
Approve, Deny and Push-back an 
Absence Request  Portal View



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.

https://my.utrgv.edu/


Navigate to NavBar
1. PeopleSoft opens to the 
Employee Self Service page​.

2. At the top right-hand side 
of the page select the NavBar
Icon.

Click on the NavBar Icon

to easily access functions.



Select Menu 

Select the Menu icon

to reveal additional 
functionalities.



Select HRMS

Select the HRMS folder.



Manager Self Service Folder

Select the Manager Self 
Service folder.



Time Management folder

Select Time Management folder. 



Approve Time and Exceptions folder

Select the Approve Time 
and Exceptions folder.



Absence Request

Select Absence Request.



Absence Request Page

Click on the 
Employee’s Name.



Absence Request Overview

As Manager you must review 
employee’s Absence Details.



Checking Eligibility

Click on the Eligibility 
button.

This will provide an estimate of the employee’s available hours 
based on their last calculated leave balance.



Manager Options

You have the option to Approve, Deny and 
Pushback the employee’s Absence Request.



Option 1: Pushback

By selecting the Pushback button, it returns the Absence 
Request to the employee for rework or corrections.

This will not approve or denied the absence request form 
but allows the employee to edit and resubmit request.



Option 2: Deny

By selecting the Deny button, you are rejecting 
the employee’s Absence Request form.



Option 3: Approve

By selecting the Approve button, you are accepting 
the employee’s Absence Request form.



Make a comment

Please ensure a comment is entered on the Absence Request 
form prior to submitting an approval, denial, or pushback.

The comment entered will be sent back to the employee for 
reviewal.



Timestamp

Based on whether the request is approved, denied, or pushback, a 
timestamp will appear showing when the response was submitted.



Return to Homepage

Click the Home Button

to return to the 
PeopleSoft Homepage



Sign Out

You may sign out of 
PeopleSoft by selecting 

Then select Sign Out



Congratulations!

You have successfully completed this topic.

End of Procedure.
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