
Quick Reference Guide

Introduction to ServiceNow 
PPM



• Provider of cloud-based software that automates IT Service 
Management (help-desk ticket system) and Project Portfolio 
Management (PPM) headquartered in Santa Clara, CA.  
• It is a Software-as-a-Service (SaaS) business model with web 

interface.

Who and What is ServiceNow?
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Platform Structure
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ServiceNow Release Roadmap



Service Portal
General Layout
Application Navigator
Favorites and History
Project Portfolio Modules

General Navigation



Service Portal



ServiceNow Layout



Application Navigator



Application Navigator



Project Portfolio Links (1)                      



Project Portfolio Links (2)



Project Portfolio Links (3)
The Time Sheets application 
contains Time Sheets, Time 
Cards, and My Time Sheets.



Field Icons on Forms
Save vs. Update vs. 
Submit
General Icons
Context Menu

Navigation
Banner Frame
Homepage Layout and 
Content

Icons and Buttons



Icons and Buttons (1)

General Icons – Records/FormsField Icons on Forms

Save vs. Update vs. Submit General Icons - Homepage

Reference Icon (more details)

Suggestion (contextual lookup)

Knowledge Base Search

Edit Currency Value in More Detail

Multi-Select

List Lookup (browse)

Manage Attachments

Activity Stream (audit trail)

Personalize Current Form

More Options (template bar, tags)

Save record; stay on current page

Save record; return to previous page

Submits the record; return to previous page
Export to PDF Homepage

Settings
Refresh



Icons and Buttons (2)



Custom Filters
Personalizing
Searching Lists

List Views



Creating Custom Filters
To create custom filters:

1. Click on the Filter icon.
2. Set conditions.
3. Name the filter.
4. Click the Save button.
5. Access your saved filters for a given page 

from the List Controls menu



Personalizing List Views
To edit list views:

1. Highlight the desired field(s) 
2. Move them between the Available and 

Selected lists with the right and left arrow 
buttons.

3. Highlight the Selected field(s) and change the 
order of fields in the list with the up and down 
arrow buttons.

4. Set other options.
5. Click the OK button.



Searching
• Use the Global List Search 

feature to search in all columns 
within the list view.
• Use the Column Search feature 

to search for specific text in any 
given visible column.


