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Purpose: To demonstrate the process of adding notes to a subject’s existing case.
CASE NOTES

How to Add Case Notes to a Subject’s Worksheet or Case

1. From the Left Navigation Menu, select Task Management.
2. Select the Case ID hyperlink from the Case ID column to open the Case Worksheet.
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Navigate to the Add Notes card.
Enter a title for the note in the Title text field.

5. Enter a note in the Notes text field.

Note: If the user is affiliated with more than one organization, selecting an organization
from the Organization drop-down is required.
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6. Select the Add button to add the note to the case.
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7. The green success banner confirms the note has been added successfully.

National Background Investigation Services bject by SSN

Dashboard . i

Z Ricardo, Ricky Program Tags:
Task Management

Citizenship: United States Place of Birth: New York, New York Date of Birth: 06/12/1975 Aliases: N/A

Visit Management

Quality Assurance

: Il 0271412022

: I 021412022 >

CaseID: 22045RICA1347139 Assigned To: —— Assigned On: 03/23/2022

Subject Management

A, Org Management

Success. Note a

[ oOrder Form Library

© System Settings profile Notes Guidelines
ul Reports Profile Case Actions
No actions available at this time.
(D Error Management Active
Active
Filter By
v Add Notes
see Al ~
Organization *
Cases

Select Organization... ~




Additional Features for a Case Note

1. Select the Notes tab to view the recently added note.
Note: Notes added within the context of a case will display in the respective Case ID.

(.D National Background Investigation Services s Subject by SSN o =

@ Dashboard

# Ricardo, Ricky Program Tags:
™  Task Management
citizenship: United States Place of Birth: New York, New York Date of Birth: 06/12/1975

Aliases: N/A Contact Info: View
(5 Visit Management

Quality Assurance phase: NI 02/14/2022 status: [EEENENN 02/14/2022 >

Case ID: 22045RICA1347139 Assigned To: —— Assigned On: 03/23/2022
A, Org Management
Success. Note added. <
Order Form Library
G R Frofle Notes Guiosines
Reports Notes Case Actions
Case# No actions available at this time.
) Error Management
All Notes ear Filter
Expand All
. Add Notes
@ 22045RICA1347139 - Example Notes 032322 1096 AM |
Organization *
Notes Select Organization.. ~
Case notes go here.
Title
Enter Title..
22055RICA1547133 - Transition Note | commmicanve [
DODCAF} Department of Defense Consolidated Adjudications Facility 02/24/2203:50 PM Notes
Notes Enter Notes..

unfavorable requires review

2. The Case # drop-down allows users to view notes for all cases or a specific case

associated with a different Case ID. Select All Notes from the Case # drop-down and
then select Apply.
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Note: Communicative notes are part of communications between organizations.



3. To view additional options for a note, select the ellipses.

D national Background investigation Services

ol

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Z Ricardo, Ricky

Citizenship: United Sta

Quality Assurance

Case ID: 22045RICA1347139

Program Tags:

Place of Birth: New York, New York

phase; [IETAIE  02/14/2022 status: [ 02/14/2022

Assigned To; —— Assigned On: 03/23/2022

Date of Birth: 06/1

Aliases: N/A

Contact Info:

Order Form Library

Success. Note ad

System Settings

Reports

Error Management

Notes
Notes
Case #
22045RICA1347139 ~

Notes
Case notes go here.

22045RICA1347139 - Example Notes

03/23/2210:26 AM

Case Actions

No actions available at this time.

Add Notes

Organization *

Select Organization...

Title

Enter Title..

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

System Settings

Reports

Error Management

< Ricardo, Ricky

citizenship: United States

Notes

Program Tags:

Place of Birth: New York, New York

Profile chments Notes
Notes
Case #
All Notes e r Filter
22045RICA1347139 - Example Notes

Edit 'Example Notes'

Delete 'Example Notes'

Case notes go here.

Mark 'Example Notes' as External

Date of Birth: 06/12/1975

Add Notes

Organization *

Select Organization...

Title

Enter Title

Notes
Enter Notes...

Contact Info: Vi




5. In the Edit Note modal, make the desired changes in the Notes text field and select

Save.
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6. To delete a note, select the Delete option from the ellipses.
Note: Users can only delete notes they have entered.
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7. A confirmation modal will appear to delete the note. Select the Delete button.
Note: Users can only delete notes they have entered.
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8. To make a note available to all organizations and user roles in the NBIS system who
can view the subject’s profile, select the Mark External option.

Note: Marking a note as external makes it visible to organizations not affiliated with the
subject.
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9. A confirmation modal will appear to mark the note as external. Select the Confirm
button to complete the action.
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