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The purpose of this job aid is to provide the Exempt employee
an overview of navigation and common tasks inside of the
LoboTime system.
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Logging On to LoboTime Logging Off of LoboTime
1 Access the LoboTime log on page. Click the Log Off utility link in the banner.
1 LoboTime returns to the Workforce Central log on
Type your Net ID and password in the page.

2 designated fields.

Caution: Clicking the Close (X) button without first logging off can
leave your connection to LoboTime open, which might allow
unauthorized people to view and edit information.

3 Click the Log On button or press the Enter key on
the keyboard.

Active Bar Carousel

Displays active Container for one or more
workspaces; click title to Name / Sign Out workspaces (Note: Carousel
bring a workspace into |dentifies user and a link to appears only if there is another
focus. (UNM Exempt log out of navigator. workspace in addition to the home
Employee is the only one workspace.)

in this example.)
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Workspace Widgets

Displays one or more widgets A widget is a task-oriented tool or view into Workforce

and the Related Items pane. Central. There will be one or two primary widgets,
depending on the workspace—these are widgets you

Related Items Pane
Includes one or more additional

widgets for less common tasks;
the Related Items pane is
optional and contains different
widgets for each workspace.

can use to perform tasks. There may also be one or
more smaller-sized secondary widgets, but normally
these are for viewing only until you swap them into a
\. primary position. b
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Primary
Widget

Closing the Related ltems Pane
Click the right arrow to close the
Related Items pane. When closed,

S A4 click the left arrow to open it.
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: : p—— There are two ways to activate a
sms i etz e PSR widget in the Related Items pane.
= o = = || o 3
&0, . sod 00 snoox] i B
e R w EI My Inbox To add it to the current workspace,
= rcete = [ < drag it out of the pane and release it
e over a widget in the workspace.
e B To work with the widget in a separate

workspace, click the widget while it is
still in the pane. To close that
workspace later, hover over its tab and
click the Close (X) button.

Related
Iltems
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Requesting Time Off

A UNM Exempt Employee

]
e
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My Requests  ~

€ ) Backto My Requests

‘MY REQUESTS

Show: KnoxSN, Steven 203353

4

Time Period: Range of Dates v 202013 21403 ) -
Apply
View Width: @ Week |7/ Month ) Mulliple Months
= - Sun Mon Tue Tha Sat -~ =
10 11 12 13 12
Feo Feo

= - - =

Requests Annual

- My Current Requests *Start Date *End Date *Duration Start Time Length Accruals as of 2/14/2013

- Al (%] & 201472013 ] 2142013 = Hours - 8:00 am 4 Annuzl 252:00

- Sick Catastrophic 0:00
Comp Eamed 0:00
Comp Payout 430
FMLA 0:00
MFMLA 0:00
Sick 127:22

Notes
Request for time ofi| -

Ll

1  Activate the My Requests tab from the Related Items pane.

2  Select the time off date range from the Time Period drop-down list.

Select a View Width and click Apply.

3 Click the date of the time off request.

4 From the Requests list, select the appropriate time off request — Annual or

Sick

Confirm the selected Start Date and End Date. Change the date if required.

In the Duration field, it is automatically populated in “hours”.

Enter a Start Time for the time off request (add am or pm).

In the Length box, enter the length of time for the request.

In the Notes box, add notes for the request. Then either click Submit or Draft (to

edit later).
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Retracting a Time Off Request

3 Select the request.
1 Access the My Current Requests widget from the Request workspace. 4  Fromthe Select an action drop-down list, select Cancel Request.
% From the Requests list, select My Current Requests. 5  Click Apply.
6 Employee will receive response in My Current requests when Cancel has been
Requests ~ Approved.
= My Curent Requests
= Annual
= Sick
My Current Requests
Date / Request for Status
2182013 Annual Approved

| B=lect an action
Cancel Reguest

| 20182013 Annual Cancel Approved
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Viewing Your Timecard

A UNM Exempt Employee
My Timecard Advanced  ~ ks My Calendar =i - |
*y
ﬁ.‘l Back to My Timecard Advanced 4 February 013 » g
5 M T W T F 8§
MY TIMECARD . !
Name &ID  [HarmonySC, Jesn | |907993 | 1: 2
Loaded: 2:49PM A e
Time Period [2003/2013 - 211572013, Range of Dates v | 3 4 & & F & B

100 11 12 13 14 B 16

| Actions ¥ Accruals ¥ Approvals ¥ Overtime ¥ ‘ 17 18 19 2 A 2 B

Week starting: Sun 2/03 ‘ 5 B I8

| | Paycode |  sun203 Mon204 | Tue 2005 Wed206 | Thu 2007 Fri2ng Sat 209 Totd | l:‘ i
(]| (5| Hours Worked i | 200 800 200 800 200 | 40.00

] | | 200 800 200 800 800 | 40:00

Week starting: Sun 2/10 ‘

[ElIE PayCode | sun2mo | Man 2111 | Tee2i2 | wed2i3 | Thu 2114 Fri2is | satane Total
()| (&) Hours Worked 200 a0 800 800 800 40:00
[ | | 800 800 800 800 800 ‘ 4000, | Accruals ]
| mset s 0
Accrual Code 11: Available Balance
Annual 192:00
[ oracs & scieout |aceruats | aupms | Catestrophic 0:00
= | v 000
(A~
MFMLA 0:00
| Accaunt |‘ Pay Code | Amount swck 10 4':06
474/4973021-TRN9IS/S01975-00-1 | | Reg 1 Allcation | B1:00
! 45711437302 TRNSB/S01 575001 | | Reguler Base Pay 1 [ 80:00
1 Access the My Timecard Advanced widget from the Related Items pane. 2 Atthetop of the timecard, use the drop down arrow to

select the time period you wish to view.
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Approving Your Time

1 Accessthe My Timecard Advanced widget from the Related Items

Pane.

2  Click Approve. A notification message will appear

showing approval or removal of approval. MY TIMECARD
Approved: 3:45PM

! ed Eked o -+
s Monced o R | My Galendar = i
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Loaded: 249PM s e N
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| Actions ¥ Accruals ¥ Appmva!s" ‘ 7 18 19 0 A 2 B
Week starting: Sun 2/03 ‘ ¥ 5 ¥ 7B
| | Pay Code | Sun 2/03 | n 2004 | Tue 2105 | Wed 2106 | Thu 207 | Fri2/08 | Sat 2109 | Total | | l:‘ My Inbox
(3] (55| Hours Worked | | 800 B0 800 800 800 [ Q
|| | 00 a0y 00 0 | 400
Week starting: Sun 2/10 ~ | Approvals Owverl
L] paycose | s |-Tue 2112 | Wed 2/13 | Thu 2414 | Frizis | Sat2/16 | Total
x| urs Worked ‘ [ove 800 00 200 800 40
|| | Remove Approval 00 800 800 200 000 | Accruals. ‘ail
U TIET ‘ . .
Asof 2715203 |@ [ﬁ]
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Annual 19200
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Note: You can remove your approval by
following the same steps and selecting
Remove Approval from the More menu.

MY TIMECARD
Approval Removed: 3:43PM

Issues with Time Card and Punches

For any issues regarding the time card and/or punches, please contact your LoboTime Time Manager or Supervisor for assistance and troubleshooting.




Best Practices




