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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 checklist is designed to ensure that your UNM career kicks off as smoothly as 
possible, addressing a number of logistics that will help you embark on your new position. Be 
sure to check with your supervisor for any additional requirements.  
 
Up-to-date employee information is available on the Human Resources website at hr.unm.edu. 
To answer frequently asked questions, check our New Employee Toolkit at hr.unm.edu/new-
employee-toolkit.   
 
Still have questions? Contact the UNM Employee & Organizational Development Department at 
eod@unm.edu, or 505.277.1555, or visit the EOD website at hr.unm.edu/eod. 
 

 
 

COMPLETE THIS CHECKLIST ALONG WITH YOUR 
NEW EMPLOYEE EXPERIENCE JOURNEY 

 

https://hr.unm.edu/
https://hr.unm.edu/new-employee-toolkit
https://hr.unm.edu/new-employee-toolkit
mailto:eod@unm.edu
https://hr.unm.edu/eod
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Get Started 

• Go to newemployee.unm.edu and 
click on Your Lobo Journey to watch 
the new employee orientation 
presentation. 

 

• Navigate through the bar located on 
the New Employee Experience 
webpage and review the following 
sections: 

 

1. Before Your First Day (Service Center) 
 Sign your offer letter 
 Complete additional employment forms 
 Get your temporary parking permit 
 Review the UNM benefits available to you 

 

2. First Day  
 Create Net ID 
 Set up your direct deposit 
 Complete W-4 
 Get your Employee ID (LoboCard and/or HSC Badge) 
 Get your office keys (Lock Shop) 

 

3. First Week 
 Get a permanent parking permit 
 Complete your department’s orientation 
 Meet with your supervisor and team 
 Enroll in your Benefit plans before your 60th Day 
 Update worksite address in Demographic Self-Service, if working 100% remote in-state or out 

of state. Go to my.unm.edu > Enter Loboweb > Personal Information > Addresses and 
Directory Information > Demographic Information > Worksite Address 

 

4. First Month 

 Get to know MyUNM  
 Complete Mandatory Training and any department-specific training required 
 Are you an HSC employee? Be sure to complete HSC specific trainings 

 

5. First Three Months 

 Explore the many resources and opportunities available to you as a Working Lobo, from 
recreational and fitness opportunities to continuing your education.  

 

6. Final Steps  

 Meet with your supervisor for one-on-one performance discussions 
 Review six-month performance evaluation with your supervisor  
 Complete our survey about your onboarding experience! 

http://newemployee.unm.edu/
https://hr.unm.edu/benefits
http://it.unm.edu/accounts/index.html
https://payroll.unm.edu/mypay/direct-deposit.html
https://payroll.unm.edu/mypay/w-4-information-and-new-mexico-state-tax-withholding.html
https://lobocard.unm.edu/
https://hsc.unm.edu/policyoffice/administration/identification-badges.html
https://fm.unm.edu/services/lock-shop.html
http://pats.unm.edu/
https://hr.unm.edu/benefits/enrollment
http://my.unm.edu/home
http://my.unm.edu/home
https://learningcentral.unm.edu/
https://hr.unm.edu/performance-evaluation
https://esurvey.unm.edu/opinio/s?s=122018


6 | P a g e  
 

 
  

 
 

 
 

 
 

 

 
 

 
 

Every Monday from 8:30 a.m. – 10:00 a.m. 

 
Time 

 
Topic Presented by: 

 

8:15 - 8:30 a.m. 
Zoom Session Opens EOD 

8:30 - 8:40 a.m. Welcome/Agenda Review EOD 

8:40 - 8:45 a.m. Let’s Get Acquainted!  EOD/New Employees 

8:45 - 8:55 a.m. 
Questions/Issues Regarding NEE Website and       

“Your Lobo Journey” 
EOD 

8:55 - 9:20 a.m. Departmental Introductions and Q & A 

EOD 
HR Client Services 

HR Benefits & Employee 
Wellness 

UNM CARS 
UNM Payroll 

Parking & Transportation 
Services (PATS) 
Export Control 

Custodian of Public Records 
Office (IPRA) 

9:20 - 9:25 a.m. Wrap Up/Final Questions EOD 

9:25 – 9:30 a.m. Online Survey EOD/New Employees 

10:00 a.m. Zoom Session Ends EOD 

New Employee Online 
Information Session Agenda 
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UNM 2022 Holiday Schedule 
 

Martin Luther King January 17 

Memorial Day May 30 

Independence Day 
July 1 (President’s Office Approved Holiday) 
July 4 (Observed) 

Labor Day September 5 

Thanksgiving Break November 24-25 

Winter Break December 23, 2022 – January 2, 2023 

 
 

 

UNM 2023 Holiday Schedule 
 

Martin Luther King January 16 

Memorial Day May 29 

Independence Day 
Observed 

July 4  

Labor Day September 4 

Thanksgiving Break November 24-25 

Winter Break 

 

December 22, 2023 - January 1, 2024 

 
 

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 Holiday Schedule 

https://hr.unm.edu/calendars
https://policy.unm.edu/university-policies/3000/3405.html
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UNM Payroll Schedule 

https://payroll.unm.edu/mypay/pay-schedule.html
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Health Services for UNM Faculty, Staff, and Retirees 
505-277-3136 

    
  

 

 

 
 

 
 

 
 

 
 
 

 
 
 

 

 
 
 
 
 
  

SHAC Services 

Travel 

Taking a trip? Our providers will sit down with you one-on-one to 

make sure you have the appropriate immunizations and 

medications to have a safe and healthy trip.   

Licensed Massage Therapists 

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.   

For more information about SHAC services, appointments and 

accepted insurances, visit the SHAC website. 

Full Service Pharmacy 

Our pharmacy fills prescriptions from all licensed practitioners, 

including providers outside UNM. Open five days a week, we 

offer a variety of prescription and over-the-counter medications.  

 

https://shac.unm.edu/
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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.  
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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”  


