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Purpose: To demonstrate how to search, reassign and authorize a case from Task
Management. As well as CV enrollment and how case can be returned to a Reviewer.

AUTHORIZE A CASE REQUEST

The Authorization workflow allows users with the Authorizer user role to review the case
details, review and input or confirm Financial Details, and take authorization action on cases.

The Financial Details tab may have been populated during the Review phase by the
Reviewer if the Reviewer also has the Authorizer role. If not, the user will have to search for,
reassign, and take action on the task.

How to Search for a Task from Task Management

1. From the Left Navigation Menu, select Task Management.

@ National Background Investigation Services

Task Management

My Work 7y Outstanding Work My Team's Work 1y Organization's Work My Organization's Outstanding Work History

My Work

Search My Work

Task ID Case Type = status = TaskAge(days) = Urgency = Task Assignment Date = LastName = Priority =
{0 System Settings
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all Reports.
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(@ Error Management

1 = 117122 Greene

— Processing 1 — 117122 —




2. The tabs available to the user are dependent on the user roles granted within the
system. Search for assigned tasks under My Work tab and unassigned tasks under
My Organization’s Work tab.
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[ Subject Management My Work
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Task ID Case Type = status = TaskAge(days) = Urgency = TaskAssignment Date = Last Name = Priority =
& System Settings
= validating 27 = 12122121 — —
al Reports A biect
o Awaiting Subject 2 o ez Joe o
Submission
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3. Type the subject’s last name or SSN in the Search text field box.
4. Select the Magnifying glass to execute the search.

@ National Background Investigation Services

Dashboard

™ Task Management

Visit Management Nork My Organization's Work My History
Subject Management My Organization's Work Refresh
0Org Management Organization

All Associated Organizations ~ Search My Org's Work nclude All Unassigned Tasks

@ Order Form Library

& System Settings

Task ID Case Type = status Task Age (days) = TaskAssignment Date = LastName
b feport> — Initiation 204 110121 Buckinowski
@ Eror Management — Initiation 201 11/10/21 Bridgerton
= Pending Initiator Action 191 110121 Rocket
— Pending Initiator Action 190 110721 Low
= Pending Initiator Action 188 110121 White
— Pending Initiator Action 187 110121 Pawell
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= Awaiting Subject Submission 197 110121 Fox -

Task Management

Search Subject by SSN

Reassign Tasks




Authorize: How to Reassign a Task from Task Management
1. Navigate to the Task Management page from the Left Navigation Menu.

2. Select My Organization’s Work to search for the required task(s) to reassign.

@ National Background Investigation Services ject by SSN

@ Dashboard Task Management

fresh

™ Task Management

(=] Visit Management My Work My Out My Tearn's Work My Organization's Work ization's Outstanding Work History

[0 subject Management My Organization's Work

£\ Org Management Organization

All Associated Organizations search My Org's Work nclude All Unassigned Tasks
ul Reports
case ID Case Type = LastName = status = TaskAge (Days) = Last Updated Assigned To

v Tribbianni Received 17 1014/21
o Mina Received 17 1014721
v Wayne Received 13 10/18/21
[a% StateFarm eceived 70 11/30/21
v Munns Received 55 12114/21
(@Y Perin Received 55 121421
v Oldroyd Received 55 1214121
(@Y Korando Received 55 12114721
v vanheusen Received 55 121421
v Klusman Received 55 12114721
v Korando Received 55 1214121
Tier s Mina Received 132 9/28/21
CV Case Anesh Received 132 10114721

3. Select the check box to Include All Unassigned Tasks.
4. From the Actions drop-down, select Reassign Task.

/D National Background Investigation Services

@ Dashboard Task Management

™ Task Management
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— Pending Initiator Action 215 11710121 White
— pending Initiator Action 214 110721 Powell
— Pending Initiator Action 204 11710121 Brewster
— Pending Initiator Action 202 11710121 Blue

Pending Initiator Action 200 11710121 Black

— Pending Initiator Action 200 11710121 Duck
— Awaiting Subject Submission 224 11710121 Fox




5. Check the box for the corresponding task(s) to reassign, then click Reassign at the
bottom right of the screen.

6. When the reassign modal appears, type the name of the user to receive the case in the
Reassign to User box

Search Subject by SN C
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O Ters Receved w7 1non Sheppsra
O Ters Aunorization s 222 Grezne
O Aviing Subject Subrmission z Francs
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Reassign

8. The task will now be available to the user who received the task in their My Work tab.

National Background Investigation Services search subject by ssn- O [Eaadliy

@ Dashboard
Task Management

EH Visit Management

Subject Management
Reassign Tasks

£ 0rgManagement Table Settings ' Table View

Reassignment

) Order Form Library status

= TaskID = casetype = sSN(lastd) = status =  LastName

System Settings Ready 211875MIT1203314 Tier 3 8989 Received Smithers

Ready 21251STEV1 558055 Tier3 1234 Received Stevens
Reports
Select Team

Error Management ‘ Unassigned

Reassign to User *

‘ Select a User

NOTE: This process can be completed in any tab available to the user within Task
Management.



Authorize: How to Authorize the Case Submission Details

1. Select the Financial Details tab and input the necessary information.

select a Templat

12l o Sasmen Demals o senal Coverage Review ¥ Financial Details *

Financial Details

S0N & 501

Submitting Office Number (SON) * Security Office Identifier (501)*

Financial Information

tra-Gavernmental Payment and Collection (IPAC) ar Agency Location Code (ALE)* ©bligating Bocument Num bor

Business Event Type Code (BETC) Accounting Data and/or Organization Case Number

Select...

2. Authorizers can take three primary actions on a case from the Authorizer Workspaces:
Returning to Reviewer, Holding the Authorization, or Releasing (Authorizing) the
Case.

a) If the Authorizer finds that some fields must be corrected by a Reviewer, select
Return to Review to return the case to the Reviewer. Provide a reason for the
Return to Review in the modal. The case will return to the queue for
reassignment and updates.

b) The Authorizer can place the case request on hold for any reason by selecting
the Actions drop-down menu and selecting Hold Authorization. A comment
is required to explain the reason for the hold.

Greene, Rachel 1 Program Tags
- ent

Citizenship: United State: Place Of Birth: United State: Date Of Birth: 06/16/1999 Aliase:
B vis it
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) Order Form Library

12! ./ s J ' F 1 D

Financial Details

SON & 501

Submitting Office Number (SON) * security Office Identifier (01 *

Financial Information

Business Event Type Code [BETC) Accounting Data and/or Organization Case Number




c) Once all fields are correct and the case is ready to be released, the Authorizer
selects Release Submission to release the case request and authorize funds
for the investigation. The Release Submission activity completes the
Authorizer workflow on the case.

d) Users can view or download the PDF form of the SF attachment to check for
accuracy. The PDF is located at the bottom of the screen, it can be viewed by
selecting the blue hyperlink, or downloaded by selecting the icon to the right of
the hyperlink.

@ National Background Investigation Services search Subject by SSN @ (v

@ Dashboard
Greene, Rachel Program Tags:

Citizenship: United States Place Of Birth: United States Date Of Birth: 06/16/1999 Aliases:

™ Task Management

Contact Info: View
5] visit Management

Select... ~ -
[ subject Management
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A, Org Management
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[ oOrder Form Library
B SEEES Beginning Period of Availability Ending Period of Availability Availability Type Code
Select... v
al Reports
Main Account Code * Sub Account Code *

(D Error Management

SF Attachment

B SFArchivalCopy.pdf L

I have reviewed this request and authorize its release.«

—— p——




Authorize: Continuous Vetting Enroliment for DOD Organizations

Case requests on behalf of the DOD that are CE eligible require extra steps to be completed.
The Authorizer must complete the information under the Release and Financial Details tabs
and make a case routing decision.

1. Review the case details and edit if necessary.
2. Select the Release tab to advance to that section.

Kornikova, Anna Program Tags: Actions || Close
Citizenship: Finland Place Of Birth: Finland Date Of Birth: 03/04/1955 Aliases: N/A Contact Info: View
Subject Management SFR6  Stats: |ETIELCI 02/16/2022 Expand

A OrgManagement N - N R - - N _ S
Routing Details v Pesition Details o Oprional Coverage v Review Financial Details * Release *
e
Release Details

Case Routing Decision

The system has reviewed the case and suggests routing to Continuous Evaluation

(D Error Management

Section

No items

Note: F

er is in DISS prior (o

Current routing is set to: Continuous Vetting

Change
SF Attachment
B SFArchivalCopy.pdf i

I have reviewed this request and authorize its release.

E——




3. A system generated Case Routing Decision is then provided.
4. If the routing decision in incorrect, select Change.

National Background Investigation Serv Search Subject by SSN ® ™ x
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Task Management
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Return To Review Release Submission

5. A reason must be given for changing the routing submission, then select Submit.

National Background Investigation Sel Search Subject by SSN @ 4°

Dashboard

Task Management

Visit Management

Subject Management
£ Management
der Form Library

System Settin

Routing Change
Review the following routing changes and provide a reasan for this update.

Repor System recommended routing is: Continuous Vetting

Current routing is set te: Continueus Vetting

Error Management Reason




6. Verify the new routing decision by checking the box next to the authorization statement.
7. Select Release Submission to release this case request for investigation.
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Authorize: Return to Reviewer

The case must be returned to the Reviewer for updates if the Authorizer find fields that need

corrections.

1. Select Return to Review on the Financial Details screen.

(C3) wational Background Investigation services
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Org Management
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Cancel
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Release *

Return To Review Release Submission




2. Select Submit to finalize the process.
3. The case status will show Returned from Authorizer after the case is returned to
review.

Note: If you have a multi-role persona, the user will select the Back To Review button
to change the status to Returned from Authorizer. The user does not need to provide
the reason for returning. The case will stay within your work list. You can continue

working on the case as the Reviewer.
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