Employee Self Service-
Review and Update Talent Profile
Information

EDUCATION — HIGHEST EDUCATION LEVEL




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




Navigating to Highest Education Level

Talent Profile

General

Highest Education Level

Education W

Mo data exists.

Highest Education Level

Add

Degrees @
Accomplishments “~

To update Highest
Education Level
information, select
Highest Education
Level




Add Highest Education Level

Talent Profile

General W

Highest Education Level

Education W
Mo data exists.

Highest Education Level @
Add

Degrees @ \
Accomplishments ~
’ To add Highest

Education Level,
select Add




Highest Education Level Form
Highest Education Level

* Indicates required field
“Effective Date | 10/30/2025 |
*Education ‘ Q‘
Details
A new window
Level | v opens which allows

« Attachments the user to upd_ate
Highest Education

Mo attachments have been uploaded for this profile item. Level

Add Attachment




Add Effective Date

“Effective Date ‘ 10/30/2025

Highest Education Level

*Education ‘

&

Details

Level‘

v Attachments

Mo attachments have been uploaded for this profile item.

| Add Attachment |

Save

* Indicates required field

Effective Date will
automatically fill
with the current
date

If not, click on the
calendar icon

N




Selecting Effective Date Through Calendar Pop-up

Calendar x n Level

| October v|| 2025 v * Indicates required field
s M T W T F § ﬂ

Q|

5 B 7 8 9 10 M

12 13 14 15 16 17 18 A calendar will

19 20 21 22 23 24 25 “’| open. |
Attach Select effective
A cnmen

en| 26 27 28 29 | 30 31 3 ate.

Mo attachments

< Current Date >
Add Attachment




Adding Education
Highest Education Level

* Indicates required field
“Effective Date | 10/30/2025 |
*Education ‘ Q‘
Details
Click on the
Level | v magnifying glass

v Attachments Q

No attachments have been uploaded for this profile item. To make a selection
in Education

Add Attachment




Lookup Education

Cancel

Search for: Education

Lookup

The Lookup window
will open, select
“ELOO01 — What is
the highest

> Search Criteria

education level you

v Search Results

M

Content ltem T.

Description Tl

ELOO1

What is the highest education level you have achieved?

have achieved?”




Adding Level

Highest Education Level

* Indicates required field

“Effective Date | 10/30/2025 |

“Education |What is the highest education leve Q |

Detalls To update education
Level v| Level, click on the
* Attachments R dropdown and make
A- Less Than High Sch a selection
B- H5/GED

[=H

Mo attachments have been uploadd
C- College - 30 hours

D- College - 80 hours

E- Associate's Degree

Add Attachment

F- College - 90 hours

- Bachelor's Degree

H- Master's Degree

I- Professional Degree
J- Medical Doctorate
K- PhD




Navigating to Add Attachment
Highest Education Level

* Indicates required fleld

“Effective Date |‘1ﬂ£3[]f2[]25 |
*Education |What is the highest education leve Q, ‘ )
Optional: Upload an
Details Attachment if
Level | F- College - 90 hours V‘ needed
I

v Attachments Click on Add
Attachment to

Mo attachments have been uploaded for this profile item. u pload

Add Attachment )




File Attachment

File Attachment X

fou may attach up to 5 files to upload
Choose From
Click on the My
I:ID ) Device icon to
) upload a file or drop

file in the pre-
dotted area below

My Device




Uploading File Attachment

File Attachment

You may attach up to 5 files to upload

Choose From

Click upload once
I:‘D the file has been

My Device — | selected

P

-

l Clear ‘

Upload ‘

Education Attachment Example.pdf
E File Size: 16KB




Uploading File Attachment Successful

File Attachment

You may attach up to 5 files to upload

Choose From

Confirm upload is
complete and click
Done

___________________________________________

1
. Education Attachment Example_pdf
File Size: 16KB

____________________________________________________________________

Upload Complete




Add Description to Attachments

Highest Education Level
* Indicates required field
“Effective Date | 10/30/2025 |

*Education ‘What is the highest education leve Q, ‘

Details

Level ‘ F- College - 90 hours v‘

v Attachments Enter a Description

‘¢| as needed

File Name 1. Description 1. AA:lmﬂ On 1L Action

Education_Attachment_E
xample_pdf

Attachment Example ‘ 10/30/2025 10:05:29AM Delete Attachment




Adding Another Attachment

Highest Education Level
* Indicates required field
“Effective Date | 10/30/2025 |

*Education ‘What is the highest education leve Q, ‘

Details

Level | F- College - 90 hours v‘
To add another

v Attachment :
- "7 attachment, click on
‘ | the ‘+’ symbol

+

File Name 1. Description 1L Attached On 1L Action

Education_Attachment_|

xample._pdf : |Attal:hrnent Example 10/30/2025 10:05:29AM Delete Attachment




File Attachment Form

File Attachment X

fou may attach up to 5 files to upload

Choose From

I:ID The file attachment

window will open.
Follow the same
steps as slides 15-17

Iy Device

If you do not want
to attach a file at
this time, click the
“X” on the top right
of the window




Deleting File Attachment

Highest Education Level
* Indicates required field
“Effective Date | 10/30/2025 |

*Education ‘What is the highest education leve Q, ‘

Details
Level ‘ F- College - 90 hours v‘ To delete an
 Attachments attachment, click on
Delete Attachment
+] /’
File Name 1. Description 1L Attached On 1L Action

E;irtri]ﬁtal%r&?ﬁﬂachmem_E Attachment Example 10/30/2025 1D:U5:29AM‘ Delete Attachment \




Submitting Highest Education Level Form

Highest Education Level
* Indicates required field
“Effective Date | 10/30/2025 |
*Education ‘What is the highest education leve Q, ‘ Once information
Details has been updated,
lick Sav
Level ‘ F- College - 90 hours v‘ click Save

v Attachments If you do not want
‘ + | to make any
— changes at this time,
File Name 1. Description 1L Attached On 1L Action click Cancel
Egr%%?élir&_fﬁttachmem_E Attachment Example 10/30/2025 10:05:29AM Delete Attachment




Navigate to Editing/View Highest Education Level

Talent Profile

G
G I . .
enera ¥ | Highest Education Level
Education v
-+
Highest Education Level @ —
Education Level Edit/View
Degrees @ —
What is the highest education level you have achieved? ‘ > ‘

Accomplishments v /

To edit/view
Education, click the
>’ symbol




Deleting Highest Education Level

Highest Education Level

* Indicates required field

Effective Date 10/30/2025 Add New Version

What is the highest education level

Education you have achieved?

Details

Level | F- College - 30 hours v

« Attachments

Mo attachments have been uploaded for this profile item.

To Delete:
To delete Highest

/ Education Level,
click Delete

Add Attachment

| Delete




Editing New Effective Date

Highest Education Level

* Indicates required field

Effective Date 10/30/2025 | Add New Version

. What is the highest education level
Education . have achieved? \ To U pd ate:

Details .
Click on Add New
Level | F- College - 90 hours V| VerSion to make
v Attachments changes to the date

Mo attachments have been uploaded for this profile item.

Add Attachment

| Delete




Adding New Effective Date

Add New Version

To add Effective
Effective Date B | Date, click on the
calendar icon




Selecting Effective Date Through Calendar Widget

Calendar X E

| October v|| 2025 v

A calendar will
open.

Select the effective
date.
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Current Date
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Saving New Effective Date

Add New Version

Click on Continue
when the date has
been selected

Effective Date |10/31/2025]




Saving Highest Education Level Changes

Highest Education Level

* Indicates required fleld
Effective Date 10/31/2025
. What is the highest education level
Education you have achieved?
Details
Level | F- College - 90 hours hd Make any necessary
« Attachments changes, then click Save

Mo attachments have been uploaded for this profile item.

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




S )

Talent Profile \

g @—
SRR ¥ | Highest Education Level Click the Home Button
Education W —
] )
Highest Education Level @ ;ﬁﬁan e to return to the
Degrecs ® PeopleSoft Homepage

What is the highest education level you have achieved? | > |
Accomplishments e —
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My Preferences

Help

Sign Out

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

Refresh b E

Then select Sign Out




Congratulations!
You have successfully completed this
topic.
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