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Purpose: To illustrate the application of adjudication guidelines to users who are 
assigned both the Adjudicator and Case Processor roles.  

Note: A Case Processor can view the Guidelines tab. An Adjudicator, Appeals Processor, and 
Component Adjudicator can view, select, and deselect guidelines. 

APPLYING ADJUDICATION GUIDELINES TO A CASE 

How to Apply Adjudication Guidelines 

1. Select Task Management from the Left Navigation Menu.  
2. Under the Case ID column, select a Case ID hyperlink. 
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3. Select the Guidelines tab to view the set of guidelines available. 

 

4. Choose a set of guidelines to select options for disqualifiers, mitigators, or factors. 
(National Security, Suitability/Fitness, or HSPD-12). 

  



   
 

   
 

5. Select Expand All to open all available selections within the subtab. Select the See 
More hyperlink to expand the individual guidelines. Select Clear All to remove all the 
selected guidelines.  
Note: Adjudicators have an option to enter Justifications, if applicable. 

 

6. If a disqualifier has a See More link, select it to expand a list of sub-disqualifiers. Select 
any applicable disqualifier via the checkbox next to the corresponding standard. 

  



   
 

   
 

7. Select the Mitigating checkbox to mitigate or resolve a concern, if applicable. 

 

8. To apply suitability guidelines selections, select the Suitability/Fitness subtab. 

  



   
 

   
 

9. To apply HSPD-12 Credentialing, select the HSPD-12 Credentialing subtab.  

 

10. Select the No disqualifying conditions checkbox at the bottom of each guidelines 
subtab if the subject has no disqualifying conditions.  

11. Select the Previously adjudicated and documented information has been reviewed 
checkbox if previously adjudicated in a prior investigation. 

  



   
 

   
 

12. Select the Summary subtab to view the guideline entries made by the user.  

 

13.  Select See More to view a summary of selected guidelines or factors. 

  



   
 

   
 

14. Selecting See More will expand the summary item. 

 

15.  Select Save to continue. 
Note: A user is not required to enter guidelines to proceed with actions on the case, but if 
any guideline selections were made, the user must select Save before taking a new action 
on the case. 
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