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.
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alent Team Profile View

<[ ® O ® n : @
— Team Talent Profile T
Talent Team Profile lists
> Find Team Member all employees who
directly report to the
Team Members Mmanager. 2 rows
( 5 )
Job Title Status Department Position
Spec Assignment Classified Active Education & Academic Affairs 70106156
Type
Employee
[: ; :]
Job Title Status Department Position
Human Resources Assist |l Active Human Resources 70111906
Type
Employee



Selecting Employee

<|IO® O ® n i @

— Team Talent Profile —

> Find Team Member

Click on the arrow to 2 rows

view employees
Talent Profile.

Team Members

"
Job Title Status Department Position
Spec Assignment Classified Active Education & Academic Affairs 70106156
Type
Employee
[ %]
Job Title Status Department Position
Human Resources Assist |l Active Human Resources 70111906
Type
Employee



Adding Employee Location

< o &

Team Talent Profile

Human Resources Assist ||

Select Different Employee

The employee Team
Talent Profile will
open.

General

Education

Accomplishments

Current Location

Mo data exists.

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




Adding Work Location

Cancel Current Location

* Indicates required field

‘ “Work Location | The Current Location

window will open.
||
Click on the search icon

Q

to add Work Location.

Room/Cubicle/Floor




Lookup Location

Lookup

Search for: Work Location The Lookup popup
[>_Search Criteria will appear. Select
~ Search Results Location.

[ E = 1 row

Content Item T1 Description 11

LOCATION Location




Adding Room/Cubicle/Floor

| Cancel Current Location

* Indicates required field
*Work Location |Location
To add
Room/Cubicle/Floor Room/Cu biC|e/F|OOr
z type in the

information in the
textbox.




Submitting Employee Current Location

|GH”CE' Current Location | \

* Indicates required fi

*Work Location | Location Q |

Room/Cubicle/Floor

Click Save to save
information on

Room/Cubicle/Floor
|

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




Adding New Location

< = i = @
Team Talent Profile

Human Resources Assist 1l

To add an additional
Select Different Employee . .
Ilo'cgtlon, click on the .
+’ icon and follow
e Current Location ) )
Instructions from
Education . .
slides 10-13.
Accomplishments o
Work Location

EditiView

/

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

Location




View/Edit/Delete Employee Current Location

Cancel Current Location

* Indicates required field

Work Location Location

On this page, make any
. 2130 =
Room/Cubicle/Floor 2 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

Team Talent Profile

Human Resources Specialist down.

Select Different Employee Note: Education
section is view only.

General D egrees

Education "

Highest Education Level @ Degree

Bachelor Degree

Master of Arts




Reviewing Education

Team Talent Profile

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

Human Resources Spacialist

Select Different Employee

General Degrees
Education "t
Highest Education Level (1) Degree Edit/View
Degrees @ Bachelor Degree 3
Accomplishments " Master of Arts 3




Education Information Pop-up

Degrees

Updates are not authorized for Degrees
Information on
Degree Master of Ants employee education
Detais will appear. This is To exit this view, click
Country Undted States View only. the X in the top right
State Texas corner.
School Code

School Description

Field of Study Code

Field of Study Description
Graduated No

Year Acguined




Viewing Team Talent Profile Accomplishments

o : @

< O O ®

Team Talent Profile

Spec Assignment Classified

Select Different Employee

General
Education

Accomplishments

£

<

Job
Knowledge/Experience

Language Skills
Licenses & Certifications

Perfarmance Review
Ratings

Competencies

Technical/Computer
Details

CHCONCONONCINC,

Jobh Knowledge/Experience

Data does not exist and cannot be added here.

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

Team Talent Profile

Spec Assignment Classified

Select Different Employee

O
General Licenses & Certifications
Education “w
: No data exists. If employee does not
Accomplishments v .
Add have any Licenses &
Jﬂb ° re .
Knowledge/Experience \ Certifications and you
would like to add one,

Language Skills

click Add to add
license/certification.

Licenses &
Certifications

Performance Review
Ratings

Competencies

Technical/lComputer
Details

CHONORICRCNO



Adding Issue Date

Licenses & Certifications
* Indicates required field
| “Issue Date |05/08/2026 | |
“License/Certification | Q|
Details

Country | Q|

state | Q|

Commission Date |MM/DD/YYYY [ |

Expiration Date |MMIDDW |
License/Certification Number ) Er
Issued By ‘ E

A

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

Licenses & Certifications
* Indicates required field

“lssue Date |05maf2025

I *License/Certification |

Details

Country |

State |

Commission Date | MM/DDIYYYY

Expiration Date | MM/DDAYYYY

License/Certification Number

Issued By ‘

To add a
License/Certification
click on the search icon

Q

To look up licenses and
certifications.




Lookup License/Certification
Lookup

Search for: License/Certification The LOOkUp window will
[ Search Criteria | Show Operators | Open. User can search

for license/certifications
by typing in the textbox

Content Type LIC

CDT;:;T:.;;EE} | | Content Item and
Description | | Description, or by
(begins with)

selecting an option from
Search Results section.

v Search Results Click Cancel if you do not
Only the first 300 results can be displayed. \want to select a

[ | := 300 rowd license/certification at
Content Item T Description 1) this time
LICO01 Apprentice Electrician
LIC002 Athletic Training License
LICO03 Backflow Prevention Assembly Tester (BFAT)




Adding Country and State
Licenses & Certifications

* Indicates required field
“Issue Date |05/08/2026 |
*License/Certification ‘Apprentice Electrician Q ‘ To add 3 country and
Details State click on the search
Country Q, icon
- 2 \ Q,
Commission Date |MM/DD/YYYY To look up licenses and
certifications.
Expiration Date | MM/DD/YYYY :
The Look window wiill
License/Certification Number E €Loo Up dO
4 open. Follow the same
steps as the previous
Issued By E . P P
/ slide.




Adding Commission and Expiration Date

Licenses & Certifications

* Indicates required field
“Issue Date | 05/08/2026 | To add Commission Date
*License/Certification ‘Apprentice Electrician Q‘ and Expiration Date,

type the date into the
text box, or click on the
calendar icon

to make a selection.

Details

Country |United States

L0

State |Florida

Commission Date |MWM/DDMNYYYY

\E

Expiration Date | MM/DDYYYY

License/Certification Number E

Issued By E




Adding License/Certification Number and Issued By

Licenses & Certifications
* Indicates required field
“Issue Date |05/08/2026 |
*License/Certification ‘Apprentice Electrician Q ‘
Details
Country ‘United States Q ‘
state |Florida Q|
Commission Date |05/08/2026 |
Expiration Date |05/08/2028 | In the textboxes, type

the License/Certification

U / Number and Issued by

License/Certification Number

Issued By ‘




Submitting Licenses & Certification

Licenses & Certifications

* Indicates required field
“Issue Date |05/08/2026 (|
*License/Certification |Apprentic;e Electrician Q| CIICk Save to save
Details information on Licenses
Country |United States Q & Certification
|
State | Texas al Or if you do not want to
Commission Date |05/08/2026 save, click on Cancel.
Expiration Date |05/08/2028
License/Certification Number 123456 £
p
Issued By UTRGV (5 q
p Note: No changes will be
saved when selecting
Cancel




Adding/Viewing/Editing Licenses & Certifications

Team Talent Profile :

Human HKesources AsSsISTII

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

Education . / slides 20-26

Accomplishments

Select Different Employee

General Licenses & Certifications

<

License/Certification Edit'View

Apprentice Electrician

Job
Knowledge/Experienca

Language Skills

Licenses &
Certifications

Performance Review
Ratings

To Edit/View click on the
>’ icon

Competencies

Technical/Computer
Details

ONONONNORIONOC,




Edit/View/Delete Licenses & Certifications

Licenses & Certifications

* Indicates required field
Issue Date 05/08/2026 | Add New Version
License/Certification Apprentice Electrician On this page, ma ke any
Details necessary changes then
Country |United States Q click Save.
State |Texas Q If you do not want to
Commission Date |05/08/2026 Save changes, click on
Cancel.
Expiration Date |05/08/2028
To delete
. N 123456 . . . .
License/Certification Number £ Llcense/Certlflcatlon,
4 .
click on Delete.
Issued By UTRGV E
-




Adding Employee

echnical/Computer Details

Team Talent Profile

Spec Assignment Classified

Select Different Employee

General

Education

Accomplishments

Job
Knowledge/Experience

Language Skills
Licenses & Certifications

Performance Review
Ratings

Competencies

<

£

Technical/Computer
Details

©Ee 6 606 6

Technical/Computer Details

Mo data exists.

Add
If employee does not

have any
Technical/Computer
Details and you would
like to add one, click
Add.




Adding Performance Review
Technical/Computer Details

o * Indicates required field

‘ *Content ltem 1D Q ‘

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

Experience Level v| E




Lookup Content [tem ID

Lookup

Search for: Content Item ID

[v Search Criteria ] Show Operators

Content Type UT_TECH2

Content ltem ‘
{begins with)

Description ‘
{beging with)

Only the first 300 results can be displayed.

@ EE 300 rows

Content ltem 71

~ Search Results

Description T

TC20001 2D/3D Rendering
TC20002 3Com

TC20003 3D Animation
TC20004 3D Graphics

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
Technical/Computer Details

* Indicates required field

*Content ltem ID |3D Graphics Q |

Details

Experience Level I’ v]l

To add Experience Level,
click on the drop down
0 or Mone
and select the number of
1 Year

ears.
2 Years / y

3 Years

4 Years

6 Years

T Years

8 Years

9 Years

10+ Years



Submitting Technical/Computer Details
Technical/Computer Details

* Indicates required fi
*Content ltem ID |3D Graphics "3.|
Details
Click Save to save
Experience Level | 6 Years v| o EE Gl

Technical/Computer
Details

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

Note: No changes will be
saved when selecting
Cancel




Addlng/VleW|ng/Ed|t|ng TechmcaI/Computer Details

Team Talent Profile

Spec Assignment Classified To add an additional
Select Different Employee TEChnlcaVCOmpUter
Details, click on the ‘+’ &
General icon and follow

Technical/Computer Details . ) )
P instructions from slides

— 30-33

Content ltem ID Experience Level EditView

3D Graphics

Education

L4

Accomplishments

£

Job
Knowledge/Experience

Language Skills
Licenses & Certifications

Performance Review
Ratings

To Edit/View click on the
>’ icon

Competencies

Technical/Computer
Details

ONONONONCONO,




Edit/View/Delete Technical/Computer Details
Technical/Computer Details

— * Indicates required fleld ———
Content ltem ID 3D Graphics

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

Details

Experience Level | b Years v

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

Team Talent Profile

Spec Assignment Classified

Select Different Employes

General

Current Location

Education To navigate to print, click
Mo data exists.

on the ‘More Actions’
Accomplishments "

Add icon.

Then select Print Profile.




Employee Talent Profile Print Page Preview

B 0 | Tatent Protile X B IPM_PP_PROFpd! @
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Ernpioyes i [CC0000ED Prolie Siaies  Acive
Profie Typer  PERSOM Person Sawur e 80818

_Highest Education Level
| ConfeniHamiD | Dascrighion
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e —— Note: The number of
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Return to Homepage

(g o e n : @

Team Talent Profile

_am M —

Select Different Employee

@_

Current Location
Education v Click the Home Button

Mo data exists.
Accomplishments “
Add

to return to the
PeopleSoft Homepage

General




S|gn Out of Peop\eSoft

ng Grandexxfa]ley

v A

Employee Self Service v 10f6 > : N{ New Window

My Preferences

Delegations OnBoarding
Help

41&; Q0 Sign Out
& & @
t

You may sign out of
PeopleSoft by selecting

@) o
® the more options icon
£y £, X

Personal Details Talent Profile Benefit Details

Then select Sign Out

Performance Total Rewards My Forms

ailn & =4

No Statement Available




Congratulations!

You have successfully completed this topic.

End of Procedure.




	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.

