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Microsoft Authenticator (MFA)
Access to PeopleSoft from remote locations (off -
campus) requires Microsoft Authenticator (MFA) 
Example: Approving purchases, submitting absence 
and timecards, approving a workflow, etc. 
UTRGV uses Microsoft Multifactor Authenticator 
(MFA) to keep our information and applications 
secure.
For more information please visit: 
https://utrgv.edu/mfa
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https://utrgv.edu/mfa


Log In
1. Navigate to https://my.utrgv.edu

2. Type in your credentials.

3.PeopleSoft may be found in the  
Applications section of your MyUTRGV  
Homepage.
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https://my.utrgv.edu/


From the Employee Self 
Service page, click the 

Time and Attendance Tile
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Click the Enter Time tile to 
open the Timesheet
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To view leave balances. Click on link

Reporting period defaults to the current period. Click 
on the back/forward arrows or use the calendar icon 

to select a period. 
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Regular hours will prepopulate 
according to assigned 

scheduled. If no absences were 
taken, review/adjust the hours 

worked, and click Submit.
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If absences are pending to be 
submitted, click 

Click on … (ellipses) button
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A pop-up window will appear.
Click on

REQUEST ABSENCE
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Select Absence Name 
and click Apply 

Absence
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After selecting the dates 
and Duration click Submit & 
Yes, then close the window 

to return to timesheet
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As per policy ADM 04-408, time records are official 
certifications of time worked and leave charged and as 

such should be completed carefully and accurately. 

After all absences have been 
requested, review/adjust the hours 

worked, and click Submit.
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Note: Error messages appearing on 
the top section will prevent timesheet 

from being submitted until 
corrections are made
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After submission, status icon 
will appear on each day

Click on icon to 
review Legend 

descriptions
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After supervisor’s approval, 
status icon will display as 

Approved
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Click on the Home Button to  
return to the PeopleSoft  

Homepage



You may sign out of  
PeopleSoft by selecting  

the Actions List then  
select Sign out
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Congratulations!
You have successfully completed this topic.

End of Procedure.

18


	Employee Self Service-  Non-Exempt Timecard
	Microsoft Authenticator (MFA)
	Log In
	From the Employee Self Service page, click the Time and Attendance Tile
	Click the Enter Time tile to open the Timesheet
	Reporting period defaults to the current period. Click on the back/forward arrows or use the calendar icon to select a period. 
	Regular hours will prepopulate according to assigned scheduled. If no absences were taken, review/adjust the hours worked, and click Submit.
	If absences are pending to be submitted, click �Click on … (ellipses) button
	Slide Number 9
	Select Absence Name and click Apply Absence
	After selecting the dates and Duration click Submit & Yes, then close the window to return to timesheet
	After all absences have been requested, review/adjust the hours worked, and click Submit.
	Note: Error messages appearing on the top section will prevent timesheet from being submitted until corrections are made
	After submission, status icon will appear on each day
	After supervisor’s approval, status icon will display as Approved
	Click on the Home Button to  return to the PeopleSoft  Homepage
	You may sign out of  PeopleSoft by selecting  the Actions List then  select Sign out
	Slide Number 18

