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- NOTICE

The Annual AFNS Security audit has begun for our Generic Applications/Agencies. Be on
the lookout for important, time sensitive emails from our office regarding this audit.
Reminder: If no changes are needed, only return the signature page that lists all personnel
having access to AFNS. If changes are needed then you will need to submit the password
request document, but only submit this if changes need to be made.

We highly recommend that all Stand Alone Applications/Agencies conduct their own

Security Audit. If assistance is needed to conduct a security audit, please contact our
office.
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Al Al
N In-State Travel Procedure update 7N
;:; The AFNS Hotline Staff would like to say to thank you to everyone for their patience ;:;
7N 7N
3k and understanding during the change over to the new procedures. 3k
Alz Az
7N 7N
3% AFNS has implemented a few changes in regards to handling Advance Travel, an Sk
3¢ email was sent out on Feb. 29th regarding the new process in how to code the multi- 3
I |
9:5 ple payment vouchers required for Advance Travel. These instructions are now also 9:4
e N2
7 posted on our website. N
Al Alz
7N 7N
3¢ 3k
sz AFNS has also implemented new procedures when incorrect coding is used on Az
7N 7N
3k In-State Travel/Out-of-State Taxable Travel vouchers. The instructions were emailed 3k
3k to all AFNS agencies on March 1st. K
Al Al
7N\ 7N



QUARTERLY
STATISTICS

Reminder:

Daylight Savings time begins!!!! Set
your clocks forward ONE HOUR at 2
a.m. on Sunday, March 11th. Or before

OCT—DEC 2011
Calls/E-mails: 2,388

Upcoming State . | is blooming: W8 you go to bed on Saturday March 10th.
Holidays: |

Apr 23
Confederate Memorial . QUARTERLY QUICK TIP
Day How to Print Payment Vouchers in Separate Batches
J J
- [ ’ Most payment vouchers can be printed in the same batch. However,
R |w1th the new In-State Travel procedures, some payment vouchers

i must be printed in separate batches. To print vouchers separately, the l
use of a Check Category is required. Check Categories must be manu- !

=

h

=

W ally keyed onto the payment voucher input screen in AFNS. Valid
check categories can be found on the CCAT table in AFNS.

May 28
National Memorial If a check category was not keyed when entering the payment

=

voucher and did not print in a separate batch as it should have, the |
voucher can be reprinted. To reprint a voucher and have it printina @
separate batch from other vouchers being processed, go to the SCHD :
j table in AFNS. Make sure the screen is blank (no records showing), to |
' Get the record needed, put a ‘G’ in the ACTION field, tab down to the i
flrst line and key in the Vendor code and voucher number, and then :
| press ENTER. The document information should appear. Go back to i

the ACTION field and key a ‘C’ (to allow the record to be changed), 1

S aoaaaaEaaEa=D

=S =

Jeffigol;eDtvis, tab down to the HOLD IND field and make sure it is blank (if an H is in
Birthday j the field, space out the H), then tab over to the CHECK CATEGORY

. l field and key in a valid check category. After the fields have been up-
dated press ENTER, a message should appear at the bottom of the

| j screen stating all l1nes have been changed. The voucher should re-

i print the next day.

0 J
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77 To find our interactive page that has many routine AFNS instructions, training materials, prior P
' Newsletters, YEAR END Memos and FAQs, click on the AFNS link on the State Business Ag
+- System’s website at: www.sbs.alabama.gov . DAg

Yie Yig

Please forward our newsletters and any information emailed from the AFNS staff to other employees in your
Dk agency that could benefit from the 1nf0rmat10n our ofﬁce pr0V1des DA
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