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Chapter 1 Introduction

HNIEEET

1.1 Introduction

This manual describes the procedure of application about user information (other than SSO
authentication) on the Internal FAQ Portal.

X Do NOT perform any operations that are not indicated on the manual.

(Ex. Clicking links and buttons that are not indicated on the manual)

1.2 Target Reader

Internal FAQ Portal users

1.3 Actor Definition

The following actors appear in this manual.

No.

Actor name

Description

1

Internal FAQ Portal users

Use Internal FAQ Portal




© Mitsubishi Heavy Industries, Ltd. All Rights Reserved. — ﬁ E I



2.1 Register User Information
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2.1 Register User Information SHN=HEET

The user information registration flow is shown as below.

Submitting - AES:‘Z!S > Setting PW _ Login to
Application Verification Internal FAQ Portal

siojesadQO

------------- Not covered in this document

ojny WajsAg




2.1 Register User Information

SHNTEEBT

From the "Register" on the login screen, open the user registration form and enter your user information.
After entering all necessary information, click “Sign Up.”

Employee_FAQ

Employee FAQ User Registration

Click here to ragister a3 an employes user

* Indicates required

Last name

[era ] comr




2.1 Register User Information SNEEET

You will receive an address verification email to the email address you entered on the previous page.

Verify the address from "Verify Account."

Hello Kanoko,

Thank you for registering with us!

Please confirm that you want to use this as your account email address by clicking on the link given below:
Verify Account
Please note that you cannot use your account without activation.
The link will expire in 24 hours to keep your account secure.

KanokoZ= A

TBRLEEESEDNESTENET !

BFDU om0 )w LT, PHIYFOA=TFLRAELTERTZCEFBRL TS,
~ =]

COBERTDRVE, FPHOY FECHBWERETERAOTITEEESL.

FHOY FOEEEEREDED, U I@24BRTEILET.

Unsubscribe | Notification Preferences

Your email address has been verified.

Ref:MS5G0002058_coHq5BsripHM4yX4dAv3 Thank you!




2.1 Register User Information SHN=HEET

Press "Set a new Password" from the email you receive after approval by an operator.

Hi Kanoko,

Your user account is successfully created on Employee_FAQ.
Your user name is: Kanoko.Okochi@nttdata.com
Please set your password to access your user account by clicking on the link below.

| Set a new Password.|

MNote: This link will expire in 12 hours.

Kanoko= A

Employee_FAQIC1—H—7ho> HMERESNELE.

HiRTzm1—H —4(Z Kanoko.Okochi@nttdata.com T9.

BTFoU o5y ST, - —FHO9 PO RAT 3] AT — EEEELTLIREN,
HUWIRD—PHEFITD

F ool OER12EBEEATESLET.

Unsubscribe | Notification Preferences

Ref:MSG0002060_0OhGpt9glx2t33ET2XXPf




2.1 Register User Information SHN=HEET

Set a new PW and press "Reset Password" to save.




2.2 Portal Login and Portal Overview
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2.2 Portal Login SN=EST

Log in from the internal FAQ portal login page.
(URL:https://mhiscm.service-now.com/faq)




2.2 Portal Login SN=EST

Login complete.




2.2 Portal Overview SW=HET

The portal consists of the following widgets.

/_




2.3 Change User Information (other than PW)
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2.3 Change User Information (other than PW) SN=EST

The user information change flow is shown as below.

Login to Internal Submitting
FAQ Portal Application

v

siojesadQO

------------- Not covered in this document

ojny WajsAg




2.3 Change User Information (other than PW) SN=EST

Select “User Information Change/Deactivation Application” from “Various Requests.”

Home ¥ FAQApplication » General Search Catalog ‘ Q ]
Categories General I
General Employee FAQ User Re... Internal QA Application User Change/Deactivat...

Click here to register as an Contact us from here Click here to apply for

employee user change/deactivation of User
information.

View Details View Details View Details

Various Application For...

Click here for various requests

View Details




2.3 Change User Information (other than PW) SNEEET

Enter your changes and hit “Submit.”

Home » FAQApplication » General »  User Change/Deactivation Application

Search Catalog ‘ Q l

User Change/Deactivation Application

Submit
Click here to apply for change/deactivation of User information.
Click here to change user information or deactivate a user.

* Application Category

Change user information v ]

* Last_Name

Ohkochi l

* First_Name

Kanoko l

Phone number

l 08099999995 l

Post

| |




2.3 Change User Information (other than PW) SN=EST

Verify that the changes are reflected.




2.4 Change User Information (PW)



2.4 Change User Information (PW) SHN=HEET

The PW change flow is shown as below.

Submitting
Application

v

Change PW

siojesadQO

------------- Not covered in this document

ojny WajsAg




2.4 Change User Information (PW) SHNTEET

Click "Forgot Password?" link on the login screen.




2.4 Change User Information (PW) SHN=HEET

Enter all user information and click “Done.”




2.4 Change User Information (PW) SHNTEET

Click "Click here to reset your Password" in the email you receive after authentication.

Hello Kanoko, /_

A password reset was requested for your user account.

I; lick here to reset your password.l

If you do not want to reset your password, please disregard this email.
The link will expire in 12 hours.

If you did not request this password reset, please notify your company's Supplier FAQ Portal administrator.

ZAITE(Z. KanokoZEA

JRAD—Fouty MiEREnELT.
AEZ J— I“:QEEE E F: ¥ fﬁf}.

JZD—-FRzUEY bUE<RNESE. CoA-LzERBU TS,
U OB HERRIZ1 2B T,
ZOIAT—FOUEY FEUITARLTWELEEE. £H0b TS v—R—SILEESCEHSE &,

Unsubscribe | Notification Preferences

Ref:MSG0O002655_bTSuegczNgKpifTzmMFU




2.4 Change User Information (PW) SHN=HEET

Set a new PW and press "Reset Password."

Login with the new PW on the login screen.




2.5 Deactivate User Information

© Mitsubishi Heavy Industries, Ltd. All Rights Reserved.



2.5 Deactivate User Information SW=HET

User information Deactivation flow is shown as below.

Login to Internal Submitting
FAQ Portal Application

v

siojesadQO

------------- Not covered in this document

ojny WajsAg




2.5 Deactivate User Information N=EET

Select “User Information Change/Deactivation Application” from “Various Requests.”

Home ¥ FAQApplication » General Search Catalog ‘ Q ]
Categories General I
General Employee FAQ User Re... Internal QA Application User Change/Deactivat...

Click here to register as an Contact us from here Click here to apply for

employee user change/deactivation of User
information.

View Details View Details View Details

Various Application For...

Click here for various requests

View Details




2.5 Deactivate User Information SW=HET

Select “Deactivate a user” in “Application Category” and then press “Submit.

User Change/Deactivation Application =
Click here to apply for change/deactivation of User information.

Click here to change user information or deactivate a user.

* Application Category

Deactivate a user v I

User will be deactivated after 24 hours

Deactivation user

[ (i) ‘ Kanoko Ohkochi /




2.5 Deactivate User Information N=EET

Confirm that the deactivation has been applied.

*Deactivation of user information will be reflected 24 hours after application submission.
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