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Purpose: To demonstrate the performance of various activities relating to Access 
Management in NBIS. 

ACCESS MANAGEMENT 
How to Grant Access from the Subject’s Profile 
 

1. Select Subject Management from the Left Navigation Menu.  
 

 
  

Job Aid 



2. Enter the subject’s SSN or first or last name in the search field, then select the search 
icon. 
 

3. Select the SSN hyperlink. 

 

Two Options: 
 

1. From the Subject Profile tab, scroll down to the Access card to view and select the 
+Grant Access hyperlink. 

  

 

 



2. Second option; select the Filter By drop-down arrow, then select Access. 

 
 
How to Grant Access: 
 

1. The Access card will display. Select Grant Access.  

 
  



2. Complete the required asterisk fields, then select Submit. 

 
 

3. The green success banner will display at the top of the screen confirming access was 
granted. 

  



How to Remove Access from the Subject’s Profile Page 
 

1. Select Subject Management from the Left Navigation Menu. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Enter the subject’s SSN or first or last name in the search field, then select the search 
icon.  

  
3. Select the SSN hyperlink.  

  

 



4. Select the ellipsis in the Access card, then select Remove Access. 
Note: Selecting Remove Access leads to a permanent removal of access. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Complete the required asterisk fields, then select the Submit button. 
 

  

 



6. Select Continue to confirm removal. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. The green success banner will display at the top of the screen confirming access was 
removed. 
Note: The subject’s Top-Secret access has been removed and no longer displays on 
the Access card. 

  

 



How to Suspend a Subject’s Access 
 

1. Select Subject Management from the Left Navigation Menu. 
  

 

 

 

 

 

 

 

 

 

 

 

2. Enter the subject’s SSN or first or last name in the search field, then select the search 
icon. 

 
3. Select the SSN hyperlink. 

  

 



4. Scroll down, select the ellipsis, then select Suspend Access. 
Note: This will temporarily freeze the account’s access and will not lead to a permanent 
removal. 

 
 

5. Complete the required asterisk fields, then select the Submit button. 

  

 



6. The green success banner will display at the top of the screen confirming access was 
suspended. 
Note: Suspending a subject’s access affects all active access types on the Access 
card. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  



How to Reinstate a Subject’s Access 
 

1. Select Subject Management from the Left Navigation Menu. 
  

 

1. Enter the subject’s SSN or first or last name, then select the search icon.  

 
  

2. Enter the subject’s SSN or first or last name in the search field, then select the search 
icon. 
 

3. Select the SSN hyperlink. 
 

 
 



4. Scroll down, select the ellipses, then select Reinstate Access.  
  

 

5. Complete the required asterisk fields, then select the Submit button.   

  



6. The green success banner will display at the top of the screen confirming access was 
reinstated. 
Note: Reinstating an access affects only the individual access type selected by the 
user. 

  



How to Approve Pending Access 
 

1. Select Subject Management from the Left Navigation Menu. 
 

 

2. Enter the subject’s SSN or first or last name in the search field and then select the 
search icon. 
 

3. Select the SSN hyperlink. 
 

 
  



4. Select the ellipses icon, then select Pend Access. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Complete the required asterisk fields, then select the Submit button.  
  



6. The green success banner will display at the top of the screen confirming the accesses 
were changed to Pending. 
Note: Pending a subject’s access affects all active access types on the Access card. 
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