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600 Revenue

As partofthe3 OAOA 1T £ &1 1 OEAA8O AAAT O1 OET ¢ AUAI Ah OAOGAT O
expenditures necessary for the continued operation ddtate programs and projects.

Revenuein an increaseto governmental assets as a result of the claim to receive fees and taxe

providing services, or the decreasingof a liability. Revenue d@snot increase liabilities or

represent the recovery of expenditures.Revenue occus when anagency hasearnedd AT Al 1T O1 O
that is measurableand available to spend withinan accountingperiod.

In governmental accountingtwo types of revenuesare recognized
1 Exchange transaction revenueg When goods, servicesr cash are exchanged for goods,
services or cash of equal value.
1 Non-exchange transaction revenueg An exchange in which equal value is not received or
given. There are four categods of norrexchange transactions:
- Derived revenuesz Taxes that are self assessed on transactions. For example, sales
tax and income tax are derived revenues.
Imposed transactionsz Taxes that are not based on a transaction. Examples include
property taxes, fines, or assessments.
Government mandated transactiong Transactions in which one level of government
gives funds to another level of government to use for a sped@fi purpose. Tlese are
recorded as revenue only when all requirements to be eligible for the funds are met.
Voluntary transactions z Transactions in which parties willingly provide money toa
government agency. Examples include donations or unrestricted grants. These are
considered revenueswhen the eligibility requirements are met.

The Office of Economi@nd Demographic Research (EDR} the research arm of the Legislature.
The EDR is reponsible for:
9 Forecasing economic and social trends that affect policy makip revenue, and
appropriations;
1 Publishing forecasts and makng them available to the Legislature, tate agencies, research
organizations, univesities, and the generapublic; and
1 Estimating revenues for General Revenue amskverallarge trust funds.
- For additional information, visit the EDR website ahttp.//edr.state.fl.us/Content .

Theseestimates are used by the Legislate to develop the annual General Appropriations Act
(GAA). See sectiorl07.1 State Budget Proces®r additional information.

Agenciesmust estimate revenuesfor most trust funds and input the estimates into FLAIR
Estimates are:
1 Input by category;
9 Input using a TR2%1 and
1 Used as a budgeting and monitoring tool, astual revenue received can be compared with
estimated revenue for each category

While revenue represents monies earnedgeceipts are monies collected. Receipts come in various
forms, such as cash, checksy, electronic payments. Funds are usually deposited to tHgtate
Treasury Concentration Account, a consolidated account serving all state agenc@sto a local
fund, any account other than the State Treasury Concentratiorcéount. Accounts receivable
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representamounts owed due to goods or services having been provideor for taxes a fees
assessed Both receipts and receivables are recorded as revenue.

This chapter provides agency users with information to perform the ftlowing functions:
Record receipts

Record accounts receivable

Transfer funds betweenrevenue accounts

Record revenuecorrections; and

Understand Treasury processing

= =a =4 -4 4

In order to record revenue transactions in FLAIRoroperly, agencies must:

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

1 Record revenues with theappropriate FLAIR transaction codes
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600.1 Revenue Flow Chart

Financial Event
results in
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Mo Yes
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Accounts Deposit is
Feceivable entry made at the
TRS0 S receipt is
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to collect deposits

revenue

E
Treasury sends file of
all verified deposits to
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601 CFO and Agency Requirements

Article 1V, Section 4(c) of the Const© OOET 1T 1T £ OEA 3 OA QdkOlbhall sée hsOE A A
the Chief Fiscal Officer of thet&te, and shall settle and approve accounts against ti8ate, and shall
keep all state funds and securitie® @he powers and duties of the CFO are set forth ahapter 17,

F.S.

The Department of Financial ServicefDFS)is the agency through which the CFO carries out
his/her duties, as establishedn section20.121, F.S.Per this statute, the CFO is also known as the
Treasurer for the State of Florida.

The Division of Accounting andAuditing and the Division of Treasury work with state agencies to
ensure that revenue is recorded and processed properly.

In order to meet the GO8 €dnstitutional and statutory duties, state agencies are requiredo use
FLAIR ta
1 Record revenuesand depositsaccurately andin atimely manner;
1 Manageand investcash effectively
1 Comply with the Cash Maagementimprovement Act (CMIA), and
1 Establisheffective internal controls (see section103 Internal Controls br additional
information) .

601.1 Authority

The Florida Statutesauthorize and govern the use of FLAIRPrior to accepting and processing
receipts or recording revenue, the CFO and state agencies must follow statutory guidelines
approved by the Florida Legislature and signed into law by the GovernofThe following list
includes Florida Statutes related @ revenue transactions (the list does not includall statutes that
contain agencyspecific authority):

1 Sectionl7.001, F.S.establishes theCFOasthe chief fiscal officer of theState who is
responsible forsettling and approving accounts against th&ate and keeping all state funds
and securities.

1 Sectionl7.57, F.S provides permission for the deposit and investment of state moneyn
qualified public depositories or other qualified investment vehicles

1 Sectionl7.58, F.S.authorizes deposit of public money outside the State Treasurin a
qualified public depository for clearing andrevolving funds.

1 Section20.121, F.S.establishesDFSand its divisions, induding the Division of Accounting
and Auditing and the Division of Treasury

1 Section116.01, F.S.requiresagencies todeposit public funds into the Treasuryin a timely
manner.

1 Section215.26, F.S.allows for the refund of funds paid into the State Treasunas an over
payment orin error.

1 Section215.31, F.Sequires all revenue bepromptly deposited in the State Treasury and
credited to the appropriate fund.

1 Section215.32, F.S designates that all moneys be deposited in the State Treasury and
accounted for by the CFO as one of the followirignds: general revenue,trust, or budget
stabilization.

1 Section215.322, F.S.encourages state agencies tacceptfunds through the useof credit
cards, debit cards, oelectronic transfers.

O0O0A
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1 Section215.86, F.S directs agencies and the Judicialf@nch to establish and maintain
management systems and controls that promote compliance; economic, efficient, and
effective operations; reliability of records and reports; and safeguarding of assets.
Section216.271, F.S.authorizesthe CFQo approve and oversegevolving funds.
Section216.275, F.S.authorizesthe CFQto approve and overseelearing accounts.
Chapter280, F.S.establishes the gcurity rules for public depositsand gives the CFO
rulemaking authority for public deposits.
Section381.0021, F.S.allows the Department of Health to esablish client welfare accounts.
Section 402.18, F.S.allows the Department of Children and Family Serges to establsh
welfare trust funds, and dictates how those funds are to be administered
1 Section985.692, F.S requires the Department of Juvenile Justic® establishajuvenile
welfare trust fund.

= =4 =9

=A =4

601.2 Revenue Related Functions

Multiple transactions in FLAIR record revenue and cash receipts. Several factors are used to
determine when each transaction is appropriate, including if the agency:is
1 Recording revenue eared, receipt of revenue, or both;
1 Recordingareceipt where anaccounts receivable has already been established
1 Recording funds deposited to the State Treasy Concentration Account or a local fund
and/or
1 Recording funds received vigournal transfer (JT).

In order to accessevenue or receipt transactions inFLAIR users must have:
1 1 (Inquiry) security access to view transactions or data related toevenue transactions;
and/or
1 U (Update) security access to process transactions.

The following list of revenue-related FLAIR functions can be accesddrom the Main Accounting
Menu,specific mini menus, or any FLAIR input screen.

Revenuerelated Functions on the FLAIR Main Accounting Menu

MNMU 05/07/2013 12:00:56
MENU

SEC FC DESCRIPTION SEC FC DESCRIPTION SEC FC DESCRIPTION

I__AB AVAILABLE BAL. U AD ACCOUNT DESC U AP ACCTS PAYABLE
U__BC BUDGET CONTROL U__CD_PURCHASING CARD

U CF REQ FOR CERT
U DB DISBURSEMENTS U DM DIR/MANAGER FILE U EN ENCB & ENCB CHG

U EX EXPANSION U FA FA - ACCOUNTING U FC FA - CUSTODIAL

U GA GEN ACCOUNTING U__GI _GRANT INFO U PE PERIOD END

U PJ PROJECT INFO U_RC__AR CUSTOMER U__RP__IMMEDIATE REPORTS
U RP RECURRING REPORTS
U TG TITLE - GRANTS U TI TITLE - GENERAL U TJ TITLE - PROJECTS
U TP TITLE - PROPERTY U VE VENDOR-EMPLOYEE U VP VOUCHER PRINT

A VS VENDOR-STATEWIDE

TYPE: SEL:

Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8~--PF9---PF10--PF11--PF12---
CONT DAC
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Information related to each of the functions denoted on the Main Mens referenced in the table
below.

Revenuerelated functions on the FLAIR Main Asbunting Menu:

Sle Description Additional Information
Code

Accountsreceivabletransactions ( see section 606
Accounts Receivable

AR Available Receivable] TR90z Accounts Receivable

TR917z Memo Accounts Receivable

TR9Sz Accounts Receivabl&ubsidiary Ledger

Cash receipts processing and reportingsee section 6@
Cash Receipts UtilitFunction).

Treasury Receipt Processing

Treasury Receipt Detail Inquiry

Clear the Clearing Fund Processing

Receipts Reporting

Cash eceipts transactions &ee section 603 Cash Receipt;
and Receipts Processing

TR30z Direct Deposit Receipts

TR31z Clearing Fund Receipts

TR32z Revolving Fund Reimbursements

TR33z Direct Deposit Receivables Receipts

TR34z ClearingFund Receivables Receipts

TR96Z7 JT Receipts

TR977 JT Receivables Receipts

TR3Sz Cash Receipts & Clearing Fund File

Accounts Receivable See sectiorl11.3 Accounts Receivable Customéfile for

CP Cash Receipts Utility,

CR Cash Receipts

RC Customer File | additional information.
Revenue to evenue transfers( see section609 Revenue
Transfers Function) -
Revenue toRevenue RVz Add Revenue Correction/_ReaIIocation' _
TF RSz Browse Revenue Correction Reallocation (sending)

TIFEIEEE RQz Revenue Correction/Reallocation Report Request

RRz Browse Revenue Correction/Reallocation (receiving)
RCz Receipts Report Request

Although the table above lists functions that are related teevenuetransactions, each agency has
specific policiesdetermining who hasaccesgo what function based on specific job dutiesNot all
positions will have access ¢ all functions. Please seg¢he Access Control Custodian foadditional
information related to specific FLAIRfunctions not displayed onthe Main Accounting Menu.
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602 Revenue Processing

Agencies currently use various methods for processing revenue and receipt transactions. This
section provides in detail, methods of revenuecollection and how revenue should be processed
pursuant to state laws, rulesand memorandums.

The following items will be discussed in detail in this section:
91 Definition s of revenue andeceipts
1 Deposit types
I TheState Treasury Concentration Account
9 Collection and deposit authority

602.1 Revenue and Receipts

It is important to understand the difference between revenue and receipts in order to account for
each properly. Revenueis money that is legally due Receiptsare monies that have been collected.
In governmental accounting, the majority of receipts araccounted for as revenues.

As stated previously, revenue is derived from various sources in governmental accounting:

1 Taxes

1 Fees

9 Licenses
1 Grants

9 Donations

These funds must be recorded uporeceipt andverified by the Treasury within FLAIR, the SA OA 8 O
accounting system.Per sction 116.01, F.S funds collected must bedepositedno later than seven
working days from the end of the week in which the funds were received. Secti@g5.31, F.S.

further states that the revenue should be credited promptly to the appropriate fund.

602.2 Authority

Florida Security for Public Deposits Act
The Florida Security for Public Deposits Act ensures thahg bank that holdspublic deposits must

be financially sound and have collateral with the CFO of the State of FloridSeeRule Chapter69G
2, F.A.C. regardingrocedures foradministering the Florida Security for Public Deposits Act

Where Do We Make Deposits?
Receipts must be deposited in th&tate Treasury Conentration Account or into alocal bank
account.

The State Treasury Concentration Accountalso referred to as the State Concentration Account or
Concentration Accounj is the designated commercial bank ecount at the financial institution

(bank) for the Sate of Florida. All state agencies deposit money to thesamefinancial institution ,

Pl 11 ET ¢ Oandy faBgieaté éfficiéncyl and cost savingsConcentrating the funds of all
agencies allows the CFO to invest excess cash for a higher rateetfrn. Each aency is assigned a
sub-account within the concentration accountso that its money can be tracked separately from that
of other agencies.
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State Concentration Account Examplésach agency reresents a subaccouny):

DFS #18B DOS #1C

DVA #1D DOH #1E

Account #1

DOC#1F DOE #1G OLA #1H

DFS = Department of Financial Services; DLA = Department of Legal Affairs;
DOC = Department of Corrections; DOE = Department of Education;
DOH = Department of Health; DOS = Department of State;
DOT = Department of Transportation; DVA = Department of V& OAT 08 | ££AE 008

Localbank accountsare accounts at other financial institutions in the state also known adearing
funds, revolving funds, orlocal unds. These accounts are managed bgencies and reported using
astate fund type of 8 (SF = 8.

I Section216.271, F.S., authorizes the CFO to approve and overseeolving funds.

9 Section216.275, F.S., authorizes the CFO approve and overseelearing accounts.
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602.3The Deposit Process

Deposits have specific processing flavs based on the type of receipt The types of receipts and their
processing flows aredetermined by Florida Statutes Florida Administrative Codes, Treasury
procedures, and agency proceduresAlthough each gencyhasits own specific procedures for
handling receipts, these procedures should be strictly followed to ensure internal controls are in
place and effective.

602.3.1 Types of Receipts
Agencies receive revenue in the form of deposits. Depending on what is received, deposits may be
classified as ovetthe-counter, electronic,or other. Each of these methods must follow specific
procedures pursuant to Florida Statutes/Administrative CodesFederal Laws/Regulations, and

CFO/AA Memorandums.

Types ofdeposits:

Over-the-Counter Electronic Other

Automated Clearinghouse Transfers

Cash (ACH) Lockbox
Checks FED wires/Wire Transfers Remote Deposits
# AOEEAOGBO Electronic FundsTransfer (EFT)  |Clearing Accounts/Funds

4 OAOAIT A OB8 O|Debit/Credit Cards (internet and phone) Journal Transfers (JTs)

Money Orders

Credit Cards (Pointof-Sale)

602.32 Over-the-Counter Deposits

Payment is received by mail or irperson, at a physical location where business transactions are
conducted. These may bdirect deposits, where revenue is recorded when funds are received, or
receivablereceipts, where revenue was previouslyecorded and payment is applied to, or adjusts, a
receivable balance The deposts are made either through preprinted agency deposit slips or bank
counter deposit slips.
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The following flowchart depicts over-the-counter deposit processing:
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Over-the-counter deposit processing steps

1.

Receive monies

a. Check cash for counterfeits.

b. Attach any documentation received to assist in identification of receipt.
Record receipt either manual or electronically.

a. Restrictive endorse checks at time afeceipt.

b. Maintain areceipt log identifying source(cash, check, credit card

¢. Maintain a record of transferring the receipts from one person to another.
Prepare deposits and take them to the bank.

a. Prepare a tape of receipts (adding machine or computer).

b. Validate totals with receipt log.

c. Maintain deposits under lock and key until deposited.

d. Prepare all deposit items to be submitted to bank.

Deposit receipts.

a. Usealocking/sealed bank bag for deposits and related items.

b. Courier/staff should return validated deposit slips for documentation.

Enter deposit data in FLAIR using the gpopriate FLAIR transaction as listed in the
CashReceiptsMini Menu; mark it with a T (transferred) status on the Cash Receipts
Utility ( CP function.

The Treasury will reconcile the deposit recorded by thagencyto the deposit
recorded bythe bank and mark it with aV (verified) status.

After 4:00 p.m.each day, the Treasury sends an electronic file of all verified deposits
to DFS for posting to Central FLAIR.

Once the Verified Deposits File posts to Central FLAIR, the depesite available for
use by an gency. Prior to reconciliation by the Treasury and the recording of the
accounting entries for the deposit, the deposit will not be available for use tan
agency.

602.33 Electronic Deposits

Electronic deposits are transfers of funds between accounts by electronic means rather than paper
based paynent methods as defined bythe Code of Federal Regulationgitle 12, section205.3(b).

An agency receives notice ofin electronictransaction after it has been credited to thebank account
The agency must then record the deposit in FLAIR.

The Treasury has atatewide ePayments contract that agencies can utilize to collect funds either by
credit card or ACH (eCheck). State entities that collect money by electronic processee required

to file an annual report of payment activity and costs with the CFO providing information required
by section215.322, F.S., an®ule Chapter69CG4, F.A.C.

1

Credit Card/Debit Cardz These can be poinbf-sale, whereacard is physically swipedor an

engraving machineis used over the phone, by mail remittance, or online @b payments.

These can be ovethe-counter or deposits that are transmitted via kankcard (Merchant

SAOOEAAO AT A EEO OEA 40AAOOOUBO AAAT O1T O OEA
ACHz A nationwide electronic funds transfer (EFT)network that enables participating

financial institutions to distribute electronic credit and debit entries to bank accounts and

to settle such entries. These are peauthorized transfers that are not in real time. Thgare
AOAAEOAA O OEA 40AAOO0OUBO AAAT O1T OltiseBEET A £EA
expensive to send ACH fundga transfer than through the Feleral Reserve Wire Network

(Fedwire).
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1 Fedwire/Wire Transfer z An electronic movement/transfer of funds through he Federal
Reserve Wire Networkor the Interbank Payments System. These are credited to the
4 O A A O O O UtdnGealAirAelandCate referred to as wire transfers or wes.

1 Electronic Funds Transfer (EFTY A transfer of funds between accounts by electronic
means rather than paperbased payment methods (e.gelectronic terminal, telephone,
computer, automated teler machine [ATM], or magnetic tape).

1 Electronic Check Conversions (eCheckg)Electronic payments where the payment is
authorized to be automatically debited from a checking account.

The following flowchart depicts electronic deposit processing

/ /

Financial Event

v

Electronic Deposit to
State Concentration

Account
Yes denm)’/; » No
nown ¢
L 2

Identified as belonging

to agency sub-account A 4

Funds placed in
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/

gppllcatnon nightly /
\ 4
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for additional
information Agency
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Prepare for
FLAIR input
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e Inform
4 ¥ Treasury
Yes No
Agency
» finished
“T" to Treasury verifies and
Treasury posts to State Accounts
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Electronic deposit processing steps

1. Electronic receipts are deposited intdhe State Treasury Concentration Account
(Concentration Account).

2. The aency is notified that an electronic receipt has been deposited into the
Concentration Account.

3. Agencies enter the deposit and the related accounting entriés FLAIR and change the
status from P (pending) to T (transferred) .

4. The Treasury will reconcie the deposit recorded by the gency to the deposit per the
bank andchange the status to/ (verified).

5. After 4:00 p.m.each day, the Treasury sends an electronic file of all verified deptssto
DFS for posting to Central FLAIR.

6. Once the verified deposits file posts to Central FLAIR, the deposited funds are available
for use by theagency. Prior to the reconciliation by the Treasury and the recording of
the accounting entries for the depos, the deposit will not be available for use by the
agency.

602.34 Other Deposits

Some deposits are not ovethe-counter or electronic. These are considered other deposit types.

1 Lockboxz A service offered to companies that have deposits mailed tgoast office box.
The financial institution picks up the receipts dailyand is responsible for sorting, totaling,
recording, AT A AAPT OEOET ¢ OEA OAAAEDPOO OI OEA AT 1 PAT

1 Remote Depodi 7 Deposits that are transmitted electronically to the bank The check is
scanned and the digital image is presented to the bank electronicallyhis gives the @gency
the ability to deposit checks without having to deliver actual checks to the bank. A
permanent record of checks received and deposited is maintained. Deposits can be made
up until 10:00 p.m. This reduces trips to the bank, dbugh cash and checks that cannbie
read by the scanner will have to be taken to the bank to be deposited.

1 Clearing Account/Fundsz Funds deposited to a local Bnk andwhich must be transferred to
the State Treasury Concentration Account peule 69G-1.005, F.A.C.

1 Journal Transfers (J§) z Transfers that happen within the State Treasury Concentration
Account.
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603 Cash Receipts and Receipt Processing

State agencies collect money for many reasons, such as taxes and fees collected, grant awards, and
refunds. Monies received are required to be deposited into atcountat an approved financial
institution within seven working days from the end of the wed in which the funds were received,
according to sectionl16.01, F.S.In addition, the transaction must be recorded in FLAIR in a timely
manner, per section215.31, F.S.

Most of the monies collected by state agencies are classified as revenues. Fundsatsmbe
collected for expenditure refunds, deferred revenues, or other nenevenue type transactions

603.1 Receipt Transactions Overview

To record cash receipttransactions in FLAIR, users must havd (Update) security clearance to
access the appropriate transaction types. When processiogsh receiptsthere are several
transaction types available through the Cash Receipt Mini MenCR. Theuser should be familiar
with the transactions on this mini menu.

To access th&€Cash Receiptdini Menu from any FLAIR input screen:
1. Inthe TYPEfield, input CR

FLAIR Main Accounting Mengwith example datainput)

MNMU 05/28/2014 09:28:33
MENU

SEC FC DESCRIPTION SEC FC DESCRIPTION SEC FC DESCRIPTION

AP ACCTS PAYABLE

CD PURCHASING CARD
CR__CASH RECEIPTS |

EN ENCB & ENCB CHG
FC FA - CUSTODIAL
PERIOD END

RP IMMEDIATE REPORTS
TF TRANSFERS

T3 TITLE - PROJECTS
VP VOUCHER PRINT

AD ACCOUNT DESC

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

RC AR CUSTOMER

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

AB AVAILABLE BAL.
AR ACCTS RECEIVABLE
CF REQ FOR CERT

DB DISBURSEMENTS

EX EXPANSION

GEN ACCOUNTING
PJ PROJECT INFO

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

cccccccicicc
)
m

PcCcccccccccH
o
>
(ool o { s | ol e { el g { o { o o
m
>

[ TYPE: CR JsEL:
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

CONT DAC

2. PressEnter. FLAIR will display the Cash Receipts Mini Menu.
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Cash Receipts Mini Menu
CRMU 05/28/14 10:04:56
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I

31 CLEARING FUND RECEIPTS A,S,M,I

32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M,I

34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I

96 JT RECEIPTS A,S,M,I

97 IJT RECEIVABLES RECEIPTS A,S,;M,I

3S CASH RECEIPTS & CLEARING FUND FILE M, I

SEL

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY

M MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY -

ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS
TYPE SEL

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MAIN RFRSH

Within the Cash Receiptlini Menu, users have access to the following transactions:

Transaction Type Description Available SEL (Selection) Options

Az Multiple Input
Sz Single Input

M z Multiple Inquiry
| z Single Inquiry

30 Direct DepositReceipts

31 Clearing Fund Receipts | A, S, M, |

Revolving Fund

3 Reimbursements A M
Direct Deposit

> Receivable Receipts A S, M I

34 Clearing Fund AS M I

ReceivableReceipts

96 Journal Transfer Receipts | A, S, M, |

Jurnal Transfer

= Receivables Receipts

A S, M I

Cash Receipt&

3S Clearing Fund File

M, |

Cash receipt transactions have up tfour selection options available for use:
Selection Type Description

A Multiple Input. Processes up to four lines of a transaction using the sam
document number with limited data codes displayed.

Single Input with Expanded Data Display. Processes one line of a

S transaction at a time. Theuser can view all codes retrieved from the
expansion files and all available optional fields.

Multiple Inquiry. The user can view up to four lines of a transaction
using the same document number.

Single Inquiry with Expanded Data Display. Theasers can view all
available data codes.
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Each transaction listed on the Cash Receipts Mini Menu serves a different purpose in FLAIR. Itis
important to understand how each transaction affects the accounting records in order to determine
which transaction to use. Each transaction will be described in detail chapter 600. This section,
603 Cash Receiptand Receipts Processingvill discuss TR30, TR96TR99 (not on the mini menu)
and TR3S in detalil.

603.2 TR30 Direct Deposit Receipts

The TR30 Diret Deposit Receipts transaction is used to record deposits made into the State
Treasury ConcentrationAccount, or to local bank accountsWhenfunds are deposited into the
State Treasury Concentration Account and an accounts receivable has not been establislieel
TR30records a credit in a revenuggeneral ledger(GL) and a debit in a casiGLwithin an operating
fund.

The TR30 record the recdpt of cash(debit) and revenue(credit) to the GLs within a local fund(SF
= 8) when the funds are deposited into a local accountSee sectior£06.1.2 TR30 Direct Deposit
Receipt (Local Fund Processingor additional information on use with local accouns. 1t may also
be used to make corrections or record expenditure refundsSee sectior610 Adjustments&
Corrections for additional details regarding corrections and expendiiture refundsThe TR30 is the
most commonly used receipt transaction.

When a TR0 is input, a record of the transaction is added to the Cash Receigt€learing Fund File
(3S). When a TR30 is recorded to a local fund (SF8) or has abookkeeping indicator (Bl) of N, the
transaction will only update the agency's accounting records. All other TR30 transactions will
update the agency's accounting records and be added to the Treasury Receipt System for further
processing. The deposit must be transferred to the Treasyffor verification and posting. The
deposit number used in the transaction should be taken from the Magnetic Ink Character
Recognition (MICR) line of the deposit slip taccommodatethe verification process. See sectios
607 Cash Receipt Utility Functiorand 608 Treasury for more details on Treasury Receipt
Processing

603.3 TR30 Input

Users can input a singlelirect deposit receiptstransaction using a TR0S, or multipledirect deposit
receipts transactions using a TROA. Single input allows thauser to view all data codes assoated
with the transaction (e.g., grant numberpther cost accumulator and external codes Multiple
transactions display limited datg but the user can input up tdour lines per page.

When recording a transaction with aTR30, the total amount of all lines cannot equal $1 billion or
more, or negative $1 billion or less. Receipts should be recorded to the organizational level at
which allotments are recorded.

To access the TBO from the Cash Receiptdini Menu or any FLAR input screen:
1. Inthe TYPEfield, input 30.
2. Inthe SELfield, input either A (for multiple input) or S(for single input).
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Cash Receipts Mini Menfwith example datainput)

CRMU 05/28/14 10:04:56
CASH RECEIPTS MINI MENU
TYPE SEL _OPTIONS
[30 DIRECT DEPOSIT RECEIPTS A,S,M,I|
31 CLEARING FUND RECEIPTS A,S,M, T
32 REVOLVING FUND REIMBURSEMENTS A,M
33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M, I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,S,M, T
97 JT RECEIVABLES RECEIPTS A,S,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M, I
SEL
A  MULTIPLE INPUT _
S SINGLE INPUT WITH EXPANDED DATA DISPLAY P
M MULTIPLE INQUIRY SEL Options:
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY AorS

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

TYPE 30 | SEL
ENTER-PF1l---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---

CONT MAIN RFRSH

3. PressEnter. FLAIR will display therequestedscreen.

603.3.1 TR30Single Input

The TR30 Direct Deposit ReceiptsSingle Input Request allows users to input or view all data codes
associated with a transaction and consists of two screens. Soowsles are retrieved from the
Expansion Files, but can be updateak the time o input or prior to the end of the same business day
they were input, if necessary.

To access theTR30Direct Deposit Receipts Singlenpbut RequestScreenfrom the Cash Receipts
Mini Menu or any FLAIR input screen:

1. Inthe TYPEfield, input 30.

2. Inthe SELfield, input S.

Cash Receipts MinrMenu(with example datainput)

CRMU 05/28/14 10:04:56
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,T
31 CLEARING FUND RECEIPTS A,S,M,I
32 REVOLVING FUND REIMBURSEMENTS AM

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M,T
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,T
96 JT RECEIPTS A,S,M, T
97 JT RECEIVABLES RECEIPTS A,S,M,T
35S CASH RECEIPTS & CLEARING FUND FILE M, I

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY

M  MULTIPLE INQUIRY )

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

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

ITYPE 30 SEL S

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI10--PF11l--PF12---
CONT MAIN RFRSH
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3. PressEnter. FLAIR will display the TR3Direct Deposit ReceiptsSingle hput Request
Screen e.

TR30z Direct Deposit Receiptsg Singleinput g Request- creen One

30s1 05/28/2014 10:53:10
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT - REQUEST

L1 L2 L3 L4 L5 EO VR OBJECT PPI
85

TYPE SEL

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT HELP MINI MAIN RFRSH

TR30Direct Deposit Receipts Single Input Request Screen Orads:

Description Required/Optional/Special Instructions

Required. Agency uniquelLl is protected.
Must be input left to right without missing

2 zlslis omyEnzZEnsn CaeE any spaces [ not input, defaults to all
zeros inL2 through L5. (11N)
Required. If blank, defaults to00. See
EO Expansion Option section 112.4 Expansion Optionfile.
(2A/N)
VR Expansion Option Version Optional. See section 112.4 Expansion

Option File. (2N)
OBJECT Object Code Required. Must be <900000. (6N)

Optional. Valid input:

Blank z Transaction will update current
period accounting records.

M z Prior Month Indicator. Transaction
will update prior month accounting

PPI Prior Period Indicator records when an agency has not closed
the books for the previous month.

Y z Prior Year Indicator. Transaction will
update prior year accounting records
when an agency has not closed the
books for the previous year. (1A)

4. In the appropriate fields, input the data necessary tproceed to Screen Two
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TR30z Direct Deposit Receiptsy Single/nput g Request- Sreen One(with example data input)

30s1 05/28/2014 12:10:45
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT - REQUEST

L1 L2 L3 L4 L5 EO VR OBJECT PPI
85 1001 Ol 211 01 001000

TYPE SEL

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT HELP MINI MAIN RFRSH

5. PressEnter. FLAIR will displaythe TR30 Direct Deposit Receipts Single Inp&creen
Two.

TR30z Direct Deposit Receiptsg Single/nput - Screen o (with example data retrieved)

30s2 TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT 05/28/2014 12:13:51
DEP-NO  LINE L1 L2 L3 L4 L5 EO VR OBJECT CF  TRN-DT PPI

C 85 10 01 01 211 01 04 001000

...AMOUNT..... BI  VENDOR-ID SUB-VENDOR-ID  ..QUANTITY..
INVOICE DESCRIPTION ORIG-RCPT OTHER-DOC B PID

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
000100 00 61300 00

GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID

20 2 010001 85100000 00 1112110000 000000

BPIN ...UNITS.... ...TIME... *LETTER OF CREDIT
NEXT: TYPE SEL
L1-L5 85 10 01 01 211 EO 01 VR OBJECT 001000 PPI
ENTER-PF1l---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT HELP MINI MAIN RFRSH CAN

TR30 Direct Deposit Receipts Single Inp@creen Two fields

Description ‘ Required/Optional/Special Instructions
Required. Cis protected. May be taken
DERNO Deposit Number from the MICR line of the deposit slip.
(TAIN)

Optional. If line number is notinput by
user, no line number is assigned. The user

LINE Document Line Number | may assign the same line number to
multiple lines within the deposit number.
(4N)
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L1 L2 L3 L4L5

Description
Organization Code

‘ Required/Optional/Special Instructions

Protected. (11N)

EO Expansion Option Protected. (2A/N)
VR Expansion OptionVersion | Protected. (2N)
OBJECT Object Code Protected. (6N)
Optional. Valid input C.
o SRS [FEE e ) Prohibited. If SF= 8 or if revenue source
category is used. (1A)
TRNDT Transaction Date (OSFI)\fl)onaI. If blank, defaults to current date.
PP Prior Period Indicator _Protected. Retrieved from Screen @e, if
input. (1A)
Required. Amount may be negative or
AMOUNT Transaction Amount positive, but n(_)t_ zero. Total of all lines
cannot be 4 hillion or greater, or less than
-$1 billion. (10.2N)
Optional. Valid input N. Prevents the
BI Bookkeeping Indicator transaction from being included in
Treasury receiptsprocessing. (1A)
Optional. If used, must bealid number
Vendor from Vendor Statewide (VS), Vendor
VENDORD Identification Number Employee (VE), AR Customer RQ, or
Account Description (AD) Files. (21A/N)
Sub-vendor Optional. If used, must bavalid number
SUBVENDORIP Identification Number from the VS, VE, or RC File$14A/N)
Optional. Input of negative or positive
QUANTITY Quantity numbers and numbers starting withO are
allowed. (8.2N)
INVOICE Invoice Number Optional. (9A/N)
DESCRIPTION Description Optional. (16A/N)
Optional. Used to record an original
ORIGRCPT Original Receipt deposit number or the date the deposit was
received by the agency. (1A/N)
Optional. May be used to record the
OTHERDOC Other Document Number voucher num_b(_er_ assigned when the
transfer was initiated, or any other
reference to documentation. (11A/N)
. Optional. For the accumulation of
i Sifehn el transactions for reconciling. (1A/N)
PID Product Identifier Optional. Must be established in the Title

The following codes fields are retrieved from the Expansion Files and can be overridden

(exceptGF, SK, andFID). See section 112 Expansion Files for more information.
Required. If arevenue object code is input,

CAT

Revenue Source Code or
Appropriations Category

File prior to use in a transaction. (3A/N)

CATI 6060 AA ATEKPENDitIe
object cade is input, CATI O O O 0£0800.
(6N)
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Description

‘ Required/Optional/Special Instructions

Required. If an appropriation category is
used. If blank, defaults t®0.

YR Year
Optional. If revenue source category is
used. (2N)
Required. Must be established in the Title
GL General Ledger Code File prior to use in a transaction. (5N)
EGL External General Optional. Must be established in the Title
Ledger Code File prior to use in a transaction (3A/N)
. Optional. Must be established in the Title
EOB External Object Code File prior to use in a transaction. (3A/N)
Optional. Must be established in the Title
ST S CElREE File prior to use in a transaction. §A/N)
Optional. Must beestablished in the Title
EP External Program . . . ;
File prior to use in a transaction. (2N)
Optional. Must be established inFACTS or
the Grants Information (GI) File and
SIRGAN I NUIGLo] carried over tothe Title File to be used in a
FLAIRtransaction. (5A/N)
Gy GrantYear Optional. Only used iGRANTTield is
populated. (2N)
Optional. Must be established in FACTS
and carried over to the Title File to be used
OXNIRT SEREE! Uiy in a FLAIR transaction. Edited against
FACTS. (5A/N)
cy Contract Year Optional. Only used iICNTRTTield is
populated. (2N)
OCA Other Cost Accumulator O_ptlon_al. Must pe establlshe_:d in the Title
File prior to use in a transaction. (5A/N)
. Optional. Must be established in the Title
AU Agency UniqueCode File prior to use in a transaction. (2/N)
GF GAAFR Fund Protected. (2N)
SF State Fund Protected. (1N)
FID Fund Identifier Protected. (6N)
. Required. Must be established in the Title
BE Budget Entity File prior to use in a transaction. (8N)
IBI Internal Budget Indicator R_equw_ed. Must'be establlsh_ed in the Title
File prior to use in a transaction. 2N)
Protected. Must be established in the Title
EF External Fund . . . .
File prior to use in a transaction (1N)
STATEPROGRAM |  State ProgramNumber | Reduired. Must be established in the Title
File prior to use in a transaction. (16N)
Optional. Must be established in the
PROJECT ID Project Identifier Project Inforr_natlo_n (PI_) File and _carrled
over to the Title File prior to use in a
transaction. (11A/N)
BPIN Beginning Property Optional. If used, last six digits must be

Identification Number

numeric or ZZZZZZ (8A/N)

Revised 202 | Page21 of 377




FLAIR PROCEDUREMANUAL| Revenue

Description ‘ Required/Optional/Special Instructions
UNITS Units Optional. (L1N)
TIME Time Optional. ©ON)

Optional. Letter of aredit number
associated with grant processingOnly
*LETTEROF . used ifGRANTTield is populated. IfF1lis
CREDIT Letter of Credit Number used, all Letter of Credit numbers
associated with theGRANTwill be

available for selection. (15A/N)

6. Inthe DERNOfield, input the deposit number from the deposit slip.
7. In the AMOUNTiield, input the deposit amount.
8. Input any other data necessary to complete the transaction.

The*LETTEROF CREDITfield is marked with an asterisk indicating the availability of a Help
Screen. The Help Screen dikgys input options for that field.

To use the Help Screen:
1. Navigate the cursor to the!LETTEROF CREDITfield using Tabor the arrow keys.
2. With the cursor placed in the*LETTER OFCREDITfield, pressF1to view the available
options for that field. FLAIR will display a Help Screen.
3. In front of the option to be selected on the Help Screen, inp&t

TR307 Direct Deposit Recelptg Single Input- Screen Two
with Help Screen forLOC#field and example input)

30s2 TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT 05/28/2014 16:21:04
-DT PPI
DGIHSLOC  *%%¥¥% | ETTER OF CREDIT ¥k 42014
. .QUANTITY..
LETTER OF CREDIT FOR GRANT G1234
LOC002 -DOC B PID
FLEO1493
FLEO1494
FLEO1495 TRT CY OCA AU
OJECT' ID
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8--
RETRN TOP FRWRD
NEXT: TYPE SEL

L1-L5 85 10 01 01 211 EO0 01 VR OBJECT 001000 PPI

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT HELP MINI MAIN RFRSH CAN

4. PressEnter. FLAIR will check for category and GL edits at the time of input.
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TR30z Direct Deposit Recejptg Single Input- Screen o (with example datainput)

30s2 TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT 05/28/2014 16:28:43
DEP-NO LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI
C 526831 0001 85 10 01 01 211 01 04 001000 05142014
- . .AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..
462.31 C444444444
INVOICE DESCRIPTION ORIG-RCPT OTHER-DOC B PID
TRAINING FEES
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
000100 00 61300 00 Gl1234
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID
20 2 010001 85100000 00 1112110000 00000
BPIN .« .UNITS.... ...TIME. .. *LETTER OF CREDIT
FLEO1495
NEXT: TYPE SEL

L1-L5 85 10 01 01 211 EO 01 VR OBJECT 001000 PPI
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT HELP MINI MAIN RFRSH CAN

Once the user presseEnter, the TRBO will be recorded onthe CashReceipts& Clearing Fund File
(3S) and theDaily Input File, and the Available Balance File will be updatedSee sectior603.12.1
TR30 FLAIR Accounting Entries for defs. FLAIR will return the user to the TR0 Direct Deposit
ReceiptsSingle Input Screen Wo. FLAIR will retrieve any data that is included on thBIEXTline
and the CE AMOUNT QUANTITYPROJECID, UNITS TIME, and*LETTEROF CREDITfields will be
blank (seethe following example .

TR30z Direct Deposit Recelptg Single Input- Screen Two
ready for next line of input for the same deposit number)

30s2 TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INPUT 05/28/2014 16:30:10
DEP-NO LINE L1 L2 L3 L4 LS5 EO VR OBJECT CF TRN-DT PPI
C 5268310001 85 10 01 01 211 01 04 001000 05142014
w05 AMOUNT o o 0 0:0 BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..
C444444444
INVOICE DESCRIPTION ORIG-RCPT OTHER-DOC B PID
TRAINING FEES
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
000100 00 61300 00
GF SF FID BE IBI EF STATE-PROGRAM PROJECT ID
20 2 010001 85100000 0O 1112110000 000000
BPIN anmUNELS cee ammlEMEaie *LETTER OF CREDIT
NEXT: TYPE SEL

L1-L5 85 10 01 01 211 EO 01 VR OBJECT 001000 PPI
ENTER-PF1l---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l--PF12---
CONT HELP MINI MAIN RFRSH CAN
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Note: Please use cautiomvhen assigning line numbers. The user should be aware of the following:

1 If the user does not input a line number in th&INEfield, no line number is assigned by
FLAIR.

9 If the user inputs a line number and completes the transaction by pressirignter, the LINE
field will retain the line number from the previous transaction If the user does not change
the line number, more than one line of the deposit may be recorded to the same line
number, resulting in confusion (see the following examplé

TR30z Direct Deposit Recelptg Multiple Inquiry By Siteg Screen Two
inquiry showing multiple lines recorded with the same line number)

30mM2 06/07/2014 13:41:46
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE

DEP-NO C 654987 TRN-DT 06/06/2014 PPI

X|LINE(L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID
.. .AMOUNT.... BI ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. B
0001(85 10 01 01 000 B5 01 001000

23.00 FEE COLLECTION

0001|85 10 01 01 211 01 04 001000
88.00 FEE COLLECTION

0001|85 20 04 00 000 AA 02 001000
62.00 FEE COLLECTION

L1l L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO  LINE TYPE SEL
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---

COMT AATALT RAATAL DCODCLl _TAD LDy

The TYPEand SELfields are available to request a different functioron the bottom line of the
screen for most transactions. See section 105.6.4 TYPE and SEL Fields for more informatiohe
program function (PF) keys on the bottom of screen may also be pressed to access the Main
Accounting Menu or other functions noted on the line See section 105.6.1 FLAIR PrograFunction
Keys for details.

603.3.2 TR30 Multiple Input

Users can process multiple transactions withite samedeposit number using a TROA. Multiple
transactionsdisplay limited data; the Expansion File data is included in the transaction but hidden
from view to conserve spaceThe user can input up tdour lines of dataper page. To access FLAIR
cash receipttransactions, users must have Updatel) security access to theCash Receipt¢CR
function.

To access theTR30Direct Deposit Receipts Mltiple Input RequestScreenOnefrom the Cash
Receigs Mini Menu or any FLAIR inpuscreen:

1. Inthe TYPEfield, input 30.

2. Inthe SELfield, input A.
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Cash ReceiptMini Menu(with example datainput)

CRMU 06/07/14 13:45:02
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I
31 CLEARING FUND RECEIPTS A,S,M,I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M, I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,S,M,I
97 JT RECEIVABLES RECEIPTS A,S,M, I
3S CASH RECEIPTS & CLEARING FUND FILE M, I

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY

M  MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY -

ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS
TYPE 30 SEL A|
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0-- == —=-

CONT MAIN RFRSH

3. PressEnter. FLAIR will display the TR30Direct Deposit Receipts Multiple InputScreen
One

TR30z Direct Deposit Recelptg Multiple Input g Sreen One

30Al1 06/07/2014 13:46:53
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INPUT
DEP-NO C TRN-DT PPI
LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID B BI
....AMOUNT.... ORIG-RCPT OTHER-DOC  DESCRIPTION . .QUANTITY.. LOC
85
85
85
85
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN

TR30 Direct Deposit Receiptdultiple Input Screen Ondields (available for input on each line

‘ Description Required/Optional/Special Instructions

Required. Cis protected. May be taken
DERNO Deposit Number from the MI(?R I|r_1e of the deposit slip. Will
apply to all lines input on thescreen.
(7A/N)
TRNDT Transaction Date gﬁfnm.benkdehMBtommemdMe
PPI Prior Period Indicator Optional. Valid input:
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Description

‘ Required/Optional/Special Instructions

Blank z Transaction will update current
period accounting records.

M z Prior Month Indicator. Transaction
will update prior month accounting
records when an agency has not closeq
the books for the previous month.

Y z Prior Year Indicator. Transaction will
update prior year accounting records
when an agency has not closed the
books for the previous year. (1A)

LINE

Document Line Number

Optional. If line number is not input by
user, no line number is assigned. The user
may assign the same line number to

multi ple lines within the deposit number.
(4N)

L1L2L3L4L5

Organization Code

Required. Agency uniquelLl is protected.
Must be input left to right without missing
any spaces If not input, L2 through L5 will
default to all zeros (11N)

EO Expansion Option Required. If blank, defaults t@0. (2A/N)
VR Expansion OptionVersion | Optional. (2N)
OBJECT Object Code Required. Must be <900000. (6N)
Optional. Valid input C. Not allowedif
CF Certified Forward Indicator | SF= 8 or if revenue source category is
used. (1A)
Vendor Optional. If used, must be valid number
VENDORID Identification Number from VS, VE, RC, or AD Files. (21A/N)
INVOICE Invoice Number Optional. (9A/N)
o Optional. Must beestablished in the Title
PID Product Identifier File prior to use in a transaction. (3A/N)
Optional. For the accumulation of
i SEIfE SR transactions for reconciling. (1A/N)
Optional. Valid input N. Prevents the
BI Bookkeeping Indicator transaction from beingincluded in
Treasury ReceiptsProcessing. (1A)
Required. Amount may be negative or
AMOUNT Amount positive, but npt_ zero. Total of all lines
cannot be $1billion or greater, or less than
or equal to-$1 billion. (10.2N)
ORIGRCPT Original Receipt Number | Optional. (11A/N)
Optional. May be used to record the
OTHERDOC Other Document Number VRGeS num_be_:r_ SRR R 12
transfer was initiated, or any other
reference to documentation. (11A/N)
DESCRIPTION Description Optional. (16A/N)
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Description ‘ Required/Optional/Special Instructions
Optional. Input of negative or positive
QUANTITY Quantity numbers and numbers starting withO are
allowed. (8.2N)
Optional. Valid input X. If input,valid
LOC Letter of Credit Indicator | grant number must be retrieved from
ExpansionFile. (1A)
4. Input the necessary information to complete the transaction on each linélhe user may

input up to four lines.

PressEnter. The transaction(s) will be recorded in the Daily Input File and the Cash
Receipts& Clearing Fund File, and the Available Balance File will be updateSee section
603.12.1 TR30 FLAIR Accounting Entrie®f details.

FLAIR will display the TR30 DirectDeposit Receipts Muliple Input ScreenOne  Lines0002, 0003,
and 0004 will be cleared. The first line on the new screerwill retain the data input onthe last
completedline on the previous screen before the user presseinter. However, the AMOUNT
QUANTITYCEF and LOCfields will be blank. See the following example

TR30z Direct Deposit Recelptsg Multiple Input 7 Screen One(with example datainput)

30A1 06/07/2014 13:46:53
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INPUT
DEP-NO C 411362 TRN-DT 06062014 PPI
LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID B BI
....AMOUNT.... ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. LoC
0001 85 10 01 01 211 01 001000 C444444444 INV000125
3025.00 USAGE FEE
0002 85 20 04 00 000 BB 001000 C444444444 INV000125
15.00 ADMIN FEE
0003 85 10 01 01 211 01 001000 E111111111 INV003291
3025.00 USAGE FEE
0004 85 20 04 00 000 BB 001000 E111111111 INV003291
15.00 ADMIN FEE
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN
Press ENTER
oAl 06/07/2014 13:52:27
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INPUT
DEP-NO C 411362 TRN-DT 06062014 PPI
LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID B BI
....AMOUNT.... ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. LoC
0004 B85 20 04 00 000 BB 001000 E111111111 INV003291
> ADMIN FEE
85
85
85
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN
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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 fromthe first line. Theasterisk (*)
cannot be used in thd.1, QUANTITY or AMOUNTTields. Forexample, on the transaction below,
only the object code and amount are different othe second line Theasterisk (*¥) can be used in
the fields that contain the same information ashe first line. Note: Aline number does not have to
be assigned tause the duplicate feature

TR30z Direct Deposit Recejptg Multiple Input g Screen One
example wsing theasterisk (*) to duplicate information on the next line

30A1 06/07/2014 13:52:27
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INPUT
DEP-NO C 279822 TRN-DT 06062014 PPI
LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID B BI
....AMOUNT.... ORIG-RCPT OTHER-DOC  DESCRIPTION . .QUANTITY.. LOC
0001 85 10 01 01 211 01 001000 C444444444
-27.82 C279804 E0000367421 CORRECTION
0002 85 * * * = # 002000
27.82 * *
85
85
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH CAN

603.4 TR30 Inquiry

Transactions added to the Daily Input File using TR30 can be inquied upon on the day of input
using the TR30 inquiry. For transactions input on a prior date, inquiry may be made using the
TR3S. See sectior603.6.1 TR3S Single Inquiryor details. Regardless of how the transaction wa
added to the Daily Input File(single or multiple line input) the user may useeither the single or
multiple line inquiry to view the transaction.

To access the TR3Mhquiry Screens from the Cash Receipts Mini Menu aany FLAIRinput screen:
1. Inthe TYPEfield,input 30.
2. Inthe SELfield, input I (for single inquiry) or M (for multiple inquiry).
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Cash Receipts Mini Menfwith example datainput)

CRMU 06/07/2014 14:39:08
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M, I
31 CLEARING FUND RECEIPTS A,S,M, I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M, I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M, I
96 IJT RECEIPTS A,S,M, I
97 1T RECEIVABLES RECEIPTS A,S,M, I
3S CASH RECEIPTS & CLEARING FUND FILE M, I

A  MULTIPLE INPUT
S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M MULTIPLE INQUIRY |
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY nputlor M

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

TYPE 30 SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1ll--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will display the requested screen.

603.4.1 TR30 Single Inquiry

The TR30 Direct Deposit Receipts Single Ingjry By Site Request allows the user to view all data
codes associated with this transaction within theoperating level organization (OLQ and/or sE OA 8 O
Daily Input File. This includes codes that are retrieved from the Expansion Files. Teecodesnay

be changed if necessary.

To access the TBO Single Inquiry Requesfrom the Cash Receipts Mini Menu aany FLAIRinput
screen:

1. Inthe TYPEfield, input 30.

2. Inthe SELfield, input I.

Cash Receipts Mini Menfwith example datainput)

CRMU 06/07/14 14:11:01
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I
31 CLEARING FUND RECEIPTS A,5,M, I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,5,M, I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,S,M, I
97 JT RECEIVABLES RECEIPTS A,S,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M, T

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY

M MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

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

TYPE 30 SEL I
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PFLL--PF1Z---
CONT MAIN RFRSH

Revised 202 | Page29 of 377



FLAIR PROCEDUREMANUAL| Revenue

3. PressEnter. FLAIR will display the TR® Direct Deposit ReceiptsSingle Inquiry By Site
Request $reenOne

TR30z Direct Deposit Receiptg Single Inquiry By Siteg Requesi SreenOne

3011 06/07/2014 14:13:0J
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE - REQUEST

L1 L2 L3 L4 LS USER ID VENDOR-ID DEP-NO LINE
85 C

LETTER OF CREDIT

TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH

TR30Direct Deposit Receipts Single Inquiry by Site Request Screen Giedls:

Description Required/Optional/Special Instructions

Optional. L1 is protected. FLAIR will

L1 L2 L3 L4L5 Organization Code return transactions based onorganization
level selected. (11N)
USER ID F_L_AIF\’_User Optional_. If input, FI'_AIR_WiII return
Identification Code transactions input with this user ID. (6N)
Optional. Vendor number must start with
Vendor CEF SN, or0-9. Sequence required if
VENRORD Identification Number vendor number beginsqwithF,s c?rN.
(21A/N)
Optional. Cis protected. If input, FLAIR
DERNO Deposit Number will retrieve only transactions containing

this deposit number. (7A/N)

Optional. If usedDERNOMust be input
and FLAIR will return the line number
LINE Deposit Line Number input. If blank, FLAIR will return all
available line numbers beginning with the
first available number. (4N)

Optional. FLAIR will return transactions
LETTER OF CREDI| Letter of Credit Number | containing the letter of credit number
selected. (15A/N)

4. a. Input the desired search criteria for the inquiry, OR
b. Leave all fields blank.
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TR30 7 Direct Deposit Recejptg Single Inquiry By Siteg Requesty Screen One
(with exampledatainput)

3011 06/07/2014 14:15:04
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE - REQUEST

L1 L2 L3 L4 LS USER ID VENDOR-ID DEP-NO LINE

85 C 654987

LETTER OF CREDIT

TYPE SEL
ENTER-PF1l---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH

5. PressEnter.
a. FLAIR will return the first record that meets the search criteria@OR
b. If all fields are left blank, FLAIR will returnthe first record in organizational code
I OAAO xEOEET OEA OOAO8O OAADOOEOU 1 AOAI 8

TR30z Direct Deposit Receiptg Single Inquiry By Siteg Sereen Two (with_example data retrieved

3012 06/07/2014 14:16:55
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE
DEP-NO LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI OTHER-DOC
C 654987 0001 85 10 01 01 000 B5 01 001000 06/06/2014
.. -AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . . QUANTITY..
23.00
INVOICE DESCRIPTION ORIG-RCPT B PID STATE PROGRAM OCA AU
FEE COLLECTION 1112110000 000000
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY PROJECT
000100 00 61300
GF SF FID BE IBI EF BPIN .. .UNITS.... ...TIME... LETTER OF CREDIT]
50 2 050001 85200000 00
NEXT: TYPE SEL
L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF/---PF8---PF9---PF10--PF11l--PF12---
CONT MINI MAIN RFRSH TOP FWD

6. PressF8to view any additional lines meeting the search criteriaRepeat as necessary
until each line has been viewed.
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603.4.2 TR30 Multiple Inquiry

The TR30 Direct Deposit ReceiptMultip le Inquiry By Site Request allows the user to viewp to
four lines with the same deposit number at a time. Each line will have limited data available for
viewing.

To access the TR3Multip le Inquiry Requestfrom the Cash Receipts Mini Menu any FLAIRinput
screen:

1. Inthe TYPEfield, input 30.

2. Inthe SELfield, input M.

Cash Receipts Mini Mengwith example datainput)

CRMU 06/07/14 14:20:40
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I
31 CLEARING FUND RECEIPTS A,5,M,I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M,I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,5,M,I
97 JT RECEIVABLES RECEIPTS A,S,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M, I

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

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

TYPE 30 SEL M
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0--PF11--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will display the TR3Mirect Deposit Recgits Multiple Inquiry by Site

RequestScreenOne

TR30z Direct Deposit Recelptg Multiple Inquiry By Siteg Requesty Sreen One

30M1 06/07/2014 14:21:58

TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE - REQUEST
L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO  LINE
85 C
TYPE SEL

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l1--PF12---
CONT MINI MAIN RFRSH
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TR30Direct Deposit Receipts Multiple Inquiry by Site Request Screen Ofields:

Description ‘ Required/Optional/Special Instructions
Optional. L1 is protected. FLAIR will
L1 L2 L3 L4L5 Organization Code return transactions matching the
organizational levelinput. (11N)
USER ID FLAIR User Optional. If input, FLAIR will return
Identification Code transactions input with this user ID. (6N)
Optional. Vendor number must start with
Vendor CEF SN, or0-9. Sequence required if
YIENDEIRE Identification Number vendor number begins withF, S orN.
(21A/N)
Optional. Cis protected. If input, FLAIR
DERNO Deposit Number will retrieve only transactions containing
this deposit number. (7A/N)
Optional. If usedDERNOmMust be input
and FLAIR will return the line number
LINE Deposit Line Number input. If blank, FLAIR will return all
available line numbers beginning with the
first available number. (4N)

4. a. Input the desired search criteria for the inquiry; OR
b. Leave all fields blank.

TR30 z Direct Deposit Recelptg Multiple Inquiry By Siteg Requesty ScreenOne
with exampledatainput)

30M1 06/07/2014 14:21:58
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE - REQUEST
L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO  LINE
85 C 654987
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF1l1--PF12---
CONT MINI MAIN RFRSH

5. PressEnter.
a. FLAIR will return up to four records that meetsthe search criteria;OR
b. If all fields are left blank, FLAIR will return thefirst four records in organizational
code order.
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TR30z Direct Deposit Recelpt Multiple Inquiry By Siteg Screen Two (with sample search
results)

30M2 06/07/2014 14:27:13
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE

DEP-NO C 654987 TRN-DT 06/06/2014 PPI

X LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID
.. .AMOUNT.... BI ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. B
0001 85 10 01 01 000 B5 01 001000

23.00 FEE COLLECTION

0002 85 10 01 01 211 01 04 001000
88.00 FEE COLLECTION

0003 85 20 04 00 000 AA 02 001000

62.00 FEE COLLECTION
0004 85 20 04 00 000 BB 05 001000
79.34 MEDICAL FEES
L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO LINE TYPE SEL
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH TOP FWD

To view one of the lines in the single inquirywiew with all data codes displayed:
6. Inthe Xfield, input I.

TR30z Direct Deposit Recelptg Multiple Inquiry By Sitez Screen Two (with exampledatainput)

30M2 06/07/2014 14:27:13
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE

DEP-NO C 654987 TRN-DT 06/06/2014 PPI

X LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID
.. .AMOUNT.... BI ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. B
0001 85 10 01 01 000 B5 01 001000
23.00 FEE COLLECTION

0002 85 10 01 01 211 01 04 001000
88.00 FEE COLLECTION

0003 85 20 04 00 000 AA 02 001000
62.00 FEE COLLECTION

0004 85 20 04 00 000 BB 05 001000
79.34 MEDICAL FEES

L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO LINE TYPE SEL

85 c
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF/---PF8---PF9---PF10--PF11l--PF1l2---
CONT MINI MAIN RFRSH TOP FWD

7. PressEnter. FLAIR will display the TR30 Direct Deposit Receipts Single Inquiry by Site
ScreenTwo.
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TR30z Direct Deposit Recelptg Single Inquiry By Siteg Screen Two (with example data retrieved)

3012 06/07/2014 14:29:14
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE
DEP-NO LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI OTHER-DOC
C 654987 0001 85 10 01 01 000 B5 01 001000 06/06/2014
«« «AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..
23.00
INVOICE DESCRIPTION ORIG-RCPT B PID STATE PROGRAM 0CA AU
FEE COLLECTION 1112110000 000000
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY PROJECT
000100 00 61300
GF SF FID BE IBI EF BPIN ... UNITS.... ...TIME... LETTER OF CREDIT]|
50 2 050001 85200000 00
NEXT: TYPE SEL
L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF/---PF8---PF9---PF10--PF11l--PF1l2---
CONT MINI MAIN RFRSH TOP FWD

The user may place ahnext to more than one line of the inquiry before pressingnter. The first
line will display in single inquiry view (seethe following example. Pres¥8to view the next
selected line in single inquiry view. Repeat as necessary until each line has been viewed.
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TR30 - Direct Deposit Receipts - Multiple Inquiry By Site — Screen Two
(with multiple lines selected for single inquiry view)

30M2 06/07/2014 14:34:22
TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE

DEP-NO C 654987 TRN-DT 06/06/2014 PPI

-§-LINE L1 L2 L3 L4 L5 EO VR OBJECT CF VENDOR-ID INVOICE PID
.. .AMOUNT.... BI ORIG-RCPT OTHER-DOC DESCRIPTION . .QUANTITY.. B
I|0001 85 10 01 01 000 B5 01 001000
23.00 FEE COLLECTION
I(0002 85 10 01 01 211 01 04 001000
88.00 FEE COLLECTION
I|0003 85 20 04 00 000 AA 02 001000
o 62.00 FEE COLLECTION
0004 85 20 04 00 000 BB 05 001000
79.34 MEDICAL FEES
L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO LINE TYPE SEL
85 C
ENTER-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF1l2---
CONT MINI MAIN RFRSH TOP FWD

TR30 - Direct Deposit Receipts - Single Inquiry By Site - Screen Two
(with the first line available in single inquiry view)

3012 06/07/2014 14:35:10
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE

DEP-NO TINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI OTHER-DOC
C 654987 0001 &85 10 01 01 000 B5 01 001000 06/06/2014

.. .AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..

23.00
INVOICE DESCRIPTION ORIG-RCPT B PID STATE PROGRAM OCA AU
FEE COLLECTION 1112110000 000000

CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY PROJECT
000100 00 61300

GF SFE EID BE IBI EF BPIN ...UNITS.... ...TIME... LETTER OF CREDIT]
50 2 050001 85200000 00
NEXT : TYPE SEL

L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF1l2---
CONT MINI MAIN RFRSH TOP FWD
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603.5 TR30 Update

The TR30 update is used to update or deletdirect deposit records input using the TRBOSor TR30A
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 th€ash Receipts & Clearg Fund File

A TR30 can only be updated on the day of input. If a correction needs to be made at a later date,
correcting entries would need to be made to reverse the original entry and input a corrected entry.
See sectiorb10 Adjustments& Corrections br additional information.

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 viewthen update, the transaction.

To access the TBO Inquiry Screens from the Cash Receipts Mini Menu any FLAIR input screen:
1. Inthe TYPEfield, input 30.
2. Inthe SELfield, input | or M.

Cash Receipts Mini Menfwith example datainput)

CRMU 06/07/2014 14:39:08
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I
31 CLEARING FUND RECEIPTS A,S,M,I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M,I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,S,M,I
97 1T RECEIVABLES RECEIPTS A,S,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M,I

A MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M MULTIPLE INQUIRY Input I or M
I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

NOTE: SINGLE UPDATE (U) WITH EXPANDED DATA DISPLAY -
ACCESSIBLE ONLY FROM 'M' AND 'I' SEL OPTIONS
TYPE 30 SEL
Enter-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12-
CONT MAIN RFRSH

3. PressEnter. FLAIR will display the requested screen and the user can proceed to the
update screen to make changesSee sectior603.5.1 TR30 Update from Single Inquiry
and section 603.5.2 TR30 Update from Multiple Inquiry for additional details
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603.5.1 TR30 Update from Single Inquiy

To make corrections or changes to a T® input during the current business day, the user will first
inquire on the record to be changed, then access the update screen.

To access th&'R30 Direct DepositReceiptsSingle Inquiry by Site Request Screen fno the Cash
Receipts MiniMenuor any FLAIR input screen

1. Inthe TYPEfield, input 30.

2. Inthe SELfield, input I.

Cash Receipts Mini Menfwith example datainput)

CRMU 06/09/14 10:06:06
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,5,M,I
31 CLEARING FUND RECEIPTS A,5,M,I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,5,M,I
34 CLEARING FUND RECEIVABLES RECEIPTS A,5,M,I
96 JT RECEIPTS A,5,M,I
97 1T RECEIVABLES RECEIPTS A,5,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M,I

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

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

TYPE 30 SEL I]
ENTER-PF1l---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0--PF11--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR will display the TR30 Direct Deposit Receipts Single Inquiry by Site
RequestScreenOne

TR30z Direct Deposit Receiptg Single Inquiry By Siteg Screen One

3011 06/09/2014 10:07:31
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE - REQUEST

L1 L2 L3 L4 LS USER ID VENDOR-ID DEP-NO LINE
85 C
LETTER OF CREDIT

TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH
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4. Input the search criteriato display the correct record
5. PressEnter. FLAIR will display therequested record.

TR307 Direct Deposit Recelptsg Single Inquiry By Sitez Screen Two (with example inquiry
retrieved)

3012 06/09/2014 10:11:05
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE
DEP-NO LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI OTHER-DOC
C 654987 0001 85 10 01 01 000 B5 01 001000 06/06/2014
«« «AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..
23.00
INVOICE DESCRIPTION ORIG-RCPT B PID STATE PROGRAM 0CA AU
FEE COLLECTION 1112110000 000000
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY PROJECT
000100 00 61300
GF SF FID BE IBI EF BPIN ... UNITS.... ...TIME... LETTER OF CREDIT]|
50 2 050001 85200000 00
NEXT: TYPE SEL
L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PFl1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH TOP FWD

6. Inthe SELfield of the record to be updated, input.

TR30z Direct Deposit Recelptg Single Inquiry By Siteg Screen Two (with example datainput)

3012 06/09/2014 10:11:05
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE

DEP-NO  LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI  OTHER-DOC
C 654987 0001 85 10 01 01 000 BS5 01 001000 06/06/2014

.. .AMOUNT. .... BI VENDOR-ID SUB-VENDOR-ID  ..QUANTITY..

23.00
INVOICE  DESCRIPTION ORIG-RCPT B PID STATE PROGRAM ocA AU
FEE COLLECTION 1112110000 000000

CAT YR GL EGL EOB ECAT  EP GRANT GY CNTRT CY PROJECT
000100 00 61300

GF SF FID  BE IBI EF BPIN ...UNITS.... ...TIME... LETTER OF CREDIT|
50 2 050001 85200000 0O
NEXT: TYPE
L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH TOP FWD

7. PressEnter. FLAIR will display theTR30 Direct Deposit ReceiptsSingle Updateby Site
ScreenOne
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TR30z Direct Deposit Recelptg SingleUpdate By Siteg Screen One(with example data retrieved

30ul 06/09/2014 10:13:42
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE UPDATE BY SITE
DELETE: DEP-NO _ LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI
C 654987 0001 85 10 01 01 000 B5 01 001000 06062014
.. .AMOUNT. . ... BI VENDOR-ID SUB-VENDOR-ID  ..QUANTITY..
23.00
INVOICE ORIG-RCPT DESCRIPTION OTHER-DOC B PID
FEE COLLECTION
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY OCA AU
000100 00 61300
GF SF FID BE IBI EF  STATE-PROGRAM PROJECT-ID
50 2 050001 85200000 00 1112110000 000000
BPIN ...UNITS.... ...TIME... *LETTER OF CREDIT
TYPE SEL
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT _HELP MINI _MAIN RFRSH CAN

TR30 Direct Depog Receips Single U

Description

pdateby SiteScreen Oneiélds:

Required/Optional/Special Instructions

DELETE

DeleteRequest

Optional. Valid input D. Used to delete the
transaction from the Daily Input File. If
used, no other fields can be updated.
Deleted transactionscannot be retrieved.
(1A)

DERNO

Deposit Number

Protected. (fA/N)

LINE

Deposit LineNumber

Optional. If line number is notinput by
user, no line number is assigned. The user
may assign the same line number to
multiple lines within the deposit number.
(4N)

L1L2L3L4L5

Organization Code

Protected. (11N)

EO Expansion Option Protected. (2A/N)
VR Expansion OptionVersion | Protected. (2N)
OBJECT Object Code Protected. (6N)
Optional. Valid input C. Not allowedif
CF Certified Forward Indicator | SF= 8 or if revenue source category is
used. (1A)
TRNDT Transaction Date %’)\'Bonal. If blank, defaults tacurrent date.
Optional. Valid input:
Blank z Transaction will update current
period accounting records.
PPI Prior Period Indicator M z Prior Month Indicator. Transaction

will update prior month accounting
records when an agency has not closeq
the books for the previous month.
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Description

‘ Required/Optional/Special Instructions

Y z Prior Year Indicator. Transaction will
update prior year accounting records
when an agency has not closetthe
books for the previous year. (1A)

Required. Can be changed, but not delete

AMOUNT Amount Canbe a positive or negative amount.
(10.2N)
Optional. Valid input N. Prevents the
Bl Bookkeeping Indicator transaction from being included in
Treasury receipts processing. (1A)
VENDORID Vendor Optional. If used, must be a valid number
Identification Number from the VS, VE, RC, or AD Files. (21A/N)
Sub-vendor Optional. If used, must be a validumber
SUBVENDORID Identification Number from the VS, VE, or RC Files. (14A/N)
Optional. Input of negative or positive
QUANTITY Quantity numbers and numbers starting withO are
allowed. (8.2N)
INVOICE Invoice Number Optional. (9A/N)
ORIGRCPT Original Receipt Number | Optional. (11A/N)
DESCRIPTION Description Optional. (16A/N)
Optional. May be used to record the
OTHERDOC Other Document Number VelE Ty num_b(_er_ assigned when the
transfer was initiated, or any other
reference to documentation. (11A/N)
Optional. For the accumulation of
B Batch Character transactions for reconciling. (1A/N)
e Optional. Must be established in the Title
e FHRORIE Ve EirEy File prior to use in a transaction. (3A/N)
Required. If revenue object cde is input,
Revenue Source Codeor | AAOACT OU 009990. Of expdnditure
CAT o . .
Appropriations Category | object code is input, category must be
MTPMMNNTMNSE 0.
Required. If appropriation category is
used. If blank, defaults t®0.
YR Year
Optional. If revenue source category is
used. (2N)
GL General Ledger Code (Rselz\(lq)wred. Can be changed, but not deleteq
EGL External General Optional. Must beestablished in the Title
Ledger Code File prior to use in a transaction. (3A/N)
. Optional. Must be established in the Title
EOB External Object Code File prior to use in a transaction. (3A/N)
Optional. Must be established in the Title
2eta SateiEl CEuEnEn 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)
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Description

‘ Required/Optional/Special Instructions
Optional. Must be established in FACTS ot

the Grants Information (GI) File and

Sl et NIy carried over to the Title File to be used in a
FLAIR transaction. (5A/N)
GY Grant Year Optional. Only used iIGRANTfield is
populated. (2N)
Optional. Must be established in FACTS
CNTRT Contract Number and carried over to the Title File to beused
in a transaction. (5A/N)
cy Contract Year Optional. Only used iICNTRTfield is
populated. (2N)
OCA Other Cost Accumulator O_ptlon_al. Must pe establlshe_d in the Title
File prior to use in a transaction. (5A/N)
: Optional. Must be established in the Title
AU Agency Unique Code 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 (R8(=;'\c|1|)wred. Can be changed, but ndeleted.
IBI Internal Budget Indicator er;\%uwed. Can be changed, but not deletec
EF External Eund P_rotec_ted. Must_ be establlshed in the Title
File prior to use in a transaction. (1N)
STATEPROGRAM State Program EL%CI]\Iu)lred. Can behanged, but not deleted.
Optional. Must be established in the
Project Identification Project Information File (PI) and carried
PROJECT ID Number over to the Title File prior to use in a
transaction. (11A/N)
Beginning Property ltem Optional. If used, last six digits must be
BPIN 9 l\?umbgr y numeric or ZZZZZZ Cannot be used if a
LOCHis used. (8A/N)
UNITS Units Optional. (11N)
TIME Time Optional. (9N)
Optional. Letter ofcredit number
associated with grant processing. Only
*LETTER OF . used ifGRANTTield is populated. IfF1lis
CREDIT Letter of Credit Number used, allletter of credit numbers associated

with the GRANTwill be available for
selection. (15A/N)

If any of the information in the protected fields is incorrect, the usermust delete the transaction
from the Daily Input File and input a transaction with the correct information.

8. a. Input the data necessary to updatéhe transaction; OR
b. In theDELETHield, input D to delete the transaction.

9. PressEnter.
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a. FLAIR will display the transaction with the updates displayedOR
b. If the transaction is deleted, FLAIR will displathe next transaction matching the
inquiry search criteria.

TR30z Direct Deposit Recelptg Single Inquiry By Site Screen Two (with updates accepted by
FLAIR)

3012 06/09/2014 10:20:46|
TR 30 - DIRECT DEPOSIT RECEIPTS - SINGLE INQUIRY BY SITE
DEP-NO LINE L1 L2 L3 L4 L5 EO VR OBJECT CF TRN-DT PPI OTHER-DOC
C 654987 0001 85 10 01 01 000 BS5 01 001000 06/06/2014
.« .AMOUNT..... BI VENDOR-ID SUB-VENDOR-ID . .QUANTITY..
235.00
INVOICE DESCRIPTION ORIG-RCPT B PID STATE PROGRAM OCA AU
FEE COLLECTION 1112110000 000000
CAT YR GL EGL EOB ECAT EP GRANT GY CNTRT CY PROJECT
000100 00 61300
GF SF FID BE IBI EF BPIN ... UNITS.... ...TIME... LETTER OF CREDIT]|
50 2 050001 85200000 00
NEXT: TYPE SEL
L1 L2 L3 L4 L5 USER-ID VENDOR-ID DEP-NO LINE LETTER OF CREDIT
85 C
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
CONT MINI MAIN RFRSH TOP FWD
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603.5.2 TR30 Update from Multiple Inquiry

To make corrections or changes to a T8® input on the current business day, the user must first
inquire on the record to be changedhen 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 One

To access the update scredinom the Cash Receipts Mini Menu any FLAIR inputscreen:
1. Inthe TYPEKfield, input 30.
2. In the SELfield, input M.

Cash Receipts Mini Men{with example datainput)

CRMU 06/09/14 10:28:06
CASH RECEIPTS MINI MENU
TYPE SEL OPTIONS

30 DIRECT DEPOSIT RECEIPTS A,S,M,I
31 CLEARING FUND RECEIPTS A,5,M,I
32 REVOLVING FUND REIMBURSEMENTS A,M

33 DIRECT DEPOSIT RECEIVABLES RECEIPTS A,S,M,I
34 CLEARING FUND RECEIVABLES RECEIPTS A,S,M,I
96 JT RECEIPTS A,5,M,I
97 JT RECEIVABLES RECEIPTS A,S,M,I
3S CASH RECEIPTS & CLEARING FUND FILE M, I

A  MULTIPLE INPUT

S SINGLE INPUT WITH EXPANDED DATA DISPLAY
M  MULTIPLE INQUIRY

I SINGLE INQUIRY WITH EXPANDED DATA DISPLAY

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

TYPE 30 SEL M |
ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PFI0--PFI1--PF12---
CONT MAIN RFRSH

3. PressEnter. FLAIR wil display the TR30 Direct Deposit ReceiptdMultiple Inquiry by Site

RequestScreenOne

TR30z Direct Deposit Recelptg Multiple Inquiry By Siteg RequestScreen One

30M1 06/09/2014 10:29:24

TR 30 - DIRECT DEPOSIT RECEIPTS - MULTIPLE INQUIRY BY SITE - REQUEST
L1 L2 L3 L4 L5 USER ID VENDOR-ID DEP-NO  LINE
85 C
TYPE SEL

ENTER-PFl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11l--PF12---
CONT MINI MAIN RFRSH
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4. Input the search criterianecessaryto display the correctrecord. See sectior603.4.2
TR30 Multiple Inquiry for additional details regarding the inquiry.
5. PressEnter. FLAIR will display theTR30 Direct Deposit Receiptdultiple Inquiry by Site

Screen Two.

TR307 Direct Deposit Recelptsg Multip le Inquiry By Sitez Screen Two (with example data
retrieved)

6. IntheX(selection) field next to the record to be updatedinput U.

TR30z Direct Deposit Recelptsg Multip le Inquiry By Siteg Screen Two (with example datainput)

7. PressEnter. FLAIR will display the TR30 Direct Deposit Receipts Single Update by Site
ScreenOne
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http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0000-0099/0017/Sections/0017.58.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=216.275&URL=0200-0299/0216/Sections/0216.275.html
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=69C-1
https://www.myfloridacfo.com/Division/Treasury/BankAccounts/default.htm
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.58&URL=0000-0099/0017/Sections/0017.58.html
http://www.fltreasury.org/treasury/fs_05.html






https://www.flrules.org/gateway/ruleno.asp?id=69C-1.005





































































https://www.flrules.org/gateway/ruleno.asp?id=69C-1.005






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
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.58&URL=0000-0099/0017/Sections/0017.58.html
https://www.flrules.org/gateway/ruleno.asp?id=69I-23.001
https://www.flrules.org/gateway/ruleno.asp?id=69I-23.002
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-23.005&Section=0
https://www.flrules.org/gateway/ruleno.asp?id=69C-1.005




















































































































































































































































































































































































































































































































































































































































































































































































http://www.myfloridacfo.com/Division/AA/Forms/DFS-A2-1896ExpenditureRefund.docx
https://www.myfloridacfo.com/Division/AA/Manuals/documents/ReferenceGuideforStateExpenditures.pdf















http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0215/Sections/0215.26.html
https://www.flrules.org/gateway/ruleno.asp?id=69I-44.020
https://www.myfloridacfo.com/Division/AA/Forms/default.htm



https://www.myfloridacfo.com/Division/AA/Memos/default.htm

