
Supervisor Training



Where to find the login link, guides, and resources…
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Rounding, Pay Period, and Closing Weeks

Please note that Valencia’s bi-weekly schedule differs from Main Campus.



Manager/Supervisor vs Employee Log in 

Manager = NetID Employee = Banner ID

LouieLobo

180180180

0180

123456



Change your Password in Manager and your PIN in Employee
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Louie Lobo



Dashboard



Approving Leave Requests



Correcting Time

The employee will send the supervisor an email advising of:
• What the error is (date/time, missed clock, etc.)

• What caused the error
• What the correction needs to be made

The supervisor will respond via email of the approval, with a 
cc: to timekeeping

Timekeeping will make the correction



Approving Time



Approving Exceptions



Questions?

LaVern Rodriguez
HR Administrator 3
5-8531
vern@unm.edu

Angel Elam
HR Tech
5-8530
elam112@unm.edu

Go live is January 17th

Any information entered in January 
10-14, will be deleted on January 18.
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