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TABLE OF CONTENTS

VISIT MANAGEMENT: VISIT REQUEST FUNCTIONS.........cccirrrrrsnnnne s 1
HOW TO CHECK THE STATUS OF VISITORS IN A VISIT REQUEST ..o, 1
HOW TO ADD VISITORS TO AN EXISTING VISIT ... 3
HOW TO CANCEL A VISIT REQUEST ...ttt 6
HOW TO EDIT THE LOCATION OF AN EXISTING HOSTED EVENT .......ccociiiiiiiiiccrceees 9
HOW TO SET OR UPGRADE THE ELIGIBILITY/ACCESS LEVEL OF AN EXISTING VISIT .........cc.......... 12
HOW TO VERIFY RECEIPT OF A NOTIFICATION AFTER CHANGES TO THE VISIT REQUEST........... 15
HOW TO ADD AN ORGANIZATION TO AN EXISTING EVENT ..., 17

Purpose: To illustrate various visit request functions within the Visit Management tab.
VISIT MANAGEMENT: VISIT REQUEST FUNCTIONS
How to Check the Status of Visitors in a Visit Request

1. Select Visit Management from the Left Navigation Menu.

@ National Background Investigation Services Search Subject by SSN o
@ Dashboard
Task Management Current
i - Active YTD Requests 0
= v 207 65 Submitted Per
Requests Requests Week Average
8

Subject Management
The data in the above statistics represents the sum of all of your associated organizations
%, Org Management

Order Form Library Organization Reports
Below you will be prompted ta select an organization in order to view their respective reports.

Reports o
Organization

Defense Counterintelligence and Security Agency -- /NBIS/FED/

Open Requests by Type (Grouped By Status) YTD Requests by Type

n Requests

#of Ope

NF




2. Select the Today or Upcoming tab.

Note: To expand this screen for more information about the visit, select the See more link.

3. Select the Visit Name hyperlink.

@ National Background Investigation Services

hboard -
Dashboar Visit Management

P Task Management

B Visit Management

Today Upcoming History
[ Subject Management visit Type
A Al s
£, Org Management
Hostin
Order Form Library 2
ul  Reports Visit Name Requesting Organization start Date
Hosting Visit Test Defense Counterintelligence and 07/05/2022

Security Agency

Visiting

- Hosting Organization
Visit Name EOr8 Start Date

Visit Request Test 3epar(\ﬂen( of Security Managers 07/05/2022

End Date
07/08/2022

End Date
07/08/2022

Expand All
Attendees
Expand All
Attendees
See more

4. Scroll down to view the list of visitors for this event. Check the Status column in the Visitors
section to see whether a visitor was approved or denied. Select Cancel to return to the
Visit Management screen.

m National Background Investigation Services

@ Dashboard

Visit Management IETE=l

Task Management

p
B visit Management
[J Subject Management

A\, Org Management P
A o = Requested Organizations
[ oOrder Form Library Organizations
(Depariment of Securiy =)
5 System Settings
Visitors
Wl Reports
To add a visitor from your organization, select the Add Visiter link below. To remove a visitor, select the trash can icon.
Error Management

SSN Name

Name = ion Code = Determination

Department of Security

il 1005P Not Specified
Department of Security oo Not Specified
Managers 1
Department of Security .o Not Specified
Managers 1
Department of Security oo Not Specified

Managers 1

Point of Contact

Access Type

Not Specified

Not Specified

Not Specified

Not Specified

Point of Contact

status

Approved

Denied

pending

pending




How to Add Visitors to an Existing Visit

1. Select Visit Management from the Left Navigation Menu.

@ Dashboard

P Task Management
[J Subject Management
A, Org Management
Order Form Library

Wl Reports

m National Background Investigation Services

YTD
Requests

Active
Requests

207

Search Subject by SSN - () @)

Current
Requests
69 Submitted Per
Week Average
7

The data in the above statistics represents the sum of all of your associated organizations

Organization Reports

Below you will be prompted to select an organization in order to view their respective reports.

Organization

Defense Counterintelligence and Security Agency - /NB

Open Requests by Type (Grouped By Status)

# of Open Requests

Nationa

Tier 1 ier 2 ier3 Tier 3 Tier 4 Tier5 Tier 5
Agency Reinvesti Reinvesti
Check gation gation

YTD Requests by Type

Tier 1,9

National Agency Check, 3

Tier2,3

Tier 5,3
Tier 3,4

Tier 2 Reinves

Tier4, 4

Q

NF

2. Select the Visit Name hyperlink from the Tasks tab or the Visiting section of the Upcoming

tab.

Dashboard
P Task Management
B Visit Management
[0 subject Management
Org Management
[ Order Form Library

ol Reports

Q National Background Investigation Services

Visit Management

Tasks Today Upcoming History
Visit Type
All v

Hosting

Visit Name Eeqfuesurég Dr[ga mlatH'.Dn 4 Start Date
efense Counterintelligence an:
Sample Hosting Visit unterintetliger 07/25/2022
Security Agency

Visiting
Visit Name Hosting Organization Start Date
Sample Visit Office of Security Programs 07/26/2022

End Date Attendees
07/29/2022 0 View
Expa
End Date Attendees
07/28/2022

1 Al




3. Select the +Add Visitor hyperlink to open the Search by fields.

Note: Select the trash can icon to remove a visitor.

(&) National Background Investigation Services

@ Dashboard

P Task Management
B Visit Management
[ Subject Management
A, Org Management
[ oOrder Form Library

System Settings

Reports

Error Management

Visit Management

Visit Summary
Visit Information

Visit Name Reason for Visit

Practice Visit Training
Start Date End Date
06/30/2022 06/30/2022

Determination Access Type

Visit Deseription

Requested Organizations
Organizations

(Cohort4-Parent-Org )

Visitors

To add a visitor from your organization, select the Add Visitor link below. To remove a visitor, select the trash can icon.

SSN Name = Name = Code = Determination
Cohortd-Parent-Org 100PE Not Specified
Cohort4-Parent-Org 100PE Not Specified

Host Information

Hosting Organization
Office of Security Programs

Visit Address
123 Main St Washington, DC, 20032

Point of Contact

Access Type

Not Specified

Not Specified

Point of Contact

Status

Approved

Approved

Use the Search by SSN, Search by First Name, or Search by Last Name fields to find a

user to add to the visit. Select the magnifying glass icon to initiate the search.

Dashboard
Task Management
Visit Management
Subject Management
A, OrgManagement
[) Order Farm Library

Reports

kground Investigation Services

Visit Management

Determination Access Type

Secret Secret

Visit Description

Requested Organizations
Organizations

Defense Counterintellige... )

Visitors

To add a

You should only add one visitor at 4 time.

search by SSN

search by First Name Search by Last Name

search Subject by First Name

First Name Last Name

Point of Contact

Search Subject by Last Name

Organization Name

Federal Trade Commission

Point of Contact

Organization Code

10005

Add Visitor

d Visitor

From the search results, select the Add Visitor hyperlink at the right of the subject’s row.

Subject by SSN o P




6. Once the list of visitors is set, select Submit.

() national Background Invi

7. The green success banners confirm the visit was edited and the visitors were updated.

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

gation Services

Determination
Secret

Visit Description

Requested Organizations

Organizations

Defense Counterintellige

Visitors

Toadd

SSN Name

Visit Management IEEEEA

Access Type

Secret

n, select the Add Visitor link below. To remo

= oOrganization Name
DCSA Adjudications
Breakout Room Two

Federal Trade
Commission

Organization Code
1000D
1000Q

1000s

Point of Contact

isitor, select the trash can icon,

Determination Access Type

Not Specified Not Specified

Not Specified Not Specified

Not Specified Not Specif

Point of Contact

Status
Pending

Pending

Pending

NF

Select Close to return to the Visit Management home screen.

National Backgr

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

Reports

Visit Management

Success. Visi

ETRame

Success.

tors update

sarr

Determination
Secret

Visit Description

Requested Organizations

Organizations
(Defen:

Visitors.

ssN Name

Reason for Vst

Training

End Date
07/

Access Type

Secret

Organization Name

DCSA Adjudications

Breakout Room Two

Federal Trade Commis:

Organization Code

FosTng

Office of Security

t Address
Main St Washington, DC, 20032

Point of Contact

Determination Access Type

Not Specified Not Specified

Not Specified

ified

Not Specified Not Specified

Point of Contact

Status

Pending

Pending

nding




How to Cancel a Visit Request

1. Select Visit Management from the Left Navigation Menu.

@ National Background Investigation Services

@ Dashboard

P Task Management

Visit Manageme

[1 Subject Management

Active
Requests

Jy  Org Management
[ order Form Library Organization Reports

Reports
il Rep Organization

I Defense Counterintelligence and Security Agency -- /NBIS/FED/ v

Open Requests by Type (Grouped By Status)

Below you will be prompted to select an organization in order to view their respective reports.

S

# of Open Reg

YTD
Requests

Search Subject by SSN @ L (NE

The data in the above statistics represents the sum of all of your associated organizations

Current
Requests
65 Submitted Per
Week Average
8
YTD Requests by Type
Nationa
Tier2,3
Tier 5 Reinvestigation, 1
Tier3,3 frersd
Tier 3 Reinve

2. Select the Upcoming tab.

3. Select the Visit Name hyperlink from the Visiting section.

} National Background Investigation Services

Dashboard -
ashhoar Visit Management
P Task Management

B Visit Management

Tasks Today Upcoming
Subject Management Visit Type
Al v
Org Management
Hosting
Order Form Library
Reports Visit Name
Visiting
Visit Name
Test Visit Request

History

Requesting Organization
Defense Counterintelligence and
Security Agency

Hosting Organization
Department of Security Managers
1

Start Date
07/18/2022

Start Date
07/25/2022

Search Subject by SSN @ L (NF

End Date Attendees
07/22/2022 ‘
e
End Date Attendees
07/29/2022

See more




4. Select Cancel Visit from the Actions drop-down.

National Background Inves ion Services

ELLLLELG

Visit Management IEEEE

Task Management

Visit Management Visit Summary

Visit Information
Subject Management

Visit Name Reason for Visit
Org Management Test Visit Request Training

Start Date End Date
@t B iy 07/25/2022 07/29/2022

Determination Access Type

Reports - -

Visit Description

Requested Organizations

Organizations

Defense Counterintellige...

Visitors

SSN Name =

Code —

No visitors at this time.

Search Subjectby SSN - ) NG INAREN S

Refresh

Cancel Visit

Host Information

Hosting Organization
Department of Security Managers 1

Visit Address
200 rain lane tampa, DE, 12332

Point of Contact Point of Contact

To add a visitor from your erganization, select the Add Visitor link belew. To remove a visitor, select the trash can icon.

Determination Access Type Status

5. The Cancel Visit pop-up appears to confirm that the visit is about to be cancelled. Select

Continue.

National Background Inv

Dashboard

Task Management
Visit Management
Subject Management
Org Management

Order Form Library

Reports Cancel Visit

You are about to cancel this visit. Do you want

Search Subjectby SSN - O, @)

to continue?




6. A green success banner confirms the visit has been canceled and a blue status box
now displays CANCELLED. Select Visit Management from the Left Navigation Menu to
return to the Task Inbox screen.

L.,{.: National Background Investigation Services Search Subject by 5SN ® 0 OF

Dashboard
Visit Management [EXEEN

Task Management

Success. Visit cancelled. b4
Visit Management
Subject Management Visit Summary
Visit Information Host Information
Org Management
Visit Name Reason for Visit Hosting Organization
Test Visit Request Training Department of Security Managers 1
Order Form Library
start Date End Date Visit Address
07/25/2022 07/28/2022 a 1
Reports / 4 200 rain lane tampa, DE, 12332
petermination Access Type Point of Contact Point of Contact
Visit Description o

Requested Organizations
Organizations

(Defense Counterintellige... )

Visitors

To add a visitor from your organization, select the Add Visitor link below. To remove a visitor, select the trash can fcon.

SSN Name =|or
—  Name

= Determination Access Type Status




How to Edit the Location of an Existing Hosted Event

1. Select Visit Management from the Left Navigation Menu.

(-D National Background Investigation Services @ L (NF

€ Dashboard

F Task Management Current
Active YTD Requests
[ — R " 207 R " 65 Submitted Per
8 equests equests Week Average
8
Subject Management
The data in the above statistics represents the sum of all of your associated organizations
%, Org Management

Order Form Library Organization Reports

Below you will be prompted to select an organization in order to view their respective reports.
Reports o

Organization

Defense Counterintelligence and Security Agency -- /NBIS/FED/| ~
Open Requests by Type (Grouped By Status) YTD Requests by Type
0
Tier 1,8
23
Tier2,3
Tier 5 Reinvestigation, 1
Tier3,3 Tier5,3
Tier 3 Reinv:

2. Select the Today or Upcoming tab.
3. Select a hosting visit hyperlink from the Visit Name column.

L.,;. National Background Investigation Services Search Subject by SSN ® % (nNF

Dashboard

Visit Management

Task Management

Visit Management ‘
Tasks Today Upcoming History

Subject Management

Visit Type

Al s
Org Management

Hosting
Order Form Library
Reports Visit Name I;ec;uesngg Or(gamztatllon 4 StartDate End Date Attendees

efense Counterintelligence an
Hosting Visit Test & 07/05/2022 07/08/2022 (

Security Agency

See more

Visiting
Visit Name gosmf Drg(anf\zgauon( M Start Date End Date Attendees
Visit Request Test | chariment ol Security Managets - o7/05/2022 07/08/2022 0 View

See more




4. Select Edit Host Details from the Actions drop-down menu.

@ National Background Investigation Services Search Subject by SSN @ 0O (NF

ELLLLELG L.
Visit Management XN
Task Management Refresh
- Close Visit
Visit Management Visit Summa
y Edit Visit Details
Visit Information Host Information i i
Subject Management Edit Host Details
Visit Name Reason for Visit Hosting Organization Add Organization
Org Management Hosting Visit Test Training Defense Counterintelligence and Security Agency
Start Date End Date Visit Address
Order Form Library 07/05/2022 07/08/2022 123 Main St Quantico, VT, 12345
petermination Access Type Point of Contact Point of Contact

Reports - -

Visit Description

Requested Organizations

Organizations

( Department of Security .. )

Visitors

To approve or deny a visitor, select an option from the Status dropdown.

SSN Name = Organization Name = Organization Code = Determination Access Type Status

No visitors at this time.

5. Update the location data fields to reflect the new address for the hosted event.
6. Select Submit.

m National Background Investigation Services Search Subject by SSN ® L (8

Dashboard

Visit Management EEEEED

Task Management

Provide Visit Address v
Visit Management Street Address Suite/Room
123 Main Street Enter Suite/Room...

Subject Management
Building/Facility

Org Managemy Enter Building/Facility...
Order Form Library City State
Springfield Arkansas A
Reports
Zip Code
15554

Point of Contact

Name 1* Phone Number 1* Email Address 1*

= £




7. A green success banner confirms the visit has been edited. Select Submit.

Note: The new address now displays as the visit address for the hosted event.

Dashboard

Task Management

Visit Management

Subject Management

A, OrgManagement

Order Form Library

Reports

Visit Management

Success Visit edited

start Date

06/24/2022

Determination

visit Description

Requested Organizations
Organizations

Department of Security

Visitors

To approve or deny a

SSN Name

No visitors at this time.

Cancel

isitor, select an option from the Statu

End Date
06/30/2022

Access Type

=  Organization Name Organization Code =

Visit Address
123 Main Street S

Point of Contact

Determination Access Type Status

8. The Submit button is replaced with the Close button. Select Close.

m National Background Iny

Dashboard

Task Management

Visit Management

Subject Management

Org Management

Order Form Library

Reports

Visit Management

Success. Visit edited

Visit Summary
Visit Information

visit Name

Start Date
06/24/2022

Determination

Visit Description

Requested Organizations

Organizations

(Deper

nt of Security

Visitors.

ssN Name

No visiters at this time.

End Date
06,

Access Type

Organization Name =

Host Information

Hosting Organization
Defense Counterintelligence and

Visit Address

Point of Contact

Access Type

Status

[&




How to Set or Upgrade the Eligibility/Access Level of an Existing Visit

1. Select Visit Management from the Left Navigation Menu.

@ National Background Investigation Services ®@ L (NE
@ Dashboard
Current
F Task Management Active o Requests 0
[1 Subject Management 8
The data in the above statistics represents the sum of all of your associated organizations
Jy  Org Management
[ order Form Library Organization Reports
Below you will be prompted to select an organization in order to view their respective reports.
ol Reports -
Organization
I Defense Counterintelligence and Security Agency -- /NBIS/FED/
Open Requests by Type (Grouped By Status) YTD Requests by Type
20
Tier 1,8
23
—
H
< National Agency Check, 3
2
o
= Tier2,3
*
Tier3,3 Tier5,3
Tier 3 Reinvestigation, 1
Tier 4,4
.
2. Select the Today or Upcoming tab.
3. Select the Visit Name hyperlink from the Hosting section.
(D National Background Investigation Services 1\ (NE

Dashboard Visit Management

Task Management

Visit Management

Tasks Today

History
Subject Management Visit Type View
_ All Y 'ﬁ’ Attendees
/y Org Management
Hosting
Order Form Library
T Visit Name RD“:"ESUZE orga"'ztﬁ‘”'i" d Start Date End Date Attendees
1 Test Defense Counterintelligenceand oo o0 06/29/2022 Qview
Security Agency
See more
Visit Name ;e?"eng o'g']"'z'"Hm" " Start Date End Date Attendees
sit Test etense counterintelligence and  o6/21/2022 06/29/2022 View
Security Agency
See more
Visiting

No visits at this time.




To update the security determination and access type to Secret:

4. Select Edit Visit Details from the Actions drop-down.

(D National Background Investigation Services @ 0 (NE
< Destboard Visit Management

Task Management Refresh
Visit Management Visit Summary Close Visit
Edit Visit Details
. Visit Information Host Information ]
Subject Management Edit Host Details
Visit Name Reason for Visit Hosting Organization Add Organization
\,  Org Management Visit Test Training Defense Counterintelligence and Security Agency
Start Date End Date Visit Address
Order Form Library 06/20/2022 06/29/2022
Determination Access Type Point of Contact Point of Contact
Reports
Visit Description

Requested Organizations

Organizations

Department of Security ...

5. Update the Determination and Access Type fields to Secret.
Note: All previously completed fields will remain filled out.
6. Select Submit.

o i e e G Search Subject by SSN ® 0 @

@ Dashboard

Visit Management

Task Management

Visit Management Visit Informati

Update visit info by completing the fields below. Select the Submit button at the bottom of the page to update the visit.
Subject Management Visit Type Reason for Visit

Hosting Visit Training

W Gn
A, OrgManagement
® Visit Name*

\ Visit Tes
[ order Form Library Visit Test

e Visit Description

Enter Visit Description..

Start Date * End Date*
06/20/2022 06/2972022
Determination Access Type
Secret v Secret v

Hosting Organization
Defense Counterintelligence and Security Agency

m

Note: Any visitor that was previously approved will be returned to a Pending status. The Host
will need to approve/deny them again after this update.



7. A green success banner confirms the Determination and Access Type have been
successfully changed to Secret. Select Submit.

(.D National Background Investigation Services

Dashboard

Visit Management

Task Management

Success Visit edited

Visit M.

Subject Management Visit Summa ry
Visit Information Host Information
0Org Management
Visit Name Reason for Visit Hosting Organization
; Visit Test Training Defense Counterintelligence and Security Agency
Order Form Library
Start Date End Date Visit Address
08/20/2022 06/29/2022
Reports
Determination Access Type Point of Contact

Secret Secret

visit Description

Requested Organizations

Organizations

(Department of Security .. )

Visitors

To approve or deny a visitor, select an option from the Status dropdown

SSN Name = Organization Name = Or ion Code = Deter i Access Type Status

No visitors at this time.

Approve A

8. Review the information, scroll down, and select Close.

2 Dashboard

Visit Management

Task Management

Success. Visit edite

Visit Management

Subject Management Visit Summary
Visit Information Host Information
Reason for Visit Hosting
Training Defense erintelligence and
Order Farm Library
Start Date End Date Visit Address
06/20/2022 06/29/2022
Reports
Determination Access Type Pokmt of €ontact
Secret Secret

Visit Description

Requested Organizations

Organizations

Department of Security .. )

Visitors

sSN Name Organization Name Code Access Type Status

No visitors at this time.




How to Verify Receipt of a Notification After Changes to the Visit Request

1. The first notification the host organization will receive will be an email stating that a change
has been made to the event and which entity made that change.

donotreply@nbis.mil | StReply (2Reply All (5 Forward

NBIS Visit Management 12:58 PM donotreply@nbis.mil 1258 P
Testing 123 from Department ! -

of Security Managers 1 made | NBIS Visit Management .

[lesting 123 from Department of Security Managers 1 made changes.

2. To verify the change, check if a new notification is waiting in the cue. Select the bell icon in
the top right corner to open the Notifications inbox.

3. Select the View hyperlink on the hosted event notification.

@ National Background Investigation Services

©Q Dashboard Notifications X
Practice Visit from Cohort4-Parent-Org added
[P Task Management visitors,
Active YD Reques 31 minutes ago
i Submit View
=] Visit Management Requests 3 Requests 4 A
Weel Practice Visit from Cohortd-Parent-Org requires

[ Subject Management action.

49 minutes ago
The data in the above statistics represents the sum of all of your associated organizations  view
£\ Org Management
Practice Visit from Cohort4-Parent-Org added

4l Reports Organization Reports visitors.

49 minutes ago
Below you will be prompted to select an organization in order to view their respective reports. view
Organization June Meeting will end in 1 day.
19 hours ago
Office of Security Programs - /NBIS/FED/EXEC/CAB/DOTR/SACI/OSP/ ~ e g
June Meeting will end in 1 day.

Open Requests by Type (Grouped By Status) YTD Requests by Type 22 hours ago

view

) Show More

en Requests

#of Op
z
2




4. The hosting organization must approve or deny the visitors that have been added to the
visit request. Select the Pending drop-down from the Status column.

5. Select either Approved or Denied for each visitor.
6. Select Submit.

National Background Investigation Services

Dashboard

Visit Management IEEEEE

) Task Management
Visit Description

Visit Management

Subject Management o
Requested Organizations
GEManapement Organizations

((Defense Counterintelige... )
Reports -

Visitors

To approve or deny a visitor, select an option from the Status dropdown.

SSN Name = Organization Name = Organization Code = Determination Access Type Status
DCSA Adjudications 1000D Not Specified Not Specified Pending ¥
Breakout Room Two 1000Q Not Specified Not Specified Approved ~
Federal Trade Commission 10005 Not Specified Not Specified Pending ~
Pending
Denied
Approved F

canl m

7. Dual green success banners will appear to confirm the visit itself and that the list of visitors
has been edited. Select Close.

£-#) National Background Investigation Services

Dashboard

Visit Management

Task Management

Success, Visit edited.

Visit Management

Success. Visitors updated. X
Subject Management e S Ll Point of Contact Point of Contact 2
Secret Secret o
Org Management Visit Description o
Reports
Requested Organizations
Organizations
((Defense Counterintellige... )
Visitors
SSN Name =  Organization Name =  Organization Code = Determination Access Type Status
DCSA Adjudications 10000 Not Specified Not Specified Pending
Breakout Room Two 1000Q Not Specified Not Specified Approved
Federal Trade Commission 100§ Not Specified Not Specified Denied

Close




How to Add an Organization to an Existing Event

1. Select Visit Management from the Left Navigation Menu.

@ Dashboard

P Task Management
[ Subject Management
J Org Management
[ oOrder Form Library

ol Reports

m National Background Investigation Services

2. Select the Upcoming tab.

Dashboard

Task Management

B Visit Management

Subject Management

Org Management

Order Form Library

Reports

\"r"‘ National Background Investigation Services

Subject by SSN ® L (NE
Current
. Requests
Active YTD K
R 207 R 65 Submitted Per
equests equests Week Average
8
The data in the above statistics represents the sum of all of your associated organizations
Organization Reports
Below you will be prompted to select an organization in order to view their respective reports.
Organization
I Defense Counterintelligence and Security Agency -- /NBIS/FED/| ~
Open Requests by Type (Grouped By Status) YTD Requests by Type
0
Tier 1,8
]
—
? N National Agency Check, 3
I3
= Tier2,3
-
Tier 5 Reinvestigation, 1
Tier3,3 Tier 5,2
Tier 3 Reinve
Tierd4,4
3. Select the Visit Name hyperlink from the Hosting section.
Search Subject by 55N ® 0 (v
Visit Management
Tasks Today Upcoming History
Visit Type
A ~
Hosting
Visit Name r;e?uesnzg Dr‘gamztatll.on d Start Date End Date Attendees
N efense Lounterintelligence an .
Visit Tes / 0 View
Visit Test 2 Security Agency 06/24/2022 06/30/2022 0 Viey
See more
Visiting

Na visits at this time.




4. Select Add Organization on the Actions drop-down menu.

Note: The original requested organization when the visit was created appears under
Requested Organizations.

\-’5- National Background Investigation Services

€ Dashboard
P Task Management

B Visit Management Visit Summary

. Visit Information
[J Subject Management
Visit Name

A, Org Management Visit Test 2

Start Date
Order Form Library 06/24/2022

Determination

Visit Management EEEEEA

Reason for Visit
Training

End Date
06/30/2022

Access Type

Host Information

Hosting Organization
Defense Counterintelligence and Security Agency

Visit Address

Point of Contact

Wl Reports —

Visit Description

Requested Organizations

Organizations

( Department of security .. )

Search Subject by SSN @ L\ (NF

Actions

Refresh

Cancel Visit
Edit Visit Details
Edit Host Details

Add Organization

5. Begin entering text in the Organization field and select the desired organization when it

appears in the drop-down list.
6. Select Add.

O National Background Investigation Services

@ Dashboard .
Visit Management

P Task Management

Visit Management

Add Organizations

Add organizations below. Select the Submit button at the bottom of the page to finish creating the visit.

Subject Management

Organization

nbis
Org Management

NES

_ Department of NBISC NBISOT 1003Q = Organization Code

Order Form Library —

NBIS Test Case Initiat  NBISE2E1 100NM 1007F
System Settings NBIS TestHarness Ca  NBISTEST1 100U
Reports Training Team NBIS2  TTN2 1003M
Error Management A NBIS SA Playground ~ NBISSA 100IM

[ Department of NBIS™ TRAINING 10032
NBIS HD T2 Organiza NBISHD 1000F
NBIS Session Team  NST 1009W

Search Subject by SSN @ (R

Delete




7. The newly added organization will be added to the list under Organization. Select Submit.

q National Background Investigation Services Search Subject by SSN ® k=R

Dashboard

Visit Management EEEEDS

Task Management

Visit Management Add Organizations
Add organizations below. Select the Submit button at the bottom of the page to finish creating the visit.
Subject Management Organization
| Select Qrganization... J I Add I
Org Management
e e Organization = Organization Code = Delete
Office of Security Programs 1007F
System Settings
NBIS Session Team 1009W

Reports

Error Management

cancel m

8. A green success banner confirms the visit has been edited. Verify the information for
accuracy. Select Submit.

Note: The newly added organization now appears under Requested Organizations.

@ National Background Investigation Services search Subject by SSN o 2@
@ Dashboard .
Visit Management

P Task Management

Success Visit edited. X
B Visit ’
Visit Information Host Information
[ Subject Management Visit Name Reason for Visit Hosting Organization
Sample Hosting Visit Training Defense Counterintelligence and Security Agency
£ Org Management. Start Date End Date Visit Address
07/25/2022 07/25/2022 123 Main St Quantico, VT, 12345

D oOrder Form Library Determination Access Type

secret Secret

Point of Contact

& system Settings
Visit Description -

al Reports
(@ Error Management

Requested Organizations

Organizations

(Ofice ot Securiy Prograr. ) (NBIS Session Team)

Visitors

To approve or deny a visitor. select an option from the Status dropdown.

ssn Name = Organization Name = Oorganization Code Determination Access Type status

No visitors at this time.

Approve All

Cancel m




9. The Submit button is replaced by the Close button. Select Close to return to the main Visit
Management screen.

m National Background Investigation Services

2 Dashboard

Visit Management IEEEES

P Task management

Success. Visit edited.

B Visit Management . N
Visit Summary

[ Subject Management Visit Information Host Information
Visit Name Reason for Visit Hosting Organization

£, Org Management Visit Test 2 Training Defense Counterintelligence and Security Agency
Start Date End Date Visit Address

Order Form Libral q 0120

D y 06/24/2022 06/30/2022 123 Main Street Springfield, AR, 15554

Determination Access Type Point of Contact

ol Reports

Visit Description

Requested Organizations

Organizations
((Department of Security ... ) (DEMO TEST ORG )

Visitors

SSN Name = OrganizationName = Organization Code = Determination Access Type Status

No visitors at this time.

DEFENSE COUNTERINTELLIGENCE
AND SECURITY AGENCY
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