
Manager Self Service-
Hourly Timecard



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/


From the Manager Self Service 
     page, click Approvals tile



Note: Hourly employees are now 
under Reported time approval and not 

payable time approval

Click on Reported Time 
 to locate pending approvals and click 

on pending transaction



Click Approve



Enter Approver comments as needed 
and click Submit to complete approval

As per policy ADM 04-408, time records are 
certifications of time worked and as such should be 
completed carefully and accurately.



Approval Confirmation banner will briefly appear



Click on arrow back to continue 
approving until all are completed



To review timecard status and details, 
go to Team Time and Attendance tile  
under Manager Self Service



Under Enter Time, 
Click on filter to 
search for employees



Reports to position will 
default to Supervisor’s 
position, you can narrow 
the search by adding 
more filters if needed 
and Click Done



Select employee from the list



Click on   icon to 
review status 
descriptions

An icon will appear on each day 
to reflect the time status.



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
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Congratulations!
You have successfully completed this topic.

End of Procedure.
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