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INTRODUCTION

Welcome to UNMJobs, University of New Mexico’s online applicant tracking and hiring
system. Our system allows applicants to provide application data in a secure
environment. This allows applicants to build a single profile for a specific posting, and
then save their profile to apply for future recruitments or career advancement
opportunities as an employee.

As a screening committee member you will be able to:

e Log in securely to view applicant pools to which you are assigned as a screening
committee member.

¢ View applicant’s profiles, résumés, and any other supporting documentation required by
the hiring officer.

o View applicant’s data individually, or pick applicants to view for comparison.

e Track the screening process by viewing those applicants selected for interview, or
removed as active applicants as the screening process proceeds.
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Logging into UNMJobs

Log into MY UNM using your UNM NetID and password.

P roain

NetIp: |

Create a NetlD

Forgot

Password: Password?

| _Login | | cancel |
= Problems Logging in? Click here.
- Change Password

- myUNM FAQS

EGEEANGR  Campus Life  UNM E-Mail ~ Library ~ Finance

Wealcome to MyUNMI|

My UNM is your personal ga
University resources and th
available.

What's Inside?

-

LoboWeb for Stu

To access LoboawWel

Student Life tab. O

LoboWeb for Fac
and for Faculty to ¢

-

To access LobaWet
on the Faculty Life

January 23, 2013

LoboWeb For Employees
Notices

Type of Effecti
Change Date

Employee

Subject: LoboWeb, Banner, FAMIS unavailable
Saturday, 2/2/2013 6:30 AM to 10:30 AM
To perform required Financial Aid maintenance, on

Select the Employee Life Tab
and then click on UNMJobs.

@EX

UNM Business
Applications

o LoboWeb
o | pboMart
Mlobs

e following

Human Resources s

Click on “UNM Employee or
Affiliate Login.”

Departments A-Z Directory Fastinfo myUliM
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UNM Employee or Affiliate Login

[Note: You are about to login to a secure system.

hen you are finished, please click the logout link
lon the navigation bar to ensure others cannot
lpccess the information in the systern.

Applicants

T you are applying for a position at the University
of New Mexico, please use the

Applicant Login. M3obs Support
Email: UNMJobs@unm.edu
Guest Users Phone: (505) 2774777
Days of Monday through Friday
TFyou are not a UNM employee or affilate, and ~ Operation:  (excluding holidays)
You have been given a Guest User account,  pours: 8 AMto 5 PM
please use the " UNMJobs Department Resource
Link: \Mlohs Department Resource
Page

Guest User Login.

o Workflow

Reporting

Transaction and Real-time Query Systems
* Internet Native Banner

EEx| -

password.

Enter your UNM NetID and

B THE UNIVESSITY of
< NEW

Enter your Netl Password

HetiD:

DWam me before logging me info other sites.

=1

+ Create a UNN NetiD
+ Resef Password
+ Change Password

For security reasons, quit your web browser when
you are done accessing services that require
authentication!

Be wary of any program or web page that asks you for your
NetD and password. Secure NN web pages that ask you for
‘your NetD and password il generaly have URLS that begin
with “https:ogin.unm.edu”.

In-additon, your browrser should visually ndiate that you are
accsssing a secure page
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Accessing Postings

Ensure your name appears at the top of the screen and that your
SRS IR0 INAUEEEIERETS  group is “Screening/Search Committee.”

Job Postings « Welcome Michael (mib Brown. You are logged in.
Active Postings ‘Your Current Group:Screening/Search Committee,

Wednesday, January 23, 2013

Online System

Dept User's Guide
View

To view the position details, click on the "View" link below the Title. To sort by any column, click on the

You can change your arrow next to the column title.

current group by

selecting “Change Active
User Type.”
3 Records
i Position py Posting | py AppsIn | f.;‘"" n é‘;}';e iJ Organization | [ POSting
Title Number Process Dap;::e Date < Status
S e 2 . 196A | STA | VP for
e 0817252  GetReports 01232013 Pep U™ Comm Health Posted
View List Administration
Compe 1 OpenUntl 73084 |STA|HR  Closed/Removed
?ig::lclalist i %ﬁ;goﬂ Loli Filled Dept Compensation from Web
HR Tecl Pt Lzl Zaop lora oo Ll =Finl =
v As a screening committee member, you will see all postings to
fmmm== which you have been provided access by the Department

Originator.

Click on the View link below the relevant title to view the details of
a specific posting, including the job description and the applicants
for that posting.

Revised 1.29.2013



THE UNIVERSITY of NEW MEXICO

€N\ UNM Jobs

Viewing Posting Information

View Pog Selecting “Posting Preview” will open another window, and you will
see the posting as it appeared for the applicant.

\| Posting Preview

Applicants Fails osting Specific Questions
Active Applicants
2 Records
Date External all f
m D AppIIEd n Status ”I:Ir"-:
Spade, 0
driting ]

Brenda EE— Cyr Lir Under Review by
Executive Sample e Seeieis Department/Committee IR |:|

Res
Profile e
Smith,

Writing || ,
Frank Cur Lir Under Review by
Executive Sample 356 01-23-2013 e In Progress [
Profile Res

Retresh

Minimum Score: VIEW MULTIPLE APPLICATIONS |
Include: Active Applicants VIEW MULTIPLE DOCUMENTS |
Applications [/ documents will open in
REFRESH | a new window. To print, select File =
Print after documents appear in that
window.

Selecting “View Posting Summary” will open another window, and _
you will see the Posting Details, Posting Specific Questions, and uments may take several minutes
Notes/History. to load.

J

CONTINUE TO NEXT PAGE >=>= I

N

RETURN TO SEARCH RESULTS l VIEW POSTING SUMMARY >=> I
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Viewing Applicants and Posting Information

You will notice the posting data is divided into tabs, listed across
the top, starting with “Applicants.” This first tab lists the applicants
who self-identified as having met the minimum requirements. You
may click through the other tabs at the top of the screen to view
more details about the posting.

View Posting|

Applicants Posting Details

Active Applicants 1
2 Records ‘
Documents A4 Status
Spade,
/1‘I E"'h mtn ety 82 01-23-2013 ST IR In Progress
Department/Committee eg [l
é Profile RES
k Writing ||
2 \ M Cur Lir Under Review by
NExecutive s = Dol Department/Committee SR |:|
F'ru:uﬁle Res
Refresh View Multiple
Minimum Score: VIEW MULTIPLE APPLICATIONS l
Indude: . :
Active Applicants VIEW MULTIPLE DOCUMENTS

3 [@tions / documents will open in

REFRESH | i MTD print, select File >

Print after documents appear in that

- window.
From this screen you may perform a number of tasks,
including: _ _ _ o Documents may take several minutes
1. Sort and view applicants by different criteria, such as: to load.

highest score, earliest date applied, applicants in
alphabetical order.

2. View applications and documents submitted by
applicants.

3. Viewing applicants online is a secure method of
reviewing documents. However, if you wish to print
these documents, then follow the instructions listed
next to box #3.

CONTINUE TO NEXT PAGE >> I

Y ==
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Viewing and Managing Application Materials

View Posting - Program Operations Director

How to compare multiple applications or multiple documents
submitted by the applicant: Check the corresponding applicants
you want to view, and then select “View Multiple Applications” or
“View Multiple Documents.”

Applici

Active Applicants
2 Records
Date xternal
Spade, "
iriting ||

Brenda Witing Cuvr Lir Under Review by

Executive Iiaa_:L 82 01-23-2013 Department/Committee Sl

Profile P

Smith,

Writing || )

Frank Lng Cur LiT Linder Review by

Executive F\ﬁi E LRl Department/Committee LTI 0
Profile ]
Refresh View Multiple

Minimum Score: VIEW MULTIPLE APPLICATIONS |

Indude:

Active Applicants

VIEW MULTIPLE DOCUMENTS l

Applications [ documents will open in
a new window. To print, select File >
Print after documents appear in that
window.

REFRESH I

Documents may take several minutes
to load.

CONTINUE TO NEXT PAGE >=> l

RETURN TO SEARCH RESULTS l VIEW POSTING SUMMARY >> l
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Filtering Applicants

Applicants

2 Records

Active Applicants

View Posting - Program Operations Director

Reports

The date the applicant submitted their application will appear in this

field. The Screening Committee needs to be aware of the “For Best

Consideration” date listed in the posting. This date can be used as a
screening tool.

Posting Details

Date Pu_" ,lr
N score Y Applied None
Writing || )
Brenda Cur Lir Under Review by
Executive RS—L;: = = Ll Department/Committee e |:|
Profile e
Smith, "
Writing || )
Frank Cur Lir Under Review by
Exeautive Sample =~ = 436 01-23-2013 i In Progress 1
Profile Res il
[I
1)
Minimum Score v VIEW MULTIPLE APPLICATIONS |
Include: Actin icants VIEW MULTIPLE DOCUMENTS |

Applications [ documents will open in
a new window. To print, select File >
Print after documents appear in that
window.

REFRESH I

To filter applicants by score enter a numeric value in the Minimum Score
box, and click Refresh. Only applicants meeting the score entered (and
higher) will be included in your results. The applicant self-score is a
percentage of the total score. Example: Department top score is 100,
applicant score equals 50; this means applicant score is 50% of 100.

RETURN TO SEARCH RESULTS l VIEW POSTING SUMMARY >=> l
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