Quick Guide for Creating a New Demand

Step 1. Log into ServiceNow using a valid user account and Navigate to Employee Center portal

1. Loginto ServiceNow:

ADETU
For Department of Education employees, click here: -
https://arprod.servicenowservices.com/login_with_sso.do?glide_sso_id=3aa8303e3b100710609b
a2d964e45a...

For Department of Finance and Administration employees, click here: DFATL

https://arprod.servicenowservices.com/login_with_sso.do?glide_sso_id=12fcf533cff40b1068af7d
642f851c...

For all other departments, click here: State of Arkansas TlJ

https://arprod.servicenowservices.com/esc.

2. If you see a login screen, select “Use external login”.
e Do not enter your username or password on this screen.

Log in

User name

| |

Password
| ©

Forgot Password ?

Use external login

3. You will be taken to another screen where you will enter your email address.


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Farprod.servicenowservices.com%2Flogin_with_sso.do%3Fglide_sso_id%3D3aa8303e3b100710609ba2d964e45a98&data=05%7C02%7CMinghua.Li%40arkansas.gov%7C62f9e4c23b414dfffea508deffc40c08%7C5ec1d8f0cb624000b3278e63b0547048%7C0%7C0%7C639229414674259278%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NIjNgAzapmF2LjBYKO%2BCt5hFyzLXaTcia9QI7zy10Gw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Farprod.servicenowservices.com%2Flogin_with_sso.do%3Fglide_sso_id%3D3aa8303e3b100710609ba2d964e45a98&data=05%7C02%7CMinghua.Li%40arkansas.gov%7C62f9e4c23b414dfffea508deffc40c08%7C5ec1d8f0cb624000b3278e63b0547048%7C0%7C0%7C639229414674259278%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=NIjNgAzapmF2LjBYKO%2BCt5hFyzLXaTcia9QI7zy10Gw%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Farprod.servicenowservices.com%2Flogin_with_sso.do%3Fglide_sso_id%3D12fcf533cff40b1068af7d642f851ca2&data=05%7C02%7CMinghua.Li%40arkansas.gov%7C62f9e4c23b414dfffea508deffc40c08%7C5ec1d8f0cb624000b3278e63b0547048%7C0%7C0%7C639229414674283535%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=2mjHib3JQRuJgggxmNjKx1zACvHVMosn3TLuIoZd5fc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Farprod.servicenowservices.com%2Flogin_with_sso.do%3Fglide_sso_id%3D12fcf533cff40b1068af7d642f851ca2&data=05%7C02%7CMinghua.Li%40arkansas.gov%7C62f9e4c23b414dfffea508deffc40c08%7C5ec1d8f0cb624000b3278e63b0547048%7C0%7C0%7C639229414674283535%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=2mjHib3JQRuJgggxmNjKx1zACvHVMosn3TLuIoZd5fc%3D&reserved=0
https://arprod.servicenowservices.com/esc
https://arprod.servicenowservices.com/login_with_sso.do?glide_sso_id=3aa8303e3b100710609ba2d964e45a…
https://arprod.servicenowservices.com/login_with_sso.do?glide_sso_id=12fcf533cff40b1068af7d642f851c…
https://arprod.servicenowservices.com/esc

External login

User ID

[ test@arkansas.gov ]

Use internal login

4. After submitting your email, you will be redirected to the standard SSO login page. Follow your
organization’s typical login procedure here.

DIVISION OF

INFORMATION

S5YSTEMS
Sign in
-@a rkansas.gov

Can't access your account?

Back Next

Sign in with your Arkansas.gov email address.




DIVISION Of

INFORMATION

Approve sign in request

@ Open your Authenticator app and approve the
request. Enter the number if prompted.

59

Didn't receive a sign-in request? Swipe down to
refresh the content in your app.

| can't use my Microsoft Authenticator app right now

More information

5. Once you have logged into ServiceNow, either option takes you to the Employee Center portal
where Demand requests are initiated.

® Option A: If you are directed to the ServiceNow Home page
(https://arprod.servicenowservices.com/now/sow/home ), select the ALL tab, search for and click
Employee Center, and you will be redirected to the Employee Center portal.

€ > ©C % arprodservicenowservices.com/now/nav/ui/home Tr L D

TIY stae oF armansas Favorites  History ~ Workspaces ) @ @

‘ Y employee ® < 8
FAVORITES

No Results

Critical Tasks New tasks

Q

ALL RESULTS

Self Service State v Priority « Short description 0 0
Employee Center

Open tasks by priority

® ®


https://arprod.servicenowservices.com/now/sow/home

e Option B: Access the Employee Center portal directly by navigating to:
https://arprod.servicenowservices.com/esc

Step 2. Initiate a new Demand.

1) Inthe "How can we help you?" search bar, type “demand” and press Enter.

a
,. ', STATE OF ARKANSAS
ol

=\
My Tasks My Requests My Favorites gL \'l/‘ ~ ®MyCart Tours

Request IT Services v Report an Issue Get support

Demand|

Recently Viewed

Q  Demand
@ demand

@ create a new demand

o Create a new Demand
Catalog Item

Suggested

u) Create a new Demand
Catalog Item

[ auoima R, s |

2) From the search results, select Request button to open the Demand form.

~ B Google Translate % [@ A search - Employee Center X | =+ + Ask Gemini = a

€ > C %= arestservicenowservices.com/esclid=searchBspa=181q=Demar i Il ions=false@disableSpellCheck=false
)

7“|- ¥ STATE OF ARKANSAS Demand ® q My Tasks My Requests My Favorites  # l\_fl AR My Cart  Tot

Request IT Services +  Report an Issue

Home » Search

Suggested result
E Software & Applications

Create a new Demand
Create a new Demand

="

Filters Hide filters 1 results for Demand (O Most relevant «
Source
Contains any selected Z Request

Create a new Demand

[[] Requests (1+) Create a new Demand

Note: For quicker access in the future, you can add Create a New Demand to your favorites by clicking
the heart icon in the upper-right corner of the Demand form.


https://arprod.servicenowservices.com/esc

Create a new Demand

Create a new Demand

Please provide the following information for your upcoming technology investment

* Indicates required

General Information

*1. Technology Investment Title:

Click the heart icon to add Create a
New Demand to your favorites

|

*2. Opened by

[ ©® | Minghua Li

2.a. Email

[ MINGHUA LI@QARKANSAS.GOV

2.b. Phone number

|

3. Requested for

|

*4. Name of leader that has approved this request from your Division or Department:

| Save as Draft ‘

Required information

[ 1. Technology Investment Title: ]

8. Is this request included in your
current IT plan?

9. What is this request for?

10. Are all the components on this
request on the approved
hardware/software list?

11.Is this a renewal?] [12. Vendurl

13. Product name, manufacturer
or company:

14. Is this storing, processing, or
transferring any highly sensitive
data such as PHI, PII, PCI, etc.?

16. Anticipated start date:

[ 17. Anticipated completion date: l

[ 18. Anticipated total cost range:]

19. Total Project Cost (TPC)

20. What is the business
justification for this demand?

21. Business objectives and
goals:

(39 Bamiinms melmsion salasliin on 1

After that, you can easily initiate a new demand by selecting Create a New Demand under My

Favorites.

_

\,/\/

Vs

1. 2 f \/ = - R @ Tasks 0>
1 2 5
50““;,1-‘ | m.gov
‘, \ ae® 3 (# Requests 5>
General Service Request Arkansas.gov &
= Surveys 1>

— m

N Report an Data &
‘ @_3 Get Help U‘ ‘ Q Accessories Q?‘ ‘ @ lssue U‘ ‘ _)[E Reporting (7‘

# Create a new Demand v
‘ /fn:\ Firewall @‘ ‘ Onboarding Q?‘ ‘ @ Email @‘ ‘ [‘f‘DD _IF_:::;?" Q?‘ Viewall 3
B atice © | | @ R Click Create a New Demand to

Welcome to ServiceNow
Welcome to ServiceNow

5mo ago

General Service request

quickly start a new Demand form
Submit a general request for IT or
business services not listed.




Step 3. Fill out the form and save the draft. You can return to it anytime by selecting a draft under the
Drafts tab to continue working on it.

Create a new Demand v Save as Draft ]
S [ e
Please provide the following information for your upcoming technology investment
Required information
IB. Is this request included in your
. . ?
* Indicates required current [T plan?
9. What is this request for?
General Information 10. Are all the components on this
request on the approved
hardware/software list?
*1. Technology Investment Title: ;
[ 11. Is this a renewal? ] [ 12 Vendor]
DemandTestCase ] 13. Product name, manufacturer
or company:
* 14. Is this storing, processing, or
2. Opened by transferring any highly sensitive
data such as PHI, PIl, PCI, etc.?
Py : 2
Mlnghua Li 16. Anticipated start date:
2.a. Email [ 17. Anticipated completion date: ]
18. Anticipated total cost range:
[MINGHUA.LI@ARKANSAS.GOV ‘ = ] ’ . e
19. Total Project Cost (TPC)
2.b. Phone number 20. What is the business
justification for this demand?
[ 5019996033 ] |21. Business objectives and ‘

goals:

Note: Each demand must be included in your current Agency IT Plan. If it is not yet included, please
submit an amendment to add it to your Agency IT Plan as soon as possible.

e When you save a new draft while an existing draft named “Create a new Demand draft” is
already present in your Drafts tab, a pop-up window appears prompting you to enter a different draft
name. If your Drafts tab is empty, this prompt does not appear.

Save draft

Give a unique name to save this item as a draft to continue working on it later.

*Save draft as

Create a new Demand draft




Step 4. Save the change by clicking the “Update Draft” button at the top right. The message "Your
item has been saved in My Requests" appears at the top of the Demand form.

<€ Back

Your item has been saved in My Requests. View Drafts

Update Draft |

Create a new Demand

Create a new Demand

Please provide the following information for your upcoming technology investment

* Indicates required

General Information

*1. Technology Investment Title:

Required information

6. Company

8. Is this request included in your
current IT plan?

8. What is this request for?

10. Are all the components on this
reguest on the approved
hardware/software list?

[11.1s this a renewal? | [12. Vendor |

13. Product name, manufacturer
or company:

Demand Test Case_Minghua_7.20_3

14. Is this storing, processing, or
transferring any highly sensitive

*2 Opened by

data such as PHI, Pll, PCI, etc.?

16. Anticipated start date:

IO Minghua Li

[17. Anticipated completion date: |

2.a. Email

[18. Anticipated total cost range: |

19. Total Project Cost (TPC)

[ MINGHUA LI@QARKANSAS.GOV

20. What is the business
™M justification for this demand?

2 b. Phone number

21. Business objectives and
goals:

Step 5. Click Submit. If any required fields are missing, a validation message will appear prompting

you to complete them.

certification., 42. Does the data reside and access to the data remain in the continental US (CONUS)?

A The following fields are incomplete: 8. Is this request included in your current IT plan?, 11.a. What is the date this will expire?, 37. Anticipated complexity of technology components:, 38. Are anticipated technology solutions &
relatively new, emerging, or unproven?, 39. Anticipated internal and external technical human resources required:, 41. If the product will have secure information, please provide a link to the documentation that verifies the

l

5.b. Phone number

*6. Company ©

Please enter the Cabinet-level department. %

©®  Department of Energy and Environment

[ Save as Draft

Required information

3. Is this request ineluded in your
current IT plan?

1]
expire?
*7_Department 37. Anficipated complexity of
technology
©® DIVISION OF ENVIRONMENTAL QUALITY

*8. Is this request included in your current IT plan?

[-- None --

38. Are anticipated technology
solutions relatively new,
emerging, or unproven?

39. Anticipated internal and
external technical human
resources required:

*9. What is this request for? @
Select all that apply ®

[ % Hardware

4. I the product will have secure
information, please provide a link
o the documentation that verifies
the certification

42. Does the data reside and
access to the data remain in the
continental US (CONUS)?

Complete all required fields and submit the draft again. Once submitted, you will be routed to My
Requests, where the demand will appear with a Draft status in the upper-right corner.



Home > My Request- DMND0001413

Number

DMND0001413

New Demand - DemandTest_Minghua_8.5

Activity Attachments

Crealed  Updated | State
2dago 1mago | Draft

[ Type your message here

| - K

@ Minghua Li
TIJ_DMNDO0001413.pdf
9.50 KB
@ Minghua Li

Untitled.jpg
117 KB

@ Minghua Li
DMNDO0001413 Created

TERRLEI

®2d ago

© 2d ago

®2dago

You will also receive an email notification containing the attachments you included in the demand,
along with a copy of your demand draft (TIJ_DMNDxxxxxxx.pdf)—similar to the example below.

Matt Test 5 - Technology Investment Justification Form Received

Toe John Menefee; Brian Fortson; Fred Grigg; Minghua Li; Candace Lewis; Amy Hipskind; Shuntel 5ain; Laurence Yarbrough; Matt Dillard; James Coyne

o AR IT Support <arprod@servicenowservices.com:

Ondaro - MD - SPM - Defects and Enhancements - 08-24-26wl.xml TI_DMNDOO01129. pdf
1ME we ] 6KE

ad

Dear Matt,

Your Techneology Investment Justification Form Received for
DMNDO001129 - Matt Test 5 has been received and is being reviewed by
the OST Oversight Team. We will contact you regarding our response.

Please do not reply to this message.

If you have any questions, please email ost.crm@arkansas.gov.

Thank you,

OST Project Intake Team



Note: This Draft status is expected. In Demand Management, “Draft” simply means your request has
been received and is now waiting for a Demand Manager to review it. End users provide the initial
information, but the Demand Manager must complete the first review before the demand can
officially move forward. During this review, they may update details or reach out to you if anything
needs clarification. Once the initial review is complete, the Demand Manager will move the demand
into Submitted status, and the OST Oversight Team will begin their further evaluation.

Step 6. Download and save your copy of the Demand submission by clicking the
TI_DMNDxxxxxxx.pdf file under the Activity or Attachments tab.

Home » My Request - DMNDO0001413

Mumber Created Updated State
DMNDOO01413 2dago 18mago Draft

New Demand - DemandTest_Minghua_8.5

Activity Attachments

l Type your message here. . I m @

Ve \) Minghua Li © 2d ago

o TIJ_DMNDO0001413.pdf
JOURND

Minghua Li ®2d ago

Untitled.jpg
117 KB

™, Minghua Li ® 2d ago
[ M)
ANy DMND0001413 Created

Step 7. To create another Demand or navigate elsewhere, click AR STATE OF ARKANSAS in the upper-
left corner, or select Home from the navigation menu, to return to the Employee Center portal main

page.



P
L‘-"sms_orm Search Q My Tasks My Requests My Favorites ‘ I_jnqv =My Cart Tours

Request IT Services ~  Report an Issue

> My Request - DMND0001413

Number
DMNDO0001413

Get support

Createa Updated State
2dago 28mago Draft

New Demand - DemandTest_Minghua_8.5

Activity Attachments

Type your message here... | m @
N Minghua Li © 2d ago
[ om)
v TIJ_DMND0001413.pdf

9.50 KB

TN Minghua Li © 2d ago
[w )

Step 8. Click My Requests. Under the Submitted Requests tab, you can view the status of each
submitted demand draft. The submitted demand may move through several states, including “Draft”,
“Submitted”, “Screening”, “Qualified”, “Approved”, and “Completed”. In some cases, it may move to
“Deferred” based on specific workflow conditions.

'“" Y STATE OF ARKANSAS Search Q My Tasks | My Requests | My Favorites ‘ @ v M®mMyCart Tours

Request IT Services Report an Issue Get support

Home » Requests

My Requests

Submitted requests Drafts

View | Open requests V] [ Search open requests ‘ Q ]
‘ Request State Updated ‘
‘ New Demand - DemandTest_Minghua_8.5 |
DMNDO001413

Draft @ just now
demand
08-05-2026 01:15:11 PM

New Demand - Demand Test Case_Minghua_7.17_1

DMNDOGO1275 Approved @ 3m ago
demand

07-17-2026 09:17:46 AM

New Demand - Demand Test Case_Minghua_7.20_3
E’l‘A_'_NEEODHDT Screening © 4m ago

You can also view and continue an unsubmitted demand draft by selecting one under the Drafts
tab.



Home » Requests

My Requests

Submitted requests Drafts

Search draft items ‘ Q }
Draft name Item name Updated
g;iﬁ:sznew Demand draft_Hardware Create a new Demand @ 27m ago w
Create a new Demand draft Create a new Demand © 28m ago w

Step 9. Open the demand by selecting its name under the Submitted Requests tab. From here, you

can view any work notes added by reviewers. If needed, you may also upload supporting documents

and add additional comments to assist in the review process.

Enter your comments and click
the Post button to submit

Activity Attachments

Click the clip icon to attach
the supporting documents

\\

\\

l Type your message here. ..

|=n-)

Q Shuntel Sain ® 2hago . Additional comments
55
I We will review your request soon.
@ Minghua Li ® 2h ago . Additional comments
Hi Shuntel, | just submitted a Demand Draft, can you take a look? ThIS iS WOrk notes from reviewer

@ Minghua Li
TIJ_DMNDO0001465. pdf

9.43 KB

\

@ Minghua Li

Screenshot 2026-02-06 093448.png

T£5 AD

® 2h ago

® 2h ago

The copy of the demand draft

Click to download this attachment




Step 10. Once all review processes are complete and the demand has been approved, you will
receive an approval email notification containing the approved demand form, named
Tl_Approved_DMNDxxxxxxx.pdf, similar to the example below.

TestApprovalLetter_Conversion - Technology Investment Justification Form Approved

' ¢
° AR IT Support <arprod@servicenowservices.com> ‘® O Reply ‘ © ReplyAll | = Forw

To John Menefee; Michael Moran; Minghua Li; Candace Lewis; Amy Hipskind; Shuntel Sain; Laurence Yarbrough; James Coyne Mo

Untitled.jpg o TI_DMND0001125.pdf o TI_Approved_DMND0001125.pdf
=1 144KB e or

E:-?

6 KB 8 KB

Dear Minghua Li,

Final approval for TestApprovalletter_Conversion DMNDO001125 has
been given.

Requirement: OST Analysis Review Decision
Approved by:
Approval State: Completed

Please do not reply to this email. If you have any questions, please contact
ost.crm@arkansas.gov.

Thank you.

OST Project Automation

The approved demand form can also be downloaded from the Activity tab.

DMND0001125

TestApprovallLetter_Conversion

Activity Attachments
[ Type your message here ‘ 174
@ Minghua Li @ about an hour ago
| TIJ_Approved_DMND0001125.pdf L

702K
@ Minghua Li ® about an hour ago

TIJ_DMNDO0001125.pdf

565 KB

Click to download a copy of
the approved demand

@ Minghua Li

Note: The approval email notification and the copy of the approved demand (with a file name such as

TIJ_Approved_DMNDxxxxxxx.pdf) serve as supporting documents when you submit the Purchase
Requisition (PR).



