
User Guide: CS Customer Request 

 Login using Emory SSO (Single-Sign-On)

 
 Select the requested tile (HVAC, Appliances, etc.) 

 



 Select the dropwdowns and and fill out the fields (note: red asterisk is required)
o If you have trouble remembering the room number, you can view the floor plan and

select a room number by clicking on the number on the floor plan.
o Please be as descriptive as possible with the request to help the mechanic.



 You may also add attachments such as photos in this step as well.
 Click save to go to the next step. Please note: Your request is not submitted yet at this 

stage. It is sent to the review list. You must submit it at the next step to generate a work 
order.



 On the review page, you may review and submit to head to the review all your requests, or add
another request to your review list which redirects you back to the tile selection page.

 Note: there is a check box on whether you want to be notified on status updates or new notes
for the work request

 Once you submit, you can view the “Your Requests” section to find the information like the
Work Order Number for all your requests.



 If you click on the number under “#”, you can add notes or edit certain fields regarding your
request after submission.

 You will also receive an automated e-mail regarding the generation of the work order from your
work request.



ServiceNow Tickets in SWOOP 

The ServiceNow Ticket site (formerly SwoopNow) is a site that allows a user to view the 
ServiceNow incidents they have reported, for convenience the site only shows incidents that 
have been updated within the past 6 months. 

A summary of the site’s features is below. 

Incident Searching 

A user can use the search fields to search for specific incidents. Most of the fields should 
be self-explanatory.  

Description Keyword can be a word or phrase from either a short or detailed 
description. 

Table 

The table of incidents displays incidents. A user can click on the incident number to 
open the corresponding ServiceNow page for more details. Additionally, if an incident has any 
attachments, a paperclip icon will appear along with the incident number. 




