
STAR Award: Service Now Quick Reference Guide 

 

1 Navigate to Service Now: https://ucop.service-now.com 
 
For the best result, please use the Chrome or Firefox browser. 

2 Log in using your user name and single sign on password – dual authentication 
is required 

 
 

3 Select ‘Request Service’ from the menu 

 
 

4 Select ‘Human Resources’ from the menu 
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5 Select Staff Appreciation and Recognition (STAR) Form 
 

 
 

6 Enter information as prompted 
• Create a Watchlist if you wish others to view and be notified as the nomination advances through the 

process.  
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7 Enter Nominee information, amount of, and reason for the award 

 
8 Enter Nominator information and the required Chart of Account Numbers and 

submit the request. COA will auto-populate when required fields are entered. An 
incorrect entry could delay processing. 
 

 
 
 

 


