
Authorized Adult Registration Guide 

1 
 

 

This guide will take you through the steps needed to complete an Authorized Adult 
registration for a University or external organization minors on campus program.  

 

1. Visit LoboYouth.com.  
2. Select “Register for Authorized 
Adult Registration” 

 

 

 

 

 

 

 

 

 

 

 

 

3. On the next page, click “Select.”  
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4. Enter your first and last name and select “Add to Cart.” 

 
5. Select “Checkout” that pops up on the top-right corner. 

 
6. Select "Proceed to Checkout” 
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7. Begin filling out the Registration Information. Areas in red font and/or ending with an 
asterisk * are required. Once you’re done with this page, select “Next.” 

 

8. Continue completing the following registration page “Additional Information.” Please 
follow the below guidelines when completing this page. Once you are done, select 
“Next.”  
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Additional Information Page Guidelines: 
a. UNM EMPLOYEES If you are a UNM employee, select “Yes” from the 

applicable drop down. 
i. Background Checks If you submitted a background check request 

through UNM HR, please upload the submission email you received 
from Smartsheet.  

1. If someone is submitting a background check request on your 
behalf, they must contact CEEO (or HSC Compliance for HSC 
minors on campus programs) before the start of their program 
to provide proof of background check request so that it may be 
uploaded into the system on its administrative end. 

ii. Training Employees must also confirm that they completed a Minors 
on Campus training by selecting the appropriate response from the 
dropdown. 

b. PROGRAM LEADERS If you are a program leader, please select “Yes” from 
the applicable dropdown. If there is additional information needed regarding 
a program or its participants, we will contact the program leader listed, 
based on the “Yes” indicated.  

c. EXTERNAL ORGANIZATIONS If you are an external organization, please 
select “Yes” from the appropriate drop down.  

i. Background Checks All authorized adults in an external organization 
must provide a completed background check. Uploading an email 
confirming that a background check was cleared or approved without 
showing the date the background check was performed and the areas 
searched will not be approved. The background check must show that 
the following areas have been searched: 

• DOJ Sex Offender 
• Locator Select and Verification 
• Multi-State Instant Criminal Check with Verification 
• Federal Criminal Record - 3-Year Address History 
• County Criminal Record - 3-Year Address History 

Authorized adults who did not receive a satisfactory background 
check are prohibited from participating in the minors on campus 
program. 

ii. Primary Point of Contact If you are the primary point of contact, 
please select “Yes” from the appropriate drop down. If additional 
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information is needed about a program or its participants, we will 
contact the person who marked “Yes.” 

iii. Facilities Contract The primary point of contact is responsible for 
providing the UNM contract or agreement executed for the external 
organization’s program and can upload this document through its 
registration page. Failure to provide this information will result in 
disapproval of a minors on campus program. 

iv. Proof of Insurance The primary point of contact is responsible for 
providing a certificate of insurance and can upload this document 
through this registration page. Please contact the Risk Services 
Department for more information on insurance. 

d. Additional Information Fields The additional information fields serve as 
optional text and upload areas if an individual needs to share more 
information related to their registration. If an individual does not have 
additional information to provide, they may skip these fields. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://risk.unm.edu/
https://risk.unm.edu/
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9. On the Authorized Adults Code of Conduct page, click “I consent to the above code 
of conduct” and draw your signature. Once you’re done, select “Next.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Authorized Adult Registration Guide   7 
 

10. On the Transportation Agreement page, click “I agree to abide the terms of the 
Transportation Agreement” and draw your signature. Once you’re done, select 
“Next.” 
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11. On the “Payment Information” page, enter your first and last name once more, 
including the phone number and email address of the person who should receive a 
receipt/acknowledgement of the registration. Once completed, select “Next.” 

a. Program Leaders you may direct your participants to include your email 
address and phone number to confirm a participant’s registration.  

 
12. Once the “Confirm” box pops up on the page, select it.  
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13. An Order Confirmation page will pop up. You are officially registered! 

 

14. Once you are registered, you will receive a confirmation email. Please retain it for 
your records and forward it to your program leader as directed. 

 


