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Start Request Opens help desk 
ticket to add a new 

application. 

Receives email 
request and reviews 

it. 

Does request 
contain all info 

needed?

Create a request 
form in ServiceNow 

to provide user 
access.

Contact requestor.

Provide additional 
information for 
Change Team

No

Yes

Is there a User 
Access request?

Create a form and 
update the item  in 

ServiceNow 

Service Catalog 
item needed in 

request?
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Start Request

Open help desk 
ticket to change a 
new application 

submitted w/o all 
info needed. 

Receives email 
request and reviews 

it. 

Does request 
contain all info 

needed?

Create a request 
form in ServiceNow 

to provide user 
access.

Contact requestor.

Provide additional 
information for 
Change Team

No

Yes

Is there a User 
Access request?

Yes

Create a form and 
update the item  in 

ServiceNow 

Service Catalog 
item needed in 

request?
Yes
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appropriate teams. 
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update appropriate 
files. 
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and other files.
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Receive updates and 
notify requestor of 
status and updates 
the QB and other 

files.
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that request is 

completed. 

Updates Service 
Now request ticket 
when completed. 
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Start Request Open help desk 
ticket to update a 
data discrepancy. 

Receives email 
request and reviews 
it for completeness. 

Does request 
contain all info 

needed?
Contact requestor.

Provide additional 
information for 
Change Team

No

Yes
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Receives the request 
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requested.

Stop

Receives request 
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appropriate teams. 
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Start Request
Opens help desk 

ticket to add a new 
application. 

Receives email 
request and reviews 

it. 

Does request 
contain all info 

needed?
Contact requestor.

Provide additional 
information for 
Change Team

No

Yes

Process the request 
and make any 
corrections.

End

Receives request 
and sends to Asset 

Management.

Receives notice that 
task is complete and 

notifies the 
requestor.

Receives notification 
that request is 

completed.
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