1. Access LoboWeb from the Employee Life tab
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Quick links:
Leave Balances Finance
Pay Information Bursar Account
Benefits Retirement Manager
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Eight easy steps to pre-review effort:
Log into my.unm.edu

Click on the "LoboWeb" link from the "Employee
Life" or "Faculty Life" tab

soarch [ Go

Employee

Demographic Self-Sarviea Infarmation (1.a, home address)
Emergency Contacts

Annuities and bonations

Wi Forms

Direct Deposit Information

Ploase ramamber that history will build beainning January 2, 2008, Information such as previous pay stubs or job histary prior to January 2

should you have any quastions, be sure to call us at the Banner HR/Payrol Support Center at 227-HRPR (4277), Hours of oparation will

Porsonal Information

Update race/ethricity information; update addresses, emergancy contact infarmation, and directory information; opt=out of public di
Make Bursar Payments

Pay Bursar billed insurance, parking tickats, etc, by credit card, checking or savings account,
Bonofits and Deductions

Ratirement, Health, Flexible Spending, Miscellaneous, eneficiaries, Benefit Statement
Pay Information

Dirct Deposit, Earnings History, Deductions Histary, Pay Stubs
Tax Forms

Wi Form, W2 Statement
Jobs Bummary

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
@) Cortify affort against sponsored projects of intiate/approve abor redistriutions,

Walcome to Lobowab for Employess! You ean view personal information such as banefits and deductions, laave balances and diract depos

RELEASES 0,4,1

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

3. Click on Review or Certify Reports

? Help
Effort Cerfication | | Labor Redistribution Sign 0ut

Effort Report Actians 2 More Actons = %
Certify My Effort 2  Refresh More Actions

Review o ety Regrs Certify My Effort

Proy of Superuser

COA | Period Code | Report Period Start Dt End Date. Status Unlocked/Locked Comments

Open tems 8

To view all other Effort Reports requirin
certification, click on the '*

System will default to the "Certify My Effort" tab

4. Click on Advanced Search

Bt Corcoion | Lobor pedsribion
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Click on "Advanced Search"
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5. Select Attribute

ot Corsfcation | Lobor Reditrbution
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Search Tips

Click on "Select Attribute"

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

ErCefcdion  Lorevin i

or Cerify Reports

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 "201902" in the search field

Click "Go" (bottom right hand of screen)

7. All Effort Reports requiring certification are displayed

ERort Certification | | Labor Redistribution

Reviow o Cortty Beports. 3

saren 10005121 My 1,300 Ociober 3L 201 Under Review
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8. Effort Report by employee
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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

Effort Certification | Labor Redistribution Sign Out

2Hep ~

sttus | ffort Dates

Effort Report

Pay Period Summary

U Non Endowed Spendin 22488 A

ac

openttems 5]
+ et Crtcton Total s vy s626%
Toal 0%

Request Cranges | | Review | | Add New Funding

Review or Certfy Repo,.. | | EortReportActons 2 Refiesh More Actons ~ % Close v Effct Report vaniew

Sponsored
Camments Grant Fund fort Category ffort
2RCYG UNM Itelgence Communi 20Y69 2RCYG-UNM intellgence Go_ RESTRICT Sponsored labo carge. 74
Routing Queue
v Funding Chart
Total  Spensored Acvty 374% | )
Non Sponsored

Pay Dates

Click the "Review" button if effort is reported correctly

***Please note that when the "Request Changes"
button is clicked NO changes are made. The changes
will only be made when a Labor Redistribution is
processed.***
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