Add SMART Goal to Plan

ROLE: MANAGER

Purpose

This job aid is to guide managers through the step-by-step process of how to add SMART Goals to a plan.
Process Flow
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o Add SMART
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Step 1 Step 3
Procedure
Step Action
1. Log into the Talent e From any brower, type in https://talent.houstontx.gov.

Management System (TMS)

@ https://talent.houstontx.gov/ P> X l

e The Talent Management System log in screen displays. Type in your
Username and Password then click Sign In.

1. Type your
Username and
Password

2. Click Sign In

e The homepage displays.

2. Navigate to My Team e Click the My Team icon in the top main header. The Team Dashboard
page displays.

¢ In the left navigation pane, click Plans. The Plans page displays.

Team Plan Items
Name Person Type PastDue Due Within 7 Days  Total
Employee One  Active [ 0 []

Employee Two  Actve [ 0 0

Team Course Completion Status

C h c k P Ia ns % ‘pw Course Compietion Date: Last 1 Month [v]

e Team Member JobRole  ltems on Completed Course

Srits Employee One [

Emplayes Two ]
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TMS Instructions: Manager

3. View Team Member’s Plan .

Click the

number
1 link

In the Direct Team Plans, under the Draft column, click on the number 1

link next to the desired employee.

Direct Team Plans

Person Name Person Typd Draft
(=] (E):;’IOVGE Active 1 0 0
] Employee Acti
Two ctive 0 0 0

0 0
0 0
Activate Plan

Pending App... Pending Ack... Activated Completed Cancelled Revision Requested Actions

o] 0
o] 0
Create Plan

Actions

Add Activity Reset

Create Goal

Toe Trpe* c Start Date*

Goal Default Values

Due Date

ategory”
form differant duties, as schaduled | SMART Goals[x] |Job & Sustainable Developmant[x]| 07012014 ([ 065072015 & = asa

* = required

Add Detail

e Under the Plan Name column, click the Plan Name that is in Draft status
to view the plan details.
] Plan Name Status Start Date End Date Plan Type Actions
Click Plan Name —> [l 2014-15 HEAR Performance Plan Draft 0710112014 0613012015 Employee Actions
Add Activity to Plan Acfivate Plan Back to Team View Reset
4. Add SMART Goals ¢ The Plan Details page displays.
e In the 1-SMART Goals section, click Add Activity then Add Goal.
Course Request
No items found o Cl'ick Add
Priority Medium ~ —) ACtiVity >
1- SMART Goals Add Activty | Modify Table Add Goal
e The Create Goal window displays.
e Enter the Title of the SMART goal in the Title field, select the goal
Category that aligns with the Mayor’s Pillar then choose the Start Date
and Due Date.
e Next, click the Add Detail button to advance to the next screen.
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Step Action

o The Goal Details page displays.

o Copy the SMART Goal Rating Criteria, located at the top of the page,
then Paste it in the text box below.

e Enter rating criteria between the [enter criteria] brackets for each
rating.

e Click the Save button.

Goal Details: Demonstrate the ability to perform different duties, as scheduled

Copy and paste the following text into the SMART Goal Rating Criteria text box below:

5 - Excepfional: [enter criteria]

4 - Exceeds Expectations: [enter criteria]
3 - Meets Expectations: [enter criteria]

2 - Below Expectations: [enter criteria]

1 - Needs Improvement: [enter criteria]

Title* Demonstrate the ability to perform

Srart
Goal
Rating
Criteria

Farmat = || Font Family |« || Font Size -

BZU|S=S= S =4 A~

Assignee  Employes One

Type EMART Gaals

Category®  Fiscal Responsibility Iz‘
Start

2= o701/2014 i |
DuzDse |06/30/2015 =

]

riginal " 5
Dus Date 08'30:201

Visibiity | Msnagement Reports + Subgosls [¥]

Alignment Mo aignment selected.
¢ Clear F B Y

Source of oo emer Two

Goal

Craated ;
an 082472015

Plan 201415 Supervisor HEAR Per Plan

Attachments Add Aftschment

No items found

e The Activity to Plan confirmation page displays. This confirms that your
goal has been successfully added. Click the Close button to close the
confirmation page.

e The Create Goal page displays, you can choose to add another goal or
click the Close button to return to the plan.

END OF PROCEDURE « RETURN TO TOP
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