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Technical Requirements

In order to perform transactions, your web browser must support 128-bit encryption. We
recommend using the Microsoft Internet Explorer 8 browser or above for proper printer
formatting and which includes the required encryption. If you need to download this software, a

free copy is available at:

http://www.microsoft.com/windows/ie/default.htm




Administrative User Introduction

In order to secure transactions that can be performed online, you have been issued an
administrative user name and password. The user name and password will also allow you to
assign other user names and passwords to the appropriate staff and delete user names and
passwords within your organization. You will also have the ability to reset password for the
users you’ve assigned.

This booklet contains procedures used when first logging on, setting up your account, and
assigning additional users. The first time you log on, you will be required to change your
password and provide contact information.

Care should be taken when assigning new users, as they will be able to view secure information
or perform transactions and reporting requirements.



Getting Started

You can access the website by clicking on the link below.

http://www.myfloridacfo.com/Division/Treasury/

Scroll to Log In box on the left side of the screen

Click on TRUST FUNDS

TREASURY

To ensure that cash and other assets held for safekeeping within the Treasury are accurately
accounted for, vely invested and competently protected.

DIVISION OF TREASURY I 5:ach

Il MYFLORIDACFD.COM = DIVISION > TREASURY = STATE OF FLORIDA TREASURY

Welcome to the Florida State Treasury

Thank you for visiting the Florida Treasury. This website is your portal to the funciions
of our division and will connect you to important financial information whether you are
a state employee or you represent a state agency, local government or other financial
pariners.

The Florida Treasury is responsible for multiple state financial processes which impact
Floridians like you. Please click on a topic below to learn more about how the Florida
Treasury can help you or your organization meet your financial objectives.

USEFUL LINKS Shats Emplayads;

Unclaimed Property = How can | add to my retirement savings to provide greater financial security for me and my

3 ily?
Flonda Department of famil i ) .
i = | am an OPS employee. how can | get information about my retirement savings?

Income Taxes/IRS

State Agencies:
LOG IN = Locking for information relating to our banking services?
: = Need information relating to vour investments?
Special Purpose Investment : 3 : ) .
Aeroaint = |nterested in leamning how to use credit cards. charge cards and debit cards as a payment

option for your customers?
= Need a cost effective way to manage your collateral requirements?

Trust Funds

Cash Management System
Consolidated Revolving Other Entities:
Account

Certificates of Deposit

Collateral Administration
Program

= MNeed information on our Collateral Management Program?

= |nterested in opening a Special Purpose Investment Account (SPIA)?
= |nterested in participating in our Certificates of Deposit online auction?
= Need to validate a State Warrant?

= Search for Unclaimed Property




Enter your User ID and temporary password provided by your SPIA and/or Trust Fund
Administrator. Click OK.

Windows Security | = |

The server wwwi.fltreasury.org is asking for your user name and password.
The server reports that it is from InvestmentsAccounting.

o= |U;Ernams |
i
|E |Pa£5w‘crd | <

[] Remember my credentials

|

FLDFS HOME DIVISION OF TREASURY
FLORIDA DEPARTMENT OF FINANCIAL SERVICES - 200 EAST GAINES STREET - TALLAHASSEE, FLORIDA 22385-0244 - FRIVACY STATEMENT

You will be prompted to validate your User ID and password and then prompted to change your
temporary password.

Enter your temporary password in the field “Enter Current Password”. Then enter your new
password and enter it again to confirm. Note: the new password must contain 6 or more
characters and is case sensitive.

Now you must enter current contact information. Remember, this routine only occurs the first
time you sign on.

The first three boxes default to the correct entries. Enter the remaining contact information and
press Save and Exit.

Once the changes are saved, you are now ready to enter your User ID and New Password to
begin using the online transactions.

Administrators will need to contact the Division of Treasury to reset their passwords.



Available Transactions

As an administrator, your transaction screen may include some, if not all, of the buttons shown
below. You will have the ability to view activity and statements, perform transactions, update
contact information and administer users within your organization.

MY FLORIDA CFO HOME CONTAGT CFO SEARCH BY SUBJECT CONTACT TREASURY
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‘Sel 1he browser 1o pdate lemporary Intermet files every bme you visd the page

Back to Invesiments 8 Accounting

Treasary Server Tme 331 AMEST

TREASURY SUPPORT - FLDF 8 HOME - TREASURY HOME

[FLORDA DEPARTUENT OF FINANCIAL BERVICES - 200 EAST CABES STREET  TALLAKARSEE. FLORIDA 129090044 - PRIACY STATEUENT




View Monthly Statements

Click on Interest Apportionment Monthly Statement from Available Transactions screen.

MY FLORIDA CFO HOME CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY

View Intereet Apperonment Ledger
Update Trust Fund Centact Information ~ TrustFund Contact nformati ‘
N
-
Investmests & Accounting User Adminisration _

These reports print bast with #
‘Set the browser to update lemporary Internet fies every bme you vist the page

Back to Investments & Accounting

Treasary Server Tme 531 AMEST

TREASURY SUPPORT - FLDF 8 HOME - TREASURY HOME
FLOAIDA DEPARTUENT OF FINANCIAL SERGICES 200 EAST GANES STREET  TALLMASSEE FLORIDA 120990044 PRIVACT STATELENT




You may either enter a partial account number to view all statements beginning with that number

or pick an account number from a drop down menu. These account numbers correspond to the
Treasury assigned trust fund number.

MY FLORIDA CFO HOME  CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY

Specify account number

Enter a partial account number:

IST
Or, select a specific account number:

| =
Select a month:

IZD‘JBHD -

View Report

Back to Available Transactions

Treasury Server Time: 4:02 PM EST

TREASURY SUPPORT - FLDFS HOME - TREASURY HOME
FLORIDA DEPARTMENT OF FINANCIAL SERVICES - 200 EAST GAINES STREET - TALLAHASSEE, FLORIDA 32398.0344 - PRIVACY STATEMENT
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Click View Report.




You may also print these statements by clicking on File in the main menu of the browser,
and then clicking on Print and OK, or using CTRL P as a shortcut.

MY FLORIDA CFO HOME CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY
Run Date 11/19/2013 Davision of Treasury Page ]
Interest Apportionment
Account Statement
10/01/2013 Through 10/31°2013

TALLAHASSEE, FL

FL
32399
Account: 42
Description:
Date Reference Deposits Withdrawals Balance
09/30/2013 Balance Forward 420,268.78
10/01/2013 Int eamned 30720 0.00 420,575.98
10/01/2013 Adm fee 0.00 42.02 420.533.96 =
10/08/2013 07130 0.00 25,000.00 393,533.96
10/31/2013 Ending Balance 393.533.96
Beginning balance: 420,268.78
Deposits in the period: 30720
Withdrawals in the period: 25,042.02
Wire transfer fee: 0.00 =l
Treasury Server Time: 4:20 PM EST
TREASURY SUPPORT - FLDFS HOME - TREASURY HOME
FLORIDA DEPARTMENT OF FINANCIAL SERVICES - 200 EAST GAINES STREET - TALLAHASSEE, FLORIDA 323590244 - PRIVACY STATEMENT
0T T T 6 mternet % [®iom -

Above is an example of a monthly statement online. These may be printed or saved to a file.
The previous month’s statement with the interest allocation is usually available by the 10" of
each month. Monthly statements will be available until the last day of the month. The
statement interface will not be available again until the 10™ of the month with the next month’s
statement.

Special Note: If at any time statements are not available by the 10" of the month, a message will
be posted to Treasury’s home page and/or SPIA and Trust Funds web page. Also, check the
SPIA and Trust Fund web page for other important messages or links updated on a monthly
basis.




View Interest Apportionment Ledger

Click Interest Apportionment Ledger from Available Transactions screen.
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Select the account number of the ledger you would like to run.

Enter date range. Note: Interest earned for a previous month will be reflected on the first day of

the following month. You will need to run the ledger report for a date range that would include
the first date of the following month.

View Report.

Note: You may pick any account for any time period within the last two years to query daily
activity. The Interest Apportionment Ledger provides daily activity information. Yesterday’s
information should be available by approximately 9:00 a.m. the next workday.

MY FLORIDA CFO HOME  CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY

Enter report criteria

Select an account number:

I [

Enter a start date (mm/dd/yyyy)

|'|D,’01J'20]3

Enter an end date (mm/dd/yyyy):
|11;m;2ma{

Back to Available Transactions

Treasury Server Time: 8:55 AM EST

TREASURY SUPPORT - FLDFS HOME - TREASURY HOME
FLORIDA DEPARTMENT OF FINANCIAL SERVICES - 200 EAST GAINES STREET - TALLAHASSEE. FLORIDA 32355-0244 - PRIVACY STATEMENT
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TREASURY SUPPORT - FLDFS HOME : TREASURY HOME

MY FLORIDA CFO HOME CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY
Run Date 11/20/2013 Division of Treasury
Interest Apportionment
Fund Ledger Report
10/01/2013 Through 11/01/2013
Fund Number:  42. Agency:
Pool: 1 Fund Name:
Date Tvpe Source Additions Deductions Balance
it 20 Summary 420.268.78
10/01/2013 5 Int eamed 30720 42057598
10/01/2013 25 Adm fee 4202 420,533.96
10/08/2013 21 07130 25,000.00 39553396
11/01/2013 5 Int eamed 40498 395.938.94
11/01/2013 25 Adm fee 4011 395,898.83
Account Summary
Additions Deductions
Type Number Amount Number Amount Net Amount
5 aA T12.18 712.18
i | 1 25,000.00 25,000.00-
25 2 8213 82.13-
TOTAL 2 T12.18 3 25.082.13 395898 83

Treasury Server Time: 9:28 AM EST

FLORIDA DEPARTMENT OF FINANCIAL SERVICES - 200 EAST GAINES STREET - TALLAHASSEE, FLORIDA 323930344 - PRIVACY STATEMENT
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Above is an example of an Interest Apportionment Ledger Report online. These may be printed
or saved to a file.
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Trust Fund Contact Information
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Set the browser to update temporary Internet files every time you vist ine page

Back to Investments & Accounting

TREASURY SUPPORT : FLOFS HOME - TREASURY HOME

[LORDA DEPARTUENT OF FINANCIIL. SERVICES - 200 EAST CANES STREET  TALLAKASSEE FLORIDA 12393-0040- PRIACT STATEUENT

Treasory Server Tme 831 AMEST

To update contact information by individual trust fund, click on the Trust Fund Contact

Information button.




MY FLORIOA CFO HOME CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY

Traasury Secver Temm § 30 &M EST

TREASURY SUPPORT - FLDFS HOME - TREASURY HOME
FLDRDA DEFARTUENT DF FRGCIAL SERACES 209 B4 CAPET BTRERT TALAHETEE FLORIDA KIIFHIMA FRRCY STSTEMENT

Choose the Trust Fund account that needs updating and click on Update Trust Fund Contact
Information button.

Change information and/or update as applicable per Trust Fund.

Save and Exit.



View Current Trust Fund Activity

SEARGH BY s :

Select Account numbar:
[ - |

‘TREASURY SUPPORT - FLDFS HOME - TREASURY HOME
FLORIDA DERARTNENT CF FINANCLAL SERVICES 200 EAST GAINER STREET TALLAMASSER. FLORIDA 123090044  PRIVACY STATEMENT

Select account number for activity you would like to see.

Click view.

Treasury Senver Tire: 9:33AM EST




State Trust Fund Liquidations

MY FLORICA CFO HOME CONTACT CFO SEARCH BY SUBJECT CONTACT TREASURY
State Trust Fund Liquidation

Date FLAIR Account Number

2
5

oLO Iuterest Allocation Fund | ing Balance Amount Ending Balance [Delete?
| [stoco0 i & 2208110 250000 | SECCRE |

112172013 13 100200000

112112013 |on2000-00

I

Enter Workshest Toral:

e | o | |

Back to Availsble Transactions

Treasury Server TIme: 935 A EST

TREASURY SUPPORT - FLDF 5 HOME - TREASURY HOME
FLORSDA DEPARTUENT OF FINANCIAL SERVICES 200 EAST GAINES STREET - TALLAMASSEE FLORIDA 323000344 PRAACY STATENENT

Enter the FLAIR account code to which the trust fund liquidation will be posted. The site, OLO,
and Treasury’s fund number should default to the appropriate code. The beginning balance will
be presented. At this time you may enter the daily disinvestment amount. Click on the Add
Transaction button.

Note: If the FLAIR account number is not the correct length you will get this error
message. Please make sure you have entered 21 digits (OLO through IBI).

The Add Transaction button will return an ending balance for the first fund and present another
transaction line. You may enter another transaction and click the Add Transaction button again.

The ending balance will again be presented.
After pressing the Add Transactions button for each entry, a Delete Entry? list box is presented

and will give the user the option to “Yes” delete an entry, or “No” accept the default value and
not delete the entry.



After completing all transactions, enter the total of all transactions for the day in the Enter
Worksheet Total box and click the Confirm Total button.

The transactions for the day, along with the voucher number are presented. Please print this
page for verification of your transaction and click the OK button to return to the transaction entry
page.

Note: We recommend printing the confirmation page for your records.

Continue entering transactions or click the Back to Available Transactions link.




Administer Users

To set up new users, edit and/or delete existing users, or change administrative contact
information, click on the Administer Users button on the Available Transaction screen.
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Set Up a New User

Click on the New User button.

WFORDACFOHONE  CONTACTCFO SEAROHBY SBLECT COMACTTREASLRY

~ User Administration
mmrmmd I

—> (] |

For assistance please contact: NeedHelo@do stte f.us
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TREASURY SUPPORT- FLDFS HOME - TREASURY HOME
FLORIDADEPARTHENT OF FIANCIAL SERVICES 200 EAST GANES STREET TALLAASSEE FLORIDAIZI0S344 PRIVACY STATEMENT

Treasury Senver Time: 1115 AM EST




Assign a User ID (case sensitive)

Assign Entity and Permissions.

1) Entity assignment can be one or many entities depending upon what is assigned by you.

2) Permissions — Yes in “View” window will allow the user to view Monthly Statements
and Daily activity. Yes in the “Update” window will allow the user to perform
transactions and change Trust Fund Contact information.

MY FLORIOA GFO HOME CONTAGT CFO SEARCH BY SUBJECT CONTAGT TREASURY
Enter User ID il
|

Assign Entity and Permissions

Entity Id Entity Name Type View Update
[ fd  [wd

[ snvemta | soe corce | Ressifam |
Back to Avakiable Transaclions

Treas.ry Server Time. 11:17 AMEST

TREASURY SUPPORT- FLOFS HOME - TREASURY HOME
FLOROADEPARTWENT OF FINANCIAL SERWCES: 200 EAST GANES BTREET - TALLAHASSEE, FLORIDA 123098344 PRIACY STATENENT

Save and Exit.



Edit User

Click on Edit User button.

MY FLORIDA CFO HOME CONTAGT CFO. SEARCH BY SURJEC
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TREASURY SUPPORT - FLDF § HOME - TREASURY HOME
FLORIDA DEFARTWENT OF FINAHCIAL SERVICES 200 EAST GANES STREET - TALLAHASSEE, FLORIDA 32393-0344 - PRIVACY STATEMENT

Treasury Barvar Tima' 11:16 AM EST




MY FLORIDA CFO HOME CONTACT GFO SEARCH BY SUBJECT GONTAGT TREASURY
Enter User ID
\
Assign Entity and Permissions. / v
Entity |d Entity Name Type View Update
cov Yes Yes 3
GOV1 OFFICE OF THE GOVERNOR TFCUST Yes Yes 3
l Yes Yes
[seweurden | swve| _FessPusvod | Daswbser | camco | RessFom |

Treasury Seever TIe: 1116 AW EST

TREASURY SUPPORT- FLDFS HOME - TREASURY HOME
FLORIADEPARTUENT OF FINANCAL SERVCES 200 EAST GAMES STREET - TALLAHASSEE. FLORIDA 12209.0344 PRAACY STATEMENT

You can change or edit a User’s permissions to view only, assign rights to perform transactions
(update), delete a User or reset passwords.

View Only — Click “Yes” from drop down list under View and “No” under Update.
Assign permission for transactions — Click “Yes” from drop down list under Update.
Delete User — Click Delete User button

Reset Passwords — Click Reset Password button. The system will assign a temporary password.
Notify the user of the new password. They will need to re-validate before logging in again.



Change Administrative Contact Information

Click on Change Your Contact Information button.

TR CONTAGT CEO SEARCH BY SUBLECT WW,W g
e User Administration
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For assistance plesse contact: NesdHelo@dol state fl.us
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Treasury Gerver Time: 11:16 AMEST

TREASURY SUPPORT- FLOF § HOME - TREASURY HOME
FLORDADEPARTUENT OF FINANDAL SERVCES 200 EAST GAINES STREET  TALLAHAGSEE. FLORIDA 122996344 PRACY STATENENT




Enter and/or update information as applicable.

Treas.ry Server Tine! 11:16 AMEST
TREASURY SUPPORT - FLDFS HOME - TREASURY HOME

FLOROA DEPARTUENT OF FINANCAL SERCES 200 BAST GAINES STREET  TALLAHASSEE, FLORIDA 323090044 - PRAACY STATEMENT

Save and Exit.



