Quick Guide for Certifiers

1. Sign into my.unm.edu
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| Nine easy steps to pre-review effort:

Log into http://my.unm.edu/

2. Access LoboWeb from the Employee Life tab

..'
‘ LoboWeb (Employees)

LoboWeb is the place for employees to view/update personal information,
benefits and deductions, pay information, tax forms and more.

ENTER LOBOWEB

Quick links: l/ | |
Employee Dashboard Finance \
4 Benefits Bursar Account M l
|
" - : e 7 - l

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

3. Select Effort Certification Link

#° My Activities

Flectronic Personnel Action Forms
(EPAF)

T i

Labor Redistribution

Select the "Effort Certification" link on the right in your
"My Activies" Box

4. Certify My Effort tab will display your own Effort Report
Click the Review or Certify Reports to view all other reports.

X+

@ Efort Report

6

C & lobowebappiunm.edu/EmployeeSetfService/ssb/effortReporting#/certifyMyEffort

Employee Dashboard « Effort Certification « Certify My Effort

A Proxy Super User

Certify My Effort

Certify My Effort(_Review Or Certify Reports l/

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 on your effort to open it

To view all Effort Reports requiring certification, click on
the ""Review or Certify Reports' tab and complete the
steps below before accessing the list effort reports
requiring certification
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5 Select Advanced Search Once you select "Review or Certify Reports" the advanced
search should pop up in a separate box. If not click
"Advanced Search" on the top right.

@ Effort Report X+

lobowebappi.unm.edu/EmployeeSelfService/ssb/effortReporting#/reviewOrCertifyReports B H
< C @ lobowebappi. du/EmployeeSelfS b/effortR # OrCertifyRe 4 7

NI REW HEXICo

Employee Dashboard « Effort Certification « Review Or Certify Reports

Proxy Super User (Advanced Search
Review Or Certify Reports /

Certify My Effort  Review Or Certify Reports

6. In Advance Search Select Chart of Account Code Select the drop down for the "Chart of Account Code"
R T - o | andclick "U, University of New Mexico"
.

Emp! Service/ssb/effortReporting#/reviewOrCe tifyReports x =8

Advanced Search

ID Name Chart of Account Code
Enter ID x Enter Name x Select COA code M
Effort Period Code State |
U, University of New Mexico
Select Period Code - N S
Grant

Select Grant Code

7. In Advance Search Select Current Effort Period Code Select the drop down for the "Effort Period Code" and
© crormn ~n s select the current Effort Period click "202001, January 1 -
<« c & /i Service/ssb/effortReporting#/reviewOrCertifyReports * = O : June 30' 2020"

Advanced Search

Then click "Go" on the bottom right of the screen to

© Name Chartof Account Code display all effort reports that need to be Pre-Reviewed
Effort Period Code State Status

***please note: that the current effort period will be at
0 i the bottom of the list.***

201701, January 1 - June 30 2017 -
201702, July 1 - December 31 2017
201801, January 1 -June 30 2018
201802, July 1 - December 31 2018
201901, January 1 - June 30 2019

| 201902, July 1 - December 31 2019

202001, January 1 - June 30 2020

Clear Close Go

8. All Effort Reports requiring certification are displayed A list of all Effort Reports requiring certification is now

S - @ | displayed

= eworCerttyReports « =0

Double click on an employee to access their Effort Report

Certify My Effort  Review Or Certify Reports

Effort List

u 202001 1071972020 1171872020
u 202001 1011972020 11182020
u 202001 101972020 117182020
u 202001 1011972020 11/18/2020
u 202001 101972020 111872020

u 202001 1011972020 1171872020
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9. Effort Report by Employee

@ tranepont x o+
< > (s

s '
Request Changes @) Add New Funding | |

Click the "Certify" button if effort is reported correctly

****Pplease note: that when the "Request Changes"
button is clicked no changes are made. An email
request will pop-up to send an email to the correct
person to process a Labor Redistribution. The changes
will only be made when a Labor Redistribution is
processed.***

Certification Handout — Updated December 10, 2020
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