Employee Self Service-
Review and Update Personal
Information

CONTACT DETAILS




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.



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

Log In

1. Navigate to
https://my.utrev.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 Personal Details

1. PeopleSoft opens to
the Employee Self
Service page

2. Scroll to the bottom of
the page and select
Personal Details Tile
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Navigate to Contact Details

Personal Details Dashboard

Addresses Contact Details Emergency Contacts Marital Status [
The Personal Details )V»
Dashboard page W|” Updated 10/20/2 Updated 10M7/2025 1 Contact Updated 10/16/2025
O pe n . / 1
Name Ethnic Groups Disability Veteran Status

. 0 A
To update or review 8&% % %
phone numbers and [2Y#\
email select Contact
De taiIS tlle Updated 08/18/2025 1 Ethnic Group Not Submitted Updated 08/18/2025
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Add a New Phone Number
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Personal Details

Student Experience Internship

Contact Details

To add a new Telephone
Number, click the ‘+’
symbol

Number

555/555-5555

Email
-+
Email Address

business.university@utrgv.edu

home.university@utrgv.edu

No instant message exists.

Extension

—
. Add IM .



Filling Out New Phone Number

Phone Number

* Indicates reguired field

1. Select the Type of
Phone Number

2. Ifitis the preferred
telephone number,
make sure to check
the box Preferred

3. Enter your
telephone number

and click Save

If you do not want to
add a telephone

number as this time,
click Cancel
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Contact Details Page with New Phone Number

Personal Details

®
Student Experience Internship
Contact Details A new telephone
Phone
er number has been saved
-+
Number Extension Type Preferred
555/555-5555 Vobile v 3
| 555/555-0100 Home 3
Email
-+
Email Address Type Preferred
business.university@utrgv.edu Business " >
home.university@utrgv.edu Home h

MNo instant message exists.

[—
- Add IM -
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Personal Details

Student Experience Internship

Navigating to Edit or Delete Phone Number

To edit or delete a
Contact Details telephone number
select the phone
Phone b
|i| numbper
Number Extension Type Preferred
555/555-5555 IVobile v
| 555/555-0100 Home
Email
-+
Email Address Type Preferred
business.university@utrgv.edu Business o
home.university@utrgv.edu Home

Mo instant message exists.

I
- Add IM -



Editing or Deleting Phone Number

To Edit:
Make any necessary
changes and click Save

Phone Number To Delete:

To delete a telephone
Type Home number, click Delete

Preferred [

Number ‘ 555/555-0100

If you do not want to
Extension | add a telephone
number at this time,
click Cancel




Add a New Email
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Personal Details

®
Student Experience Internship
Contact Details
Phone
-+
Number Extension Type Preferred
555/555-5555 Mobile v 3
555/555-0100 . Home 3
To add an email
. (.,
address, click the ‘+
Email
2 2~ symbol
+]
Email Address Type Preferred
business.universi utrgv.edu Business wy >
home.university@utrgv.edu Home 3

Mo instant message exists.

] Add 1 I




Filling Out New Email

Email Address

* Indicates required field

*Email Type

Preferred

*Email Address

1. Select the Email
Type

2. Enter your email
address and click
Save

If you do not want to
add an email address at
this time, click Cancel




Contacts Details Page with New Email
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Personal Details

®@
Student Experience Internship

Contact Details

Phone

+

Number Extension Type Preferred
555/555-5555 Mobile W 3

A new email address

Email has been saved

+

Email Address Type Preferred
business.university@utrgv.edu usiness v 3
ampus.universi utrgv.edu Campus » I
home.university@utrgv.edu Home >

Mo instant message exists.

I Add IM
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Navigating to Edit or Delete Emall

O B
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Personal Details

Student Experience Internship

Contact Details )
To edit or delete an

Phone .

\T\ email address, select

— the email address you

Number Extension . Preferred
want to edit

555/555-5555 v >
Note: Click the box and

Email not the email itself

-+

Email Address Type Preferred

business.university@utrgv.edu usiness v >

lcamDus.universitv@utrﬂv.edu Campus 3 I

home.university@utrgv.edu Home >

Mo instant message exists.

I Add IM —

%




Editing or Deleting Email

Email Address

Email Type Campus

Preferred No

*Email Address |campus.university@utrgv.edu

To Edit:
Make any necessary
changes and click Save

To Delete:
To delete an email
address, click Delete

Delete

If you do not want to
add an email address,
click Cancel




Navigate to Home Page
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Personal Details

1)

Student Experience Internship

Contact Details

Phone

-+
Number

555/555-55655

Email
|+
Email Address

business.university@utrgv.edu

home.university@utrgv.edu

No instant message exists.

Add IM

Extension

Type Preferred
Mobile W
Type Preferred
Business wy
Home

Click the Home Button

to return to the
PeopleSoft Homepage




Sign Out of PeopleSoft

The University of Texas

RioGrandeValley © Search in Menu
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Employee Self Service v~ 10f6 > : N{ New Window

My Preferences

Delegations OnBoarding
Help

é&ﬁ @ p—

Personal Details Talent Profile Benefit Details

You may sign out of
C 8 @©@ . PeopleSoft by selecting
/ v & wrenrey the more options icon

Then select Sign Out
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Congratulations!
You have successfully completed this
topic.






