Employee Selt Service-

Request Extended Absence
(FMLA)




Microsoft Authenticator (MFA)

Access to PeopleSoft from remote locations (off-
campus) requires Microsoft Authenticator (MFA)

Example: Approving purchases, submitting n

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.



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

Log In

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

. . Applications
2. Type in your credentials. PP
3. PeopleSoft may be found in the Applications @ Q D2L
section of your MyUTRGV Homepage. prog o S
.

&

PeopleSoft HR Portal

E-Learn Handshake vV OneCard



https://my.utrgv.edu/

Navigate to Time and Attendance

[Employee Self Service v]

1. PeopleSoft opens to the
Employee Self Service page

Approvals Payroll and Compensation Time and Attendance
2. At the top of the page - G\
select Time and Attendance -© —
0 Last Pay Date
Jaggaer iShop Sign In UTSIS Announcemen ts
i Shop
UTRGV =
Maintenance Window: 11/9/2025 6:00 AM to 11/9/2025 12:00 .
SIs.

UTRGY Announcemen ts UTRGV HOP Policy
1] 1
LA




Navigate to Extended Absence Request

< B ) a4 :: @

Time and Attendance

Absence Balance Details Manage Absence Cancel Absences

Select Extended

Absence
Request %‘
View Requests wrerme REBQUESES




Select Job for FMLA Absence

Select Job

Paola Hernandez

When selected, if
employee has

Currently, you hold multiple jobs - Please select the job for this transaclion.

more than one
job the Select Job
Multiple Jobs .
Job Title Department Supervisor Mame Company page WI II Open .
o Student Experience Imternship Human Resources Emesto Gonzale UT Rio Grande Valley
" ::;mizaﬁcnal Development E Human Resources E Kristina Chavez E UT Rio Grande Valley
Continue

Select the job
then click
Continue




Select Start Date and Expected Return Date

Select Job

COrganizational Development Mgr

Form Instructions:

(1) Use this form to request FMLA, Parental, Military, and other medical-sligible leave to Se | ect Sta rt D ate
your campus Human Resources Department for approval.

(2) Enter the Expected Start Date and Expected Return Date of your requested leave time, a nd ExpeCted
then select the type of lzave being requested. .
Return Date, in

{2 Submit your request to your Human Resources Department for approval.

(4 Cuntact your Human REDIJI‘CE Departrent represerl?z.rtive ff:ur a-:lditiu.::nal. required t h e b OX typ e I n
:lpglltl:ﬁtt;u::d E;d;ca;ﬂ:’:atlm releases, and any additional information on your leave n eW Sta rt
date/expected

Related Links (0

Return Date

Extended Absence Request Details (0

= FML-Medical Request
& FML-Medical Release
*5tart Date [ DOL Certification - Family .
*Expected Return Date = DOL :el‘J:'jGE'J:D"l - E'.*:-Ic-f.-'ee Or Cl ICk th e
& DOL Certification - Military .
*Ahsence Mame | Select Absance Mame V| st
EEL
to change the
date
GoTo iew Extended Absence Request History ‘View Absence Balances

* Required Field




S
n

Finding Related L

Select Job

COrganizational Development Mgr
Form Instructions:

(1) Us2 this form to request FMLA, Parental, Military, and other medical-eligible leave to
your campus Human Resources Department for approval.

(2) Enter the Expected Start Date and Expected Return Date of your requested leave time,
then select the type of lzave being requested.

{2 Submit your request to your Human Resources Department for approval.
(4) Contact your Human Resources Department representative for additional, required

applications, medical certifications, releases, and any additional information on your leave
eligibility and leawe process.

Related Links ()
Extended Absence Request Details (0

= FML-Medical Request
& FML-Medical Release
*5tart Date |04/13/2026 [ DOL Cerfification - Family
= DOL Cerfification - Employee
“xpeced etum et S
& DOL Certification - Military
Absence Type | All V|
*Bhsence Name | Select Absance Mame V|
GoTo iew Extended Absence Request History ‘View Absence Balances

* Required Field

a

Related Links
includes all
necessary FMLA
documentations.

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




Adding Absence Type

Select Job

Organizational Development Mgr
Form Instructions:

(1) Use this form to request FMLA, Parental, Military, and other medical-eligible leave 1o
your campus Human Resources Department for approval.

(Z) Enter the Expacted Start Date and Expected Raturn Date of your requested leave fime, Click the Absence
then select the type of leave being requestad.
Type dropdown

{2} Submit your request to your Human Resources Department for approval.

{4) Contact your Human Resources Department representative for additional, required m e n u . Se I eCt th e
applications, medical certifications, releases, and any additional mformation on your leave
eligibility and leave process. typ e.

Related Links (0
Extended Absence Request Details (D

[ FML - Medical Request
= FML - Medical Release
*Start Date |04/14/2026 = DOL Certification - Fam: h,-
2 DOL Certification - Employee
*Expected Retumn Date |06/13/2026 | - o . =
& DOL Cerfification - Miliary
Absence Type | All V|
*Absence Name | Al
Family and Medical Leave Act
Parantal Leave
Go To Wiew Extended Absence Reguest History iew Absence Balances

* Required Field




Adding Absence Name

Select Job

Organizational Development Mgr
Form Instructions:

(1) Usa this form to request FMLA, Parental, Military, and other medical-eligible leave io
your campus Human Resources Department for approval.

(2) Enter the Expected Start Date and Expected Return Date of your reguested leave time,
then select the type of l2ave being requastad.

(2) Submit your request to your Human Resources Department for approval.
{4} Contact your Human Resources Departrment representative for additional, required

applications, medical certifications, releases, and any additional information on your leave
eligibility and leave process.

Related Links ()
Extended Absence Request Details (2

= FML-Medical Request
m FML-N
sart e > o= Click the Absence
*Expected Return Date & DOLCe
- so.c« Name dropdown
Absence Type | Family and Medical Leave Act v|
menu. Select the
*Absence Mame] | Select Absence Mame Vl
Adoption or Foster Care Plemnt n a m e .
Birth & Care of a Child
FML& Military Caregiver Take
Go To View Extended Abzence fr FMLA Military Exigancy Take \fiew Absence Balances

* Required Field Select Absence Mame

Serious Hith Cnd-Sps, Par, Chil

Serious Hith Cndition - My Own




Navigating to FLMA Eligibility Page

Select Job

q

wngarzamm o ceveoprnnent Mgr

To create your request, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
be managed or viewed at a later time.

Related Links &
Extended Absence Request Details 5

2 FML- Medical Request
2 FML- Medical Release
*Start Date |04/14/2026 {2 DOL Gertification - Family
2 DOL Certification - Empl
*Expected Return Date | 06(12/2026 & SrfesEen - EmpeyEs
= DOL Certification - Military
Actual Return Date
Absence Type | Family and Medical Leave Act L |
*Absence Name | Sefious Hith Cnditon - My Own v |

|| FMLA Eiigibiity (Employes) |

/

FMLA Eligibility
Absence Request O (Employee) will

appear. Click on i o

Absence Requests Status h I . k ion Source
the link.
Requestor Comments E
g
Go To \iew Extended Absence Request History View Absence Balances
Subrmit l Save for Later

* Required Field
“**Disclaimer: The current balancas do not reflect leave requests that have not been approved by your supervisor and unprocessed in the UT PeopleSoft system.




FMLA Eligibility (Employee) Section

Select Job

Request Extended Absence
FMLA Eligibility (Employee)

Use thiz Template form to enter Employes Extended Absence Reguest related information. In order to save your data entry updates, plesse navigate back o the Extended Absence
Request page using the Return to Extended Absence Request link. our Extended Absence Request must be saved in order for changes to go into effect.

Extended Absence Detail Information &

~ FMLA Eligibility (Employee)

Eligibility Details

[ Employee’s Spouse works for the same company What is the Spouse's employee number? \:\
Federal Eligibility

[JThe employees has been employed for at least 12 months. Service Weeks 2.000000

Federal Earned Hours Elig Current Hours G14.000000

FMLA Balances
Leave Available 50000000
Leave Taken

Validated on 041 2/2026

~ Medical Certification
The information in this section is to be completed by your FMLA Administrator and will not be shared with Management or any other

party.
Date Change Will Take Effect | 04/13/2026

Sequence 1

Criginal Due Date Extended Due Date

Incomplete Received Date Complete Received Date
Certification Completed Chronic Condition

Freguency Duration
Miscellaneous Physician Name

Certification Date From Certification Date To

~ Comments

Comments

Return to Extended Absence Request

‘Validate Sections

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

Select all
Eligibility Detail
boxes that
apply




Adding Spouse’s Status (if applicable

o @

Select Job If SeleCting
Request Extended Absence - E m p I OVEE’S

FMLA Eligibility (Employee)

Use thiz Temgplate form fo enter Employes Extended Absence Request related information. In order fo s3ve your dats entry updates, please navigate back fo the Extended Absence S po u se wo rks
Request page using the Return to Extended Absence Request link. Your Extended Absence Request must be saved in order for changes to go info effect.

Extended Absence Detail Information & for the Sa me
“ FMLA Eligibility (Employez) com pa ny’ CI |Ck

i il P

[ Employes's Spouse works for the same company What is the Spouse’s employes number? Q
on the box next

Faderal Eligibility -

[ The employee has been employed for at least 12 months. Service Weeks 8.000000 to W h at I s t h e
Federal Earned Hours Elig Current Hours. 614000000 y)
P Batnces Spouse’s

Leave Available 60.000000

P employee
number? and
~ Medical Certification enter Spouse’s

The information in this saction is to be completed by your FMLA Adminisirator and will not be shared with Management or any other

Validated on 041372026

= Date Change Will Take Effect E m p I Oye e I D
Sequence 1
Original Due Date Extended Due Date
Incomplete Received Date Complete Received Date .
s s N Or click on the
Freauenes magnifying glass
Miscellaneocus Physician Name
Certification Date From Certification Date To Q
~ Comments
I @ To make a

4 selection

Return to Extended Absence Request

* Required Field




Look Up Spouse’s Employee ID

Look Up What is the Spouse’s employee number?

CT Y —
The Look Up
Advanced Lookup .
What is the
Search Results .
Only the first 300 resuits can be displayed. Spouse S
Wiew 100 1-300 of 300 employee
Second Alternate
el | Firsttiame et Hame Neme | Nome number? Page
000000000 | Wilson Zuniga Galindo (blank) | Wilson Zuniga Galindo {blank} .
' will open, select
0058327 | Lila Barbosa {blank) | Liia Barbosa {blank}
0zzE33z Matthew Crosslin (Blank) | Matthew Crosslin {blank} E m p | Oyee I D
1000012891 | Dongehul Kim {blank) | Dongehul Kim {blank} .
1000145234 | Crystal Andersan {blank) | Crystal Anderson {blank) from the IlSt
1000147930 | Dara Mawton (blank) | Dara Mewion (lank) rOVi d e d
1000319260 | Santos Hemandaz (blank) | Santos Hemandez (blank) p
1000357057 | Lawrence Gise (blank) | Lawrence Gise {blank)
1000453000 | Perry Fuchs (blank) | Pemy Fuchs (blank)
1000507900 | Matthew Crosslin (blank) | Matihew Crossiin (blank}
1000533728 | Andrea Buncik (blank) | Andrea Buncik {blank)
1000618702 | Mima Gonzalez (blank) | Mima Gonzalez (blank}
1000652035 | Erk Castilo {blank) | Erik Castille (blank}
1000752032 | Andrea Yen (blank) | Andrea en {blank)




Validating FMLA Eligibility

Select Job

Request Extended Absence
FMLA Eligibility (Employee)

Use this form to enter Absence Request related information. In order to save your data entry updates, please navigate back to the Extended Absence
Request page using the Return to Extended Absence Request link. “our Extended Absence Reguest must be saved in order for changes to go into effect

Extended Absence Detail Information (3

~ FMLA Eligibility (Employee)
Eligibility Details

O Employee’s Spouse works for the same company What is the Spouse's employee number? :\

Federal Eligibility
B The employee has been employed for at least 12 months. Service Weeks 2.000000

Federal Earned Hours Elig Current Hours 614.000000

FMLA Balances
Leave Available 60.000000
Leave Taken

Validated on 04/13/2026

~ Medical Certification

The information in this section is to be completed by your FMLA Administrator and will not be shared with Management or any other

party.
Date Change Will Take Effect | 04/13/2026

Sequence 1

Original Due Date Extended Due Date
Incomplete Received Date Complete Received Date
Certification Completed hronice

S Once
Cortiaton ate From information has
been updated,
S click Validate @

Sections %

~ Comments

Reten to Extended Absence Request




FLMA Eligible Pop-Up

A window will
pop-up telling
the user if they
are FMLA
eligible. Click OK

Employee is elgible for FMLA (0,0




Return to Extended Absence Request

@

Select Job

Request Extended Absence
FMLA Eligibility (Employee)

Use this Template form to enter Employes Extended Absence Request related information. In order to save your data entry updates, please navigate back to the Extended Absence
Request page using the Return to Extended Absence Request link. Your Extended Absence Request must be saved in order for changes to go into effect

Extended Absence Detail Information (3

~ FMLA Eligibility (Employee)
Eligibility Details

O Employee's Spouse works for the same company What is the Spouse's employee number? \:\

Federal Eligibility
B The employee has been employed for at least 12 months Service Weeks 8.000000

Federal Earned Hours Elig Current Hours 614.000000
FMLA Ealances
Leave Available 60.000000

Leave Taken

Validated on 04M3/2026

~ Medical Certification
The information in this s2ction is to be completad by your FMLA Administrator and will not be shared with Management or any other

party.
Date Change Will Take Effect O nce Va I id ated’

Incomplet Received Date C I iC k on t h €
Certification CFurnple&ed Ret u rn to
— Extended
Certification Date From Abse n Ce

~ Comments Request Iink

Comments @

Criginal Due Date

fturn to Extended Absence Request

* Required Field




Submitting Extended Absence Request

| 0

Request Extended Absence

Fagla Hernandez

Clin Assoe Prof of Medicine

To create your request, complate the information in the Exdended Absence Request Details
section and select save for later or submit the request for approval. Additional information may
b= managed or viewed at 2 later time.

Related Links (&
Extended Absence Request Details (2

& FML - Medical Request
[ FML-Medical Release
*Start Date | 0411472026 & DOL Ceriification - Family
2 DOL Certification - Empl
*Expected Return Date | 04/21/2026 = Lerincaton - Employas
2y DOL Certification - Militzry
Actual Return Date
Absence Type | Family and Medical Lesve Act vl
*Absence Name | Serious Hith Crdition - My Own ~|

FMLA, Eligibility (Employee)

Absence Requests

Absence Request & Make sure that
= o . o 1-10f1 w Wiew All
L[y all information is Note: Actual

Absence Requests Status 5 Source

correct, then click Return Date may
Submit be left blank
unless the return-
Requeslm% B tO-WOf‘k date |S

s known

GoTo \iew nded Absence Request History View Absence Balances

Submit ] [ Save for Later

gl ]
=**Disclaimer: The current balances do not reflect leave requests that have not been approved by your supervisor and unprecessed in the UT PeopleSoft system.




Confirming Extended Absence Request Prompt

Confirmation Page Absence EA

Request Extended Absence
Submit Confirmation

v‘ Are you sure you want to Submit this Extended Abzence Request?

The Confirmation Page | Yes | No
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




Confirming Extended Absence Request

Extended Abs Request

Request Extended Absence
Submit Confirmation

V’ The Extended Absence Request was successfully submitied.

The Extended Absence
Request was
successfully submitted,
click OK.




Adding FMLA Documentation

ReunExtended Absence

To attach FMLA

documentation, click

it e s s on the back arrow to
N go to the Time and

Start Date  04/14/2025

Expected Return Date  04/21/2025 Atte n d a n ce p a ge

Actual Return Date
Absence Type Family and Medical Leave Act
Absence Mame  Serious Hith Cndition - My Cwn
Status  Submitted
FMLA Eligibility (Employee)}

Clin Assoc: Prof of Medicine
View Request Status and Approval Details

Absence Requests

Absence Request &

1-1o0f1 W View Al

Status Start Date End Date Duration Source

Request History

clen v

Status Name Date Comments
N Paola
Submitted Hemandez 04/14/2028

Extended Abs Process for FMLA

EMPLID=3001001761, EMPL_RCD=1, TRANSACTION_NER=449666, TRANSACTION_NBR_EA=0:Pending
Extandsd Abc Froosce for FRILA
Pending

® Multiple Approvers
UT Estencad Absanca Admin

* Required Field

***Disclaimer: The current balances do not reflect leave requests that have not been approved by your supervisor and unprocessed in the UT PeopleSoft system.




Nawgate to Extended Absence H|story

&
-
-

View Requests . . Overtime Requests . . Extended Absence Request |

Click on Extended

Absence History tile
7 | [

e

| Extended Absence History | .deemeﬂt Form | . Recipient Acknowledgement F... |

¥O = :_& :_&




Editing Extended Absence Request

GCin Asscc Prof o Nedicne Select the Edit button

Specify the date range of interest. To retrieve a complete history, leave From and Through
dates blank and use the Refresh push button. Select the absence name link to view request
details. Select edit button to modify or delate the request.

Extended Absence Request History

El 1-2 of 2w Wiew All

Absence Name Status Start Date ExpeciecHeturn Source Edit

Serious Hith Cndition - My Own Submitied D4/14/2025 04/21/2025 Emp':*: Extanded

Serious Hith Cndition - My Own Subrmitted 04/14/2026 0412112028 Emp':f i




Navigate to Other Documents Page

Extended Absence History

Request Extended Absence i

Clin Assoc Prof of Medicine

To create your request, complete the information in the Extended Absence Request Details
section and select sawve for later or submit the request for approval. Additional informiation may
be managed or viewed at a later time.

Under Other

Related Links ()

Extended Absence Request Details (2 FML - Medical Request Documents Cl |Ck
FML - Medical Release
Request 440665 DOL Cartification - Famity Attachments

DOL Cerfification - Employee
DOL Certification - Military

Request Date 04/14/2025

[0 TV T T T

*5Start Date |04/14/2026

Other Documents
E Attachments ;I]'

*Expected Return Date (0472112026

Actual Return Date g
Absence Type | All Vl
*Absence Name | Serous Hith Cndiion - My Own |

Status  Submitted




Adding Attachment to Extended Absence Request

Maintain Attachments

Existing Document Definitions

() Instructions

Listed here are the attachments, notes and urls that have been recorded. Mew sttachments, notes and urls can be added, and existing
attachments, notes and wrls can be viewsd and/or updated.

~ Selection Criteria

EmpllD: 3001001761

Employee Record Humber: 1

Transaction Number: 440655

Attachments
Entry ID |UTZ MED CERT Q

Mead Cert

The Maintain

| Add Attschment |
Go To Extended Abzence Request \ AttaChmentS WindOW

will open, click on Add
Attachment to add
documents




Adding Attachment and Attachment Subject

Maintain Attachments

Document Definition - New Attachment

~ Instructions

“fou have chosan to enter @ new attachment. Mote: Please click on Save sfter selecting the attachment.

~ Selection Criteria

EmpliD: 3001001761

Employee Record Number: 1

Transaction Number: 440555

UTZ_MED_CERT
0

0414728 10:3BAM

Last Updated 04/14/26
10:28AM

*Subject |

Attachment
[ Add Attachment

In the Subject box, add
subject

Click on Add
Attachment to add
documentation

=]

Go To Existing Document Definitions
4




Adding FMLA Document

File Attachment
The File Attachment
window will pop-up.
Choase File | Mo file chasen Click on Choose File to
add file from computer
’ Lipload ’ Cancel Once selected, click on
: Upload

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




Saving Attachment Details

Maintain Attachments

Document Definition - New Attachment

~ |nstructions

“fou have chaosen to enter a new attachment Mote: Please click on Save after salecting the attachment.

~ Selection Criteria

EmplID: 2001001781

Employee Record Number:

Transaction Numbser:

UTZ_MED_CERT

1
Faola Hermandez

014725 10:28AM Last Updated 04714426
10:38AM

*Subject | Subject |

Attachment Screenshot_2025-08-12_085538.png
[ Wiew Attachrment ]

To save the document
Save | | « attachments click on

Go To Existing Documant Definitions Save




Adding An Additional Document

Existing Document Definitions

~ Instructions

Listed hera are the attachments, notes and urls that have been recorded. Maw attachments, notes and wrls can be added, and existing
attachments, notes and urls can be viewed andior updated.

~ Selection Criteria

EmpliD: 3001001781

Employee Record Mumber: 1

Maintain Attachments o I

The new attachment
will appear under
Attachments

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

Transaction Number: 440855
Attachments
Entry ID |UTZ_MED_CERT Q
[ Add Attachment
Attachments

Select Sequence Created Author Entry I Subject Status
047142028 ’ )
O 1 103EAM Med Cert Subject Active

Select Al Desslect All
Delsta

Go Te Exendad Absence Request




Editing/Deleting Attachment

Maintain Attachments *
Help &
Existing Document Definitions
~ Instructions
Listad hera are the attachments, notes and urls that have been recorded. Maw attachments, notes and urls can be added, and =xisting
attzchments, notes and urls can be viewed andior updated.
~ Selection Criteria
EmpliD: 2001001781
metoyee Fecord Nomber 1 To edit, click on the
Transaction Number: 440655 Su bJECt name. Th €
attachment window will
- ,—Waw 5 pop-up. Make updates
and save.
To delete an
Add Attachmen .
| .| attachment, click on
““%“ the box under Select
Select Sequence Created Author Entry 1D Subject
O 1 ?g;gﬁ‘es Med Cert Subject Active
e Then click
Dalate
Go To Exdendad Absence Request De I ete to

delete the N
attachment




Leave Maintain Attachments Page

Maintain Attachments

Existing Document Definitions

~ Instructions
Listed hera are the attachments, notes and urls that have been recorded. Maw attachments, notes and wrls can be added, and axisting
attachments, notes and urls can be viewed andior updated.

~ Selection Criteria

EmpliD: 3001001761

Employee Record Mumber: 1

Transaction Number: 440855
Attachments
Entry ID |L.ITZ_M ED_CERT Q
[ Add Attachment
Attachments

Select Sequence Created Author Entry ID Subject Status
041142026 ; :
O 1 10-354M Med Cert Subject Active

Select Al Desslect All
Delete

Go To Exiended Absence Request

Help &

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




Navigate to Home Page

— Extended Absence History

Request Extended Absence

Clin Assoc Prof of Medicine

To create your reguest, complete the information in the Extended Absence Request Details
section and select save for later or submit the request for approval. Addibonal information may
b= managed or viewed at a later time.

Related Links (3
Extended Absence Reguest Details (&)

= FML - Medical Request
= FML - Medical Release
Reguest 448585 [ DOL Ceriification - Family
Request Date 04142026 = DOL Cerification - Employee
2 DOL Certification - Militz
*Start Date |04/14/2026 = A
*Expected Return Date | 04/21/2026 Other Documents
g Attachments (1)
Actual Return Date
Absence Type | All v|
*Absence Name | Serious Hith Crdition - My Own v|

Status  Submitted

Changes have been
saved.
Click the Home Button

to return to the
PeopleSoft Homepage




Sign Out of PeopleSoft

The University of Texas

RioGrande Valley © Q

Vo

Employee Self Service v

Search in Menu

1of6 2

N{ New Window

Delegations

&5
A

Personal Details

£y

Talent Profile

2

Benefit Details

Q
@30
5

Performance

il

Total Rewards

&

No Statement Available

My Preferences

Help

Sign Out

You may sign out of
| PeopleSoft by selecting

When nev
Refresh b

Then select Sign Out

E



Congratulations!

You have successfully completed this topic

End of Procedure.
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