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Account Fund Profile (AFP) and Department System Navigation 
 
The Account Fund Profile and Department Systems are distributed, mainframe-based applications.  

To navigate between AFP and Department screens and fields, you use keystrokes rather than the mouse. 
For example, the <Enter> key signals that data typed on the screen should be submitted for validation by 
the system. 

Types of navigation within AFP and the Department System include: 

 Moving the cursor within a screen 

 Scrolling through “pages” of a screen 

 Moving from screen to screen 

The function keys (e.g., F1, F2, F3, etc.) located in the top row of the keyboard play a significant role in 
AFP navigation. They are used to navigate between screens, between “pages” of a screen, and between 
fields. 

This guide covers: 

 How to log on and access AFP and Department Systems 

 AFP and Department System menus 

 AFP and Department Code screen types and screen layout 

 How to move from screen to screen 

 How to scroll between pages of a screen 

 Helpful Hints for: 

 Using the browse feature 

 Navigating within a screen 

 Entering data 

 Using the nesting feature to leave an update process to use another function (e.g., 
browse) 

 How to exit and log off the AFP and Department Systems 
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Log In to the AFP and Department Code Systems 

1. To access the AFP and 
Department Code 
systems, click the 
RUMBA EDB icon on 
your desktop. RUMBA is 
a terminal emulator 
program that 
communicates with the 
AFP mainframe system.  

 

 

2. The Entry Validation 
screen is displayed. 

Type in your User ID and 
Password and press 
<Enter>. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The  CL/Supersession 
Main Menu is displayed. 

Press <F8> until the PP2 
Session ID is displayed. 

4. Tab to the line with “PP2” 
or place your cursor on 
the line, and press 
<Enter>. 
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5. The Online Applications 

Main Menu is displayed.  
From the Main Menu:   

 Type UCSF in Next Func 
and press <Enter> to 
display the UCSF 
Subsystems Menu. 

 Type AFMN in Next 
Func and press <Enter> 
to display the Account 
Fund Profile Menu 
(screens for DPAs, 
Funds, and NCAs). 

 Type DPMN in Next 
Func and press <Enter> 
to display the Department 
System Menu (screens 
for Program Code and 
Department Code). 
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Menus 

6. If you entered UCSF, the 
UCSF Subsystems Menu 
is displayed.  

 Type AFMN in Next 
Func and press <Enter> 
to display the Account 
Fund Profile Menu. 

 Type DPMN in Next 
Func and press <Enter> 
to display the Department 
System Menu. 

 

7. If you entered AFMN, the 
Account/Fund Profile 
System Menu is 
displayed.  

Type one of the Function 
Codes in Next Func and 
press <Enter>. For 
example: 

 Type ACAD in Next 
Func to add a new DPA. 

 Type FDAD in Next Func 
to add a new Fund. 

 Type AFAD in Next Func 
to add a new DPA/Fund 
coupling. 

 Type NCAD in Next 
Func to add a new NCA. 

 Type DPMN in Next 
Func and press <Enter> 
to display the Department 
System Menu. 
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8. If you entered DPMN, the 
Department System 
Menu is displayed.  

Type one of the Function 
Codes in Next Func and 
press <Enter>. For 
example: 

 Type DPAD in Next 
Func to add a new 
Department Code. 

 Type DPUF in Next Func 
to add or update 
functional roles for a 
Department Code 

 Type DPAG in Next 
Func to add a new 
Program Code. 

 Type AFMN in Next 
Func and press <Enter> 
to display the Account 
Fund Profile Menu. 
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Screens 

There are four types of screens in the Account Fund Profile and Department Code systems: 

 Menu screens contain a list of available function codes and their descriptions. Each function 
code on the menu represents either a detail screen or another menu.   

 List or browse screens provide a list of values. Account Browse (AFBR) is an example of a 
browse screen. 

 Entry screens are used to enter or update the attributes for a specific type of entity (DPA, 
Fund, DPA/Fund coupling, NCA, Department Code, or Program Code). Fund Add (FDAD) is 
an example of an add or update screen 

 Display screens are used to display the attributes for a specific type of entity (DPA, Fund, 
DPA/Fund coupling, NCA, Department Code, or Program Code). You cannot add or update 
attributes on a display screen. Fund Single Display (FDDS) is an example of a display 
screen. 

 
Screen Layout 

 All OPTRS screens have the 
same basic layout. In 
general, they contain three 
sections: 
 
 Header section (top 

section of screen) 
provides the screen ID, 
title, current date, time, 
and User ID. 

 Body section (middle 
section of screen) 
displays the content of 
the screen, which may be 
menus, lists, or data entry 
fields, depending on the 
type of screen. 

 Footer section (bottom 
section of screen) 
contains entry fields for 
Function Code, Account 
(DPA), Fund, Department 
Code, NCA, Program 
Code, or other browse 
criteria. 

It also displays the 
function keys applicable 
to the particular screen, 
and system messages 
(e.g. Update process 
complete in the example). 

 

 
 
 

Header 

Body 

Footer 
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Moving from Screen to Screen 

To access a particular 
screen, tab to the Next Func 
field in the footer area and 
type the corresponding 
function code.  

Note: Press <F9> to move 
from the body of a screen to 
the Next Func field. 
 
 If you have a unique 

identifier, tab to the 
appropriate field and type 
the value and press 
<Enter>. (For example, 
tab to AC to type in a 
DPA code). 

 In the AFMN Functions, 
you can type a partial 
value if you do not know 
the complete code (830 
in the example). The 
Browse screen is 
automatically displayed 
and is positioned on the 
closest match. Use the 
<F7> and <F8> keys to 
scroll through the list and 
locate the value you 
need. 

 

 

 In the DPMN Functions, 
you must type in a 
complete, valid value or 
you will receive an error. 

 If you need to look up a 
value, use DPBR to look 
up a valid Department 
Code or DPGB to look up 
a valid Program Code. 

 
Note: With the Add Function 
codes, enter the Next Func 
but do not enter a code in 
AC, FD, NCA, Dep, or 
PgmCd. 
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Helpful Hints 

AFMN - Browse Function 
Codes 
 

To browse for a DPA, Fund, 
DPA/Fund coupling, or NCA, 
first go to the appropriate 
browse screen by typing one 
of the following in Next Func 
then go to step 1 or 2:  

 ACBR 
 FDBR 
 AFBR 
 NCBR 

1. Enter a partial value in 
the appropriate 
Chartfield to start the list 
with that value:  

 AC for Account 
(DPA) browse 

 FD for Fund browse 
 AC or FD for 

Acct/Fund browse 
 NCA for NCA 

browse 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

2. Enter a Department 
Code in DP to list 
Chartfields (DPAs, 
Funds, or NCAs) owned 
by that department.  
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DPMN - Browse Function 
Codes 
 
To browse for a Department 
Code or Program Code, first 
go to the appropriate browse 
screen:  

 Type DPBR in Next Func 
for Department Code 
browse. 

 Type PgmCd in Next 
Func for Program Code 
browse. 

 
 

 

On the browse screen, enter 
a partial value in the 
appropriate field to start the 
list with that value.  

 Dep for Department Code 
browse 

 PgmCd for Program 
Code browse 

 
You will receive a warning 
message that the code was 
not found. However, the list 
will be displayed starting with 
your search criteria.  
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DPMN - Browse Function 
Codes 
 
Since Department Codes are 
randomly assigned, search 
for Departments by entering 
a value in SName if you do 
not know the Department 
Code.  

 

The list will be displayed 
starting with your search 
criteria. 
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Screen Navigation 
 
 To display the same 

screen for a different 
Chartfield, enter a new 
Chartfield in AC, FD, 
NCA and press <Enter>. 

 To display the same 
screen for a different 
DepCode or Program 
Code, enter a new value 
in DEP or PgmCd and 
press <Enter>. 

 

 

 

 To display a different 
screen for the same 
Chartfield, enter a new 
function code in the Next 
Func field and press 
<Enter>. 

 To display a different 
screen for the same 
DepCode or Program 
Code, enter a new 
function code in the Next 
Func field and press 
<Enter>. 
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 To display a different 

screen for a different 
Chartfield, enter a new 
function code in the Next 
Func field, enter a new 
Chartfield in AC, FD or 
NCA and press <Enter>. 

 To display a different 
screen for a different 
Department or Program 
Code, enter a new 
function code in the Next 
Func field, enter a new 
Department Code or 
Program Code in Dep or 
PgmCd and press 
<Enter>. 
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Data Entry 
 
 Enter data in either upper 

or lower case. 

 If you type over existing 
data in a field and the new 
data does not completely 
overlay the old data, use 
the space bar to remove 
the unneeded data. 

 To “blank out” a value in a 
field, type an asterisk (*) 
in the first position of the 
field, and press <F5>. 

 Use the Tab key to move 
from one field to the next, 
and use Shift+Tab to 
move to a previous field. 
Using the Tab key will not 
erase data. 

 Press <Enter> to format 
data. Note: You can skip 
this step for all functions 
except DPAD. In DPAD, 
pressing <Enter> auto-
assigns the DepCode and 
allows you to write it down 
before updating erases it. 

 Press <F5> to update. 

 

  

Error Messages 
 
 After you press <Enter> or 

<F5>, the system validates 
the entered data.  

 If there are any required 
fields that are blank, any 
duplicate keys, or invalid 
values, an error message 
is displayed in the footer, 
and the fields in error are 
highlighted. If there is a 
compatibility error 
between two fields, both 
fields are highlighted. 
Correct one of the fields. 

 Correct any errors and 
press <F5> again. 

 Press <F2> if you do not 
know the correct value for 
a field and wish to cancel 
all data on the screen. 
You will need to press 
<F2> once or twice to 
confirm. 
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Nesting 
 
Nesting is a term used to 
describe the process of 
temporarily leaving the 
current entry/update function 
to access another online 
function (such as Department 
Code Browse) while retaining 
the data entered. 
 
 Use Nesting to look up a 

Department Code or 
Chartfield when you are 
entering data but want to 
verify a value. 

 Press the <F9> key to 
jump to the Next Func 
field.  

 Then type the browse 
Function Code in the 
Next Func field and press 
<Enter> to view the list of 
values. The message 
<Upd in Prog>, displayed 
in the footer, reminds you 
that an update is in 
progress. 
In the example, the 
Department Browse 
(DPBR) was used to list 
and verify the Department 
Code. 

 To return to the original 
screen, press <F12>. 
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Function Keys 

Only the function keys available on a given screen will be displayed in that screen’s footer area. The 
display of certain function keys may also depend on where you are in the update process for a given 
transaction. 

Key Action 

Tab Moves the cursor to the next data entry field 

Shift+Tab Moves the cursor to the previous data entry field 

Enter Edits the entered data for consistency and valid values; in the Department Add (DPAD) 
function, the Department Code is generated and assigned when the user presses 
<Enter>  

F1 – Help Currently not available 

F2 – Cancel Cancels all data that has been entered on a screen since the last time the F5-Update 
function was performed. Must be pressed two (or sometimes three) times. 

F3 – Prev Menu Navigates back to the last menu that was displayed 

F5 – Update Submits the entered data for consistency validation and update 

F6 – Print Prints the screen on the designated printer 

F7 – Backward Displays previous page of available data (e.g., lists created with browse functions) 

F8 – Forward Displays next page of available data (e.g., lists created with browse functions) 

F9 – Jump Moves the cursor to the Next Func field located in the footer of every screen. 

F12 – Exit  F12 has two functions, depending on the activity in progress: 

 If no data has been entered, F12 is used to exit the system. 
 If data has been entered in an AFP or Department system screen, and the user has 

“nested” to another function, such as the ACBR screen, F12 is used to exit the nested 
function and return to the entry screen. 
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Log Off the AFP and Department System 

It is important to log off the AFP and Department System correctly when you are finished entering or 
updating Chartfields or DepCodes. If you do not log off correctly, your User ID remains logged on, which 
could result in a security violation. 

1. To exit the AFP and 
Department Code 
systems, press <F12> 
from any screen.   

 
Note: If you have 
nested to a browse or 
other screen while 
an update was in 
progress, pressing 
<F12> will return you 
to your transaction 
screen. 

 

2. Press <F3> to exit the 
CL/Suppersession Main 
Menu. 
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3. The cursor will 
automatically be placed 
next to option 1. Exit (X). 
Press <Enter> to 
confirm. 

4. Close the RUMBA 
application.  
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