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Performance Management  

 
The Performance Management module is used to: 1) Create a SPA Work Plan; 2) Edit/Modify an existing SPA Work Plan; 
and 3) Complete a SPA evaluation.    
 

Work Plan Process Steps 

 

 
 
 

Create/Edit  SPA Work Plan  

 
To create/edit a SPA Work Plan, log into Niner Talent (http://jobs.uncc.edu/hr) using your NinerNet credentials: 
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Once logged in, click the ΨGo to UNC Charlotte Employee PortalΩ link in the upper right hand corner of your page. 

 
 

 
 

Note: You may access this link from any module and while logged in as any user type 
 
 
When you reach the UNC Charlotte Employee Portal, the first screen you will see is ΨYour Action ItemsΩ. This will be a list 
of items that require your attention. Note any Ψ5ue Date(s)Ω indicated. 
 
ΨLǘŜƳΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǊŜǾƛŜǿ ǘȅǇŜ ό!ƴƴǳŀƭΣ ¢ǊŀƴǎŦŜǊκwŜŀƭƭƻŎŀǘƛƻƴΣ bŜǿ 9ƳǇƭƻȅŜŜΣ 9ȄƛǘύΦ Ψ5ŜǎŎǊƛǇǘƛƻƴΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ŎǳǊǊŜƴǘ 
process step and/or required action. To create a new, and/or modify an existing, work plan, select the description title 
that reads ΨSupervisor Creates/Edits Work PlanΩ, or click the blue ΨViewΩ button corresponding to the appropriate 
process step. 
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Once selected, the Work Plan will appear. Note: There are five (5) tab sections across the top of the Plan. 
 

 
 
 
 
The first tab section indicates SMART Goals. On this tab, you enter/edit all goals associated with the job duties aligned 
with each functional competency. You may add new goals, and/or edit/ replace existing goals, as appropriate or desired.  
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When you reach the bottom of the page and have completed/edited goals for each functional competency, you may 
ŎƭƛŎƪ ά{ŀǾŜ 5ǊŀŦǘέ ƻǊ άbŜȄǘέΦ  /ƘƻƻǎƛƴƎ ǘƘŜ ΨSave DraftΩ button will allow you to come back and complete the work plan 
at a later point in time. /ƘƻƻǎƛƴƎ ǘƘŜ ΨNextΩ ōǳǘǘƻƴ will move you forward to the next tab section.  (Note: Choosing the 
ΨbŜȄǘΩ ōǳǘǘƻƴ will enable auto save for the work just completed). 
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The next tab section indicates Behavioral Goals. On this tab, you will enter/edit the goals associated with each 
behavioral competency identified and/or chosen. You may add additional behavioral competencies, remove existing 
competencies, add new goals, or edit/replace existing goals, as necessary and/or appropriate. Please number each goal 
that is added.  
 

 
 

To add Behavioral Competencies, click the Behavioral Competency dropdown menu and select the desired     
Competency from the list of available options. 
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Once selected, and goal(s) have been entered, you may add additional Behavioral Competencies as necessary, or 
desiredΣ ōȅ ŎƘƻƻǎƛƴƎ ǘƘŜ Ψ!ŘŘ 9ƴǘǊȅΩ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ǇŀƎŜ. 
 

 
 
 
 
 
Once selected, please choose another Behavioral Competency and enter all appropriate goals. Note: You may add as 
many Behavioral Competencies as deemed appropriate, or necessary. However, you must include at least one 
Behavioral Competency entry.   
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To remove an existing entry, select the ŎƘŜŎƪōƻȄ ƴŜȄǘ ǘƻ άwŜƳƻǾŜ 9ƴǘǊȅέ ŀƴŘ click ά{ŀǾŜ 5ǊŀŦǘέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 
screen. 
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The next tab section is Career Development Goals. On this tab, you will enter/edit any Career Development goals 
associated with the specific employee. Career Development goals may include such items as: training workshops, 
technical skills training, professional certifications and/or conferences, etc.  Please number each goal that is added.  
 
Note: Career DŜǾŜƭƻǇƳŜƴǘ Ǝƻŀƭǎ ŀǊŜ ǎǘǊƻƴƎƭȅ ŜƴŎƻǳǊŀƎŜŘ ŀǎ ŀ ΨōŜǎǘ ǇǊŀŎǘƛŎŜΩ ŀƴŘ ǎƘƻǳƭŘ ōŜ ǳǇŘŀǘŜŘ ƻƴ ŀƴ ŀƴƴǳŀƭ ōŀǎƛǎΦ 
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The next tab section indicates Evaluation Methods. On this tab, you will choose the Evaluation Method(s) you intend to 
ǳǎŜ ǘƻ ŎƻƴŘǳŎǘ ȅƻǳǊ ŀǎǎŜǎǎƳŜƴǘ ƻŦ ǘƘŜ ŜƳǇƭƻȅŜŜΩǎ ǇŜǊŦƻǊƳŀƴŎŜΦ ¸ƻǳ Ƴŀȅ ŎƘƻƻǎŜ ŀǎ Ƴŀƴȅ ŜǾŀƭǳŀǘƛƻƴ ƳŜǘƘƻŘǎ ŀǎ 
deemed appropriate, or necessary. Note:  LŦ ȅƻǳ ŎƘƻƻǎŜ Ψ9ƳǇƭƻȅŜŜ {ŜƭŦ-ReportΩΣ ȅƻǳ ŀǊŜ ƛƴŘƛŎŀǘƛƴƎ ǘƘŀǘ ȅƻǳ ŜȄǇŜŎǘ ȅƻǳǊ 
employee to provide full comments/input during the performance evaluation process. Please ensure that this 
expectation is communicated to your employee during the work plan review and/or prior to the start of the evaluation 
process.     
 

 
 
The final tab section indicates Comments. On this tab, you may add additional comments as deemed appropriate and/or 
necessary. 
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bƻǘŜΥ hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ŀƭƭ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴΣ ƛǘ ƛǎ ǎǘǊƻƴƎƭȅ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ȅƻǳ ŎƘƻƻǎŜ Ψ{ŀǾŜ 5ǊŀŦǘΩ ǳƴǘƛƭ 
you have completed the Supervisor/Employee Work Plan Discussion. Such action will enable any necessary edits 
resulting from this discussion. IƻǿŜǾŜǊΣ ƛŦ ȅƻǳ ŎƘƻƻǎŜ Ψ/ƻƳǇƭŜǘŜΩ ȅƻǳ Ƴŀȅ ǎǘƛƭƭ ƳŀƪŜ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŜŘƛǘǎ ǘƻ ǘƘŜ ǿƻǊƪ 
plan.  
 
 

Completing the Supervisor/Employee Work Plan Discussion  

 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƘƻǎŜƴ ŜƛǘƘŜǊ ǘƘŜ Ψ{ŀǾŜ 5ǊŀŦǘΩ ƻǊ Ψ/ƻƳǇƭŜǘŜΩ ƻǇǘƛƻƴΣ ƛǘ ƛǎ ǘƛƳŜ ǘƻ ǎŎƘŜŘǳƭŜκŎƻƴŘǳŎǘ ŀ 
Supervisor/Employee Work Plan Discussion. During this meeting, you and your employee will discuss the expectations 
contained within the work plan, as well as, the method(s) of evaluation you intend to use to conduct your assessment of 
work performance.   
 
NoǘŜΥ LŦ ȅƻǳ ƳŀǊƪŜŘ ǘƘŜ ²ƻǊƪ tƭŀƴ ŀǎ Ψ/ƻƳǇƭŜǘŜΩ ƛƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ǇǊƻŎŜǎǎΣ ǇƭŜŀǎŜ ŀŘŘ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŜŘƛǘǎ ǘƻ ǘƘŜ ǿƻǊƪ 
Ǉƭŀƴ ǇǊƛƻǊ ǘƻ ŎƻƳǇƭŜǘƛƴƎ ǘƘƛǎ ǇǊƻŎŜǎǎ ǎǘŜǇΦ LŦ ȅƻǳ ŎƘƻǎŜ ǘƘŜ Ψ{ŀǾŜ 5ǊŀŦǘΩ ƻǇǘƛƻƴΣ ȅƻǳ Ƴŀȅ ƳŀƪŜ ŀƴȅ ƴŜŎŜǎǎŀǊȅ ŜŘƛǘǎΣ ƳŀǊƪ 
ǘƘŜ ǿƻǊƪ Ǉƭŀƴ ŀǎ Ψ/ƻƳǇƭŜǘŜΩΣ ŀƴŘ ǘƘŜƴ ƳŀǊƪ ǘƘŜ {ǳǇŜǊǾƛǎƻǊκ9ƳǇƭƻȅŜŜ ²ƻǊƪ tƭŀƴ 5ƛǎŎǳǎǎƛƻƴ ŀǎ Ψ/ƻƳǇƭŜǘŜΩΦ  
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¢Ƙƛǎ ǇǊƻŎŜǎǎ ǎǘŜǇ ǎƘƻǳƭŘ ōŜ ƳŀǊƪŜŘ ŀǎ Ψ/ƻƳǇƭŜǘŜΩ ƻƴƭȅ ŀŦǘŜǊ ǘƘŜ {ǳǇŜǊǾƛǎƻǊκ9ƳǇƭƻȅŜŜ ²ƻǊƪ tƭŀƴ 5ƛǎŎǳǎǎƛƻƴ Ƙŀǎ ōŜŜƴ 
conducted. Note: When you select the Ψ/ƻƳǇƭŜǘŜΩ ōǳǘǘƻƴ ŀǎǎƻŎƛŀǘŜŘ ǿƛǘƘ ǘƘƛǎ ǇǊƻŎŜǎǎ ǎǘŜǇΣ ǘƘŜ ²ƻǊƪ tƭŀƴ ƛǎ ǊƻǳǘŜŘ 
immediately to the subject employee for his/her review and acknowledgement. 
 
 
Once you have completed this action item, the following screen will appear. On this screen, you may review the work 
plan and/or history associated with this action. When the employee has acknowledged his/her work plan, an Approvals 
& Acknowledgements button with become viewable.  
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To return to the NinerTalent site, click ǘƘŜ ΨGo to UNC Charlotte User SiteΩ ōǳǘǘƻƴ in the top right hand corner. 
 

 
 

 

 

 

 

 

Using Progress Notes  

 
At any time after your employee has acknowledged his/her work plan, you may use the Progress Notes functionality to 
track individual accomplishments, recognition, areas for improvement, and/or supervisor/employee coaching sessions.  
Progress Notes are your personal records to assist with completion of the performance evaluation process. They are 
employee-specific and are not viewable by the employee. However, all documented items should be professional and 
performance-related. Note: Progress Notes are not intended to serve as formal disciplinary action ς only documentation 
of performance-related issues and/or discussions.  Formal disciplinary action must be initiated outside of this system.     
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To add Progress Notes, log into Niner Talent (http://jobs.uncc.edu/hr) using your NinerNet credentials: 
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hƴŎŜ ƭƻƎƎŜŘ ƛƴΣ ŎƭƛŎƪ ǘƘŜ ΨDƻ ǘƻ ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΩ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ȅƻǳǊ ǇŀƎŜΦ 
 
 

 

 
 

Note: You may access this link from any module and while logged in as any user type 
 
 
To locate a specific employee, click the ΨMy Employee ReviewsΩ link and select the appropriate Review Cycle using the 
filters on the left hand side to narrow search results. 
 

 
 

 
 

When you have located the specific employee of interest, you may click the link associated with the program or the blue 
Ψ±ƛŜǿ wŜǾƛŜǿΩ ōǳǘǘƻƴΦ  
 

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


 

Niner Talent Documentation 
Updated 7/2015  

 
Once selected, the following screen will appear. You may choose Progress Notes from either the left hand menu or the 
Progress Notes box. 
 
 

 
Once selected, the following screen will appear.  
 

 
 
9ƴǘŜǊ ŀƭƭ ǊŜƭŜǾŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴΣ ŀŘŘ ŀƴ ŀǘǘŀŎƘƳŜƴǘ όƛŦ ŘŜǎƛǊŜŘύΣ ŀƴŘ ŎƭƛŎƪ Ψ{ŀǾŜΩΦ ¸ƻǳ Ƴŀȅ ŀŘŘ ŀƴƻǘƘŜǊ ƛǘŜƳΣ ŀǎ ƴŜŎŜǎǎŀǊȅΦ   
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To return to the NinerTalent sitŜΣ ŎƭƛŎƪ ǘƘŜ ΨDƻ ǘƻ ¦b/ /ƘŀǊƭƻǘǘŜ ¦ǎŜǊ {ƛǘŜΩ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ 
 
 

 
 

Annual Review Process Steps 

 
 

 

 

 

Supervisor Completes Employee Review  
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Once your employee has completed his/her Self-Assessment, this information will route immediately to you for review 
and consideration. 
  
To complete a SPA Employee Review, log into Niner Talent (http://jobs.uncc.edu/hr) using your NinerNet credentials: 
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hƴŎŜ ƭƻƎƎŜŘ ƛƴΣ ŎƭƛŎƪ ǘƘŜ ΨDƻ ǘƻ ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΩ ƭƛƴƪ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊ ƻŦ ȅƻǳǊ ǇŀƎŜΦ 
 

 
 

 
 

Note: You may access this link from any module and while logged in as any user type 
 
 
²ƘŜƴ ȅƻǳ ǊŜŀŎƘ ǘƘŜ ¦b/ /ƘŀǊƭƻǘǘŜ 9ƳǇƭƻȅŜŜ tƻǊǘŀƭΣ ǘƘŜ ŦƛǊǎǘ ǎŎǊŜŜƴ ȅƻǳ ǿƛƭƭ ǎŜŜ ƛǎ ΨYour Action LǘŜƳǎΩ. This will be a list 
of items that require your attention. Note any due date(s) indicated. 
 
ΨLǘŜƳΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ǊŜǾƛŜǿ ǘȅǇŜ ό!ƴƴǳŀƭΣ ¢ǊŀƴǎŦŜǊκwŜŀƭƭƻŎŀǘƛƻƴΣ bŜǿ 9ƳǇƭƻȅŜŜΣ 9ȄƛǘύΦ Ψ5ŜǎŎǊƛǇǘƛƻƴΩ ƛƴŘƛŎŀǘŜǎ ǘƘŜ ŎǳǊǊŜƴǘ 
process step and/or required action. To create an employee evaluation, select the description title that reads 
Ψ{ǳǇŜǊǾƛǎƻǊ /ƻƳǇƭŜǘŜǎ 9ƳǇƭƻȅŜŜ 9ǾŀƭǳŀǘƛƻƴΩΣ ƻǊ ŎƭƛŎƪ ǘƘŜ ōƭǳŜ Ψ±ƛŜǿΩ button corresponding to the appropriate process 
step. 
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Once selected, the Supervisor Evaluation will appear. Note: Five (5) tab sections across the top of the Supervisor 
Evaluation.
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The first tab section indicates SMART Goals. On this tab, you will enter a Rating, Supervisor Comments (for any Rating 
other than 3ςMeets Expectations), and a Performance Improvement Plan (for any Rating of 2ςBelow Expectations or 1ς
Unsatisfactory) for each functional competency.  Note: A Performance Improvement Plan must include the following 
information: 1) Issue(s); 2) Corrective action(s); and 3) Timetable(s) for improvement.  
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To add a Rating, click the Rating dropdown menu and select the desired Rating from the list of available options.  
 

 
 
Note: Based upon the Rating selected, please follow the instructions as indicated in the help text highlighted by the 
green circles. 

 
 
When you reach the bottom of the page and have completed/edited goals for each functional competency, you may 
ŎƭƛŎƪ ά{ŀǾŜ 5ǊŀŦǘέ ƻǊ άbŜȄǘέΦ /ƘƻƻǎƛƴƎ ǘƘŜ Ψ{ŀǾŜ 5ǊŀŦǘΩ ōǳǘǘƻƴ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ŎƻƳŜ ōŀŎƪ ŀƴŘ ŎƻƳǇƭŜǘŜ ǘƘŜ ŜǾŀƭǳŀǘƛƻƴ 
ŀǘ ŀ ƭŀǘŜǊ Ǉƻƛƴǘ ƛƴ ǘƛƳŜΦ /ƘƻƻǎƛƴƎ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ ǿƛƭƭ ƳƻǾŜ ȅƻǳ ŦƻǊǿŀǊŘ ǘƻ ǘƘŜ ƴŜȄǘ ǘŀō section. Note: Choosing the 
ΨbŜȄǘΩ ōǳǘǘƻƴ ǿƛƭƭ ŜƴŀōƭŜ ŀǳǘƻ ǎŀǾŜ ŦƻǊ ǘƘŜ ǿƻǊƪ Ƨǳǎǘ ŎƻƳǇƭŜǘŜŘΦ 
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The next tab section indicates Behavioral Goals. On this tab, you will enter a Rating, Supervisor Comments (for any 
Rating other than 3ςMeets Expectations), and a Performance Improvement Plan (for any Rating of 2ςBelow Expectations 
or 1ςUnsatisfactory) for each functional competency.  Note: A Performance Improvement Plan must include the 
following information: 1) Issue(s); 2) Corrective action(s); and 3) Timetable(s) for improvement.  
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The next tab section indicates Career Development Goals. On this tab, you will enter Supervisor Comments, as 
appropriate or necessary.  
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The next tab section indicates Overall Rating & Comments. On this tab, you will enter an Overall Performance Rating and 
Supervisor Comments.  
 
Note: Both fields must be completed by the supervisor regardless of the overall rating. This process step may not be 
ƳŀǊƪŜŘ ŀǎ Ψ/ƻƳǇƭŜǘŜΩ ǿƛǘƘƻǳǘ ǘƘƛǎ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴΦ  
 
 

 
 
 
 
 
 
²ƘŜƴ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ Ψ/ƻƳǇƭŜǘŜΩ ōǳǘǘƻƴΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǿŀǊƴƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ appear. Please ensure all necessary 
information has been entered/completed prior to clickiƴƎ ΨhYΩΦ   

http://brand.uncc.edu/sites/brand.uncc.edu/files/media/brand/UNCCharlotte_Logos/Logomark.zip
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¢ƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ bƛƴŜǊ¢ŀƭŜƴǘ ǎƛǘŜΣ ŎƭƛŎƪ ǘƘŜ ΨDƻ ǘƻ ¦b/ /ƘŀǊƭƻǘǘŜ ¦ǎŜǊ {ƛǘŜΩ ōǳǘǘƻƴ ƛƴ ǘƘŜ ǘƻǇ ǊƛƎƘǘ ƘŀƴŘ ŎƻǊƴŜǊΦ 
 
 

 

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













