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Purpose: To demonstrate the process of initiating a case request and how to mass 
initiate multiple subjects at once. 

INITIATE A CASE REQUEST 
 

The Subject Manager, Initiator, or Facility Security Officer can initiate a case. Initiation places 
that case in the Awaiting Subject Submission status. The user has the option to fill out the 
order form, reassign the case, or send the case to the Reviewing organization to work on prior 
to receiving the Standard Form (SF) submission. 
How to Initiate 
 

1. Select Subject Management from the Left Navigation Menu.  

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 

Job Aid 



 
 

2. Select the SSN of the subject to initiate a case for.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. From the subject’s worksheet, select Start Initiation from the Actions drop-down 
menu.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 

4. Complete the Initiation Routing Details section using the drop-down menus. 
 

Note: The selections generated for Workflow Type come from the organization’s configured 
workflows. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select the Form Type based on the investigation requested. 
 

Note: The selections generated for Case Type come from which Form Type is selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 



 

6. Select the Form Version (if applicable). 

7. Select Continue. 

8.  
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8. Select the appropriate template (if available). 

Note: If no template is selected, users will be required to populate the fields manually. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

9. Update any necessary information. 

10. Select Continue to create the case request and open the order form. This will generate 
an email to the subject instructing them to complete their standard form in eApp. 

11.  

 

 

 

 

 

 

 

 

 

The initiation submission is complete.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

S
c
r
o
l
l 
D
o
w
n 



Initiate: Case Request Complete 
 

Once the case has been successfully initiated, the case will move to the Review phase on the 
Position Details tab and the subject will receive instructions on how to complete the SF via 
eApp. 

Note: If the user’s organization is not authorized to review, the case will move to the 
Reviewing organization. If the user is not authorized to review, the case will move to the My 
Organization’s Work tab under Task Management. 

The subject is then required to complete the SF via eApp. The subject will receive two 
separate email notifications for eApp access: 

1. The first email will have their eApp link and username. 
2. The second email will have the eApp link and temporary password. 

 

 

  



Mass Initiation – Part 1 of 3 
 

When entering and processing Mass Initiations, follow the NBIS Mass Initiation Workflow 
Process that supports the creation of multiple subject case requests at once by uploading a 
CSV spreadsheet list of subjects. This capability is available for users with the Mass Initiator, 
Subject Manager, and FSO roles. 

1. Select Subject Management from the Left Navigation Menu. 

2. Select Mass Initiate Subjects from the Actions drop-down menu.  

 

 

 

 

 

 

 

 

 

 

 

 

 

  



3. Select the Download Template File hyperlink to download, update, and save the mass 
initiation CSV file for future uploading. 

4. Check the “Create subjects only and skip initiation” checkbox to create subjects 
without initiating them. 

5. Select Continue.  

 

 

 

 

 

 

 

 

 

 

5.   Using the formatting and entry requirements from the Field Format tables, complete the 
Mass Initiation CSV file. 

6. Select Add Owning Organization from the Setup Organization Associations page. 

7. Select the residing organization from the drop-down menu. 

8. Select the affiliation from the drop-down menu. 

9. Select Add Servicing Organization, if required. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Entering and Processing Mass Initiations – Part 2 of 3 
 

10. Select an organization from the Initiating Organization drop-down menu. 

11. Select a Workflow Type, Form Type, and Form Version from the drop-down menus. 

12. Select a template, if available. 

13. Select Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

If needed, select Download Template File and open the spreadsheet using Microsoft 
Excel. Enter subject information in the downloaded template and save the file with a desired 
name and location. Select Download Mass Initiation Resources to view a list of countries, 
states, and other references.  

14. Select Upload File. 

 

 

 

 

 

 

 

 

 

 



15. Select the downloaded template file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. Select Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Processing Mass Initiations – Part 3 of 3 
 

Once the subject file is uploaded, the system starts processing the list to create the subjects 
and initiate them. 
The CSV spreadsheet list is automatically validated and checked for errors. One can view 
errors and warnings, but those subjects will not be processed through mass initiation and will 
need to be entered individually. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1. From the Details column, select View to display additional information about subject errors. 
2. Select Start Processing to begin mass initiating the chosen subjects. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Any errors will be listed under the Error tab.  
3. Select Export to CSV to download all errors for corrections. It is recommended to export the 
errors to the CSV file so that they are on file and so that corrections can be easily made. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. If desired, select the Case ID hyperlink from the Submission Case column to view 
information about a specific case. 
5. Select Close. 
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