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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. 

 

 

 

 

 

 

 

 

 

Job Aid 



 
 

 

 

 

 

 

 

 

 

 

3. Scroll down to the Upload Attachments card on the Subject Worksheet. 

 

 

 

 

 

 

 

  



 
 

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. 

 

 

 

 

 

 

 

 

 

7. Alternatively, drag attachments to the drag and drop location on the Upload 
Attachments card to upload an attachment. 

 

 

 

 

 

 

 

 

  



 
 

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. 

 

 

 

 

 

 

 

 

 

11. Select Upload. 

 

 

 

 

 

 

 

 

 

  



 
 

A green success banner will appear.  

 

 

 

 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

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. 

 

 

 

 

 

 

 

 

 

 

3. View the subject’s attachments by selecting the Attachments tab on the subject’s 

worksheet. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

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

attachments by subject. 

 

 

 

 

 

 

 

 

 

 

 

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

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

attachments by case. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

6.  Select the case from the Case # drop-down menu. 

 

 

 

 

 

 

 

 

 

 

 

7.  Select Apply. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

How to Delete Attachments 

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

2. To delete the attachment, choose Delete.  

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 



 
 

A green success banner will appear. 

 

 

 

 

 

 

 

 

  



 
 

How to Download Attachments 

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

 

 
 
 
 
 
 
 
 
 
 
 

 

 

2. Select Save As to download the attachment. 

 

 

 

 

 

 

 

  



 
 

How to Edit Attachments 

1. To edit an attachment, select Edit from the ellipses. 

 

 

 

 

 

 

 

 

 

 

 

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

belongs to, as needed. 

 

 

 

 

 

 

 

 

  

  



 
 

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

3. Select Save when finished editing. 

 

 

 

 

 

 

 

 

  



 
 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

2. An Attachment Confirm Change To External box will appear. Select Confirm. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 
 

A green success banner will appear. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 


