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Welcome to the University of New Mexico, where each of us defines all of us.  

 
We are 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. 
 
The following information is designed to ensure that your UNM career kicks off as smoothly as 
possible and to help you embark on your new position. Be sure to check with your supervisor for 
any additional requirements beyond the New Employee Experience (NEE). 
 
As you begin your career journey, please be sure to review the following checklist. You may 
also access all of your NEE materials and information on the New Employee Experience 
website, so we encourage you to revisit the website as a reminder of the steps you need to take 
in your first three months of employment.  
 
Questions? Contact UNM Engagement & Organizational Development at eod@unm.edu or visit 
our website at hr.unm.edu/eod. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

YOUR LOBO JOURNEY 

Below are the three components of your new employee orientation process.  
These three components will include the information you need for successful onboarding at UNM. 

 Complete the “Your Lobo Journey” modules located at newemployee.unm.edu. 

 Attend a New Employee Experience Information Session. Details on how to access a session are 

located on the NEE website.  

 Keep this Starter Guide handy to reference during your first few months of employment.  

 

https://newemployee.unm.edu/
https://newemployee.unm.edu/
mailto:eod@unm.edu
https://hr.unm.edu/eod
https://newemployee.unm.edu/lobo-journey/index.html
https://newemployee.unm.edu/lobo-journey/index.html
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BEFORE YOU ARRIVE 

 Sign your offer letter. Contact your hiring manager if you have questions about your onboarding 

process. 

 Complete any additional employment forms. 

 Review the UNM benefits page to understand your options and deadlines. 

YOUR FIRST DAY 

 Complete “Your Lobo Journey” modules. This is an important component of your onboarding 

experience and should be completed before your New Employee Information Session.  

 Attend a New Employee Information Session. These sessions are offered virtually. Visit the 

New Employee website for details.  

 Create your NetID. Visit netid.unm.edu for more information. UNM HSC employees will need an 

HSC NetID and will need both to access various UNM systems. Visit HSC.ID for more details. 

 Set up your Direct Deposit. Visit the Payroll website for more details. 

 Update your W4 if needed. Visit the Payroll website for more details. 

 Consent to receiving your W2 electronically. Visit the Payroll website for more details.  

 Get your Employee ID. Obtain your LoboCard and your HSC badge, if applicable. 

 Need an office key? Obtain authorization from your supervisor and check out your keys through 

the Lock Shop. (Branch campuses, please check with your supervisor.) 

YOUR FIRST WEEK 

 Get a permanent parking permit. Visit the Parking and Transportation website.  

 Update your worksite address and any personal contact information in the Demographic Self 

Service Portal through LoboWeb.  

 Complete your department’s orientation 

YOUR FIRST MONTH 

 Complete your mandatory training through Learning Central. Mandatory training must be 

completed in your first 30 days of employment. 

 Complete any additional department-specific trainings required. 

 Enroll in your UNM Benefits! You have up to 60 calendar days to enroll.  

NEW EMPLOYEE CHECKLIST 

Below is a checklist of steps you need to take to become a successful Working Lobo. 
Complete this checklist along with your Lobo Journey. 

YOUR FIRST THREE MONTHS AND BEYOND 

 Familiarize yourself with all the resources and opportunities available to you as a Working 

Lobo, from recreational and fitness opportunities to continuing your education.  

 Meet regularly with your supervisor for one-on-one performance discussions.  

 Meet with your supervisor for your six-month performance evaluation.  

https://hr.unm.edu/benefits
https://newemployee.unm.edu/first-day.html
https://netid.unm.edu/
https://hsc.unm.edu/about/cio/technology-support/hsc-identity-management.html?_gl=1*y5qj7c*_gcl_au*njq2otyynzcumtcwota1mzyxoa..
https://payroll.unm.edu/mypay/w-4-information-and-new-mexico-state-tax-withholding.html
https://payroll.unm.edu/mypay/w-4-information.html
https://payroll.unm.edu/mypay/w-2-information.html
https://lobocard.unm.edu/?_gl=1*ubfic4*_gcl_au*NjQ2OTYyNzcuMTcwOTA1MzYxOA..
https://lobocard.unm.edu/your-card/get-a-lobocard/unm-hospital-employees.html?_gl=1*ubfic4*_gcl_au*NjQ2OTYyNzcuMTcwOTA1MzYxOA..
http://ppd.unm.edu/services/lock-shop.html?_gl=1*1bzmra1*_gcl_au*NjQ2OTYyNzcuMTcwOTA1MzYxOA..
http://pats.unm.edu/?_gl=1*3ttqn7*_gcl_au*NjQ2OTYyNzcuMTcwOTA1MzYxOA..
https://payroll.unm.edu/mypay/change-personal-information.html
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New Employee Virtual 

Information Session Agenda 
 

You are required to attend the virtual New Employee Information Session that occurs 
every Wednesday morning from 9 to 10:15 a.m. If the Wednesday falls on a holiday, you will 
attend the following week's session. Go to this Zoom meeting link to 
attend https://unm.zoom.us/j/94004377327 (Password: UNMNEE). 

 

Every Wednesday from 9 to 10:15 a.m. 

 
Time 

 
Topic Presented by: 

9 a.m. Zoom Session Opens | Welcome | Housekeeping EOD 

9:10 a.m. 
New Employee Experience: Steps for Successful 

Onboarding 
EOD 

9:15 a.m. Get to Know UNM EOD 

9:30 a.m. First Things First: A Checklist for Your Lobo Journey EOD 

9:45 a.m. Departmental Introductions and Q & A 

EOD 
HR Client Services 

UNM Payroll 
HR Benefits & Employee 

Wellness 
CARS 

Ombuds 
Parking & Transportation 

Services (PATS) 
 

10:15 a.m. 
Wrap Up | Final Questions |Acknowledgement of 

Attendance Form | Feedback Survey 
EOD/New Employees 

https://unm.zoom.us/j/94004377327
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UNM 2025 Holiday Schedule 

 

Martin Luther King January 20 

Memorial Day May 26 

Juneteenth June 19 

Independence Day 
Observed 

July 4  

Labor Day September 1 

Thanksgiving Break November 27-28 

Winter Break December 24, 2025 - January 2, 2026 

 

For more information on UNM Holidays, including the Campus Calendar, Payroll Schedule, and UNM  

Events Calendar, visit the HR Calendars Page at hr.unm.edu/calendars  

For more information regarding UNM Holidays, see the University Administrative Policy 3405.  

UNM 2024 Holiday Schedule 

 

Martin Luther King January 15 

Memorial Day May 27 

Juneteenth June 19 

Independence Day July 4 

Labor Day September 2 

Thanksgiving Break November 28-29 

Winter Break December 23, 2022 – January 2, 2023 

https://hr.unm.edu/calendars
https://policy.unm.edu/university-policies/3000/3405.html
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Payroll Schedule can be found at https://payroll.unm.edu/mypay/pay-schedule.html  
  

 

 
UNM Payroll Schedule 

 

https://payroll.unm.edu/mypay/pay-schedule.html
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Student Health and Counseling Services (SHAC) 
505.277.3136 
https://shac.unm.edu 
https://hsc.unm.edu/lobocare/faq.html 
SHAC is not just for students! SHAC offers a full-service pharmacy as well as over the 
counter medication and is open five days a week. Taking a trip? SHAC providers offer 
one-on-one consultations to make sure you have the appropriate immunizations and 
medications for a safe and healthy trip.  
 
Schedule a massage appointment over your lunch break or after work. SHAC’s licensed massage 
therapists specialize in a variety of massage techniques. Massage appointments are 50 minutes.   
 

LoboCare Clinic for Employees 
505.272.8481 
https://unmhealth.org/lobocare.html 
 
LoboCare Clinic was established to meet the acute and episodic medical needs of employees of UNM 
and UNM Hospital as well as the spouses and dependents of these employees. All patients should have 
a Primary Care Provider (PCP) and see their PCP when possible. 
 

Counseling and Referral Services (CARS) 
505.272.6868 
https://cars.unm.edu/index.html  
 
Counseling, Assistance and Referral Services (CARS) is the Employee Assistance Program for the 
University of New Mexico and Health Sciences. Services include counseling on a wide range of issues 
such as anxiety, depression, relationship difficulties, stress, job burnout, coworker conflict, eldercare, 
parenting, alcohol and drug use, grief and loss, managing change and preparing for retirement. CARS 
provides services to assist faculty, staff, their significant others and UNM retirees from UNM Main and 
Branch Campuses.  
 

UNM Staff and Faculty Wayfinder 
https://wayfinder.unm.edu/ 

The Staff and Faculty Wayfinder helps university employees learn about the supportive services and 
reporting options available to them at UNM. We call it “the wayfinder” because through it, we seek to 
empower our colleagues to find their way to getting help.  There is no single pathway that is right for 
everyone. Some people just want someone who can listen, while others want to engage in mediation or 
file a formal complaint. By exploring the pages on this site users can learn more about their options 
before deciding how they want to proceed. 

Mental Health Resources 
https://mentalhealth.unm.edu/ 
 
A collection of resources and contacts in the UNM community related to mental health. 

 

 

 
Employee Health Resources 

 

https://shac.unm.edu/
https://unmhealth.org/lobocare.html
https://cars.unm.edu/index.html
https://wayfinder.unm.edu/
https://mentalhealth.unm.edu/
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UNM Leadership Teams 

 

UNM ORGANIZATIONAL AND LEADERSHIP TEAM 

HEALTH & HEALTH SCIENCES 

ORGANIZATIONAL AND LEADERSHIP TEAM 
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Police Officer’s Assoc & United Staff-UNM Bargaining Unit 
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Communication Workers of America Bargaining Unit 
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The UNM NetlD is a login ID that is used to access a variety of systems on campus including 

LoboMail, myUNM, and Learning Central. The University uses a multi-factor authentication 

(MFA) called Azure to verify your identity with your NetID. For general information on Azure and 

how it works, visit the Fast Info page at 

https://unm.custhelp.com/app/answers/detail/a_id/7823/kw/mfa . 

 

•  Open any browser and go to: netid.unm.edu/new-netid-registration/index.html  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

• Select “UNM NetID Registration.”  

• The following will page will display. 

• Enter your Banner ID, Birthdate, and First Name and Last Name in the appropriate 

fields. 

• Click on the I agree button. 

Creating a NetID 

https://netid.unm.edu/new-netid-registration/index.html 

  

  

https://unm.custhelp.com/app/answers/detail/a_id/7823/kw/mfa
https://netid.unm.edu/new-netid-registration/index.html
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• Confirm Your Identity: The following page will display. Some of your information will auto-

populate. Select a NetID following the requirements listed. Complete your mobile number 

and enter a non-UNM email. These will be used to help verify and access your account in 

the future.  

• Choose a Password: - Select and confirm your password using the standards below. For 

more information on valid NetID passwords, visit FastInfo.  

 

  

  

https://unm.custhelp.com/app/answers/detail/a_id/3559/kw/netid%20password
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WELCOME TO THE PACK! 

• Create Your Security Questions- These will be used to help verify your 

account in the future and must be completed before you can proceed.  

• Choose your Security Questions- Answer at least five security questions.  

• Click “I Accept and Submit”  


