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Receive Welcome Email

• All active employees in ArchHR will receive a 

welcome email on your hire date from 

“system@successfactors.com” with the email

subject “Welcome to ArchHR!”

• Note: To view all graphics on the email, either

download the graphics/blocked content or add

ArchHR@archstl.org to the safe senders list.

• The email provides the employee their 8-digit 

User Name and Link to ArchHR

• Bookmark the link to the ArchHR system.

• Employees should make note of their User Name (8-digit

ID). It will be used to set their password and to log into

ArchHR.
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Open Sign In Screen
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1. Click the ArchHR hyperlink in 
the welcome email to open 
ArchHR.

2. The “Sign In” window opens. 
Click Forgot Password?
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Enter User Name
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1. The “Forgot My Password”
window opens. Enter the 8-
digit User Name from the
welcome email.

2. Click Continue.

mailto:ArchHR@archstl.org


Receive Notification

• An email is sent with a link to 
set the password.
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Open Email

1. Open the email titled “How to
reset your password” with the
link to reset your password.

2. Click Click here to reset
your password.
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First time setting up MFA (Multifactor Authentication)

Log into ONE of the following 

authenticators -

1) Google Authenticator App 
2) Duo Authenticator App
3) Microsoft Authenticator App

• Scan QR Code 

• Enter the Passcode from the 

Authenticator App

Note: Do not Delete QR code



MFA (Multifactor Authentication) after first-time

Log into the authenticator that you 

used on your original MFA setup -

1) Google Authenticator App 
2) Duo Authenticator App
3) Microsoft Authenticator App

Enter the passcode that the 
authenticator app provided.



ArchHR Opens
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ArchHR Opens!
• For ease of accessingArchHR 

going forward, employees should 
bookmark the ArchHR home page 
in their browser: ArchHR.
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Log-out of ArchHR
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1. To log out manually, click the 
circle at the top, either your 
picture or initials.

2. Click Log Out.

Note: After a certain period of 
inactivity, users are automatically 
logged out and must log in again 
to access ArchHR.
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Resetting a Password
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To reset a password for any reason,
click Forgot password? on the
ArchHR log in portal, and follow
the steps to reset the password.
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Questions or Issues
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If you have any issues with Logging into ArchHR or Password 
Issues, please send an email to ASKHR@ArchSTL.org

If you have any issues with Google Authenticator, Duo 
Authenticator or Microsoft Authenticator, please contact 
Archdiocese of St. Louis IT Help Desk - 314-792-7592 or e-mail 
Helpdesk Request - helpdeskrequest@archstl.org
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