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Training materials 

Time Entry 

ESS - Time Sheet Overview 

Procedure 

 
This tutorial will show how to navigate your timesheet. 
 
Approximate time to complete topic: Less than 5 minutes 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 
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Step Action 

3. Click the Time Reporting menu. 
 

 

 
 

Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
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Step Action 

6. Your workgroup will be displayed on your time sheet.  
 
Workgroup Example P11EX840P 
P             = Positive Reporter E-Exception Reporter 
11           = Overtime category (see applicable Collective Bargaining Agreement 
(http://humanresources.vermont.gov/services/labor/collective_bargaining_agreement
s)) 
EX           = Executive Branch (Department) 
8             = Daily limit (0, 10) 
40           = Weekly limit, 80 = Biweekly limit 
P             = Premium overtime (1.5), S = Straight-time  

 

 
 

Step Action 

7. The default view of your timesheet will show the current two week pay period. 
 
Click the View By list if you want to select something other than the current two 
weeks. 

 
 

http://humanresources.vermont.gov/services/labor/collective_bargaining_agreements
http://humanresources.vermont.gov/services/labor/collective_bargaining_agreements
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Step Action 

8. Click the Calendar Period list item. 
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Step Action 

9. The default date is for the current pay period. 
 
If you want a different date, click on the Date button. 

 
 

 
 

Step Action 

10. Click the desired  
date if other than current. 
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Step Action 

11. These are the time boxes where you will enter your hours. It works and looks a lot 
like an Excel spreadsheet. 
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Step Action 

12. Move right to continue. 
 
Click the scrollbar. 

 

 
 

Step Action 

13. You will use Time Reporting Codes (TRC) to enter your time instead of Time 
Report Earnings Codes.  
 
Refer to the "Time Entry Using TRC" tutorial for more details.  
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Step Action 

14. If you work overtime, you need to specify whether you will receive cash or 
compensatory time for your overtime hours.  
 
CASH is the system default. 
 
Refer to the "Time Entry Using Cash/Compensatory" tutorial for more details.  
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Step Action 

15. Shift is where you specify the shift you worked.  
 
The system defaults to 'First shift, Weekdays' 
which is shown as a blank field. 
 
Refer to the "Time Entry Using Shift" tutorial for more details.  
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Step Action 

16. Move right to continue. 
 
Click the scrollbar. 

 
 

 
 

Step Action 

17. Here you may enter a Combination Code, if applicable, to charge your time to a 
funding source.  
 
Refer to the "Time Entry Using Combination Codes" tutorial for more details. 
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Step Action 

18. Here you can look up a Combination Code using ChartField information.  
 
Refer to the "Time Entry Using ChartFields" tutorial for more details. 
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Step Action 

19. Timesheets automatically provide 3 rows for time entry.  You can add or delete as 
follows: 
ADD a row, click the "+" sign. 
DELETE a row, click the "- " sign. 

 

 
 

Step Action 

20. Click the "+" box to ADD a new row. 
 
VTHR will automatically take you all the way back to the left of the Timesheet.  
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Step Action 

21. As you can see, there are now 4 rows. 
 

 
 

Step Action 

22. Your total hours that you entered will display. This is a good way to check that you 
entered enough hours.  
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Step Action 

23. You can review other timesheets.  
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Step Action 

24. The submit button is a "submit your timesheet" and also "save your timesheet" 
button. 
  
Your department will communicate best practices for entering your time. The 
system will allow you to submit your time each day before the time entry deadline 
for payroll processing.You can also make changes to your time sheet any time 
before the deadline for time entry.  
 
If you do not submit your time and sign out of VTHR your timesheet will not be 
saved. 

 

 
 

Step Action 

25. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign out link. 
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Step Action 

26. You know now how to navigate your timesheet 
End of Procedure. 

ESS - Chart Fields 

Use the Timesheet page to report time and task details for a day, week, or time period for either 
punch or elapsed time reporters. Also use this page to view all employees' time whether they need 
approval or not.  
 
In this topic, you are going to enter time for two employees. One requires a punch time entry for a 
single day in the week, and the other requires an elapsed time entry for the entire week.  

Procedure 

 
This tutorial will show how to enter hours using Chart Fields to look up combination codes.  
 
Combination Codes are used to charge time to specific funding sources.  If you are required to 
use such codes, you will be provided with the details of the applicable codes and purposes by 
your Department's business office.  
 
Approximate time to complete topic: 5-10 minutes 
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Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
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Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. Enter the desired information into the Mon 7/30 field. Enter a value of "8". 
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Step Action 

7. Click the scrollbar. 
 

 
 

Step Action 

8. Click the Time Reporting Code list. 
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Step Action 

9. Select the WORK- Hours Worked list item. 
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Step Action 

10. Click the scrollbar. 
 

 
 

Step Action 

11. We are going to search using ChartFields.  
 
Click the ChartFields link. 
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Step Action 

12. You can search using any of these fields to get the a combination code that contains 
those elements.  
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Step Action 

13. In this example we know what the department is.  
 
Click the Department button. 

 
 

 
 

Step Action 

14. In this example we know the department number.  
 
Enter the desired information into the Submit field. Enter "1120010600". 
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Step Action 

15. Click the Look Up button. 
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Step Action 

16. Click the 1120010600 link. 

 
 

 
 

Step Action 

17. Click the Search button. 
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Step Action 

18. This search has returned all combination codes that have the department number of 
1120010600 in them.  
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Step Action 

19. Click the Select button. 

 
 

 
 

Step Action 

20. Click the Ok button. 
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Step Action 

21. We now have a combination code.  
 

 
 

Step Action 

22. Click the scrollbar box. 
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Step Action 

23. Click the Submit button. 
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Step Action 

24. Click the Yes button. 

 
 

 
 

Step Action 

25. Click the OK button. 
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Step Action 

26. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign out link. 
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Step Action 

27. You now know how to enter hours using Chart Fields to look up combination codes.  
End of Procedure. 

ESS - Combination Codes 

Procedure 

 
This tutorial will show how to enter hours using different Combination Codes. 
 
Combination Codes are used to charge time to specific funding sources.  If you are required to 
use such codes, you will be provided with the details of the applicable codes and purposes by 
your Department's business office.  
 
Approximate time to complete topic: 5-10 minutes 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 
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Step Action 

3. Click the Time Reporting menu. 
 

 

 
 

Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
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Step Action 

6. In this example, you will enter 8 hours worked  Monday - Friday. 
 
For Monday and Tuesday you will charge to one funding source. 
For Wednesday, Thursday and Friday you will charge to another funding source. 
 

 

 
 

Step Action 

7. Enter the desired information into the Mon field.  
 
Enter "8". 
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Step Action 

8. Enter the desired information into the Tue field.  
 
Enter "8". 
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Step Action 

9. Move right to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

10. Click the Time Reporting Code list. 
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Step Action 

11. Click the Hours Worked - WORK list item. 
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Step Action 

12. Move right to continue. 
 
Click the Scrollbar. 

 
 

 
 

Step Action 

13. You will find the applicable code in the drop down list. 
 
Click the Combination Code look up button. 
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Step Action 

14. The list of Combination Codes provided here will include all codes available to 
employees in your Business Unit. 
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Step Action 

15. For this example, click the 000000235 link. 
 

 

 
 

Step Action 

16. Move left to continue. 
 
Click the Scrollbar. 

 



 

Training Guide 
Training materials 

 

 Page 47 

 
 

Step Action 

17. Enter the desired information into the Wed field.  
 
Enter "8". 
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Step Action 

18. Enter the desired information into the Thu field.  
 
Enter "8". 

 

 
 

Step Action 

19. Enter the desired information into the Fri field.  
 
Enter "8". 
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Step Action 

20. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

21. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

22. Click the Hours Worked - WORK list item. 
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Step Action 

23. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

24. Click the scrollbar. 
You will find the applicable code in the drop down list. 
 
Click the Combination Code look up button. 

 
 

 
 

Step Action 

25. Click the 000002461 link. 
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Step Action 

26. Now you are ready to submit the reported time. 
 
Move left to continue. 
 
Click the Scrollbar. 
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Step Action 

27. When you submit your timesheet, your entries are saved and submitted for approval. 
You may change or enter additional information within the deadlines of the pay 
period. Any changes will need to be re-approved.  
 
If you do not submit, the hours you filled in will be lost. 
 
Click the Submit button. 

 
 

 
 

Step Action 

28. This is will act as your signature for your timesheet.  
 
Click the Yes button. 
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Step Action 

29. Click the OK button. 
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Step Action 

30. Once you submit your timesheet VTHR will sort your reported time rows 
alphabetically by the TRC.  
 
VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE, 
TASKPROFILE. 
 
As an example, if you have 2 lines that are Hours Worked charged to the same 
funding source, they would be combined into one line.  
 
As a result, your timesheet may look different from what you entered. 

 

 
 

Step Action 

31. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign Out link. 
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Step Action 

32. You now know how to enter hours using different Combination Codes. 
End of Procedure. 

ESS - Comments 

Procedure 

 
This tutorial will show how to view and add comments to your timesheet.  
 
Approximate time to complete topic: About 5 - 10 minutes 
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Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
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Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. To enter comments on your timesheet you will first need to enter hours. 
 
In this example we already have hours entered.   
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Step Action 

7. We are going to switch the view so the page is easier to see.  
 
Click the View By: menu. 
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Step Action 

8. Click the Week list item. 
 

 

 
 

Step Action 

9. To view the comments you will need to expand the "Reported Time Status" section.  
 
Click the Expand section button. 
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Step Action 

10. Here is the only place where comments will be shown.  
 
The supervisor will not receive notification of these comments. He or she will need  
to open your time sheet and view your comments here.   
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Step Action 

11. In this comment box, there already are comments. If comments exists there will be 
blue lettering inside of the box.  

 

 
 

Step Action 

12. These two comment boxes do not yet have comments in them. There is no lettering 
inside of the boxes.  
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Step Action 

13. We are going to add comments to this line.  
 
Click the Comments button. 

 
 

 
 



 

Training Guide 
Training materials 

 

 Page 67 

Step Action 

14. The comments screen will show who is entering in the comments and also the time 
they were entered.  

 

 
 

Step Action 

15. Enter the desired information into the Comment field. Enter "i didn't have lunch 

that day". 
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Step Action 

16. Click the Apply button. 
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Step Action 

17. You are able to add more then one comment.  
 
Click the Add Comment button. 

 
 

 
 

Step Action 

18. Enter the desired information into the Comment field. Enter "I think i coded this 

right". 
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Step Action 

19. Click the Apply button. 
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Step Action 

20. Click the OK button. 

 
 

 
 

Step Action 

21. Click the Comments button. 
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Step Action 

22. Here we see a conversation between the employee and the approver.  
 

 
 

Step Action 

23. Click the OK button. 
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Step Action 

24. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign out link. 
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Step Action 

25. You now know how to add comments to your timesheet.  
End of Procedure. 

ESS - Higher Assignment Pay 

Procedure 

 
This tutorial will show how to report time worked on a higher assignment. 
 
Higher Assignment Pay is applicable only to eligible employees in accordance with the collective 
bargaining agreements and state policy.  Any questions about eligibility for Higher Assignment 
Pay should be directed to your immediate supervisor. 
 
Approximate time to complete topic: 10 minutes 
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Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
 

 



 

Training Guide 
Training materials 

 

 Page 77 

 
 

Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. In this example you are working 8 hours for Mon through Friday. 
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Step Action 

7. Enter the desired information into the Mon field. Enter "8". 
 

 
 

Step Action 

8. Enter the desired information into the Tue field. Enter "8". 
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Step Action 

9. Enter the desired information into the Wed field. Enter "8". 
 

 
 

Step Action 

10. Enter the desired information into the Thu field. Enter "8". 
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Step Action 

11. Enter the desired information into the Fri field. Enter "8". 
 

 
 

Step Action 

12. Click the scrollbar. 
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Step Action 

13. Click the Time Reporting Code list. 
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Step Action 

14. Click the Hours Worked - WORK list item. 
 

 

 
 

Step Action 

15. Click the scrollbar. 
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Step Action 

16. In this example you are specifying that you should receive higher assignment pay 
for the 8 hours worked on Monday and Friday. 
 
NOTE: Eligibility for Higher Assignment Pay (HAP) varies by bargaining unit.  In 
this example, the contract provisions allow the employee to claim HAP when filling 
in for a higher level position for one full shift. 
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Step Action 

17. Enter the desired information into the Mon field. Enter "8". 
 

 
 

Step Action 

18. Enter the desired information into the Mon field. Enter "8". 
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Step Action 

19. Click the scrollbar. 
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Step Action 

20. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

21. Please note there are 2 TRCs that are used for higher assignment pay. 
 
Higher Assignment Pay - Str (HAPST) is for standard hours worked.  
Higher Assignment Pay Prem (HAPOT) is used for overtime. 
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Step Action 

22. For this example, click the Higher Assignment Pay - Str - HAPST list item. 
 

 

 
 

Step Action 

23. Click the scrollbar. 
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Step Action 

24. In this example you are working 2 hours of overtime on Friday where you will 
receive HAP. 
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Step Action 

25. Enter the desired information into the Fri field. Enter "2". 
 

 
 

Step Action 

26. Click the scrollbar. 
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Step Action 

27. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

28. Click the Hours Worked Over Schedule - WRKOT list item. 
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Step Action 

29. Defaults to CASH for overtime 
 

 
 

Step Action 

30. Click the scrollbar. 
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Step Action 

31. To add an additional row for time entry, click the + button. 
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Step Action 

32. In this example you should receive higher assignment pay for the 2 hours of over 
time. 

 

 
 

Step Action 

33. Enter the desired information into the Fri field. Enter "2". 
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Step Action 

34. Click the scrollbar. 
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Step Action 

35. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

36. Click the Higher Assignment Pay Prem - HAPOT list item. 
 

 



 

Training Guide 
Training materials 

 

 Page 97 

 
 

Step Action 

37. Click the scrollbar. 
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Step Action 

38. When you submit your timesheet, your entries are saved and submitted for approval. 
You may change or enter additional information within the deadlines of the pay 
period. Any changes will need to be re-approved.  
 
If you do not submit, the hours you filled in will be lost. 
 
Click the Submit button. 

 
 

 
 

Step Action 

39. This is will act as your signature for your timesheet.  
 
Click the Yes button. 
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Step Action 

40. Click the OK button. 
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Step Action 

41. Once you submit your timesheet VTHR will sort your reported time rows 
alphabetically by the TRC.  
 
VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE, 
TASKPROFILE. 
 
As an example, if you have 2 lines that are Hours Worked charged to the same 
funding source, they would be combined into one line.  
 
As a result, your timesheet may look different from what you entered. 

 

 
 

Step Action 

42. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign Out link. 
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Step Action 

43. You now know how to enter time worked on higher assignment. 
End of Procedure. 

ESS - Prior Period Adjustment 

Procedure 

 
This tutorial will show how to go back one pay period and make a corrections.   
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Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
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Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Time sheet menu. 

 
 

 
 

Step Action 

6. In this example we are in the current payperiod.  
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Step Action 

7. Click the Previous Period link. 
 

 

 
 



 

Training Guide 
Training materials 

 

 Page 107 

Step Action 

8. You have the ability to go back one pay period to make corrections. 
 
This will be called a prior period adjustment.  

 

 
 

Step Action 

9. In this example we realized we entered our hours wrong. 
We are going to make the correction. 
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Step Action 

10. Enter the desired information into the Wed field. Enter "3". 
 

 
 

Step Action 

11. Enter the desired information into the Wed field. Enter "5". 
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Step Action 

12. Click the Submit button. 
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Step Action 

13. Any change that you make will have to be approved. 
 
You should get paid in the current billing cycle.  

 

 
 

Step Action 

14. Click the Yes button. 
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Step Action 

15. Click the OK button. 
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Step Action 

16. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign out link. 

 
 

 
 

Step Action 

17. You now know how to go back one pay period and make corrections. 
End of Procedure. 

ESS - Selecting Cash/Compensatory for OT 

Procedure 

 
This tutorial will show how to enter hours worked and specify if you want cash or compensatory 
time off (comp) for overtime. 
 
Employees are expected to obtain prior approval for overtime work, unless specifically 
authorized to self-activate. 
 
The system does not determine your eligibility for cash or compensatory(comp) time off. This is 
based on the contract or policy language applicable to you. You should not request a form of 
payment that is not available to you. All overtime payments are subject to approval.   
 
If you have questions about your eligibility for overtime, please check with your supervisor. 
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Approximate time to complete topic: 5 - 10 minutes 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
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Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. Your workgroup will show up on your time sheet.  
 
Workgroup Example P11EX840P 
P             = Positive Reporter E-Exception Reporter 
11           = Overtime category (see applicable Collective Bargaining Agreement 
(http://humanresources.vermont.gov/services/labor/collective_bargaining_agreement
s)) 
EX           = Executive Branch (Department) 
8             = Daily limit (0, 10) 
40           = Weekly limit, 80 = Biweekly limit 
P             = Premium overtime (1.5), S = Straight-time  

 

http://humanresources.vermont.gov/services/labor/collective_bargaining_agreements
http://humanresources.vermont.gov/services/labor/collective_bargaining_agreements
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Step Action 

7. In this example, you are reporting 8 hours worked for Monday through Friday.  
 

 
 



Training Guide 

 Training materials 

 

 Page 118 

Step Action 

8. Enter the desired information into the Mon field.  
 
Enter "8". 

 

 
 

Step Action 

9. Enter the desired information into the Tue field.  
 
Enter "8". 
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Step Action 

10. Enter the desired information into the Wed field. 
 
Enter "8". 
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Step Action 

11. Enter the desired information into the Thu field.  
 
Enter "8". 

 

 
 

Step Action 

12. Enter the desired information into the Fri field.  
 
Enter "8". 
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Step Action 

13. Move right to access the Time Reporting Code field. 
 
Click the Scrollbar. 
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Step Action 

14. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

15. Click the Hours Worked - WORK list item. 
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Step Action 

16. Move back to the left side of the screen to report more work hours. 
 
Click the Scrollbar. 
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Step Action 

17. In this example, you are reporting 2 hours of overtime as Compensatory on 
Thursday.  

 

 
 

Step Action 

18. Enter the desired information into the Thu field. 
 
Enter "2". 
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Step Action 

19. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

20. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

21. Click the Hours Worked Over Schedule - WRKOT list item. 
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Step Action 

22. Please note the system defaults to CASH for all lines. 
 
The system does not determine your eligibility for cash or compensatory time off 
(comp) . This is based on the contract or policy language applicable to you. You 
should not request a form of payment that is not available to you. All overtime 
payments are subject to approval.   
 
If you have questions about your eligibility for overtime, please check with your 
supervisor. 
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Step Action 

23. Click the Cash/Comp look up button. 
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Step Action 

24. Click the COMP link. 
 

 

 
 

Step Action 

25. Move left to continue. 
 
Click the Scrollbar. 
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Step Action 

26. In this example, you are reporting 2 hours of overtime as Cash on Friday. 
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Step Action 

27. Enter the desired information into the Fri field.  
 
Enter "2". 

 

 
 

Step Action 

28. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

29. Click the Time Reporting Code list. 
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Step Action 

30. Click the Hours Worked Over Schedule - WRKOT list item. 

 
 

 
 

Step Action 

31. You want cash for this overtime. The system defaults to cash so there is no 
adjustment needed. 
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Step Action 

32. Move back to the left side of the screen to submit the time you have entered. 
 
Click the Scrollbar. 
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Step Action 

33. When you submit your timesheet, your entries are saved and submitted for approval. 
You may change or enter additional information within the deadlines of the pay 
period. Any changes will need to be re-approved.  
 
If you do not submit, the hours you filled in will be lost. 
 
Click the Submit button. 

 
 

 
 

Step Action 

34. This is will act as your signature for your timesheet.  
 
Click the Yes button. 
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Step Action 

35. Click the OK button. 
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Step Action 

36. Once you submit your timesheet VTHR will sort your reported time rows 
alphabetically by the TRC.  
 
VTHR will combine rows if they have the same:  
TRC, SHIFT, COMBO CODE or TASKPROFILE. 
 
As an example, if you have 2 lines that are Hours Worked charged to the same 
funding source, they would be combined into one line.  
 
As a result, your timesheet may look different from what you entered. 

 

 
 

Step Action 

37. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign out link. 
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Step Action 

38. You now know how to enter hours worked and specify if you want cash or comp for 
overtime. 
 
End of Procedure. 

ESS - Shift Differential 

Procedure 

 
This tutorial will show how to enter hours for different shifts. 
 
Shift differential is applicable only to eligible employees who are required to work evenings, 
nights or weekends as part of their regularly scheduled duty assignment.  Any questions about 
eligibility for shift differential should be directed to your immediate supervisor. 
 
In this example, the employee is assigned to a 2nd shift schedule, which includes 1 weekend shift. 
 
Approximate time to complete topic: 5 - 10 minutes 
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Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 

 
 

 
 

Step Action 

3. Click the Time Reporting menu. 
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Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. In this example, you are reporting 8 hours of second shift on Sunday. 
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Step Action 

7. Enter the desired information into the Sun field. 
 
Enter "8". 
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Step Action 

8. Move right to enter the Time Reporting Code. 
 
Click the Scrollbar. 

 

 
 

Step Action 

9. Click the Time Reporting Code list. 

 
 



 

Training Guide 
Training materials 

 

 Page 145 

 
 

Step Action 

10. Click the Hours Worked - WORK list item. 
 

 

 
 



Training Guide 

 Training materials 

 

 Page 146 

Step Action 

11. Move right to enter the applicable shift. 
 
Click the Scrollbar. 

 
 

 
 

Step Action 

12. This field is where you enter the shift differential that is applicable to your schedule 
and hours worked.   
 
Not all employees are eligible for shift differential, which is determined by the 
collective bargaining agreements and policy.  For example, temporary employees 
are not eligible for shift differential.  Any questions about eligibility for shift 
differential should be directed to your immediate supervisor. 
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Step Action 

13. Click the Look up Shift button. 
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Step Action 

14. Click the WKND2 link. 
 

 

 
 

Step Action 

15. Move back to the left side of the screen to report more hours worked. 
 
Click the Scrollbar. 
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Step Action 

16. Move left again. 
 
Click the Scrollbar. 
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Step Action 

17. In this example, you are reporting 8 hours of second shift on; Monday, Tuesday, 
Wednesday, Thursday. 

 

 
 

Step Action 

18. Enter the desired information into the Mon field.  
 
Enter "8". 
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Step Action 

19. Enter the desired information into the Tue field.  
 
Enter "8". 
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Step Action 

20. Enter the desired information into the Wed field.  
 
Enter "8". 

 

 
 

Step Action 

21. Enter the desired information into the Thu field. 
 
Enter "8". 
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Step Action 

22. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

23. Click the Time Reporting Code list. 

 
 

 
 

Step Action 

24. Click the Hours Worked - WORK list item. 
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Step Action 

25. Move right to continue. 
 
Click the Scrollbar. 
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Step Action 

26. Click the Shift look up button. 

 
 

 
 

Step Action 

27. Click the SECOND link. 
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Step Action 

28. Notice that you entered one line for the hours worked on the weekend, with the 
WKND2 shift differential code, and another line to record the SECOND shift 
differential for the weekdays.  
  
- Each type of shift differential is entered on a separate line. 
- Only one type of shift differential is entered for each day.   
- The shift differential entered on a line applies to all hours reported on that line. 
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Step Action 

29. Move left to continue. 
 
Click the Scrollbar. 

 

 
 



 

Training Guide 
Training materials 

 

 Page 159 

Step Action 

30. Move left again. 
 
Click the Scrollbar. 

 

 
 

Step Action 

31. When you submit your timesheet, your entries are saved and submitted for approval. 
You may change or enter additional information within the deadlines of the pay 
period. Any changes will need to be re-approved.  
 
If you do not submit, the hours you filled in will be lost. 
 
Click the Submit button. 
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Step Action 

32. This is will act as your signature for your timesheet.  
 
Click the Ok button. 
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Step Action 

33. Click the OK button. 

 
 

 
 

Step Action 

34. Once you submit your timesheet VTHR will sort your reported time rows 
alphabetically by the TRC.  
 
VTHR will combine rows if they have the same: 
 TRC, SHIFT, COMBO CODE or TASKPROFILE. 
 
As an example, if you have 2 lines that are Hours Worked charged to the same 
funding source, they would be combined into one line.  
 
As a result, your timesheet may look different from what you entered. 
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Step Action 

35. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign Out link. 
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Step Action 

36. You now know how to enter hours for different shifts. 
End of Procedure. 

ESS - Task Profile 

Procedure 

 
This tutorial will show how to enter hours worked using the Task Profile. 
 
Task Profile Codes are used to charge time to specific funding sources.  If you are required to use 
such codes, you will be provided with the details of the applicable codes and purposes by your 
Department's business office.  
 
Approximate time to complete topic: Less than 5 minutes 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 
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Step Action 

3. Click the Time Reporting menu. 
 

 

 
 

Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
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Step Action 

6. In this example, you are reporting 8 hours worked for Monday through Friday and 
specifying a task profile. 

 

 
 

Step Action 

7. Enter the desired information into the Mon field.  
 
Enter "8". 
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Step Action 

8. Enter the desired information into the Tue field.  
 
Enter "8". 
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Step Action 

9. Enter the desired information into the Wed field.  
 
Enter "8". 

 

 
 

Step Action 

10. Enter the desired information into the Thu field.  
 
Enter "8". 
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Step Action 

11. Enter the desired information into the Fri field.  
 
Enter "8". 
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Step Action 

12. Move right to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

13. Click the Time Reporting Code list. 
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Step Action 

14. Click the Hours Worked - WORK list item. 
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Step Action 

15. Your Department's business office will be maintaining Task Profiles. If you have 
questions about what to use in a certain situation please reach out to them directly.  

 

 
 

Step Action 

16. Click the Task Profile ID Lookup button. 
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Step Action 

17. There will be a description of the taskprofile, this should make it earier to figure out 
what source to charge to.  
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Step Action 

18. In this example we worked on the South Street Tunnel. 
 
Click the 02120-TSTB link. 

 
 

 
 

Step Action 

19. Move left to continue. 
 
Click the Scrollbar. 
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Step Action 

20. When you submit your timesheet, your entries are saved and submitted for approval. 
You may change or enter additional information within the deadlines of the pay 
period. Any changes will need to be re-approved.  
 
If you do not submit, the hours you filled in will be lost. 
 
Click the Submit button. 
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Step Action 

21. This is will act as your signature for your timesheet.  
 
Click the Ok button. 
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Step Action 

22. Click the OK button. 

 
 

 
 

Step Action 

23. Once you submit your timesheet VTHR will sort your reported time rows 
alphabetically by the TRC.  
 
VTHR will combine rows if they have the same TRC, SHIFT, COMBO CODE, 
TASKPROFILE. 
 
Example if you have 2 lines that are Hours Worked charged to the same funding 
source, they would be combined into one line.  
 
Your timesheet may look different from what you entered. 

 



 

Training Guide 
Training materials 

 

 Page 179 

 
 

Step Action 

24. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign Out link. 
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Step Action 

25. You now know how to enter hours worked and specify a task profile. 
 
End of Procedure. 

ESS - Time Reporting Codes 

Procedure 

 
This tutorial will show how to report time using various Time Reporting Codes (TRCs). 
 
In this example, you will enter: 
 
Hours Worked 
State Jury Duty 
Sick Leave 
 
Approximate time to complete topic: About 5 - 10 minutes 

 
 

Step Action 

1. Click the Main Menu button. 
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Step Action 

2. Click the Self Service menu. 
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Step Action 

3. Click the Time Reporting menu. 

 
 

 
 

Step Action 

4. Click the Report Time menu. 
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Step Action 

5. Click the Timesheet menu. 
 

 

 
 

Step Action 

6. In this example, you are entering 8 hours worked on Monday. 
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Step Action 

7. Enter hours worked into the Mon 7/16 field. 
 
Enter "8". 
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Step Action 

8. Move right to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

9. Click the Time Reporting Code list button. 
 



Training Guide 

 Training materials 

 

 Page 186 

 
 

Step Action 

10. Select the appropriate TRC from the drop down list. 
 
In this example, click the Hours Worked - WORK list item. 
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Step Action 

11. Move left to continue entering hours. 
 
Click the Scrollbar. 

 

 
 

Step Action 

12. In this example, you are entering 8 hours of State Jury Duty on Tuesday. 
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Step Action 

13. Enter information into the Tue 7/17 field. 
 
Enter "8". 
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Step Action 

14. Move right to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

15. Click the Time Reporting Code list button. 
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Step Action 

16. Click the State Jury Duty - SJURY list item. 
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Step Action 

17. Move left to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

18. In this example, you are reporting 4 hours of work for Wednesday. 
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Step Action 

19. Enter "4" on the same line where you have used the Hours Worked - WORK TRC. 
 

 
 

Step Action 

20. In this example you are entering 4 hours of sick leave on Wednesday.   
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Step Action 

21. Enter "4" on this third line which you will indicate as Sick Time in the next step. 
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Step Action 

22. Move right to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

23. Click the Time Reporting Code list button.  
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Step Action 

24. Click the Sick - SICK list item. 
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Step Action 

25. Move left to continue. 
 
Click the Scrollbar. 

 

 
 

Step Action 

26. You will now enter 8 hours of work for Thursday and Friday on the same line where 
you have used the Hours Worked - WORK TRC. 
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Step Action 

27. Enter hours worked into the Thu field. Enter "8". 
 

 
 

Step Action 

28. Enter hours worked into the Fri field. Enter "8". 
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Step Action 

29. When you submit your timesheet, your entries are saved and submitted for 
approval.  You may change or enter additional information within the deadlines of 
the pay period.  Any changes will need to be re-approved. 
 
Click the Submit button. 
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Step Action 

30. This is will act as your signature for your timesheet.  
 
Click the Yes button. 

 
 

 
 

Step Action 

31. Click the OK button. 
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Step Action 

32. When you have completed your transaction,  you can select the VTHR “Main 
Menu” for another transaction.  Or, if you are finished, Sign Out of VTHR. 
 
Click the Sign Out link. 
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Step Action 

33. You now know how to enter time for multiple uses. 
End of Procedure. 

 
 
 
 
 


