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Temas generales de administracion interna

e Por favor sea respetuoso con los demas.

e Por favor apague su microfono cuando no esté hablando.

* Por favor evite hablar al mismo tiempo que otros
participantes.

* Esté consciente de que, si elige la funcién de video, evite
hacer otras tareas.

* Por favor use la funcidon de “Chat” si no se siente comodo

hablando en publico.
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TIME TOPIC Presented by:
8:15-8:30 AM Inicio de la sesién de Zoom EOD
8:30 - 8:40 AM Bienvenida/Resumen de agenda EOD
Preguntas acerca del sitio web NEE y “Su
8:40 - 8:55 AM  trayectoria Lobo” / “Your Lobo Journey EOD
EOD

HR Client Services
HR Benefits & Employee Wellness

8:55-9:20 AM CARS
Presentaciones departamentales y preguntas UNM Payroll

y respuestas
Parking and Transportation Services (PATS)

Custodian of Public Records Office (IPRA)

Export Control
EOD
9:20 - 9:25 AM Conclusion/Preguntas finales
9:25-9:30 AM Encuesta en linea EOD/New Employees
10:00 AM Fin de la sesién de Zoom EOD
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Guia de inicio para empleados nuevos

PT]\T,I
La guia de inicio para empleados nuevos la puede encontrar en:
hr.unm.edu/new-employee-toolkit

New Employee El enlace a la guia en PDF se puede encontrar en:
Starter Guide https://hr.unm.edu/docs/eod/new-employee-checklist-

New Employee Experience spanish.pdf

Presented by: Emp.
Revised Jan 3, 2023

New Employee Information Session R


https://hr.unm.edu/new-employee-toolkit
https://hr.unm.edu/docs/eod/new-employee-checklist-spanish.pdf

Sitio web para la experiencia de empleados nuevos: newemployee.unm.edu

Questions/
I SS u eS New Empklovee Experience

Welcome to the University of New Mexico, where each of us defines all of us. We’re excited that you
are here, and ready to contribute in a meaningful way to the mission and vision of New Mexico’s
flagship institution of higher learning, and one of the country’s top research universities.

Your Lobo Journey

Home Lobo Journey Before You Arrive First Day First Week First Month  First Three Months  Final Step

New Employee Onboarding Steps

Before You Your First Your First Your First Your First Final Step
Arrive Day Week Month Three Months



http://newemployee.unm.edu/
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Home Lobo Journey Before You Arrive First Day First Week First Month  First Three Months  Final Step

UNM / Home /' Lobo Journey

Your Lobo Journey Orientation Training

I Y,
W Preguntas/ Dudas

New Employee Experience Modulos “Su trayectoria Lobo”

Press Play To Begin

New Employee Information Session 4
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UNM &Y %6 * Meta uno:
OPPORTUNITY DEFINED = P - y Avance Nuevo México
|  Meta dos:
Experiencia de los estudiantes e innovacion educacional
* Meta tres:
) o B M)l PG PR T Pl Shaii, ICASAIS IS Excelencia incluyente
* Meta cuatro:

UNM 2040: Opportunity Defined

The University of New Mexico is undertaking a - -~ — : SOStenlbllldad
process to craft a multi-year plan to build the S ; d
future of UNM. This plan will provide us with

Meta cinco:

both a vision of our future twenty years from
now, and a set of more immediate tasks

designed to move us toward that vision. T - e - Una universidad

UNM 2040 Launch

opportunity.unm.edu

New Employee Information Session -



https://opportunity.unm.edu/

T T THE UNIVERSITY OF
INIYI NEW MEXICO

Valores
Vision, mision y valores
Vision }

desempefiarnos y lograr los mas altos niveles:

INCLUSION

Ser lider global en la realizaciéon del potencial humano,

atendiendo los desafios comunitarios criticos y demostrar el : :
Respetamos y celebramos las diferencias de todas las personas

poder de la diversidad incluyente. trabajar en un entorno de colaboracién donde la diversidad se valora
Misién un sentido compartido de pertenencia.
MEDIO AMBIENTE

La Universidad de Nuevo México si'rve como la principal _
Estamos dedicados a protegg

institucion de educacioén superior, siendo proveedorfé de
cuidado de salud en el estado al promover el descubrimie

generando contribuciones intelectuales y culturales, -
administradores de los recursos que se

LUGAR
nuestra comunidad mediante el desarrollo de un Nuevo México Estamos dedicados a los pueblos y lugare

reconociendo los valores académicos y prestando servicio a

educado, saludable y econémicamente vigoroso. sl SEeline el 1 peioie) gl ovell e el Tde

New Employee Information Session
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MANAGERS & DEPARTMENT
JOB SEEKERS EMPLOYEES RETIREES SUPERVISORS RESOURCES HR AT A GLANCE

View UNM’s Coronavirus Guidance for Employees.

Home Employee and Organizational Development

Employee &
Organizational

Development
(EOD)

Employee & Organizational Development

EOD Home
About EOD
Career Pathways

Coaching

EMPLOYEE &
ORGANIZATIONAL
DEVELOPMENT

Consultation

Course Offerings

Facilitation

Change. Grow. Lead.

Employee and Organizational Development (EOD) offers training, workshops and resources to all UNM faculty, staff and Quick Links ¥
departments to help cultivate careers, improve work environments, and create leaders.

. Remote Work Resources
Our Vision

To use our expertise to transform individual and group talents into high-performance teams within the UNM Community. Training

Our Mission Uleads
EOD’s mission is to be a partner in designing and delivering customized professional development solutions focused on

organizational and personal growth for our UNM faculty, staff, and student employees.

EOD delivers a range of solutions that positively impact organizational effectiveness in relation to productivity, job satisfaction, and contact US
personal fulfillment- from one-on-one coaching to department team building. Explore our solutions in the side navigation and
complete our intake form to get started. John and June Perovich Business

Center
1700 Lomas Blvd. NE, Ste 1200
MSCO01 1220

Website: hr.unm.edu/eod

Email: eod@unm.edu

10
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RESOURCES
MANAGERS & DEPARTMENT
JOB SEEKERS EMPLOYEES RETIREES SUPERVISORS RESOURCES HR AT A GLANCE

I I R C I - t View UNM’s Coronavirus Guidance for Employees.
I e I l Home Client Services
| |

Client Services

Recruitment & Hiring, Shared Services, & UNMTemps

Human Resources Client Services supports UNM'’s recruitment and hiring needs. The
management systems, as well as the related policies and processes to assist departnw H U MAN

WMWY, RESOURCES
Our Mission

We strive to attract, recruit, and retain a skilled and talented workforce. Our goal is to |
departments as they negotiate the recruitment and hiring process.

Welcome to the HR Organizations application. You can find HR Consultant information based on HR Organizations by making a selection below,
You have the ability to select from our list of HR Consultants, by Level 3 Organization, by the Financial Manager or by entering an Organization
Code. Make a selection below to get information on HR Organizations.

Recruitment & Find HR Consultants by Financial Manager Find HR Consultants by Org Code
Hiring Services
HR Client Services provides support for HR Shared Services Find HR Consultants by Financial Manager Enter an Org Code or a partial Org Code
departments in the search for their next staff and student recruit
member. Whether through our professional service and payroll suppor
offerings or in providing guidanace as you manage serv
the process yourself, Client Services is here to
assist in building your team.
For Departm
- Find HR Consultants by Department Find Orgs by HR Consultant r
Find HR Consultants by Department (Level 3 Org) Find Orgs by HR Consultant

Website: hr.unm.edu

Email: clientsv@unm.edu



https://hr.unm.edu/
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Su primera semana

* Crear NetID y Autenticacion multifactorial
* Su NetlID se puede crear 24 horas después de que su contratacion haya sido procesada en nuestro sistema. Cree su

NetID en netid.unm.edu.

* También deberia de inscribirse en la autenticacidon multifactorial para mayor seguridad.

* Sihasido contratado por Ciencias de la Salud y Salud de la UNM (UNM Health and Health Sciences), sera necesario
crear su propio NetID UNM, una vez que lo haya hecho Ciencias de la Salud y Salud de UNM creara su NetID de
Ciencias de la Salud y Salud de la UNM.

* Configure su deposito directo
* Los nuevos empleados pueden configurar su depdsito directo el primer dia de trabajo.
* Para obtener instrucciones acerca de cdmo configurar su depdsito directo y establecer sus asignaciones de cuenta

visite la Pagina de pago directo de ndmina. Primero debera haber configurado su NetID para completar esta tarea.

New Employee Information Session
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Su primera semana

* Llenado del formulario W-4
* Suretencion de impuestos esta predeterminada a Soltero. Si desea actualizarla, puede actualizar su
Formulario W-4 electronicamente.
e Por favor visite la Pagina de informacion de nédmina W-4. Puede encontrar instrucciones del Servicio

de ingresos internos (IRS por sus siglas en inglés) en https://www.irs.gov/pub/irs-pdf/fw4.pdf.

* Por favor no envie el formulario en forma impresa a Nominas.

» Visite la pagina web del Centro de Transaccién de Recursos Humanos/HR Transaction Center en

hr.unm.edu/transaction-center y la pagina web de ndmina en payroll.unm.edu/ para obtener

informacion acerca de la ubicacion, horarios de atencion e informacion de contactos clave.

New Employee Information Session 12
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Su primera semana

Actualice la direccion del lugar de trabajo en Autoservicio demografico, si trabaja en forma remota al 100% en

el estado o fuera de estado. Visite my.unm.edu > Ingrese a Loboweb > Informacién personal (Personal
Information) > Informacion de direcciones y directorio (Addresses and Directory Information) > Informacidén
demografica(Demographic Information) > Direccién del lugar de trabajo (Worksite Address)

| noticed the website does not have text in Spanish, so | added what the English text look like in Parenthesis.

New Employee Information Session I
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Su primera semana

Identificacion de empleado

La oficina LoboCard en el SUB actualmente esta
abierta de lunes a viernes de 8 a.m. a 4:45 p.m. sin
cita previa y esta disponible por teléfono o correo

electrénico.

En caso de alguna duda, envie un correo
electrdnico a la oficina LoboCard a

lobocard@unm.edu o llame al 505-277-9970.

New Employee Information Session
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)
UNM’s LearningCentral
| ea rning

PASSWORD RESET

If you need your UNM Net ID password reset, click here.
e I l I a If you need your HSC Net ID password reset, click here.

HSC NET ID LOGIN

Website: learningcentral.unm.edu

Capacitacion obligatoria 2023 disponible
e 30 dias para completarla
 Elacceso puede tomar hasta 72 horas
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Beneficios de UNM

Inscripcion a beneficios

Beneficios de salud

° Dental
o FSA/Cuidado de dependientes
o Médicos

o Medicamentos con receta
o Vision
Discapacidad y cuidado a largo plazo
Beneficios de retiro
Beneficios educacionales
Sitio web: hr.unm.edu/benefits

Correo electrdnico: hrbenefits@unm.edu
Tel.: 277-6947

Benefits Enroliment

Change My Benefits

Eligibility

Enroliment

Language Assistance

Qualifying Change in Status

Qualifying Change in Status - Resident Physicians
Special events enrollment under HIPAA
Termination of coverage/COBRA

UNM's Contribution to the Cost of Insurance

UNM Premium Only Plan (POP)

e )
Health Benefits

Benefits Calculator

Dental Insurance

Fall 2022 Flu Shots

Flexible Spending Accounts (FSA)
HIPAA Compliance Policy
Medical Insurance

Medical Plan Reps on Campus
Prescription Drug Plan

Student Health Plan

Vision Insurance

Considering Retirement? (Coming Soon!)
UNM Retirement Plans

Retirement Plan Investment Committee
VEBA

Voluntary Retirement Plans

Financial & Retirement Planning by Appointment

Retirement Inquiry Form

- g —

Life, Disability &
Long Term Care

Educational Benefits

New Employee Information Session
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RN HUMAN By In
WY1 RESOURCES

MANAGERS & DEPARTMENT
JOB SEEKERS EMPLOYEES RETIREES SUPERVISORS RESOURCES HR AT A GLANCE

View UNM’s Coronavirus Guidance for Employees.

Home / Wellness

Website: hr.unm.edu/wellness Benefits & Employee Wellness
Email: wellness@unm.edu

Employee
Wellness
Programs

Employee Wellness Home

Well-Being Expo

T '
LLNESS' X 2 & About Employee Wellness

-

Consultation Services

Welcome Emotional Wellness ¥

Employee Wellness is provided by UNM as part of your benefits as an employee. We exist to help UNM faculty and staff stay
healthy through a holistic approach to wellness- helping us feel better and live longer. We invite you to learn more about our
events, programs and more.

Financial Wellness ¥
Nutritional Wellness v

. Physical Wellness¥
Upcoming Classes & Events Y

* QPR suicide prevention training (first Friday of every month) Workplace Wellness¥

« Spring 2023 Lunchtime Zoom Workouts (starts Jan 23)

* W2W Financial Educational Series (Feb 15, Apr 12, Sept 27 & Nov 15) Wellness Ambassador

+ Financial Wellness Workshop: Inside Money (Mar 7) Program

* Lobo Triathlon (April 1 & 2)

* Stadium Stair Challenge 2023 (April 29) Questions About Health?

Featured Wellness Resources

+ BurnAlong online platform i by HSC
* UNM mental health resources Contact Us
 LoboWell Listserv

COSAP - Fun in the 505 magazine &'

Therapy Assistance Online '

Continuing Education class with New Mexico Sports and Wellness membership (24 weeks; tuition remission
eligible)

SHAC Pharmacy with services available for faculty and staff

John and June Perovich Business
Center

1700 Lomas Blvd. NE, Ste 1400
MSCO01 1220

wellness@un &

(505) 272-4460

(505) 277-2278

Employee Wellness News & Events

New Employee Information Session
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NEW MEXICO.

UNM CARS _ | |
Counseling, Assistance & Referral Services (CARS)

Servicios de asesoramiento, asistencia y recomendacion -

Un programa confidencial de asistencia para el empleado (EAP, por sus siglas en
inglés) para el personal docente, administrativo, parejas domésticas y jubilados.
Prestando servicio al Campus principal de UNM, Campus sucursales, Ciencias de
la Salud de UNM.

Ayudar con asuntos personales y relacionados con el trabajo a través de servicios g
gratuitos incluyendo:

*  Evaluacién

* Asesoramiento individual y de pareja

*  Recomendacion a recursos internos/externos

Home About CARS~ Services» Training~ Resources~ Privacy~ Professional Staff+ Contact CARS~

: What CARS Offers Your Appointment Services
[ )
Cons u Ita Co n u n Su pe rVI Sor CARS promotes a healthy work-life balance by Call (505) 272-6868 « Individual and Couples Counseling
[ ) Se m i n a rios y ta I Ie res d e tra bajo providing on-site services to assist UNM faculty Weekdays, 8 AM to 5 PM * Supervisory Consultations with

* Informe acerca de incidentes criticos
e  Boletin mensual: Empleado de primera linea, Supervisor de primera linea

Citas: (505) 272-6868

1800 Mesa Vista Rd. NE
Lunes a viernes, 8am-5pm
Sitio web CARS: cars.unm.edu
Politica 3750 UNM CARS

New Employee Information Session
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Home MyPay~ Employee Toolbox International Employees~v Retirementv Tax Information Time Entry & Forms FAQ's Contact Us~

UNM / Home

Announcements

Office Hours: Change Personal

£:00 am'- 5:_00 pm 2022 Form W-2 will be published online and mailed by January 31, In.formatlon .

Monday - Friday 2023, Direct Deposit
Employment Verification

FAQs

New Employee Experience

.

Window Hours:
8:00 am - 4:30 pm (Closed for
Lunch 1:15 pm - 2:15 pm)

The Payroll Calculator is now available to use with 2023 Federal and
New Mexico tax rates.

News Archive

Monday - Friday 2023 Direct Deposit Deadlines i

* New Mexico State Tax
Payroll Department: 2023 Payroll Timekeeper and Approver Schedule is now ilabl Withholding Form
MSC011230 e Pay Schedule

Building Access Control
Albuquerque, NM, 87131 To support a safe and secure campus environment for our Lobo
. community, beginning Monday, August 15, 2022, building access
Phone: (503).277-2353 control will be activated for our building - the Perovich Business

Eax: _7_505) 277-932: Center. All UNM students, staff, faculty, retirees, and affiliates who have “
mail: pay@unm.edu a UNM Lobo ID card with proximity privileges will use their UNM Lobo

1 University of New Mexico

Physical Location: ID card to gain access to the building during normal business hours. « UNM Hospital Employee
h P ich Inf ti

+a n and.JuneiPerovid Taxable Benefits for eligible participating staff and faculty AL

Business Center * UNM Human Resources

1700 Lomas Blvd. NE, Suite * UNM Policies &

3500 Procedures
Albuaeraue, NI 87106 « v e e
Calandar

Website: payroll.unm.edu

Email: pay@unm.edu

20
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Parking &
Transportation
Services

GNE)

Parkmg & Transportatlon Services

G ™ g |

2401 Redondo Dr. NE pats.unm.edu
505-277-1938 | parktran@unm.edu

7:30 a.m. to 5 p.m. Kl Y @unmpPaTs  (O) @UNM_PATS

Monday-Friday

_ o A - Es - = . e :‘W " e
e . e =5 i e
; > i e

e : My

Website: pats.unm.edu
Email: parktran@unm.edu


https://pats.unm.edu/
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Public Records Request

ustodian o
ublic [

FAQ
. please
I I I visit http://registrar.unm.edu Submit a Request

Resources and Links

« UNM Regents Policy Manual 2.17: Public Access to University Records

Inspection of Public Records

This web page provides information regarding the policies and procedures involved in making public records
requests to the University of New Mexico pursuant to the New Mexico Inspection of Public Records Act (IPRA).
IPRA requests are processed by the UNM Custodian of Public Records.

Information on making a public records request.

Submit a Request

Custodian of Public Records « University Administrative Policies and Procedures Manual 2300: Inspection of Public Records
MSCO5 3440

1 University of New Mexico « University Administrative Policies and Procedures Manual 3210: Recruitment and Hiring
Albuquerque, NM87131-0001 (section 3: Disclosure of Employment Applications)

Physical Location:
Scholes Hall

Room 208

Phone: (505) 277-5035
unmipra@salud.unm.edu

« University Administrative Policies and Procedures Manual 3710: Personnel Information Disclosure Policy

e The Attorney General's IPRA Compliance Guide can be accessed via www.nmag.gov

Website: publicrecords.unm.edu

Email: unmipra@salud.unm.edu

22



http://publicrecords.unm.edu/

YN THE UNIVERSITY OF
m NEW MEXICO.

Control de exportacion de UNM

éPor qué los EE.UU. tiene leyes de control de

exportacion?

* Prevenir el robo de nuestras tecnologias.

Y...iprevenir el robo de informacion de EE.UU.!

e Siseroba lainformacion de una persona, no pueden
publicar; no se pueden beneficiar de su propio
trabajo.

El gobierno de EE.UU. también regula la liberacion de

cierta informacion a los ciudadanos extranjeros aqui en

los EE.UU.

* Esto se le conoce como “Considerados exportacion”

* Esto significa que los ciudadanos extranjeros en la
UNM no podran trabajar en algunos contratos — ja
pesar de que estan aqui legalmente!

New Employee Information Session

Los EE.UU. tiene varias leyes que gobiernan la
exportacion de mercancias y puede ser
complicado.
Sila UNM infringe cualquiera de estas leyes, jel
castigo puede ser grave!
* jHasta $1 millén por infraccion! 20 afios de
carcel!
* AUn mas importante:
* jPerder la capacidad de competir por
contratos federales mayores de $25,000!
* jOincluso la eliminacién de nuestros
privilegios de exportacion!

23
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Temas de preocupacion del control de exportacion

Tecnologia que a menudo son controladas: Términos para tomar en cuenta:

* Semiconductores * Control de exportacion (generar/recibir)

* Laseres, sensores y optica * Declaraciones de distribucién DoD (B, C, D, E, F)

* Robbtica * Informacion controlada no clasificada (CUI)

e Vehiculos aéreos no tripulados (UAV, por * Resguardo de informacion técnica controlada no
sus siglas en inglés) clasificada -DFARS Clausula 252.204-7012

* Sistemas de informacion DD Formulario 2345: Acuerdo de datos técnicos

e Sistemas de navegacion criticos militares

 Aeronautica * Plan de control tecnoldgico (TCP, por sus siglas en

e Sistemas marinos y espaciales inglés)

* Tecnologia criptografica/encriptada * Viajes internacionales

* Nuclear * Restricciones de participacion

New Employee Information Session =
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Contact

Patrick Bourgoyne
Export Control Officer (ECO)
Main Campus email: export@unm.edu

phone: 505/277-2968

New Employee Information Session 25
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Final Questions and Wrap Up

« Employee & Organizational Development (EOD) eod@unm.edu

 HR Benefits & Employee Wellness hrbenefits@unm.edu & wellness@unm.edu
« UNM CARS Counseling, Assistance and Referrals http://cars@unm.edu
 HR Client Services clientsv@unm.edu

 HR Transaction Center hrpr@unm.edu

« Custodian of Public Records Office (IPRA) unmipra@salud.unm.edu

« Parking & Transportation Services (PATS) parktran@unm.edu

« UNM Payroll Office pay@unm.edu

 UNM Recreational Services https://recservices.unm.edu/contact-us/index.html
* UNM Export Control export@unm.edu

New Employee Information Session 26
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UNM New Employee
Experience Attendance

Attendance

M UNM New Employee Experience
O

Acknowledgement that I have attended the UNM New Employee Experience and completed My Lobo Journey

* Required

1. Full First and Last Name
E3

Enter your answer

2. UNM Net ID

Enter your answer

3. UNM Banner ID

Enter your answer

You can print a copy of your answer after you submit

Never give out your password. Report abuse

This content is created by the owner of the form. The data you submit will be sent to the form owner. Microsoft is not responsible for the
privacy or security practices of its customers, including those of this form owner. Never give out your password.

Powered by Microsoft Forms |

The owner of this form has not provided a privacy statement as to how they will use your response data. Do not provide personal or
sensitive information.

| Terms of use

New Employee Information Session
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]_{J}[ New Employee Experience Survey Encuesta de finalizacidn de la experiencia de los nuevos
empleados

Congratulations on completing New Employee Experience, your new employee orientation! We ask that you please
answer the following questions regarding your experience. Your feedback is very important to us.

1. What is your workplace location?

O Main Campus

O North Campus
(O south Campus
O Branch Campus

O Other

esurvey.unm.edu/opinio/s?s=122018

2. How useful was the information provided in "Your Lobo Journey", the website modules ?

(O Extremely useful
(O Somewhat useful

O Not useful

3. The amount of information provided was
(O Just right

(O Too much

O Not enough

New Employee Information Session 28
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iGRACIAS Y BIENVENIDOS A LA UNM!




