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College University Financial System – December 2004 
Changing Your CUFS 
Password 

Password Problems 
Problems with your ITCS password 
should be directed to ITCS Security at   
1-7307. 

Every 90 days your CUFS password 
expires and you must change your 
password. Follow the steps below to 
change your password. 

Problems with your CUFS password 
should be directed to the Manager of 
Training & Security for Financial Systems 
at 1-4748. 

In the COMMAND field enter a 1 (one). 
USERID: 

Your cursor should already be in the 
USERID field where you should enter 
your CUFS user ID.  
PASSWORD: 
Tab to the PASSWORD field. Enter your 
current password into the password field.  
You will not be able to see anything that 
you type in this field, but your cursor 
should advance.  
NEW PASSWORD and 

VERIFICATION: 

Tab to the NEW PASSWORD field. You 
will need to enter a new password into 
BOTH the NEW PASSWORD and 
VERIFICATION fields. Your new 
password must satisfy the following 
requirements:  

Travel & Entertainment 
Form 
An updated version of the T & E form is 
available in Excel Spreadsheet format.  It 
can be found on the Financial Systems 
web page at 
http://www.northwestern.edu/finsys/payme
nt/calc_t&e.xls . This spreadsheet has a tab 
at the bottom of the first page to go to 
the second page containing the 
instructions, mileage, and additional 
business expenses.  

A PDF version of the T & E Form is also 
available at 
http://www.northwestern.edu/finsys/pa
yment/t&e.pdf . The PDF format allows 
you to print both pages of the form. The CUFS password must be between 6-

8 characters. It must be alpha/numeric 
(letters and/or numbers). NO 
punctuation is allowed.  

The Graduate School 
Tuition Report (TGS)  

At this point you should have filled in all 
five (5) fields on the screen, then press 
<ENTER>. 

The Graduate School Tuition Report 
(NWFA6115) is now current in 
ViewDirect. The October and November 
reports have been posted. The TGS 
report will be posted monthly. Please note that when you change the 

password on the ITCS screen. This does 
not change the password on the CUFS 
Screen. 

If you need access, the ViewDirect 
Access Request Form can be found at 
http://www.northwestern.edu/finsys/vie
wdirect/viewdirectmenu.html . 
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MONTHLY CLOSING SCHEDULE FOR CUFS

CALENDAR YEAR 2005 Effective 11/23/04 

Accounting Period Closing Date  

  04 FY2005 January 5, 2005 

05 FY2005 February 6, 2005 

06 FY2005 March 6, 2005 

07 FY2005 April 6, 2005 

08 FY2005 May 4, 2005 

09 FY2005 June 6, 2005 

10 FY2005 July 7, 2005 

11 FY2005 August 4, 2005 

12 FY2005 Sept. 18, 2005  Approx.  

r 01 FY2006 October 5, 2005 

t Period 13 FY2005 Oct. 13, 2005 Approx. 

02 FY2006 November 6, 2005  

 03 FY2006 December 6, 1005
 

  

 

 
 
 
 
 
 
 
 
 

ncial Systems Trainers Have 
Been Busy 

e first quarter of FY05, the training staff for Financial Systems 
ducted 82 individual trainings for new users, they have taught 12 
s with 51 people participating, and they have answered over 3,000 
alls.   

er, if you have a question about using CUFS or would like to 
 an individual training session, help is just a phone call away at the 
elpline 7-3777.  We are available 8:30 – 5:00 Monday through 

elp you find a vendor code or fax number, process a purchase 
d out if the check has been cut, and more. 
Upcoming Lab Classes 
January 5, 2005 - Chicago 
9:00 am Weinberg Informatics Lab 
Tarry Room 1-726 
A/P Send Back Forms/Credit 
Memos 
Accounts Payable representative will 
help you understand the Accounts 
Payable Send-Back Form and how to 
make sure you get credit for Credit 
Memos. 

January 14 – Evanston 
9:00 am Parkes Hall Room 127 
A/P Send Back Forms/Credit 
Memos 
Accounts Payable representative will 
help you understand the Accounts 
Payable Send-Back Form and how to 
make sure you get credit for Credit 
Memos. 

January 19 - Chicago 
9:00 am Weinberg Informatics Lab 
Tarry Room 1-726 
Budget Statements for Sponsored 
Program – NG32 and FM162 
Bring your sponsored program budget 
statements and have a representative 
from ASRSP help you understand 
them. 

January 28 - Evanston 
9:00 am Parkes Hall  Room 127 
Budget Statements for Sponsored 
Program – NG32 and FM162 
Bring your sponsored program budget 
statements and have a representative 
from ASRSP help you understand 
them. 

To register for classes use the 
registration form at 
http://www.northwestern.edu/finsys
/training/form.html  or call the  
CUFS Helpline at 7-3777. 
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