
 
 
 
 

HR Connect  
Quick Reference Guide 

Updated 7/21/2006 
 
 

Type of Action:  REQUESTING USER ID AND PASSWORD 
 
 

Definition:  The process of requesting a user ID and password 
(authentication) for HR Connect. 
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Launch an internet browser and go to https://www.hrconnect.treas.gov
 
 
HR CONNECT LOGIN SCREEN 

 
 
NEW USERS:  In the top right corner, under the New User section find the following 
statement:  “New HR Connect Self-Service? Sign up now!” and click on the Sign up 
now! link.   
 
FORGOT USERID or PASSWORD:  At the bottom of the Current User section find the 
following statement:  “Forgot your user ID or password? Click here.” and click on the 
here link. 
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HR CONNECT SIGNUP PAGE 

 
 

STEP FIELD ACTION 
1 Official Business Email 

Address 
Be sure your official business email address is 
complete and accurate.  For many organizations, 
the official business email address will use one of 
the following formats: 
Firstname.Lastname@bureau.agency.gov
Firstname.Lastname@bureau.gov
Firstname.Lastname@agency.gov
(e.g.  Jane.Doe@bpd.treas.gov) 

2 Social Security Number Enter your social security number and omit any 
dashes (e.g. 123456789). 

3 Last Name  Enter your last name. 
4 Temporary Registration 

PIN 
Enter something easy to remember, like 1234.  
Make a note of the temporary PIN.  It will be used 
again in this process. 

5 Submit Button Click to submit. 
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PASSWORD MANAGEMENT EMAIL CONFIRMATION 

 
 
The screen above will display if the information entered was accepted. 
 
 
PASSWORD MANAGEMENT EMAIL 

 
 
An email notification will be sent, almost instantly, that contains your user ID (which 
consists of the first two digits of your last name and four numbers—this is case 
sensitive), temporary password, and link to the Password Management System. 
 
Make a note of the user ID and temporary password (see above).  The temporary 
password will be used to complete the next step in the process, however the user ID will 
be needed each time you log into HR Connect. 
 
Click on the link in the email (see above).  It will take you into the Password 
Management System. 
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PASSWORD MANAGEMENT SYSTEM LOGIN SCREEN 

 

XX#### 

 
STEP FIELD ACTION 

1 HR Connect UserId Completed by the system (see XX#### above).  
2 Temp Password Enter the temporary password provided in the 

password management email (see page 4).   
• Type it directly into the field. 

OR  
• Copy and paste it (be careful not to copy any 

extra spaces before or after the password). 
3 Registration PIN Enter the temporary registration PIN you created in 

step 4 on page 3.
4 Submit Button Click to submit. 
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CREATE YOUR OWN PASSWORD 

 
 

XX#### 

HELLO USER! 

 
STEP FIELD ACTION 

1 New Password Enter a new password.  It must be at least 8 
characters with one number and one special 
character.   

2 Re-enter Password Enter the new password again to verify it. 
3 Submit Button Click to submit. 
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SIGN IN 

 
 
Once the password has been submitted, the screen above will appear if no problems 
have occurred.  Click on the Sign In button to proceed to HR Connect. 
 
 
HR CONNECT HOME PAGE 

 
 
Your HR Connect home page is customized with tabs for each role that is assigned to 
you in the system (employee, manager, HR, etc.).  HR Connect assigns these roles with 
a process that runs several times a day. If a tab you need isn’t present, wait a few hours 
and login again.  For example, managers will only see the Employee and Report Output 
tabs the first time they login.  After two hours they will receive the Manager tab. 
 
Check your personal data in HR Connect by clicking the My Information link, under the 
Employee tab. 
 
Be sure to sign out, in the top right corner, when you are finished. 
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LOGGING INTO HR CONNECT ON A REGULAR BASIS 

 
 

STEP FIELD ACTION 
1 URL/web address www.hrconnect.treas.gov
2 User ID 

OR 
Full E-Mail Address 

XX#### (this is case sensitive) 
OR 
Official business email address – (see proper formatting 
on page 3 step 1) 

3 Password Enter the password created in step 1 on page 6 (this is 
case sensitive). 

4 Sign In Click to sign in. 
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