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CHARLOTTE

NC Charlotte's Compensation and
Position Management provides
consultative advice for, and analysis of,
EHRA/SHRA staff position classification and
salary administration actions and/or
projects.
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Section 1: Position Management

Overview

Introduction: The Position Management module is used to create new position descriptions and
to modify/update existing descriptions. Routing options included in this module move the
position description between Initiator, Approver(s), Budget Approver(s), and Human Resources.

There are two menu items:

1. Position Descriptions
2. Classifications

To create a new, or modify an existing, SHRA or EHRA position, you must submit a proposal to
Human Resources. This is called the Proposal Phase.

Once the position has been initially reviewed/approved, it will be returned for additional
information. Adding these details is called the Details Phase. The new, or modified, position
description must also be approved after the details have been added.

When updating an existing position description without a salary change, the Proposal Phase is
not included.

Purpose: The Position Management module is used to:

e (Create new SHRA or EHRA positions
e Modify existing SHRA or EHRA positions (salary change)
e Update existing SHRA or EHRA position (no salary change)

Process Overview

Phase Description

Proposal e Initiator creates a new, or modifies an existing, Position Description
e Approver reviews & submits to Human Resources
Human Resources reviews proposed action
e Human Resources recommends appropriate action/range of pay
e Human Resources returns the Position Description to the Initiator

Details e Initiator adds details
e Approver reviews details
e Budget Approver reviews & sends to Human Resources

e Human Resources reviews and gives final approval
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Starts Proposal Request to Revi /R ds :

Create New or Modify Position 1

]

Enters basic position information- Conducts review fo confirm request Verifies proposed position/ !

working title, primary purpose, is accurate and authorized for changes and recommended salary 1

reques‘red salary, ete. further consideration. {May have are qligned. Recommends career :

‘ it i I

multiple approvers, as necessary) band/position change action J
e e e e e e e e e e e e e e e e e e e e -

g e

4

_____ ——— Budget e Human -
= Approval Resources
(PEM & GCA)*

\
1
1
Cornge!zzerispl:i: sri"h" _ Reviews Funding Reviews/ Approves i
Enters/modifies/verifies Reviews, verifies and makes Reviews/confirms funding‘ Reviews position descripfion for :
position details: necessary edits to position Assigns position number  complete/accurate information. |
classification, competencies,  details. Enters/edits/approves (new position only). Approves new position and/or |
job duties, ADA checklist, funding. (May have mulfiple position modifications !
! 1
e:rl.f:. approvers as necessary) requesting salary change. ‘Ji
N e e A
*PBM- Personnel Budget Management (general funds) GCA - Grants and Contract Administration (other funds)
1.1 Initiator: Create New Position — Proposal Phase
How to Create a new SHRA or EHRA Position Description: Proposal Phase
Step Action
1 Log into NinerTalent with your NinerNet credentials.
If ... Then ...
You are not logged in as an Change your User Group to
Initiator Initiator
You are logged in as an Proceed to Step 3.
Initiator
2 Click the Refresh button.
Result: A confirmation message displays at the top of the screen.
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If ... Then ...
The module does not default to Change the Module
Position Management

The module defaults to Position Proceed to Step 4
Management

Note: The Position Management module is indicated by an orange header.

Position Management Welcome, Tiffani McCain My Profile  logout

N User Group:
NinerTalent
Initiator

Welcome to NinerTalent!

Alerts (1 alert from the admin strator) 59 Filled F'ostings
Last 30 days
TYPE MESSAGE
i ] Supervisors of newly hired SHRA employees are reminded to conduct quarterly probationary period
reviews to document progress and/or performance improvement needs. To document these .
discussions, you may use the Off-Cycle Review Program which can be found in the UNC Charlotte

Portal by clicking My Employees’ Reviews. A video on how to complete this process can be found on
the following website: https://hr.charlotte.edu/managers/performance-management

Inbox Postings ()  Users 703 Hiring Proposals & Position Requests 17 M SHRA NS EHRA Non-Faculty

I Faculty Temp Hire

Special Handling Lists

SEARCH

Applicants Per Day

Last Week

How to create a new SHRA or EHRA Position Description: Proposal Phase, continued

Step

Action

4

Click the Position Descriptions tab and choose SHRA or EHRA from the drop-down
menu.

Note: All approved SHRA or EHRA position descriptions within your department or
work unit will display.
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5 Click Create New Position Description.

Result: A new screen with options to create a new position or
clone from existing Position Description. You must enter
Working Title and Organization Unit information.

| New Position Description
[ Start Position Reguest
P To create a new Position Description, select a title and Organizational Unit. Select a
Position Description below to clone from an existing Position Description.

Organizational Unit

Division

Select a Division

College/Department Select a College/Department ~

Wwork Unit

‘ Saved Searches v ‘ ‘ ‘ m More Search Options v

Clone an existing Position Description?

EPA Staff Position Descript... X ‘

6 To clone from an existing position description, select position description from EPA
Staff Position Descriptions.

Result: A new page will open.

7 Enter the Proposed Working Title.

8 If you support multiple departments, select the appropriate department from the drop-
down box.

9 Click Start Position Request
Result: A new page will open.

Page 6 of 27
Last reviewed on March 3, 2025



Other Iniiator with Access

Other initiator with
Access

Deparimental Information

Divvsion Plansa soloct o

Position Information

Woriking Titke [Frst Dmcar

Requeszed Salary [

Progsed Eective Diate | MwoomeY | B2

Additional Information
B|I & F|d|m

10 Complete all fields on the Proposal Request page.

11 Click Save & Continue.

Result: The Position Summary Page displays.

12 Click the Take Action on Position Request button to view all available workflow

actions.
If... Then ... And Then...
Approval is required Select Submit (Move to Select the appropriate
Approver) Approver from the
dropdown menu, add
comments and select
Submit
Additional approval is not | Select Submit to Human | Add comments and click
required Resources (Move to HR Submit.
Review/Proposal)

Result: A confirmation message displays at the top of the page.
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Take Action On Position Request v

Keep working on this Position
Request

WORKFLOW ACTIONS

Cancel Action (move to
Canceled)

Submit (move to HR Review -
Proposal)

Submit (move to Approver -
Proposal)

Other Initiator (move to Initiator
- Proposal)

1.2 Initiator: Create New Position — Details Phase

How to Create a New SHRA or EHRA Position Description — Details Phase

Step Action
1 Log into NinerTalent with your NinerNet credentials.
If ... Then ...
You are not logged in as an Change your User Group to
Initiator Initiator
You are logged in as an Initiator Proceed to Step 2.
2 Click the Refresh button.
Result: A confirmation message displays at the top of the screen.
3
If... Then ...
The module does not default to Change the Module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
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1.2 Initiator: Create New Position — Details Phase, Continued

How to Create a new SHRA or EHRA Position Description: Details Phase, Continued

Step Action
4 Click on the Position Request tab in your Inbox.

Alerts
TYPE MESSAGE
L] Supervisors of newly hired SHRA employees are reminded to conduct quarterly probationary period reviews to document progress and/or performance improvement needs. To

document these discussions, you may use the Off-Cycle Review Program which can be found in the UNC Charlotte Portal by clicking My Employees’ Reviews. A video on how to
complete this process can be found on the following website: https://hr.charlotte.edu/managers/performance-management

Inbox Postings Hiring Proposals Position Requests Special Handling Lists

SEARCH

There are no results to be displayed.

Result: A list of pending positions displays.
5 Click on the Title of the position to which you want to add details.

Result: A new page appears that says "New Position Description™

6 Select EDIT for the “New Position Description” you are working on.
Result: The Editing Position Request page displays.

— — [
n 2 3 4 5 6 7 8 9 .. 4 47 Next—
Position (Actions)

O Number Working Title Work Unit Work Unit Stat
m] 000004 VC and General Counsel, Legal Affairs Legal Affairs Active Actions v
] 000009 Sr Associate G I C | Legal Affai Legal Aff: Acti =)
n r Associate General Counse| ega airs ega airs (Ctive
O 000010 Vice Chancellor Business Affairs VC Business Affairs VC Active Actions v

7 Enter all necessary field information included in each tab. To move between the

tabs, click the orange ‘Next’ button, or you may click any tab. The table below
explains each tab.

Create New Position Tabs The table below describes the different Create New Position
Tabs.
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Tab Name

Purpose

Propose Classification

Used to select the HR-recommended classification for the requested
position. As part of the proposal review process, Human Resources
will communicate this information to you via system generated email.
Select the radio button for the appropriate classification.

Position Details

Used to complete all the basic details about the position (work
schedule, full time/part time, etc.)

Funding Source

Used to add the source(s) of funding for the position request.
Note: The percentage(s) associated with each funding source
should equate to 100 when totaled.

Competencies

Used to enter the position-specific competencies and relevant job
duties. To begin, you will need to 'right click' on the link to the
'‘Competency Profile’ and select 'Open Link in New Tab'.

You will need to click the 'Add Position Specific Competencies
Entry' button and include a minimum of three (3) competencies
(Note: Most positions will have more than three). From the
competency profile, you will copy the ‘Competency Level
Description’ from the new tab that was opened. Be sure to include all
relevant job duties associated with each competency.

ADA Compliance Form

Used to select the physical activities, physical requirements,
visual acuity requirements, and working conditions associated with
the job.

Note: Each section has a link you can click for full definitions.

Supplemental
Documentation

Used to upload all necessary documents that should be submitted with
the position (Organizational Chart, FLSA checklist, etc.). Click
Actions to upload a document.

Job Posting Information

Includes information you wish to add to the Job Posting.
Note: This information will copy to the Applicant Tracking module
when the position is posted.

Position Request Summary

Provides a summary view of your position request. From this screen,
you may review all information entered for both accuracy and
completeness. You can also jump to individual tabs to edit

Last reviewed on March 3, 2025
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Step Action
8 Cli_ck the Take Action on Position Request button to view all available workflow
actions.
9 Select Submit (Move to Approver — Details)
10 Choose the person who should approve the position description from the drop-

down list box, add necessary comments, and click Submit.

Result: A confirmation message displays at the top of the page.

1.3 Initiator: Modify Position — Proposal Phase

How to Modify a SHRA or EHRA Position Description: Proposal Phase

Step Action
1 Log into NinerTalent with your NinerNet credentials.
If... Then...
You are not logged in as an Change your User Group to
Initiator Initiator
You are logged in as an Initiator Proceed to Step 3
2 Click the Refresh button.
Result: A confirmation message displays at the top of the screen.
3 If... Then...
The module does not default to Change the module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
4 Click on the Position Descriptions menu tab and select SHRA or EHRA.
Result: All approved SHRA or EHRA position descriptions within your work units
will display.
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| You are now viewing the system as a member of the Initiator group |

Position Management

NinerTalent

Home Position Descriptions ~

/ Position Descriptions / EHRA Non-Faculty ¢

EHRA Non-Faculty Position Descriptions

‘ Saved Searches v

Initiator Default x

“Initiator Defaulc” €I

Selected records ) X Clear selection?

Position
(] Number Working Title Work Unit
(] 000018 Associate Vice Chancellor of Alumni Engagement Alumni Engagement
(m] 001257 Assoriate Provost and Chief of Staff Academic Affairs VC
(] 003915 Assoriate Provost for Academic Budget Academic Affairs VC
o 004405 ?:islcttalcjci;igmr for the Center for ADVANCINg Advancing Fac Success
[m} 003494 Assistant Director, 49er Next Advising ggllj\zgrrsw Transfer
(m} 003493 Assistant Director of Transfer Student Programs ggggﬁg?dua[e
] 009556 IT Analyst/Programmer Ili ?ygi‘el;:a(i"”es Info
(m] 007549 Personnel Data and Reporting Analyst Academic Affairs VC
(] 009168 IT Analyst/Programmer Il OnelT - Infrastructure
(m] 000469 Senior Classification/Compensation Consultant a‘;‘;’nf“'“mmerf

Welcome, Tiffani McCain

| IEERY | More search options ~

Work Unit

Alumni Engagement
Academic Affairs VC
Academic Affairs VC

Advancing Fac Success

University Transfer
Center

Undergraduate
Education

OnelT - Fadilites Info
Systems

Academic Affairs VC

OnelT - Infrastructure

Staff Position/Perf
Mgmt

Status

Active

Active

Active

Active

Active

Active

Active

Active

Active

Active

My Profile  logout

User Group:

‘ Initiator

(Actions)

Actions v
Actions v
Actions v
Actions v~
Actions v
Actions w
Actions v
Actions v
Actions v

Actions v

position.

Result: The Position Description Details appear.

Locate the position description you wish to edit/modify and click on the title of the

Start button.

Position Management

NinerTalent

Home Position Descriptions ~ Classifications ~

/ Position Descriptions / EHRA Non-Faculty / Academic Advisor |

=

*Vi

Welcome, Tiffani McCain

B Print Preview

ew Supervisor

Initiator

Select the Modify Position Description link and click the

logout

User Group:

Shortcuts ~

B Print Preview (Employee View)

—’ I * Modify Position Description I

Current Status: Active

Position Type: EHRA Non-Faculty

Work Unit: College of Health &
Human Svc

Created by: Alice Patterson

* Update Position Description

Position Description: Academic Advisor | (EHRA Non-Faculty)

Last reviewed on March 3, 2025
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Home

NinerTalent

Position Management Welcome, Tiffani McCain  logout

User Group:

Initiator A

Position Descriptions ~ Classifications ~ Shortcuts ~

/ Position Descriptions / EHRA Non-Faculty / Modify Position Description 3%

Start Modify Position Description Position Request on Academic Advisor I?

Once it has been started, this position request will lock the position description from other updates until the position request has completed

B ———

7 Enter all information as requested in the Proposal Request.
Note: The Position Change Summary should be a concise, yet detailed explanation
of the Requested Action. Additionally, please indicate your proposed salary,
proposed effective date, and any comparable position(s)- Position# or Employee
Name
- that may be impacted by this request.

8 Click Next to move to the Position Request Summary.

9 Click the Take Action on Position Request button to view all available workflow
actions.

10

If... Then... And Then...

Approval is required Select Submit (move Select the appropriate
to approver-Proposal) | Approver from the drop
down menu and select

Submit
Additional approval is | Select Submit (move Add comments and
not required to HR Review- click Submit

Proposal)

Result: A confirmation message displays at the top of the page.
Note: If you wish to add this item to your Watch List, check the Watch List box.

1.4 Initiator: Modify Position — Details Phase

How to Modify a SHRA or EHRA Position Description: Details Phase

Step Action

1 Log into NinerTalent with your NinerNet credentials.
If... Then...
You are not logged in as an Initiator | Change your User Group to

Initiatory

You are logged in as an Initiator Proceed to Step 3

2 Click the Refresh button.
Result: A green confirmation message will appear at the top of the screen.

Note: The menu may change based on your default settings.
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3
If... Then...
The module does not default to Change the module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an o
4 Click the Position Request tab in your inbox.
Inbox Postings [£) Users &36 Hiring Proposals 24 Position Requests 32
Special Handling Lists /
SEARCH
I \
DAYS IN CURRENT
TITLE CURRENT STATE STATE
Result: A list of pending positions displays.
5 Click on the Title of the position to which you want to add details.
Result: A new page appears that says "Modify Position Description”.
6 Select the Edit link under "Modify Position Description."
Result: The Editing Position Request page displays.
Note: Tabs are shown on the left side of the page. The following table provides a
description of each field.
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Home

Position Descriptions ~ Classifications ~

Position Requests / EHRA Non-Faculty / Edit

Editing Position Request

Classification

e | seve s contene

& Reason For Action

@ Employee

@ Supervisor

Before creating a new EPA position, you must have completed a proposal at this point
Selected Classification

@ Position Details

Classification Details

@ Funding Source

@ Duties and Responsibi...
& FLSA

& ADA Compliance Form

Classification Information

Position Designation EHRA Non-Faculty

@© Supplemental Documenta... Class/job Code E0085

@ Job Posting Information Classification Title Coordinator
& Analyst Notes Minimum Salary

@ HR Use Only

Market Range Minimum

Position Request Summary

Market Range Maximum

Maximum Salary

Details Tab The table below describes the different Position Details Tabs.
Tab Action Needed
Reason for Explain what is changing about the position.
Action
Employee Verify the employee is listed correctly. If the position is vacant, it will indicate at

the top of the page.

Position Details

Update any basic details about the position (work schedule, FT/PT, supervisor,
etc.) that have changed.

Funding Edit, add, or remove the source(s) of funding for this position request.

Source Note: The percentage(s) associate with each funding source should equate to 100
when totaled.

Competencies | Review and edit the position-specific competencies and relevant job duties. To

(SHRA only) begin, you will need to ‘right click’ on the link to the ‘Competency Profile’ and

select ‘Open Link in New Tab’.

From the competency profile, you will copy the new ‘Competency Level
Description’ (if the competency is changing) from the new tab that was opened. Be
sure to include the new relevant job duties associated with each competency.

Duties and

Review and edit the position-specific duties and responsibilities. There should be

Responsibilities | at least 2 entries. The entries should total 100 and
(EHRA only)
FLSA Must answer questions ‘Are you requesting FLSA designation’ (Yes or No). If yes,

proceed to answer all questions below providing detailed information for
consideration.
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ADA Select the physical activities, physical requirements, visual acuity requirements,
Compliance and working conditions associated with the job.

Form Note: Each section has a link you can click for full definitions.

Supplemental | Include all necessary documents that should be submitted with the position

Documentation | (Organizational Chart, FLSA checklist, etc.)

Job Posting

Include information you wish to be included on the Job Posting.

Information Note: This information will copy to the Applicant Tracking module when you are
ready to post the position.
Position Review all information entered for both accuracy and completeness
Request
Summary
Step Action
8 From the Summary Tab, select Take Action on Position Request.
9 Select Submit (Move to Approver — Details)
10 Choose the person who should approve the position description from the drop-
down list box and click Submit.
Result: A confirmation message displays at the top of the page.

1.5 Initiator: Update Position

Overview: The Update action is used when a position is being edited/updated with no
change in salary. Note: There is no Proposal phase in this action.

Step Action
1 Log into NinerTalent with your NinerNet credentials.
2
If... Then...
You are not logged in as an Initiator Change your User Group to Initiator
You are logged in as an Initiator Proceed to Step 3.
Result: A confirmation message will appear at the top of the screen.
3
If... Then...
The module does not default to Position | Change the module
Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
4 Click on the Position Descriptions tab and select SHRA or EHRA.
Result: All approved SHRA or EHRA position descriptions within your work unit
will display.
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Position Management Welcome, Tiffani McCain My Profile Help  logout

User Group:

NinerTalent

Human Resources v

Home Position Descriptions ~ Classifications ~ Shortcuts ~

SHRA
Welcome to  sHRA Position Requests
EHRA Non-Faculty
Alerts (1 2= EHRA Non-Faculty Position Requests 0 Filled Postings
TE  mest Faculty Last 30 days
Faculty Position Requests

i ] Supervisors of newly hired SHRA employees are reminded to conduct quarterly
probationary period reviews to document progress and/or performance improvement
needs. To document these discussions, you may use the Off-Cycle Review Program which
can be found in the UNC Charlotte Portal by clicking My Employees’ Reviews. A video on
how to complete this process can be found on the following website:
https://hr.charlotte edu/managers/performance-management

Step Action
5 Click the title on the position description you wish to edit.
6 Select Update Position Description

. User Group:
NinerTalent

Initiator v

Home Position Descriptions ~ Classifications ~ Shortcuts ~

/ Pasition Descriptions / EHRA Non-Faculty / Director of Football Academics

B

& Print Preview

B Print Preview (Employee View)
* View Supervisor

* Modify Position Description

’ | * Update Position Description I

Position Description: Director of Football Academics (EHRA Non-Faculty)

Current Status: Active

Position Type: EHRA Non-Faculty Created by: Tiffani McCain
Work Unic: Athletic Academic
Center
Summary History Associated Classification
7 Click Start.
Result: The Editing Position Request page will display.
8 Review fields and edit as needed on each tab.
9 Click Next to move between tabs.
Note: The Summary tab is the final tab.
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Position Requests / EHRA Non-Faculty / Edit

Editing Position Request

@ Classification

@ Employee |2 Check spelling
® Supervisor * Danyired |nfarmatian ,
Reason For Action

© Position Details
© Funding Source [J Update position description (na salary change)
[ supervisor change

© Duties and Responsibl... Change and/or extend funding source(s)

*# R ted Updat:
O FLSA eques pdate [CJ FTE change (hours and/or months worked)

@ ADA Compliance Form [ZJ FLSA Exemption request/review

© Supplemental Documenta... [ Abolish position

& Job Posting Information

Position Request Summary

Position Change
Summary

. Requested Effective |MM/DDNYYY B

Date
This field is required.

£ 2 e

10

From the Summary tab, select Take Action on Position Request.

11

If... Then... And Then...
Approval is required Select Submit (move to | Proceed to step 10
Approver — Details)
Additional approval is Select Submit (Move to | Add comments and
not required HR Review — Details) click Submit

Result: A confirmation message displays at the top of the page.
Note: If you wish to add this item to your Watchlist, check the WatchList box.

12

Choose the person who should approve the position description from the drop-
down list box and click Submit.
Result: A confirmation message displays at the top of the page.

1.6 Approver: Create New Position — Proposal Phase

How to review and approve a Request for a New SHRA or EHRA Position: Proposal Phase

Step Action
1 Log in to NinerTalent with your NinerNet credentials.
2
If... Then...
You are logged in as an Approver Change your User Group to Approver
You are logged in as an Approver Proceed to Step 3.
3 Click the Refresh button.
Result: A confirmation message will display at the top of the page.
4 Click on the Position Management module.

Page 18 of 27

Last reviewed on March 3, 2025



Note: The Positions Management module is indicated by an orange header.
Step Action
5 Click on the Position Requests tab in your inbox.
Inbox Postings &3 Users 636 Hiring Proposals 24 Position Requests E5)
Special Handling Lists
SEARCH
DAYS IN
CURRENT CURRENT
TITLE TYPE STATUS STATUS
6 Click the Title of the position description you wish to review/approve.
7 Review all fields.
8
If... Then...
No edits are needed Click Take Action on Position
Request and proceed to Step 9
Edits are needed Make the edits yourself
OR
Click Take Action on Position
Request and proceed to Step 11
9
If... Then... And Then...
Additional approval is | Select Submit (Move | Proceed to Step 10
required to Approver-
Proposal)
Additional approval is | Select Submit (Move | Proceed to Step 12
not required to
10 Select the appropriate Approver from the drop-down box and proceed to
step 12.
11 Select Return (Move to Initiator - Proposal)
12 Add comments, if needed and click Submit
Result: a confirmation message displays at the top of the page
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1.7 Approver: Create New Position — Details Phase

How to review and approve a New Position Description: Details Phase

Step Action
1 Log into NinerTalent with your NinerNet credentials.
2
If... Then...
You are not logged in as an Change your UserGroup to
Approver Approver
You are logged in as an Approver Proceed to Step 3.
Result: A green confirmation message will appear at the top of the screen.
3
If... Then...
The module does not default to Change the module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
4 Click on the Position Requests tab in your inbox.
5 Click the title of the position you want to review/approve.
6
If... Then...
No edits are needed Click Take Action on Position
Request and proceed to step 7
Edits are needed Make the edits yourself
OR
Click Take Action on Position
Request and proceed to step 8
7
If... Then... And Then...
Additional approval is | Select Submit (Move | Proceed to Step 8
required to Approver-Details)
Additional approval is | Select Submit (Move | Proceed to Step 10
not required Budget Approval-
Details)
8 Select the appropriate Approver from the drop-down box and proceed to
Step 10.
9 Select Return (Move to Initiator — Details)
10 Add comments, if needed and click Submit
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1.8 Approver: Modify Position — Proposal Phase

How to review and approve a request for Modify a Position Description: Proposal Phase

Step Action
1 Log into NinerTalent with your NinerNet credentials.
2
If... Then...
You are not logged in as an Approver | Change your User Group to Approver
You are logged in as an Approver Proceed to Step 3.

Result: A confirmation message displays at the top of the page.

3 Select the Position Management module from the drop-down box.
Note: The Position Management module is indicated by an orange header
4 Click on the Position Request tab in your Inbox.

Result: A list of pending positions displays.

5 Click on the Title of the position to which you want to review/approve.
6
If... Then...
No edits are needed Click Take Action on Position
Request and proceed to Step 7
Edits are needed Make the edits yourself
OR
Click Take Action on Position
Request and proceed to Step 9
7
If... Then... And Then...
Additional approval is Select Submit (Move to | Proceed to Step 8
required Approver- Proposal)
Additional approval is Select Submit (Move to | Add comments if
not required HR Review-Proposal) | needed and click
Submit
8 Select the appropriate Approver from the drop-down box, add
comments if needed and click Submit.
9 Select Return (Move to Initiator - Proposal)

Result: A Take Action window displays.
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1.9 Approver: Modify Position Description: Details Phase

How to review and approve a request for Modify a Position Description: Details Phase

EHRA Mon-Faculty

Step Action
1 Log into NinerTalent with your NinerNet credentials.
2
If... Then...
You are not logged in as an Change your User Group to
Approver Approver
You are logged in as an Approver Proceed to Step 3.
Result: A green confirmation message will appear at the top of the screen.
3
If... Then...
The module does not default to Change the module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
4 Click on the Position Requests tab in your inbox
Inbox Postings 78 Users 716 Hiring Proposals 14 Position Requests [[[]
Special Handling Lists
SEARCH
DAYS IN CURRENT
TITLE TYPE CURRENT STATUS STATUS
Visiting Lecturer of Music - Low Faculty Modify Academic Affairs Review 10
Brass Position & Approve
Music Faculty
IT Project Manager Il Mew Position HR Review - Propeosal 1
OnelT - Planning & Projects Description

Click the Title of the position descr

iption you wish to review/approve.

Review all fields.
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Step Action
7
If... Then...
No edits needed Click Take Action on Position
Request and proceed to Step 8
Edits are needed Make the edits yourself
OR
Click Take Action on Position
Request and proceed to Step 10
8
If... Then... And Then...
Additional approval is | Select Submit (Move | Proceed to Step 9
required to Approver-Details)
Additional approval is | Select Submit (Move | Proceed to Step 11
not required to Budget Approval-
Details)
9 Select the appropriate Approver from the drop-down box and proceed to step
11.
10 Select Return (Move to Initiator- Details)
11 Add comments if needed and click Submit.
Result: A confirmation message displays at the top of the screen.
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1.10 Approver: Update Position

How to review and approve a request for Update a Position Descriptions

Step Action
1 Log into NinerTalent with your NinerNet credentials
2
If... Then...

You are not logged in as an Approver | Change your User Group to
Approver and Click Refresh

You are logged in as an Approver Proceed to Step 3.

Result: A confirmation message displays at the top of the screen.

3
If... Then...
The module does not default to Change the module
Position Management
The module defaults to Position Proceed to Step 4
Management
Note: The Position Management module is indicated by an orange header.
4 Click the Position Request tab in your inbox.
5 Click the Title of the position description you wish to review/approve.
6 Review all fields.
Home Position Descriptions ~ Classifications ~ Shortcuts ~
Position Requests / SHRA / Building Environmental Tech Search Results: Previous | Next
‘..

| Take Action On Position Request v

a Print Preview
[ Add to Watch List

Update Position Description: Building Environmental Tech (SHRA) ¢

Current Status: HR Review - Details

Position Typa: SHRA Created by:
Work Unit: Housing and Owner: Human Resources
Residence Life

Summary History Settings
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Update Position Tab The table below describes the different Update Position Tabs.

Tab Action Needed
Reason for Explain what is changing about the position.
Action
Employee Verify the employee is listed correctly. If the position is vacant, it will indicate
that at the top of the page.
Position Update any basic details about the position (work schedule, FT/PT, etc.) that
Details have changed.
Funding Edit, add, or remove the source(s) of funding for this position request. Note: The
Source percentage(s) associated with each funding source should equate to 100 when
totaled.
Competencies | Review/edit the position-specific competencies (priority order) and/or relevant
job duties.
ADA Select the physical activities, physical requirements, visual acuity requirements,
Compliance | and working conditions associated with the job. Note: Each section has a link
Form you can click for full definitions.
Supplemental | Include all necessary documents that should be submitted with the position
Documentation | (Organizational Chart, FLSA checklist, etc.)
Job Posting | Include information you wish to be included on the Job Posting.
Information
Note: This information will copy to the Applicant Tracking module when you
are ready to post the position.
Position Review all information entered for both accuracy and completeness
Request
Summary

How to review and approve a request for Update a Position Description: Details Phase,

continued
Step Action
7
If... Then...
No edits are needed Click Take Action on Position
Request and proceed to step 8
Edits are needed Make the edits yourself
OR
Click Take Action on Position
Request and proceed to step 10
8

If... Then... And Then...
Additional approval is Select Submit (Move to | Proceed to Step 9
required Approver-Details)

Additional approval is Select Submit (Move to | Proceed to Step 11
not required HR Review-Details)
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9 Select the appropriate Approver from the drop-down box and proceed to Step 11
10 Select Return (Move to Initiator — Details)
11 Add comments if needed and click Submit.

Result: A confirmation message displays at the top of the screen.

Paosition Request was successfully transitioned 4

Welcome, Tiffani McCain My Profile  Help  logout

Position Management
. User Group:
NinerTalent

Human Resources hd

Home Position Descriptions ~ Classifications ~ Shortcuts ~

Position Requests / EHRA Non-Faculty / Research Associate |

D Take Action On Position Request v

B Print Preview
[ Add to Watch List

Update Position Description: Research Associate | (EHRA Non-Faculty) &'

Current Status: HR Review - Details

Pasition Type: EHRA Non-Faculty Created by: Tiffani McCain
Work Unit: Urban Institute Owner: Human Resources
Summary History Settings
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Appendix

User Roles and How to request User Role access

NinerTalent has three user groups: initiator, approver, and temp hire manager. Each user has
different responsibilities in NinerTalent.

NinerTalent Role | NinerTalent Responsibilities

Initiator — Begin a request for new position (SHRA, EHRA Non-Faculty)

— Begin a ‘modify’ or ‘update’ request for existing position (SHRA,
EHRA Non-Faculty, Faculty)

— Begin a posting request (SHRA, EHRA Non-Faculty, Faculty)

— Applicant review/status changes

— Begin a hiring proposal (SHRA, EHRA Non-Faculty, Faculty)

Approver — Review/edit/approve request for new position (SHRA, EHRA Non-
Faculty, Faculty)

— Review/edit/approve a ‘modify’ or ‘update’ request for existing
position (SHRA, EHRA Non-Faculty, Faculty)

— Review/edit/approve a posting request (SHRA, EHRA Non-Faculty,
Faculty, Temp Hire)

— Applicant review/status changes Review/edit/approve a hiring proposal
(SHRA, EHRA Non-Faculty, Faculty, Temp Hire)

— Review/edit/approve a hiring proposal (SHRA, EHRA Non-Faculty,
Faculty, Temp Hire)

Temp Hire — Begin a posting request for temporary employee (Faculty, Staff,
Manager Student, Work Study)

— Applicant review/status changes

— Begin a hiring proposal for temporary employee (Staff, Student, Work
Study)

Budget Approval | — View positions (SHRA, EHRA Non-Faculty, Faculty)
— Add and approve funding information

— Add Budget, Program, Fund Org Codes

— Add Position number (new positions)

— Add certification of contract/grant funding

Supervisors and Business Officers may request access to NinerTalent User Groups for your
employees by completing this Google Form.
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https://docs.google.com/forms/d/e/1FAIpQLSdbKIt2q-sN-edIdyKauZ6hSZaeRbnxrsBMH2wPLGEj8oXEvg/viewform

