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Purpose: An orientation to the available actions in a servicing organization’s action drop-down 

from the subject’s case worksheet. 

Overview: 

• Phases are the highest-level grouping to describe where the case is in the overall workflow of 

the personnel vetting process by communicating the type of work being completed on the 

case. 

• Statuses within a phase are dependent and unique to that phase and reflect the state of 

the case in the phase. 

• The case’s listed status within the phase will identify the specific condition of work being 

completed on the case. 

• A servicing organization’s status changes are driven by the actions taken on a case by the 

user. The user will complete an action on a case to drive the case to a Closed status. 
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From the adjudicators and CV cover Case Worksheets, the following actions are available by 
selecting the Actions Drop-down: 
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From the CV alert Case Worksheet, the following actions are available by selecting the Actions 
Drop-down: 

 

 

 

Refresh 

• Updates the current screen after an action is taken and pulls in any updated information 

not currently showing. 
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Change Case Owner 

• Current case owner holds the ability to change ownership of a case. 

• Case ownership changes may occur due to personnel changes and workload  

management.   

 

 

View Audit Log 
 

 
The View Audit Log action allows the user to visibly see the status changes of a specific case 
and the actions taken to drive the case’s status changes.  

• The Audit Log modal will display the status changes of the case by displaying the start 

status, the action taken, date the action was taken, which user took the action, and the 

end status.  
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View Case Timeline 

 
The View Case Timeline action allows the user to see the phase and status history of a 
specific case. 

• The Case Timeline modal will display phase, date the case was within the phase, the case’s 

status while in the phase, and what organization was completing work on the case while in 

the listed status and phase. 

• The Case Timeline modal’s displayed information can be sorted by columns. 

• To sort the data, the user will select a column header to sort the data contained within 

that column. 

• The data can be sorted by ascending or descending order. 

• The displayed information can also be filtered by column. To filter specific data, select the 

triangular filter icon location to the right of the chosen column. 
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Record Investigation 

 
The Record Investigation action allows a user to manually input details of an investigation case 
that was not originally created in NBIS. 

• The user will have the ability to input all required investigation information that was completed 

outside of NBIS. 

• Once inputted, the information will be viewable within the subject’s Case History tab which is 

accessible from the Subject Worksheet. 
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Record Adjudication 

 
The Record Adjudication action allows a user to record an adjudication that was completed 
outside of NBIS. 

• To Record an Adjudication, an investigation must be correlated to the adjudication. 

• If an investigation does not exist in NBIS, one must be inputted prior to recording an 

adjudication.  

• Once inputted, the information will be viewable under the Determinations section, accessible 

from the Profile tab on both the Subject and Case Worksheet. 
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Create Case 

 
Servicing organizations can manually create a case for organizations the user is affiliated with. 

• The user can Create a Case as required.  

• The case can be assigned to the user themselves or enter the servicing org’s task 

workbasket. 

• The created case will be visible on the subject worksheet. 
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Create Request 

 
While a servicing org offers services to their customers, the org may also utilize an internal 
service catalog offering of other service organizations.  

• The list of service request options available will depend on the organization. 

• Within the Create a Request modal, the instructions will appear. The requirements for the 

request will differ for each service provider based off case requirements.  
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