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v Guiding Principles What is the PeopleSoft 9.2 Implementation Program?

. UTRGV is undertaking a major effort to implement PeopleSoft 9.2. PeopleSoft is the name of the
v Timelines Software UTRGV will be using to manage the University’s Financials (FMS), Human Resources (HCM),
and Strategic Enrollment (CS) data.

v Go Live Readiness The initial work for the PeopleSoft Application began in 2016. The initial discussion was to review and
redefine our existing business processes. Several people from different offices and departments were
asked to collaborate on the evaluation of the new system and ensure that PeopleSoft would be the
right solution for UTRGV. The magnitude and complexity of this project requires the expertise and
efforts of multiple people from various departments.

w News Archive

v Contact Us Over the course of 2016, numerous discovery meetings were held, inclusive of focus sessions, which
focused in on the specific needs of the School of Medicine. We have spent a significant amount of time
and effort on the Future State Process Design, which identifies the compilation of almost 5,000
prioritized requirements. These requirements lay the foundation for the functionality we seek to
implement in PeopleSoft 9.2.

Why Did We Decide to Implement PeopleSoft 9.27

The introduction of this new system will allow us to streamline our administrative information systems
for Student Enrollment, Financial Management, Human Resources, Payroll and Purchasing. This new
system is the foundation to build simplified administrative systems and processes for UTRGV.

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

o 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



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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The Universityof Texas
RioGrandeValley

Time and Attendance Benefit Details

<« + i Navigate to the
Employee Self Service
Menu
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Click the NavBar button
to easily access functions




Select Navigator icon




Select Self Service

NavBar: Navigator
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NavBar: Navigator

Payroll and Compensation

Self ServiceMenu. Select %
Time Reporting

Leave Transfer Requests

Learning and Development

Recruiting

Detailed Leave Balances

Visa Permit/Citizenship Data

Manage Delegation
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Select Timesheet
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New Window | Heip

Timesheet

W|l||amL|oyd Employee ID 0000000461 FTE 1.000000

Accountant |V Empl Record ( Empl Type Salaried

Supervisor Name David Clarke Empl Class Classified

Aekloiiae Earliest Change Date 07/01/2018 @

Select Another Timesheet
*View By | Calendar Period v Previous Period ( )
*Date|08/01/2018  [5j b
Scheduled Hours 168.00 Reported Hours 0.00 Print Timesheet T . R t 4 C d
: Wed Thu Fri Sat Tue Wed

Tgfsasoiting Code 8!t 812 813 84 814 8115
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‘7 ave for Later \ Sy : \ Review Time Card |

: Fieported Time Absence \

Reported Time Status Personalize | Find | Bl | @ 10f1

Date Total TRC Description Sched Hrs Comments

0.000000 0.00
Self Service
Time Reporting




{ Employee Self Service

o Timesheet

|} Request Absence

It Cancel Absences

[ View Requests

[§! Absence Balances

] Overtime Requests

| Extended Absence Request
] Extended Absence History
] Time and Labor Launch Pad
¢t Leave Transfer Requests
i1 Schedule

| Detailed Leave Balances

William Lloyd

Accountant IV

Supervisor Name David Clarke

Actions =

Select Another Timesheet

From Wedne

Time Reporting
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HLTKN - Holiday Ta

SICKS - Sick -

VACS - Vacation - Sal
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Code
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Time and Attendance

Employee ID 0000000461

Empl Record 0

Empl Class Classified
Earliest Change Date 05/01/2018

D H D

FTE 1.000000
Empl Type Salaried
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| Reported Time Status | Absence
Reported Time Status

Reported Status Total TRC

Saved 2.00 EMCL
Saved 6.00 SICKS
Saved 8.00 HLTKN
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Personalize | Find | I{F—‘| E 1-6 of 6
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Emergency Closure
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wo Timesheet

) Request Absence

P To add an event to the timecard

S (Vacation, Sick, Voting Leave, etc.)
A i click on Absence B & &

] Overtime Requests

] Extended Absence Request

E Extended Absence History VACS - Vacation - Salaried

] Time and Labor Launch Pad m e

Review Time Card
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ﬂ Leave Transfer Requests v
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] Schedule Absence Take | ForecastResults |
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i Detailed Leave Balances En)
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Timesheet Eissal
08/23/2018 08/23/2018 Vacation Leave 8.00 Hours  Details Needs Approval Approval Monitor Employee Foreci Edit
: PP PP Absence Request
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Request Absence
Self Service
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Il Request Absence
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k] Schedule
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Absence Events (7
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Request Absence
Self Service
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o Timesheet
|} Request Absence
) Cancel Absences
View Requests
! Absence Balances
i] Overtime Requests
E Extended Absence Request
i} Extended Absence History

f—] Time and Labor Launch Pad

Time and Attendance

i3 Leave Transfer Requests

v

-] Schedule

i~] Detailed Leave Balances

Select End Date

\ Reported Time Status [ Absence |

Absence Events (7
| Absence Take H Forecast Results | [F=)

*Start Date End Date Absence Name Reason
08/01/2018 08/01/2018 Sick

08/23/2018 0812372018 Vacation Leave

08/29/2018 0873

08/03/2018 |3y 081032018
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Calendar End Dat
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Details
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Add Absence Event
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Timesheet

Supervisor Name David Clarke

Actions »

Select Another Timesheet
*View By Calendar Period v

*Date [08/01/2018 |5y 7%

Scheduled Hours 168.00 Reported Hours 0.00

From Wednesday 08/01/2018 to Friday 08/31/2018 2

Time Reporting Code w:,‘;l Tg/g
HLTKN - Holiday Taken - Salaried v | ] 8.00
|EMCL - Emergency Closure v ] 2.00 ‘

iNLT - No Leave Taken - Salaried v I |

Save for Later | S( | Reyiew Time Card D

1'7 Reported Time Status || Absence

Reported Time Status

Date Total TRC Description
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New Window | He

FTE 1.000000
Empl Type Salaried

Employee ID 0000000461
Empl Record 0
Empl Class Classified
Earliest Change Date 07/01/2018

-
Previous Period

Print Timesheet

83 8/4

Once you are done, click
| Review Time Card

Personalize | Fin

Sched Hrs ~

0.00
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| As per policy ADM 04-408, time records are official

. certifications of time worked and leave charged and
| as such should be completed carefully and accurately.
| ————— —
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\' Reported Time Status ‘ Absence
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0.000000 0.00

Self Service

Time Reporting




< Employee Self Service

Click on the Home Button to
return to the PeopleSoft
Homepage




RioGrande Valley v Employee Self Service

Visa Permit/Citizenship Data OnBoarding Personalize Homepage

} "
p— <
You may sign out of
PeopleSoft by selecting
«® the Actions List then
select Sign out

Time and Attendance

Total Rewards
You are not authorized for this page.




Congratulations!
You have successfully completed this topic.

End of Procedure.




