
Employee Self Service-
Request to Receive Sick Leave 

Pool



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.

2

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 Time and Attendance
1. PeopleSoft opens to the 
Employee Self Service page​.

2. At the top of the page 
select Time and Attendance.
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Time and Attendance Dashboard

Select Receive Donated 
Leave Request.
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Request Donated page

Click on the dropdown arrow 

To display options.

From the Program Name dropdown 
bar select RGV Sick Leave Pool.
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Select Dates

Select the Begin 
Date and End Date 
of Leave Request.

You can either type or 
click on the calendar icon

 
To select dates.
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Hours Requested

Type the number of 
Hours Requested.

Note: Hours should be 
requested in increments 
of eight.
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Select a Leave Reason

In Leave Reason select the 
Reason Description that best 
fits your scenario.
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Additional Information

Include Additional Details for 
more reason on your 
selected Description.
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Confirm to Agreements

Click the Check box

To confirm that you have 
read and complied in the 
Agreement and Compliance.
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Submit Form

Once done, select Submit.
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Agree to Submit Form

Submit Confirmation, if all information 
is correct by selecting Yes.

If you need to reconfirm your 
information. Select No to return to the 
previous screen.  
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Acknowledge the Submission 

The Request for Donated 
Leave Successfully Submitted. 

Select OK, and you will return to the 
form submitted.
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Pending Submission

At the bottom of the page your Leave 
Donations will show a status of Pending.
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Return to Homepage

Click  the Home Button

To return to the 
PeopleSoft Homepage.
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Sign Out of PeopleSoft

You may sign out of 
PeopleSoft by selecting 

Then select Sign Out.
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Congratulations!

You have successfully completed this topic.

End of Procedure.
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