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FOR APPROVERS:
HOW TO APPROVE OR DENY A REQUEST

From the csusb.edu top menu bar select MyCoyote:
Log into MyCoyote using your credentials.
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numbers, and addresses Learning, Interfolio, and more

My Tasks My Financials Degree Progress Library Resources

My Holds, My To-Do's, Orientation Make a Payment, My Financial PAWS, myCAP, Unofficial Transcripts, Find books, articles, media,
Registration, End Sexual Violence Activity, OneCard Balance and and Commencement Registration textbooks, reserve study rooms, and
Training, AlcoholEdu for College CSUSB Scholarship Site more

My Status Collaborate ploy o it Administrative Systems
Application Status, Admission Zoom Video Conferencing, Google Search employment opportunities PeopleSoft CS, PeopleSoft HR,
Transcript Status, and Training Status Drive, Qualtrics Surveys, Yammer and CSYOU, CFS, CFS DW, EMS, and

more more
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University Life Campus Directory Technical Assistance CSUSB Alert

Join campus organizations and view Search for faculty and staff contact The Technology Support Center is An emergency notification system

campus news information the one-stop shop for your university capable of rapidly sending text, voice
technology needs and email messages
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FOR APPROVERS:

HOW TO APPROVE OR DENY A REQUEST
Click on PeopleSoft CS:

e Administrative Systems

ﬂ myCoyote

No stories found

PeopleSoft CS PeopleSoft HR
PeopleSoft Campus Solutions PeopleSoft Human Resources
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Click on the icon for “My Worklist — Summary View”:

CSUSB Homepage ~

My Worklist - Summary View ( Benefits Worksheet SelfService | ( UEC Pre-Authorization | ( View Mobile Self Service | ( Single Sign-on HR 9.0 | ( Student Center
i —) =
A_H=] @
= X
— H g z ~ i a‘ - :‘?ﬂ
= —e L.

Holds ( To Do List | ( Student Class Schedule Search | ( Enroliment Dates | ( Enroliment: Add Classes | ( Enroliment: Drop Classes

w i B B

I

X

/=& CSUSB WE DEFINE THE 7%

—




FOR APPROVERS:
HOW TO APPROVE OR DENY A REQUEST

If you have any pending DOA Requests, you will see them listed under worklist items.

Click on the link highlighted in red below.
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Worklist Items Personalize | Find | View All | (1| [E§ First (4 1-10 of 10 (»  Last
From Date From Work Item Worked By Activity Priority

11/01/2022 Approval Routing Approval Workflow

11/01/2022 Approval Routing Approval Workflow

11/01/2022 Approval Routing Approval Workflow

11/01/2022 Approval Routing Approval Workflow

11/01/2022 Approval Routing Approval Workflow
11/01/2022 Approval Routing Approval Workflow
11/01/2022 Approval Routing Approval Workflow
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11/01/2022 Approval Routing Approval Workflow
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FOR APPROVERS:
HOW TO APPROVE OR DENY A REQUEST

Here you will see what the employee currently has authorization for and what is being requested.

Click on either the Approve or Deny buttons. Notice that there are multiple approvers (once one of the approvers takes
an action on this request it will fall off from all approvers worklists)

Current Authorzation

Business Unit SECMP Division DVDOO Department DOE00
Project Al | cl Fiald Al
Fund Code [ALL ot R
F 5 Fuinetion 10 Appprovar Laval 1 imit EH Data Find it
Direct Expendilure Lavel 1 Approver OS2 9
Printing Sarvices Approval Lewvel 1 Approver 09005201 %
Iravel Approval Lewvel 1 Apprower (0052019

Change Authorization

“Business Unit SECME “Division | DVDO0 *DeptlD 0200
“Fund Code ALL “Project ALL “Class Fleld ALL

1 ALL ;

o Travel (TA) Limit Amt Eff. Date End Date
OnS2018

~ Printing Services (PS5} 100 EW0S2019

o Direct Expenditure (DE) DS0S2019

Camments

Comment Date Thme Usar Cormimicnt
1
Approve Dy Add Comments

Delegation Approver

Delegation of Authority (set in getThreadDescr):Pending
3

Pending
Multiple: Appaoves
G Approvars
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If you choose to Approve the request, you will see this
confirmation on the next screen.

Mames | Jobinfo @ [FW

Lol Mame First Mams Miclelbe Mame

1

Change Authorization

*Division DWVEOD *DeptiD ED401
“Class Field ALL

*Business Unit SECMP
*Fund Code ALL “Project ALL

~ ALl

Lirnit Amt Eff. Dare End Date
' Travel (TA)
~' Printing Services (P5)

+ Direct Expenditwre (DE)

Comments
Comment Date Time User Comme|

1

At Comments

Delagation Approver

Delegation of Authority (set in getThreadDescrl:Approved

FOR APPROVERS:
HOW TO APPROVE OR DENY A REQUEST

If you choose to Deny the request you will be required to
input a comment as to why you are denying the request.

(Please make this meaningful, as the employee will see
this comment). Your confirmation screen will look like the
screen below:

Mames || JobInfo | [FTH
Last Mame Firs! Mame Middle Naime
1

Current Authorization

Business Unit SECMF Divisien DVDOD Department D200

Fund Cods ALL Project ALL Class Field ALL
FS Function 10 Appprover Level Limnit Eff Date End Date
Direct Expenditure Level 1 Approver OROS2018
Printing Services Approval Lewel 1 Approver 19
Travel Approval Level 1 Approver OROS2018
Change Authorization
*Business Unit SECMP “Division DVDOO “DeptiD | D0200
*Fund Code ALL “Project ALL “Class Field ALL
AL Limit As Eff. D End D
v imit Amt - Date nd Date
Tromel (Tl 92010
| Printing Services (PS) 500
! Direct Expenditure (DE)
Comments
Comment Datel ims User Comment
1 otrovzo 1o.0000a (N Test

Add Comments

Delegation Approver

Delegation of Authority (set in getThreadDesc
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