
3/31/2022

1

World of FLAIR Accounting –
Part I – Disbursements 

Dina Kamen, Director of Accounting

Tim Tice, Deputy Director of Accounting

Nick Piazza, Professional Accountant I

Session Overview

 Introduce JAC disbursements team

 Discuss the voucher process 

 Interpreting the FLAIR vendor files

 Direct deposit – EFT

 Warrants 
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JAC Accounting Office
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Dina Kamen

Director of Accounting

Tim Tice

Deputy Director of Accounting

Supervisor of Disbursements Unit

Phyllis Reed

Program Administrator

Supervisor of Revenue Unit

JAC Accounting Services –
Disbursements Unit Overview

 JAC Accounting Section’s Disbursements Unit is 
comprised of seven professional accountants, 
supervised by Tim Tice, Deputy Director of 
Accounting

 Each of your offices has one or more 
accountants assigned to work one-on-one with 
your office to process all types of 
disbursements (payments) and to provide 
general accounting services 
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Disbursements Unit Staff

Patricia Burt          Jing Perlowski

Tiffani Chukes Nick Piazza 

Shamara Cooper    Shane Sullivan

Kathy McCabe
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Disbursements Unit –
What We Do
 Work with each office processing batches

– Review batches and supporting 
documentation

– Enter payments into FLAIR

– Answer questions, provide payment 
processing information and assistance

– Process travel reimbursements 

– Assist with vendor issues

– PCard approvals
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Disbursements Unit –
What We Do
 Provide other general accounting services

– Reallocate expenditures

• Journal Transfers – move expenditures 
between funds as needed to best manage 
resources

– Assist with warrants

• Duplicates

• Cancellations

• Check paid/unpaid status
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Disbursements Unit –
What We Do
 Liaison with Department of Financial Services (DFS); 

Office of Chief Financial Officer (CFO)

– Chief fiscal officer of the state responsible for settling 
and approving accounts against the state and 
keeping all state funds and securities (s. 17.001, F.S.)

– DFS provides rules and guidelines for paying state 
invoices for all state agencies

– Disbursements unit works with all offices and DFS to 
ensure invoices and contracts are processed 
appropriately
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Disbursements Create Vouchers

 Voucher – official form produced by FLAIR 
as a “request for payment” from funds in 
the State Treasury

 Vouchers are separated in multiple ways, 
primarily by fund

 General Revenue separated from trust 
funds 

 Categories within each fund are separated 
onto separate vouchers
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Voucher Processing Team

Breckan Gregory     Elaine Watson
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Breckan and Elaine work very closely with the 
Disbursements Unit to complete the voucher 
processing to ensure invoices are paid by DFS
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Voucher Processing –
How does it Work?
 Payments are entered in FLAIR (e.g., batch sheets 

provide Org, EO, fund, vendor)

– Voucher Schedules (Vouchers) are produced during 
FLAIR nightly processing and “printed” the next 
business day

– Staff compare the Vouchers and associated batch 
sheets and other back-up for accuracy and 
completeness

– Vouchers are separated by fund, categories, and so on; 
voucher numbers are automatically assigned

– Electronic version of voucher submitted to DFS in FLAIR
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Voucher Processing –
How does it Work?
 Vouchers are imported into JAC’s electronic 

document management system (Laserfiche)

 Batch sheets and supporting documentation are 
also housed in Laserfiche 

 Voucher processing team matches batch sheets 
to vouchers daily

 Voucher processing team reviews the voucher 
package for accuracy and compliance with DFS 
requirements
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Voucher Processing –
How does it Work?
 Most vouchers are automatically posted (paid) by 

DFS (assuming sufficient budget)

 DFS randomly samples certain invoices and requests 
documentation to verify that the payment complies 
with the Florida Statutes and DFS rules

 DFS automatically audits all invoices of $10,000 or 
more

 Breckan and Elaine put together the voucher 
packets with supporting documentation 

 Packets uploaded to DFS web portal
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Voucher Processing –
How does it Work?
 On occasion, DFS returns an invoice 

requesting additional documentation or 
explanation

 Breckan, Elaine, and the accountants work 
together to resolve the issue, and will contact 
your office for information as necessary

 DFS’ role is to ensure invoices paid from state 
funds are allowable and there is sufficient 
back-up to support the payment
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General Rule for any Expenditure 
of State Funds
“Agencies shall only schedule those disbursements or 
transfers of funds authorized by law. If such authority is 
not apparent, the agency must cite the law which either 
provides the authority to expend funds for the purpose 
under consideration or necessarily implies the authority 
to carry out the authorized duty or function. The 
requirement for legal authority may not be satisfied by 
demonstrating that the requested disbursement or 
transfer has been done or approved previously.” 

DFS, Reference Guide for State Expenditures, November 2019, Page 
50.
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Voucher Processing –
How does it Work?
 Breckan and Elaine monitor all vouchers in 

FLAIR to ensure they are posted and work 
with Accounting staff and DFS to resolve 
issues

 When there are budget issues (e.g., 
insufficient budget to post), Breckan and 
Elaine work with Accounting staff or the 
JAC Budget Office to resolve the issue
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Voucher Processing –
How does it Work?
 Once the voucher is posted (paid)

– Checks are issued by DFS; JAC picks up 
the checks up from DFS – daily

– Posted journal transactions reports are 
issued (for JT vouchers)

– JAC prints the EFT statements (a JAC 
generated report) into Laserfiche

– JAC matches all pieces in Laserfiche
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Voucher Processing –
How does it Work?

 Once the voucher is posted (cont.)

– Voucher Delivery - Transition

– In the past, voucher packets were sent out to 
all of the JROs twice a week using FedEx or 
UPS

• This delayed your offices from receiving the 
vouchers and EFTs for several days 

– JAC has been transitioning offices to a new 
delivery process that utilizes a file transfer 
platform called Pydio
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Voucher Processing –
How does it Work?

 Once the voucher is posted (cont.)

– Voucher Delivery – Transition

– Pydio allows JAC to upload the documents for 
your office to see the same day the voucher 
packet is complete

– It reduces the time your offices have to wait to 
reconcile your batches of payments
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Voucher Processing –
How does it Work?
 Once the voucher is posted (cont.)

– JAC drops a copy of your non-payroll 
disbursements, including a copy of the batch, 
voucher, check or EFT report, into Pydio, and 
mails your warrants – twice weekly on 
Monday and Wednesday

– This includes regular disbursements (batch 
payments), journal transfers, expense refunds, 
Purchasing Card, and Statewide Travel 
Management System
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Voucher Processing –
How does it Work?
 Once the voucher is posted (cont.)

– Voucher packets are now electronic files and 
may be imported directly into your Electronic 
Document Management System (daily or at 
your convenience); no need to be scanned by 
your staff.

– The only paper documents handled by your 
staff and JAC staff are the paper warrants

– EFT reports arrive already in electronic format 
(PDF) ready to be sent to your vendors
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Voucher Processing –
How does it Work?
 Once the voucher is posted (cont.)

– If your office is not using Pydio, contact Wayne 
Meyer, at JAC, and he will work with you to get 
users from your office setup with individual 
accounts

– JAC stores the voucher packet for five fiscal 
years in Laserfiche for records management 
compliance
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Interpreting the FLAIR Vendor 
Files - VS
 Inquiry by name
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Interpreting the FLAIR Vendor 
Files - VS
 Inquiry by number
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Which address appears on 
the check?

Is this a My Florida 
Marketplace vendor?
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Interpreting the FLAIR Vendor 
Files - VS
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What should prevent me 
from using this sequence?

Is this a My Florida 
Marketplace vendor?

Interpreting the FLAIR Vendor 
Files - VS
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Does the W9 name need to 
match the vendor name?

Where does the W9 name 
appear on the check?
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Which sequence will create 
a direct deposit?  

Why does one sequence 
create a check?

FLAIR Vendor Files and My 
Florida Marketplace (MFMP)
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 What is the issue with MFMP vendors and addresses?

 If a vendor has at least one MFMP sequence that is 
active in FLAIR, we can’t add, change, or update any of the 
sequences in FLAIR for that vendor
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FLAIR Vendor Files and My 
Florida Marketplace (MFMP)
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Please make note of messages like this added to 
batches.

This means we could not find a matching address as 
shown on the invoice in FLAIR.  We try to match the 
name as best as we can, but there was no matching 
address and we can’t add the address because it is a 
MFMP vendor.

Direct Deposit – Electronic 
Funds Transfer (EFT)
 The safest method for transmitting payments 

to vendors is via EFT (direct deposit)

 Vendors that you use regularly, we 
recommend that get them signed up with EFT

 The form is found on the JAC website under 
Accounting Services

 An original signed form must be mailed 
directly to DFS to establish EFT

30



3/31/2022

16

The Original Copy of the Form is Mailed to 
DFS
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Overview of Warrants (Checks)

 Warrant (payment) information may be 
found on the FLAIR’s Vendor Payment 
History website

– It’s an easy way to research warrants outside 
of FLAIR

 Warrant information is also found in FLAIR 

 JAC Accounting staff will be happy to assist 
you as needed
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FLAIR Website –
Vendor Payments
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 Vendor payments may be 
viewed from the FLAIR 
website

 The warrant (payment) 
number is also provided

 To view payments without 
a login or password click 
vendors, then payment 
history

https://flair.dbf.state.fl.us/

FLAIR Website –
Vendor Payments

34

 Enter a tax ID, month, and year
– Tax ID is nine-digit numbers only 

no F, S, or sequence

 Choose Justice Administration
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FLAIR Website –
Vendor Payments
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 Above are the results of the vendor payment inquiry from the 
FLAIR website 

 Click the payment hyperlink to display details including the 
paid status

Note: Payment number and warrant number 
are interchangeable – same meaning

FLAIR Website –
Vendor Payments

36

 After clicking the hyperlink, the warrant (payment) status 
screen will display

 On the example above, this is a regular paper warrant that 
has not been cashed by the vendor
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FLAIR Website –
Vendor Payments

37

 Purchasing Card (PCard) transactions also display on the 
FLAIR website

 PCards payments are assigned warrant (payment) numbers in 
the same way other payments are assigned warrant numbers

 This screen may be utilized to identify warrants that have 
been assigned to PCard payments

FLAIR Website –
Vendor Payments

38

 Click the payment number hyperlink to reveal more details 
about this PCard payment
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 EFT payments as shown on the FLAIR website

FLAIR Website –
Vendor Payments

Lost Warrants – What to Do?

 Don’t cancel a warrant that is lost

 Check to see if the warrant has been cashed 
(paid) in FLAIR

 If cashed/paid – JAC can request a copy of the 
paid warrant

 If uncashed (outstanding) – request a 
duplicate warrant

 Complete the duplicate warrant request form 
(see next slide)
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Request for Duplicate Warrant –

Affidavit Form
 Affidavit must be filled out correctly or DFS will 

return it

 The affidavit can be mailed to JAC or emailed to 
DFS directly. The email needs to have specific text.  
Contact JAC Accounting for the email address

 Every field must be filled out correctly on the form

 Form must be notarized; don’t forget notary 
stamp and notary dates

 Affidavit form can be found on the JAC website 
under Accounting Services
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Affidavit for Duplicate Warrant

42

 JAC will complete the form on your behalf, if needed.
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Questions and Discussion
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Contact Information

Dina Kamen 
dina.kamen@justiceadmin.org

Tim Tice 
tim.tice@justiceadmin.org

Nick Piazza 
nick.piazza@justiceadmin.org
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