
Carrier Documentation for ServiceNow 

1.0 AWG Connect 

1. User will need to go to the AWG Connect webpage using the web address ​http://www.awgconnect.com/​.   The webpage will pull up as shown below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. If the user already has access to AWG Connect, then the user will enter in their log in credentials in the Email Address and Password fields. Skip down to                             

step number 6.  

3. If the user ​DOES NOT​ have access to AWG Connect, then the user will need to request access using steps 4-5 below. 

a. Please note, the response time for access requests is generally 48 hours. 

http://www.awgconnect.com/


4. If the user does not have access to AWG Connect, then they will need to click on the Request Access option as shown below. 

 

 

 



 

5. This will bring up a screen to request access as shown below.  Fill in all of the information and then click the Submit button. 

 

6. Once the user has access to AWG Connect, they will need to log in as shown in step number 2 above. 

 

 

 

 

 

 



 

 

7. Once the user logs in, they will see a screen similar to the one shown below. 

 

8. The user will then choose either the A/P Inquiry Screen or the Deduction Inquiry Screen as shown in the image above. In this example, we are showing                           

the Deduction Inquiry Screen. 

 

 

 



 

 

9. This will bring up the Deduction Inquiry screen, from here the user will need to choose the Submit Request to Vendor Relations link as shown below. 

 

10. This will take you to the new ServiceNow portal where you can submit your request to Vendor Relations. 

 

 



 

2.0 ServiceNow 

1. The user will be brought to the ServiceNow website as shown below where they will enter in their log on information for ServiceNow. 

 

2. Once you have entered in your user credentials, click the Login button. 

 

 

 

 

 



If you are unable to log in, to the ServiceNow website, please select Contact Us/Help. Select the Category: General. Complete the rest of the form and advise in                            

the Comment section that you are unable to log into the ServiceNow website with the user credentials that you are trying to log in with. Submit the form and                             

you should receive a response within 48 hours.  

 



 

 

3. After successfully logging in, now you will be brought to the main screen within ServiceNow as shown below. 

 

 

 

 



4. On the far left side of the page there is navigation for filtering.  Look for the Self-Service – Create New - Other Services option as shown below. 

 

 

5. Click on the star icon as shown above.  This will add the option to your Favorites within ServiceNow. 

 

 

 



 

6. Once you click on the Other Services option, a screen will appear as shown below. 

 

 

 

7. Click on the Submit a Request to Vendor/Carrier Relations link as shown above. 



 

8. This will bring you to the page where you can select which type of request you would like to submit to Carrier Relations as shown in the image below. 

 



9. The options to choose from and the examples are listed below. 

 

a. Dispute a Deduction 

i. AWG Generated Invoice 

ii. Vendor/Carrier Invoice 

 

b. Request Backup Documentation 

i. Copy of AWG Generated Invoice 

ii. Proof of Delivery/Bill of Lading 

 

c. Request Case Status 

i. Specific Case Number 

ii. Search for All Cases Within a Specified Time Period 

1.  ***This includes Cases for the vendor, NOT just Cases submitted by the vendor contact*** 

 

d. Request Payment Status of Open Invoice 

 

 

 

 

 

 

 

 

 

 

 



 

 

10. You will be required to enter in your 6 digit vendor number containing leading zeros (7 digits total). After entering in your proper vendor number, you can                           

hit Tab on your keyboard and it will auto-populate your Vendor Name in the field below. 

 

 

 

 

 

 

 

 

 



11. For an example, we will step through the option of Dispute a Deduction – Vendor/Carrier Invoice.  

 

 



12. Once you choose the Type of Dispute and Submit, it will take you to another page to begin filling in your information as shown below.  

Depending on which form or type of dispute you select will depend on what fields are required/needed for that selection. 

 

 



1. In the image below, you can see a paperclip icon.  This is where you would attach any documentation that you currently have to support your case.  

 

 

 

 

 

 

 

 



 

 

 

 

2. At a minimum you ​MUST enter in all fields that contain the red ​* symbol. When you are done filling out your form, click on the Submit button in the                              

bottom right hand corner of the screen as shown below. 

 

 

 



 

 

3. After you clicked the Submit button, you will be taken back to the Submit a Request to Vendor/Carrier Relations homepage. Here, you will be able to see                           

the case number that was generated from your submitted form. You can also start a new request from here as well. See the image below for an                           

example. 

 

 

 

 

VEN0034257 ​was ​the​ case number created for this request 

 

 

 

 



3.0 Viewing all Submitted Cases 

 

1. To see all submitted cases by you, go to the navigation filter and look for All My – Vendor Cases as shown below. 

You will only see a report of what you specifically requested.  You will NOT see requests submitted by another user. 

 

2. Click on the star icon as shown above to add this option to your favorites within ServiceNow. 



 

3. Once you click on the Vendor Cases option, a screen will appear as shown below showing you all of the cases that you have submitted. 

 

 

 

 

 

 

 

 

 



 

4.0 Accessing Your Favorites 

1. To see your screens that have been added to your favorites menu, click on the star icon in the navigation filter as shown below. 

 

 

 

 

 

 

 



 

2. This will bring up the screen options that were added to your favorites as shown below. This also gives you quick access to these screens rather than                           

searching for them in the navigation filter each time and shrinks up the options to choose from. 

 

 

 

 

 


