ServiceNow GRC Job Aid: Completing a Compliant Attestation

Accessing via Employee Service Center
1. Go to the Employee Service Center at https://nd.service-now.com/esc/.

2. In the right column, under My Active ltems, click on GRC tasks.

Tasks 0>

e GRC tasks 1> é g
Policy Acknowledgements 0>

@ Requests 0>
Surveys 0>

3. You will be taken to your GRC Portal dashboard. @) Joumeys 0>
4. Click on the blue number (hyperlink) under Open.

o UNIVERSITY OF
) NOTRE DAME All  Favorites History = Workspaces GRC Tasks 1% Q. Search

v Home

GRC Portal B .z )

1 total tasks P 0
(] i3 s

@ My to-dos 8@ My teams' to-dos E Related resources

Open Open

My Requests A
Risk resources A

Crverdue Approvals Mew I Progress Creerduse Approvals Mew In Progress Employee Center 7

1 1

Page 1 of 8


https://nd.service-now.com/esc/

5. The Tasks page will appear

6. Click on the blue number (hyperlink) in the Assessment instance column
i\( ; 'I\:i‘t ?—'..‘II)I,I«\\..\?I}-. All Favorites History Workspaces

GRC Tasks <7

R @ Tasks

Q, Search

Tasks

My pending tasks (1)

My group's tasks (0) My items (0)

Watchlist (0)

| All 1] New

Control attestations 1 .
@ All - Control attestations

3
Last refreshed 10m ago. Check the refresh icon for updates.

[ Assessmentinstance 4 Control Entity State v Users y Due date
(] ASMT0001271 Ij;gi]”et;rga”'zam”a"””dem FEeponse (C) Office of General Counsel Open Jenna Mclntosh 2026-01-29 020525 PM
7. This will take you the Attestation form to be completed (see page 4).
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Accessing via Email Notification
8. Open the email notification.

MND Service Desk Compliance Attestation - due by 2026-02-05 02:50:13 PM EST - Dear Elizabeth Eckert, You have been assigned a complianc... Jan 22
9. There are two options to access the attestation.

Compliance Attestation - due by 2026-02-05 02:50:13 PM EST (Extemal 11 show Notfications 8 U

[ ) ND Service Desk <ndtest@service-now.coms= Thu, Jan 22, 250PM (4 days age) T LR :

@ tojobrien, kmckinney, cwilsol4, bowens3, me »

COMPLIANCE NOTRE DAME

Dear Elizabeth Eckert,

You have been assigned a compliance attestation to complete for your Division. Please complete thifattestation Yy 2026-02-05 02:50:13 PM EST. You can save your responses until you are

ready to submit them. When you are satisfied with your responses, submit the attestation.
H 113 ”
Important Note: Optlon 2
» You will be required to submit evidence of compliance along with this attestation.
s+ Be prepared to enter a URL(s) and/or PDF(s) into the attestation.
* You will not be able to proceed to submission without this evidence.
» [f you upload the wrong evidence or need to submit additional evidence, reach out to your Compliance Leader or AAS, as you cannot edit a submitted attestation.

(Attestations assigned to you Option “b”

Please reach out to AAS if you any questions regarding this process. You can also visit the Compliance webpage for GRC resources.

a. By clicking the blue attestation hyperlink, you will be taken directly to the individual attestation form (see page 4).

b. By clicking the blue Attestations assigned to you hyperlink, you will be taken to your GRC Portal dashboard —
refer to #4 - #6 above.
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INIVERSITY OF

OTRE DAME All  Favorites  History = Workspaces GRC Tasks <

A © Tasks > smart-asmt

| @ Notre Dame Basic Control Attestation « Saved ¥ All questions fa) B
Control Test the organizational incident response capabili... View Details
m IComp\ete 0% Questions complete ~ 0/1 GRC Attestation 2 Details 2 @
) Scope @
i+ GRC Attestation *1 .
ontrol O
1 Tothe best of your knowledge, has this control been performed? s Reauired Test the organizational incident

response capability.

" ] Control

Test the organizational incident r...
@View guidance

NOTE: Guidance for question #1:
Guidance X

Number
CTRLO020962

What to expect:

If you select Yes, you will be required to provide evidence in the form of a URL, Attachment, or
Both and the related Control will be marked as Compliant.

If you select No, you will be required to provide an explanation, the related control will be

marked Non-Compliant, and an Issue record will be generated and assigned to you to track
remediation of this non-compliance.
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10. Click the arrow to populate dropdown, then select Yes.
GRC Attestation

To the best of your knowledge, has this control been performed? > Required

s -

e O |

TCVV OO

11. Click the arrow to populate dropdown, then select the appropriate answer.

2 What type of evidence do you have? * Required
l = ren :
Attachment U
3 Both

12. If you selected URL or Both, enter all applicable URLs.

Evidence URL(s). * Required

https:/www.nd.edu/

Q Characters left: 981
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13. If you selected Attachment or Both, click + Add file.

2 Attach Evidence. * Required
( Attachments+ Add file %
4 Attach Evidence. * Required

Attachments+ Add file

~ ServiceNow GRC Control Attestation Quick Guide.pdf
153.8 KB

*** After uploading, repeat as many times as needed.
NOTE: Question #5 will read Skipped and will be grayed out when the control is compliant.
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14. Click Submit to complete the attestation.

VERSITY OF

NOTRE DAME All Favorites  History = Workspaces GRC Tasks ¥

© Tasks > smart-asmt

Control Test the organizational incident response capability. View Details

QD

,
@ Notre Dame Basic Control Attestation & Saved Y All questions v(]
@

Complete  100% Questions complete ~ 4/4

GRC Attestation A  Details a

@
@ GRC Attestation Scope
Control

Test the organizational incident
response capability.

1 To the best of your knowledge, has this control been performed?  * Required

Yes

+ Answered Control o L
Test the organizational incident r...

MNumber

5 What type of evidence do you have? * Required CTRLO020962

Entity
Both [C) Office of General Counsel

MName
+ Answered

Test the organizational incident response
capability.

Description

Evidence U RL(S)  Required Determine if the incident response capability is
) . tested.

https: /www.nd.edu/ Additional Information
(empty)

~ Answered Ouimer

Alisa Murphy

Entity » Class
4 Attach Evidence. R 7R Division

As of today

Attachments

People
Requestor

Attestation Screenshot.png s Jenna Mclntosh

19.1 KB = jmcinto3@nd.edu
Assigned to
Jenna McIntosh
jmcinto3@nd.edu

~ Answered

Dates
Requested
2026-01-15

Due
2026-01-29
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15. Click the checkbox, then click Submit.

NOTE: You will not be able to go back to change any
answers or add any additional evidence once you

ha\.re reviewed my answers. | understand | may no longer be able to edit Complete thIS Step'

the answers after submitting.
BN

16. Click OK.

Submit X

Submit

Successfully submitted

Your update has been successfully processed.

v If you do not have any more attestations to complete, you can close out of ServiceNow.

) ¢ If you have additional attestations to complete, click on the check icon in the left-sided banner. This will take
you to your Task page — refer to #5 above.
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