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Introduction 

The process begins with Human Resources. Once all paperwork (SOW, approvals, background checks, etc.) is 
submitted, the new hire will be approved and entered into PeopleSoft. See the example email below for 
requesting an approval in PeopleSoft:  

 

Accessing and Processing in ServiceNow  

1 Open the WestRock Intranet and click the HELP tab.  

2 Click ServiceNow:  
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3 Click Request Services: 

 

4 Select IT Onboarding & Offboarding:  

 

5 Click OnBoarding New Employee/Contractor: 

 

6 Select the New Hire Region and Specific Region.   

7 Type the New Hire Name in the field provided:  

 

Note: If the employee name does not appear in the New Hire Name field, the person is not in PeopleSoft. 

The text in parenthesis will be the employee network ID.  
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8 Select the New Hire Type and enter the Arrival Date.  

9 In the Equipment and Telecommunications section, select the following: 

 

10 In the Other Items section, select Security Badge.  

11 Enter the exact location the new employee will be working in the Workspace field:  
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12 To add the 15” Laptop New Hire Bundle, select Yes in the dropdown menu and type the shipping 

information in the field provided:  

 

Note: Follow the step above when adding a 22’’ Standard Monitor P223va.  

13 Type the new hires name in the Suggested Name field:  

 

14 Review the information and scroll up to click the Submit button.  

15 Click Send:  
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Submitting a Request to Access Westrock Applications  

1 Open the WestRock Intranet and click the HELP tab.  

2 Click ServiceNow:  

 

3 Click Request Services:  

 

4 Select System Access:  
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5 Enter the required information, including:  

• On Behalf of  

• Department  

• Title  

• Manager  

• Division  

• Cost Center  

• Location  

 

6 Select the Applications you’d like to include:  

 

7 Select Add for Requested Access, enter the Role and Reason for Request, and then click Add to Cart: 
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8 For JDE access, enter the required information, including:  

• On Behalf of  

• Department  

• Title  

• Manager  

• Division  

• Cost Center  

• Location  

 

9 Select the Applications you’d like to include:  
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10 Choose Add for Requested Access and then… 

a. Select the Functional Role on the drop-down menu.  

b. Type a Functional Description. 

c. Select the Business Unit Role on the drop-down menu. 

d. Type a Business Description.  

e. Enter Additional Comments. 

 

11  Click Add to Cart.  

12  Confirm the information presented is correct and then click Place Order button.  

13 Click Send: 

 

 

 


