
Catalogue Item testing guide: 

Each person will test 3 roles during UAT:  

1.​ Requester 
2.​ Approver 
3.​ Fulfiller 

 
Note that after UAT, most of you will only be fulfillers or occasionally requesters.  

Following is a general guide to help you navigate in ServiceNow to accomplish the 3 roles you will play 

during UAT. 

 

Service Catalog Directions 

1.​ User Entry Screen 

a.​ On the left hand navigation, under the “Self-Service” Application, click on the “Service 

Catalog” module. 

b.​ On the main frame, click on “Can We Help You?”​

 

 



c.​ Click on any Service Catalog item such as “Order Software”.​
​

 

 

d.​ To submit the request, please fill out all fields in red. 

e.​ When finished please click on “Order now”. 

 

f.​ After submitting your screen will look like this below. Please keep track of your request 

number. 

g.​ Note stages from the beginning to the end of the workflow life cycle. 



 

 

2.​ Request Approval Screen 

a.​ To get to the approval screen, go to the “Service Catalog” application, then “Items”.   

b.​ Then click on the requested item.​

 

c.​ Click on “Show Workflow” to view the request item workflow.  This will open up a new 

tab automatically. 



d.​ To go to the approval, go to the “Approvers” tab.  Then click on the “Requested” state to 

view the approval screen.​

 

e.​ Proceed to click on the blue arrow to view additional request details. 

f.​ When ready click on the Approved or Rejected button on the top right hand side of the 

screen. 

g.​ Notice under activity there is an email for the approver.  It will keep track of all changes 

on the requested item level here. 

​

​
 

3.​ Closing out a task 

a.​ To get to the task screen, go to the “Service Catalog” application, then “Items” again.  

You can alternately go directly by going to “Tasks” under Service Catalog item. 



b.​ Then click on the requested item to view item details.​

 

 

c.​ On the bottom of the item screen, under the “Catalog task”, click on the task number 

that was assigned to your group.​

 

 

d.​ Please update the work notes and close the task by clicking on the close task button. 

 



 

 

4.​ Request Overview 

a.​ To go to the top level request summary, under “Service Catalog”, select the “Requests” 

module. 

b.​ To view all requests including closed out requests, click on “All” cookie crumbs. 

c.​ Select your Request that was just closed.​

 

d.​ Notice the “Request state” is marked as complete.  Also there will always be 1 email that 

goes to the requestor after submitting.  And there will be 1 email that goes to the 



requestor upon closing the request.​

 


