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As we begin to transition to National Background Investigation Services (NBIS), below is a cheat 
sheet which will help provide some clarity around the roles and what is needed to be successful in 
NBIS. 

• Needed – are those roles that are needed outside of the typical FSO role 
• Pro Tip – are those roles that a normal user will not have, it will be those users 

who would configure the system for custom automation or leveraging the 
system for additional functionality   

 
NBIS USER ROLE RESPONSIBILITY What Do I Need 
Facility Security 
Officer (FSO) 

• Manage Subjects 
• Initiating Case Requests 
• Mass initiation 
• Mass affiliation 
• Create service catalog requests 
• Add/edit subject’s PII 
• Edit Access Levels 
• Complete Appeals 
• Complete adjudication sub-tasks 
• Create, edit, request, approve visit 
requests 
• Reassign tasks to users in org 
• Manage contractor affiliations 

 
 
 
This combined with the Reviewer 
role and Task Reassignment role 
will give you the same role as 
Security Officer/Security Manager 
in DISS. 

Notification 
Manager 

•Create & Manage notifications for org Needed/Pro Tip - A person in your 
org will need this to role. Still TBD 
on what to do with it. (Can create 
new notifications or add existing 
notifications from a library to an 
organization). 

Order Form 
Template Manager 

•Create & Manage Order Form 
Templates for org 

Pro Tip – allows you to configure a 
template that prepopulates the 
AUB portion of initiation request.  

Org Assignment 
Manager 

•Manage assignment rules for org Pro Tip – allows orgs to prioritize 
work based on attributes such as 
case type. 

Org Manager •Manage details & hierarchy for org  
“Hierarchy Manager” 
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Org Workload 
Manager 

•Assign cases to users within org 
•Manage skillsets of users in org 

Pro Tip – allows you to configure 
how cases get automatically and/or 
manually moved into person work 
basket. 

Program Tag 
Manager 

•Manage the program tags for org Pro Tip – allows you to put a tag on 
certain subject records. Can also be 
used to put restrictions on who can 
access cert subject records.  

Reviewer •Review standard form 
•Accept or Reject subject responses 
•Add attachments to responses for 
standard form 
•Create & search for subjects 

This combined with the FSO role 
and Task Reassignment role to give 
you the same role as Security 
Officer/Security Manager in DISS. 

Subject Viewer •Can view subject information 
•Can view visit information 

 
“Read Only” 

Task Reassignment •Can reassign cases to users within their 
team or org 
•Needs to be paired with reviewer 

This combined with the Reviewer 
role and FSO role to give you the 
same role as Security 
Officer/Security Manager in DISS. 

User Manager •Can create and manage users within 
their organizations. 

  
 “Account Manager” 

Workflow Manager • Can create, modify, or disable a 
workflow 

Needed – A person in your org will 
need this to role to configure a 
workflow needed for IRA. 

Reports Manager 
(Coming Soon) 

• Can create a unique report layout for 
an organization to use 

Pro Tip – allows you configure a 
report on only the fields you want 
to see in a report. 

 
 

Helpful Links and Emails: 
NBIS Training is available at:  https://nbistraining.countermeasures.com 
Industry Onboarding Team dcsa.meade.nbis.mbx.nbis-industry-onboarding-team@mail.mil 
Email the NISPPAC DISS/NBIS Working Groups your questions at NISPPACindustry@gmail.com 
NISPPAC Resources (DISS and NBIS Tips): https://classmgmt.com/nisppac.php (under resources) 
 
 

 
 

https://nbistraining.countermeasures.com/
mailto:dcsa.meade.nbis.mbx.nbis-industry-onboarding-team@mail.mil
mailto:NISPPACindustry@gmail.com
https://classmgmt.com/nisppac.php

