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FOREWORD

HOW TO USE THIS GUIDE

This guide is designed as a general resource for individuals using the National Missing and Unidentified Per-
sons System (NamUs). Each topic has been verified and determined essential to the successful application of
the online data system for both the entering and retrieving of, data. In addition, reference material is provided
to assist users in basic knowledge associated with the various fields and sections of the system.

LIVING DOCUMENT

New and additional information will be added to the system as technology improves, modifications in the work-
place occur, and process improvements take place. During any NamUs training program, individual instructors
may supply additional information during their specific section of the class. This information should be inserted

into a trainee notebook as a resource for future review and application.
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CHAPTER ONE:
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CHAPTER TWO:
NamUs Registration

INTRODUCTION
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This section consists of two chapters designed to provide essential
information for using the National Missing and Unidentified Persons System
(NamUs) - as an investigative tool. The material covered will be supplemented
and referenced throughout the remaining chapters of this guide.

TOOLS AND TERMINOLOGY  CHAPTER 1
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National Missing and Unidentified

NamUs

namus.gov
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— Tools and Terminology

Unit 1: The NamUs System
Unit 2: Input Elements and Terminology
Unit 3: The Case Log

In the world of web-based data systems, moving from one page to another
is relatively simple. While many systems have attempted to “standardize”
the look and feel of most item selection and input methods, some basic
descriptions and navigation terminology is always helpful as you begin to
use NamUs as an investigative tool.

TOOLS AND TERMINOLOGY  CHAPTER 1
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OVERVIEW
The National Missing and Unidentified Persons System, or NamUs, is an electronic registry for cases
involving missing and unidentified persons. NamUs is a free, online, technological resource that can be
used by medical examiners, coroners, law enforcement officials, and the general public as an investiga-
tive tool.

Data about missing persons can be entered into the NamUs system by registered public users (includ-
ing relatives of a missing person), registered law enforcement officers, registered members of clearing-
houses, and NamUs staff members. The profiles of unidentified persons are entered into the NamUs
system by registered representatives of coroner’s and medical examiner’s offices, some registered fo-
rensic scientists, and NamUs staff members. Users of the NamUs-MP and NamUs-UP systems are al-
lowed different levels of access to information and data entry privilidges, such as viewing and/or case
editing. System privileges are assigned by NamUs administration based on user need.

Members of the general public can view selected information within both the NamUs-MP and NamUs-
UP databases without registering; however, their access to any sensitive information about a missing
person is restricted, as is their ability to view certain details about unidentified persons. Even after
registration, access to some information is restricted, such as details about a case intended solely for
the eyes of law enforcement personnel or medicolegal investigators. Despite some limitations, NamUs
is the first government-sponsored website of its kind to allow the general public to view the profiles of
missing persons and the unidentified dead.

CHAPTER 1 TOOLS AND TERMINOLOGY
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P IR et '

—The NamUs System

INTRODUCTION

NamUs consists of two linked databases; one populated with information
about missing persons (NamUs-MP), and the other populated with information
obtained from the discovery and examination of the remains of unknown per-
sons (NamUs-UP). Through interactive queries between these two databases,
profiles of missing persons can be compared with profiles of unidentified dece-
dents, and vice versa. This unit provides general information on NamUs.

TOOLS AND TERMINOLOGY  CHAPTER 1
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1.1 NamUs.gov
The official government website for the National Missing and Unidentified Persons System (NamUs), is
found at www.namus.gov. This site can be accessed by any computer with modern browser software
(i.e., Internet Explorer, FireFox, Safari, etc.) and an Internet connection. From the NamUs.gov site, users
have access to a number of NamUs related documents and general information about the program. In
addition, users may enter either the missing persons “side” of the system, or the unidentified persons
“side” of the system. Many users will “bookmark” these sites to make future access simpler.

~ NamUs - National Missing ani nmidentified Persons tem - Windows Internet Explorer
/= NamUs - National Mi ing and Unidentified P Sys Wind I Expl
@1\-.; hd ‘m ht;::ﬁwww.painus‘gw!_

w |NamUs—Nat|nnal Missing and Unidentified Persons Sy... | | =@ 8 é, ~ |irPage = {3 Tools ~

#[#2]%] [ico0e Bk

w.s. De;amnat of Justice

-- offic‘e omograms Innovation * Partnerships * Safer Neighborhoods

, - N NIJ
NamUs National Missing and Unidentified Persons System S

Home About NamUs Contacts Volunteer Information News Room

l The National Missing and Unidentified
Persons System (Namus) is a
clearinghouse for missing persons
and unidentified decedent records.
NamuUs is a free online system that

can be searched by medical National Missing and Unidentified

examiners, coroners, law

enforcement officials and the general
public to solve these cases. G I I I S

The Unidentified Persons
Database contains information
entered by medical examiners and

Unidentified Persons coroners. Unidentified persons are people who have died and whose bodies have
not been identified. Anyone can search this database using characteristics such as
sex, race, distinct body features and even dental information.

Missing Persons

Fig. 1.1: NamUs.gov Home Page.

CHAPTER 1 TOOLS AND TERMINOLOGY
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1.2 Findthemissing.org
This web address is the location of the missing persons side of the NamUs program. Anyone may access
this site and search the system for missing persons. However, there are limited menu bar items for the
non-registered user. Registered public users may take advantage of some additional features to which
the “gereral public” does not have access.

= NamUs - National Missing Persons Data System - Windows Internet Explorer

= ."| ﬂ | 2| % !.app\ehmwser_

G- 8 v |5k Page - (O Todls +

National Missing cnd Unidentified HEIG

N(]mUS Missing Persons System

Home Search Resources News Room Help NamUs Home Search... GO!

Member Login Welcome to NamUs Missing Persons

E-Mail:

This site provides an opportunity for families, law enforcement agencies and
investigators to search nafionwide for missing persons using a variety of powerful
search features. Anyone may search the database, but by registering in the system both
Password: law enforcement professionals and the general public will also be able to:

n Miller
San Francisco, CA

& Add new missing persons cases

Add physical and circumstantial details, photographs, dental contacts and other

Z 5 y : Elaine Oliver
critical pieces of information to a case Salt Lake U

LOGIN REGISTER
1ot Salt Lake, UT

Eomet your password?

Create and print missing persons posters
* Track multiple cases as information is added to the system

providing closure for familes and law enforcement officials nationwide. MP Case Breakdown

With your help, we can increase the number of missing persons cases solved each year

Unigentified Persons Dstsbase

Watch a 6-minute video: NemUs Behind the Scenes: How it Works. Why it Matters Total Cases: 4360
Notjonal This stte is part of NamUs, the National Missing and Unidentified Persons System. This Open Cases: 3824 -87.70%
.';?’N";}‘:: database is designed to search for maiches againsi the Unidentified Persons Database. Closed Cases: 536-12.29%
Mamlic fidad: 203 7260

Fig. 1.2: Findthemissing.org Home Page.

Public User and Law Enforcement Menu Bar

Registered public users and law enforcement users see essentially the same menu bar after initial login.
The only real addition is the “My Dashboard” item, which allows additional control of individual cases.
However, the selections under the menu bar item differ depending on the level of permissions.

Naboncl Missng ond Unidentified S

N(]m_US | Missing Persons System

Home | My Dashboard | New Case Search Resources News Room Help NamUs Home
My Cases  (LogOut)

sl My Case Tracking My Dashboard

Fig. 1.3: Public User and Law Enforcement Menu Bar (after login).

TOOLS AND TERMINOLOGY  CHAPTER 1
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Case Manager Menu Bar
Case managers have additional “Management” options within their Dashboard. These options are de-
signed for easy review and publishing of cases to the NamUs websites.

Nationol Missing ond Unidentified HEIEIS

NamUs

Home

Missing Persons System

My Dashhoard I New Case Search Resources News Room Help NamUs Home

logouty
My Dashboard

My Cases

Cases owned by vou: 4

Case My Ny Cases

My Case Tracking

Unidenti

County Cases

Pending Cases

Archived Cases

My Case Tracking

Cases you are tracking: 0

County Cases

Cases in counties you cover: 11

DoJ Hed User List

Fig. 1.4: My Dashboard menu items for Case Managers.

Identifyus.org
This web address is the location of the unidentified persons side of the NamUs program. The menu
bar selections for the various users of this system mirror the MP side, except case managers are typi-
cally medicolegal officers (medical examiners and coroners) and case publishing is handled by fewer
people.

/= NamUs - National Unidentified Persons Data System - Windows Internet Explorer

_‘p-

= |izhPage - _} Tools ~

Hational Missing ond Unidentified HEEREA

NamUs

Home Search

Unidentified Persons System

News Room Help MNamUs Home Search GOI

Resources

Member Login Welcome to NamUs Unidentified Persons

E-Mail: Welcome to the National Unidentified Persons System, a searchable database created to
assist in solving cases that invelve unidentified human remains. The system includes
cases from througheout the Unided States and may be searched by demegraphics,
physical characteristics, case numbers or other specific information. New records are
added every day by medical examiners and coroners across the country, increasing the
chances that these unidentified persons will be named. Registration is not necessary to
search the database, but coroners and medical examiners are required to register in
order to enter case information.

Password:

LOGIN REGISTER

Forgot your pessword? This site is part of NamUs, the National Missing and Unidentified Persons System. This

database is designed to search for matches against the Missing Persons Svstem.

Watch a 8-minute video: NemUs Behind the Scenes: How It Works, Why it Metters

Quick Search
Sex A
Race W

Recent Cases

‘n Way 27, 2010
: Texas
March 16, 2010
e b California

UP Case Breakdown

Total Cases: 6675

Open Cases: 8408-58.00%
Closed Cases: 267 -4.00%
NamUs Aided: 15-561%

Fig. 1.5: Identifyus.org Home Page.
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FU IRV ety ' '

—— Input Elements and Terminology

INTRODUCTION

This unit contains information on web tools and has been created to aid in
your interaction with the NamUs websites. It is considered basic knowledge for
those who work with the Internet on a regular basis. If you have knowledge of
these terminologies, you may wish to bypass this section.

TOOLS AND TERMINOLOGY  CHAPTER 1
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2.1 Button

A button actuates a command in a program when it is depressed (“clicked”). It may be of several shapes,
but the most common is rectangular with one or more words on it.

Save Changes

Fig. 2.1: Buttons are essential to saving data to the servers - save often.

2.2 Check Box
A check box is a type of input element that has only two values. When it is “clicked” a check mark is
entered in the box; if left unmarked, there will be no check in the box. It is primarily used for allowing
you to make multiple selections from a number of options.

|:| Scars and marks
Tattcr::rs

Fig. 2.2: Check boxes are critical for searching by “specific” data categories.

2.3 Drop-Down
A “drop-down” list or menu allows you to choose one value from a list. When a drop-down is inactive, only
the selected item from the list is displayed. When activated, the list displays, or “drops down”, a set of
choices from which you may make a selection. To make a selection, click on the item you want. After
you have made a selection, the list “rolls up” and only displays the selected value.

Colorado El : Colorado v

13

Alabama —
Alaska

Arizona

Arcansas

Calfomia

Connecticut =
Delaware

District of Calumbia

Farda

(Zeorgia

Hawsaii

ldaho

linois

Indiana

lowa

Kansas

Kerntuchky

Louisiana -

m

Fig. 2.3: Drop-down lists are often “linked” to other lists.
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2.4 Hyperlink / Link

A “hyperlink” or link, (used interchangeably) is an item that, when selected, transfers you to another lo-
cation on the webpage or to another webpage. It can appear as text (often underlined) or as an image.

2.5 Radio Button

A radio button is a type of input element that allows you to choose only a single choice from a predeter-
mined set of options.

@ Fingerprint information is currently not available

':'Fingerprint information is available elzewhere

L : ! Fingerprint information below

Fig. 2.4: Many times radio buttons are used to indicate that you has “considered” the item requested.

2.6 Text Box

A text box is an input element that allows for a single line of text to be typed in. These vary in size, and
some have limits on the amount of text that can be entered.

First name Kavan

Fig. 2.5: All text entered into “open” text fields and boxes are “searchable” - therefore spelling counts.

2.7 Text Area

A text area is similar to the text box, but allows for multiple lines of text to be entered. Often, it is larger
so more text can be seen.

2.8 Calendar Tool

The calendar tool allows a user to select a date by clicking it instead of typing a date in. For more infor-
mation on how to use the calendar, click on the “?” in the upper left corner of the calendar.

Date of birth =
? x
@ | o« Today s | o®
wk |5un Mon Tue Wed Thu Fri  Sat

1 2 3 4 3

20 21 22 23 24 25 I
27 28 X 30

21
22
23| 13 14 15 16| 17 18 19
29
25

Fig. 2.6: Items like the calendar tool are called “widgets” and offer visual representations of data.

2.9 Hover / Mouse over

An event when the cursor (mouse pointer) pauses over an object such as a link. In many cases, the cur-

sor or the object being hovered over will change. For example, the cursor may change to a small hand
when hovering over a link.

2.10 Download

Downloading is a term used to describe the transferring of a file or data (e.g., a pdf or image) from a
server or website to your computer for use.

TOOLS AND TERMINOLOGY  CHAPTER 1
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2. 11 Upload
Uploading is a term used to describe the transferring of a file or data (e.g., a pdf or image) from your
computer to a server or website.

CHAPTER 1 TOOLS AND TERMINOLOGY
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1A A R

—The Case Log

INTRODUCTION

The Case Log is the most prominent and most used feature of NamUs. All or-
ganized lists of cases, from the smallest search result to the largest grouping,
are presented by default in the Case Log format. The log can be sorted and
displayed in a number of ways, including thumbnails and map view.

TOOLS AND TERMINOLOGY  CHAPTER 1
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3.1 The Case Log
There are a number of generated lists or logs in the NamUs system. Some examples of logs are “My
Cases”, “Users”, “Search Results” -- which all behave in the same manner, regardless of the data.

Search Results
13 cases found based on Last Name "smith”, Sex "Male”, Race "White” View: Case Log | Thumbnails | Map
MP # Name Date LKA Location Sex Race Age LKA
2828 Smith, lsrael 03/24/2008 Wytheville, WA Male: White 28
1121 Smith Jr., Walter 09/03/2006 Edinburgh, IN Male White 42
3411 SMITH IV, GEORGE 07/05/2005 New Haven, CT Male White 26
287 Smith, James 0702003 Mullins, SC Male: White 26
3244 Smith, Jeshua 110472000 Ponte Vedra Beach, FL Male White 23
1128 Smith, Garrizon 07141559 Hardinsburg, IN Male White 57
4785 Smith Il, Bennie 05/31/11998 Calera, AL WMale White 35
4444 Smith Jr., Jehn 04/28/1996 Santa Cruz, CA Male White 36
565 Smith, Oliver 0411015998 Columbus, GA Male White &4
3106 Smith, Hoyle: 11/04/1985 Sanford, NC Male White 79
4 4 1 12 b B 10 + 13 Record(s) Found

Fig. 3.1: Typical case log showing the results of a user search.

3.2 Sorting the Log
All lists can be sorted by clicking on the column header by which you want to sort. By default, the list will
be sorted in ascending order of that column. To sort the list in descending order, click the column again.
An up arrow symbolizes ascending order and a down arrow symbolizes descending order.

up# Date Found County ST Case Number Sex Race Age Range
5101 0SM7/2010 Fulton GA  2010-05-17-1 Male White 25t0 35
477 031172007 Fulton Ga  07-0442 Male Unsure Dte1
452 0172712007 Fulten GA 07-0155 Male Unsure 30to 55
89 0611372006 Fukton GA  05-1000 Male Black/African American 40 to 60
20 0111412006 Fulton GA 05-0082 Male Unsure 50 to 60
ri 022572005 Fulton GA 05-0379 Female Unsure 2510 45
28 020172005 Fulton GA 050217 Unsure Unsure 20to 50
28 01/09/2005 Fullon GA | 05-0066 Unsure Unsure 4510 60
30 10406/2004 Fulton GA  04-1735 Male Black/African American 45 fo 60
3B 09/28/2004 Fulon GA  04-1895 Malke Unsure Oto 1
i 4[5 » bl[10 [v]42Record(s) Found

s

20 A

50

{100 |

Fig. 3.2: All columns within the case log can be sorted and the number of cases displayed selected.

CHAPTER 1 TOOLS AND TERMINOLOGY
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3.3 Next and Previous Page
At the bottom of the case log is a records bar, which consists of the current page, total number of pages,
total number of records in the list, and some navigation tools. To move between pages of results, click
the button with its associated action. For example, if you are on page “1” of a list and want to view page
“2”, click the “Next page” button.

To jump to a specific page number, type the number into the text box displaying the current page number
and press “Enter” on your keyboard. This will display the requested page of results.

3.4 Results Per Page

You may change the number of results displayed on a log page by selecting a new value from the drop-
down next to the page navigation tools. This will cause the list to be reloaded and display the desired
number of results per page.

3.5 List Search
Many of the logs in NamUs have a list search feature available. This allows you to search the items in
the log for specific keywords. To use the List Search in NamUs, enter the desired information to search
for in the text box and click the “list search” button. NamUs then searches within the items in the log to
find any matches to your input keywords and displays only those results in the list.

Search Results fames kSt
2 cases found based on Last Name "smith”, Sex "Male”, Race "White” View: Case Log | Thumbnails | Map
MP#~ HName Date LKA Location Sex Race Age LKA
4205 Smith, James 09/06/1991 Harvey, LA Male White 22
287 Smith, James 07/09/2003 Mulling, 5C Male White 26

4 4 1 /1 k| 10 - 2Record(s)Found

Fig. 3.3: Search results are displayed in a list format.

Clearing a List Search
If you have performed a list search on a log and you want to return to the original list of cases, you can

clear your last list search by clicking the “Clear” button next to the “List Search” button. This will empty
the text box and reload the list.

3.6 Moving From Case to Case
Once a case is “opened” from the case log, you may move quickly to the next case (in the log) by clicking
on the right-arrow (next) or the left-arrow (previous). You may also return to the log by clicking on the
middle icon, which represents the case log “listing.”

Fig. 3.4: “Next,” “Previous” and “Back to List” button icon.
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The first thing new users discover is that registration is required on both
“sides” of NamUs. Because some information held within the NamUs
database is considered sensitive, and various users represent different
investigative agencies, individuals using the system must request access
on each system. In addition, there are some groups that only have specific
interest in missing persons or specific interest in unidentified persons.

Welcome to

NAMUS REGISTRATION ~ CHAPTER 2
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Overview
For the user who wants more complete functionality out of NamUs, registration provides the user with
a level of access to the NamUs database utilizing the user’'s own e-mail address and a NamUs system-
generated password.

Within either site, there are basically two divisions of users:
1. The “public” who have some limitations regarding searching and viewing of some case data.

2. The “registered” who have expanded levels of access to the NamUs database information as
determined by their need.

CHAPTER 2 NAMUS REGISTRATION
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U IREVateY '

Missing Persons System Registration

INTRODUCTION

Because NamUs consists of two separate data systems, registration is required
for each. Registration on the missing persons “side” of NamUs provides, as-
signs, and identifies a level of access to the information housed within the
NamUs database. Although registration is not required for access, individuals
who want to take full advantage of the system’s functionality are encouraged
to register.

NAMUS REGISTRATION ~ CHAPTER 2
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4.1 Registration
The new user registration page is accessed by clicking the “REGISTER” button in the left menu under
the “Member Login” heading. You will be presented with a page detailing the necessary information and
procedure needed to enter a missing person case. After reviewing this page, click “Continue” to proceed
with registration or “Cancel” to go back to the home page.

Home Search Resources News Room Help NamUs Home Search... GO!

Welcome to NamUs Missing Persons Registration

E-Mail: Registering on the NamUs system allows you to enter a Missing Persons report into the database. Before
proceeding, please verify that you have the fellowing information about the missing individual:

Password: Required Missing Persons Case Information
# First Name * City
LOGIN REGISTER * Last Name * State
Eoal * Age » Date LKA
orgot your password? .
* Sex » Circumstances
* Hace + Hair Color
Links » Height * Eye Color
* Weight » Fingerprints Status
Unidentified Persons Database = DNA Status * Local Contact's Relationship

» Dental Status

Add information such as photos, clothing, dental records and other details will help increase your
chances of locating a missing persen, but this is not reguired to enter a case.

Natjanal
Instityte
of Just

If you are ready to register as a new user, click "Continue” below.

DOJ Home
JF Home PLEASE NOTE:
If you want to file a crime or complaint that is not explictly a Missing Persons Report, please contact your
NIJ Home local law enforcement agency.
USA,
_— If you want to report an incident listed above or an incident wherein a person is injured, threatened. or

otherwise placed in danger, vou should immediatety call 9-1-1.

Fig. 4.1: Registration page lists the data required to “submit” a missing persons case.

4.2 Registration Page
On this page, you need to enter your contact information. The required information is marked with a red
asterisk (*), and all fields that are designated as required must be completed. If any required informa-
tion is left blank, NamUs will display an error message describing the issue and will halt the registration
process until the required information is entered. To clear all information that you have entered, click
the “Reset” button at the bottom of the page.

Home Search Resources MNews Room Help HNamUs Home Search...
New NamUs Missing Persons User Registration
E-Mail: First Name * Required figlds marked with *
Password: Middle Name Type of User Public User (=l
Last Hame * Secret Question | City you were bom in El
Job Title Answer :
Forgot your password? Agency E-mail
Address 1 * Confirm E-mail *
Address 2 How did you hear about NamUs?
Unidentified Persons Databsse City *
State [=]*
ﬂ!; Zip Code * Your password will be sent to the e-mail address
e County Select a state to get counties * entered above.
Phone 1 *
podtioms Phone 2
i Public E-mail .
NIJ Home
USAges

Fig. 4.2: Registration requires users to supply personal demographic data and request an access level.

CHAPTER 2 NAMUS REGISTRATION
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If a “Type of User” other than “Public” is selected, a new group of text boxes will appear and are required
for completion of the registration process. Above “Public” user access, you must go through an authenti-
cation process before being issued greater access to the system. To speed this authentication, you must
supply official agency contact information to enable NamUs to verify your requested users status.

entered above.

Home Search Resources News Room Help HNamUs Home Search..
BEmBERLoa New NamUs Missing Persons User Registration
E-Mail: First Name * Required figlds marked with *
. ) Middle Name Type of User Law Erforcement E|
asswore: Last Name + Secret Question | City you were bom in El
Job Title Answer *
LOGIN REGISTER . R
Forgot your password? Agency E-mail
Address 1 = Confirm E-mail *
Links Address 2 How did you hear about NamUs?
Unidentified Persons Database City :
state [=]* . .
N’J To help expedite your activation, please enter the name
Iy Zip Code * and email of your Chief Administrator (i.e., Chief, Sheriff,
atiana N A ;
.;?ﬁ-ﬁ;t:ﬁ: County Select a state to get courties El . Medical Examiner, Director, etc.)
. Name
Phone 1
DOJ Home Email
Phone 2
Lzl Public E-mail *
NIJ Home Your password will be sent to the e-mail address

Fig. 4.3: If “Law Enforcement” access is requested, the user is required to enter a “sponsor” for employment

verification.

4.3 Terms of Use

Before a user account can be created, you must accept the terms of use. This is done by scrolling to the
bottom of the “Terms of Use” page, marking the checkbox, and clicking the “Register” button.

This Terms Of Use Agreement was last updated on December 15, 2008.

|"ACCEPT" these terms of use.

NamUs Privacy Policy | NamUs Terms Of Use

Fig. 4.4: Accepting the “Terms of Use” is required to complete registration.

NAMUS REGISTRATION  CHAPTER 2
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4.4 Success Page
After the terms of use are accepted, you will see a confirmational “Success” page showing that your ac-
count was created. A system-generated password will be sent to your registered e-mail address as part
of the process. The system also checks to see if your e-mail address is registered on the NamUs UP
system; if not, an option will be available to register on the UP system.

Home Search Resources MNews Room Help NamUs Home Search..
Member Legin Success
E-Mail: Thank you for registering with the NamUs Missing Persons System. User name and password

activation typically takes THREE BUSINESS DAYS

Password: X -
An email containing your password has been sent from NamUs - MP

e === <support@findthemissing.org> to manual@findthemissing.org

Forgot your password? B . . P
Once you receive your password, you will be able to log into the NamUs Missing Persons System

. to enter case reports or track cases.
Links

Unidentified Persons Database **NOTICE=™
If you do not receive this email within 24 hours, please check your email SPAM folder. Many popular

N’J email services (i.e., yahoo, gmail, hotmail, etc.) have SPAM filters which trap emails from unknown
Netiona! addresses
of hustics
Would you like to register for NamUs Unidentified Persons also?
DOJ Home
QUP Home

Fig. 4.5: Successfully completing registration will be indicated when you see the “Success” page.
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Unidentified Persons System Registration

INTRODUCTION

Just like the missing persons “side” of NamuUs, registration on the unidenti-
fied persons “side” provides, assigns, and identifies a level of access to the
information housed within the system. Although registration is not required
for public access, the ability to create and manage new cases is restricted to
medicolegal officers or their designees and requires registration. Sponsorship
and verification of employment are required for full-featured access.

NAMUS REGISTRATION ~ CHAPTER 2
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Introduction

Some information held in NamUs may be considered sensitive and proprietary to agencies conducting

investigations involving unidentified decedents. Therefore, full view and edit privileges are restricted to
medical examiners, coroners, law enforcement and their designees.

5.1 Registration

The new user registration page is accessed by clicking the “REGISTER” button in the left menu under
the “Member Login” heading. You will be presented with a page of user access descriptions that are
available within NamUs UP. These descriptions determine a basic level of user access for a particular
occupation. Depending upon the needs of the user’s job, higher access can be granted if necessary.
After reviewing this page click “Continue” to proceed with registration or “Cancel” to go back to the home

page.

i
n
of Justica

DCJ Home

OJP Home

Home Search Resources MNewsRoom Help NamUs Home Search...
Welcome to NamUs Unidentified Persons Registration
E-Mail:

Password: some images.
e (Bt
LOGIN REGISTER Public Users (Registered)
— = Registered Public Users have the same abilities as the general public user except they can create a list of cases to
ougot your password?
K track changes on and can leave mMessages on cases

Law Enforcement Officers

Missing Persons Database

General Public (Mot Registered)
Mon Registered Public Users can search the system and view cases. They only have access to limited data and

Law Enforcement Officers can view all data, images, and messages for each case in the system

Medicolegal Officers (Medical Examiner, Coroner, Medicolegal Death Investigator)
Medicolegal Officers have the same abilities as law enforcement officers except they can create cases

Forensic Specialists (Forensic Odontologist, Forensic Anthropologist)
A Forensic Specialist has the ability to edit specific data on all cases in his or her region. For example a Forensic
Odontologist registered for the state of Michigan will be able to edit all dental information on cases in Michigan.

Administrators (RSA, Case Manager)
Administrators manage cases and users

Fig. 5.1: The first page of the registration process describes the NamUs “user types.”
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5.2 Registration Page
On this page you need to enter your contact information. Required information is marked with a red
asterisk (*), and all fields designated as required must be completed. If any required information is left
blank, NamUs will display an error message describing the issue and will halt the registration process
until the required information is entered. To clear all information that you have entered click the “Reset”
button at the bottom of the page.

Home Search Resources MNewsRoom Help MNamUs Home Search...
Member Login New NamUs Unidentified Persons User Registration
E-Mail: Required fields marked with * Recovery question | City you were bom in [=]
First name : Recovery answer *
Password: Middle name Email *
Last name = .

Email confirmation

LOGIN REGISTER Job title How did you hear about NamUs?

Forgot your password? Type of User | Public User El
Agency
Links Add 1 =
ress Your password will be sent to the e-mail address
Missing Fersons Database Address 2 entered above.
Nl o :
etional State [=]*
n
of Justice Zip =
. County Select a state [=]*
OJP Home Phone 1 *
MIJ Home Phone 2
USA gav Public email *

Fig. 5.2: The registration page.

5.3 Sponsors and Coverage Area
If a User Type other than “Public” is selected, you will be required to enter a sponsor and your coverage
area. This information is used to verifiy what access level is necessary for you. Your sponsor will be veri-
fied and then contacted to approve your access request. You can be your own sponsor if you fit one of
the job titles listed in the sponsor description.

Home Search Resources MNewsRoom Help NamUs Home Search...
pEmbEnEoon: New NamUs UP User Registration - Add Sponsors
E-Mail: “ou have selected a user level in this system that requires at least one sponsor and a region to be activated in. Your "Sponsor” is

the county's "Medicolegal Officer” (i.e., The Chief Medical Examiner or Coroner). our "Coverage Area” is the region you are

working for. This may range from a single county to multiple states.
Password:

For help in completing this process please click on the appropriate link below for step by step directions te complete each task.

LOGIN REGISTER Directions for adding a "Sponsor”

Forgot your password? Directions for adding "Coverage Area”

Links Click "Continue” when done entering sponsors.

Missing Persons Datsbase
Sponsors/Coverage Area
Add Sponsor]

Natjonal
Instityte
of fustice

Fig. 5.3: NamUs-UP allows for multiple sponsors for users that cover multiple jurisdictions.
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Sponsor

Your sponsor must be the county’s chief medicolegal officer (the Chief Medical Examiner, Coroner, or the
county’s equivalent) if you want to have the ability to enter and/or edit cases. If you are only seeking full
view privileges, your sponsor needs to be a superior such as the Chief of Police, Sheriff, etc. Click on the
“Directions for adding a Sponsor” link on this page if you need help with the process.

Coverage Area

This is the region in which you have jurisdiction. It can range from a single county to the entire country
depending on what is necessary for you. Click on the “Directions for adding Coverage Area” link on this
page if you need help with the process.

5.4 Completing Registration

The final steps in the registration process for NamUs-UP requires you to accept the terms of use and
click the “Register” button. This will prompt the system to display the “Success” page. User verification
typically takes three business days.

Terms of Use

Before a user account can be created, you must accept the terms of use. This is done by scrolling to the
bottom of the “Terms of Use” page, marking the checkbox, and clicking the “Register” button.

This Terms Of Use Agreement was last updated on December 15, 2008.

[ |"ACCEPT these terms of use.

Mamls Privacy Policy | NamUs Terms Of Use

Fig. 5.4: Accepting “Terms of Use.”

Success Page

After the terms of use are accepted, you will see a confirmational “Success” page showing that your ac-
count was created. A system-generated password will be sent to your registered e-mail address as part
of the process. The system also checks to see if your e-mail address is registered on the NamUs-MP

system; if not, an option will be available to register on the missing persons system.

News Room Help NamUs Home Search...

Success

Thank you for registering with the NamUs Project. User name and password activation typically
takes THREE BUSINESS DAYS.

An email containing your password has been sent from NamUs - UP <support@identifyus.org>
to manual@identifyus.org

Once you receive your password, you will be able to login to NamUs to enter case reports or track
cases.

**NOTICE ™™
If you do not receive this email within 24 hours, please check your email SPAM folder. Many popular
emall services (i.e., yahoo, gmail, hotmail, etc ) have SPAM filters which trap emails from unknown
addresses.

Fig. 5.5: Success page. Once your sponsor(s) is verified, contacted and respond; an email will be sent to the

address used on the registration page.

CHAPTER 2 NAMUS REGISTRATION



Section 1: NAMUS FOUNDATION SKILLS 37

5.5 Password Sharing and Protection
Sharing of system user names and passwords compromises the integrity and validation of data stored
within the system. In addition, login information serves as a link between known users and project
administrators that monitor and follow-up on data quality issues. The management of user access is
essential to the maintenance, quality and control of system data.

NOTE: Reactivation of each user account is done annually by NamUs project administration.

NAMUS REGISTRATION  CHAPTER 2



38 NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

CHAPTER 2 NAMUS REGISTRATION



SECTION 2: NAMUS MISSING PERSONS SYSTEM 39

NAMUS
MISSING PERSONS SYSTEM

CHAPTER THREE:
Getting Started with NamUs Missing Persons

CHAPTER FOUR:
The Missing Persons Case

CHAPTER FIVE:
Searching NamUs Missing Persons

NamUS NamUs NamUs NamUs NamUs NamUs @
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INTRODUCTION

This section consists of three chapters written to expose you to information
considered essential for understanding basic NamUs design and functions.
The material covered will be supplemented and referenced throughout the
remaining chapters of this guide.

GETTING STARTED NAMUS WITH MISSING PERSONS ~ CHAPTER 3
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National Missing and Unidentified

NamUs

namus.gov
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Home Search Resources MNews Room Help
Member Login Quick

E-Mail: ey
GOI Lag

Getting Started §

with NamUs Missing Persons oo J{mosme ) h|

orgot your

Case Informatio

Circumstances Welcome
Phys'_cal I Medic: This site provides an

Clothing and Act jqyestigators to searc
Transportation I search features. Any
Images law enforcement profy
Documents e Add new missing
Police Informatic e Add physical ang
critical pieces of
o Create and print
o Track multiple ca

Unit 6: Home Page Components
Unit 7: The Menu Bar

Nationol Missing end Unidentified

NamUs
A B O

|Quick Search

First Name

Last Name

Gender

State

Recent Cases

Circumstances

Marityn Les

Clayton, N

Profile Strength

So many people have access to the Internet today that it becomes a
significant challenge to design a system which allows both ease of use
and power. The missing persons side of NamUs is specifically designed

to provide all Internet users easy access to information about missing
persons nationally. Specific investigative knowledge is not necessary to
navigate the system and view detailed case information.
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Overview
NamUs, the National Missing and Unidentified Persons System, is a clearinghouse for missing persons
and unidentified person records. NamUs is a free, online system that can be searched by all partici-
pants involved in the investigation of missing and unidentified persons. Specifically; medical examiners,
coroners, law enforcement officials, and the general public.

The NamUs Missing Persons system (MP) stores missing persons information and exchanges specific
data elements with its sister database, the NamUs Unidentified Persons system (UP) which houses
unidentified persons information. Through automated interactive queries, once a new missing persons
case is published on the MP side the data is cross-matched with details in the Unidentified Persons
system (UP) database for similarities. These potential matches, form the bases for further investigation
and hopefully successful case resolution.

Chapter 3 GETTING STARTED WITH NAMUS MISSING PERSONS
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FU IRV ety ' '

——Home Page Components

INTRODUCTION

To successfully use the NamUs Missing Persons website, the user should be fa-
miliar with the various elements of the NamUs Home Page in order to navigate
the website and use it’s features.
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Kotional Missing and Unidentified

N[]m US Missing Persons System

Home Search Resources MNews Room Help NamUs Home Search... 0]
i I i C
Member Login Welcome to NamUs Missing Persons
E-Mail: This site provides an opportunity for families, law enforcement agencies and investigators
to search natienwide for missing persens using a variety of powerful search features. Arianna Davis
Anyoene may search the database, but by registering in the system both law enforcement Henrico, VA
Password: profeszionals and the general public will alzo be able to:

& Add new missing persons cases

LOGIN REGISTER » Add physical and circumstantial details, photographs, dental contacts and other

z tical pi Finf tion N Benedetta Bentley
Forgot your password critical pieces of infermation 10 8 case Centralia, IL

* Create and print missing persons posters

Links & Track multiple cases as information iz added to the system

Uniceniified Pesors Dafahase ‘With your help, we can increase the number of missing persons cases solved each year

providing clesure for families and law enforcement officials nationwide. MP Case Breakdown
N’J Watch a 6-minute video: NamUs Behind the Scenes: How it Works, Why It Matters Total Cases: 4281
Natione This site is part of NamUs, the National Missing and Unidentified Persons System. This Open Cases: 3764 -87.92%
of Justice
DOJ Home To enter a Missing Persons report into the NamUs database, please log in or register as a
public user using the button to the left.

database is designed to search for matches against the Unidentified Persons Database Closed Cases: 517-12.07%
OJP He
— State Case Breakdown

HamUs Aided: 19-3.67%

S Quick Search =
USA gov . .

First Hame Select a state to get information...

Last Name

Gender El

State [=]

Find
Disclaimer

This Web site is funded through a grant from the National Institute of Justice, Office of
Justice Programs, U.S. Department of Justice. Neither the U.S. Department of Justice nor
any of its components operate, control, are responsible for, or necessarity endorse this
Web site (including, without limitation, its centent, technical infrastructure, and policies,
-and any services or tools provided).

NamUs Privacy Policy | NamUs Terms Of Use

Copyright ® 2008 + All Rights Reserved » Number of Visitors: 371444

Fig. 6.1: NamUs Home Page.

6.1 The Menu Bar
The Menu Bar is located directly beneath the NamUs Missing Person’s banner. The Menu Bar is used
to maneuver to various areas within the website. It is a consistent feature on all pages within the Na-
mUs-MP website. Items in the menu bar are links to further functionality within the NamUs-MP system.
Moving the cursor over an item allows you to click and access a desired feature, or view subcategories
through the use of drop-down menus.

The menu bar will contain different items, depending on your permissions level in the system and wheth-
er you are logged into the website. Items in the menu bar may include: Home, My Dashboard, New
Case, Search, Resources, News Room, Reports, Help, and NamUs Home. The menu bar is the point
from which you may navigate to various areas within the website, depending upon your level of access
within NamUs-MP.

6.2 Keyword Search
The Keyword Search is located to the far right of the Menu Bar and searches data fields within cases for
words or parts of words - exactly as you've entered them. Users can search for cases by keyword, such
as the missing person’s name, city, MP case number, street name, etc. It is an exact word search, so
spelling counts.
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6.3 Member Login
The Member Login is located in the left menu of the NamUs home page. The Member Login serves as
the entry point for the registered user, directs unregistered users to the Registration page, and directs
users to the password recovery page should they lose their password.

6.4 Links
The Links section is located at the bottom of the left menu on the NamUs home page. Listed in this sec-
tion are links to NamUs related websites such as its sister system, the Unidentified Persons System.

6.5 Recent Cases
Recent Cases displays the name and image of two missing persons. Clicking on either the image,
name, or location opens that case for further review. The selection of the two displayed “recent cases”
is based on ramdom selection from the ten most recent cases entered into the system, by date last
known alive.

6.6 Missing Person (MP) Case Breakdown
The MP Case Breakdown is located in the right menu on the NamUs home page. The Case Breakdown
shows statistical information for missing person’s cases found within the NamUs MP database.

6.7 Quick Search
The Quick Search is found towards the middle of the NamUs home page and allows users to initiate a
search based on the missing person’s name, sex, or state last known alive (LKA).

6.8 State Case Breakdown
The State Case Breakdown is located in the right menu of the NamUs home page. A user can get statis-
tics about a specific state by selecting it from the drop-down.
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IR oYY

——The Menu Bar

INTRODUCTION

The Menu Bar allows you to navigate the site with ease. Some menu bar items
have submenus which are accessible by hovering the cursor over the item. The
items in the menu bar will vary based on your system access level.

Chapter 3 GETTING STARTED WITH NAMUS MISSING PERSONS
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Wationel Missing ond Unidentified MESERIE

NamUs

Missing Persons System

Home

Search Resources MNews Room Help NamUs Home

Fig. 7.1: Basic Menu Bar
7.1 Home

Clicking on Home moves you to the home page (www.findthemissing.org).

7.2 Search

Clicking on Search moves you to the Advanced Search page while hovering over Search opens a sub-
menu of different search related pages.

7.3 Resources

Clicking on Resources opens to a list of documents and websites you may find useful.

Brief Resources Navigation Explanation

Upon loading the Resources page, you are presented with a map of the United States. At the top of the
page, there are hyperlinks designating regional areas. Hovering the cursor over the link or region on the
map will highlight the region in red. To view regionally specific information, click on the link or the map
for the region you want to load. Each Region page has a list of states that can be clicked on for state-
specific information.

7.4 News Room

Clicking on News Room opens to a page containing information about NamUs. Much of the material has
been professionally created and is ready to download for local use. There are sample news releases,
video clips and press articles from newspapers and magazines. The News Room is a great resource for
individuals wishing to assist others in understanding the NamUs mission.

7.5 Help

Hovering the cursor over Help opens to a submenu of help related pages.

Help
A list of documents to assist you in how the system works. Documents are in PDF format for easy view-
ing and printing.

FAQ
A list of commonly asked questions with their associated answers.

About
A short history and milestones of NamUs.

Contacts
Instructions on who and how to contact someone for information or questions about NamuUs.

GETTING STARTED NAMUS WITH MISSING PERSONS ~ CHAPTER 3



48 NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

7.6 NamUs Home
Clicking on NamUs Home opens a new window to the NamUs National Missing and Unidentified Persons
System at www.namus.gov, which explains the intent and function of NamUs, as well as its interaction
between the Unidentified Persons Database and the Missing Persons Database.

7.7 My Dashboard
My Dashboard functionality is available to users registered in the NamUs system. Hovering over My
Dashboard opens a submenu containing the following:

NOTE: My Dashboard menu items differ based on “user type”.

My Cases

This provides the number of cases that you have created and/or currently manage in the NamUs-MP
system. It is also a link that leads you to a complete list of those cases which were created and/or are
managed by the logged in user.

My Case Tracking

This provides the number of cases (other than those that you have created or manage) in the NamUs-MP
system that you have elected to follow for various reasons. It is also a link that leads you to a complete
list of those cases. This feature is helpful to individuals who wish to “track” the progress of a case, even
if they did not create the case. By “tracking” a case, registered users also receive email notifications if
information (to which they have access to) has been modified.

County Cases

This provides the total number of cases over which you have responsibility - as a case manager - in the
county or counties assigned by your level of access within the NamUs-MP system. It is also a link that
leads you to a complete list of those cases. For law enforcement users, this represents a list of county
cases for which they are jurisdictional responsibility for.

Pending Cases

This provides the number of cases that you have created and/or currently manage that need further re-
view before they are authenticated and published in the NamUs-MP system. Although you have access
to these cases, no one other than administrators can view them until they are approved. This list may
include new cases or existing cases in which certain changes have been made. This option is also a link
that leads you to a complete list of those cases.

Archived Cases

This provides the number of cases that you have created and/or currently manage that are being held
in an archive portion of the NamUs-MP system and are not viewable to most others. There are various
reasons a case may be temporarily or permanently put into this category, including cases in which the
once missing person has been located. This option is also a link that leads you to a complete list of those
cases. This is typically a list of persons who's “status” has changed from “missing” to “found”.

User List

This provides the number of registered users with whom you are affiliated. Depending on your level of
access the user list may also link you to a complete list of registered users (e.g., public users, law en-
forcement users, case managers, odontologists, etc.). from a particular jurisdictional area.

7.8 New Case
Clicking on New Case opens a blank case profile page, allowing you to create a “new” missing persons
case.

Chapter 3 GETTING STARTED WITH NAMUS MISSING PERSONS
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National Missing and Unidentified
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namus.gov
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Data about missing persons can be found in hundreds of locations
on the Internet today. Many of these sites contain excellent data and

images about missing persons. However, essential data fields are often
unsearchable or missing, limiting their usefulness as an investigative tool.
NamUs was designed to mix ease with functionality. Entering missing
persons case data using a standard format is the key to finding individuals.
By harnessing the power of the public, NamUs finds missing persons.

THE MISSING PERSONS CASE  CHAPTER 4



52 NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

Overview

One of the hallmarks of NamUs is “accessability.” Direct access to the system by those individuals who
have “primary source data” about the missing or unidentified person is essential to all users. This focus
is key to the success and uniqueness of NamUs. These “primary source” individuals represent members
of the public (i.e., families), who have access to the most valid and reliable data regarding a missing per-
son and official agency representatives (i.e., medical examiners and coroners), who have jurisdictional
control over the unidentified body. In addition, allowing these individuals access and managed control
over case data keeps them involved and working toward a common goal: finding a loved one (NamUs-
MP) or identifying a person and returning them to their family (NamUs-UP).

This chapter reviews the process of creating a missing persons case and submitting it to the National
Missing and Unidentified Persons System (NamuUs).

CHAPTER 4  THE MISSING PERSONS CASE
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Pl IR oty

——(reating a Missing Persons Case

INTRODUCTION

Once registered, users have the ability to enter and submit missing persons
cases to NamUs. The entry process is designed to allow individuals without
specific investigative knowledge the ability to logically input information about
a missing person. Starting with the clicking of the “New Case” link, users begin
the process of building a new NamUs-MP profile, submitting it to NamUs, and
hopefully, finding the missing person.
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8.1 Starting a New Missing Persons Case
Once registered, the “New Case” menu item is added to the standard menu bar. Clicking on this item
loads a “blank” set of case profile pages, which include all of the data entry input elements and sup-
port file uploading features described in Unit 2. Individuals who create new missing persons cases are
advised to review the required information for case submissing under the “View Missing” link at the top
of the Case Information page if the red “requirements” warning continues to desplay (Fig. 8.3).

Nationol Missing ond Unidentified

NamUs Missing Persons System

Home My Dashboard New Case Search Resources News Room Reports Help

T

Fig. 8.1: Create a case for submission in NamUs by clicking “New Case.”

8.2 Case Information Page
When the Case Information page first appears, it has four items that should be noted: the first is the red
notice that indicates missing data, the second is the “View all” link which will open a window (Fig. 8.2)
showing all required case data, the third is the “View missing” link that, when clicked, displays all miss-
ing data (Fig. 8.3), and the fourth and most important, is the “Save Changes” button and sliding “Save
Changes” bar.

NOTE: An MP case number is not assigned until the “Save” button has been clicked at least once.

Save Changes o=

This case does not meet requirements to be sent to a case manager. View missing
Reguired fields marked with®  View all

Case Information

Status |_""55""9 h Age LKA 26 (to 26 yearsold* E
First name Kavan - Age now Unknown DOB z
Middle name Race White v ':".
Last name Story = Ethnicity v i
Maiden name Sex Male v *
Nickname(s) Height (inches) 70 to 71

Date of birth 1984-03-09 = Weight (pounds) (175 [to 185 *

Place of birth | Wurtsmith AFB Blood type | 9|
NCIC number

NCMEC number

Date LKA 2010-06-07 15:40

Date entered

Fig. 8.2: Case Information page with missing data warning and save buttons highlighted.
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This case does not meet requirements to be sent to a case manager. View missing *_

First name Last name

Min age LKA Sex

Race Minimum height
Minimum weight City LKA

State LKA County LKA
Date LKA Circumstances
Hair color Left eye color
Right eye color Contact relationship
Dental status DNA status
Fingerprints status

Hide

Required fields marked with*  View all <

Hide Requirements
7 The following fields must be filled in for a case to be sent on to a case manager.

) First Name City
J Last Name State
Age Date LKA
Sex Circumstances
Race Hair Color
Height Eye Color
Weight Fingerprints Status
DNA Status Local Contact's Relationghip

Dental Status

Wialdei nanic ==

Fig. 8.3: Viewing required data fields from the Case Information page.

Some information is essential in order to submit a case to the NamUs system for approval. All fields
marked with a red asterisk on all pages must be completed in order to meet the minimum requirements
for case creation and review. The NamUs MP system will prompt you with an error message if any re-
quired information is missing since a lack of any essential data will prevent you from submitting your
case to NamUs staff for approval.

Again, it is important to save your data regularly by using the “Save Changes” button near the top of
each page or the sliding “Save Changes” bar you will see to the right of the screen during data entry.
Saving any data will not prevent you from editing it, so it is advisable to save each page of data after it is
entered before moving to other pages. The “Delete” button to the right of the “Save Changes” button is
not used for individual data fields, it will delete the entire case from the system. You will be presented
with a pop-up confirmation screen, this will allow you to cancel the proposed deletion and return to data
entry, should you inadvertently click on the “Delete” button.

Case Information Entry Guidelines

* The Status of a person in the NamUs-MP database defaults to “Missing” and is not changed
until such time as the person is found (whether alive or deceased) and an administrator for
that case edits the case status.

* The NCIC Number is where you enter the case number for that missing person from the Na-
tional Crime Information Center (NCIC), if known.

* The NCMEC Number is for entering the case number for that person from the National Center
for Missing and Exploited Children (NCMEC), if such applies and is known.

e Date LKA stands for “Date Last Known Alive”; it is important to be as accurate as possible
about this date, as it is used in the computerized matching functions between the NamUs
Missing Persons System and the NamUs Unidentified Persons System.
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The Date Entered will be provided by the system when you enter the case.

The Age field is where you indicate the age the missing person was when last known alive.
You can put the same number in both boxes if the age is definitively known, or indicate an age
range by putting a minimum and maximum number into the two boxes provided.

The Age Now is calculated by the system, based upon the Date of Birth you enter and the cur-
rent date when a case is entered and/or subsequently viewed.

Among the dropdown menu choices for Race are “Other” and “Unsure”; these can be used
for biracial or multiracial individuals, but details should be explained on the Circumstances
page.

The dropdown menu choices for Ethnicity include “Hispanic/Latino” and “Other”; if a person
is of mixed ancestry, such that the Race can be indicated as “White” and Ethnicity as “Hispan-
ic/Latino”, using that combination will most fully explain the heritage of that missing person.
When “Other” is used, it should be explained on the Circumstances page.

Height must always be entered in inches. Use the same number in each box if the exact
height is known, but enter a minimum and maximum number to represent a range for height.
(Computer matching functions expand all heights to a range, but you should be as precise as
possible during data entry.)

Weight must always be entered in pounds, and since it is unlikely that an exact weight for a
missing person is known, you should enter a minimum and maximum number. (Computer
matching functions expand all weights to a range, but you should be as precise as possible
during data entry.)

It is recommended that you save this page before moving on.

8.3 Circumstances Page

The Circumstances page contains location information pertaining to the last known address of the miss-
ing person or where that person was last seen alive.
person’s disappearance and/or any financial transactions that might be informative to the case. It is
advantageous to include as much detailed information in the Circumstances box, as it may aid in solving

the missing person case.

Home My Dashboard MNew Case Search Resources News Room Reports Help NamUs Home Search...
Administrator Training [Edit Profile] [LogOut]
NamUs MP # 78 =
Kavan Story This case does not meet requirements to be sent to a case manager. View missing
Reguired fields marked with ™ View all
Circumstances
Mecosta County, Michigan Type of address Address El
26 year old white male
i Address 1 LKA 128 Michigan 5t
Profile Strength Address 2 LKA
e gagaay ciy B i
ExhEnsall e State Michigan El *
Case Navigation Zip code 49307
x
Case Information County Mecosta =]
Foul play indicated
Circumstances [=]
Circumstances Lazt seen walking to hiz work.
Physical | Medical
Clothing and Accessories
Electronic Communications
Transportation Methods . Circumstances are viewable by the public.
Financial transactions
Secondary Parties
Dental
DHA
FITARLE

Fig. 8.4: Case circumstances may be made viewable to the public or blocked from public view.

CHAPTER 4  THE MISSING PERSONS CASE

It is also the place to enter details about the



SECTION 2: NAMUS MISSING PERSONS SYSTEM 57

Circumstances Data Entry Guidelines

¢ If an exact address is not known, any relevant location can be entered into either of the two
Address boxes and/or the Circumstances box (for example, an intersection the person was
known to frequent or a city park in which the person sometimes slept).

* Choosing the State will automatically load a list of counties for that State.

* When entering information into the Circumstances box, be as informative as possible regard-
ing case information, including whether foul play is suspected or the missing person is likely
a runaway. Use caution and good judgment, however, and do not give personal details that
could be abused (for example, phone numbers). Avoid inflammatory comments about the
missing person and/or associated parties.

* Recognize that the default setting makes everything in the Circumstances box viewable by
the public unless you uncheck the associated box.

* Financial transactions should only be included if relevant to the case (for example “last with-
drawal from ATM was at 5th and Broadway in Lexington, KY, on March 4, 2007"). Sensitive
information, such as account numbers, should never be provided.

* |tis recommended that you save this page before moving on.

8.4 Physical / Medical Page
The Physical / Medical page is the place to record aspects of a missing person’s physical description
and any medical conditions of which you are aware.

Explanation of Physical Section

In the Physical section, the missing person’s physical description is defined. There is also a set of radio
buttons to select if “No distinctive body features” are available. If distinctive body features are avail-
able mark the checkbox for all necessary features and describe them in the text area to the right of the
feature.

Home My Dashboard MNew Case Search Resources News Room Reports Help NamUs Home Search

Administrator Training [Edit Profilz] [LogOut]

NamUs MP # 78 -—=m

Kavan Story

This case does not meet requirements to be sent to a case manager. View missing
Required fields marked with * View all

Physical
Mecosta County, Michigan Hair color Brown E| *
26 year old white male Head hair E—
Profile Strength
S
Case Navigation Body hair
Case Information
Circumstances
Physical | Medical Facial hair Reddish brows colared beard
Clothing and Accessories
Electronic Communications
Transportation Methods Left eye color Brown =g
Secondary Parties Right eye color Brown [=1*
Dental Eye description

DNA

Fingerprints

Images -
) No known distinctive body features

B () Distinctive features as described below

Police Information [T amputations

Fig. 8.5: Physical characteristics page.
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Explanation of Medical Section
This section allows you to detail any medical conditions that may be relevant to your missing person.
Mark the checkbox for all necessary topics and add a description in the associated text area for each.

DOJ Home

QP Home Medical

ML Home

DMemcal implants
JEAaw DForelgn objects

[T skeletal information
DOrgan absent
E|Prior surgery
[“Imedications
|:|Dn|gs of abuse
Dknown allergies
[CIknown ilinesses

[C1medical conditions
and disorders

[Clother medical
information

< Previous Pa;a Mext Page »»

Fig. 8.6: Medical characteristics page.

Physical/Medical Data Entry Guidelines

e With regard to text boxes, abbreviations should be avoided as much as possible; do not use
any abbreviations that are not easily understood by the general public.

* The Hair Color feature uses a dropdown menu of numerous options for a variety of hair colors,
but the last option is “Unknown or Completely Bald”. If you select this option, describe in the
Head Hair text box whether the hair color is unknown or whether the missing person had no
hair. This box should also be used to note details of a missing person’s hairline, texture, the
use of hair dyes, etc.

* There are two text boxes that allow you to record any details of a person’s Body Hair and/or
Facial Hair. If the missing person had no body and/or facial hair, that should be noted. If you
do not know whether the person had facial and/or body hair, you can type “Unknown” into
the text boxes.

* There are separate dropdown menus for Left Eye Color and Right Eye Color, as sometimes
individuals have two different colored eyes. An associated Eye Description text box allows
explanation of shape and other features.

* [tis important to choose either the “No distinctive body features” or “Distinctive features as
described below” button for any missing person’s case. Indicating the lack of distinctive body
features allows viewers of a case profile to know that none were noted, rather than the pos-
sibility that these categories were overlooked.

¢ All of the remaining categories on the Physical / Medical page are preceded by a check box
that, when clicked on, opens up an associated text box to the right of the category. You can
use as many of these options as apply to a missing person’s case and type in detail about
that feature in its text box.

* Most items on the Physical / Medical page are self-explanatory; however a few will be further
described here.

* Be specific about the nature of Amputations, Deformities, Scars and Marks, Tattoos, Pierc-
ings, Prosthetics, etc. Provide the side and aspect of the body part involved (for example,
stretch marks from pregnancy on abdomen, or missing half of the right ring finger). Give
details about the size of scars and tattoos and their specific appearance and the number of
piercings in each ear. If the missing person has a prosthetic (artificial) body part or aid, note
as much information as possible about that device.

¢ [f a photograph of the missing person shows a distinctive physical feature such as a tattoo, it
can be uploaded on the Images page.
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* Medical Implants include devices intentionally placed inside the body, such as stents im-
planted during heart surgery. Foreign Objects include items like shrapnel or bullets lodged
in the body. Skeletal Information would include bony defects or prior injuries to bones like

fractures.

* Obviously there is some overlap among the categories on the Physical / Medical page; there-
fore choose and explain as many as possible, even if they may be redundant (for example, if
a missing person had a kidney removed, it would be appropriate to check Scars and Marks,
Organ Absent, and Prior Surgery), as all are relevant to that single procedure.

* Any physical or medical feature that does not seem to fit the categories provided can be noted
using either the Other Distinctive Physical Characteristics or Other Medical Information check

boxes and described in its accompanying text box.

* |tis recommended that you save this page before moving on.

8.4 Clothing and Accessories Page

The Clothing and Accessories page is used to inventory any clothing or accessories that were on or as-
sociated with a missing person when last seen. This page can also be used to note articles of clothing
or accessories that the missing person habitually wore or used, even if it is unknown whether that item

was present when the person disappeared.

Home My Dashboard HNew Case Search Resources MNews Room Reports Help NamUs Home

Search..

A Training [Edit Profile] [LoaOut]

NamUs MP # 78

Kavan Story

Required fields marked with * View all

This case does not meet requirements to be sent to a case manager. View missing

)

Clothing and Accessories

Mecosta County, Michigan [5] Clothing and accessories are unknown

ESE AT IS @ Clothing and accessores are described below

wow

Extremely Low

Case Information

Clothing Light colored khaki pants and light green Ized pole shirs

Footwear Brown Jkescher brand shoes

Circumstances

Physical / Medical

Clothing and Accessories Jewelry Siiver Fagpses waseh and wedding band
Electronic Communications

Transportation Methods

Secondary Parties Eyewear Contact lenses

Dental

DNA

FTENIE Accessories

Images

Documents

Police Information

o —

Fig. 8.7: Clothing and Accessories information

Clothing and Accessories Data Entry Guidelines

* Itisimportant to choose either the “Clothing and accessories are unknown” or “Clothing and
accessories are described below” button for any missing person’s case. Indicating that the
type of clothing and/or accessories is not known allows viewers of a case profile to know that

these categories were not overlooked.
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¢ Details regarding color, size, brand and/or style of clothing should always be included. Ab-
breviations should be avoided as much as possible; do not use any abbreviations that are not

easily understood by the general public.

* An accessory can be anything associated with a missing person, including a child’s favorite
toy, a hat, a purse, a backpack, or a keychain. Provide as much information as possible about
any item routinely associated with, or known to be carried by, a missing person.

* If a photograph of the missing person shows a distinctive item of clothing or an accessory
habitually worn or carried, such as a hat, a necklace or a teddy bear, it should be uploaded

on the Images page.
* [|tis recommended that you save this page before moving on.

8.5 Electronic Communications Page

The Electronic Communications page is directed toward compiling the missing person’s presence/con-
tact through the various forms of media the missing person may have used. For instance, the missing
person’s cell phone information, particular websites or chat room(s) he/she may have frequented in-
cluding online “nicknames” that may have been used. Any electronic data that might be useful in locat-
ing a missing person could be entered here. This data may help define the person by their electronic

“footprint”.

This information is only viewable to NamUs-MP personnel with specific access privileges and does not
appear in the Case Navigation options of general public users. Below is an image of the Electronic Com-

munications page as it appears after some basic data entry.

Home My Dashboard New Case Search Resources News Room Reports Help NamUs Home Search
Adr Training [Edit Profile] [LoaOut]
NamUs MP # 78 _—=m
Kavan Story This case does not meet requirements o be sent to a case manager. View missing
Required fields marked with * View all
Electronic Communications
Mecosta County, Michigan Cellphone Movorola ROER
26 year old white male
Profile Strength
Extremely Low Pager
Case Navigation
Case Information
Circumstances Internet access He n=ually checks hi facebook aceount multiple times throughous
- - history the day |
Physical / Medical
Clothing and Accessories
Electronic Communications
Transportation Methods

Fig. 8.8: Electronic Communications page.

Electronic Communications Data Entry Guidelines

* Information on this page may include cell phone use and records, such as particular numbers

called, time and date of last call, last bill paid, etc.

* Internet information may also be input on this page, such as a particular website often ac-
cessed, a chat room frequented, a user or screen name, an avatar character, etc. The last

known entry for such Internet communications can also be included.
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* A specific model of cell phone or pager that was regularly carried by a missing can also be
entered into the Accessories portion of the Clothing and Accessories page. Doing so will al-
low the general public to see that information; however, do not include any other Electronic

Communications data on that page.

* Itis recommended that you save this page before moving on.

8.6 Transportation Methods Page
On the Transportation page, data about how the missing person may have traveled can be listed. Such
information may include a commonly-used vehicle, bus route, or flight if the individual went missing on
a vacation. This not only includes personal transportation methods, such as a car, truck, motorcycle, or

bicycle, but also covers public transportation.

Home My Dashboard New Case

Search Resources News Room Reports Help NamUs Home

Search..

A

NamUs MP # 78

Kavan Story

4]

Mecosta County, Michigan
26 year old white male

TIWWwWwWw

Extremely Low

Case Information

Circumstances

Physical / Medical
Clothing and Accessories
Electronic Communications
Transportation Methods
Secondary Parties

Dental

DNA

Fingerprints

Images

Documents

Police Information

Exclusions

Possible UP Matches (0)

Training [Edit Profile] [LogOut]

This case does not meet requirements to be sent to a case manager. View missing
Required fields marked with * View all

Transportation Methods

Vehicle make Chevrolet
Vehicle model 510
Year 2000
Style Pickup
Vehicle color Tan

VIN

Tag type

Tag number

Tag state Michigan
Expiration year 201

Vehicle comments Extended cab

Airline

HEE

el

&

<< Previous Page

Fig. 8.9: Transportation Methods page.

Transportation Methods Data Entry Guidelines

¢ If entering information about a car, you must select a Vehicle Make first. Doing so will access
the possible Vehicle Model options for that brand of car, truck, motorcycle, etc.

* The Airline and/or Bus fields may be used to report any known or suspected information
about public transportation methods, such as the bus line a missing person typically used or
the flight number of an airline associated with a missing person.

* [|tis recommended that you save this page before moving on.
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8.7 Secondary Parties Page

The Secondary Parties page is used to define the person(s) with whom the missing person may have had
contact. It may be a friend, relative, work associate, employer, or anyone else that had a relationship
with him/her. All secondary party information is entered separately - by individual.

Adding Additional Secondary Party Information

To add more individuals to your list of “Secondary Parties,” click on the “Add Party” button that is below
all of the currently listed parties. The page will be loaded with a blank Secondary Party profile for you to
fill out. Enter the appropriate data for that person and save.

Home My Dashboard MNew Case Search Resources News Room Reports Help NamUs Home Search...
Admi Training [Edit Profile] [LogOut]
NamUs MP # 78 =
Kavan Story This case does not meet requirements to be sent to a case manager. Yiew missing
Reguired fields marked with ™ View all
Secondary Parties
Mecosta County, Michigan Relationship | Other El
26 year old white male o
Description | Co-worker
Profile Strength Firstname | Tim
R AR agns Lastame
Extremely Low Address 1
Case Navigation Address 2
. City
Case Information State =l
Circumstances Zip code
Physical | Medical Phone
Clothing and Accessories Email
Went to i h the
Electronic Communications Comments [Rext to funch togsthes
Transportation Methods
Secondary Parties
Dental

Fig. 8.10: Secondary Parties information page.

Secondary Parties Data Entry Guidelines

* There are a variety of options included in the Relationship dropdown menu. All typical familial
relationships are included (for example, son, grandmother, husband, cousin, etc.), as are a
number of other affiliations (for example, girlfriend, landlord, concerned citizen, other, etc.).
Select the option that best fits the person you wish to describe on the Secondary Parties
page. This can be a person known or suspected to be associated with the missing person, or
who has a connection with the missing person’s case in some way.

* Use good judgment regarding what is entered in the Comments box, but be clear as to why
you are including a person’s information on the Secondary Parties page.

* [tis recommended that you “save” before moving on.

8.8 Dental Page

The Dental page allows the user to enter the missing person’s pertinent dental information. Indicating
the availability of dental information for a missing person, whether charted or the upload of a radio-
graphic image, is a required field on the NamUs-MP system. Any specific information provided on this
page is only viewable to NamUs-MP personnel with specific access privileges. Although this page ap-
pears in the Case Navigation options of general public users, only the status of the dental information is
viewable when they navigate to a missing person’s dental page; they see no other dental page content.

Note: Some forensic dentists have been trained to perform dental coding using the NCIC format. Na-
mUs allows for the import of NCIC dental coding and automatically converts it to the more simplified, yet
effective NamUs dental coding system.
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Availability of Dental Information and Basic Dental Details
Use the radio buttons to select if dental information is available and if it is entered or not. Below the
dental availability radio buttons is a group of checkboxes. Mark all that apply to the missing person.

Entering Dental Chart Information

Each tooth in the mouth is associated with a number. Enter the appropriate code for each tooth in the
designated box. You may enter up to two codes per box, but only some combinations are accepted. If
you try to enter a non-standard combination into a box, you will receive a message defining your error.

Dental Comments and Dentist Information
In the Dental comments section, you may wish to add further information not encompassed in the previ-
ous areas. The Dentist Information follows the dental charting area and allows you to enter the contact
information for the missing person’s dentist.

If you have any questions or need assistance with entering missing person’s dental information, click
on the link: “Send request for help to RSA” in the upper right section of the Dental page. This will send
an automated e-mail request for help. A RSA will make contact via e-mail, as soon as possible, to assist
you.

HamUs Team [Edit Profile] [LogOuf]

NamUs MP # 1320
April Pitzer
Select one - Required * Send request for help to RSA
O Dental information / charting is currently not available (Explain in comments box below)
= O Dental information / charting is available and will be entered later (Explain below)
San Bernardino County, California . ) o
30 year oid white female @ Dental information / charting is below

Profile Strength

D X-Rays available D Models available D Photographs available
High D Baby/primary teeth present D Implants D Upper jaw has no teeth

Case Navigation Filling or crown present [ Braces 1 Lower jaw has no teeth

[] Removable dentures [ Retainer -
Case Information

D Bridge work Root canal
Circumstances
Physical | Medical Show WCIC Dental Chart

1 2 3 4 5 & i g 5 10 11 12 13 14 15 16
Clothing and Accessories upperright A | A || a [a | arRI[RIRIRI N nw [ nw/[nu|nlalaluvpperLer
Electronic Communications LowerRight N | N | A W T e e [ [ ][ A | LowerLeft
Transportation Methods 32 M 30 29 28 27 X% 25 24 23 2 24 20 19 18 17
Secondary Parties N = Matural tooth, no filing R = Root canal
F = Filing, inlay, onlay, or veneer A = Antemortem loss (healed socket)

Dental C = Crown or cap | = Impacted
DNA B = Bridge work 0 = Other features (describe in dental comments)

Comments PROBABLY NO UPPER TEETH PRESENT G
Fingerprints DRE/11,13,14 UNE RESTORATIONS, CROWNS FRRCIURED OFF =

NCIC TOOTH 01X 32/

Images 2x 31/
Documents 03K, 205 A

Police Information

Dentist Information €————————

Exclusions
First name Refer to Refer to California DOJ Miss
Possible UP Matches (0)
Last name DOJ-MUPS - Email: missing.personsg
oy Address P.0. Box 903387
Contacts City Sacramento
Links State California e
Zip code 94203-3870

Phone number

Fig 8.11: Dental information page.
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Dental Data Entry Guidelines for Adults

* You must select one of the three button options regarding the current availability of dental
information at the time of data entry. If dental information is not available, explain the reason
it cannot be uploaded in the Dental comments box. If data is available, but cannot be entered
at the time of data entry for whatever reason, it is imperative that you return to this case as
soon as possible and enter the dental information.

* You may use as many of the check boxes as necessary to describe specific aspects of the
dental record that may be available. If you select X-Rays Available, Models Available and/or
Photographs Available, keep in mind these pertain to dental data. Use the Dentist Informa-
tion section to report contact information for the dentist who holds these x-rays, models
(dental casts) and/or dental photographs.

¢ [f available in electronic form, dental x-rays and photographs should be uploaded on the “Im-
ages” page.

* Check all appropriate boxes to sufficiently describe the condition of and treatments to the
teeth of a missing person. Even if specific dental charting is not available, indicating that
a missing person had at least one filling or crown present, or had braces when last seen is
extremely valuable information. Use the “Dental comments box” for any further explanation
needed.

* If you have any questions about uploading dental information, use the “Send request for help
to RSA” link. Clicking on the link sends an automated e-mail request using the e-mail address
you provided at registration. An RSA will contact you by e-mail as soon as possible.

¢ [fthereis no further information available to you for input to this page, it is recommended that
you save before moving on to other case information pages.

Dental Coding Guidelines

Both clinically and forensically, information for individual teeth is often presented in one of several
coded formats. The NamUs-MP system uses a basic version of dental coding that records essential data
about each tooth, if known, in a series of text boxes that correlate to the 32 teeth normally found in the
adult mouth. As is standard, the 16 teeth typically present in the adult upper jaw are numbered from
1-16, from the upper right third molar (“wisdom tooth”) to the upper left third molar. The 16 teeth typi-
cally present in the adult lower jaw are numbered in the opposing direction from 17-32, from the lower
left third molar to the lower right third molar.
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8.9 DNA Page

The DNA page is used to report the status of any DNA testing and analysis in a missing person’s case.
Because DNA is increasingly used in forensic science to confirm positive identity, attempting to locate
and analyze DNA samples is ext