
 
PeopleSoft Student 8.9

California State University 
Bakersfield

 

Copyright 2009 – California State University, Bakersfield  Page 1 
02/03/09 – T. Nelson 

CSUB Faculty Queries – Downloading Results 
After running a CSUB Faculty Query, you can download the results to your computer.  Once the results are 
downloaded, you may sort, filter, and format the data, as desired. To download your results, follow the 
instruction outlined below. 
 

Downloading your Results 

1 To download your results, you need to make sure your Pop-up Blockers are turned off.  See the Web 
Browser Settings document on the Self Service Guides – Faculty website, for more information.   

2 Run your desired query.  When the results appear, click the Excel SpreadSheet link. 

 

3 The File Download dialog box appears. Click   to save the file to a directory of your 
choosing. 

 

4 The Save As dialog box appears allowing you to select a directory.  Navigate to your desired directory.  
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5 Give the file a meaningful name, e.g. Enrollments per Section and click the  button. 
 

 

6  Your file is saved to your desired location with the file name you provided.  To use your file containing 
the results from your query, you will need to open the file with Microsoft Excel. 

 

 

 


