
SERVICE NOW



Logging into SERVICE NOW

- Go to - https://utsa.service-now.com/bsc

- Click on LOG IN and sign in with your UTSA email address and passphrase

https://utsa.service-now.com/bsc


Here is what you should see…



Options for creating Financial Cases



Create a Case from the Examples of Financial Requests



Options for creating HR Cases



Examples of an HR Requests



Creating a case in Service Now
Once the form is complete 
click Submit.

The list of mandatory fields 
that resides along the right 
side of the form must be 
completed prior to 
submission.



Creating a Case in Service Now… (continued)

Confirmation of submission.

After the case has been submitted, 
the requestor will retain the ability to 
see case number, status and attach 
files.  They can also communicate with 
the BSC Specialist at any point in time 
while the request is being processed.
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