
Manager Self Service –
View and Update Employee Talent 

Profiles



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 Homepage Selector

Click on the Homepage 
Selector to open 
Homepage options.



Navigating to Manager Self Service

Click on the Manager Self 
Service to open Manager 
Self Service Homepage.



Navigate to Team Talent Profile

Click on the Team Talent 
Profile.



Talent Team Profile View

Talent Team Profile lists 
all employees who 
directly report to the 
manager.



Selecting Employee

Click on the arrow to 
view employees 
Talent Profile.



Adding Employee Location

The employee Team 
Talent Profile will 
open.

If employee does not 
have a location set, 
click Add to add 
Current Location.



Adding Work Location

The Current Location 
window will open.

Click on the search icon

 to add Work Location.



Lookup Location

The Lookup popup 
will appear. Select 
Location.



Adding Room/Cubicle/Floor

To add 
Room/Cubicle/Floor 
type in the 
information in the 
textbox. 



Submitting Employee Current Location

Click Save to save 
information on 
Room/Cubicle/Floor

Or if you do not want to 
save, click on Cancel.



Adding New Location

To add an additional 
location, click on the 
‘+’ icon and follow 
instructions from 
slides 10-13.

To Edit/View/Delete a 
location, click on the 
‘>’ icon.



View/Edit/Delete Employee Current Location

On this page, make any 
necessary changes then 
click Save. 

If you do not want to 
save changes, click on 
Cancel.

To delete Current 
Location, click on Delete.



Viewing Employee Education and Highest Education 
Level

To view employees 
Education, click on 
the Education drop 
down.

Note: Education 
section is view only.



Reviewing Education

To review employees 
Education, click on 
the Edit/View arrow.



Education Information Pop-up

Information on 
employee education 
will appear. This is 
View only.

To exit this view, click 
the X in the top right 
corner.



Viewing Team Talent Profile Accomplishments

To view employees 
Accomplishments, click 
on the 
Accomplishments drop 
down.

Note: Job 
Knowledge/Experience, 
Language Skills, and 
Competencies are view 
only.



Adding Employee Licenses & Certification 

If employee does not 
have any Licenses & 
Certifications and you 
would like to add one, 
click Add to add 
license/certification.



Adding Issue Date

The Issue Date of 
Licenses/Certifications 
will auto fill out with 
today’s date. If you 
would like to change 
this, type into the 
textbox or click on the 
calendar icon to make a 
selection.



Adding License/Certification

To add a 
License/Certification 
click on the search icon 

To look up licenses and 
certifications.



Lookup License/Certification
The Lookup window will 
open. User can search 
for license/certifications 
by typing in the textbox 
Content Item and 
Description, or by 
selecting an option from 
Search Results section.

Click Cancel if you do not 
want to select a 
license/certification at 
this time



Adding Country and State

To add a Country and 
State click on the search 
icon 

To look up licenses and 
certifications.

The Look Up window will 
open. Follow the same 
steps as the previous 
slide.



Adding Commission and Expiration Date

To add Commission Date 
and Expiration Date, 
type the date into the 
text box, or click on the 
calendar icon 

to make a selection.



Adding License/Certification Number and Issued By

In the textboxes, type 
the License/Certification 
Number and Issued by



Submitting Licenses & Certification

Click Save to save 
information on Licenses 
& Certification

Or if you do not want to 
save, click on Cancel.

Note: No changes will be 
saved when selecting 
Cancel



Adding/Viewing/Editing Licenses & Certifications

To add an additional 
License/Certification, 
click on the ‘+’ icon and 
follow instructions from 
slides 20-26

To Edit/View click on the 
‘>’ icon



Edit/View/Delete Licenses & Certifications

On this page, make any 
necessary changes then 
click Save. 

If you do not want to 
save changes, click on 
Cancel.

To delete 
License/Certification, 
click on Delete.



Adding Employee Technical/Computer Details

If employee does not 
have any 
Technical/Computer 
Details and you would 
like to add one, click 
Add.



Adding Performance Review

To add a Content Item ID 
click on the search icon. 



Lookup Content Item ID
The Lookup window will 
open. User can search 
for Content Item by 
typing in the textbox 
Content Item and 
Description, or by 
selecting an option from 
Search Results section.

Click Cancel if you do not 
want select a Content ID 
at this time.



Adding Experience Level

To add Experience Level, 
click on the drop down 
and select the number of 
years.



Submitting Technical/Computer Details

Click Save to save 
information on 
Technical/Computer 
Details

Or if you do not want to 
save, click on Cancel.

Note: No changes will be 
saved when selecting 
Cancel



Adding/Viewing/Editing Technical/Computer Details

To add an additional 
Technical/Computer 
Details, click on the ‘+’ 
icon and follow 
instructions from slides 
30-33

To Edit/View click on the 
‘>’ icon



Edit/View/Delete Technical/Computer Details

On this page, make any 
necessary changes then 
click Save. 

If you do not want to 
save changes, click on 
Cancel.

To delete 
Technical/Computer 
Details, click on Delete.



Navigate to Print Employee Talent Profile

To navigate to print, click 
on the ‘More Actions’ 
icon.

Then select Print Profile.



Employee Talent Profile Print Page Preview

Note: The number of 
pages in a Talent Profile 
will vary based on the 
number of details 
included.



Return to Homepage

Click the Home Button

to return to the 
PeopleSoft Homepage



Sign Out of PeopleSoft

You may sign out of 
PeopleSoft by selecting 
the more options icon

Then select Sign Out
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Congratulations!

You have successfully completed this topic.

End of Procedure.

41


	Manager Self Service –�View and Update Employee Talent Profiles�
	Microsoft Authenticator (MFA)
	Log In
	Navigate to Homepage Selector
	Navigating to Manager Self Service
	Navigate to Team Talent Profile
	Talent Team Profile View
	Selecting Employee
	Adding Employee Location
	Adding Work Location
	Lookup Location
	Adding Room/Cubicle/Floor
	Submitting Employee Current Location
	Adding New Location
	View/Edit/Delete Employee Current Location
	Viewing Employee Education and Highest Education Level
	Reviewing Education
	Education Information Pop-up
	Viewing Team Talent Profile Accomplishments
	Adding Employee Licenses & Certification 
	Adding Issue Date
	Adding License/Certification
	Lookup License/Certification
	Adding Country and State
	Adding Commission and Expiration Date
	Adding License/Certification Number and Issued By
	Submitting Licenses & Certification
	Adding/Viewing/Editing Licenses & Certifications
	Edit/View/Delete Licenses & Certifications
	Adding Employee Technical/Computer Details
	Adding Performance Review
	Lookup Content Item ID
	Adding Experience Level
	Submitting Technical/Computer Details
	Adding/Viewing/Editing Technical/Computer Details
	Edit/View/Delete Technical/Computer Details
	Navigate to Print Employee Talent Profile
	Employee Talent Profile Print Page Preview
	Return to Homepage
	Sign Out of PeopleSoft
	Congratulations!
You have successfully completed this topic.
End of Procedure.

