Employee Self Service-
Review and Update Talent Profile
Information

EDUCATION — DEGREE




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.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 Personal Details

1. PeopleSoft opens to
the Employee Self
Service page

2. Scroll to the bottom of
the page and
select Talent Profile Tile
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Talent Profile

General v

Highest Education Level

Education

MNo data exists.

Highest Educatlorhoj\
@ Add
Degrees \

Accomplishments v

To view and update
education, select
Education




Talent Profile

@
General “ Degrees
Education w
MNo data exists.
Highest Education Level
@ Add
Degrees @

Accomplishments

\ To update Degree
information, select
Degrees




Add Degrees

Talent Profile

&
General w Degrees
Education “
No data exists.
Highest Education Level
@ Add

Degrees ® N

Accomplishments w

To add a Degree,
select Add




* Indicates reguired fieid
*Degree Q
Details

Country .

A new window
State Q opens which allows
School Code Q user to make
changes to Degrees
School Description

Field of Study Code Q |

Field of Study Description ‘

Graduated [

Year Acquired ‘




Add Degree

* Indicates reguired fieid
*Degree Q
Details
Country .
Click on the
State Q magnifying glass
School Code Q
School Description

To make a selection
Field of Study Code O.| in Degree

Field of Study Description ‘

Graduated [

Year Acquired ‘




Lookup Degree

vaLA‘I‘OUT SEARCHR GROUPBOX5"'PTLAYOUT SEARCHR GROUPBOX5":

Lookup
Search for: Degree
[> Search Criteria |
~ Search Results
| m] = 99 rows
Content [tem 1. Description 1.
A Advanced Level
AA Associate of Arts
AAS Associate of Applied Science
ABA Associate of Business Admin
AE Associate of Engineering
AS Associate of Science
BA Bachelor of Arts
BBA Bachelor of Business Admin
BE Bachelor of Engineering
BFA Bachelor of Fine Arts

The Lookup page
will open, select an
appropriate Degree
from the list
provided




Adding Country
Degrees

* Indicates required field

“Degree |Bachelor of Business Admin Q

Details

Country Q

\ Click on the

State Q magnifying glass

Q

To make a selection
Field of Study Code Q | in Country

School Code

School Description

Field of Study Description ‘

Graduated [

Year Acquired ‘




Lookup Country

Lookup

Search for: Country
[> Search Criteria |

~ Search Results

| Em = 256 rows

Country 7. Description 1.

ABW Arba The Lookup page

AFG Afgharistan will open, select an

Ao Angols appropriate Country
from the list

AlA Anguilla .
provided

ALA Aland Islands

ALB Albania

AND Andormra

ANT Netherlands Antilles

ARE United Arab Emirates

. ARG Argentina




Adding State

Degrees

* Indicates required fleid

“Degree |Bachelor of Business Admin Q
Details
Country |United States Q Click on the
State Q|| « magnifying glass
School Code Q Q
School Description To make a selection

Field of Study Code Q| in State

Field of Study Description ‘

Graduated [

Year Acquired ‘




Lookup State

Lookup

Search for: State
[> Search Criteria |

~ Search Results

|:IID = 59 rows

State 1 Description T1
| The Lookup page
AL Armed Forces Americas .
will open, select an

AE Armed F E 0

fmec rorees Burope appropriate State
AK Alaska from the list
AL Alabama provided
AP Armed Forces Pacific
AR Arkansas
AS American Samoa
AZ Arizona
CA California




Adding School Code

Cancel

*Degree

Country

State

School Code
School Description
Field of Study Code

Field of Study Description
Graduated

Year Acquired

Degrees

* Indicates required field

Save

‘Bachelor of Business Admin Q.
Details

United States Q
Texas

|

| |
| Q|

| |
O

Click on the
magnifying glass

Q

To make a selection
in School Code




Lookup School Code

Cancel

Search for. School Code

Lookup

[> Search Criteria

v Search Results

m | i=

School Code 11

003537

003539

003540

003541

003543

003545

003546

003549

Country Tl

UsA

USA

UsA

USA

USA

USA

USA

UsA

Only the first 300 results can be displayed.

300 rows

Description 1.

Abilene Christian Univ

Alvin Community College

Amarillo College

Angelo Stste University

Austin College

Baylor University

Coastal Bend College

Blinn College

The Lookup page
will open, select an
appropriate School
Code from the list
provided




Adding Field of Study Code

Degrees
* Indicates required field
*Degree | Bachelor of Business Admin Q, |
Details
Country |United States Q, | ClICk on the
State |Texas Q| magnifying glass
School Code | 003599 Q| Q

School Description Univ Of TX Rio Grande Valley )
To make a selection

Field of Study Cod . a

eld of Study Coe | Q| in Field of Study

Field of Study Description | | Code

Graduated [

Year Acquired | |




Lookup Field of Study Code

Lookup

Search for: Field of Study Code
> Search Criteria
v Search Results

Only the first 300 results can be displayed.

| m] = 300 rows

Major Code 1. Description 1. The LOOkuP page

UToor Accounting will open, select an

o — appropriate Field of
Study Code from the

JToes Aeting list provided

UTO04 Actuarial Science

UTO0S Addiction Counseling

UTO06 Admin Assistance/Secretarial

uToor Advertising

UT008 Aerospace Engineering




Adding Graduated and Year Acquired

Degrees
* Indicates required field
*Degree | Bachelor of Business Admin Q, |
Details
Country | United States Q |
State |Texas Q|
School Code 003599 Q|
School Description Univ Of TX Rio Grande Valley
Field of Study Code |UT216 Q|
Field of Study Description Finance LaStly, mark if the
Graduated [ user has graduated,
Year Acquired | | and what year the
degree was acquired




Saving Degree Form

Degrees
* Indicates required field
*Degree |Bachelnr of Business Admin Q|
Details
Country | United States Q |
State [Texas Q] Once information has
been updated, click
School Code 003599 Q|
Save
School Description Univ Of TX Rio Grande Valley I
Field of Study Code |UT216 Q| If you do not want to
Field of Study Description Finance make any cha nges at
Graduated [J this time, click Cancel

Year Acquired | |




Adding Another Degree

Talent Profile

Q)
General v Degrees
Education “~
+
Highest Education Level @
Degree Edit/View
Degrees @ —
Bachelor of Budpess Admin ‘ > |
Accomplishments w —

To add a new
Degree, click the ‘+’
symbol




Degree Form Opens
Degrees

* Indicates reguired fieid
*Degree Q
Details
Country .
A Degrees window
State Q will open. Follow
School Code Q the same step as
slides 8-20, then
School Description ]
click Save
Field of Study Code Q |
Field of Study Description ‘
Graduated [

Year Acquired ‘




Navigate to Editing/View Degree

Talent Profile

Paola Hernandez &
Student Experience Internship

Q)
General v Degrees
Education “~
+
Highest Education Level @ —
Degree Edit/View
Degrees @ —
Bachelor of Business Admin ‘ > |
Accomplishments w

To edit/view Degree, /

click the >’ symbol




Editing/View Degrees Form

* Indicates required fleld
Degree Bachelor of Business Admin
Details TO Edit'
Country |United States Q‘ Make any necessary
State [Texas Q changes, then click
Save

School Code |003599 Q \

School Description Univ Of TX Rio Grande Valley

To Delete:
To delete a degree,
click Delete

Field of Study Code | UT216 Q |

Field of Study Description Finance

Graduated O

Year Acquired | ‘

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

‘ Delete
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Talent Profile

) ®_
General v D ]
egrees Click the Home Button
Education
-+
Highest Education Level —
Degree to return to the

Degrees

Accomplishments

{@@{

Bachelor of Business Admin

PeopleSoft Homepage

4




The University of Te:
Iﬁgdr;;ge\‘.-'*aaﬁey ® <

oy

Employee Self Service ~

10f6 2

Delegations

&5
£ A

Personal Details

tYy

Talent Profile

Cx

Benefit Details

®
@&R®
A

Performance

il

Total Rewards

&

No Statement Available

N{ New Window

4

My Preferences

Help

Sign Out

You may sign out of
. PeopleSoft by selecting
wenney NOFre options icon

Refresh b

Then select Sign Out




Congratulations!
You have successfully completed this
topic.
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