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Set-up Direct Deposit and/or Fixed Amount Deposit: 
  
Log into my.unm.edu https://my.unm.edu/cp/home/displaylogin 
Select "Employee Life" or "Faculty Life" tab 
Select "LoboWeb" 
Select "Pay Information"  
Select “Direct Deposit Allocation” 
Select “Update Direct Deposit Allocation” at bottom of page 
Key in “Bank Routing Number”  
Key in “Account Number”  
 

 
 
From drop down Select “Savings” or “Checking” 
 

One account: 
Select “100% of Remaining” by clicking in box  

 
Multiple accounts: 
Enter the desired fixed amount in the “Dollar Amount” box (example: $ 700.00) 
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The remaining account should have the “100% of Remaining” box checked 

 
Select “SAVE” 
 
The account with the fixed amount should be Priority 1 and the remaining account should be Priority 2. If that is not 
the case, it will then be necessary to select the  button. 

 
 

Used to have Direct Deposit and your Bank Routing Number or Account 
Number haven’t changed? 
Scroll to the bottom of page where the “Inactive Accounts” are and select “Direct Deposit Allocation” 

  
The name of your bank should appear as a link. Double click on your bank’s name. 

 
Make sure the Inactive box is unchecked. 

 
 
 
 
 
If you have further questions please call (505) 277-2353. 


