
Employee Self Service-
Request Extended Absence (FMLA) 



Duo 2 Factor (2FA) Authentication
Access to PeopleSoft from remote locations (off-campus) requires Duo 2-Factor 
Authentication

◦ Example: Approving purchases, submitting absence and timecards, approving a 
workflow, etc.

Enroll in DUO
Employee information from PeopleSoft is used to automatically enroll employee’s 
mobile phones into DUO Mobile. In order to use DUO Mobile, employees must 
update their Contact Details in PeopleSoft with their current mobile phone number. 
DUO 2-Factor authentication is required for the following:
◦ Access to VPN
◦ Access to PeopleSoft from a location outside of a UTRGV campus
◦ Access to a terminal server
◦ Access to Remote Desktop to access your UTRGV computer from off campus
◦ Access to email or other Office 365 applications from off campus

More information is available at: Enroll in DUO
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https://www.utrgv.edu/is/en-us/resources/how-to/duo/index.htm


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.

*Please note, if you are off-campus you will be required to 
use Duo 2 Factor Authentication
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https://my.utrgv.edu/


Navigate to the 
Employee Self 
Service Menu
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Click on the 
Time and 

Attendance tile
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Select Extended 
Absence Request from 

the sidebar menu

Necessary documents 
related to FMLA are 

available under 
Related Links
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Enter Start Date and 
Expected Return Date of 

Extended Absence

Please note, leave dates 
requested will need to 

match dates indicated by 
Primary Health Provider in 

Healthcare certification 
forms
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Select Absence Type, Family 
and Medical Leave Act 

(FMLA) or Parental Leave
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Select Absence Name
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Check that all 
information is correct 

then click 
Submit 
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Submit Confirmation, if 
all information is correct 
click YES if you need to 

go back to previous 
screen click NO
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The Extended Absence 
Request was successfully 

submitted, click OK
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At the bottom of the 
page Extended Abs 

Process for FMLA shows 
a status of Pending
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Once the Extended Absence 
Request has been submitted, you 

will still need to submit the 
Absence in your Timesheet for 

supervisor approval

Select Request 
Absence from the 

sidebar menu
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Select FMLA Sick as 
Absence Name from 
the dropdown menu
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Enter Start Date and 
End Date based on 

your Extended 
Absence Request

Click Submit
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Submit Absence, if all 
information is correct 

click YES if you need to 
go back to previous 

screen click NO
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Status will now change 
to Submitted and is now 

pending supervisor 
approval
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You may sign out of 
PeopleSoft by selecting 

the Actions List then 
select Sign out



Congratulations!  

You have successfully completed this topic.  

End of Procedure.
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