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Opening and Submitting a Ticket through ServiceNow 
SERVICENOW TICKET 

When contacting FNF – SoftPro Help to request helpdesk support, you can access ServiceNow using,  

〉 Your browser  

〉 SoftPro Select Start Page link 

 

Follow these steps to open and submit a ticket. 

 

 

 

 

Accessing ServiceNow 
1. Access ServiceNow 

〉 Click ServiceNow to access via your browser  

-Or- 

〉 From the SoftPro Select Start 
Page,  

1. Click the ServiceNow link 

 

 

 

 

 

 

 

 

2. Log into ServiceNow  

a. Enter the Code 

b. Click Verify  

 

 

 

 

REMEMBER: Documents you wish to attach to the ticket should be saved to the Export folder on your home drive 
before opening your ticket with ServiceNow.  

https://fnf.service-now.com/sp?id=sc_cat_item&sys_id=9a1e779c1bfbebc0db86337bcd4bcb59
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Entering Ticket Information  
 
 
 
 
 
 
 

1. Verify your contact information  

2. From the Is above the best number to reach you drop-down, select your response and enter a new number if 
applicable 

 
 

NOTE: Required fields are identified with an asterisk  and must be completed to submit your ticket.  Missing 
required information is identified at the bottom of the form.  
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3. Enter or select the,  

a. Issue Type - this identifies the part of the program where you are having a problem (i.e., Register, 
Documents, Error, Connectivity, etc.) 

b. Order number – if related to an order 

c. Description - describe the problem in detail  
d. SoftPro Instance/Environment (i.e., your state) 

  
 

To attach screenshots,  

4. Click the Add attachments  icon  

5. From your export folder, 
select the file you wish to 
attach and select 

6. Click the Open button 
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7. If you need to attach another document, repeat steps 4-6. 

Once all pertinent information has been entered and your screenshot attached, 

8. Click the Submit 
button  

 

 

 

Your ticket is now submitted and the screen displays the information for the submission.  

 

 

 

 

 

 

 

 

 

 

 

 

An email notification is sent with your 
Incident number as well.  

 

 

NOTE: You can also upload an Outlook message to the ticket as long as the Outlook message is in the Export 
folder on your home drive.   

 

NOTE: You can 
use the Message 
field to send 
additional 
information for 
this ticket.  
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