
Add a Leave Event on Timesheet
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https://www.utrgv.edu/peoplesoft/

https://www.utrgv.edu/peoplesoft/


Duo 2 Factor (2FA) Authentication
Access to PeopleSoft from remote locations (off-campus) requires Duo 2-
Factor Authentication

◦ Example: Approving purchases, submitting absence and timecards, approving a 
workflow, etc.

Enroll now through July 31, 2018
1. Add or update Mobile Phone number in our current Oracle EBS system.

2. Instructions to complete activation process will be sent to mobile device.

Enrollment after September 1, 2018
1. Request Mobile Phone number from employment candidates in 

PeopleAdmin; Include mobile number when creating new employee 
records.

2. Employees update Mobile Phone number in PeopleSoft.

More information is available at www.utrgv.edu/peoplesoft
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http://www.utrgv.edu/peoplesoft/go-live-readiness/index.htm
http://www.utrgv.edu/peoplesoft


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 the 
Employee Self Service 

Menu
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Select Time and 
Attendance
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Select Timesheet
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Select the 
Absence Tab 
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Add Absence 
Event 
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Select the Job Title as your assignment. Select the absence type from the Absence 
Name drop-down menu. *Leave types available will depend upon your HR 
Classification, FLSA Status, and awards.

Feel free to review all eligible leave types based on your FLSA status: 
HOP- Sick Leave
HOP- Vacation Leave
HOP- Leave of Absence Without Pay
HOP- Emergency Leave
HOP- Jury Duty

To read more about other leave type policies you can visit the following web page 
to the  UTRGV Handbook of Operating Procedures

https://www.utrgv.edu/hop/handbook/index.htm

https://www.utrgv.edu/hop/policies/adm-04-603.pdf
https://www.utrgv.edu/hop/policies/adm-04-602.pdf
tps://www.utrgv.edu/hop/policies/adm-04-601.pdf
https://www.utrgv.edu/hop/policies/adm-04-606.pdf
https://www.utrgv.edu/hop/policies/adm-04-613.pdf
https://www.utrgv.edu/hop/handbook/index.htm


4 Hour Rule – Summary 
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Exempt employees: To maintain consistency among departments and ensure 
compliance with the Fair Labor Standards Act.  Partial- Day absences of exempt 
employees will not be recorded as sick or vacation leave. There will be no docking 
of exempt employee for up to 3.75 hours from work. To use this leave type select 
Sick – Four Hour Rule and Vacation- Four Hour Rule. 

For example: If an exempt employee is absent from work for a medical 
appointment for two hours, no sick leave will be utilized. If, however, the same 
employee was absent for four or more hours due to illness, sick leave will be used 
for the corresponding time away from work. If the absence is anticipated, the 
respective manager needs to pre-approved the time away and ensure appropriate 
coverage within the department. 

These guidelines should not be constructed as permission for exempt employees to 
work an abbreviated schedule. Notwithstanding the foregoing, all full-time 
employees are expected to regularly work a 40- hour workweek or use applicable 
leave accruals up to 40 hours. 

To use this leave type select Sick –
Four Hour Rule and Vacation- Four 
Hour Rule

4 Hour Rule – Summary 
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Select Start 
Date

Select End 
Date
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Select 
Absence 

Name
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Select 
Details
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This page allows you to further establish the details of 
the absence event such as *Start Date, End Date, Filter 

by Type Absence Name, Partial Days, Duration, 
Calculate End Date or Duration, Reporter Comments
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Select the Partial Days drop-down selection. If the 
absence event has a partial day associated with the start 

date or end date based on your regular (assigned) 
scheduled
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Select All Days, if the absence event has a 
partial day associated with the start date 

or end date



Explanation
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Partial Days Selection Types

The Calculate End Date or Duration button is enabled within Absence Management. Data that is entered and/or selected in the following 
fields is used within absence calculations. *NOTE* Absence Management will take into consideration any partial hours or half-day entries 
that are entered in these fields when the system calculates the start date, end date and/or duration (the date range between the start 
and end date and the total number of leave hours taken based on your regular (assigned) scheduled hours).

All Days

The All Days selection is used if the leave event covered during a specified date range is the same amount of leave hours taken for each of 
the dates included within its duration.

If each date within the date range has the same hours of leave taken, enter the number of leave hours taken for each date; then click 
Calculate End Date or Duration. This will auto-populate the Duration: field based on your regular (assigned) scheduled hours and the 
partial leave hours taken for each date within the duration. 

If each date of the specified date range is considered half days, select the All Days Are Half Days option; then click Calculate End Date or 
Duration. This will auto-populate the Duration: field based on your regular (assigned) scheduled hours and the half day leave hours taken 
for each date within the duration. 

*NOTE* If All Days is selected, hours must be entered or populated in this field to calculate the duration of the hours entered for a 
specified date range.



Explanation – Cont’d 
None

The None selection is used if the leave event covered during a specified date range does not
have partial hours associated with the leave take. 

If the leave event does not require partial hours or days entry, enter your regular (assigned) 
scheduled hours; then click Calculate End Date or Duration. The Duration: field will auto-
populate based on your regular (assigned) scheduled hours for the duration entered.

*NOTE* If None is selected, hours do not need to be entered or populated in this field to 
calculate the duration of the hours entered for a specified date range.

19



20

Once you are 
done, click OK
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Once you click okay. the Timesheet page is displayed. The duration of the 

absence event is now populated under the Duration of the Absence Events

section. *NOTE* To enter additional leave events, the absence must first be 

submitted.
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Click on the Home Button to 
return to the PeopleSoft 

Homepage
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You may sign out of 
PeopleSoft by selecting 

the Actions List then 
select Sign out



Congratulations!  

You have successfully completed this topic.  

End of Procedure.
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Modify a Leave Event on Timesheet
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https://www.utrgv.edu/peoplesoft/

https://www.utrgv.edu/peoplesoft/


Duo 2 Factor (2FA) Authentication
Access to PeopleSoft from remote locations (off-campus) requires Duo 2-
Factor Authentication

◦ Example: Approving purchases, submitting absence and timecards, approving a 
workflow, etc.

Enroll now through July 31, 2018
1. Add or update Mobile Phone number in our current Oracle EBS system.

2. Instructions to complete activation process will be sent to mobile device.

Enrollment after September 1, 2018
1. Request Mobile Phone number from employment candidates in 

PeopleAdmin; Include mobile number when creating new employee 
records.

2. Employees update Mobile Phone number in PeopleSoft.

More information is available at www.utrgv.edu/peoplesoft
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http://www.utrgv.edu/peoplesoft/go-live-readiness/index.htm
http://www.utrgv.edu/peoplesoft


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 the 
Employee Self Service 

Menu
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Select Time and 
Attendance
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Select Timesheet
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Select the 
Absence Tab 
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Select the desired 
absence you would like 

to edit 
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The row being edited is populated automatically. Once the Edit 

button is clicked and the current row is populated, the Edit 

button becomes greyed and unusable. To modify a leave event 

for the timesheet period selected, enter or look up the start date 

of the leave event in the *Start Date field. Enter or look up the 

end date of the leave event in the End Date field. Select the 

absence name from the Absence Name drop-down field list. 



35

Message window is displayed upon changing the 
absence name. Click Yes
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The Timesheet page is displayed. The Absence Name is 
changed and the duration of the old absence event has 
been auto-deleted
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Select the Details Link 
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The Absence Event Details page is displayed. This page 
allows the customer to further establish the details of 
the absence event such as *Start Date:, End Date:, 
Filter by Type:, *Absence Name:, Partial Days:,
Duration:, Calculate End Date or Duration, Reporter 
Comments. For Partial Hours select the drop down 
option under partial days and choose All Days. Enter 
the duration of hours under All Days hours and 
duration, i.e. 2 hours.

NOTE: The current balance displayed in the absence 
event details will not reflect the absences that have not
been processed.
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Click the Calculate End Date or 

Duration button. Enter 

comments in the Report 

Comments field, if necessary.

NOTE: The current balance displayed in 
the absence event details will not
reflect the absences that have not been 
processed.
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Select the OK
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After selecting 
OK (previous 
slide) click 
View Requests 
to change 
edited 
absence from 
saved status to 
submitted 
status. . 



42

Click submit 

Note: After submission the updated 
absent request will be sent to your 
supervisor’s queue. 
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The updated duration of the absence 

event is now populated under the 

Duration of the Absence Events

section in the Timesheet. *NOTE* To 

modify additional leave events, 

follow the same steps. The leave 

event must be processed through the 

Calculate Absence and Payroll 

process.
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Click on the Home Button to 
return to the PeopleSoft 

Homepage
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You may sign out of 
PeopleSoft by selecting 

the Actions List then 
select Sign out



Congratulations!  

You have successfully completed this topic.  

End of Procedure.
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Cancel a Leave Event on timesheet



48

https://www.utrgv.edu/peoplesoft/

https://www.utrgv.edu/peoplesoft/


Duo 2 Factor (2FA) Authentication
Access to PeopleSoft from remote locations (off-campus) requires Duo 2-
Factor Authentication

◦ Example: Approving purchases, submitting absence and timecards, approving a 
workflow, etc.

Enroll now through July 31, 2018
1. Add or update Mobile Phone number in our current Oracle EBS system.

2. Instructions to complete activation process will be sent to mobile device.

Enrollment after September 1, 2018
1. Request Mobile Phone number from employment candidates in 

PeopleAdmin; Include mobile number when creating new employee 
records.

2. Employees update Mobile Phone number in PeopleSoft.

More information is available at www.utrgv.edu/peoplesoft
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http://www.utrgv.edu/peoplesoft/go-live-readiness/index.htm
http://www.utrgv.edu/peoplesoft


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 the 
Employee Self Service 

Menu
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52

Select Time and 
Attendance
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Select Timesheet
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Select the 
Absence Tab 
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Click Cancel 



56

Click Submit 
Absence  
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1. The Timesheet page is displayed. The cancelled leave event has been submitted 

through Absence Management and is no longer displayed at the top of the 

Timesheet page in the Timesheet grid. *NOTE* Once the leave event has been 

modified, the leave event must be processed through the Calculate Absence and 

Payroll process.
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Click on the Home Button to 
return to the PeopleSoft 

Homepage
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You may sign out of 
PeopleSoft by selecting 

the Actions List then 
select Sign out



Congratulations!  

You have successfully completed this topic.  

End of Procedure.
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