
 

Step-By-Step Instructions to Request Access  
for Non-UC Davis Health Personnel  

 
All Non-UC Davis Health users must have a Kerberos login, which they can obtain from 
the UC Davis Computing Account Services website. They will also need to complete and 
submit a UC Davis Confidentiality Agreement (PDF). A UC Davis Health sponsor must 
then submit a service request through the UC Davis Health IT Service Hub on their 
behalf. 

1. Log in to ServiceNow by clicking this link or typing “ITSS” on your Internet Explorer 
Browser.  
 

Once logged in, click on “Request Service”. 

2. Search for the items you would like this person to have and place them in the cart.  

 

https://computingaccounts.ucdavis.edu/cgi-bin/services/index.cgi
http://www.ucdmc.ucdavis.edu/remoteaccess/downloads/External%20Confidentiality%20Agreement.pdf
https://ucdh.service-now.com/itss?id=it_self_service_v2


3. View the cart to make sure you have requested everything this person will need.

4. Select the option to “Change This”



5. Select “This order is for someone other than me”

6. Search to confirm the person you are requesting access for is not already in the
system. Submitting a new request for someone already in the system will delay your
request.

7. If they do not show up in the system, select “Not finding the person in the list?
Click here to create a new person for this order.“

8. Select “An outside contractor or vendor”



9. Fill in all fields and click “Continue”.

10. Fill in all fields and click “Checkout”.



11. After checking out, you should see a confirmation screen, which includes the
Requisition Number. If you call the Help Desk for a status update, you will need to
provide them with this number.


