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Chapter 1 Introduction
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Chapter 1 Introduction

1.1 Introduction

This manual describes the procedure of application about user information (other than SSO 

authentication) on the Internal FAQ Portal.

※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
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Chapter 2 User 
Information Application
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2.1 Register User Information
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2.1 Register User Information

The user information registration flow is shown as below.
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2.1 Register User Information

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.”

For self-registration:
Enter your own information.

For alternate registration:
Enter information about the user you want to register.
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2.1 Register User Information

You will receive an address verification email to the email address you entered on the previous page.
Verify the address from "Verify Account."



© Mitsubishi Heavy Industries, Ltd.  All Rights Reserved. 11

2.1 Register User Information

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

Set a new PW and press "Reset Password" to save.
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2.2 Portal Login and Portal Overview
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2.2 Portal Login

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

Set the following:
User Name: Email address set on P.9
Password: The password set on P.12
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2.2 Portal Login

Login complete.
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2.2 Portal Overview

The portal consists of the following widgets.

Announcements

: View announcements for all areas

Announcements by area

: View announcements by area

Keyword Search Bar

: Search knowledge articles with 
keywords

Various Requests

: Link to various application forms

Frequently Asked Questions

: Link to
Frequently Asked Questions 

My Active Items

: You can check the following three items:
① My QAs: Self-submitted QAs
② Related QAs: QAs submitted by other users in the same company
③ My applications: Self-submitted various applications 

Carousel

: Link to various manuals

Portal Name (Employee_FAQ)

: Click to switch to the portal top page
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2.3 Change User Information (other than PW)
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2.3 Change User Information (other than PW)

The user information change flow is shown as below.

Submitting 
Application

O
perators

R
equesting D

epartm
ent

System
 Auto

User information
Update

Login to Internal 
FAQ Portal

Not covered in this document



© Mitsubishi Heavy Industries, Ltd.  All Rights Reserved. 19

2.3 Change User Information (other than PW)

Select “User Information Change/Deactivation Application” from “Various Requests.”
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2.3 Change User Information (other than PW)

Enter your changes and hit “Submit.”
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2.3 Change User Information (other than PW)

Verify that the changes are reflected.
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2.4 Change User Information (PW)
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2.4 Change User Information (PW)

The PW change flow is shown as below.
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2.4 Change User Information (PW)

Click "Forgot Password?" link on the login screen.
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2.4 Change User Information (PW)

Enter all user information and click “Done.”

For User Name, set the email address set on P.9 
(the email address set when applying for user 
registration).
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2.4 Change User Information (PW)

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

Email Subject:
Reset password to access your account of FAQ Portal
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2.4 Change User Information (PW)

Set a new PW and press "Reset Password."
Login with the new PW on the login screen.
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2.5 Deactivate User Information



© Mitsubishi Heavy Industries, Ltd.  All Rights Reserved. 29

2.5 Deactivate User Information

User information Deactivation flow is shown as below.
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2.5 Deactivate User Information

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

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

User will be deactivated 24 hours after 
application  submission.
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2.5 Deactivate User Information

Confirm that the deactivation has been applied.
*Deactivation of user information will be reflected 24 hours after application submission.
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