
Employee Self Service-
Cancel Absence Request 



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:​

Microsoft Multifactor Authentication.
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https://support.utrgv.edu/TDClient/1849/Portal/KB/ArticleDet?ID=137821


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/


Navigate to Time and Attendance
1. PeopleSoft opens to the 
Employee Self Service page​

2. At the top of the page 
select Time and Attendance.
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Time and Attendance Dashboard

Select Cancel Absences 
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Absence Request Overview

Select the Absence event that 
needs to be canceled.
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Cancel Absence Request

Select the Cancel Absence 
button.
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Confirm Cancel Request 

Select Yes to cancel the 
absence request submitted. 

Select No to remove pop up 
panel. 
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Successfully canceled Request

The absence request has been successfully 
canceled. Once the Cancel Absence button 
is no longer visible 
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Return to Homepage

Click the Home Button

to return to the 
PeopleSoft Homepage
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Sign Out

You may sign out of 
PeopleSoft by selecting 

Then select Sign Out
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Congratulations!

You have successfully completed this topic.

End of Procedure.
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