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Purpose: Introduce the user to the Subject Worksheet. 

SUBJECT WORKSHEET REVIEW 
How to Navigate to the Subject’s Worksheet 

1. Select Subject Management from the Left Navigation Menu.  
2. Search for the subject by: 

a. Entering the subject’s first name, last name, or SSN, in the Search on All 
Fields textbox and select the magnifying glass  to execute the search, or 

b. Scroll through the list of subjects in the table below the search field. 
3. Select the SSN hyperlink corresponding with the subject to view the Subject 

Worksheet. 
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4. The user will be directed to the subject’s worksheet. The components of the subject’s 
worksheet include: 

a. The Subject Banner 
b. Subject Worksheet tabs 
c. Action cards (Add Notes, Upload Attachments) 

Note: When viewing the subject’s worksheet, the user works within the context of 
the subject’s profile. To take action on a specific case, users must open a case and 
work from the case’s worksheet. 
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Subject Banner 

1. The Subject Banner provides high-level information about the subject including SSN, 
program tags, citizenship, DoB, PoB, aliases, and contact information. The Subject 
Banner also includes the Actions drop-down. 

Note: When working in the context of a case, the Case Banner will display beneath 
the Subject Banner. 

2. Select the pencil icon  to the left of the subject’s name to make changes to high-
level information. In addition to SSN, program tags, citizenship, DoB, PoB, aliases, 
and contract information, the subject’s marital status can also be changed. 

 

3. Select the Actions drop-down to take actions on the subject. The actions displayed 
will vary based on the user’s role. Typical actions are to create a case, create a 
request, start initiation, record an investigation, record an adjudication, and reset the 
eApp password (only available when subject is in the Initiation phase). 

  



Subject Worksheet Tabs 

Within the Subject Worksheet, there are multiple tabs visible to the user including 
Profile, Attachments, and Notes.  

Select the Profile tab to view Subject Profile information. The Profile tab contains 
three subtabs: Active, Case History, and Vetting History. The Active subtab displays 
current profile information while the Case History and Vetting History subtabs contain 
past determinations and past Access/Visit/Polygraph/CV Enrollment information 
respectively. 

 

Select the Attachments tab to view documents uploaded by the user’s organization. 

  

Profile 
 View active cases, current 

determinations, affiliations, access, CV 
enrollments, visits, and polygraphs 

 Depending on roles, users can: 
o Grant interim determinations 
o Update subject affiliations 
o Add/modify access 
o Submit visit requests  
o Add polygraph results 
o Use the Filter By drop-down for an 

isolated view of a selected section 

Attachments 
 Users can view documents 

added by their organization or 
documents from other 
organizations listed as 
Communicative 

 Use the Filter By drop-down to 
filter by case 

 



Select the Notes tab to view notes added by the user’s organization. 

 

 

 

Notes 
 Users can view notes added 

by their organization or notes 
from other organizations listed 
as Communicative 

 Use the Case # drop-down to 
filter by case 
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