
1 

Report Distribution System (RDS) 

Viewing Tips 

Viewing Reports 

The Report Directory (or Report Library) lists all reports that are available to you and the information about 

each report.  Report Access is granted by your agency RDS Administrator.  Reports in the Report Directory 

that have not yet been archived, or reports that have been restored, are available for online viewing. 

To select a report for online viewing: 

1. In the A (Action) column next to the report to be viewed, input S for selection.

2. Press Enter.   The system will display the report online in Display View.

For detailed descriptions on the available columns listed on the Report Directory, 

see Section 1002 of the Report Distribution System Procedures Manual. 

If you are not able to view all the information it may be necessary to navigate around the screen. 

ot able to view all the information it may be necessary to navigate around the screen. 
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Navigation Key Description 

F3 Press F3 multiple times to exit the current screen. 

F5 Repeats previous command. 

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

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

F10 Moves the screen to the left.  This is the default view and the furthest left columns display 
once again. 

F11 Moves the screen to the right.  
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Printing Reports 

Users may print a report from the Report Directory without viewing the report.  If the print request is 

made from the Report Directory, the entire report will print to the network printer indicated in the user’s 

profile.  Users may print a report while viewing the report.  For additional guidance see Section 1013.2 

of the Report Distribution System Procedures Manual. 

To select a report for printing: 

1. In the A (Action) column next to the report to be viewed, input P for print.

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

confirmed to be completed.

3. In the COMMAND field, input Y.

4. Press Enter.  The system will provide the job name and job ID for the requested print.

5. In the COMMAND field, input Y to confirm.

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

Note:  For a list of valid FLAIR printers, contact your agency’s RDS Administrator.

For Additional information regarding Viewing and Printing, see 

Sections 1004 and 1013 of the FLAIR Report Distribution System-End User Procedures Manual 
https://www.myfloridacfo.com/docs-sf/accounting-and-auditing-libraries/state-agencies/flair/

manuals/1000rdsenduser.pdf?sfvrsn=91981e7c_8
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http://www.myfloridacfo.com/Division/AA/Manuals/1000RDSEndUser.pdf

