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Step 1:  
Navigate to the correct CMS page:   
Main Menu > CSUF HR > 
Inquire > My Queries. 
 

 You may navigate to the 
appropriate link using the menu list 
on the left or the navigation menu at 
the top of the page. 
 

 

 
 

 
Step 2:  
Select the hyperlink for the query 
you wish to run. 
 

 

 
 

 
Step 3:  
A new window will open to display 
your query results. (See “Pop Up 
Blockers” section below for help 
enabling pop ups.) 
 
The results of the query are based 
on your security access in CMS. 
 

 

 
 

 
Step 4:  
Select View All to see all records 
from the query. 
 
If there are many records returned, 
use the arrows to scroll through 
multiple pages. 
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Step 4a: 
If you have pop-up blockers turned 
on, you will receive a pop-up 
blocker message.  Different internet 
browsers display different 
messages but they all say pop-up 
blocker. 
 
Click “click here…” 
 

 

 
 
Step 4b: 
Select ALWAYS ALLOW POP-
UPS FROM THIS SITE… 
 
After selecting this option you will 
not see pop-up messages from 
CMS unless you clear your cache. 
 

 

 
 

 
Step 4c: 
Click Yes. 

 

 
 

 
Step 4d: 
You will be taken back to My 
Queries.  
 
Select the hyperlink for the query 
you wish to run. 
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Step 5: 
The results of the query you 
prompted to run are displayed in a 
new browser window. The default 
display will always be 100 rows.  
 
Once you run the query, you have 
the option to download the results 
to Microsoft Excel. The query 
results display in an Excel-based 
web format.   
 
Select Excel Spreadsheet to 
download results to Excel. 
 
• Excel  = Formatted.  Depending 

on number of fields in report, you 
may have to scroll to view 
additional fields. 

• CSV = Comma Separated Value.  
This is a flat text file where the 
comma separates each value. 
Most commonly used with other 
interfaces. 

 

 

 
 

 
Step 6: 
Click Open to open the report  
 
Click Save to save it to your 
computer. 
 

 

 
 

 
 


