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Business Office – The tasks described in this manual are performed by the 
Business Office security role in VTHR. 

Enroll an Employee in a Taskgroup 
Procedure 
 
This tutorial demonstrates how to enroll an employee in a Taskgroup. This tutorial 
assumes that the Taskgroup already exists and has Task Profiles assigned.  
 
This procedure is required in order for an employee to report time using a Task Profile 
and will be used to: 
  
1. Allow a new employee to use specific Task Profiles. 
2. Change which Taskgroup an employee is assigned to. 
 

Step Action 
1. Click the Main Menu button. 

 
2. Click the Time and Labor menu. 

 
3. Click the Vermont Taskgroup Maintenance menu. 

 
4. Click the Maintain Time Reporter Data menu. 
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Step Action 

5. Click in the Empl ID field. 
 
Enter the desired Employee ID. 
 
Enter : 12326 
 
If you do not know the employee ID, you can search by entering the first few 
letters in the name field.  

6. Click the Search button. 

 
 

 
 

Step Action 
7. To enroll an employee in a new Taskgroup click the Add a new row at row 

1 (Alt+7) button. 
 
By adding a new row for a new Taskgroup you are adding a new effective 
dated row, which will populate with the current date. 

 
8. Click in the Effective Date field. 

 
Enter the start date of the pay period you want the change to take effect. 
 
For this tutorial we will use 05/05/2013 
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Step Action 
9. Click the Look up Elapsed Time Template (Alt+5) button. 

 
 

 
 

Step Action 
10. For this tutorial click the VT_TASKPRF link. 

 
The VT_TASKPRF will be used when Task Profiles are used on the 
timesheet. 
 
The VT_COMBO will be used when Combo Codes are used on the 
timesheet. 
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Step Action 
11. Click the Look up Taskgroup (Alt+5) button. 
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Step Action 
12. Select your specific Taskgroup for the employee. To help you find your 

Taskgroup, you can enter your department's unique identifier in the 
Taskgroup field and then click the Look Up button. 
 
For this tutorial click the ADMIN link. 
 
The PSNONTASK will be used when Combo Codes are used on the 
timesheet. 
 

 

 
 

Step Action 
13. Task Profile ID is not a required entry when enrolling an employee in a Task 

Group. 
 
The Task Profile ID is used to set a default task profile for the employee that 
is different than the default for the Task Group. 

14. Click the Save button. 

 
15. Congratulations!!! You have successfully Enrolled and Employee into a 

Taskgroup. 
 
You can continue by selecting another menu item, or you can sign out of 
VTHR by clicking on the Sign out link located at the top right of the screen. 
End of Procedure. 
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Change Employee from Task Profile to a Combo Code reporter 
Procedure 
 
This tutorial demonstrates how to change an employee from a Task Profile to a Combo 
Code reporter. 
 
This procedure will be used to change an employee who currently uses Task Profiles to 
use Combo Codes when reporting time. 
 

Step Action 
1. Click the Main Menu button. 

 
2. Click the Time and Labor menu. 

 
3. Click the Vermont Taskgroup Maintenance menu. 

 
4. Click the Maintain Time Reporter Data menu. 
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Step Action 
5. Click in the Empl ID field. 

 
Enter the desired Employee ID. 
 
Enter : 12326 
 
If you do not know the employee ID, you can search by entering the first few 
letters in the name field.  

6. Click the Search button. 

 
 

 
 

Step Action 
7. To change an employee from a Task Profile Template to a Combo Code 

Template click the Add a new row at row 1 (Alt+7) button. 
 
By adding a new row you are adding a new effective dated row, which will 
populate with the current date. 

 
8. Click in the Effective Date field. 

 
Enter the start date of the pay period you want the change to take effect. 
 
For this tutorial Enter 05/05/2013 
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Step Action 
9. Click the Look up Elapsed Time Template (Alt+5) button. 

 
 

 
 

Step Action 
10. For this tutorial click the VT_COMBO link. 

 
The VT_COMBO will be used when Combo Codes are used on the 
timesheet. 
 

 
11. Click the Look up Taskgroup (Alt+5) button. 
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Step Action 
12. For this tutorial click the PSNONTASK link. 

 
The PSNONTASK will be used when Combo Codes are used on the 
timesheet. 
 

 
13. Task Profile ID must be blank for the PSNONTASK Taskgroup. 
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Step Action 
14. Click the Save button 

 
15. Congratulations!!! You have successfully changed a Task Profile reporter to 

a Combo Code reporter. 
 
You can continue by selecting another menu item, or you can sign out of 
VTHR by clicking on the Sign out link located at the top right of the screen. 
End of Procedure. 
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Taskgroup & Task Profile – This section describes the steps necessary to 
create and maintain Task Profiles and Taskgroups. 

Create a Task Profile 
Procedure 
 
In this tutorial you will learn how to create a Task Profile. Task Profiles are maintained by 
departments, specifically by the Business Office security role. 
 
A Task Profile is an alphanumeric value that is tied to one or more combo codes (one 
task profile may represent a particular fund split). Task Profiles are assigned to 
Taskgroups. One Task Profile can be used in several Taskgroups. 
 
 

Step Action 
1. TASK PROFILES SUMMARY 

 
Each Taskgroup has one default Task Profile, additionally a default Task 
Profile can be set at the employee level. Time is charged to the Task Profile 
selected with the Taskgroup if (1) the employee does not select a Task 
Profile on the timesheet and (2) the employee does not have a default Task 
Profile on his/her Maintain Time Reporter page. 
 

2. Click the Main Menu button. 

 
3. Click the Set Up HRMS menu. 

 
4. Click the Product Related menu. 

 
5. Click the Time and Labor menu. 

 
6. Click the Task Configurations menu. 

 
7. Click the Task Profile menu. 

 
8. The Task Profile Page displays and in order to Add a New Value you could 

either click the Add a new Value Tab or click the Add a New Value 
Hyperlink. 
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Step Action 
9. For this tutorial 

Click the Add a New Value link. 

 
10. The Task Profile ID naming should use your department's unique 

convention.  
 
Consistency in naming convention is important as this is the way to identify 
your department's or Agency's Task Profiles. For example DPS for Dept of 
Public Safety. The field is limited to 10 characters. 
 
For this tutorial Enter "Admin IT" 

11. Click the Add button. 
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Step Action 
12. The Effective Date must be the first date of the pay period. 

 
For this tutorial Enter " 05/05/2013" 

13. If you need to update a Task Profile make sure to add an effective dated row 
by clicking the + button in the Task Profile Information box. By doing so this 
will add a new row and you would see 1 of 2 rows. 

14. Enter the desired information into the Description field.  
 
Make sure to follow your department's naming convention. 
 
For this tutorial enter "AFM Admin IT SF FSF". 

15. Click the Look up Task Template ID (Alt+5) button. 
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Step Action 
16. Click the VT_TSKPRF link. 

 
This selection is used when creating a New Task Profile. 
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Step Action 
17. Select the Allocation Percent option from the list of valid values. 

 
18. Enter the desired information into the Allocation Percent field.  

 
For this example, enter "100". 
 
To allocate the Task Profile among several Combo Codes, add a row by 
clicking + in the Allocation Detail box. For each row you add you will need to 
specify the percent to allocate. 

19. Click the HR and TL Elements link. 

 
20. In the Business Unit field and enter your General Ledger Business Unit. 

 
For this tutorial Enter "02200" 

21. Click the ChartFields Tab. 

 
22. Click on the ChartFields link. 
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Step Action 
23. Enter the chartfield string you want to search on. For this tutorial we are 

searching on Fund Code 21668. Department 2200011000 and program 
Code 26010.  After entering the desired search parameters in the Chartfield 
Detail section. 
 
Click the Search button. 
 
For best results, enter in as much detail as possible. 

 
 

 
 

Step Action 
24. Click the Select button to pick the desired Combo Code. 
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Step Action 
25. Click the Ok button. 

 
26. The Send to TCD option is not used by SOV, do not check this box. 
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Step Action 
27. Click the Save button. 

 
28. Congratulations!!! You have successfully entered a Task Profile. 

 
You can continue by selecting another menu item, or you can sign out of 
VTHR by clicking on the Sign out link located at the top right of the screen. 
End of Procedure. 
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Create a Split Task Profile 
Procedure 
 
In this tutorial you will learn how to create a Split Task Profile. 
 
 

Step Action 
1. Split Task Profile 

 
You can create a Task Profile that allows you to use a combination of 
chartfields and percentages.  This tutorial will walk you through these steps. 

2. Click the Main Menu button. 

 
3. Click the Set Up HRMS menu. 

 
4. Click the Product Related menu. 

 
5. Click the Time and Labor menu. 

 
6. Click the Task Configurations menu. 

 
7. Click the Task Profile menu. 
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Step Action 
8. Click the Add a New Value link. 

 
9. It is recommended the Task Profile ID's naming convention start with a way 

to identify your Dept or Agency. For example DPS for Dept of Public Safety. 
The field is limited to 10 characters.  
 
For this tutorial enter "FSCP ADMIN" into the Task Profile ID field.  

10. Click the Add button. 
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Step Action 
11. Click in the Effective Date field. 

 
Use the pay period begin date for the pay period you want the change to 
take effect in. 
 
For this tutorial enter "05/05/2013". 

12. Enter the desired information into the Description field. 
 
Enter "Consumer Protection Admin". 

13. Click the Look up Task Template ID (Alt+5) button. 
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Step Action 
14. Select the Task Template ID from the list of valid values.  For this tutorial 

select VT_TSKPRF. 
 
Click the VT_TSKPRF link. 

 
 

 



 

Training Guide 
 

 

 Page 23 

 
Step Action 
15. Select the Allocation by Percentage option. 

 
16. Click the Add a new row at row 1 (Alt+7) button. 

 
For this tutorial three additional rows were added for a total of 4. 

 
17. Click in the Allocation Percent field and enter the desire allocation 

percentage for each row.  For this tutorial 25% was added for each row. 
 
The percentage must equal 100%. 
 

18. Click the HR and TL Elements link. 

 
19. Click in the Business Unit field and select the desired Business Unit for 

each row.  
 
Enter "02200". 
 
For this tutorial 02200 was entered for each row. 

20. Click the ChartFields Tab. 

 
21. Click in the Combination Code field. 
22. Click the ChartFields link. 
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Step Action 
23. For this tutorial the Fund, Department and Program were entered. 

 
Once the desired Chartfield Detail information is entered click 
the Search button. 
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Step Action 
24. Combination Code/Charfields are displayed. 

 
Click the Select button to pick the Combo Code. 
 
For this tutorial Combo Code 000488388 was selected. 
 

 
 

 
 

Step Action 
25. Click the Ok button. 
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Step Action 
26. Click in the Combination Code field for the next row, and then click 

the ChartFields link to search and select the desired Combo Code as done 
in the previous steps. 
 
In this tutorial the data has been selected for this line and the next additional 
rows. 

27. Click in the Combination Code field for the next row, and then click 
the ChartFields link to search and select the desired Combo Code as done 
in the previous steps. 
 
In this tutorial the data has been selected. 

28. Click in the Combination Code field for the next row, and then click 
the ChartFields link to search and select the desired Combo Code as done 
in the previous steps. 
 
In this tutorial the data has been selected. 

29. Do not check The Send to TCD option.  This option is not used by SOV. 
30. Click the Save button. 

 
31. Congratulations!!! You have successfully created a Split Task Profile. 

 
You can continue by selecting another menu item, or you can sign out of 
VTHR by clicking on the Sign out link located at the top right of the screen. 
End of Procedure. 
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Create a Taskgroup 
Procedure 
 
This tutorial demonstrates how to create or maintain a Taskgroup. 
 
A Taskgroup is one or more Task Profiles that are assigned to an employee or subset of 
employees.  
 
Only one Task Group can be assigned to an employee. 
 

Step Action 
1. Click the Main Menu button. 

 
2. Click the Set Up HRMS menu. 

 
3. Click the Product Related menu. 

 
4. Click the Time and Labor menu. 

 
5. Click the Task Configurations menu. 

 
6. Click the Taskgroup menu. 
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Step Action 
7. You can click the Add a New Value link or click the Add a New Value Tab.  

 
For this tutorial Click the Add a New Value link. 
 
 

 
8. Enter the name into the Taskgroup field.  

 
The Task Group name should start with your department's unique identifier. 
We recommend that your department maintain its existing naming 
convention. 
 
Your Task Group is for use by your department; however you are able to see 
all Task Groups in use across the State. 
 
For this tutorial enter "ADMIN" into the Taskgroup field. 

9. Click the Add button. 
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Step Action 
10. Enter the desired information into the Effective Date field. For this tutorial 

enter "05/05/2013". 
 
The effective date must be the first date of a pay period. 

11. To make a change to a Task Group, you must add an effective dated row! 
 
Changes include: 
1. Adding or deleting a Task Profile ID 
2. Inactivating or activating a Task Group 
3. Modifying the description 
 
 Add the row by clicking on the + button in the Taskgroup Information box. 

12. Click in the Description field, and enter desired description. 
 
It is recommended the description include a way to identify your Dept or 
Agency. For example DPS for Dept of Public Safety. 
 
Enter AFM Admin.  

13. Click the Look up Task Template ID (Alt+5) button. 
 

 



 

Training Guide 
 

 

 Page 31 

 
 

Step Action 
14. Click the VT_TSKPRF link. 
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Step Action 
15. Click the Look up Elapsed (Alt+5) button. 

 
 

 
 

Step Action 
16. Click the VT_TASKPRF link. 
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Step Action 
17. Click the Look up Punch (Alt+5) button. 
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Step Action 
18. Click the PSPCH_NONE link. 

 
 

 
 

Step Action 
19. Click the Look up Task Profile ID (Alt+5) button. 
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Step Action 
20. Select the desired Task Profile ID for this Taskgroup. 

 
For this tutorial click the ADMIN IT link. 
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Step Action 
21. Click the Set As Default option. 

 
One Task Profile must be selected as the default.  This default task profile is 
where the time will be charged, if the employee leaves the task profile field 
blank on a time sheet row and if there isn’t a default task profile assigned to 
the employee on the Maintain Time Reporter Page.  
 
Multiple Task Profile IDs can be assigned to a Taskgroup. To add another 
Task Profile, click the + button in the Valid Task Profile box. 
 

 
22. Note: Do not use the Clear Task Profile Detail button. 
23. The Commitment Accounting option is not used, do not check this box.  
24. Click the Save button. 

 
25. Congratulations!!! You successfully created a Taskgroup. 

 
You can continue by selecting another menu item, or you can sign out of 
VTHR by clicking on the Sign out link located at the top right of the screen. 
End of Procedure. 
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