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How to add a new user in ServiceNow Hi Portal

myguide.org


https://myguide.org

Step: 01

Log in to ServiceNow Hi portal and Click on "Manage Accounts'
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NOW . i service Portal Home o

FAVORITES
Search Documentation, Knowledge, Commurnity, CS, PR, CHG, FTASK Q

Hom:

Issues

Changes

A Active Cases = Active Change Requests & Featured Catalog Requests
Requests

Service Catalog

i s %
No active cases Install Madrid Patch 3 Hot Fix 2 on SNC Instance - ven02611 " Create a New Hl User
CHG678T326 » 2mo ago
Instances . g -
Log in to ServiceNow Hi portal # Rename an Instance
. " " View all View all
Manage Accounts and Click on "Manage Accounts’
o’ Admin Password Reset
Security Center @ "
el
(& Open Surveys & Real Availability & Request the ServiceNow Admin Role =
o
g
fid
GetHelp & :BootInstance
Find Solutions or Yoiihave o surveys to take No active production instances
Open a Case
View all
View all
# Remote Services
Did you know thatyou can book hours with our Remate Services consultants
o help you with your instance?
Contact Us
Learn about Remote Services
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Step: 02

Click on "Users List"
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NOW  Hi service Portal Manage Company Profile * Search for anything Q o

FAVORITES

Company Profile
Hol

Issues

Changes

Requests

Service Catalog

Upload Picture

Instances
Manage Accounts All Contacts
Security Center > Primary Customer Admin »
8
> Primary & Secondary Support Contact ﬁ
fid
Get Help > Primary & Secondary Technical Contact
Find Solutions or
Crepaicase > Primary & Secondary Business Contact
> Security Contacts
> My ServiceNow Admins
Click on "Users List"
> Users List
> Communication & Netification A 9

Contact Us
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Step: 03

Click on "Add New User"
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YW . hi Service Portal Manage Company Profile % Search for anything Q o

EmrmITES All Contacts
: " "
> Primary Customer Admin Click on "Add New User
Users
Hol
> Primary & Secondary Support Contact e
Issues
> Primary & Secondary Technical Contact
Changes . X
> Primary & Secondary Business Contact
Requess > Security Contacts
Service Catalog > MyServiceNow Admins
Instances > usersList
> Communication & Notification A

Manage Accounts

Security Center

GetHelp
Find Solutions or
OpenaCase

Rows 1- 14 of 14
Contact Us
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Step: 04

Fill up the form and hit submit, you are all set
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FAVORITES

Create a New HI User &

Hol
Issues
An email will be generated with a random password and sent to the email address entered. The password will need to be reset upon
Changes first login.
Requests
* Company
Service Catalog 6 et < |-
Instances * First name *Last name
Manage Accounts
Security Center * Email (will be used for User ID) Title "
el
8
]
k]
$
*Business Phone Mobile phone 4
GetHelp
Find Selutions or
OpenaCase
* Country *Time zone
None - ~None v
City State

P rasswcrnens Fill up the form and hit submit,

you are all set
Required information Email (il be used for User ID)
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Thank You!
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