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Reminder: 
 

AFNS Hotline hours have changed 
 

 

Effective Monday, December 1, 2014 the AFNS staff will begin answering/returning hotline questions (calls/
emails) from 1:00 p.m. – 5:00 p.m. daily (Monday – Friday).  This will allow AFNS staff to work on projects/
requests from the AFNS user agencies (over 100 user agencies).   
 
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 System 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/email.   
 
The AFNS staff will continue to move forward with AFNS ‘closings’ –  which include cleaning up outstanding  
balances for the below balance sheet accounts on the AFNS BBAL table/AFNS General Ledger. 
 1006 – Cash-Reductions for Bad Checks 
 1206 – A/R-Employee Travel Advances 
 1215 – Bad Checks Receivable 
 2098 – Travel Vouchers Payable 
 2901 – Vouchers Payable Adjustments 
 7941 – 3rd Party Refund Due Employees 
 7947 – Insurance Refund Due Employer 
 9050 – Salary Refunds Payable 
 9051 – Flex Plan Refunds Payable 
 
We request that your agency periodically review the following, as this will help to ensure the ‘closings’ process 
runs quickly and smoothly. 
 Reviewing the AFNS BBAL table balances for the above clearing accounts (procedures indicate that one en-

try posts a balance to the AFNS BBAL table/General Ledger and other entries should reduce the balance to 
zero).  If a balance exists, please research to determine the transaction(s) causing the outstanding balance 
sheet account balances & enter/process the needed correcting transaction(s).  This will help prevent the time 
consuming multi-year balance sheet account clean-ups being done all at one time. 

 Reviewing the AFNS SUSF screen to ensure transactions do not have a status of REJCT, HELD, or PEND1 
for over five business days or a status of SCHED for over one business day.  If the transaction(s) is not 
needed, please delete the transaction from the AFNS SUSF screen. 

 Reviewing daily emailed reports (3D, 3L, 3S, 3M, 4B, 4K, 2B, CRIN, & ETRANS {SUSF}, etc) to ensure 
transactions are processed and/or modified in a timely manner. 

 

We appreciate your patience as we strive to better meet the needs of all AFNS agencies.   

        AFNS Agency Assistance - State Business Systems  

  (334) 242-2686              hotline.afns@finance.alabama.gov    
                      

   Carolyn Thompson  
     Porche Marshall  
         Pam Garner 



Quarterly Quick Tips: 

 
 
Transaction Modifications: 
Once a transaction is accepted in AFNS it cannot be deleted.  Instead a  
modification will need to be processed.  However, if an AA, EB, or JV/J1  
transaction accepts in AFNS and your agency realizes it has incorrect  
information (dollar amounts, account coding, etc.) your agency will have to  
enter a new AA, EB, or JV/J1 transaction (as these types of transactions  
should not be modified with an ‘Action’ of “M”. 
 
If a transaction accepted in AFNS and integrated to CAS (not accepted—
awaiting approval on the CAS SUSF screen) needs to be corrected, please con-
tact the appropriate section of the Comptroller’s office to have the transaction 
deleted from the CAS SUSF screen before keying the correcting transaction in 
AFNS.  This prevents the incorrect transaction from being accepted in CAS. 
 
 
 
Payment Vouchers: 
If a line(s) of the payment voucher is correct (AFNS OPVL table), but your  
agency needs to add a new line(s) the correct line(s) does not need to be  
included on the modification. 
 
If a line(s) of the payment voucher needs to be modified to add/correct the  
property number, please enter a payment voucher modification (using the same 
line number, account coding, & invoice number) adding/correcting the property 
number.  The dollar amount for the payment voucher modification will be zero 
(header and line).  If a dollar amount (other than zero) is used on the payment 
voucher modification the dollar amount on the AFNS OPVH/OPVL tables will be 
changed. 
*Note:  In this instance the only time the dollar amount needs to be anything  
other than zero is if the dollar amount on the original payment voucher was  
incorrect. 
 
When modifying an existing line on a payment voucher, if your  
agency receives the warning message “New Line Added” something was  
miskeyed (line number, account coding, invoice number, etc.). 
*Note:  In this instance the only time your agency should receive the warning 
message “New Line Added” is when a new line is being added. 

 
                    

    

Upcoming State 
Holidays: 

 
 

Dec 25 & 26 
Christmas 

 

 

Jan 1 
New Year’s Day 

 

Jan 19 
Robert E. Lee &  

Martin Luther King,  
Jr’s Birthday 

 

Feb 16 
George Washington & 

Thomas Jefferson’s 
Birthday 

QUARTERLY   
STATISTICS   

 
 July — Sept 2014 

 Calls/E-mails:  
2,460 



Quarterly Quick Tips (continued): 

Helpful Information: 
 
If a Manual Warrant (MW) transaction rejects in AFNS, please do not change or delete the transaction.  
Instead, please contact the AFNS Hotline for assistance. 
 
Accepted transactions stay on the AFNS SUSF screen for five business days.  
Accepted transactions stay on the CAS SUSF screen for three business days. 
 
Crosswalk tables (XWLK, BRWK, & OWLK) & vendor tables (VEN2, VNAM, etc.) are CAS 
tables that are viewed in AFNS (except for the CAS VREQ table).  Any changes to these tables need to 
be made in CAS. 
 
Transactions appear on the AFNS ETRANS/SUSF daily error report if they meet one of the 
following criteria: 
 Rejected on the AFNS SUSF screen 
 Held on the AFNS SUSF screen 
 Pending on the AFNS SUSF screen 
 Scheduled for more than one business day on the AFNS SUSF screen 
 
Transactions can have up to 99 lines. 
 
Security UserID/Passwords: 
 AFNS UserID/Passwords-Generic B/G agencies please submit an AFNS Access Authorization form 

to the AFNS Hotline.  Stand Alones agencies handle their own AFNS UserID/Passwords.  For AFNS 
reports access please have your agency’s AFNS Administrator/Backup contact the AFNS Hotline. 

 CAS UserID/Passwords-Please contact the Financial Reporting section of the Comptroller’s office for 
access to CAS.  For CAS monthly report access please submit a request on the Comptroller’s 
webpage.  

 GHRS User ID/Passwords-Please contact the GHRS Hotline (334-242-2188) for access to GHRS.  
For GHRS report access please submit a request on the Comptroller’s webpage.  

 SNAP UserID/Passwords-Please contact SNAP. 
 RACF UserID/Passwords-Please contact your agency’s RACF Administrator. If your agency does not 

have a RACF Administrator then your agency will need to contact the ISD Helpdesk, please specifi-
cally state that your agency needs a RACF UserID/Password.  

 
 

 
 
 
 
To find our interactive page that has many routine AFNS instructions, training materials, prior newsletters, year end 
memos, and FAQs, please click on the AFNS link on the State Business System’s website at:  www.sbs.alabama.gov . 
 
Please forward our newsletters and any information emailed from the AFNS staff to other employees in your agency 
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