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

https://www.utrgv.edu/peoplesoft/
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Duo 2 Factor (2FA) Authentication

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

Access to PeopleSoft from remote locations (off-campus) 
requiresDuo 2-Factor Authentication
◦Example: Approving purchases, submitting absence and 
timecards, approving a workflow, etc.

http://www.utrgv.edu/peoplesoft
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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.

Log In

https://my.utrgv.edu/
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2. Click on Get 

Employees 1. Click on Approve 
Payable time

3. Click on the last 
name of the 
employee
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Click on Review 

Time Card
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Click on 
check mark 
to certify Then click OK
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Click 
Approve
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Click Yes

Then click OK
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Return to 
Approval 
Summary
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To review status and 
details go to Timesheet

Click on Get 

Employees 

Click on the last 
name of the 
employee
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Payable Status
Taken by Payroll – Time has been transitioned to Payroll for processing
Needs Approval – Time is pending Supervisor Approval 
Approved – Time has been approved and available for next regular Payroll
Rejected by Payroll – Employee might not have active job for time submitted

Pushed Back – Days were pushed back and will not process
NOTE: In order to resubmit each pushed back date will need to reflect a 
change in total number of hours per day.
If only changing a day there is no need to pushed back, employee can simply 
make the changes and resubmit for approval.

Use Previous Period or Next Period to navigate to a different calendar period

To view Total Click on By TRC and Status
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NOTE: Timesheet can be 
corrected up to 90 days after 
time period

Example:
Adding 4 hours to a prior submitted day

Review, certify  
and Submit
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Adjustment will go for Supervisor’s approval, in 
this example to reduce the original 4hrs and 

increase with the correction of 8 hours

Review, certify 

and Approve
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Congratulations!  
You have successfully completed this topic.  

End of Procedure.


