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Access to link will be on the HR Separation Website. 
 
 

Processing Steps Screen Shots 

Email sent for Property Clearance. 
 
Note: Each area (ex: Parking, Key Control, IT 

Assets) will each receive their own 
email with a task to be completed. 

 
 
There are 3 links on the email. 
 

1. To open the page in ServiceNow and 
have the option to clear the task. 

2. Via an email reply, add comments to 
the task (no need to log into 
ServiceNow). 

3. Via an email reply, clear the task by 
sending the reply email with no 
additional text needed. 

 
 
 
 
 
 
 
 

 

Option 1: Manually close/clear the task: 
 
Link: 
Click here to view Catalog Task 
 
 
This option to clear the task will require logging 
into ServiceNow and clicking the ‘Clear’ to close 
the task. 
 

 



Separation 
Business Process Guide 
 

 
 

Property Clearance Custodians 
 

 

 
 

Last Revised:  9/9/2021  
 

Page 2 of 3 

  

Option 2: Task not closed, add comment to the 
task: 
 
Link: 
Click here to send message Action Required 
 

• Replies to email will update the task in 
the comments section and 
communicate via an email to both the 
employee and their manager. 

 
  
Option 3: Prefered option to close the task: 
 
Link: 
Click here to send message that No Action 
Required 
 

• Generates an email 
• Click ‘Send’ only, no message text is 

needed. 
 
Will generate an email back to ServiceNow and 
automatically close the task. No other 
information is needed on the email, just click 
send. 
 
 

 

Sample Property Clearance 
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