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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:

e 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.

e Statuses within a phase are dependent and unique to that phase and reflect the state of
the case in the phase.

e 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.

SERVICING ORG ACTIONS KNOWLEDGE ARTICLE

From the adjudicators and CV cover Case Worksheets, the following actions are available by
selecting the Actions Drop-down:
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National Background Investigation Services

2 Subject Name SSN program Tags

™ Task Management

[ Subject Management ACtl ons ~
citizenship: United States Place of Birth: Date of Birth: 01/01/1970 Aliases:
A, Org Management
i . . Refresh
Tier 5 phase: [IETIIGAIG 11/09/2022 status: R 11/09/2022
Al Reports
Case ID: 22313SMIT1158295 Case Owner: Assigned To: nssignedon: 11002¢,  Chy ange Case Owner
View Audit Log
Profile Amachments Notes Guigelines
Profile View Case Timeline
Choose an Action
Active Case History Vetting History Select Action.. Record Investigation
Active
Record Adjudication
Filter by
SeeAll... ~ Add Notes
Create Case
Cases Expand Al Title
Enter Title
Create Request
Case D Phase Case Type Start Date
223135MIT1158295 Adjudication Tier 5 11/09/2022 Notes
Enter Notes
see more
Determinations o

There are no current determinations.

From the CV alert Case Worksheet, the following actions are available by selecting the Actions
Drop-down:

National Background Investigation Services

™ Task Management .
B 2 Subject Name SSN —

i i o
A Org Management Actions
Citizenship: United States Place of Birth: TAMPA, Florida Date of Birth: 02/03/1975 Aliases: 1y
al Reports
i Refresh
CV Case - phase: 11/03/2022 status: [JEEREI 11/03/2022 Priority: | mepium
CaseID: 22307MCCA1303521 - 002 Case Owner: Assigned To: Assigned On: 11/03/202 Change Case Owner

View Audit Log

Profile Alerts Issues Atachments Notes.

Profile Alert Actions

Choose an Action

Active Case History Vetting History Select Action o m

Active

Filter by
See All.. ~ Add Notes

Cases Expand All Title

Case ID Phase Case Type Start Date
22238MCCA1135250 Continuous Vetting Incident Report 08/26/2022

See more

Determinations
Add

There are no current determinations.

Refresh

e 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
e Current case owner holds the ability to change ownership of a case.
e Case ownership changes may occur due to personnel changes and workload

management.

Change Case Owner

Team

Select Team... v
Case Owner*
‘ Select a New Case Owner...

|| Please confirm by selecting this checkbox

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.

e 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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[® Task Management
[1 Subject Management
A orgMa

al  Reports

Audit Log

Start Status Action End Status Date User

Received Send RFI Awaiting RFIACR  11/09/22 12:42 PM User Name

Intends to Awaiting RFI

AWaiting RELAOR oo oo kel Response

11/09/22 12:48 PM User Name

Awaiting RFI Receive RFI RFIResponse .
Response Respanse Received 11/09/2212:49PM  User Name

View Case Timeline

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

e 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.

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

e To sort the data, the user will select a column header to sort the data contained within
that column.

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

e 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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search subjectby ssn - O NGNSl

[P Task Management
[ Subject Management
4. Org Management

4l Reports

Case Timeline
NBIS Case ID Case Type
22313SMIT1158295 Tiers

Phase = Date T =  Status =  Organization
Adjudication 11/09/2022 Received DCSA Adjudications
Adjudication 11/09/2022 Pending Upload of RFI AOR DCsA Adjudications
Adjudication 11/09/2022 pending RFI Response DC5A Adjudications

Adjudication 11/09/2022 RFI Response Received DCSA Adjudications

Record Investigation

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

e 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.

-4 National Background Investigation Services

search subject by ssh- O [N RNAS

P Task Management

Subject Name SSN program Tag:

[ Subje ement
Citizenship: United States Place of Birth: —— Date of Birth: 01/01/1970 Aliases: N/A Contact Info: View
al  Repoi Record Investigation
Complete the following i to recor pl data for Tucker Smith. Investigation data is viewable within the subject's history tab.

NBIS Information

Case Type*

Tiers ~

Investigation Data

Organization* External Case ID*

‘ Enter Organization... J ‘ Enter External Case ID.. ‘
Start Date* End Date *

= | (et \

[ Include an Adjudication

Cancel m
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P Task Management .
2 Subject Name SSN
[ Subject Management
Citizenship: United States Place of Birth: Date of Birth: 01/01/1970 Aliases: N/A Contact Infa: View
% OrgManagement
Tier 5 Phase: [IETEAg  11/09/2022 Status: 11/09/2022 Collapse
Wl Reports
Case ID: 22313SMIT1158295 Case Owner: Assigned To: Assigned On: 11/09/2022
Profile Amtachments Notes Guidelines Active Task *
Profile
Choose an Action
Active Case History Vetting History Select Action o m
Case History
Determination History Expand All
Add Notes
The subject has no determination types. Title
Request History -
There are currently no closed requests. Notes
Case History Expand All
Case ID Case Type Add
223135MIT1328567 Tiers
Phase Organization Begin Date End Date Ending Status External Case ID
Investigation DCSA Adjudications 07/01/2022 11/01/2022 — 123456789
Upload Attachments

Record Adjudication

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

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

¢ [f 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.

@ National Background Investigation Services

Subject Name SSN

Citizenship: United States

P Task Management
Program Tags:

[ Subject Management

Place of Birth: —— Date of Birth: 01/01/1970 Aliases: N/A Contact Info: View

J  Org Management

Record Adjudication

al Reports
Complete the following required fields to record adjudlication data for Tucker Smith. Adjudication data is viewable within the subject's history tab,

NBIS Information
CaselD*
22313SMIT1328567 - Tier 5 ~

Adjudication Data

Organization* External Case ID

Determination Type*

Select Determination Type.. v

Determination Result
Favorable/Administrative

Unfavorable

Cancel
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A
P TaskManag . 5
2Subject Name SSN P o pone -
[3 Subject t
Citizenship: United States Place of Birth: Date of Birth: 01/01/1970 Aliases: N/A Contact Info: View
or ement
Tier 5 Phase: 11092022 Status: 11700/2022 > Collapse
il Rey
Case ID: 22313SMIT1158295 Case Owner: Assigned Te: Assigned On: 11/09/2022
Profile
Choose an Action
Active Case History Vetting History Select Action.. o m
Active
Filter by
See Al v Add Notes
Title
Cases Expand All
‘ Enter Title. ‘
Case D Phase Case Type Start Date Notes
223135MIT1158295 Adjudication Tier5 11/09/2022
Enter Notes...
See more
Determinations Add
Type Determination Determined
Final Top Secret - SCI 11/07/2022
Upload Attachments
Qutcome Considerations. Date. Category
Grant — 11/07/2022 National Security o -
Additional Consideratior Drag attachment here
Agency M e e et e e n e Y
DCsA Adjudications Select Attachments
- PDF, TiIF, TIFF, JPG, JPEG, DOC, DOCX and PNG file types only
Y

Create Case

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

e The user can Create a Case as required.

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

e The created case will be visible on the subject worksheet.

National Background Investigation Services

Task Management

Reports

Create a Case

Phase of Case

Adjudication

Case Type *
Tier3
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™ Task Management .
ZSubject Name SSN program Togs

[ Subject Management
Citizenship: United States Place of Birth: Date of Birth: 01/01/1970 Aliases: N/A Contact Info: View

A, Org Management

Tier 5 Phase: 11/09/2022 status: 11/09/2022 » Collapse

ol Reports

Case ID: 223135MIT1158295 Case Owner: Assigned To: Assigned On: 11/09/2022

~
Profile Atachments || Notes || Guidelines || Active Task
Profile

Choose an Action

Active Case History Vetting History celect Action.. = m

Active
Filter by
SeeAll.. ~ Add Notes
Cases Expand All Title
Enter Title. ‘
Case ID Phase Case Type start Date ot
22313SMIT1339333 Adjudication Tier 3 11/09/2022 otes
Enter Notes.
See more
Case ID Phase Case Type Start Date
22313SMIT1158295 Adjudication Tier 5 11/09/2022 Add
See more

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.

e 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.

&) National Background

P Task Management
[ Subject Management
£ ©Org Management

il Reports
Create a Request

Organization
DCsA Adjudications

Incident Report

Quality Assurance
Scattered Castles Check
Reciprocity

Recertify Eligibility Request
Eligibility Upgrade Request

Case Processing Awaiting Files

Incident Report
Order File

Interim SCI Request
Interim Suspensions
Reciprocity

Industry Interim Suspension
Expedite Adjudication

Reconsideration

Responses
EsC
RSI




