
 

  
 

  

   
  

   
 

  

  

  

   

  

  

  

  

   

  

 
  

 

 

First Time Users to VTHR 
Oracle Employee Self Service (VTHR) allows employees to view/edit their personal information, view 
their paycheck data, enter their timesheet and view and apply for positions online. 

Every employee paid by the State of Vermont has a VTHR Account created automatically within the 
Oracle application. To access your account, you will need to know what your 5 digit Employee ID is, a 

password and a computer with Internet access. With VTHR you can access your information anytime, 
anywhere! 

Information for First-time Users: 

Where do I log into my VTHR Account? 

www.humanresources.vermont.gov 

There are several ways to get to the VTHR Sign-in page from the main web page: 

Click ‘VTHR Login Here” on the right of the page as shown in the picture below 

http://www.humanresources.vermont.gov/
http://www.humanresources.vermont.gov/
http:www.humanresources.vermont.gov
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Where do I find my 5-digit Employee ID and password? 

Your 5-digit Employee ID is located on the back of your security badge. You can also see your Employee 
ID on your pay advice. 

Your default password will work just onetime; the default password is: 

• Your first name with the first letter capitalized 

• Immediately followed by the middle 2 digits of your Social Security Number 

• Immediately followed by your last name with the first letter capitalized  

• EXAMPLE: Employee John W. O’Brien, whose social security number is 008-12-3456 has a 

default password John12Obrien 

• Your default password will expire immediately when you sign into your account 

o Passwords expire every 90 days.  

• Please note, the first name is the name your checks are made payable to. If your check indicates 

Elizabeth, you cannot login as Beth. If your check indicates John, you cannot login as Jack. 

The information on the following pages will provide step-by-step instructions on how to sign into your 

VTHR Account for the first time. 

Signing into your VTHR Account the First Time: 

Click on Sign in 

Type in your default password 

Type in your Employee Id 



  

  
  

  

  

  

   

      

    

   

     

   

  

  

  

 

  

 
 
 
 
 

The following page will be displayed when you click on the ‘Sign In’ button 

Click the link “Click here to change your password” 

When you click the Click here to Change your password link the Change Password page will automatically 

be displayed for you 

Password Requirements: 

• The password must be a minimum of 8 characters long 

• The password must include at least one number 

• The password should include at least one capital letter  

• Do not include spaces in your password 

• EXAMPLE: MyPassword01 
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The password confirmation page will automatically be displayed for you, click the OK button 

You will be taken into your VTHR Account.  

You must complete this process by clicking the “Sign out” link now. 

You will be taken back to the Employee Self Service Sign-in page. 

Sign into your account using your User Id and your new password 

Type your Employee ID 

Type your new password 

Click Sign In 

Click Sign In and you will be taken into your VTHR Account. 



 
 

    

  

 

 

 

    

   

 
  

 

     

   

  

 

  

  

 
  

  

   

    

 

     
  

 

Click Main Menu to navigate in VTHR 

You can navigate within your account using the top menu items. 

• Along the top of the page you can use breadcrumbs. Click the menu choices from the listings 

within breadcrumbs 

If you are not sure where you want to navigate to, click the Employee Home page icon 

This will bring you to the homepage of VTHR 

Clicking Home will bring you to the homepage 

Before you finish using your VTHR Account be sure to set up “My System Profile” within your account. 

Refer to the “My System Profile” Guide for a detailed description of this process. 

When you have finished using your VTHR Account always click the “Sign out” link on the right side of 

the page 

Click Sign Out when you are done using VTHR 


