Knowledge Management — Process Documentation
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Document Title: Corporate AD Self Service - How do | Enroll my NT Account -

Master Document
Service: Active Directory
Incident / Service Request: N/A
Priority: N/A

Region: Philippines

Scenario: How do | Enroll my NT Account?

Resolution Process:

AD Self Service Enroliment
1. Open a browser and go to https://passwordreset.hgs-ph.com
2. To REGISTER, Click Log In then enter your Windows username and password, type the
captcha then hit Login
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Forgot your password?

Account locked out?

3. Once signed in, go to Enrollment tab to set up the security question.
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Change Password Enroliment
Change Password
* Old Password
" New Password

® Confirm New Password

Minimum length should be at least 8

Number of special characters to include 1

4. Onthe Next screen, you have options for verification. Click “set up” under Security
Question & Answer or your email


https://passwordreset.hgs-ph.com/
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‘Change Password Enroliment

User Registration

Enrolled Verification Methods

) Security Questions & Answer

View my security questions

& Email verlfication

 Gooole authenticator

You can use the code generated by the Gongle Authenticator app to prove your identity. /'

B e recovery

You can use backup verification codes if you are unable to prove your identity.

5. On Security Questions, Select the question form the option and provide the answer.
Once done, hit Update to save

Security Questions x
-- Please Select a Question - ~
-- Please Select a Question - ~

Hide Answer(s)

« The minimum length of the answer(s) should be 5 characters and maximum allowed is 255 characters

6. Once enrolled, you will see it under your verification methods.

Envolled Verification Methods

O securty Questons & Answer

View my security questions /.

B Email Verification

Glayza. Rabuyo@teambgs.com

B e Recovery

You can use backup venfication codes  you are unabie to prove your dentity.

Set Up Backup Verification Methods

[9  push Hodfication Authenticator

Special Consideration: No special consideration this is a “How to Document”

Critical Reminder:
No Critical reminders for this “How to Document.”



