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Introduction to ServiceNow 

What is ServiceNow? 
Service Now is a suite of cloud-based services for enterprise IT 
management. It is built and designed around ITIL principles.  
 

What is SaaS? 
Software as a Service, sometimes referred to as “on-demand 
software”, is a software delivery model where software and any data 
associated with it are hosted off-site, typically over the internet. 
ServiceNow hosts all software and data centrally at the ServiceNow 
server farms and are accessed via the internet on a web browser. VPN 
is not needed to access Service Now. 
 

What is PaaS? 
Platform as a Service is the delivery of a computing platform and 
solution Stack as a service. This means that users need only to buy 
the service, but do not have to worry about maintaining the underlying 
hardware and software. 
 

What browsers are supported 
ServiceNow supports all current web browsers, including Internet 
Explorer, Mozilla Firefox, Google Chrome, Safari, and Opera. The only 
web browser that has had any reported issues is IE6, which is a far-
outdated version of Internet Explorer.  
 

Logging in to ServiceNow 
Assuming users are logged into Yale’s network, they will be 
automatically logged in to ServiceNow. To access Yale’s ServiceNow 
website, simply go to: yaleproduction.service-now.com in the web 
browser if your choice. The user will be automatically logged in by the 
Yale’s Active Directory system 
 

Homepage 
When Logged in, users will be presented with the ITIL Homepage.  
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Main Roles 
 

Service Desk Analyst 
The service desk analyst has these 5 main functions: 

- Log incidents 
- Provide initial diagnosis 
- Resolve incidents at first point of contact if possible 
- Escalate incidents 
- Own non-major incidents 

In the incident process, they are responsible for the following process 
steps: 
1.0 Incident Logging 
2.0 Incident Categorization 
3.0 Incident Prioritization 
4.0 Initial Diagnosis 
5.0 Functional Escalation 
7.0 Resolution and Recovery 
8.0 Incident Closure 
 
They are consulted in the following process steps:  
Process Maturity and Evolution 
 

Service Desk Queue Manager 
The service desk queue manager has these main functions: 

- Assigns incidents to individual Tier 2+ Analysts in the functional group 
- Monitors and manages support resolution performance 
- May directly manage (reporting manager) the day to day activities of Tier 2+ 

analysts outside of process activities 
In the incident process, they are responsible for the following process 
steps: 
9.0 Major Incident Process 
Process Maturity and Evolution 

Process / Procedural Step
Caller / 

Customer

Service Desk 

Analyst

Service Desk 

Site Lead

Incident 

Manager

Situation 

Manager

Functional 

Group – Queue 

Manager

Functional 

Group – Tier 2+ 

Analyst

Incident 

Process Owner

Incident 

Coordinator

1.0 Incident Logging C R A R

2.0 Incident Categorization C R A R

3.0 Incident Prioritization C R A, C, I C

4.0 Initial Diagnosis R A, C, I R

5.0 Functional Escalation R A, C

6.0 Investigation & Diagnosis A R

7.0 Resolution & Recovery I R A R

8.0 Incident Closure C R R A R

9.0 Major Incident Process A R R R

Process Maturity and Evolution C, I C R R C R C A
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They are accountable for the following process steps: 
6.0 Investigation and Diagnosis 
 
 

ServiceNow Roles 
Within ServiceNow, there are two main roles, ITIL and Reporting. 
The ITIL Role gives users access to the processes within ServiceNow. 
It will allow them to create tickets and send them through the entire 
process. 
The reporting role will allow users to create reports. This will be 
essential in the final step of the process, Process Maturity and 
Evolution.  
 
Describe the two main roles: 
Include what tasks do they perform in the process 
How do the RACI roles collapse into the two roles in SN? 
Service Desk Analyst 
Service Desk Queue Manager 
 
 

Policies 
 
Policies help define and ensure the Incident Management process 
achieves its objective and adheres to the defined process.  

Policy Statement 

Incident reporting must go through the Service Desk, providing Users with a 
single point of contact 

All incidents must be logged, prioritized and solutions recorded in the Incident 
Management System 

One standard Incident Management Process is defined and used to support all 
IT Service users  

The Service Desk manages, tracks, escalates, closes and communicates status 
of all incident records and is responsible for all incident assignments 

The Incident Management Process is the conduit of communication of any 
degradation of service, to the affected users and IT personnel 

Closure of incidents is dependent on validating with the user that the incident 
has been resolved and service is restored 

The Service Desk will own all incidents that they themselves log or that are 
assigned to them from a Tier 2 provider.  Ownership will transfer to the 
Incident / Situation Manager for major incidents 
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Once a major incident has been validated by the Service Desk, escalation and 
communication protocols for high‐priority incidents are initiated and managed 
by the Service Desk 

 

Process Procedures 
 

1.0 Incident Logging 

 
Step  Activities  
1.1 Verify Issue Exists  Take steps to validate or replicate the interruption.  

Gather any data about the issue (screenshots, 
descriptions). 
Associate to any concurrent incident (e.g. major 
outage).  

1.2 Update Incident 
Activity Log & 
Communicate Status  

If the Caller is inquiring about status of an existing 
incident, provide the caller with status as available in 
the incident record and update the record indicating 
that the caller was inquiring and update with additional 
details if available.  

1.3  Validate Caller / 
Customer Contact details 
and Update if Required  

Complete caller data and ensure contact details are 
accurate and update if necessary.   

1.4  Capture and Document 
Incident Details  

Complete the short and long description, ensuring they 
are clear and can be understood by others.  
Collect incident symptoms. 
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2.0 Incident Categorization 

 
Step  Activities  

2.1  Identify Incident Type  Capture the incident type based on the customer-
reported symptoms.  

2.2  Associate 
Configuration Items(s)  

If a Configuration Management System 
(CMS) is present, associate the 
incident to the Configuration Item(s) 
(CI) diagnosed to have failed and are 
causing the incident.   Note, IT 
Business and Provider Services may be 
captured as CI’s, if implemented. 

If there is no 
CMS present, 
capture the 
device name 
or ID, and 
based on the 
primary failed 
device, 
capture the 
component 
categorization.  

2.3  Complete Incident 
Categorization  

Capture IT Business Service categorization, as defined 
by the customer.  Based on the symptoms and incident 
diagnosis, capture the IT Provider Service 
categorization.  
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3.0 Incident Prioritization 

 
Step  Activities  

3.1  Prioritize Incident  Select the impact and urgency of the Incident according to 
guidelines if it is not present.  This will determine the 
priority.  
If priority-based service level monitoring is enabled, the 
selected priority to define the response and resolution 
time service level targets for the incident. 
If service-based monitoring is enabled, the selected 
priority will only define the response time service level 
targets for the incident.  If the reported service does not 
have any restoration service level targets defined, a 
generic priority-based restoration service level target may 
be used.  

3.2  Escalate Incident to 
Incident Manager / 
Situation Manager  

Determine if this is a major incident.  If so, the service 
desk agent will escalate to the incident manager 
accordingly. 

 



 20 

4.0 Incident Diagnosis 

 
Step  Activities  

4.1 Perform Initial 
Diagnosis  

Document all trouble-shooting steps within the incident 
record. 

4.2 Search Knowledge 
Base, Known Error, 
Database and Change 
Schedule  

Use initial diagnosis details to search the knowledge base 
for relevant knowledge.  Also check the known error 
database to see if a workaround exists and the change 
schedule to see if this is issue could be related to a 
recently implemented change.  Ensure the incident record 
is coded appropriately.  

4.3  Acquire Additional 
Information  

If additional information is required, contact the customer.  
If the customer cannot be reached, place the incident on 
hold.  

4.4 Incident Resolution 
Possible?  

If a resolution is possible, proceed to step 7.0  Resolution 
and Recovery.  If resolution is not possible, the incident 
may need to be assigned to a functional group for 
resolution.  

4.5 Recurring Incident?  Determine if other incidents of the same nature have been 
experienced.  If others exist and no root cause has been 
determined, this may be a good candidate for problem 
management.  

4.6 Update Incident 
Details linking to Known 
Error, Knowledge Article, 
Change as required  

Confirm that the incident record is updated and coded 
according to the diagnosis steps.  Selection of a 
knowledge record may update (e.g. provider service, 
component category, urgency) incident categorization and 
details.  
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5.0 Functional Escalation 

 
Step  Activities  

5.1 Internal Provider?  If assignment is necessary, determine if the functional 
group that is equipped to resolve the incident is an 
internal support group or an established external partner 
that has a support agreement and process established for 
incident resolution.  

5.2 Dispatch to Vendor and 
Monitor Incident  

If the functional group is an external group, ensure that 
the established incident process is followed.  

5.3 Assign Incident to 
Functional Group  

If the functional group is an internal group, determine the 
proper group for assignment and assign it to the Group.  

5.4  Monitor Incident  Optimally, the Service Desk owns the monitoring of 
incident to resolution and closure.  Guidelines for 
ownership/monitoring include: 

- Providing customers with desk contact info for 
updates 

- Progress notifications originate from a desk 
monitored email account 

- Incidents that have not been accepted within 
response time targets should be initially escalated 
to the assignment group manager, and ultimately 
to the Incident Manager if required 

- Ownership of major incidents should be 
transferred to the incident manager/ situation 
manager 
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6.0 Investigation and Diagnosis 

 
Step  Activities  

6.1  Perform Initial Review 
& Diagnosis  

Perform initial review to determine if the incident has been 
properly assigned.  

6.2 Update Incident and 
Assign to Service Desk for 
Re-diagnosis and Re-
assignment  

If the incident was improperly assigned, the Functional 
Group assigns it back to the Service Desk for further 
diagnosis and assignment.  

6.3  Contact Requestor for 
Additional Information if 
Required  

If assignment is proper, accept the incident (work in 
progress) and determine if further information is required 
contact the customer to obtain then proceed to step 7.0 
Resolution and Recovery.   

6.4 Functional Escalation 
to Tier 3 if required  

If the incident requires further assignment to Tier 3 or an 
external Vendor, the Functional Group is responsible to 
work with the external partners and maintain oversight of 
the incident record.  
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7.0 Resolution and Recovery 

 
Step  Activities  

7.1 Communicate 
Workaround if Appropriate  

Investigate sources of information to see if a workaround 
exists.  Check relevant knowledge, known error database, 
problem records, etc. and provide the work around to the 
customer.  

7.2 Work to Resolve 
Incident Updating Incident 
with Necessary Details  

If no workaround exists, begin resolution activities 
making sure to update the incident record with all details 
related to resolution activities. 
If resolution requires that a change be introduced, a 
Request for Change must be submitted and flow through 
the Change Management Process. 

7.3 Update Incident 
Resolution Details and 
Assign to Service Desk  

Once the incident has been resolved it is good practice to 
review the solution and determine if knowledge could be 
authored for future occurrences, or if there is a systemic 
issue that needs to be addressed through the Problem 
Management Process. 
Upon resolution, the incident is updated with the proper 
resolution information and coding, and is assigned to the 
Service Desk for final closure activities.  

7.4 Service Desk Analyst 
Contact Functional Group 
or Vendor for Additional 
Resolution Details if 
Required  

In preparation for closure activities, review the incident 
details to ensure it is completed properly and has the 
appropriate resolution details.  
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8.0 Incident Closure 
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Step  Activities  

8.1 Validate Resolution 
with Caller / Customer  

Follow proper procedures to validate with the Customer 
that the incident has in fact been resolved.  If it has been 
resolved, the incident will be closed according to 
procedures. 

8.2 Update Incident for 
Re-Diagnosis  

If the Customer indicates that the incident has not yet 
been resolved, it must be sent back for further diagnosis 
before the incident is closed. 
NOTE:  If the incident is in a closed state when the 
customer indicates it was not resolved, a new incident 
should be opened and associated to the original incident.  

8.3 Trigger Customer 
Satisfaction Survey  

Once the customer has confirmed resolution and the 
incident is in process of being officially closed, a customer 
satisfaction survey is to be provided to inform future 
improvement opportunities.  
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9.0 Major Incident Process 

 
Step  Activities  

9.1 Validate Major Incident  If an incident is escalated to a “Major Incident” 
status, the Incident Manager must first ensure that 
it should be treated as  a Major Incident and be 
given the enhanced communication and 
management attention that a Major Incident 
requires.  

9.2 Ensure Assignment of 
Incident to Functional Team  

Ensure that the incident has been assigned to the 
appropriate team for resolution and works with the 
management structure to coordinate a cross-
functional team to address the situation if needed 
and where the underlying issue is unclear.  

9.3 Trigger and execute 
communications as required 
until Incident Resolved  

Ensure that the communication is planned and 
executed according to internal procedures and 
triggers.  At a minimum communication is to be 
shared at the beginning and end of a Major Incident 
and perhaps at specific intervals throughout the 
resolution process.  This communication can be to 
either internal IT stakeholders or Customers or a 
combination of both.  

9.4 Prepare Major Incident 
documentation as defined & 
Perform Post Resolution Review  

Upon resolution of a Major Incident, documentation 
must be prepared that summarizes the issue, 
actions taken and resolution details.  It should also 
trigger root case analysis if required and allow for 
improvements that can be made to avoid the 
situation in the future.  
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Field Definitions 
 
Incident State: The current status of the incident.  
Incident: The unique incident number 
Client: The user experiencing the issue. References the user table 
Reported by: The user who calls in the incident, if not the same as 
the client. References the user table. 
Notify: Used to determine if the user wants email notifications or not 
Contact Type: How the user contacted the service desk 

 
Location: The location of the incident 
IT Business Service: The high-level business service affected by the 
incident (if applicable)(What the client identifies the issue as) 
Incident Type: What kind of incident the user is facing 
IT Provider Service: The high-level service IT provides that is 
affected (if applicable) (The actual technical IT service that is causing 
the Incident) 
 
Categorization: Yale utilizes a 3-tier categorization scheme. This is 
one for several reasons: 

1. Recognizes the need to capture service vs. technology details 
2. Future-proofed for introduction of service asset and configuration management 
3. Enhances value of reporting by defining IT service view in terms the business 

should understand 
 
IT Component Category 1: The first of the categorization scheme, 
the high-level view.  
IT Component Category 2: The second level of the categorization 
scheme, the values are dependent on Category 1 

Contact Type Description

Email Incident created from email.

Phone
Incident called into a help/service 

desk.

In‐Person
Tier 1 depot for in‐person support, 

similar to Apple genius bar approach.

Chat
Incident created from or during a chat 

session.

Tier 2 Tier 2 created incident.

Self‐Service
Incident created through a self‐service 

console.
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IT Component Category 3: The final level of the categorization 
scheme, the values are dependent on Category 2. There will not 
always be an applicable value for Category 3 
Opened: A time stamp of when an incident is opened; cannot be 
changed 
Opened by: The user who opens the incident 
Impact of the incident is the measure of how business critical it is. 
Usually directly proportional to a number of users influenced by the 
incident. 
Scale – Low (One person), Medium (Several people, a small 
department), High (Large department, segments of the University) 
Examples: 
Urgency is a necessary speed of resolving an incident. 
Scale – Low (5 days), Medium (1 Day), High (2 Hours) 
Examples 
Priority: The value given to an Incident, Problem or Change to indicate its 
relative importance in order to ensure the appropriate allocation of 
resources and to determine the timeframe within which action is 
required. 
An example of a P1 incident would be a major financial accounting 
application being down. 
 

 
 
 
 
Assignment group: The group that owns the incident, and is 
responsible for the work 
Assigned to: the individual person that owns the incident 
Watch List: A list where users can add additional names and will 
receive all notifications the client would receive. Clicking the lock will 
open the field to allow Users to add additional people to the watch list. 
Clicking the lock again will close the field, locking into place what users 
are placed on the list. Users on this list will receive the same 
notifications as the Client. This can be used to give notifications to key 

High 3 2 1

Medium 4 3 2

Low 5 4 3

Low Medium High
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the Assigned to me list. List of Yale Assignment groups: 
 
Academic Computing Resources 
Academic Projects 
Academic Research Services 
AD 
Alumni-Development Systems 
AV Systems Integration & Learning Space Design 
AYA Systems 
Backup and Storage Administration 
Billing Systems 
Build Tools 
Business Intelligence 
Business Office 
Change Advisory Board 
Classroom Technology & Event Services 
Client Accounts 
CMDB_ADM 
CMI2 Academic 
Collaboration Services 
Computer Science Support 
Computer Support Center 
Data Center Operations 
Data Network Operations 
Database Administration 
Document Management 
DSP Team 1 
DSP Team 2 
DSP Team 3 
Effort Reporting 
Exchange Infrastructure 
Facilities Systems 
Facilities Systems - FAMIS 
Film Study Center 
Finance Systems 
Financial Planning and Systems 
Fruition Partners 
FSP-Astronomy Support 
FSP-Faculty Support 
FSP-MacMillan Support 
FSP-Math Support 
FSP-Music Support 
FSP-Physics Support 
Health & Life Science Systems 
High Performance Computing Support 
HR and Payroll Systems 
HR-Training Management System 
Identity Management 
Information Security 
Instructional Technology Group 
Integration Systems 
Medical Library Systems 
Metrics_ADM 



 

Mob
OBG
OPA
ORA
Orga
Phot
POA
Proc
Proje
Publ
Qual
Rela
Rela
Rela
Rele
Rese
Rese
SDA
Serv
Serv
SER
SER
SFA
Softw
Solu
Stud
Supp
SYS
Tele
Tele
Test 
Unix
Unix
Vend
Web
Wind
Yale

 
 

Assi
At th
Click
user

the 

ile Telephone
GYN Support 
AC Web Team
A Support 
anizational Ch
to & Design 

AP and iExpen
curement and 
ect Managem
ic Safety 
lity Control 

ationship Man
ationship Man
ationship Man
ease Managem
earch Adminis
earch.Yale.Ed

A_Confidentia
vice Desk 
vice Managem
RVICE_Desk_
RVICE_Desk_

S 
ware Configu
tion Architect

dent Technolo
port Technolo
ADM 
com 
com - TMO 

x Infrastructure
x Support 
dor Managem
b Application D
dows System
 Service Man

ign to me
he top of t
king this b
r’s assignm

assigned t

e Support 

m 

hange Manag

nse (ITS) Sys
Integration S

ment Office 

agement Tea
agement Tea
agement Tea
ment 
stration Syste
du Support 
l 

ment 
_Analyst 
_Queue_MGR

ration Manag
ture 
ogy Collabora
ogies 

e & Virtualiza

ment 
Development 
s 

nager 

e button 
the form t
button will
ment grou

to field. 

gement 

stems 
Systems 

am 1 (Paolillo
am 2 (Jibilian)
am 3 (Lush) 

ems 

R 

gement 

tive 

ation Systems

the user c
l change t
up and wil

) 
) 

s 

can see th
the assign
l place the

e Assign t
ment grou
e logged i

to me butt
up to the 
n user’s n

4

ton. 
 logged-in
name into 

2 

 
 



 

 
 

Clon
The 
user
butt
 

Crea
User
ticke
have

1
2
3

 
This
click
scre

 
User
do n
Und
avai
be.  
 
Once
need
 
To a

1
2

ne Incide
 clone inci
r, creating
on is chan

ating Tem
rs have th
ets. They 
e. To do th
. Right-clic
. Select Tem
. Select Ed

 will take 
k the “New
en: 

rs Should 
not unchec
er the “Te
lable for t
 

e they hav
d to click “

apply a tem
. Right Clic
. Select tem

ent Butto
dent butt

g a copy o
nged) 

mplates 
he ability t
can prede
his: 
ck the top he
mplates 

dit Templates

 the user t
w” button.

 give the t
ck active. 
emplate:” 
the inciden

ve added 
“Save and

mplate: 
ck the incide

mplates 

n  
on will do 
f the ticke

to create “
efine what

eader 

s 

to the list 
 This will 

template a
  
 bar, the u
nt form, a

all fields a
d Exit” 

ent header 

 just that,
et. (will up

“templates
t values th

 of templa
take the u

a name. D

user will b
and what t

and values

, clone the
pdate with

s” – comm
hey want v

ates. To cr
user to the

Do not cha

be able to 
they would

s they wis

e incident 
h picture w

monly crea
various fie

reate a ne
e new tem

ange the t

 select all 
d like the 

sh, they s

4

 for the 
when 

ated 
elds to 

ew one, 
mplate 

table, and 

 fields 
 value to 

imply 

3 

 



 

3
4

 
This
 
 

Res
Click
state
 

 
 

Not
 
User
incid
crea
 
Trig

On c

On c
link 

On h

On P
Assig

On P
Assig
Tier 

. Select Ap

. Select the

 will apply

olve Inci
king the re
e to Resol

ifications

rs and clie
dent proce
ated.  

ger 

create 

customer sele
in initial ema

hold 

P1 and P2 
gnment 

P1 or P2 
gnment to Tie
1 initially log

pply Templat
e desired tem

y the temp

dent 
esolve inc
lved for th

s 

ents will re
ess. Below

Audi

Custo

ecting 
il 

Assig
not a

Custo

Queu

er 1 if 
ged 

Servi
/ Site
Mana

te 
mplate 

plates sett

cident butt
he user. 

eceive not
w is a table

ience 

omer 

gnee or workl
accepted 

omer 

ue Manager 

ice Desk Man
e Leads / Incid
ager 

tings to th

ton will au

tifications 
e to descr

Purp

Incide
how t

og if 
Provi
email
(if ass
just u

Email
incide
(from
missi

Advis
incide
queu
priori

ager 
dent 

Notify
incide
or P2

he inciden

utomatical

 at various
ribe when 

pose 

ent number a
to provide ad

de additiona
l assignee wo
signed to an i
update work n

l to customer
ent is on hold
m comments f
ng informatio

ses the queue
ent has been 
e.  Slightly dif
ity assignmen

y the desk ma
ent manager 
2 assignment.

nt ticket 

lly set the

s stages o
 notificatio

and link/direc
dditional infor

l information
orking on the 
individual), ot
notes. 

r indicating th
d including co
field) to ident
on. 

e manager tha
assigned to t
fferent than o
nt. 

anager, site le
of an inaccur
 

4

e incident 

of the 
ons will be

ctions on 
rmation 

 and 
incident 
therwise 

he 
omments 
tify 

an a P1 
their 
other 

eads and 
rate P1 

4 

e 



 45 

On Resolution  Customer 

Advise customer of resolution, 15 day 
wait time and link/email to reopen 
incident is inaccurately 
resolved.  Includes survey link. 

On Reopen 
Service Desk Manager 
/ Site Leads 

Advise the Service Desk Manager / Site 
Leads that an incident has been 
reopened and requires re‐diagnosis. 

On Reopen  Customer 
Advise the customer that the incident 
has been reassigned for further 
investigation to resolve. 

On Assignment – 
Queue Manager 

Tier 2 Queue 
Manager(s) 

Advise queue manager of an incident 
assigned to their group.   

On Assignment – 
Assignee 

Assignee 
An assignee will be notified by email 
whenever an incident is assigned to 
them directly. 

SLA Resolution Breech 
Notification 

Queue Manager / 
Assignee / Incident 
Manager / Site Lead 

Notification when SLA resolution target 
has been missed. 

SLA Resolution 
Threshold Notification 

Queue Manager / 
Assignee 

Notification when SLA resolution target 
is past threshold criteria (defined by 
priority or by service). 

SLA Response Breech 
Notification 

Queue Manager / 
Assignee / Incident 
Manager / Site Lead 

Notification when SLA customer 
response‐time target has been missed. 

SLA Response 
Threshold Notification 

Queue Manager / 
Assignee 

Notification when SLA customer 
response‐time target is past threshold 
criteria (defined by priority or by 
service). 

Non‐Assignee Incident 
Update or update by 
resource that is not in 
assignment group 

Assignee / Queue 
Manager * 

Scenario 1: Incident is updated by 
someone other than the current 
assignee, and the assignee should be 
made aware of the update. 
 
Scenario 2: Incident is not yet assigned 
to an assignee but is assigned to a non‐
Tier 1 assignment group – the queue 
manager(s) of the assignment group 
should be made aware of the update 

 
 
User emails 
 
In addition, Clients have the ability to email ServiceNow specific emails 
for email-based support. Whenever a user sends an email to these 
addresses, a new incident will be created on their behalf. The 
description will be populated with the subject and body of the email, 
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Creating New Requests 
 

New Call Screen 
Users can create new requests, just like incidents, from the new call 
screen. To do this: 

1. Open a new call 
2. Under Call type, Select “Request” 
3. A new field will appear, “Request Item”. This is a reference field 
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