CSG Frequently Asked Questions

The following are answers to frequently asked questions about the Corporate Systems Gateway (CSG).

1. I can’t remember my CSG password or have been locked out.  How can I get a new password?

Go to the CSG logon screen at https://csg.ucop.edu/dwr . Enter your user ID (typically the first letter of your first name immediately followed by your last name, all in lower case), and then click on the password reset link provided below the submit button.  This will cause an email containing a temporary password to be sent to your email address from “Administrator”.  

Go to your email inbox, copy the temporary password, go back to the CSG logon screen, paste the password, and click on the Change Password button.  

Select a password containing at least six characters and including at least one digit.  Enter it twice and click on the Change Password button.  Make note of your new password.  

2. How do I bookmark CSG?
To bookmark CSG, please click on the “Click here to bookmark CSG” link on the logon screen.  This will bookmark the proper URL instead of the URL re-written value.  This will avoid any difficulties as servers change over time.

3. How do I request an account?  
If you are a UCOP user, use the online form at http://www.ucop.edu/irc/services/itsvcsapp.html  .

If you are a campus user and want access to the Student reporting domain in the CSG, please contact your Institutional Research Director.

4. How do I update or close my account?
Use the online form at http://www.ucop.edu/irc/services/itsvcs_changes.html to change your access or close your account.
5. What are the days and hours that CSG is available?
CSG is typically running and available 24 hours, 7 days per week.  Hours of support for this application are Mon-Fri 7:00am-6:00pm.  System maintenance will occur outside of support hours and may make the system unavailable.  Upcoming maintenance information is typically posted in the message area, in advance.
6. When I run a report, I get a message that the report is done, but the report window is empty.  What’s wrong?
Look at the top of the report window.  Do you see a yellow bar indicating that:
“To help protect your security, Internet Explorer has blocked this site from downloading files to your computer.  Click here for options.”?
If so, click on the bar, then on the Download option.  A new pop-up window will appear asking you whether to retry running the report. Click yes.  The report will now download.
7. How do I avoid having my CSG reports blocked from downloading every time? (see FAQS 2)
On the Internet Explorer menu bar:

- Select Tools  

- Select Internet Options

- Click on the Security tab

- Click on Trusted Sites

- Click on the Sites button

- Click on Add this web site  to the zone. 
- Click on close.

- Close Internet Explorer, then open it again.  Repeat the steps above so you can verify that https://csg.ucop.edu is now one of your trusted sites.  If it is not, this means that you do not have administrative privileges on your PC.  Contact your desktop support representative to have them include the CSG in your trusted sites.

8. How do I save Excel formatted reports? 
To save Excel formatted CSG reports, press the F12 key.  This is the Windows shortcut for saving Excel spreadsheets.  In the Save As window, double click on the destination folder, enter a file name, and select Microsoft Office Excel Workbook as file type.  Click on the Save button.

9. How do I open Lotus Formatted (i.e., comma-delimited) reports?
When you create a Lotus formatted report (i.e. a comma delimited file), the output won’t appear in the report window.  Instead, another pop-up window will give you a choice of  Finding, Saving or Canceling the output.  Click on Save. In the Save As window, double click on the destination folder, enter a file name with an extension of .csv, and select All files as file type.  Click on the Save button.  

You can then open the file and review it on your PC.

10. When I run a report, why do I sometimes get a message telling me that a report with the same name is already open?  
The CSG always produces reports under the default name of “WFServlet”.  So, before running a CSG report, make sure you have saved any previously run CSG report under a meaningful name.
11. Why do reports sometimes seem to freeze at the downloading stage?

Like the symptoms described in FAQ 6, this is most often caused by another CSG report window that has not been closed prior to running a new report.  Try closing all the previous CSG report windows.  It the new report is in Excel format, also close any other Excel spreadsheet still open on your task bar.   If the report still does not return, close the CSG, and try again a few minutes later.   
