Employee Self Service-
Review and Update Talent Profile
Information

ACCOMPLISHMENTS — SPECIAL PROJECTS




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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Navigate to Accomplishments

Talent Profile
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Knowledge/Experience

To view and update
accomplishments, select
Accomplishments

Supervisory Experience

Language Skills

Licenses & Certifications
Honors and Awards
Special Projects
Competencies

Technical/Computer
Details
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Navigating to Special Projects
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Add
Supervisory Experience @
Language Skills @ To update projects,

select Special Projects
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Honors and Awards (1) /
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Add Special Projects
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information, select Add

Licenses & Certifications @

Honors and Awards @
Special Projects @
Competencies @
Technical/Computer

Details @




Special Projects Form
Special Projects

* Indicates required field |——

Effective Date 01/22/2026 Add New Version

A new window opens
which allows user to
make changes to Special
Projects

*Description |




Adding Effective Date

Cancel

Special Projects

‘ Effective Date 01/22/2026 Add New Version

Save

* Indicates required field |——

*Description

‘|\

The Effective Date will
automatically fill out. To
edit, select Add New
Version




Adding a New Effective Date
Add New Version

Continue

Effective Date

The Add New Version
window will open. To
change the date, type in
the date of project
(MM/DD/YYYY) or click
on the calendar icon and
select date

Once date has been
changed, click on
Continue to save
changes




Adding Description
Special Projects

* Indicates required field

Effective Date 02/02/2026

In the Description box,

| ‘ \ type in description of

the Special Project

*Description




Saving Special Projects Form
Special Projects

* Indicates required field

Effective Date 02/02/2026

*Description |Building a dashboard for HR departrr Once information has

been updated, click Save
|

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




Adding Another Special Project
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Competencies

Technical/Computer
Details

ONC)CIHONORONONOC,

Special Projects

-+

Description

To add a new Special
Project, click the ‘+
symbol

Building a dashboard for HR department use

Edit/View
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Special Projects Form Opens
Special Projects

* Indicates required field

Effective Date 01/22/2026 Add New Version

The Special Projects
*Description | window will open.
Follow the same step as
slides 8-12, then click
Save




Editing/View Special Projects
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Special Projects
Special Projects

* Indicates required field

Effective Date 02/02/2026 Add New Version

To Edit:
Make any necessary
changes, then click Save

Description Building a dashboard for HR department use

To Delete:
To delete a Special
Project, click Delete

‘ Delete

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




Navigate to Home Page
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Knowledge/Experience ‘i‘ to return to the

Supervisory Experience Description PeopleSoft Homepage

Building a dashboard for HR department use ‘ » ‘
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Sign Out of PeopleSoft
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Employee Self Service v 10f6 > N{ New Window

My Preferences

Delegations OnBoarding
Help
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Personal Details Talent Profile Benefit Details

You may sign out of

8 8 @©@ | PeopIeSoft by.selecting
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Refresh b

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