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Purpose 

This job aid is to guide managers through the step-by-step process of how to create a new plan.  

Process Flow 

 

Procedure  

1. Log into the Talent Management 
System (TMS) 

 

 

 From any brower, type in https://talent.houstontx.gov. 

 

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

 

 The homepage displays. 

2. Navigate to My Team  

 

 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. 
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3. Create a New Plan   In the Direct Team Plans section, click the check box to the left of 
the employee’s name.  

 

 Click the Create Plan button. 

 

 The Search for Plan Forms dialog box displays. Click the Search 
button. 

 

 All available Plan Forms display. Click the check box to the left of 
the Plan Form Name then click the Select button. 

*If the employee has direct reports, select the Supervisor/Manager plan; 
otherwise select the Employee plan. 

 

 The confirmation message displays once the plan has been 
successfully added. 
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