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How to Access CSV files in CSLink System 
 

 
A. Login to the CSLink System 

 
Copy and paste the following Link https://campus-cslink.csulb.edu to Internet Explorer 
 

 
 
Need Help? 
Contact fishelpdesk@csulb.edu for CSLink Financial password reset. 
 
 

B. Download CSV Report 
 
1. Click on View Reports tab to view reports 
2. In the Format column, mouse-over CSV link and right-click on the mouse and select 

Save Target As… 
(Note: It might take a while to download the file.) 
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“File Download” dialog box appears 
 

 
 

  
 Note: It is important to save the CSV file in C:\PS folder 
 

3. Type in the file name as follows, LBEU001_##.csv 
(Where ## represents the reports number, like 00, 35, 44, etc) 

 
Click on Save in the C:\PS folder (Note: create a new folder if you’ve never had PS folder) 

 

 
 
The “Download Complete’ dialog box appears 
 
 
4. Click on Close button 
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C. Access to the CS-Link Templates 

 
1. Click on Online Query tab in CSLink browser, navigate to PeopleSoft Financials > 

GL Reports > and click on LBEUCSVTMP – CS-Link CSV Templates link. It will 
take you to a new browser. A list of templates appears 

 
2. Click on the CSV Template corresponding to the report that you saved to your C:\PS 

folder. 
http://www.csulb.edu/divisions/af/cms/end_user/cslink/index.html
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“File Download” dialog box appears 
 
3. Click on Save and the name of the report automatically appears on the filename 
field. 
 

 
 
 
4. Click on Save again to confirm the location and filename. 
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5. When the “Download Complete’ dialog box appears, click Open  
 

 
 

6. When the following dialog box appears, click on Enable Macros 
 

 
 

Process All Option 
 
The Workbook opens in MS Excel 
 
You will receive all the chartfields to which you have security access. The Program 
Chartfields worksheets will all be in one of MS Excel workbook, with each worksheet 
showing information for each chartfield value. You will receive a message indicating “## 
worksheets created”.  The number of worksheets created will depend on the number of 
Chartfield values for which you have security. 
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For example: 
 
In this case, the user has access to 288 Fund chart fields by running a Fund by Project 
Summary report: LBEU001_44 
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Note: On the lower left-hand corner of the worksheet, it shows a message “Process 
Completed – c: \ps\lbeu011_44.xls. The report is created and saved in the C:\PS folder 
as MS Excel with a format .xls 
 
Now, you can view, print, and manipulate each worksheet. 

 
Process Selected option 

  
1. Click on “Process Selected” button and enter the Chartfield value. In this case enter 

the fund to process and click OK  
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For example, I entered GFE04. A dialog box appears “1 Worksheets created 

“.  
 
A worksheet is created. It shows that only one worksheet was created for the Chartfield 
value=GFE04. It is the value the user entered for “Process Selected” prompt box.  
 

 
 
Note: On the Lower left-hand corner, the report is created in the same folder C:\PS and 
named lbeu001_44.xls. If the user had not moved an older file to a different location or 
network drive, it would be overwritten with the latest worksheet or report. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* * * End of the Document * * * 
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