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From the csusb.edu top menu bar select MyCoyote:
Log into MyCoyote using your credentials.

Scroll down and click on Administrative Systems:
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Click on PeopleSoft CS:

Click on the icon for “My Worklist – Summary View”:
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Click on the icon for “My Worklist – Summary View”:

Slide 4 of 6

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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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)
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If you choose to Approve the request, you will see this 
confirmation on the next screen.

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:
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