HR InTouch Login Instructions
For New Employees
(October 10-November 9, 2013)
Go to https://carmel.hrintouch.com and follow these steps:

· Enter your Username in the following format:

· First name + First initial of last name + Last 4 digits of your SSN

· Example:
User:

John Smith

SSN:

123-45-6789

Username:
johns6789*

(*Characters in the Username are not case sensitive.  If your first name is longer than 10 letters (e.g. Christopher), use only the first 10 letters.)

· Enter your initial Password in the following format:

· Full SSN without dashes

· Example:
SSN:

123-45-6789

Password:
123456789

· Click Log in button

· You will be directed to change your Password using the following rules:

· Must be between 8 and 15 characters;

· Must contain at least 1 number;

· Must contain at least 1 uppercase and 1 lowercase letter;

· Cannot contain more than two consecutive characters;

· Cannot be the same as your Username or SSN.

· After noting your Username and new Password for the next time you log in, click the blue Save New Password button.

· Since this website is the City of Carmel employee benefits portal, it would be a good idea to make it a favorite or shortcut on your computer.   You will be able to visit the website to access information about your benefits and learn of any benefit changes. 
If you have questions or difficulty logging into the system, please call 1-866-822-8688.

