
Customer sends access request
to cixp-access@cern.ch

Emergency outside of
Office Hours?

No

Is arrival time
during office hours

(08:00-18:00)?

Yes

Customer granted
access to their

equipment

Known
Customer?

Yes

Access Refused

No

Request
approved?

Yes

No

Service Desk replies to
original ticket using

template.
Ticket update goes by

email to Customer

Service Desk fills SNow
record producer that

creates a (different) ticket
for external visitor service

Customer picks up
card from Entrance

B Guard House

Customer goes to
Entrance BService Desk

validates request
against list of known

customers

Customer picks up
card from B.33

Customer drives
directly to B.513

Guard provides card
or checks CIXP
customer list &

contacts CSA

CSA dispatches an
officer to

accompany
customer to B.513

CSA checks CIXP list
for location of

customer
equipment and

takes them there

Yes

Access Process Flow

J. Shade
04/04/2024

No

Customer calls
71717 (Netcoms)

who will meet them

If CSA is involved,
they will accompany
customer to the exit

after their
intervention

See EDMS
https://edms.cern.ch/document/

1208875/1
for procedures etc.

Customer leaves
site

Mailfeed creates
SNow ticket for

Service Desk


