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The NCIS Search Manual has been prepared by th& am
to assist users of the NCIS in searching the da&gaba

This is a third revision of the first version oktimanual and we
invite your comments, feedback and suggestionsngn a
additional information you would like to see cowend how
we can improve the current contents.

Please forward your feedback by emaihtas @vifm.orgor
phone Help Desk on (03) 9684 4442.

This version of the NCIS Search Manual versiondiffgrs
from NCIS Search Manual version 1.1 in that it eoms
material on the changed appearance and functiglihe
Find Casesearch option as well as giving more details of wh
multiple instances of case records may appearum gearch
results.




SECTION 1 INTRODUCTION

The National Coroners Information System (NCIS) as initiative of the
Australian Coroners’ Society and had been desigogovide access to coronial
information in a timely manner. It managed by atisecof the Victorian Institute
of Forensic Medicine (VIFM). For more informatiobaut the NCIS please visit
our web site -http://www.ncis.org.au

1.1 Whatis in the NCIS?

The NCIS stores coronial data from all Australidgat& and Territories.

Data storage starts for states and territories pgx@eensland from cases
reported on or after 1 July 2000. For Queensldmd,i$ from 1 January 2001.

Data entry is undertaken by staff of coronial @cwho are not necessarily
expert coders.

Data includes fields (coded and free text) and teports.

Data will be uploaded from participating jurisdasts regularly; the longer
term plan is that for all jurisdictions this wilelwithin 24 hours (on weekdays)
to 72 hours (on weekends).

The data elements are specified in @IS Data Dictionary (available from
our database web site). We recommend you readN@i& Data Dictionary
and this manual before you start your search.

Access is via the Internet to Authorised Users only

To access the NCIS you must:
1.

To find out about how to become an Authorised Wgeto the “About the NCIS
page on our web site:

Be an Authorised User (i.e. be approved by relewhics committees angl
have a login name and password issued by the NCIS).

Use Microsoft Internet Explorer, version 5 or gezats your web browser.

Read theNCIS Data Dictionaryand this manual before you start your seargh.

http://www.ncis.org.au

This manual explains the types of searches thapassible, both of the fields
(coded and free text) and of text documents inagdhe text of police narrative
attached to a case.



1.2 Accessing the NCIS Home Page
In order to access the NCIS home pagei MUST use Microsoft Internet
Explorer version 5 or greater.

If you are an Authorised User you can access th@&dae home page by one of
the following methods:

1. Enter the web address/URIhttp://www.ncis.org.au

2. Go to our web site home page (see the box on #nqus page) and click on
the button that says “NCIS Access for Authorise@ng§ or

3. Go to our web site home page, click on the buttGntér Web Site”, go to
“NCIS Access” and click on the link to the database

Once you have accessed the database home pagwillybe prompted to enter
your user name and password. Access is restrictetiose users with valid
usernames and passwords.

The logon window presented to the user is as falow

Uzername and Pazzword Required x

Enter usermame far noiz at noisdb:

dzer Mame: I

Pazsward: |

] I Cancel

4. Type in yourUser Nameand then press tHéAB key. Note that your User
Name and Password are case sensitive.

5. Type in yourPassword
6. PressEnter or click theOK button when complete.

1.2.1 Access Checklist
If you are an Authorised User and are having pmoklaccessing the NCIS, please
follow the following procedures:

1. Confirm that you are still a valid Authorised User;

2. Check that you have used Microsoft Internet Exploersion 5 or greater as
your browser;

3. Make sure you have entered you user name and passowectly including
checking that the CAPS LOCK button has not inadhrely been activated;

4. Check your emails for any notices from the NCISrtea

If you are still having problems, contact the NGi8Ip Desk anhcis@vifm.orgor
03 9684 4442.




1.3 Main Menu Administration Options

You will now be logged on so that you can use tl@Ndatabase. The menu
choices available to you are dependent on the lef/edccess you have been
allocated by the NCIS. This in turn depends ontivreyou are a coronial user
for the purposes of death investigation or havenlgganted access to identifying
information or not as a third party user.

1.3.1 Change Password
Once you have logged onto the system with the Wéame and Password

(collectively called your User ID) given to you the NCIS, you may change your
Password as follows:

STEP 1.SelectAdmin from the Main Menu choices on the top right haather.
Don’t know how to do this? Read the following instrons:

Move your mouse over the text in the top right haacher of the Home Page.
When your cursor is ovekdmin the text will change colour to become red
text and the Admin sub-menu options will appear.

Select /

Change
Password

STEP 2SelectChange Password.
Don’t know how to do this? Read the following instrons:

As you move your mouse down the list which appeader the recdAdmin
text, the background colour of each sub-menu seleetill change from blue
to black. The text highlighted in this way is ‘sefled’ and if you click with
your left mouse button, the appropriate web pagé lvei loaded for you to
view. Move your mouse until theéhange Passwordext is selected.




STEP 3Click with the left mouse button to view tihange Passwordveb page.

STEP 4Type in yourCurrent Password and press the TAB key to move to the
next box.

STEP 5Type in yourNew Passwordand press the TAB key to move to the next
box.

STEP 6.Type your new password again into fRepeatbox and then either TAB
or move your mouse to ttf&avebutton.

STEP 7Click on theSavebutton to save your new password.

STEP 8Your password has now been changed. Click withle¢ftemouse button
on theBack button in order to return to the Home Page.

The selection of your password is your respongjbbiut please abide by these
rules :

Select a password of at least 6 characters.

The password should be a combination of numberslettels - do not use a
word with a number at the end, place the numbershen middle of the
password.

If you suspect or know that your User ID has bessduby another individual,
you must immediately.

Notify the NCIS; and
Change you Password.

Your signed Confidentiality Undertaking is your dedaration that you will
not allow any other person to use your User ID undeany circumstances
whatsoever.



1.3.2 Logout

When you have completed your tasks and wish t@ldgf theNCIS, you should
use Main Menu option dfogoutto end your session. Logout as follows:

STEP 1SelectAdmin from theMain Menu choices in the top right hand corner.
Don’'t know how to do this? Read these instructions.

Move your mouse over the Main Menu text in the fight hand corner of the
Home page. When your cursor is o¥amin the text will change colour to
become red text and te&imin sub-menu options will appear.

STEP 2SelectLogout.
Don’t know how to do this? Read these instructions

As you move your mouse down the list which appeader the recdAdmin
text, the background colour of each sub-menu seleetill change from blue
to black. The text highlighted in this way is ‘sefled’ and if you click with
your left mouse button, the appropriate web pagé lve loaded for you to
view. Move your mouse until the Logout text is stdel.

Logout
selected to
end session

STEP 3When you have clicked orLogout, a window will appear for
confirmation that you wish to close the current daw. If you wish to
Logout, click on theYesbutton.

Please note that using thegout from Main Menu is the only safe method of
ending a session with the NCIS. If you do not latgoroperly, you may still be

logged in for the previous session and an errorsages may prevent you from
logging back in immediately if this is what you Wit do.




SECTION 2 MAIN MENU CHOICE FOR SEARCHING
There are four sub-menu options available for $8agcNCIS data. These are:

1. Find Case

To produce an individual case or list of cases ating to the fields presented on
the Find Casepage, simply enter what you want to find and chcktheSearch
button. If you have authorisation to access the,cadink labelledAccess Record
will appear. Click on this link to access the ceseord.

2. New Query Design

The New Query Designfunction enables you to specify your search dgatand
specify the information you want returned in yoesults. For those users familiar
with Standard Query Language searches, specifyonig search criteria forms the
wherepart of an SQL statement. ThNew Query Designhas been developed to
replace the need for SQL searching and enablesnt@jerity of SQL-type
commands to be performed.

There are two sections to tiNew Query Design— the first where you set your
search conditions and the second where you chebatfields or documents you
want to be returned from the search of the database

3. My Queries

When queries are saved so that they can be run timaneonce, they are listed on
theMy Queriespage. Clicking on the name is a link to run theny again. There
is also a link to delete the query if it is no lengecessary to keep it and run it
again. Each user has their olvly Queriespage.

4. Downloads

When you want to save the tabulated results of gearch of the NCIS, each of
the results of the searches is saved as an Exadsgheet (csv file) and can be
accessed via thBownloadspage. Each user has their olownloadspage.

This page provides a link to the tabulated resadtsvell as providing scheduling
details for all requested and finalised downloadedrches. It is also possible to
delete these files from yoldownloadspage if necessary.

If you move your mouse cursor over the list whagipears below theCIS
Searchmain menu option, you can highlight each of theg®menu options.



2.1 Find Case

To produce an individual case or list of cases ating to the fields presented on

theFind Casepage, simply enter what you want to find and cboktheSearch

button.

These are the search fields for returning casewlaizh appear on thEind Case
screen. If a user has authorised access to all apdnclosed cases, then any

combination of these search fields can be used.

Case State

Case Year
State Sequence
Local Case Number

Surname
Firsthame

Sex
Court

Select one of the choices from list of states or
territories in the drop down list

Enter the year of notification as a 4-digit year
Enter the 4-digit NCIS sequence number

Enter the 8-digit local case number in the fornfat o
yyyy#### eqg 20010002 where the first four digits ar
for the year (2001) and the last four digits intkecthe
sequence number in that jurisdiction for the yéfais (
example would be thé@case to be allocated a local
case number for 2001)

Enter the surname of the deceased if you wanhtb fi
cases with that surname.

Enter the given name of the deceased and the sarnam

if you want to find a specific case.

These options are only fully available to Authodise
Users with access to Level 1 identifying data fothb
open and closed cases. If you do not have this téve
access, you will not be able to search for idemtgy
data such as surname or first name.

Select from the options in the drop down list
Select from the options in the drop down list




Create User Coronial clerks only - type in a login name tcuret
cases created by that user.

If you have authorised access to cases returnethdysearch, a link labelled
Access Recordwill appear. Click on this link to access the cessord.

If you do not have access to a case or groupsseschecause of limitations on
your authorised access, these cases will not bedliand there will be no link
labelledAccess Record.

Alternatively, you may only have access to non-tdgng data for all open cases

or groups of cases from particular states andt@eis. In these cases, although
there will be a link labelledccess Recordthere will be no surname or firsthame
details given and no identifying data in the caagadeturned if you click on the

Access Recordlink.



2.1.1 Hints for Successful Use of Find Case

Avoid problems by noting that:

The full NCIS identifier is composed of tligzaseState, CaseYear andState
Sequencebut that each of these must be entered into tharate boxes on the
Find Caseweb page.

The Local Case Number is the number of a case which has been allocated
locally to a case by the coronial office administgrthe case. Theocal Case
Number is not the full NCIS identifier oCase State Case Year and State
Sequence

Eg. aLocal CaseNumber may be 20010002 for the state of South Australia —
this is the second local case number allocated Hey $outh Australian
Coroners’ Office for the year of 2001. However, tH€lS identifier might be
SA.2001.2

If you are entering Aocal CaseNumber or aPostMortem Number, it must
be exactly as stored in the NCIS. eg H0012/2001hés format of a case
administered by the Hobart Coroners’ Office.

If you do not have Level One access to identifydlatga, you will not be able to
enter eitheSurname or Firstname. If you attempt to search forSurname or
Firstname, the following message will appear.

If you wish to find a particular case:

Enter Case State, Case Year and NCIS State Sequanager in each of the
separate boxes OR

Enter theCaseState and the_ocal CaseNumber OR

Enter theSurname andFirstname if they are not common names and ifit is a
common name, enter tléaseState for the state or territory as well in order
to further limit the search OR

Enter part of &urnameif you are uncertain of its correct spelling bre aure
of at least part of it. The search 8arname andFirst name will search for
that pattern of letters even if it is only part afsurname or first name.

eg if you are unsure whether tlfgurname is spelt THOMPSON or
THOMSON, it is possible to enter THOM and aByrname which contains
this string of letters will be returned, includiradl where theSurname is
THOMPSON, THOMSON or THOMAS.



If you wish to find groups of cases, you can use artombination of these but
please remember that these may lead to very largearches of the database
and that large searches use a lot of server reso@s and may not be helpful:

Select theSexof the cases you wish to search for OR
Select theCase Courtof the cases you wish to search for OR

Select theCreate User for the cases you wish to search for (CoroniaklGle
only) OR

Select theCaseYear or CaseState for the cases you wish to search for.

2.2  New Query Design — Data Fields

The New Query Design function enables you to sgegiur search criteria and
specify the information you want returned in yoesults. For those users familiar
with Standard Query Language searches, specifyonig search criteria forms the
where part of an SQL statement. The NCIS New Query Dedigis been
developed to replace the need for SQL searchingaatdles the majority of SQL-
type commands to be performed.

There are two sections iew Query Design:
Section 1 — Specify Search Criteria

This is a five page section which enables you kecsesearch criteria as conditions
for the search. The five pages of criteria areaoiged as follows:

Page 1 Case Details

Page 2 Occupation

Page 3 Time / Location

Page 4 Mechanism or Object
Page 5 Cause of Death

Section 2 — Results Design

This is a one page section where you need to gptwffields to be returned in
your results.

To verify your results, you may choose to seleetftlds specified in the Specify
Search Criteria section as well as other releviafdd.

In terms of querying the database, these are théitoans that form theelectpart
of an SQL statement.



The screen representation provided below for Sp&wfarch Criteria sets criteria
for the following:

sex - female;

age - between 18 and 25;

age unit — years of age;

case state administering the state — Victoria;
intent at time of notification -- Unintentional,

This is only part of the first page of the 5 paget®n where search criteria can be
selected.




2.2.1 Specify Search Criteria (the ‘where’ statement)

Each of the five Specify Search Criteria pagesescdbed below in more detail as
it relates to searching by specified data fields. Search text in documents
(available to Level 1 users only) see Section 3.

2.2.1.1 Case Detall (page 1)

Selections for text
searches of documents,
including police text.

This does not appear if /
access to identifying

data is not authorised.

Set of core
demographic fields ¢
basic case data

The first section has fields for searching the dast of demographic and case
type data entered on the NCIS for a case, eg.dage,notified, sex, case type,
intent and residential address detalils.

The bottom section labellddocument Searchincludes various search types
that can be applied to autopsy reports, toxicolmports and findings. This
section is described in more detail in section ghef manual.

The data elements on the section of page 1 shovmnadre explained in the table
below.




Criterion

Explanation

Age
End

A specific age or an age range can be used ashs
criteria.

Beside the label cAge, there is a drop down list of

operators —greater than or equal t@and greater
thanare included in this set.

ear

There is a criterion entry box where the age should

be typed.

A label of End beside another criterion entry box
is where the end of the age range should be typed.

Another drop down list of operatorsless than or
equal toandless tharare included in this set

A drop down list ofAge Unitsis included.

Example

Specific Age

To return data from records where the age is 1syafaage:
1. Choose>= from the first drop list of operators.

o~ 0N

Type in17in the criterion entry box to the right of the ficperator list.
Type in17in the criterion entry box to the right of tkad label.
Choose<= from the second drop down list of operators.
ChooseYears from the unlabelledge Unit drop down list.

Date Notified
End Date

A specific date of notification of death or a dedage

criteria.

Beside the label oDate Notified, there is a droj

down list of operators -greater than or equal t
and greater than.

There is a criterion entry box where the date
notification should be typed. The format should
dd/mm/yyyy, eg 03/04/2001

A label of End Dateis beside another drop dov
list of operators Hess than or equal toand less

than.

within which the death occurred can be used askear

O O

of
be

vin



The end of the date range should be typed in the
other criterion entry box.
Examples
Date Range for Date of Notification
To return data from records where the date of icatibn is between 1 July
2000 and 31 July 2000:
1. Choose>=from the first drop list of operators.
2. Type in 01/07/2000in the criterion entry box to the right of the firs
operator list.
3. Choose<= from the second drop down list of operators.
4. Type in31/07/2000in the criterion entry box to the right of tikd Date
label.
To return data from records where the date of icatibn is 1 January 2000.
1. Choose>= from the first drop list of operators.
2. Type in 01/01/2000in the criterion entry box to the right of the firs
operator list.
3. Choose<= from the second drop down list of operators.
4. Type in01/01/2000in the criterion entry box to the right of tikd Date
label.
Sex Search for cases according to gender from the ebpic
in the Sexdrop down list:
Male
Female
Still Enquiring
Unlikely to be Known
Years in Australia | The number of years that a person who was not porn
in Australia has been resident in Australia can be
entered as a search criterion. TIMCIS Data
Dictionary explains the rules for cases where the
number of years in Australia is greater than 97gjea
less than 1 year or where the person was born in
Australia:
00 Less than one year’s residence
1to 97 Number of years’ residence (max 97)
98 Country of birth is Australia
888 Still Enquiring




999 Unlikely to be Known

Marital Status

Search for cases according to thBlarital Status
from the choices in thiglarital Status drop down list:

Never Married
Widowed

Divorced

Separated

Married (inc de facto)
Still Enquiring
Unlikely to be Known

Product Related

Search for cases according to whether or not th#hc
was contributed to by a consumer related prodoaoh {
the choices in thBroduct Relateddrop down list.

Yes

No

Still enquiring
Unlikely to be Known

Case Status

Search for open and/or closed cases. Note tha
identifying data is accessible to Level 1 or Lewe
third party users for open cases. Authorised acte
users may include ability to retrieve non-identfyi
data for open cases.

Case Type Search for cases according @ase Typeat time of
notification and/or at time of case completi
Basically, a knowrCase Typewill be either a deatt
by natural causes or a death by external causes.
Death due to Natural Cause(s)
Death due to External Cause(s)
Still Enquiring
Unlikely to be Known
Intent Search for cases according to tmgent at time of

notification and/or at time of case completion.

Unintentional

Interpersonal Violence

Intentional Self-Harm

Legal Intervention

Operations of War and Civil Insurrection

Adverse Effects or Complication of Medical
or Surgical Care

Other

Still Enquiring

Unlikely to be Known

e

=

at no
I

—




Indigenous Origin

Search for cases according to their classificabbn
Indigenous Origin.

Aboriginal not Torres Strait Islander

Torres Strait Islander not Aboriginal

Both Aboriginal and Torres Strait Islander

Neither Aboriginal nor Torres Strait
Islander

Still Enquiring

Unlikely to be Known

Inquest Held Search for cases according to whether or not
inquest was held.

Suburb Residential Suburb can be typed in as a search
criterion.

Postcode ResidentialPostcode(s)can be typed in as a search
conditions.

Example

Multiple Postcodes

Typethe postcode8170; 3150n thePostcodebox. The semi-colon is used to
list more than one postcode for the search.

[¢)

Country Search for cases according to the country of reskl
of the deceasedN/A No Fixed Addresss available as
a search option for this field.

Case State The jurisdiction of the case can be specified as

search criterion. One, all or a selectiorCafse States
can be chosen.

It is possible to identify cases according |to
administration by one or more  specific
state(s)/jurisdiction(s) or nationally.

In this example, cases administe
by both NSW and ACT have be
selected as the search criteria.



Example

Multiple Case States (Jurisdictions)

STEP 1. Click with the left mouse button on the first of eth
states/jurisdictions to be selected.

STEP 2. Hold theCtrl (Control) button down, keeping it depressed.

STEP 3. Click with the left mouse button on any other ofeth
states/jurisdictions in the list.

To deselect one or more of the highlighted choices
STEP 1. Keep theCtrl button depressed .

STEP 2. Click again with the left mouse buttontlee highlighted
state/jurisdiction which you wighremove as a search condition.

Please note that searching of documents is covarsedction 3 of this manual.



2.2.1.2 Occupation (page 2)

The data elements on the page shown above forimgteearch criteria are
explained in this table:

Criteria Explanation

Employment Status Search for cases according to tRenployment
Statusof the deceased.

Options are:

Child not at school
Student

Employed
Unemployed

Home duties
Retired/Pensioner
Other

Prisoner

Still Enquiring
Unlikely to be Known

Work-relatedness It is possible to search wittWork-relatednessas
the criterion.

Options are:

Yes

No

Still Enquiring
Unlikely to be known




Occupation Code

Codes forUsual Occupation as obtained from
National Health Data Dictionary version 8§.

(1999) may be used as search criteria. These are

available in theNCIS Data Dictionary.

Please note that this data is not always compl
by coronial clerks.

Occupation Text

The text ofUsual Occupation may be used a

eted

S

search criteria. Type in the text of usual

occupation in the box provided. Please note
variations of descriptions of occupations shoulg

that
be

considered when searching for cases with

occupation text as one of the criteria.

Occupation at Incident

This will only be available if théncident Activity
Details field is Working for Income

Codes forOccupation at Incident as obtaineg
from National Health Data Dictionary version §
(1999) item 230 may be used as search crit
These are available in tiNCIS Data Dictionary

Occupation at Incident
Text

This will only be available if théncident Activity
Details field is Working for Income

The text of occupation at incident may be use
search criteria. Type in the text of us
occupation in the box provided. Please note
variations of descriptions of occupations shoulg
considered when searching for cases \
occupation text as one of the criteria.

Industry Incident Code

This will only be available if théncident Activity
Details field is Working for Income

Codes forindustry at Incident as obtained fron
the National Health Data Dictionary version ¢
(1999) item 230 may be used as search crit
These are available in tiNCIS Data Dictionary

i
3.0
eria.

0 as
Lal
that
be
vith

S
8.0
eria.

Industry Incident Text

This will only be available if théncident Activity
Details field is Working for Income

The text oflndustry at Incident may be used a

search criteria. Type in the text of occupatior

I at




incident in the box provided. Please note f{
variations of descriptions of occupations shoulg
considered when searching for cases \
occupation text as one of the criteria.

hat
be
vith




2.2.1.3 Time/Location (page 3)

The Query — Time Location page enables selection of data elements relating t
the date, time and location of:

incident leading to death;
actual death;

deceased last seen alive; and
body being found.

For all of these time/location types, dates, suppdstcode, state, country details
and address text as well as location codes camtazed as criteria. Where the
time location type is Incidentevel 1andLevel 2 Activitycodes can be selected

as criteria.
The Time/Location set of data elements as seartdriarare explained in the table
below.




Criterion

Explanation

Time Location Type

Search for cases according Tame Location Type
from the choices in the drop down list:

Incident

Death

Last Seen Alive
Body Found

Location Code 1

Search for cases according tamcation Code 1
Categories in the drop down list:

Home

Residential/Correctional Facility

School, other institution, or public
administrative area

Hospital or other health service
Recreation Area (place mainly for informal
recreational activity)

Sports or Athletics area(place mainly for
formal sports, etc)

Street, highway (public road)

Trade or service area

Industrial or construction area

Mine or Quarry

Farm

Other specified place

Unspecified place

Location Code 2

Each of thelLocation Code 1categories has sub-

categories in theocation Code dist. These are fully
detailed in Appendix 3 of thCIS Data Dictionary

As an example, here are the sub-categories for

Location Code Joption ofHome

Farm-house

Free-standing house

Flat, apartment, terrace house
Boarding house, hostel

Caravan, mobile home (residential)
Other or unspecified

Activity Level One

The Activity at time of incident leading to death ¢
be chosen as a search criterion:

Sports and Active Recreation

Leisure Activity

the

an



Working for Income
Domestic Duties

Resting, Sleeping, Eating, Other Personal

Activity

Engaged in Formal Education (Student)
Other Specified Activity

Unspecified Activity

Activity Level Two

Each of theActivity Level Onecategories has sub-
categories in théctivity Level Twolist. These are

fully detailed in Appendix 5 of theNCIS Data
Dictionary.

As an example, here are the sub-categories fo
Activity Level Oneoption ofWorking for Income

Working including travelling for work
Travelling to or from such work (commuting)
Working or commuting, unspecified

Date From A specific date of incident, death, last seen abve

Date To body found, or a date range within which these &/
occurred, can be used as search criteria.

Example

Date Range for Time Location - Death
To return data from records where the date of disdbletween 1 July 2000 and

July 2000:

STEP 1. ChooseDeathfrom the first drop list oTime Location Type.
STEP 2. Type in01/07/2000n the criterion entry box labellddate From.
STEP 3. Type in31/07/2000n the criterion entry box labellddate To.

To return data from records where the date of disathJanuary 2000.
STEP 1. ChooseDeathfrom the first drop list oTime Location Type.
STEP 2. Type in01/07/2000n the criterion entry box labellddate From.

r the

U

en

Address Text

Type in Address Text or sub-strings of words th
might be found in free text of address as se
criteria.

arch

Suburb

ch

Time LocationSuburb can be typed in as a seat




criterion.

Postcode Time Location Postcode(s)can be typed in as |a
search conditions. Multiple postcodes should| be
separated by a semicolon (;).

State Time Location State can be chosen as a search
condition.

Country Time LocationCountry can be chosen as a seafch
condition.

Please note that if you do not select one partictitae Location Type from the
top drop down list, and if you choose to returmetdfwhich is stored in th&ime
Location



2.2.1.4 Object or Mechanism (page 4)

In any one search, it is only possible to speeifyher Mechanism of Injury
leading to a deatbr Object of Injury leading to death in your search criteria.
This is because the rules governing data entriviechanism of Injury and Object
provide that there cannot be an object without mesponding mechanism and
vice versaMechanism and Object are therefore provided as alternative screens
on page 4 of Section One biew Query Designwhere you can specify search
criteria.

Up to 3 mechanisms or objects may
recorded for a case as a Primary, Secon
1 or Secondary 2 level. In this list, they
available as Level 1, Level 2 or Level 3
both Mechanism or Object

/

Please Note:

1. TheNCIS Data Dictionaryprovides for ‘no object’ in specified circumstances
and mechanism and object are not required wheree ¢gpe completion =
natural death).

2. TheLeveldrop down list for Mechanism and Object contaiptians forLevel
1, Level 2andLevel 3 If you chooséevel 1, then you will be choosing only to
return Primary Mechanism of Injury or Object datf,you choosd_evel 2
then you will be choosing only to return Secondaiylechanism of Injury or
Object data and if you choosevel 3 then you will be choosing only to return
Secondary 3 Mechanism of Injury or Object data.

Theselevels of 1, 2 or orrelating to the appropriate Primary or Secongar
Mechanism of Injury or Object record will be retesh under the column
heading of Rank.

3. If you wish to return only one Mechanism of Injaryd Object record in your
tabulated results, then you should choose a level theLeveldrop down list.



Object

The default page 4 has the title@fiery — Object, it contains the search elements
for the corresponding level of Mechanism of Injdoy which the Object was
coded (either Level 1, 2, or 3) and also contames drop down lists for the
Category of Object as well as the drop down list for obj@&sscription. A
Search button has been included so that descriptionsbigats can be typed in
and the appropriate codes found quickly.

This is how the Search function works.
STEP 1. Click on theSearchbutton and the following window appears:

STEP 2. Type in the text you wish to search for in the teetd to the right of
the labelKeyword. egcar or hammeror gun or knife or petrol or
exhaustetc

STEP 3. Click on the Search button and if the string of letters you typed in
exists in any of the object descriptions, they vé@fipear in a new
window.

STEP 4. If the search has returned an appropriate objestrgion, then click
on the blue underlined Select text and @etegory and Description
will be entered into th@©bject criteria boxes on page 4 of Section One
of New Query Designwhere you can specify search criteria.




STEP 5. To move on to page 5 of Specify Search Criteridi@ecclick on the
Go to Page Sutton.

Mechanism of Injury

To select aMechanism of Injury instead of arObject as part of your search
criteria, click on thevlechanismbutton. Page 4 will then change so that its igtle

Mechanism, the appropriate Mechanism of Injury codes anclewill appear
and a button to lead to the Pag®@Hljects screen will be visible.

When you click on theMechanism button, any criteria you have entered for
Object will not be retained.

As explained in the previous section, it is onlysgible to chooseeither
Mechanism of Injury leading to a deatbr Object of Injury leading to death. In
order to ensure that only one is chosen as seaitehiay page 4 of this 5 page
qguery design section will only show orgyther the Object search optionsr the
Mechanism search options but not both.



Level is returned
under the column
heading oRank
of 1,2 or 3in
tabulated results.

In this case above, thdechanism button has been clicked and the drop down
lists for selectind-evel 1 andLevel 2 Mechanisms of Injury as search criteria
are displayed.

The top drop down list labellddevel has the default of including any of the three
mechanisms which may possibly be entered as data dase. At the data entry
level, these are identified as tRemary Mechanism, Secondary 1 Mechanism
and theSecondary 2 Mechanism The drop down list here allows for selection of
any of these three levels — included in the droprdtist asLevel 1, Level 2or
Level 3respectively.

The labels ofLevel 1 and Level 2 and theSearch button are for selecting a
description of the main category d&fechanism, and the first sub-category of
Mechanism If it exists, a third sub-sub- category labedl @ox will appear.

In the following example, a search for a MVA (Motdehicle Accident) returns
criteria down to the sub-sub-category levelNtechanism of Injury .



Also returned is a set for more detailed seardheY¥Yehicle Details

Third level, sub-sub-category, of
/ Mechanism appears where it exists
as a level of code for Mechanism.

These 4 search criteria possibilities appear when
the Mechanism condition is set to Blunt Force,
Contact with Blunt Object, Vehicle crash:

(predominantly) blunt trauma (including MVA)

Searches with criteria foMode of Transport, Counterpart involved in the
incident, traffic or non-trafficContext as well as a description of the deceased as a

User of the vehicle are possible (see €IS Data Dictionaryfor the rules that
apply to these data elements).



2.2.1.5 Cause of Death (page 5)

The cause of death as determined by the patholagststated in the autopsy
report is entered into the NCIS as a text field ead be entered for primary cause
of death (1a, 1b, 1c, 1d) or as a secondary cduseath (2).

It is possible to search for exact words or worttgras in the text of causes of
death as extracted from the autopsy reports.

Examples

Searching for a word in all levels of causes of deaas provided by the
pathologist in the autopsy report.

STEP 1Click onall checkboxes besideevel 1a, 1b, 1c, 1dnd2.

STEP 2Type the required text into theCause of Death Textbox.
eg Drug Toxicity’

This will refine the search of the cases in theadase so that only those cases
where the cause of death text includes the stitag toxicity.

Please note that this is a simple text matchingceeahich will not identify text
which varies from the pattern because of typogagihar spelling errors.

This example shows that further investigation cdecdata is necessary to fully
understand the context of the word as used ilCHese of Deathtext.

Now that you have completed defining your critenié&Section 1, you will need tp
go to Section 2 in order to select the data elesnehich you want to be returned
in your results. Click on th&o to Finish or Finish button to do this.




2.2.2 Specify Fields to be Returned (the ‘select’ stater)e

When you have finished selecting your search caitetick on theGo To Finish
or Finish button. This will take you to Section 2 of Querydig; — selecting the
information to be returned in your results.

Section 2 of Query Designis a single page with the following features for
selecting the tabulated format of a query result:

Selection of either:
Document SearclOR
up to 45 data elements to be returned as colunuirgsa

If you check one of more boxes beside data fidélaand then click on to the
Search button, any records in the database which fubiiliycriteria will be
returned on a results page in table form with théadlements which you
selected from this Section Two — Query Design pagethe headings of
columns in the table.

Saving a query by name so that the search, usengahed search criteria and
columns to be returned, can be quickly run agaithénfuture. See Section 2.3
of this manual.

Choosing whetheDescriptionsof data elements d€odesfor data elements
are to be returned in the tabulated results.

Choosing to have a query result saved and unlotmedile so that it can be
accessed at a later time. Email notification Mitks to your downloads page



occurs when the query has been run and the resaves] to file as requested.
See Section 4 of this manual for more information.

NOTE:

You can only select either Bocument search OR data fields listed as column
headings. You cannot run a query for fields andudwent returns at the same
time. If you wish to examine the document tard data from other fields, th¢n
more than one search will need to be designed.
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2.3 Saving a Query Name — Using the My Queries Sub-Menption

The Query Namebox is available for you to type in the name afueery which
you wish to save and store so that in future sassipou will be able to select that
guery name and run the same query without repe#ti@egieed to select criteria
and columns to be returned.

These are the steps for naming and saving a QueryaRe:

STEP 1. Type in an appropriate name for your query in tbe jprovided.

STEP 2. Select the required fields to be returned for yquery by clicking with
your mouse in the checkbox beside the labelleddigthich you wish
to be column headings in your tabulated query tegssl described in
the previous section).

STEP 3. Click on theSavebutton.

STEP 4. If you wish to run the query now, click on tBearchbutton.

Once you have saved a query, you can run it agaimng time. To do this,
follow the steps below:

STEP 1. From the Main Menu, choo$¢CIS Searchand select thily Queries
sub-menu option.

STEP 2. A list of previously saved queries will appear itish. Beside the name
of each query is highlighted text for the purposeghat you camfun
Query or Deletethe query.

STEP 3. Click on the name of the query which you wish tm muring this
session. ThQuery Design Section Twgage will appear.

STEP 4. Click on theSearch button to run the query again. Your results will
appear in tabulated form on tRriery Resultspage.

Please note that the criteria set for saved seaschannot be edited. If you wish
to run the same search for a different period ofm@ (eg monthly), you can set
the initial criteria for a longer period of time,gg 12 months) and run the search
regularly to check for new cases that have occurdce the previous search.



2.4 Download Your Results

The Unload to File function onSection 2of the Query Designpage has been
designed to schedule queries to be run orNIBES server for return of a data file
from the database.

The result of the query will be available on a sglécdesigned page where all
your saved query result files may be accessed.

Each file will be in a Comma Separated Variablenfat (csv).

Clicking on the highlighted name of the file wisult in the tabulated result being
opened as an Excel spreadsheet.

An advantage of this to the user is that they esmrn to other work whilst waiting

for the query to be run. Email notification wilelsent to their nominated email
address with a link to the specially designed waipepwhere there will be links to
all their previously saved query files.

Another advantage of this is that the file produaath be opened in other
spreadsheet or database applications and order@domgyanised as the user
requires.

These are the steps for producing a file as atresybur query:

Please note that you will need to use Microsoftdmet Explorer as your
Internet browser software in order to access theviddoads page.

STEP 1. Choose your criteria iection 1of the New Query Designand click
on theFinish button.

STEP 2. Type in aQuery Namein the box provided.

STEP 3. Type in the email address to which you want youifying email to be
sent.

STEP 4. Click on theUnload to File checkbox so that a tick appears.
STEP 5. Click on theSavebutton.
STEP 6. If you want to run the query now, click on tBearchbutton.

STEP 7. When you receive your notifying email, click on thgperlink text to
your Downloads page OR to check on the status of the productfon o
your file, use theDownloads sub-menu option from the Main Menu.

If the hyperlink doesn’t open Internet Explorereoway to access the
Downloads page is to highlight the link and select the copmction
from the Edit main menu option. You will need tpen an Internet
Explorer window and the paste the link into theradd box and then
click theEnter button to access the site. This link is to Erevnloads
sub-menu option from the NCIS Main Menu.



STEP 8. When your file has been produced and is listeche®bwnloadspage,
click on the name of the file and it will be autdially opened in
Microsoft Excel as a spreadsheet.

STEP 9. Saveand rename the file for use in the applicatiogafr choice.

2.5 Search Results - Troubleshooting
2.5.1 No Results Returned

If this is the result of your search , then whas happened?

This means that no cases exist which match youclseaiteria.

If this is the result of your search, then whatydo do next?

STEP 1. Use theBack button to return to th&lew Query Designset of pages
and redesign your query.

OR

STEP 2. Move your mouse to the Main Menu and seletv Query Designto
reload theNew Query Designset of pages again.

AND

STEP 3. Re-enter your search criteria, altering it in sonay according to your
search needs.




252 Why Has A Search Of The NCIS Returned Multiple Reds
For One Case Number?

There are two tables in the NCIS where a spec#igeccan have multiple but
distinct records. These include the table for Medtra of Injury and Object and
the table for Time Location details. We will considthe Mechanism of Injury and
Object table in the next section and then condiderTime Location table in the
section following that.

2521

The reason why Mechanism of Injury and Object résanay contain up to three
records for each NCIS case number is simply thatfoexternal cause case it is
necessary to enter Rrimary Mechanism of Injury with an associated Object;
however, where it is necessary to convey the natiran event, a second
(Secondary ) and a third(Secondary 2 Mechanism of Injury codes with

associated Object or Substance Causing Injury codg<be allocated.

Mechanism of Injury and Object or Substance Caubingy

As an example:

A death may have Brimary Mechanism of Injury of A1.8 — Vehicle Crash:
(predominantly) blunt mechanisoode with an appropriate set of vehicle details
and apassengecar code forObject orSubstance Causing Injury.

In the sequence of events, a collision with a tresy have been a contributing
factor and will thus be coded asSacondary One Mechanism of Injurggain
with the code oA1.8 — Vehicle Crash(predominantly) blunt mechanism but this
time with anObject or Substance Causing Injuryode for theree.

In addition to this, toxicology may indicate a hiBlood Alcohol Content and so
Secondary 2 Mechanism Of Injuryfor Poisoning by ofExposure to chemical
substancesvith an Object or Substance Causing Injurgode forAlcohol being
recorded for the case.

The relevant parts of the Mechanism of Injury argje®t table entries for the case
in which you are interested may look like this:

e st S K| Code Lol Cote Lol Cote Level o Ul
ACT 2002 1234 1 A Al Al.8 E39
ACT 2002 1234 2 A Al Al1.8 K09
ACT 2002 1234 3 N N9™ PO1




* Rankis a part of the unique identifier for each Medsanof Injury and Object
or Substance record.

A rank of 1 indicates that the record is the Prinddechanism of Injury:

A rank of 2 indicates that it is a Secondary 1 Matbm of Injury and Object or
Substance record and;

A rank of 3 indicates that it is a Secondary 2 Meubm of Injury of Object or
Substance record.

** An ‘ Unspecified Effect of Chemical Substankas been chosen here but this
may vary for different cases.



2.5.2.1.1 Multiple Records — Mechanism/Object Fields in NeweQ Design
Section One

If you choose any of the following as criteria omge 4 of the five set of pages in
New Query Design up to three different Mechanism of Injury and €xjor
Substance records for individual NCIS cases:

Mechanism of Injury fields Mechanism Level 1, Lev2lor Level 3
Mode, Counterpart, User, Context

Mechanism

Level 1 and

Level 2. Mode of Transport
nterpar

Level 3 will Counterpart

only appear Context

where it exists Usel

as a code.




Object or Substance Causing Injury fields CategdryDescription

Category 1 and /
Description

2.5.2.1.2 Time Location (Time Location — Incident, Death, Bé&@und and Last
Seen Alive)

The reason why Time Location records may contairtaufour records for each
NCIS case number is because for each case thdérenes Location record for
Incident details and a Time Location record for thedetails. In addition to this,
there may be additional Time Location records fand Location — Last Seen
Alive and Time Location — Body Found.

The relevant parts of the Time Location table estfor the case in which you are
interested may look like this:

NCIS NCIS NCIS Event * Location | Activity Suburb| Postcode
case_state case_year state_sequence Code Code
VIC 2002 1234 Incident 124 1.2 Moe 3825
VIC 2002 1234 Death 124 Moe 3825
VIC 2002 1234 Last Seen 122 Moe 3825
Body
VIC 2002 1234 Found 124 Moe 3825

* Eventis a part of the unique identifier for each Timechtion record.
TheEventsare Incident, Death, Last SeemndBody Found




2.5.2.2 Multiple Records — Time Location Fields in Querys@& Section One

If you choose any of the following as criteria omge 3 of the five set of pages in

Query Design up to four different Time Location records fodividual NCIS
cases may appeatr:

Time Location

Location Code 1 and 2, Activity Level 1 and Level2ate From, Date To, Time
Location Suburb, Postcode, State, Country, Addrésst, Sport and Rec Codes

All fields
except for
Time
Location
Type will
return
multiple
records per
case.

2.5.2.3 How To Return Only One Record Per Case Using Tiamation Or
Mechanism of Injury And Object Data Variables Ag&€®a Or Fields
To Be Returned.

Mechanism or Object or Substance Causing Injury

If you choose one of the options from the drop doist at the top of the page
labelledLevel you will only return one record per case from Mechanism of
Injury and Object table.

The table contains the numbers, 1, 2 and 3. lossiple only to choose one of

these specific levels although the default of -} wclude all appropriate records
in the Mechanism of Injury and Object table.

The Level numbers correlate to the Ranks of Prim@egondary 1 and Secondary

2 in this way:




Level Rank
1 Primary (1)
2 Secondary 1 (2)
3 Secondary 2 (3)

Thus, if you select Level 1 you will only returnif@ary Mechanism or Object

records.

Remember that multiple records for each case ft@mrMechanism of Injury table
may well give you more valuable information abdwt Mechanism of Injury and
Object or Substance Causing Injury than just chmgpene Level of Mechanism of
Injury and Object or Substance Causing Injury.

Time Location

Choose one
of these to
limit your
return to just
one
Mechanism
or Object
record per
case

In order to limit your return to just one Time Ldica record, choose one option
from the Time Location Type drop down list.

Choose one
of these to

limit your

return to just

one Time
Location
record per
cases




2.5.2.4 Multiple Records — Mechanism/Object and Time Lacatrields in
New Query Design Section Two

Selection of many columns or fields in Section TefdNew Query Designmay
lead to multiple records for a case being incluithegbur results.

If you choose to return any of the following colusnmor fields from the
checkboxes provided on the web page in Section e@f Query Design more
than one record per NCIS case may be returned.ihiecause these fields are
from either Mechanism of Injury and Object tableandup to three Mechanism of
Injury and Object records may be stored for eade,car from the Time Location
table where up to four Time Location records magtoeed for each case.

Please Note:

In some searches, you will wish to return multiptecords so that you have the
full set of data for a case whilst in other searcheyou may only wish to return
particular records from the Time Location and Mecham of Injury and Object
or Substance tables.

For Example:

It may well be that you wish to return all four Pe=des for Time Location —
Incident, Death, Body Found and Last Alive. In thisase, it is not necessary to
choose a particular Time Location Type to limit yosearch.

However, if you are returning Activity data, Inciage Occupation or Incident
Industry data or Sports Codes and you only want aeeord returned per case,
it is advisable that you read section 2.5.2.5 oistimanual and in your query,
choose Incident from the Time Location Type dropwdo list which is page 3 of
the set of five pages in Section One of New Quegsign.

Returned Columns which may return more than onerdeger case are marked by
ticks in the checkboxes in the screen representaidow:



The Returned Column names or fields which will retmore than one record are:

Mechanism—Broad Category, Mechanism—Sub-Categorgdidanism—Sub-Sub-
Category, Mechanism — Other Specified

Object — Main Category, Object - Description, OljecOther

Mode of Transport, Mode of Transport — Other Speed User Code
Counterpart, Counterpart — Other Specified Contetontext — Other Specified

Postcode - Time Location State — Time Location Cayr- Time Location

Sports Code (If activity code is engaged in sporty recreation)
Activity Code, Activity Code Other

Location Code 1, Location Code 1 Other Location @od 2,
Location Code 2 Other

Incident Occupation — Code, Incident Occupation -ext
Incident Industry - Code, Incident Industry - Text




SECTION 3 TEXT SEARCHING IN DOCUMENTS

Please note:

1. Only authorised Level 1 users are able to searchculnents and police
narratives.

2. The search functions detailed in the following semt currently apply to all
documents including police narrative of circumstaes.

3. Itis advisable to view the documents returned biesat search to obtain a full
understanding of the context of the words or phrasas they appear in a
document.

4. Documents attached to cases in the NCIS are usuallyMicrosoft Word or
Adobe Acrobat format. If you don’'t have Microsoft d or Adobe Acrobat
please contact your IT department. If your offigeractice enables you to
download Adobe Acrobat, you can use this link torddoad it (free).

http://www.adobe.com/products/acrobat/readstep.htmi

3.1 Overview of Text Searching Procedure

Users with appropriate access permissions aret@alsiearch for text using the
following tools in autopsy reports, inquest findsngoxicology reports and police
investigations. Searching for text in other fielslsch aause Of Deaths
described in Section 2.

Some search parameters in the drop-down list aibleibelow. Each of these
will be explained in detail in this Text Searchsegtion.

The steps for using the Document Search functions:a

STEP 1. Choose theSearch Parameter from the box below theText in
Documententry box. For ExampleKey word Search

STEP 2. Type in the words or phrases which you wish to gdedor in the
documents attached to cases. For Exantptembosis

STEP 3. Once you have selected other criteria in Sectiaof Query Design,
click on theFinish button and select the columns you wish to be
returned. This is explained in Section 2.2.2 ofstmhanual. It is
advisable to conduct a separate search retuidaogmentsso that the
context of the ‘found’ text can be viewed.

STEP 4. View your returned data. If you have chosen torreldocuments it is
also necessary to click on the document icon arehdpe attached
document.




3.2 Text Search — Type

There are a number of ways of searching for textdaouments and theSearch
Parametersare listed below the text entry box.

It is possible to search all documents or to reflme search by selecting the type
of procedure document in which you want to sear¢towever, searching one
document type will provide a quicker result.

Types of documents which may be attached to casdade finding, autopsy
report, toxicology report and police investigation.

3.3 Search Parameters

The search parameters for searching for text inch@nts include:

Key Word Search

Phrase Search Exact

Phrase Search Approximate

Key Word Search allowing for a Single Transposition
Key Word Search allowing for a Single Substitution
(Sub/Super)String Search

Proximity Search

Boolean Search

Consider Stop Words

Each of these is explained in the next section.

3.3.1 Key Word Search

A basic search option to identify one or more womislocuments. When the

search text which you specify contains more thaa word, you can choose key
word search as a means of directing the searcre# €¢ach word as a separate
entity.

Two words will be
sought in the
autopsy report
cardiac and arrest




3.3.2 Phrase Search

A Phrase Searchinvolves entering search text that contains mbes tone word
which will not be treated as separate entitieshay tvould be treated in a key
word search. The phrase is treated as a singie uhyou wish to search for these
words together, thenRhrase Searchs necessary.

It is possible to conduct ®hrase Search -Exact or a Phrase Search —
Approximate.

Exercise

STEP 1. TAB to theText in Documentsbox and typeardiac arrest.

STEP 2. TAB to the Search Parameterdrop down list and click oPhrase
Search- Exact to select this type of text search in documertched
to cases.

STEP 3. Click on theFinish button and in Section Two of Query Design click
on Documents and view the list of cases identified as having
documents containing the exact phreaediac arrest.

STEP 4. Click on the document icon to view the document.

3.3.3 Key Word Search Allowing For A Single Transposition

A key word search which allows for two letters #® toansposed (or in the wrong
order.) egfrominstead oform.

This search will return any document with a row teamng the correctly spelt
words as well as those with any two letters trasedo This allows for some
inaccuracy of use of the search words in the dootsnevhere a single
transposition of letters has occurred.

For Example: cardiac cardaic




Exercise

STEP 1.
STEP 2.

STEP 3.

STEP 4.
STEP 5.

TAB to theText in Documentsbox and typecardiac

Check that theSearch Parameterdrop down list choice iAllow
Single Transposition

Click on theFinish button and in Section Two of Query Design click
on Documents.

Click on Search.

The list of cases will be those which have docuseamntaining the
word cardiacas well as any incorrectly spelt words where titeepof
two letters have been transposed.



3.3.4 Key Word Search Allowing For A Single Substitution

A key word search which allows for the word to bisspelled by the inclusion of
one incorrect letter.

This will return any document with a row containitige correctly spelt words as
well as those with one incorrect letter in any placthe words.

For Example: cardiac cargiac

Exercise
STEP 1. TAB to theText in Documentsbox and typecardiac
STEP 2. Check that theSearch Parameterdrop down list choice iAllow
Single Substitution.
STEP 3. Click on theFinish button and in Section Two of Query Design click
orDocuments.
STEP 4. Click on Search.
STEP 5. The list of cases will be those which have docusamntaining the
word cardiacas well as any incorrectly spelt words where @tiet is
incorrect.

3.3.5 Sub/Super String Search

A basic search option that includes words thatsatestring or superstring pattern
matches of the words in the search text. It dagsimclude transpositions or
substitutions of the words in the search text.

If an extra letter has mistakenly been added teaick word or if a letter has
mistakenly been omitted, then the sub/super stsegrch will identify any
document which contains a row with the string pattentered as the basis of a
word.




For Example:
A search of the strinthrom should identify any correctly spelt or incorrectly
spelt words which contain that string or part attstring.

Exercise

STEP 1. TAB to theText in Documentsbox and typethrom.

STEP 2. Checkthat theSearch Parameterdrop down list choice iSub/Super
String Search.

STEP 3. Click on theFinish button and in Section Two of Query Design click
orDocuments.

3.3.6 Proximity Search

When you perform a word search for a phrase whasttaens multiple words, a
key word search returns any row with one or morthefwords in the search text.
However, an exact phrase search might fail to metudifferent expression of the
phrase.

A proximity search can solve this problem by allogviyou to specify a number of
non-search words which can exist between two oremeearch words.
Approximate phrase searches are similar to proyirséarches except that the
scores given to the results are different.

The screen section above shows that a text sebdicoments attached as part of
autopsy procedures should seek to identify any wandhe phrase 'block of the
coronary artery’ with an acceptable distance o fivords between any of the key
words.

In this way, a document which stated tlaatoronary artery was blockediould
be identified and the case listed as a result@&darch.

Exercise

STEP 1TAB to Text in Documentsbox and typeblock of the coronary artery.

STEP 2Check that th&earch Parameterchoice isProximity Search.

STEP 3TAB to Distanceand selech from the drop down list.

STEP 4Click on theFinish button and in Section Two of Query Design click on
Documents.

STEP 5Click on any of the document icomsorder to open these documents.



3.3.7 Boolean Search

Boolean searches are similar to key word searamdhlat they both search for
words as separate entities.

A Boolean search additionally allows you to combihe key words in a Boolean
expression to create more complicated text searches

Boolean operators are

& a symbol for ‘and’ where both words MUST exisgéther for
the line to be returned

| a symbol for ‘or’ where if one of the words dgishe line will
be returned.

! a symbol for ‘not'which means that lines withotite chosen
word will be returned.

These Boolean operators can be used separatetyntniced so that & (and), | (or)
and !(not) can determine the nature of the seartlere is an example of the
combined use of & and !

A&'B This is the correct way to choose A but bt



3.3.8 Score Value

The higher the score value, the more closely tlraiah@nt, listed as a result of the
search, matches the criteria. You can use theescaue to limit a search by
specifying the minimum score of returned documentsewer documents which

more closely match the criteria should be retunfied higher minimum score is

set.

Please note that limiting the search via the sdalel does not necessarily reduce
the processing time.

Here is an example to show how changing the scalteevcan help in conducting
useful searches.

/ Score Value

selected from drop
down list

Consider a test situation where 14 documents athdlo cases contain the
sub/super stringpeart. The screen representation above with criteria edtéo
search for the sub/super stringartcan been limited by the use of the score value
drop down list.

In this case of a score value of 20, then 14 casesd be listed as fulfilling the
criteria with a score value of 20 or above.

When the score value is altered to 50, the numbeases fulfilling the criteria
with that higher score may be reduced to 4 caskls,anscore value of 70, it may
be reduced to 2 cases and no cases may be idénéifiehaving documents
attached which fulfilled the criteria with a sca@ue of 80 or above.



SECTION 4 OTHER REFERENCE MATERIALS AND SUPPORT

4.1 NCIS Coding Manual and NCIS Data Dictionary

It may be useful to view this search manual in goafion with theNCIS Data
Dictionary and theNCIS Coding Manual which can be accessed from the Main
Menu underDocuments The Data Dictionary specifies data standardstlier
data set items. It provides a uniform definitiod a&xplanation of the data item, a
statement of the type of information included andult description of the
classification system used, including its sourcd aser guidelines. ThHCIS
Coding Manualaims to assist with improvements to the qualitdata entered by
providing guidance to coronial clerks in the setatiof the most appropriate data
item. It may also be of interest to users of tatadase to understand the coding
rationale used by clerks entering the data.

4.2  NCIS Help Desk

The following NCIS team members can be contactedhfelp in performing
searches of the NCIS:

NCIS General Operation Problems

Help Desk and Training - phone: (03) 9684 4442

PLEASE NOTE:

Some problems may originate locally as networknternet access problems. The
NCIS cannot resolve local network or access issUedess it is obviously an
NCIS system error, please check with your Inforovafl echnology personnel to
eliminate these possibilities before contacting th€CIS about technical
difficulties.

NCIS Coding Enquiries
Quality Assurance Manager: Leanne Daking
Phone: (03) 9684 4458 /| Emdganned @vifm.org

Third Party NCIS Access Enquiries
Project Officer: Marde Hoy
Phone: (03) 9684 4323 / Emaikardeh@vifm.org

* Any of the NCIS team will be able to provide yauith assistance, should you
not be able to contact the people named above.



4.3  Microsoft Internet Explorer Help

The on-line help provided by Microsoft Internet Eoqer is readily available for
your reference when you are using Internet Explasethe browser software for
accessing the NCIS.

Here are some hints for accessing the on-line dlich is available for use of
Microsoft Internet Explorer.

Clicking your mouse on thElelp text in the Microsoft Internet Explorer
main menu as shown above will produce a drop destioi help available.

The Tour will provide you with a thorough basic introductido browser
software and ways to use Microsoft Internet Explot@ browse the
Internet.

The Contents and Indexcan be used if you wish to search for help on
particular topics using keywords or phrases.

Other help options which may help you in your uséMarosoft Internet
Explorer include th&or Netscape Users

The only Internet Explorer functions included imstmanual are those required to
access the NCIS.




SECTION 5 CONCLUSION

This manual is designed to cover the basics of dteeval from the NCIS using
the Search — Query Design menu option. Futureioressof this manual will
include guidelines for designing varying types @fishes.

Some suggestions for your initial use of the NCa#adetrieval functions are:

1.

Use theNCIS Data Dictionary

This will help you to understand all aspects of tteta elements you can
choose as search criteria or returned columns.

. Remember that text searches of documents return aiccurrences of the

text, regardless of context.

This means that if you have authorised access ¢ardents, you should check
the text in documents that are retrieved to confime relevance of the case to
your search.

Search options.

Approximately 45 data elements may be returnedohs headings on your
tabulated results

OR
You may return a search of police narratives afunmstances or documents.

Practice.

Spend time slowly using the system to reinforcdlskiou have acquired.
Start with simple tasks and consolidate your knoge and skills before
moving on to more complex queries.

If you encounter technical problems:

i) Check your Internet or network connections aseagausing the problem; if
the problem persists
i) Contact the NCIS (see Section 4 for contacaudket

Comments and suggestions on this search manual.

We welcome your comments, suggestions and feediratke search manual.
Please forward feedback by emailrtois@vfm.orgor phone NCIS Help on
(03) 9684 4442.



