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The NCIS Search Manual has been prepared by the NCIS team 
to assist users of the NCIS in searching the database.  

This is a third revision of the first version of the manual and we 
invite your comments, feedback and suggestions on any 
additional information you would like to see covered and how 
we can improve the current contents.  

Please forward your feedback by email to ncis@vifm.org or 
phone Help Desk on (03) 9684 4442. 

 

This version of the NCIS Search Manual version 1.3 differs 
from NCIS Search Manual version 1.1 in that it contains 
material on the changed appearance and functionality of the 
Find Case search option as well as giving more details of why 
multiple instances of case records may appear in your search 
results. 

 

 

 



SECTION 1 INTRODUCTION 
The National Coroners Information System (NCIS) is an initiative of the 
Australian Coroners’ Society and had been designed to provide access to coronial 
information in a timely manner. It managed by a section of the Victorian Institute 
of Forensic Medicine (VIFM). For more information about the NCIS please visit 
our web site – http://www.ncis.org.au.  

 

1.1 What is in the NCIS? 

The NCIS stores coronial data from all Australian States and Territories.  

�  Data storage starts for states and territories except Queensland from cases 
reported on or after 1 July 2000. For Queensland, this is from 1 January 2001.  

�  Data entry is undertaken by staff of coronial offices who are not necessarily 
expert coders. 

�  Data includes fields (coded and free text) and text reports. 

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

�  The data elements are specified in the NCIS Data Dictionary (available from 
our database web site). We recommend you read the NCIS 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. Be an Authorised User (i.e. be approved by relevant ethics committees and 
have a login name and password issued by the NCIS). 

2. Use Microsoft Internet Explorer, version 5 or greater as your web browser. 

3. Read the NCIS Data Dictionary and this manual before you start your search. 

 

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

http://www.ncis.org.au 
 

 

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

 



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

If you are an Authorised User you can access the database home page by one of 
the following methods: 

1. Enter the web address/URL - http://www.ncis.org.au ;   

2. Go to our web site home page (see the box on the previous page) and click on 
the button that says “NCIS Access for Authorised Users”; or 

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

 

Once you have accessed the database home page, you will be prompted to enter 
your user name and password.  Access is restricted to those users with valid 
usernames and passwords. 

The logon window presented to the user is as follows: 

 
4. Type in your User Name and then press the TAB key.  Note that your User 

Name and Password are case sensitive. 

5. Type in your Password.  

6. Press Enter or click the OK button when complete. 
 

1.2.1 Access Checklist 
If you are an Authorised User and are having problems accessing 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 Explorer version 5 or greater as 

your browser; 
3. Make sure you have entered you user name and password correctly including 

checking that the CAPS LOCK button has not inadvertently been activated; 
4. Check your emails for any notices from the NCIS team. 
 

If you are still having problems, contact the NCIS Help Desk at ncis@vifm.org or 
03 9684 4442. 



1.3 Main Menu Administration Options 

You will now be logged on so that you can use the NCIS database. The menu 
choices available to you are dependent on the level of access you have been 
allocated by the NCIS.  This in turn depends on whether you are a coronial user 
for the purposes of death investigation or have been granted 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 User Name and Password 
(collectively called your User ID) given to you by the NCIS, you may change your 
Password as follows: 

STEP 1. Select Admin from the Main Menu choices on the top right hand corner. 

Don’t know how to do this? Read the following instructions: 

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

 

 

 

 

 

 

 

 

 

 

 

STEP 2. Select Change Password.  

Don’t know how to do this? Read the following instructions: 

�  As you move your mouse down the list which appears under the red Admin 
text, the background colour of each sub-menu selection will change from blue 
to black.  The text highlighted in this way is ‘selected’ and if you click with 
your left mouse button, the appropriate web page will be loaded for you to 
view. Move your mouse until the Change Password text is selected. 

 
Select 

Change 
Password 



STEP 3. Click with the left mouse button to view the Change Password web page. 

 

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

STEP 5. Type in your New Password and press the TAB key to move to the next 
box. 

STEP 6. Type your new password again into the Repeat box and then either TAB  
or move your mouse to the Save button. 

STEP 7. Click on the Save button to save your new password. 

STEP 8. Your password has now been changed. Click with the left mouse button 
on the Back button in order to return to the Home Page.  

 

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

�  Select a password of at least 6 characters. 

�  The password should be a combination of numbers and letters - do not use a 
word with a number at the end, place the numbers in the middle of the 
password. 

�  If you suspect or know that your User ID has been used by another individual, 
you must immediately: 

�  Notify the NCIS; and  

�  Change you Password.  

 

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



1.3.2 Log out 

When you have completed your tasks and wish to log out of the NCIS, you should 
use Main Menu option of Logout to end your session.  Logout as follows: 
 

STEP 1. Select Admin from the Main 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 top right hand corner of the 
Home page.  When your cursor is over Admin the text will change colour to 
become red text and the Admin sub-menu options will appear.  

 

STEP 2. Select Logout. 

Don’t know how to do this? Read these instructions 

�  As you move your mouse down the list which appears under the red Admin 
text, the background colour of each sub-menu selection will change from blue 
to black.  The text highlighted in this way is ‘selected’ and if you click with 
your left mouse button, the appropriate web page will be loaded for you to 
view. Move your mouse until the Logout text is selected.  

 
 
 

 

 

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

 

Please note that using the Logout from Main Menu is the only safe method of 
ending a session with the NCIS.  If you do not logout properly, you may still be 
logged in for the previous session and an error message may prevent you from 
logging back in immediately if this is what you wish to do.  

Logout 
selected to 
end session 



SECTION 2 MAIN MENU CHOICE FOR SEARCHING 

There are four sub-menu options available for searching NCIS data. These are: 
 

1. Find Case 

To produce an individual case or list of cases according to the fields presented on 
the Find Case page, simply enter what you want to find and click on the Search 
button. If you have authorisation to access the case, a link labelled Access Record 
will appear. Click on this link to access the case record. 
 

2. New Query Design 

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

There are two sections to the New Query Design – the first where you set your 
search  conditions and the second where you choose what fields 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 more than once, they are listed on 
the My Queries page.  Clicking on the name is a link to run the query again. There 
is also a link to delete the query if it is no longer necessary to keep it and run it 
again. Each user has their own My Queries page. 

 

4. Downloads. 

When you want to save the tabulated results of your search of the NCIS, each of 
the results of the searches is saved as an Excel spreadsheet (csv file) and can be 
accessed via the Downloads page.  Each user has their own Downloads page. 

This page provides a link to the tabulated results as well as providing scheduling 
details for all requested and finalised downloaded searches. It is also possible to 
delete these files from your Downloads page if necessary. 

 

 If you move your mouse cursor over the list which appears below the NCIS 
Search main menu option, you can highlight each of these sub-menu options. 
 
 



 

2.1 Find Case 

To produce an individual case or list of cases according to the fields presented on 
the Find Case page, simply enter what you want to find and click on the Search 
button.  

 

These are the search fields for returning case data which appear on the Find Case  
screen. If a user has authorised access to all open and closed cases, then any 
combination of these search fields can be used.  

 
Case State  Select one of the choices from list of states or 

territories in the drop down list 
Case Year  Enter the year of notification as a 4-digit year 
State Sequence   Enter the 4-digit NCIS sequence number 
Local Case Number  Enter the 8-digit local case number in the format of 

yyyy#### eg 20010002 where the first four digits are 
for the year (2001) and the last four digits indicate the 
sequence number in that jurisdiction for the year (this 
example would be the 2nd case to be allocated a local 
case number for 2001) 

Surname  
Firstname  

Enter the surname of the deceased if you want to find 
cases with that surname. 

Enter the given name of the deceased and the surname 
if you want to find a specific case. 

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

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



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

 

If you have authorised access to cases returned by the search, a link labelled 
Access Record will appear. Click on this link to access the case record. 

If you do not have access to a case or groups of cases because of limitations on 
your authorised access, these cases will not be listed and there will be no link 
labelled Access Record. 

Alternatively, you may only have access to non-identifying data for all open cases 
or groups of cases from particular states and territories. In these cases, although 
there will be a link labelled Access Record  there will be no  surname or firstname 
details given and no identifying data in the case data returned if you  click on the 
Access Record  link. 



2.1.1 Hints for Successful Use of Find Case 

Avoid problems by noting that: 

�  The full NCIS identifier is composed of the Case State, Case Year and State 
Sequence but that each of these must be entered into the separate boxes on the 
Find Case web page. 

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

Eg. a Local Case Number may be 20010002 for the state of South Australia – 
this is the second local case number allocated by the South Australian 
Coroners’ Office for the year of 2001. However, the NCIS identifier might be 
SA.2001.2  

�  If you are entering a Local Case Number or a Post Mortem Number, it must 
be exactly as stored in the NCIS. eg H0012/2001 is the format of a case 
administered by the Hobart Coroners’ Office. 

�  If you do not have Level One access to identifying data, you will not be able to 
enter either Surname or Firstname. If you attempt to search for a Surname or 
Firstname, the following message will appear. 

 

If you wish to find a particular case: 

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

�  Enter the Case State and the Local Case Number OR 

�  Enter the Surname and Firstname if they are not common names and if it is a 
common name, enter the Case State for the state or territory as well in  order 
to further limit the search OR 

�  Enter part of a Surname if you are uncertain of its correct spelling but are sure 
of at least part of it. The search on Surname and First name will search for 
that pattern of letters even if it is only part of a surname or first name. 
 
eg if you  are unsure whether the Surname is spelt THOMPSON or 
THOMSON, it is possible to enter THOM and any Surname which contains 
this string of letters will be returned, including all where the Surname is 
THOMPSON,  THOMSON or THOMAS. 



If you wish to find groups of cases, you can use any combination of these but 
please remember that these may lead to very large searches of the database 
and that large searches use a lot of server resources and may not be helpful: 

�  Select the Sex of the cases you wish to search for OR 

�  Select the Case Court of the cases you wish to search for OR 

�  Select the Create User for the cases you wish to search for (Coronial Clerks 
only) OR 

�  Select the Case Year or Case State for the cases you wish to search for. 

 

2.2 New Query Design – Data Fields 

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

 

There are two sections to New Query Design: 

Section 1 – Specify Search Criteria  

This is a five page section which enables you to select search criteria as conditions 
for the search.  The five pages of criteria are organised 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 specify the fields to be returned in 
your results. 

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

 
In terms of querying the database, these are the conditions that form the select part 
of an SQL statement.  
 
 
 



The screen representation provided below for Specify Search 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 page section where search criteria can be 
selected. 

 



2.2.1 Specify Search Criteria (the ‘where’ statement) 

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

2.2.1.1 Case Detail (page 1) 

 

�  The first section has fields for searching the basic set of demographic and case 
type data entered on the NCIS for a case, eg. age, date notified, sex, case type, 
intent and residential address details.  

�  The bottom section labelled Document Search includes various search types 
that can be applied to autopsy reports, toxicology reports and findings. This 
section is described in more detail in section 3 of this manual.  

The data elements on the section of page 1 shown here are explained in the table 
below.  

Set of core 
demographic fields & 
basic case data 

Selections for text 
searches of documents, 
including police text. 
This does not appear if 
access to identifying 
data is not authorised. 



 

Criterion Explanation 

Age 

End 

 

 A specific age or an age range can be used as search 
criteria.  
·  Beside the label of Age, there is a drop down list of 

operators – greater than or equal to and greater 
than are included in this set.  

·  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 operators – less than or 
equal to and less than are included in this set. 

·  A drop down list of Age Units is included. 
 

Example 

Specific Age 

To return data from records where the age is 17 years of age: 

1. Choose  >=   from the first drop list of operators. 

2. Type in 17 in the criterion entry box to the right of the first operator list. 

3. Type in 17 in the criterion entry box to the right of the End label. 

4. Choose <= from the second drop down list of operators.  

5. Choose Years from the unlabelled Age Unit drop down list. 

 

Date Notified 

End Date  
A specific date of notification of death or a date range 
within which the death occurred can be used as search 
criteria.  

·  Beside the label of Date Notified, there is a drop 
down list of operators – greater than or equal to  
and  greater than.  

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

·  A label of  End Date is beside another drop down 
list of operators – less than or equal to  and  less  
than. 



·  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 notification is between 1 July 
2000 and 31 July 2000: 

1. Choose  >= from the first drop list of operators. 

2. Type in 01/07/2000 in the criterion entry box to the right of the first 
operator list. 

3. Choose <= from the second drop down list of operators. 

4. Type in 31/07/2000 in the criterion entry box to the right of the End Date 
label. 

 

To return data from records where the date of notification is 1 January 2000. 

1. Choose  >= from the first drop list of operators. 

2. Type in 01/01/2000 in the criterion entry box to the right of the first 
operator list. 

3. Choose <= from the second drop down list of operators. 

4. Type in 01/01/2000 in the criterion entry box to the right of the End Date 
label.  

 

Sex Search for cases according to gender from the choices 
in the Sex drop down list: 

 Male 
 Female 
 Still Enquiring  
 Unlikely to be Known 

Years in Australia The number of years that a person who was not born 
in Australia has been resident in Australia can be 
entered as a search criterion. The NCIS Data 
Dictionary explains the rules for cases where the 
number of years in Australia is greater than 97 years, 
less than 1 year or where the person was born in 
Australia: 

 00   Less than one year’s residence 
 1 to 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 their Marital Status 
from the choices in the Marital 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 the death 
was contributed to by a consumer related product from 
the choices in the Product Related drop down list. 

 Yes 
 No 
 Still enquiring 
 Unlikely to be Known 

Case Status  Search for open and/or closed cases.  Note that no 
identifying data is accessible to Level 1 or Level 2 
third party users for open cases.  Authorised access to 
users may include ability to retrieve non-identifying 
data for open cases. 

Case Type Search for cases according to Case Type at time of 
notification and/or at time of case completion.  
Basically, a known Case Type will be either a death 
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 the Intent 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 



 

Indigenous Origin Search for cases according to their classification of 
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 an 
inquest was held.  

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

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

Example 

Multiple Postcodes 

Type the postcodes 3170; 3150 in the Postcode box. The semi-colon is used to 
list more than one postcode for the search. 

Country 

 

Search for cases according to the country of residence 
of the deceased. N/A No Fixed Address is available as 
a search option for this field. 

Case State The jurisdiction of the case can be specified as a 
search criterion.  One, all or a selection of Case 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 administered 
by both NSW and ACT have been 
selected as the search criteria.  



 

 

Example 

Multiple Case States (Jurisdictions) 

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

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

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

 
 

To deselect one or more of the highlighted choices 

STEP 1. Keep the Ctrl button depressed . 

STEP 2.    Click again with the left mouse button on the highlighted  
                  state/jurisdiction which you wish to remove as a search condition. 

 
 

Please note that searching of documents is covered in section 3 of this manual. 



2.2.1.2 Occupation (page 2) 

 

The data elements on the page shown above for entering search criteria are 
explained in this table: 
 

Criteria Explanation 

Employment Status Search for cases according to the Employment 
Status of 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 with Work-relatedness as 
the criterion. 

Options are: 

Yes 
No 
Still Enquiring 
Unlikely to be known 



Occupation Code Codes for Usual Occupation as obtained from 
National Health Data Dictionary version 8.0 
(1999) may be used as search criteria. These are 
available in the NCIS Data Dictionary.  

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

 

Occupation Text The text of Usual Occupation may be used as 
search criteria.  Type in the text of usual 
occupation in the box provided. Please note that 
variations of descriptions of occupations should be 
considered when searching for cases with 
occupation text as one of the criteria. 

 

Occupation at Incident This will only be available if the Incident Activity 
Details field is Working for Income. 

Codes for Occupation at Incident as obtained 
from National Health Data Dictionary version 8.0 
(1999) item 230 may be used as search criteria. 
These are available in the NCIS Data Dictionary.  

 

Occupation at Incident 
Text 

This will only be available if the Incident Activity 
Details field is Working for Income. 

The text of occupation at incident may be used as 
search criteria.  Type in the text of usual 
occupation in the box provided. Please note that 
variations of descriptions of occupations should be 
considered when searching for cases with 
occupation text as one of the criteria. 

 

Industry Incident Code This will only be available if the Incident Activity 
Details field is Working for Income. 

Codes for Industry at Incident as obtained from 
the National Health Data Dictionary version 8.0 
(1999) item 230 may be used as search criteria. 
These are available in the NCIS Data Dictionary. 

 

Industry Incident Text This will only be available if the Incident Activity 
Details field is Working for Income. 

The text of Industry at Incident  may be used as 
search criteria.  Type in the text of occupation at 



incident in the box provided. Please note that 
variations of descriptions of occupations should be 
considered when searching for cases with 
occupation text as one of the criteria. 

 

 



2.2.1.3 Time/Location (page 3) 

The Query – Time Location page enables selection of data elements relating to 
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, suburb, postcode, state, country details 
and address text as well as location codes can be entered as criteria. Where the 
time location type is Incident, Level 1 and Level 2 Activity codes can be selected 
as criteria. 

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



 

Criterion Explanation 

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

Incident 
Death 
Last Seen Alive 
Body Found 

 

Location Code 1  Search for cases according to Location 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 the Location Code 1 categories has sub-
categories in the Location Code 2 list.  These are fully 
detailed in Appendix 3 of the NCIS Data Dictionary. 

As an example, here are the sub-categories for the 
Location Code 1 option of Home: 

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 can 
be chosen as a search criterion: 

Sports and Active Recreation 
Leisure Activity 



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 the Activity Level One categories has sub-
categories in the Activity Level Two list. These are 
fully detailed in Appendix 5 of the NCIS Data 
Dictionary. 

As an example, here are the  sub-categories for the 
Activity Level One option of Working for Income: 

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

 

 

Date From 
Date To 

A specific date of incident, death, last seen alive or 
body found, or a date range within which these events 
occurred, can be used as search criteria.  

 

Example 

Date Range for Time Location - Death 

To return data from records where the date of death is between 1 July 2000 and 31 
July 2000: 

STEP 1. Choose Death from the first drop list of Time Location Type. 

STEP 2. Type in 01/07/2000 in the criterion entry box labelled Date From. 

STEP 3. Type in 31/07/2000 in the criterion entry box labelled Date To. 
 

To return data from records where the date of death is 1 January 2000. 

STEP 1. Choose Death from the first drop list of Time Location Type. 

STEP 2. Type in 01/07/2000 in the criterion entry box labelled Date From. 

 

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

 

Suburb Time Location Suburb can be typed in as a search 



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 Location Country can be chosen as a search 
condition. 

 

 

Please note that if you do not select one particular Time Location Type  from the 
top drop down list, and if you choose to return a field which is stored in the Time 
Location  

 

 

 

 

 

 



2.2.1.4 Object or Mechanism (page 4) 

In any one search, it is only possible to specify either Mechanism of Injury 
leading to a death or Object of Injury leading to death in your search criteria. 
This is because the rules governing data entry for Mechanism of Injury and Object 
provide that there cannot be an object without a corresponding mechanism and 
vice versa. Mechanism and Object are therefore provided as alternative screens 
on page 4 of Section One of New Query Design where you can specify search 
criteria.  

 

 

Please Note: 

1. The NCIS Data Dictionary provides for ‘no object’ in specified circumstances 
and mechanism and object are not required where case type completion = 
natural death).  

2. The Level drop down list for Mechanism and Object contains options for Level 
1, Level 2 and Level 3. If you choose Level 1, then you will be choosing only to 
return Primary Mechanism of Injury or Object data, if you choose Level 2, 
then you will be choosing only to return Secondary 1 Mechanism of Injury or 
Object data and if you choose Level 3, then you will be choosing only to return 
Secondary 3 Mechanism of Injury or Object data. 

These Levels of 1, 2 or 3 correlating to the appropriate Primary or Secondary 
Mechanism of Injury or Object record will be returned under the column 
heading of ‘Rank’. 

3. If you wish to return only one Mechanism of Injury and Object record in your 
tabulated results, then you should choose a level from the Level drop down list. 

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

 



Object 

The default page 4 has the title of Query – Object, it contains the search elements 
for the corresponding level of Mechanism of Injury for which the Object was 
coded (either Level 1, 2, or 3) and also contains the drop down lists for the 
Category of Object as well as the drop down list for object Description.  A 
Search button has been included so that descriptions of objects can be typed in 
and the appropriate codes found quickly. 

This is how the Search function works. 

STEP 1. Click on the Search button and the following window appears: 

 

STEP 2. Type in the text you wish to search for in the text field to the right of 
the label Keyword.  eg car or hammer or gun or knife or petrol or 
exhaust, etc 

 

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

STEP 4. If the search has returned an appropriate object description, then click 
on the blue underlined Select text and the Category and Description 
will be entered into the Object criteria boxes on page 4 of Section One 
of New Query Design where you can specify search criteria.  



 

STEP 5. To move on to page 5 of Specify Search Criteria section, click on the  
           Go to Page 5 button. 

 

Mechanism of Injury 

To select a Mechanism of Injury  instead of an Object as part of your search 
criteria, click on the Mechanism button.  Page 4 will then change so that its title is  

 

Mechanism, the appropriate Mechanism of Injury codes and levels will appear 
and a button to lead to the Page 4 Objects screen will be visible. 

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

As explained in the previous section, it is only possible to choose either 
Mechanism of Injury leading to a death or Object of Injury leading to death. In 
order to ensure that only one is chosen as search criteria, page 4 of this 5 page 
query design section will only show only either the Object search options or the 
Mechanism search options but not both. 



 

In this case above, the Mechanism button has been clicked and the drop down 
lists for selecting Level 1 and Level 2 Mechanisms of Injury as search criteria 
are displayed. 

The top drop down list labelled Level has the default of including any of the three 
mechanisms which may possibly be entered as data for a case.  At the data entry 
level, these are identified as the Primary Mechanism, Secondary 1 Mechanism 
and the Secondary 2 Mechanism.  The drop down list here allows for selection of 
any of these three levels – included in the drop down list as Level 1, Level 2 or 
Level 3 respectively.  

 

The labels of Level 1 and Level 2 and the Search button are for selecting a 
description of the main category of Mechanism, and the first sub-category of 
Mechanism.  If it exists, a third sub-sub- category label and box will appear.  

In the following example, a search for a MVA (Motor Vehicle Accident) returns 
criteria down to the sub-sub-category level for Mechanism of Injury .   

 

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



 

 

Also returned is a set for more detailed search of the Vehicle Details.  

 

 
Searches with criteria for Mode of Transport, Counterpart  involved in the 
incident, traffic or non-traffic Context as well as a description of the deceased as a 
User of the vehicle are possible (see the NCIS Data Dictionary for the rules that 
apply to these data elements). 
 
 
 

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) 



2.2.1.5 Cause of Death (page 5) 

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

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

 

Examples  

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

STEP 1. Click on all checkboxes beside Level 1a, 1b, 1c, 1d, and 2. 

STEP 2. Type the required text into the Cause of Death Text box.  
         eg ‘Drug Toxicity’ 

 

This will refine the search of the cases in the database so that only those cases 
where the cause of death text includes the string drug toxicity. 

 

Please note that this is a simple text matching search which will not identify text 
which varies from the pattern because of typographical or spelling errors. 

This example shows that further investigation of case data is necessary to fully 
understand the context of the word as used in the Cause of Death text. 

 

Now that you have completed defining your criteria in Section 1, you will need to 
go to Section 2 in order to select the data elements which you want to be returned 
in your results. Click on the Go to Finish or Finish button to do this. 



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

When you have finished selecting your search criteria, click on the Go To Finish 
or Finish button. This will take you to Section 2 of Query Design – selecting the 
information to be returned in your results. 
 

 

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

�  Selection of either: 
�  Document Search OR  
�  up to 45 data elements to be returned as column headings.  

 
�  If you check one of more boxes beside data field labels and then click on to the 

Search button, any records in the database which fulfil your criteria will be 
returned on a results page in table form with the data elements which you 
selected from this Section Two – Query Design page as the headings of 
columns in the table. 

 

�  Saving a query by name so that the search, using the saved search criteria and 
columns to be returned, can be quickly run again in the future. See Section 2.3 
of this manual. 

 

�  Choosing whether Descriptions of data elements or Codes for data elements 
are to be returned in the tabulated results.  

�  Choosing to have a query result saved and unloaded to a file so that it can be 
accessed at a later time.  Email notification with links to your downloads page 



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

NOTE: 

You can only select either a Document search OR data fields listed as column 
headings. You cannot run a query for fields and document returns at the same 
time. If you wish to examine the document text and data from other fields, then 
more than one search will need to be designed. 
 

2.3 Saving a Query Name – Using the My Queries Sub-Menu Option 

The Query Name box is available for you to type in the name of a query which 
you wish to save and store so that in future sessions, you will be able to select that 
query name and run the same query without repeating the need to select criteria 
and columns to be returned.  
 
These are the steps for naming and saving a Query Name: 
 
STEP 1. Type in an appropriate name for your query in the box provided. 

STEP 2. Select the required fields to be returned for your query by clicking with 
your mouse in the checkbox beside the labelled fields which you wish 
to be column headings in your tabulated query result (as described in 
the previous section). 

STEP 3. Click on the Save button. 

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

 
Once you have saved a query, you can run it again any time. To do this, 
follow the steps below: 
 
STEP 1. From the Main Menu, choose NCIS Search and select the My Queries 

sub-menu option. 

STEP 2. A list of previously saved queries will appear in a list.  Beside the name 
of each query is highlighted text for the purposes so that you can Run 
Query or Delete the query.  

STEP 3. Click on the name of the query which you wish to run during this 
session. The Query Design Section Two page will appear. 

STEP 4. Click on the Search button to run the query again.  Your results will 
appear in tabulated form on the Query Results page. 

Please note that the criteria set for saved searches cannot be edited.  If you wish 
to run the same search for a different period of time (eg monthly), you can set 
the initial criteria for a longer period of time, (eg 12 months) and run the search 
regularly to check for new cases that have occurred since the previous search. 



2.4 Download Your Results 

The Unload to File function on Section 2 of the Query Design page has been 
designed to schedule queries to be run on the NCIS server for return of a data file 
from the database.   

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

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

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

An advantage of this to the user is that they can return to other work whilst waiting 
for the query to be run.  Email notification will be sent to their nominated email 
address with a link to the specially designed web page where there will be links to 
all their previously saved query files. 

Another advantage of this is that the file produced can be opened in other 
spreadsheet or database applications and ordered and organised as the user 
requires. 

These are the steps for producing a file as a result of your query: 

Please note that you will need to use Microsoft Internet Explorer as your 
Internet browser software in order to access the Downloads page. 

 
STEP 1. Choose your criteria in Section 1 of the New Query Design and click 

on the Finish button.  
 
STEP 2. Type in a Query Name in the box provided.  
 
STEP 3. Type in the email address to which you want your notifying email to be 

sent.  
 
STEP 4. Click on the Unload to File checkbox so that a tick appears. 
 
STEP 5. Click on the Save button.  
 
STEP 6. If you want to run the query now, click on the Search button.  
 
STEP 7. When you receive your notifying email, click on the hyperlink text to 

your Downloads page OR to check on the status of the production of 
your file, use the Downloads sub-menu option from the Main Menu.  
 
If the hyperlink doesn’t open Internet Explorer, one way to access the 
Downloads page is to highlight the link and select the copy function 
from the Edit main menu option.  You will need to open an  Internet 
Explorer window and the paste the link into the address box and then 
click the Enter button to access the site.  This link is to the Downloads 
sub-menu option from the NCIS Main Menu.  



 
STEP 8. When your file has been produced and is listed on the Downloads page, 

click on the name of the file and it will be automatically opened in 
Microsoft Excel as a spreadsheet.  

 
STEP 9. Save and rename the file for use in the application of your choice.  
 
 
 

2.5 Search Results - Troubleshooting 

2.5.1 No Results Returned 

If this is the result of your search , then what has happened? 
 
 
This means that no cases exist which match your search criteria.  

 

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

STEP 1. Use the Back button to return to the New Query Design set of pages 
and redesign your query.  

OR 

 

STEP 2. Move your mouse to the Main Menu and select New Query Design to 
reload the New Query Design set of pages again.  

AND 

 

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

 



2.5.2 Why Has A Search Of The NCIS Returned Multiple Records  
           For One Case Number? 

There are two tables in the NCIS where a specific case can have multiple but 
distinct records. These include the table for Mechanism of Injury and Object and 
the table for Time Location details. We will consider the Mechanism of Injury and 
Object table in the next section and then consider the Time Location table in the 
section following that. 

 

2.5.2.1 Mechanism of Injury and Object or Substance Causing Injury 

The reason why Mechanism of Injury and Object records may contain up to three 
records for each NCIS case number is simply that for an external cause case it is 
necessary to enter a Primary Mechanism of Injury with an associated Object; 
however, where it is necessary to convey the nature of an event, a second 
(Secondary 1) and a third (Secondary 2) Mechanism of Injury codes with 
associated Object or Substance Causing Injury codes may be allocated.  

As an example: 

A death may have a Primary Mechanism of Injury of A1.8 – Vehicle Crash: 
(predominantly) blunt mechanism code with an appropriate set of vehicle details 
and a passenger car code for Object or Substance Causing Injury. 

In the sequence of events, a collision with a tree may have been a contributing 
factor and will thus be coded as a Secondary One Mechanism of Injury again 
with the code of A1.8 – Vehicle Crash: (predominantly) blunt mechanism but this 
time with an Object or Substance Causing Injury code for the tree. 

In addition to this, toxicology may indicate a high Blood Alcohol Content and so a 
Secondary 2 Mechanism Of Injury for Poisoning by or Exposure to chemical 
substances with an Object or Substance Causing Injury code for Alcohol being 
recorded for the case. 

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

 

NCIS 
case_state 

NCIS 
case_year 

NCIS 
state_sequence 

Rank 
* 

Mechanism 
Code Level 

1 

Mechanism 
Code Level 

2 

Mechanism 
Code Level 

3 

Object 
Description 

 
ACT 

 

 
2002 

 
1234 

 
1 

 
A 

 
A1 

 
A1.8 

 
E39 

 
ACT 

 

 
2002 

 
1234 

 
2 

 
A 
 

 
A1 

 
A1.8 

 
K09 

 
ACT 

 

 
2002 

 
1234 

 
3 

 
N 
 

 
N9** 

 

 
 

 
P01 

 



*   Rank is a part of the unique identifier for each Mechanism of Injury and Object 
or Substance record.  

 
A rank of 1 indicates that the record is the Primary Mechanism of Injury: 

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

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

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



2.5.2.1.1 Multiple Records – Mechanism/Object Fields in New Query Design  
                 Section One 

 

If you choose any of the following as criteria on Page 4 of the five set of pages in 
New Query Design, up to three different Mechanism of Injury and Object or 
Substance records for individual NCIS cases: 

 

Mechanism of Injury fields Mechanism Level 1, Level 2 or Level 3 

Mode, Counterpart, User, Context 

 

 

 

 

 

 

 

 

 

Mechanism 
Level 1 and 
Level 2. 

Level 3 will  
only appear 
where it exists 
as a code. 

Mode of Transport 

Counterpart 

Context 

User 



Object or Substance Causing Injury fields  Category 1, Description 

 

 

 

2.5.2.1.2 Time Location (Time Location – Incident, Death, Body Found and Last  
                 Seen Alive) 

The reason why Time Location records may contain up to four records for each 
NCIS case number is because for each case there is Time Location record for 
Incident details and a Time Location record for Death details. In addition to this, 
there may be additional Time Location records for Time Location – Last Seen 
Alive and Time Location – Body Found.  
 

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

NCIS 
case_state 

NCIS 
case_year 

NCIS 
state_sequence Event * Location 

Code 
Activity 

Code Suburb Postcode 

 
VIC 

 
2002 1234 Incident 124 1.2 Moe 3825 

 
VIC 

 
2002 1234  

Death 
 

124  Moe 3825 

 
VIC 

 
2002 1234 Last Seen  

122  Moe 3825 

VIC 2002 1234 Body 
Found 

 
124  Moe 3825 

*   Event is a part of the unique identifier for each Time Location record.  
The Events are Incident, Death, Last Seen and Body Found 

 

Category 1 and 
Description 



2.5.2.2 Multiple Records – Time Location Fields in Query Design Section One 

If you choose any of the following as criteria on Page 3 of the five set of pages in 
Query Design, up to four different Time Location records for individual NCIS 
cases may appear: 

 

Time Location  

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

 

 

2.5.2.3 How To Return Only One Record Per Case Using Time Location Or 
Mechanism of Injury And Object Data Variables As Criteria Or Fields 
To Be Returned.  

 

 

Mechanism or Object or Substance Causing Injury 

If you choose one of the options from the drop down  list at the top of the  page 
labelled Level,  you will only return one record per case from the Mechanism of 
Injury and Object table. 

The table contains the numbers, 1, 2 and 3. It is possible only to choose one of 
these specific levels although the default of --- will include all appropriate records 
in the Mechanism of Injury and  Object table. 

The Level numbers correlate to the Ranks of Primary, Secondary 1 and Secondary 
2 in this way: 

 

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



Level Rank 

1 Primary (1) 

2 Secondary 1 (2) 

3 Secondary 2 (3) 

 

Thus, if you select Level 1 you will only return Primary Mechanism or Object 
records.   

 

 

Remember that multiple records for each case from the Mechanism of Injury table 
may well give you more valuable information about the Mechanism of Injury and 
Object or Substance Causing Injury than just choosing one Level of Mechanism of 
Injury and Object or Substance Causing Injury. 

 

 

 

 

Time Location 

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

 
 

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

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 Location Fields in 
New Query Design Section Two  

Selection of many columns or fields in Section Two of New Query Design may 
lead to multiple records for a case being included in your results. 

If you choose to return any of the following columns or fields from the 
checkboxes provided on the web page in Section 2 of New Query Design, more 
than one record per NCIS case may be returned. This is because these fields are 
from either Mechanism of Injury and Object table where up to three Mechanism of 
Injury and Object records may be stored for each case, or from the Time Location 
table where up to four Time Location records may be stored for each case. 

Please Note: 

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

For Example: 

It may well be that you wish to return all four Postcodes for Time Location – 
Incident, Death, Body Found and Last Alive. In this case, it is not necessary to 
choose a particular Time Location Type to limit your search. 

However, if you are returning Activity data, Incident Occupation or Incident 
Industry data or Sports Codes and you only want one record returned per case, 
it is advisable that you read section 2.5.2.5 of this manual and in your query, 
choose Incident from the Time Location Type drop down list which is page 3 of 
the set of five pages in Section One of New Query Design.  
 

Returned Columns which may return more than one record per case are marked by 
ticks in the checkboxes in the screen representation below: 



 

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

Mechanism–Broad Category, Mechanism–Sub-Category, Mechanism–Sub-Sub-
Category, Mechanism – Other Specified 

 

Object – Main Category, Object - Description, Object – Other 

 

Mode of Transport, Mode of Transport – Other Specified User Code 
Counterpart, Counterpart – Other Specified Context, Context – Other Specified 

 

Postcode - Time Location State – Time Location Country – Time Location 

 

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

 

Location Code 1, Location Code 1 Other Location Code 2,  
Location Code 2 Other 

 

Incident Occupation – Code, Incident Occupation – Text 
Incident Industry - Code, Incident Industry - Text 

 



SECTION 3 TEXT SEARCHING IN DOCUMENTS 
Please note:   

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

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

3. It is advisable to view the documents returned by a text search to obtain a full 
understanding of the context of the words or phrases as they appear in a 
document. 

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

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

3.1 Overview of Text Searching Procedure 

Users with appropriate access permissions are able to search for text using the 
following tools in autopsy reports, inquest findings, toxicology reports and police 
investigations.  Searching for text in other fields, such as Cause Of Death is 
described in Section 2. 
 
Some search parameters in the drop-down list are visible below.  Each of these 
will be explained in detail in this Text Searching section.  

The steps for using the Document Search functions are: 
 
STEP 1. Choose the Search Parameter from the box below the Text in 

Document entry box. For Example:  Key word Search 
STEP 2. Type in the words or phrases which you wish to search for in the 

documents attached to cases. For Example: thrombosis 
STEP 3. Once you have selected other criteria in Section 1 of Query Design, 

click on the Finish button and select the columns you wish to be 
returned. This is explained in Section 2.2.2 of this manual. It is 
advisable to conduct a separate search returning Documents so that the 
context of the ‘found’ text can be viewed. 

 

STEP 4. View your returned data. If you have chosen to return Documents, it is 
also necessary to click on the document icon and open the attached 
document.  



3.2 Text Search – Type 

There are a number of ways of searching for text in documents and these Search 
Parameters are listed below the text entry box. 
 
It is possible to search all documents or to refine the search by selecting the type 
of procedure document in which you want to search.  However, searching one 
document type will provide a quicker result. 
 
Types of documents which may be attached to cases include finding, autopsy 
report, toxicology report and police investigation. 
 

3.3 Search Parameters 

The search parameters for searching for text in documents 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 words in documents. When the 
search text which you specify contains more than one word, you can choose key 
word search as a means of directing the search to treat each word as a separate 
entity.   
 
 
 
 
 

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



3.3.2 Phrase Search 

A Phrase Search involves entering search text that contains more than one word 
which will not be treated as separate entities as they would be treated in a key 
word search.  The phrase is treated as a single unit.   If you wish to search for these 
words together, then a Phrase Search is necessary.  
 
It is possible to conduct a Phrase Search - Exact or a Phrase Search – 
Approximate. 

 
Exercise 
STEP 1. TAB to the Text in Documents box and type cardiac arrest. 
STEP 2. TAB to the Search Parameter drop down list and click on Phrase 

Search - Exact to select this type of text search in documents attached 
to cases. 

STEP 3. Click on the Finish button and in Section Two of Query Design click 
on Documents and view the list of cases identified as having 
documents containing the exact phrase cardiac 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 to be transposed (or in the wrong 
order.)  eg. from instead of form. 
 
This search will return any document with a row containing the correctly spelt 
words as well as those with any two letters transposed.  This allows for some 
inaccuracy of use of the search words in the documents where a single 
transposition of letters has occurred. 
For Example:  cardiac    cardaic 
 



Exercise 
 
STEP 1. TAB to the Text in Documents box and type  cardiac 
STEP 2. Check that the Search Parameter drop down list choice is Allow 

Single Transposition 
STEP 3. Click on the Finish button and in Section Two of Query Design click 

on Documents. 
STEP 4. Click on Search. 
STEP 5. The list of cases will be those which have documents containing the 

word  cardiac as well as any incorrectly spelt words where the order of 
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 be misspelled by the inclusion of 
one incorrect letter. 
 

 
This will return any document with a row containing the correctly spelt words as 
well as those with one incorrect letter in any place in the words. 
 
For Example: cardiac    cargiac 
   

Exercise 
STEP 1. TAB to the Text in Documents box and type  cardiac 
STEP 2. Check that the Search Parameter drop down list choice is Allow  

              Single Substitution. 
STEP 3. Click on the Finish button and in Section Two of Query Design click  

              on Documents. 
STEP 4. Click on Search. 
STEP 5. The list of cases will be those which have documents containing the 

word  cardiac as well as any incorrectly spelt words where one letter is 
incorrect. 

 

3.3.5 Sub/Super String Search 

A basic search option that includes words that are substring or superstring pattern 
matches of the words in the search text.  It does not include transpositions or 
substitutions of the words in the search text. 
 
If an extra letter has mistakenly been added to a search word or if a letter has 
mistakenly been omitted, then the sub/super string search will identify any 
document which contains a row with the string pattern entered as the basis of a 
word. 

 



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

Exercise 
STEP 1. TAB to the Text in Documents box and type  throm. 
STEP 2. Check that the Search Parameter drop down list choice is Sub/Super  

              String Search. 
STEP 3. Click on the Finish button and in Section Two of Query Design click  

              on Documents. 
 
 

3.3.6 Proximity Search 

When you perform a word search for a phrase which contains multiple words, a 
key word search returns any row with one or more of the words in the search text.  
However, an exact phrase search might fail to return a different expression of the 
phrase.   
 
A proximity search can solve this problem by allowing you to specify a number of 
non-search words which can exist between two or more search words.  
Approximate phrase searches are similar to proximity searches except that the 
scores given to the results are different. 
 

 

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

In this way, a document which stated that 'a coronary artery was blocked' would 
be identified and the case listed as a result of the search. 

Exercise 
STEP 1. TAB to Text in Documents box and type  block of the coronary artery. 
STEP 2. Check that the Search Parameter choice is Proximity Search. 
STEP 3. TAB to Distance and select 5 from the drop down list. 
STEP 4. Click on the Finish button and in Section Two of Query Design click on  

           Documents. 
STEP 5. Click on any  of the document icons in order to open these documents. 
 



3.3.7 Boolean Search 

Boolean searches are similar to key word searches in that they both search for 
words as separate entities.  
 
A Boolean search additionally allows you to combine the key words in a Boolean 
expression to create more complicated text searches.  
 
Boolean operators are  
  
 & a symbol for ‘and’ where both words MUST exist together for 

the line to be returned 
 
 | a symbol for ‘or’ where if one of the words exists the line will 
be returned. 
 
 ! a symbol for ‘not’which means that lines without the chosen 

word will be returned. 
 
 
These Boolean operators can be used separately or combined so that & (and), | (or) 
and !(not) can determine the nature of the search.  Here is an example of the 
combined use of & and !  
 

A &! B This is the correct way to choose A but not B. 
 



3.3.8 Score Value 

The higher the score value, the more closely the document, listed as a result of the 
search,  matches the criteria.  You can use the score value to limit a search by 
specifying the minimum score of returned documents.   Fewer documents which 
more closely match the criteria should be returned if a higher minimum score is 
set. 
 
Please note that limiting the search via the score field does not necessarily reduce 
the processing time. 
 
Here is an example to show how changing the score value can help in conducting 
useful searches. 
  

  
Consider a test situation where 14 documents attached to cases contain the 
sub/super string heart.  The screen representation above with criteria entered to 
search for the sub/super string heart can been limited by the use of  the score value 
drop down list.   
 
In this case of a score value of 20, then 14 cases would be listed as fulfilling the 
criteria with a score value of 20 or above. 
 
When the score value is altered to 50, the number of cases fulfilling the criteria 
with that higher score may be reduced to 4 cases, with a score value of 70, it may 
be reduced to 2 cases and no cases may be identified as having documents 
attached which fulfilled the criteria with a score value of 80 or above. 
 

Score Value 
selected from drop 
down list 



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 conjunction with the NCIS Data 
Dictionary and the NCIS Coding Manual, which can be accessed from the Main 
Menu under Documents.  The Data Dictionary specifies data standards for the 
data set items.  It provides a uniform definition and explanation of the data item, a 
statement of the type of information included and a full description of the 
classification system used, including its source and user guidelines.  The NCIS 
Coding Manual aims to assist with improvements to the quality of data entered by 
providing guidance to coronial clerks in the selection of the most appropriate data 
item.  It may also be of interest to users of the database to understand the coding 
rationale used by clerks entering the data.   

 

4.2 NCIS Help Desk 

The following NCIS team members can be contacted for help 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 network or Internet access problems.  The 
NCIS cannot resolve local network or access issues. Unless it is obviously an 
NCIS system error, please check with your Information Technology personnel to 
eliminate these possibilities before contacting the NCIS about technical 
difficulties. 

 

NCIS Coding Enquiries 

Quality Assurance Manager: Leanne Daking 

Phone: (03) 9684 4458 / Email: leanned@vifm.org 

Third Party NCIS Access Enquiries 

Project Officer: Marde Hoy 

Phone: (03) 9684 4323 / Email: mardeh@vifm.org  

 

* Any of the NCIS team will be able to provide you with 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 Explorer is readily available for 
your reference when you are using Internet Explorer as the browser software for 
accessing the NCIS. 

 

 

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

�  Clicking your mouse on the Help text in the Microsoft Internet Explorer 
main menu as shown above will produce a drop down list of help available. 

�  The Tour will provide you with a thorough basic introduction to browser 
software and ways to use Microsoft Internet Explorer to browse the 
Internet. 

�  The Contents and Index can 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 use of Microsoft Internet 
Explorer include the For Netscape Users. 

The only Internet Explorer functions included in this manual are those required to 
access the NCIS. 



SECTION 5 CONCLUSION 

This manual is designed to cover the basics of data retrieval from the NCIS using 
the Search – Query Design menu option.  Future versions of this manual will 
include guidelines for designing varying types of searches. 

Some suggestions for your initial use of the NCIS data retrieval functions are: 

1. Use the NCIS Data Dictionary. 

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

2. Remember that text searches of documents return all occurrences of the 
text, regardless of context. 

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

3. Search options. 

Approximately 45 data elements may be returned as column headings on your 
tabulated results 

 OR 

You may return a search of police narratives of circumstances or documents. 

4. Practice. 
Spend time slowly using the system to reinforce skills you have acquired.  
Start with simple tasks and consolidate your knowledge and skills before 
moving on to more complex queries. 

5. If you encounter technical problems: 

i) Check your Internet or network connections are not causing the problem; if  
       the problem persists 
ii) Contact the NCIS (see Section 4 for contact details). 

6. Comments and suggestions on this search manual. 

We welcome your comments, suggestions and feedback on the search manual.  
Please forward feedback by email to ncis@vfm.org or phone NCIS Help on 
(03) 9684 4442. 

 

 

 

 

 

 


