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1. Navigate to the Service Catalog: https://ucdh.service-now.com/itss 

 

2. Click on Request Service because you need to build your cart order first. 

 

3. Search for the catalog items you want order for this person.  

EMR, for example: 

  

https://ucdh.service-now.com/itss
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4. Complete the necessary user options and then click ADD TO CART 

 

5. Keep shopping and make sure EVERYTHING the person needs is in the CART (this includes access 

and equipment related items) 

 

6. Select ‘View Cart’ 

 

7. Select ‘Change This’ 
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8. Select option: ‘This order is for someone other than me’ 

 

9. Select: ‘This order is for a person not listed.’ 
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10. Select the option that is appropriate for the individual you wish to onboard 

 

For options, “An employee of the UC Davis campus” and “A UC Davis student” 

• Search the filtered selection list to locate the person you wish to onboard 

• After selecting the appropriate person, complete the onboarding form and select Continue 

• Complete the cart order fields (Approver, Title, Description) and select Checkout 

• Once the cart request is approved, the individual will receive a UCDH network login (AD account). All 

items in the cart will then be assigned to the appropriate groups for fulfillment. 

For options, “An outside Contractor or vendor” and “A student from an institution other than UC Davis” 

continue below… 

11. Fill in all required fields. Note: 

a. A valid email address is extremely important. Please be sure it is accurate. 

b. If the external affiliate will need ability to login to our network/computers/Citrix, then 

be sure to select ‘Yes’ to “Does this person need an Active Directory (aka 

Citrix/Network) Account?” 

 
c. Enter PO# if known, otherwise, enter n/a. 
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12. Click Continue 

 

13. Click OK on information box 

 

 
 

14. Complete the cart order fields 

a. Select the approver 

b. Enter the cart title and a description 
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15. Then click Checkout. 

 

16. Note the REQ number for reference when contacting the helpdesk: 
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What happens next… 
 

Identity Information Submission  
After the supervisor/manager approves the Service Catalog request an email is sent to the External 
Employee to provide their identity information. The email link in the notification is active for five days 
from receipt of the email. This can be extended up to 30 days from submission of the request. 
Extensions can be requested by emailing HS-IS Access Request hs-access.request@ucdavis.edu 
 

 
Email to External Employee to obtain identity information 

  

mailto:hs-access.request@ucdavis.edu
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The link resolves to the External Information Submission form. The External Information tab must be 

reviewed, completed and submitted. 

 
External Information Tab 
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After submitting the External Information Submission form the Information Submitted details appear. 

 
External Information Submission Completed 
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The sponsor selected during the request process in the external onboarding form will receive an email 

requesting to validate the external employee identity information. This must be completed within five 

business days within the receipt of the email. Here is an example of the email sent to the sponsor: 

 
Email to Sponsor 
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The ‘Sponsor Verification Web Page’ link in the notification resolves to the External Information 

Verification Form. Select Accept or Reject to complete the request. 

Selecting Accept will continue the onboard process and release the request. 

Selecting Reject will stop the onboarding process, notify the requestor that it was rejected, and close 

the request. 

 
External Information Verification Form 

 

To expedite the onboard process, be sure all the key players respond timely: 

1. Requestor submits the onboard request 

2. Approver approves the request 

3. External Employee completes and submits the External Information Verification form 

4. Sponsor accepts the External Information Verification form 

After the sponsor accepts the identity form, it can take up to 4 hours before the request is released for 

fulfillment. At that time, the system will also notify the external to claim their accounts. See below.  
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Active Directory & Kerberos Claim Account Notifications 
 
Active Directory: 
If Yes was selected for needing an Active Directory (aka Citrix/Network) Account, the external employee 

will receive a notification to claim that account. Example: 

 
 

After selecting the Self Service Identity and Access Management Portal link, the external will enter their 

identity verification information to obtain their account username and set their password.  

https://iam.ucdavis.edu/selfservice/claimaccount?execution=e1s1
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Kerberos: 
As part of the onboard process, all external users are populated in the UC Davis Campus system 
to allow for claiming a Kerberos account. This claim account process also sets up a UC Davis 
email account. Example notification: 

 

 

UC Davis Computing Accounts Services Portal  

https://computingaccounts.ucdavis.edu/cgi-bin/services/index.cgi

