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Bangkok Service Hub (BSH) Manual 
https://bkkservicehub.escap.un.org/ 

Landing Page Overview: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Browse ESCAP service catalogue 
and request the service. 

Making an appointment with 
administrative services. 

Ref docs regarding 
admin services. 

 

Latest info and 
regulations related to 

COVID-19. 

Contact emails to 
report technical 
issues and other 

emergency requests. 

https://bkkservicehub.escap.un.org/
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How to request Services 
 

1. Move the mouse on the “Request Service” and click ‘’Get Start”. 
 

 

 

2. Select the service that you would like to request for an assistance from the catagories below. 
For example, you would like to update your bank account. You click on ‘Finance’.  
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3. The system will route you to the login page.  
Enter your Unite ID account and password and access the system through MS Azure 2-way 
authentication. 

 

  

If you can not access the service request page, or encounter an error, select ‘click here’ on the tab above 
the service icons. See page 10 for more detailed instructions.  
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4. On the Finance page, please select the Category and Subcategory that are related to your 
request.  

 
For example, to update your bank account,  

• The category would be “Treasury”. 
• The subcategory would be “Update Bank keys”. 

 

 

 

 

 

 

 
 

 
 
 
 

Read the instruction carefully as it contains the necessary 
information and the list of documents required to be 

submitted with your request for each category. 

Useful links for each 
service area 

Add the additional information 
related to your request.  

Personal details are 
displayed automatically. 

Select ‘Attach Documents to 
attach supporting document. 
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Note: If you cannot find the service that you are looking for, try the search box on the request 
page. 
 

 
 

5. After completing Request Details, click ‘Attach Documents’. 
Delete the sample texts and add your description related to your request and documents.  
Then, “Add files”.  

 
 

After downloading is done, the file will appear. 
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 To remove the downloaded file, click the red button.  

 

 
 
 

6. Go back to “Request Details”. Click “Submit the request”.  
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7. The system will automatically generate the iNeed ticket ID for your reference and the service 

team will start working on your request. 
 

 

You will also receive a service request submission notification by email. 

 
 
8. To view the request history, click ‘My Account’ and ‘Request History’. 
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Request Appointment 
 

You can make an appointment with ESCAP agents from the available service areas.  

1. Click “Request Appointment”. 
 

 

 

2. Click on the service that you would like to make an appointment. The appointment can be 
either virtual or a face-to-face meeting. 
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Or for other services, click on the grey box. Contact emails will appear. 

 

Example:  To request an appointment with ESCAP Human Resources.  

Select the icon ‘Human Resources’.  

 

Select a date and time (This booking is fully integrated with Outlook. Therefore, only the available 
timeslots are shown). 

Fill in the name, email and phone number. Provide additional information and click “Book” to make an 
appointment. 
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Bangkok Service Hub; Request Access  
 

1. Go to https://bkkservicehub.escap.un.org/  
 

2. Select ‘Request Service’ 

 
 

3. If you can not access the service request page, ‘Click here’.  

 
 

https://bkkservicehub.escap.un.org/


13 | P a g e  
 

 
 

4. Fill in the form and submit.  

 
 

5. ESCAP will send an email notification to notify the email filled in the form above that access has 
been granted.  Usually, access will be granted within 24 hours. If you do not receive any 
feedback or encounter any technical issues, please contact ESCAP-BIDA <escap-bida@un.org>.  
 

6. Once access is granted, you will be able to request the services from the items below.  
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