NA NORTHERN ARIZONA
UNIVERSITY

Training Development and Technology Adoption

How to Approve Cases in ServiceNow

When a case is needing your approval, you will receive an email from
ServiceNow.

NA NORTHERN ARIZONA
UNIVERSITY

Case: CS0003592

From this email select Approve or Reject. You will be directed to the
case with case information.

Description:

The following fields have been provided:
To approve, select the green Approve button or select the Reject button  sumier: oueriey
if you want to reject the case. e e Sacnos et et

I acknowledge this is a demg

You can add any additional comments in the box that says Add an PTT——

approval comment here.

NAU NORTHERN ARIZONA UNIVERSITY

Knowledge  Tickets  Catalog  Approvals 3 SystemStatus My Favorites M Cart

Home » Approval Form Search

This Case requires your Approval request for Case C50003592
approval

Opened by Gabe Sechrist

Approving C€50003592
State Requested W Options
Created 8h ago

Add an approval comment submitte

here

Dale Riley
Thi:

Test data

You can also see what cases you need to approve, by navigating to
servicenow.nau.edu/esc and login with your NAU credentials.

Knowledge Catalog System Status Login

If there are cases waiting for your approval, you will see Approvals in the top toolbar. The number next
to approvals indicates how many cases are waiting for your approval.
Select Approvals

)/AU NORTHERN ARIZONA UNIVERSITY

Knowledge Approvals 3 System Status My Favorites ™ Cart

Have questions? Call the Service Desk
928.523.3335 or open a Service Now ticket




A dropdown will appear with a list of the cases, select View all

approvals. Tickets  Catalog  Approvals 3
Select the relevant case to view the approval and details. View all approvals k |
New TDTA Demo for Dale Riley I
[ biai

My Approvals k

a New TDTA Demo for Wilson Cruz

CS0002676 - New TDTA Demo for Dale Riley

Requestor Dale Riley i (

A Options |

Reject
I New TDTA Demo for Tinsley Main

50002683 - New TDTA Demo for Wilson Cruz
Requestor Wilson Cruz

Approve

A Options Reject

50003592 - New TDTA Demo for Tinsley Main
Requestor Tinsley Main

# Options Reject

Once again, to approve, select the green Approve button or select This Casf requires your

the Reject button if you want to reject the case. gRpitve

You can add any additional comments in the box that says Add an Approving CS0002676

approval comment here. State Requested
Created 2mo ago

Once you approve or reject a case, it will be removed from your list of

cases waiting for approvals. Add an approval comment

here

Have questions? Call the Service Desk

928.523.3335 or open a Service Now ticket




