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Purpose: To demonstrate how to search for subjects. 

SEARCH FOR A SUBJECT 

How to Search for a Subject from Global Subject Search 
 
Initiating a case request requires locating or creating the subject. To locate a subject through 
the Global Subject Search box, follow these steps: 

1. Navigate to the Global Subject Search box located at the top right of the screen, enter 
the subject’s Social Security number (SSN), then select the magnifying glass.  
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2. If the subject is in NBIS, their worksheet will display.   

 
 
 
 
 
 
 
 
 
 
 

3. If the SSN is not in NBIS, the user will need to create a new subject. 
4. To make updates to a subject’s personal information in the worksheet, visit the upper 

left of the Subject Banner, then select the pencil icon. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



5. Make needed updates, scroll down, and select Submit. 
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How to Search for a Subject from the Subject List 

1. Select Subject Management from the Left Navigation Menu.  

 

 

 

 

 

 

 

 

2. The My Subject List page will appear. Locate a subject by entering one of the following 
data points into the Search on All Fields free text box: full SSN (with or without 
dashes), last four digits of the SSN, first name, last name, organization, association, 
affiliation, place of birth, or email. 

3. Select the checkbox to Include Subject in My Hierarchy.  
4. Select the magnifying glass icon to the right of the Search box.  

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



Search results will populate.  

 

 

 

 

 

 

 

 

 

5. Select the SSN of the subject.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. View the subject’s worksheet.  
 
 

 

 

 

 

 

 

 

 

  



How to Search for a Subject Using the Advanced Search Feature 

1. Select Subject Management from the Left Navigation Menu. 

 

 

 

 

 

 

 

 

 

2. Select the Advanced Search hyperlink.  

 

 

 

 

 

 

 

 

  



The Advanced Search box will appear.  

 

3. Check the box to Include Subject in My Hierarchy.  
4. Select an option from the Search Field drop-down menu. In this example, Last Name is 

selected. 
5. Complete the field for the option chosen. In this example, the last name Bunny is 

searched for.  
6. If this is the only search criteria needed, select Submit. 

 

 

 

 

 

 

 

 

  



Search results will populate.  

 

 

 

 

 

 

 

 

7. Select the Refine Search hyperlink to refine the search further using additional search 
criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Select the +Add Search Criteria hyperlink to add additional criteria to the search. 

 

 

 

 

 

 

 

 

9.  An additional Search Field box will appear below the original Search Field box. Select 
an option from the Search Field drop-down menu. 

10.  Select Submit to conduct the search. 
 
 

 

 

 

 

 

 

 

  



11.  If needed, select the trash can icon to the right of the Search Field Option to delete the 
criteria.  

 

 

 

 

 

 

 

 

12. If needed, all search field criteria can be cleared by selecting the Clear All hyperlink, 
then selecting Submit. 
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