
 
 

  
 

                
       
        
          
             
          
         

 

     
 

       
           

 

 

Why ServiceNow? 

• Helps bring order to the chaos -- allows us to track and prioritize IT support requests 
• Ensures nothing “falls off the radar” 
• Helps us identify problem systems or hardware 
• Highlights areas where FAQs or tutorials would be useful 
• Allows the user to track the status of their issue or request 
• Allows the user to update their issue/request with additional information 
• Allows the support person to request more information or clarification 

How Do I Use ServiceNow? 

1. Instead of sending a personal email, visit YSDinfo at http://ysdinfo.yale.edu. 
2. In the right sidebar, click the blue Submit ServiceNow Ticket button. 

http://ysdinfo.yale.edu


        
 

        
     

          
       
    

       
      

 
        

    
 
 

     
          

     
      

        
        

        
          

      
       
  

         
 

 
 
 
 
 
 
 
 

 

3. Choose your type of request in the right sidebar. 

a. For most requests related to technology, you’ll 
choose the gray Request IT Support button. 

b. For help related to HAUS or other YSD applications 
like Purview, Focus, Ashomen, Inventory, etc., click 
the blue Request App Support button. 

c. To request YSD website updates, additions, or 
corrections, click the green Request Web Update 
button. 

d. To request technical setup or support for an event, 
click the purple Request Event Support button. 

4. Fill out your ServiceNow ticket. 
a. When you log in with your Yale Net ID, your client 

name and location should pre-populate. 
b. Following that, provide your contact phone number 

should we have any questions regarding your ticket. 
c. Provide a title for your ticket in the Short description 

field with a basic summary of the request or issue. 
d. Lastly, describe your request or issue in full detail in 

the More information box and/or include a relevant 
file attachment by clicking the paperclip icon at the 
top right. 

e. Click the Submit button when all information is filled 
out. 



 
 

  
 

            
              

 
              

              
             
              

    
 

         

Now What? 

The Yale School of Drama Digital Technology team will receive your request immediately after 
you submit, and you will also receive an automated email confirmation of the incident. 

Your ticket goes into our ServiceNow queue where we can sort both by date received and 
priority. We will follow up with you if necessary using the information you provided. We 
typically aim to at least provide an initial response if not complete the entire request within 48 
business hours, and in higher priority or tech emergency situations, we’ll respond just as soon 
as we feasibly can. 

Thank you for using ServiceNow at Yale School of Drama! 


