1. Access LoboWeb from the Employee Life tab
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Eight easy steps to certifying effort:

Log into my.unm.edu
Click on the LoboWeb link from the Employee Life or
Faculty Life tab

soarch [ Go

Employee

Walcome to Lobowab for Employeas! You ean view personal information such as banafits and deductions, leave balances and direct depos|
Damographic Self-Service Information (1.6, home address)y
Ermargancy contacts
Annuities and bonations
Wi Forms
Direct Deposit Information

Plaase ramambar that history will buld beginning January 2, 2008, [nformation such as pravious pay stubs or job histary prior to January 2

Should you have any questions, be sure to call us at the Banner HR/Payroll SUPROF Center at 277-HRPR (4777), Hours of operation wil

Parsonal Information
Update race/ethnicity infarmation; update addresses, emergancy contact infarmation, and directery information: opt-out of public di
Make Bursar Payments
Pay Bursar billed insurance, parking tickets, ete, by cradit card, checking or savings account,
Bonofits and Deductions
Retirement, Health, Flexible Spending, Miscellanaous, Beneficiarias, Benafit Statamant
Pay I
Dir

J Barnings Histary, Deductions Histary, Pay Stubs
Ta:

W2 Statamant
Tobs § ry
List of Jobs and Associated Transactions
Loave Balancos
List of Leave Balances
Timo heet (Approvals and View Only)
artmental Time Entry Approvals and View
Effort Gortification & Labor Redistribution
New| Cartify affort against sponsored projects of intiate/approve abor redistriutions,
RELEASE: 0,41

Select the Effort Certification & Labor Redistribution
link at the bottom of the page

3. Certify My Effort tab will display your Effort Report
Click Review or Certify Reports to view all other reports
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P Cerfify My Effort iA
COA | Period Code | Report Period Start Date End Dote Satus nlocked Lox

Pl information appears here

Open Items B
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System will default to the Certify My Effort tab

Pl information will be displayed. This is where you will
certify your own effort.
Double click anywhere on the record to open it.

To view all other Effort Reports requiring certification,
click on the Review or Certify Reports tab.

4. Click on Advanced Search
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Click on Advanced Search
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5. Select Attribute

ot Corsfcation | Lobor Reditrbution

Click on Select Attribute

6. Select Chart of Account Code - Type “U” — Select Go

Select the Chart of Account Code search

option Type an Upper Case "U" in the search
field

Click on Select Attribute again

Select the Effort Period Code option, type "201602"
the search field and then click Go
(bottom right hand of screen)

7. All Effort Reports requiring certification are displayed

ERort Certification | | Labor Redistribution

Review ar Cert U Review or Cerlify Reports
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A list of all Effort Reports requiring certification is now
displayed

Double click on an employee to access their Effort
Report

8. Effort Report by employee
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Click the Certify button if effort is reported correctly

Click the Request Changes button to return the report to the
Pre-reviewer for correction

PI Certifier Handout — Updated Jan 20,
2014
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