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ACCESSING THE NCIS

1. Open your internet browser (To access the NCISnyast use Internet Explorer)

2. Go to the following addresshitp://www.ncis.org.au

3. Select the option “NCIS Access for Authorised Users

4. Type in your username and password

The NCIS team will have advised you of these datdibn your access was approved.

If you have misplaced them or you do not curreimélye access, please contact Marde Hoy
on

(03) 9684 4323.

This will take you to NCIS Welcome screen. You caart searching on the NCIS by
selecting an option from the “NCIS Search” menue S8earching on the NCIS” to

determine which option best suits your search nedéasay be that you wish to conduct a
variety of searches to identify all possible cabes you are interested in.




SEARCHING ON THE NCIS

There are a number of different ways that users ssarch for cases using the NCIS.
Users can either find a specific case, or searawmsac multiple cases for common
characteristics. Searches across multiple casesbeaoonducted using either coded data
fields, full text document searches, or a combamatf the two. Outlined below are the
various types of searches available, with the elevmenu items which relate to those
searches. For more detailed information about hmaonhduct these types of searches please
refer to the relevant section of this manual.

FIND A SPECIFIC CASE

Users can search for a specific case by seledi@gRIND CASE” option under “NCIS
Search”.

SEARCH ACROSS MULTIPLE CASES FOR COMMON CHARCTERIST ICS

Users can perform keyword searches of the full tdgtuments by selecting the
“CORONERS’ SCREEN'’ option under “NCIS Search”.

Users can search on the coded data fields by sajettte “QUERY DESIGN” option
under “NCIS Search”.

Users can combine a keyword search with a fielded gearch by selecting the “QUERY
DESIGN” option under “NCIS Search”.



FINDING A SPECIFIC CASE ON NCIS

Select the “Find Case” option under the NCIS Searehu to find an individualase.

Users can locate a specific case by searchingetottal case number, the NCIS number, or
the deceased’s surname.

Local Case Number

The local case number is the identification nuntdpeen to a case by the respective coroners
court. To find a case using the local case numbeter the number into the “Local Case

Number” field and click search. Be sure to usedbeect format for the local case number

used by the jurisdiction you are searching upon.

In Victoria, the format for a local case numbeNG@IS is a slight variation on the format used
by the State Coroners Office. The State Coronefe®format of number/year needs to be
changed around to be year number. l.e. A case nuail8215/02 is represented in the NCIS
by 20020345.

The example below shows how to find a NT case Wighlocal case number of A0046/2000.




NCIS Number
The NCIS number is a number given to a case toughygidentify it on the NCIS, and it
consists of three components being Case State,Xe@seand State Sequence.

To find a case using the NCIS number, enter thee &date, Case Year and State Sequence
(as detailed in the NCIS number) into the appraergections of the Find Case screen and
click search.

The example below shows how to find a case witiNB¢& number of NT.2000.1609.

Surname

To find a case using the deceased’s surname, skeiotlevant jurisdiction from “Case State”
and enter the surname into the “Surname” field alick search. A Case State must be
selected or the surname search will not be conducte

The example below shows how to find a VIC case wighsurname of Peters.

Once you have initial results returned, you canwtee full record for a case by selecting the
“Access Record” link. See “Viewing the full caseoed” for more information on what to do
once you decide to access a case.



SEARCHING ACROSS MULTIPLE CASES

FULL TEXT DOCUMENT SEARCHING -
THE CORONERS’ SCREEN

The Coroners’ Screen is a single screen interfaaeatlows userdo search the documents
attached to NCIS cases for certain keywords. Thlssuments include police reports,
autopsy reports, toxicology reports and findingsisTscreen is called the Coroners’ screen,
as it was initially designed specifically for cossa to use.

Users can search across all cases in various igti@ts in accordance with their access
permissions.

Further limitations on the search can be made anacheristics such as:
Case year

Case status (open/closed)

Case type (natural or external cause)

Demographic constraints of the deceased (sex aag&r

When searching upon findings, users also have higyao restrict a search only to those
cases where recommendations have been made.

kkkkkkkkkhkkkkkkhkkkkkkkkhkkkhkkkkhkkkhkkkhkkkhkkkkhkkkkkkhkkkkkk *kkkkkkkkkkkkkk

Please note: Only users with access permissionsatioav access to full text documents
(identifying level of access) can use this screen.

Results from the Coroners’ Screen are based up@yword search of full text documents,
and will therefore only find cases where the seamims used are contained within the
document. As terms used within documents are rastdsirdised, this should be taken into
account when selecting search terms and when neterg search results.

kkkkkkkkkkkkkkhkkkkkkkkhkkkkhkkkhkkkhkkkhkkkhkkkkhkkkhkkkkhkkkkkk *kkkkkkkkkkkkkhkkkkkk



USING THE CORONERS’ SCREEN

Coroners’ search screen

1. Select “Coroners’ screen” from the “NCIS Search’nmeption. This will load the NCIS
Coroners’ search screen as shown above.

2. Select the document you wish to search upon (FgsjiAutopsy Reports, Police Reports
or Toxicology Reports). Note: you can only seleté @ocument type to search upon for
each search.

3. If you have selected Findings, you may also wiskdlect the “Recommendations Only”
checkbox which will limit your search to only retufindings where recommendations
have been made.

4. Enter the keywords you wish to search upon eg. ihefo suicide. See “Keyword
searching tips” in this section for a guide on howperform keyword searches.

5. Select the jurisdiction/s you wish to search upBnsure that you do not select any
jurisdictions that you do not have permissions ¢oeas or a message will ask you to
review your search criteria.

»

. Enter any optionagearch criteria you would like to restrict youarsd by:
Case Year
Case Status (open/closed)
Case Type (natural/ external cause)
Sex
Age

Note: If you have identifying access for closedesamly, you will need to select “closed”
from the case status field before the system eflinit you to commence a search.

7. Click search



Coroners’ screen results

Please note that the NCIS case number and Locad Qasber has been blacked out for privacy / sgcueasons.

Once you have conducted a search, the resultsnsceterns a listing of the cases that
matched your search. The NCIS number and local naseber are provided, along with
some general information about the deceased (ge¥, a

The case status indicates whether the case isamp#osed on NCIS and an indication is also
provided as to whether recommendations have beeée roa that case if you are searching
on coronial findings.

Hyperlinks are provided allowing you to either aaxéhe full record for a case by clicking on
“Access Record”, or view the full text of the docaimh upon which you searched by clicking
the link to that document. See “Viewing the fulseaecord” for more information on what to
do if you decide to access the full case record.

If there are more than 20 hits on the search resglteen you can view the next page of hits
by clicking on the “Next 20 rows” button in the bmt right hand side of the screen.

See “Example Searches” in this section for some$asearches using the Coroners’ search
screen.



KEYWORD SEARCHING TIPS

Search Type

To search for a word

i.e. cot
To search for a word stem

i.e. Find volt, volts, volted, voltage
To search for a phrase

i.e. emergency lane
To search for one terand another term

i.e. To search for car and tree

i.e. To search for car, tree and alcohol

To search for one teror another term

i.e. To search for the words elderly or old

To search for one term bobt another

i.e. To search for the word machine but not

answering

To search for a phrased a term

. . me
i.e. To search for emergency lane and accu:len%

What do | type? Relevant Symbol

the word

cot
word*

volt*
the phrase

emergency lane
term 1 & term 2

car & tree &

car & tree & alcohol

(note this symbol is
on the keyboard
above the \ symbol
and is sometimes
represented as two
vertical short
broken lines)

term 1 | term 2

elderly | old

term 1 &! term 2
&!

machine &! answering

the phrase & the word

rgency lane &
accident

This table is also available under the “searcH tipk on the NCIS Coroners’ screen.



CORONERS’ SCREEN - EXAMPLE SEARCHES

EXAMPLE SEARCH #1

Search police circumstances for the keyword “zybanfor Victorian cases in 2001

Document to search = police reports

Keyword = zyban

Jurisdiction to search =VIC

Case Year (Start) = 2001 Case Year (End) = 2001

Click search



EXAMPLE SEARCH #2

Search NT findings for the keywords “asphyxia” @hdnging” for males aged between 18
and 35 years.

Document to search = finding

Keyword = asphyxia & hangin@ is the AND operator)
Jurisdiction to search = NT

Sex = male

Age >= 18

Age <= 35

Click search



EXAMPLE SEARCH #3

Search all findings in NSW where recommendationseweade, and that have the keywords
“immersion” or the word stem “drown”

Document to search = finding

Recommendations only = Yes

Keyword = drown* | immersion

(] is the OR operator)

(* is the wildcard operator which will find that we stem with a variety of different endings
eg. drowned, drowning, drown)

Jurisdiction to search = NSW

Click search



SEARCHING ON DATA FIELDS
THE QUERY DESIGN SEARCH

Using the “Query Design” option under “NCIS Searam&nu, users can search across
coronial cases using coded data fields that haga betered for each case by coronial clerks.
A multitude of fields are entered about each cash sis demographic information about the
deceased (eg. age, date of birth, date of death, marital status, country of birth,
occupation, indigenous origin), circumstances surding the death (eg. Intent, Location,
Activity, Mechanisms or Objects involved) and othretevant information (eg. cause of
death).

To search using the Query Design screen, the gsalissthrough a sequence of five screens
which contain various fields, from which they makeselection as to the criteria on which

they wish to base their search. These five scregas Case Detail, Occupation, Time

Location, Mechanism/Object, and Cause of DeathesseOnce the user has specified the
criteria that they wish to search upon, they prddeehe Finish page. The Finish page allows
the user to specify what information from the relsothat match their search criteria they
would like returned.

USING THE QUERY DESIGN SEARCH

1. Select “Query Design” from the “NCIS Search” memtion. This will load the query
design search screen as shown above. Note: If gonot have permissions that allow
you to search documents (identifying access) thectlnent Search” portion of the
screen will not appear.

2. Move through the five screens (Case Detail, Ocdapat Time Location,
Mechanism/Object, and Cause of Death), selectmgdata elements from the screens
that you wish to base your search upon. Move from screen to the next by clicking on
the “Go to Page x” button at the bottom of the sard=rom any screen, you can click on
the *“Finish” button once you have entered all theiteda you require.
See “Query Design Screens” for a brief descriptiorof what each screen contains,
and some specific tips for searching using thesersens.



GENERAL SEARCHING TIPS:

You do not need to select criteria from every field

You should only select a field if you wish to baseir search upon a particular characteristic
of that field. Any fields that have not had a set@tmade will default to include all cases for
that characteristic. For example if you wish toreskaacross all age ranges, leave the age
fields blank. NCIS will default to search acrossagles unless there has been a specific data
element selected.

You do not have to complete all the various lewéla tiered search option

If a particular field has three possible categemels, you do not have to select all the levels
available. You may only wish to select the firssecond level to result in a wider search.
For example, undedbjectthere is a category of
J - Tool, Machine, Apparatus
JO- Machinery and fixed plant
JO8 — Elevated work platform

Users may only chose to select
J - Tool, Machine, Apparatus
JO- Machinery and fixed plant

which will enable you to view all deaths involviagmachinery and fixed plant object.

3. Once you have entered all the criteria you wiskdarch upon, click the “Finish” button.
This will take you to the Query Design Screen.

4. From the Query Design screen, select the fields yba wish to be returned from the
records that match your search criteria. For exampu may wish to return age, age
unit, sex, medical cause la, 2b, and the locat&d.fYou can also choose to return all
the documents associated with a case by selettentPocument” field in the bottom left
corner of the screerit should be noted that you cannot select botidéeldata and
documents to be returned at the same time.



Query Design Screen

5. Once you have chosen all the fields/or documents wish to be returned, click on
search. The results will be presented to you icrees interface similar to the one below.
Should you wish to access the full record of anyipaar case, the NCIS number can be
noted and entered into the “Find Case” screen ¢atéothat record. It is also possible to
save a search, and/or unload the search resublsfite. For assistance in performing
either of these functions, please contact the NCIS.



Example results screen

Please note that the NCIS case humber has beekeolaunit for privacy / security reasons.



QUERY DESIGN SCREENS

A brief description of each of the five query desggreens is provided below, with some tips
particular to each screen also provided.

Case Detail screen (page 1)

This screen enables selection of a number of dataemts which relate to demographic
information about the deceased, such as age, sekahstatus, date of birth, address etc. The
screen also contains data elements that relate oftextual information about the
circumstances surrounding the death such as ityieat case type, and whether the death was
work related, product related etc.

TIP #1 — Full text document searching

As with the Coroners’ Screen, you can also perfarfall text search of the documents on
NCIS by using the “Document Search” portion of tegseen if you have identifying access
permissions. To perform such a search:

1. Enter the terms you wish to search for in the “iaxdocuments” field
2. Select the document you wish to search on fronfdbeument type” field
3. Select the search type you wish to use from thartsetype” field

See the NCIS Search Manual for more detailed io8tms on how to perform these types of
document searches.

This document search can be combined with any ath&x fields you would like to select
from the five query design screens. See Examplethis section for an example of how to
combine a full text document search with a daté fieearch. Alternatively, to perform a
document search without including any additioneldfidata, users can just select the criteria
they wish to enter for the document search andk ¢kinish” to proceed to the final query
design screen.



TIP #2 - When using the date notified field, entee date in dd/mm/yyyy format Eg.
03/09/2001

TIP #3 — To perform a national search, do not $edey states or territories from the case
state field. NCIS will automatically default to sela across all jurisdictions. You must have
permissions for all jurisdictions to do this typesearch.

Occupation screen (page @

This screen contains data elements which relatectoipation of the deceased, and related
items such as whether the incident was work related



Time Location screen (page 3)

This screen contains data elements that relateetdate, time and location of the deceased at
the time of thencidentleading to the death, the actdalath when the deceased wast seen
alive and when thebody was found Data elements which specify the activity being
undertaken at the time of tiecidentcan also be selected.

TIP #1 - Restrict your search to a specific timedtion type (death, incident, body found or
last seen alivejo avoid multiple hits being returned for a record

Should you not select a specific time location tyNEIS will return all cases which match
the criteria for any of the time location typesr Egample, if the location criteria of “Trade or
Service Area — Airport” was selected, and no timeation type was entered, NCIS would
return cases where the airport was coded as tlatidocof the incident, the location of the
death, the location of where the body was foundherlocation of where the person was last
seen aliveThis could potentially result in multiple hits bgineturned for the same record, as
the location of the incident, the death, and whie body was found are quite often at the
same locationBy selecting a particular time location type, (e@ident) you can restrict your
search only to find those cases where the locaigtates to that particular time location type
(ie. only find cases where tivecidentoccurred at that location).

TIP #2 — Searching for a particular date or datege

To search for a particular date or date range

1. Select the time location type you were after (egatd)
2. Enter the start date in the “date from” field

3. Enter the finish date in the “date to” field

Eg. To search for all deaths that occurred in Jgn2@01 you would select:
Time Location Type = death
Date From = 01/01/2001
Date End = 31/01/2001



Mechanism/Object screen (page 4)

This screen allows selection of either the mecmaro$ death OR objects involved in the
death. The default on this screen is the objea dements. To search on the mechanism
data elements click on the “Mechanism” button”

TIP #1 — Specifying the level on the mechanisméblEreen

There can be multiple mechanisms and objects ehtlene a particular case. A primary
mechanism/object (level 1), a secondary mechanlgedb (level 2) and a tertiary
mechanism/object (level 3). If a level is not sfiedi, NCIS will return all cases in which the
mechanism/object selected was coded at any of tlees¢s. This could potentially result in
multiple hits being returned for the same record tlae same mechanism may be entered at
level 1, level 2 and level 3, with varying objedtsr example a hanging could have the
mechanism of hanging entered for both Level 1 askL2, with the object for Level 1 being
a tree branch and the object for Level 2 being pero

TIP#2 — Using the search button to identify howaatipular mechanism/object has been
coded

If you are unsure under which heading a particalachanism or object has been classified,
you can click on the search button to the right tbé screen, and enter in the
object/mechanism you are looking for. This will thgrovide you with terms that match your
search, from which you can select the relevant .t8rms will then automatically input the
classification structure for that item into the eggiate data fields. For example the screen
below shows a search for the object “knife”.



Cause of death screen (page 5)

This screen allows the user to search for the ngstaf particular terms within the cause of
death text field, which has been transcribed frdme pathologists cause of death as
determined in the autopsy report. The user carcisile particular cause of death level/s from
the autopsy report upon which they would likedarsh (i.e. 1a, 1b, 1c, 1d, 2 & 3).




EXAMPLES OF TYPES OF SEARCHES USING QUERY DESIGN SCREEN

[TO SEARCH BY INTENT]

1) Select an option from “Intent Type” field on screker Case Detail

2) Decide whether you wish to search by the intent noification or the intent on
completion and select the checkbox on the screeordiagly (selecting both notification
and completion will search only those cases whkeeimtent selected was coded for

BOTH notification and completion).

Examples of Intent are:

INTENT TYPE INCLUDES
Unintentional

Interpersonal Violence Homicides
Intentional self harm Suicides

Legal intervention

Police chases, killed by police

Operations of war and civil insurrections

Adverse effects or complication of medical or
surgical care

Adverse events




[TO SEARCH BY OBJECT]

1)
2)

3)

4)

Go to screen 4 — the Object field is the defaulthos screen

Select from the “Category 1” field which broad atijeategory you wish to search upon
(i.e. Watercraft and Means of Transport)

Select from the “description’ field, a more spexifibject under that object category (i.e.
Fishing Boat)

For some categories, a third level of object casdiected.

TIPS

You cannot search on both an object and a mechaatisne same time. You must select
either one or the other

You do not need to select a sub-category of olgec second or third level if you wish
to conduct a general search on all objects thaeaamader an initial “Category 1” heading
If you do not select a particular rank from the Ve€ field on the Object screen, it will
return all the records that have the selected bbted as either a primary, secondary or
tertiary object (rank 1,2 or 3). Multiple recordgdlwhen be returned for the same case if
you select the object field to be returned (if nplét objects have been coded)

If you select rank 1, 2, or 3 from the “Level” fiebn the Object screen, it will only find
those records where your selected object was coatedhat level (1=primary,
2=secondary or 3=tertiary). This will prevent mpl&i records appearing in the results,
but if there is not a match for the object/leveintmnation you have specified, no record
at all will appear.



TO SEARCH BY MECHANISM |

1) Go to screen 4 — Select the Mechanism button (sateaults to an object search)

2) Select from the “Level 1” field the broad mechanisategory you wish to search upon
(e.g. Threats to breathing)

3) Select from the “Level 2” field, a more specific chanism under that Level 1 mechanism
category (e.g. Mechanical Threats to Breathing)

4) For some categories, a third level of mechanismbeaselected (e.g. Hanging)

TIPS

You cannot search on both an object and a mechaatishe same time. You must select
either one or the other

You do not need to select a sub-category of meshaon a second or third level if you
wish to conduct a general search on all mechanisatscome under an initial “Level 1”
heading

If you do not select a particular rank from the Ve® field on the Mechanism screen, it
will return all the records that have the seleateechanism coded as either a primary,
secondary or tertiary mechanism (rank 1,2 or 3)ltiple records will then be returned for
the same case if you select the mechanism fieloetoeturned (if multiple mechanisms
have been coded)

If you select rank 1, 2, or 3 from the “Level” fiebn the Mechanism screen, it will only
find those records where your selected mechanismmasded at that level (1=primary,
2=secondary or 3=tertiary). This will prevent npii records appearing in the results, but
if there is not a match for the mechanism/level bimation you have specified, no record
at all will appear.



TO SEARCH BY LOCATION/ACTIVITY |

1) Go to screen 3 — Time/Location screen

2) Select the time/location that you are interestefitam the “time location type” field (e.qg.
If you want information pertaining to the incideonly, select “Incident”. If you want
information pertaining to the death, select “Degth”

3) Select the values from the fields that you wishesirict your search to.

4+ To search on a particular location

Select a location category from “Location Code iEld, and sub-categories under that field
from “Location Code 2" if required (e.g. Locationde 1 = Residential/Correctional Facility;
Location Code 2 = Police Cell).



+ To search for a particular postcode of incident odeath

Type the postcode into the “postcode” field. Noteu can search on multiple postcodes by
separating them with a space.

+ To search for a particular date of incident or deah

Enter the start and finish date of the date rarge wish to search upon in the “Date From”
and “Date To” fields. You can select the date diyefrom the calendar icon or type it in

manually using the format dd/mm/yyyy



+ To search for a particular activity that the personwas undertaking at the time of the
incident

Choose a broad activity type from the “Activity leh\One” field
(e.g. Working for Income).

Note: if you select “Sports and active recreatiativity’, additional fields for searching
pertaining to the type of sports and recreationValy will appear to select from if required.

Select any further sub-categories under that bagaity type from the “Activity Level Two”
field.
(e.g. Working, including travelling for work)

TIP

If you want to get information about the locatiar both death and incident (for example,
want to see where they differ), then you do notdnée select a value from the

“Time/Location type” field. This will therefore rat in multiple rows being returned for

the same record if you select location informatioie returned, as NCIS will provide you
with all the information it has stored for the \ars types of location (i.e. death, incident,
body found & last seen alive) for that case.



TO SEARCH BY MEDICAL CAUSE OF DEATH |

1) Go to screen 5 — Cause of death

2) Select the Cause of Death levels that you wisleanch upon.
Note: to perform a comprehensive search for tha ie any section of the medical cause
of death report, select all Levels (1a to 3).

3) Type the words you wish to find in the “Cause ofalbeText” field. You can type one
word or a phrase e.g. Meningococcal. You canndbparany “and, or, not” searches on
this field.

TIPS

This screen allows searching upon the medical catideath field, which is the field that
stores the cause of death as determined by thelpgist at autopsy.

As there is no standardisation of terms for pathists, pathologists may use different
terminology for the same disease or cause of d@dtbrefore try a number of different
terms to return all the records that relate to ysearch. A glossary of drug related terms
used by pathologists has been produced by the N@Gtsmay assist you with certain
searches. The glossary is available under the “Deats” menu of the NCIS interface.



TO SEARCH BY DATES REPORTED TO THE CORONER]

1) Go to screen 1 — Case Detalil
2) Enter the date range you wish to search upon bgriegtthe start and end dates into the
“Date Notified” and “End Date” fields in the formdd/mm/yyyy.

TIP

If you do not wish to restrict your search accogdio a date range, do not enter any
information into these fields. NCIS will default tsearch all cases as far back as
01/07/2000 when data was first input into NCIS (12001 for QLD).

TO SEARCH BY STATE/TERRITORIES |

1) Go to screen 1 — Case Detalil
2) Select the “Case State” that you wish to searctlibiging on it with your mouse.

3) Note: You can select multiple states by holding ddatwe CTRL key whilst making your
selections.

TIPS

If you wish to conduct a national search, do ndé¢deanything from the “Case State”
field. NCIS will automatically default to search Skates/Territories.



TO SEARCH BY DEMOGRAPHIC DATA |

1) Select the demographic criteria you wish to seapzm from screen 1 — Case Detail
+ To search by a particular age range

a. Enter the starting age and end age in the fielldslttAge” and “End”

b. Select the age unit you wish to search upon (NGISlefault to Years)

c. Select from the drop-down boxes next to the add fdhether you wish the search to be
inclusive of the ages entered (<= or >=) or gnegditan (>) or less than (<).

TIPS

To search upon all ages, do not enter any infoonat the age fields. NCIS will default
to search across all ages.

To search by a particular gender/matrital status/indgenous origin/case status etc.
a. Select the criteria you wish to search upon froopeifown box of the appropriate field.

To search by postcode of residence
a. Type the appropriate postcode into the “Postcom#d.fNote: You can search on multiple
postcodes by separating them with a space.



EXAMPLE SEARCHES USING THE QUERY DESIGN SCREENS

EXAMPLE SEARCH #1
Find all deaths in NSW involving males aged betweed8 and 25 involving Suzuki
motorcycles.

Use a combined document and field search

Case details screen
Age >=18

Age <=25

Sex = male

Case state = NSW

Text in documents = suzuki
Document type = police investigation
Search type = keyword search



Mechanism /Object screen

Object = E Land Vehicles and Means of Transport
Motorcycle



EXAMPLE SEARCH 2

Find all hanging deaths in 2001 which occurred at arison

Case details screen

Date notified >= 01/01/2001
Date notified <= 31/12/2001



Time Location screen

Time Location Type = incident
Location code 1 = Residential /correctional fagilit
Location code 2 = Prison /youth training or detemttentre

Mechanism screen

Level = Level 1
Level 1 = Threats to breathing
Level 2 = Mechanical threats to breathing
Level 3 = Hanging



EXAMPLE SEARCH 3

Find all meningococcal deaths

Cause of death screen
Levels = 1a, 1b, 1c, 1d, 2, 3

Cause of death Text = meningococcal



VIEWING THE FULL CASE RECORD

Once a case has been located using any search dnétieofull record for that case can be
viewed.

Using the coroners’ search screen, click on thecé&s record” hyperlink.

Using a query design search, note the NCIS numbar the query design results screen, and
use the Find Case search option to locate thatpkat case.

Once you access the full record of a case, theé'Qagnu becomes active. The default screen
is the Case Detail screen. This screen provide® soitmal information about the deceased and

the circumstances of their death. The availableud@nts for this case can be seen at the
bottom of the screen if you have access permigsiaew documents, and can be accessed by
clicking on the relevant hyperlinks.

To view further details about this case, use theeQdenu to select the additional type of
information you wish to view for this case. Theatlscreens available under the “Case” menu
are Time Location, Procedure, Cause of Death, Mesha and Linking Numbers.

Sample case record

Please note that identifying information about ttese has been removed due to privacy / secuasores.



FURTHER HELP

More detailed searching information is availablethe NCIS Search Manual which can be
downloaded from the NCIS information website.

The NCIS team is also available to assist usets avi searching queries.
Helpdesk phone (03) 9684 4442

Helpdesk emaihcis.help@vifm.org




