
 

Viewing Payroll Suspense in NUFinancials NUFinancials 
Budget 

FMS723 
 

 

5/11/2009 — cdm 
Viewing Payroll Suspense in 
NUFinancials 

© 2009 Northwestern University 
Job Aid 

Page 1 of 3 

 
When payroll is processed against a chart string that is inactive or for which payroll budget 
does not exist, the transaction is temporarily suspended. The charge reverts to fund 110 for 
the department ID used in the chart string. SUSP is added to ChartField1. 
 

 
Step 1: Access NUFinancials 

1. Log in to the NUPortal at https://nuportal.northwestern.edu. 
2. Click the Faculty or Staff tab. 
3. Click the Finance & Budgeting tab, and then NUFinancials > General Ledger > 

Review Financial Information > Ledger. 
4.  Alternate navigation: If you cannot access the NUPortal or the appropriate tab, go to 

http://cafe.northwestern.edu/gateway and then click NUFinancials and log in using 
your NetID and NetID password. Click General Ledger > Review Financial 
Information > Ledger. 

 
Step 2: Create a new inquiry name (first time only) 
If you have already created an inquiry for this purpose, click Find an Existing Value > 
Search. Click the inquiry name you want to use. 

1. Click the Add a New Value tab. 
2. Type an inquiry name and then click Add.  

The search will be saved with this name. Use _ instead of spaces. Do not use 
any symbols. 

 

 

https://nuportal.northwestern.edu/
http://cafe.northwestern.edu/gateway
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Step 3: Enter the search criteria  

1. Type ACTUALS in the Ledger box. 
2. Enter the Fiscal year 2xxx. 
3. Enter the range of accounting periods that you want to check. In the From Period 

box, enter the starting month. In the To Period box, enter the ending month. This is 
the stop date for the data results. The example below will pull data for starting in 
September through January fiscal year 2009. 

4. Click the Show Transaction Details box.  
This consolidates the transactional detail to one page. Deselect this box if you only 
want to see summary totals. 

5. Enter chart string search criteria: 
• Type the department ID in the Department box. 
• Type SUSP in the ChartField1 box. 

6. Save the search criteria. 
7. Click Search.  
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Step 4: View the results 
Payroll Expense transactions with positive values are in suspense. When transactions are 
taken out of suspense a negative reversing line appears. 
 

 
 
What happens next? 
Login into HRIS and make the necessary corrections. 
 
 
 
 
 
 
 
 
 

 NEED HELP? 
Contact the Help Desk at 847-491-HELP (4357), e-mail consultant@northwestern.edu. 

 

 

mailto:consultant@northwestern.edu
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