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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 Time and Labor "|

3. Click the Vermont Taskgroup Maintenance menu.
| 3 Vermont Taskgroup Maintenance F|

4, Click the Maintain Time Reporter Data menu.
| [=] Maintain Time Reporter Data |

ORACLE" TMchfee [ - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data

Enewwingow 2 Help Entp

Maintain Time Reporter Data

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value |
Limit the number of results to (up to 300): 300
Empl ID: begins with [

Empl Record:| = v |

Name: begins with |||

include History []Correct History []Case Sensitive

Search Clear |Basic Search [gF Save Search Criteria

Done. & mnternet 45 | ®io0w -
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Step

Action

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.

Click the Search button.

ORACLE" TMcAfee | - |

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data

Enewwindow e [ customize Page [ hitm

Maintain Time Reporter Data

Charlene Flinn ID: 12328 Empl Record: 0

Organizational Relationship:  Employee Badge Detail Group

*Effective Date: 08/1212012 5 Status:  Active =
Elapsed Time Template: ~ |/T_COMBO @, Combination Code Reporting

*Taskgroup: PSNONTASK @ Non Task Taskgraup

Task Profile ID: B

Time Reporter Group: 28AGR18

Workgroup: P11EX840P

(5l save | [Gh Retumnio Search | =7 Notify | &3 Refresh = include History | |[Z# Correct History

Done @ Internet | ®i0% -~

Step

Action

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.

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.

ORACLE’
Home | Workist | MuliChannel C

Favqrites - Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Mantain Time Reporter Data

Look Up

Look Up Elapsed Time Template

Time Reporting Template |n:\ begins with v |

Description: begins with ||

Search Results

iew 100 First [4] 16 of6 [B] Last

Time Reporting Template ID Deseription
i i Exemnpt Employees
Elansed Ternplate - Mo Options
Combination Code Reporting.
TaskProfile Time Reporting
Temps Cambo Code Reparting
Temps Task Praflle Reporting.

L e v R - |

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.

VT TASKPRF
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Maintain Time Reporter Data

Favorites - Main Menu » Time and Labor > Vermont Taskgroup Maintenance >

Maintain Time Reporter Data

| MutiChannel

Enewwindow DHeip [ customize Page [ nip

ID: 12326 Empl Record: )
Organizational Relationship:  Employes Badae Detal Group

Time Reporter Data

“Effective Date: [osms01sH Status:  Adive

Elapsed Time Template:  [VT_TASKPRF @, Task Profile Time Reporting
“Taskgroup: Q Non Task Taskgroup

Task Profile ID: A

Time Reporter Group: .

Workgroup: P11EXB40P

Dronnsos| Doty S B =

ORrRACLE
USER PRODUCTIVITY KIT

L @meret

R

Step Action

11. Click the Look up Taskgroup (Alt+5) button.

ORACLE'

Favorites

Look Up

Look Up Taskgroup

Home | ist | MukiChannel Con:

Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data

[ begins witn ]|

[ begins witn ]|

2310 Lookup

Search Results

Jiew 100 First [4] 116 of 15 [B] Lasl
Taskgroup  Description

SABOTEST 3480 TestTask Graup

754080CF  DCF SplitFund Testing

ADMIN  AFM Admin

ANRITTSK  AMRIT Projects & Prodrams
(CCDADMING

EXEMPTS  ExernutEmplovees
HRTSTSPLT HR Split BU Funding Test
MHTESTGRP |MH Test Task Group

PSNONTASK |Non Task Taskaroup

L @ memet

=

Add to Favo | sign out

e e - |
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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.

A0l

ORACLE" TMcAfee | - |

Home | Workist | MukiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data

Enewwindow e [ customize Page [ hitn
Maintain Time Reporter Data
Charlene Flinn D 12325 Empl Record: 0

Organizational Relationship:  Employee Badge Detail Group Wembership

*Effective Date: [osrosiza1z staws:  Active H=
Elapsed Time Template: VT_TASKFRF |, Task Profile Time Reparting

*Taskgroup: ADHIN @ AFM Admin

Task Profile ID: @

Time Reporter Group: 28AGR18

Workgroup: P11EX840P

il 8ave} [Gh Returnto Search | (] Notify | <3 Refresh =9 include History | |[52 Correct History

@ Internet | ®i0% -~

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.
Main Menu

2. Click the Time and Labor menu.
| (3 Time and Labor "|

3. Click the Vermont Taskgroup Maintenance menu.
| 1 Vermont Taskagroup Maintenance l>|

4, Click the Maintain Time Reporter Data menu.

| r_'1 Maintain Time Reporter Data |

ORACLE" TMchfee [ - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data
Enewwingow 2 Help Entp
Maintain Time Reporter Data

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value |

Limit the number of results to (up to 300): 300
Empl ID: begins with [

Empl Record: | = v |

Name: begins with |||

include History []Correct History []Case Sensitive

Search Clear |Basic Search [gF Save Search Criteria

Done. & mnternet 45 | ®io0w -
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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.

T McAfee | - |

Home | Workist | MuliChannel Console | Add to Favories |  Sign out

Favortes . Main Menu > Time and Labor > Vermont Taskgraup Maintenance > Maintain Time Reparter Data
@ New Window (DIHelp [# customize Page & http
Maintain Time Reporter Data
Charlene Flinn ID: 12325 Empl Record: 0
Organizational Relationship:  Emplayee Badge Detail Group Membership
Time Reporter Data Find | View Al First ) 40r2 I Last
“Effective Date: 0510512013 £ Status:  Adlive HE
Elapsed Time Template: VT_TASKPRF @, Task Profile Time Reporting
+Taskgroup: pomin @ AFH Admin
Task Profile ID: @
Time Reporter Group: 2BAGR1E
Workgroup: P11EX840P
[5) save | [ Returnto Search | =) otity | | Refresh | | |5 mchude tistory | |32 Comect History
& Internet 43 - ®i100% <

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

Page 7



Training Guide ORACLE
USER PRODUCTIVITY KIT

Step Action

9. Click the Look up Elapsed Time Template (Alt+5) button.

ORACLE

Favorites - Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Re|

Look Up Elapsed Time Template

Time Reporting Template ID:‘ begins with v |

[ beging with ||

LookUp || Clear || cancel |masic Lookup
Search Results

iew 100 First [4] 18 ot [3] Last

Time Reporting Template ID Deseription

""""" Exempt Employees
Elapsed Template - Mo Options
Combination Code Reporting
Task Prafile Time Repoting
Temps Cambo Code Reporting
Temps Task Profile Reporting

L @ mtemet | 43 - ®Ri00% -

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.

VT COMBO

11. Click the Look up Taskgroup (Alt+5) button.
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ORACLE'

Favorites - Main Menu > Time and Labor >

Home | Workist | MukiChannel

Vermont Taskgroup Maintenance > Maintain Time Reporter Data

Look Up

Look Up Taskgroup

Taskgroup: | begins with v |

ion: | beging with v |

Search Results
Jiew 100 First [4] 116 of 15 [B] Lasl

Taskgroup  Description
SABOTEST 3480 TestTask Graup
754080CF  DCF SplitFund Testing
ADMIN
ANRITTSK  AMRIT Projects & Prodrams
(CCDADMING ~ ACCD Adm-HPAT Made/PTACIAGATE
EXEMPTS  ExernutEmplovees
HRTSTSPLT HR Split BU Funding Test
MHTESTGRP |MH Test Task Group
MPDO01 ~ TestTaskdroup

KC
FSNONTASK Non Task Taskaroup

L @ meret

Training Guide

| 4 - ®Riow -

Step Action

12. For this tutorial click the PSNONTASK link.

timesheet.

PSMNOMTASE

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

13. Task Profile ID must be blank for the PSNONTASK Taskgroup.
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Favorites - Main Menu > Time and Labor > Vermont Taskgroup Maintenance > Maintain Time Reporter Data

Maintain Time Reporter Data

Enewwindow e [ customize Page [ hitm

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

Charlene Flinn ID: 12325 Empl Record: 0
Organizational Relationship:  Employee Badge Detall Group
*Effective Date: 05/05/2013 &l Status:  Addive =l
Elapsed Time Template: VT_COlBO @ Combination Gode Reporting
“Taskgroup: PSNONTASK @, Non Task Taskgroup
Task Profile ID: Y
Time Reporter Group: 284GR1E
Workgroup: PEX340P
Save | |Gh Retun to Search | (=] Notify | &3 Refresh Updat=Dizplay | |2 include History | |[Z2 Correct History
Done € mnternet 43 | ®io0w -

Step

Action

14,

Click the Save button
: Sa'.re:

15.

a Combo Code reporter.

End of Procedure.

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

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.
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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.
| {3 Set Up HRMS |>|

4. Click the Product Related menu.
| 1 Produckt Related |'*|

5. Click the Time and Labor menu.
| 3 Time and Labor r|

6. Click the Task Configurations menu.
| 3 Task Configurations 4 |

7. Click the Task Profile menu.

| Task Profile |

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.

Page 11



Training Guide

Task Profile

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): 300
Task Profile ID:  begins with ||

Description: | begins with ||

Oinclude History [ Correct History []Case Sensitive

Search Glear | Basic Search [67 Save Search Criteria

Find an Existing Value | Add a New Value

ORACLE
USER PRODUCTIVITY KIT

T McAfoe | - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

ENew Window (P Help [ ntip

Done

& mnternet

45+ ®ioon -~

Step

Action

For this tutorial
Click the Add a New Value link.

Add a MNew Value

10.

convention.

For this tutorial Enter "Admin IT"

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

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.

11.

Click the Add button.
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TMcAtes § -

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

Enewwindow e [ customize Page [ hitn
Task Profile

Task Profile ID: ADMIN IT

“Effective Date: parto2013 [ “Status: =E
*Description: ‘ Short Description:

“Task Template ID: @

‘AllocationType: | Allocation by Percentage v [ send ToTcD

Customize | Find | View 211 B | 5

HR and TL Elements | CharFiekds | PCand EPM Elements | Custom Fislds ¥

Allocation Percent

0.000000] [+ [=]

Save [Ev Add | | 7] Update/Display | | =7 Include History | |E57 Correct History

Done. @ mnternet 43 | ®ioow -

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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TMcAfee [ - |

MultiChannel Console |

Home
Main Menu > Set Up HRMS > Product Related > Time and Labor » Task Configurations > Task Profile

Add to Fa | Sign out
Favorites

Look Up

Look Up Task Template ID

Task Template ID:  begins with v |

[ beging witn ]| |

Search Results

First [4] 15 015 [b] Las
PSNONCATSK  Comnitrment Aceourting
PSNONTASK  Mon Task Template
WTAOT AOT Emplavess
T TASK Vermont Task Termplate
WT TSKPRE  TaskProfile Creation Termglate

| € mnternet | 45 - ®ioow -

Step

Action

16.

Click the VT_TSKPRF link.

This selection is used when creating a New Task Profile.
VT TSKPRF

Favgrites . Main Menu > Set Up HRMS > Product Related > Time and Labor » Task Configuratior

) New Window (DHelp [E Customize Page [ hitp

Task Profile

Task Profile ID: ADMIN IT
Task Profile Information

~ Allocation Detail
" Allocation information

|
HRand TL Elements || Chartfields | PC and EPM Elements || Custom Fislds

Find | 10f1
“Effective Date: [osi052013 |15 “Status: =
i [AF1 Admin IT SF FSF J Short Description: ]
‘TaskTemplateln: ||
-Allocation Type: [Anacaton by Percentage > [ send To TCD

Allocation Percent

0.000000] [#]|[=]

| B

| [Bre J

| @ Internet

4R | R -
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Step Action

17. Select the Allocation Percent option from the list of valid values.
Allocation by Percentage L
18. Enter the desired information into the Allocation Percent field.

For this example, enter "100".

specify the percent to allocate.

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

19. Click the HR and TL Elements link.
HR and TL Element=

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

For this tutorial Enter "02200"

21. Click the ChartFields Tab.
| chartrieids
22. Click on the ChartFields link.

Home | Workist | WuliChannel Console | Add to Favories |  Sign out

Favorites . Main Menu > SetUp HRMS > Product Related > Time and Labor » Task Configurations > Task Profile

ChartField Detail

ENewWindow (PHelp [ customize Page [ hitp

ok | Cancel

Combination Code: @ @ Combination Codes

Search
ChartField Detail
Account Fund Code Department Program Code Class Field ProjectiGrant
500000 (21668 @, ([2200011000 @ (26010 @, | @, |

5 ®aow -
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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.

T McAfee d -

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

0 New Window (PHelp [ Customize Page [ hiip
Search Combination Codes

Search by ChartFields

Account: [Boooon ]
Fund Code: EEE S
Department: [ezoo011000 @
Program Code: 25010 @,
Class Field: [
Project/Grant: -
Affiliate: [ -
Search Clear Cancel

Combination Code | ChartFields

Customize | Find | B3 | #

Select  Combo Code Account

Department Project/Grant Fund Code Program Code Class Field Affiliat
1 | select| 000180188 500000 2200011000 21668 26010
< | >
Done & Internet 43 - ®i00% -

Step

Action

24,

Click the Select button to pick the desired Combo Code.
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Worklst iChannel Console

Favorites - Main Menu > Setlp HRMS > Product Related > Timeand Labor » Task Configurations > Task Profle
Enewwindow DHelp [ customize Page [ ntp
ChartField Detail
Search Options

Combination Code: [ @ Combination Codes

‘Account Fund Code Department Program Code Class Field ProjectiGrant Affiliate

500000 (21888 @, ([2200011000 @, [26010 @, | @, | @ @,

| By | [t |

Done L @ ntemet | 4y v ®awom -

Step Action

25. Click the Ok button.

26. The Send to TCD option is not used by SOV, do not check this box.

Worklst
Favorites - Main Menu > Set Up HRMS > Product Related > Time and Labor » Task Configurations > Task Profile

0 New Window (@'Help [E’ Customize Page

iChannel Console

Task Profile

Task Profile ID: ADMIN IT
Task Profile Information

“Effective Date: 05052013 |5 *Status:

*Description: [AF1 Admin IT SF FSF Short Description: AFN Admin
“Task Template1D:  "T_TSKPRF [ o0k profile Creation Template
*Allocation Type: ‘ Allocation by Percentage - D Send To TCD

+ Allocation Detail Customize | Find | View 411 B 2 Frsi K1 1 of1
HR and TL Elements ChartFields

Allocation Information

Combination Code ChartFields
|ooo1a0188 @ Charfieids =

Save |

Add | | 7] Updateispiay | | =1 Iclude History | [ Correct History |

Done | @ nternet 43 - Rio0%n v

Page 17



Training Guide ORACLE'

USER PRODUCTIVITY KIT

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.

Mazin Menul

3. Click the Set Up HRMS menu.

| {3 Set Up HRMS |>|
4, Click the Product Related menu.

| 3 Product Related l>|
5. Click the Time and Labor menu.

| 1 Time and Labor |'*|
6. Click the Task Configurations menu.

| 1 Task Configurations P|
7. Click the Task Profile menu.

,_1 Task Profile |
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T McAfoe | - |

Favorites - Main Menu > Set Up HRMS > Product Related > Time and Labor > Task Configurations > Task Profile

Task Profile

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): 300
Task Profile ID:  begins with ||

Description: | begins with ||

Oinclude History [ Correct History []Case Sensitive

Search Glear | Basic Search [67 Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

ENew Window (P Help [ ntip

| >

Done

& mnternet

7

45+ ®ioon -~

Step

Action

Click the Add a New Value link.
| &dd a Mew Value

The field is limited to 10 characters.

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.

For this tutorial enter "FSCP ADMIN" into the Task Profile ID field.

10.

Click the Add button.
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TMcAtes | - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

Enewwindow e [ customize Page [ hitn

Task Profile
Task Profile I0: FSCF ADMIN
“Effective Date: 41102013 | *Status: He
*Description: ‘ Short Description:
“Task Template ID: @
+Allocation Type: [Alocation by Percentage v [ send To TCD

Customize | Find | Vieve /1] E |

PO HR and TL Elements || ChartFields |[ PCand EPM Elements [ Custom Fields

Allocation Percent

0.000000] [+ [=]

Save [Ev Add | | 7] Update/Display | | =7 Include History | |E57 Correct History

Done. @ mnternet 43 | ®ioow -

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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Look Un Task Template ID

ORrRACLE
USER PRODUCTIVITY KIT

=

Add to Fa s |

TWMchfee

Home WukiChannel Co | Sign out

Main Menu > Set Up HRMS > Product Related > Time and Labor » Task Configurations > Tast

Task Template ID:  begins with v |

[ beging witn ]|

Search Results

First [4] 15ct5 (3] Las

plate ID Description
[PSNOMNCATSK  Commitment Atcounting
[on Task Template
MIAOT  AOT Emplovees
‘ermant Tagk Template

| cancel | pasic Lookup

Task Profile Creation Template

| € mnternet | 4 - ®Riow -

Step Action

14,

VT TSKEPRF

Click the VT_TSKPRF link.

Select the Task Template ID from the list of valid values. For this tutorial
select VT_TSKPRF.

ORACLE

Favorites

Task Profile

Task Profile ID:
Task Profile Information

Main Menu > SetUp HRMS > ProductRelsted > Tmeand Labor » Task Configurations > Task Profile

“Effective Date:

FSCF ADMIN
Find |

05/0512013 |5 *Status:

|Consumer Protection Admin ] Short Description:

*Task Template ID:

IT_TSKPRE |2, T35 profiie Creation Template

*Allocation Type:

[#location by Percentage

]

 Allocation Detail

Ir
Allocation Information

@ McAfee

Home | | MutiChannel

Enewwindow DHelp [ customize Page [ nip

10
EE

[Consumer P

[JsenaTe TCD

Allocation Percent
0.000000] [+ [=]
| 53 vty | 5 ity |

| @ Internet e R0 - |
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Step Action

15. Select the Allocation by Percentage option.
Allocation by Percentage L
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.
HR and TL Element=
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.

ChartFields
21. Click in the Combination Code field.
22. Click the ChartFields link.
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- W Mchfee
ORACLE
Hor | Workiist hannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie
Enewwindow e [ customize Page E it
ChartField Detail
Search Options
Combination Code: [ @ Combination Codes
| search
Account Fund Code Department Program Code Class Field ProjectiGrant Afiliate
500000 (22008 @, ([2200022000 @, [26500] @, | @, | @ @,
| By | [N |
| @ Internet | 4y - Wi -

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.

ORACLE TMcAfes

Hor | workist | tiChannel Console | Add to Favorites Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

& New Window (PHelp [ Customize Page [ hiip

Search Combination Codes

Search by ChartFields

Account:
Fund Code: 22005 @,
Department: 2200022000 @,
Program Code: 26500 @,
Class Field: [
Project/Grant: =
Affiliate: [
Searcn | | Clear |  cCancel
Combination Code / ChartFields Customize | Find | i |
Select  Combo Code Account Department Project/Grant Fund Code Program Code Class Field Affilia
1 @l 000488388 500000 2200022000 22005 26500
2 @l 005448039 500000 2200022000 CROSS UTIL 22005 26500
4| i | 3
Done | €D 1nternet

Page 24




ORACLE Training Guide
USER PRODUCTIVITY KIT

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.

WMcAtee | - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out

Favorites - Main Menu > Setlp HRMS > Product Related > Timeand Labor » Task Configurations > Task Profle
& New Window (PHelp [ Customize Page [ ntip
ChartField Detail
‘Combination Code: Q @COI’HDME'JOHCOGES
Search |

ChartField Detail

‘Account Fund Code Department Program Code Class Field ProjectiGrant Affiliate

500000 (22008 @, (2200022000 @, [28500 @, | @, | @ @,

ok Cancel

Done & mnternet 45 | ®io0m -

Step Action

25. Click the Ok button.
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ORACLE" TMchfee [ - |

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites = Main Menu > SetUp HRMS > Product Related > Time and Labor > Task Configurations »> Task Profie

Enewwindow e [ customize Page [ hitm
Task Profile

Task Profile ID: FSCF ADMIN
ask Profile Informatio Find | view Al First Bl 4 or1 I3 (ast
205 — ==
“Effective Date: 050512013 |5 *Status: F[E=
“Description: [cansumer Protection Admin Short Description: Consumer P
“Task Template D:  |"T_TSKPRF (& 135 profie Creation Template
“Allocation Type: [Alocation by Percentage ~ O send ToTCD

Alocation information || HR and TL Eements | (MSCUGTNN [T

Combination Code ChartFields

(000488338 @, CharFields [+
[ @ |charields #H|=
[ @ cngrielss F=|E=E
[ @, |CRarFields [+ =
save | Eb Add| B Update/Dispiay| [ incluge tistory | 57 Correct History

Done. & mnternet 45 | ®ioow -

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 Set Up HRMS |>|
3. Click the Product Related menu.

| (3 Product Related |'*|
4. Click the Time and Labor menu.

| C3 Time and Labor P|
5. Click the Task Configurations menu.

| (3 Task Configurations P|
6. Click the Taskgroup menu.

| | Taskagroup |
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Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites ~ Main Menu > SetUp HRMS > Product Related > Timeand Labor > Task Configurations > Taskgroup

0 New Window (2)Help [ nttp
Taskgroup
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a New Value

Limit the number of results to (up to 300): 300
Taskgroup: | beains with [
Description: | begins with v

Oinclude History [ Correct History []Case Sensitive

Search Glear | Basic search [67 Save Search Criteria

Find an Existing Value | Add a New Value

D‘nr\e & mnternet V*i‘v H100% - .
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.

Add a MNew Value

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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TMcAtes -

Home | Workist | MuliChannel Console | AddtoFavorites |  Sign out
Favorites * Main Menu > SetUp HRMS > Product Related > Timeand Labor > Task Configurations > Taskgroup

Enewwindow Drein [ customize Page [ hitn

Taskgroup

Taskgroup: ADMIN
Taskgroup Information Find | View All First & 1 0F1 D Last
*Effective Date: 041102013 |5 *Status: [#[=]
“*Description: Short Description:
“Task Template ID: @ [l commitment Accounting

Default Task Profile:

“Elapsed: @
“Punch: @

| Clear Task Profile Detail |

customize | Fing | B3 | 3 st K 011 O Lot

“Task Profile ID Description Status Set As Default
- [Adie ] H|=
(Bl -save | b Add | | 7] Update/Dispiay | |1 Inciude tistory | (37 Correct History |
Done & Internet 45 | ®io0w -

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.
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- WMchfee
ORACLE

Home Workl
Favorites - Main Menu » Setlp HRMS > Product Related > Timeand Lsbor > Task Canfigurations > Taskaroup

uliChannel Co | AddtoFa Sign out

Look Up

Look Up Task Template ID

Task Template ID:  begins with v |

[ beging witn ]| |

Basic Lookup

Search Results
Jiew 100

Task Template ID Description Commitment Accounting
PONONCATSK  Commitment Accounting
[on Task Template
MIAOT  AOT Emplovees
W TASK  ermont Task Template

WT TSKPRF  TaskProfile Creation Template

EEZEER

L G | 45 - ®ioow -

Step Action

14, Click the VT_TSKPREF link.
VT TSKPRFE

He \
Favgrites - Main Menu > SetUp HRMS > ProductRelated > Timeand Labor » Task Configurations > Taskaroup
Enewwindow DHeip [ customize Page [ ntp

Taskgroup
Taskgroup: ADMIN
Taskgroup Information Find | 1o0f1
“Effective Date: [osi0512013 |5 *Status: =
ipti [fFmAgmin | snent Z [AFM Admin |
*Task Template ID: VT_TSKPRF |, Task Profils Creation Template ] commitment Accounting

Defauit Task Profile:
Time Reporting Templates

Clear Task Profile Detail

Valid Task Profiles

*Task Profile ID ipti Status

— - &

| & | Bre J

L @ ar %o -
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Step

Action

15.

Click the Look up Elapsed (Alt+5) button.

Favqrtes - MainMenu » SetUp HRMS > ProductRelsted > Timeand Labor » Task Configurations > Taskgroup

Look Up

Look Up Elapsed

Time Reporting Template ID: | begins with +

[ begins with || ]

Search Results
iew 100 First [4] 16 ote [3] Las

EFEMFTS  ExemotEmplovees

PSELP NOME Elapsed Terplate - Mo Options:
Combination Code Reporing
Task Profile Time Reporting
Temps Combo Code Reporting
Termps Task Profile Reporting

| @uem e e - |

Step

Action

16.

Click the VT_TASKPRF link.
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Ho v
Favojites  Main Menu > SetUp HRMS > Product Related > Timeand Labor > Task Configurations » Taskgroup
Enewwindow DHeip [ customize Page [ ntp

Taskgroup

Taskgroup: ADMIN
Taskgroup Information Fing | 10f1

“Effective Date: 050512013 |[5) “Status: =
ipti [AFU Admin short i [AFM Admin

*Task Template ID: VT_TSKPRF |, Task Profils Creation Template ] commitment Accounting

Defauit Task Profile:

Time Reporting Templates
*Elapsed: VT_TASKPRF @, Task Profile Time Reporting

“Punch: @

Clear Task Profile Detail

Valid Task Profiles
*Task Profile ID Description Status Set As Default

— o &

| B | [Ere |
jasvascript:piction_winD{document wind,'TL_TASKGRP_TBL_PCH_TR_TMPLT_IDéprompt§a’); L @ et | 45 - ®iow -

Step Action

17. Click the Look up Punch (Alt+5) button.

TMcAfee [ - |
MultiChanne! Console | Add to Fa: | Sign out

ORACLE'
Favgrites - Main Menu > SetUp HRMS > ProductRelated > Timeand Labor > Task Configurations > Taskaroup

Look Up

Look Up Punch

Time Reporting Template ID: | begins with +

Description: [ begins with || ]

Basic Lookup

Search Results
iew 100 First [4] 12 er2 [3] Last
ime Reporting Template 1D Deseription

SPCH MO Punch Template - Mo Option:
YT _PLNCH Punch Tirme Reporer

| 45 - ®ioow -

= D, #1CRaWDY; O O S

Page 33



Training Guide

ORrRACLE
USER PRODUCTIVITY KIT

Step Action

18. Click the PSPCH_NONE link.

ORACLE'

o
Favgrites - Main Menu > SetUp HRMS > ProductRelated > Timeand Labor > Task Configurations > Taskaroup

Taskgroup

Taskgroup: ADMIN

Taskgroup Information Find v
“Effective Date: (05082013 | *Status: =
*Description: [AFMAdmin | shortDescription:  |AFMAdmin |

“Task Template ID: [VT_TSKPRF | @, Task Profile Creation Template [ commitment Accounting

Default Task Profile:

Time Reporting Templates
“Elapsed: \VT_TASKPRF @, Task Profile Time Reporting
“Punch: FSPCH_NONE®, Punch Template - No Options

| Clear Task Profile Detail |

Valid Task Profiles

First K 1011 O Lot

Customize | Find |

*Task Profile ID Description Status Set As Default
— =
[Esave)

[Ehoada | [ 2] updateiDispiay | |1 inciuge tistory | £ Correct History |

Enewwindow e [ customize Page [ hitn

T McAfes | - |

| Workist | MutiChannel Console | AddtoFavories |  Sign out

| @ nternet

45 - ®ioon -

Step Action

19. Click the Look up Task Profile ID (Alt+5) button.
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TMcAfee [ - |

Home | kist | MuliChannel Console | Add to Fave | Sign out

ORACLE'

Favorites - Main Menu » Setlp HRMS > Product Related > Timeand Lsbor > Task Canfigurations > Taskaroup

Look Up

Look Up Task Profile ID

Task Template ID: WT_TEKFPRF
Task Profile ID: | begins with |

Basic Lookup

Search Results

OTHM
[T GENERAL ANRIT general coding
MPDOO1-1  Test

L G | 45 - ®ioow -

Step Action

20. Select the desired Task Profile ID for this Taskgroup.

For this tutorial click the ADMIN IT link.
ADIMIN |

icAfee

| MutiChannel Co Add to Favg

Favories | Maim Menu » SetUp HRMS > ProductRelted » Timeand Labor » Task Configurations » Taskgroup
) New Window (DIHelp [E Customize Page [ hitp

Taskgroup
Taskgroup: ADMIN
Tashgroup Information Find | 1011
“Effective Date: [osi0siz013 | *Status: =
ipti [Fwagmin | shont i [4FM Admin |
“Task Template ID: [VT_TSKPRF @, Task Profile Creation Template [ commitment Accounting

Default Task Profile:
Time Reporting Templates

“Elapsed: VT_TASKPRF |@, Task Profile Time Reporting

“punch: PSPCH_NONE®, Pynch Template - No Options

Valid Task Profiles ze | Find | £ |

*Task Profile ID Description Status Set As Default
D 1T @, | AFM Admin IT SF FSF [ mctive ~] Il

| 55 vy | 5 oy

L] et | da - mon -
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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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