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Purpose: To illustrate how to add and delete attachments to a subject’s worksheet or
case.

ATTACHMENTS
How to Add Attachments to a Subject’s Worksheet or Case

Documents can be uploaded at any time from the Upload Attachments card located on the
lower right side of the subject’s profile. Documents are either uploaded within the context of a
case or the subject’s worksheet. Once a document is uploaded, it is available to attach to case
requests, request responses, and other actions.

1. Select Subject Management from the Left Navigation Menu.
2. Select a subject’s Social Security number hyperlink to view their worksheet.
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2 Dashboard

Subject Management

[P Task Management

Visit M t i i
isit Managemen My Subject List

Subfects in your organization are listed below. To include all subjects in your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to sea
I Subject Management
Search

£\ Org Management Search on All Fields Include Subjects in My Hierarchy

Advanced Search
Order Form Library
Total Results: & 1,081
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Defense Counterintelligence
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[7]Bella, Stella

Citizenship: United States

Artachments

Profile

Profile

Active

Active

Filter By

See All... e

Cases

Case D

Case ID

Phase
Adjudication

Phase
Initiation

Place of Birth: grove city, Pennsylvania

Case Type

Recertify Eligibility Request

Case Type

Program Tags:

Date of Birth: 01/01/1981 Aliases:

Contact Info:

Add Notes
Organization *

Select Organization.. %

Title

Enter Title.

Notes

Enter Notes.,

Start Date
07/26/2022

388 More

Start Date

Obrarozt Upload Attachments

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

System Settings

Reports

Error Management

[7]Bella, Stella

Citizenship: United States

Case ID
21175BELLO729443

Determinations

Type

Affiliations

Owning Organization
Defense Counterintelligence and
Security Agency

Phase
Initiation

Determination
Final Suitable/Fit

Category
Contractor

Place of Birth: grove city, Pennsylvania

Case Type

Determined
07/06/2021

Program Tags:
Date of Birth: 01/01/1981 Aliases: N/A Contact Info: v
; | S—
e more
Start Date
06/24/2021
Upload Attachments
See more
G rmination Drag attact
E Attachments
DOC, DOCX and F e types only
e
No attachments added
Start Date .
06/24/2021 -




4. Select the +Select Attachments hyperlink on the Upload Attachments card.

5. A File Upload box will appear. Select Browse to browse computer files to upload.
6. Select the file to upload.

Controlled Unclassified Information (CUI)
(3 National Background Investigation Services

File Upload
Dashboard
Be”a Ste”a Are you sure you want to upload a file?
¢ '
Task Management Cancel
Citizenship: United States PIACEOTBIFTN BIC. oy, + worvro, AN Date of Birth: 01/01/198 Aliases: Contact Info: View
Visit Management See more —J
Subject Management
Case ID Phase Case Type Start Date
21175BELL072944 Initiation 06/24/2021
O T e Upload Attachments
See more
Order Form Library
) Determinations Grant Determination Drag attachment here
O} System Settings
Reports Type Determination Determined
Final Suitable/Fit 07/06/2021
Error Management See more

No attachments added.
Affiliations

Owning Organization Category Start Date : Upload
Defense Counterintelligence and Contractor 06/24/2021 .

Security Agency

7. Alternatively, drag attachments to the drag and drop location on the Upload
Attachments card to upload an attachment.
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[7]Bella, Stella Program Tags:
Task Management
Citizenship: United States Place of Birth: grove city, Pennsylvania Date of Birth: 01/01/1981 Aliases: N/A Contact Info: View
Visit Management See more —
Subject Management
Case ID Phase Case Type Start Date
75BELLO723443 Initiatior 06/24/2021
S e : ihatien Upload Attachments
See more
Order Form Library
Determinations Grant Determination Drag a
System Settings.
Reports Type Determination Determined = Tente
Final Suitable/Fit 0710672021 PDF, TIF, PEG, DOC. DOCX and PNG file types only
1) Error Management See more
No attachments added
Affiliations

Owning Organization Category Start Date :
Defense Counterintelligence and Contractor 06/24/2021 :

Security Agency




8. Choose an organization from the Organization drop-down menu.
Note: This option is only available to a user that belongs to multiple organizations.

9. Name the attachment.
10.Choose a category from the Category drop-down menu.
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7 Bella, Stella Program Tags:
Task Management
Citizenship: United States Place of Birth: grove city, Pennsylvania Date of Birth: 01/01/198 Aliases: N/A Contact Info: View
Visit Management
Determinations Grant Determination
Subject Management
Type Determination Determined
Org Management Final Suitable/Fit 07/06/2021
See more
Order Form Library Organization*
Select Organization. “~
System Settings Affiliations tior
Reports TEST.docx
Owning Organization Category Start Date
Defense Counterintelligence and Contractor 06/24/2021
Error Management . *
Security Agency Name
TEST
Access Grant Access Category*
. Select.. v
This subject has no access at this time.
CV Enroliments
This subject has no CV Enroliments at this time.

11.Select Upload.
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Dashboard
Bella, Stella Program Tags:
Task Management
Citizenship: United States Place of Birth: grove city, Pennsylvania Date of Birth: 01/01/1981 Aliases: N/ Contact Info: View
Visit Management
Determinations Grant Determination
Subject Management
Type Determination Determined S Attachments
Org Management Final Suitable/Fit 07/06/2021 I, . .
PEG, DOC, DOCX and PNG file types only
See more
Order Form Library Organization *
DCSA Adjudications -- /NBIS/FED/EXEC/CAB/DOD/4E/T ~
System Settings Affiliations Add Affiliati
Reports TEST.docx
Owning Organization Category Start Date
E M " Defense Counterintelligence and Contractor 06/24/2021
rror Managemen Security Agency Name*
TEST
Access Grant Access Category*
. . 16A Specific Release v ]
This subject has no access at this time.
CV Enrollments
This subject has no CV Enroliments at this time.




A green success banner will appear.
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Visit Management

Subject Management

Org Management

Order Form Library

System Settings

Reports

Error Management
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2 Bella, Stella

Citizenship: Unit tates

Program Tags:

Place of Birth: grove city, Pennsylvania

Date of Birth:

h Subject by SSN

Contact Info

ew

Determinations

Success. Attachment added.

Type Determination Determined
Final Suitable/Fit 07/06/2021
Affiliations
Owning Organization Category Start Date
Defense Counterintelligence and Contractor 06/2472021

Security Agency

Access

This subject has no access at this time.

Grant D

Drag attachment

PDF, TIF, TIFF, JPG, JPEG, DOC, DOCX

No attachments added




How to View Attachments

1. To view a subject’s attachments, navigate to Subject Management on the Left
Navigation Menu.
2. Select the subject to view.
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Search
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3. View the subject’s attachments by selecting the Attachments tab on the subject’s
worksheet.

@ National Background Investigation Services

Dashboard
Bella, Stella Program Tags:

Task Management
Citizenship: United States Place of Birth: grove city, Pennsylvania Date of Birth: 01/01/1981 Aliases: N/A Contact Info: View

Visit Management
Success. Attachment

Subject Management

Profile Notes
Org Management rote m -

Order Form Library Profile Add Notes

Organization*

System Setti Active Case Histon Veting
ysiem Setings - - Select Organization... ~
Active
Reports Title
-~ Filter B: Enter Title...
() Error Management fersy
See All... ~
Notes
Cases Expand A Enter Notes...
Case ID Phase Case Type Start Date
2207BELL14! ( Adjudication Recertify Eligibility Request 07/26/2022 Add

See more




4. Select the Filter by drop-down, select Subject Profile, then select Apply to filter the

attachments by subject.
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Dashboard

Bella, Stella

Task Management
Citizenship: United States

Visit Management

Program Tags:

Place of Birth: grove city, Pennsylvania

Profile Attachments otes
Subject Management
Attachments
Org Management
Filter by:
Order Form Library [ Subject Profile v J [ Apply ‘ < Clear Filter
X All Attachments
System Settings Subject Profile Category Case #
NBIS Case

Reports
>

(D Error Management

Note: Attachments added within the context of a case will display with the corresponding Case

ID.

o

16A Specific Release

Date of Birth: 01/01/1981

Upload
Date/Time
07/27/2022
10:27 AM

Actions

Aliases:

Add Notes

Organization*

Select Organization...

Title

Enter Title...

Notes

Enter Notes...

Upload Attachments

Contact Info: View

5. Select the Filter by drop-down, select NBIS Case, then select Apply to filter the

attachments by case.
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Task Management
Citizenship: United States

Visit Management

Profile Attachments otes
Subject Management

Attachments
Org Management

Filter by:
Order Form Library NBIS Case W

All Attachments
Subject Profile

NBIS Case

> EST

System Settings

Reports

(1) Error Manage!

Program Tags:

Place of Birth: grove city, Pennsylvania

Case #
Select v
Category Case #

16A Specific Release

Date of Birth: 01/01/1981

Iter
upload
Date/Time

07/27/2022
10:27 AM

Actions

Aliases:

Add Notes

Organization *

Select Organization

Title

Enter Title...

Notes

Enter Notes...

Upload Attachments

Contact Info: View




6. Select the case from the Case # drop-down menu.
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Dashboard
7 Bella, Stella Program Tags:
Task Management
Citizenship: United States Place of Birth: grove city, Pennsylvania Date of Birth: 01/0 Aliases: N/A Contact Info: Vi

Visit Management

P Attachments
Subject Management

Attachments Add Notes
Org Management

Filter by: Case # Organization*
Order Form Library NBIS Case ~ Select v] I Apply l Clear Filter Select Organization... Y
System Settings Title

i 5 Name 22207BELL1453530 I Upload Actions
21187BELL1159413 Date/Time Enter Title...
Reports -
o 07/27/2022
> S 16A Specific Release H
G 10:27 AM : Notes
Error Management
Enter Notes...

Upload Attachments

7. Select Apply.
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Task Management
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isit Management
P Attachments
Subject Management
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Org Management
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System Settings Upload Title
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Enter Title...
Reports No attachments added.
Notes
Ei M
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Upload Attachments
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How to Delete Attachments

1. Select the ellipses to display additional options for attachments.

2. To delete the attachment, choose Delete.

National Background Inve: tion Services

[PECLLLEN]
7 Be”a, Stella = S Program Tags:
Citizenship: United States Place of Birth: grove city, Pennsylvania
Profile | Attachments Notes
Subject Management
Attachments
s Management
Filter by:

Order Form Library ‘ Subject Profile v Apply | X Clear Filter

System Settings
? Name Category Case #

Reports
> TEST 16A Specific Release

) Error Management

Search Subject by SSN L 7

Date of Birth: 01/01/1981 Aliases: N/A Contact Info: View

Upload
Date/Time

07/27/2022
10:27 AM

Add Notes

Organization™

‘ Select Organization... v

. Title
Actions

‘ Enter Title...

Delete "TEST.doox' —1

Download TE51.d0CK

Edit 'TEST.docx'

Make TEST.docx’ External

Upload Attachments

3. A Delete Attachment box will appear. Select Confirm to confirm deletion of the

attachment.

National Background Investigation Services
Dashboard
Task Management
Visit Management
Subject Management
rg Management

AT ] Delete Attachment
Order Form Library

Please confirm deletion of TEST.docx".
em Settings

Reports

Cancel

Search Subject by 55N .




A green success banner will appear.
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7 Bella, Stella

Program Tags:

Task Management

Citizenship: United States Place of Birth: ove city, Pennsylvania Date of Birth: 01/01/1981 Aliases: Contact Info:
Visit Management
Success. Attachment TEST
Subject Management
Org Management ofile Attachments otes
Ortles Forml ey Attachments Add Notes
Filter by: Organization™

System Settings
24 ko Subject Profile

Reports

Name Category Case #

Error Management

16A Specific Release

Upload
Date/Time

07/27/2022
10:27 AM

Actions

Select Organization v
Title

Enter Title.
Notes

Enter Notes.




How to Download Attachments
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1. To download an attachment, select Download from the ellipses.

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

System Settings

Reports

Error Management

ational Background Investigation Services

2 Olive, Sarah James

Program Tags:

Search Subject by SSN . [©)

Citizenship: United States Place of Birth: Butler, Pennsylvania Date of Birth: 12/07/1991 Aliases: N/A Contact Info:  View
Success. Attachment added X
Attachments Add Notes B
Filter by: Organization *

All Attachments

X Clear Filter

Select Organization...

Title
Name Category Case # Upload. Actions
Date/Time
Enter Title...
07/27/2022
S g 3
> IEST Agency Conducted NAC BB : .
Dalaro TEST docw:
> SFArchivalCopy.pdf SF85P - Standard Form 85P 212090LIV1622152 g;/ij/:;” Download TEST.doex'
Edit*TEST.docx’
> XMLFile.xml SF85P - Standard Form 85P 212090LIV1622152 g;/i:/:s‘z“ Make 'TEST.docx' External
P 07/29/2021
> CERT.pdf Certification Page 212090LIV1622152 09:49 A
> ECR.pdf Fair Credit Report Act Release  212090LIV1622152 82/599/:;21 :
Upload Attachments
> RELodf General Release 212000162015y 077292021

2. Select Save As to download the attachment.
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Olive, Sarah James

Citizenship: United States

Attachments

Filter by:

All Attachments

Name

v

Controlled Unclassified Information (CUI)

Program Tags:

Place of Birth: Butler, Pennsylvania Date of E
Success. Attachment added

Category Case # gz‘;;dime
Agency Conducted NAC ;;/;é;h‘fz
SF85P - Standard Form 85P 212090LIV1622152 SZ}/:;J/;S‘ZW
SF85P - Standard Form 85P 212090LIV1622152 E’;’igf&m
Certification Page 212090LIV1622152 g:’j:f&y
Fair Credit Report Act Release 212090LIvV1622152 g;ﬁ;’:ﬁ;“

07/29/2021

General Release 212090LIV1622152

09:49 AM

D q Y

Downloads

What do you want to do with TEST.docx?

Open Save as v

See more 3

Add Notes

Organization*

Select Organization.

~

. Title
Actions

Enter Title...

Notes

Enter Notes...

Upload Attachments




How to Edit Attachments

1. To edit an attachment, select Edit from the ellipses.
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National Background Investigation Services

Dashboard
Program Tags:

7 Olive, Sarah James _

Task Management

Citizenship: United States Place of Birth: Butler, Pennsylvania Date of Birth: 12/07/1991 Aliases: N/A Contact Info: Vie
Visit Management
Success. Attachment added. X
Subject Management
Attachments Add Notes
Org Management Filter by: Organization*

Order Form Library

‘ All Attachments

\/| I Apply I > Clear Filter

‘ Select Organization...

: Upload . Title
£ System Settings Name Category Case # D:te ime Actions
‘ Enter Title... ‘
07/27/2022
Reports
P > TEST Agency Conducted NAC RG] : »
Delete "TEST.docx'
e BT > SFArchivalCopy.pdf SF85P - Standard Form 85P 212090LIV1622152 g;/iga/:&m Dowiioau Tes1.aock
: Edit TEST.do
07/29/2021 ]
> XMLFilexml SF8SP - Standard Form 85P 212090L1V1622152 09449 AM
. 07/29/2021
CERT.pdf Certification P: 212090L1V1622152
> podf ertification Page dos A
> FCR.pdf Fair Credit Report Act Release  212090LIV1622152 82/399/:5'21
Upload Attachments
> EL.pdf General Release 212090LIV1622152 07_/39/2321

2. An Edit Attachment box will appear. Edit the name of the attachment or the category it

belongs to, as needed.

National B
Dashboard
Task Management

sit Management
Subject Management

Org Management

Order Form Library

Reports

Error Management

Attachment
TEST.docx

Name *

Edit Attachment

Irrssr

Category +

Agency Conducted NAC

Search Subject by SSN C




In the below example, the name of the attachment was edited.

3. Select Save when finished editing.

ard
Task Management
7] Visit Management

Subject Management
Edit Attachment

A, Org Management
Attachment
Order Form Library TEST.docx
Name *

TEST Version 2

Category *

| Reports
Agency Conducted NAC

Cancel

D Error Management




How to Make an Attachment External

NBIS users who have an affiliation with the subject can view external attachments.
1. Select the Make External option from the ellipses.
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7 Olive, Sarah James . - Program Tags:
Task Management
Citizenship: United States Place of Birth: Butler, Pennsylvania Date of Birth: 12/07/1991 Aliases: N/A Contact Info: View
Visit Management =
Profile Attachments Notes
Subject Management
) Attachments Add Notes
v Org Management
Filter by: Organization *
Order Form Library Subject Profile v| I Apply I X Clear Filter ‘ Select Organization... v‘
0> System Settings Title
b E Name Category Case # Upload Actions
Date/Time .
Enter Title...
Reports
07/27/2022
> TEST Agency Conducted NAC 0336 P

Delete 'TEST.docx'

(D Error Management

Download 'TEST.docx'

Edit "TEST dacy'

Make TEST.docx' External [l

Upload Attachments

Subject Management

Org Management

Order Form Library Attachment Confirm Change To External

Making note TEST.docx’ External will allow the note to be viewed by users outside of
your organization. Please confirm making "TEST.docx’ External.

ystem Settings

Reports

) Error Management




A green success banner will appear.
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