
Employee Self Service-
Request Extended Absence 

(FMLA)
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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:​

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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Navigate to Extended Absence Request

Select Extended 
Absence 
Request
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Select Job for FMLA Absence

When selected, if 
employee has 
more than one 
job the Select Job 
page will open.

Select the job 
then click 
Continue
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Select Start Date and Expected Return Date

Select Start Date 
and Expected 
Return Date, in 
the box type in 
new start 
date/expected 
Return Date

Or click the 
calendar icon

to change the 
date
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Finding Related Links

Related Links 
includes all 
necessary FMLA 
documentations. 

Click on the 
document link to 
open a new 
window with the 
form
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Adding Absence Type

Click the Absence 
Type dropdown 
menu. Select the 
type.
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Adding Absence Name

Click the Absence 
Name dropdown 
menu. Select the 
name.
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Navigating to FLMA Eligibility Page

FMLA Eligibility 
(Employee) will 
appear. Click on 
the link.
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FMLA Eligibility (Employee) Section

In the Request 
Extended 
Absence page, 
navigate to the 
FMLA Eligibility 
(Employee) 
section.

Select all 
Eligibility Detail 
boxes that 
apply
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Adding Spouse’s Status (if applicable)
If selecting 
Employee’s 
Spouse works 
for the same 
company, click 
on the box next 
to What is the 
Spouse’s 
employee 
number? and 
enter Spouse’s 
Employee ID

Or click on the 
magnifying glass

To make a 
selection
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Look Up Spouse’s Employee ID

The Look Up 
What is the 
Spouse's 
employee 
number? Page 
will open, select 
Employee ID 
from the list 
provided
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Validating FMLA Eligibility

Once 
information has 
been updated, 
click Validate 
Sections
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FLMA Eligible Pop-Up

A window will 
pop-up telling 
the user if they 
are FMLA 
eligible. Click OK
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Return to Extended Absence Request

Once validated, 
click on the 
Return to 
Extended 
Absence 
Request link
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Submitting Extended Absence Request

Make sure that 
all information is 
correct, then click 
Submit

Note: Actual 
Return Date may 
be left blank 
unless the return-
to-work date is 
known
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Confirming Extended Absence Request Prompt

The Confirmation Page 
Absence EA window 
will pop-up. Click on Yes 
to submit.

If you do not want to 
make any changes at 
this time, click No
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Confirming Extended Absence Request

The Extended Absence 
Request was 
successfully submitted, 
click OK.
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Adding FMLA Documentation
To attach FMLA 
documentation, click 
on the back arrow to 
go to the Time and 
Attendance page
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Navigate to Extended Absence History

Click on Extended 
Absence History tile
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Editing Extended Absence Request

Select the Edit button
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Navigate to Other Documents Page

Under Other 
Documents click 
Attachments
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Adding Attachment to Extended Absence Request

The Maintain 
Attachments window 
will open, click on Add 
Attachment to add 
documents
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Adding Attachment and Attachment Subject

In the Subject box, add 
subject

Click on Add 
Attachment to add 
documentation
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Adding FMLA Document

The File Attachment 
window will pop-up. 
Click on Choose File to 
add file from computer

Once selected, click on 
Upload

If you do not want to 
make any changes at 
this time, click Cancel
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Saving Attachment Details 

To save the document 
attachments click on 
Save
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Adding An Additional Document

The new attachment 
will appear under 
Attachments

To add another 
document, click on Add 
Attachment and follow 
the same steps on Slide 
26-28.

29



Editing/Deleting Attachment

To delete an 
attachment, click on 
the box under Select

Then click 
Delete to 
delete the 
attachment

To edit, click on the 
Subject name. The 
attachment window will 
pop-up. Make updates 
and save.
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Leave Maintain Attachments Page

Once attachments have 
been saved. Click on 
the X to go back to the 
Extended Absence 
History page
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Navigate to Home Page

Changes have been 
saved.
Click the Home Button

to return to the 
PeopleSoft Homepage
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Sign Out of PeopleSoft

You may sign out of 
PeopleSoft by selecting 

Then select Sign Out



Congratulations!

You have successfully completed this topic 

End of Procedure.
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