ALL HR CONNECT USERS

TRAINING
us

Requesting User ID and Password—New User

HR Connect is Treasury’s primary human resource system that provides a broad range of applications, services and
information to HR offices, employees, and managers. To access HR Connect, a user must obtain a user ID and password. This
job aid will guide you through the steps to obtain a user ID and password.

Action Screen Imag

1. Go to https://www.hrconnect.treas.gov.
2. Onthe login page, select the Sign up now link.

The signup page displays.
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Enter your user ID or e-Mail address and password to get
connected:
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Enter your official business e-mail address.

Enter your social security number (omit dashes).

Enter your last name.

Enter a temporary registration pin. Use something easy
to remember, like 1234. Make a note of the temporary
pin, it will be used again in this process.

o0k w

Enter the following data, which will enable us to validate your
identity. Click SUBMIT to continue to the next page. For a summary
of steps involved in the authentication process, click here

Official Business E-mail Address: |

Social Security Number: {e.g. 1234567849, no spaces or dashes)

Last Name: | (as itappears on your earnings statement)

@ Establish Registration PIN

7. Select the SUBMIT button.

Create your Temporary Registration Personal Identification Number (PIN), This
PIN must be 4 or mare numbers with no letters. The PIN must not start with a
zero (0.

Temporary Registration PIN: (8.0 1234)
NOTE:
will use the Temporary Registration PIN in the next part of the registration process.

is the only time the PIN will be used. Do not reuse this PIN.
will receive an email momentarily describing the next step.

SUBMIT I

Y¥ou should comply with the rules of behavior provided in the HR
Connect Rules of Behavior document. Logging into the system
signifies your agreement with these rules,

A confirmation page displays. REGISTRATION E-MAIL SENT

You will receive an e-mail containing your usend, a temporary password and a link (URL) to continue the process.

8. Close all browser windows.

You will re-connect to HR Connect from the link in the e-mail message. Please complete the registration process as soon as
possible because the temporary password expires afler 5 days.

You MUST close ALL Internet browser wandows.

Thank you
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Action

9. Check your e-mail.

You will receive an e-mail that contains:
e YouruserID
e Atemporary password.
e Alink to the Password Management System.
10. Note your user ID. This will be used every time you log
into HR Connect.
11. Either:
e Note the temporary password, or
e Highlight and copy the temporary password. Be
careful not to copy any extra spaces before or after
the password.
12. Select the link in the e-mail.

Screen Image

Hi Diane,

This email contains vour User ID, temporary password and a web address vou will need to
complete the New User HR Connect Registration Form. Please note vour User ID; it must be
used to access HR Comnect in the future.

To complete the HR Connect Registration process, click on the link below and enter vour
TEMPORARY PASSWORD from this email and the TEMPORARY REGISTRATION PIN you
created earlier in this process.

User ID: 672002
Temporary Password: c9a43v2z

Click here to continue: (*) https:/hrtest-mast] net.treas.gov/pwms2/auth?=12028uid=672002/

(*) Attention — for those who use Lotus Notes or another non-MS-Outlook email system:
Instead of clicking on the link above, copy the URL link provided above and paste it in the
address bar of vour Intemnet Explorer browser.

If vou have questions or need help. please contact vour HR Connect Helpdesk.

This message was sent from an automated system that cannot receive e-mails. Please donot
reply to this message.

The Password Management System page displays.

13. In the temp password field, enter or paste the temporary
password provided in the e-mail.

14. Enter the temporary registration pin you created in Step
6 in the registration pin field.

15. Select the SUBMIT button.

You will now be requested to create your password.

16. Enter a new password, following these guidelines:

e Password must be at least 8 characters

e Must be alphanumeric (letters and numbers)

e Must contain at least one number and one special
character suchas! @ #$% " &*?

e The password is case sensitive so be sure you take
note of how you enter the password. TIP: Check first
to see if your CAPS LOCK is on.

17. Enter your password again.
18. Select the SUBMIT button.

AP PASSWORD MANAGEMENT
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HELLO TERRI!

Let’s secure vour account by having you create a personalized
password. Your new password must satisfy the following
requirements:

¢  Your password must be at least 8 characters long

*  Your password must be alphanumeric (use both letters and
numbers), with at least one number and at least one special

character (for example ! @ #8% =" & 7)

A good password typically will have a couple of short words that
are joined by a special character. This usually makes the password
easier to remember. Some examples:

¢ 2hide&2seck

& dn+melsee

Userld: 652004

New Password: || |

Re-enter | |
Password:

Meed help? Contact us,
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A congratulations screen displays. mcomes

Congratulations!

19. Select the SIGN IN button to proceed to HR Connect.

« You have successfully matched your HR Connect User [D with
your personal information in HR Connect.

« You have created a new personalized password for your HR
Connect account. Y ou will use this password each time you log
into HR Connect.

« You are now ready to access HR Connect!

SIGM IM

20. Enter your User ID or full e-mail address. Welcome to HR Connect Login
21. Enter the password you created in Step 16. MR @S e i s e
22. Select the Sign In button. _ U5 Daparmentoithe Tioamuy.

Unauthorized access is a violation ofthe
Federal Statute 18 USC 1030. This system is
far Official Use Only and subject to monitoring

You have now successfully signed in to HR Connect. 5 : atallfimes. Ifyou reached this system in error,
LV please disconnect now,

Your HR Connect home page displays. Your home page is S T 7 o R Bl PRl g

customized with tabs for each of your assigned roles. HR UsoriB: [« newto R Comect
i 1 ?

Connect assigns these roles with a process that runs several or. SertGenice?

times a day. If a tab is not present, wait a few hours and FuleMailaddress: [ | . GO

(FEESTE Click Here

login again. Your personal data may be checked by selecting
the My Information link on the Employee tab.

MNeed to change your
password
Click Here
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