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Purpose: To illustrate how to create a new subject and update the subject’s 
profile. 

CREATE A SUBJECT 
How to Create a New Subject  

1. Enter the subject’s Social Security number (SSN) in the Global Subject Search 
box at the top right of the screen and select the magnifying glass. If the SSN is 
not currently associated with a subject in NBIS, the user will be prompted to 
create a new subject. 

  

Job Aid 



2. The No Social Security Number Found modal will display.  
3. Select Continue to create a new subject.  

 

 

4. Complete the required fields marked with an asterisk, then select Continue. 

  



5. Add an affiliation by selecting the organization from the drop-down menu under 
Owning Organization. 

6. Select the appropriate option from the Category drop-down menu. 
7. Select Submit. 

 

8. A green success banner confirms the subject profile was created.  

 

  



How to Update a Subject’s Profile 

1. Enter the subject’s SSN in the Global Subject Search box at the top right of the 
screen, then select the magnifying glass.  

 

2. The subject worksheet will display. 

  



3. Select the pencil icon next to the subject’s name to begin editing. 

 

 

 

 

 

 

 

 

 

 
4. The Edit Subject Information page will display. Make necessary changes in the 

fields. 

 

  



5. Select Submit once changes have been made. 
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