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How to Pay the Thesis Digital Archiving Fee 
Please refer to this step-by-step guide to pay for your thesis digital archiving fee using 
MyCoyote.  

*Note: the view will look different on a mobile device compared to a computer 

 

1. On the CSUSB home page, or from the app on your mobile device, log in to MyCoyote 
using your student ID and password. Once logged in, click on “Go to myCoyote Tiles”  
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2. Once you are logged in, click on the My Financials tab. 

 

 

a. For mobile devices once logged in, click on the three-line “hamburger” tab in the 
upper-left corner, then click the My Financials tab. 
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3.  Once the My Financials portal comes up, select Make a Payment. 
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4. The following message may be displayed, select Next. Once you have clicked next it 
should take you to a new window. 
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5. Once the Make a Payment page populates,  

a. If you are using a mobile device scroll down until you see View All Items, then 
click on that selection. 
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b. If you are on a computer in the Available items section click View All 

 

 

 

 

 

 

 

 

 

 

 

 

(Continued on Next Page) 
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6. On the next page, scroll down until you see Thesis Digital Archiving. Select View Details. 
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7. On the Thesis Digital Arching page, select Add to Payment and Pay now on the next page 
scroll to check out.  
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8. To check out either add an account or select a saved payment method and click continue, 
mark the “agree” box and  “Continue” one more time. 
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9. Once your payment is processed successfully you will receive a confirmation email; make 
sure to enter a reliable email address to send your receipt. Check your email inbox, look for 
an email from webfees@csusb.edu. Your receipt will look like this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Forward this receipt to the Office of Graduate Studies at gradstud@csusb.edu. Include 
your name in the email and state that the receipt is for payment of the thesis archiving fee.  

 

Thank you! Contact the Office of Graduate Studies if you need assistance with this process:  

Email: gradstud@csusb.edu   

Phone: (909) 537-5058   

Online Chat: https://www.csusb.edu/graduate-studies 
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