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Reminders: 
 

******************************************************************************************************** 
 
    HOTLINE HOURS have changed 
 

 
As of December 3, 2012 the AFNS staff will answer hotline questions and return calls/
emails from 1:00 – 5:00 p.m. daily (Mon – Fri).  This will allow AFNS staff to work on the 
many outstanding hotline problems and requests from all AFNS user agencies (100+).   
 
An AFNS staff member will return the hotline calls/emails daily in the order in which they 
were received.  Each agency’s designated AFNS System Administrator and/or AFNS Sys-
tem Administrator Backup may contact the AFNS Hotline at (334) 242-2686 or via email at 
Hotline.AFNS@Finance.alabama.gov.  Please leave your name, phone number, and a 
brief description of the problem [including transaction number(s)].  By stating the problem, 
an AFNS staff member can work on the solution before returning the call.   
 
We appreciate your patience as we strive to better meet the needs of all AFNS agencies.   
 
******************************************************************************************************** 

 
Working on Saturday…. 

 
...and need access to AFNS? If the need arises to have the AFNS sys-
tem available on a Saturday, the request must be submitted to the AFNS  
hotline prior to 12:30 p.m. on Friday. This allows time for processing the  
request. All requests must come from the agency’s AFNS System Admin-
istrator or AFNS System Administrator Back-up and include the contact 
name and number of the employee working on Saturday (in case there is 
a problem). If an agency needs the system up on a state Holiday, the re-
quest must be submitted no later than 12:30 p.m. on the last working day 
prior to the holiday. 
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Upcoming State 
Holidays: 

 
Dec 25 

 
Jan 1 

 

Jan 21 

 
 
 

 
Feb 18 

 

QUARTERLY   
STATISTICS   

 
 JUL — SEPT 2012  

 Calls/E-mails:  3,232 

QUARTERLY QUICK TIP   
 

Copying a document 
 
When needing to reverse or modify an existing document that is still on AFNS SUSF 
screen, the original document can be copied. 
 
Example — A PV was entered with incorrect account coding and it needs to be 
reversed and re-entered with the correct coding. To copy the original PV, go to the 
SUSF screen in AFNS and pull the PV document up on SUSF (do not go into the 
document). In the FUNCTION field, at the top of the SUSF screen, key in the word 
‘COPY’. Then tab down to the blank line and key in ‘PV’ in the Document Type field, 
then key the AGCY number in the DOCUMENT AGCY field, then key the document 
number in the DOCUMENT NUMBER field (if your Agency uses automatic number-
ing then key the document number the same when using automatic numbering). 
Once all the info is keyed then tab down to the line that has the original document 
that needs to be copied and key an ‘X’ in the SEL column and press enter. Now the 
necessary changes can be made and an edit performed on the new document. 
 
Remember: Copying a document can save time and can be used with any type of 
transaction (such as Invoices, Cash Receipts, Journal Vouchers, etc). The copy 
feature can only be used if the transaction needing to be copied is still on 
the AFNS SUSF screen. If the transaction is no longer on the AFNS SUSF screen, 
then the new document will need to be manually keyed as normal. 
 
   

 
 
 
 
 
 
To find answers to many routine AFNS instructions, training materials, 
prior Newsletters, YEAR END Memos and FAQs, click on the AFNS 
link on the State Business System’s website:  www.sbs.alabama.gov .  
 
 
Please forward the AFNS newsletters and any information provided by the AFNS 
office to the appropriate individuals within the agency.  As the employees may bene-
fit from the information the AFNS office provides.  
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