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Lobo U - Agenda

(Effective 8/7/2017)

New Employee Crientation is every Monday from 8:30 am to 12:10 pm.

Time Event Presented By
8:30- Sign-in, Complete preliminary paperwork. Employee & Organizational
845 Welcome and Announcements Development
Foundations of UNM
8:45- Office of HR HR Client Services
9:20
9:20- BREAK
9:30
9:30- UNM Benefits HR Benefits
10:55
10:55- Retirement Benefits Retirement
11:10
11:10- BREAK
11:20
11:20- Systems and Technology Employee & Crganizational
11:35 Development
11:35- Parking & Transportation PATS
11:55
55 Mext Steps and Questions Employee & Organizational
12:00 Development
12:00- OPTIONAL - Benefits/Retirement One on Benefits & Retirement
12:10 One Q& A
i About HR ¥ Calendars % Contact
(Z] Forms = HR A-Z & Toolkits
Job Staff Faculty Retirees Managers Department
Seekers : & Resources
Reasonable Benefits Retiree Sy D ervisors
Apply 2 Accommaodation  Catastrophic Benefits Background
Benefits Benefits Leave Employee Accommodation  Checks
UNIMTemps Catastrophic Employee Wellness (Managers/Supervis@essulting
Leave Wellness Retiree EOR Sermvices
Compensation FRMLA Resources FMLA Designated
Employee Retired Faculty Retirement Hiring Toolkit Approving
Wellness Benefits Plans Job Authorities
EOD Retirement Advertising Employee and
FIALA, Plans Services Labor
Leamning Manager Relations
Central & Toolkit Employment
Mandatory Mandatory Knowledgebase
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Checklist

Your Guide to Becoming a Successful UNM Employee

UNM New Employee Website
hr.unm.edu/new-employee-toolkit

Rev. December 6, 2017


https://hr.unm.edu/new-employee-toolkit

Welcome to the University of New Mexico, where each of us defines all of us. We're excited that
you’re here, and ready to contribute in a meaningful way to the mission and vision of New Mexico’s
flagship institution of higher learning, and one of the country’s top research universities.

This checkilist is designed to ensure that your UNM career kicks off as smoothly as possible,
addressing a number of logistics that will help you embark on your new position. Be sure to check
with your supervisor for any additional requirements. Up-to-date employee information is available on
the Human Resources (HR) website:

BRING THIS CHECKLIST WITH YOU
TO LOBO U ORIENTATION


https://hr.unm.edu/

BEFORE YOUR FIRST DAY

Complete the following as soon as possible and no later than (3) business days prior to your start date.

[_] Sign your Offer Letter
Once signed, the following tasks will begin to appear in UNMJobs or be emailed to you.
[] Employee Demographic Form
[ ] Employee Acknowledgements
[ ] Create NetID at . If you have been hired at the Health Sciences Center, a

NetID will be created for you and provided to you by your supervisor.

If your letter states that a pre-employment, post offer physical is required for your job, please:
[] Contact Employee Occupational Health Services (EOHS) at 505-272-8043

[ ] Complete the located at
- Important Forms

[ ] Complete Other Forms

Obtain at HR Service Center or download at
[ ] Form 1-9 (Failure to complete results in delay of employment and payroll processing)
[_] NM Educational Retirement Board - Employee Data Form
[ 1 NM Educational Retirement Board - Beneficiary Designation Form

[ Print your Temporary Parking Permit

Along with this checklist, you should have received a Temporary Parking Permit valid during your
first week for Zones G, T, M, Q, Rio, and South (Albuquerque Campus). For information

regarding permanent parking permits, see section titled Your First Week.

3|Page


https://netid.unm.edu/
http://medicine.unm.edu/programs-and-centers/coehp/common/docs/PreplacementHealthScreen5.30.13.pdf
http://medicine.unm.edu/programs-and-centers/coehp/
https://hr.unm.edu/new-employee-toolkit

YOUR FIRST DAY

[ ] Attend LOBO U Orientation, as scheduled in your offer letter

Time: 8:30 am — 12:00 pm
Note: A Benefits representative will be available for consultation from 12:00 — 12:10 pm

Location: HR Service Center, Room 1016

Parking: GR or T zone
e Be sure to fully display your temporary parking pass on your vehicle dashboard
e The GR lot is located on the southeast corner of University and Mesa Vista Rd. Walk down the hill to
the Business Center, enter on Lomas Blvd.
e The T lot is located at the southwest corner of Lomas Blvd. And University Blvd.

Attire: Business casual

Accommodation: If you require special services or assistance, contact Employee and Organizational
Development (EOD) at 505-277-1555 at least two weeks prior to your scheduled orientation.

Contact Information: HR Service Center
John & June Perovich Business Center

1700 Lomas Blvd. NE, Albuquerque, NM 87106

Hours: Monday — Friday, 8:00 am — 5:00 pm
Phone: 505-277-MyHR (6947)

[ ] Set Up Direct Deposit

Goto for instructions on setting up Direct Deposit
and establishing account allocations. You will need to have setup your NetlD to complete this
task.

[ ] Complete W-4
Go to for instructions on how to complete your W-4 form
establishing your federal tax exemptions and allowances. If this form is not completed timely, you
will be defaulted to Single, 0.

4|Page


https://payroll.unm.edu/My%20Pay/direct-deposit.html
http://payroll.unm.edu/w-4.html

YOUR FIRST DAY (Continued)

[_] Get your Employee ID (Lobo Card and/or HSC Badge)

MAIN CAMPUS HEALTH SCIENCES CENTER
Required Documents: Required Documents:

o Government issued ID o Government issued ID

o Offer letter o Offer letter or contract

o Access Authorization Form, provided

Location: during Lobo U

o Student Union Building (SUB)

#60 on campus map, Room 1067 Location:

o Monday — Friday, 8:00 am — 4:45 pm o UNM Hospital Badging Office

o 505-277-9970 Next to the Neuroscience Center Clinic

o) o Monday, 10:30 am — 3:00 pm

Tuesday — Friday, 7:00 am — 3:00 pm
o 505-272-1757

Ask your supervisor for the ID card pickup
location for your campus.

[_] Checkout Keys

MAIN CAMPUS & HEALTH SCIENCES CENTER

Required Documents:
o Employee ID (Lobo Card or HSC Badge)
o Key Authorization card(s) from supervisor

Lock Shop Location:

o 1839 Lomas Blvd. NE

Building #203 on campus map
505-277-1062

Monday — Thursday, 8:00 am — 5:00 pm
505-277-9970

0O O O O O

Check with your supervisor
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http://lobocard.unm.edu/
http://ppd.unm.edu/services/lock-shop.html

YOUR FIRST WEEK

[ ] Get a Permanent Parking Permit

MAIN CAMPUS & HEALTH SCIENCES CENTER

Required Documents:

Employee ID

Offer letter/contract

License make, model and plate number

Vehicle registration

Method of payment (credit card, cash, or ask about payroll deduction)

O O O O O

Parking & Transportation Services (PATS) Office:

o 2401 Redondo Drive NE, across from the UNM Bookstore
o Monday — Friday, 7:30 am — 5:00 pm

o 505-277-1938

@)

Check with your supervisor

[ ] Department Orientation

Tour the UNM campus(es) where you will work
Tour your building to locate restrooms, break areas, fire exits, & conference and supply rooms
Ask for an organizational chart to learn your department’s reporting structure
Learn your department’s mission, vision, values, goals, policies, and procedures
Find out specific functions of your department
Meet your coworkers and the department leadership team
With your supervisor:
o Review your job duties, responsibilities, expectations, and goals
Discuss the performance standards for your position
Discuss your work schedule
Discuss expectations regarding attendance
Review the Department Safety Plan and find out if you are a designated or non-designated
employee in emergency situations
Discuss how inter-office mail and university mail is handled within your department
Discuss how to request annual/sick leave
o Learn how to clock in/out (if applicable) and how to approve your timecard

ogoooood

o O O O

o O
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http://pats.unm.edu/

YOUR FIRST MONTH

[ ] Get to know MyUNM )

[ ] Log in with your Net ID
[] Explore the Employee Life or Faculty Life tab
[] Explore LoboWeb

[ ] Complete Mandatory Training via Learning Central ( )
within 30 days of start date:

[] Basic Annual Safety Training

[] Intersections: Preventing Harassment & Sexual Violence

[] Ethics: A Framework for Ethical Decision Making

[] Active Shooter on Campus: Run, Hide, Fight

[_]If you are a Health Sciences Center (HSC) Employee, you must also complete:

[_] HIPAA and HITECH Training

[] HIPAA Security Training

[ ] HSC Code of Conduct and HSC Code of Ethics
[ ] UNMH/HSC Compliance Training

[_] Check with your supervisor or your Learning Central Training Plan to find out if
other training is required that pertains to your position.

BEFORE YOUR 60" DAY

[ ] Enroll in Benefit plans if you are in a benefits-eligible position:
For benefits and retirement information, visit
Questions? Contact the HR Service Center at 505-277-MyHR (6947)
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http://my.unm.edu/home
https://learningcentral.health.unm.edu/
https://hr.unm.edu/benefits

YOUR FIRST THREE MONTHS

Familiarize yourself with these resources and opportunities.

O

O

Community & Commercial Discounts for UNM Employees at

Counseling, Assistance, and Referral Services (CARS): Professional, confidential source of help for UNM
staff/faculty who are experiencing personal life concerns. A monthly newsletter, The Frontline Supervisor,
is available for Supervisors. 505-272-6868 |

Employee & Organizational Development (EOD): Offers free training classes, workshops, and consulting
services for departments and individuals. 505-277-1555 |

Employee Health Promotion (EHP): Provides programs and services to improve your health, fitness, and
overall wellbeing. 505-272-4460 |

Fastinfo: A UNM “How to” database at
Important Links for UNM Faculty and Staff:

IT Services:

Discounted Microsoft Office (PC/Mac) and Windows at UNM Bookstore

Apple repairs covered by warranty at UNM Bookstore

Free UNM antivirus software for PC/Mac:

LoboMobile smartphone app: a University-wide mobile initiative to aggregate and deliver useful,
usable, mobile-appropriate content to the UNM community, locally and worldwide. Visit

O O O O

LOBO Club: A non-profit organization that raises funds necessary to provide financial support for student
athlete scholarships, facilities, and programs that support student athlete success. 505-925-5014 |

Lynda Training: Thousands of technology, software, and other tutorials. Free to UNM students, staff, and
faculty. Log in with your UNM Net ID at

Office of Equal Opportunity (OEO): Serves UNM’s students, faculty, and staff by promoting equal access to
treatment for all. OEO promotes an environment free of discrimination and inequity in accordance with
University values and policies, and with federal and state equal opportunity and affirmative action statues
and regulations. 505-277-5251 |

Ombuds Services for Staff: Ombuds serves as neutral and non-judgmental mediators or facilitators for
issues raised by staff. 505-277-2993 |

Safety & Risk Services: UNM department covering occupational and safety training, environmental affairs,
insurance, and risk management. 505-277-2753 |

University Administrative Policies and Procedures:

University Club: Brings faculty and staff together in a comfortable setting providing an area for receptions,
lunch and beverage service, and social events. 505-277-0045 |

UNM Child Care: The Children’s Campus provides the children of UNM'’s student, staff, and faculty parents
with a high-quality early childhood experience. The Campus is a site for UNM student and faculty research,
observation, and practicum. 505-277-3365 |
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http://loboperks.unm.edu/
http://cars.unm.edu/
https://hr.unm.edu/eod
http://hr.unm.edu/ehp/
https://unm.custhelp.com/
http://www.unm.edu/faculty-and-staff/
https://bookstore.unm.edu/
http://it.unm.edu/download/
http://lobomobile.unm.edu/
http://unmloboclub.com/
http://lynda.unm.edu/
http://oeo.unm.edu/
http://ombudsforstaff.unm.edu/
http://srs.unm.edu/
http://policy.unm.edu/university-policies/index.html
http://universityclub.unm.edu/
http://childcare.unm.edu/

0 UNM Continuing Education: Offers a wide variety of classes covering technical skills, professional

development, and personal interest topics. Some are tuition remission eligible. 505-277-0077 |

[0 UNM Copy Center: Provides state-of-the-art production publishing, copies, graphic design, poster

mounting, full range bindery, and other services. 505-277-8267 |

UNM Institutional Policies and Procedures:

UNM Recreational & Fitness Opportunities: 505-277-0178 |

UNM Staff Council: Serves as the voice for staff in shared governance at UNM by conveying information
and making recommendations to the President and Board of Regents regarding interests and concerns of
staff. 505-277-1532 |

YOUR FIRST SIX MONTHS

O Meet monthly with your supervisor for one-on-one performance discussions.

O Review six-month performance evaluation with your supervisor.

Other Helpful Sites:

O

City of Albuquerque:

Bernalillo County:

City of Rio Rancho:

Motor Vehicle Division — New Mexico:
Albuguerque Public Schools:

Rio Rancho Public Schools:

Albuguerque Convention & Visitors Bureau:

New Mexico True — Adventures & Entertainment:

Santa Fe Travel Site:
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http://ce.unm.edu/
http://unmcopycenter.unm.edu/
http://policy.unm.edu/
http://recsvcs.unm.edu/
http://staffcouncil.unm.edu/
http://www.cabq.gov/
http://www.bernco.gov/
http://ci.rio-rancho.nm.us/
http://www.mvd.newmexico.gov/
http://www.aps.edu/
http://rrps.net/
http://www.visitalbuquerque.org/
http://www.newmexico.org/
https://santafe.org/

NOTES
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Human Resources

Employee & Organizational Development

Revised: 12/15/2017







Table of Contents

AGENAA . ceeiii i e 1
John & June Perovich Business Center.........ccovvvviiiiinniinniennennnens 2
Campus Calendar.........ccovviviii i 3
Payroll Schedule ... 4
SHAC SEIVICES . euieiieiiiiiiicie s eaas 5
Communications Workers of America Bargaining Unit................. 6
Central Campus Map c.uoceeiiiiiir e 8
Learning Central Navigation........ccooeeiiiiii i, 10
Learning Central HiStory .......cocviiiiii e 11
Learning Central Learning Plan .........cccooiiiiiiii i, 12
Create NetID ..o 14

0] 0]\ = 1 18






NM Loso U

S b
Revised: 11.30.2017
2018 Agenda
Every Monday from 8:30-12:10
Time Event Presented By
Sign—-In, Complete preliminary Employee and
8:30-8:45 paperwork. Organizational
Welcome and Announcements Development
Foundations of UNM
8:45-9:20 Office of HR HR Client Services
9:20-9:30 Break
9:30-10:55 UNM Benefits HR Benefits
10:55-11:10 Retirement Benefits Retirement
11:10-11:20 Break

Employee and
11:20-11:35 Systems & Technology Organizational
Development

11:35-11:55 Parking & Transportation PATS

Employee and

11:55-12:00 Next Steps and Questions Organizational
Development

OPTIONAL - Benefits/Retirement Benefits & Retirement
12:00-12:10 OneonOneQ & A

Agenda: New Employee Orientation — REVISED 11/30/2017



John and June Province Business Center
1700 Lomas Blvd. NE
Albuquerque, NM 87131

15t Floor
Suite 1200 Employee Organizational Development
Human Resources Training Rooms
Room 1007
Room 1016
Room 1018
Suite 1120 Bursar’s Office
Cashier Department (Lobby)
Suite 1400 Human Resources Service Center
Benefits
Compensation
Employee Relations
Retirement
3" Floor
Suite 3500 Payroll
Suite 3700 Human Resources

Client Services
Recruitment Service

UNM Temps
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2017 and January 1, 2018

January 15,2018

Martin Luther King Jr. Day
May 28, 2018

Memorial Day
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Payroll Timekeeper and Approver Schedule

Deadlines listed here are ONLY for biweekly time entry and monthly exception time and the approvals of biweekly time entry
and monthly exception time.

For EPAN/EPAF/Hiring Proposal deadlines/questions, consult the Employment Knowledge Base at confluence.unm.edu
and the applicable Employment Area.

Bi-Weekly Payroll (2R)

Non-exempt Time Entry

Monthly Payroll (5R)

Exempt Exception Time

Time Entry Exception Time
Pay Period Deadline Pay Date Pay Period Deadline Pay Date
1 12/23/17 - 01/05/18 01/08/18 01/12/18
2 01/06/18 - 01/19/18 01/22/18 01/26/18 1 01/01/18 - 01/31/18 01/12/18 01/31/18
3 01/20/18 - 02/02/18 02/05/18 02/09/18
4 02/03/18 - 02/16/18 02/19/18 02/23/18 2 02/01/18 - 02/28/18 02/12/18 02/28/18
5 02/17/18 - 03/02/18 03/05/18 03/09/18
6 03/03/18 - 03/16/18 03/19/18 03/23/18 3 03/01/18 - 03/31/18 03/12/18 03/30/18
7 03/17/18 - 03/30/18 04/02/18 04/06/18
8 03/31/18 - 04/13/18 04/16/18 04/20/18 4 04/01/18 - 04/30/18 04/12/18 04/30/18
9 04/14/18 - 04/27/18 04/30/18 05/04/18
10 04/28/18 - 05/11/18 05/14/18 05/18/18 5 05/01/18 - 05/31/18 05/15/18 05/31/18
11 05/12/18 - 05/25/18 Note1 05/25/18 06/01/18
12 05/26/18 - 06/08/18 06/11/18 06/15/18 6 06/01/18 - 06/30/18 06/12/18 06/29/18
13 06/09/18 - 06/22/18 Note 2 06/25/18 06/29/18
14 06/23/18 - 07/06/18 07/09/18 07/13/18
15 07/07/18 - 07/20/18 07/23/18 07/27/18 7 07/01/18 - 07/31/18 07/12/18 07/31/18
16 07/21/18 - 08/03/18 08/06/18 08/10/18
17 08/04/18 - 08/17/18 08/20/18 08/24/18 8 08/01/18 - 08/31/18 08/13/18 08/31/18
18 08/18/18 - 08/31/18 Note1 08/31/18 09/07/18
19 09/01/18 - 09/14/18 09/17/18 09/21/18 9 09/01/18 - 09/30/18 09/12/18 09/28/18
20 09/15/18 - 09/28/18 10/01/18 10/05/18
21 09/29/18 - 10/12/18 10/15/18 10/19/18 10 10/01/18 - 10/31/18 10/12/18 10/31/18
22 10/13/18 - 10/26/18 10/29/18 11/02/18 )
23 10/27/18 - 11/09/18 11/12/18 11/16/18 11 11/01/18 - 11/30/18 11/13/18 11/30/18
24 11/10/18 - 11/23/18 Note2 11/26/18 11/30/18
25 11/24/18 - 12/07/18 12/10/18 12/14/18
26  12/08/18 - 122118  Note1 12/17/18 12/28/18 12 12/01/18 - 12/31/18 12/12/18 12/20/18

Biweekly time entry & approval deadline is 4:00 PM on Monday unless otherwise indicated on the schedule.
Monthly exception time entry & approval deadline is 4:00 PM on the 12th unless otherwise indicated.

Note 1 - Due to the holiday, biweekly time entry/monthly exception time & approvals are due early.

Note 2 - When three biweekly paydays occur within the month, only mandatory deductions are withheld on the third payroll.

UNM Payroll Department

Last updated: November 28, 2017


https://confluence.unm.edu:8443/dashboard.action




shac Health Services for UNM Faculty,

Staff and Retirees
505-277-3136

Full Service Pharmacy

Our pharmacy fills prescriptions from all licensed practitioners, including
providers outside of UNM. Open 5 days a week, we offer a variety of
prescrip- tions and over-the-counter medications.

Travel and Immunization Clinic

Taking a trip? Our providers will sit down with you one-on-one to make
sure you have the appropriate immunizations and medications to have a
safe and healthy trip.

Licensed Massage Therapists

. Schedule a massage appointment over your lunch break or after work.
SHAC s licensed massage ther- apists specialize in a variety of massage
. techniques. Massage appointments are 50 minutes.

For more information about our services, appointments and accepted
insurances, please visit our website:

http://shac.unm.edu/about/staff-faculty.html

ﬁ M ‘ Student Health & Counseling (SHAC)


http://shac.unm.edu/about/sta
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THE UNIVERSITY OF

NEW MEXICO.

BUILDING NAME

AEROSPACE STUDIES BUILDING (AERO)........coo.oiiiiiueteieieeeeoeeeeeeee oo e e 12
ALUMNI MEMORIAL CHAPEL (ALUMNI)
ALVARADO HALL (DORMITORY) (ALVRDO)..
ANDERSON GRADUATE SCHOOL OF MANAGEMENT / PARISH LIBRARY (GSM).
ANDERSON SCHOOL OF MANAGEMENT (ASM)

ANTHROPOLOGY (ANTHO)
ANTHROPOLOGY ANNEX (ANTHX)....
ARMY ROTC (ARMY)...
ART (ART)
ART ANNEX (ARTX)
BANDELIER HALL EAST (BANDE).
BANDELIER HALL WEST (BANDW)..

BUREAU OF BUSINESS AND ECONOMIC RESEARCH DATA BANK (DATA).
CASAS DEL RIO
CASTETTER HALL (CAST)....
CENTENNIAL ENGINEERING CENTER (CENT)
CENTER FOR SCIENCE, TECHNOLOGY, AND POLICY.
CENTER FOR THE ARTS (POPEJOY, KELLER HALL, FINE ARTS MUSEUM) (CTRART)
CLARK HALL (CLARK)
COLLABORATIVE TEACHING AND LEARNING BUILDING ..
COMMUNICATION AND JOURNALISM (COMMJ)...............
CONSORTIUM FOR ENVIRO. RESEARCH, INFORMATICS & ART (CERIA).
CORONADO HALL (DORMITORY)
COUNSELING, ASSISTANCE AND REFERRAL SERVICE (CARS).
DANE SMITHHALL (DSH).............ccccoovennn.
DEVARGAS HALL (DORMITORY) (DEVARG)
DISPUTE RESOLUTION (DISP)....
ECONOMICS (ECON)...
EDUCATION CLASSROOMS (EDUC).
ELECTRICAL AND COMPUTER ENGINEERING/CENTENNIAL LIBRARY (EECE)
ELIZABETH WATERS CENTER FOR DANCE AT CARLISLE GYMNASIUM (CARL).
ENGINEERING AND SCIENCE COMPUTER POD (ESCP)
EQUAL OPPORTUNITY PROGRAMS (EOP).
EXTENDED UNIVERSITY
FARRIS ENGINEERING CENTER (FEC).
FORD UTILITIES CENTER.....
GEORGE PEARL HALL (PEARL).
HIBBEN CENTER FOR ARCHAEOLOGY RESEARCH (HIBB).....

HIGH PERFORMANCE COMPUTING / ART, RESEARCH, TECH & SCI LAB
HODGIN HALL (HODGIN)..
HOKONA HALL (ZUNI-OFFICES, ZIA-DORMITORY) (HOKW

HOUSE OF PREVENTION EPIDEMIOLOGY (HOPE) K-13
HUBER HOUSE......... P-14
HUMANITIES (HUM)... L-15

INFORMATION TECHNOLOGIES BUILDING (ITB
INSTITUTE FOR SOCIAL RESEARCH (ISR).
INTERNAL AUDIT........cooeviviiiieiiniiiens
JOHN AND JUNE PEROVICH BUSINESS CENTER

JOHNSON CENTER (JOHNS)............ N-17
JONSON GALLERY/RWIJF (JONGAL). L-13
KIVA (KIVA)........ooeeeeanns N-15

LA POSADA DINING HALL...
LAGUNA HALL (DORMITORY) (LAGUNA).
LATIN AMERICAN DATA BASE AND LATIN AMERICAN OUTREACH.
LATIN AMERICAN/IBERTAN INSTITUTE (LAIL). ..
LOGAN HALL (LOGAN)

151

125

® @ 198

® 172

192
158
193A-E

73
88, 89, 90
(i ] " 60
162
64

44

Lo 65
85

" 160
51
149
26
190
178
82

fe 53

20A

CENTRAL CAMPUS MAP LEGEND
BY BUILDING NAME

BUILDING NAME

MASLEY HALL (MASLEY)..........oitiiiiimitiieeeeeieeeeeeeeee s eeeeee e e es e een e eeseeeeeeennenaeen v
MATTOX SCULPTURE CENTER (MATTO3Y
MECHANICAL ENGINEERING (MECH)
MESA VISTA HALL (MVH)....
MITCHELL HALL (MITCH)....
NAVAL SCIENCE (NAVAL). ...
NORTHROP HALL (NTHP)
ONATE HALL (ONATE)...
ORTEGA HALL (ORTG)...
PARKING & TRANSPORTATION SERVICES
PARKING STRUCTURE / WELCOME CENTER...
PARKING STRUCTURE, LOMAS...
PARKING STRUCTURE, YALE ....
PSYCHOLOGY CLINIC / AGORA CRISIS CENTER (PSYC).
ROBERT HARTUNG BUILDING (HART)
REDONDO VILLAGE STUDENT RESIDENCES...
REGENER HALL (REGH)
SANTA ANA HALL (DORMITORY)
SANTA CLARA HALL DORMITORY
SARA RAYNOLDS HALL (SARAR)
SCHOLES HALL (SCHL)
SCIENCE & MATHEMATICS LEARNING CENTER (SMLC)..
SIMPSON HALL (SIMP)......
SOCIAL SCIENCES (SSCO)..

SOUTHWEST HISPANIC RESEARCH INSTITUTE AND CHICANO STUDIES (SHRI).
STUDENT HEALTH CENTER AND UNDERGRADUATE STUDIES (SHC)
STUDENT RESIDENCE CENTER (SRC).....
STUDENT UNION BUILDING (SUB) (NMU
TAMARIND INSTITUTE. ......cooveeenrece e
TECHNOLOGY & EDUCATION CENTER (TECH)
THE WHITE HOUSE..............
TRAVELSTEAD HALL (TRAV)..
UNIVERSITY ADVISEMENT & ENRICHMENT CENTER (UAEC)
UNIVERSITY CLUB (UCLUB).
UNIVERSITY HOUSE (UNIVH)..
UNM INFORMATION ASSURANCE PROGRAMS
UNM PRESS & OFFICE OF RESEARCH .
UNM PUBLIC EVENTS / POPEJOY...
UNM RESIDENT THEATRE GROUP (TRICKLOCK)
WOODWARD LECTURE HALL (WOOD)
ZIMMERMAN LIBRARY (ZIMM) ..
608 BUENA VISTADR.NE. ...

POINTS OF INTEREST

N-15
.M-17
N-17
K-16
.K-17
J-11
M-17
M-17
.N-15
.J-14
K-16
.M-17
M-17
L-16

ADVISEMENT & ENRICHMENT (BLDG #85)
EXPERIMENTAL THEATRE (CENTER FOR THE ARTS - BLDG #62
FINE ARTS LIBRARY (GEORGE PEARL HALL - BLDG #195)...
GEOLOGY MUSEUM (NORTHROP HALL - BLDG #24)...
GREENHOUSE CONSERVATORY (CASTETTER HALL - BLDG #21).
HUMAN RESOURCES (JOHN AND JUNE PEROVICH BUSINESS CENTER - BLDG #183).
JONSON GALLERY (CENTER FOR THE ARTS - BLDG #62)..
KELLER HALL (CENTER FOR THE ARTS - BLDG #62)
MASLEY HALL ART GALLERY (BLDG #68)...........
MAXWELL MUSEUM (ANTHROPOLOGY - BLDG #11)
METEORIC MUSEUM (NORTHROP HALL - BLDG #24)
POPEJOY HALL (CENTER FOR THE ARTS - BLDG #62
RODEY THEATRE (CENTER FOR THE ARTS - BLDG #62
SOMMERS GALLERY (ART - BLDG #84)..

70 MANZANITA CENTER (MANZ) N-15 TAMARIND INSTITUTE GALLERY (TAMARIND INSTITUTE - BLDG #162 ...N-18
9 MARRON HALL (MARN).... K-17 UNM ART MUSEUM (CENTER FOR THE ARTS - BLDG #62 M7
WELCOME CENTER (BLDG #198) . M-17

m HOSPITAL ‘J LIBRARY ® PARKING 0 INFORMATION r | FOOD/DINING

Planning and Campus Development ¢ Space Management e spacemgt@unm.edu

3/1/2013



Learning Central Navigation

There are several components to the
Learning Central system.

e Home Tab - Navigates you to the
home view.

e My Employees Tab - Navigates you
to the My Employees view.

% Note: The My Employees Tab
is only visible if you are
listed as a supervisor
with at least one (1)
employee.

e System Links - Contain links to
Sign Out and to Check System
requirements.

e User Profile - Displays the current
users profile information.

e Learning Plan - Displays the current
users learning plan objects.

e Learning Catalog - Allows the
current user to locate learning objects
in the catalog.

e Easy Links - Contains links to other
Learning Central views, including
News, Reports, Curricula Status,
Learning History and My Employees.

@ Note: The My Employees Easy
Link is only visible if you
are listed as a supervisor
with at least one (1)
employee.

@A\ UNM

Learningcentral
Home My Employees System
Tab Tab Links
Q UNM Y V I Welcome Rikki Selbee | § Check System | Sign Out I

Lea”‘i”QC@ntral My Employees I

User Rikki A Selbee
) Analyst Instruct Design Il
. Computer Learning Technologies
Profile
Learning Plan ) .
: = 7 Learning
| Snow:\ Everything X \ Search Catalog: | Go | Browse (
Due later . - Catalog
Easy Links P
12/31/2012 ™ Abuse and Domestic Violence Awareness
News Reports
e Options and Settings Eas
M Code of Conduct and Organizational Ethics y
Available Curricula >\ [ Learning History > ( L. k
M Core Measures and Public Reporting B Overdue (0) 4 2 items completed in the ln S
e Due in 30 days (0) = last 30 days
¥ Due Later (2) ~
: W Corporate Compliance y
Lea’mlng Available \
) My Employees >\
Plan M Cuiture and Diversity  Overdue (2)
Available Due within a week (0)
M Customer Service: A Pillar of Excellence B On Time (0)
Available >
- Health Literacy: A Prescription to End Confusion
Available
= General Gy Due by 12/31/2012 | Required | Assigned by System
AP 5 Go to Content
Al - | N <+ o s —osoiocsosuins
W Hazardous|  Originated From Curriculum Q View Details
Available Online Annual Competency CLT 1283
M Healt Online ftem
Available Available
W HiPAAand| 244 days remaining

Central system requirements.

Hover your mouse over Learning Plan items to view the details for that item.

Click on the Name in the User profile to view user profile details.

Click the Check System Link to verify your workstation meets Learning

Rev. May 1st, 2012
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Learning Central - Learning History fgw@ —

The Learning History component of Learning Central contains all Printing Completion Certificates
recorded learning events for the current user including online modules,

classroom instruction, and blended courses. Employees may filter the 1. Use the mouse pointer to hover-over the ltem Title.

Learning History to display events that meet specified criteria; it may A pop-up for the selected item displays.
also be used to print certificates of completion. 2. Click on the Print Certificate menu item.
VieWing Learning History The report will compile in a new browser window.
1. From the Learning Central home page, click the Learning History | 3.  Click the Print icon.
easy link. Your local printer settings display; select your desired printer and
The Learning History Page displays. other print options.
Learning History View ifi i
Learning Central Home View Sy J 24 T m.? ictlfffie o: fonlplftignm i
" Learning History >> T -
4aartiog Plan 4 2 items completed in the ' = = AN s Copion
—— et (= ] SE-:VC:;:S @ last 30 days. Thvs.osmhos that
, p— S

Buz012 1208 P00

42012 1205 P

o201z 120370

2012 1201 M

Viewing Item History Details
1. Use the mouse pointer to hover-over the Item Title.
Learning History View 2. Click on the View Details menu item.

Tearming Fistoy Use “Show Completions:” The ltem Historv Details displ
- . m il I 1 .
to filter the Learning e ne story Letalls aispiays
Type Completion Date * .
LI I History by date. Learning History View Item History Details
Lesmng 41020120100 PM L‘;(Iﬂh;l\ - AR I s S S Learning History Details
Leamng 2P42012 1247 PM Lentrd Iu‘nn My Employeas
« Back
:::: o ) ‘jw:z :::: Cth on column headings Leamiog isiog; o Sexual Harassment in the Workplace
Sexul Harassment In the Workplace S i, Online Annual Competency CLT 1224

Learmng % P 212012 12 11 PM. to SOrt by that COlumn. = 7 Revision: 1- 12/1»3/2011 09:14 PM America/Denver
Leamng | & View Detaie pui2012 1210 PM e e status Compietion Date Scheduled Offering 1D:
Leamig & Pr certmeate b12012 12,08 M i & Completion Date: 2/24/2012
= e | ) ) ) i s Status: Pass
b Use heading filter fields Leaming History Details
Laamng 8Nt and Patent Satety Pass 2042012 1201 PM. to enter filter Criteria‘ e b:lh'ﬂ:z e it

—1 Bu = 202412012 1214 PM Total Hours:

2012 1211 P Credit Hours:
t Certe Vi Deenile 1208 PM CPE Hours:
/2012 1205PM Instructor-
Comments:
il Em waen 2
e | & Frepttoctments @ |




Learning Central - Learning Plan

The Learning Plan contains all the leaning objects that an employee
needs to complete. Learning objects may be instructor led training,
computer based training, or blended courses. Learning Objects that are
a required part of the employee’s job will automatically display upon

the Learning Plan. Learning objects may also be added to the Learning
Plan by the employee’s supervisors, educators, system administrators,
or the employee.

Navigating the Learning Plan

The Learning Plan is displayed on the Home view of Learning Central.

Vi Learning Central Home View
1ew P Welcome Riki Seibes | (@ Check System | Sign Out
Buttons LeamingCentral RS
Rikki A Selbee
Analyst Instruct Design Il
Computer Learning Technologies.
Show ‘
] Learning Plan v
Field g 7
) “fishow: | Eventhing - Search Catalog | Go | Browse
B Tater Easy Links s
. 12/31/2012 8 Abuse and Domestic Violence Awareness prn ownila
Filter E
M Code of Conduct and Organizational Ethics
raiiable Curricula Learning History »
4 Overdue (0)
N Mo it g . - Q,M‘:n,;:m..
Learning i St | |
) W Corporate Comphiance
: e My Employees »
Objects o
Sac
ency Health Literacy: A Prescription to End Confusion
Due by 12/21/2012 | Required | Assigned by System
5 e
s s Ep
Online Annual Competency CLT 1283
Oniine tem
Avaioble
244 days remaining

e View Buttons - Used to toggle between list and card views
e Show Field - Used to display specific object types.
e Filter - Used to filter Learning Plan objects for specific text.

e Learning Objects - Displays all items that meet current display
criteria.

@\ UNM
LearningCentral

Learning Plan Views
Learning Plan objects may be viewed either in the Card or List View.
List View

The List View displays a list of all learning objects on the Learning
plan. To view details for learning objects, users must hover the mouse
pointer over the object name.

Learning Plan List View

Learning Plan
-4, Show:| Eventhing | Search Catalog: |
No due date .
- Easy Links
Y&l Cerner Millennium OR Scheduling and Case Trac... S S . Ob .
Must e registered we el [ earning Object
7)) of Diabetes Curricula >> | [ Learnin| .
Enoteg P — Action Buttons.
‘complete. —
@ PSCU Unit RN Competencies a
Enrolled | typerculosis Prevention (Module)
'd Tuber
Must be re: Assigned by Rikki Selbee
] Request Schedule
Instructor and learners present together SHEA 8004 || ’;' - 70;;‘1 """" (
Target Audience: Employees who have potential for Ly
exposure to tuberculosis and need a refresher... more
You are NOT REGISTERED
There are NO SCHEDULED SESSIONS for this course.
Request Schedule for this tem.
Instructor-Led Item
Hust be registered
Vi j
Card View Learning Plan Card View

The Card View presents learning | Leaming Pan ‘ ‘
4| Show:| Everything 7

object information on the object T
Ca rd " Add Itlona”y7 ObJeCt aCtlon Cerner Millennium OR Scheduling and Case Tracking
buttons are displayed directly on it
. [ 7 Instructor and learners present 2
the object card. R
in Of ns and surgery ) Remove
Must be registered -é-;l;;’-D;;-l ------
Learning Object Fundamentals of Diabetes Mana . T
ACthIl ButtOl’lS . [ Py 7 Instructor and learners present ¢
) together CE 156
e s

rev May 11th, 2012
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Learning Central - Learning Plan

Object.

Scheduled offering.

page displays.

displays.

3. Click the Confirm button.
The Registration Details page

Registering for Classes
Employees must register for Instructor led classes prior to attending.
1. Click the Register button associated with the desired Learning

The Registration Confirmation

% Note: If your Learning Plan is set to List View, hover over
the learning object to see the Register function.

The Learning Object details display.
2. Click the Register button that corresponds to the correct

Cerner Millennium OR Scheduling and Case Tracking
Sef-Assigned | Orgnated From Scheduled Offering

[ .‘ Instructor and learmers present
‘R together CLT

Instructor-Led item e
You see NOT REGISTERED

Register vtz an open offering

Mzt e regizeres

Registration
« Back

COURSE CLT 989
Revision: 1 - 9/29/2011 04:48 PM America/Denver

case tracking functions using the bluecard mpage.

¥ Assignment Information
Required Date:
Assignment Type:

» Current Registration

¥ Available Offerings

@ cemer Millennium OR Scheduling and Case Tracking

PREREQUISITE: Cemner Millennium Inquiry or Cerner Millennium Inpt Basics

Completion Date:
Assignment Date: 3/29/2012

Htem Description: This course is designed to instuct users in OR scheduling functions and surgery requesting functions using the Cerner Appointment book appication and surgery

TARGET AUDIENCE: Staff and Providers who request, schedule, and/or track surgical cases.

Days Remaining:
Assigned By: 13499, Selbee, Rikid A

@

gi;v Start o End Location Available Seats Action
1 6/11/2012 09:00 AM 6/11/2012 12:00 PM 933 Bradbury, Oso Room 15 View Detais
America/Denver America/Denver
1 7/912012 09:00 AM 719/2012 12:00 PM -933 Bradbury, Oso Room 16 View Detais
America/Denver America/Denver
Register
1 8/13/2012 09:00 AM 8/13/2012 12:00 PM -933 Bradbury, Oso Room 16 View Detats
America/Denver America/Denver
Register
Registration )

0=

Registration
Registration Comments - Finished
@ Cemer Millennium OR Scheduling and Case Tracking
COURSE CLT 989
Revision: 1 - 9/29/2011 04:48 PM America/Denver
Start Date: 7/9/2012 09:00 AM America/Denver
End Date: 7/9/2012 12:00 PM America/Denver
Capacity: 1 of 16 enrolied, 0 waitisted
Price :0.00 (USD)

Success

User Name: Selbee, Rikki A
Registration Status: ENROLL (Enrolled)
Comments:

3. Click Yes to remove the Learning Object from your Learning Plan;

@&\ UNM
LeammgC@HM"ﬁlﬂ

Withdrawing from Classes

If you do not plan to attend classes you are registered into, you must
withdraw from the class.

1. Click the Withdraw button associated with the desired Learning
Obiject.

% Note: If your Learning Plan is set to List View, hover over
the learning object to see the Withdraw function.

The Withdraw confirmation window displays.
2. Click the Yes button to confirm the withdraw action.
The Remove from To Do list window displays.

or Click No to keep the Learning Object on your Learning Plan.
The Learning Object Details page displays.

Cerner Millennium OR Scheduling and Case Tracking o

setAssned ‘Confirmation

r .‘ Instructor and learners present
\'_ ) Do you want to withdraw from this session?
Yes No

together CLT 989
Current Registrations © Help

View Regisration

You are REGISTERED

Starts €/11/2012 09,00 AM
Location: 933 Bradousy, O Room
Total Cousse Length 1 day.

Q View Dy withdraw

Enolled

Remove from To-Do List

Do you want to remove the associated item from the To-Do List?

Note: If you choose Yes, the item will be removed from the To-Do List only if it was added to it as a result of this registration.

No | | Yes
Registration © Help

« Back

@ Cemer Millennium OR Scheduling and Case Tracking

COURSE CLT 889

Revision: 1 - 9/29/2011 04:43 PM America/Denver

Item Description: This course is designed to instuct users in OR scheduling functions and surgery requesting functions using the Cemer Appointment book appication and surgery
case tracking functions using the biuecard mpage

PREREQUISITE: Cerner Milennium Inquiry or Cemner Milennium Inpt Basics
TARGET AUDIENCE: Staff and Providers who request, schedule, and/or track surgical cases.
¥ Assignment Information

Required Date:
Assignment Type:

Completion Date:
Assignment Date: 3/29/2012

Days Remaining:
Assigned By: 13499 Selbee, Rikki A
#» Current Registration

> Available Offerings

» Request Schedule

rev May 11th, 2012
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Open any browser and type the following link in the address line: https://netid.unm.edu/

) UNM NetID Maintenance and Password Changes - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help

@Eack - 'x._.-:‘l @ @ \-:;j pSearch “in:.;-‘Favurites @ D;g* -af._;

nekid, unm. edu)

Click on the Click to create your NetID link.

UNM NetlD Maintenance

For general information an URM MetiD policies and procedures, see Fastinfo or hitpaiiit unm edufacctsifag. himl

Change Current | Expired Password (| know my password)

Click to change your password

Reset Lost /| Expired Password (I forgot my password)
Click to recet your password

When Does My Password Expire?
Click to display expiration date

Set/Change Security Questions

The challenge-response systermn allows you to resetyour password by answering some standard questions. In the
future if yvou forget vour password, you can return to this page, answer these questions, and reset your password.
You must already have a NetlD and know your password to use this option.

Click to setichande security questions

New Users - Create your UNM NetlD

PLEASE NOTE! Ifyou are a UMMH or HEC studentiemploves you cannot use this page to create your 1D or change a
Hospital ID Password. Click here for infarmation on how to request a north campus MNetiD.

MAIN CAMPUS EMPLOYEES AND STUDENTS ONLY' Click to create your MNetlD I

14


https://netid.unm.edu/

3. The following will page will display.

New NetiD Creation

To create your MetlD, you will have to provide your Social Security Mumber and birth date, and must also agree to the
UM policy for use of computer accounts

Read The Policies And Accept

By cormpleting this form, | agree to be hound by LIRR policy on Acceptable Computer Use (Bolicy Number 2500)

| also agree to the following conditions:

o |will be held responsible for any use of this cormputer account

# |will not use the computer account for any commercial purpose

s il notuse the computer account to engage in any form of ilegal software copying, or any other copyright
infringement {including the illegal downloading of copyright music and videao)

# |will not atternpt to access accounts, files, or infarmation belonging to others without their knowledge and consent

& il notwillfully use my cornputer accountto harrass other computer users

# lwill notuse the computer account in such away as to violate state or federal lawe, or anmy Uk policy

| understand that failure to comply with this agreement may result in sanctions
against me, including removal of the account and disciplinary action, and may
subject me to criminal penalties.

F\rslName.|:|LastName. Iclick) | agree

4. Enter your First Name and Last Name in the appropriate field.
5. Click on the I agree button.
6. The following page will display (Complete part 1,2 3 and 4).

Create A New NetiD

Welcome Lisa Gamboa. Follow the instructions to create your hetiD. This will be your unigue ID while you are with
LNt - you cannot change it ance you have created it Your NetD will also be part of your UNM email address.

1. Confirm your identity.
Social Seeurity Nurnber (enter as 596-50-0599) |
Birth Date tenter as mm / dd fyy e.0. 03(09/60) ]

2. Choose your NetID.

‘iU can select any cornbination of letters and nurmbers far your (D (at least 2, and up to 8 characters). It must start with
a letter. Your MetlD is not case-sensitive; so for example TIM'is the same as Tim' If someone else has already
selected the D you choose, you will receive an errar and will have o start ower with this form

Select a Netld (2 ta 8 characters, stating with 2 letter) Igambooi

3. Choose a password.
Your password will be rejected if it does not meet this standard
o Must contain between 8 and 20 characters
o Mustnot repeata character more than twice in a row (e.0. RR is ok, bul RRR s noty
o Must contain characters from at least 3 of the following characters sets:
» Numbers
« Upper case lefters (4,8, C..2)
o Lower case lefters (a, b, 0.2
« Spetial tharacters - any of the following
MEBHE )T - == @

Pagswords are case-sensitive; the character @ is notthe same as 'a’. Remember which case you use!

(Formare see Whywas the password standard selected?

4. Choose your security questions.
Ifyou forget your password you will have to answer 3 of your chosen guestions before you can select a new password.

Select AT LEAST 5 questions. Answering more now may make it easier for you to reset your password in the future;
vou can answer il the quesiions fyou wish. Frovide answers you can easily remember. Each answer must be unique

(For more see How do | use challenge-response?)

Inwhat eity was your mother bom?
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7. Complete Part 1 — Confirm your identity
a. Enter your social security number (with dashes).
b. Enter your bithdate mm/dd/yyyy.

1. Confirm your identity.

Social Security Mumber {enter as 999-99-9999)

Birth Date (enter as mm S dd [ yy e.0. 03/09/60) |EIEI1 5170

8. Complete Part 2 — Choose your Net ID
a. Itis recommended that you keep the NetID provided.

2. Choose your NetlD.

selected the 1D you chaoase, you will receive an errar and will have to start over with this farm.

Select a Metld (2 to 8 characters, starting with a letter) netid[l1|

You can select any combination of letters and numbers foryour ID (at least 2, and up to 8 characters). It must start with
a letter. Your MetlD iz not case-sensitive; so for example TIM'is the same as Tim'. If sameone else has already

9. Complete Part 3 — Choose a password
a. Select and confirm you password using the standards listed below.

3. Choose a passworid.
Your password will he rejected if it does not meet this standard:

e hlust contain between 8 and 20 characters
o hust not repeat a character more than twice ina row (e.g. RR iz ok, but RRR is not)
& hlust contain characters from at least 3 of the following characters sets:

« Mumhers

¢ Lppercase lefters (8, B, C..5

o Lowercase lefters (a3, b, o .5

e« Special characters - any of the following:

MEFRE )T - =Er @ T

(For more information see Why was the password standard selected?

Passwords are case-sensitive; the character 'A'is notthe same as '3’ Bemember which case you usel

Select password |

Canfirm password |
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10. Complete Part 4 — Chosoe your security questions
a. Answer at least 5 security questions.

4. Choose your security questions.
Ifyou farget your password you will have to answer 3 ofyour chosen gquestions hefore vou can select a new passwoard.

Select AT LEAST 5 questions. Anawering mmare now may make | easier for vou to reset wour password In the future;
wiou can answer alf the questions ifyou wish. Provide answers you can easily remember. Each answer must be unigue,

(For maore information see How do | use challenge-response?)

In wehat city weas your mother born? | |

What is the name of your favorite pet? | |

What is your favorite city or vacation | |
spot?

What is yaur favarite food? | |

What is your favarite hobbypastime? | |

Whatwas the first school wou attended? | |

Who is wour favorite teacher? | |

Who is vour favorite athlete? | |

Who i your favorite author? | |

Who was your first employer? | |

| Click to create your MetlD

11. Click the OK button to create your NetID.
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LoboMail

Log into LoboMail at http://LoboMail.unm.edu

LoboMail %

-

ail

_—

A LoboMail account is automatically created for every new employee

Online courses on LoboMail are available in Learning Central. Login at

https://learningcentral.health.unm.edu/learning/user/login.do and search for “LoboMail”

and search for “LoboMail” (or click

https://unm.custhelp.com/app/answers/list/kw/lobomail/search/1)

Overview of your LoboMail mailbox

FastIinfo contains over 80 questions and answers about LoboMail. Go to http://Fastinfo.unm.edu

1. Favorites — Foldersthat you use the most. You can add folders to Favorites.
2. Inbox and folders — Folders copiedfrom your Webmailand GroupWise accounts.
3. Navigation box — Switch to Mail, Calendar, Contacts or Tasks.
4. Mail List — Can be sorted, filtered, and searched. You can turn Conversation View on and off
5. ReadingPane — Can be located on the right, bottom, or turned off
uazj#?ce365 Home  Outlook t | LoboMail Training D Y
Mail > Inb& 7 options - @ -
. a_]vlrm . Filter - Vie . NHC Marine Weather Discussion
N 1 REI Welcomes You With 15% Off! k \ e

2 S 4 [ Inbox (24 REL
3 Books24x7 (-1 APMGRI: The Student Night Train has reac...
3 NOAA Linda Johansen

@ Deleted Items ——
-1 New User Confirmation
L@ Junk E-Mail National Weather Service

lal Notes

> L@ Search Folders

National Weather Service

= Mail _| Books24x7 New Title Notification

IPRA information
ﬁ Calendar
=1 [MENTOR-L] 2012 Mentoring Conference - ...
D8] contacts IPRA information
ﬂ Tasks 1 [MENTOR-L] 2012 Mentoring Conference - ...

x

|Write: Names to add to IT-UNM listserv

3 REI 2 2 =

= " ) NHC Marine Weather Discussion

3 AppWon National Weather Service
(2l Drafts 21 CNN.com registration confirmation (22e42...
[ Sentltems CNN Member Center

=] iption Change C ion (Confir...

2 Welcome New User (Confirmation Required)
National Weather Service

= APMGRL The A/R Daily Train has reached its ...
Linda Johansen

2:21 AM

v

212 AM

2:10 AM

2:07 AM

2:04 AM

2:03 AM

h

1:45 AM

1:42 AM

1:42 AM

Jro:

000

LoboMail Training

IAGXX40 KNHC 170809
MIMATS

MARINE WEATHER DISCUSSION
INWS NATIONAL HURRICANE CENTER MIAMI FL
110 AM EDT WED OCT 17 2012

- Flag for follow up. Start by Wednesday, October17, 2012. Due by Wednesday, October 17, 2012.

”-

- To help protect your privacy, some content in this message has been blocked. If you're sure this message is
from a trusted sender and you want to re-enable the blocked features, click here

‘ou are subscribed to NHC Marine Weather Discussion for NOAA's National Weather

ervice.
EHC Marine Weather Discussion

)10/17/2012 04:12 AM EDT

u'»m

How to write and send a new email
1. Click New in the Message list tool bar.
. A new message window will pop up.

2
3. Enter the email address(es), the subject, and the message text.
4. To Blind Copy, double click on the CC (or go to Options, Settings, Mail and check Always show

Bcc in the message format box)
5. Click on Send
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