ServiceNow GRC Job Aid: Returning an Attestation

Use this Job Aid in the event you feel a completed attestation needs to be returned to the respondent for

reason such as inadequate / incorrect evidence, etc.
1. Click the Return to draft action button.
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2. Click the Attest action button.
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3. There are two (2) options to communicate this to the respondent:

e Send an email outside of ServiceNow e Add a comment to the control within ServiceNow.

4. Click on the Details tab.
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5. In the right panel, enter the @ symbol into the comment box and begin typing the respondent’s name.
When it appears, select their name and type in your message. When done, click Post Comments.
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The comment will appear in the Activity column.

All  Favorites  History = Workspaces

Compliance Workspace 17

Q Search

@ = List » Control: The timely submission of disaggregated graduatio...
©) [) The timely submission of disaggregated graduation data is completed. © | save || Retumtodraft || submitforreview || 360°view ]E]
- Record type  Mumber State Entity Status Key control  Function Owner
@ Control ~ CTRLO020003 Review (C) Office of Strategic Planning Compliant false Standard control Adrea Hernandez
= Overvi.. Deta. Confrolrequiements lssues Classicattestations ~ Atfestations(1) Incicators  Testplans  Confroltests  Policyexceptions  Risks  Evidence  Evidence request ~ PAlndicators  Content references
Control @
Comments
Number ‘ @
4
@ Everyone can see this
comment
Name
L ———
I Activity s Vv Q 15 .
| Jenna Mclintosh
- 1™ pgditional |, 2026-02-13
I comments 11:44:31 AM

1 @Jenna McIntosh - | am sending
| this back to re-attest. | need more
| evidence.

o S . S N N B BN BN N B B

Jenna Mclintosh
Field o 2026-02-13 11:17:36
changes AM

State Attest was Braft

7. The respondent will receive an email notification that they were mentioned in a comment.
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You have been mentioned in How to Return an Attestation
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You have been mentioned by Jenna Mcintosh in How to Return an Attestation

Comments: 2026-02-13 11:44:31 AM EST - Jenna Mcintosh (Additional comments)
{@Jenna Mcintosh - | am sending this back to re-attest. | need more evidence.

If you would like to stop receiving these emails zou can disable "Activity Stream @Mention
Email" in your Notification Preferences or Unsubscribe.




