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Purpose: To demonstrate how to manually record an investigation on a subject’s
profile.

MANUALLY RECORD AN INVESTIGATION & DETERMINATION

How to Manually Record an Investigation on a Subject’s Profile

1.

From the Left Navigation Menu, select Task Management.

2. Select the Case ID hyperlink from the Task ID column.

Note: Record Investigation & Determination can be done either within the context of a
case, or within the subject worksheet/profile.
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3. Select the Actions drop-down from the Case Worksheet.

4. Select Record Investigation.

~ 5
(%) National Background Investigation Services

Dashboard )
Chandler, Ethan Lawrence

Task Management

ci ship: i stat Place of Birth: Jacksor g Date of Birth
& visit Management
[ Subject Management
B Subject Profile
B, Org Management
Filter By
ol Reports See All..
(D Error Management Open Cases
Case ID Phase Case Type
560 Adjudication Tier
Case ID Phase Case Type start D
60 Adjudicat Quality Assurance 02/25/2022
cccccc Phas: Type
Adjuc 5
Case ID Pha Case Type Start D.
€ Adjudication Incident Report 02

Add Notes

Title

Upload Attachments

Complete the mandatory fields.

Select the Include an Adjudication checkbox if it is a prior investigation tied to an

Adjudication case. Otherwise, the user is not required to select this checkbox and the user

can skip to step 10.

Select Continue.
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Note: Users should only select Include an Adjudication if recording historical adjudicative
data. Do not select it to take action on a current adjudication case. The user is not
required to include an adjudication at the same time an investigation is being recorded. Since

they are stand-alone processes, they can be completed separately.



8. A green success banner will display.

9. Complete the required fields under Adjudication Data to add the Determination.

10. Select Submit.
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11.A green success banner will display.

12.Select Close to return to the subject’s worksheet.
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