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Navigating NinerTalent Performance Module  

 
NinerTalent is UNC /ƘŀǊƭƻǘǘŜΩǎ Human Resources Management System (HRMS) for Employees and Hiring Managers.  The 
type of NinerTalent access you have is determined by your position and may be requested through your supervisor or 
the Business Officer in your college/division by filling out the NinerTalent User Group Request form.  For information on 
getting started in NinerTalent please review the User Guides on the NinerTalent website. 
 
The Performance module in NinerTalent is specifically used to maintain yearly performance plan and appraisal 
information.  It can be used to find both current and past performance actions including performance plans, evaluations, 
approvals & acknowledgments, progress notes, etc.   
 

Logging in and Accessing the Employee Portal  

 
Log into NinerTalent (http://jobs.uncc.edu/hr) using your NinerNet credentials: 
 

 
 
Once logged in, click the ΨΧΩ in the left hand corner to initiate the dropdown and click Ψ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΩ. 

 

 
 

http://brand.uncc.edu/sites/brand.uncc.edu/files/media/brand/UNCCharlotte_Logos/Logomark.zip
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Your Action Items  

 
When you reach the UNC Charlotte Employee Portal, the first screen you will see is Ψ¸ƻǳǊ !Ŏǘƛƻƴ LǘŜƳǎΩ.  This will be a 
ƭƛǎǘ ƻŦ ƛǘŜƳǎ ǘƘŀǘ ǊŜǉǳƛǊŜ ȅƻǳǊ ŀǘǘŜƴǘƛƻƴΦ bƻǘŜ ŀƴȅ Ψ5ǳŜ 5ŀǘŜόǎύΩ ƛƴŘƛŎŀǘŜŘΦ 
 
ΨLǘŜƳΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǊŜǾƛŜǿ ǘȅǇŜ ό!ƴƴǳŀƭΣ Off-Cycle Review, New Employee, etc.ύΦ Ψ5ŜǎŎǊƛǇǘƛƻƴΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ŎǳǊǊŜƴǘ 
process step and/or required action. Select the item link that corresponds to the process step όάŘŜǎŎǊƛǇǘƛƻƴέύ that needs 
to be completed for a specific employee.  
 
If you need to get back to Ψ¸ƻǳǊ !Ŏǘƛƻƴ LǘŜƳǎΩ page click the ΨIƻƳŜΩ button at the top of your screen. 
 

 
 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ŀŎǘƛƻƴǎ ƛƴ Ψ¸ƻǳǊ !Ŏǘƛƻƴ LǘŜƳǎΩ ǘƘŜȅ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ŀǇǇŜŀǊ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴ ǳƴƭŜǎǎ ƛǘ ƛǎ 

reopened by a Human Resources administrator or is sent back to you by the Next Level Supervisor or approver of the 

action. 

 

To find action you have already completed, click Ψaȅ 9ƳǇƭƻȅŜŜǎΩ wŜǾƛŜǿǎΩ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ΨwŜǾƛŜǿ 5ŀǎƘōƻŀǊŘΩΦ 
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Searching and Dashboard  

 

You can search for employee reviews by going to the links at the top left of your screen.  Click Ψaȅ 9ƳǇƭƻȅŜŜǎΩ wŜǾƛŜǿǎΩ 

to take you to your ΨReviews DashboardΩ.  Here you can see past and current performance review programs and actions 

documented in the NinerTalent system. 
 

  
When the screen below appears, it will automatically show you the current active performance cycle programs which 
are open.  (If you notice any discrepancies, call Ext. 7-0660 or email nt-stakes@uncc.edu.) You can monitor your 
performance processes easily by using the colored status tabs at the top of the dashboard.  You can also get a quick look 
at a specific process step name and owner by hovering over the colored step blocks.  

 

Current 

Program 

Status 

Tabs 

Current 

Program 

Hello, Charlotte  

Next Level Supervisor Approves 
Dean Manager 
Owner: Charlotte College 

Filter options 

Process 

Key 

College Charlotte 

Dust Goldie 

Niner 

Dust 

Norm 

Niner Norm

 

 Employee Acknowledges 
Appraisal 

Goldie 

College Charlotte 
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The filter bar at the top of the navigation screen allows you to sort by a specific program, search for an employee, 
and/or group the information by supervisor, reporting unit, etc.  The Ψ!ŘǾŀƴŎŜŘΩ filter button gives you more sort 
options including ΨtǊƻƎǊŀƳ {ǘŀǘǳǎΩΦ  .ȅ ǎŜǘǘƛƴƎ ǘƘŜ ΨtǊƻƎǊŀƳ {ǘŀǘǳǎΩ ǘƻ Ψ/ƭƻǎŜŘΩ, you will be able to access past 
performance programs which will contain records such as performance plans and evaluations.  
 

 
 
 
 
 
 
 
 
 
 
Select the desired employee for a particular program ǘƻ ŀŎŎŜǎǎ ǘƘŜ άhǾŜǊǾƛŜǿέ ǎŎǊŜŜƴΦ  ¢Ƙƛǎ ǎŎǊŜŜƴ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ 
access the performance records and history. 

 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 

Norm 
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The άhǾŜǊǾƛŜǿέ screen will show you all of the performance tasks that will or have occurred this cycle.  It also lists the 
task owner, the date the tasked opened, the date the owner completed the task, and the due date of each task.  The 
tasks for which you are the owner are in blue.  Use the following key to identify the tasks status. 
 
 
 
On the left side of the screen you can access any completed or open performance actions όΨtƭŀƴΩΣ Ψ{ǳǇŜǊǾƛǎƻǊ 

9ǾŀƭǳŀǘƛƻƴΩΣ Ψ{ŜƭŦ 9ǾŀƭǳŀǘƛƻƴΩ), ΨtǊƻƎǊŜǎǎ bƻǘŜǎΩ, and action ΨIƛǎǘƻǊȅΩ.  Click the link to access the desired document. 

¸ƻǳ Ŏŀƴ ŀƭǎƻ ŦƛƴŘ ȅƻǳǊ ŜƳǇƭƻȅŜŜΩǎ ŎǳǊǊŜƴǘ Ƨƻō ŘŜǎŎǊƛǇǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ the Ƨƻō ǘƛǘƭŜΣ ǳƴŘŜǊ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜΣ ƛƴ ǘƘŜ ǘƻǇ 

left corner of the screen. (See arrow)  
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Example: Review Employee Self-Appraisal  

 
¦ǎŜ ǘƘŜ ά{ŜŀǊŎƘƛƴƎ ŀƴŘ 5ŀǎƘōƻŀǊŘέ ǘƛǇǎ ƳŜƴǘƛƻƴŜŘ ŀōƻǾŜ (pages 5-7) to find the current performance program (i.e. 
2017-2018 STAKES Review) in which the Employee Self-!ǇǇǊŀƛǎŀƭ ƛǎ ƘƻǳǎŜŘΦ  hƴŎŜ ȅƻǳ ƎŜǘ ǘƻ ǘƘŜ ΨOverviewΩ screen, 
shown below, click Ψ{ŜƭŦ 9ǾŀƭǳŀǘƛƻƴΩ.   
 
Note: Only the questions with an asterisk (*) were required to be answered. 

 

 
 
 

Norm Niner 

Charlotte College 

Resources Consultant 

Human  

Program Information 

Click link to access current 
Position Description 
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Performance Management  

 
The Performance Management module is used to: 1) Create a SHRA Performance Plan; 2) Modify an existing SHRA 
Performance Plan; and to 3) Complete a SHRA Appraisal.    

Performance P lan Process Steps 

 

 
 
 

 
 
 

Create SHRA Performance Plan 

(Video available) 
 
To create a SHRA Performance Plan, log into NinerTalent (http://jobs.uncc.edu/hr) using your Ninernet credentials: 
 

 
 
 

 

http://brand.uncc.edu/sites/brand.uncc.edu/files/media/brand/UNCCharlotte_Logos/Logomark.zip
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Once logged in, click the ΨΧΩ in the left hand corner to initiate the dropdown and click Ψ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΩ. 

 
 

 
 

 
 
When you reach the UNC Charlotte Employee Portal, the first screen you will see is Ψ¸ƻǳǊ !Ŏǘƛƻƴ LǘŜƳǎΩ.  This will be a 
ƭƛǎǘ ƻŦ ƛǘŜƳǎ ǘƘŀǘ ǊŜǉǳƛǊŜ ȅƻǳǊ ŀǘǘŜƴǘƛƻƴΦ bƻǘŜ ŀƴȅ Ψ5ǳŜ 5ŀǘŜόǎύΩ ƛƴŘƛŎŀǘŜŘΦ 
 
ΨLǘŜƳΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǊŜǾƛŜǿ ǘȅǇŜ ό!ƴƴǳŀƭΣ Off-Cycle Review, New Employee, etc.ύΦ Ψ5ŜǎŎǊƛǇǘƛƻƴΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ŎǳǊǊŜƴǘ 
process step and/or required action. To create a new, and/or modify an existing, performance plan, select the item for 
the desired employee with the description ΨPerformance Plan CreationΩ.  
 

 
 
Note! Prior to the beginning of the new performance cycle, and you drafting the new performance plan, you should sit 
Řƻǿƴ ǿƛǘƘ ȅƻǳǊ ŜƳǇƭƻȅŜŜ ǘƻ ŘƛǎŎǳǎǎ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘ ƻǊ ǳƴƛǘΩǎ ǎǘǊŀǘŜƎƛŎ Ǝƻŀƭǎ ŦƻǊ ǘƘŜ ŎȅŎƭŜΦ  ¸ƻǳ ŀƴŘ ȅƻǳǊ ŜƳǇƭƻȅŜŜ Ƴŀȅ 
be able to collaborate on what individual goals and career development goals should be included in the plan. 
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Once selected, the Performance Plan will appear.  There are five (5) tab sections across the top of the Plan. 
 
The first tab section is titled ά{ŎƘŜŘǳƭŜ ŀƴŘ /ƻƳǇƻƴŜƴǘǎέΦ You will find reference information such as the ŀǇǇǊƻǾŜǊΩǎ 
workflow, the schedule, the components of the system, and the rating scale. 
 

 
 

 
 
The second tab section is titled άLƴǎǘƛǘǳǘƛƻƴŀƭ Dƻŀƭǎέ.  This tab is where you will enter a percentage weight for each 

corresponding institutional goals and any specific standards of performance if desired.  You will need to provide a 

percentage weight (excluding the % sign) of no less than 5 for each goal, and all 5 goals (6 goals if supervisor) must add 

up to 50.  
 

LŦ ȅƻǳΩǊŜ ŜƳǇƭƻȅŜŜ ƛǎ ƴƻǘ ŀ ǎǳǇŜǊǾƛǎƻǊ ς ōŜ ǎǳǊŜ ǘƻ ƛƴǇǳǘ άлέ ŀǎ ǘƘŜ ǿŜƛƎƘǘ ŦƻǊ ǘƘŜ Supervision goal. 
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When you reach the bottom of the page and have completed/edited each institutional goal, you may click ά{ŀǾŜ 5ǊŀŦǘέ 
or άbŜȄǘέ.  Choosing the Ψ{ŀǾŜ 5ǊŀŦǘΩ button will allow you to come back and complete the performance plan at a later 
point in time.  Choosing the ΨbŜȄǘΩ button will move you forward to the next tab section. (Note: The ΨbŜȄǘΩ ōǳǘǘƻƴ ǿƛƭƭ 
enable auto save for the work just completed). 
 

 
 
The third tab section is titled άLƴŘƛǾƛŘǳŀƭ Dƻŀƭǎέ.  This is where you will enter three to five individual goals and their 
corresponding percentage weights (excluding the % sign).  You will need to provide a weight of no less than 5 for each 
goal, and all the individual goals must add up to 50.  
 
Unlike the institutional goals, individual goals are NOT intended to cover all aspects of an employees work product ς 
these are big ticket items to be completed in this performance cycle. 
 
You may add new individual goals, remove existing goals, or edit/replace existing goals, as necessary and/or appropriate. 
Please label each goal that is added.  The Ψ!ŘŘ 9ƴǘǊȅΩ button should be selected to open a new entry field.  
 

 

 
 
 
 
If you decide you want to delete a goal altogether, put a check in the ΨwŜƳƻǾŜ 9ƴǘǊȅΚΩ box under that specific goal and 
click Ψ{ŀǾŜΩ. 
 

SHRA Performance Training 

Roll out training and information sessions for all those effected by the change in the SHRA Performance Appraisal Policy. 
- Hold informational forums for employees, training for supervisor, update website, and develop informational resources by ï April 1, 2017é. 
 

15 
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The fourth tab section is the Career Development Plan. On this tab, you will enter/edit any Career Development 
activities associated with the specific employee.  Career Development activities may include such items as: training 
workshops, technical skills training, professional certifications and/or conferences, etc.  Please number each activity that 
is added. 
 
Each employee should have at least one career development goal or activity each performance cycle. (Note: Career 
Development activities ŀǊŜ ǎǘǊƻƴƎƭȅ ŜƴŎƻǳǊŀƎŜŘ ŀǎ ŀ ΨōŜǎǘ ǇǊŀŎǘƛŎŜΩ ŀƴŘ ǎƘƻǳƭŘ ōŜ ǳǇŘŀǘŜŘ ƻƴ ŀƴ ŀƴƴǳŀƭ ōŀǎƛǎΦ)   
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The fifth  tab section is Evaluation Methods. On this tab, you will choose the Evaluation Method(s) you intend to use to 
ŎƻƴŘǳŎǘ ȅƻǳǊ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ ¸ƻǳ Ƴŀȅ ŎƘƻƻǎŜ ŀǎ Ƴŀƴȅ ŜǾŀƭǳŀǘƛƻƴ ƳŜǘƘƻŘǎ ŀǎ ŘŜŜƳŜŘ 
appropriate, or necessary.  (Note: LŦ ȅƻǳ ŎƘƻƻǎŜ Ψ9ƳǇƭƻȅŜŜ {ŜƭŦ-wŜǇƻǊǘΩΣ please communicate to your employee what 
this expectation entails, including the schedule (weekly, monthly, quarterly, etc.) of these reports or check-ins and the 
expected content.) 
 

 
 
Note: If you still need to finalize some elements in the document prior to sending it to the Next-Level Supervisor for 
review, choose Ψ{ŀǾŜ 5ǊŀŦǘΩ.   
 
If you choose Ψ/ƻƳǇƭŜǘŜΩ it will go to the Next-Level Supervisor for review.  At this point, the Next-level supervisor may 
return the plan back to you for revising or approve it so you can move forward with the performance plan meeting and 
employee acknowledgement of the performance plan process. 
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If you fail to complete any of the required sections in the plan you will get the following message the plan will remain in 
draft mode.  The message will give a general indication as to why the process was unable to be completed.  Correct 
these errors and click the Ψ/ƻƳǇƭŜǘŜΩ button again to finish this task.  

 
 

If your plan goes through successfully, you will see the following message at the top of your screen.  And, the completed 
plan document will be available for you to print and/or copy via the Ψ!ŎǘƛƻƴǎΩ button. 
 
You can copy the completed performance plan to your other employees, who are in like positions, by clicking the 
Ψ!ŎǘƛƻƴǎΩ button.  This will begin the copying process.   
 
If you would like to copy a performance plan to like positions go to the next section of this guide titled ά/ƻǇȅ 
tŜǊŦƻǊƳŀƴŎŜ tƭŀƴ ǘƻ hǘƘŜǊ [ƛƪŜ tƻǎƛǘƛƻƴǎέ.  If you have already clicked the copy button as depicted below, you should 
start from this point in the directions below. 
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Copy Performance Plan to Other Like Positions  

(Video available) 
 
If you have like positions that will have the same or similar performance plans, you can use these instructions to copy an 
already completed performance plan (which you created for one employee) to your other direct reports.   
 
To copy a SHRA Performance Plan, log into NinerTalent (http://jobs.uncc.edu/hr) using your Ninernet credentials: 
 

 
 
 
 
Once logged in, click the ΨΧΩ ƛƴ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ŎƻǊƴŜǊ ǘƻ ƛƴƛǘƛŀǘŜ ǘƘŜ ŘǊƻǇŘƻǿƴ ŀƴŘ ŎƭƛŎƪ Ψ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΩ. 
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When you reach the UNC Charlotte Employee Portal, the first screen you will see is Ψ¸ƻǳǊ !Ŏǘƛƻƴ LǘŜƳǎΩ.  Once here, click 
ΨMy 9ƳǇƭƻȅŜŜ wŜǾƛŜǿǎΩ on the left navigation or via the ΨtŜǊŦƻǊƳŀƴŎŜΩ ŘǊƻǇŘƻǿƴ ǘƻ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ΨwŜǾƛŜǿǎ 
5ŀǎƘōƻŀǊŘΩ. 
 

 
 

 
The ΨwŜǾƛŜǿǎ 5ŀǎƘōƻŀǊŘΩ will appear for you to locate the specific employee and associated program from which you 
want to copy the Performance Plan.  Click the ŜƳǇƭƻȅŜŜΩǎ ƴŀƳŜ ǘƻ ŀŎŎŜǎǎ ǘƘŜƛǊ ǇŜǊŦƻǊƳŀƴŎŜ Ǉƭŀƴ. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

Norm 
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You can view any cƻƳǇƭŜǘŜŘ ƻǊ ƻǇŜƴ ƛǘŜƳ ŦǊƻƳ ǘƘŜ ΨOverviewΩ screen at any time.  In this case, to begin copying this 

particular ŜƳǇƭƻȅŜŜΩǎ Performance Plan, click on the ΨtƭŀƴΩ link on the left navigation.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
The Plan for the employee will open.  Click the Ψ!ŎǘƛƻƴǎΩ button and choose Ψ/ƻǇȅΩ to begin copying the Plan.   
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The following screen will appear.  Select the performance components you want to be copy (to include Individual Goals, 
Career Development Activities, and Evaluation Methods or any of the institutional goals listed) then click the Ψ/ƻƴǘƛƴǳŜΩ 
button. 
 
Note! The items indicated with the red arrows are merely instructions or descriptions within the document and will not 
change whether selected or not.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://brand.uncc.edu/sites/brand.uncc.edu/files/media/brand/UNCCharlotte_Logos/Logomark.zip























































