
Authorization to Release 
 

You may grant your parent, guardian, or another third-party access to your CSU San Bernardino education records 
through the Authorization to Release feature in your Student Center.  We will not disclose any information from your 
education record to individuals not identified by you.  CSU San Bernardino assumes no liability of honoring your 
instructions.   

 

1. Navigate to myCoyote. 

 

 

2. Select Student Center tile. 

 

 

3. Select Authorization to Release (near bottom of Student Center page). 

 

 
 
 
 
 
 



 

Please take a moment to thoroughly read the information provided. 

 

  



4. Enter the third-party designee’s first and last name. 
5. Create a 4-digit Access Code (password) for the third-party designee. 

Note:  only share the 4-digit code with your designee. 
6. Enter the Expiration Date.   

Note: a maximum of one year is allowed.   
7. Use the magnifying glass to select the Department. 
8. Use the magnifying glass to select the Records to Release. 
9. Indicate the Purpose for Release. 
10. Select Save. 

Note:  additional designees can be added by selecting the Add button or deleted by selecting the Delete button. 
11. Share the access code with your third-party designee.   

Note:  Please advise your designee that they will need to identify themselves, provide your name and ID, and the 
access code to confirm that they are your authorized designee. 

 


