 
TR71 – Revolving Fund Encumbered Disbursements – Single Input – Request - Screen One 
(with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Single Input Screen Two. 

 
TR71 – Revolving Fund Encumbered Disbursements – Single Input - Screen Two 
(with example data retrieved) 
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TR71 Revolving Fund Encumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

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

MBI Memo Blanket Indicator Retrieved.  (1A) 

LINE Line Number Retrieved.  (4N) 

F Final Payment Indicator Optional.  (1A) 

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Version Retrieved.  (2A/N) 

OBJECT Object Code Retrieved.  (6N) 

CF Certified Forward Indicator 
Optional.  If SF=8 is retrieved, the error 
message “CF IS NOT ALLOWED WITH 
LOCAL FUNDS” will display.  (1A)   

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  (14A/N) 

AMOUNT Transaction Amount 
Required.  Positive amounts only.  Negative 
amounts are invalid for this transaction 
type.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  Accounts receivable customer 
name cannot be used for this transaction 
type.  (21A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to the 
current date.  Transaction date according to 
section 215.422, F.S.  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  The first character must be 
alphabetic.  (6A/N) 

LINE Voucher Line Number Required.  If VOUCH-NO is input.  (4N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A – Bypass auto posting to have DFS audit 

or merge with a payment $1,000.01 or 
over. 

N – Produces a non-CFO voucher (JTs only). 
X – Produces no voucher and used for 

manual vouchers sent over to DFS or on 
demand warrants.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Required.  May not equal 0.  (9A/N) 

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
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Field Description Required/Optional/Special Instructions 

AB 
Available Balance 
Override Indicator 

Required.  Valid input: X.  If error messages 
display and the user has available balance 
override authority.  
 
Optional.  If user has available balance 
override authority.  (1A) 

QUANTITY Quantity Optional.  (10.2N) 

CK-NO Local Fund Check Number 
Required.  If BI = $ or C.   
 
Optional.  If BI = blank, X, N, or A. (8N) 

CK-DT Local Fund Check Date Optional.  (8N) 

PID Product Identifier Optional.  (3A/N) 

STATE PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

CAT Appropriation Category Required.  (6N)   

YR Appropriation Year Required.  Defaults to 00 if left blank. (2N) 

GL General Ledger Required.  (5N) 

EGL External General Ledger Optional.  (5N) 

EOB External Object Code Optional.  (3A) 

ECAT External Category Optional.  (6N) 

EP External Program Optional.  (2N) 

GRANT Grant Number 
Optional.  If object code = 75XXXX, a grant 
and/or contract number is required.  
(5A/N) 

GY Grant Year 
Optional.  A grant number must be present 
before contract 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID/BE/IBI 
19 Digits of the  

FLAIR Account Code 
Required.  (19N) 

EF External Fund Type Retrieved.  (1N) 
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Field Description Required/Optional/Special Instructions 

RVL Revolving Fund Identifier Required.  (5N) 

BPIN 
Beginning Property Item 

Number 
Optional.  (8A/N) 

COUNT Count Optional.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
6. Input the required fields and optional fields as necessary. 

 
TR71 – Revolving Fund Encumbered Disbursements – Single Input - Screen Two 
(with example data input) 

 
 

7. a.  Complete the fields on the NEXT line to begin another transaction; OR 
b.  Press Enter.  FLAIR will display the TR71 Single Input Screen Two. 

 
 

205.8.2 TR71 Multiple Input 
 

Users can process multiple TR71s using the multiple input option.  Multiple transactions have 
limited data, but the user can input up to three lines per page with no Expansion File data.  
 
To record multiple TR71s from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 71. 
2. In the SEL field, input A. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Multiple Input Request Screen One.   

 
TR71 – Revolving Fund Encumbered Disbursements – Multiple Input – Request - Screen One

 
 

4. In the EN-NO field, input the assigned encumbrance number. 
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TR71 – Revolving Fund Encumbered Disbursements – Multiple Input – Request – Screen One  
(with example data input) 

 
 

5. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Multiple Input Screen Two.  See section 205.8.1 TR71 Single Input for field 
descriptions. 

 
TR71 - Revolving Fund Encumbered Disbursements - Multiple Input - Screen Two 
(with example data retrieved) 

6. Input up to four lines of data. 
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TR71 Revolving Fund Encumbered Disbursements Multiple Input Screen Two (with example 
data input)

 
 

7. Press Enter.  FLAIR will display the TR71 Revolving Fund Multiple Input Screen Two 
with data from the last line input on the original TR71 Multiple Input Screen.  

 
Note: The user has the option to either press F12 to exit this screen and return to TR71 Multiple 
Input Screen One or continue to input additional transactions by typing over the existing data on 
the first line. 
 
 

205.9 TR71 Inquiry 
 

Agency users have the option to inquire on TR71 transactions input during the current business 
day. This option will not be available after overnight processing because TR71s create vouchers for 
processing on the following business day.   There are two ways to inquire into a TR71: 

• Single Inquiry 
• Multiple Inquiry 

 
TR71 single inquiry allows users to view data codes available for a transaction.  TR71 multiple 
inquiry allows the user to view up to four transactions per screen with limited data. 
 
  

205.9.1 TR71 Single Inquiry  
 

Users can inquire on a single disbursement using a TR71I for transactions input on the same 
business day within their OLO and/or site prior to overnight processing.  
 
To inquire into a TR71 from the Disbursements Mini Menu or the Main Accounting Menu: 

1. In the TYPE field, input 71. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Single Inquiry by Request Screen One. 
 

TR71 – Revolving Fund Encumbered Disbursements – Single Inquiry By Site – Request – Screen 
One

 
 

4. a.  Input the appropriate search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements Single 

Inquiry by Site Screen Two based on the search criteria input; OR 
b.  If all fields are left blank, FLAIR will display all TR71 transactions within the user’s 

site in L2-L5 order. 
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TR71 – Revolving Fund Encumbered Disbursements – Single Inquiry By Site - Screen Two 
(with example data retrieved) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Press F8 to view additional records until  “END OF SEARCH”  
message is displayed. 

 
 

205.9.2 TR71 Multiple Inquiry  
 

The TR71 multiple inquiry screen displays limited data for up to three transactions per screen 
input on current business day’s Daily Input File.  This option is only available prior to nightly 
processing.  
 
To inquire multiple TR71s from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 71. 
2. In the SEL field, input M. 

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 164 of 547 
 

Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Multiple Inquiry by Site Request Screen One.  

 
TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site – Request - 
Screen One 

 
4. a.  Input the appropriate search criteria; OR  

b.  Leave all fields blank.  
5. Press Enter.  

a.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements Multiple 
Inquiry by Site Screen Two based on the search criteria input; OR 

b.  If all fields are left blank, FLAIR will display all TR71s within the user’s site. 
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TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site  - Screen Two 
(with example data retrieved) 

 
 

6. For an expanded view of an individual encumbered disbursement, in the X field input I. 
 
TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site  - Screen Two  
(with example data input)

 
 

7. Press Enter.  FLAIR will display the TR71 Revolving Fund Single Inquiry Screen Two.  
See section 205.9.1 TR71 Single Inquiry for more information. 
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205.10 TR71 Update 
 

In order to make changes or corrections to a TR71, the user must perform an inquiry search on the 
selected record first, and then update the record.  When using the update option, changes can only 
be made to the transactions input into the system on the current day.  
 
To make corrections to TR71 entries input on a prior day, the user should use a TR59, Revolving 
Fund Disbursement Correction.  See section 212 Expenditure Corrections for more information. 
 
The user can retrieve records using the Single Update by Site function in two ways: 

• Single Inquiry  
• Multiple Inquiry 

 
 

205.10.1 TR71 Single Update 
 

The TR71 single inquiry option displays transactions recorded on the Daily Input File with all 
available data codes per screen.  
 
To update a TR71 using the single inquiry option from the Disbursements Mini Menu of any FLAIR 
input screen: 

1. In the TYPE field, input 71. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Single Inquiry by Site Request Screen One. 
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TR71 – Revolving Fund Encumbered Disbursements – Single Inquiry By Site – Request - Screen 
One 

 
 

4. a.  Input applicable search criteria; OR  
b.  Leave all fields blank.  

5. Press Enter.   
a.  FLAIR will display the TR71 Multiple Input by Site Screen Two based on the search 

criteria input; OR 
b.  If all fields are blank, FLAIR will display all TR71s within user’s OLO and/or site. 

  
To update this transaction from the TR71 Revolving Fund Single Inquiry by Site Screen Two: 

1. In the SEL field, input U. 
 
TR71 – Revolving Fund Encumbered Disbursements – Single Inquiry By Site – Screen Two 
(with example data input)

 
 

2. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursement 
Single Update by Site Screen One.  
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TR71 Revolving Fund Encumbered Disbursements – Single Update By Site - Screen One 

(with example data retrieved) 

 
 
The following fields are protected and may not be updated.  If an error is identified in one of the 
protected fields, the entire transaction must be deleted and reprocessed. 

EN-NO LINE MBI 

L1-L5 EO VR 

OBJECT GF SF 

FID EF RVL 

 
The following fields may not be deleted but the input may be edited: 

VENDOR-ID TRN-DT AMOUNT 

VOUCH-NO (if BI = X) GL LINE (if VOUCH-NO is assigned) 

BE IBI INVOICE 

STATE PROGRAM CK-NO (if BI = $ or C) CAT 

 
3. a.  Input missing data and/or type over existing data in any unprotected fields; OR 

b.  To delete the entire transaction, input D in the DELETE field. 
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TR71 Revolving Fund Encumbered Disbursements – Single Update By Site - Screen One 
(with example data input) 

 
 

4. Press Enter.  FLAIR will return user to the TR71 Single Inquiry Screen Two.  
  
Note: There is no NEXT line on the TR71 Single Update by Site Screen One.  If another record needs 
to be updated, the user must first retrieve the record using a single or multiple inquiry, then follow 
the steps as stated above. 
 
 

205.10.2 TR71 Multiple Update 
 

The TR71 multiple inquiry option displays up to three transactions per screen without expanded 
data.  The transactions retrieved are recorded on the Daily Input File. 

 
To update a TR71 using the multiple inquiry option from the Disbursements Mini Menu or any 
FLAIR input screen: 

1. In the TYPE field, input 71. 
2. In the SEL field, input M. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursements 
Multiple Inquiry by Site Request Screen One.  
 

TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site – Request - 
Screen One  

 
4. a.  Input applicable search criteria; OR  

b.  Leave all fields blank.  
5. Press Enter. 

a.  FLAIR will display the TR71 Multiple Input by Site Screen Two based on the search 
criteria input; OR  

b.  If all fields are blank, FLAIR will display all TR71s within the user’s OLO and/or site. 
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TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data retrieved) 

 
 
To update this transaction from the TR71 Multiple Inquiry by Site Screen Two: 

1. In the X field next to the transaction to be updated, input U. 
 
TR71 – Revolving Fund Encumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data input) 

 
2. Press Enter.  FLAIR will display the TR71 Revolving Fund Encumbered Disbursement 

Single Update by Site Screen One. 
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TR71 – Revolving Fund Encumbered Disbursements – Single Update By Site – Screen One 
(with example data input)

 
 

3. a.  Input missing data into blank fields and/or type over existing data in any unprotected 
fields; OR 
b.  In the DELETE field, input D to delete the entire transaction. 

4. Press Enter.  FLAIR will return user to TR71 Multiple Inquiry Screen Two. 
 
 

205.11 7S Revolving Fund File 
 

The Revolving Fund File is an inquiry only online auxiliary file that maintains a record for each 
non-reimbursed revolving fund disbursement.  Records placed here derive from either a TR52, 
TR54, or TR71 processed in FLAIR and the voucher must be approved by the CFO for 
reimbursement.  Records in this file can be removed if a TR32 (Revolving Fund Reimbursement) or 
TR59 (Revolving Fund Correction) is processed.  The information in the Subsidiary File is then 
summarized and posted to an account in the GL.  The GL, in turn, is used to construct financial 
statements.  
 
Users can inquire into the Revolving Fund File for a single disbursement using a TR7SI or multiple 
line disbursements using a TR7SM. 
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205.11.1 TR7S Single Inquiry 
 

To inquire into the Revolving Funds File from the Disbursements Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 7S. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR7S Revolving Fund Subsidiary Ledger Single 
Inquiry by Site Request Screen One. 
 

TR7S – Revolving Fund Subsidiary Ledger – Single Inquiry By Site – Request -  Screen One 

 
4. a.  Input applicable search criteria; OR  

b.  Leave all fields blank.  
5. Press Enter.  
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a.  FLAIR will display the TR7S Revolving Fund Subsidiary Ledger Single Inquiry by Site 
Screen Two based on the search criteria input; OR 

b.  If all fields are blank, FLAIR will display all outstanding revolving fund transactions 
within the user’s OLO and/or site. 

 
Note: These transactions are displayed as they appear on the Revolving Fund File.  This data cannot 
be changed, and the entry will remain on the file until a deletion or a reimbursement is recorded. 
 
TR7S – Revolving Fund Subsidiary Ledger – Single Inquiry By Site – Screen Two 
(with example data retrieved)

 
 
The revolving fund indicator (RVI) denotes what action has been taken relative to a specific line 
item.  
 
The indicators are: 

Indicator Description 

L 
This line item has been reimbursed during the current business day using a TR32.  
The line item will be removed from the file during nightly processing. 

R 
The voucher has been reimbursed during the current business day using a TR32. This 
indicator only applies to a prior period’s disbursement when the agency is in dual 
period processing.  The line will remain on the file until the prior period is closed.  

D 
The line item has been marked for deletion during the current business day using a 
TR59.  The line item will be removed from the file during nightly processing. 

BLANK 
No action taken on the current business day.  The disbursement has not been deleted 
or reimbursed and will remain on the file until a deletion or reimbursement is 
recorded. 

 
 

205.11.2 TR7S Multiple Inquiry 
 

The TR7S multiple inquiry screen displays limited data for up to three lines per screen.  This option 
is only available prior to nightly processing on the same business day a TR32 or TR59 is recorded.  
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To inquire into the Revolving Fund File from the Disbursements Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 7S. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter. FLAIR will display the TR7S Revolving Fund Subsidiary Ledger Multiple 
Inquiry by Site Request Screen One.  
 

TR7S – Revolving Fund Subsidiary Ledger – Multiple Inquiry By Site – Request – Screen One  

4. a.  Input applicable search criteria; OR 
b.  Leave all fields blank.  
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Data codes available for use as search criteria: 

ORG GF 

SF FID 

BE IBI 

VENDOR-ID ORIG-VOUCHER 

RVL PPI 

 
5. Press Enter.   

a.  FLAIR will display the TR7S Revolving Fund Subsidiary Ledger Multiple Inquiry by 
Site Screen Two based on the search criteria input; OR 

b.  If all fields are blank, FLAIR will display all outstanding revolving fund transactions 
within the user’s OLO and/or site. 

 
TR7S - Revolving Fund Subsidiary Ledger – Multiple Inquiry – By Site - Screen Two 
(with example data retrieved) 

6. To view the expanded data, input an I in the X field. 
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TR7S - Revolving Fund Subsidiary Ledger – Multiple Inquiry – By Site - Screen Two 
(with example data retrieved) 

 
7. Press Enter. FLAIR will display the TR7S Revolving Fund Subsidiary Ledger Single 

Inquiry by Site Screen Two.  See section 205.1.1 TR7S Single Inquiry for more 
information. 

 
 

205.12 Accounting Entries 
 

Revolving funds are funds held outside of the State Treasury in an approved account with a local 
financial institution.  During nightly processing of the transactions, FLAIR credits or debits the State 
Operating Fund (SF = 1 or 2) and credits or debits the revolving (local) fund (SF = 8).   
 
The accounting entries related to the following transactions are discussed in detail on the following 
pages. 

• Revolving Fund Unencumbered Disbursement (TR52) 
• Revolving Encumbered Fund Disbursement (TR71) 
• Revolving Fund File (TR7S) 

 
 

205.12.1 TR52 Accounting Entries 
 

The TR52 records cash disbursements from a revolving fund where an encumbrance has not been 
previously established.  After nightly processing, the accounting entries for a TR52 into the agency’s 
FLAIR records are as follows: 
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To record a $100.00 disbursement in the operating fund (SF = 1, 2, or 8): 

SF GL Code Description DR CR I/A 

 7***** Expenditures 100.00  I 

1 13100         Unexpended GR Release  or  100.00 A 

2 12200         Released Cash in State Treasury  or  100.00 A 

8 11200         Cash in Bank  100.00 A 

A = FLAIR Automated; CR = Credit; DR = Debit; GL = General Ledger; GR = General Revenue; I = User Input; SF = State 
Fund. 

 
The GL code for expenditures (7****) may be retrieved from the expansion set record or input by 
the user on the screen.  To record an increase in expenditures, the user should input a positive 
amount which will be recorded as a debit to the 7**** account.  
 
To record a $100.00 credit memo in the operating fund (SF = 1, 2, or 8): 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release  or 100.00  A 

2 12200         Released Cash in State Treasury  or 100.00  A 

8 11200 Cash in Bank 100.00  A 

 7*****         Expenditures  100.00 I 

A = FLAIR Automated; CR = Credit; DR = Debit; GL = General Ledger; GR = General Revenue; I = User Input; SF = State 
Fund. 

 
To record a credit memo, the user should input a negative amount (-) which will be recorded as a 
credit to the 7**** account. 
 
The fund number for the operating fund and the fund identifier for the revolving fund are 
carried on the expansion option record that is used with the entry. The system will generate 
a GAAFR fund type 74 and a state fund type 8 to be used with the revolving fund identifier (RVI). 
 
To record a $100.00 disbursement in the revolving fund (SF = 8): 

GL Code Description DR CR I/A 

16800 Due from State Funds-Revolving Fund 100.00  A 

11200         Cash in Bank  100.00 A 

A = FLAIR Automate; CR = Credit; DR = Debit; GL = General Ledger; I = User Input. 

 
When revolving fund unencumbered disbursements are recorded, the Available Balance 
File for the operating fund is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A +/-amount +/-amount 

Fund Release +/-amount +/-amount N/A 

Organization Cash N/A +/-amount +/-amount 

Organization 
Allotment 

+/-amount +/-amount +/-amount 

N/A = Not Applicable. 
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Note:  The following available balance records will also be updated (like fund cash and organization 

allotment above) if the GRANT, CONTRACT, and/or PROJECT ID fields are input. 

• Grant Fund Cash  
• Contract Fund Cash 
• Project Cash  
• Grant Allotment 
• Contract Allotment 
• Project Allotment 

 
The Available Balance File for the revolving fund is updated by subtracting the amount of the 
disbursement from the revolving fund’s cash balance.  These records will be added to the Revolving 
Fund File (7S) after voucher processing (usually overnight).  The delay occurs because the voucher 
number is required as part of the record for the subsidiary. 
 
 

205.12.2 TR71 Accounting Entries 
 

The TR71 records cash disbursements from a revolving fund where an encumbrance has been 
previously established and negative amounts input are not allowed for a TR71.  After nightly 
processing, the accounting entries for a TR71 into the agency’s FLAIR records are as follows: 
 
To record a $100.00 disbursement in the operating fund (SF = 1, 2, or 8): 

SF GL Code Description DR CR I/A 

 7***** Expenditures 100.00  I 

1 13100         Unexpended GR Release  or  100.00 A 

2 12200         Released Cash in State Treasury  or  100.00 A 

8 11200         Cash in Bank  100.00 A 

A = FLAIR Automated; CR = Credit; DR = Debit; GL = General Ledger; GR = General Revenue; I = User Input; SF = State 
Fund. 

 
The following $100.00 entry is also generated to remove the encumbrance from the Encumbrance 
Subsidiary: 

GL Code Description DR CR I/A 

98100 
Budgetary Fund Balance Reserved for 
Encumbrance 

100.00  A 

94100           Encumbrances  100.00 A 

 
To record a $100.00 disbursement in the revolving fund (SF = 8): 

GL Code Description DR CR I/A 

16800 Due from State Funds-Revolving Fund 100.00  A 

11200         Cash in Bank  100.00 A 

A = FLAIR Automate; CR = Credit; DR = Debit; GL = General Ledger; I = User Input. 
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The GL code for expenditures (7****) may be retrieved from the expansion set record or entered by 
the operator.  To record an increase in expenditures, the operator should input a positive amount 
which will be entered as to a debit to the 7**** account.  Negative amounts are not accepted for 
this transaction. 
 
The funding codes for the operating fund along with the fund identifier for the revolving fund is 
carried on the expansion option record that is used with the entry. The system generates a GAAFR 
fund type 74 and a state fund type 8 to be used with the revolving fund identifier. 
 
When revolving fund encumbered disbursements are recorded the Available Balance File for the 
operating fund is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A -amount -amount 

Fund Release -amount -amount N/A 

Organization Cash N/A -amount -amount 

Organization 
Allotment 

+/-diff +/-diff +/-diff 

N/A = Not Applicable; diff = Difference between the amount of the original encumbrance and disbursement. 
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206 Local Funds - Client or Welfare Trust Funds 
 
Local funds in Florida are defined as funds held outside the State Treasury.  Statutory authority 
allows agencies in Florida to maintain funds on a custodial basis for a client or inmate’s general 
welfare, educational, and developmental needs.  These funds are from a variety of sources such 
as: 

• Family contributions; 
• Canteen sales; 
• Plant and garden sales; 
• Corporate donations; 
• Vending sales; and 
• Telephone commissions. 

 
Although most of these funds are not tracked in FLAIR, agencies are required to reconcile the 
accounts, maintain balances, and have written policies on how these funds are collected, 
maintained, and deposited into local financial institutions (see section 402.18, F.S.).  Here are 
examples of local funds held by agencies on a custodial basis: 

• Department of Juvenile Justice  
• Juvenile Welfare Trust Fund, pursuant to section 985.692, F.S.: The fund shall be credited 

with proceeds from the operation of canteens, vending machines, hobby shops, activity 
centers, farming projects, donations to a program, contracted telephone commissions, and 
other such facilities or programs designated as accruing to the Juvenile Welfare Trust Fund.  
The purpose of the trust fund shall be for the benefit and welfare of juveniles committed to 
or detained in facilities operated by the Department or by private vendors contracting with 
the Department. 

• Juvenile Care and Maintenance Trust Fund, pursuant to section 985.694, F.S.: The fund shall 
be credited with any money or other property received for personal use or benefit of 
juveniles in the custody of the Department.  The purpose of the trust fund shall be for the 
Department to act in a fiduciary capacity on behalf of juveniles committed to or detained in 
facilities operated by the Department or by private vendors contracting with the 
Department. 

 
• Department of Health  
• Welfare Trust Fund, pursuant to section 381.0021, F.S.: The Department of Health may 

establish one or more client welfare accounts … for each client, program, facility, or 
institution.  Funds to be deposited in the account shall consist of donations, special grants, 
charitable organizations, and other sources for benefiting the department’s clients. 

 
• Department of Corrections  
• Privately Operated Institutions Inmate Welfare Trust Fund: Private Correctional Facilities 

pursuant to section 944.72, F.S.  There is hereby created in the Department of Corrections 
the Privately Operated Institutions Inmate Welfare Trust Fund.  The purpose of the trust 
fund shall be the benefit and welfare of inmates incarcerated in private correctional 
facilities under contract with the department pursuant to this chapter or the Department of 
Management Services pursuant to chapter 957, F.S.  Moneys shall be deposited in the trust 
fund and expenditures made from the trust fund as provided in section 945.215, F.S. 

• Privately Operated Institutions Inmate Welfare Trust Fund pursuant to section 945.215(2), 
F.S.:  

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=402.18&URL=0400-0499/0402/Sections/0402.18.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=985.692&URL=0900-0999/0985/Sections/0985.692.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=985.694&URL=0900-0999/0985/Sections/0985.694.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=381.0021&URL=0300-0399/0381/Sections/0381.0021.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=944.72&URL=0900-0999/0944/Sections/0944.72.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0900-0999/0957/0957ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20957
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0900-0999/0945/Sections/0945.215.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=945.215&URL=0900-0999/0945/Sections/0945.215.html
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• (a) For purposes of this subsection, privately operated institutions or private correctional 
facilities are those correctional facilities under contract with the department pursuant to 
chapter 944, F.S. or the Department of Management Services pursuant to chapter 957, F.S. 

• (b) 1. The net proceeds derived from inmate canteens, vending machines used primarily 
by inmates, telephone commissions, and similar sources at private correctional facilities 
shall be deposited in the Privately Operated Institutions Inmate Welfare Trust Fund. 

•   2. Funds in the Privately Operated Institutions Inmate Welfare Trust Fund shall be 
expended only pursuant to legislative appropriation. 

 
• Department of Veteran Affairs  
• Residents’ Deposits Trust Fund pursuant to section 296.38(3), F.S.: 
• (a) There is created a Residents’ Deposits Trust Fund.  All moneys received by the home 

pursuant to this subsection shall be deposited into the Residents’ Deposits Trust Fund, a 
local fund administered by the home and which is not a part of the State Treasury.  The 
home’s financial manager shall account for all moneys deposited and any interest accruing 
on the trust fund.  

• (b) The residents of the home may voluntarily deposit moneys with the home, which the 
home shall receive and keep without charge in the Residents’ Deposits Trust Fund.  Moneys 
deposited and interest earned may be withdrawn, in whole or in part, at the will of the 
resident.  Any balance remaining upon the resident’s death, undisposed of by will and not 
paid to his or her heirs at law, shall be paid to the state in accordance with the provisions of 
chapter 717, F.S. 

 
 

206.1 FLAIR Transactions Used In Local Fund Processing 
 

Although local funds are not held in the State Treasury, agencies are required to report balances 
annually to DFS Bureau of Financial Reporting’s Statewide Section.  The following transactions are 
commonly used by agencies to report or record balances and disbursements from their local fund 
account(s): 

• TR10 – General Accounting 
• TR30 – Direct Deposit Receipts 
• TR96 – JT (Journal Transfer) Receipts 
• TR51 – Unencumbered Disbursements 

 
Agencies may elect to input balances on a weekly, biweekly, monthly, quarterly, or annual basis as 
required by their agency’s policies and procedures. 
 
 

206.1.1 TR10 General Accounting (Local Fund Processing) 
 

A TR10 General Accounting transaction is used to record accounting transactions in which no other 
transaction can be used.  An agency must be cautious when using this transaction because it does 
not affect the agency’s subsidiary files with the exception of the Available Balance File.  An agency 
may use a TR10 to establish a beginning balance, adjust balances, and record balances for local 
funds as a means of reporting these balances to DFS.  TR10s are located within the General 
Accounting (GA) Mini Menu and can be accessed from any FLAIR input screen.  The example below 
demonstrates an agency recording the beginning balance of a local fund for the start of the new 
fiscal year without any expansion data.   
To record a TR10 from the General Accounting Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 10. 

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0900-0999/0944/0944ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20944
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0900-0999/0957/0957ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20957
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=296.38&URL=0200-0299/0296/Sections/0296.38.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0700-0799/0717/0717ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20717
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2. In the SEL field, input S. 
 

General Accounting Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR10 General Accounting Single Input Request 
Screen One. 

 
TR10 - General Accounting - Single Input - Request – Screen One 
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TR10 General Accounting Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Must be input 
left to right without missing any spaces.  
(11N) 

EO Expansion Option 
Optional. See section 112.4 Expansion 
Option File.  (2A/N) 

VR Expansion Option Version 
Optional. See section 112.4 Expansion 
Option File.  (2N) 

OBJECT Object Code 
Optional.  If blank, FLAIR will not retrieve 
expansion data. If populated, FLAIR will 
retrieve expansion data.  (6N) 

PPI Prior Period Indicator 
Optional. Available indicators: 
M: Prior Month   
Y: Prior Year  (1N) 

 
4. Input the required and optional fields (if any). 

 
TR10 - General Accounting - Single Input – Request - Screen One (with example data input)

 
 

5. Press Enter.  FLAIR will display the TR10 General Accounting Single Input Screen Two. 
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TR10 - General Accounting - Single Input - Screen Two (with example data input) 

 
 

TR10 General Accounting Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

DOC-NO Document Number Required.  Agency unique.  (6N) 

LINE Document Line Number Optional.  (4N)  

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Expansion Option Version 
Retrieved.  If EO is input on Screen One.  
(2A/N) 

OBJECT Object Code Retrieved.  (6N) 

CF Certified Forward Indicator 
Optional.  Valid input: C.   
Note: FLAIR edits do not allow input of a 
certified forward indicator if SF = 8. 

TRN-DT Transaction Date 
Optional.  Defaults to current day if left 
blank. (MMDDYYYY) (8N) 

PPI Prior Period Indicator Retrieved.  (1N) 

STATE-DOC 
Statewide Document 

Number 
Optional.  (11A/N) 

AMOUNT Transaction Amount 

Required.  Input of negative (credit or 
increase in balance) or positive (debit or 
decrease in balance) numbers allowed.  
(13.2N) 

VENDOR-ID 
Vendor 

Identification Number 
Optional.  (21A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  (14A/N)  

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (10.2N) 

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X.  (1A) 
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Field Description Required/Optional/Special Instructions 

AI Accrual Indicator 
Optional.  Valid input: A.  Will be a cash 
transaction if left blank.  (1A) 

INVOICE Invoice Number Optional.  (9A/N) 

DESCRIPTION Description Optional.  (16A/N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

CK-NO Check Number Optional.  (6A/N) 

CK-DT Check Date Optional. (MMDDYYYY) (8N) 

BI Bookkeeping Indicator Optional.  Valid input: #, $, E, or C.  (1A/N) 

B Batch Character 
Optional.  Agency unique for the 
accumulation of transactions for 
reconciling.  (1A/N) 

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

FT Flow Thru Indicator 

Optional.  Will default to 0 if left blank.  
Available indicators: 
0 – Updates “Regular” Master File Only 
2 – Updates both the Master File and 

Grants Master File 
3 – Updates Grants Master File only 

The following codes fields are retrieved from the Expansion Files (except the CF field) and can be 
overridden (except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code 

Required.  If FT = 0, 2, or 3. 
 
Optional.  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.  (3A/N) 

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

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

STATE PROGRAM State Program Number 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

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

PROJECT ID Project Identifier 

Optional. Must be established in the Project 
Information File and carried over into the 
Title File prior to use in a transaction.  
(11A/N) 

GF GAAFR Fund Protected.  (2N) 

SF State Fund Protected.  (1N)  

FID Fund Identifier Protected.  (6N) 
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Field Description Required/Optional/Special Instructions 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

GRANT Grant Number 

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

GY Grant Year 
Optional.  A grant number 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

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

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
 

206.1.2 TR30 Direct Deposit Receipt (Local Fund Processing) 
 

A TR30 Direct Deposit Receipt is used in local fund processing to record any deposits into a local 
fund established by the administering agency where a receivable has not been established 
previously.  Agencies can use this transaction to record deposits and bypass Treasury processing.  
TR30s also assists agencies in maintaining the balance of these accounts.  The TR30 is located in the 
Cash Receipts (CR) Mini Menu and can be accessed from any FLAIR input screen.  See section 603 
Cash Receipts and Receipt Processing for additional information. 
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To record a TR30 from the Cash Receipts Mini Menu or any FLAIR input screen: 
1. In the TYPE field, input 30. 
2. In the SEL field, input S. 

 
Cash Receipts Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Input Request 
Screen One. 

 
TR30 - Direct Deposit Receipts - Single Input - Request – Screen One

 
 
TR30 Direct Deposit Receipts Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Must be input 
left to right without missing any spaces.  
(11N) 

EO Expansion Option Optional.  Agency unique.  (2A/N) 
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Field Description Required/Optional/Special Instructions 

VR Expansion Option Version Optional.  (2N) 

OBJECT Object Code Required.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

LOC IND Letter of Credit Indicator 

Optional.  Used in conjunction with Grant 
processing for cash draws related to a 
specific grant.  X is the only available 
indicator.  (1A) 

GRANT Grant Number 

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

GY Grant Year 
Optional.  A grant number must be present 
before a grant year is input.  (2N) 

  
4. Input the necessary required and optional data. 
5. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Input Request 

Screen Two. 
 
TR30 - Direct Deposit Receipts - Single Input - Request – Screen One (with example data input) 

 
 

6. Input the necessary required and optional data. 
7. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Input Screen 

Two. 
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TR30 - Direct Deposit Receipts - Single Input – Screen Two (with example data retrieved) 

 
 
TR30 Direct Deposit Receipts Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

DEP-NO Deposit Number Required.  Agency unique.  (6N) 

LINE Deposit Line Number Optional.  (4N)  

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version 
Protected.  If expansion option is input on 
Screen One.  (2A/N) 

OBJECT Object Code Protected.  (6A/N) 

CF Certified Forward Indicator 
Optional.  Valid input: C.   
Note: FLAIR edits do not allow the input of 
a certified forward indicator if SF = 8.  (1A) 

TRN-DT Transaction Date 
Optional.  Defaults to current day if left 
blank. (MMDDYYYY)  (8N) 

PPI Prior Period Indicator Retrieved.  (1A) 

AMOUNT Transaction Amount 
Required.  Input of negative or positive 
numbers allowed. (13.2N) 

BI Bookkeeping Indicator 
Optional.  Valid input: N to bypass Treasury 
processing.  (1A/N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  (21A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  (14A/N)  

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed. (10.2N) 

INVOICE Invoice Number Optional.  (9A/N) 

DESCRIPTION Description Optional.  (16A/N) 
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Field Description Required/Optional/Special Instructions 

ORIG-RCPT Original Receipt Date 
Optional.  Used to record the date the 
deposit was received by the agency.  
(MMDDYYYY)  (8N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

B Batch Character 
Optional.  Agency unique.  For the 
accumulation of transactions for 
reconciling.  (1A/N) 

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

The following codes fields are retrieved from the Expansion Files (except the CF field) and can be 
overridden (except GF, SF,  and FID). See section 112 Expansion Files for 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.  Required 
if FT = 0, 2, or 3.  (5N) 

EGL 
External General 

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

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

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

GF GAAFR Fund Protected.  (2N) 

SF State Fund Protected.  (1N)  

FID Fund Identifier Protected.  (6N) 
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Field Description Required/Optional/Special Instructions 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
 

8. Input the necessary required and optional data.  If SF = 8 , users must input N in the BI 
(bookkeeping indicator) field to bypass Treasury processing.  See section 603.2 TR30 
Direct Deposit Receipts for more information. 

 

TR30 - Direct Deposit Receipts - Single Input – Screen Two (with example data input) 

 
 

9. Press Enter.  FLAIR will return to the TR30 Direct Deposit Receipts Single Input Screen 
Two. 

 
 

206.1.3 TR96 Journal Transfer Receipt (Local Fund Processing) 
 

A TR96 Journal Transfer (JT) Receipt is used to record any deposits into a welfare or client trust 
fund where a receivable has not been previously established.  Although this transaction is normally 
used for agencies to record receipt of JTs in the agency’s ledgers, a TR96 is another way for agencies 
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to capture the amounts of any deposits and maintain balances of these local accounts.  Information 
normally required for a TR96 is optional when recording deposits for local accounts.  TR96 is 
located within the Cash Receipts (CR) Mini Menu and can be accessed from any FLAIR input screen.  
See section 603 Cash Receipts and Receipt Processing for additional information. 
 

To record a TR96 from the Cash Receipts Mini Menu or any FLAIR input screen: 
1. In the SEL field, input 96. 
2. In the TYPE field, input S. 

 

Cash Receipts Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR96 JT Receipts Single Input Request Screen One. 
 

TR96 - JT Receipts - Single Input - Request - Screen One 

 
 
TR96 JT Receipts Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Must be input 
left to right without missing any spaces.  
(11N) 
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Field Description Required/Optional/Special Instructions 

EO Expansion Option Required.  Agency unique.  (2A/N) 

VR Expansion Option Version Optional.  (2N) 

OBJECT Object Code 
Required.  Object code must = 059000.  
(6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month 
Y: Prior Year  (1N) 

 
4. Input the required and any optional fields as appropriate.  See section 603.7 TR96 

Journal Transfer Receipts Transactions for more information. 
 
TR96 - JT Receipts - Single Input - Request - Screen One (with example data input) 

 
5. Press Enter.  FLAIR will display the TR96 JT Receipts Single Input Screen Two. 
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TR96 - JT Receipts - Single Input – Screen Two (with example data retrieved) 

 
 
TR96 JT Receipts Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

DOC-NO Document Number Required.  Agency unique.  (6N) 

LINE Document Line Number Optional.  (4N)  

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version Protected.  (2A/N) 

OBJECT Object Code Protected.  (6A/N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.   
Note: FLAIR edits does not allow the input 
of a certified forward indicator if SF = 8.  
(1A) 

TRN-DT Transaction Date 
Optional.  Defaults to current day if left 
blank. (MMDDYYYY)  (8N) 

PPI Prior Period Indicator Retrieved.  (1A) 

STATE-DOC 
Statewide Document 

Number 
Optional.  (11A/N) 

AMOUNT Transaction Amount 
Required.  Input of negative or positive 
numbers allowed.  (13.2N) 

VENDOR ID 
Vendor Identification 

Number 
Optional.  (21A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  (14A/N)  

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (10.2N) 

INVOICE Invoice Number Optional.  (9A/N) 
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Field Description Required/Optional/Special Instructions 

DESCRIPTION Description Optional.  (16A/N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

B Batch Character 
Optional.  Agency unique.  For the 
accumulation of transactions for 
reconciling.  (1A/N) 

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

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

The following codes fields are retrieved from the Expansion Files (except the CF field) and can be 
overridden (except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Required.  (2N) 

GL General Ledger Code 
Required.  Must be established in Title File 
prior to using in a transaction.  (5N) 

EGL 
External General 

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

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

ECAT External Category 
Optional.  Must be established in 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

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

GF GAAFR Fund Protected.  (2N) 
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Field Description Required/Optional/Special Instructions 

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.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
6. Input the required and optional fields as appropriate. 

 
TR96 - JT Receipts - Single Input – Screen Two (with example data input) 

 
 

7. Press Enter.  FLAIR will display the TR96 JT Receipts Single Input Screen Two.  The new 
screen will display the NEXT line information and the AMOUNT field will be blank.  

 
 

206.1.4 TR51 Unencumbered Disbursements (Local Fund Processing) 
 

The TR51 Unencumbered Disbursement transaction is used to record cash disbursements where no 
encumbrance or liability has been previously established.  Agencies can record expenditures 
related to welfare or client trust funds pursuant to statutory authority and agency policies.  The 
user must input all required information when processing an unencumbered transaction such as 
the organization code, expansion option, object, and vendor number.  The TR51 is located within 
the Disbursements (DB) Mini Menu and can be accessed from any FLAIR input screen. See section 
204 TR51 Unencumbered Disbursements for additional information. 
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To record a TR51 from the Disbursements Mini Menu or any FLAIR input screen: 
1. In the TYPE field, input 51. 
2. In the SEL field, input S. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Input 
Request Screen One. 

 
TR51 - Unencumbered Disbursements - Single Input - Request – Screen One

 
 
TR51 Unencumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  Agency unique.  L1 is protected.  
Must be input left to right without missing 
any spaces.  (11N) 

EO Expansion Option Required.  Agency unique.  (2A/N) 
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Field Description Required/Optional/Special Instructions 

VR Expansion Option Version Optional.  (2N) 

OBJECT Object Code Required.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1N) 

 
4. Input the required and optional fields (if any). 

 
TR51 - Unencumbered Disbursements - Single Input - Request - Screen One (with example data 
input) 

 

5. Press Enter.  FLAIR will retrieve and display TR51 Unencumbered Disbursements Single 
Inquiry by Site Screen Two based on the criteria input. 

 
TR51 - Unencumbered Disbursements - Single Input – Screen Two (with example data retrieved) 
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TR51 Unencumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version Protected.  (2A/N) 

OBJECT Object Code Protected.  (6A/N) 

CF Certified Forward Indicator 

Optional.  Valid input: C. 
Note: FLAIR edits does not allow the input 
of a certified forward indicator if SF = 8.  
(1A) 

PPI Prior Period Indicator Retrieved.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  (14A/N)  

AMOUNT Transaction Amount 
Required.  Input of negative or positive 
numbers allowed.  (13.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Required.  (21A/N) 

TRN-DT Transaction Date Required.  (MMDDYYYY)  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number Optional.  (6A/N) 

LINE Voucher Line Number Optional.  (4N) 

BI Bookkeeping Indicator Required.  Valid input: N.  (1A/N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

B Batch Character 
Optional.  Agency unique.  For the 
accumulation of transactions for 
reconciling.  (1A/N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X.  (1A) 

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (10.2N) 

CK-NO Check Number Optional.  (6A/N) 

CK-DT Check Date Optional.  (MMDDYYYY)  (8N) 

PID Product Identifier 

Optional.  Must be established in the Title 
File prior to use in a transaction.  See 
section 109.9 Product Identifiers for 
more information.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 
Required.  If VENDOR ID field is blank.   
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Field Description Required/Optional/Special Instructions 

Optional.  If FLAIR account code is input in 
the VENDOR ID field. 

If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB/CF 
Benefitting Object 

Code/Certified Forward 

Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT/YR 
Benefitting Appropriation 

Category/ Year 

Required.  If VENDOR ID = 0-9. 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (8N) 

The following codes fields are retrieved from the Expansion Files (except the CF field) and can be 
overridden (except GF, SF, and FID).  See section 112 Expansion Files for 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.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  A grant number 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

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

GF GAAFR Fund Protected.  (2N) 
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Field Description Required/Optional/Special Instructions 

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.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

COUNT Property Item Counter Optional.  (4A/N) 

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
6. Input required and optional fields, as appropriate.  Users must input N in the BI 

(bookkeeping indicator) field to bypass Treasury processing (if SF = 8). 
 

TR51 - Unencumbered Disbursements - Single Input – Screen Two (with example data input)

 
 

7. Press Enter.  FLAIR will return to the TR51 Unencumbered Disbursements Single Input 

Screen Two. 
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206.2 Reconciliation of Local Funds 
 

At the end of each fiscal year, agencies are required to report local fund balances to the DFS Bureau 
of Statewide Financial Reporting Section.  Prior to reporting balances to DFS, the accounts must be 
reconciled against the agency’s Trial Balance Report to include (though not limited to): 

• Correcting entries. 
• Running various reports from the Reports Distribution System (RDS) or Managed Reporting 

Environment (MRE) to validate deposits against receipts of entries recorded in FLAIR.  
• Making necessary adjustments to incorrect balances to ensure the local fund balance 

matches the financial institution’s balance. 
 
Agencies must require custodians or administrators of local funds to submit documentation 
certifying the balances are true and accurate.  Please refer to your agency’s policies and 
procedures regarding documentation.  
 
DFS provides agencies with guidance related to reporting local fund balances, which is located on 
the DFS website at: https://www.myfloridacfo.com/Division/AA/Links/default.htm. 
 

  

https://www.myfloridacfo.com/Division/AA/Links/default.htm
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207 Accounts Payable Transactions 
 
Accounts payable are defined by GAAFR as “a liability account reflecting amounts on an open 
account owing to private persons or organizations for goods and services received by a 
government.”  Accounts payable are used to record liabilities (payables) in the accounting records.  
These transactions can be recorded at any time, but are required at the end of an accounting period 
to account for obligations not yet disbursed. 
 
In FLAIR, accounts payable obligations are established in the month of July for goods and services 
ordered and received on or before June 30 each fiscal year, pursuant to section 216.301, F.S.  This 
period is formally known as Carry Forward Processing, and these accounts payable transactions 
currently must be disbursed and reconciled on or before September 30 each year.  The following 
transaction types are used to record, maintain, and disburse accounts payable transactions (each 
transaction type listed below is discussed in detail later in this section): 

• Unencumbered Payables (TR80) 
• Encumbered Payables (TR81) 
• Accounts Payables Subsidiary (TR8S) 
• Payables Disbursements (TR53) 
• Revolving Fund Payables Disbursements (TR54) 

 
When a payable is input, it is simultaneously recorded on the Accounts Payable Subsidiary Ledger 
(8S).  Through the 8S, payable items may be inquired on or updated.  Cash disbursements for 
accounts payable update the 8S by reducing/removing the payable from the subsidiary.  
Corrections to a prior day’s payable disbursements should be made using the TR58 (Disbursement 
Correction).  See section 212.6 TR58 Unencumbered Expenditure Corrections. 
 
 

207.1 Authority 
 

The CFO and State agencies must follow statutory guidelines approved by the Florida Legislature 
and signed into law by the EOG for Carry Forward Processing.  (This list does not include agency 
specific authority for carry forwards): 

• Section 216.301, F.S., gives agencies the ability to carry forward remaining budget balances 
during July to cover obligations accrued prior to July 1. 

• Sub-section 216.301(b), F.S., gives agencies until September 30 to expend their carry 
forward budget; any remaining balances will automatically revert. 

  

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0216/Sections/0216.301.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0216/Sections/0216.301.html
http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0216/Sections/0216.301.html
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207.2 Recording Carry Forward Transactions 
 

As obligations are created, they are registered in that agency’s Request for Certification.  Decisions 
made during this process are critical to the agency.  Certifications not approved have to be paid out 
of current year funding, potentially putting a strain on the agency’s new year budget. See year end 
jobe aid  
 
Pursuant to section 216.301, F.S., as of June 30, each agency and judicial branch must show in 
detail any undisbursed obligation.  Each agency creates a request to submit to the EOG for 
consideration and to DFS for review by creating accounts payable transactions in FLAIR.  There are 
two types of obligations used to record carry forward transactions: 

• Type A:  Commodities/services ordered on or before June 30 and received on or before 
June 30.  Type A items must be established with a TR80 or TR81 and disbursed with a TR53 
or TR54. 

• Type B :  Commodities ordered on or before June 30 and received on or after July 1.  Type B 
items must be established with a TR60 (see section 202 Encumbrances) and disbursed 
with a TR70 (see section 203 TR70 Encumbered Disbursements). 

 
Carry Forward Transaction Process Flow:  

 
  

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0216/Sections/0216.301.html
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Establishing accounts payable is an important part of the Carry Forward Process.  Some key points 
to remember are: 
 

• Agencies must set aside all funds for goods and services ordered and received prior to June 
30. 

• Any undisbursed obligation, except for fixed capital outlay, shall be carried forward and any 
such obligation should be expended by September 30 of the following fiscal year. 

• Any undisbursed funds marked Certified Forward will be reverted to the fund they 
originated from, and will be used by the Legislature for redistribution. 

• Any true obligation not disbursed by September 30 will be paid and charged out of the 
current year appropriation. 

• Agencies must validate outstanding payables or receivables in the subsidiary ledger from 
the previous fiscal year, because they will be carried over into the next Carry Forward 
period. 

 
 

207.3 Accounts Payable Transactions Overview 
 

When accounts payable and payable disbursement transactions are input into FLAIR, they are 
added to the Daily Input File.  During nightly processing, the entries from the Daily Input File 
update the agency's Detail and Master Files, and the Accounts Payable Subsidiary Ledger (8S).  
TR80 and TR81 add an entry to the 8S, while TR53 and TR54 reduce or exhaust the payable on the 
8S. 
 
To record accounts payable transactions in FLAIR, users must have Update (U) security clearance 
to access the appropriate transaction types.  When processing accounts payable transactions, there 
are two mini menus in FLAIR the user should be familiar with: the Accounts Payable Mini Menu and 
the Disbursements Mini Menu.  The Accounts Payable Mini Menu contains transactions related to 
establishing the payables and the Disbursements Mini Menu contains transactions related to 
disbursing the payable funds. 
 
To access the Accounts Payable or the Disbursements Mini Menus from any FLAIR input screen:  

1. In the TYPE field, input AP (for the Accounts Payable Mini Menu) or DB (for the 
Disbursements Mini Menu). 
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Main Accounting Menu (with example data input)

 
 

2. Press Enter.  FLAIR will display the requested screen. 
 

Disbursements and Accounts Payable Mini Menus

 
 
Each mini menu and the related transactions are discussed in further detail in the following 
sections.  See sections 207.4 TR80 Unencumbered Payables, 207.8 TR81 Encumbered Payables, 
section 207.13 Payables Disbursements, and section 207.16 Revolving Fund Payables 
Disbursements for additional information. 
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207.3.1 Accounts Payable Mini Menu 
 

Transactions in the Accounts Payable Mini Menu must be established within the months of June and 
July each year and cannot be updated after the Certifications Forward Report has been transmitted 
to DFS.  Payables and encumbrances that are established and on the subsidiary files on June 30 can 
be automatically marked with C during the nightly processing of June 30.  DFS will automatically 
mark all records that do not carry an SF of 8 (local funds).  This allows agencies to view carry 
forward balances and make necessary adjustments as needed.  This action also allows agencies to 
prevent any negative balances in state accounts and capture all outstanding balances for obligations 
recorded on or before June 30.  See Agency Addressed Memos for cut-off dates each fiscal year. 
 
Accounts Payable Mini Menu

 
 
Within the Accounts Payable Mini Menu, users have access to the following transactions: 

Transaction Type Description Special Instructions 

80 Unencumbered Payables 

Available SEL (Selection) options: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display 

81 Encumbered Payables 

Available SEL (Selection) options: 
S: Single Input with Expanded Data 
Display 
I: Single Inquiry with Expanded Data 
Display 

8S 
Accounts Payable Subsidiary 

Ledger 

Available SEL (Selection) options: 
M: Multiple Inquiry 
I: Single Inquiry with Expanded Data 
Display U: Single Update with Expanded 
Data Display 
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207.3.2 Disbursements Mini Menu 
 

Payable transactions in the Disbursements Mini Menu must be recorded (as prior year obligations 
with a C in CF field) on or before September 30 each year to prevent reversion of funds and avoid 
any prior year obligations processed in the agency’s current year budget.  See Agency Addressed 
Memos for cut-off dates each fiscal year. 
 
Disbursements Mini Menu

 
 
Note:  Only the TR53 and TR54 from the Disbursements Mini Menu are discussed in this section.  
See sections 203 TR70 Encumbered Disbursements, 204 TR51 Unencumbered Disbursements, 
205 Revolving Funds, and 212 Expenditure Corrections for discussion of the other transactions 
available on this mini menu. 
 
Payable transactions available within the Disbursements Mini Menu: 

Transaction Type Description Special Instructions 

53 Payables Disbursements 

Available SEL (Selection) options: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry  
I: Single Inquiry with Expanded Data 
Display 

54 
Revolving Fund Payables 

Disbursements 

Available SEL (Selection) options: 
A: Multiple Input 
S: Single Input with Expanded Data 
Display 
M: Multiple Inquiry  
I: Single Inquiry with Expanded Data 
Display 
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Note: Accounts payable and accounts payable disbursement transactions can be accessed from any 
FLAIR input screen by inputting the appropriate transaction type in the TYPE field and selection 
options in the SEL field.  In FLAIR, type A carry forward items are recorded using a TR80 and TR81.  
When an entry is made using a TR80 or TR81, the Accounts Payable Subsidiary Ledger is 
simultaneously updated.  This subsidiary lists all detail transaction information for payables until 
the payable is deleted, closed, or paid using a TR53 or TR54. 
 
 

207.4 TR80 Unencumbered Payables 
 

Unencumbered payables are used to record a liability when an encumbrance has not been 
previously established with a TR60.  The TR80 records a credit in a payable GL and a debit in an 
expenditure/expense GL.  Agencies record unencumbered payables for many items, including travel 
reimbursements, PCard transactions, or JTs. 
 
Before an unencumbered payable is established, verify the following information: 

• Organization code/expansion option/object code combination is correct and will retrieve 
accurate funding information.  See section 112 Expansion Files for more information. 

• Payable number to be assigned is correct.  Check with agency management regarding 
naming conventions for unencumbered payables. 

• Vendor ID number or employee ID is correct and active in either the Statewide Vendor File 
or the Vendor Employee File.  See section 111 Vendor Files for more information. 

• Contract number is active in the Title File via FACTS. 
• Grant is active in Grant Information File (GI function type or GA record type in Title File). 
• Project is active in Project Information File (PJ function type). 

 
For each payable record input, a line number is system-generated and assigned to that record.  
Payables can be established with multiple lines, but only one vendor is allowed per payable 
number.  This allows users to inquire into, or update, a specific line item of a payable. 
 
Documentation will be required to verify that goods/services have been received, or travel was 
completed, on or before June 30. 
 
 

207.5 TR80 Input 
 

Unencumbered payables can be input at any time to record a liability in the accounting records.  
This transaction is commonly used at the end of the fiscal year to record a liability where the 
goods/services have already been received, but the disbursement of funds has not taken place. 
 
Users can input a single unencumbered payable transaction using a TR80S, or multiple 
unencumbered transactions using a TR80A.  Single input allows the user to view all data codes 
associated with the transaction (i.e., expanded data).  Multiple transactions display limited data (i.e., 
contract, grant, and project number input is not allowed with TR80A), but the user can input up to 
three lines per page. 
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207.5.1 TR80 Single Input 
 

Users can input a single unencumbered payable transaction using a TR80S.  A TR80S can also be 
used to record payables with multiple lines, though each line is input separately.  Single input 
allows the user to view all data codes associated with the transaction.  Establishing an 
unencumbered payable requires the completion of three input screens, as discussed below. 
 

To access the Unencumbered Payables Single Input Request option from the Accounts Payable Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input S. 

 

Accounts Payable Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Input Request 
Screen One. 
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TR80 - Unencumbered Payables - Single Input - Request - Screen One (with example data 

retrieved) 
TR80 Unencumbered Payables Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 
Required.  Valid input for the first digit: 
P – Payable input into FLAIR 
Q – Payable input into MFMP  (7A/N) 

L1 L2 L3 L4 L5 Organization Code Required.  L1 is protected.  (9N) 

EO Expansion Option 

Required.  If RACF user ID starts with 
MFMPI.  
 
Optional.  If left blank defaults to 00.  
(2A/N) 

VR Version 
Required.  If RACF user ID starts with 
MFMPI.  (2N) 

OBJECT Object Code 

Required.  Must be a valid expenditure 
object code beginning with 1-8.  If the 
object code = 75XXXX, a grant and/or 
contract number is required on Screen 
Three.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
 
Special notes regarding the use of the PPI field: 
Please seek the guidance of agency management as to PPI field input.  While the use of a prior 
period indicator is optional for FLAIR, an indicator may be required by the agency to ensure the 
transaction is recorded properly. 
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Agencies should have a means to track which payables are set up with an indicator in the PPI field, 
as this indicator does not appear on the 8S inquiry or update screens unless used as one of the 
search criteria. 
 

4. Input the necessary required and optional fields. 
 
TR80 – Unencumbered Payables – Single Input – Request - Screen One (with example data input)

 
 

5. Press Enter.  FLAIR will display the TR80 Unencumbered Payable Single Input Request 
Screen Two. 

 
Note: If this is the first line established for the payable number, Screen Two will display with the 
vendor and/or benefitting information fields available for input.  If this is a new line on a previously 
established payable, Screen Three, not Screen Two, will display. 
 
TR80 - Unencumbered Payables - Single Input - Request - Screen Two (with example data 
retrieved) 

 
 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 214 of 547 
 

TR80 Unencumbered Payables Single Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2N) 

VR Expansion Option Version Protected.  (2N) 

OBJ Object Code Protected.  (6N) 

PPI Prior Period Indicator Protected.  (1A) 

VENDOR ID 
Vendor Identification 

Number 

Required.  If using vendor number with 
prefix of F, S, N, or E.  See section 111 
Vendor Files. 

 If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).  See special note below 
for additional information.  (21A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OBJ Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  (6N) 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

 
6. In the VENDOR ID field, input the vendor ID.  
7. In the BF-ORG, BF-EO, BF-OB, BF-CAT, and BF-YR fields, input the benefitting 

information as appropriate. 
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TR80 - Unencumbered Payables - Single Input - Request - Screen Two (with example data input)

 
 
See section 204.2.1 TR51 Single Input for examples of how these fields are used in combination. 

 
8. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Input Request 

Screen Three. 
 
TR80 - Unencumbered Payables - Single Input – Screen Three (with example data retrieved)

 
 
Note: The data fields input on Screen One appear as protected fields on Screen Three.  These fields 
cannot be changed on this screen.  If any of the information is incorrect in these protected fields, 
cancel the transaction using F12, and start again. 
  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 216 of 547 
 

TR80 Unencumbered Payables Single Input Screen Three fields not on Screen Two: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2N) 

VR Expansion Option Version Protected.  (2N) 

OBJ Object Code Protected.  (6N) 

PPI Prior Period Indicator Protected.  (1A) 

RCV-DT Received Date 
Required.  Date goods or services were 
received.  Should be on or before June 30 
for Carry Forward Processing.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

AMOUNT Amount 
Required.  Must be a positive amount.  
(10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Code Protected.  (1A) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to current 
date.  (8N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

AP-GL 
Accounts Payable General 

Ledger Code 
Required.  Must be >3,1099 and <50,000.  
(5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an EGL in 
the Title File prior to using in a transaction.  
(3N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance Override 

Indicator 
Optional.  Valid input: X, if the user has 
override authority.  (1A)  

QUANTITY Quantity Optional.  (8.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 

Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (11N) 

BF-EO 
Benefitting Expansion 

Option 

Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (2A/N) 

BF-OB Benefitting Object Code 
Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (6N) 
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Field Description Required/Optional/Special Instructions 

CAT Appropriation Category 
Retrieved.  Cannot use revenue category.  
(6N) 

YR Year Retrieved.  If blank, will default to 00.  (2N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.  Cannot be used if 
SF = 8.  Can only be used during the Carry 
Forward Process period.   
 
Note: Seek the guidance of agency 
management as to CF field input.  While the 
use of an indicator is optional for FLAIR, an 
indicator may be required by the agency to 
ensure the transaction is recorded 
properly.  (1A) 

GL General Ledger Code 
Retrieved.  Must be established in the Title 
File prior to using in a transaction.  (5N) 

EGL 
External General 

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

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

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (2N) 

EF External Fund Type Protected.  (1N) 
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Field Description Required/Optional/Special Instructions 

STATE-PROGRAM State Program Number 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File (PI) and carried 
over to the Title File prior to use in a 
transaction.  (11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BPIN 
Beginning Property 

Item Number 
Optional.  If used, last six digits must be 
numeric or ZZZZZZ.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
9. Input the necessary information to complete the transaction. 
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TR80 - Unencumbered Payables - Single Input – Screen Three (with example data input) 

 
 
Note: The NEXT line is available to request a new screen or record.  See section 105.6.5 NEXT Line 
for details.   
 

10. Press Enter.  The TR80 will be recorded on the Daily Input File and the Accounts 
Receivable Subsidiary Ledger, and the Available Balance File will be updated.  See 
section 207.19.1 TR80 FLAIR Accounting Entries for details.  FLAIR will return the 
user to the TR80 Unencumbered Payables Single Input Screen Three.  Any data that is 
included on the NEXT line will be retrieved and the RCV-DT, AMOUNT, QUANTITY, 
UNITS, TIME, AB, CF, and BPIN fields will be blank (see the following examples). 
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The NEXT line used in this example displays the same AP-NO, L2 L3 L4 L5, EO, VR, and PPI, but a 
different OBJECT (or users can input new AP-NO to establish a new single line unencumbered 
payable): 
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207.5.2 TR80 Multiple Input 
 

Users can input multiple lines of an unencumbered payable transaction using the TR80A.  TR80A 
records up to three lines within the same payable number.  The multiple input screen does not 
display all of the data codes associated with the transaction, but allows for quick entry of 
transactions.  Although not all codes are displayed on the screen with the TR80A, all titled codes 
that are associated with the transaction will be edited against the Title Files. 
 

To access the Unencumbered Payables Multiple Input Request from the Accounts Payable Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input A. 

 

Accounts Payable Mini Menu

 
 

3. Press Enter.  FLAIR will display the TR80 Multiple Input Request Screen One.   
 

TR80 – Unencumbered Payables – Multiple Input – Request - Screen One 

 
 
4. In the AP-NO field, input the payable number. 
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TR80 – Unencumbered Payables – Multiple Input – Request - Screen One (with example data 
input)

 
 

5. Press Enter.  FLAIR will display either the TR80 Unencumbered Payables Multiple Input 
Request Screen Two or Screen Three. 

 
Note: If this is the first line established for the payable number, FLAIR will display Screen Two with 
the vendor and/or benefitting information fields available for input.  If this is a new line on a 
previously established payable, FLAIR will display Screen Three. 
 
TR80 - Unencumbered Payables - Multiple Input - Request - Screen Two 
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TR80 Unencumbered Payables Multiple Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

VENDOR ID 
Vendor Identification 

Number 

Required.  If using a vendor number with a 
prefix of F, S, N, or E.   

If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).  (21A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OBJ Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9. 
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year 
Optional.  See section 109.4.6 Year for 
description.  (2N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
6. Input the correct VENDOR ID or BF fields.  The payable number cannot be changed 

from this screen. 
 
  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 224 of 547 
 

TR80 - Unencumbered Payables - Multiple Input - Request - Screen Two  (with example data 
input) 

 
 

7. Press Enter.  FLAIR will display the TR80 Multiple Input Request Screen Three. 
 
Special notes regarding use of the PPI field: 
Please seek the guidance of agency management as to PPI field input.  While the use of an indicator 
is optional for FLAIR, an indicator may be required by the agency to ensure the transaction is 
recorded properly. 
 
Agencies should have a means to track which payables are set up with an indicator in the PPI field, 
as this indicator does not appear on the 8S inquiry or update screens unless used as one of the 
search criteria. 
 

See section 204.2.1 TR51 Single Input for examples of how these fields are used in combination. 
 
TR80 - Unencumbered Payables - Multiple Input - Screen Three (with example data retrieved) 
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TR80 Unencumbered Payables Multiple Input Screen Three fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

L1 L2 L3 L4 L5 Organization Code Required.  L1 is protected.  (9N) 

EO Expansion Option 
Optional.  If left blank, defaults to 00.  
(2A/N) 

VR Version Optional.  (2N) 

OBJECT Object Code 
Required.  Must be a valid expenditure 
object code beginning with 1-8.  (6N) 

YR Year 
Optional.  If blank, will default to 00 on 
Expansion Set File.  (2N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.  Cannot be used if 
SF = 8.  Can only be used during the Carry 
Forward Process.   
 
Note:  Please seek the guidance of agency 
management as to CF field input.  While the 
use of an indicator is optional for FLAIR, an 
indicator may be required by the agency to 
ensure the transaction is recorded 
properly.  (1A) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

RCV-DT Received Date 
Required.  Date goods or services were 
received.  Should be on or before June 30 
for Carry Forward Processing.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

AMOUNT Amount 
Required.  Must be a positive amount.  
(10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Code Protected.  (1A) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to current 
date.  (8N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

AP-GL 
Accounts Payable General 

Ledger Code 
Required.  Must be >31,099 and <50,000.  
(5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an 
external GL in the Title File prior to using in 
a transaction.  (3N) 

INVOICE Invoice Number Optional.  (9A/N) 
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Field Description Required/Optional/Special Instructions 

AB 
Available Balance Override 

Indicator 
Optional.  Valid input: X.  If the user has 
override authority.  (1A) 

QUANTITY Quantity Optional.  (8.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 

Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (11N) 

BF-EO 
Benefitting Expansion 

Option 

Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.    (2A/N) 

BF-OB Benefitting Object Code 
Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (6N) 

BF-CAT/YR Benefitting Category/Year 
Retrieved.  If changed, must meet the 
requirements stated in the table for Screen 
Two.  (8N) 

 
8. Input the necessary information to complete the transaction on each line.  The user may 

input up to three lines. 
9. Press Enter.  FLAIR will return the user to the TR80 Unencumbered Payables Multiple 

Input Screen Three.  Lines 0002 and 0003 will be cleared and the first line will contain 
all the information from the last completed line, except from the AMOUNT, QUANTITY, 
AB, CF, and YR fields, which will be blank. 

 
The TR80 lines will be recorded in the Daily Input File and the Accounts Payable Subsidiary Ledger, 
and the Available Balance File will be updated.  See section 207.19.1 TR80 FLAIR Accounting 
Entries for details. 
 
Note: Information from the last completed line becomes available to use with line 0004 (see 
example below). 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 227 of 547 
 

 
Input a new payable number on the NEXT line to establish a new payable. 
 
Once the user has completed input of all necessary fields on the first line, he/she may use the 
asterisk (*) in most fields to duplicate the same information from the line above, usually line 0001.  
The asterisk cannot be used in the L1, QUANTITY, or AMOUNT fields.  For example, on the 
transaction below, only the object code and amount are different on line 0002.  The asterisk can be 
used in the fields that contain the same information as line 0001. 
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TR80 - Unencumbered Payables - Multiple Input - Screen Three 
(using asterisks [*] to duplicate information from line 0001 to line 0002)

 
 
 

207.6 TR80 Inquiry 
 

Transactions added to the Accounts Payable Subsidiary Ledger using the TR80S or TR80A can be 
inquired upon, or even updated, on the day of input using the TR80 inquiry.  For transactions input 
on a prior date, inquiries can be made using the TR8S.  See section 207.12.1 TR8S Single Inquiry 
for details.  Regardless of how the transaction was added to the Daily Input File (single or multiple 
line input), users can use the single or multiple line inquiry to view the transaction. 
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207.6.1 TR80 Single Inquiry 
 

Users can request a single inquiry with the TR80I.  A single inquiry will display one line of a payable 
with all associated data codes. 
 
To process a single inquiry request from the Accounts Payable Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input I. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR80 Single Inquiry by Site Request Screen One. 
 
TR80 - Unencumbered Payable - Single Inquiry By Site - Request - Screen One 
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TR80 Unencumbered Payable Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following codes are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  If vendor number begins with F, 
S, or N.   
 
Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  (21A/N)  

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

AP-NO Accounts Payable Number 

Optional.  If used, payable number must be 
an exact match established using a TR80.  
Must start with P (FLAIR) or Q (MFMP).  
(7A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, AP-NO must be used and 
FLAIR will return the line number input.  If 
blank, FLAIR will return all available line 
numbers beginning with the first available 
line.  (4N) 

 
4. a.  Input one or more of the available fields as criteria to define the search; OR 

b.  Leave all fields blank. 
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TR80 - Unencumbered Payables - Single Inquiry By Site - Request (with example inquiry by AP-

NO) 
 

5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria.  If no records match 

the search criteria, the message “058 – NO RECORDS FOUND” will display.  
Transactions that have been deleted using the update screen will not display; OR 

b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding 
payable established during the current business day, in organization code order.  To 
view additional records matching the search criteria, press F8.  When all records 
have been viewed, the message “END OF SEARCH” will display. 

 
TR80 - Unencumbered Payables - Single Inquiry By Site – Screen Two (with example data 
retrieved) 
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207.6.2 TR80 Multiple Inquiry 
 

Users can request a multiple line inquiry with the TR80M.  A multiple inquiry will display up to 
three lines of a payable with limited data codes on a screen.  Additional lines may be viewed by 
pressing F8. 
 
To process a multiple inquiry request from the Accounts Payable Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input M. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Multiple Inquiry by 
Site Request Screen One. 

 
TR80 - Unencumbered Payables - Multiple Inquiry By Site - Request - Screen One 
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TR80 Unencumbered Payables Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 

19 Digits of the 
FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following codes are available for input: 
GF - GAAFR Fund  (2N) 
SF - State Fund  (1N) 
FID - Fund Identifier  (6N) 
BE - Budget Entity  (8N) 
IBI - Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

AP-NO Accounts Payable Number 

Optional.  If used, payable number must be 
an exact match established using a TR80.  
Must start with P (FLAIR) or Q (MFMP).  
(7A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, AP-NO must be used and 
FLAIR will return the line number input.  If 
blank, FLAIR will return all available line 
numbers beginning with the first available 
line.  (4N) 

 
4. a.  Input one or more of the available fields as criteria to define the search; OR 

b.  Leave all fields blank. 
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TR80 - Unencumbered Payables - Multiple Inquiry By Site - Request (with example inquiry by 
AP-NO)

 
 

5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria.  If no records match 

the search criteria, FLAIR will display the message “058 – NO RECORDS FOUND.”  
Transactions that have been deleted using the update screen will not display; OR 

b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding 
payable established during the current business day, in organization code order.  To 
view additional records matching the search criteria, press F8.  When all records 
have been viewed, FLAIR will display the message “017 – END OF SEARCH.” 

 
TR80 - Unencumbered Payables - Multiple Inquiry By Site - Screen Two (with example data 
retrieved)

 
 
 
To see the single inquiry with the expanded view of an individual payable, the user has two options.  
Each is illustrated below. 
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Option One 
To view the single inquiry screen with all data codes: 

1. In the X (selection) field next to the transaction(s) to view, input I.  
2. Press Enter.  FLAIR will display the second TR80 Unencumbered Payables Single Inquiry 

by Site Screen. 

 
3. To view additional lines of the same payable number, press F8 until all lines have been 

displayed. 
 
Additional lines of the same payable number will display as the user pages forward (F8), even if 
only one was marked for inquiry.  When all records have been viewed, FLAIR will display the 
message “017 – END OF SEARCH.”  Transactions that have been deleted using the update screen 
will not display. 
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Option Two 
To view the single inquiry screen with all data codes: 

1. In the SEL field, input I. 
2. In the X (selection) field next to the transaction(s) to view, input X. 
3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Inquiry by Site 

Screen Two. 

 
4. To view additional lines of the same payable number, press F8 until all lines have been 

displayed. 
 
Additional lines of the same payable number will display as the user pages forward (F8), even if 
only one was marked for single inquiry.  When all records have been viewed, FLAIR will display the 
message “017 – END OF SEARCH.”  Transactions that have been deleted using the update screen 
will not display. 
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207.7 TR80 Update 
 

The TR80 update is used to update or delete payable records input using the TR80S or TR80A on 
the current business day.  Because these transactions have not yet updated the Detail or Master 
Files, the original entry is retrieved from the Daily Input File and the correct data is input.  This 
updates the Daily Input File and simultaneously corrects the Accounts Payable Subsidiary Ledger. 
 
To retrieve a record from the Daily Input File for update, the user must first inquire on the record.  
The user may use the single or multiple line inquiry to first view, then update the transaction. 
 
To access the TR80 inquiry screen from the Accounts Payable Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input I or M. 

 
Accounts Payable Mini Menu (with example data input) 

 
 

3. Press Enter.  The requested screen will display and the user can proceed to the update 
screen to make changes.  See section 207.7.1 TR80 Update from Single Inquiry and 
section 207.7.2 TR80 Update from Multiple Inquiry for additional details. 
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207.7.1 TR80 Update from Single Inquiry 
 

To make corrections or changes to a TR80 input during the current business day, the user will first 
inquire on the record to be changed, and then access the update screen. 
 
To access the update screen using the single inquiry screen, complete the following steps: 

1. In the TYPE field, input 80. 
2. In the SEL field, input I. 

 
Accounts Payable Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Inquiry by Site 
Request Screen One. 
 

TR80 - Unencumbered Payables - Single Inquiry By Site – Request – Screen One 

 
 

4. a.  Input the search criteria to display the correct payable; OR  
b.  Leave all fields blank.   
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5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding 

payable established during the current business day, in organization code order.   
 

TR80 - Unencumbered Payables - Single Inquiry By Site - Screen Two (with example data 
retrieved)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Once the correct record to be updated is found, input U in the SEL field. 
7. Press Enter.  FLAIR will display the TR80 Unencumbered Payables  

Single Update by Site Screen One. 
 
TR80 – Unencumbered Payables – Single Update By Site – Screen One (with example data 
retrieved) 
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Some fields are protected and cannot be changed using the update function.  If any of the 
information in these fields is incorrect, the user must delete the transaction from the Daily Input 
File and input a transaction with the correct information. 
 
TR80 Unencumbered Payables Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete 
Optional.  Valid input: D.  Used to delete the 
transaction from the Daily Input File.  If 
used, no other fields can be updated.  (1A) 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE Line Number Protected.  (4N) 

L1 L2 L3 L4 L5 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 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

AMOUNT Amount 
Required.  Can be changed, but not deleted.  
Must be a positive amount.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Code Protected.  (1A) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to current 
date.  (8N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

AP-GL 
Accounts Payable General 

Ledger Code 
Required.  Can be changed, but not deleted.  
Must be >31,099 and <50,000.  (5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an EGL in 
the Title File prior to using in a transaction.  
(3N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance Override 

Indicator 
Optional.  Valid input: X, if the user has 
override authority.  (1A) 

QUANTITY Quantity Optional.  (8.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting 

Organization Code 
Retrieved.  (11N) 
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Field Description Required/Optional/Special Instructions 

BF-EO 
Benefitting Expansion 

Option 
Retrieved.  (2A/N) 

BF-OB Benefitting Object Code Retrieved.  (6N) 

BF-CAT/YR Benefitting Category/Year Retrieved.  (8N) 

CAT Appropriation Category 
Required.  Can be changed, but not deleted. 
(6N) 

YR Year Optional.  If blank, will default to 00.  (2N) 

GL General Ledger Code 
Required.  Can be changed, not deleted.  
(5N) 

EGL 
External General 

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

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

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (2N) 

EF External Fund Type Protected.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (16N) 
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Field Description Required/Optional/Special Instructions 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File (PI) and carried 
over to the Title File prior to use in a 
transaction.  (11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BPIN 
Beginning Property 

Item Number 
Optional.  If used, last six digits must be 
numeric.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
Note:  The certified forward indicator (CF) cannot be updated using the TR80 update screen.  Use 
the CF function to update this field if necessary.   
 

8. Input the data necessary to update the transaction. 
 
TR80 - Unencumbered Payables - Single Update By Site - Screen One 
(example updating a transaction by adding a grant number)

 
 

9. Press Enter.  FLAIR will update the record.  The user will either be returned to the TR80 
Unencumbered Payables Single Inquiry by Site Screen with changes reflected, or the 
next available payable line, as applicable.  
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TR80 - Unencumbered Payables - Single Inquiry By Site (example reflects the grant number 
change) 

 
The changes to the TR80 will be recorded on the Daily Input File and the Accounts Payable 
Subsidiary File.  Any changes to the amount will update the Available Balance File.  See section 
207.19.1 TR80 FLAIR Accounting Entries for details.  Payable lines that have been disbursed or 
deleted cannot be updated. 
 
 

207.7.2 TR80 Update from Multiple Inquiry 
 

To make corrections or changes to a TR80 input on the current business day, the user must first 
inquire on the record to be changed, then access the update screen.  This can be done two ways 
from a multiple inquiry screen.  Regardless of which method the user chooses, only one line at a 
time may be selected to update. 
 
Method 1 
To access the update screen using the Accounts Payable Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input M. 
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Accounts Payable Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Multiple Inquiry 
Request Screen One. 

 
TR80 - Unencumbered Payables - Multiple Inquiry By Site - Request - Screen One 

 
 

4. Input the search criteria to display the correct payable.  For example, input the Accounts 
Payable Number in the AP-NO field (see section 207.6.2 TR80 Multiple Inquiry). 

5. Press Enter.  FLAIR will display the TR80 Unencumbered Payable Multiple Inquiry by 
Site Screen Two. 
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TR80 – Unencumbered Payables – Multiple Inquiry By Site - Screen Two (with example data 
retrieved) 

 
 

6. In the X (Selection) field next to the payable to be updated, input U. 
7. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Update by Site 

Screen One. 
 

TR80 – Unencumbered Payables – Single Update By Site – Screen One 
(with example data input retrieved) 
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Method 2 
To access the update screen using the Accounts Payable Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 80. 
2. In the SEL field, input M. 

 
Accounts Payable Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Multiple Inquiry 
Request Screen One. 

 
TR80 - Unencumbered Payables - Multiple Inquiry By Site - Request - Screen One 

 
 

4. Input the search criteria to display the correct payable.  For example, input the Accounts 
Payable Number in the AP-NO field (see section 207.5.2 TR80 Multiple Inquiry). 

5. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Multiple Inquiry 
Screen Two. 

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 247 of 547 
 

TR80 - Unencumbered Payables - Multiple Inquiry By Site - Screen Two (with example data 
retrieved) 

 
 

6. In the X (Selection) field next to the payable to be updated, input X.  
7. In the SEL field, input U. 

 
TR80 – Unencumbered Payables – Multiple Inquiry By Site - Screen Two (with example data 
input)

 
 

8. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Update by Site 
Screen One.  
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TR80 – Unencumbered Payables – Single Update By Site – Screen One (with example data 
retrieved) 

 
The user may update any of the unprotected fields.  See section 207.7.1 TR80 Update from Single 
Inquiry for a table of fields that may be updated.  Changes to the TR80 are recorded on the Daily 
Input File and the Accounts Payable Subsidiary Ledger.  Any changes to the amount updates the 
Available Balance File.  See section 207.19.1 TR80 FLAIR Accounting Entries for details.  Payable 
lines that have been disbursed or deleted cannot be updated. 
 
 

207.8 TR81 Encumbered Payables 
 

Encumbered payables are used to record a liability when an encumbrance was previously 
established with a TR60.  The TR81 records a credit in a payable GL and a debit in an 
expenditure/expense GL.  It also records the necessary entries to release the encumbrance, or a 
portion of the encumbrance, from the GLs. 
 
 

207.9 TR81 Input 
 

Encumbered payables can be recorded at any time to convert an encumbrance into a payable.  This 
records the liability in the accounting records.  This transaction is commonly used at the end of the 
fiscal year to record a liability where an encumbrance has previously been established, the 
goods/services have been received, but the disbursement of funds has not yet taken place. 
 
Users can input a single encumbered payable transaction using a TR81S.  There is not an option to 
input multiple lines on the same screen with this transaction.  If the payable will have multiple 
lines, the user must input each line separately using the TR81S.  For each payable record input, a 
line number is system-generated and assigned to that record.  This allows users to inquire into, or 
update, a specific line item with a payable. 
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To access the TR81 from the Accounts Payable Mini Menu or any FLAIR input screen: 
1. In the TYPE field, input 81. 
2. In the SEL field, input S. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Input Request 
Screen One.  See section 207.9.1 TR81 Single Input for additional details. 

 
TR81 - Encumbered Payables - Single Input Request - Screen One 
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207.9.1 TR81 Single Input 
 

Users can input a single encumbered payable transaction using the TR81S.  TR81S is also used to 
record payables with multiple lines, but each line is input separately.  Single input allows users to 
view all data codes associated with the transaction.  Many of the codes established with the 
encumbrance are retrieved from the 6S and included on the payable record unless the user changes 
them. 
 
To access the Encumbered Payables Single Input Request screen from the Accounts Payable Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 81. 
2. In the SEL field, input S. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Input Request 
Screen One.  
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TR81 - Encumbered Payables - Single Input - Request - Screen One

 
 
TR81 Encumbered Payables Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Required.  (6A/N) 

EN-NO 
Encumbrance Document 

Number 

Required.  Must be input to retrieve the 
record from the Encumbrances Subsidiary.  
Valid input for the first character: 
E – For manually encumbered transactions. 
A – For MFMP encumbered transactions.  
(7A/N) 

LINE 
Encumbrance Document 

Line Number 

Required.  Must be input to retrieve the 
record from the Encumbrances Subsidiary.  
(4A/N) 

L1 L2 L3 L4 L5 Organization Level 
Optional.  **Established with encumbrance 
number.  Override only required when 
authorized.  (11N) 

EO Expansion Option 
Optional.  **Established with encumbrance 
number.  Override only required when 
authorized.  (2A/N) 

VR Version 
Optional.  **Established with encumbrance 
number.  Override only required when 
authorized.  (2N) 

OBJECT Object Code 

Optional.  **Established with encumbrance 
number.  Override only required when 
authorized.  Must be a valid expenditure 
object code beginning with 1-8.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

Note:  Please seek the guidance of agency management as to PPI field input.  While the use of an 
indicator is optional for FLAIR, an indicator may be required by the agency to ensure the 
transaction is recorded properly. 
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4. Input the necessary required and optional data. 
 
TR81 – Encumbered Payables – Single Input – Request - Screen One (with example data input) 

5. Press Enter.   
a.  If this is the first line established for the payable number, FLAIR will display Screen 

Two with the vendor and/or benefitting information retrieved from the 
Encumbrance Subsidiary Ledger.  For a memo encumbrance, no vendor data will be 
retrieved.  The user will input the appropriate vendor and/or benefitting 
information. 

b.  If this is a new line on a previously established payable, the vendor and/or 
benefitting information will be retrieved from the Accounts Payable Subsidiary 
Ledger and the Encumbrance Subsidiary Ledger.  If the information from both files 
matches, Screen Three will display (proceed to step 12).  If the information differs, 
Screen Two will display (continue to step 10).  Only one vendor is allowed per 
payable, so if the information differs, the vendor information from the Encumbrance 
Subsidiary must be changed by the user. 
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TR81 - Encumbered Payables - Single Input - Request - Screen Two (with example data retrieved) 

 
 
TR81 Encumbered Payables Single Input Request Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

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

LINE Encumbrance Line Number Protected.  (4N) 

L1 L2 L3 L4 L5 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) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

BF-CAT Benefitting Category Protected.  (6N) 

BF-YR Benefitting Year Protected.  (2N) 

VENDOR ID 
Vendor Identification 

Number 
Optional.  Should be input with 
encumbrance.  (21A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OBJ Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 
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Field Description Required/Optional/Special Instructions 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

 
6. In the VENDOR ID or BF fields, input or verify the required data.  

 
The data fields input on Screen One and the vendor information are protected and cannot be 
changed from this Screen Two.  If any of the information in these protected fields is incorrect, 
cancel the transaction using F12, and start again. 

 
7. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Input Screen 

Three. 
 
TR81 - Encumbered Payables - Single Input - Screen Three (example with BF fields input)  

TR81 Encumbered Payables Single Input Screen Three fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

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

LINE Encumbrance Line Number Protected.  (4N) 

MBI Memo Blanket Indicator 

Optional.  Indicates the type of 
encumbrance being entered into the 
system.  Available indicators: 
Blank: Regular Encumbrance 
M: Memo Encumbrance  
B: Blanket Encumbrance  
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Field Description Required/Optional/Special Instructions 

Note: Once an encumbrance has been 
established, the MBI cannot be updated or 
removed from an encumbrance line.  (1A)   

F Final Payment Indicator 
Optional.  Valid input: F.  Used to indicate 
the encumbrance line item is exhausted by 
the establishment of the payable line.  (1 A) 

L1 L2 L3 L4 L5 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) 

RCV-DT Received Date 
Required.  Date goods or services were 
received.  Should be on or before June 30 
for Carry Forward Processing.  (8N) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

AMOUNT Amount 
Required.  Must be positive amount.  
(10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

MC Minority Code Protected.  (1A) 

TRN-DT Transaction Date 
Optional.  If left blank defaults to current 
date.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

AP-GL 
Accounts Payable General 

Ledger Code 
Required.  Must be >31,099 and <50,000.  
(5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an EGL in 
the Title File prior to using in a transaction.  
(3N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance Override 

Indicator 
Optional.  Valid input: X, if user has 
override authority.  (1A) 

QUANTITY Quantity Optional.  (8.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 

Retrieved.  If changed, must meet the 
requirements stated in the Screen Two 
table.  (11N) 

BF-EO 
Benefitting Expansion 

Option 

Retrieved.  If changed, must meet the 
requirements stated in the Screen Two 
table.  (2A/N) 
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Field Description Required/Optional/Special Instructions 

BF-OB Benefitting Object Code 
Retrieved.  If changed, must meet the 
requirements stated in the Screen Two 
table.  (6N) 

BF-CAT/YR Benefitting Category/Year Retrieved.  (8N) 

CAT Appropriation Category 
Retrieved.  Cannot use revenue category.  
(6N) 

YR Year 
Retrieved.  If left blank, will default to 00.  
(2N) 

GL General Ledger Code 
Retrieved.  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.  (3A/N) 

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

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (2N) 

EF External Fund Type Protected.  (1N) 

STATE-PROGRAM State Program Number 
Retrieved.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 
Optional.  Must be established in the 
Project Information File (PI) and carried 
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Field Description Required/Optional/Special Instructions 

over to the Title File prior to use in a 
transaction.  (11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

BPIN 
Beginning Property Item 

Number 
Optional.  If used, last six digits must be 
numeric.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
8. Input the necessary information to complete the transaction. 
9. Press Enter.  FLAIR will display the TR81 Encumbered Payable Single Input Screen 

Three.  (The RCV-DT and AMOUNT fields will be blank if the NEXT line information is 
identical.) 

 
TR81 - Encumbered Payables - Single Input - Screen Three (example data input retrieved with BF 
data) 

 
The TR81 is recorded on the Daily Input File and the Accounts Payable Subsidiary Ledger, and the 
Available Balance File is updated.  The encumbrance will be reduced by the amount of the TR81.  If 
the final payment indicator is used, or if the amount of the TR81 matches or exceeds the amount of 
the encumbrance, the encumbrance will be closed and removed from the Encumbrance Subsidiary 
Ledger (6S) during nightly processing.  See section 207.19.2 TR81 FLAIR Accounting Entries and 
section 202.4.4 TR6S Encumbrance Subsidiary Inquiry for additional information. 
 
The screen that displays upon completion of the transaction depends upon the final payment 
indicator and vendor information included with the transaction (see examples below). 
 
If the final payment indicator is used in the transaction, FLAIR will return the user to the TR81 
Encumbered Payables Single Input Screen One, with the message “ENCUMBRANCE LINE HAS BEEN 
PAID.” 
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TR81 – Encumbered Payables – Single Input – Request - Screen One (with example data input 
retrieved) 

 
If the vendor information recorded on the payable differs from the vendor information on the 
Encumbrance Subsidiary Ledger, FLAIR will return the user to the TR81 Encumbered Payables 
Single Input screen two with the vendor information displayed. 
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TR81 – Encumbered Payables – Single Input – Request - Screen Two 
(with example vendor ID information retrieved)

 
 
If the final payment indicator is not used and the vendor information input matches the vendor 
information from the Encumbrance Subsidiary Ledger, FLAIR will return the user to the TR81 
Encumbered Payables Single Input Screen Three.  FLAIR will retrieve any data that is included on 
the NEXT line and the RCV-DT, AMOUNT, QUANTITY, UNITS, TIME, AB, and BPIN fields will be 
blank. 
 
TR81 – Encumbered Payables – Single Input - Screen Three 
(with example vendor ID information retrieved) 

 
 
Note:  There is no CF field on the TR81 input screens.  Therefore, the agency must use the CF 
function to mark these payables as carry forward items if necessary. 
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207.10 TR81 Inquiry 
 

Transactions added to the Accounts Payable Subsidiary Ledger using the TR81S can be inquired 
upon, or even updated, on the day of input using the TR81 inquiry.  For transactions input on a 
prior date, inquiry may be made using the TR8S.  See section 207.12.1 TR8S Single Inquiry for 
details.  Only single inquiry is available with the TR81.  A single inquiry will display one line of a 
payable with all associated data codes. 
 
To process a single inquiry request from the Accounts Payable Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 81. 
2. In the SEL field, input I. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Inquiry by Site 
Screen One. 
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TR81 - Encumbered Payables - Single Inquiry By Site - Request - Screen One  

 
 
TR81 Encumbered Payables Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.    
(9N) 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 
 

19 Digits of the 
FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following fields are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 

Optional.  If FLAIR account code is input in 
the VENDOR-ID field. 

 

If BF-ORG is used, the vendor ID ≠ F, S, N, 
or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 
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Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 

Optional.  If used, payable number must be 
an exact match established using a TR81.  
Must start with P (FLAIR) or Q (MFMP).  
(7A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, AP-NO must be used and 
FLAIR will return the line number input.  If 
blank, FLAIR will return all available line 
numbers beginning with the first available 
line.  (4N) 

 
4. a.  Input one or more of the available fields as criteria to define the search; OR 

b.  Leave all fields blank. 
 
TR81 - Encumbered Payables - Single Inquiry By Site – Request – Screen One 
(with example data input using account payable number) 

 
5. Press Enter.   

a.  FLAIR will display the requested payable record.  If a the line number is not included 
in the search, the first line of the requested payable will be displayed.  If no records 
match the search criteria, FLAIR will display the message “058 – NO RECORDS 
FOUND.”  Transactions that have been deleted using the update screen will not 
display. 

b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding 
payable established during the current business day, in organization code order.  To 
view additional records matching the search criteria, press F8.  When all records have 
been viewed, FLAIR will display the message “END OF SEARCH.” 
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TR81 - Encumbered Payables - Single Inquiry - Screen Two (with example data retrieved) 
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207.11 TR81 Update 
 

The TR81 update is used to update or delete payable records input using the TR81S on the current 
business day.  Because these transactions have not yet updated the Detail or Master Files, the 
original entry is retrieved from the Daily Input File and the correct data is input.  This updates the 
Daily Input File and simultaneously corrects the Accounts Payable Subsidiary. 
 
To retrieve the record from the Daily Input File for update, the user must first inquire on the record 
to be changed, then access the update screen.  Only single inquiry is available with the TR81. 
 
To access the update screen using the single inquiry screen, from the Accounts Payable Mini Menu 
or any FLAIR input screen: 

1. In the TYPE field, input 81. 
2. In the SEL field, input I. 

 
Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR81 Single Inquiry Request Screen One.  See 
section 207.10 TR81 Single Inquiry for more information. 
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TR81 - Encumbered Payables - Single Inquiry By Site - Request - Screen One  

 
 

4. Input search criteria to display the correct payable.  For example, input the Accounts 
Payable Number in the AP-NO field. 

 
TR81 - Encumbered Payables - Single Inquiry By Site – Request – Screen One (with example data 
input) 

 
 

5. Press Enter.  FLAIR will display the requested payable. 
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TR81 – Encumbered Payables – Single Inquiry – Screen Two (with example data retrieved) 

 
 

6. In the SEL field, input U. 
 
TR81 – Encumbered Payables – Single Inquiry - Screen Two (example updating a Payable Record) 

 
 
7. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Update Screen 

One. 
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TR81 – Encumbered Payables – Single Update By Site - Screen One (with example data input 
retrieved) 

 
TR81 Encumbered Payables Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete 
Optional.  Valid input: D.  Used to delete the 
transaction from the Daily Input File.  If 
used, no other fields can be updated.  (1A) 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE 
Accounts Payable 

Line Number 
Protected.  (4N) 

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

LINE Encumbrance Line Number Protected.  (4N) 

MBI Memo Blanket Indicator Protected.  (1A)   

F Final Payment Indicator 
Optional.  Valid input: F.  Used to indicate 
the encumbrance line item is exhausted by 
the establishment of the payable line.  (1A) 

L1 L2 L3 L4 L5 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 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

AMOUNT Amount 
Required.  Can be changed, but not deleted.  
Must be a positive amount.  (10.2N) 

MC Minority Code Protected.  (1A) 
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Field Description Required/Optional/Special Instructions 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to current 
date.  (8N) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

AP-GL 
Accounts Payable General 

Ledger Code 
Required.  Can be changed, but not deleted.  
Must be >31,099 and <50,000.  (5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an EGL in 
the Title File prior to using in a transaction.  
(3N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X, if user has 
override capability.  (1A) 

QUANTITY Quantity Optional.  (8.2N) 

B Batch Character Optional.  (1A/N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CAT/YR Benefitting Category/Year Protected.  (8N) 

CAT Appropriation Category 
Required.  Can be changed, but not deleted.  
(6N) 

YR Year Optional.  If blank, will default to 00.  (2N) 

GL General Ledger Code 
Required.  Can be changed, but not deleted.  
(5N) 

EGL 
External General Ledger 

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

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to using in a transaction (3A/N) 

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 
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Field Description Required/Optional/Special Instructions 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity 
Required.  Can be changed, but not deleted.  
Must be established in the Title File prior to 
use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (2N) 

EF External Fund Type Protected.  (1N) 

STATE PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File (PI) and carried 
over into the Title File prior to using in a 
transaction.  (11A/N) 

BPIN 
Beginning Property Item 

Number 
Optional.  If used, last six digits must be 
numeric.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
If any of the information in the protected fields is incorrect, the user must delete the transaction 
from the Daily Input File and input a transaction with the correct information. 
 
Note:  The certified forward indicator (CF) cannot be updated using the TR81 update screen.  Use 
the 1SX function to update this field if necessary 
 

8. Input the data necessary to update the transaction. 
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TR81 - Unencumbered Payables - Single Update By Site – Screen One (example updating amount)

 
 

9. Press Enter.  FLAIR will display the TR81 Encumbered Payables Single Inquiry by Site 
Screen Two reflecting the changes. 

TR81 – Encumbered Payables – Single Inquiry By Site - Screen Two (with example data 
retrieved) 

 
The changes to the TR81 will be recorded on the Daily Input File and the Accounts Payable 
Subsidiary Ledger.  Any changes to the amount will update the Available Balance File.  See 
section 207.19.2 TR81 FLAIR Accounting Entries for details.  Payable lines that have been 
disbursed or deleted cannot be updated. 
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207.12 TR8S Accounts Payables Subsidiary Ledger 
 

The Accounts Payable Subsidiary Ledger (8S) is an online auxiliary ledger that maintains a record 
of each outstanding accounts payable.  Records are added to the 8S immediately upon input of a 
TR80 or a TR81.  The 8S ledger is updated immediately when an update is made using TR80, TR81, 
TR8SU, or when a payable disbursement is made using TR53 or TR54. 
 
TR8S is the only transaction type that can be used to inquire on, or update, payables established 
prior to the current business day.  Users can inquire on one or multiple lines of an accounts payable 
record. 
 
The TR8SU (update) is used to correct payables that have already updated the Detail and Master 
Files through nightly processing.  Because these transactions are not on the current Daily Input File, 
they are retrieved from the Accounts Payable Subsidiary Ledger.  Corrections to most fields are 
input by typing the correct data over existing data or into a blank field.  However, corrections to the 
AMOUNT or QUANTITY fields are input as the net change using the AMT CHANGE and QTY 
CHANGE fields.  This creates a reversing entry to back-out the existing payable record as well as an 
entry to record the corrected payable.  These generated entries can be viewed through a TR80 
inquiry.  The net effect of the change(s) to the subsidiary record is recorded on the Accounts 
Payable Subsidiary Ledger and can be inquired into through TR8S inquiry. 
When recording a payable disbursement using TR53 or TR54, the operator is required to input the 
payable document and line numbers.  This identifies the specific line item within the payable that 
will be reduced or removed by the expenditure transaction.  If the entire payable is to be removed 
from the Accounts Payable Subsidiary, a final payment indicator should be recorded on the 
expenditure entry.  This removes the entire payable regardless of whether the expenditure and 
payable entries are the same amount.  To cancel a payable without paying it, the operator should 
delete the payable through TR8S update.  This causes the deleted payable record to drop from the 
8S during nightly update. 
 
 

207.12.1 TR8S Single Inquiry 
 

Users can request a single inquiry with the TR8SI.  A single inquiry will display one line of a payable 
with all associated data codes. 
 
To inquire on a single line of a payable within the Accounts Payable Subsidiary Ledger with 
expanded data from the Accounts Payable Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 8S. 
2. In the SEL field, input I. 
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Accounts Payable Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the 8S Accounts Payable Subsidiary Ledger Single 
Inquiry Request Screen One. 
 

TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry - Request - Screen One 

TR8S Accounts Payable Subsidiary Ledger Single Inquiry Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 
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Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 

Optional.  If used, payable number must be 
an exact match established using a TR80 or 
TR81.  Must start with a P (FLAIR) or Q 
(MFMP).  (7A/N) 

LINE 
Accounts Payable 

Line Number 

Optional.  If used, AP-NO field must be used 
and FLAIR will return the line number 
input.  If blank, FLAIR will return all 
available line numbers beginning with the 
first available line.  (4N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

CAT Appropriations Category Optional.  (6N) 

VENDOR ID 
Vendor 

Identification Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0- 9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG 
Benefitting 

Organization Code 
Optional.  If used, VENDOR-ID field must 
be blank.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  If used, BF-ORG field must be 
used.  (2A/N) 

 
4. a.  Input one or more of the available fields as criteria to define the search; OR  

b.  Leave all fields blank. 
 
TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry - Request - Screen One  
(example using the payable number and prior period indicator as search criteria) 

5. Press Enter.   
a.  FLAIR will display the requested payable.  If no records match the search criteria, the 

message “058 – NO RECORDS FOUND” will display.  Transactions that have been 
deleted using the update screen will not display; OR 
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b.  If all fields on screen one are left blank, FLAIR will return the first outstanding 
payable, in payable number order (alpha first, then numeric).  To view additional 
records matching the search criteria, press F8.  When all records have been viewed, 
FLAIR will display the message “END OF SEARCH.” 

 
Note:  If the payable was set up with an M or Y in the PPI field, then using an M or Y in the inquiry 
will display the payable as it was last recorded during the prior month or year.  Any changes made 
in the current month would not be reflected.  If the user does not use the M or Y in the inquiry, the 
current month, or year, payable will be retrieved with any changes made in the current period 
reflected.  This may result in dual year entries for the payable record. 
 
TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry – Screen Two 
(with example payable retrieved)

 
 
This screen contains a final payment indicator (F) field.  This field is used to indicate if a payable 
has been paid in full, deleted, or marked for final payment.  The available indicators are: 

Indicator Description 

C 
Paid in full or overpaid.  The payable line item will be cleared from the file during 
nightly processing, unless the agency is in dual month processing.  When in dual 
month processing, these payables remain on file until the prior month is closed. 

D 
Deleted through an 8S update.  Payable line item will be cleared from the file 
during nightly processing. 

F 
Marked as final payment in a disbursement TR53 or TR54.  During nightly 
processing the payable line item will be cleared from the file and any remaining 
balance will be released. 

BLANK FIELD Outstanding payable.  No action has been taken. 
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TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry – Screen Two 
(with example of a payable line that has been deleted using TR8SU)

 
 
 

207.12.2 TR8S Multiple Inquiry 
 

Users can request a multiple line inquiry with the TR8SM.  A multiple inquiry will display up to 
three lines of a payable with limited data codes on a screen.  Additional lines may be viewed by 
pressing F8. 
 
To process a multiple inquiry request from any FLAIR input screen: 

1. In the TYPE field, input 8S. 
2. In the SEL field, input M. 

 
Accounts Payable Mini Menu
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3. Press Enter.  FLAIR will display the TR8S Accounts Payable Subsidiary Ledger Multiple 
Inquiry Request Screen One. 

 
TR8S - Accounts Payable Subsidiary Ledger - Multiple Inquiry - Screen One  

 
TR8S Accounts Payable Subsidiary Ledger Multiple Inquiry Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 

AP-NO Accounts Payable Number 

Optional.  If used, payable number must be 
an exact match established using a TR80 or 
TR81.  Must start with a P (FLAIR) or Q 
(MFMP).  (7A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, AP-NO field must be used 
and FLAIR will return the line number 
input.  If blank, FLAIR will return all 
available line numbers beginning with the 
first available line.  (4N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

CAT Category Optional.  (6N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  
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Field Description Required/Optional/Special Instructions 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

 
4. a.  Input one or more of the available fields as criteria to define the search; OR  

b.  Leave all fields blank. 
 
TR8S - Accounts Payable Subsidiary Ledger - Multiple Inquiry – Request - Screen One  
(example using the payable number as search criteria) 

 
5. Press Enter.   

a.  FLAIR will display up to three lines of the first record matching the search criteria.  If 
no records match the search criteria, FLAIR will display the message “058 – NO 
RECORDS FOUND.”  Transactions that have been deleted using the update screen will 
not display. 

b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding 
payable, in payable number order (alpha first, then numeric).  To view additional 
records matching the search criteria, press F8.  When all records have been viewed, 
FLAIR will display the message “017 – END OF SEARCH.” 
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TR8SM - Accounts Payable Subsidiary Multiple Inquiry - Screen Two (example payable retrieved)

 
 
Note:  If the payable was set up with an M or Y in the PPI field, then using an M or Y in the inquiry 
will display the payable as it was last recorded during the prior month or year.  Any changes made 
in the current month or year are not be reflected.  If the user does not use the M or Y in the inquiry, 
the current month, or year, payable will be retrieved with any changes made in the current period 
reflected.  This may result in dual year entries for the payable record. 
 
 
To see the single inquiry, the user has two options.  Each is illustrated below. 
 
Option One 
To view the single inquiry screen with all data codes: 

1. In the X (selection) field next to the transaction(s) to view, input I. 
 
TR8SM - Accounts Payable Subsidiary Multiple Inquiry - Screen Two  
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2. Press Enter.  FLAIR will display the TR8SI Accounts Payable Subsidiary Ledger Single 
Inquiry Screen Two. 

 

TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry - Screen Two (with example data 
retrieved)  

 

3. To view additional lines of the same payable number, press F8 until all lines have been 
displayed. 

 

Additional lines of the same payable number will display as the user pages forward (F8), even if 
only one was marked for single inquiry.  When all records have been viewed, FLAIR will display the 
message “017-END OF SEARCH.”  Transactions that have been deleted using the update screen will 
not display. 
 

Option Two 
To view the single inquiry screen with all data codes: 

1. In the SEL field, input I. 
2. In the X (selection) field next to the transaction(s) to view, input X. 

 

TR8SM - Accounts Payable Subsidiary Multiple Inquiry - Screen Two (with example data input)
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3. Press Enter.  FLAIR will display the TR8SI Accounts Payable Subsidiary Ledger Single 
Inquiry Screen Two. 

 
TR8S - Accounts Payable Subsidiary Ledger - Single Inquiry - Screen Two (with example data 
retrieved) 

 
Additional lines of the same payable number will display as the user pages forward (F8), even if 
only one was marked for single inquiry.  When all records have been viewed, FLAIR will display the 
message “017-END OF SEARCH.”  Transactions that have been deleted using the update screen will 
not display. 
This screen contains a final payment indicator (F) field.  This field is used to indicate if a payable 
has been paid in full, deleted, or marked for final payment.   
 
The available indicators are: 

Indicator Description 

C 
Paid in full or overpaid.  The payable line item will be cleared from the file during 
nightly processing, unless the agency is in dual month processing.  When in dual 
month processing, these payables remain on file until the prior month is closed. 

D 
Deleted through an 8S update.  Payable line item will be cleared from the file 
during nightly processing. 

F 
Marked as final payment in a disbursement TR53 or TR54.  During nightly 
processing, payable line item will be cleared from the file and any remaining 
balance will be released. 

BLANK FIELD Outstanding payable.  No action has been taken. 

 
The following is an example of a payable with one line overpaid, one line paid in full and marked as 
a final payment, and one line underpaid and marked as a final payment. 
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TR8SM - Accounts Payable Subsidiary Multiple Inquiry - Screen Two (with example data 
retrieved)

 
 
 

207.12.3 TR8S Update 
 

Agency users have the option to process corrections or delete outstanding payables in FLAIR that 
were not created in MFMP.  Any changes for MFMP payables (prefix of Q) must be updated and 
deleted within MFMP and not directly in FLAIR.  The 8SU screen is used to update or delete 
payables input on a prior day.  For multiple line payables, only one line can be updated or deleted at 
a time, except for vendor or benefitting information, which applies to all payable lines. 
 
To update a payable line from any FLAIR input screen: 

1. In the TYPE field, input 8S. 
2. In the SEL field, input U. 

 
Accounts Payable Mini Menu (with example data input)
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3. Press Enter.  FLAIR will display the 8S Accounts Payable Subsidiary Ledger Single 
Update Request Screen One. 

 
TR8S - Accounts Payable Subsidiary Ledger - Single Update - Request - Screen One 

 
TR8S Accounts Payable Subsidiary Ledger Single Update Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 

Required.  Must be an exact match to 
payable established using a TR80 or TR81.  
Must start with a P (FLAIR) or Q (MFMP).  
(7A/N) 

LINE 
Accounts Payable Line 

Number 

Required.  Input 0000 to change vendor or 
benefitting information on the payable 
header.  Input payable line number for all 
other changes.  Users with an MFMP 
RACF ID cannot input 0000.  (4N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
Note:  If the payable was set up with an M or Y in the PPI field, then using an M or Y on the update 
request will display the payable as it was last recorded during the prior month or year.  Updates 
made will be recorded on the prior month or prior year.  This can only be done when the agency is 
in dual month or dual year processing.  If the user does not use the M or Y on the update screen, the 
current month or current year payable will be retrieved with any changes made in the current 
period reflected.  Any updates will affect the current month or year accounting records only.  This 
may result in entries for the payable recorded across fiscal years. 

 
4. In the AP-NO field, input the payable number. 
5. In the LINE field, input the payable line number. 
6. In the PPI field, input an M or Y, or leave the field blank. 
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TR8S - Accounts Payable Subsidiary Ledger - Single Update - Request - Screen One  
(example updating a prior month payable)

 
 

7. Press Enter.  FLAIR will display the 8S Accounts Payable Subsidiary Ledger Single 
Update Screen Three. 

 
TR8S - Accounts Payable Subsidiary Ledger - Single Update - Screen Three (with example data 
retrieved) 
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TR8S Accounts Payable Subsidiary Ledger Single Update Screen Three fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete 

Optional.  Valid input: D.  Deletes line item 
from the payable subsidiary.  Item will be 
cleared from file during nightly processing.  
(1A) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE 
Accounts Payable Line 

Number 
Protected.  (4A/N) 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  If used will 
change the organization code on the 
payable line record.  (9N) 

EO Expansion Option 
Optional.  If used will change the 
Expansion Option on the payable line 
record.  (2A/N) 

VR Version 
Optional.  If used will change the 
Expansion Option Version used on the 
payable line record.  (2N) 

OBJECT Object Code 

Optional.  If used will change the object 
code on the payable line record.  Must be a 
valid expenditure object code beginning 
with 1-8.  (6N) 

C
H

A
N

G
E

…
IF

 D
E

S
IR

E
D

 

L1 L2 L3  
L4 L5 Organization Code 

Optional.  L1 is protected.  FLAIR will 
update the organization code if changed.  
(11N) 

EO Expansion Option Required.  Agency unique.  (2A/N) 

VR Expansion Option Version Optional.  (2N) 

OBJECT 

Object Code 

Required.  Must be a valid expenditure 
object code beginning with 1-8.  If the 
object code = 75XXXX, a grant and/or 
contract number is required on Screen 
Four.  (6N)  

VENDOR-ID 
Vendor Identification 

Number 
Protected.  (21A/N) 

BF-CAT Benefitting Category Protected.  (6N) 

BF-YR Benefitting Year Protected.  (2N) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

DESCRIPTION Encumbrance Description Protected.  (16A/N) 

GF/SF/FID/BE/IBI 
19 Digits of the FLAIR 

Account Code 
Protected.  (19N) 

EF External Fund Type Protected.  (1N) 

RVL Revolving Fund Indicator Protected.  (6N) 

AP-DT Accounts Payable Date Protected.  (MMDDYYYY)  (8N) 
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Field Description Required/Optional/Special Instructions 

AC- DT Last Activity Date Protected.  (MMDDYYYY)  (8N) 

 
Note:  Care should be taken when deleting a payable to ensure the correct PPI is used.  When in 
dual month processing, the payable must be deleted using a PPI of M.  When in dual year 
processing, the payable must be deleted using a PPI of Y. 
 

8. Input any data in fields that need to be changed. 
 
TR8S - Accounts Payable Subsidiary Ledger - Single Update - Screen Three 
(example showing update of object code for a payable line)

 
 

9. Press Enter.  FLAIR will display the TR8S Accounts Payable Subsidiary Single Update 
Screen Four. 

 
TR8S - Accounts Payable Subsidiary - Single Update – Screen Four (with example data retrieved)
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TR8S Accounts Payable Subsidiary Single Update Screen Four fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE 
Accounts Payable 

Line Number 
Protected.  (4A/N) 

MBI Memo Blanket Indicator Protected.  (1A) 

F Final Payment Indicator Protected.  (1A) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Expansion Option Version Protected.  (2A/N) 

OBJECT Object Code Protected.  (6N) 

P Prior Period Indicator Optional.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

LINE AMOUNT Encumbrance Line Amount Protected.  (4A/N) 

AMT CHANGE Amount Change 

Optional.  If used, input the net amount of 
the change.  Positive amounts add to the 
balance; negative amounts reduce the 
balance.  (10.2N) 

VENDOR-ID 
Vendor 

Identification Number 
Protected.  (21A/N) 

BF-CAT/YR Benefitting Category/Year Protected.  (8N) 

VENDOR-NAME Vendor Name Protected.  (16A/N) 

AP-GL 
Accounts Payable 

General Ledger Code 
Required.  Can be changed, but not deleted.  
Must be >31,099 and <50,000.  (5N) 

AP-EGL 
Accounts Payable External 

General Ledger Code 

Optional.  Must be established as an EGL in 
the Title File prior to use in a transaction.  
(3N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  Valid input: X.  If user has 
override authority.  (1A) 

QUANTITY Quantity Optional.  (10.2N) 

QTY.CHANGE Quantity Change 

Optional.  If used, input the net amount of 
the change.  Positive amounts add to the 
quantity, negative amounts reduce the 
quantity.  (8.2N) 

PID Product Identifier Optional.   (3A/N) 

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

AP-DT Accounts Payable Date 
Optional.  Will display the date used as 
transaction date when payable was 
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Field Description Required/Optional/Special Instructions 

established.  If left blank, defaults to 
current date.  (MMDDYYYY)  (8N) 

AP-DT Accounts Payable Date Protected.  (MMDDYYYY)  (8N) 

CAT Appropriation Category 
Required.  Can be changed, but not deleted. 
(6N) 

YR Year Optional.  If blank, will default to 00.  (2N) 

CF Certified Forward Indicator 

Optional.  Valid input: C. 
Note:  It is best practice to use the 1SX 
function to make changes to the CF field.  
(1A) 

GL General Ledger Code 
Required.  Can be changed, but not deleted.  
(5N) 

EGL 
External General 

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

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

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund (GAAFR Fund/State 

Fund/Fund ID) 
Protected.  (9N) 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted. (2N) 

EF External Fund Type Protected.  (1N) 
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Field Description Required/Optional/Special Instructions 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File (PI) and carried 
over to the Title File prior to use in a 
transaction.  (11A/N) 

RVL Revolving Fund Indicator Protected.  (6N) 

TRN-DT Transaction Date 
Optional.  If left blank, defaults to current 
date.  (8N) 

BPIN 
Beginning Property Item 

Number 
Optional.  If used, last six digits must be 
numeric.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OBJ Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

RCV-DT Received Date 
Optional.  Date goods or services were 
received.  Should be on or before June 30 
for Carry Forward Processing.  (8N) 

 
10. Input the data necessary to update the transaction. 

 
If the F field contains a final payment indicator of F, C, or D, then only certain fields may be updated.  
These include: 

• DESCRIPTION 
• AB 
• AP-DT 
• CF 
• RCV-DT 

 
See section 207.12.1 TR8S Single Inquiry for final payment indicator definitions. 
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TR8S - Accounts Payable Subsidiary - Single Update - Screen Four  (example showing update of 
amount to $18.23)

 
 

11. Input the appropriate changes. 
12. Press Enter.  FLAIR will display the TR8S Accounts Payable Subsidiary Ledger Single 

Update Request Screen One. 
 
TR8S - Accounts Payable Subsidiary Ledger - Single Update – Request - Screen One 

 
The changes to the payable will be recorded on the Daily Input File and the Accounts Payable 
Subsidiary Ledger.  Any changes to the amount update the Available Balance File.  The Master and 
Detail Files are updated during nightly processing.  See section 207.19.3 TR8S FLAIR Accounting 
Entries for details. 
 
The payable changes are recorded on the Daily Input File as TR80s.  These can be viewed using a 
TR80I or TR80M.  However, additional updates cannot be made using the TR80 Update Screen.  Any 
additional updates need to be made using the 8SU Screen. 
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TR80 - Unencumbered Payables - Multiple Inquiry By Site 
(example of amount changed using a TR8SU and viewed using a TR80M)

 
 
FLAIR will display an error message if the user attempts to update a TR80 generated by a TR8SU:  
 
 
 
 
 
 
It may become necessary to update vendor information on a payable record.  For instance, when 
two or more businesses merge, or when one business is bought out by another.  This may also be 
necessary when a payable is set up with benefitting information for a FLAIR account and the 
benefitting information changes. 
 
Vendor information cannot be changed if the entire payable has been paid in full, deleted, or a 
disbursement was made using the final payment indicator of F.  Changes to vendor information can 
be made if there is still one active line on the payable. 
 
To update the vendor or benefitting information on a payable: 

1. In the AP-NO field, input the account payable number. 
2. In the LINE field, input 0000. 
3. In the PPI field, input an M or Y, or leave the field blank. 
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TR8S - Accounts Payable Subsidiary Ledger - Single Update - Request - Screen One  
(example updating payable using line 0000) 

4. Press Enter.  FLAIR will display the TR8S Accounts Payable Subsidiary Ledger Single 
Update Screen Two with the existing vendor or benefitting information. 

 
TR8S - Accounts Payable Subsidiary Ledger - Single Update - Screen Two (with example data 
retrieved) 
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TR8S Accounts Payable Subsidiary Ledger Single Update Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE Line Number Protected.  (4N) 

VENDOR ID 
Vendor 

Identification Number 

Required.  If using vendor number with 
prefix of F, S, N, or E.  See section 111 
Vendor Files. 
 
If establishing as an inter-agency JT.  Must 
input the 21-digit account code (OLO-GF-
SF-FID-BE-IBI).  (21A/N) 

BF-CAT 
Benefitting 

Appropriation Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

BF-ORG 
Benefitting 

Organization Code 

Required.  If VENDOR ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OBJ Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and 
VENDOR ID = 0-9 is used.  BF-OB must 
start with 0 if BF-CAT starts with 00.  (6N) 

VENDOR NAME Vendor Name Protected.  (16A/N) 

 
See section 204.2.1 TR51 Single Input for examples of how these fields are used in combination. 
 

5. Input the appropriate changes to the vendor/benefitting information by typing over the 
data in the fields. 
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TR8S - Accounts Payable Subsidiary Ledger - Single Update - Screen Two 
(example overriding the vendor number) 

 
6. Press Enter.  FLAIR will display the 8S Accounts Payable Subsidiary Ledger Single 

Update Request Screen One. 
 
TR8S - Accounts Payable Subsidiary Ledger - Single Update - Request - Screen One 

 
The changes to the payable are recorded on the Daily Input File and the Accounts Payable 
Subsidiary Ledger.  The Master and Detail Files are updated during nightly processing.  See section 
207.19.3 TR8S FLAIR Accounting Entries for details. 
 
The payable changes are recorded on the Daily Input File as TR80s.  These can be viewed using a 
TR80I or TR80M.  However, additional updates cannot be made using the TR80 Update Screen.  Any 
additional updates need to be made using the 8SU Screen. 
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207.13 TR53 Payable Disbursements 
 

TR53 Payable disbursements are used to record cash disbursements of a payable previously 
established with a TR80 (Unencumbered Payables) or TR81 (Encumbered Payables).  TR53s are 
commonly used to process carry forward A-type items (goods and services ordered and received on 
or before June 30).  Any goods received on or after July 1 of the new fiscal year and ordered on or 
before June 30 of the prior year must be established with a TR60 and disbursed with a TR70 for the 
use of carry forward funds.  See sections 207 Accounts Payable Transaction and 207.3 Accounts 
Payable Transactions Overview. 
 
Note: TR53 Payable Disbursements must be recorded (as prior year obligations with a C in the CF 
field) on or before September 30 each year.  This is to prevent reversion of funds and avoid any 
prior year obligations processed in the agency’s current year budget.  See Agency Addressed 
Memos for cut-off dates each fiscal year. 
 
 

207.13.1 TR53 Input 

 
An agency can record a TR53 via Single Input (with expanded data) or Multiple Input (with limited 
data) from a payable established with a TR80 (Unencumbered Payables) or TR81 (Encumbered 
Payables).  Prior to processing a TR53, the user must verify the payable has not been expended 
using TR8SI or TR8SM.  See section 207.12 Accounts Payable Subsidiary Ledger for more 
information. 
 
A TR53 is similar to a TR70 (Encumbered Disbursement) because all data codes are established 
with a TR80 or TR81 with the exception of the AMOUNT and TRAN DATE.  The INVOICE number is 
required in the TR53; an agency has the ability input this field using the TR80 or TR81.  See 
sections 207.4 TR80 Unencumbered Payables and 207.5 TR80 Input, respectively. 
 
To access a TR53 from the Disbursements Mini Menu or any FLAIR Input screen: 

1. In the TYPE field, input 53. 
2. In the SEL field, input S (single input) or A (multiple input). 

 
Disbursements Mini Menu (with example data input) 
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3. Press Enter .  FLAIR will display the requested screen. 
 
 

207.13.2 TR53 Single Input 
 

The TR53 Accounts Payable Disbursement Single Input consists of two screens and allows the user 
to input all data codes associated with the transaction.  Most of these codes are retrieved from a 
previously established TR80 or TR81, but can be updated prior to the end of the current business 
day if necessary. 
 

To access the TR53 Accounts Payable Disbursement Single Input Request from any FLAIR input 
screen: 

1. In the TYPE field, input 53. 
2. In the SEL field, input S. 

 

Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR53 Payables Disbursements Single Input Request 
Screen One. 
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TR53 - Payables Disbursements - Single Input - Request - Screen One 

 
 
TR53 Payables Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 

Required.  Valid prefixes for input: 
P – Payable input into FLAIR 
Q – Payable input into MFMP   
 
Verify payable numbers with TR8S.  (7A/N) 

LINE 
Account Payable 

Line Number 

Required.  Valid input: 0001-0099.  Verify 
line numbers with TR8S.   
 
If payable has multiple lines and the user is 
prepared to process all lines at once (must 
be the exact amount for each line), user 
must input 0000 and F in the final payment 
indicator field on Screen Two. (6N) 

Fields below are optional.  If any of the fields below are updated, the end result may be a change 
of accounting data that does not match the Certified Forward File transmitted to the EOG and 

DFS. 

L1 L2 L3 L4 L5 Organization Code 
Optional.  Retrieved from payable.  L1 must 
equal user’s OLO.  (9N) 

EO Expansion Option Optional.  Retrieved from payable.  (2A/N) 

VR Version Optional.  Retrieved from payable.  (2N) 

OBJECT Object Code Optional.  Retrieved from payable.  (6N)   

 
4. Input the necessary required and optional data. 
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TR53 - Payables Disbursements - Single Input - Request - Screen One (with example data input)

 
 

5. Press Enter.  FLAIR will display the TR53 Payables Disbursements Single Input Screen 
Two. 

 
TR53 - Payables Disbursements - Single Input - Screen Two (with example data retrieved)  

 

TR53 Payables Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE 
Accounts Payable 

Line Number 
Protected.  (4N) 

F Final Payment Indicator 

Required.  If line number = 0000.  
 
Optional.  If this is the final payment for the 
payable line, valid indicator: F.  If partial, 
leave blank.  (1A) 
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Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 

CF Certified Forward Indicator 

Optional.  Note: Indicator must equal C and 
be retrieved from payable.  If CF is blank, 
do not add C.   Payable must be updated to 
reflect carry forward funds.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If expenditure is a pay and 
charge.  Vendor ID must begin with E, F, S, 
or N.  (14A/N) 

AMOUNT Amount 
Required.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  An individual or entity that is 
receiving a payment that is associated with 
the receipt of commodities or services.  If 
using a vendor number with the prefix F, S, 
N, or E.  If establishing as an intra-agency 
or inter-agency JT, user must input the 21-
digit account code (OLO-GF-SF-FID-BE-
IBI).  (21A/N) 

TRN-DT Transaction Date 
Required.  Transaction date according to 
section 215.422, F.S.  (MMDDYYYY)  (8N) 

G Grouping Character Optional.  (1A) 

VOUCH-NO Voucher Number 

Required.  If BI = X. 
 
Optional.  FLAIR automatically assigns 
voucher numbers during overnight 
processing; agencies can manually assign if 
necessary.  (6A/N) 

LINE Line Number Optional.  (4A/N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A –Used in disbursement transactions to 

bypass automated posting. 
C – Used in disbursement correction 

transactions to cancel a warrant that 
has been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
the online voucher audit for cash 
receipt corrections.  Prevents the 

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0215/Sections/0215.422.html
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Field Description Required/Optional/Special Instructions 

transaction from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing the online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced. 

 
If the RACF ID starts with MFMPI, input in 
the BI field is not allowed.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character 
Optional.  Groups transactions together for 
reconciling.  (1A/N) 

INVOICE Invoice Number Required.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero. 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  Can be used to record a local 
fund or a revolving fund check number.  
Cannot be input if BI = # or E. 
 
If RACF ID starts with MFMPI, CK-NO is not 
allowed.  (6A/N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 
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Field Description Required/Optional/Special Instructions 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 
Optional.  Used only when disbursement is 
made to another state fund.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

The following codes fields are retrieved from the Expansion Files and can be overridden  
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

BE, IBI, CAT, YEAR and STATE PROGRAM must equal TR80 or TR81 data codes. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code 
Optional.  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.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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) 

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

GRANT Grant Number 

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

GY Grant Year 
Optional.  A grant number must be present 
before grant year is input.  (2N) 

CNTRT Contract Number 

Optional.  Must be established in FACTS 
before being used in a FLAIR transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF GAAFR Fund Protected.  (2N) 
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Field Description Required/Optional/Special Instructions 

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.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

AP-GL 
Accounts Payable General 

Ledger 
Protected.  (5N) 

AP-EGL 
Accounts Payable External 

General Ledger 
Protected.  (3N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  Input if property item number is 
provided.  (8A/N) 

COUNT 
Beginning Property 

Identification Number 
Count 

Optional.  The number of items property 
received and used in conjunction with the 
BPIN.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
6. User must input required and any optional information on TR53 Payables 

Disbursements Single Input Screen Two. 
7. Press Enter.  FLAIR will display the TR53 Payable Disbursements Single Input Screen 

Two.  The AMOUNT and TRN-DATE fields will be blank and FLAIR will retrieve any 
data that is included on the NEXT line. 

 
FLAIR will record the transaction on the Daily Input File.  In addition, the payable on the 8S File will 
be reduced by the amount of the disbursement transaction, and the Available Balance File will be 
updated. 
 
 

207.13.3 TR53 Multiple Input 
 

The TR53 Accounts Payable Disbursement Multiple Input allows the user to input three lines of 
data on the same screen with limited data input fields.  Most of these codes are retrieved from a 
previously established TR80 or TR81, but can be updated prior to the end of the current business 
day if necessary. 
 
Note:  This input method does not display carry forward, contract, grant, project, and account 
codes.  User must validate the payable to ensure the CF field equals C prior to processing the TR53 
Multiple Input Request. 
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To access the TR53 Accounts Payable Disbursement Multiple Input Request from the Accounts 
Payable Mini Menu any FLAIR input screen: 

1. In the TYPE field, input 53. 
2. In the SEL field, input A. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR53 Payables Disbursements Multiple Input 

Request Screen One. 

TR53 - Payables Disbursements - Multiple Input - Request - Screen One 
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TR53 Payables Disbursements Multiple Input Request Screen One field: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 

Required.  Valid prefixes for input: 
P – Payable input into FLAIR 
Q – Payable input into MFMP 
 
Verify payable numbers with TR8S prior to 
input.  (7A/N) 

 
4. In the AP-NO field, input the accounts payable number. 

 

TR53 - Payables Disbursements - Multiple Input - Request - Screen One (with example data 
input) 

 
5. Press Enter.  FLAIR will display the TR53 Payables Disbursements Multiple Input Screen 

Two.  
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TR53 - Payables Disbursements - Multiple Input – Screen Two (with example data retrieved)

 
 
TR53 Payables Disbursements Multiple Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Retrieved.   (7A/N) 

LINE 
Accounts Payable Line 

Number 

Required.  If payable has multiple lines and 
the user is prepared to process all lines at 
once (must be the exact amount for each 
line), user must input 0000 and F in the 
final payment indicator field on first line.  
(4N) 

F Final Payment Indicator 

Required.  If line number equal = 0000.  
 
Optional.  If this is the final payment for the 
payable line, valid indicator: F.  If partial, 
leave blank.   

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If expenditure is a pay and 
charge.  Vendor ID must begin with E, F, S, 
or N.  (14A/N) 

AMOUNT Amount 
Required.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N). 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  Retrieved from payable.  
(21A/N) 

TRN-DT Transaction Date 
Required.  Transaction date according to 
section 215.422, F.S.  (MMDDYYYY) 

G Grouping Character Optional.  (1A) 

VOUCH-NO Voucher Number 

Required.  If BI = X. 
 
Optional.  FLAIR will automatically assign 
voucher numbers during overnight 

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0215/Sections/0215.422.html
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Field Description Required/Optional/Special Instructions 

processing and agencies can manually 
assign if necessary.  (6A/N) 

LINE Line Number Optional.  (4N) 

BI Bookkeeping Indicator 

Optional.  Valid input: 
A – Used in disbursement transactions to 

bypass the automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
the online voucher audit for cash 
receipt corrections.  N prevents the 
transactions from being included in 
treasury receipts processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing the online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced. 

 
If RACF ID starts with MFMPI, BI is not 
allowed.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero.  (10.2N) 
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Field Description Required/Optional/Special Instructions 

CK-NO Check Number 

Required.  If BI = $ or C. 
Optional.  Can be used to record a local 
fund or a revolving fund check number.  
Must be blank if BI = # or E. 
 
If RACF ID starts with MFMPI, CK-NO is not 
allowed.  (6A/N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 
Optional.  Used only when disbursement is 
made to another state fund.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

 
6. Input the necessary information to complete the transaction. 
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TR53 - Payables Disbursements - Multiple Input - Screen Two (with example data input) 

7. Press Enter.  FLAIR will display the TR53 Payables Disbursements Multiple Input Screen 
Three with last line input on Screen Two displayed as the first line.  The user can either 
press F12 to exit this screen or continue to input additional transactions by typing over 
or adding to the existing data on the first line. 

 
Below is an example if the user process all payable lines at once (if a payable has two or more lines).  
The following fields are required: 

• LINE (Line Number) must equal 0000. 
• F (Final Payment Indicator) must equal F. 
• AMOUNT must equal invoice amount input to avoid overpayment or underpayment. 

 
TR53 - Payables Disbursements - Multiple Input - Screen Two (example with final payment of all 
lines) 
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207.14 TR53 Inquiry 
 

Users can inquire into single payable disbursements using a TR53I, or multiple line payable 
disbursements using a TR53M within the user’s OLO and/or site’s Daily Input File.  These functions 
are only available during the same business day the transactions are input prior to nightly 
processing.  Only transactions within the user’s organization level and site will be displayed. 
 
 

207.14.1 TR53 Single Inquiry 
 

TR53 Single Payables Disbursements Single Inquiry by Site Request allows the user to view all data 
codes associated with this transaction within the OLO and/or site’s Daily Input File.   
 
To access the TR53 Single Inquiry Request option from the Disbursements Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 53. 
2. In the SEL field, input I. 

 

Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.   FLAIR will display the TR53 Disbursements Single Inquiry by Site Request 
Screen One. 
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TR53 - Payables Disbursements - Single Inquiry By Site - Request – Screen One 

 
 
TR53 Payables Disbursements Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on organization 
level selected.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields (with exception 
of IBI).  The following fields are available 
for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0- 9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG 
Benefitting 

Organization Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

AP-NO Accounts Payable Number Optional.  Must be exact.  (7A/N) 
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Field Description Required/Optional/Special Instructions 

LINE 
Accounts Payable 

Line Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available number.  (4N) 

VOUCHER-NO/ 
LINE 

Voucher Number/ 
Voucher Line Number 

Optional.  If assigned by the user.  
VOUCHER-NO  (7A/N) 
LINE  (4N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

 
4. Input one or a combination of the fields above to narrow the search criteria.   

 
TR53 - Payables Disbursements - Single Inquiry By Site - Request – Screen One   (example using 
the AP-NO field to inquire by payable number) 

 
 

5. Press Enter.  FLAIR will display transactions meeting the search criteria.  If no search 
criteria is used, FLAIR will display all transactions within the user’s organization code 
level and site. 
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TR53 - Payables Disbursements - Single Inquiry By Site - Screen Two (with example data 
retrieved) 

 
 

6. Press F8 to view additional transactions until FLAIR displays the message “END OF 
SEARCH.” 

 
On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is desired, input the 
appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 
for additional information. 
 

207.14.2 TR53 Multiple Inquiry 
 

TR53 Payable Disbursements Multiple Inquiry by Site Request allows users to view three 
transactions per screen within the user’s OLO and/or site. 
 
To access the TR53 Multiple Inquiry Request from the Disbursements Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 53. 
2. In the SEL field, input M.  
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR53 Payables Disbursements Multiple by Site 
Request Screen One. 

 
TR53 - Payables Disbursements - Multiple Inquiry By Site - Request - Screen One 

 
 
 
TR53 Payables Disbursements Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on the 
organization level input.  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 
Optional.  Must be input left to right 
without missing any fields (with exception 
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Field Description Required/Optional/Special Instructions 

of IBI).  The following fields are available 
for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N)  

BF-ORG 
Benefitting 

Organization Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the Vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

AP-NO Accounts Payable Number Optional.  Must be exact.  (7A/N) 

LINE 
Accounts Payable 

Line Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available number.  (4N) 

VOUCHER-NO/ 
LINE 

Voucher Number/ 
Voucher Line Number 

Optional.  If assigned by the user. 
VOUCHER-NO  (7A/N) 
LINE  (4N) 

 
4. a.  Input one or a combination of the fields above to narrow the search criteria.; OR 

b.  Leave all fields blank. 
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TR53 - Payables Disbursements - Multiple Inquiry By Site - Request - Screen One 
(with example data input)  

5. Press Enter.   
a.  FLAIR will display transactions meeting the search criteria; OR  
b.  If no search criteria is used, FLAIR will display all transactions within the users 

organization code level and site.  FLAIR will display up to three lines per page.  
 
TR53 - Payables Disbursements - Multiple Inquiry By Site - Screen Two  (with example data 
retrieved) 

 
 
From the multiple inquiry screen, the user may request to view a line in the single inquiry view 
with all the associated codes displayed.  To request the single inquiry view: 

1. In the X (selection) field next to the payable(s) to be expanded, input I.  
2. Press Enter.  FLAIR will display the TR80 Unencumbered Payables Single Inquiry by Site 

Screen Two. 
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3. To view additional line items, press F8 until FLAIR displays the message “END OF 

SEARCH.” 
 
On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is desired, input the 
appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 
for additional information. 
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207.15 TR53 Update 
 

Agency users have an option to update or delete payable disbursements input during the current 
business day prior to overnight processing.  To complete an update, users must first inquire using a 
TR53I (Single Inquiry) or TR53A (Multiple Inquiry) prior to updating the payable disbursement 
(see section 207.14.1 Singe Inquiry and section 207.14.2 Multiple Inquiry for more 
information).  If a payable is not corrected before overnight processing, the user will have to 
process a second transaction to correct the original disbursement.  Users are not allowed to input a 
TR53S or TR53A to reprocess a corrected transaction after the carry forward records have been 
submitted to the EOG and DFS.  See section 204 TR51 Unencumbered Disbursements for 
additional details. 
 
Note: Any changes for MFMP payable disbursements (prefix of Q) must be updated and deleted 
within MFMP. 
 
 

207.15.1 TR53 Single Inquiry Update 
 

The TR53 Payable Disbursement Single Update by Site is used for correcting or deleting payable 
disbursements input directly in FLAIR during the current business day.  This function allow users to 
view all data codes prior to updating a specific transaction.  This transaction updates the 
information in the Daily Input File prior to overnight processing.  To complete an update, users 
must first inquire using a TR53I. 
 
To update a single line TR53 Payable Disbursement from a single inquiry screen (see section 
207.14.1 TR53 Single Inquiry for more information): 

1. In the SEL field for the appropriate payable disbursement line number, input U.  
 

Note:  TYPE 53 and SEL U on the same screen are not allowed in FLAIR. 
 
TR53 - Payables Disbursements - Single Inquiry By Site - Screen Two (with example data input)

 
 

2. Press Enter.  FLAIR will display the TR53 Payables Single Update by Site Screen Two. 
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TR53 - Payables Disbursements - Single Update By Site - Screen Two (with example data 
retrieved) 

 
 
TR53 Payables Disbursements Single Update by Site Screen Two fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete Request 
Optional.  Valid input: D.  Once deleted, 
transaction cannot be retrieved.  (1N) 

AP-NO Accounts Payable Number Protected.  (7A/N) 

LINE 
Accounts Payable 

Line Number 
Protected.  (4N) 

F Final Payment Indicator 

Required.  If line number equal 0000.   
 
Optional.  If this is the final payment for the 
payable line, valid indicator: F.  If partial, 
leave blank.  (1A) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 

CF Certified Forward Indicator 

Optional.  Note: Indicator must equal C and 
retrieved from payable.  If CF is blank, do 
not add C.  Payable must be corrected to 
reflect carry forward funds.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  If expenditure is a pay and 
charge.  (14A/N) 

AMOUNT Amount 
Optional.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  (21A/N) 
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Field Description Required/Optional/Special Instructions 

TRN-DT Transaction Date Optional.  (MMDDYYYY)  (8N) 

G Grouping Character Optional.  (1A) 

VOUCH-NO Voucher Number 

Required.  If BI = X. 
 
Optional.  FLAIR will automatically assign 
voucher numbers during overnight 
processing and agencies can manually 
assign if necessary.  (6A/N) 

LINE Line Number Optional.  (4N)   

BI Bookkeeping Indicator 
Optional.  Valid input: A, C, E, N, X, #, or $. 
 
MFMP does not include a BI field.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity Optional.  Cannot begin with zero.  (10.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  Can be used to record a local 
fund or a revolving fund check number and 
must be blank if BI = # or E. 
 
MFMP does not include a CK-NO field. 
(6A/N) 

CK-DT Check Date 
Optional.  Must be in MMDDYYYY format.  
(8N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 
Optional.  Used only when disbursement is 
made to another state fund.  (1A) 
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Field Description Required/Optional/Special Instructions 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

The following fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, FID, AP-GL, and AP-EGL).  See section 112 Expansion Files for more information. 

BE, IBI, CAT, YEAR, and STATE PROGRAM must equal TR80 or TR81 data codes. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  (2N) 

GL General Ledger Code Optional.  Must equal TR80 or TR81.  (5N) 

EGL 
External General Ledger 

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

EOB External Object Code Optional.  (3A/N) 

ECAT External Category Optional.  (3A/N) 

EP External Program Optional.  (2N) 

PID Product Identifier Optional.  (3A/N) 

GRANT Grant Number 

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

GY Grant Year 
Optional.  A grant number 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF GAAFR Fund Protected.  (2N) 

SF State Fund Protected.  (1N)  

FID Fund Identifier Protected.  (6N) 

BE Budget Entity Optional.  (8N) 

IBI Internal Budget Indicator Optional.  (8N) 

EF External Fund Type Optional.  (1N) 
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Field Description Required/Optional/Special Instructions 

STATE PROGRAM State Program Number 

Optional.  Must equal State Program 
established on TR80 or TR81. Must be 
established in the Title File prior to use in a 
transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

AP-GL 
Accounts Payable 

General Ledger 
Protected.  (5N) 

AP-EGL 
Accounts Payable External 

General Ledger 
Protected.  (3N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  (8A/N) 

COUNT 
Beginning Property 

Identification Number 
Count 

Optional.  (4N) 

UNITS Units Optional.  (12N) 

TIME Time Optional.  (9N) 

 
3. a.  Update the appropriate fields; OR 

b.  To delete a payable disbursement from the Daily Input File, input D in the DELETE 
field. 

 
TR53 - Payables Disbursements - Single Update By Site - Screen Two (with example data input)

 
 

4. Press Enter.  FLAIR will return the user to the inquiry screen or the next available line 
number. 
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207.15.2 TR53 Multiple Inquiry Update 
 

TR53 Payable Disbursement Multiple Update by Site is used for correcting or deleting payable 
disbursements input directly in FLAIR during the current business day.  This function allow users to 
view three lines of transactions prior to viewing all data codes on the update screen.  Updating 
information using this transaction updates the information in the Daily Input File prior to overnight 
processing.  To complete an update, users must first inquire using a TR53M. 
 

To update a single line TR53 Payable Disbursement Update from a multiple inquiry screen (see 
section 207.14.2 TR53 Multiple Inquiry for more information): 

1. In the SEL field for the appropriate payable disbursement line number, input U.  
 

Note:  TYPE 53 and SEL U on the same screen are not allowed in FLAIR. 
 

TR53 - Payables Disbursements - Multiple Inquiry By Site - Screen Two 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Press Enter.  FLAIR will display the TR53 Payables Disbursements Single Update by Site 

Screen One. 
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3. a.  Update the appropriate fields (see section 207.15.1 TR53 Single Inquiry Update for 

more information on individual fields); OR 
b.  In the DELETE field, input D. 
 

TR53 - Payables Disbursements – Single Update By Site - Screen One (with example data input) 

 
 

4. Press Enter.  FLAIR will display the inquiry screen or the next available line number. 
 
 

207.16 TR54 Revolving Fund Payables Disbursements 
 

The TR54 Revolving Fund Payable Disbursements transaction is used to record cash disbursements 
from revolving funds where a payable has been previously established with a TR80 or TR81.  The 
TR54 is similar to a TR52 (see section 205.5 Revolving Fund Unencumbered Disbursement) 
because it is also used to record a disbursement where the vendor has been paid from the revolving 
fund for goods/services.  Unlike a TR52, this transaction can only be used to record those 
disbursements for goods and services ordered and delivered on or before June 30 of the previous 
fiscal year. 
 
Each time a disbursement is recorded through a TR54, a record for the disbursement is also created 
on the Revolving Fund Subsidiary Ledger (7S).  See sections 212.12 TR59 Revolving Fund 
Corrections and 605.4 TR32 Revolving Fund Receipt for more information about removing 
items from the 7S File. 
 
 

207.16.1 TR54 Input 
 

An agency can record a TR54 using Single Input (with expanded data) or Multiple Input (with 
limited data) from a payable established with a TR80 (Unencumbered Payables) or TR81 
(Encumbered Payables).   
 
Prior to processing a TR54, the user must verify the payable has not been expended using TR8SI or 
TR8SM.  See section 207.12 Accounts Payable Subsidiary Ledger Inquiry for more information.  
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Like a TR53, TR54 data codes are established with a TR80 or TR81 with the exception of the 
amount and transaction date.  An invoice number is required for a TR54.  Agencies have the ability 
input this field using the TR80 or TR81 (see sections 207.5 and 207.5, respectively). 
 
To access a TR54 from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 54. 
2. In the SEL field, input S (single input) or A (multiple input). 

 

Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the requested screen. 
 
 

207.16.2 TR54 Single Input 
 

The TR54 Revolving Fund Payables Disbursements Single Input option allows the user to view all 
data codes associated with the transaction retrieved from a payable previously established with a 
TR80 or TR81. 
 
Note: To prevent reversion of funds and avoid any prior year obligations being processed in an 
agency’s current year budget, TR54 Revolving Fund Payable Disbursements must be recorded as 
prior year obligations (using a C in the CF field) on or before September 30.  See Agency Addressed 
Memos for cut-off dates each fiscal year. 
 
To record a single TR54 from the Disbursement Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 54. 
2. In the SEL field, input S. 
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements Single 
Input Request Screen One. 

 
TR54 - Revolving Fund Payables Disbursements - Single Input - Request - Screen One 

 
 
TR54 Revolving Fund Payables Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Required.  P is protected.  (7A/N) 

LINE 
Account Payable Line 

Number 

Required.  Valid input: 0001-0099. Verify 
line numbers with TR8S.   
 
If payable has multiple lines and the user is 
prepared to process all lines at once (must 
be the exact amount for each line), user 
must input 0000 and F in the FINAL 
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Field Description Required/Optional/Special Instructions 

PAYMENT INDICATOR field on screen 
two.  (6N) 

Fields below are optional.  If any of the fields below are updated, the end result may be a change 
of accounting data that does not match the Certified Forward File transmitted to the EOG and 

DFS. 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  Retrieved from 
payable.  (11N) 

EO Expansion Option Optional.  Retrieved from payable.  (2A/N) 

VR Version Optional.  Retrieved from payable.  (2N) 

OBJECT Object Code Optional.  Retrieved from payable.  (6N)   

 
4. Input the required and any optional fields as appropriate. 

 
TR54 - Revolving Fund Payables Disbursements - Single Input - Request - Screen One 
(with example data input) 

 
5. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements Single 

Input Screen Two. 
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TR54 - Revolving Fund Payables Disbursements - Single Input - Screen Two 
(with example data retrieved)

 
 
TR54 Revolving Fund Payables Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Retrieved.  (7A/N) 

LINE 
Accounts Payable Line 

Number 
Retrieved.  (4N) 

F Final Payment Indicator 
Optional.  If this is the final payment for the 
payable line, valid indicator: F.  If partial, 
leave blank.  (1A)  

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Version Retrieved.  (2N) 

OBJECT Object Code Retrieved.  (6N) 

CF Certified Forward Indicator 

Optional.  Indicator must equal C and 
retrieved from payable.  If CF field is blank, 
do not add C and payable must be 
corrected to reflect carry forward funds.  
(1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If expenditure is a pay and 
charge.  Vendor ID must begin with E, F, S, 
or N.  (14A/N) 

AMOUNT Transaction Amount 
Required.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Required.  Vendor number must begin with 
E, F, S, or N.  (13A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to 
current date.  (MMDDYYYY)  (8N) 

G Grouping Character Optional.  (1A/N) 
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Field Description Required/Optional/Special Instructions 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  First digit must be alphabetic.  
(6A/N) 

LINE Voucher Line Number Required.  If VOUCH-NO field is used.  (4N) 

BI Bookkeeping Indicator 

Optional.  Valid input: 
A – Used in disbursement transactions to 

bypass automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
the online voucher audit for cash 
receipt corrections.  N will prevent the 
transactions from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing the online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Required.  May not equal 0.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Required.  Valid input: X.  If error message 
displays and the user has available balance 
override authority.   
 
Optional.  If user has available balance 
override authority.  (1A) 

QUANTITY Quantity Optional. 

CK-NO Local Fund Check Number 
Required.  If BI = $ or C.   
 
Optional.  If BI = blank, X, N, or A.  (6N) 

CK-DT Local Fund Check Date Optional.  (MMDDYYYY)  (8N) 

PID Product Identifier Optional.  (3A/N) 
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Field Description Required/Optional/Special Instructions 

AP-GL Accounts Payable GL Retrieved.  (5N) 

AP-EGL 
Accounts Payable 

External GL 
Optional.  (3A/N) 

The following fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

BE, IBI, CAT, YEAR, and STATE PROGRAM must equal TR80 or TR81 data codes. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  Defaults to 00.  (2N) 

GL General Ledger 
Optional.  Must be established in the Title 
File prior to use in a transaction. (5N) 

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

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction. (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

IBI Internal Budget Indicator Retrieved.  (2N) 

RVL Revolving Fund Identifier 
Retrieved.  Established in the Expansion 
Option Record.  (5N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 
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Field Description Required/Optional/Special Instructions 

BPIN 
Beginning Property Item 

Number 
Optional.  (8A/N) 

COUNT Count Optional.  (4N) 

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
6. Input the information necessary to complete the transaction. 

 

TR54 – Revolving Fund Payables Disbursements – Single Input – Screen Two (with example data 
input) 

 
7. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements Single 

Input Screen Two.  FLAIR will retrieve any data that is included on the NEXT line and the 
CF, AMOUNT, TRN-DT, AB, QUANTITY, BPIN, UNITS, and TIME fields will be blank. 

 

FLAIR will record the transaction on the Daily Input File.  In addition, the payable on the 8S File will 
be reduced by the amount of the disbursement transaction, and the Available Balance File will be 
updated.  An entry will be recorded on the 7S File.  After the transaction has been added to a 
voucher through nightly processing, a record will be added to the Revolving Fund File (7S). 
 
 

207.16.3 TR54 Multiple Input 
 

The TR54 Revolving Fund Payable Disbursement Multiple Input Request allows the user to input 
three lines of data on the same screen with limited data input fields.  Most of these codes are 
retrieved from a previously established TR80 or TR81, but can be updated prior to the end of the 
current business day if necessary. 
 
Note:  This input method does not display certified forward, contract, grant, project, and account 
codes.  The user must validate the payable to ensure the CF field equals C prior to processing the 
TR53 Multiple Input Request. 
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To access the TR54 Revolving Fund Payable Disbursement Multiple Input Request from any FLAIR 
input screen: 

1. In the TYPE field, input 54. 
2. In the SEL field, input A. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements 
Multiple Input Request Screen One. 

 
TR54 – Revolving Fund Payables Disbursements – Multiple Input – Request – Screen One 

 
 
TR54 Revolving Fund Payables Disbursements Multiple Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number 
Required.  Payable prefix P is protected.  
(6A/N) 

 
4. In the AP-NO field, input the accounts payable number. 
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TR54 - Revolving Fund Payables Disbursements - Multiple Input - Request - Screen One  
(with example data input) 

 
5. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements 

Multiple Input Screen Two. 
 
TR54 - Revolving Fund Payables Disbursements - Multiple Input - Screen Two 
(with example data retrieved) 
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TR54 Revolving Fund Payables Disbursements Multiple Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

AP-NO Accounts Payable Number Retrieved.  (7A/N) 

LINE 
Accounts Payable 

Line Number 
Required.  (4N) 

F Final Payment Indicator 
Optional.  If this is the final payment for the 
payable line, valid indicator: F.  If partial, 
leave blank.  (1A)  

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 

Optional.  If expenditure is a pay and 
charge.  Vendor ID must begin with E, F, S, 
or N.  (14A/N) 

AMOUNT Transaction Amount 
Required.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N) 

VENDOR-ID 
Vendor 

Identification Number 
Required.  (21A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to 
current date.  (MMDDYYYY)  (8N) 

G Grouping Character Optional.  (1A) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  First digit must be alphabetic.  
(6A/N) 

LINE Voucher Line Number 
Required.  If VOUCH-NO field is input.  
Optional.  (4N) 

BI Bookkeeping Indicator 

Optional.  Valid input: 
A – Used in disbursement transactions to 

bypass automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
the online voucher audit for cash 
receipt corrections.  N will prevent the 
transactions from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing the online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
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Field Description Required/Optional/Special Instructions 

indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Required.  May not equal 0.  (9A/N) 

AB 
Available Balance Override 

Indicator 

Required.  Valid input: X.  If error message 
displays and the user has available balance 
override authority.   
 
Optional.  If user has available balance 
override authority.  (1A) 

QUANTITY Quantity Optional.  (10.2N) 

CK-NO Local Fund Check Number 
Required.  If BI = $ or C.   
 
Optional.  If BI = blank, X, N, or A.  (6N) 

CK-DT Local Fund Check Date Optional.  (MMDDYYYY)  (8N) 

PID Product Identifier Optional.  (3A/N) 

 
6. Input all information necessary to complete the transaction. 

 
TR54 – Revolving Fund Payables Disbursements – Multiple Input Screen Two (with example 
data input) 

 
 

7. Press Enter. 
 

The following is an example of processing all payable lines at once.  Required fields: 
• LINE (Line Number) must equal 0000. 
• F (Final Payment Indicator) must equal F. 
• AMOUNT must equal revolving fund check amount input to avoid overpayment or 

underpayment. 
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TR54 - Revolving Fund Payables Disbursements - Multiple Input - Screen Two  
(example with final payment of all lines) 

 
 

After pressing Enter, FLAIR will display the TR54 Revolving Fund Payables Disbursements Multiple 
Input Screen Two with the last line input displayed as the first line on the new input screen.  The 
user can either press F12 to exit this screen or continue to input additional transactions by typing 
over or adding to the existing data on the first line. 
 
 

207.17 TR54 Inquiry 
 

Users can inquire into single revolving fund payable disbursements using a TR54I or multiple line 
revolving fund payable disbursements using TR54M.  Only transactions within the user’s 
organization level and site will be displayed.  These functions are only available during the same 
business day the transactions are input prior to nightly processing.   
 
 

207.17.1 TR54 Single Inquiry 
 

TR54 Revolving Fund Payables Disbursements Single Inquiry by Site Request allows the user to 
view all data codes associated with this transaction within their OLO and/or site’s Daily Input File.  
This includes codes that are retrieved from the Expansion Files.  They may be changed if necessary. 
 
To access the TR54 Single Inquiry Request screen from the Disbursements Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 54. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Single Inquiry by Site 
Request Screen One. 

 
TR54 - Revolving Fund Payables Disbursements - Single Inquiry By Site - Request - Screen One
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TR54 Revolving Fund Payables Disbursements Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on organization 
level input.  (11N) 

USER ID 
FLAIR User Identification 

Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields (with exception 
of IBI).  The following fields are available 
for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, or N.  Sequence required if vendor 
number begins with F, S, or N.  (13A/N)  

AP-NO Accounts Payable Number 
Optional.  Must be exact.  Prefix P is 
protected.  (6A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available number.  (4N) 

VOUCHER-NO/ 
LINE 

Voucher Number/ Voucher 
Line Number 

Optional.  If assigned by the user.  
VOUCHER-NO  (7A/N) 
LINE  (4N) 

 
4. Input one or a combination of the fields to narrow the search criteria (L1 is protected).   
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TR54 - Revolving Fund Payables Disbursements - Single Inquiry By Site - Request - Screen One 
(with example data input) 

 
5. Press Enter.  FLAIR will the requested record meeting the search criteria.  If no search 

criteria is used, FLAIR will display all transactions within the users organization code 
level and site. 

 
TR54 - Revolving Fund Payables Disbursements - Single Inquiry By Site - Screen One 
(with example data retrieved) 

 
6. Press F8 to view additional transactions until FLAIR displays the message “END OF 

SEARCH.”  
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207.17.2 TR54 Multiple Inquiry 
 

TR54 Revolving Fund Payable Disbursements Multiple Inquiry by Site Request allows the user to 
view three transactions per screen within their OLO and/or site’s Daily Input File. 
 
To access the TR54 Multiple Inquiry Request Screen from the Disbursements Mini Menu or any 
FLAIR input screen: 

1. In the TYPE field, input 54. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR54 Multiple Inquiry by Site Request Screen One. 
 
TR54 – Revolving Fund Payables Disbursements – Multiple Inquiry By Site – Request – Screen 
One 
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TR54 Revolving Fund Payables Disbursements Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Optional.  L1 is protected.  FLAIR will 
return transactions based on organization 
level input.  (11N) 

USER ID 
FLAIR User Identification 

Code 
Optional.  FLAIR will return transactions 
based on the user’s ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields (with exception 
of IBI).  The following fields are available 
for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, or N.  Sequence required if vendor 
number begins with F, S, or N.  (13A/N)  

AP-NO Accounts Payable Number 
Optional.  Must be exact.  Prefix P is 
protected.  (6A/N) 

LINE 
Accounts Payable Line 

Number 

Optional.  If used, FLAIR will return the line 
number input.  If blank, FLAIR will return 
all available line numbers beginning with 
the first available number.  (4N) 

VOUCHER-NO/ 
LINE 

Voucher Number/ Voucher 
Line Number 

Optional.  If assigned by the user.  
VOUCHER-NO  (7A/N) 
LINE  (4N) 

OTHER-DOC Other Document Number Optional.  Agency unique.  (11A/N) 

 
4. a.  Input one or a combination of fields to narrow the search criteria (L1 is protected); 

OR 
b.  Leave all fields blank. 
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TR54 - Revolving Fund Payable Disbursements - Multiple Inquiry By Site - Request - Screen One 
(with example data input)

 
 

5. Press Enter.   
a.  FLAIR will display the requested record meeting the search criteria; OR   
b.  If no search criteria is used, FLAIR will display all transactions within the users 

organization code level and site. 
 
TR54 – Revolving Fund Payables Disbursements – Multiple Inquiry By Site - Screen Two 
(with example data retrieved) 

 
 

6. To view additional line items, press F8 until FLAIR displays the message “END OF 
SEARCH.”  

7. To view an individual line item, in X (SEL) field input I.  
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8. Press Enter.  The requested payable will display on TR54 Revolving Fund Payables 
Inquiry Screen Two. 

 

On inquiry screens, the NEXT line fields will remain blank.  If another inquiry is desired, input the 

appropriate criteria in the fields on the NEXT line and press Enter.  See section 105.6.5 NEXT Line 

for additional information. 
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207.18 TR54 Update 
 

Agency users have an option to update or delete revolving fund payable disbursements input 
during the current business day prior to overnight processing.  To complete an update, users must 
first inquire using a TR54I (Single Inquiry) or TR54M (Multiple Inquiry) before updating the 
payable disbursement (see sections 207.17.1 Singe Inquiry and 207.17.2 Multiple Inquiry for 
more information).  If a payable is not corrected before overnight processing, the user will have to 
process a second transaction to correct the original disbursement.  Users are not allowed to input a 
TR54S or TR54A to reprocess a corrected transaction after the carry forward records have been 
submitted to the EOG and DFS (see section 204 Unencumbered Disbursements). 
 
 

207.18.1 TR54 Single Inquiry Update 
 

The TR54 Revolving Fund Payable Disbursement Single Update by Site is used for correcting or 
deleting revolving payable disbursements input directly in FLAIR during the current business day.  
This function allow users to view all data codes prior to updating a specific transaction.  Updating 
information using this transaction updates the information in the Daily Input File prior to overnight 
processing. 
 
To update a single line TR54 Payable Disbursement Update from a single inquiry transaction on the 
TR54 Single Inquiry screen: 

1. In the SEL field for the appropriate revolving fund payable disbursement line number, 
input U (see section 207.17.1 TR54 Single Inquiry). 

 
Note:  TYPE 54 and SEL U on the same screen are not allowed in FLAIR. 
 
TR54 - Revolving Fund Payables Disbursements - Single Inquiry By Site - Screen Two 
(with example data input)

 
 

2. Press Enter.  FLAIR will display the TR54 Revolving Fund Payables Disbursements 
Single Update Screen One. 
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TR54 - Revolving Fund Payables Disbursements - Single Update By Site - Screen One 
(with example data retrieved) 

 

TR54 Revolving Fund Payables Disbursements Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete Request 
Optional.  Valid input: D.  Once deleted, 
transaction cannot be retrieved.  (1N) 

AP-NO Accounts Payable Number Retrieved.  (7A/N) 

LINE 
Accounts Payable Line 

Number 
Retrieved.  (4N) 

F Final Payment Indicator 
Optional.  If this is the final payment for the 
payable line, valid input: F.  If partial, leave 
blank.  (1A)  

L1 L2 L3 L4 L5 Organization Code Retrieved.  (11N) 

EO Expansion Option Retrieved.  (2A/N) 

VR Version Retrieved.  (2N) 

OBJECT Object Code Retrieved.  (6N) 

CF Certified Forward Indicator 

Optional.  Indicator must = C and be 
retrieved from payable.  If CF is blank, do 
not add C and payable must be corrected to 
reflect carry forward funds.  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

SUB-VENDOR ID 
Sub-vendor Identification 

Number 

Optional.  If expenditure is a pay and 
charge.  Vendor ID must begin with E, F, S, 
or N.  (14A/N) 

AMOUNT Transaction Amount 
Required.  Cannot equal 0.  Negative 
number input is not allowed.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Required.  Vendor number must begin with 
E, F, S, or N.  (13A/N) 

TRN-DT Transaction Date 
Required.  Must be less than or equal to 
current date.  (MMDDYYYY)  (8N) 
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Field Description Required/Optional/Special Instructions 

G Grouping Character Optional.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  First digit must be alphabetic.  
(6A/N) 

LINE Voucher Line Number 
Required.  If a voucher number is input.  
Optional.  (4N) 

BI Bookkeeping Indicator Optional.  Valid input: A, C, E, N, or $.  (1A) 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Required.  May not equal 0.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Required.  Valid input: X.  If error message 
displays and the user has available balance 
override authority.   
 
Optional.  If user has available balance 
override authority.  (1A) 

QUANTITY Quantity Optional. 

CK-NO Local Fund Check Number 
Required.  If BI = $ or C.   
 
Optional.  If BI = blank, X, N, or A.  (6N) 

CK-DT Local Fund Check Date Optional.  (MMDDYYYY)  (8N) 

PID Product Identifier Optional.  (3A/N) 

AP-GL 
Accounts Payable 

General Ledger 
Retrieved.  (5N) 

AP-EGL 
Accounts Payable 

External General Ledger 
Optional.  (3A/N) 

The following codes fields are retrieved from the Expansion Files and can be overridden  
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

BE, IBI, CAT, YEAR and STATE PROGRAM must equal TR80 or TR81 data codes. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Optional.  Defaults to 00.  (2N) 

GL General Ledger 
Optional.  Must be established in Title File 
prior to using in a transaction.  (5N) 

EGL External General Ledger Optional.  (3A/N) 

EOB External Object Code Optional.  (3A/N) 

ECAT External Category Optional.  (3A/N) 

EP External Program Optional.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 
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Field Description Required/Optional/Special Instructions 

GY Grant Year 
Optional.  A grant number must be present 
before contract 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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 
Retrieved.  Note: GF cannot equal 8 if 
CF = C.  (19N) 

EF External Fund Type Retrieved.  (1N) 

RVL Revolving Fund Identifier Retrieved.  (5N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT-ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

BPIN 
Beginning Property 

Item Number 
Optional.  (8A/N) 

COUNT Count Optional.  (4N) 

UNITS Units Optional.  (10.2N) 

TIME Time Optional.  (9N) 

 
3. a.  Update the appropriate fields; OR 

b.  To delete a payable disbursement from the Daily Input File, in the DELETE field input 
D. 
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TR54 - Revolving Fund Payables Disbursements - Single Update By Site - Screen One 

 
 

4. Press Enter.  FLAIR will return the user to the inquiry screen or the next available line 
number. 

 
 

207.18.2 TR54 Multiple Inquiry Update 
 

The TR54 Payable Disbursement Update by Site Multiple Inquiry is used for correcting or deleting 
payable disbursements input directly in FLAIR during the present business day.  This function allow 
users to view three lines of transactions prior to viewing all data codes on the update screen.  
Updating information using this transaction updates the information in the Daily Input File prior to 
overnight processing. 
 
To update a multiple line TR54 Revolving Fund Payable Disbursement Single Update from a TR54 
multiple inquiry transaction: 

1. In the SEL field for the appropriate payable disbursement line number, input U.  See 
section 207.17.2 Payable Disbursement Multiple Inquiry. 

 
Note:  TYPE 54 and SEL U on the same screen are not allowed in FLAIR. 
 

2. Press Enter.  FLAIR will display the requested record. 
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3. a.  Update the appropriate fields (see section 207.15.1 TR53 Single Inquiry Update for 

more information on individual fields); OR 
b.  To delete a payable disbursement from the Daily Input File, input D in the DELETE 
field.   
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TR54 – Revolving Fund Payables Disbursements – Single Update By Site – Screen One 
(with example data retrieved) 

 
 

4. Press Enter.  FLAIR will return users to the TR54 Single Inquiry Screen Two or next 
available line number. 

 
 

207.19 Accounts Payable FLAIR Accounting Entries 
 

When payables are established, either as unencumbered payables (TR80) or as encumbered 
payables (TR81) a liability is recorded in the accounting records.  When changes are made to an 
established payable using the TR8SU, the appropriate accounting entries are updated in the 
accounting records.  These update transactions create a TR80 (Unencumbered Payable) on the day 
of the update only, and may be viewed through TR80 inquiry. 
 
When the payable is disbursed, partially or fully, using the TR53 or TR54, the liability is released 
and the cash disbursement is recorded in the accounting records. 
 
The accounting entries related to the following transactions are discussed in detail on the following 
pages: 

• Unencumbered Payable (TR80) 
• Encumbered Payable (TR81) 
• Accounts Payables Subsidiary Ledger Updates (TR8S) 
• Payables Disbursement (TR53) 
• Revolving Fund Payables Disbursement (TR54) 
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207.19.1 TR80 FLAIR Accounting Entries 
 

This TR80 is used to record a liability in the GLs when an encumbrance has not been previously 
established.  The transaction records an unencumbered payable on the Daily Input File and the 
Accounts Payable Subsidiary.  During nightly processing, the payable entries from the Daily Input 
File are used to update the agency's Detail and Master Files. 
 
To record an unencumbered payable: 

GL Code Description DR CR I/A 

7**** Expenditures X  I 

31***                    Payables  or  X I 

35***                    Due to governmental units  X I 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
The user will input the accounts payable GL code (3****).  The GL code for expenditures (7****) 
may be input by the user or retrieved from the Expansion Set File.  Both GL codes appear on the 
screen. 
 
When unencumbered payables are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A N/A N/A 

Fund Release N/A N/A N/A 

Organization Cash N/A N/A N/A 

Organization 
Allotment 

-amount -amount -amount 

- = Decrease; N/A = Not Applicable. 
 

Note:  Grant allotment, contract allotment, and/or project allotment available balance records will 
also be updated (same as organization allotment above).  This update will take place only if the 
grant, contract, and/or project fields are input with the transaction. 
 
 

207.19.2 TR81 FLAIR Accounting Entries 
 

This transaction is used to record a liability in the GLs where an encumbrance has been previously 
established.  The transaction records an encumbered payable on the Daily Input File and the 
Accounts Payable Subsidiary.  During nightly processing, the payable entries from the Daily Input 
File are used to update the agency's Detail and Master Files. 
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To record an encumbered payable: 

GL Code Description DR CR I/A 

7**** Expenditures X  I 

31***           Payables  or  X I 

35***           Due to governmental units  X I 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
The user will input the accounts payable GL code (3****).  The GL code for expenditures (7****) 
may be input by the user or retrieved from the Expansion Set File.  Both GL codes appear on the 
screen. 
 
In addition, this transaction reduces or removes the encumbrance from the GLs. 
 
To release the encumbrance for the amount of the payable: 

GL Code Description DR CR I/A 

98100 Budget fund balance reserved for encumbrances X  A 

94100           Encumbrances  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
When encumbered payables are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A N/A N/A 

Fund Release N/A N/A N/A 

Organization Cash N/A N/A N/A 

Organization 
Allotment 

+/-difference +/-difference +/-difference 

+/- = Increase/Decrease; Difference = Difference between the encumbrance amount and the payable amount; N/A = Not 
Applicable. 

 
Note:  Grant allotment, contract allotment, and/or project allotment available balance records will 
also be updated (same as organization allotment above).  This update will take place only if the 

GRANT, CONTRACT, and/or PROJECT ID fields are input with the transaction. 
 
 

207.19.3 TR8S FLAIR Accounting Entries 
 

This transaction records changes to the current obligations (payables) GLs.  These may be due to 
correcting or deleting the liability.  See section 207.19.4 TR53 FLAIR Accounting Entries and 
section 207.19.5 TR54 FLAIR Accounting Entries for entries related to the disbursement of the 
payable. 
 
When updates are made using the TR8SU, a reversing entry to back-out the existing record and an 
entry to record the correct payable are recorded. 
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Entries recorded when the user inputs “-100.00” into the AMT CHANGE field in a TR8SU: 

GL Code Description DR CR I/A 

3**** Current Liabilities 800  A 

7****           Expenditures/Expenses  800 A 

7**** Expenditures/Expenses 700  A 

3****           Current Liabilities  700 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
The first two entries reverse the original entry, while the third and fourth record the transaction 
with the correct dollar amount. 
 
Entries recorded when the user changes the object code from 341000 to 223000 in a TR8SU: 

GL Code 
Object 
Code 

Description DR CR I/A 

3**** 341000 Current Liabilities 300  A 

7**** 341000           Expenditures/Expenses  300 A 

7**** 223000 Expenditures/Expenses 300  I 

3**** 223000           Current Liabilities  300 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
The first two entries reverse the original entry, while the third and fourth record the transaction 
with the correct object code. 
 
When the Accounts Payable Subsidiary Ledger is updated through TR8SU, the Available Balance 
File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A N/A N/A 

Fund Release N/A N/A N/A 

Organization Cash N/A N/A N/A 

Organization 
Allotment 

+/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 

 
Note:  Grant allotment, contract allotment, and/or project allotment available balance records will 
also be updated (same as organization allotment above).  This update will take place only if the 
GRANT, CONTRACT, and/or PROJECT ID fields are input with the transaction. 
 
 

207.19.4 TR53 FLAIR Accounting Entries 
 

The TR53 Payable Disbursement is used to record cash disbursements where a payable has 
previously been established with a TR80 or TR81.  The entries to remove/reduce the payable from 
the Accounts Payable Subsidiary and to record the cash disbursement are below. 
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Reversal of the Payable Established in TR80 or TR81 in the amount of $120: 

GL Code Description DR CR I/A 

31*** Payables  or 120  A 

35*** Due to Governmental Units 120  A 

7****           Expenditures  120 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
Records the expenditure and actual disbursement of cash in the amount of $120: 

SF GL Code Description DR CR I/A 

 7**** Expenditures 120  I 

1 131**           Unexpended GR Release  or  120 A 

2 12***           Released Cash in Treasury  or  120 A 

8 11200           Cash in Bank  120 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
When payable disbursements are recorded, the Available Balance File is updated as follows: 

Account SF=1 SF=2, 3 SF=8 

Fund Cash N/A -120.00 -120.00 

Fund Release -120.00 -120.00 N/A 

Organization Cash N/A -120.00 -120.00 

Organization 
Allotment 

+/- Diff +/- Diff +/- Diff 

+/- Diff= difference between payable amount and disbursement amount; N/A = Not Applicable; SF = State Fund. 

 
Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, and/or 
project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the GRANT, CONTRACT, and/or 
PROJECT ID fields are input. 
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207.19.5 TR54 FLAIR Accounting Entries 
 

This transaction is used to record cash disbursements where a payable has been previously 
established and the disbursement is made through a revolving fund.  The system generates the 
following entries to remove/reduce the payable from the Accounts Payable Subsidiary and to 
record the cash disbursement to a GL. 
 
OPERATING FUND (STATE FUND = 1, 2, or 8) 
 
To record the reversal of the payable established through TR80 or TR81: 

GL Code Description DR CR I/A 

31*** Payables  or 120  A 

35*** Due to Governmental Units 120  A 

7****           Expenditures  120 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
To record the expenditure for the actual amount of the disbursement: 

SF GL Code Description DR CR I/A 

 7**** Expenditures 120  I 

1 131**           Unexpended GR Release  or  120 A 

2 12***           Released Cash in Treasury  or  120 A 

8 11200           Cash in Bank  120 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
REVOLVING FUND (STATE FUND = 8) 
 
To record the receivable due from the operating fund and the disbursement of cash from the 
revolving fund: 

GL Code Description DR CR I/A 

16800 Due from State Funds – Rev. Fund 120  A 

11200 Cash in Bank  120 A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input. 

 
The GL code for expenditures (7****) may be retrieved from the expansion set record or entered by 
the operator on the input screen.  The GL code for payables (3****) is retrieved from the Accounts 
Payable Subsidiary.  To record the disbursement the operator should input a positive amount that 
will initiate the above entries. 
 
The fund coding for the operating fund and the fund identifier for the revolving fund are carried on 
the expansion option record that is used with the entry.  The system generates a GAAFR fund type 
of 74 and a state fund type of  8 to be used with the revolving fund identifier. 
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When revolving fund payable disbursements are recorded, the Available Balance File for the 
operating fund is updated as follows: 

Account SF = 1 SF = 2, 3 SF = 8 

Fund Cash N/A -120.00 -120.00 

Fund Release -120.00 -120.00 N/A 

Organization Cash N/A -120.00 -120.00 

Organization Allotment +/- Diff +/- Diff +/- Diff 

+/- = Increase/Decrease; N/A = Not Applicable; SF = State Fund. 

 
Grant fund cash, contract fund cash, project cash, grant allotment, contract allotment, and/or 
project allotment available balance records will also be updated (like fund cash and organization 
allotment, above).  This update will take place only if the GRANT, CONTRACT, and/or PROJECT ID 
fields are input. 
 
The Available Balance File for the revolving fund is updated by subtracting the amount of the 
disbursement from the revolving fund’s fund cash balance. 
 
These records will be added to the Revolving Fund File (7S) after voucher processing.  The delay is 
because the voucher number is required as part of the key for the subsidiary. 
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208 Voucher Processing 
 
A voucher, or voucher schedule, is a written certificate of authorization prepared for each 
expenditure providing documentary evidence of the legal obligation and requesting payment by the 
CFO to a vendor or payee.  All invoices submitted to the CFO for payment must be included on a 
voucher signed by an authorized individual, as evidenced by an Authorized Signature Card on file 
with the Bureau of Auditing.  See the RGSE for additional details.  Almost all disbursement 
transactions generate vouchers through voucher processing.  Voucher processing is the first step in 
the nightly update process. 
 
 

208.1 Voucher Processing Overview 
 

When transactions (TR51, TR52, TR53, TR54, TR57, TR70, and TR71) are processed, they are 
recorded on the Daily Input File.  During nightly processing, all disbursement transactions that do 
not have a bookkeeping indicator of X will be moved from the Daily Input File and included on a 
voucher.  Cash receipt transactions (TR30, TR31, TR33, and TR34) that record a current year 
refund, salary disbursements (object codes 11****, 12****, 13****, 15****, or 16****), and revenue 
to revenue transactions (TR94) are also included on vouchers. 
 

Note:  The bookkeeping indicator X is used in disbursement transactions to bypass voucher 
processing, producing no voucher and bypassing the online voucher audit process.  It is not used 
with TR58s or TR59s since these transactions do not produce vouchers. 
 

Agencies may assign all or some of their voucher numbers or have FLAIR assign them.  The 
vouchers are generated and added to the Voucher Print File and the CFO’s online Voucher Audit 
System (in Central FLAIR) during nightly processing, and are available for printing the next 
morning. 
 

FLAIR generates four different types of vouchers: 
• Regular Disbursement Vouchers – Disbursement transactions where a warrant is produced 

(excluding revolving fund disbursement transactions). 
• Revolving Fund Reimbursement Vouchers – All disbursements processed using TR52 or 

TR71 to produce a revolving fund reimbursement warrant. 
• JT Vouchers – Disbursement and revenue transactions where money is transferred from 

one state account to another.  These may be intra-agency or inter-agency transfers. 
• A JT-1 involves the transfer of funds from one operating account to another. 
• A JT-2 involves the transfer of funds from an operating account to a revenue account. 
• Non- CFO Voucher Types – Disbursements from local funds, disbursements with a 

bookkeeping indicator of N, or departmental-only transactions. 
 

Note:  The bookkeeping indicator N is used in disbursement transactions for departmental-only 
transactions.  This action allows for the production of a voucher without the transaction being 
posted in Central FLAIR. 
 

FLAIR assigns a two-character voucher type code for each disbursement transaction that is input.  
See section 208.4 Nightly Voucher Processing for a complete listing of all voucher types and 
their codes. 

http://www.myfloridacfo.com/aadir/reference_guide/Reference_Guide_For_State_Expenditures.pdf
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208.2 Voucher Numbers 
 

Agencies have the option of assigning voucher numbers, as well as voucher line numbers, to some 
or all of their vouchers.  This is done at the time the transaction is input.  Any transaction that is not 
assigned a voucher number by the user will be assigned a voucher number by FLAIR during nightly 
processing. 
 
Voucher numbers that are assigned by the agency must contain a letter in the second character 
position, following the hard-coded V.  Vouchers that are systematically assigned a number will 
contain a number in the second character position following the hard-coded V.  An example of each 
follows: 

• VA12345 – Agency Assigned 
• V123456 – System Assigned 

 
 

208.2.1 Agency Assigned Voucher Numbers 
 

To assign a voucher number for a disbursement transaction, the user must input data into the 
VOUCH-NO field on the disbursement screen.  The VOUCH-NO field holds seven alphanumeric 
characters and has the first character of V protected.  The input after the V must begin with a letter 
followed by one to five numeric characters.  This results in a voucher number with a format of 
VA12345.  For most vouchers, the line number is optional.  If the user has input a bookkeeping 
indicator of X, then input in both the VOUCH-NO and LINE fields is required. 
 
Example data inputting a voucher number and line number with a transaction:

 
 
For agencies that assign voucher numbers, the transactions will be sorted by OLO, site, and then 
voucher number.  This allows users from different sites within an agency to assign the same 
voucher number and get separate vouchers printed.  Although FLAIR allows duplicate voucher 
numbers for different sites, if there is already a voucher with the same account code and voucher 
number on the Voucher Audit File, the voucher will not post. 
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If the transactions are to appear on the voucher in a specific order, the LINE field may be used.  A 
line number cannot be input if the VOUCH-NO field is not used.  If the line number is not input with 
the voucher number, the transactions are sorted using the following fields: 

• VENDOR ID 
• SUB-VENDOR ID 
• OBJECT CODE 
• INVOICE 

 
Note:  Users should input no more than 49 lines per voucher.  See section 208.4 Nightly Voucher 
Processing for details regarding how lines are assigned to vouchers.  Once 49 lines are printed 
on the voucher, the additional lines will be printed on another voucher with the same voucher 
number, creating a Voucher Error Report for the second voucher.  See section 208.7 Voucher Error 
Report for additional information. 
 
 

208.2.2 System Assigned Voucher Numbers 
 

System assigned numbers are generated when the VOUCH-NO field is not input.  They are assigned 
at the operating level (L1) beginning with voucher number V000001 on July 1 each year.  For every 
voucher generated, the system sequentially assigns the next number for the remainder of the fiscal 
year.  When voucher numbers are assigned systematically, transactions print on the voucher and 
are sorted using the following fields: 

• VENDOR ID 
• SUB-VENDOR ID 
• OBJECT CODE 

 
Each voucher will record up to 49 lines.  See section 208.4 Nightly Voucher Processing for details 
regarding how lines are assigned to vouchers.  Once 49 lines are printed on the voucher, the 
additional lines will be printed on another voucher, to which FLAIR will assign the next sequential 
number.   
 
Note: Users may assign a grouping character when inputting the transaction to control how 
transactions are grouped, or not grouped, on the vouchers. 
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208.3 Voucher Summary Requests 
 

The Voucher Summary Report allows the user to review disbursement transactions input directly 
to FLAIR prior to nightly processing and printing.  This allows the user to correct errors on the 
vouchers and journals before printing and before the agency’s Detail and Master Files are updated 
incorrectly.  Only transactions input for the OLO and site of the user will be printed.  MFMP 
transactions, current year refunds, revenue to revenue transfers, and batch file transactions will not 
appear on a Voucher Summary Report.  The Voucher Summary Report is requested using the 
Voucher Print (VP) Mini Menu in FLAIR. 
 
To request a Voucher Summary Report from the Main Accounting Menu or any FLAIR input screen: 

1. In the TYPE field, input VP. 
 
Main Accounting Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Voucher Print Mini Menu. 
 

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 359 of 547 
 

Voucher Print Mini Menu 

 
 

3. In front of the VOUCHER SUMMARY REPORT option, input X. 
 
Voucher Print Mini Menu (with example data input)

 
 

4. Press Enter.  FLAIR will display the Voucher Summary Report Request Screen. 
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Voucher Summary Report Request Screen  

 
Voucher Summary Report Request Screen fields: 

Field Description Required/Optional/Special Instructions 

VOUCHER 
SUMMARY 

REPORT REQUEST 

Voucher Summary 
Report Request 

Required.  Valid input: X.  (1A) 

STARTING 
VOUCHER 
NUMBER 

Starting Voucher Number 

Optional.  Limits the inquiry to transactions 
containing agency assigned voucher 
numbers.  May not be used if the 
FUND/ACCT CODE field is used.  (6A/N) 

ENDING VOUCHER 
NUMBER 

Ending Voucher Number 

Optional.  Limits the inquiry to transactions 
containing agency assigned voucher 
numbers.  May not be used if the 
FUND/ACCT CODE field is used.  (6A/N) 

GROUPING 
CHARACTER 

Grouping Character 
Optional.  Limits inquiry to transactions 
containing the requested grouping 
character.  (1A/N) 

PRINTER 
DESTINATION 

Printer Destination 
Required.  Must be a valid FLAIR Printer ID.  
(8A/N) 

FUND/ACCT CODE Fund/Account Code 

Optional.  The first two digits are retrieved.  
Limits the inquiry to transactions 
containing the requested FLAIR account 
code.  The user may input first 21 digits or 
all 29 digits of the account code.  May not 
be used if the STARTING VOUCHER 
NUMBER or ENDING VOUCHER NUMBER 
fields are used.  (27N) 

 
There are several fields available as search criteria which may be used to limit the records printed 
on the report. 
 

5. In the VOUCHER SUMMARY REPORT REQUEST field, input X. 
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6. Input any additional search criteria. 
7. Input the FLAIR printer ID in the PRINTER DESTINATION field. 

 
Voucher Summary Report Request Screen (with example data input) 

 
8. Press Enter.  FLAIR will display a verification message: 

 

 
 

9. Press Enter.  The Voucher Summary Report will print as an immediate report to the 
requested printer and FLAIR will return the user to the Voucher Print Mini Menu. 

 
The Voucher Summary Report pre-sorts the transactions (by type and fund) into vouchers and lists 
them in the order they will appear on the printed vouchers.  For transactions where no voucher 
number was assigned at the time of transaction, FLAIR assigns a temporary voucher number for  
the purposes of this report only, beginning with V000001.  This is a pre-sort process that occurs 
before nightly processing, so actual vouchers may print differently from the Voucher Summary 
Report. 
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Voucher Summary Detail Report (example)

 
 
In the example above, the Voucher Summary Report separates the transactions into three vouchers.  
VOUCH#000001 is a regular voucher, VOUCH#000002 is a JT, and VOUCH#000003 is a revolving 
fund reimbursement voucher.  Notice that the field layout for JT vouchers is different from the field 
layout for regular and revolving fund reimbursement vouchers. 
 
Note:  The line amount for a warrant producing voucher can be a negative number (if the net result 
is a positive amount for that vendor), but a total voucher cannot equal 0 or a negative number.  The 
exception is PCard vouchers.  These vouchers can have negative line amounts for vendors as long as 
the voucher total is greater than 0. 
 
The TYPE and SEL fields are available to request a different function.  See section 105.6.4 TYPE 
and SEL Fields for details.  The program function (PF) keys on the bottom of screen may also be 
pressed to access the FLAIR main menu or other functions noted on the line.  See section 105.6.1 
FLAIR Program Function Keys for details. 
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208.4 Nightly Voucher Processing 
 

During nightly processing, FLAIR assigns an initial voucher type to each disbursement transaction 
based on transaction type, state fund type, vendor type, and object code.  This type code may 
change during the nightly process.  Each transaction is then edited against a series of criteria to 
determine how the transactions will be grouped together for the voucher printing process. 
 

Note:  Revenue to revenue transfer vouchers (TR94s) do not go through the nightly disbursement 
voucher process.   
 

Voucher types 
The following four tables list the voucher types currently in use. 
 

Regular Disbursement Vouchers:  

Type Voucher Type Description 

A1 Regular Disbursement Voucher 

A2 Regular Disbursement Contractual Services Voucher  

L1* Regular Voucher ≤$10,000; Not Audited 

L2* Load/Post Contract Voucher 

R1 Refund of Overpayments Voucher 

R2 Refund of Overpayments, Contractual Services Voucher 

S1* Regular Voucher ≤$10,000; Statistically Sampled to be Audited 

S2* Sampled Contract Voucher 

K1 Purchasing Card Reimbursement Voucher 

IE MFMP Flagged Voucher 

PE MFMP Voucher 

P1* Auto Pay Voucher 

P2* Auto Pay Contract Voucher 

 

Revolving Fund Reimbursement Vouchers: 

Type Voucher Type Description 

G1 Revolving Fund Reimbursement Voucher 

G2 Revolving Fund Reimbursement Contractual Services Voucher 

L3* Revolving Fund Reimbursement Voucher ≤$10,000; Not Audited 

L4* Load/Post Revolving Fund Contract Voucher 

S3* 
Revolving Fund Reimbursement Voucher ≤$10,000; Statistically Sampled to be 
Audited 

S4* Sampled Revolving Fund Voucher 

P3* Auto Pay Revolving Fund Voucher 

P4* Auto Pay Revolving Fund Contract Voucher 
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JT Vouchers: 

Type Voucher Type Description 

B1 JT-1 – Journal Redistribution 

B4 JT-1 – Journal Redistribution (Automated Journal Transfer system) 

C1 JT-2 – Non-Operating Transfer 

C2 JT-2 – Journal Advice 

C4 JT-2 – Expenditure Refund Journal Advice 

P5* JT-2 – Auto Pay JT2 Non-Operating 

P6* JT-2 – Auto Pay JT2 Operating 

P7* JT-2 – Auto Pay Expenditure Refund Journal Advice 

P8* JT-1 – Load/Post Intra Agency JT1 

P9* JT-1 – Load/Post Intra Agency JT1 from Batch 55 

Q2 JT-2 – Refund of Overpayments 

T1 Revenue to Revenue Treasury Receipt Transfer, Intradepartmental 

U1 Revenue to Revenue Treasury Receipt Transfer, Interdepartmental 

W1 Revenue to Revenue Treasury Receipt Transfer, Intradepartmental, Flagged 

X1 Revenue to Revenue Treasury Receipt Transfer, Interdepartmental, Flagged 

T2 Revenue to Revenue Transfer Receipts Transfer, Intradepartmental 

U2 Revenue to Revenue Transfer Receipts Transfer, Interdepartmental 

W2 Revenue to Revenue Transfer Receipts Transfer, Intradepartmental, Flagged 

X2 Revenue to Revenue Transfer Receipts Transfer, Interdepartmental, Flagged 

T3 Revenue to Revenue Transfer Journal Receipts Transfer, Intradepartmental 

U3 Revenue to Revenue Transfer Journal Receipts Transfer, Interdepartmental 

W3 
Revenue to Revenue Transfer Journal Receipts Transfer, Intradepartmental, 
Flagged 

X3 
Revenue to Revenue Transfer Journal Receipts Transfer, Interdepartmental, 
Flagged 

 
Non-CFO Vouchers: 

Type Voucher Type Description 

D1 Regular Disbursement Voucher 

E1 JT-1 – Journal Redistribution 

F1 JT-2 – Non-Operating Transfer 

F2 JT-2 – Journal Advice 

H1 Revolving Fund Reimbursement 

 
*These voucher types are assigned during nightly processing based on match to the Auto Pay File or 
selection for statistical sampling audit.  These are not assigned as initial voucher types. 
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After transactions are assigned an initial voucher type, they are sorted and added to vouchers.  Each 
type of voucher, regular, revolving fund reimbursement, or JT, has different sort criteria to 
determine on which voucher it will appear, and another sort criteria to assign it to a line number on 
the voucher.  Non-CFO voucher transactions can be sorted using the same criteria as regular, 
revolving fund reimbursement, or JT voucher transactions, depending on the vendor ID and 
revolving fund indicator input in the transaction. 
 
Regular and Non-CFO Vouchers 
Regular voucher transactions are sorted first to vouchers using the following criteria: 

• Operating Level Organization 
• Site 
• Voucher Number (if agency-assigned) 
• Voucher Type 
• Account Code (L1, GF, SF, FID, BE, IBI, CAT, YR) 
• Certified Forward Indicator 
• Grouping Character 

 
All transactions that have matching information in these fields will be placed on the same voucher.  
If any of these fields differ, that transaction will be assigned to another voucher. 
 
The transactions on each voucher are then sorted into lines on the voucher using the following 
criteria: 

• Line Number (if assigned by agency) 
• Vendor Identification Number 
• Contract Number 
• Sub-vendor Identification Number 
• Object Code (first four digits) 
• Vendor Invoice Number 
• Transaction Date 
• State Program Number (first 10 digits) 

 
Multiple transactions may make up one voucher line.  All transactions having matching information 
in all of the fields listed above are added together into a single line on the voucher.  Up to 49 lines 
may be printed on each voucher.  Once 49 lines have printed, the additional lines will be printed on 
the next sequentially numbered voucher, if the voucher number was not assigned by the agency.  If 
the voucher number was agency assigned, any lines over 49 will be printed on another voucher 
with the same voucher number, resulting in a Voucher Error Report.  See section 208.7 Voucher 
Error Report.  
 
Revolving Fund Reimbursement and Non-CFO Vouchers 
Revolving fund reimbursement voucher transactions are sorted first using the following criteria: 

• Operating Level Organization 
• Site 
• Voucher Number (if agency assigned) 
• Voucher Type 
• Account Code (L1, GF, SF, FID, BE, IBI, CAT, YR) 
• Certified Forward Indicator 
• Revolving Fund Identifier 
• Grouping Character 
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All transactions that have matching information in these fields will be placed on the same voucher.  
If any of these fields differ, they will be assigned to another voucher. 
 
Next, transactions are sorted into lines on the voucher using the following criteria: 

• Line Number (if assigned by agency) 
• Vendor Identification Number 
• Contract Number 
• Sub-vendor Identification Number 
• Object Code (first four digits) 
• Vendor Invoice Number 
• Transaction Date 
• State Program Number (first 10 digits) 

 
Multiple transactions may make up one voucher line.  All transactions having matching information 
in all of the fields listed above are added together into a single line on the voucher.  Up to 49 lines 
may be printed on each voucher.  Once 49 lines have printed, any additional lines will be printed on 
the next sequentially numbered voucher, if the voucher number was not assigned by the agency.  If 
the voucher number was agency assigned, any lines over 49 will be printed on another voucher 
with the same voucher number, resulting in a Voucher Error Report.  See section 208.7 Voucher 
Error Report. 
 
JT and Non-CFO Vouchers 
JT voucher transactions are sorted first to vouchers using the following criteria: 

• Operating Level Organization 
• Site 
• Voucher Number 
• Voucher Type 
• 1st and 2nd digits of the Vendor Identification Number 
• Grouping Character 

 
All transactions that have matching information in these fields will be placed on the same voucher.  
If any of these fields differ, that transaction will be assigned to another voucher. 
 
The transactions on each voucher are then sorted into lines using the following criteria: 

• Line Number 
• Vendor Identification Number 
• Benefitting Appropriation Category 
• Benefitting Appropriation Year 
• Benefitting Certified Forward Indicator 
• Benefitting Object Code 
• Account Code (L1, GF, SF, FID, BE, IBI, CAT, YR) 
• Certified Forward Indicator 
• Object Code (first four digits) 
• Sub-vendor Identification Number 
• Vendor Invoice Number 
• Transaction Date 
• State Program Number (first 10 digits) 

 
Multiple transactions may make up one voucher line.  All transactions having matching information 
in all fields above are added together into a single line on the voucher.  Up to 49 lines may be 
printed on each voucher.  Once 49 lines have printed, any additional lines will be printed on the 
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next sequentially numbered voucher, if the voucher number was not assigned by the agency.  If the 
voucher number was assigned, any lines over 49 will be printed on another voucher with the same 
voucher number, resulting in a Voucher Error Report.  See section 208.7 Voucher Error Report. 
 
When an agency assigns the voucher number and line number, the transactions will print in line 
number order.  If only the voucher number is assigned, the transaction will print on the voucher 
after being sorted using the above criteria, and line numbers will be systematically assigned.  FLAIR 
also checks for duplicate voucher numbers and duplicate line numbers.  If a duplicate exists, a 
Voucher Error Report will be created for the second instance of the number.  See section 208.7 
Voucher Error Report for details. 
 
After the transactions are assigned to a voucher, the AMOUNT field on each transaction is edited 
for zero amounts ($0.00), credit amounts, and amounts greater than $10 million.  Any of these 
codes would result in rejection.  A unique Statewide Document Number (SWDN) is assigned to each 
voucher within an OLO and site. 
 
SWDNs are assigned with a prefix as follows: 

• H – Agencies using HACA server (Department of Children and Families [DCF]) 
• D – Agencies using DACA server (all others) 
• R – Revenue to revenue vouchers resulting from TR94 (not assigned during this process) 

 
Exceptions are transactions with a state fund of 8 or with a bookkeeping indicator of X which are 
not assigned a SWDN.  Also, revenue to revenue vouchers are assigned a SWDN at the time of 
transaction.  See section 610 Adjustments & Corrections for details. 
 
All vouchers, except non-CFO vouchers, are sent to the Voucher Audit File in Central FLAIR.  They 
are first compared to the Auto Pay File.  This file, established by the Bureau of Auditing, contains 
high volume, low-risk type transactions that are not pre-audited.  If the voucher matches the 
criteria on the Auto Pay File, the voucher type is changed to an auto pay voucher type and posted.  
All auto pay vouchers are subject to manual post audit sampling on a monthly basis. 
 
Vouchers with a total amount greater than $10,000 must be audited by the Bureau of Auditing 
before the voucher posts and the warrant is generated.  Vouchers with a total amount less than, or 
equal to, $10,000 are sent to a Statistical Sampling File.  Within this file, the voucher can be chosen 
randomly for auditing.  See the RGSE for additional details regarding invoice sampling.  If the 
voucher is not selected for auditing, it automatically posts during nightly processing.  Status codes 
are assigned to each voucher based on this process.  See section 208.8 Voucher Status for a list 
status codes and their definitions. 
 
Agencies may use the Voucher Audit (VA) function within FLAIR to monitor the status of each 
voucher.  See section 113.2 Voucher Audit Summary for details on this function. 
 
Once all transactions are assigned to a voucher, and voucher numbers and SWDNs are assigned, 
vouchers and Voucher Error Reports are routed to a Voucher Print File for printing.  A voucher 
schedule may be printed and reprinted for up to 30 days.  After 30 days, the voucher is purged from 
the Voucher Print File. 
 
 

http://www.myfloridacfo.com/aadir/reference_guide/Reference_Guide_For_State_Expenditures.pdf
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208.5 Onsite Voucher Printing 
 

Vouchers must be printed on a FLAIR printer by each agency, preferably on the first day following 
input of disbursement transactions.  Vouchers are available for only thirty days, so agencies are 
encouraged to print vouchers as soon as possible.  To print vouchers, access the Voucher Print (VP) 
Mini Menu in FLAIR. 
 
The FLAIR printer used to print vouchers must have appropriate printer software installed to 
produce the vouchers in the correct format.  For assistance with printer set-up, contact the FLAIR 
Help Desk at (850) 413-3190 or via email at Help.Desk@MyFloridaCFO.com. 
 
To print vouchers from the Main Accounting Menu or any FLAIR input screen: 

1. In the TYPE field, input VP. 
 
Main Accounting Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Voucher Print Mini Menu. 
 

mailto:Help.Desk@MyFloridaCFO.com
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Voucher Print Mini Menu

 
 

3. Input X in front of the VOUCHER ON-SITE PRINTING option. 
 
Voucher Print Mini Menu (with example data input) 

 
 

4. Ensure paper settings are correct for the FLAIR printer. 
5. Press Enter.  FLAIR will display the Voucher Print Request Screen. 
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Voucher Print Request Screen

 
 
Voucher Print Request Screen fields: 

Field Description Required/Optional/Special Instructions 

VOUCHER ON-SITE 
PRINT REQUEST 

Voucher On-site Print 
Request 

Required.  Valid input: X.  (1A) 

VOUCHER ADD 
DATE 

Voucher Add Date 

Required.  If the STARTING VOUCHER 
NUMBER or ENDING VOUCHER NUMBER 
fields are used. 
 
Optional.  Limits request to vouchers added 
to the Voucher Print File on the specified 
date.  (MMDDYYYY) (8N) 

STARTING 
VOUCHER 
NUMBER 

Starting Voucher Number 

Required if the ENDING VOUCHER 
NUMBER field is used. 
 
If used, input in the VOUCHER ADD DATE 
field is required. 
 
Optional.  Limits request to vouchers 
beginning with the specified voucher 
number.  May be used with the ENDING 
VOUCHER NUMBER field to request a 
range of numbers.  (6A/N) 

ENDING VOUCHER 
NUMBER 

Ending Voucher Number 

Optional.  Limits request to vouchers 
ending with the specified voucher number.  
Used with the STARTING VOUCHER 
NUMBER field to request a range of 
numbers.  If ending number is not known, 
leave blank or input 999999.   
 
If used, input in the VOUCHER ADD DATE 
and STARTING VOUCHER NUMBER fields 
is required.  (6A/N) 
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Field Description Required/Optional/Special Instructions 

OMIT 
PURCHASING 

CARD VOUCHERS 

Omit Purchasing Card 
Vouchers 

Optional.  Valid input: X.  Prints all 
vouchers except PCard vouchers.  (1A) 

OMIT 
E-PROCUREMENT 

VOUCHERS 

Omit E-Procurement 
Vouchers 

Optional.  Valid input: X.  Prints all 
vouchers except E-Procurement (MFMP) 
vouchers.  (1A) 

PRINTER 
DESTINATION 

Printer Destination 
Required.  Must be a valid FLAIR Printer ID.  
(8A/N) 

 

6. In the VOUCHER ON-SITE PRINT REQUEST field, input X. 
7. Input any additional optional search criteria.  One or more additional criteria may be 

used. 
8. Input the FLAIR printer ID in the PRINTER DESTINATION field. 

 

Voucher Print Request Screen (with example data input)

 
 

9. Press Enter.  FLAIR will display a verification message: 

 
 

10. Press Enter.  The requested voucher(s) will print to the FLAIR printer and FLAIR will 
display the Voucher Print Mini Menu.   

 
 
208.5.1 Onsite Voucher Reprinting 
 

Agencies can reprint vouchers for up to thirty days after the original print date.  A voucher schedule 
may be reprinted as many times as necessary during that time. 
 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 372 of 547 
 

To request a reprint of vouchers previously printed, complete the steps detailed in section 208.5 
Onsite Voucher Printing, making sure to use the VOUCHER ADD DATE field.  The STARTING 
VOUCHER NUMBER and ENDING VOUCHER NUMBER fields, along with the VOUCHER ADD DATE 
field, may be used to limit the request to a range of voucher numbers to be printed.   
 
To print only one voucher, input the desired voucher number in both the STARTING VOUCHER 
NUMBER and ENDING VOUCHER NUMBER fields, along with the voucher add date in the 
VOUCHER ADD DATE field.  See section 208.6 Search for Voucher Numbers for information 
regarding how to find specific voucher numbers. 
 
 

208.6 Search for Voucher Numbers 
 

Once vouchers are added to the nightly print file, the range of voucher numbers used for that date is 
available for viewing through the Search for Voucher Numbers option.  This may be useful to 
determine starting and ending voucher numbers when printing or re-printing is necessary.  Only 
vouchers that are within the user’s OLO and site will display.  This option is inquiry only. 
 
To search for the range of voucher numbers assigned on a particular date, access the Voucher Print 
Mini Menu from the Main Accounting Menu or any FLAIR input screen: 

1. In the TYPE field, input VP. 
 
Main Accounting Menu (with example data input)

 
 

2. Press Enter.  FLAIR will display the Voucher Print Mini Menu. 
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Voucher Print Mini Menu

 
 

3. In front of the SEARCH FOR VOUCHER NUMBERS option, input X. 
 
Voucher Print Mini Menu (with example data input)

 
 

4. Press Enter. FLAIR will display the Inquiry of Voucher Numbers by Date Screen. 
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Inquiry of Voucher Numbers By Date Screen (with example data retrieved) 

 
 

5. To view the next page, press F8. 
6. To view prior pages, press F6 to return to the top of the search.  Then press F8 to page 

forward to the desired page. 
 
Up to 30 days of records will display in order of voucher add date, with up to 15 records on each 
page.  When the end of available records is reached, the system message, “017-END OF SEARCH,” 
will display. 
 
 

208.7 Voucher Error Report 
 

All disbursement transactions on the Daily Input File that do not have a bookkeeping indicator of X 
go through nightly processing and are edited for errors.  Transactions that are found to have errors 
are not assigned to vouchers to be printed.  Instead, they are listed on a Voucher Error Report. 
 
The Voucher Error Report is printed with the agency voucher schedules and is printed on a voucher 
form.  The words “VOUCHER ERROR” are printed as the report header.  The voucher error line is 
listed, along with an error explanation.  Voucher Error Reports are printed in voucher order and by 
error type.   
 
Possible Voucher Error Report messages: 

Error Message and Type Voucher Type Description 

DUPLICATE VOUCHER 
NUMBER - 7 

Regular, 
Revolving Fund 
Reimbursement, 

and Journal Transfer 

If an agency has assigned the same voucher 
number to transactions that should be on 
different vouchers, the print process will 
accept the transactions that are included 
with the first voucher and reject all others 
as duplicate voucher numbers.  For 
example, if an agency assigned the same 
voucher number to transactions included 
on voucher types A1 and B1 and the first 
sorted entry was a voucher type A1, the A1 
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Error Message and Type Voucher Type Description 

transactions are on the assigned voucher 
and the B1 transactions are rejected as 
duplicates. 

DUPLICATE LINE 
NUMBER - 5 

Regular, 
Revolving Fund 
Reimbursement, 

and Journal Transfer 

If an agency has assigned a voucher line 
number to transactions on the same 
voucher, the print process will accept the 
first sorted entry and reject all others as 
duplicate line numbers. 

INVALID DETAIL LINE 
TOTAL – 2 

Regular and Revolving Fund 
Reimbursement 

If a line item (detail line) on a voucher is 
equal to zero, less than <$99,999,999.99>, 
or if the line item amount is greater than 
$99,999,999.99, the voucher print process 
will reject that line item for having an 
invalid line total.  For example, if a debit 
and credit of a $100 dollars are input with 
the same detail, the system will combine 
the two transactions on the voucher.  The 
net line amount is zero and the system 
rejects both line items as an invalid detail 
line total. 

INVALID DETAIL LINE 
TOTAL – 2 

Journal Transfer 

If a line item (detail line) on a voucher is 
less than <$999,999,999.99> or greater 
than $999,999,999.99, the print process 
rejects that line item. 

INVALID CONTRACT 
TOTAL – 3 

Regular or Revolving Fund 
Reimbursement 

If the total amount for transactions 
referring to the same contract on a voucher 
is equal to zero, less than 
<$999,999,999.99>, or greater than 
$999,999,999.99, the voucher print process 
will reject these transactions. 

INVALID VENDOR 
TOTAL – 4 

Regular 
If the total amount for a vendor is less than 
$0.01 or greater than $999,999,999.99, the 
print process rejects these transactions. 

INVALID VENDOR 
TOTAL – 4 

Journal Transfer 

If the total amount for a vendor is less than 
<$999,999,999.99> or greater than 
$99,999,999.99, the print process rejects 
these transactions. 

INVALID INVOICE 
TOTAL – 1 

Journal Transfer 

If the total invoice amount for transaction 
on the same voucher is equal to zero, less 
than <$999,999,999.99>, or greater than 
$999,999,999.99, the voucher print process 
will reject these transactions. 

INVALID VOUCHER 
TOTAL – 6 

Regular 
If the voucher total is greater than 
$999,999,999.99, the print process will 
reject the transactions. 

INVALID VOUCHER 
TOTAL – 6 

Revolving Fund 
Reimbursement 

If the total amount for a voucher is less 
than $0.01 or greater than 
$999,999,999.99, the print process will 
reject these transactions. 
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Error Message and Type Voucher Type Description 

INVALID VOUCHER 
TOTAL – 6 

Journal Transfer 

If the voucher total is less than 
<$999,999,999.99> or greater than 
$999,999,999.99, the print process will 
reject the transactions. 

 
Transactions that are printed on the Voucher Error Report are automatically reversed with 
automated TR58s in most cases.  See section 208.9 Deleting and Reducing Vouchers for 
additional details.  These transactions will need to be reprocessed correctly. 
 
 

208.8 Voucher Status 
 

Each voucher is assigned a status code when it is loaded to the CFO’s online Voucher Audit System 
in Central FLAIR.  Voucher status codes designate if vouchers are posted, pending, or returned by 
the Bureau of Auditing.  The status date is also displayed. 
 
Status codes assigned to vouchers: 

Status Code Description 

A Voucher added to the Central Accounting System. 

D Voucher deleted by auditor at agency’s request. 

F Account carries special attention flag.  Override by DFS must be used to post. 

N 

Voucher rejected by the system due to negative balance and assigned with one of 
the following codes (displayed in the REASON CODE field): 
1 – Negative Cash Balance (example: N1) 
2 – Negative Release Balance 
3 – Negative Cash and Release Balances 
4 – Other Atypical Balance 
5 – Negative Release Balance at Control Account Level 
6 – Negative Cash and Release Balance at Control Account Level 
7 – Other Atypical Balance at Control Account Level 

P Voucher audited and posted to the Central Accounting System. 

R 
Voucher rejected by auditor.  When this status is assigned, a Critical Error Reason 
Code will also be assigned.  See the following table for a list of codes. 

V Voucher verified by the auditor but not posted. 

 
Vouchers that are rejected by the Bureau of Auditing will be returned to the agency with a Return 
Form containing a critical error reason code.  These transactions will need to be reprocessed and 
returned, along with the Return Form, to the Bureau of Auditing. 
 
Critical error reason codes assigned to rejected vouchers: 

Code Description 

1A Voucher returned/deleted per agency request 

1C Incorrect payee 

1D Incorrect voucher schedule amount 

1H Duplicate payment 
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Code Description 

1J Voucher schedule not signed 

1L Incorrect category 

2A Invoice not submitted 

2B Unit and/or unit price not shown 

2C Incorrect invoice amount 

2F Unauthorized or prohibited expenditure 

2G Error in extension 

2H Sales tax included 

2J Receiving report not submitted 

2K Satisfactory receipt of services not documented 

3A Travel not in accordance with section 112.061, F.S. 

4A Payment not in accordance with contract/grant or contract summary form 

4B Contract/grant not submitted 

4E Service rendered prior to effective date contract/grant 

4F Method of procurement not provided for contract/grant 

5C Statutory authority/necessity to expend funds for this purpose not documented 

5N Other additional supporting documentation/justification needed 

7A Payment not in accordance with direct order or purchase order 

7B Direct order or purchase order not provided 

7E Service rendered prior to issued date of direct order or purchase order 

7F Method of procurement not documented 

 
 

  

http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0112/Sections/0112.061.html
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208.9 Deleting and Reducing Vouchers 
 

Sometimes an error is found after the voucher has already been printed.  This may result in the 
need to delete or reduce an invoice, or delete an entire voucher.  This may be done by making a 
request to the Bureau of Auditing. 
 

All requests must be received by the Bureau of Auditing by 2:00 p.m. to ensure timely processing.  
Agencies should verify their requests have been processed by 4:00 p.m. on the same day by using 
the audit summary request option available in the Voucher Audit (VA) function.  See section 113.2 
Voucher Audit Summary for details on this function. 
 

All requests for reductions or deletions should be submitted via email to your agency contact at 
DFS, Bureau of Auditing. 
 

Template for deletion or reduction requests: 

 
 

Invoices that have been selected for sample audits cannot be reduced.  If a disbursement 
transaction contains an error, the invoice must be deleted from the voucher.  The invoice must then 
be reprocessed correctly, using a bookkeeping indicator of A in the BI field. This ensures that 
invoices will be sent to the Bureau of Auditing for review. 
 

Once a voucher or line has been deleted, an automated TR58 will post to correct the transaction.  If 
the agency Title Files or Expansion Files change, the TR58 may not post successfully.  A Batch 58 
Error Report will list TR58 transactions that do not post successfully.  If the automated TR58 does 
not post due to coding that does not match the agency’s Departmental FLAIR records, a manual 
TR58 must be input at the agency.  When a voucher or line is reduced, a manual TR58 must be input 
at the agency to reflect the reduction in the expenditure.  A manual TR59 must be input to correct a 
revolving fund disbursement transaction if the deletion is made for a revolving fund 
reimbursement voucher.  See section 212 Expenditure Corrections for additional details. 

  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 379 of 547 
 

209 Prompt Payment Compliance Function  
 
Agencies are required to issue payments to vendors in a timely manner and made in accordance 
with Florida Statutes.  The State of Florida requires that all payments are issued within 40 days of 
receipt of invoice for goods or services received.  If a payment is not issued to a vendor within 40 
days of receipt, inspection and approval of the goods and services, agencies must pay to the vendor 
interest at a rate as established pursuant to section 55.03(1), F.S. over the unpaid balance from the 
expiration of such 40 day period until payment is issued to the vendor. 
 
The Prompt Payment Compliance Function (PC) allows agencies to use FLAIR departmental screens 
to inquire into records maintained on the State CFO Prompt Payment System.  The Prompt Payment 
System has information about interest penalties assessed on payments not made in compliance 
with the Prompt Payment Law.  See section 215.422, F.S. or rule 69I-24.004, F.A.C. for details on 
the law. 
 
 

209.1 Prompt Payment Interest Penalty 
 

If a warrant in payment of an invoice is not issued within 40 days after receipt of the invoice and 
receipt, inspection, and approval of the goods and services, the agency or judicial branch shall pay 
to the vendor, in addition to the amount of the invoice, interest at a rate as established pursuant to 
section 55.03(1), F.S.  Statutory Interest Rates on the unpaid balance from the expiration of such 
40-day period until such time as the warrant is issued to the vendor. 
 
Agencies have the authority to delete certain interest penalty invoices.  Interest penalty invoices 
that are under $1.00 may be deleted by the agencies.  In addition, if the interest penalty invoice was 
generated due to an input error or an incorrect transaction date, the interest penalty invoice may 
also be deleted by the agency.  If correcting the input error or transaction date results in an interest 
penalty invoice over $1.00 the agency must contact the Vendor Ombudsman to issue a corrected 
interest penalty invoice.  Interest penalties of $1.00 or greater must be processed by the agency.  
Agencies must maintain records of deleted and processed penalties. 
 
The CFO has the authority to set the rate of interest used to calculate the interest penalty pursuant 
to section 55.03(1), F.S.  Statutory Interest Rates can be found at 
https://myfloridacfo.com/division/aa/local-governments/judgement-interest-rates. 
 
The following procedure states how the annual rate of interest is calculated by the CFO: 

• A quarterly rate will be determined by averaging the Federal Reserve Discount Rate each 
month for the preceding twelve months, then adding 400 basis points to this average.  In 
this calculation, one-half of a decimal point will be rounded upward. 

• The daily rate will be determined by dividing the annual rate by 365.  In this calculation, 
one-half of a decimal point will be rounded upward.  The rates will be set on March 1, June 
1, September 1, and December 1, with the effective date of the first day of the following 
quarter.  

 

209.1.1 Accessing Interest Penalties 
 

Interest penalties can be accessed using the Prompt Compliance (PC) function of the State CFO Files 
(SC).  Users must have update capability to delete any interest penalty invoices.   
 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=55.03&URL=0000-0099/0055/Sections/0055.03.html
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
https://www.flrules.org/gateway/ruleno.asp?id=69I-24.004
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=55.03&URL=0000-0099/0055/Sections/0055.03.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=55.03&URL=0000-0099/0055/Sections/0055.03.html
https://myfloridacfo.com/division/aa/local-governments/judgement-interest-rates
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To access the Prompt Compliance (PC) function from the Accounting Main Menu or any FLAIR input 
screen: 

1. In the TYPE field, input SC (State CFO Files). 
 
Accounting Main Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the State CFO Central Accounting Mini Menu. 
 
State CFO Central Accounting Mini Menu 

 
 
 
Prompt Payment Compliance is located in SC Mini Menu in FLAIR.  To access State CFO Files from 
the State CFO Central Accounting Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input PC. 
  



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 381 of 547 
 

State CFO Central Accounting Mini Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Prompt Payment Interest Penalty Access Request 
Screen. 

 
Prompt Payment Interest Penalty Access Request 
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The Prompt Payment Interest Penalty Access Request Screen can be used to inquire into penalties 
in three ways: 

• OLO, IBI, and/or SITE; or 
• STATEWIDE DOCUMENT NUMBER; or 
• PENALTY INVOICE NUMBER. 

 
Prompt Payment Interest Penalty Access Request Screen 

 
 
 

209.2 Inquiry by OLO, IBI, and Site 
 

Users can request Interest Penalty data by OLO, IBI, and/or SITE on the Prompt Payment Interest 
Penalty Access Request Screen.  Once a search by OLO, IBI, and SITE is requested, the user must 
input all three elements.  This function does not allow agencies to view penalties outside of their 
OLO since this field is protected from user input. 
 
To request interest penalty data from the Prompt Payment Interest Penalty Access Request Screen: 

1. In the SEL field next to Option 1 (OLO, IBI, and SITE), input X.  
2. a.  In IBI field, input the IBI; OR 

b.  In the IBI and SITE fields, input the IBI and site, respectively. 
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Prompt Payment Interest Penalty Access Request Screen (with example data input) 

 
 

3. Press Enter.   
a.  If an IBI is not input, the IBI defaults to 00 and FLAIR will retrieve all pending and paid 

interest penalties within the user’s OLO; OR 
b.  If an IBI is input, but SITE is left blank, FLAIR will retrieve all pending and paid 

interest penalties within the specified OLO and IBI. 
 

Interest Penalty Multiple Inquiry By OLO, IBI, and Site Screen (with example data retrieved)  
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Interest Penalty Multiple Inquiry by OLO, IBI, and Site Screen fields: 

Field Description Required/Optional/Special Instructions 

SEL Selection Optional.  (1A) 

STATEWIDE DOC 
NO 

Statewide Document 
Number 

Protected.  Voucher where interest penalty 
was assessed.  (11A/N) 

PENALTY INV NO Penalty Invoice Number 
Protected.  FLAIR-assigned interest penalty 
number.  Used to disburse penalty.  (9N) 

TRACK STS Tracking Status Code 
Protected.  See Tracking Status Codes 
table below for codes.  (2A/N) 

SITE Site Protected.  (2A/N) 

WARRANT AVAIL 
DT 

Warrant Available Date 
Protected.  Date warrant was issued by the 
CFO.  (6N) 

INTEREST 
ASSESSED 

Interest Assessed 
Protected.  Amount due to vendor 
calculated per section 215.422, F.S.  (13N) 

VENDOR NUMBER Vendor Number 
Protected.  Original vendor number used 
during disbursement.  (14A/N) 

ACCOUNT CODE Account Code 
Protected.  Original FLAIR account code 
payment.  (29N) 

 
4. To view interest payment penalty in detail from the Interest Penalty Multiple Inquiry 

Screen, users must input X  in the SEL field (users can only choose one item at a time). 
 
Interest Penalty Multiple Inquiry By OLO, IBI, and Site Screen (with example data input)

 

5. Press Enter to view the selected entry in detail. 
  

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


 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 385 of 547 
 

Interest Penalty Detail Inquiry/Update Screen (with example data retrieved) 

 
 
Tracking Status Codes (TRACK STS or TRACKING STATUS): 

Code Description 

01 Unpaid Interest Penalty Due 

02 Paid 

03 Unpaid Waiver in Part 

04 Paid Waiver in Part 

05 Deleted 

06 Appealed 

07 Appealed Denied 

08 Waiver in Whole 

09 Vendor Declines Payment 

10 Vendor Refund 

13 Warrant Cancellation 

 
Status Code Updates  

• Tracking Status codes can be updated by the user.  The user is only allowed to update 
Tracking Status from 1 to 5.  

• Tracking Status Code 2 will be populated during overnight processing if the user input the 
correct penalty invoice number, amount, and the correct object code 891000 in the original 
transaction.  

• Tracking Status Codes 03, 04, 06, 07, 08, 09, 10, and 13 must be updated by DFS.  
 
The TYPE and SEL fields are available to request a different function.  See section 105.6.4 TYPE 
and SEL fields for details.  The program function (PF) keys on the bottom of screen may also be 
pressed to access the FLAIR main menu or other functions noted on the line.  See section 105.6.1 
FLAIR Program Function Keys for details. 
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209.3 Inquiry by Statewide Document Number 
   

Interest penalty data can also be inquired by the SWDN on the Prompt Payment Interest Penalty 
Access Request Screen.  The user must verify that the SWDN is valid. 
 
To request interest penalty inquiry by SWDN from the Prompt Payment Interest Penalty Access 
Request Screen: 

1. In the SEL field next to STATEWIDE DOCUMENT NUMBER, input X. 
2. In the STATEWIDE DOCUMENT NUMBER field, input the SWDN. 

 
Prompt Payment Interest Penalty Access Screen (with example data input)

 
 

3. Press Enter.  FLAIR will retrieve all pending and paid interest penalties for that SWDN. 
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Interest Penalty Multiple Inquiry By Statewide Document Number - Screen Two 
(with example data input) 

 
 
Interest Penalty Multiple Inquiry by Statewide Document Number - Screen Two fields: 

Field Description Required/Optional/Special Instructions 

SEL Selection Optional.  (1A) 

TR ST Tracking Status Code Protected.  (2A/N) 

PENALTY INV NO Penalty Invoice Number 
Protected.  FLAIR-assigned interest penalty 
number.  Used to disburse penalty.  (9N) 

INTEREST 
ASSESSED 

Interest Assessed 
Protected.  Amount due to vendor 
calculated per section 215.422, F.S.  (13N) 

WARRANT AVAIL 
DT 

Warrant Available Date 
Protected.  Date warrant was issued by the 
CFO.  (6N) 

TRANSACTION 
DATE 

Transaction Date 
Protected.  Payment approval date.  (6N) 
 

AGENCY DOC NO Agency Document Number Protected.  (7A/N) 

VENDOR ID Vendor Number 
Protected.  Original vendor number used 
during disbursement.  (14A/N) 

VEN NAME Vendor Name Protected.  (31A) 

 
To view interest payment penalty in detail users must: 

4. In the SEL field next to the record, input X.  (Users can only choose one item at a time.) 
5. Press Enter to view the selected entry for more details. See section 209.2 Inquiry by 

OLO, IBI, and SITE for detail screenshot. 
 
The user may request another record from the Prompt Payment File by inputting an SWDN in the 
NEXT STATEWIDE DOC NO field. 
  

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
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209.4 Inquiry by Penalty Invoice Number 
 

Users can also inquire into penalties by invoice number from the Prompt Payment Interest Penalty 
Access Request Screen.   
 
To request penalty data from the Prompt Payment Interest Penalty Access Request Screen: 

1. In the SEL field next to PENALTY INVOICE NUMBER, input X. 
2. In the PENALTY INVOICE NUMBER field, input a valid penalty invoice number. 

 
Prompt Payment Interest Penalty Access Request Screen (with example data input) 

 
 

3. Press Enter.  FLAIR will display the Interest Penalty Detail Inquiry Screen Three. 
 
Interest Penalty Detail Inquiry/Update - Screen Three (with example data retrieved) 
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Interest Penalty Detail Inquiry/Update Screen Three fields: 

Field Description Required/Optional/Special Instructions 

PENALTY INV NO Penalty Invoice Number 
Protected.  FLAIR assigned Interest penalty 
number.  Used to disburse penalty.  (9N) 

SWDN 
Statewide Document 

Number 
Protected.  (11A/N) 

TRACKING STATUS Tracking Status Code 
Optional.  See table in section 209.2 
Inquiry by OLO, IBI, and Site for codes.  
(2A/N) 

OLO 
Operating Level 

Organization 
Protected.  (6N) 

IBI Internal Budget Indicator Protected.  (2N) 

SITE Voucher Site Protected.  (2A/N) 

AGENCY 
DOCUMENT 

NUMBER 
Agency Document Number Protected.  (7N) 

ORIGINAL INV NO Original Invoice Number Protected. (9N) 

ORIGINAL INVOICE 
AMT 

Original Invoice Amount Protected. (13N) 

ACCT CODE Account Code Protected.  (29A/N) 

VEND ID 
Vendor Identification 

Number 
Protected.  (14A) 

INTEREST 
ASSESSED 

Interest Assessed 
Protected.  The amount of interest 
assessed.  (13A/N) 

MEDICAL or 
NON-MEDICAL 

Medical or Non-Medical 
Protected.  Documents whether item is 
related to medical expenditures.  (11A) 

CFI Certified Forward Indicator Protected.  (1A) 

VENDOR NAME Vendor Name Protected.  (31A) 

TRANSACTION 
DATE 

Transaction Date Protected.  (6N) 

WARRANT 
AVAILABILITY 

DATE 
Warrant Availability Date Protected.  (6N) 

TOTAL PAYMENTS 
APPLIED 

Total Payments Applied Protected.  (14N) 

CONTRACT NO Contract Number 

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

 
Note: This screen may also be accessed from the Interest Penalty Multiple Inquiry by OLO, IBI, and 
Site Screen (see section 209.2) or the Interest Penalty Multiple Inquiry by Statewide Document 
Number Screen (see section 209.3). 
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209.5 Interest Penalty Payment Inquiry 
 

Interest penalties are not a budgeted item and must be processed immediately to avoid any 
outstanding items over 30 days.  Such penalties must be paid from current year funds.   Once 
penalties are paid, FLAIR will display information regarding penalty payments if they were 
processed against an interest penalty invoice.  
 
Users can inquire interest penalty payments by: 

• Interest penalty invoice number; 
• FLAIR account code and amount; 
• SWDN and agency document number; or 
• Payment status and audit date. 

 
To inquire on an interest penalty from the Prompt Payment Interest Penalty Access Request Screen: 

1. In the SEL field next to PENALTY INVOICE NUMBER, input X. 
2. In the PENALTY INVOICE NUMBER field, input a valid penalty invoice number. 

 
Prompt Payment Interest Penalty Access Request Screen (with example data input) 

 
 

3. Press Enter.  FLAIR will display the Interest Penalty Detail Inquiry Screen Three. 
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Interest Penalty Detail Inquiry/Update - Screen Three (with example data input) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. In the VIEW PAYMENTS field, input X. 
5. Press Enter and FLAIR will display the Interest Penalty  

Payment Inquiry Screen Four. 
 
Interest Penalty Payment Inquiry – Screen Four  
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210 Payment History  
 
Payment History is a record of monthly, quarterly, or annual payment statuses on individual 
vendor accounts.   FLAIR allows users to view both Departmental and Central records up to five 
years old.  Users may obtain these records through functions within FLAIR or online within the DFS 
website.  
 
Discussed in this section are four ways to inquire on payment history:  

• Vendor History (VH) 
• Travel History (TH) 
• Transparency Website 
• FLAIR On-Line Vendor History 

 
 

210.1 FLAIR Payment Inquiry Functions  
 

There are two functions within FLAIR that can be used to obtain payment history.  The first 
function is through the Vendor Payment Inquiry (VH).  The second is through the Travel History 
Inquiry (TH).  Both functions are located on the State CFO Central Accounting Mini Menu (SC). 
 
To access the State CFO Central Accounting Mini Menu from any FLAIR input screen: 

1. In the TYPE field, input SC. 
 
Main Accounting Menu

 
 

2. Press Enter.  FLAIR will display the State CFO Central Accounting Mini Menu. 
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State CFO Central Accounting Mini Menu

 
 
Vendor History functions within the State CFO Central Accounting Mini Menu allows users inquiry 
access into Central records:  

Function Name Description 

TH 
Employee Travel History.  Allows users to view travel payments for 
employees. 

VH 
Vendor History.  Allows users to view all vendor payments processed 
by within the OLO. 

 
 

210.1.1 Vendor History 
 

The Vendor History (VH) function allows agency users to inquire on vendor payments as they 
exist in the CFO’s Central Accounting System.  This file contains pending and paid vendor history 
information.  The data included in this file is available for viewing for up to five years.  Users may 
inquire into single transactions for up to 90 days.  This data is maintained at the OLO, or agency 
level.  
 
The VH function has three inquiry options available to users: 

• Vendor History (VH) 
• Unpaid Vouchers (UV) 
• Warrant Reconciliation (WR) 

 
To access the Vendor Payment Inquiry Screen from the State CFO Central Accounting Mini Menu or 
any FLAIR input screen: 

1. In TYPE field, input VH. 
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State CFO Central Accounting Mini Menu

 
 

2. Press Enter.  FLAIR will display the Vendor Payment Inquiry Screen. 
 
Vendor Payment Inquiry 

 
 
Vendor Payment Inquiry Screen fields: 

Field Description Required/Optional/Special Instructions 

Columns 

VH Vendor History 

Allows users to view payments where 
warrants have been produced.  Users can 
inquire by vendor number, vendor name, 
warrant number/date and month/year.  
(1A) 

UV Unpaid Vouchers 
Allows users to view vouchers where no 
warrant has been produced pending 
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Field Description Required/Optional/Special Instructions 

approval from the CFO.  Users can inquire 
by vendor number and vendor name only.  
(1A) 

WR Warrant Reconciliation 
Allows users to view payments using a 
valid warrant type, warrant number and 
optional warrant date.  (1A) 

Available Fields 

VENDOR NUMBER 
Vendor Identification 

Number 

Required.  Allows users to view records by 
vendor ID only.  Users are required to input 
a vendor number excluding prefix (E, F, S, 
and N) and sequence number.  Vendor 
name and warrant number/date options 
must be blank.   (9N) 

MONTH Beginning Month 

Optional.  Used in conjunction with vendor 
number, allows users to search for records 
beginning with the month input.   
If month is selected, a year must be input 
and it must not be greater than the current 
fiscal year.  (2N) 

YEAR Beginning Year 

Required.  Used in conjunction with vendor 
number.  If a month is selected by the user, 
the month/year combination cannot be 
greater than the current business month 
and year. (2N) 

VENDOR NAME Vendor or Payee Name 

Required.  Allows users to view records by 
vendor name. (31A/N) 
 
Note:  If name is spelled incorrectly, FLAIR 
will retrieve records that best match user’s 
search criteria. 

MONTH Beginning Month 
Optional.  Used in conjunction with vendor 
name.  Allows users to search for records 
beginning with the month input. (2N) 

YEAR Beginning Year 

Required.  If month is selected by the user.  
The month/year combination cannot be 
greater than the current business month 
and year. 
 
Optional.  Used to limit the search criteria 
by year.  (2N) 

SUMMARY TOTALS 
OF REQUESTED VH 

RECORDS 
Summary Totals 

Required.  Used in conjunction with vendor 
number or vendor name inquiries to 
provide users a summarized total of 
payment history for a specific time period.  
(1A) 

SEARCH THRU 
MONTH 

Search Thru Month 

Required.  Used in conjunction with 
SUMMARY TOTALS OF REQUESTED VH 
RECORDS field.  Users are required to 
input the ending date of the period for a 
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Field Description Required/Optional/Special Instructions 

summary total of records input into the 
VENDOR NUMBER or VENDOR NAME 
fields.  (2N) 

SEARCH THRU 
YEAR 

Search Thru Year 

Required.  Used in conjunction with 
SEARCH THRU MONTH field.  Users are 
required to input a year if a month is 
selected.  (2N) 

WARRANT 
NUMBER 

Warrant Number 

Required.  X in the VH column displays 
records for payments by warrant number.  
Used in conjunction with the WARRANT 
DATE field.  (7N) 

WARRANT DATE Warrant Date 

Required.  X in the VH column displays 
records for payments by warrant number.  
Used in conjunction with the WARRANT 
NUMBER.  (6N) 

WARRANT TYPE Warrant Type 

Required.  Indicates the type of warrant 
issued and used in the WR function in 
conjunction with the WARRANT NUMBER 
field.  Allows users to view the status of a 
warrant.  (1N) 

WARRANT 
NUMBER 

Warrant Number 

Required.  X in the WR column displays 
records for payments by warrant number.  
Used in conjunction with the WARRANT 
TYPE field.  (7N) 

WARRANT DATE Warrant Date 

Optional.  X in the WR column displays 
records for payments by warrant number.  
Used in conjunction with WARRANT TYPE 
and NUMBER fields.  (6N) 

 
 

210.1.2 Vendor History Inquiry by Vendor Number 
 

The Vendor Payment History Inquiry by Vendor Number function allows users to view payment 
information by vendor number.  The month and year dates are optional.  However, if the user wants 
to view a particular month it is best practice to input a month and year.   
 
To access the Vendor History Inquiry by Vendor Number from the Vendor Payment Inquiry Screen: 

1. In the VH column on line for VENDOR NUMBER option, input X. 
2. In the VENDOR NUMBER field, input a nine digit vendor number (without vendor 

indicator and sequence number). 
3. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results 

beginning five years prior to the date of the request. 
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Vendor Payment Inquiry Screen (with example data input) 

 
 

4. Press Enter.  FLAIR will display the Vendor Payment History Inquiry by Vendor Number 
Screen. 
 

Vendor History - Inquiry By Vendor Number Screen (with example data retrieved) 

 
 
Vendor History Inquiry by Vendor Number Screen fields: 

Field Description Required/Optional/Special Instructions 

ACCOUNT CODE FLAIR Account Code 
Retrieved.  FLAIR will display the account 
code used in the original transaction.  
(29N) 

CFI Certified Forward Indicator 

Retrieved.  Indicates if a voucher was 
processed using carry forward funds.  This 
field will be populated with a C if original 
disbursement was paid using carry forward 
funds.  (1A) 
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Field Description Required/Optional/Special Instructions 

AMOUNT Transaction Line Amount 
Retrieved.  FLAIR will display the line 
amount of each object code from the 
original transaction.  (10.2N) 

VCHR NO 
Voucher Number 

(also known as Agency 
Document Number) 

Retrieved.  FLAIR will display voucher 
number assigned in conjunction with the 
SWDN.  (7A/N) 

CFO REC 
Chief Financial Officer 

Receipt Date 
Retrieved.  Date voucher was received by 
CFO.  (MMDDYY) (6N) 

PAY Payment Indicator 

Retrieved.  Indicates type of transaction 
processed.  Examples of indicators are: 
PUR – Purchasing Card 
REV – Revolving Fund 
VOID – Payment voided after stale date  
(4A) 

SEL Selection 

Optional.  Allows user to view detailed 
information:  
I – Invoice Inquiry:  View invoice 

number(s), invoice amount(s) and 
transaction date(s).  See Figure 1 for 
Invoice Inquiry Screen. 

W – Warrant Reconciliation Inquiry:  View 
status of warrant information.  This 
option is only available for the month 
that the warrant is paid or cancelled.  
See Figure 2 for Warrant 
Reconciliation Screen.  

T– Detail Transaction Inquiry: View detail 
payment Information.  See Figure 3 on 
next page for Detail Transaction.  
(1A) 

VENDOR NO 
Vendor Identification 

Number 

Retrieved.  FLAIR will display the vendor 
number based on the user’s search criteria 
and include the prefix (E, F, S, and N) and 
three digit sequence number.  (21A/N) 

SWDN 
Statewide Document 

Number 
Retrieved.  FLAIR will display the SWDN 
assigned to each transaction.  (11A/N) 

OBJ Object Code 

Retrieved.  FLAIR will display first four 
digits of the object code in conjunction with 
SWDN and line number of transaction.  
(6N) 

CNTR Contract Number 
Retrieved.  Indicates if a contract number 
was used and is carried from the original 
transaction.  (5A/N)   

PYMT TP Warrant Type 
Retrieved.  Indicates they type of warrant 
issued for payment (4 – Expense Warrant,  
8 –EFT).  (1N) 

PYMT NO Warrant Number 
Retrieved.  Indicates the warrant number 
in conjunction with warrant type.  (7N) 

PYMT DATE Warrant Date Retrieved.  Indicates the date the warrant 
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Field Description Required/Optional/Special Instructions 

or EFT was posted to the recipients 
account.  (MMDDYY)  (6N) 

CANX Cancelled Indicator 
Retrieved.  Indicates if a warrant has been 
cancelled.  (4A) 

 
5. a.  In the SEL field, input I to view invoice detail information (see Figure 1); OR  

b.  In the SEL field, input W to view warrant information (see Figure 2); OR 
c.  In the SEL field, input T to view detail transaction information (see Figure 3). 

 
Vendor Payment History – Inquiry By Vendor Number Screen  (with example data retrieved) 

 
6. Press Enter.  FLAIR will display the requested screen.  
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Figure 1.  Invoice Display – SWDN Screen (example of results using I in the SEL field)  

 
Figure 2.  Warrant Reconciliation Inquiry Screen (example of results using W in the SEL field) 
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Figure 3.  Detail Transaction Inquiry Screen (example of results using T in the SEL field) 

 
The user can input X in the VIEW INVOICES field to view invoice information.  The TYPE and SEL 
fields are available to request a different function.  See section 105.6 FLAIR Navigation.  The 
program function (PF) keys on the bottom of screen may can be used to access the FLAIR Main 
Accounting Menu or perform other functions as noted on the line. 
 
 

210.1.3 Vendor History Inquiry by Vendor Name 
 

The Vendor Payment History Inquiry by Vendor Name option allows users to view payment 
information by vendor name. The month and year dates are optional; however, if the user wants to 
view a particular month it is best practice to input a month and year.  FLAIR will retrieve records 
based on vendor name input in search criteria. 
 
To access the Vendor History Inquiry by Vendor Number from any FLAIR input screen: 

1. In the VH column on line for the VENDOR NAME option, input X. 
2. In the VENDOR NAME field, input the vendor name (up to 31 characters). 
3. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results five 

years prior to the date of the request. 
 

Note:  If the vendor name is spelled incorrectly, FLAIR will display records closest match to search 
criteria in alphabetical order including punctuation marks. 
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Vendor Payment Inquiry Screen (with example data input) 

 
 

4. Press Enter.  FLAIR will retrieve records based on vendor name input.  
 
Vendor Payment History – Inquiry By Vendor Name Screen (with example data retrieved) 

 
See section 210.1.2 Vendor History Inquiry by Vendor Number for field descriptions. 
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210.1.4 Vendor History Inquiry Summary Total 
 

FLAIR users have the capability to view vendor history summary totals by vendor number or by 
vendor name.  Only one option is allowed per request.  This function provides a summary total of 
payments for a specific time period defined by the user. 
 
Note: The most reliable way is by vendor number, if by name and one of the sequences has a 
different name or it is spelled different the records will not be included in the search. 
 
Option 1 
To request a summary total of payments for a vendor using the vendor number from the Vendor 
Payment Inquiry Screen: 

1. In the VH column for VENDOR NUMBER, input X. 
2. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results five 

years prior to the date of the request. 
3. In the VH column for SUMMARY TOTALS OF REQUESTED VH RECORDS, input X. 
4. In the VH column for SEARCH THRU MONTH and YEAR, input X.  If left blank, FLAIR 

will calculate payments from the beginning MONTH and YEAR. 
 
Vendor Payment Inquiry Screen (with example data input) 

 
 

5. Press Enter.  FLAIR will display summary totals based on the search criteria input. 
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Summary Total for Requested Vendor Number Screen (with example search results displayed)

 
 
 
Option 2 
To request a summary total of payments for a vendor using the vendor name from the Vendor 
Payment Inquiry Screen: 

1. In the VH column for VENDOR NAME, input X. 
2. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results five 

years prior to the date of the request. 
3. In the VH column for SUMMARY TOTALS OF REQUESTED VH RECORDS, input X. 
4. In the VH column for SEARCH THRU MONTH and YEAR, input X.  If left blank, FLAIR 

will calculate payments from the beginning MONTH and YEAR. 
 
Vendor Payment Inquiry Screen (with example data input) 

 
 

5. Press Enter.  FLAIR will display summary totals based on user search criteria. 
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Summary Total By Vendor Name Screen (with example search results displayed) 

 
 

210.1.5 Vendor History Inquiry by Warrant Number  
 

The Vendor Payment History Inquiry by Warrant Number option allows users to view payment 
information by warrant number/EFT number.  See section 211 Warrant Administration for more 
information regarding Warrant Administration.  FLAIR will retrieve records based on warrant 
number and warrant/EFT date input as search criteria. 
 
To access the Vendor History Inquiry by Warrant Number from the Vendor Payment Inquiry 
Screen: 

1. In the VH column, on the line for the WARRANT NUMBER option, input X. 
2. In the WARRANT NUMBER field, input the warrant number. 
3. In the WARRANT DATE field, input the warrant date  

Note: Both the warrant number and date must be an exact match. 
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Vendor Payment Inquiry Screen (with example data input)

 
 

4. Press Enter.  FLAIR will retrieve record(s) based on warrant number input. 
 
Vendor Payment History - Inquiry By Warrant Number Screen (with example data retrieved) 

 
 

210.1.6 Unpaid Voucher History Inquiry 
 

The Unpaid Voucher History File (UV) allows agencies to view vouchers in pending status prior to 
warrants being produced.  Users can search this file using vendor number or vendor name. 
 
To access the Unpaid Voucher Inquiry by Vendor Number from the Vendor Payment Inquiry 
Screen: 

1. In the UV column on the line for VENDOR NUMBER input X, and 
2. In the VENDOR NUMBER field, input the nine digit vendor number (must be exact). 
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Vendor Payment Inquiry Screen (example inquiry by vendor number) 

 
 

3. Press Enter and FLAIR will display the Unpaid Vouchers by Vendor Number Inquiry 
Screen. 

 
Unpaid Vouchers - Inquiry By Vendor Number Screen (with example data retrieved)

 
 
To access the Unpaid Voucher Inquiry by Vendor Name from the Vendor Payment Inquiry Screen: 

1. In the UV column on the line for VENDOR NAME, input X. 
2. In the VENDOR NAME field, input the vendor name. 

Note: If the vendor’s name is spelled incorrectly (including punctuation), FLAIR may not 
display the correct record. 
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Vendor Payment Inquiry Screen (example inquiry by vendor name) 

 
 

3. Press Enter and FLAIR will display the Unpaid Vouchers by Vendor Name Inquiry 
Screen. 

 
Unpaid Vouchers - Inquiry By Vendor Name Screen (with example data retrieved) 

 
 

210.1.7 Warrant Reconciliation Inquiry 
 

The Warrant Reconciliation Inquiry (WR) function allows users to view the status of expense 
warrants produced for payments to vendors.  This file does not access EFT to vendors.  The 
Warrant Reconciliation File indicates the status of the warrant produced from the time of issuance 
to the time the warrants are paid.  This file also indicates if a warrant has been marked for 
cancellation, stop payment, or duplication. 
 

To access the Warrant Reconciliation Inquiry from the Vendor Payment Inquiry Screen: 
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1. In the WR column, on the line for WARRANT NUMBER, input X. 
2. In the WARRANT TYPE field, input the warrant type.  
3. In the WARRANT NUMBER, input the warrant number. 

Note: Both the warrant type and the warrant number must be an exact match. 
 

Vendor Payment Inquiry Screen (example inquiry by warrant type and number)

 
 

4. Press Enter.  FLAIR will retrieve record(s) based on warrant number input. 
 

Warrant Reconciliation Inquiry Screen (with example data retrieved) 
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210.2 FLAIR Employee Travel History 
 

The Employee Travel History Inquiry Function (TH) provides agencies the ability to view paid 
employee travel reimbursements at their OLO or agency level.  This file is located within the SC 
(State CFO Files) function.  Agency users with security clearance can view payment information. 
The TH function displays four types of inquiry: 

• By employee number 
• By employee name 
• With summary total  
• By warrant reconciliation 

 
 

210.2.1 Employee Travel Inquiry Request 
 
Information contained in this file is a result of expenditure warrants and EFT payment information 
for employees who have submitted travel reimbursements.  Records contained in this file are 
retained for three years and does not provide detailed information.   
 
To access the Employee Travel Inquiry Request Screen from the State CFO Central Accounting Mini 
Menu or any FLAIR input screen:   

1. In the TYPE field, input TH. 
 
State CFO Central Accounting Mini Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Employee Travel Inquiry Request Screen.  
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Employee Travel Inquiry Request Screen (with example data retrieved) 

 
 

Employee Travel Inquiry Request Screen fields: 

Field Description Required/Optional/Special Instructions 

Search by Employee Number Section 

EMPLOYEE 
NUMBER 

Employee Number 

Required.  Users are required to input the 
employee ID, excluding the prefix E.  
EMPLOYEE NAME, WARRANT TYPE, and 
WARRANT NUMBER fields must be blank.  
(9N) 

OPTIONAL START 
DATE: MONTH 

Beginning Month 

Optional.  Used in conjunction with the 
EMPLOYEE NUMBER field.  Allows users to 
search for records beginning with the 
month input by user.  If month is selected, a 
year must be entered and cannot be greater 
than the current fiscal year.  (2N) 

OPTIONAL START 
DATE: YEAR 

Beginning Year 

Required.  If a month is selected by the 
user.  The month/year combination cannot 
be greater than the current business month 
and year  
 
Optional.  Used to limit the search criteria 
by year.  (2N) 

Search by Employee Name Section 

EMPLOYEE NAME Employee Name 

Required.  If search by name.  Allows users 
to view records by employee name.  
Note:  If the name is spelled incorrectly, 
FLAIR will retrieve records that best match 
the user’s search criteria.  (31A/N) 

OPTIONAL START 
DATE: MONTH 

Beginning Month 

Optional.  Used in conjunction with the 
employee’s name, allows users to search 
for records beginning with the month input 
by user.  If a month is selected, a year must 
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Field Description Required/Optional/Special Instructions 

be entered and cannot be greater than the 
current fiscal year.  (2N) 

OPTIONAL START 
DATE: YEAR 

Beginning Year 

Required.  If a month is selected by the 
user.  The month/year combination cannot 
be greater than the current business month 
and year. 
 
Optional.  Used to limit the search criteria 
by year.  (2N) 

Summary Totals Section 

SUMMARY TOTALS 
OF SELECTED 

SEARCH BY 
EMPLOYEE 

NUMBER OR NAME 

Summary Totals 

Required.  Used in conjunction with the 
employee number or employee name 
inquiries to provide users a summarized 
total for a specific time period.  (1A) 

OPTIONAL 
THROUGH DATE: 

MONTH 
Search Through Month 

Required.  Used in conjunction with 
SUMMARY TOTALS OF SELECTED 
SEARCH BY EMPLOYEE NUMBER OR 
NAME fields.  Users are required to input 
the ending date of the period for a 
summary total of records for use in 
conjunction with the EMPLOYEE NUMBER 
or EMPLOYEE NAME fields.  (2N) 

OPTIONAL 
THROUGH DATE: 

YEAR 
Search Thru Year 

Required.  Used in conjunction with the 
OPTIONAL THROUGH DATE: MONTH 
field.  Users are required to input a year if a 
month is selected.  (2N) 

Warrant Reconciliation Section 

WARRANT TYPE Warrant Type 

Required.  Indicates the type of warrant 
issued and used in conjunction with a 
warrant number.  Allows users to view the 
status of a warrant.  (1N) 

WARRANT 
NUMBER 

Warrant Number 

Required.  Allows users to view TH 
record(s) for payments for a specific 
warrant.  Used in conjunction with a 
warrant type.  (7N) 

WARRANT DATE Warrant Date 

Required.  Used in conjunction with a 
warrant number and a warrant type.  
Allows users to view records for the 
requested warrant number.  (6N) 
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210.2.2 Employee Travel History Inquiry by Employee Number 
 

The Employee Travel History Inquiry by Employee Number option allows users to view payment 
information by employee number. 
 
To access the Employee Travel History Inquiry by Employee Number from the Employee Travel 
Inquiry Request Screen: 

1. On the line for EMPLOYEE NUMBER, input X. 
2. In the EMPLOYEE NUMBER field, input the employee’s nine-digit employee ID (without 

prefix E). 
3. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results three 

years prior to the date of the request. 
 
Employee Travel Inquiry Request Screen (with example data input)

 
 

4. Press Enter.  FLAIR will display the Employee Travel History Inquiry by Employee 
Number Screen. 
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Employee Travel History - Inquiry By Employee Number Screen (with example data retrieved) 

 
Employee Travel History Inquiry by Employee Number Screen fields: 

Field Description Required/Optional/Special Instructions 

EMPLOYEE 
NUMBER 

Employee Identification 
Number 

Protected.  (9N) 

ACCOUNT CODE FLAIR Account Code 
Protected.  Carried over from the original 
transaction.  (29N) 

CFI Certified Forward Indicator 
Protected.  If a voucher was processed 
using carry forward funds, field will be 
populated with a C.  (1A) 

OBJ Object Code 
Protected.  Carried over from the original 
transaction.  (6N)   

WARRANT Warrant Type-Number 
Protected.  Indicates the warrant number 
in conjunction with the warrant type.  (8N) 

VCHR IND Voucher Indicator 
Protected.  Displays if payment is EFT or 
warrant.  (7A/N) 

VCHR DTE Voucher Date 
Protected.  Date the voucher was added to 
Central Accounting.  (6N) 

PAY Payment Indicator 

Protected.  Indicates type of transaction 
processed.   
PUR – Purchasing Card 
REV – Revolving Fund  (3A) 

SWDN 
Statewide Document 

Number 
Protected.  Carried over from the original 
transaction.  (11A/N) 

AMOUNT Transaction Line Amount 
Protected.  Carried over from the original 
transaction.  (10.2N) 

WT DATE Warrant Date 
Protected.  Indicates date of  warrant or 
EFT.  (6N) 

AUD DATE Audit Date Protected.  (6N) 

CFO REC CFO Received Date 
Protected.  Date the voucher was received 
by the CFO.  (6N) 
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Field Description Required/Optional/Special Instructions 

CANX Cancelled Indicator 

Protected.   
CANX – Indicates a warrant has been 

cancelled. 
VOID – Payment voided after stale date.  
(4A) 

 
 

210.2.3 Employee Travel History Inquiry by Employee Name 
 

The Employee Travel History Inquiry by Employee Name option allows users to view payment 
information by employee name.  FLAIR will retrieve records based on employee name input in 
search criteria. 
 
To access the Employee Travel History Inquiry by employee name from the Employee Travel 
Inquiry Request Screen: 

1. On the line for EMPLOYEE NAME, input X. 
2. In the EMPLOYEE NAME field, input the employee’s name.  If spelled incorrectly, FLAIR 

will retrieve records with the closest match in alphabetical order. 
3. The MONTH and YEAR fields are optional.  If left blank, FLAIR will display results three 

years from the date of the request. 
 
Employee Travel Inquiry Request Screen (with example data input)

 
 

4. Press Enter.  FLAIR will display the Employee Travel History Inquiry by Employee Name 
Screen. 
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Employee Travel History - Inquiry By Employee Name Screen (with example data retrieved) 

 
 
 

210.2.4 Employee Travel History Summary Totals 
 

Agency users can view employee travel history summary totals by employee number or employee 
name.  This function provides a summary total of payments for a specific time period specified by 
the user.  
 
To request a summary total of payments for an employee number from the Employee Travel 
Inquiry Request Screen: 

1. In the column for EMPLOYEE NUMBER, input X. 
2. In the EMPLOYEE NUMBER field, input the employee’s number (must be an exact match 

to retrieve summary total). 
3. The START MONTH and YEAR fields are optional.  If left blank, FLAIR will display 

results for three years prior to the date of the request. 
4. In the column for SUMMARY TOTALS OF SELECTED SEARCH BY EMPLOYEE NUMBER 

OR NAME, input X. 
5. The OPTIONAL THROUGH MONTH and YEAR fields are optional.  If left blank, FLAIR 

will calculate up to three years of payments. 
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Employee Travel Inquiry Request Screen (with example data input) 

 
 

6. Press Enter.  FLAIR will display summary totals based on user search criteria. 
 
Employee Travel History – Summary Total for Requested Employee Number Screen 
(with example data retrieved) 

 
Note: The user may view the detail records that make up the summary total by inputting an X in the 
TO RECEIVE DETAIL INQUIRY field.  
 
To request a summary total of payments using an employee’s name from the Employee Travel 
Inquiry Request Screen: 

1. In column for EMPLOYEE NAME, input X. 
2. In the EMPLOYEE NAME field, input an employee’s name (must be an exact match to 

retrieve summary total). 
3. Input in the START MONTH and YEAR fields is optional.  If left blank, FLAIR will display 

results three years from the date of the request. 
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4. In the column for SUMMARY TOTALS OF SELECTED SEARCH BY EMPLOYEE NUMBER 
OR NAME, input X. 

5. Input in the OPTIONAL THROUGH MONTH and YEAR fields is optional.  If left blank, 
FLAIR will calculate up to years of payments. 

 

Employee Travel Inquiry Request Screen (with example data input) 

 
 

6. Press Enter.  FLAIR will display the Employee Travel History Summary Total for 
Requested Employee Name Screen. 
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Employee Travel History - Summary Total For Requested Employee Name Screen 
(with example data retrieved) 

 
 

Note: To view the detail records that make up the summary total, input an X in the TO RECEIVE 
DETAIL INQUIRY field. 
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210.2.5 Employee Travel History Inquiry by Warrant Number 
 

The Employee Travel History Inquiry by Warrant Number option allows users to view payment 
information by warrant number.  
 
To access the Employee Travel History Inquiry by Warrant Number from the Employee Travel 
Inquiry Request Screen: 

1. On the line for WARRANT TYPE, input X. 
2. In the WARRANT TYPE, WARRANT NUMBER, and WARRANT DATE fields, input the 

warrant type, warrant number, and warrant date, respectively.  
 
Employee Travel Inquiry Request Screen (with example data input)

 

3. Press Enter.  FLAIR will retrieve record(s) based on the warrant number input. 
 
Employee Travel History - Inquiry By Warrant Number Screen (with example data retrieved) 
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210.3 FLAIR Payment History Website 
 

The FLAIR Vendor Payment History website allows vendors to view records of payments made to 
them by the State of Florida.  The payment information is updated at the close of each business day.  
The site is available 24 hours a day, 7 days a week, except during necessary maintenance.  
Expenditure information is based on the calendar year (January 1 through December 31).   
 
Note: This function does not provide expenditure transactions for state employees. 
The following information is available: 

• Payment date 
• Payment (warrant) number 
• Payee name 
• Payment type (paper warrant, EFT, or PCard) 
• Agency Document Number (voucher number) 
• Invoice umber 
• Invoice amount 
• Agency contact information 
• Payments pending at the CFO’s office 

 
To access payment history information in FLAIR, complete the following steps:  

1. Access the website:  http://flair.dbf.state.fl.us/dispub2/cvnhphst.htm 
2. In the FEID or SSN field, input the vendor’s nine-digit Federal Employer Identification 

Number or social security number without F, S, or N prefix.  
3. From the BEGINNING MONTH drop-down menu, select a month.  If month is not 

selected, the system defaults to the current month. 
4. Select a year from the DESIRE YEAR drop-down menu.  The system defaults to the 

current year.  Note:  Search results begin with the month selected and continue through 
December of the year selected. 

5. The DEPARTMENT field is optional.  Users may choose an active or inactive department. 
6. Click on the SUBMIT button to view the payments requested. 

 

http://flair.dbf.state.fl.us/dispub2/cvnhphst.htm
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FLAIR Vendor Payment History Website Request Screen

 
 
Note: Click on the RESET button to start a new search. 
 
The search will return a listing of payments.  Select VIEW ALL PENDING PAYMENTS for payments 
in that pending approval by the CFO. 
 
Please note, some pages may not be available due to high site traffic.  The users are encouraged to 
try again. 
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Results from based on search criteria input on Vendor Payment Page 

 
 
 

210.4 Transparency Florida Vendor History Website 
 

The Transparency Florida website provides information about state disbursements to vendors.  
The website is available 24 hours a day, 7 days a week, except during necessary maintenance.  
Expenditure information is based on the State’s fiscal year, which runs from July 1 through June 30.  
Information for prior fiscal years does not change after the close of the fiscal year.  Information for 
the current fiscal year is updated at the close of each business day. 
 
On the site, users may: 

• Search and view payments to a vendor for each fiscal year for the current fiscal year and 
several prior years; 

• Conduct searches for payments to a vendor and other recipients of state funds by name; and 
• View detail information about payments, including payment dates, amounts, and paying 

agency. 
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Excluded information: 
• Refunds, 
• Employee Salaries, 
• Retirement Payments, 
• Unemployment Compensation Payments, 
• Public Assistance Payments, and 
• Any other payments considered exempt from the Florida Sunshine Law. 

 
To access vendor payment history on the MyFloridaCFO’s Transparency Site: 

1. Access the website: https://fs.fldfs.com/dispub2/newvpymt4.shtml. 
2. In the VENDOR NAME field, input at least the first three characters of the vendor’s name. 
3. From the FISCAL YEAR drop-down menu, select a year. 
4. Click on the Run button. 

 
Transparency Florida Vendor/Payee Payment History Website Request Screen 

 
 
The search will return a listing of all vendors matching the input vendor name for the selected fiscal 
year. 
  

https://fs.fldfs.com/dispub2/newvpymt4.shtml
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To view payment information: 
 

5. Click on a specific vendor to display payment information. 
Transparency Florida Website Search Results

 
 
A listing of all payments meeting the search criteria will display. 
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Transparency Florida Website Search Results

 
 

6. Once the user selects an agency, the following payment information will be displayed: 
• Vendor Name 
• Paying Agency Name 
• Paying Agency Contact Phone Number 
• Object Code and Description 
• SWDN 
• Payment Date 
• Payment Number 
• Payment Amount 
• Agency Document Number 
• Contract Number 
• Vendor Minority Class 

 
7. Click on Download to Excel if desired.  
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211 Warrant Administration 
 
Warrants and EFTs are generated when a claim for a specific amount is made to vendors or payees 
as payment for goods and services, reimbursements, or other legal obligations.  Such payments can 
be made to state employees, retirees, and vendors.  Payments are made in the form of vouchers 
which are audited and approved for payment by the DFS Bureau of Auditing. 
 
As part of daily operations, state agency personnel input transactions into FLAIR requesting the 
disbursement of funds to vendors/payees.  This results in a voucher schedule being produced and 
possibly audited.  Once DFS determines that the request for disbursement is legal and valid, a 
payment is made to the vendor/payee by means of a warrant or an EFT.  This is authorized by 
section 215.965, F.S., Disbursement of state moneys. 
 
What is the difference in issuing a warrant or EFT? 

• A warrant is defined as an official certificate, or legal security, authorizing a payee to receive 
consideration (money).  This is a payment made against a specific fund in the State Treasury 
that is printed and mailed to the payee. 

 
• An EFT makes a payment to a payee by electronically transferring the funds into the payee’s 

bank account, eliminating the need for a paper warrant. 
 
Warrants and EFT transmittals are issued by DFS.  They are strictly controlled, and access to the 
warrant production process is limited.  The DFS Warrant Transmittal Section authorizes limited 
personnel within each agency to pick up issued warrants and transport them back to the agency.  
Agencies should have strict internal controls in place for warrant and EFT transmittal handling. 
 
 

211.1 Warrants 
 

Warrants and voucher schedules share some identical information on each form.  The voucher has 
the detailed information for the warrant that is helpful when a payee has questions regarding a 
payment.  By asking for the matching information, the agency can identify the voucher that 
produced the warrant.  Vouchers are kept on file with additional documentation (invoices, receipts, 
etc…) needed to assist the vendor with applying the payment to the correct account.  The 
information below is found on the actual warrant:  

• SWDN 
• Agency Document Number 
• FLAIR Account Code 
• Vendor Name 
• Invoice Number (remittance advice portion only) 
• Amount 
• Warrant Number 
• Warrant Date 

 
After a warrant has been issued, but before it has been negotiated (cashed or deposited), the 
warrant can be: 

• Placed in stop payment; 
• Cancelled for payment; or 
• Duplicated. 

 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.965&URL=0200-0299/0215/Sections/0215.965.html
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These processes will be discussed in detail in this section. 
 
A warrant has a negotiable period of one year from the date of issuance.  After that year, the 
warrant becomes what is known as stale dated.  Stale dated warrants are sent to unclaimed 
property, unless they are paid with federal funds.  For additional information see section 17.26, 
F.S., Cancellation of state warrants not presented within 1 year. 
 
 

211.2 Paid Warrant Index 
 

Agencies can view their paid warrants by using the Paid Warrant Index (PW).  This file contains the 
State Treasury’s cleared warrants and allows users to request warrant information on paid 
warrants.  This information will be available for viewing for one year following their paid date.  This 
index is for inquiry only.  The warrant information can be retrieved from Vendor Payment History 
(see section 210 Payment History). 
 
The Paid Warrant Index file is very helpful when users need to review an issued warrant before 
processing a warrant cancellation or stop payment.  Agencies can also request copies of paid 
warrants from the Division of Treasury.  Copies of paid warrants can be requested for the following 
reasons (but not limited to):  

• Account resolutions; 
• Supporting documentation; and 
• Investigations. 

 
To access the Paid Warrant Index Inquiry Request screen from the State CFO Central Accounting 
Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input PW. 
 
State CFO Central Accounting Mini Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Paid Warrant Index Inquiry Request Screen. 
  

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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Paid Warrant Index Inquiry Request Screen 

 
 
To retrieve information from the Paid Warrant Index: 

1. In the WARRANT TYPE field, input the warrant type from the original transaction.  
2. In the WARRANT NUMBER field, input the warrant number from the original 

transaction. 
 
Paid Warrant Index Inquiry Request Screen

 
 
Paid Warrant Index Inquiry Request Screen fields: 

Field Description Required/Optional/Special Instructions 

WARRANT TYPE Warrant Type 
Required.  Must be entered to retrieve 
information from the Paid Warrant Index.  
(1N) 

WARRANT 
NUMBER 

Warrant Number 
Required.  Must be entered to retrieve the 
record from the Paid Warrant Index. (7N) 
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3. Press Enter.  If both the warrant type and warrant number are found, FLAIR will display 
the Paid Warrant Index Inquiry Screen (the BATCH NUMBER, SEQUENCE, and BANK 
NUMBER fields may be blank). 

 
Paid Warrant Index Inquiry Screen (with example data retrieved) 

 
 
Paid Warrant Index Inquiry Screen fields: 

Field Description Required/Optional/Special Instructions 

WARRANT TYPE Warrant Type Type of warrant.  (1N)   

WARRANT 
NUMBER 

Warrant Number Number of warrant.  (7N) 

ISSUE YEAR Issue Year Year the warrant was issued.  (4N) 

PAID DATE Paid Date 
Date the warrant cleared the Treasury.  
(MM/DD/YY) (6N) 

BATCH NUMBER Batch Number Treasury Batch Number.  (4N) 

SEQUENCE Sequence 
Retrieved.  Treasury sequence number 
within a batch number.  (4N)  

BANK NUMBER Bank Number Defines bank account.  (4N) 

 
If a record matching both the warrant type and warrant number is not found, FLAIR will display the 
error message “RECORD NOT FOUND.”  This can be the result of a warrant not yet cashed or 
reconciled by the Treasury, a cancelled warrant, or an incorrect warrant number.  See section 
211.3 Warrant Cancellation to verify the status of the warrant. 
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Paid Warrant Index Inquiry Request Screen (with example data retrieved) 

 
 
If an invalid warrant type is entered, FLAIR will display the error message “INVALID WARRANT 
TYPE FOR PAID WARRANT FILE.”  Users will need inquire into the Vendor History File to retrieve 
valid information.  See section 210.1.1 Vendor History for more information. 
 
Paid Warrant Index Inquiry Request Screen (with example data retrieved) 
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211.2.1 Pending Warrants Over 90 Days 
 

Agencies should periodically review outstanding warrants as they have a negotiable period of one 
year from the date of issuance.  Warrants that are pending over 90 days and over $500 can be 
viewed on the CFO’s website:  https://fs.fldfs.com/dispub2/cexhwaro.html. 
  

Outstanding warrants can also be viewed by running an RDS report.  See section 1000 RDS (End 
User) for more detailed information on these reports. 
 
If the agency finds that there are pending warrants, the appropriate vendors should be notified 
about the outstanding warrant before it becomes unclaimed property. 
 
 

211.3 Warrant Cancellation 
 

The online Warrant Cancellation (WC) function allows agency users to initiate warrant cancellation 
requests, and to initiate stop payment requests on certain warrants.  This function also allows users 
to view the status of warrants, reverse warrants back to outstanding status or from stop payment to 
cancellation.  Functions related to warrant processing will depend on the security access granted to 
users.  Once a warrant has been marked for stop payment, it may later be cancelled through this 
function as well. 
 
The status codes are vital to the cancellation and stop payment processes.  The following list of 
status codes denotes the current status of a warrant during the reconciliation process:   
 

Status Code Description 

1 Outstanding 

2 Paid 

3 Cancelled 

4 Marked for Manual Paid 

5 Stop Payment 

8 Marked for Duplication* 

9 Marked for Cancellation 

C Marked for Manual Cancellation 

R Marked for Manual Reversal of Cancellation 

S Stop Payment Request 

X Cancellation Request 

Y Cancellation Request for Status 5 

*Status codes 2, 4, 8, C, and R are used by DFS only. 

 
  

https://fs.fldfs.com/dispub2/cexhwaro.html
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The warrant cancellation function may be used to initiate stop payments and/or cancellations on 
the following warrant types only: 

Warrant 
Type 

Description 

1 Public Assistance 

2 Unemployment Compensation 

4 Expense 

5 Retirement 

 
Warrant Type 3 (Payroll) is cancelled using another online function provided by the Bureau of State 
Payrolls.  Warrant Types 6 (Retirement-EFT), 7 (Payroll-EFT), and 8 (Expense-EFT) are captured 
through the EFT process and are not available through the WC function. 
 
The agency will retrieve the WC Function to “mark” a particular warrant for stop payment or 
cancellation.  The agency will be required to maintain appropriate documentation authorizing the 
warrant cancellation or stop payment.  All documentation will be maintained at the agency level, as 
required by law, and other rules and regulations related to stop payments and warrant 
cancellations. 
 
When requesting an online warrant cancellation (cancelling a payment) or stop payment (prevents 
a warrant from being cashed), users will be accessing the State CFO’s reconciliation file.  Warrants 
on the reconciliation file are those warrants that have not yet been paid, or warrants that have been 
paid during the current calendar month.  Once the month closes, the paid warrants “drop off” the 
reconciliation file.   
 
System edits prevent a paid warrant from being marked for stop payment or cancellation.  
Warrants that are outstanding (not paid) are the only warrants that may be marked for stop 
payment or cancellation through the WC function.  Warrants that have been marked for stop 
payment may later be cancelled through this function.   
 
The WC Function allows an agency user to “undo” a stop payment or cancellation request.  Undoing 
a previous cancellation or stop payment request is accomplished by changing the warrant status 
code on the warrant record to the code appropriate to the circumstance.  Once a warrant 
cancellation has been approved by a second approver, the warrant status automatically changes to 
9 (marked for cancellation), then, in overnight processing, the warrant will be “officially” cancelled 
and cannot be reversed. 
 
To access the Warrant Cancellation Function from the State CFO Central Accounting Menu or any 
FLAIR input screen: 

1. In the TYPE field, input WC. 
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State CFO Central Accounting Mini Menu

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Inquiry Request Screen. 
 

Warrant Cancellation Inquiry Request Screen
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211.3.1 Warrant Cancellation Inquiry Request 
 

The Warrant Cancellation Inquiry Request allows the user to view a warrant record or to change a 
warrant status.  A warrant status can only be changed with the Warrant Cancellation Detail Update 
option.  To access the update screen, the user must first access the inquiry screen. 
 
To access the Warrant Cancellation Detail Inquiry option from the Warrant Cancellation Inquiry 
Request Screen: 

1. In the WARRANT TYPE, WARRANT NO, and WARRANT DATE fields (all required), 
input the warrant type, number, and date, respectively. 

 
Warrant Cancellation Inquiry Request Screen

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Inquiry Screen. 
 
Warrant Cancellation Detail Inquiry Screen (with example data retrieved) 
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Warrant Cancellation Detail Inquiry Screen fields: 

Field Description Required/Optional/Special Instructions 

WARRANT TYPE Warrant Type 
Protected.  Designates the type of warrant 
issued.  (1N) 

WARRANT 
NUMBER 

Warrant Number Protected.  (7N) 

WARRANT DATE Warrant Date 
Protected.  Issue date of the warrant.  
(MM/DD/YY) (6N) 

WARRANT STATUS Warrant Status 
Protected.  Current status of the warrant.  
See section 211.3 Warrant Cancellation 
for status code descriptions.  (1A/N) 

VENDOR NAME Vendor Name 
Protected.  Name of the vendor as printed 
on the warrant.  (31A) 

WARRANT 
AMOUNT 

Warrant Amount Protected.  (10.2N) 

VENDOR ID 
Vendor Identification 

Number 

Protected.  The vendor identification 
number as it appears on the vendor file.  
(13A/N) 

SWDN 
Statewide Document 

Number 
Protected.  (11A/N) 

DUPLICATE 
INDICATOR 

Duplicate Indicator 

Protected.  Indicates if a duplicate warrant 
has been issued.   
Available indicators: 
Blank – no duplicate issued 
X – duplicate warrant has been issued  (1A) 

ACCOUNT CODE Account Code 
Protected.  FLAIR account code from which 
this warrant was paid.  (29N) 

WARRANT PAID 
DATE 

Warrant Paid Date 
Protected.  The date the Treasury paid this 
warrant.  If blank, the warrant has not been 
paid.  (6N) 

UPDATE STATUS Update Status Optional.  (1A) 

 
Note: All fields on the inquiry screen are protected fields except for the UPDATE STATUS field. 
 
 

211.3.2 Warrant Cancellation Detail Update 
 

Agency users may change the warrant status on a particular record.  See section 211.3 Warrant 
Cancellation for status codes descriptions.  Status changes are updated from the Warrant 
Cancellation Detail Update screen.  The update screen is accessed from the Warrant Cancellation 
Detail Inquiry screen.  
 
To change or update the status of a warrant record from the Warrant Cancellation Detail Inquiry 
Screen: 

1. In the UPDATE STATUS field, input X. 
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Warrant Cancellation Inquiry Request Screen (with example data retrieved) 

 
 
Note: Users may retrieve another warrant by typing the appropriate codes in the available fields on 
the NEXT line and pressing Enter. 
 

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen. 
 
Warrant Cancellation Detail Update Screen (with example data retrieved) 

 
 
FLAIR edits prevent a user from entering both the request for cancellation or stop payment and 
approving the cancellation or stop payment on an individual warrant record.   
To change or update the warrant status code from the Warrant Cancellation Detail Update Screen: 

1. In the WARRANT STATUS field, type over the current value with the new status code. 
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Warrant Cancellation Detail Update Screen (with example data retrieved) 

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen with the 
new status code.  

 

If a user has been assigned cancellation request update capabilities, the following warrant status 
changes are allowed on the Warrant Cancellation Detail Update Screen: 

 Current 
Status Code 

New  
Status Code 

Description 

1 S Outstanding to Stop Payment Request 

1 X Outstanding to Cancellation Request 

S 1 Stop Payment Request to Outstanding 

S X Stop Payment Request to Outstanding Cancellation Request 

X 1 Outstanding Cancellation Request to Outstanding 

X S Outstanding Cancellation Request to Stop Payment Request 

5 Y Stop Payment to Cancellation Request for a Status 5 

Y 5 Cancellation Request for a Status 5 to Stop Payment 

 

If a user has been assigned cancellation approval update capabilities, the following warrant status 
changes are allowed on the Warrant Cancellation Detail Update Screen: 

Current 
Status Code 

New 
Status Code 

Description 

5 1 Stop Payment to Outstanding 

9 1 Marked for Cancellation to Outstanding 

9 5 Marked for Cancellation to Stop Payment 

 
If a user has been assigned cancellation approval update capabilities, and that user approves a 
cancellation request or stop payment request, the following warrant status changes will 
automatically be assigned to the warrant record: 
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Current 
Status Code 

New 
Status Code 

Description 

X 9 Cancellation Request to Marked for Cancellation 

S 5 Stop Payment Request to Stop Payment 

 
Note: These automated status code changes occur when the user approves a request through the 
Approve Warrant Status Change option in the WC function. 
 
 

211.3.3 Approving Warrant Status Changes 
 

To approve a warrant cancellation or stop payment request from the Approve Warrant Status 
Change Update Screen: 

1. In the APRV column next to the desired warrant record, input X. 
 
Approve Warrant Status Change Update Screen (with example data input) 

 
 
Note: All fields on this screen, except the APRV (Approve) column, are protected.   
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen with the 
new status code.  

 
The record is now approved for cancellation or stop payment and the record will be marked with 
the appropriate warrant status code.  During overnight processing, those warrants approved here 
for cancellation are “officially cancelled.”  
 
The warrant status changes automated from this approval screen are: 

Current 
Status 
Code 

New 
Status 
Code 

Description 

X 9 Cancellation Request to Marked for Cancellation 

S 5 Stop Payment Request to Stop Payment 
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To prevent duplication, the system edits allow only one person to perform the status change 
approval on a warrant. 
 
 

211.3.4 Warrant Stop Payment Process 
 

Stop Payment requests on warrants should be made to the CFO in accordance to Rule 69I-10.080, 
F.A.C.  The stop payment process for a warrant is a two-step process.  If a warrant that was 
previously marked for stop payment requires cancellation, an additional two-step process is 
required.   
 
Warrants will remain active in stop payment status until cancelled or duplicated.  Until a warrant’s 
status is changed back to outstanding, the warrant cannot be cashed. 
The two-step process: 

1. Employee One will request the stop payment of a warrant by retrieving the desired 
warrant record (the warrant type, number, and date are entered on the WC screen) and 
changing the warrant status on the record to Stop Payment Request (Warrant Status = 
S). 

2. Employee Two will approve the stop payment request by choosing the Approve 
Warrant Status Change option.  Once Employee Two approves the stop payment, FLAIR 
automatically marks that warrant with a Warrant Status Code 5 (Stop Payment). 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To  cancel the warrant: 
1. Employee One, (or any other employee with access control security, other than 

Employee Two) will retrieve the warrant record.   The warrant type, number, and date 
are entered on the WC screen.  Change the warrant status to Cancellation Request for 
Status Code 5 (Warrant Status Code = Y). 

2. Employee Two, (or another employee with the same access control security other than 
Employee One) will choose the Approve Warrant Status Change option, and approve 
the cancellation request.  After the cancellation request is approved, the system will 

•Two Step 
Process

•Two Person 
Process

Stop Payment 
of a Warrant

• Request the stop 
payment

• Change the Warrant 
Status to S

Person One          
(Step One)

• Approve the stop 
payment

• Indicate approval of 
stop payment status

Person Two  
(Step Two)

https://www.flrules.org/gateway/RuleNo.asp?id=69I-10.080
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automatically mark the warrant for cancellation (Warrant Status Code = 9).  In 
overnight processing, the warrant will be cancelled. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: The system edits prevent the same person from initiating both steps one and two above, and 
the same person will also be prohibited from entering both steps three and four above. 
 
To cancel a warrant marked stop payment from the Warrant Cancellation Detail Update Screen (see 
section 211.3.2 Warrant Cancellation Detail Update for more information): 

1. In the WARRANT STATUS field, replace 5 with Y. 
 
Warrant Cancellation Detail Update Screen (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen with the 
new status code.  

To Cancel a Warrant After the Stop Payment Process 

•Two Step Process

•Two Person Process

Cancellation of a 
Warrant after Stop 

Payment 

•Retrieve the warrant record

•Change the Warrant Status 
to Y (Cancellation request)

Person One or Another 
Person (Step Three)

•Approve the stop 
payment

•Indicate approval 
of stop payment 
status

Person Two or Another 
Person (Step Four)
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To approve a warrant cancellation, see section 211.3.3 Approving Warrant Status Changes for 
more information.  
 
 

211.3.5 Warrant Cancellation Process 
 

The online cancellation of a warrant is also a two-step process: 
1. Employee One requests the cancellation of a warrant by retrieving the desired warrant 

record (the warrant type, number, and date are entered on the WC screen), and changing 
the warrant status on the record to Cancellation Request (Warrant Status = X). 

2. Employee Two then approves the cancellation request by choosing the Approve 
Warrant Status Change option, indicating approval of the cancellation status.  After 
Employee Two approves the cancellation, the system will automatically mark the 
warrant for cancellation (Warrant Status = 9).  In overnight processing, the warrant will 
be cancelled and the status will be changed to Warrant Status 3. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Note: The system edits will prevent the same user from performing both the cancellation request 
and the approval of that cancellation request.   
 

To cancel a warrant in outstanding status from the Warrant Cancellation Detail Update Screen (see 
section 211.3.2 Warrant Cancellation Detail Update for more information): 

1. In the WARRANT STATUS field, replace 1 with X. 
  

•Two Step Process

•Two Person 
Process

Warrant 
Cancellation

• Request the warrant 
cancellation

• Change the warrant 
status

Person One          
(Step One) • Approve the 

cancellation

• Indicate approval of 
cancellation status

Person Two  
(Step Two)
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Warrant Cancellation Detail Update Screen (with example data input) 

 
 

2. Press Enter.  FLAIR will process the cancellation and display the Warrant Cancellation 
Detail Update Screen with the new status code. 

 

To approve warrant cancellation, see section 211.3.3 Approving Warrant Status Changes for 
more information. 
 
 

211.3.6 Reversing a Cancellation or Stop Payment Approval 
 

Before nightly processing occurs, status code changes are automated in the Warrant Status Change 
Approval option and may be viewed on the Warrant Detail Status Inquiry Screen.  Only Stop 
Payments can be reversed after nightly processing.  If a warrant cancellation request has 
been approved and the  warrant is cancelled during nightly processing, the warrant 
cancellation cannot be reversed on the next business day.   
 
In order to undo a cancellation (status = 9) or stop payment (status = 5), the warrant status must 
be changed on the Warrant Cancellation Detail Update Screen. 
 
The following warrant status changes are allowed on this screen when undoing a previous 
cancellation on a stop payment: 

Current Status 
Code 

New Status Code Description 

5 1 Stop Payment to Outstanding 

9 1 Marked for Cancellation to Outstanding 

9 5 Marked for Cancellation to Stop Payment 

 
No other warrant status changes can be made in this particular situation.   
 
To change the warrant status from the Warrant Cancellation Inquiry Request Screen: 

1. In the WARRANT TYPE, WARRANT NO, and WARRANT DATE fields, input the warrant 
type, warrant number, and warrant date, respectively. 
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Warrant Cancellation Inquiry Request 

 
 

2. Press Enter.  FLAIR will display the Warrant Cancellation Detail Inquiry Screen.  
 
Warrant Cancellation Detail Inquiry Screen (with example data input) 

 
 

3. In the UPDATE STATUS field, input X (all fields are protected on the Detail Inquiry 
Screen except the UPDATE STATUS field and the NEXT line). 

4. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen. 
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Warrant Cancellation Detail Update Screen (with example data input) 

5. a.  In the WARRANT STATUS field, replace 5 or 9 with 1; OR 
b.  To update Marked for Cancellation status to Stop Payment Request status, in the 

WARRANT STATUS field, replace 9 with 5. 
6. Press Enter.  FLAIR will display the Warrant Cancellation Detail Update Screen with the 

new status code.   
 
 

211.4 Requesting Duplicate Warrants 
 

State agencies or payees can request duplicates of original warrants pursuant to section 17.03, F.S., 
and Rule 69I-10.081, F.A.C.  Duplicating an original warrant saves agencies from re-processing the 
payment.  It is important to understand the risks of requesting warrants on behalf of the payee.  If 
warrant duplicates are not handled properly, the original warrant may be cashed prior to a 
duplicate being issued or stop payment being made.   
 
Reasons for duplicating a warrant: 

• Payee has misplaced the warrant. 
• Warrant was destroyed due to unforeseen circumstances (washed, shredded, destroyed in 

fire, etc.). 
• Payee has determined the warrant has been stolen.  

 
Steps to take prior to duplicating a warrant: 

1. Verify the warrant status.  Contact the payee by phone, email, or fax to verify that they 
do not have warrant in their possession.  Make sure that the warrant is in an outstanding 
status.  Also, use the WC function to verify that the warrant has not been cashed.  

2. Place the warrant in Stop Payment status (Status Code 5).  JP Morgan Chase Bank 
will be notified that the payment has been stopped and not to release funds from the 
State Treasury if the warrant has been cashed after being placed in stop payment.   

3. Complete a Duplicate Warrant Affidavit.  An original, notarized form must be 
submitted to the Bureau of Vendor Relations, Reconciliation Section.  If the requestor is 
out of state, DFS will need a copy of state laws regarding notaries. 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.03&URL=0000-0099/0017/Sections/0017.03.html
https://www.flrules.org/gateway/ruleno.asp?id=69I-10.081
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4. The Affidavit for Duplicate Warrant can be downloaded in PDF or Excel form.  The Excel 
form allows the user to input information; the PDF does not.  The form and instructions 
on how to complete the form can be accessed at: 
https://www.myfloridacfo.com/Division/AA/Forms/default.htm. 

 
 
After the steps above have been completed, the Duplicate Warrant will be sent to the requesting 
agency along with any regular disbursement warrants.  The agency can forward the warrant to the 
vendor.  DFS will NOT send duplicate warrants directly to the vendor. 
 
Things to know about warrants: 

• Destroy the original warrant if it does appear after a duplicate has been issued.  Do not 
cancel the warrant.  The only difference between the original and duplicate warrants are the 
words “DUPLICATE WARRANT” on the face of the warrant.  Also, the Warrant Cancellation 
Screen will show the number of duplicate warrants issued and the issue date(s).  

• There is a verification process.  DFS must verify the warrant has not already been paid or 
negotiated.  There is approximately a 48 hour turnaround time. 

• Do not CANCEL the warrant because all information on the duplicate is identical to the 
original warrant (with the exception of “DUPLICATE WARRANT” printed on it).  If the 
original warrant is cancelled, it also cancels the duplicate. 

• If available, attach parts of the warrant, even if it is completely unreadable or damaged, to 
the Affidavit for Duplicate Warrant.  This will speed up the request. 

• Warrants are only good for 12 months.  A duplicate warrant should not be issued within the 
11th or 12th month.  When a duplicate warrant is requested, the request must be 
processed, the warrant sent to the agency, mailed to the vendor, and deposited and 
processed by the bank.  The warrant may become stale dated and be cancelled before the 
warrant can complete that cycle.  

 
 

211.5 Affidavit Attesting to Forgery 
 

If a warrant has been negotiated without the payee’s consent, an Affidavit Attesting to Forgery can 
be utilized. 
 
Payee’s can request a new warrant as a result of theft or a forged signature on a cashed warrant.  
This must be completed only by the payee or court appointed representative.  The payee will need 
to file a police report, copy of their ID, and three completed original Affidavit’s Attesting to Forgery.  
A vendor can send all documents to the agency where the payment originated.  A JT-1 will be 
transferred to the issuing agency as authorization to voucher a replacement warrant. 
 
Agencies must let vendors know that the new warrant may or may not be issued depending upon 
verification.  Before issuing a replacement warrant, there is an investigative process they have to go 
through.  A replacement warrant may or may not be issued upon verification of forgery.  
 
Required documentation before issuing a replacement warrant due to forgery: 

• Three original, notarized copies of the form completed and signed by the payee or a court 
appointed representative. 

• A copy of the original payees’ ID. 
• A copy of the police report . 
• If fraud is a possibility, an investigation will occur.  The issuance of the second warrant is 

determined by the investigation. 

https://www.myfloridacfo.com/Division/AA/Forms/default.htm
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211.6 Electronic Fund Transfers 
 

Vendors may elect to receive payments by EFT.  Advantages of vendors being paid by EFT: 
• Faster payment times.  Payees do not have to wait for warrants to be mailed; funds are 

deposited directly in their bank account.  It is the payee’s responsibility to update the 
information. 

• Cost savings benefits.  Agencies save on printing and postage costs incurred by paper warrants.  
 
Each agency has the ability to inquire if a vendor/contractor is set up for EFT payments using the 
EFT Authorization function located within the State CFO Central Accounting Mini Menu.  Only the 
DFS Bureau of Vendor Relations, EFT Section can update, add, or delete these files.  If a vendor has 
issues with EFT payments, they are required to contact the EFT Section since agencies do not have 
access to account information. 
 
The FLAIR EFT function does not display State employees’ EFT information.  Employees are 
required to validate EFT information through People First.  
 
To access the EFT Authorization Inquiry Request from the State CFO Central Accounting Mini Menu 
or any FLAIR input screen: 

1. In the TYPE field, input ET. 
 
State CFO Central Accounting Mini Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the EFT Authorization Inquiry Request Screen. 
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EFT Authorization Inquiry Request Screen 

 
 
 

211.6.1 EFT Authorization Inquiry 
 

Each agency has the ability to inquire if a vendor/contractor is set up for EFT payments using the 
ET function.  This function is found in the SC Files. 
 
Users can search by the nine-digit TIN or by the payee or vendor name. 
 
To search by payee name, the vendor name must be input as it appears in FLAIR.  If the payee name 
is not exact, FLAIR will display the closest match in alpha/numeric order.  If only the first letter of 
the payee name is input, FLAIR will retrieve all files in alphabetical order. 
 
To search by TIN, the user must input the vendor’s nine-digit TIN.  FLAIR will only display results if 
an exact match is found. 
 
It is up to the user to ensure the payee name matches the sequence used for input when remitting a 
payment.  If the sequence does not match, the warrant or payment can be transmitted to the 
incorrect account. 
 
To inquire using the payee’s TIN, from the EFT Authorization Inquiry Request Screen: 

1. In the SEL field next to the PAYEE ID NUMBER field, input X. 
2. In the PAYEE ID NUMBER field, input the payee’s nine-digit TIN. 
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EFT Authorization Inquiry Request Screen (with example data input) 

 
 

3. Press Enter.  FLAIR will display the requested record. 
 
EFT Active Authorization Inquiry By Payee Number Screen (with example data retrieved) 

To inquire by payee name: 
1. In the PAYEE NAME field, input the payee’s name (up to 31 characters allowed).  
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EFT Authorization Inquiry Request Screen  (with example data input) 

 
 

2. Press Enter.  FLAIR will display inquiry results in alphabetical order on the EFT Active 
Authorization Inquiry by Payee Name Screen. 

 
EFT Active Authorization Inquiry By Payee Name Screen (with example data retrieved) 

 
An agency may also elect to view EFT information for vendors using the VS (Vendor Statewide) File.  
The following is an example of a vendor record that is eligible to receive EFT payments (see section 
111 Vendor Files for more information). 
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Statewide Vendor Inquiry By Number Screen (with example data retrieved) 
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211.6.2 EFT Authorization Forms 
 

Vendors and State employees can access EFT Authorization forms on the CFO’s website using the 
following link:  http://www.myfloridacfo.com/Division/AA/Forms/default.htm.  Print, 
complete, and return the form by mailed to the address indicated.  The payee’s name on the form 
and the name in FLAIR must be an exact match or the vendor will continue to receive paper 
warrants.  EFTs become effective four to six weeks after receipt of a completed authorization form 
is received by DFS. 
 

 
 

  

http://www.myfloridacfo.com/Division/AA/Forms/default.htm
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211.7 Reports 
 

There are two monthly and two weekly reports containing information about warrants on the 
Reconciliation File.  Once a week, on Friday night, these two reports run, listing any warrants on the 
Warrant Reconciliation File in the following warrant status classifications:  

• Stop Payment Request (S), 
• Cancellation Request (X), 
• Cancellation Request for Status 5 (Y), and 
• Stop Payment Status (5). 

 
The reports will be sorted in the following order: 

• OLO  
• Site 
• 29-digit FLAIR account code 
• Warrant type 
• Warrant number 
• Warrant issue date 

 
The reports will be available in the Report Distribution System (RDS). 
 
The agency RDS Administrator must set up the following form IDs to receive these weekly and 
monthly reports.  (Please refer to the RDS Administrator’s Manual for detailed instructions of how 
to set up 
RDS forms.)   
 
The RDS form IDs are:  

Report Title RDS Form 

Weekly Report of Outstanding Warrants  
in Warrant Status = S or X or Y 

XX3V 

End of Month Report of Outstanding 
Warrants Over 3 Months 

XX29 

Weekly Report of Warrants  
in Stop Payment Status 

XXDF 

End of Month Report of Outstanding 
Warrants Over 3 Months in Stop Payment 

Status 
XX1B 

 
Note: XX in the RDS form refers to the agency ID for Central Accounting Reports. 
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212 Expenditure Corrections 
 
Expenditure corrections are used to correct accounting records.  Correcting entries can:  

• Transfer or distribute disbursement charges from one FLAIR account code to another,  
• Restore funds to an account when a warrant is cancelled or a voucher is deleted, or  
• Accomplish other various accounting purposes. 

 
 

212.1 Expenditure Corrections Overview 
 

When making corrections, it is very important to carefully consider where the original accounting 
entries were recorded and where the correct accounting entries are to be recorded.  All data codes 
that are input with the transactions should be included when making corrections. 
 
One of the most important considerations is the FLAIR account code(s) involved.  If the correcting 
entry will cause a transfer from one FLAIR account code to another, a TR51 should be used.  If the 
correction involves changing data codes, but not FLAIR account codes, a TR58 should be used. 
 
Other considerations include the fund type and the purpose of the correction.  For most corrections 
involving the Revolving Fund Subsidiary Ledger, or revolving fund transactions, a TR59 should be 
used.  To restore funds to an account due to a warrant cancellation or voucher deletion, a TR58 will 
be used. 
 
An agency may need to issue a refund to a vendor or another agency.  These refunds are not 
expenditures, but are disbursements of revenue received in error.  It is important to identify where 
the original deposit was made.  For deposits that benefit the general revenue fund, a TR57 is used 
for the disbursement.  See section 212.16 TR57 Overpayments for additional information.  For 
all other funds, any other disbursement transaction may be used, such as a TR51.  It is important to 
use the correct category with these transactions.  For refund of state funds, category 220020 is 
used.  For non-state funds, category 220030 is used. 
 
When processing corrections, please check with agency management, so that the correct 
transactions are recorded in the agency’s accounting records. 
 
 

212.2 TR51 Journal Transfer Corrections 
 
TR51 is used to transfer funds from one FLAIR account code to another via JT.  When using a TR51 
for corrections, a JT voucher is produced and may be subject to audit by the DFS Bureau of Auditing. 
 
 

212.3 TR51 Input 
 
Users can input a single transaction using a TR51S, or multiple transactions using a TR51A.  Single 
input allows the user to view all data codes associated with the transaction.  Multiple transactions 
have limited viewable data, but the user can input up to three lines per page. 
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To input a TR51, the user must have U (Update) security access to the function code DB 
(Disbursements).  Users can access this function from the Disbursements Mini Menu or any FLAIR 
input screen using the TYPE field. 
 
To access the Disbursements Mini Menu from the Main Accounting Menu or any FLAIR input 
screen: 

1. In the TYPE field, input DB. 
 
Main Accounting Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Disbursements Mini Menu.  
 
To access a TR51 input screen from the Disbursements Mini Menu or from any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input A (for multiple input) or S (for single input). 

 
Disbursements Mini Menu (with example data input)
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3. Press Enter.  FLAIR will display the requested screen.  

 
 

212.3.1 TR51 Single Input 
 

The TR51 Unencumbered Disbursements Single Input consists of two screens and allows the user 
to input or view all data codes associated with the transaction.  Some of the displayed codes are 
retrieved from the Expansion Files, but can be updated prior to the end of the current business day 
if necessary. 
 
To access the TR51 Unencumbered Disbursements Single Input Request screen from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input S. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Input 
Request Screen One.  
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TR51 – Unencumbered Disbursements – Single Input – Request – Screen One 
(with example data retrieved) 

 
 
TR51 Unencumbered Disbursements Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Defaults to 
zeros if left blank.  (9N) 

EO Expansion Option 
Required.  Defaults to zeros if left blank.  
(2A/N) 

VR Version Optional.  (2N) 

OBJECT Object Code 
Required.  Must be a valid expenditure 
object code beginning with 1-8.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
4. Input the required optional fields, as appropriate. 

 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 458 of 547 
 

TR51 – Unencumbered Disbursements – Single Input – Request - Screen One (with example data 
input)

 
 

5. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Input 
Screen Two. 

 
TR51 – Unencumbered Disbursements – Single Input - Screen Two (with example data retrieved)  

 
TR51 Unencumbered Disbursements Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 
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Field Description Required/Optional/Special Instructions 

CF Certified Forward Indicator 

Optional.  Valid input: C.  Used only 
between July 1 and September 30 unless 
BI = N or X.  Not allowed with funds where 
SF = 8.  (1A) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month 
Y: Prior Year  (1A) 

DESCRIPTION Description 

Required.  If the CF = C and transaction is 
input between July 1 and September 30.   
 
Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  If input, first digit must be E, F, S, 
or N.  (14A/N) 

AMOUNT Amount Required.  Cannot equal $0.00.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.   
If using vendor number has a prefix of F, S, 

N, or E.  See section 111 Vendor Files. 
If establishing as an inter-agency JT.  Must 

input 21-digit account code 
(OLO -GF -SF-FID-BE-IBI).   

 
Optional.  If establishing as an intra-agency 
JT or correction.  (21A/N) 

TRN-DT Transaction Date 
Required.  Valid input: 00000000, or 
current date, or date prior to current date.  
(8N) 

G Grouping Character 
Optional.  Used to group transactions 
together on a voucher.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  If blank, FLAIR will automatically 
assign voucher numbers during overnight 
processing.  If a voucher number is 
assigned by the agency, the first digit must 
be alphabetic.  (6A/N) 

LINE Line Number 
Optional.  Only used if VOUCH-NO field is 
input.  (4N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A – Used in disbursement transactions to 

bypass the automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
online voucher audit for cash receipt 
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Field Description Required/Optional/Special Instructions 

corrections.  N will prevent the 
transactions from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity 
Optional.  The number or measurement of 
items purchased, encumbered, received, 
taxed, etc., by an organization.  (8.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = X, N, A, or blank.  Can be 
used to record a local fund or a revolving 
fund check number. 
 
Cannot be input if BI = # or E.  (6N) 

CK-DT Check Date 
Optional.  Only input if CK-NO field is used.  
Must be in MMDDYYYY format.  (8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 
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Field Description Required/Optional/Special Instructions 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 

Optional.  Used only when a correction 
involving carry forward funds is made 
between state funds.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 

Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

The codes in the following fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N)  

YR Appropriation Year Required.  If blank, defaults to 00.  (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 using in a transaction.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 the Grants 
Information (GI) File and carried over to 
the Title File prior to use in a transaction.  
If object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  If used, GRANT must be input.  
(2N) 

CNTRT Contract Number 

Optional.  Must be established in FACTS 
and carried over to the Title File prior to 
use in a FLAIR transaction.  If object code = 
75XXXX, a grant and/or contract number is 
required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF GAAFR Fund Protected.  (2N) 

SF State Fund Protected.  (1N) 
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Field Description Required/Optional/Special Instructions 

FID Fund Identifier Protected.  (6N) 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

RVL Revolving Fund Indicator 
Protected.  Only appears if included in 
Expansion Files.  (6N) 

BPIN 
Beginning Property Item 

Number 
Optional.  Last six digits must be numeric.  
(8A/N) 

COUNT Property Item Counter 
Optional.  If used, BPIN field must be input.  
(4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 

6. Input the required and optional data (if any) to complete the transaction. 
 
TR51 – Unencumbered Disbursements – Single Input – Screen Two (with example data input) 

 
 

7. Press Enter.  A system-generated message alerts the user if the date is not within the 
current year. 
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TR51 – Unencumbered Disbursements – Single Input - Screen Two (with message to confirm 
date) 
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8. Press Enter.  FLAIR will accept the date regardless of the error message. 
 

Once the user presses Enter, the TR51 will be recorded on the Daily Input File and the Available 
Balance File will be updated.  See section 212.20.1 TR51 FLAIR Accounting Entries for details.  
FLAIR will return the user to the TR51 Unencumbered Disbursements Single Input Screen Two.  
Any data that is included on the NEXT line will be retrieved and the CF, AMOUNT, VENDOR, 
TRN-DT, AB, QUANTITY, CK-NO, BF-CAT/YR, BPIN, UNITS, and TIME fields will be blank (see the 
following example). 

 
TR51 – Unencumbered Disbursements – Single Input - Screen Two (with example data input) 

 
If the FLAIR account code is used in the VENDOR-ID field along with benefitting information, a 
TR58 must be processed to record the correction to the benefitting fund.  If the BF-ORG, BF-EO, 
and BF-OB fields are used in the transaction, then an automated TR99 will be generated and no 
further transactions are necessary.  See sections 212.6 TR58 Unencumbered Disbursements 
Corrections and 212.11 TR99 Automated Journal Transfer Corrections for additional 
information. 
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212.3.2 TR51 Multiple Input 
 

Users can process multiple correction transactions using the multiple input option.  The multiple 
input option has a simplified view.  Information from the Expansion Files is retrieved and recorded 
with the transaction, but does not display and cannot be changed using the multiple input option.  
The user can input up to three transactions per page. 
 

To access the TR51 Unencumbered Disbursements Multiple Input Screen from the Disbursements 
Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input A. 

 

Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple Input 
Screen One.  

TR51 - Unencumbered Disbursements - Multiple Input - Screen One (with example data 
retrieved)
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TR51 Unencumbered Disbursements Multiple Input Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Defaults to 
zeros if left blank.  (9N) 

EO Expansion Option 
Required.  Defaults to zeros if left blank.  
(2A/N) 

VR Version Optional.  (2N) 

OBJECT Object Code 
Required.  Must be a valid expenditure 
object code beginning with 1-8.  (6N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.  Used only 
between July 1 and September 30 unless 
BI = N or X.  Not allowed where SF = 8.  
(1A) 

YR Appropriation Year Required.  If blank, defaults to 00.  (2N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

DESCRIPTION Description 

Required.  If CF = C and the transaction is 
input between July 1 and September 30.   
 
Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  If input, first digit must be E, F, S, 
or N.  (14A/N) 

AMOUNT Amount Required.  Cannot equal $0.00.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  If using vendor number with 
prefix of F, S, N, or E. 

If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).   

 
Optional.  If establishing as an intra-agency 
JT or correction.  (21A/N) 

TRN-DT Transaction Date 
Required.  Valid input: 00000000, or 
current date, or date prior to current date.  
(8N) 

G Grouping Character 
Optional.  Used to group transactions 
together on a voucher.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  If blank, FLAIR will automatically 
assign voucher numbers during overnight 
processing.  If  the voucher number is 
assigned by the agency, the first digit must 
be alphabetic.  (6A/N) 

LINE Line Number 
Optional.  Only used if VOUCH-NO field is 
input.  (4N) 

BI Bookkeeping Indicator Optional.  Available for input: 
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Field Description Required/Optional/Special Instructions 

A – Used in disbursement transactions to 
bypass the automated posting. 

C – Used in disbursement correction 
transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
online voucher audit for cash receipt 
corrections.  N will prevent the 
transactions from being included in 
treasury receipts processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing the online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity 
Optional.  The number or measurement of 
items purchased, encumbered, received, 
taxed, etc., by an organization.  (8.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = X, N, A, or blank.  Can be 
used to record a local fund or a revolving 
fund check number. 
 
Cannot be input if BI = # or E.  (6N) 

CK-DT Check Date 
Optional.  Only input if CK-NO field is used.  
Must be in MMDDYYYY format.  (8N) 
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Field Description Required/Optional/Special Instructions 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 

Optional.  Used only when a correction 
involving carry forward funds is made 
between state funds.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

 
4. Input the necessary required and optional data for up to three lines as needed to 

complete the transaction. 
  

Once the user has completed input of all necessary fields on line 0001, they may use the asterisk (*) 
in most fields to duplicate the same information from line 0001.  The asterisk (*) cannot be used in 
the L1, QUANTITY, or AMOUNT fields.  In the example below, the asterisk (*) is used to duplicate 
the VENDOR-ID and OTHER-DOC fields. 
 
TR51 – Unencumbered Disbursements – Multiple Input - Screen One (with example data input)
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5. Press Enter.  FLAIR will record the transactions on the Daily Input File and the Available 

Balance File will be updated.  See section 212.20.1 TR51 FLAIR Accounting Entries for 
details.  A new screen will display with the last line input on Screen One displayed as the 
first line of the new screen.  The user has the option to either press F12 to exit this 
screen or continue to input additional transactions by typing over or adding to the 
existing data on the first line. 

 
TR51 – Unencumbered Disbursements – Multiple Input – Screen One (with example data 
retrieved) 

 
 
If the FLAIR account code is used in the VENDOR-ID field along with benefitting information, a 
TR58 must be processed to record the correction to the benefitting fund.  If the BF-ORG, BF-EO, 
and BF-OB are used in the transaction, then an automated TR99 will be generated and no further 
transactions are necessary.  See sections 212.6 TR58 Unencumbered Disbursements Corrections 
and 212.11 TR99 Automated Journal Transfer Corrections for additional information. 
 
 

212.4 TR51 Inquiry 
 
Users can inquire into single unencumbered disbursements using a TR51I or multiple line 
unencumbered disbursements using TR51M.  These functions are only available the same day the 
transaction is input prior to nightly processing.  Only transactions within the user’s organization 
level and site will be displayed. 
 

212.4.1 TR51 Single Inquiry 
 

Single inquiry allows the user to view all data codes associated with the transaction.  This includes 
codes that are retrieved from the Expansion Files. 
 
To access the TR51 Unencumbered Disbursements Single Inquiry Request option from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Inquiry 
Request Screen One. 

 
TR51 – Unencumbered Disbursements – Single Inquiry By Site - Request - Screen One 
(with example data retrieved) 

 
 

TR51 Unencumbered Disbursements Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 
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Field Description Required/Optional/Special Instructions 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following codes are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  Vendor number must start with 
0-9.  (21N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

VOUCH-NO Voucher Number 
Optional.  If used, voucher number must be 
an exact match to voucher assigned when 
TR51 was input.  (7A/N) 

LINE Voucher Line Number 

Optional.  If used, VOUCH-NO field must be 
used and FLAIR will return the line number 
input.  If blank, FLAIR will return all 
available line numbers beginning with the 
first available line.  (4N) 

OTHER-DOC Other Document Number 
Optional.  If used, must be an exact match 
to data input in the OTHER-DOC field when 
TR51 was input.  (11A/N) 

 
4. a.  Input one or a combination of the fields to narrow the search criteria; OR  

b.  Leave all fields blank. 
5. Press Enter. 

a.  FLAIR will display the first record matching the search criteria.  If no records match 
the search criteria, the message “058 – NO RECORD FOUND” will display.  
Transactions that have been deleted using the update screen will not display; OR 

b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 
established during the current business day, in organization code order. 

 
Note: All data is protected and cannot be changed.  To view additional records matching the search 
criteria, press F8.  When all records have been viewed, FLAIR will display the message “017 – END 
OF SEARCH.” 
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TR51 – Unencumbered Disbursements – Single Inquiry By Site – Screen Two 
(with example search results) 
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212.4.2 TR51 Multiple Inquiry 
 

The TR51 multiple inquiry allows users to view three transactions per screen with a simplified 
view.  This option does not display data retrieved from the Expansion Files. 
 
To access the TR51 Unencumbered Disbursements Multiple Inquiry by Site Request Screen from 
the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input M. 

Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple 
Inquiry by Site Request Screen One.  

 
TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request - Screen One 
(with example data retrieved) 
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TR51 Unencumbered Disbursements Multiple Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following codes are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  Vendor number must start with 
0-9.  (21N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

VOUCH-NO Voucher Number 
Optional.  If used, voucher number must be 
an exact match to voucher assigned when 
TR51 was input.  (7A/N) 

LINE Voucher Line Number 

Optional.  If used, VOUCH-NO field must be 
used.  FLAIR will return the line 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 the fields above to narrow the search criteria; OR  

b.  Leave all fields blank. 
5. Press Enter.   

a.  FLAIR will display the first three records matching the search criteria on the TR51 
Unencumbered Disbursements Multiple by Site Screen Two.  If no records match the 
search criteria, FLAIR will display the message “058 – NO RECORD FOUND.”  
Transactions that have been deleted using the update screen will not display; OR 

b.  If all fields are left blank on Screen One, FLAIR will return the first three outstanding 
records established during the current business day, in organization code order.   

 
Note: All data is protected and cannot be changed.  To view additional records matching the search 
criteria, press F8.  When all records have been viewed, FLAIR will display the message “017 – END 
OF SEARCH.” 
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TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Screen Two 
(with example data retrieved) 

 
 
 

212.5 TR51 Update 
 

The TR51 Update can only be used to make changes or corrections to transactions input into the 
system using a TR51S or TR51A during the current business day.  Since these transactions have not 
yet updated the Detail or Master Files, the original entry is retrieved from the Daily Input File and 
the correct data is input.  This updates the Daily Input File and the correct information will be 
recorded to the Detail and Master Files during nightly processing. 
 
Before making an update to a record, the user must first perform an inquiry.  From the inquiry 
screen, the user may access the update screen.  Users can inquire using either a single or multiple 
input screen. 
 
 

212.5.1 TR51 Single Update 
 

A user may need to update one or more fields on a TR51 that is on the Daily Input File.  This can be 
done by first retrieving the record from the Daily Input File through an inquiry transaction. 
 
To update a TR51 on the Daily Input File, from the Disbursements Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Single Inquiry 
by Site Request Screen One.  

 

TR51 – Unencumbered Disbursements – Single Inquiry By Site – Request - Screen One 
(with example data retrieved) 

 
 

4. a.  Input data in one or a combination of fields to narrow the search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 

established during the current business day, in organization code order.  See section 
212.4.1 TR51 Single Inquiry for additional information.  Press F8 to scroll through 
the records until the correct record is located. 

6. In SEL field of the record to be updated, input U. 
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TR51 – Unencumbered Disbursements – Single Inquiry By Site - Screen Two (with example data 
input)

 
 

7. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursement Single Update 
by Site Screen One. 

 
TR51 – Unencumbered Disbursements – Single Update By Site - Screen One 
(with example data retrieved and available for update)

 
 
TR51 Unencumbered Disbursements Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2A/N) 

VR Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 
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Field Description Required/Optional/Special Instructions 

CF Certified Forward Indicator 

Optional.  Valid input: C.  Used only 
between July 1 and September 30 unless 
BI = N or X.  Not allowed with funds where 
SF = 8.  (1A) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month 
Y: Prior Year  (1A) 

DESCRIPTION Description 

Required.  If the CF = C and transaction is 
input between July 1 and September 30.   
 
Optional.  (16A/N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 
Optional.  If input, first digit must be E, F, S, 
or N.  (14A/N) 

AMOUNT Amount Required.  Cannot equal $0.00.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.   
If using vendor number has a prefix of F, S, 

N, or E.  See section 111 Vendor Files. 
If establishing as an inter-agency JT.  Must 

input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).   

 
Optional.  If establishing as an intra-agency 
JT or correction.  (21A/N) 

TRN-DT Transaction Date 
Required.  Valid input: 00000000, or 
current date, or date prior to current date.  
(8N) 

G Grouping Character 
Optional.  Used to group transactions 
together on a voucher.  (1A/N) 

VOUCH-NO Voucher Number 

Required.  If BI = X.   
 
Optional.  If blank, FLAIR will automatically 
assign voucher numbers during overnight 
processing.  If a voucher number is 
assigned by the agency, the first digit must 
be alphabetic.  (6A/N) 

LINE Line Number 
Optional.  Only used if VOUCH-NO field is 
input.  (4N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
A – Used in disbursement transactions to 

bypass the automated posting. 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 

N – Used in disbursement transactions to 
produce a non-CFO voucher and bypass 
online voucher audit for cash receipt 
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Field Description Required/Optional/Special Instructions 

corrections.  N will prevent the 
transactions from being included in 
treasury receipt processing. 

X – Used in disbursement transactions to 
bypass voucher processing, producing 
no voucher, and bypassing online 
voucher audit. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity 
Optional.  The number or measurement of 
items purchased, encumbered, received, 
taxed, etc., by an organization.  (8.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = X, N, A, or blank.  Can be 
used to record a local fund or a revolving 
fund check number. 
 
Cannot be input if BI = # or E.  (6N) 

CK-DT Check Date 
Optional.  Only input if CK-NO field is used.  
Must be in MMDDYYYY format.  (8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 
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Field Description Required/Optional/Special Instructions 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 

Optional.  Used only when a correction 
involving carry forward funds is made 
between state funds.  (1A) 

BF-CAT 
Benefitting 

Appropriation Category 

Required.  If VENDOR ID = 0-9.  
 
Optional.  If BF-ORG and BF-EO is used and 
VENDOR ID is blank.  Must start with 00 if 
BF-OB starts with 0 and if VENDOR ID 
(0-9)≠ BF-ORG.  (6N) 

BF-YR Benefitting Year Optional.  (2N) 

The codes in the following fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, FID, and EF).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Required.  If blank, defaults to 00.  (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 using in a transaction.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 the Grants 
Information (GI) File and carried over to 
the Title File prior to use in a transaction.  
If object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  If used, GRANT must be input.  
(2N) 

CNTRT Contract Number 

Optional.  Must be established in FACTS 
and carried over to the Title File prior to 
use in a FLAIR transaction.  If object code = 
75XXXX, a grant and/or contract number is 
required.  (5A/N) 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF 
Fund 

(GAAFR Fund/State 
Fund/Fund Identifier) 

Protected.  (9N) 
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Field Description Required/Optional/Special Instructions 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Protected.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

BPIN 
Beginning Property Item 

Number 
Optional.  Last six digits must be numeric.  
(8A/N) 

COUNT Property Item Counter 
Optional.  If used, BPIN field must be input.  
(4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
To update the transaction: 

8. a.  Input missing data into a blank field and/or type over existing data; OR 
b.  In the DEL field, input D to delete the entire transaction. 

 
TR51 – Unencumbered Disbursements – Single Update By Site - Screen One (with example data 
input)

 
 

9. Press Enter. 
a.  If the record has been updated, FLAIR will display the TR51 Unencumbered 

Disbursements Single Inquiry by Site Screen One with updated information; OR 
b.  If the entry is deleted, FLAIR will display the message “END OF SEARCH.” 
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If additional records are to be updated, the user must first perform an inquiry, and then repeat the 
steps above. 
 
 

212.5.2 TR51 Multiple Update 
 

Users can update a transaction by first performing a multiple inquiry, then selecting a line to 
update.  More than one line may be updated, but each update must be processed individually. 
 
To update an unencumbered disbursement transaction using the multiple inquiry option, from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 51. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursements Multiple 
Inquiry by Site Request Screen One.  
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TR51 – Unencumbered Disbursements – Multiple Inquiry By Site – Request - Screen One 
(with example data retrieved) 

 
 

4. a.  Input one or a combination of fields to narrow the search criteria; OR  
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the first three records matching the search criteria; OR 
b.  If all fields are left blank on screen one, FLAIR will return the first three  transactions 

input during the current business day, in organization code order.  See section 
212.4.2 TR51 Multiple Inquiry for additional information.  Press F8 to view 
additional records. 
 

TR51 – Unencumbered Disbursements – Multiple Inquiry By Site - Screen Two 
(with example data retrieved) 

 
 

6. In the X field next to the line to be updated, input U. 
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TR51 – Unencumbered Disbursements – Multiple Inquiry By Site - Screen Two 
(with example data input)

 
 

7. Press Enter.  FLAIR will display the TR51 Unencumbered Disbursement Single Update 
by Site Screen.  See section 212.5.1 TR51 Single Update for a list of fields that may not 
be changed or deleted. 

 
TR51 – Unencumbered Disbursements – Single Update By Site – Screen One 
(with example data retrieved) 

 
 
To update the transaction: 

8. a.  Input missing data into blank fields and/or edit existing data; OR  
b.  In the DEL field, input D to delete the entire transaction. 
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TR51 – Unencumbered Disbursements – Single Update By Site – Screen One (with example data 
input) 

 
 

9. Press Enter.   
a.  FLAIR will display the TR51 Unencumbered Disbursements Multiple Inquiry by Site 

Screen with updated information; OR 
b.  If the entry is deleted, FLAIR will display the next three available transactions. 

 
If additional records are to be updated, the user must first perform an inquiry, and then repeat the 
steps above. 
 
 

212.6 TR58 Unencumbered Disbursements Corrections 
 
The TR58 is used to make corrections to most disbursement transactions, except revolving fund 
disbursements, that were input prior to the current business day.  When an agency needs to make 
corrections to the Departmental FLAIR records, but monies will not be changing funds, a TR58 can 
be used. 
 
A TR58 does not generate, and cannot be included on, a voucher.  If a TR58 is used to reverse a 
transaction that needs to be re-input and re-vouchered, a TR51 must be used to generate the 
voucher.  See sections 204.2 TR51 Input or 212.2 TR51 Journal Transfer Corrections for 
additional information.  If a TR58 is used to reverse a transaction that needs to be re-input, but 
not re-vouchered, a TR58 may be used to re-input the transaction.  If the FLAIR Account code or 
vendor information must be corrected on the transaction, a TR58 should NOT be used to input the 
correction; the TR51 should be used in those instances.  In addition, if a payment has been issued 
with incorrect vendor information, the agency must take action to stop the payment.  See sections 
211.3 Warrant Cancellation for additional information. 
 
The user will want to consider where the disbursement is currently recorded and where it needs to 
be recorded to determine exactly which transactions are needed to process the correction. 
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Example 1 
A voucher is deleted by the DFS Bureau of Auditing before posting due to an incorrect vendor ID 
used in the transaction.  A TR58 must be processed to reverse the original entry from the agency 
records.  (In some cases, an automated TR58 will post.  See section 212.10 TR58 Automated 
Disbursements Corrections for details.)  The transaction must be re-processed using a TR51 with 
the correct vendor number to generate a voucher and, upon posting, payment to the correct vendor. 
 
TR58 to reverse the incorrect entry: 

L1 L2 L3 L4 L5 EO OBJECT DESCRIPTION AMOUNT VENDOR-ID INVOICE 

95 50 04 00 
000 

AA 341000 SUPPLIES -175.26 F111111111999 892378601 

 
TR51 to re-input correct transaction: 

L1 L2 L3 L4 L5 EO OBJECT DESCRIPTION AMOUNT VENDOR-ID INVOICE 

95 50 04 00 
000 

AA 341000 SUPPLIES 175.26 F222222222999 892378601 

 
 
Example 2 
An agency makes a payment to an employee for mission critical travel.  When the transaction was 
processed, the wrong organization code was used.  The error resulted in a reduction of organization 
cash and allotments, and an overstatement of expenditures for the incorrect program area.  
However, both the incorrect and the correct program areas are funded from the same FLAIR 
account code.  To correct the transaction, a TR58 may be used to reverse the transaction from the 
wrong organization code and transfer the disbursement to the correct organization code.  The user 
has the option of processing the correction using one or two TR58s. 
 
TR58 to reverse the incorrect entry: 

L1 L2 L3 L4 L5 EO OBJECT DESCRIPTION AMOUNT VENDOR-ID INVOICE 

95 50 01 01 211 01 261000 TRAVEL -42.31 E111111111 0211-0213 

 
 
TR58 to re-input correct transaction: 

L1 L2 L3 L4 L5 EO OBJECT DESCRIPTION AMOUNT VENDOR-ID INVOICE 

95 50 01 01 214 01 261000 TRAVEL 42.31 E111111111 0211-0213 

 
Note:  To reverse a disbursement, the transaction should be input as a negative amount.  To input a 
correct transaction, the amount should be input as a positive amount. 
 
When using the TR58 for a correction, the benefitting information can be used to record both the 
debit and the credit.  Alternatively, the user may input a positive TR58 to record the debit and a 
negative TR58 to record the credit.  When reversing an entry, take care to input ALL data codes that 
were input with the original entry. 
 
The TR58 does not affect any of the subsidiary files.  Any corrections to the subsidiary files must be 
made using the appropriate procedure for that file.  See sections 202.5 Encumbrance Updates or 
205.11 Revolving Fund File (7S) for additional information. 
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212.7 TR58 Input 
 

Users can input a single transaction using a TR58S or multiple lines of a transaction with the same 
voucher number using a TR58A.  Single input allows the user to view all data codes associated with 
the transaction.  Multiple line transactions have limited viewable data, but the user can input up to 
three lines per page. 
 
To input a TR58, the user must have U (Update) security access to the DB function 
(Disbursements).  Users can access this function from any FLAIR input screen or from the 
Disbursements Mini Menu using the TYPE field. 
 
To access the Disbursements Mini Menu from the Main Accounting Menu or any FLAIR input 
screen: 

1. In the TYPE field, input DB. 
 
Main Accounting Menu (with example data input) 

 
 

2. Press Enter.  FLAIR will display the Disbursements Mini Menu.  
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Disbursements Mini Menu

 
 
To access a TR58 input screen from the Disbursements Mini Menu or from any FLAIR input screen: 

3. In the TYPE field, input 58. 
4. In the SEL field, input A for multiple input or S for single input. 

 
Disbursements Mini Menu (with example data input)

 
 

5. Press Enter.  FLAIR will display the requested TR58 screen. 
 
 

212.7.1 TR58 Single Input 
 

The TR58 Disbursements Correction Single Input Request allows users to input or view all data 
codes associated with a transaction and consists of two screens.  Some of these codes are retrieved 
from the Expansion Files, but can be updated prior to the end of the same business day they were 
input, if necessary. 
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To access the TR58 Disbursements Correction Single Input Request screen from any FLAIR input 
screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input S. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Input 
Request Screen One. 

 
TR58 - Disbursements Correction - Single Input - Request - Screen One (with example data 
retrieved) 
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TR58 Disbursements Correction Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Defaults to 
zeros if left blank.  (9N) 

EO Expansion Option 
Required.  Defaults to zeros if left blank.  
(2A/N) 

VR Version Optional.  (2N) 

OBJECT Object Code Required.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

 
4. Input the required and optional fields (if any), as appropriate.  

 
TR58 - Disbursements Correction - Single Input - Request - Screen One (with example data input)

 
 

5. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Input Screen 
Two.  
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TR58 – Disbursements Correction – Single Input - Screen Two (with example data retrieved) 

 
 
TR58 Disbursements Correction Single Input Screen Two fields: 

Field Description Required/Optional/Special Instructions 

VOUCH-NO Voucher Number 
Required.  Original voucher number 
assigned to transaction.  (6A/N) 

LINE Voucher Line Number Optional.  (4N) 

L1 L2 L3 L4 L5 Organization Code Protected.  (11N) 

EO Expansion Option Protected.  (2N) 

VR Expansion Option Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month  
Y: Prior Year  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

STATE-DOC 
Statewide Document 

Number 

Optional.  CFO’s voucher or receipt number 
assigned by the system.  Unique to each 
document.  (11A/N) 

AMOUNT Amount 
Required.  May be positive or negative.  
Cannot equal $0.00.  (10.2N) 

VENDOR ID 
Vendor Identification 

Number 

Required.  If using vendor number with 
prefix of F, S, N, or E.  See section 111 
Vendor Files. 

If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI). 

 
Optional.  If establishing as an intra-agency 
JT or correction.  (21A/N) 

CF Certified Forward Indicator 
Optional.  Valid input: C.  Not allowed with 
funds where SF = 8.  (1A) 
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Field Description Required/Optional/Special Instructions 

TRN-DT Transaction Date 
Required.  Valid input is current date, or 
date prior to current date.  Must be in 
MMDDYYYY format.  (8N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  If input, first digit must be E, F, S, 
or N.  (14A/N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
C – Used in a correction to cancel a check 

that has already been written from a 
local or revolving fund.  If input, a check 
number must be input into the CK-NO 
field. 

E – Used in a correction to erase a check 
that has not yet been written from a 
local or revolving fund.  If input, no 
check number may be input into the 
CK-NO field. 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity 
Optional.  The number or measurement of 
items purchased, encumbered, received, 
taxed, etc., by an organization.  (8.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = blank.  Can be used to 
record a local fund or a revolving fund 
check number. 
 
Cannot be input if BI = # or E.  (6N) 

CK-DT Check Date 
Optional.  Only input if CK-NO is used.  
Must be in MMDDYYYY format.  (8N) 

PID Product Identifier Optional.  (3A/N) 
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Field Description Required/Optional/Special Instructions 

BF-ORG Benefitting Organization 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 

Optional.  Used only when correction 
involving carry forward funds is made with 
state funds.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If BF-OB field is input. 
 
Optional.  May be used when correction is 
made with state funds.  (6N) 

BF-YR Benefitting Year 
Optional.  May be used when correction is 
made with state funds.  If no year is input, 
defaults to 00.  (2N) 

The codes in the following fields are retrieved from the Expansion Files and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT Appropriation Category Required.  (6N) 

YR Appropriation Year Required.  If blank, defaults to 00.  (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.  (3A/N) 

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (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 the Grants 
Information (GI) File and carried over to 
the Title File prior to use in a transaction.  
If object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  If used, a grant number must be 
input.  (2N) 

CNTRT Contract Number 

Optional.  Must be established in FACTS 
and carried over to the Title File prior to 
use in a FLAIR transaction.  If object code = 
75XXXX, a grant and/or contract number is 
required.  (5A/N) 
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Field Description Required/Optional/Special Instructions 

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF 
Fund 

(GAAFR Fund/State 
Fund/Fund Identifier) 

Protected.  (9N) 

BE Budget Entity 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  (8N) 

EF External Fund Type 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (1N) 

STATE-PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File and carried over to 
the Title File prior to use in a transaction.  
(11A/N) 

VOT Voucher Type Optional.  For agency use.  (2A/N) 

BPIN 
Beginning Property Item 

Number 
Optional.  Last six digits must be numeric.  
(8A/N) 

COUNT Property Item Counter 
Optional.  If used, BPIN must be input.  
(4N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

 
6. Input any required and optional fields (if any) necessary to complete the transaction.  

 
Note:  For purposes of an audit trail, the STATE-DOC and OTHER-DOC fields should be used when 
possible. 
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TR58 – Disbursements Correction – Single Input - Screen Two 
(with example data input to reverse a disbursement) 

 
The NEXT line is available to request a new screen or record.  See section 105.6.5 NEXT Line for 
details.  The TYPE and SEL fields are available to request a different function.  See section 105.6.4 
TYPE and SEL Fields for details.  The program function (PF) keys on the bottom of screen may also 
be pressed to access the FLAIR main menu or other functions noted on the line.  See section 105.6.1 
FLAIR Program Function Keys for details. 
 

7. Press Enter.  FLAIR will record the TR58 on the Daily Input File and update the Available 
Balance File.  See section 212.20.2 TR58 FLAIR Accounting Entries for details.  FLAIR 
will return the user to the TR58 Disbursements Corrections Single Input Screen Two.  
Any data that is included on the NEXT line will be retrieved and the CF, AMOUNT, 
VENDOR, TRN-DT, AB, QUANTITY, CK-NO, BF-CAT/YR, BPIN, UNITS, and TIME fields 
will be blank. 
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TR58 – Disbursements Correction – Single Input - Screen Two (with example with input) 
 (The NEXT line used in this example displays the same OBJECT and PPI, but a different L2 L3 L4 
L5 and EO.)

 
 
TR58 – Disbursements Correction – Single Input - Screen Two (with example data retrieved) 
(After Enter is pressed, FLAIR will display L1 L2 L3 L4 L5, EO, VR, OBJECT, and PPI from the 
NEXT line on the previous screen.)

 
 
If a vendor number from the Vendor Statewide File or Vendor Employee File is used, the user must 
determine if any other correcting entries are necessary.  If the transaction needs to be re-input with 
correct information, a TR58 or TR51 should be used.  See section 212.6 TR58 Unencumbered 
Disbursements Corrections for additional information. 
 

If a FLAIR account code is used in the VENDOR-ID field along with benefitting information, a TR58 
must be processed to record the correction to the benefitting fund.  If the BF-ORG, BF-EO, and BF-
OB fields are used in the transaction, then an automated TR99 will be generated and no further 
transactions are necessary.  See sections 212.6 TR58 Unencumbered Disbursements Corrections 
and 212.11 TR99 Automated Journal Transfer Corrections for additional information. 
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212.7.2 TR58 Multiple Input 
 

Users can process multiple correction transactions using the multiple input option.  The multiple 
input option has a simplified view.  Information from the Expansion Files is retrieved and recorded 
with the transaction, but does not display and cannot be changed using the multiple input option.  
The user can input up to three lines per page. 
 
To access the TR58 Disbursements Correction Multiple Input Screen from the Disbursements Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input A. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Multiple Input 
Screen One.  

 
TR58 – Disbursements Correction – Multiple Input – Screen One (with example data retrieved) 
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TR58 Disbursements Correction Multiple Input Screen One fields: 

Field Description Required/Optional/Special Instructions 

VOUCH-NO Voucher Number 
Required.  Original voucher number 
assigned to transaction.  (6A/N) 

LINE Voucher Line Number Optional.  (4N) 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Defaults to 
zeros if left blank.  (9N) 

EO Expansion Option 
Required.  Defaults to zeros if left blank.  
(2A/N) 

VR Version Optional.  (2N) 

OBJECT Object Code Required.  (6N) 

PPI Prior Period Indicator 
Optional.  Valid input: 
M: Prior Month   
Y: Prior Year  (1A) 

DESCRIPTION Description Optional.  (16A/N) 

STATE-DOC 
Statewide Document 

Number 

Optional.  CFO’s voucher or receipt number 
assigned by the system.  Unique to each 
document.  (11A/N) 

VOT Voucher Type Optional.  For agency use.  (2A/N) 

AMOUNT Amount 
Required.  May be positive or negative.  
Cannot equal $0.00.  (10.2N) 

VENDOR ID 
Vendor 

Identification Number 

Required.  If using vendor number with 
prefix of F, S, N, or E.  See section 111 
Vendor Files. 

If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).  See special notes 
below for additional information. 

 
Optional.  If establishing as an intra-agency 
JT or correction.  See special notes below 
for additional information.  (21A/N) 

CF Certified Forward Indicator 
Optional.  Valid input: C.  Not allowed 
where SF = 8.  (1A) 

TRN-DT Transaction Date 
Required.  Valid input is current date, or 
date prior to current date.  Must be in 
MMDDYYYY format.  (8N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  If input, first character must be E, 
F, S, or N.  (14A/N) 

BI Bookkeeping Indicator 

Optional.  Available for input: 
C – Used in disbursement correction 

transactions to cancel a check that has 
been written. 

E – Used in disbursement correction 
transactions to erase a check that has 
not yet been written. 
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Field Description Required/Optional/Special Instructions 

# – Used in disbursement and 
revenue/refund transactions to 
indicate that a check is to be printed. 

$ – Used in disbursement and 
revenue/refund transactions to 
indicate that a check will be manually 
produced.  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

INVOICE Invoice Number Required.  Must not equal zero.  (9A/N) 

AB Available Balance 

Required.  Valid input: X.  If IAB error 
message displays.  User must have override 
capability on the access control record to 
input.   
 
Optional.  If no IAB error message, leave 
blank.  (1A) 

QUANTITY Quantity 
Optional.  The number or measurement of 
items purchased, encumbered, received, 
taxed, etc., by an organization.  (8.2N) 

CK-NO Check Number 

Required.  If BI = $ or C. 
 
Optional.  If BI = blank.  Can be used to 
record a local fund or a revolving fund 
check number. 
 
Cannot be input if BI = # or E.  (6N) 

CK-DT Check Date 
Optional.  Only input if CK-NO field is used.  
Must be in MMDDYYYY format.  (8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG Benefitting Organization 

Required.  If BF-EO and BF-OB fields are 
input. 
 
Optional.  May be used when correction is 
made with state funds.  (11N) 

BF-EO 
Benefitting Expansion 

Option 

Required.  If BF-ORG and BF-OB fields are 
input. 
 
Optional.  May be used when correction is 
made with state funds.  (2A/N) 

BF-OB Benefitting Object Code 

Required.  If BF-CAT field is input. 
 
Optional.  May be used when correction is 
made with state funds.  (6N) 
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Field Description Required/Optional/Special Instructions 

BF-CF 
Benefitting Certified 

Forward 

Optional.  Used only when correction 
involving carry forward funds is made with 
state funds.  (1A) 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If BF-OB field is input. 
 
Optional.  May be used when correction is 
made with state funds.  (6N) 

BF-YR Benefitting Year 
Optional.  May be used when correction is 
made with state funds.  If no year is input, 
defaults to 00.  (2N) 

 
4. Input the necessary required and optional data for up to three lines. 

 
Once the user has completed input of all necessary fields on the first line, he/she may use the 
asterisk (*) in most fields to duplicate the same information from line 0001.  The asterisk (*) cannot 
be used in the L1, QUANTITY, or AMOUNT fields.  In the example below, the asterisk (*) is used to 
duplicate information from line 0001 to line 0002. 
 
TR58 – Disbursements Correction – Multiple Input – Screen One (with example data input)

 
 

5. Press Enter.  The transactions will be recorded on the Daily Input File and the Available 
Balance File will be updated.  See section 212.20.2 TR58 FLAIR Accounting Entries for 
details.  FLAIR will display a new screen with the last line input on Screen One displayed 
as the first line of the new screen.  The user can either press F12 to exit this screen, or 
continue to input additional transactions by typing over or adding to the existing data on 
the first line. 
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TR58 – Disbursements Correction – Multiple Input – Screen One (with example data retrieved)

 
 
In this example, lines 0001 and 0003 are used to record the corrected transactions, while lines 
0002 and 0004 are used to record the reversal of the original transactions.  Benefitting information 
is not needed in this example.   
 
TR58 – Disbursements Correction – Multiple Input – Screen One (with example data input on line 
0004) 

 
 
 

212.8 TR58 Inquiry 
 

Users can inquire into single disbursement corrections using a TR58I, or multiple line 
disbursement corrections using TR58M.  These functions are only available the same day the 
transaction is input prior to nightly processing.  Only transactions within the user’s organization 
level and site will be displayed. 
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212.8.1 TR58 Single Inquiry 
 

TR58 single inquiry allows the user to view all data codes associated with the transaction.  This 
includes codes retrieved from the Expansion Files. 
 
To access the TR58 Disbursements Correction Single Inquiry by Site Request screen from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input I. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Inquiry by 
Site Request Screen One.  

 
TR58 – Disbursements Correction – Single Inquiry By Site – Request – Screen One 
(with example data retrieved)
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TR58 Disbursements Correction Single Inquiry by Site Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

GF/SF/FID/BE/IBI 
19 Digits of the 

FLAIR Account Code 

Optional.  Must be input left to right 
without missing any fields except IBI, 
which defaults to 00 if blank.  The 
following codes are available for input: 
GF – GAAFR Fund  (2N) 
SF – State Fund  (1N) 
FID – Fund Identifier  (6N) 
BE – Budget Entity  (8N) 
IBI – Internal Budget Indicator  (2N) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  Vendor number must start with 
E, F, S, N, or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N) 

BF-ORG 
Benefitting 

Organization Code 
Optional.  If used, VENDOR-ID field must 
be blank.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  If used, BF-ORG field must be 
used.  (2A/N) 

VOUCH-NO Voucher Number Optional.  (7A/N) 

LINE Voucher Line Number 

Optional.  If used, VOUCH-NO field must be 
used and FLAIR will return the line 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 the fields to narrow the search criteria; OR  

b.  Leave all fields blank. 
5. Press Enter. 

a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 

established during the current business day, in organization code order.  If no records 
match the search criteria, FLAIR will display the message, “058 – NO RECORD 
FOUND.”   

 
Note: Transactions that have been deleted using the update screen will not display. 
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TR58 – Disbursements Correction – Single Inquiry By Site – Screen Two (with example data 
retrieved) 

 
 
All data is protected and cannot be changed.  To view additional records matching the search 
criteria, press F8.  When all records have been viewed, FLAIR will display the message “017 – END 
OF SEARCH.” 
 
 

212.8.2 TR58 Multiple Inquiry 
 

Multiple inquiry allows users to view three transactions per screen with a simplified view.  This 
option does not display data retrieved from the Expansion Files. 
 
To access the TR58 Disbursements Correction Multiple Inquiry by Site Request screen from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input)
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3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Multiple Inquiry by 
Site Request Screen One. 

 
TR58 – Disbursements Correction – Multiple Inquiry By Site – Request – Screen One 
(with example data retrieved) 

 
 

4. a.  Input one or a combination of the fields above to narrow the search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the first three records matching the search criteria.  If no records 

match the search criteria, FLAIR will display the message “058 – NO RECORD 
FOUND.”; OR 

b.  If all fields are left blank on Screen One, FLAIR will return the first three outstanding 
records established during the current business day, in organization code order.   

 
Note: Transactions that have been deleted using the update screen will not display. 
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TR58 – Disbursements Correction – Multiple Inquiry By Site – Screen Two 
(with example search results)

 
 
All data is protected and cannot be changed.  To view additional records matching the search 
criteria, press F8.  When all records have been viewed, FLAIR will display the message “017 – END 
OF SEARCH.” 
 
 

212.9 TR58 Update 
 
TR58 updates are used to make changes or corrections to transactions input into the system using a 
TR58S or TR58A.  This updates the Daily Input File and the correct information will be recorded to 
the Detail and Master Files during nightly processing. 
 
Before making an update to a record, the user must first perform an inquiry.  From the inquiry 
screen, the user may access the update screen.  Users can inquire using either a single or multiple 
inquiry. 
 
 

212.9.1 TR58 Single Inquiry Update 
 

A user may need to update one or more fields on a TR58 that was input on the current day.  This 
can be done by first retrieving the record from the Daily Input File through an inquiry transaction. 
 
To update a TR58 transaction using the single inquiry option, from the Disbursements Mini Menu 
or any FLAIR input screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Inquiry by 
Site Request Screen One.  
 

TR58 – Disbursements Correction – Single Inquiry By Site – Request – Screen One 
(with example data retrieved) 

 
 

4. a.  Input one or a combination of the fields to narrow the search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.  
a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 

established during the current business day, in organization code order.  See section 
212.8.1 TR58 Single Inquiry for additional information. 
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TR58 – Disbursements Correction – Single Inquiry By Site – Screen Two (with example data 
retrieved) 

 
 

6. In SEL field on the record to be updated, input U. 
 
TR58 – Disbursements Correction – Single Inquiry By Site – Screen Two (with example data 
input) 

 
 

7. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Update by 
Site Screen One with fields unprotected and available for update.  
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TR58 – Disbursements Correction – Single Update By Site – Screen One  (with example data 
retrieved) 

 
TR58 Disbursements Correction Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete 
Optional.  Valid input: D.  Used to delete the 
transaction from the Daily Input File.  If 
used, no other fields can be updated.  (1A) 

VOUCH-NO Voucher Number Required.  (6A/N) 

LINE Line Number Optional.  (4N) 

L1 L2 L3 L4 L5 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 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

STATE-DOC 
Statewide Document 

Number 
Optional.  (11A/N) 

AMOUNT Amount 
Required.  Can be changed, but not deleted.  
(10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Required.  (21A/N) 

CF Certified Forward Indicator Optional.  (1A) 

TRN-DT Transaction Date Optional.  (8N) 

SUB-VENDOR-ID 
Sub-vendor Identification 

Number 

Optional.  If used, must be valid number 
from Vendor Statewide or Vendor 
Employee Files.  (14A/N) 

BI Bookkeeping Indicator Optional.  (1A) 
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Field Description Required/Optional/Special Instructions 

OTHER-DOC Other Document Number Optional.  (11A/N) 

B Batch Character Optional.  (1A/N) 

INVOICE Invoice Number Optional.  (9A/N) 

AB 
Available Balance 
Override Indicator 

Optional.  If user has override capability, 
valid input: X.  (1A) 

QUANTITY Quantity Optional.  (8.2N) 

CK-NO Check Number Optional.  (6A/N) 

CK-DT Check Date Optional.  (8N) 

PID Product Identifier Optional.  (3A/N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Required.  If BF-ORG field is populated.  
(2A/N) 

BF-OB Benefitting Object Code 
Required.  If BF-ORG, BF-EO, and VENDOR 
ID = 0-9 is used.  BF-OB must start with 0 if 
BF-CAT starts with 00.  (6N) 

BF-CF 
Benefitting Certified 

Forward 
Optional.  (1A) 

BF-CAT/YR Benefitting Category/Year Protected.  (8N) 

CAT Appropriation Category 
Required.  Can be changed, but not deleted.  
(6N) 

YR Year Optional.  If blank, will default to 00.  (2N) 

GL General Ledger Code 
Required.  Can be changed, but not deleted.  
(5N) 

EGL 
External General Ledger 

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

EOB External Object Code 
Optional.  Must be established in the Title 
File prior to using in a transaction (3A/N) 

ECAT External Category 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (6A/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 the Grants 
Information File (GI) and carried over to 
the Title File to be used in a transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

GY Grant Year 
Optional.  Only used if GRANT field is 
populated.  (2N) 
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Field Description Required/Optional/Special Instructions 

CNTRT Contract Number 

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

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

OCA Other Cost Accumulator 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (5A/N) 

AU Agency Unique Code 
Optional.  Must be established in the Title 
File prior to use in a transaction.  (2A/N) 

GF/SF/FID 
Fund 

(GAAFR Fund/State 
Fund/Fund ID) 

Protected.  (9N) 

BE Budget Entity 
Required.  Can be changed, but not deleted.  
Must be established in the Title File prior to 
use in a transaction.  (8N) 

IBI Internal Budget Indicator 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (2N) 

EF External Fund Type Protected.  (1N) 

STATE PROGRAM State Program Number 
Required.  Must be established in the Title 
File prior to use in a transaction.  Can be 
changed, but not deleted.  (16N) 

PROJECT ID Project Identifier 

Optional.  Must be established in the 
Project Information File (PI) and carried 
over into the Title File prior to using in a 
transaction.  (11A/N) 

VOT Voucher Type Optional.  (2A/N) 

BPIN 
Beginning Property Item 

Number 
Optional.  If used, last six digits must be 
numeric.  (8A/N) 

COUNT Property Item Counter 
Optional.  Only used if BPIN field is 
populated.  (4N) 

UNITS Units Optional.  (9.2N) 

TIME Time Optional.  (9N) 

 
To update the transaction: 

8. a.  Input missing data into the blank fields or type over existing data; OR 
b.  In the DEL field, input D to delete the entire transaction. 
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TR58 – Disbursements Correction – Single Update By Site – Screen One 
(with example data input to request deletion from the Daily Input File) 

 
 

9. Press Enter.  If the entry is deleted, FLAIR will display either the next record meeting the 
inquiry search criteria or the message “END OF SEARCH.” 

 
If additional records are to be updated, the user must first perform an inquiry, and then follow the 
steps above. 
 
 

212.9.2 TR58 Multiple Inquiry Update 
 

Users can update a transaction by first performing a multiple inquiry, then selecting a line to 
update.  More than one line may be updated, but each update must be processed individually. 
 
To update a TR58 transaction using the multiple inquiry option, from the Disbursements Mini Menu 
or any FLAIR input screen: 

1. In the TYPE field, input 58. 
2. In the SEL field, input M. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR58 Disbursements Correction Multiple Inquiry by 
Site Request Screen One.  

 
TR58 – Disbursements Correction – Multiple Inquiry By Site – Request – Screen One 
(with example data retrieved) 

 
 

4. a.  Input one or a combination of the fields to narrow the search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the first three records matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first three outstanding 

records established during the current business day, in organization code order.  See 
section 212.8.2 TR58 Multiple Inquiry for additional information. 
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TR58 – Disbursements Correction – Multiple Inquiry By Site – Screen Two (with example data 
retrieved) 

 
 

6. In the X field next to the line to be updated, input U. 
 
TR58 – Disbursements Correction – Multiple Inquiry By Site (with example data input)

 
 

7. Press Enter.  FLAIR will display the TR58 Disbursements Correction Single Update by 
Site Screen One.  See section 212.9.1 TR58 Single Inquiry Update for a list of fields 
that may not be changed or deleted. 
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TR58 – Disbursements Correction – Single Update By Site – Screen One 
(with example data retrieved and available for update)

 
 

To update the transaction: 
8. a.  Input missing data into a blank field, or type over existing data; OR 

b.  In the DEL field, input D to delete the entire transaction. 
 

TR58 – Disbursements Correction – Single Update By Site – Screen One (with example data 
input) 

 
 

9. Press Enter.   
a.  FLAIR will display the TR58 Disbursements Corrections Multiple Inquiry by Site 

Screen One with the updated information; OR 
b.  If the entry is deleted, the next three available transactions will display. 

 

If additional records are to be updated, the user must first perform an inquiry, and then follow the 
steps above. 
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212.10 TR58 Automated Disbursements Corrections  
 
If a disbursement transaction is rejected by Central Accounting, a TR58 is needed to correct the 
agency’s accounting records.  An Automated TR58 is initiated by Central Accounting.  The 
automated TR58 is a two-night process that creates a file of those vouchers to be corrected 
(reversed).  The actual reversal, an automated TR58 batch file, is run on the second night and 
reverses the voucher line(s), line by line.  The vouchers successfully reversed will appear in the 
agency’s Daily Detail Report.  The terminal ID listed on reports for the automated TR58 will be 
AUTO for regular disbursements and PCRD for PCard disbursements. 
 
An automated TR58 may be generated when one or more lines of a voucher have been deleted.  The 
automated TR58 will also reverse rejected JTs and TR99s (automated JT receipts) if applicable.  The 
most common reason for voucher rejection from Central Accounting is due to negative cash 
balances for five days.  See section 208.8 Voucher Status for a listing of all status codes. 
 
If a disbursement transaction was originally rejected because of a voucher print error (duplicate 
voucher number, line number, invalid object total, invoice total, etc.) it will print out with the 
regular vouchers the next morning as a Voucher Error Report.  The automated TR58 to reverse the 
error will not show up in the History File until the following night.  See section 208.7 Voucher 
Error Report for additional information. 
 
Some vouchers may not be successfully matched to agency records, so the automated TR58 cannot 
be created, and a manual TR58 must be input by the agency for that transaction.  These transactions 
appear on the Batch TR58 Error Report the second morning with the following message:  “226F - 
CANNOT CREATE AUTO TR58, NO MATCH ON HISTORY FILE COULD BE FOUND.”   
 
Additional examples: 

• If a line of a voucher is reduced, but not deleted, the agency will need to process a TR58. 
• Expansion Option information does not match the original transaction.  
• Expansion Option or Version deleted. 

 
 

212.11 TR99 Automated Journal Transfer Corrections 
 
The TR99 records the receipt of funds transferred from another fund within the same OLO.  The 
TR99 is generated when a JT is made using a disbursement transaction, usually a TR51, and data is 
input in the BF-ORG, BF-EO, and BF-OBJ fields while the VENDOR-ID field is left blank..  Because 
the receipt can be posted to the detail contained within the Expansion Files for that benefitting 
ORG, EO, and object code combination, it is not necessary to process a TR96 JT Receipt transaction.  
The TR99 is posted to the agency records during nightly processing. 
 
Not all codes input with a JT disbursement will post with the resulting TR99.  These include the 
Project ID, and any codes not included in the Expansion Files  for the benefitting ORG and EO 
combination (Contract Number, Grant Number, OCA).  If these codes must be recorded with the 
receipt transaction, the JT disbursement may be processed with the FLAIR Account Code in the 
VENDOR-ID field.  The TR99 will not generate, and a TR96 may be used to post the receipt with all 
necessary codes. 
 
 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 517 of 547 
 

212.12 TR59 Unencumbered Revolving Fund Corrections 
 
When a revolving fund disbursement is made using a TR52, TR54, or TR71, a record is created on 
the Revolving Fund File (7S).  This auxiliary file contains a record for each unreimbursed revolving 
fund disbursement or credit.  Each record remains on the file until a reimbursement from an 
operating fund is recorded using a TR32 Revolving Fund Reimbursement, or a TR59 Unencumbered 
Revolving Fund Correction is used to delete the record. 
 
When a TR59 is used to delete an entry from the 7S, the record will appear on the 7S with a 
revolving fund indicator (RVI) of D, to indicate the record is marked for deletion.  During nightly 
processing, the record will be removed from the 7S and the accounting entries will be posted.  See 
section 212.20.4 TR59 FLAIR Accounting Entries for details. 
 
When a disbursement is reversed using a TR59 and needs to be re-input correctly, a TR52, TR54, or 
TR71 should be used to process the transaction.  See section 205 Revolving Fund Disbursements 
for addition information. 
 
 

212.13 TR59 Input 
 
Users can input multiple transactions using a TR59A.  The information input with the TR59 is 
limited, as most of the data recorded is retrieved from the 7S record.  To use the TR59 to correct a 
revolving fund disbursement, the record must be on the 7S with the revolving fund indicator (RVI) 
blank.  If an indicator of L (reimbursed), D (marked for deletion), or R (reimbursed for a prior 
period) appears in the RVI field, the TR59A is not allowed. 
 
To input a TR59, the user must have U (Update) security access to the function code DB 
(Disbursements).  Users can access this function from any FLAIR input screen or the Disbursements 
Mini Menu using the TYPE field. 
 
To access a TR59 screen from any FLAIR input screen: 

1. In the TYPE field, input DB. 
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Main Accounting Menu (with example data input)

 
 

2. Press Enter.  FLAIR will display the Disbursements Mini Menu. 
 
Disbursements Mini Menu 

 
 

3. In the TYPE field, input 59. 
4. In the SEL field, input A for multiple input. 
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Disbursements Mini Menu (with example data input)

 
 

There are two selection (SEL) options available for a TR59:  
• A: Multiple Input.  Processes up to seven lines at a time with limited data codes viewable. 
• M: Multiple Inquiry.  The user can view up to seven lines at a time with limited data codes 

viewable. 
 

5. Press Enter.  FLAIR will display the TR59 Revolving Fund Disbursements Correction 
Multiple Input Screen One. 

 
TR59 – Revolving Fund Disbursements Correction – Multiple Input – Screen One 
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212.13.1 TR59 Multiple Input 
 

Users can process multiple revolving fund correction transactions using the multiple input option.  
The multiple input option has a simplified view, requiring little input.  Information from the 
Revolving Fund File is retrieved and recorded with the transaction, but does not display and cannot 
be changed within the transaction.  The user can input up to seven transactions per page. 
 
To access the TR59 Revolving Fund Disbursements Correction Multiple Input Screen One from the 
Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 59. 
2. In the SEL field, input A. 

 
Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR59 Revolving Fund Disbursements Correction 
Multiple Input Screen One. 
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TR59 – Revolving Fund Disbursements Correction – Multiple Input – Screen One 

 
TR59 Revolving Fund Disbursements Correction Multiple Input Screen One fields: 

Field Description Required/Optional/Special Instructions 

ORIG-VOUCH 
Original Voucher and 

Line Number 

Required.  Original voucher number and 
line number assigned to transaction.  Line 
number cannot be 0000.   
Voucher number  (6A/N) 
Line number  (4N) 

AMOUNT Amount 

Required.  May be positive or negative.  
Cannot equal $0.00.  Must equal the 
amount on the 7S for the voucher and line 
number combination.  (10.2N) 

TRN-DT Transaction Date 
Required.  Valid input is current date, or 
date prior to current date.  If blank, defaults 
to current date.  (MMDDYYYY) (8N) 

PPI Prior Period Indicator 
Optional.  Available indicators: 
M: Prior Month   
Y: Prior Year  (1A) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create audit 
trail.  (11A/N) 

B Batch Character 
Optional.  To group transactions together 
for reconciling.  (1A/N) 

 
4. Input the necessary required and optional data to complete the transaction. 

 
Once the user has completed input of all necessary fields on the line 0001, he/she may use the 
asterisk (*) in most fields to duplicate the same information from line 0001.  The asterisk (*) cannot 
be used in the AMOUNT field. 
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TR59 – Revolving Fund Disbursements Correction – Multiple Input – Screen One 
(with example data input)

 
 

5. Press Enter.  The transactions will be recorded on the Daily Input File and the Available 
Balance File will be updated for both the operating fund and the revolving fund.  See 
section 212.20.4 TR59 FLAIR Accounting Entries for details.  FLAIR will display a new 
screen with the last line input on Screen One displayed as the first line of the new screen.  
The user has the option to either press F12 to exit this screen or continue to input 
additional transactions by typing over or adding to the existing data on the first line of 
the new screen (see the following example). 
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If a transaction is marked for deletion, the 7S File will be marked with a D in the RVI field to 
indicate the transaction is marked for deletion.  The record will be removed from the 7S during the 
nightly processing.  See section 205 Revolving Funds for additional information. 
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TR7S – Revolving Fund Subsidiary Ledger – Multiple Inquiry By Site – Screen Two 
(with lines marked for deletion)  

 
 
 

212.14 TR59 Inquiry 
 

Users can inquire into multiple line disbursement corrections using a TR59M.  This function is only 
available the same business day the transaction is input prior to nightly processing.  Only 
transactions within the user’s organization level and site will be displayed. 
 
 

212.14.1 TR59 Multiple Inquiry 
 

A TR59 multiple inquiry allows the user to view up to seven transactions per screen with a 
simplified view.  This option does not display data retrieved from the 7S File, only the data input 
with the TR59A. 
 
To access the TR59 Revolving Fund Disbursements Correction Multiple Inquiry by Site Screen from 
the Disbursement Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 59. 
2. In the SEL field, input M. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR59 Revolving Fund Disbursements Correction 
Multiple Inquiry by Site Screen One. 

 
TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Request – Screen 
One 

 
 
TR59 Revolving Fund Disbursements Correction Multiple Inquiry by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

USER ID User Identification Number 
Optional.  Returns only transactions input 
by that user ID.  (6N) 

ORIG-VOUCH 
Original Voucher and Line 

Numbers 

Optional.  Original voucher number and 
line number assigned to transaction.  
Voucher number may be input without the 
line number.  Line number cannot be 0000. 
Voucher number (6A/N) 
Line number (4N) 

4. a.  Input one or both of the fields to narrow the search criteria; OR 
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b.  Leave both fields blank. 
 

TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Request – Screen 
One (with example data input) 

 
 

5. Press Enter.   
a.  FLAIR will display the first seven records matching the search criteria.  If no records 

match the search criteria, FLAIR will display the message “058 – NO RECORD 
FOUND.”; OR     

b.  If all fields are left blank on Screen One, FLAIR will return up to seven outstanding 
records established during the current business day, in organization code order.   

 

Note: Transactions that have been deleted using the update screen will not display. 
 

TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Screen Two 
(with example data retrieved)  ** All data on this screen is protected and cannot be changed.   

 
 

6. To view additional records matching the search criteria, press F8.  When all records have 
been viewed, FLAIR will display the message “017-END OF SEARCH.” 
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212.15 TR59 Update 
 
The TR59 Update should be used to make changes or corrections to transactions input into the 
system using a TR59A during the current business day.  Because these transactions have not yet 
updated the Detail or Master Files, the original entry is retrieved from the Daily Input File and the 
correct data is input.  This updates the Daily Input File and the correct information will be recorded 
to the Detail and Master Files during nightly processing.  If the TR59 is deleted, or the PPI is 
changed, the Available Balance and 7S Files are updated immediately. 
 
Before making an update to a record, the user must first perform an inquiry.  From the inquiry 
screen, the user may access the update screen 
 
 

212.15.1 TR59 Multiple Inquiry Update 
 

Users can update a transaction by first performing a multiple inquiry, then selecting a line to 
update.  More than one line may be updated, but each update must be processed individually. 
 
To update a TR59 using the multiple inquiry option, from the Disbursements Mini Menu or any 
FLAIR input screen: 

1. In the TYPE field, input 59. 
2. In the SEL field, input M. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR59 Revolving Fund Disbursements Correction 
Multiple Inquiry by Site Request Screen One. 
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TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Request - Screen 
One

 
 

4. a.  Input one or a combination of the fields to narrow the search criteria; OR 
b.  Leave all fields blank. 

5. Press Enter.   
a.  FLAIR will display the first seven records matching the search criteria; OR   
b.  If all fields are left blank on screen one, FLAIR will return the first seven outstanding 

records established during the current business day, in organization code order.  See 
section 212.14.1 TR59 Multiple Inquiry for additional information. 

 
TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Screen Two 
(with example data retrieved) 

 
 

6. In the X field next to the line to be updated, input U. 
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TR59 – Revolving Fund Disbursements Correction – Multiple Inquiry By Site – Screen Two 
(with example data input) 

 
 

7. Press Enter.  FLAIR will display the TR59 Revolving Fund Disbursements Correction 
Single Update by Site Screen One.  The ORIG-VOUCHER (including the line number) and 
AMOUNT fields are protected and cannot be changed using the update function. 

 
TR59 – Revolving Fund Disbursements Correction – Single Update By Site – Screen One 
(with example data retrieved) 

 
 
To update the transaction: 

8. a.  Input missing data into blank fields, or type over existing data; OR 
b.  In the DEL field, input D to delete the entire transaction. 
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TR59 – Revolving Fund Disbursements Correction – Single Update By Site – Screen One 
(with example data input) 

 
 

9. Press Enter.   
a.  FLAIR will display the TR59 Revolving Fund Disbursements Corrections Multiple 

Inquiry by Site Screen Two with the updated information; OR 
b.  If the entry is deleted, the next seven available transactions will display. 

 
If additional records are to be updated, the user must first perform an inquiry, and then follow the 
steps above. 
 
 

212.16 TR57 Overpayments 
 
If an agency receives funds in error or an overpayment, the agency will issued a refund.  Refund 
transactions are not expenditures.  Rather, they are disbursements of revenue received and 
deposited in error. 
 
When the monies received benefit the general revenue fund, the refund is made through a specific 
FLAIR account code assigned to DFS.  Because the general revenue fund is maintained by DFS, the 
non-operating budget authority for refunds is appropriated to DFS.  The TR57 allows agencies to 
request a refund from the general revenue fund maintained by DFS.  The TR57 is for the refund of 
funds deposited in the current year only.  For refunds of funds deposited in a prior year, contact 
DFS Bureau of Financial Reporting for assistance. 
 
 

212.17 TR57 Input 
 
Users can input a single transaction using a TR57S.  There is only one screen for input with the 
TR57S, and all codes necessary to complete the transaction. 
 
To input a TR57, the user must have U (Update) security access to the function code DB 
(Disbursements).  Users can access this function from any FLAIR input screen or the Disbursements 
Mini Menu using the TYPE field. 
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To access the TR57 from the Disbursements Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 57. 
2. In the SEL field, input S for single input.  

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR57 Overpayments Single Input Request Screen. 
 
TR57 – Overpayments – Single Input – Request - Screen One (with example data retrieved) 
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212.17.1 TR57 Single Input 
 

The TR57 consists of one screen and allows the user to input or view all data codes necessary to 
complete the transaction. 
 
To access the TR57 Overpayments Single Input Request screen from the Disbursements Mini Menu 
or any FLAIR input screen: 

1. In the TYPE field, input 57. 
2. In the SEL field, input S. 

 
Disbursements Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR57 Overpayments Single Input Request Screen 
One. 

 
TR57 – Overpayments – Single Input – Request - Screen One  (with example data retrieved) 
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TR57 Overpayments Single Input Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 
Required.  L1 is protected.  Defaults to 
zeros if left blank.  (9N) 

OBJECT Object Code 
Protected.  Object code 860000 will 
display.  (6N) 

DESCRIPTION Description Optional.  (16A/N) 

ORIGINAL 
DEPOSIT ACCOUNT 

CODE 

Original Deposit Account 
Code 

Required.  First two digits are protected.  
Must be a valid account on the Account 
Description File.  (29N) 

AMOUNT Amount 
Required.    Must be a positive amount.  
Cannot equal $0.00.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 

Required.  If using vendor number with 
prefix of F, S, N, or E.  See section 111 
Vendor Files. 

If establishing as an inter-agency JT.  Must 
input 21-digit account code (OLO-GF-
SF-FID-BE-IBI).   

 
Optional.  If using BF-ORG, BF-EO, and 
BF-OB fields.  (21A/N) 

TRN-DT Transaction Date 
Required.  Valid input: 00000000, current 
date, or date prior to current date.  If date is 
input, must be in MMDDYYYY format.  (8N) 

G Grouping Character 
Optional.  Used to group transactions 
together on a voucher.  (1A/N) 

VOUCHER-NO Voucher Number 

Optional.  If blank, FLAIR will automatically 
assign voucher numbers during overnight 
processing.  If a voucher number is 
assigned by the agency, first character must 
be alphabetic.  (6A/N) 

LINE Line Number 
Optional.  Only used if VOUCH-NO field is 
input.  (4N) 

GL General Ledger Code Protected.  Defaults to 71100.  (5N) 

BF-ORG Benefitting Organization 

Required.  If BF-EO and BF-OB fields are 
input. 
 
Optional.  May be used when refund is 
processed to a FLAIR account.  (11N) 

EO 
Benefitting Expansion 

Option 

Required.  If BF-ORG and BF-OB fields are 
input. 
 
Optional.  May be used when refund is 
processed to a FLAIR account.  (2A/N) 

BF-OB Benefitting Object Code 

Required.  If BF-CAT field is input. 
 
Optional.  May be used when refund is 
processed to a FLAIR account.  (6N) 
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Field Description Required/Optional/Special Instructions 

BF-CAT 
Benefitting Appropriation 

Category 

Required.  If BF-OB field is input. 
 
Optional.  May be used when refund is 
processed to a FLAIR account.  (6N) 

BF-YR Benefitting Year 
Optional.  May be used when refund is 
processed to a FLAIR account.  If no year is 
input, defaults to 00.  (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 transaction.  If 
object code = 75XXXX, a grant and/or 
contract number is required.  (5A/N) 

OTHER-DOC Other Document Number 
Optional.  For agency use to create an audit 
trail.  (9A/N) 

OLO 
Operating Level 

Organization 
Protected.  These fields together make up 
the DFS FLAIR account code from which 
the refund will be issued.  (31N) 
 
Required.  The last two digits of the 
appropriations category must be input by 
the user.  Valid input: 
20 – Refund of State Revenues 
30 – Refund of Non-State Revenues  (2N) 

GF GAAFR Fund 

SF State Fund 

FID Fund Identifier 

BE Budget Entity 

IBI Internal Budget Indicator 

CAT Appropriations Category 

YR Year 

 
4. In the L2 L3 L4 L5 fields, input the Organization Code. 
5. In the ORIGINAL DEPOSIT ACCOUNT CODE field, input the FLAIR account code to 

which the funds were originally posted. 
6. In the AMOUNT field, input the amount of the refund. 
7. In the VENDOR-ID field, input the vendor number, or use the benefitting fields if 

applicable. 
8. In the TRN-DT field, input the transaction date. 
9. In the CAT field, input 20 or 30 as the last two digits of the category. 
10. Input any other optional information to complete the transaction. 
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TR57 – Overpayments – Single Input – Request – Screen One (with example data input)

 
 
The TYPE and SEL fields are available to request a different function.  See section 105.6.4 TYPE 
and SEL fields for details.  The program function (PF) keys on the bottom of screen may also be 
pressed to access the FLAIR main menu or other functions noted on the line.  See section 105.6.1 
FLAIR Program Function Keys for details. 
 

11. Press Enter.  The TR57 will be recorded on the Daily Input File.  See section 212.20.5 
TR57 FLAIR Accounting Entries for details.  FLAIR will return the user to the TR57 
Overpayments Single Input Request Screen One.  The AMOUNT, VENDOR, TRN-DT, BF-
OB, and BF-CAT/YR fields will be blank. 

 
 

212.18 TR57 Inquiry 
 

Users can inquire into single overpayment refund transactions using a TR57I.  This function is only 
available the same day the transaction is input, prior to nightly processing.  Only transactions 
within the user’s organization level and site will be displayed. 
 
 

212.18.1 TR57 Single Inquiry 
 

Single inquiry allows the user to view the transaction on the Daily Input File.  All fields are 
protected and may not be updated while in inquiry view. 
 
To access the TR57 Overpayments Single Inquiry Request screen from the Disbursements Mini 
Menu or any FLAIR input screen: 

1. In the TYPE field, input 57. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR57 Overpayments Single Inquiry Request Screen 
One.  

 
TR57 – Overpayments – Single Inquiry – Request - Screen One (with example data retrieved) 

 
 
TR57 Overpayments Single Inquiry Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

L1 L2 L3 L4 L5 Organization Code 

Optional.  L1 is protected.  User may input 
one or more levels to narrow search 
criteria.  If spaces are left in a level, search 
results will be returned based on a match 
to the highest level input before the space.  
(9N) 



 

  FLAIR PROCEDU RE S  MAN U AL |  Ex pendi tures  

Revised 2024 | Page 537 of 547 
 

Field Description Required/Optional/Special Instructions 

ORIGINAL 
DEPOSIT ACCOUNT 

CODE 

Original Deposit Account 
Code 

Optional.  First two digits are protected.  
Must be input left to right with at least GF, 
SF, FID, and BE fields input.  If used and IBI 
field is blank, IBI will default to 00.  Only 
transactions matching the search criteria 
will be retrieved.  (29N) 

VENDOR-ID 
Vendor Identification 

Number 

Optional.  Vendor number must start with 
E, F, S, N or 0-9.  Sequence required if 
vendor number begins with F, S, or N.  
(21A/N) 

BF-ORG 
Benefitting Organization 

Code 
Optional.  If used, VENDOR-ID field must 
be blank.  (11N) 

BF-EO 
Benefitting Expansion 

Option 
Optional.  If used, BF-ORG field must be 
used.  (2A/N) 

VOUCH-NO Voucher Number Optional.  (7A/N) 

LINE Voucher Line Number 

Optional.  If used, VOUCH-NO field must be 
used.  FLAIR will return the line 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 the fields to narrow the search criteria; OR 

b.  Leave all fields blank. 
 
TR57 – Overpayments – Single Inquiry – Request – Screen One (with L2-L5 input as search 
criteria)

 
 

5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 

established during the current business day in organization code order.   
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TR57 – Overpayments – Single Inquiry - Screen Two (with example data retrieved)

 
 

***All data on this screen is protected and cannot be changed.   
 

To view additional records matching the search criteria, press F8.  When all records have been 
viewed, FLAIR will display the message “017 – END OF SEARCH.” 
 

If no records match the search criteria, FLAIR will display the message “058 – NO RECORD 
FOUND.”  Transactions that have been deleted using the update screen will not display. 
 
 

212.19 TR57 Update 
 

The TR57 update transaction should be used to make changes or corrections to transactions input 
into the system using a TR57S during the current business day.  The original entry is retrieved from 
the Daily Input File and the correct data is input.  This updates the Daily Input File and the correct 
information will be recorded during nightly processing. 
 
Before making an update to a record, the user must first perform an inquiry.  From the inquiry 
screen, the user may access the update screen. 
 
 

212.19.1 TR57 Single Inquiry Update 
 

Users may need to update one or more fields on a TR57.  This can be done by first retrieving the 
record from the Daily Input File through an inquiry transaction. 
 
To update a TR57 using the single inquiry option, from the Disbursements Mini Menu or any FLAIR 
input screen: 

1. In the TYPE field, input 57. 
2. In the SEL field, input I. 
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Disbursements Mini Menu (with example data input) 

 
 

3. Press Enter.  FLAIR will display the TR57 Overpayments Single Inquiry Request Screen 
One. 

 
TR57 – Overpayments – Single Inquiry – Request - Screen One (with example data retrieved) 

 
 

4. a.  Input one or a combination of the fields to narrow the search criteria; OR 
b.  Leave all fields blank. 
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TR57 – Overpayments – Single Inquiry – Request – Screen One (with L2-L5 input as search 
criteria)

 
 

5. Press Enter.   
a.  FLAIR will display the first record matching the search criteria; OR 
b.  If all fields are left blank on Screen One, FLAIR will return the first outstanding record 

established during the current business day, in organization code order.  See section 
212.18.1 TR57 Single Inquiry for additional information. 

 

TR57 – Overpayments – Single Inquiry – Screen Two (with example data retrieved) 

 
 

6. In SEL field of the record to be updated, input U. 
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TR57 – Overpayments – Single Inquiry – Screen Two (with example data input)

 
 

7. Press Enter.  FLAIR will display the TR57 Overpayments Single Update Request Screen 
One.  The user may now make changes to the unprotected fields. 

 
TR57 – Overpayments – Single Update – Request – Screen One (with example data retrieved)

 
 
TR57 Overpayments Single Update Request Screen One fields: 

Field Description Required/Optional/Special Instructions 

DEL Delete Optional.  (1A) 

L1 L2 L3 L4 L5 Organization Code Optional.  L1 is protected.  (11N) 

OBJECT Object Code Protected.  (6N) 

DESCRIPTION Description Optional.  (16A/N) 
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Field Description Required/Optional/Special Instructions 

ORIGINAL 
DEPOSIT ACCOUNT 

CODE 

Original Deposit Account 
Code 

Optional.  First two digits are protected.  
(27N) 

AMOUNT Encumbrance Line Amount Optional.  (10.2N) 

VENDOR-ID 
Vendor Identification 

Number 
Optional.  (21A/N) 

TRN-DT Transaction Date Optional.  (8N) 

G Grouping Character Optional.  (1A/N) 

VOUCHER-NO Voucher Number Optional.  (6A/N) 

LINE Line Number Optional.  (4N) 

GL General Ledger Code Protected.  (5N) 

BF-ORG 
Benefitting Organization 

Code 

Required.  If VENDOR-ID field is blank.   
 
Optional.  If FLAIR account code is input in 

the VENDOR-ID field. 
If BF-ORG is used, the vendor ID ≠ F, S, N, 

or E.  (11N) 

EO Expansion Option Optional.  (2A/N) 

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

BF-CAT/YR 
Benefitting Appropriation 

Category /Year 
Protected.  (8N) 

CNTRT Contract Number 

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

OTHER-DOC Other Document Number Optional.  (11A/N) 

OLO 
Operating Level 

Organization 
Required.  (6N) 

GF GAAFR Fund Protected.  (2N) 

SF State Fund Protected.  (1N) 

FID Fund Identifier Protected.  (6N) 

BE Budget Entity Optional.  (8N) 

IBI Internal Budget Indicator Optional.  (2N) 

CAT Category Optional. First four digits protected.  (6N) 

YR Year Protected.  (2N) 

 
To update the transaction: 

8. a.  Input missing data into blank fields, or type over existing data; OR 
b.  In the DEL field, input D to delete the entire transaction.  
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TR57 – Overpayments – Single Update – Request – Screen One (with example data input) 

 
 

9. Press Enter.  If the entry is deleted, FLAIR will display the next record meeting the 
inquiry search criteria.  If no further records are found, FLAIR will display the message 
“END OF SEARCH.”  Note: If additional records are to be updated, the user must first 
perform an inquiry, and then follow the steps above. 

 
 

212.20 Accounting Transactions Related to Expenditure Corrections 
 

Most transactions in FLAIR result in the recording of one or more accounting entries for the agency 
in both Departmental FLAIR and Central FLAIR.  Central FLAIR balances are maintained by DFS.  
The agency must reconcile Departmental FLAIR balances and ensure the accuracy of these entries 
for financial reporting. 
 
The accounting entries for Departmental FLAIR for each expenditure correction type transaction 
are included in this section. 
 

212.20.1 TR51 FLAIR Accounting Entries 
 

TR51s are used to transfer funds or the record of a cash disbursement from one FLAIR account 
code to another via JT.  The entries for the TR51 JT are recorded as debits to an expenditure 
account and credits to a cash account.   
 

Disbursement: 

SF GL Code Description DR CR I/A 

 7**** Expenditures X  I 

1 13100             Unexpended GR Release  or  X A 

2, 3 12200             Released Cash in State Treasury  or  X A 

8 11200             Cash in Bank  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 
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If a correction is made using a negative amount (credit), the accounting entry would be recorded as 
a credit memo.  This would increase the expenditure budget and cash, which may be used for other 
agency spending needs. 

 
Credit memo: 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release  or X  A 

2, 3 12200 Released Cash in State Treasury  or X  A 

8 11200 Cash in Bank X  A 

 7****           Expenditures  X I 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
The GL code for expenditures (7****) may be input by the user or retrieved from the Expansion Set 
File.  To record an increase in expenditures, the user should input a positive amount which will be 
input as a debit to the 7**** account.  To record a credit memo, the user should input a negative 
amount which will be input as a credit to the 7**** account. 
 
When unencumbered disbursements are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A +/-amount +/-amount 

Fund Release +/-amount +/-amount N/A 

Organization Cash N/A +/-amount +/-amount 

Organization 
Allotment 

+/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 

 
Note: Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, 
and/or project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the grant, contract, and/or 

project fields are input. 
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212.20.2 TR58 FLAIR Accounting Entries 
 

This transaction is used to reverse disbursement transactions and re-input correct disbursement 
transactions that do not need to generate a voucher.  The TR58 may also be used to restore funds in 
an account when the warrant is cancelled or a voucher is deleted. To reverse a disbursement: 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release  or X  A 

2, 3 12200 Released Cash in State Treasury  or X  A 

8 11200 Cash in Bank X  A 

 7****           Expenditures  X I 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
To record a correct disbursement: 

SF GL Code Description DR CR I/A 

 7***** Expenditures X  I 

1 13100           Unexpended GR Release  or  X A 

2, 3 12200           Released Cash in State Treasury  or  X A 

8 11200           Cash in Bank  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
The GL code for expenditures (7****) may be input by the user or retrieved from the Expansion Set 
File.  To record a decrease in expenditures (reverse a disbursement), the user should input a 
negative amount that will be input as a credit to the 7**** account.  To record an increase in 
expenditures (record the correct disbursement), the user should input a positive amount which will 
be input as a debit to the 7**** account. 
 
When disbursement corrections are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A +/-amount +/-amount 

Fund Release +/-amount +/-amount N/A 

Organization Cash N/A +/-amount +/-amount 

Organization 
Allotment 

+/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 

 
Note: Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, 
and/or project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the grant, contract, and/or 
project fields are input. 
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212.20.3 TR99 FLAIR Accounting Entries 
 

TR99s are automated and record the offsetting side of the receipt of funds from other funds for a 
transaction.  This may be for receipt of revenue or receipt of expense refunds.  The state fund and 
benefitting object code used in the transaction determine the accounting entries that are recorded. 
 
Revenue receipt (BF-OBJ = revenue object code): 

SF GL Code Description DR CR I/A 

1 54600 Collections – State GR  or X  A 

2, 3 12100 Unreleased Cash in State Treasury  or X  A 

8 11200 Cash in Bank X  A 

 6****           Revenue/Receipts  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
Expense refund receipt (BF-OBJ = expenditure object code): 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release  or X  A 

2, 3 12200 Released Cash in State Treasury  or X  A 

8 11200 Cash in Bank X  A 

 7****           Expenditures  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
When automated JT receipts are recorded, the Available Balance File is updated as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A +/-amount +/-amount 

Fund Release* +/-amount +/-amount N/A 

Organization Cash N/A +/-amount +/-amount 

Organization Allotment* +/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 
* These balances are affected when expenditure object code is used in BF-OBJ only.  Revenue object codes do not affect 
balances. 

 
Note: Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, 
and/or project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the grant, contract, and/or 
project fields are input. 
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212.20.4 TR59 FLAIR Accounting Entries 
 

The TR59 is used to delete revolving fund disbursements and credits from the Revolving Fund File 
(7S) and the GL accounts.  To delete a disbursement, a positive amount is input with the 
transaction.  To delete a credit, a negative amount is input with the transaction.  During nightly 
processing, accounting entries will be recorded for the operating fund and the revolving fund. 
Operating fund entries when a disbursement is deleted using a positive amount: 

SF GL Code Description DR CR I/A 

1 13100 Unexpended GR Release  or X  A 

2, 3 12200 Released Cash in State Treasury  or X  A 

8 11200 Cash in Bank X  A 

 7****           Expenditures  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
Revolving fund entries when a disbursement is deleted using a positive amount: 

SF GL Code Description DR CR I/A 

8 11200 Cash in Bank X  A 

8 16800           Due from SF – Revolving Fund  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input;  
SF = State Fund. 

 
Operating fund entries when a credit is deleted using a negative amount: 

SF GL Code Description DR CR I/A 

 7**** Expenditures X  A 

1 13100           Unexpended GR Release  or  X A 

2, 3 12200           Released Cash in State Treasury  or  X A 

8 11200           Cash in Bank  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; GR = General Revenue;  
I = User Input; SF = State Fund. 

 
Revolving fund entries when a credit is deleted using a negative amount: 

SF GL Code Description DR CR I/A 

8 16800 Due from SF – Revolving Fund X  A 

8 11200           Cash in Bank  X A 

A = FLAIR Automated; CR = Credit Record; DR = Debit Record; GL = General Ledger; I = User Input;  
SF = State Fund. 
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When revolving fund disbursement corrections are recorded, the Available Balance File is updated 
for the operating fund as follows: 

Indicators State Fund = 1 State Fund = 2, 3 State Fund = 8 

Fund Cash N/A* +/-amount +/-amount 

Fund Release +/-amount +/-amount N/A* 

Organization Cash N/A* +/-amount +/-amount 

Organization Allotment +/-amount +/-amount +/-amount 

+/- = Increase/Decrease; N/A = Not applicable. 

 
Note: Grant fund cash, contract fund cash, project fund cash, grant allotment, contract allotment, 
and/or project allotment available balance records will also be updated (same as fund cash and 
organization allotment above).  This update will take place only if the grant, contract, and/or 
project fields were input with the original revolving fund disbursement transaction. 
 
When revolving fund disbursement corrections are recorded, the Available Balance File is updated 
for the revolving fund as follows: 

Indicators State Fund = 8 

Fund Cash +/-amount 

Organization Cash +/-amount 

+/- = Increase/Decrease. 

 

212.20.5 TR57 FLAIR Accounting Entries 
 

The TR57 does not generate any accounting entries in departmental FLAIR, unless an agency 
processes the TR57 with a benefitting JT using the BF-ORG, BF-EO, and BF-OBJ fields, and leaving 
the VENDOR-ID field blank.  If this type of transfer is made, then a TR99 (Automated JT Receipt) 
will automatically be generated.  The TR57 does not appear on an agency’s Detail File or Master 
File, but does reduce the revenues recorded in the agency’s Trial Balance Report.  Only the revenue 
GL where the revenue was originally recorded will be affected. 
 
The TR57 has no effect on the available balance file, unless an automated JT Receipt (TR99) is 
generated.  See section 212.20.3 TR99 FLAIR Accounting Entries for accounting and balance 
information if a benefitting JT is included with the TR57. 
 


