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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.

ashboard Subject Management

Task Management

=] Visit Management My Subject List

Subjects in your organization are listed below. To include all subjects in your hie

Actions

Subject Management

Search
A, Org Management Search on All Fields lud bjects in My H y
Advanced Searct
Order Form Library -
Total Results: 3 1,034
{8 System Settings
SSN Last Name First Name Citizenship Organization Determination lination Status
Reports
Defense Counterintelligence and
Bels stell Uniced states Defense Counterinteligence and 5 po/ic Active
(D Error Management ecurity Agency/10
Olive Sarah United States Defense Counter \':[EH igence and
Security Agency/1000C
Cook Tia United States Ii:%zé:g”[ CiEeeri v neRes Secret Active
Jetson Judy United States Office of Security Programs/1007F  Secret, Suitable/Fit Active
BERGMAN KAREN United States Vetting Risk Operations CV/100P6 —_— —_—

BRADY EILEEN United States Vetting Risk Operations CV/100P6 —_— —




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

No Social Security Number Found X

No Subject found with the SSN: 234578967. Select the Close icon to try again or

select Continue to create a new subject with this S5N.

4. Complete the required fields marked with an asterisk, then select Continue.
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@ Dashboard ;
= Create New Subject
M Task Management Identifying Information -
e Social Security Number (SSN) Electronic Data Interchange Personal ID (EDIPI)
E=]  visit Management 874-89.5665
‘ Enter EDIPL.. ‘

[ Subject Management

First Name * Middle Name or Initial Last Name * Suffix

Org Management ‘ Enter First Name... ‘ ‘ Enter Middle Name... ‘ ‘ Enter Last Name... | ‘ Select Suffix... ~

D Order Form Library Email Address* Phone Number*

EErp— [ — \

System Settings

Marital Status*
al Reports ‘ select Marital Status... ~ ‘
(@ Error Management

Citizenship Information

No citizenships added

{ Add Subject Citizenship

Birth Information

Date of Birth * Country*

‘ mmydd/yyyy —‘ ‘ Select Country. ~ ‘

City* County State/Province

‘ Enter City.. ‘ ‘ Enter County... ‘ Select State ~




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.
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Dashboard

Create New Subject

[? Task Management

R — Add Affiliation
To add an tion, compleate the fields below and select the Submit butron.

Subject Management Owning Organization* Category* Main Organization
Select Owning Org... v Select Category... \

Org Management > ELrE EoY.

Order Form Library Add Servicing Organization

System Settings

Reports

Error Management

8. A green success banner confirms the subject profile was created.
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Dashboard X Actions
Smith, George Program Tags:

Task Management
Place of Birth: Washington, District of

Citizenship: United States - , Date of Birth: Aliases: N/A Contact Info: View
- Columbia
Visit Management
Success. New subject Smith, George was created
Subject Management
ERE TR parE Profile Attachments tes
xR ey Profile Add Notes
System Settings Organization™
Active \ stor
Select Organization... ~
Reparts .
i .
Active Title
e [ Tt Filter By Enter Title...
See All... v
Notes
Cases Expand A Enter Notes...

There are currently no open cases.

Determinations Grant Determinatior




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.

L’j National Backgr d Investigation Services

Dashboard Subject Management

Task Management

Visit Management My Subject List

Subjects r organization are listed below. To include all subfects in your hierarchy, select the checkbox. Select the Advanced Search link to specify fields to search for.
Subject Management

Search
Org Management Search on All Fields Include Subjects in My Hierarchy

edS

Order Form Libra
v Total Results: (& 1,035

ystem Settings

SSN Last Name =  First Name = Citizenship =  Organization Determination =  Determination Status =
Reports
Bella stella United States Defense Counterintelligence and g/t Active
Error Management Security Agency/1000C
Olive sarah United States Defense Counterintelligence and L
Security Agency/1000C
. Securin
Cook Tia United States ?i;an'ég‘em ciSeosiviaag Secret Active
/
L &) National Background Investigation Services Search
Dashboard
[Z]Smith, George Program Tags:
Task Management
Citizenship: United States Place of Birth: ?‘3‘5‘"‘”5(0”' District of Date of Birth: Aliases: /A Contact Info: View
olumbia
Visit Management
Subject Management Profile = !
Org Management Profile Add Notes
Organization*
Order Form Library Active Case Histor verting H
Select Organization ~
System Settings Active
Title
Reports Filter By Enter Title
See All ~
Error Management Notes
Cases Enter Notes...

There are currently no open cases

Determinations

There are no current determinations.

Affiliations

Add Affiliation

Upload Attachments




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

Smith, George Program Tags

Task Management
Place of Birth: Washington, District of

Citizenship: United States - Dawe v oirun urud 1975 Aliases: N/A Contact Info: View
.. Columbia
Visit Manage
Subject Management Profile Its
Org Management Profile Add Notes
. Organization*
Order Form Library Active Case Histor Jetting Hista
Select Organization. v
System Settin; Active
Title
Reports Filter By Enter Title
See Al ~
Error Management Notes
Cases Expand Al Enter Notes...
There are currently no open cases.
Determinations G mination

There are no current determinations.

Affiliations

Upload Attachments

4. The Edit Subject Information page will display. Make necessary changes in the
fields.
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Dashboard .
Smith, George Program Tags:
Task Management
Citizenship: United States Place of Birth: ;::"r”;‘f“'” District of Date of Birth: Aliases: N/A Contact Info: V
Visit Management <
Subject Management . .
- Edit Subject Information
Org Management Personal Information
Order Form Library Identifying Information
. Social Security Number (SSN) Electronic Data Interchange Personal 1D (EDIPI) Passport Number
System Settings
nter EDIPI.. Enter Passport N
Reports
First Name * Middle Name or Initial Last Name™* Suffix
Error Management George Enter Middle Name Smitt select Suffix v
Home Address
Country Street Address City Zip Code
~ Enter Street address... Enter City...

Email Address* Phone Number*

george.smith@test.mail 123-456-7890

Marital Status *




5. Select Submit once changes have been made.
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Smith, George Program Tags:
Task Management
i vashington, District of X ‘
Citizenship: United States Place of Birth: Washington, District o Date of Birth: Aliases: N/A Contact Info: View
2 Columbia
Visit Management
Birth Information
Subject Management
Date of Birth* Country*
Org Management United States ~
* ince*®
Order Form Library City County State/Province
Washington Enter County. District of Columbia ~
System Settings
Reports Program Tags
Error Management Show Disabled Program Tags
Program Tags
Select Program Tags. ~
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