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Modifying Payroll Transaction Approvers  

Search for a FN Dept ï Project combination 

Users are able to search for FN Dept ï Project combinations that have previous PTAs set. Users 

may not find results, in which case they can add an FN Dept ï Project for a Chartstring.  The 

User will only be able to see FN Dept ï Project Combinations that fall under their Admin Unit. 

 

Two reasons a PTA change may not be able to be made: 

 The PTA you wish to use has not been to Deployment Training and/or does not yet 

have the PTA role in HRIS. 

 The Chartstring you wish to modify is currently Pending or Denied as position 

funding or as part of a journal entry. Once the status is either Approved or blank, the 

Chartstring will be able to be modified. 

 

If either of the above conditions occurs, you will receive a Stopper Message and be unable to 

proceed with the modifications.  More about the errors will be detailed at the end of this 

document. 

 

Also, do not modify a PTA in the middle of funding or journal entry.  If you are in the middle of 

entering a position distribution and realize you need to add a PTA to a Chartstring you must 

completely exit out of the position distribution page and then setup your Approver as detailed in 

this document. 
 

Page Location 

After Logging into the HRIS system the page location is: 

 

Main Menu > Organizational Development > Position Management > Payroll Transaction Approver 

 

 
 

Step Action 

1.   The next screenshot the Payroll Transaction approver Search Page. The search 

is by the fields FN Dept, Project, and Admin Unit.  The Admin Unit is the most 

general field and is used mostly to differentiate the Schools.  FN Dept and 

Project are more specific at narrowing the search.  The search operator defaults 

to ñBegins withò.  
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Step Action 

2.   For Chartstrings without a Project (example: Fund 110 4011400) only enter the 

FN Dept number.  For Chartstrings with a Project, enter the FN Dept and 

Project into the fields. When using the Begins With search operator, users may 

simply enter the beginning part of the FN Dept or Project value to receive 

values that begin with those characters.  

3.   
Once your fields have been entered, click the Search button.   
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Step Action 

4.   Any FN Dept ï Project results will be delivered either in a list beneath the 

search criteria, or in the case of an exact match will bring you directly to your 

match, as below. 

 

 

 
 

Step Action 

5.   To replace a Primary or Backup PTA, enter the EmplID into the field or utilize 

the magnifying glass to bring up a search of Employees and pick the 

appropriate Employee. 
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Step Action 

6.  From the magnifying glass, click on the appropriate Employee and they will be 

entered into the field on the PTA page. 

 

 
 

Step Action 

7.  When the changes have been completed, click the save button and the Last 

Date and Time will be updated at the bottom of the screen, shown on next 

screenshot. 
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Step Action 

8. Once you Save, the HRIS Security Administrator and School Administrator(s) 

for your Admin Unit will receive an email detailing the FN Dept ï Project 

Combination as well as the Previous and Updated PTA.  See below for an 

example. 

 

 
 

 

 

 

 

Step Action 
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9.  If a FN Dept ï Project combination did not have a previous PTA, you will need 

to Add a New Value.  

Search for the chartstring by entering just the FN Dept or FN Dept and the 

Project.  

Any results will be delivered either in a list below the search criteria, or in the 

case of an exact match will bring you directly to your match.  If there is No 

Match, you will need to ADD a new value.   

 

 
 

Step Action 

10.  Click the Add a New Value Tab or link and enter the FN Dept and/or Project 

for which you would like to add a PTA.  If the Chartstring does not have a 

Project, just enter the FN Dept and hit Add. 
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Step Action 

11.  Once you click the Add button you will be given the same screen to Enter the 

Primary and Backup PTA.  Follow the same process as above and hit Save. 
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Step Action  

12.  The HRIS Security Administrator and School Administrator(s) for your Admin 

Unit will receive an email detailing the FN Dept ï Project Combination as well 

as the Previous and Updated PTA.  See below for an example. 
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Troubleshooting 
 

Stopper Messages  
 

The stopper message below will be received when you enter and try to save a FN Dept ï Project 

combination that does not match a valid Chartstring in the HRIS system. 

 

 
 

The stopper message below is received if you enter someone as a PTA when they donôt yet have 

the PTA Role in HRIS. Contact the HRIS Helpdesk at (hrishelp@northwestern.edu) and they 

will check the security. There is the possibility that the employee has not been trained in 

deployment or that their security has not been set up yet in HRIS. To enroll in training visit the 

HRIS website: http://www.northwestern.edu/hr/hris/ 

 

 
 

The stopper message below will be received if you enter a Chartstring combination that is 

currently in Pending (P) or Denied (D) Status in workflow.  The items in workflow must be 

completed to either Approved (A) or blank in order for the Chartstringôs PTAs to be updated.   

 

 


