SUSPENSE LISTS, etc.

Suspense lists and various other reports (alpha list, employee list, within grade, etc) are generated from the CSU application.

This is an example to produce your suspense list.

Enter CSU by double-clicking your CSU icon.
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Enter your login information and click Connect.  Don’t wait for the hourglass to go away, because it doesn’t.
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Click “OK” on the CSU Application Options Screen (blue screen).

Click the Reports button  [image: image3.png]
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Click the Process button [image: image5.png]Process




(You can also use the Sort button if you’d like an other than default sort print order.  You would use the Items button if you’d like specific search criteria, i.e., only one division or your organization on your report.)

Input the dates you want and press the OK button.
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Your report will generate.  The first page will 
show your criteria.  Press the “Next” button to
go the following pages.  Press the “Print” 
button to send to your default printer.
