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Go to my.unm.edu and enter your NetID and Password.Click on the Employee Life Tab


[image: ]Click on the LoboWeb button


[image: ]Click on the Electronic Personnel Action Form link




Enter the 9 digit UNM ID for the employee in which an action will be taken.   If you do not know the UNM ID numbers go to: https://eprint.unm.edu/cgi-bin/eprint.cgi for the following report- PZROEMA


[image: ]Click “Go” to advance to the next screen
Approval categories represent the purpose of the personnel action - the reason a personnel action is being created.
Query Date displays the date the originator generates a new EPAF.  This date will determine which jobs will be displayed.


After selecting the approval category the following screen will be displayed.
[image: ]Select the radio button next to the job in which you are taking action. Based on the query date, there may be more than one job displayed.

Click “Go” to advance to the next screen



[bookmark: _GoBack]Revised 10/5/12
image2.png
@ MyUNM - Windows Internet Explorer

B C— (00 X}

e~ B T ——— e ———— v Y]

7]

i Favortes | i3 2] Suggested Stes + ] Web Sice Gallery ~

2] | yunm 1€ MyUNM Login - powered

Welcome Liza Renae Gamboa,

My Acount | vou ara currantly logged in.

Contant Layout

Home Campuslife Library UNME-Mail BCs _Student My Courses BCs

Human Resources BEX | Loboweb For Employees BE
‘General Information No current announcements.
R Main Page
©Ghan i, et o
« Salary Structure Table
* Standard Tmesheet for Staff (PDF) LoboWeb
« Standard Timesheet for Staff (Excel)

{Latesn

‘What is Loboweb?

‘Career Development LoboWeb is the place for employees to view/update

« Career Development Main Page
« Education and Training
« Career Ladders

personal information, benefits and deductions, pay
information, tax forms and more.

Dus to schedulad backups, LoboWsb
is unavailable Saturday 7
5:30 prm-

Staff Resources

« Counseling Assistance and Referral
Services (CARS)

« Dispute Resolution

« Lesbian, Gay, Bisexual, Transgender,
and Questioning (LGBTQ) Resource
Center

« HR Consulting Services

« Office of Equal Opportunity (OEO)

« Training (Employee and Organizational
Development - EOD)

« Wellness (Employee Health Promotion

Whats New in HR oE=

« Long-Term Care Open Enroliment Extended - New
Deadiine October 5, 2011

Employee Life Y13

[ YOUR PERSONALIZED GATEWAY.TO UNM ]

H O g | § ¢

E-mail Calendar Groups | Logout Help

September 30, 2011

UNM Business Applications QE

Transaction and Real-time Query Systems
« Intemet Native Banner (INTG)

LoboWeb (INTG)

LoboMart.

UNMJobs

Workflow

Reporting
« E-print
 Hyperion (Hyperweb)

Banner Resources

« Banner Authorization Requests (INTG)
« Report a Duplicate Person/Non-person
« Search Class Schedule (INTG)

« Search Course Catalog (INTG)

« Electronic Forms.

« Purchasing Department Website

‘Space Management
« Self-Service: Space Information & Floor
Plans
« Discover Viewer: Reports
« Space Management Website
« Contacts: space@unm.edu or 277- -

@ Intemet [ Protected Mode: On G-

®10%
11:20 AM

=)

9/30/2011




image3.png
@& MyUNM - Windows Internet Explorer B e < S0 X )

IS = [ s myint, o rendrseroyoutRootiode P P tporam=isant=s2Fcp 2~ B | B] 49 x || g » -]

i Favortes | i3 2] Suggested Stes + ] Web Sice Gallery ~
~ [ @ v Pagev Safetyv Tools~ B)

2] | yunm | @ MyUNM Login- powered

— = | 9 1

Employee Life Tab.
plov: E-mail Calendar Groups | Logout _Help

W4 Forms
Direct Deposit Information

Please remember that history will build beginning January 2, 2008. Information such as previous pay stubs or job history prior to January 2008 is
not available.

Should you have any questions, be sure to call us at the Banner HR/Payroll Support Center at 277-HRPR (4777). Hours of operation will be
Monday - Friday, 8am to Spm.

Personal Information
Update race/ethnicity information; update addresses, emergency contact information, and directory information; opt-out of public
disclosure of home information.

Make Bursar Payments
Pay Bursar billed insurance, parking tickets, etc. by credit card, checking or savings account.

Electronic Personnel Action Forms
Labor Distribution Change

Benefits and Deductions
Retirement, Health, Flexible Spending, Miscellaneous, Beneficiaries, Benefit Statement

Pay Information
Direct Deposit, Eamings History, Deductions History, Pay Stubs.

Tax Forms
W4 Form, W2 Statement

Jobs Summary
List of Jobs and Associated Transactions

Leave Balances
List of Leave Balances

Time Sheet (Approvals and View Only) B

Done @ Intemet | Protected Mode: On Ga - R00% -





image4.png
New EPAF Person Selection
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