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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

Connect to campus-cslink.csulb.edu |E|[z|

canmpus-cslink, csulb,edu

Lser name: | | 5}

Password; | |

[ ]Remember my password

[ Ok l [ Cancel

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. Inthe 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

File Download

=

Getting File Information:
report,cey From campus-cslink., csulb, edu

Estimated time left
Download bo:
Transfer rate:

[ IiCloze thiz dialog box when download completes

Cancel

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

3. Type in the file name as follows, LBEUOO1_##.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)

Save As
Save r: Ia ps j & I‘:j( -

_1CACHE E]LBEUDOT_41
%] LBESUIO0T_33
L]LBELIO0T_OD 8] period12
&]LEELOOT_10

5] LBEUOT_32
5] LBELIOOT_34
L]LBELIONT_35
%] LBEIO0T_40

File hame: ILBEUDD1_44 j Save I
Save as bype: IMicrosoft Excel Comma Separated Values File j Cancel |

7

The “Download Complete’ dialog box appears

4. Click on Close button
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Download complete

v

= Covenload Complete

Saved:
coigetf.csyv Fram campus-cslink, csulb,edu

469 KB in 1 sec
C:psicgigetf.csy
469 KB/Sec

Downloaded:
Daownload ko
Transfer rate;

[ |iCloge thiz dialog box when download completes

[ Open ] [ Open Folder ] [

Cloze

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

2 CS Link CSV Procedures & Templates - Microsoft Internet Explorer

File Edt View Favoritss Tools Hslp

2 SEREEEK ) /"JSearm Sz Favarites {E2) - |- | Jor-i@d 3

=3 | ] http o csulb.edujdivisions/a jcmsfend _userjcsinkfindex himl

B> ER

Cs-Link CSV Procedures
» How to Access CSW files in CS-Link

CS-Link CSV Templates

Division by fund detail report {lbeu00l_00)

Division by fund summary report (lbeutol 013

Division by fund by sub-division report (lbeud01_02)

Division by program detail report (lbeu001_03)

Sub-division by fund detail report (Ibeud01_10)

Sub-division by fund summary repert (lbeu001_11)
Sub-division by program by department by fund detail report (lbeud01_12)
Sub-division by fund by department detall report (lbeu001_132)
Sub-sub division detail report (FAS) (lbeu001_20]

Sub-sub division summary report (FAS) (lbeud0l_21)
Department by fund detall report (lbeu00l_20)

Department by fund summary report (lbeu0ol_313
Department by fund by program detail report (lbeuoo1_32)
Department by fund by program summary report (lbeud0l_33)
Cepartment by program by fund summary report (lbeudol_34)
Department by program detail report {lbeu001_35)

Program by department by fund summary report (lbeu00l_40)
Fund by department summary report (lbeuonl_41)

Fund by account summary report {lbeu001_42)

Fund by program by departiment summary report (lbeu001_43)
Fund by project summary report (Ibeu0d1_44)

EETTTTCT
A

Q K nK
Reaister for CMS Campus Training

Access CMS HRSA Production
Access CMS Finance Production
Accass C5-link

Access CS-Link CSY templates

Einance (FIS)

Human Resources (HR)
Student Administration (54)
CMS Whom to Call / Contacts

Campus and CMS Desktop Standard

0
FIS Farms
HR Forms
SA Farms
SA Business Process
and Report Guides

nk
Campus Technology Help Desk

Campus Maps

CMs at the Chancellor's Office
PeopleSoft USA Inc.

PeopleSoft Higher Education User Group
HEUG

About CMS
Presentations & Communications

nive D an
sion of Academic Affairs

sion of Administration & Finance

sion of Student Services

Division of University Relations & Development
CSULE Foundation

=] \=]l=]
===

Contact Us

e E—=——

&

4 Internet
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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.

File Download [X|

Do you want to open or save this file?

@ j Mame: 44-fund_by_project_summary_report.xls
[Hl Twpe: Microsaoft Excel Warksheet, 177 KB

From:  wiww,csulb,edu

Open ][ Save ]| Cancel |

Alwayz ask before opening this tupe of file

harm your computer. |f pou do nat trust the zource, do not open or

@ YWhile filez from the Internet can be useful, zome fles can potentially
gave this file, What's the risk?

4. Click on Save again to confirm the location and filename.

Save i |Lj ps V| ¢ ¥ > G-

\ E‘_‘] 10-sub-div_by _fund_detail_report
My Recent @_]42-Fund_by_account_summary_report
Documents | [Eheunni_o1

ElIheunni_1o
@ Bl Ibeunni _20
EIheunni_32
EIheunn1_4z

E @_]D1—cIiv_by_Fund_summary_report

Desktop

s

7

kuy Documents

9

tdy Computer

File hamne: -'1-'1-f|_1ru:| by project summary report V| I Save ]

by Metwark, Save as type: | Microzoft Excel Work sheet - | [ Cancel ]
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5. When the “Download Complete’ dialog box appears, click Open

Download complete E| |E|E|

N
== Download Complete

Saved:

«project_summary_report,xls From wewe, csulb,edu
L L L L L LT Ci
Downloaded: 177 KB in 1 sec

Download bo: oo dd-fund_by_project_summary _report, xls
Transfer rate; 177 KB|3ec

[ ]iCloze thiz dialog box when download completes

[ Open ] [DpenEDIder] [ Cloze

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

Security Warning P§|

"Cipsig4-fund_by_project_summary_report,xls" conkains macros,

Macros may conkain viruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some Functionality,

Disable Macros ] [ Enable Macros ] [ More Info

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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_project_summary_report
i3] Bl Edt Wiew Insert Format Tools Data  Window  Help Type aquestion forhelp = o @ X
RN = RENE= NN RN AR - HE = 10 % B0 A B
A29 - & Version 13
Al B [ ¢ ] D [EIFT G [ H I | 1] K I L I M

]

Follow the below steps to format your CSV file
7) Download the CSV file from CS Link
2) Save this CSV file in youwr ¢\ps directony
3) Save the file with the name of Theu00T 44.csv. This file is originally named cgigetf. cav by CS Link, but must be changed,
4) Option 1 - Process evensthing you have access too
a) Push the "Process Alll" button below
b) One worksheet will be created for each report growping. For example, repoits by Depariment will have one workisheet for each Department.

Process All!

!

S) Option 2 - Process only 1 selected group you have access too
&) Push the "Process Selected!" button below
b) You will be prorapted to enter one reporting group (Departiment, Fund, etc.)
) One worksheet will be for the entered report grouping. if this reporting group was not found no worksheets will be created

Process Selected!

L

P ] g G o g N

B) A new worksheet is autormatically created in vour ciAps directony with the resuits of this formatting process.
Old copies of this worksheet in your c:ips directory will be overlayed without notification!

el
i}

29 |Versidn 1.3
= =

W4 v fystart/ < >
Ready

For example:

In this case, the user has access to 288 Fund chart fields by running a Fund by Project

Summary report: LBEUOO1_44
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288 Workzheets created

Microzoft Excel

B Microsoft Excel - Iheu001_44. _[Ofx]
&) File Edit View Insett Fomat Tools Deta Window Help =lBlx]
IDeEaRy|samdd - o &=s8lEoe ™ 6.

[ cnBlsu E==6E5%, B8 EE_-0-A-

A1 =l =]
Al B T T D [E[F] G [ H [ I Il K [ L | =

1 1 California State University Long Beach |
[ 2| 44 - Fund By Project Summary Report
| 3| Fiscal Year 2004 thru Accounting Period 09
| 4 | Run Date: 04/07/2005

5
| B |Business Unit: LBCMP
| 7 |Fund Code : SLUD4 - 0405 Unsub Stafford
|8 ( Current Period ] [ Proj
[9 | Project Account Account Descr PreEnc Encum Expended Budget PreEnc [}
10
| 11 |Revenue & Reimbursements
12| 580090 Revenues-Other (B12,37235)
[ 13 Subtotal Miscellaneous Income 812,372.39)
| 14| Total Revenue & Reimbursements {812,372.39)
| 15 | Operating Expenses
| 16| 510800 Stafford Loans Awarded 86238528
[ 17 | B10801 Stafford Loans-Ret to Lender 9841578
| 16| Subtotal Miscellaneous Expenses 961,801.03
119 Total Operating Expenses 961,801.03
ATulal for Project 149,428 .68

21
| 22 Total for Fund SLUD4 - 04/05 Unsub Stafford 149,478.68

|23

24

4|4 p P4 SLPO4 £ 5L303 f SLS04 4 SLUOS 3 SLU04 4 Start / |1|

Process Completed - c:\ps'beu001_44.xls saved ‘ [ [ [

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

Selection

Enter the Fund ta process

Cancel

]
_Cancel |
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For example, | entered GFEO4. A dialog box appears “1 Worksheets created

Microzoft Excel [E4

1 "Worksheets created

A worksheet is created. It shows that only one worksheet was created for the Chartfield
value=GFEO04. It is the value the user entered for “Process Selected” prompt box.

| File Edit View Inseit Fomat Ieols Data Window Help ;Iglgl‘
DedegRy|saRd > = &= 43 ae v -6,
| aia -u-lBruo ===8|8%, WAEE_-H-A-
A1 =l =/
A B [ € ] D EF_ 6 [ " [ T [ [
1 ] California State University Long Beach
| 2 | 44 - Fund By Project Summary Report
| 3| Fiscal Year 2004 thru Accounting Period 09
[ 4| Run Date: 04/07,2003
a
| 6 |Business Unit: LBCMP
7 |Fund Code : GFED4 - 2004 GF-General Fund Support
|8 | [ Current Period Al
|9 Project Account Account Descr PreEnc Encum Expended Budget PreEnc
10
| 11 |Personal Services
|12 E01030 President 20 457.00 245 ,484.00
[ 13 601201 Management and Supervisory 131407879 16,273 344 82
[ 14| Subtotal Salaries and Wages-Management 1,334,535.79 16,518,828.82
|15 B01300 Support Staff Salaries 397452406 48623951.03
[ 16 | BO1800 Department Chair 296 916.58 3801 716.20
[ 17 B01900 Temp Staff Budget - 1,053 ,311.58
[ 18| Subtotal Salaries and Wayes-Staff 4,271,840.64 53,184,978.81
[19] 601801 Tenure/T-Track 4 473 965 76 55,985 561.33
[ 20| Subtotal Salaries and Wagyes-Faculty 4,473,965.76 55,985,561.33
|21 B01303 Student Assistant 20282053 2,390619.68
|22 | BO1816 Instructional Student Asst (585.98) -
| 25 Subtotal Student Assistants 202,234.55 2,390,619.68
24 601301 Qvertime 46 66270 246 585.72
14 [ 4 [ [»i}s GFEO4  Start £ [«
Process Completed - cipsibeudl_44.xls saved (i [ [ ML | [

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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