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The ServiceNow Portal will be used to request services. ServiceNow is the new tool for clinical 

technology, facility and security requests. You will be able to submit tickets, access the status of 

tickets and amend comments through ServiceNow.  Please use the Space Request Tool for Moving 

services. (https://ncalrbo.kp.org/mac-request) 

Go to https://kp.service-now.com/sp in your browser.  (Add as a favorite for future access) 

On the ServiceNow portal page, click Order Products & Services 

 

Under Categories, Select Property & Facility Services, then select Facilities Requests and Issues or Minor 

Construction Request. 

 

For building services. Select 
Facilities Requests and Issues. 
 

 

For Renovations and Constructions 
services. Select Minor Construction 
Request. 

 
Example: Painting 

 

Not all Minor Construction Category 

options available in RBO locations. 

 
 

https://ncalrbo.kaiserpermanente.org/mac-request/
https://kp.service-now.com/sp


 

Creating a ServiceNow Request 

 

Updated: 11/18/2021 

REQUEST FORM 

Requestor Details 

If you are on the KP network, you are automatically signed in and your name will appear in the 

Requestor Details section.  If this request is for someone else, replace your name with that of the actual 

requestor. 

 

Request Details 

Leave all fields BLANK. In the Site field, select the facility you are making the request.  (Region and 

Campus fields will automatically populate based on the site selected.) 

The Floor must be selected before you can select a Service Type as some services differ from floor to 

floor. 

 

Issue Category – Select the option 

that matches your need. 

Room field - Select the room/space 

to provide staff with complete 

information.  May be left blank if 

issue is in a public space (kitchen, 

lobby, etc.) 

Asset Available for Service field - 

Provide a date when staff can access 

room/equipment for service. (if 

needed) 

Department of request – Select 

“Other” 
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Click Submit when satisfied with request entries. 

 

 

 

Request Details – Minor Construction Request 

In the Site field, select the facility you are making the request.  (Region and Campus fields will 

automatically populate based on the site selected.) 

The Floor must be selected before you can select a Service Type as some services differ from floor to 

floor. 

 

*GL Business Unit field. Leave off the leading 0. Example for 02-01, type and select 201. 

*GL Project. Leave blank. 

*FDA Approver.  Please select an approver that will be available to approve/deny the request within 24 

hours. 

Click Submit when satisfied with request entries. 

 
 

Issue Category field - Leave blank 

Room field - Select the room/space 

to provide staff with complete 

information.  May be left blank if 

issue is in a public space (kitchen, 

lobby, etc.) 

Asset Available for Service field - 

Provide a date when staff can access 

room/equipment for service. (if 

needed) 
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After submitting you will be sent to the service request page.  You may add notes to the facility 

management staff and get status of your request on this page. 
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Facility names in ServiceNow are different than what we may refer to a location.  Use the chart below to 

select the correct facility. 

Facility Address ServiceNow Site ServiceNow Campus 
Downtown Oakland 
1800 Harrison 1800 Harrison Program Office 
1950 Franklin 1950 Franklin Regional North 
1950 Franklin Parking Garage Oakland Regional Parking Structure - 410 Regional North 
2000 Broadway  2000 Broadway  Regional North 
2101 Webster 2101 Webster Regional North 
1438 Webster Education Theatre – Webster Building Regional North 
Berkeley Regional Labs 
1780 Second Street Berkeley Construction Services Regional North 
1795 Second Street Berkeley Biomedical Engineering Regional North 
1701 East Shore Highway Berkeley Regional Lab - 1701 Regional North 
1705 East Shore Highway Berkeley Regional Lab - 1705 Regional North 
1725 East Shore Highway Berkeley Regional Lab - 1725 Regional North 
1750 Second Street Berkeley Regional Lab - 1750 Regional North 
Livermore 
300 Pullman Livermore Administration Regional North 

Livermore Building A & G Regional North 
Livermore Building B Regional North 
Livermore Building C Regional North 

Pleasanton Technology Center 
PTC-A Pleasanton Tech Cntr Building A KPIT Regional 
PTC-B Pleasanton Tech Cntr Building B KPIT Regional 
PTC-C Pleasanton Tech Cntr Building C KPIT Regional 
PTC-D Pleasanton Tech Cntr Building D KPIT Regional 
PTC-E Pleasanton Tech Cntr Building E KPIT Regional 
PTC-F Pleasanton Tech Cntr Building F KPIT Regional 
PTC-Parking Pleasanton Tech Cntr Parking Structure KPIT Regional 
San Leandro/Alameda 
590 Whitney Sidney Garfield Design Center Program Office 
1451 Harbor Way Human Resource Service Center Program Office 
Richmond Campus 
914 Marina Way S Richmond MWS 914 Regional Laboratory Regional North 
930 Marina Way S Richmond MWS Regional Optical Lab Regional North 
938 Marina Way S School of Allied Health Sciences Regional North 
Walnut Creek 
25 N Via Monte Walnut Creek Via Monte KPIT KPIT Regional 
 Walnut Creek Via Monte Central Utility KPIT Regional 
501 Lennon 501 Lennon Regional North 
2835 Mitchell Drive 2835 Mitchell Drive Regional North 
2880 Shadelands 2880 Shadelands Regional North 

 


