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

https://www.utrgv.edu/peoplesoft/
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Microsoft Authenticator (MFA) 
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Acess 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 

Set up your authentication method



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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Within the Employee 
Self Service Menu 

click the NavBar icon
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Select the bottom 
icon, Navigator
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Select HRMS



Select Self Service
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Self Service Menu. Select
Personal Information
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Personal Information Menu. 
Select Personal Details 
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To edit your address select 
Addresses
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To edit your current address 
select the address.



14

To add a mailing address 
click Add Mailing Address
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To update or review phone 
numbers and email 

addresses select, 
Contact Details
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To add Telephone Numbers 
click the ‘+’ symbol
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Select the Type of 
Phone Number, if it is 

the Preferred
telephone contact 
number, enter the 
telephone number 

and click Save

If you do not wish to 
add a telephone 

number at this time 
click Cancel
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A new telephone 
number has been 

saved.
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To edit or delete a  
telephone number select 

the phone number.
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Make any necessary 
changes to and click 

Save

If you wish to  delete 
a telephone number 

at this time click 
Delete

If you do not want to 
make any changes 

click Cancel
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To add an email address  
click the ‘+’ symbol
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Select the Type of 
Email, if it is the 
Preferred email  

number, enter the 
email address and 

click Save

If you do not wish to 
add a telephone 

number at this time 
click Cancel
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A new email address 
has been saved.
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To edit or delete a  email 
address select the email 

address you would like to 
edit
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Make any necessary 
changes to and click 

Save

If you wish to  delete 
the email address at 
this time click Delete

If you do not want to 
make any changes 

click Cancel



26

To update or review Marital 
Status, select 
Marital Status
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Select the Marital Status to 
update
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Enter the date of the event, 
click Start Life Event
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To update or review Name 
select, Name
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To edit name, Select the 
Your Name
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Make any necessary 
changes to and click 

Save

If you do not want to 
make any changes 

click Cancel
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To update or review Ethnic 
Groups, select Ethnic Groups
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To update click the Edit 
Button
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Make any necessary 
changes to and click 

Save

If you do not want to 
make any changes 

click Cancel
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To update or review 
Emergency Contacts, select 

Emergency Contacts



36

To add an emergency 
contact click the ‘+’ symbol
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Enter the Contact 
Name, Select the 

Relationship Type, if 
it is the Preferred

emergency contact, 
enter a telephone 

number using the ‘+’ 
symbol click Save

If you do not wish to 
add a emergency 

contact at this time 
click Cancel
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A new emergency 
contact has been 

saved.
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To edit an emergency 
contact, Select the name of 
the emergency contact you 

would like to edit.
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Make any necessary 
changes to and click 

Save

If you wish to  delete 
the email address at 
this time click Delete

If you do not want to 
make any changes 

click Cancel
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To view Additional 
Information, select Additional 

Information
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Additional Information 
summarizes other personal 

information (i.e. Date of 
Birth, Original State Date, 
etc.)  This section is view 

only
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To edit or update Veteran 
Status, select Veteran Status
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In the Self-Identification 
section select the option that 
best describes you and scroll 

down to submit
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Click Submit once you have 
made your selection 



46

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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