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1.1. Supervisor Job Aid: General Access &
Dashboard

1 Login to my.unm.edu. Click on the LoboTime tile to open the program.

https://my.unm.edu


Made with Scribe - https://scribehow.com 2

2 Alternatively, once logged in, click on the LoboTime link under UNM Business
Applications.
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3 Once logged in, you’ll see a dashboard with multiple tiles. Some tiles are used
more frequently than others. To open a tile, click the small arrow in its top corner
or click on one of the carrots ">" to open a specific group of timecards.

To navigate back to the home screen, click on the small house icon on the top left
corner.
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4 Below are commonly used functions for supervisors.

The 'My Notifications' tile includes tasks that need to be completed and
employee leave requests.

The 'Manage Timecards' tile shows how many timecards need attention due to
missed or mistaken punches, and also how many timecards are "clean" and do not
need any additional attention.

The 'My Leave' tile displays the supervisor's available paid leave balances,
including Annual Leave, Sick Leave, and Paid Parental Leave. You can also submit
Time-Off Requests from this tile.

The 'My Timecard' tile provides quick access to review one's own timecard.

--End--


