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600 Revenue 
 
As part of the 3ÔÁÔÅ ÏÆ &ÌÏÒÉÄÁȭÓ ÁÃÃÏÕÎÔÉÎÇ ÃÙÃÌÅȟ ÒÅÖÅÎÕÅ ÓÕÐÐÏÒÔÓ ÔÈÅ ÁÐÐÒÏÐÒÉÁÔÉÏÎÓ ÁÎÄ 
expenditures necessary for the continued operation of state programs and projects. 
 
Revenue in an increase to governmental assets as a result of the claim to receive fees and taxes, 
providing services, or the decreasing of a liability.  Revenue does not increase liabilities or 
represent the recovery of expenditures.  Revenue occurs when an agency has Ȱearnedȱ ÁÎ ÁÍÏÕÎÔ 
that is measurable and available to spend within an accounting period. 
 
In governmental accounting, two types of revenues are recognized: 
¶ Exchange transaction revenues ɀ When goods, services, or cash are exchanged for goods, 

services, or cash of equal value. 
¶ Non-exchange transaction revenues ɀ An exchange in which equal value is not received or 

given.  There are four categories of non-exchange transactions: 
- Derived revenues ɀ Taxes that are self assessed on transactions.  For example, sales 

tax and income tax are derived revenues. 

- Imposed transactions ɀ Taxes that are not based on a transaction.  Examples include 
property taxes, fines, or assessments. 

- Government mandated transactions ɀ Transactions in which one level of government 
gives funds to another level of government to use for a specified purpose.  These are 
recorded as revenue only when all requirements to be eligible for the funds are met. 

- Voluntary transactions ɀ Transactions in which parties willingly provide money to a 
government agency.  Examples include donations or unrestricted grants.  These are 
considered revenues when the eligibility requirements are met. 

 
The Office of Economic and Demographic Research (EDR) is the research arm of the Legislature.  
The EDR is responsible for: 
¶ Forecasting economic and social trends that affect policy making, revenue, and 

appropriations; 
¶ Publishing forecasts and making them available to the Legislature, state agencies, research 

organizations, universities, and the general public; and 
¶ Estimating revenues for General Revenue and several large trust funds. 

- For additional information, visit the EDR website at http://edr.state.fl.us/Content . 
 
These estimates are used by the Legislature to develop the annual General Appropriations Act 
(GAA).  See section 107.1 State Budget Process for additional information.  
 
Agencies must estimate revenues for most trust funds and input the estimates into FLAIR.  
Estimates are: 
¶ Input by category; 
¶ Input using a TR21; and 
¶ Used as a budgeting and monitoring tool, as actual revenue received can be compared with 

estimated revenue for each category. 
 
While revenue represents monies earned, receipts are monies collected.  Receipts come in various 
forms, such as cash, checks, or electronic payments.  Funds are usually deposited to the State 
Treasury Concentration Account, a consolidated account serving all state agencies, or to a local 
fund, any account other than the State Treasury Concentration Account.  Accounts receivable 

http://edr.state.fl.us/Content
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represent amounts owed due to goods or services having been provided, or for taxes or fees 
assessed.  Both receipts and receivables are recorded as revenue. 
 
This chapter provides agency users with information to perform the following functions: 
¶ Record receipts; 
¶ Record accounts receivable; 
¶ Transfer funds between revenue accounts; 
¶ Record revenue corrections; and 
¶ Understand Treasury processing. 

 
In order to record revenue transactions in FLAIR properly , agencies must: 
¶ Follow guidelines as specified in the Florida Statutes (F.S.), Florida Administrative Code 

(F.A.C.), and Chief Financial Officer (CFO)/Agency Addressed (AA) Memorandums, and 
agency policies and procedures; and 

¶ Record revenues with the appropriate FLAIR transaction codes. 
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600.1 Revenue Flow Chart 
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601 CFO and Agency Requirements 

 
Article IV, Section 4(c), of the ConstiÔÕÔÉÏÎ ÏÆ ÔÈÅ 3ÔÁÔÅ ÏÆ &ÌÏÒÉÄÁ ÓÔÁÔÅÓȟ Ȱ4ÈÅ [CFO] shall serve as 
the Chief Fiscal Officer of the State, and shall settle and approve accounts against the State, and shall 
keep all state funds and securitiesȢȱ  The powers and duties of the CFO are set forth in chapter 17, 
F.S. 
 
The Department of Financial Services (DFS) is the agency through which the CFO carries out 
his/her duties , as established in section 20.121, F.S.  Per this statute, the CFO is also known as the 
Treasurer for the State of Florida.   
 
The Division of Accounting and Auditing and the Division of Treasury work with state agencies to 
ensure that revenue is recorded and processed properly. 
 
In order to meet the CFOȭÓ constitutional and statutory duties, state agencies are required to use 
FLAIR to: 
¶ Record revenues and deposits accurately and in a timely manner; 
¶ Manage and invest cash effectively; 
¶ Comply with the Cash Management Improvement Act (CMIA); and 
¶ Establish effective internal controls (see section 103 Internal Controls for additional 

information ). 
 
 

601.1 Authority 

 
The Florida Statutes authorize and govern the use of FLAIR.  Prior 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 Governor.   The following list 
includes Florida Statutes related to revenue transactions (the list does not include all statutes that 
contain agency-specific authority): 
¶ Section 17.001, F.S., establishes the CFO as the chief fiscal officer of the State who is 

responsible for settling and approving accounts against the State and keeping all state funds 
and securities. 

¶ Section 17.57, F.S., provides permission for the deposit and investment of state money in 
qualified public depositories or other qualified investment vehicles. 

¶ Section 17.58, F.S., authorizes deposit of public money outside the State Treasury in a 
qualified public depository for clearing and revolving funds. 

¶ Section 20.121, F.S., establishes DFS and its divisions, including the Division of Accounting 
and Auditing and the Division of Treasury. 

¶ Section 116.01, F.S., requires agencies to deposit public funds into the Treasury in a timely 
manner. 

¶ Section 215.26, F.S., allows for the refund of funds paid into the State Treasury as an over 
payment or in error . 

¶ Section 215.31, F.S., requires all revenue be promptly  deposited in the State Treasury and 
credited to the appropriate fund. 

¶ Section 215.32, F.S., designates that all moneys be deposited in the State Treasury and 
accounted for by the CFO as one of the following funds: general revenue, trust, or budget 
stabilization. 

¶ Section 215.322, F.S., encourages state agencies to accept funds through the use of credit 
cards, debit cards, or electronic transfers. 

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
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=20.121&URL=0000-0099/0020/Sections/0020.121.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.001&URL=0000-0099/0017/Sections/0017.001.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.57&URL=0000-0099/0017/Sections/0017.57.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
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=20.121&URL=0000-0099/0020/Sections/0020.121.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=116.01&URL=0100-0199/0116/Sections/0116.01.htmlhttp://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.26&URL=0200-0299/0215/Sections/0215.26.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.31&URL=0200-0299/0215/Sections/0215.31.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.32&URL=0200-0299/0215/Sections/0215.32.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.322&URL=0200-0299/0215/Sections/0215.322.html
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¶ Section 215.86, F.S., directs agencies and the Judicial Branch 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. 

¶ Section 216.271, F.S., authorizes the CFO to approve and oversee revolving funds. 
¶ Section 216.275, F.S., authorizes the CFO to approve and oversee clearing accounts. 
¶ Chapter 280, F.S., establishes the security rules for public deposits and gives the CFO 

rulemaking authority for public deposits. 
¶ Section 381.0021, F.S., allows the Department of Health to establish client welfare accounts. 
¶ Section 402.18, F.S., allows the Department of Children and Family Services to establish 

welfare trust funds, and dictates how those funds are to be administered. 
¶ Section 985.692, F.S., requires the Department of Juvenile Justice to establish a juvenile 

welfare trust fund. 
 
 

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: 
¶ Recording revenue earned, receipt of revenue, or both; 
¶ Recording a receipt where an accounts receivable has already been established;  
¶ Recording funds deposited to the State Treasury Concentration Account or a local fund; 

and/or  
¶ Recording funds received via journal transfer (JT). 

 
In order to access revenue or receipt transactions in FLAIR, users must have: 
¶ I (Inquiry) security access to view transactions or data related to revenue transactions; 

and/or  
¶ U (Update) security access to process transactions. 

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

 
 

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=216.275&URL=0200-0299/0216/Sections/0216.275.html
http://www.leg.state.fl.us/Statutes/index.cfm?App_mode=Display_Statute&URL=0200-0299/0280/0280ContentsIndex.html&StatuteYear=2013&Title=%2D%3E2013%2D%3EChapter%20280
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=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
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Information related to each of the functions denoted on the Main Menu is referenced in the table 
below. 
 
Revenue-related functions on the FLAIR Main Accounting Menu: 

Function 
Code 

Description Additional Information  

AR Available Receivable 

Accounts receivable transactions (see section 606 
Accounts Receivable): 
TR90 ɀ Accounts Receivable 
TR91 ɀ Memo Accounts Receivable 
TR9S ɀ Accounts Receivable Subsidiary Ledger 

CP Cash Receipts Utility 

Cash receipts processing and reporting (see section 607 
Cash Receipts Utility Function): 
Treasury Receipt Processing 
Treasury Receipt Detail Inquiry 
Clear the Clearing Fund Processing 
Receipts Reporting 

CR Cash Receipts 

Cash receipts transactions  (see section 603 Cash Receipts 
and Receipts Processing): 
TR30 ɀ Direct Deposit Receipts 
TR31 ɀ Clearing Fund Receipts 
TR32 ɀ Revolving Fund Reimbursements 
TR33 ɀ Direct Deposit Receivables Receipts 
TR34 ɀ Clearing Fund Receivables Receipts 
TR96 ɀ JT Receipts 
TR97 ɀ JT Receivables Receipts 
TR3S ɀ Cash Receipts & Clearing Fund File 

RC 
Accounts Receivable 

Customer File 
See section 111.3 Accounts Receivable Customer File for 
additional information . 

TF 
Revenue to Revenue 

Transfers 

Revenue to revenue transfers (see section 609 Revenue 
Transfers Function): 
RV ɀ Add Revenue Correction/Reallocation 
RS ɀ Browse Revenue Correction Reallocation (sending) 
RQ ɀ Revenue Correction/Reallocation Report Request 
RR ɀ Browse Revenue Correction/Reallocation (receiving) 
RC ɀ Receipts Report Request 

  
Although the table above lists functions that are related to revenue transactions, each agency has 
specific policies determining who has access to what function based on specific job duties.  Not all 
positions will have access to all functions.  Please see the Access Control Custodian for additional 
information related to specific FLAIR functions not displayed on the 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 revenue collection and how revenue should be processed 
pursuant to state laws, rules, and memorandums.   
 
The following items will be discussed in detail in this section: 
¶ Definition s of revenue and receipts 
¶ Deposit types 
¶ The State Treasury Concentration Account 
¶ 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.  Revenue is money that is legally due.  Receipts are monies that have been collected.  
In governmental accounting, the majority of receipts are accounted for as revenues. 
 
As stated previously, revenue is derived from various sources in governmental accounting: 
¶ Taxes 
¶ Fees 
¶ Licenses 
¶ Grants 
¶ Donations  

 
These funds must be recorded upon receipt and verif ied by the Treasury within FLAIR, the SÔÁÔÅȭÓ 
accounting system.  Per section 116.01, F.S., funds collected must be deposited no later than seven 
working days from the end of the week in which the funds were received.  Section 215.31, 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 that any bank that holds public deposits must 
be financially sound and have collateral with the CFO of the State of Florida.  See Rule Chapter 69C-
2, F.A.C. regarding procedures for administering the Florida Security for Public Deposits Act. 
 
Where Do We Make Deposits? 
Receipts must be deposited in the State Treasury Concentration Account or into a local bank 
account. 
 
The State Treasury Concentration Account (also referred to as the State Concentration Account or 
Concentration Account) is the designated commercial bank account at the financial institution 
(bank) for the State of Florida.  All state agencies deposit money to the same financial institution , 
ÐÏÏÌÉÎÇ ÔÈÅ 3ÔÁÔÅȭÓ Íoney for greater efficiency and cost savings.  Concentrating the funds of all 
agencies allows the CFO to invest excess cash for a higher rate of return.  Each agency is assigned a 
sub-account within the concentration account so that its money can be tracked separately from that 
of other agencies. 

http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=116.01&URL=0100-0199/0116/Sections/0116.01.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.31&URL=0200-0299/0215/Sections/0215.311.html
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=69c-2
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=69c-2


 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 8 of 377 
 

 
State Concentration Account Example (each agency represents a sub-account): 

 
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 VetÅÒÁÎÓȭ !ÆÆÁÉÒÓȢ  

 
 

Local bank accounts are accounts at other financial institutions in the state also known as clearing 
funds, revolving funds, or local funds.  These accounts are managed by agencies and reported using 
a state fund type of 8 (SF = 8). 

¶ Section 216.271, F.S., authorizes the CFO to approve and oversee revolving funds. 
¶ Section 216.275, F.S., authorizes the CFO to approve and oversee clearing accounts. 

 
 

  

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=216.275&URL=0200-0299/0216/Sections/0216.275.html
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602.3 The Deposit Process 

 
Deposits have specific processing flows based on the type of receipt.  The types of receipts and their 
processing flows are determined by Florida Statutes, Florida Administrative Codes, Treasury 
procedures, and agency procedures.  Although each agency has its 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 over-the-counter, electronic, or other.  Each of these methods must follow specific 
procedures pursuant to Florida Statutes/Administrative Codes, Federal Laws/Regulations, and 
CFO/AA Memorandums. 
 
Types of deposits: 

Over-the-Counter Electronic Other 

Cash 
Automated Clearinghouse Transfers 

(ACH) 
Lockbox 

Checks FED wires/Wire Transfers Remote Deposits 

#ÁÓÈÉÅÒȭÓ #ÈÅÃËÓ Electronic Funds Transfer (EFT) Clearing Accounts/Funds 

4ÒÁÖÅÌÅÒȭÓ #ÈÅÃËÓ Debit/Credit Cards (internet and phone) Journal Transfers (JTs) 

Money Orders   

Credit Cards (Point-of-Sale)   

 
 
 

602.3.2 Over-the-Counter Deposits 

 
Payment is received by mail or in-person, at a physical location where business transactions are 
conducted.  These may be direct deposits, where revenue is recorded when funds are received, or 
receivable receipts, where revenue was previously recorded and payment is applied to, or adjusts, a 
receivable balance.  The deposits are made either through pre-printed agency deposit slips or bank 
counter deposit slips. 
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The following flowchart depicts over-the-counter deposit processing: 
 

 
  



 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 11 of 377 
 

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. 

2. Record receipt either manual or electronically. 
a. Restrictive endorse checks at time of receipt. 
b. Maintain a receipt log identifying source (cash, check, credit card). 
c. Maintain a record of transferring the receipts from one person to another. 

3. 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. 

4. Deposit receipts. 
a. Use a locking/sealed bank bag for deposits and related items. 
b. Courier/staff should return validated deposit slips for documentation. 

5. Enter deposit data in FLAIR using the appropriate FLAIR transaction as listed in the 
Cash Receipts Mini Menu; mark it with a T (transferred) st atus on the Cash Receipts 
Utility ( CP) function. 

6. The Treasury will reconcile the deposit recorded by the agency to the deposit 
recorded by the bank and mark it with a V (verified) status. 

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

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

 
 

602.3.3 Electronic Deposits 

 
Electronic deposits are transfers of funds between accounts by electronic means rather than paper-
based payment methods, as defined by the Code of Federal Regulations, title 12, section 205.3(b).  
An agency receives notice of an electronic transaction after it has been credited to the bank account.  
The agency must then record the deposit in FLAIR.   
 
The Treasury has a statewide ePayments contract that agencies can utilize to collect funds either by 
credit card or ACH (eCheck).  State entities that collect money by electronic processes are required 
to file an annual report of payment activity and costs with the CFO providing information required 
by section 215.322, F.S., and Rule Chapter 69C-4, F.A.C.   
 
¶ Credit Card/Debit Card ɀ These can be point-of-sale, where a card is physically swiped or an 

engraving machine is used, over the phone, by mail remittance, or online web payments.  
These can be over-the-counter or deposits that are transmitted via bankcard (Merchant 
3ÅÒÖÉÃÅÓ  ÁÎÄ ÈÉÔ ÔÈÅ 4ÒÅÁÓÕÒÙȭÓ ÁÃÃÏÕÎÔ ÖÉÁ !#(Ȣ  

¶ ACH ɀ 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 preauthorized transfers that are not in real time.  They are 
ÃÒÅÄÉÔÅÄ ÔÏ ÔÈÅ 4ÒÅÁÓÕÒÙȭÓ ÁÃÃÏÕÎÔ ×ÉÔÈÉÎ Á ÆÅ× ÄÁÙÓ ÁÆÔÅÒ ÔÈÅ ÉÎÉÔÉÁÔÅÄ ÔÒÁÎÓÆÅÒȢ  It is less 
expensive to send ACH funds via transfer than through the Federal Reserve Wire Network 
(Fedwire).   

http://www.ecfr.gov/cgi-bin/text-idx?SID=82535980ea250f74f2a25f703eb21c4b&node=12:2.0.1.1.6&rgn=div5#12:2.0.1.1.6.0.3.3
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.322&URL=0200-0299/0215/Sections/0215.322.html
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=69C-4
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¶ Fedwire/Wire Transfer ɀ An electronic movement/transfer of funds through the Federal 
Reserve Wire Network or the Interbank Payments System.  These are credited to the 
4ÒÅÁÓÕÒÙȭÓ ÁÃÃÏÕÎt in real time and are referred to as wire transfers or wires. 

¶ Electronic Funds Transfer (EFT) ɀ A transfer of funds between accounts by electronic 
means rather than paper-based payment methods (e.g., electronic terminal, telephone, 
computer, automated teller machine [ATM], or magnetic tape).   

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

 
The following flowchart depicts electronic deposit processing: 
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Electronic deposit processing steps: 
 

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

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

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

4. The Treasury will reconcile the deposit recorded by the agency to the deposit per the 
bank and change the status to V (verified).  

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

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

 
 

602.3.4 Other Deposits 

 
Some deposits are not over-the-counter or electronic.  These are considered other deposit types. 
¶ Lockbox ɀ A service offered to companies that have deposits mailed to a post office box.  

The financial institution picks up the receipts daily and is responsible for sorting, totaling, 
recording, ÁÎÄ ÄÅÐÏÓÉÔÉÎÇ ÔÈÅ ÒÅÃÅÉÐÔÓ ÔÏ ÔÈÅ ÃÏÍÐÁÎÙȭÓ ÁÃÃÏÕÎÔȢ   

¶ Remote Deposits ɀ Deposits that are transmitted electronically to the bank.  The check is 
scanned and the digital image is presented to the bank electronically.  This gives the agency 
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, although cash and checks that cannot be 
read by the scanner will have to be taken to the bank to be deposited.  

¶ Clearing Account/Funds ɀ Funds deposited to a local bank and which must be transferred to 
the State Treasury Concentration Account per rule 69C-1.005, F.A.C. 

¶ Journal Transfers (JTs) ɀ Transfers that happen within the State Treasury Concentration 
Account. 

 
 

https://www.flrules.org/gateway/ruleno.asp?id=69C-1.005
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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 an account at an approved financial 
institution within seven working days from the end of the week in which the funds were received, 
according to section 116.01, F.S.  In addition, the transaction must be recorded in FLAIR in a timely 
manner, per section 215.31, F.S. 
 
Most of the monies collected by state agencies are classified as revenues.  Funds may also be 
collected for expenditure refunds, deferred revenues, or other non-revenue type transactions. 
 
 

603.1 Receipt Transactions Overview 

 
To record cash receipt transactions in FLAIR, users must have U (Update) security clearance to 
access the appropriate transaction types.  When processing cash receipts, there are several 
transaction types available through the Cash Receipt Mini Menu (CR).  The user should be familiar 
with the transactions on this mini menu. 
 
To access the Cash Receipts Mini Menu from any FLAIR input screen: 

1. In the TYPE field, input CR. 
 
FLAIR Main Accounting Menu (with example data input)

 
 

2. Press Enter.  FLAIR will display the Cash Receipts Mini Menu. 
 

http://www.leg.state.fl.us/statutes/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0116/Sections/0116.01.html
http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=215.31&URL=0200-0299/0215/Sections/0215.31.html
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Cash Receipts Mini Menu

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

Transaction Type Description Available SEL (Selection) Options  

30 Direct Deposit Receipts 

A ɀ Multiple Input  
S ɀ Single Input 
M ɀ Multiple Inquiry  
I ɀ Single Inquiry 

31 Clearing Fund Receipts A, S, M, I  

32 
Revolving Fund 

Reimbursements 
A, M 

33 
Direct Deposit 

Receivable Receipts 
A, S, M, I  

34 
Clearing Fund 

Receivable Receipts 
A, S, M, I  

96 Journal Transfer Receipts A, S, M, I  

97 
Journal Transfer 

Receivables Receipts 
A, S, M, I  

3S 
Cash Receipts & 

Clearing Fund File 
M, I 

 
Cash receipt transactions have up to four selection options available for use: 

Selection Type Description 

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

S 
Single Input with Expanded Data Display.  Processes one line of a 
transaction at a time.  The user can view all codes retrieved from the 
expansion files and all available optional fields. 

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

I 
Single Inquiry with Expanded Data Display.  The users 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.  It is 
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 in chapter 600.  This section, 
603 Cash Receipts and Receipts Processing, will discuss TR30, TR96, TR99 (not on the mini menu), 
and TR3S in detail. 
 
 

603.2 TR30 Direct Deposit Receipts 

 
The TR30 Direct Deposit Receipts transaction is used to record deposits made into the State 
Treasury Concentration Account, or to local bank accounts.  When funds are deposited into the 
State Treasury Concentration Account and an accounts receivable has not been established, the 
TR30 records a credit in a revenue general ledger (GL) and a debit in a cash GL within  an operating 
fund. 
 
The TR30 records the receipt of cash (debit) and revenue (credit)  to the GLs within a local fund (SF 
=  8) when the funds are deposited into a local account.  See section 206.1.2 TR30 Direct Deposit 
Receipt (Local Fund Processing) for additional information on use with local accounts.  It may also 
be used to make corrections or record expenditure refunds.  See section 610 Adjustments & 
Corrections for additional details regarding corrections and expenditure refunds.  The TR30 is the 
most commonly used receipt transaction. 
 
When a TR30 is input, a record of the transaction is added to the Cash Receipts & Clearing Fund File 
(3S).  When a TR30 is recorded to a local fund (SF =  8) or has a bookkeeping indicator (BI) 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 Treasury for 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 to accommodate the verification process.  See sections 
607 Cash Receipt Utility Function and 608 Treasury for more details on Treasury Receipt 
Processing. 
 
 

603.3 TR30 Input 

 
Users can input a single direct deposit receipts transaction using a TR30S, or multiple direct deposit 
receipts transactions using a TR30A.  Single input allows the user to view all data codes associated 
with the transaction (e.g., grant number, other cost accumulator, and external codes).  Multiple 
transactions display limited data, but the user can input up to four lines per page. 
When recording a transaction with a TR30, 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 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 either A (for multiple input) or S (for single input) . 
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Cash Receipts Mini Menu (with example data input)  

 
 

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

603.3.1 TR30 Single Input 

 
The TR30 Direct Deposit Receipts Single Input Request allows users to input or view all data codes 
associated with a transaction and consists of two screens.  Some codes are retrieved from the 
Expansion Files, but can be updated at the time of input or prior to the end of the same business day 
they were input, if necessary. 
 
To access the TR30 Direct Deposit Receipts Single Input Request Screen 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)
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3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Input Request 

Screen One. 
 
TR30 ɀ Direct Deposit Receipts ɀ Single Input ɀ 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.  Agency unique.  L1 is protected.  
Must be input left to right without missing 
any spaces.  If not input, defaults to all 
zeros in L2 through L5.  (11N) 

EO Expansion Option 
Required.  If blank, defaults to 00.  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 <900000.  (6N) 

PPI Prior Period Indicator 

Optional.  Valid input: 
Blank ɀ Transaction will update current 

period accounting records. 
M ɀ Prior Month Indicator.  Transaction 

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

Y ɀ 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 to proceed to Screen Two. 
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TR30 ɀ Direct Deposit Receipts ɀ Single Input ɀ Request - Screen One (with example data input)

 
 

5. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Input Screen 
Two. 

 
TR30 ɀ Direct Deposit Receipts ɀ 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.  C is protected.  May be taken 
from the MICR line of the deposit slip.  
(7A/ N) 

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 
multiple lines within the deposit number.  
(4N) 
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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 Expansion Option Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 

CF Certified Forward Indicator 

Optional.  Valid input: C.   
 
Prohibited.  If SF = 8 or if revenue source 
category is used.  (1A) 

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

PPI Prior Period Indicator 
Protected.  Retrieved from Screen One, if 
input.  (1A) 

AMOUNT Transaction Amount 

Required.  Amount may be negative or 
positive, but not zero.  Total of all lines 
cannot be $1 billion  or greater, or less than 
-$1 billion.  (10.2N) 

BI Bookkeeping Indicator 
Optional.  Valid input: N.  Prevents the 
transaction from being included in 
Treasury receipts processing.  (1A) 

VENDOR-ID 
Vendor 

Identification Number 

Optional.  If used, must be valid number 
from Vendor Statewide (VS), Vendor 
Employee (VE), AR Customer (RC), or 
Account Description (AD) Files.  (21A/N) 

SUB-VENDOR-ID 
Sub-vendor  

Identification Number 
Optional.  If used, must be a valid number 
from the VS, VE, or RC Files.  (14A/N)  

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (8.2N) 

INVOICE Invoice Number Optional.  (9A/N) 

DESCRIPTION Description Optional.  (16A/N) 

ORIG-RCPT Original Receipt 
Optional.  Used to record an original 
deposit number or the date the deposit was 
received by the agency.  (11A/ N) 

OTHER-DOC Other Document Number 

Optional.  May be used to record the 
voucher number assigned when the 
transfer was initiated, or any other 
reference to documentation.  (11A/N) 

B Batch Indicator 
Optional.  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 and can be overridden 
(except GF, SF, and FID).  See section 112 Expansion Files for more information. 

CAT 
Revenue Source Code or 
Appropriations Category 

Required.  If a revenue object code is input, 
CAT ÍÕÓÔ ÂÅ ππωωωωȢ  )Æ an expenditure 
object code is input, CAT ÍÕÓÔ ÂÅ 010000.  
(6N) 
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Field Description Required/Optional/Special Instructions 

YR Year 

Required.  If an appropriation category is 
used.  If blank, defaults to 00. 
 
Optional.  If revenue source category is 
used.  (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.  (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 or 
the Grants Information (GI) File and 
carried over to the Title File to be used in a 
FLAIR transaction.  (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 FLAIR transaction.  Edited against 
FACTS.  (5A/N) 

CY Contract Year 
Optional.  Only used if CNTRT field is 
populated.  (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.  (2N) 

EF External Fund 
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 (PI) File and carried 
over to the Title File prior to use in a 
transaction.  (11A/N) 

BPIN 
Beginning Property 

Identification Number 
Optional.  If used, last six digits must be 
numeric or ZZZZZZ.  (8A/N) 
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Field Description Required/Optional/Special Instructions 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

*LETTER OF 
CREDIT 

Letter of Credit Number 

Optional.  Letter of credit number 
associated with grant processing.  Only 
used if GRANT field is populated.  If F1 is 
used, all Letter of Credit numbers 
associated with the GRANT will be 
available for selection.  (15A/N)  

 
6. In the DEP-NO field, input the deposit number from the deposit slip. 
7. In the AMOUNT field, input the deposit amount. 
8. Input any other data necessary to complete the transaction. 

 
The *LETTER OF CREDIT field is marked with an asterisk indicating the availability of a Help 
Screen.  The Help Screen displays input options for that field. 
 
To use the Help Screen: 

1. Navigate the cursor to the *LETTER OF CREDIT field using Tab or the arrow keys. 
2. With the cursor placed in the *LETTER OF CREDIT field, press F1 to 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, input S. 

 
TR30 ɀ Direct Deposit Receipts ɀ Single Input - Screen Two 
(with Help Screen for LOC# field and example input)

 
 

4. Press Enter.  FLAIR will check for category and GL edits at the time of input. 
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TR30 ɀ Direct Deposit Receipts ɀ Single Input - Screen Two (with example data input)  

 
Once the user presses Enter, the TR30 will be recorded on the Cash Receipts & Clearing Fund File 
(3S) and the Daily Input File, and the Available Balance File will be updated.  See section 603.12.1 
TR30 FLAIR Accounting Entries for details.  FLAIR will return the user to the TR30 Direct Deposit 
Receipts Single Input Screen Two.  FLAIR will retrieve any data that is included on the NEXT line 
and the CF, AMOUNT, QUANTITY, PROJECT ID, UNITS, TIME, and *LETTER OF CREDIT fields will be 
blank (see the following example). 
 
TR30 ɀ Direct Deposit Receipts ɀ Single Input - Screen Two 
(ready for next line of input for the same deposit number)

 
 
  



 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 24 of 377 
 

Note:  Please use caution when assigning line numbers.  The user should be aware of the following: 
¶ If the user does not input a line number in the LINE field, no line number is assigned by 

FLAIR. 
¶ If the user inputs a line number and completes the transaction by pressing Enter, 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 example). 

 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Screen Two 
(inquiry showing multiple lines recorded with the same line number)

 
 
The TYPE and SEL fields are available to request a different function on the bottom line of the 
screen for most transactions.  See section 105.6.4 TYPE and SEL Fields for more information.  The 
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 Program Function 
Keys for details. 
 
 

603.3.2 TR30 Multiple Input 

 
Users can process multiple transactions with the same deposit number using a TR30A.  Multiple 
transactions display limited data; the Expansion File data is included in the transaction but hidden 
from view to conserve space.  The user can input up to four lines of data per page.  To access FLAIR 
cash receipt transactions, users must have Update (U) security access to the Cash Receipts (CR) 
function. 
 
To access the TR30 Direct Deposit Receipts Multiple Input Request Screen One from the Cash 
Receipts Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input A. 
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Cash Receipts Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Multiple Input Screen 
One. 

 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Input ɀ Screen One

 
 
TR30 Direct Deposit Receipts Multiple Input Screen One fields (available for input on each line): 

Field Description Required/Optional/Special Instructions 

DEP-NO Deposit Number 

Required.  C is protected.  May be taken 
from the MICR line of the deposit slip.  Will 
apply to all lines input on the screen.  
(7A/N) 

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

PPI Prior Period Indicator Optional.  Valid input: 
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Field Description Required/Optional/Special Instructions 

Blank ɀ Transaction will update current 
period accounting records. 

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

Y ɀ 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) 

L1 L2 L3 L4 L5 Organization Code 

Required.  Agency unique.  L1 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 to 00.  (2A/N) 

VR Expansion Option Version Optional.  (2N) 

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

CF Certified Forward Indicator 
Optional.  Valid input: C.  Not allowed if 
SF =  8 or if revenue source category is 
used.  (1A) 

VENDOR-ID 
Vendor 

Identification Number 
Optional.  If used, must be valid number 
from VS, VE, RC, or AD Files.  (21A/N) 

INVOICE Invoice Number Optional.  (9A/N) 

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

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

BI Bookkeeping Indicator 
Optional.  Valid input: N.  Prevents the 
transaction from being included in 
Treasury Receipts Processing.  (1A) 

AMOUNT Amount 

Required.  Amount may be negative or 
positive, but not zero.  Total of all lines 
cannot be $1 billion or greater, or less than 
or equal to -$1 billion.  (10.2N) 

ORIG-RCPT Original Receipt Number Optional.  (11A/N) 

OTHER-DOC Other Document Number 

Optional.  May be used to record the 
voucher number assigned when the 
transfer was initiated, or any other 
reference to documentation.  (11A/N) 

DESCRIPTION Description Optional.  (16A/N)  
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Field Description Required/Optional/Special Instructions 

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (8.2N) 

LOC Letter of Credit Indicator 
Optional.  Valid input: X.  If input, valid 
grant number must be retrieved from 
Expansion File.  (1A) 

 

4. Input the necessary information to complete the transaction on each line.  The user may 
input up to four lines. 

5. Press Enter.  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 updated.  See section 
603.12.1 TR30 FLAIR Accounting Entries for details. 

 

FLAIR will display the TR30 Direct Deposit Receipts Multiple Input Screen One.  Lines 0002, 0003, 
and 0004 will be cleared.  The first line on the new screen will retain the data input on the last 
completed line on the previous screen before the user pressed Enter.  However, the AMOUNT, 
QUANTITY, CF, and LOC fields will be blank.  See the following example. 
 

TR30 ɀ Direct Deposit Receipts ɀ Multiple Input ɀ Screen One (with example data input)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 28 of 377 
 

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 first line.  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 the second line.  The asterisk (*) can be used in 
the fields that contain the same information as the first line.  Note: A line number does not have to 
be assigned to use the duplicate feature. 
 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Input ɀ Screen One 
(example using the asterisk (*) to duplicate information on the next line)

 
 
 

603.4 TR30 Inquiry 

 
Transactions added to the Daily Input File using a TR30 can be inquired 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 section 603.6.1 TR3S Single Inquiry for details.  Regardless of how the transaction was 
added to the Daily Input File (single or multiple line input)  the user may use either the single or 
multiple line inquiry to view the transaction. 
 
To access the TR30 Inquiry Screens from the Cash Receipts Mini Menu or any FLAIR input  screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input I (for single inquiry) or M (for multiple inquiry).  
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Cash Receipts Mini Menu (with example data input)

 
 

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

603.4.1 TR30 Single Inquiry 

 
The TR30 Direct Deposit Receipts Single Inquiry By Site Request allows the user to view all data 
codes associated with this transaction within the operating level organization (OLO) and/or sÉÔÅȭÓ 
Daily Input File.  This includes codes that are retrieved from the Expansion Files.  These codes may 
be changed if necessary. 
 
To access the TR30 Single Inquiry Request from the Cash Receipts Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input I. 

 
Cash Receipts Mini Menu (with example data input)
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3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Inquiry By Site 
Request Screen One. 

 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Request ɀ Screen One

 
 
TR30 Direct Deposit Receipts 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.  If input, FLAIR will return 
transactions input with this user ID.  (6N) 

VENDOR-ID 
Vendor 

Identification Number 

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

DEP-NO Deposit Number 
Optional.  C is protected.  If input, FLAIR 
will retrieve only transactions containing 
this deposit number.  (7A/N) 

LINE Deposit Line Number 

Optional.  If used, DEP-NO must be input 
and FLAIR will return the line number 
input.  If blank, FLAIR will return all 
available line numbers beginning with the 
first available number.  (4N)  

LETTER OF CREDIT Letter of Credit Number 
Optional.  FLAIR will return transactions 
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. 
  



 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 31 of 377 
 

TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Request ɀ Screen One 
(with example data input) 

 
5. Press Enter. 

a.  FLAIR will return the first record that meets the search criteria; OR  
b.  If all fields are left blank, FLAIR will return the first record in organizational code 
ÏÒÄÅÒ ×ÉÔÈÉÎ ÔÈÅ ÕÓÅÒȭÓ ÓÅÃÕÒÉÔÙ ÌÅÖÅÌȢ 

 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Screen Two (with example data retrieved)

 
 

6. Press F8 to view any additional lines meeting the search criteria.  Repeat as necessary 
until each line has been viewed. 
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603.4.2 TR30 Multiple Inquiry 

 
The TR30 Direct Deposit Receipts Multip le Inquiry By Site Request allows the user to view up to 
four lines with the same deposit number at a time.  Each line will have limited data available for 
viewing. 
 
To access the TR30 Multip le Inquiry Request from the Cash Receipts Mini Menu or any FLAIR input 
screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input M. 

 
Cash Receipts Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Multiple Inquiry by Site 
Request Screen One. 

 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Request ɀ Screen One
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TR30 Direct Deposit Receipts 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 matching the 
organizational level input .  (11N) 

USER ID 
FLAIR User 

Identification Code 
Optional.  If input, FLAIR will return 
transactions input with this user ID.  (6N) 

VENDOR-ID 
Vendor 

Identification Number 

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

DEP-NO Deposit Number 
Optional.  C is protected.  If input, FLAIR 
will retrieve only transactions containing 
this deposit number.  (7A/N) 

LINE Deposit Line Number 

Optional.  If used, DEP-NO must be input 
and FLAIR will return the 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 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Request ɀ Screen One 
(with example data input)

 
 

5. Press Enter. 
a.  FLAIR will return up to four records that meets the search criteria; OR 
b.  If all fields are left blank, FLAIR will return the first four records in organizational 

code order. 
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TR30 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Screen Two (with sample search 
results)

 
 
To view one of the lines in the single inquiry view with all data codes displayed: 

6. In the X field, input I. 
 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Screen Two (with example data input )

 
 

7. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Inquiry by Site 
Screen Two. 
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TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Screen Two (with example data retrieved)

 
 
The user may place an I next to more than one line of the inquiry before pressing Enter.  The first 
line will display in single inquiry view (see the following example).  Press F8 to view the next 
selected line in single inquiry view.  Repeat as necessary until each line has been viewed. 
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603.5 TR30 Update 

 
The TR30 update is used to update or delete direct deposit records input using the TR30S or 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 the Cash Receipts & Clearing 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 section 610 Adjustments & Corrections for 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 view, then update, the transaction. 
 
To access the TR30 Inquiry Screens from the Cash Receipts Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input I or M. 

 
Cash Receipts Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the requested screen and the user can proceed to the 
update screen to make changes.  See section 603.5.1 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 Inquiry 

 
To make corrections or changes to a TR30 input during the current business day, the user will first 
inquire on the record to be changed, then access the update screen. 
 
To access the TR30 Direct Deposit Receipts Single Inquiry by Site Request Screen from the Cash 
Receipts Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input I. 

 
Cash Receipts Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Inquiry by Site 
Request Screen One. 

 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Screen One
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4. Input the search criteria to display the correct record. 
5. Press Enter.  FLAIR will display the requested record. 

 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Screen Two (with example inquiry 
retrieved)

 
 

6. In the SEL field of the record to be updated, input U. 
 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site ɀ Screen Two (with example data input)

 
 

7. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Update by Site 
Screen One. 

 



 

  FLAIR PROCEDURES MANUAL |  Revenue 

Revised 2021 | Page 40 of 377 
 

TR30 ɀ Direct Deposit Receipts ɀ Single Update By Site ɀ Screen One (with example data retrieved)

 
 
TR30 Direct Deposit Receipts Single Update by Site Screen One fields: 

Field Description Required/Optional/Special Instructions 

DELETE Delete Request 

Optional.  Valid input: D.  Used to delete the 
transaction from the Daily Input File.  If 
used, no other fields can be updated.  
Deleted transactions cannot be retrieved.  
(1A)  

DEP-NO Deposit Number Protected.  (7A/N) 

LINE Deposit 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 
multiple lines within the deposit number.  
(4N) 

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

EO Expansion Option Protected.  (2A/ N) 

VR Expansion Option Version Protected.  (2N) 

OBJECT Object Code Protected.  (6N) 

CF Certified Forward Indicator 
Optional.  Valid input: C.  Not allowed if 
SF =  8 or if revenue source category is 
used.  (1A) 

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

PPI Prior Period Indicator 

Optional.  Valid input: 
Blank ɀ Transaction will update current 

period accounting records. 
M ɀ Prior Month Indicator.  Transaction 

will update prior month accounting 
records when an agency has not closed 
the books for the previous month. 
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Field Description Required/Optional/Special Instructions 

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

AMOUNT Amount 
Required.  Can be changed, but not deleted.  
Can be a positive or negative amount.  
(10.2N) 

BI Bookkeeping Indicator 
Optional.  Valid input: N.  Prevents the 
transaction from being included in 
Treasury receipts processing.  (1A) 

VENDOR-ID 
Vendor 

Identification Number 
Optional.  If used, must be a valid number 
from the VS, VE, RC, or AD Files.  (21A/N) 

SUB-VENDOR-ID 
Sub-vendor 

Identification Number 
Optional.  If used, must be a valid number 
from the VS, VE, or RC Files.  (14A/N) 

QUANTITY Quantity 
Optional.  Input of negative or positive 
numbers and numbers starting with 0 are 
allowed.  (8.2N) 

INVOICE Invoice Number Optional.  (9A/N) 

ORIG-RCPT Original Receipt Number Optional.  (11A/N) 

DESCRIPTION Description Optional.  (16A/N) 

OTHER-DOC Other Document Number 

Optional.  May be used to record the 
voucher number assigned when the 
transfer was initiated, or any other 
reference to documentation.  (11A/N) 

B Batch Character 
Optional.  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) 

CAT 
Revenue Source Code or 
Appropriations Category 

Required.  If revenue object code is input, 
ÃÁÔÅÇÏÒÙ ÍÕÓÔ ÂÅ 009999.  If expenditure 
object code is input, category must be 
πρππππȢ  φ. 

YR Year 

Required.  If appropriation category is 
used.  If blank, defaults to 00. 
 
Optional.  If revenue source category is 
used.  (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 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) 
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Field Description Required/Optional/Special Instructions 

GRANT Grant Number 

Optional.  Must be established in FACTS or 
the Grants Information (GI) File and 
carried over to the Title File to be used in a 
FLAIR transaction.  (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.  (5A/N) 

CY Contract Year 
Optional.  Only used if CNTRT field is 
populated.  (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.  Can be changed, but not deleted.  
(8N) 

IBI Internal Budget Indicator 
Required.  Can be changed, but not deleted.  
(2N) 

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

STATE-PROGRAM State Program 
Required.  Can be changed, but not deleted.  
(16N) 

PROJECT ID 
Project Identification 

Number 

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) 

BPIN 
Beginning Property Item 

Number 

Optional.  If used, last six digits must be 
numeric or ZZZZZZ.  Cannot be used if a 
LOC# is used.  (8A/N) 

UNITS Units Optional.  (11N) 

TIME Time Optional.  (9N) 

*LETTER OF 
CREDIT 

Letter of Credit Number 

Optional.  Letter of credit number 
associated with grant processing.  Only 
used if GRANT field is populated.  If F1 is 
used, all letter of credit numbers associated 
with the GRANT will be available for 
selection.  (15A/N) 

 
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. 
 

8. a.  Input the data necessary to update the transaction; OR 
b.  In the DELETE field, input D to delete the transaction. 

9. Press Enter.   
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a.  FLAIR will display the transaction with the updates displayed; OR 
b.  If the transaction is deleted, FLAIR will display the next transaction matching the 

inquiry  search criteria. 
 
TR30 ɀ Direct Deposit Receipts ɀ Single Inquiry By Site Screen Two (with updates accepted by 
FLAIR)
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603.5.2 TR30 Update from Multiple Inquiry 

 
To make corrections or changes to a TR30 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 One 
To access the update screen from the Cash Receipts Mini Menu or any FLAIR input screen: 

1. In the TYPE field, input 30. 
2. In the SEL field, input M. 

 
Cash Receipts Mini Menu (with example data input)

 
 

3. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Multiple Inquiry by Site 
Request Screen One. 

 
TR30 ɀ Direct Deposit Receipts ɀ Multiple Inquiry By Site ɀ Request Screen One
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4. Input the search criteria necessary to display the correct record.  See section 603.4.2 

TR30 Multiple Inquiry for additional details regarding the inquiry. 
5. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Multiple Inquiry by Site 

Screen Two. 
 
TR30 ɀ Direct Deposit Receipts ɀ Multip le Inquiry By Site ɀ Screen Two (with example data 
retrieved)

 
 

6. In the X (selection) field next to the record to be updated, input U. 
 

TR30 ɀ Direct Deposit Receipts ɀ Multip le Inquiry By Site ɀ Screen Two (with example data input )

 
 

7. Press Enter.  FLAIR will display the TR30 Direct Deposit Receipts Single Update by Site 
Screen One. 
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http://www.leg.state.fl.us/statutes/index.cfm?mode=View%20Statutes&SubMenu=1&App_mode=Display_Statute&Search_String=17.58&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

