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SUMMARY: 

The following document will provide details on the process of submitting and reviewing a Blue Stake 
Request within ServiceNow. 

To perform excavation work and request a Blue Stake, contractors shall refer to the procedures and 
forms listed below. 

SERVICENOW PROCESSES: 

After reviewing this document, the user will have an understanding on: 

• Sign In Instructions to Submit a Blue Stake Request

• Submitting a Blue Stake Request through ServiceNow

• Reviewing a Blue Stake Request through ServiceNow
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1. Sign In Instructions to Submit a Blue Stake Request

This section demonstrates how to submit a Blue Stake Request through the ServiceNow Portal. 

(*) Required Field 

Submitter Information Section: (*) 

Step 1: Click on the link below. 

Blue Stake Request Form 

Option #1) Log in with NAU Connect 

If you are an active NAU Faculty Staff or Affiliate, log in with CAS (CAS Credentials) 

https://servicenow.nau.edu/csp?id=sc_cat_item&sys_id=64c9aae32b054bd059f5fc05e391bfe3
https://servicenow.nau.edu/csp?id=sc_cat_item&sys_id=64c9aae32b054bd059f5fc05e391bfe3
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Option #2) Log in with NAU Connect (Do or Do Not have an Established Account) 

Step 1: 

If you are a NAU Contractor, log in with CAS Connect and the following screen will appear. 

Step 2A: Do Not have an Established Account 

If you do not have an established an account, supply an email that will be associated with the Blue Stake 

Request & then select “Next” 
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Step 2A1:  

Supply First Name and Last Name and Select “Next” 

Step 3A2: Account Verification Code 

The Email that was supplied, a one-time Verification Code will be sent 
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Step 3A3: Enter the Code & Select Next 

 

 

 

 

 

 

 

This will complete the Sign-In Process, and you will be directed to the Blue Stake Request Form 
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Step 2A) Have an Established Account 

If you have established an account, select “Have an account? Sign in instead” and select the Active Email 

Account 

 

 

 

 

Step 2A1: Account Verification Code 

The Email that was supplied, a one-time Verification Code will be sent 
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Step 2A2: Enter the Code & Select Next 

This will complete the Sign-In Process, and you will be directed to the Blue Stake Request Form 
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2. Complete and Submit a Blue Stake Request

This section demonstrates how to complete and submit a Blue Stake Request through the ServiceNow 
Portal.  

Step 1: Acknowledgments Section (*) 

Within this section, click on all the acknowledgements 
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Step 3: Project Information Section 

Complete the Project Information Section 

AZ Blue Stake Number *: 

 

 

 

 

 

Previous AZ Stake Number (if applicable): 
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Requester Must Supply either Project # or Work Order #  

 

 

 

 

 

 

Project # *(Option 1) 

  

 

Work Order # *(Option 2) 

 

 

 

 

 

Project Name *: 
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NAU Project Manager *: 

Select Project Manager from List 

 

 

 

 

 

 

 

Step 4: Requester Information Section 

Requester Name *: 

 

 

 

 

Note: Users that signed in via CAS Authentication, field will populate based on sign in credentials. 

 

Company Name *: 
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Phone Number *: 

  

Email *: 

 

 

 

 

Note: Users that signed in via CAS Authentication, field will populate based on sign in credentials. 

 

Type of work, description, and location where work is to be performed *: 
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Add attachments*: 

Step 5: Select Submit * 

By selecting submit, the request has been successfully submitted and is under review 

Select Submit  
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Example of Blue Stake Request Form: 
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3. Reviewing a Blue Stake Request 

 As a reviewer, this section demonstrates how to review a Blue Stake Request form 

Step 1: Access the ServiceNow Portal and log in using your NAU credentials by  

Customer Service Portal - Employee Service Center 

Additional ServiceNow Log In information is available by reviewing the document provided below: 

How to Log in to ServiceNow 

The following landing page will appear. 

 

Step 2: Within “My Teams Cases”, Select any Cases that have a State Status of “New” 

 

 

 

 

 

 

 

https://servicenow.nau.edu/esc
https://in.nau.edu/wp-content/uploads/sites/162/2026/09/QRG-AD014-D002-Logging-in-ServiceNow-1.pdf
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Step 3: Once a Reviewer has selected a New Case, the following page will appear (Details > Case) 

 

 

NOTE:  THERE ARE (4) SECTIONS WITHIN THE DETAILS TAB: 

• CASE 

• CLOSURE INFORMATION 

• VARIABLES 

• NOTES 

Click on the carrot to expand each section 
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Step 4: Case will default to the Assignment Group “FS Blue Stake – WCC”. 

 Select Assigned to that will review the Case 

 

  

 

 

 

Step 5: Change State of Case from “New” to “Open” and select “Save”  
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ONCE THE CASE HAS BEEN ASSIGNED TO THE APPROPRIATE REVIEWER, THE FOLLOWING SECTION 
PROVIDES DIRECTIONS ON HOW TO NAVIGATE WITHIN THE SERVICE NOW CASE & CLOSE THE CASE 

ONCE ALL STEPS ARE COMPLETED BY THE ASSIGNED REVIEWER 

Work Control Center (WCC) Reviewer Tasks 

The Assigned to Work Control Center complete the following steps 

 

 

Step 1: Go to Details > Variables and supply the FS Work Order # and select “Save” 

  

 

 

 

 

 

This will complete the Work Control Center (WCC) tasks 

Optional: Within Details > Variables, Notes section is available: 

• Additional comments (Customer Visible) 

• Work Notes (Private) – Only visible to Department Reviewers 
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Utility Reviewer Tasks 

Once the Work Control Center (WCC) has completed their task, the following departments will be 
emailed to complete the Utility Sign-Off Tasks. 

Note: Daily reminders emails will areas that have not completed their tasks. 

• Facilities – Utilities 
o Electrical 
o Water 
o Reclaimed Water 
o Gas 
o Sewer 
o Stormwater 
o Chilled Water 
o Steam 
o High Temperature Hot Water 

• Facilities – Landscaping 
o Irrigation 

• ITS – Telecom 
o Telecom / ITS 

Step 1: Go to Details > Variables and complete your areas Utility Sign-Off areas of responsibility. 

With any updates, select “Save” 

 

Note: The “Signed By” will be recorded based on users CAS authentication within ServiceNow. 
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• Facilities - Utilities 

 

 

 

 

 

 

 

 

 

 

• Facilities - Landscaping 
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• ITS – Telecom 

 

 

 

 

 

 

 

 

 

Step 2: Once all reviewers have completed their areas of Utility Sign-Offs, the State of the case will 
automatically update from “Open” to “Resolved”  

 

 

 

This will complete all the steps as a reviewer for Blue Stake ServiceNow Request Forms 

Optional: Within Details > Variables, Notes section is available: 

• Additional comments (Customer Visible) 

• Work Notes (Private) – Only visible to Department Reviewers 
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4. Example Emails within Lifecycle of Request 

This section details email notifications within the lifecycle of the request 

4A – INTIAL EMAIL SENT TO REQUESTOR ONCE SUBMISSION HAS BEEN SUCCESSFUL 
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4B – INTIAL EMAIL SENT TO BLUE STAKE A NEW REQUEST HAS BEEN SUBMITTED  
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4C – INTIAL EMAIL SENT TO UTILITY REVIEWERS 

4D – DAILY EMAIL REMINDER TO UTILITY REVIEWERS 
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4E – BLUE STAKE REQUEST EMAIL IS COMPLETE  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


