
   
 

   
 

 

 

Purpose: To illustrate how to create and modify access and hosting requests.  

VISIT MANAGEMENT: CREATING AND SENDING REQUESTS 

Scenario Summary: Visit Management allows Subject Managers and FSOs to create visits and 
invite organizations to attend meetings and events. 
 

How to Create and Send out a Host Request 
 

How Organization A Sends a Hosting Visit Request to Organization B 
 

VISIT MANAGEMENT: CREATING AND SENDING REQUESTS 
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1. Select Visit Management from the Left Navigation Menu.  

 
2. Select Create Visit from the Actions drop-down.  

  



   
 

   
 

3. Select Hosting Visit from the Visit Type drop-down and complete the rest of the required 
fields (denoted by red asterisks).  

4. Select Continue. 
Note: The Hosting Organization field will be a drop-down if the user manages multiple 
organizations. 

  



   
 

   
 

5.  Select Use SSC Address from the Visit Address drop-down to auto-populate the hosting 
organization’s address. After entering all required data fields, select Continue. 
Note: A different address can be entered by selecting Provide Visit Address instead. 

6. Enter the name of the organization in the Organization field and select it from the list when it 
appears. 

7.  Select Add. 

  



   
 

   
 

8.  Once the organization has been added, it will be displayed under the Organization column. 
Select Submit. 

Note: Multiple organizations can be added from this screen. If there is a need to remove an 
organization, select the trash can icon in its respective row. 

 

9. A green success banner confirms the visit was created. Review the information and select 
Close. 

  



   
 

   
 

10. Verify the hosting visit has been created by selecting the Today or Upcoming tab. 
Note: No further action is required until the invited organizations reply to the hosting visit 
request. 

 
 

 

  



   
 

   
 

How the Visiting Organization Responds to the Hosting Visit Request 
 

1. The invited organization will receive a notification in the Notifications inbox saying that a 
task requires action. Select the View hyperlink from the notification. 
Note: Alternatively, the Visit Name can be selected from the Upcoming tab. 

 

2. The invited organization must communicate which visitors it intends to bring to the visit. 
Scroll down to the Visitors section and select the +Add Visitor hyperlink. 

  



   
 

   
 

3. Three search fields will appear to query visitors in NBIS: Search by SSN, Search by First 
Name, and Search by Last Name. Enter subject information into any of these fields and 
select the magnifying glass icon to search for them. 

4. From the rows of search results, select Add Visitor. 

 

5. Once the desired visitors have been added, select Submit. 
Note: Select the trash can icon to remove a visitor from the list. 

  



   
 

   
 

6. Dual green success banners confirm the visit and that the list of visitors has been edited. 
7. Select Close. 

  



   
 

   
 

How the Hosting Organization Approves/Rejects Visitors 
 

1.  A notification will appear in the Notifications inbox when an invited organization has made 
changes to the Hosting visit request. Select the View hyperlink from the notification. 
Note: Alternatively, the visit can be opened by selecting the Visit Name from either the 
Tasks or Upcoming tabs. 

  



   
 

   
 

2.  Scroll down to the Visitors section to see the list of visitors that the invited organization 
would like to send. Select the Pending drop-down in the Status column.  

3.  Select either Approved or Denied.  
Note: Select Approve All to approve all the subjects on the Visitors list.  

4.  Select Submit once all subjects have been approved or denied. 

 
5.  Dual green success banners confirm the visit has been edited and the list of visitors has 

been updated. 
6.  Select Close. 



   
 

   
 

How to Create and Send a Visit Request  
 

How Organization A Requests to Visit Organization B 
 

1. Select Visit Management from the Left Navigation Menu. 

 
2. Select Create Visit from the Actions drop-down.  

 
  



   
 

   
 

3.  Select Request to Visit from the Visit Type drop-down and complete the rest of the 
required fields (denoted by red asterisks).  
Note: The Requesting Organization field will be set according to the current persona. 

4.  Select Continue. 

5.  Select Use SSC Address from the Visit Address drop-down to auto-populate the hosting 
organization’s address. 
Note: A different address can be entered by selecting Provide Visit Address instead. 

6.  Select Continue. 

 



   
 

   
 

7. On the Visit Summary screen, scroll down to the Visitors section. Visitors from the visiting 
organization can be added by selecting the +Add Visitor hyperlink. 

 

8.  Search for subjects by SSN, first name, or last name. Enter any of these pieces of 
information into their respective field and select the magnifying glass icon to search.  

9.  From the search results, select the Add Visitor hyperlink on the far right. 

  



   
 

   
 

10.  Select Submit when done adding visitors. 
Note: Select the trash can icon to remove any visitor from the visit request. 

 

11. Dual green success banners confirm the visitors have been added and the visit request has 
been sent.  

12. Select Close to return to the main Visit Management screen.  

  



   
 

   
 

13. Verify the visit request has been sent by selecting the Today or Upcoming tabs. 
Note: No further action is required until the hosting organization responds to the visit 
request. 

 
  



   
 

   
 

How the Hosting Organization Responds to the Visiting Organization 
 

1. The hosting organization will receive a notification in their notification inbox informing them 
the visiting organization has added visitors. Select the View hyperlink from the notification.  
Note: Alternatively, the Visit Name can be selected from the Tasks or Upcoming tabs. 

 
2. Scroll down to the Visitors section to see a list of visitors in the request. 

Note: The default status of each visitor is Pending until a decision is made.  
3. From the Status drop-down, assign either Approved or Denied for each visitor. 
4. Select Submit when done. 

  



   
 

   
 

5. Dual success banners confirm the visit was edited and the list of visitors was updated. 
6. Select Close. 

Note: No further action is required on the part of the hosting organization.  

  



   
 

   
 

Verify the Visit Request was Edited by the Hosting Organization 
 

1. The visiting organization will receive a notification in their inbox informing them that the host 
made changes to the visit. Select the View hyperlink from the notification. 
Note: Alternatively, the Visit Name can be selected from the Tasks or Upcoming tabs. 

 
2. Scroll down to the Visitors section. The Status column reflects each visitor’s status as 

previously determined by the host. No further action is needed. 
3. Select Cancel to return to the main Visit Management screen. 
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