APPROVER REQUEST

HOW TO SUBMIT A REQUEST
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From the csusb.edu top menu bar select MyCoyote:
Log into MyCoyote using your credentials.
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myCoyote
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CsUsB

numbers, and addresses

My Tasks

My Holds, My To-Do's, Orientation
Registration, End Sexual Violence
Training, AlcoholEdu for College

My Financials

Make a Payment, My Financial
Activity, OneCard Balance and
CSUSB Scholarship Site

Degree Progress
PAWS, myCAP, Unofficial Transcripts,
and Commencement Registration

My Status

Collaborate o]

& My Drive

econdiling Factors.

myCoyote [irectory Library Ma

Learning, Interfolio, and more

Library Resources

Find books, articles, media,
textbooks, reserve study rooms, and
more

Application Status, Admission
Transcript Status, and Training Status

Zoom Video Conferencing, Google
Drive, Qualrics Surveys, Yammer and
more

Search employment opportunities
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University Life
Join campus organizations and view
campus news

Campus Directory
Search for faculty and staff contact
information

Technical Assistance

The Technology Support Center is
the one-stop shop for your university
technology needs

Systems
PeopleSoft CS, PeopleSoft HR,
CSYOU, CFS, CFS DW, EMS, and
more

CSUSB Alert

An emergency notification system
capable of rapidly sending text, voice
and email messages
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CFS Updates

Palm Desert Campus  Make a Gift Q
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APPROVER REQUEST:
Click on PeopleSoft CS: HOW TO SUBMIT A REQUEST

Administrative Systems

Lt
CSUSB

!’ myCoyote

ITS BULLETIN >

PeopleSoft PeopleSoft No stories found

PeopleSoft CS
PeopleSoft Campus Solutions

PeopleSoft HR
PeopleSoft Human Resources

In the search bar enter: SB SUBMIT DOA REQUEST
Click the hourglass to search:

Al ~ SB SUMBIT DOAREQUEST (e (n) 0
CSusB Homepage b.d No results to display < >
My Worklist - Summary View Benefits Worksheet SelfService | UEC Pre-Authorization Single Sign-on HR 9.0 ] Student Center Holds
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To Do List ( Student Class Schedule Search [ Enrollment Dates Enroliment: Add Classes [ Enroliment: Drop Classes Enrollment: Swap Classes
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APPROVER REQUEST:
Click on the link: HOW TO SUBMIT A REQUEST

£ CSUSB Homepage Search Results

» New Search

View Search Results

1 results for keyword: "SB SUBMIT DOA REQUEST"
w Category

1 row

PS CS - Local Node Menu (1) j:; SB SUBMIT DOA REQUEST
SB SUBMIT DCA REQUEST

Enter the employee ID:

< Search Results SB SUBMIT DOA REQUEST N @

New Window | Help | Personalize Page]

o aQ Delegation of Authority (DOA) Request Page

Use Employee 1D to retrieve employee you would like to grant
DOA access or make changes to the current DOA access.
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Click on the hourglass:

APPROVER REQUEST:
HOW TO SUBMIT A REQUEST

¢ CSUSB Homepage SB SUBMIT DOA REQUEST
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Delegation of Authority (DOA) Request Page

Use Employee ID to retrieve employee you would like to grant
DOA access or make changes to the current DOA access.

Make sure the person who appears is the one you want to give DOA to. Click on the Empl ID link:

¢{ CSUSB Homepage

Delegation of Authority (DOA) Request Page

Use Employee 1D to retrieve employee you would like to grant
DOA access or make changes to the current DOA access.

SB SUBMIT DOA REQUEST

Look Up Empl ID

Look Up Cancel

Search Results
View 100

1D Name

Searchby: [ v]vegins win|

Help
Advanced Lookup
First (4 101 @) Last
L Nati 1
Date of Campus ° National ationa NID Short  Last
Campus - First Name
Description Name

Gender __
Birth D D D i
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APPROVER REQUEST:
HOW TO SUBMIT A REQUEST

In the following window you will be able to view their current authorizations. You can delete or update in the drop-down
menu.
If a new request needs to be made, click on create new and click next:

£ CSUSB Homepage SB SUBMIT DOA REQUEST
To Update:
Select 'Request Action' from existing authorization(s) below, then
click ‘Next’ to review
“Empl ID To Create a New authorization:
Check ‘Create New’ then ‘Next’
‘Create New' and ‘Update’ have to be submitted in separate
requests
Names || Job Info
Last Name First Name Middle Name
1
I Current Authorization(s) I
Request Action Business Unit gpcpp Division DVDOO F5 Function ID Appprover Level  Limit Effective Date End Date
g Department  DQ270 Fund Code ALL Budget Management LevellAprv 04/01/2022
Project ALL Account ALL Hospitality Expenze
Designee Level1Aprv 04/01/2022
Seldet? Froperty Management LevellApry 04/01/2022
ate
P Printing Services Approval LewvellApry 04/01/2022
Travel Approval Level1Apry 04/01/2022
[ create New
Back Next Submit
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APPROVER REQUEST:
Creating a new Request, you will see the page below. Select the business unit, division and Dept ID. HOW TO SUBMIT A REQUEST

Fund Code, Project, and Class field is needed if the person needs only a specific range to approve.

Please note: Staff members have authorization for Printing Services and Travel Approval only.

MPP/Department Chair have options for authorization for Budget Management, Property Management, Printing Services, Travel Approval, and
Hospitality Expense Designee.

Level 1 is designated for Department Chairs, Directors, and AVP’s.
Level 2 is designated for VP’s only.

Click on the functions needed and click next:

SB SUBMIT DOA REQUEST

£ CSUSB Homepage

Empl ID - Input the charifield string and desired options then click on Next

Names || Job Info

Last Name First Name Middle Name
1 ; ;
Details Find First (40 10f1 (¢ Last
#[=l
*Business Unit|SBCMP |q_ "Division|DVD0D Q_ *DeptiD|D0270 Q
*Fund Code |ALL Q, *Project | ALL QL *Class Field |ALL Q,
Authorized SB FS Function 1D~ 50 FSAPPIOVER  posimum Limit  Effective Date End Date
O Travel Approval |LevellApry w E Bl
O Printing Services Approval | Level1Aprv Eﬂ E‘]

Budget Management LevellApry
Property Management LevellApry

Hospitality Expense Designee LevellApry
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APPROVER REQUEST:
Next you will select the approver that should approve the DOA request. HOW TO SUBMIT A REQUEST

Note: If you do not see the approver that needs to be selected, please check if they have delegation of authority for the Business
unit, Division, Dept ID, Fund Code, and Class field. If they do not they will not be an option as an approver.

If this is the case, you will then need to submit a DOA request for the person who needs to be the approver first.

£ CSUSB Homepage SB SUBMIT DOA REQUEST

Fleasa raview and sebact an approvar for each request then click an Submit.
Empl 1D

Names | Jobinfo | [EER
Last Namse First Nams Melidiile Mame

Request Details Find First 4 1of1 b Last
Change Authorization

Business Unit SBCMP Division DVDOO DeptiD 00270
Fund Code ALL Projet ALL Class Field  aLL

Authoriped SB FS Function 1D SBFS "Dl:':?":il; Maxdmaim Lirnit Effective Date End Date
Travel Approva Laval1Apry 1152022
Printing Sanvices Approva Level1Apry 1111572022
Budpget Managemant LevallApry 111152022
Property Managemeant LevallAp 11152022

Hospilality Expanse Designes Ll AR 111152022

“ADOINRE 5 o it e e s e e b
1 1]

| Bryan Haddock | BHaddeck@csush adu
Khristine Barraza | Khrist raza@csush edu

/=& CSUSB WE DEFINE THE 7%

—




Once approver is selected you will click submit.

{ CSUSB Homepage

oo (N

Names || Job Info

Last Name

Request Details
Change Authorization

Business Unit SECMP
Fund Code ALL

Authorized

sy

[ R R X

*Approver

Back

SB SUBMIT DOA REQUEST

Please review and select an approver for each request then click on Submit.

First Name

Division DVDO0O DeptiD
Project ALL Class Field

SB FS Function i 5B FS Approver

Level
Travel Approval Level1Aprv
Printing Services Approval Level1Aprv

Budget Management Level1Aprv
Property Management Level1Aprv

Hospitality Expense Designee Level1Aprv

Middle Name
Find First (4) 10f1
DOo270
ALL
Maximum Limit Effective Date End Date
11115/2022
111152022
11115/2022
111152022
11115/2022
W

Next | Submit I
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The approver will receive an automatic email pictured below.

They can click on the hyperlink highlighted in red below to be taken to the worklist in
peoplesoft to approve or deny the request.

From: dacsadmin@csush.edu <dacsadmin @csusb.edu>
Sent: Thursday, Novemnber 3, 2022 12:08 AM

To:

Subject: DACS Approval Pending

You have pending Delegation of Authority (DOA) request(s) for review and approval. To review the pending DOA, please cligk here td login and click on CS Worklist icon to access your Worklist. You
may also access the pending DOA in the PeopleSoft CS portal through MyCoyote.

For more help and step by step directions, please access the Guide to Review Pending Delegation of Authority (DOA) by clicking here

If you have questions or need assistance, please email dacsadmin@csusb.edu
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How to Guide for Approvers

PeopleSoft Breadcrumbs for Approvers to approve or deny a request

= From tha main page once logged in, click on Worklists
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* Herg you will see a list of pending items that you will need to take action on by clicking on a link
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*  Herz you will see what the employee currently has authorization for and what is being reguested. Click
on either the Approve or Deny buttons. Motice that there are multiple approvers (once ong of the
approvers takes an action on this request it will fall off from all approvers worklists)

Curmant Authorisation
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*  [fyou choose to Approve the reguest, you will see this confirmation on the next screen

1 il e Viddy b

Change Buf-oncabion
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Pusinans Ul o 10
S Cade i Frqeer &
el
o Trarewd 1 T Lt B e =l Bz
+ ranoeg Serdces 3]
+ Dirmct Expanchiars (DE]

Cormments
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¥kl Corrperin
Delegation Approver

Dulegation of Authority [set in uﬂ'lh‘ﬂdhlr.r

*  [|f you choose to deny the reqguest you will be required to input a comment as to why you are denying
the reguest (please make this meaningful, as the employee will see this comment]. Your confirmation

screen will look like the screen below
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Dwlagation Approver

Detegation of Authority (set in getThreadDes crf-Denies |
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