
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. 

 

 

 

 

 

  
  

   

 

    

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

         

   

  

2. Click the Attest action button.  

 

 

 

 

 

  
        

           

 

     

 

  

 

  

 

  

 

  

 

  
         

              

 
 
 
 

 

 



3.  There are two (2) options to communicate this to the respondent:  
 • Send an email outside of ServiceNow • Add a comment to the control within ServiceNow. 
  

4. Click on the Details tab. 

 

 

 

 

 

  
  

   

 

    

   

 

 

 
 

 

 

 

 

 

 

 

 

 

 

  

         

   

  

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. 

 

 

 

 

 

   

      

 

 

 

     

   
   

 
 

 

 

    
   

 

    

    

 

 

 



6. The comment will appear in the Activity column. 

 

 

 

 

 

   

      

 

 

 

     

   
   

  
 

 

    
   

 

    

    

 

7. The respondent will receive an email notification that they were mentioned in a comment. 

 


