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HOW TO USE THIS GUIDE
This guide is designed as a general resource for individuals using the National Missing and Unidentifi ed Per-
sons System (NamUs).  Each topic has been verifi ed 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 fi elds and sections of the system.

LIVING DOCUMENT
New and additional information will be added to the system as technology improves, modifi cations in the work-
place occur, and process improvements take place.  During any NamUs training program, individual instructors 
may supply additional information during their specifi c 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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NAMUS
FOUNDATION SKILLS
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INTRODUCTION
This section consists of two chapters designed to provide essential 
information for using the National Missing and Unidentifi ed Persons System 
(NamUs) - as an investigative tool. The material covered will be supplemented 
and referenced throughout the remaining chapters of this guide.

CHAPTER ONE:
Tools and Terminology

CHAPTER TWO:
NamUs Registration
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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.  
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OVERVIEW
The National Missing and Unidentifi ed Persons System, or NamUs, is an electronic registry for cases 
involving missing and unidentifi ed persons.  NamUs is a free, online, technological resource that can be 
used by medical examiners, coroners, law enforcement offi cials, 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 offi cers, registered members of clearing-
houses, and NamUs staff members. The profi les of unidentifi ed persons are entered into the NamUs 
system by registered representatives of coroner’s and medical examiner’s offi ces, 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 unidentifi ed 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 fi rst government-sponsored website of its kind to allow the general public to view the profi les of 
missing persons and the unidentifi ed dead.  
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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, 
profi les of missing persons can be compared with profi les of unidentifi ed dece-
dents, and vice versa.  This unit provides general information on NamUs.

1 The NamUs System
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1.1 NamUs.gov
The offi cial government website for the National Missing and Unidentifi ed 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 unidentifi ed persons 
“side” of the system.  Many users will “bookmark” these sites to make future access simpler. 

Fig. 1.1: NamUs.gov Home Page.
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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.

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.

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

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

Identifyus.org
This web address is the location of the unidentifi ed 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 offi cers (medical examiners and coroners) and case publishing is handled by fewer 
people.

Fig. 1.5: Identifyus.org Home Page.
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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.

2 Input Elements and Terminology
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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.

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.

Fig. 2.2: Check boxes are critical for searching by “specifi c” 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.

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.

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.

Fig. 2.5: All text entered into “open” text fi elds 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.

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 fi le or data (e.g., a pdf or image) from a 
server or website to your computer for use.
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2. 11 Upload
Uploading is a term used to describe the transferring of a fi le or data (e.g., a pdf or image) from your 
computer to a server or website.
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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.

The Case Log
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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.

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.

Fig. 3.2: All columns within the case log can be sorted and the number of cases displayed selected.
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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 specifi c 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 specifi c 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 
fi nd any matches to your input keywords and displays only those results in the list.

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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NamUs Registration

Unit 4: Missing Persons System Registration
Unit 5: Unidentifi ed Persons System Registration

The fi rst 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 specifi c 
interest in missing persons or specifi c interest in unidentifi ed persons.    
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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: 

The “public” who have some limitations regarding searching and viewing of some case data.
The “registered” who have expanded levels of access to the NamUs database information as 
determined by their need.

1.
2.



NAMUS REGISTRATION     CHAPTER 2

 Section 1: NAMUS FOUNDATION SKILLS     29

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 identifi es 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.

4 Missing Persons System Registration
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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.

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 fi elds 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.

Fig. 4.2: Registration requires users to supply personal demographic data and request an access level.
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Sponsor Information
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 offi cial agency contact information to enable NamUs to verify your requested users status.

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

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.

Fig. 4.4: Accepting the “Terms of Use” is required to complete registration.
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4.4 Success Page
After the terms of use are accepted, you will see a confi rmational “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.

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



NAMUS REGISTRATION     CHAPTER 2

 Section 1: NAMUS FOUNDATION SKILLS     33

INTRODUCTION
Just like the missing persons “side” of NamUs, registration on the unidenti-
fi ed persons “side” provides, assigns, and identifi es 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 offi cers or their designees and requires registration.  Sponsorship 
and verifi cation of employment are required for full-featured access.

5 Unidentifi ed Persons System Registration
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Introduction
Some information held in NamUs may be considered sensitive and proprietary to agencies conducting 
investigations involving unidentifi ed 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.

Fig. 5.1: The fi rst 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 fi elds 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.

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 verifi y what access level is necessary for you.  Your sponsor will be veri-
fi ed and then contacted to approve your access request.  You can be your own sponsor if you fi t one of 
the job titles listed in the sponsor description.

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 offi cer (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 fi nal 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 verifi cation 
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.

Fig. 5.4: Accepting “Terms of Use.”

Success Page
After the terms of use are accepted, you will see a confi rmational “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.

Fig. 5.5: Success page.  Once your sponsor(s) is verifi ed, contacted and respond; an email will be sent to the 
address used on the registration page.
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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.
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NAMUS
MISSING PERSONS SYSTEM
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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.

CHAPTER THREE:
Getting Started with NamUs Missing Persons

CHAPTER FOUR:
The Missing Persons Case

CHAPTER FIVE:
Searching NamUs Missing Persons
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Getting Started
with NamUs Missing Persons

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

So many people have access to the Internet today that it becomes a 
signifi cant challenge to design a system which allows both ease of use 
and power.  The missing persons side of NamUs is specifi cally designed 
to provide all Internet users easy access to information about missing 
persons nationally.  Specifi c investigative knowledge is not necessary to 
navigate the system and view detailed case information. 
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Overview
NamUs, the National Missing and Unidentifi ed Persons System, is a clearinghouse for missing persons 
and unidentifi ed person records.  NamUs is a free, online system that can be searched by all partici-
pants involved in the investigation of missing and unidentifi ed persons.  Specifi cally; medical examiners, 
coroners, law enforcement offi cials, and the general public.

The NamUs Missing Persons system (MP) stores missing persons information and exchanges specifi c 
data elements with its sister database, the NamUs Unidentifi ed Persons system (UP) which houses 
unidentifi ed 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 Unidentifi ed Persons 
system (UP) database for similarities.  These potential matches, form the bases for further investigation 
and hopefully successful case resolution.
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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.

6 Home Page Components
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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 fi elds 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.



GETTING STARTED NAMUS WITH MISSING PERSONS     CHAPTER 3

 SECTION 2: NAMUS MISSING PERSONS SYSTEM     45

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 Unidentifi ed 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 specifi c state by selecting it from the drop-down.
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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.

7 The Menu Bar
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Fig. 7.1: Basic Menu Bar

7.1 Home 
Clicking on Home moves you to the home page (www.fi ndthemissing.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 fi nd 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 specifi c 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-
specifi c 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 NamUs.
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7.6 NamUs Home
Clicking on NamUs Home opens a new window to the NamUs National Missing and Unidentifi ed Persons 
System at www.namus.gov, which explains the intent and function of NamUs, as well as its interaction 
between the Unidentifi ed 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 notifi cations if 
information (to which they have access to) has been modifi ed.

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 affi liated. 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 profi le page, allowing you to create a “new” missing persons 
case.
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The Missing Persons
Case

Unit 8: Creating a Missing Persons Case
Unit 9: Missing Persons Case Submission and Follow-up

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 fi elds 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 fi nding individuals. 
By harnessing the power of the public, NamUs fi nds missing persons.  



CHAPTER 4     THE MISSING PERSONS CASE

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 unidentifi ed 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 offi cial agency representatives (i.e., medical examiners and coroners), who have jurisdictional 
control over the unidentifi ed body.  In addition, allowing these individuals access and managed control 
over case data keeps them involved and working toward a common goal: fi nding 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 Unidentifi ed Persons System (NamUs).
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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 
specifi c 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 profi le, submitting it to NamUs, and 
hopefully, fi nding the missing person.

8 Creating a Missing Persons Case
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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 profi le pages, which include all of the data entry input elements and sup-
port fi le 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).

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

8.2 Case Information Page
When the Case Information page fi rst appears, it has four items that should be noted: the fi rst 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.

Fig. 8.2: Case Information page with missing data warning and save buttons highlighted. 
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Fig. 8.3: Viewing required data fi elds from the Case Information page.

Some information is essential in order to submit a case to the NamUs system for approval.  All fi elds 
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 fi elds, it will delete the entire case from the system.  You will be presented 
with a pop-up confi rmation 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.
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 Unidentifi ed Persons System.

•

•

•

•
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The Date Entered will be provided by the system when you enter the case.
The Age fi eld 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 defi nitively 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.  It is also the place to enter details about the 
person’s disappearance and/or any fi nancial 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.

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

•
•

•

•

•

•

•

•
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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 infl ammatory 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.  
It is 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 defi ned.  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.

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.

Fig. 8.6: Medical characteristics page.

Physical/Medical Data Entry Guidelines
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.
It is 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 profi le 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 specifi c 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 fi nger).  Give 
details about the size of scars and tattoos and their specifi c appearance and the number of 
piercings in each ear.  If the missing person has a prosthetic (artifi cial) body part or aid, note 
as much information as possible about that device.  
If 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 fi t 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.
It is 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.

Fig. 8.7: Clothing and Accessories information

Clothing and Accessories Data Entry Guidelines
It is important 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 profi le 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.
It is 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 defi ne the person by their electronic 
“footprint”.

This information is only viewable to NamUs-MP personnel with specifi c 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.

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 specifi c 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.
It is 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 fl ight 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.

Fig. 8.9: Transportation Methods page. 

Transportation Methods Data Entry Guidelines
If entering information about a car, you must select a Vehicle Make fi rst.  Doing so will access 
the possible Vehicle Model options for that brand of car, truck, motorcycle, etc.
The Airline and/or Bus fi elds 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 fl ight number of an airline associated with a missing person.  
It is 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 defi ne 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 profi le for you to 
fi ll out.  Enter the appropriate data for that person and save.

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 affi liations (for example, girlfriend, landlord, concerned citizen, other, etc.).  
Select the option that best fi ts 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.
It is 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 fi eld on the NamUs-MP system.  Any specifi c information provided on this 
page is only viewable to NamUs-MP personnel with specifi c 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 simplifi ed, 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 defi ning 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.

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 specifi c 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.
If available in electronic form, dental x-rays and photographs should be uploaded on the “Im-
ages” page.
Check all appropriate boxes to suffi ciently describe the condition of and treatments to the 
teeth of a missing person.  Even if specifi c dental charting is not available, indicating that 
a missing person had at least one fi lling 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.
If there is 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 confi rm positive identity, attempting to locate 
and analyze DNA samples is extremely important.  There are two primary sources for obtaining a DNA 
profi le relevant to cases involving missing persons:  1) A “direct” sample is one that originated from the 
person who is missing, such as from a toothbrush or blood sample that has been retained.  2) A “family 
reference sample” is one that originates from a blood relative of the person who is missing (for example, 
a parent, sibling or child), and is usually obtained by swabbing the inside of the relative’s mouth.  Either 
of these types of samples can be analyzed in an attempt to generate the DNA profi le of a missing person 
so that it can be compared to other DNA profi les (such as those persons in the NamUs-UP system).

There are two sources of DNA within body tissues:  1) “Mitochondrial DNA” (mtDNA) that is inherited only 
through a person’s mother, and 2) “Nuclear DNA” (nucDNA) that is inherited from both of a person’s 
parents.  The nature of the blood relationship between a missing person and a relative who is willing to 
submit a DNA sample will, therefore, have bearing on which test(s) are useful in a given case.  There are 
different testing methods used to analyze these two types of DNA, and not all DNA laboratories perform 
both types of analyses.  Furthermore, the amount and/or quality of tissue available for sampling may 
render the use of one test preferable to the other, and not all tissue samples culminate in a complete 
DNA profi le suitable for comparisons.  Finally, valid DNA samples require a “chain of custody” (docu-
mented by paperwork) that ensures they originate from proper sources and are collected by appropri-
ate means; therefore, DNA samples suitable for forensic purposes come only through law enforcement 
agencies and are tested only at certifi ed laboratories.

Indicating the availability of any DNA samples for a missing person, whether direct or family reference 
samples, is a required fi eld on the NamUs-MP system.  Any specifi c information provided on this page is 
only viewable to NamUs-MP personnel with specifi c access privileges.  Although this page appears in the 
Case Navigation options of general public users, only the status of DNA sample testing is viewable when 
they navigate to a missing person’s DNA page (such as whether a DNA sample is unavailable or testing 
is complete); they see no other DNA page content. The DNA page allows the user to input data about the 
missing person’s DNA or reference sample status.

Fig 8.12: DNA status page.
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DNA Availability
Select the availability status of the missing person’s DNA sample.

Sample is Currently Not Available
Select this if you do not have a sample.

Initial Inquiry Underway
Select if you have sent a request for DNA but do not have a sample yet.

Sample Available – Not Yet Submitted
Select if a sample is available or collected, but not yet been submitted for testing.

Sample Available – Tests Not Complete
Select if a sample has been submitted for testing, but the test results have yet to be returned.

Complete
Select this after all DNA analysis is done and the results have been returned to you.

DNA Sample Details
After a sample has been submitted, new fi elds will become available for entry which will provide the loca-
tion of the sample and any additional available information.

Adding Another Reference Sample 
You may add additional samples to your missing person’s DNA page. Click on the “Add Another Refer-
ence Sample” button to get another blank DNA profi le added to the page.

DNA Data Entry Guidelines
You must select one of the fi ve button options regarding the current availability of DNA sam-
ples and/or status of testing at the time of data entry.  If a DNA sample is not available, ex-
plain the reason in the DNA comments box. 
If you are involved with, or are aware of, attempts to locate direct or family reference samples 
for DNA analysis, select the Initial inquiry underway option.  Use the DNA comments box to 
explain, and return to this case as soon as possible and update the information as needed.  
Certain registered users may see a link marked “Order DNA sample collection kit”.  If avail-
able, clicking on this link will expand a message intended to assist law enforcement person-
nel in ordering one or more free DNA collection kits through the NamUs-MP system.
If a DNA sample is available, but has not been submitted at the time of data entry for what-
ever reason, make every effort to pursue testing.  Use the DNA comments box to explain, and 
return to this case as soon as possible and update the information as needed.
If you have any questions about DNA testing, 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.
If you have no other information regarding DNA samples and their availability/testing at the 
time of data entry, it is recommended that you save before moving on to other case informa-
tion pages.
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Procuring a DNA Sample Collection Kit
For public users, contacting a local law enforcement agency in their area is the logical route to get a DNA 
sample collection kit.  When users are registered, they have the option of ordering a DNA Sample Collec-
tion Kit using a hyperlink to request a number of these kits via e-mail.  This link is only visible for those 
registered users with access of law enforcement or above.

Clicking on the “Order DNA sample collection kit” link will open details about collecting DNA and the op-
tion to order collection kits.  To order kits, you must select the number you want to receive and then click 
the “Order” button.  The “Cancel” button closes the detailed view for ordering collection kits.

Fig 8.13: Up to three DNA sample collection kits can be ordered online.

Submitted DNA Sample Data Entry Guidelines
This page allows you to record specifi c information about the origin of the sample (for ex-
ample, from which relative the sample was taken), the type(s) of testing performed, the labo-
ratory where the sample was sent, the reference number given to the sample by the labora-
tory, and the ORI number for that laboratory (the ORI is a unique number assigned to a law 
enforcement agency or testing facility).  Provide as much of that information as possible for 
the submitted sample.  Use the DNA Comments box to explain any additional details. 
Clicking on the “Add Another DNA Sample” button will open further data entry fi elds for the 
additional sample.  This will allow you to report the current status of testing for the additional 
sample, and once the sample has been submitted to a laboratory, the same data entry fi elds 
regarding the origin of that sample, testing laboratory, box for comments, etc., will appear.  
The “Add Another DNA Sample” button will continue to appear on the DNA page and allow for 
numerous DNA sample submissions.
Certain registered users may see a link marked “Order DNA sample collection kit”.  If avail-
able, clicking on this link will expand a message intended to assist law enforcement person-
nel in ordering one or more free DNA collection kits through the NamUs-MP system.
If you have any questions about DNA testing, 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.
It is recommended that you save before moving on to other case information pages.
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8.10 Fingerprints Page
The Fingerprint page holds information regarding the availability of a missing person’s fi ngerprint data, 
as well as fi ngerprint coding, if it has been performed by a forensic expert.  This page also contains a 
link that can be used to upload a digital version of a missing person’s fi ngerprints to the Images page.  
Because fi ngerprint records are often used in establishing personal identifi cation, attempting to obtain 
and input this information is extremely important.

Indicating the availability of fi ngerprint information for a missing person is a required fi eld on the NamUs-
MP system.  Any specifi c information provided on this page is only viewable to NamUs-MP personnel with 
specifi c access privileges.  Although this page does appear in the Case Navigation options of general 
public users, they only see the status of fi ngerprint information when they navigate to a missing person’s 
Fingerprint page (such as whether fi ngerprint information is unavailable or it is entered); they see no 
other Fingerprint page content.

Fig. 8.14: Fingerprint information page.

Fingerprint Data Entry Guidelines
You must select one of the three button options regarding the current availability of fi nger-
print information at the time of data entry.  If fi ngerprint information is not available, explain 
the reason it cannot be entered in the Fingerprint comments box.  If data is available, but can-
not 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 fi ngerprint information.
If either the “Fingerprint information is currently not available” or “Fingerprint information is 
available elsewhere” options are selected, the system will not allow you to put fi ngerprint cod-
ing into the ten boxes that represent a missing person’s ten digits.
Fingerprint coding can be input into the ten boxes used on the Fingerprint page to represent 
the ten digits.
If available in electronic form, a fi ngerprint card should be uploaded.  Using the “Load Fin-
gerprint Card” link on the Fingerprints page will lead you to the Images page where the print 
card can be uploaded.
If you have any questions about fi ngerprint information, use the “Send request for help to 
RSA” link. 
NamUs is affi liated with individuals who can assist in coding fi ngerprints, if necessary.
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8.11 Images Page
The Images page allows you to upload and view images of a missing person and items that may assist 
in the location of the individual.

Uploading Images
The Images page allows for the storage of images associated with a missing person.  Features available 
include uploading, categorization and/or fi ltering, captioning, viewing, and saving and/or deleting im-
ages.  Although the Images page is found in the Case Navigation of non-registered public users, whether 
any given image is viewable by the general public can be determined at the time an image is uploaded 
(or it may be blocked from public viewing at a later date by editing).  This page utilized typical procedures 
for selecting and uploading images to websites. The Images page allows you to upload image fi les in 
.JPG format ONLY.

Fig. 8.15: Images Page.

Fig. 8.16: Uploading JPG images.
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Image Uploading Guidelines
The Images page allows you to upload computerized graphic image fi les from your computer 
in a “j-peg” (.jpg) format only.  Images available in other formats must be converted to .jpg 
prior to uploading.
Use the Upload Image button to begin the process of uploading an image.  This will open up 
additional options, including a Browse button which allows you to access fi les on your com-
puter.
Use the Category dropdown menu to indicate the type of image you are uploading.  Options 
include choices such as Facial/case ID, Age progression, Dental radiograph, Clothing, Jew-
elry, Other, etc.
Caption the image with anything informative you choose to add. The text in the caption box is 
searchable and may be very important for others using the system -- spelling counts.
The default setting is that images are viewable by the public.  Uncheck the “Viewable to Pub-
lic?” box if you want only registered and authorized users to be able to see the image.
Click on the “Add Image” button as the fi nal step to send the desired image from your com-
puter to the profi le of the missing person.  Depending on network speed and fi le size of the 
image, this step may take a few seconds or more.

Viewing Images
To view an enlarged image with its details, click on the thumbnail of the image you want to see.  This will 
load a larger version of the image on the left, along with its details (category, caption, etc.) on the right.  
To view the original full size version of the image click on the enlarged image (not the thumbnail) to open 
a new browser window displaying only that image.

Editing and Deleting Images
Once you have your image uploaded, the you may then edit the details for the image or delete it.

To edit an image’s information, fi rst view the image, make the necessary edits to the image’s category, 
caption, public viewability, and then click the “Save” button beneath image details.

To delete an image, fi rst view the image and then click the “Delete” button at the bottom of the image 
details.  A confi rmation box will appear to warn you and allow you to cancel the deletion of the image 
should you not want to delete it.

Filtering Images
Select the category of images you want to see from the drop-down in the “Filter Images” area and click 
the “Filter” button.  This will show only the images in that category for this case and hide the rest.  To 
view all images for this case, click the “Clear” button.

8.12 Documents Page
The Documents page allows for the storage of a variety of documents associated with a missing person.  
Although similar to the Images page, the Documents page will accept electronic fi les in formats other 
than .jpg, such as .pdf and .doc fi les.  Examples of documents might include a fl yer for a missing person 
or a police report.  Although the Documents page is found in the Case Navigation of non-registered pub-
lic users, whether any given document is viewable by the general public can be determined at the time a 
document is uploaded (or it may be blocked from public viewing at a later date by editing).
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Fig. 8.17: Document uploading sequence.

Document Uploading Guidelines
Use the Upload Document button to begin the process of uploading a document.  This will 
open up additional options, including a Browse button that allows you to access fi les on your 
computer.
It is very important that you use the Title box to give a title to the document you are upload-
ing.  This title should be informative, as it becomes the link that others will use to download 
the document.
Caption the document with anything informative you choose to add (for example, “Flyer shows 
missing person’s appearance in 2007”) using the Caption box.
The default setting is that documents are viewable by the public.  Uncheck the “Viewable to 
Public?” box if you want only registered and authorized users to be able to view and/or down-
load the document.
Click on the “Add Document” button as the fi nal step to bring the desired document from your 
computer to the profi le of the missing person.  Depending on network speed and fi le size of 
the document, this step may take a few seconds or more.
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Viewing a Document
Documents are listed on the left side of the “Documents” Page.  Click on the title of the document you 
want to view.  This will load the document’s details in the right section of the page.  Click the “Download” 
button at the bottom of the document’s details.  This will give you the option to open or save the docu-
ment.

Editing and Deleting Documents
Once you have uploaded a document, you may edit the document details or delete it.

To edit a document’s information, fi rst view the document (section above), make the necessary edits 
to the document’s title, category, caption, and public viewability, then click the “Save” button beneath 
document details.

To delete a document, fi rst view the document (section above), and then click the “Delete” button at the 
bottom of the document details.  A confi rmation box will appear to warn you and allow you to cancel the 
deletion of the document should you not want to delete it.

Filtering Documents
Select the category of document you want to see from the drop-down in the “Filter Documents” area and 
click the “Filter” button.  This action will show only the documents in that category for this case and hide 
the rest.  To view all documents for this case, click the “Clear” button.

8.13 Police Information Page
The Police Information page allows for the entry of contact and other information about the police agen-
cy/agencies associated with a missing person’s case. Although the Police Information page is found 
in the Case Navigation of non-registered public users, the general public can only see general contact 
information; they cannot see information entered into the Circumstances box on this page.

Police Information Data Entry Guidelines
Because the circumstances box on the Police Information page is not viewable by the non-registered 
general public, this is the place to report any case details of a sensitive nature.  Contact and other infor-
mation for additional agencies can be added by clicking on the “Add Agency” button near the bottom of 
the Police Information page.  It is recommended that you save this page before moving on to other case 
information pages.

Adding an Agency
To add an agency to the missing person’s case, click the “Add Agency” button at the bottom of the Police 
Information page.  A new set of entry fi elds will appear to be fi lled out.

Deleting an Agency
A user may delete an agency by clicking on the “Delete Agency” button located at the end of the contact 
to be removed.  After clicking on the button, the user will be presented with a confi rmation box; Clicking 
on “OK” removes the agency contact information, while clicking on “Cancel” stops the deletion process 
and returns to the case profi le.
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Fig. 8.18: Police Information page.

8.14 Reports Page
The Reports page contains links to reports that can be generated based on the case’s information.

Case Report
Clicking on the Case Report link will display a summary of the information in a missing person’s case 
profi le in a separate browser window (formatted in HTML), allowing the report to be viewed and/or 
printed.

Printable Poster
Clicking on the Printable Poster link will allow you to open, download and/or print a PDF document that 
contains a subset of information derived from the missing person’s case profi le, arranged as a “Missing 
Person” poster.  Generally the poster contains the facial image of the missing person, basic demograph-
ic and case information, and any specifi c features that might lead to location and identifi cation.

Email Poster
This allows you to have an automated email containing the missing person poster link sent to a selected 
email.  You simply enter the email address into the text box labeled “Email Address” and then click the 
“Send” button.

Case Chronology Report 
The Case Chronology Report contains data from the missing person’s Case Information page, as well as 
the information about changes made to the case.

Activities Log Report
This is a printer-friendly version of the “Activities Log” for the case.
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Fig. 8.19: Standard reports can be viewed or printed from the system.

8.15 Contacts Page
The Contact page serves as a place for you to fi nd the appropriate people to contact with questions 
about a particular case.  Available contacts are shown based on your access level when logged in.

Fig. 8.20: Contacts page.

Local Contact
The local contact is often the family member who entered the missing person case, but could also be 
a close friend or offi cial agency representative such as law enforcement or a missing persons clearing-
house employee.

Case Manager
The case manager’s information is always shown, regardless of a user’s access level.  The person listed 
has direct knowledge of the case and is responsible for answering questions and/or making necessary 
changes.
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Regional Administrator
The regional administrator information is always shown, regardless of a user’s access level.  The per-
son listed has the greatest level of access in the NamUs hierarchy and can be considered the “case 
manager’s manager”.  The person at this level of responsibility acts as the overseer for missing persons’ 
cases in a large area and may not have direct knowledge of the specifi c case, but shoud be contacted 
with general questions.

Entered By
This is the person that created the case in the system.

8.16 Exclusions Page
The Exclusions page in a missing person’s profi le provides a list of those unidentifi ed bodies from the 
NamUs Unidentifi ed Persons System (NamUs-UP) that have been ruled not to be the missing person on 
whose Exclusion page they appear.  This page also provides one means by which case managers can 
submit an exclusion for a missing person.  This list of exclusions is only viewable to NamUs-MP person-
nel with specifi c access privileges; this page does not appear in the Case Navigation options of general 
public users.

The bases by which case managers make exclusions between NamUs-MP and NamUs-UP cases relates 
to the NamUs system’s matching functions, and the procedures used by the agency comparing the 
cases. This portion of the manual only covers the use and appearance of the Exclusions page as one of 
the pages in the Case Navigation menu.

Adding an Exclusion
To add an exclusion, click on the “Add Exclusion” button, which shows the data entry fi elds.  Not all fi elds 
must be fi lled out since an unidentifi ed person does not have a name.  After all of the necessary fi elds 
have been completed, click the “Save Exclusion” button to create the exclusion within the system - for 
that case.

Viewing details of an Exclusion
To view the details of an exclusion click, on the exclusion in the list.  This will expand a section under the 
exclusions list to show all information entered.

Deleting an Exclusion
As additional investigative information is obtained it may be necessary to delete and exclusion.  To do 
this, click on the exclusion you wish to delete, then click the “Delete” button which will appear after the 
screen expands.  This will open a confi rmation box to warn you and allow for you to cancel the deletion 
process, if desired.

Fig. 8.21: Exclusions page.
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Fig. 8.22: Exclusion information is essential to the NamUs program.

Exclusions Page Data Entry Guidelines
Once you have established that an unidentifi ed person in the NamUs system is not the miss-
ing person for whom you are a case manager, you begin to record that exclusion by clicking 
on the Add Exclusion button on the Exclusions page.
Enter as much information as possible for the unidentifi ed person, but use “Unknown” for the 
First Name and Last Name fi elds, since the names of unidentifi ed persons are not known.  
Typically, only the NamUs UP #, the Reason for making the exclusion, and any necessary De-
scription are recorded on the Exclusions page for a missing person.
Click on the Save Exclusion button to record the exclusion.  Because proper and valid exclu-
sions are essential to the NamUs system, you will receive a popup confi rmation screen prior 
to fi nalizing an exclusion.  That screen will you allow to cancel the exclusion if it was made in 
error.
Once an exclusion is entered into a NamUs-MP case, the Exclusions page will begin to gener-
ate a list of the case numbers of those unidentifi ed persons with profi les in the NamUs sys-
tem that are not the missing person.  That list will appear on the Exclusions page as shown 
above.

•

•

•

•
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If it is later found that an exclusion was made in error, there is a Delete button that can be 
used to eliminate an exclusion.  You will be presented with a popup confi rmation screen that 
will allow you to cancel the proposed deletion and return to data entry, should you inadver-
tently click on the Delete button.
It is recommended saving this page before moving on to other case information pages.

8.17 Possible UP Matches Page
The Possible UP Matches page of a missing person’s profi le allows case managers to view possible 
matches to unidentifi ed persons that have been automatically generated by the NamUs system.  In ad-
dition to providing a means for comparing NamUs-MP and NamUs-UP case profi les, the features on the 
Possible UP Matches page include another route for recording exclusions.  This list of possible matches 
between unidentifi ed persons and a missing person is only viewable to NamUs-MP personnel with spe-
cifi c access privileges; this page does not appear in the Case Navigation options of general public users.  
When the Possible UP Matches entry appears in the Case Navigation, the number of system-suggested 
matches follows the phrase Possible UP Matches in parenthesis.

Fig. 8.23: Possible NamUs-MP>Nam-UP match.

•

•
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Fig. 8.24: Possible missing persons match to an unidentifi ed person (NamUs-UP).

Possible Match Data Displayed
NamUs-UP # - The NamUs-UP (Unidentifi ed Persons) case number.
Date Found - The date on which the unidentifi ed remains were found.
NCIC # - The National Crime Information Center’s (NCIC) case number.
Location - The location where the unidentifi ed body was found.
Sex - Male or Female.
Race - Ethnicity or ancestry of the person.
Age - Estimated age at the time of death.

Viewing a UP Case
You may view the UP case’s information by clicking on the desired case line in the listing.  Once you have 
chosen a case from the search list, the page will display two groups of information:

The NamUs-MP case with which you are working, displayed in the left of the page.
The case information of the selected UP case on the right side of the page.

The side-by-side display allows you to make a comparison of the missing person’s information with that 
of the unidentifi ed person’s to determine a possible match.

•
•
•
•
•
•
•

1.
2.
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Viewing Images
If images exist within the NamUs cases, you will see them above the case information of each case.  You 
may view the images by using the scroll bars located on the right side of the images section.

Once you have determined an image to view, you may click on the image, which will then open in a 
separate browser window, allowing you to view the image using the browser’s own application features 
and/or other resident application(s) on your computer.

Adjusting Search Sensitivity
Just under the Possible UP Matches heading, there is a hyperlink that reads: “Adjust Sensitivity”. Click-
ing on the link opens a list of options to adjust the matching criteria.  You may select/deselect criteria or 
adjust a matching range (e.g., expand height range) then click the “Search” button to fi nd all UP cases 
based on the new search selections (see Fig 8.24 also).

Fig. 8.25: Built-in case matching criteria may be adjusted by the user.

Viewing the Case Log
If you have opened a UP case for comparison, and want to review your search results, you must use the 
“Show Case Log” hyperlink.

Moving Between UP Cases
Located just above the loaded UP case’s images is a “Previous Case” button and a “Next Case” button.  
Clicking on those buttons will navigate through the UP case list without having to open it each time.

Excluding UP Cases
You have the option of excluding a UP case using the “Exclude this UID Case” hyperlink found on the bot-
tom of the Possible UP Matches page.  Clicking on this link opens an Exclusion block below it.  Complete 
the necessary fi elds and click “Add to Exclusions” to continue or “Cancel” if you no longer want to make 
this exclusion.
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Fig. 8.26: Adding an exclusion to an MP Case from the possible case matching screen.

8.18 Case Changes Page
If a case has changes pending approval and you have the appropriate access, “Changes” will be a choice 
in the Case Navigation Menu.  The Changes page will refl ect any changes that have been made to the 
case.

Additions
Under the Additions heading you will see anything that has been added to the case but has not yet been 
approved.  Such additions could be images, documents, police contacts, etc.

Changes
Under the Changes heading you will see any alterations that have been made to existing case data. 

Removals
Under the Removals heading you will see anything that is pending approval for deletion.  This could 
include images, documents, etc.

Exclusions
Under the Exclusions heading you will see any exclusions that have been added, but not yet approved.

Approving, Denying, and Holding Cases
There are three possible ways to handle each addition, change, removal, and exclusion.  They can be 
approved, denied, or put on hold.  Each action is done by selecting the appropriate radio button for all 
items on the page.  To apply the actions you must click the “Save Changes” button.
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Approve
This will fi nalize the change so everyone sees it.  This is done after the change, addition, removal, or 
exclusion has been verifi ed and found to be correct.

Deny
This will reject the suggested change and keep the current data unchanged.

Hold
This is the same as taking no action.  It does not accept or deny the change but leaves it for a later deci-
sion.

Fig. 8.27: Changes to the case are controlled by the case manager.
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INTRODUCTION
Because NamUs is an open access public system - quality assurance is a daily 
activity.  New and growing with each success, NamUs has experienced an in-
crease in cases submitted by families and friends of missing persons, in addi-
tion to those cases received from law enforcement.  To help ensure case valid-
ity, all new submissions are reviewed by case managers and assigned a “local 
contact” for specifi c case management purposes.  The local contact is typically 
a law enforcement offi cer who has knowledge of and access to information 
about the case.  All attempts are made to involve local law enforcement prior to 
publishing a case “live” to NamUs.

9 Missing Persons Case Submission and Follow-up
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Introduction
To create a new case, you start by clicking “New Case” in the top menu bar.  This will create a blank case 
for you to begin your entry.  A NamUs MP Number will not be assigned until you save the case for the 
fi rst time.  Also, some elements of the case profi le page -- like the facial identifi cation photo and profi le 
strength -- will not appear until after the case is saved the fi rst time.

9.1 Required Fields
If the minimum required fi elds have not been completed, a warning message will be displayed.  Click-
ing the “View missing” link will display the list of incomplete fi elds.  When all required fi elds have been 
completed, the message will change and a “Submit to NamUs” button will appear.  You must click the 
submission button to inform the NamUs administrators you are ready for them to review and authenti-
cate your case so it can go “live” on the system for everyone to see.  REMEMBER: You will “see” your 
case in your “My Case” log long before others on the system will - it must be validated before others 
can view it.

Fig. 9.1: A red warning indicates when case submission mininums have not been met.  Once mininums have 
been met, a green message will be desplayed instructing the user to “Submit” the case.

9.2 Submitting a Case
When a case meets the miniumum requirements, it can be submitted to NamUs for publication.  When 
the “Submit to NamUs” button is clicked, a new page will be loaded that describes the Terms of Use for 
publishing your case. You must accept these terms of use before your case will be submitted.  This is 
done by marking the check box next to “I agree to the conditions” and clicking the “Submit” button.  You 
will receive a “Success” page after this and your case will now appear in an administrators “New Cases” 
log for authentication.

Fig. 9.2: Terms of Use must be agreed to before a case will be submitted for verifi cation and publication.
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9.3 Accepting a Case
After the case manager has ensured your case is legitimate and its data is accurate,  your case will be 
accepted.  This is done by clicking the “Accept” button at the top of the case profi le.  When a case is 
“accepted”, it moves from the “New Cases” log to the “Accepted” cases log.  An “accepted” case is one 
that has been verifi ed as legitimate, but is not ready for public viewing.  When the case is ready for the 
public to see, the case manager will “Publish” the case.

9.4 Publishing a Case
A case is “published,” or made viewable to the public, by clicking the “Publish” button at the top of the 
case profi le.  This will allow the case to show in search results and let all users of the system view and 
track it.

9.5 Un-Publishing a Case
If a case has been published and it should not have been, it can be un-published.  This is done by click-
ing the “Un-Publish” button at the top of the case profi le.  When a case is un-published, it is moved back 
to the “Accepted” case log and will need to be published again after the corrections are made.

9.6 Deleting a Case
If a case is entered in error, it can be deleted.  This is done by clicking the “Delete” button at the top of 
the case profi le page.

9.7 Profi le Strength
NamUs uses a 5-star scale to rank each case based on the amount of information it contains that is po-
tentially useful for fi nding a missing person. The system automatically assigns a number of stars based 
on the amount and quality of data that is entered.  “Star Rating” is displayed in the upper left of each 
case.  Essentially, the more useful identifi cation information contained in a profi le, the more likely it is 
that these specifi cs can be used to help solve a case. 

Fig. 9.3: Checking Case Profi le Strength.
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The “Five Star” Profi le Strength Scale and Criteria
All cases will show Five Stars that are not colored. As the amount of useful information increases, the 
number of yellow stars will increase from one to fi ve. In general, the rating system is as follows:

1 Star

The case includes a fi rst name, last name, age, sex, race, height, weight, hair color, and eye color for 
the missing person. Also there must be a date, city, and state where the person was last seen and the 
circumstances of the disappearance.

2 Stars

Has a facial photo of the missing person OR law enforcement information with a case number.

3 Stars

Has a facial photo of the missing person AND law enforcement information with a case number.

4 Stars

Has three stars and ONE of the following pieces of data entered: Fingerprint information; a description 
of scars and marks along with photo(s); a description of tattoos with photo(s); tooth specifi c dental data; 
or DNA profi le information.

5 Stars

Has three stars and TWO OR MORE of the following pieces of data entered: Fingerprint information; a 
description of scars and marks along with photo(s); a description of tattoos with photo(s); tooth specifi c 
dental data; or DNA profi le information.

NOTE: All cases must meet the minimum requirements to receive any stars.
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9.8 Case Navigation
Case Navigation Menu (Non-Sequential) 
The Case Navigation menu allows you to access a particular page in a non-sequential fashion.  The Case 
Navigation menu is located in the left menu of the page.  Essentially, the Case Navigation menu is a list 
of case profi le pages you can view.  The Case Navigation menu items vary depending on the access level 
you have been assigned.

Sequential Movement 
One way to navigate through the pages of a case profi le is by using the “Next Page” and “Previous Page” 
buttons at the bottom of each page.  These buttons will load either the next or the previous page of case 
details, based on which button is clicked.  The sequence these buttons follow is the same as what is 
found in the Case Navigation Menu.

Fig. 9.4: Case Navigation menu - “Who sees what.”

Different Menu Items Available for Different User Types
The Case Navigation menu items viewable to users are controlled by the permissions level the specifi c 
logged-in user has been given.  Fig. 10.1 shows the menu items and the user level requirements for 
viewing any data associated to the item; LC=Local Contact, LE=Law Enforcement, CM=Case Manager.  
RSAs (Regional System Administrators) and System Administrators have full-view permissions across 
the system.
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9.9 Using the Activities Log
The log is available at the bottom of every page of the case profi le.  To view the entries and/or make an 
entry, click on the “Expand” link on the right side of the Activities Log bar.

When the Activities Log is opened, the “Expand” link changes to a “Collapse” link,  which, when clicked 
upon, will close the Activities Log.

Making an Activities Log Entry
Case managers are responsible for entering notes regarding their work on a missing person’s case with-
in the NamUs system.  These notes involve aspects of case management, such as an effort to contact 
a forensic specialist or law enforcement agency to obtain additional data or records for the case profi le.  
The Activities Log allows those charged with working on a case to enter and build a permanent record 
of tasks they undertake and interactions they have with others regarding that case.  Only those individu-
als with certain levels of access on a NamUs-MP case will see the Activities Log on Case Information 
pages.  Furthermore, this does not appear until after the case is created by entering data on the Case 
Information page and then saving it.  If visible to you, the Activities Log appears on each and every Case 
Information page in a NamUs-MP profi le. Using the text box beneath the heading “Enter Text Here:”, 
you may enter any relevant text information you have for the case.  Mark the “Viewable to case creator” 
check box if you want the case creator to be able to see the message,  leave it unmarked if not.  When 
fi nished, click on “Post Message” to complete the entry.  The message will be marked with the current 
time and details about who entered it, then added to the list of other activities.

Fig. 9.5: Expand to view and use the Activities Log (top), enter message, determine viewability and post.

Activities Log Use Guidelines
Clicking on the Expand link will open new features and functions of the Activities Log.  A scrol-
lable list of all entries currently in the Activities Log will appear, including the date and time 
each was made, as well as the person who made the entry.  

•
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To make an entry into the Activities Log, type it into the “Enter Text Here” box.  It is impor-
tant that you review your message carefully within the “Enter Text Here” box and decide on 
whether to make it viewable to others before posting it.  Once posted, all entries posted are 
irrevocable; they are permanently in the Activities Log and cannot be edited or deleted for 
any reason.  
Use good judgment in deciding whether others can view your comments; the case creator 
may be a relative of the missing person.
Clicking on the “Post Message” button submits your comment into the running collection of 
entries in the Activities Log.  The system automatically adds the date and time, and records 
your name with your comment.  All of the information is saved automatically; there is no other 
save feature.
To hide the Activities Log from view, click on the “Collapse” link.  

•

•

•

•
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Searching NamUs 
Missing Persons

Unit 10: Searching Missing Persons Cases
Unit 11: Reviewing Search Results
Unit 12: Applying Search Options

In the world of databases, searching is key to functionality and usefulness.  
NamUs attempts to allow all users the ability to search its database using 
almost every variable in the system.  However, this ability comes at a price 
– to take full advantage of the searching, you have to understand the layout 
of the case information pages, which together build the case profi le.  Once 
that is done, users can create and save powerful searches. 
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Overview
There are several ways to search the NamUs-MP system:  1) The Quick Search feature available from the 
NamUs-MP Home page; 2) The “global” (GO!) Search feature to the right of the menu bar on all NamUs-
MP pages; and 3) The New Search feature available under Search on the menu bar on all NamUs-MP 
pages.  Each of these functions work to gather and present a subset of NamUs cases based upon the 
search criteria you establish.  The following units cover the basics of each search type.
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INTRODUCTION
The NamUs-MP system allows you to defi ne very general or very specifi c search 
criteria for searching cases within the database.  Searching the MP database 
can allow you to narrow in on one or more case profi les of missing persons, ac-
cording to the search parameters you select.  Choosing search criteria, execut-
ing a search, and the various ways to view, sort and navigate search results are 
presented in this unit.

10 Searching Missing Person Cases
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10.1 Quick Search 
This feature is a condensed version of the Advance Search found under “Search” on the menu bar.  It 
allows you to search by fi rst name, last name, sex, and/or state by entering criteria into the appropriate 
input boxes.  Empty input boxes are ignored and will not affect the search outcome.  When you are done 
entering your information, click the “Find” button.  This will execute the search and direct you to the 
Search Results log to view the cases matching your criteria.

Fig. 10.1: “Quick Search” the database from the Home page.

Fig. 10.2: “Quick Search” by Name, Sex and State.
 

Using Quick Search
To use the Quick Search feature on the NamUs-MP Home page and search on a name, enter the First 
Name, Last Name, or both, in the appropriate text boxes.  Clicking on the “Find” button will execute the 
search.  The NamUs system will search for all instances of the name(s) you input into these fi elds, includ-
ing both exact and partial matches.
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The Sex of a missing person can be used in Quick Search criteria on the NamUs-MP Home page by click-
ing on the blue drop-down arrow.  This will open a drop-down menu with two choices. Moving the cursor 
over the desired choice will highlight it and clicking on the choice will insert it into the fi eld. Clicking on 
the “Find” button will execute the search.  The NamUs system will search for all records of missing per-
sons matching the sex selected.

The State where a missing person was last known alive can be used in a Quick Search of records from 
the NamUs-MP Home page.  The State fi eld uses a drop-down menu by which a list of U. S. States and 
Territories can be accessed.  Clicking on the blue drop-down button will open the list, allowing you to ma-
neuver through the list using the up/down arrows or the scroll bar.  Moving the cursor over the desired 
choice will highlight it, and clicking on the choice will insert it into the fi eld. Clicking on the “Find” button 
will execute the search.  The NamUs system will search for all records of missing persons last known 
alive in that State/Territory.

Using combinations of features in the Quick Search function, including all four fi elds, will provide the 
most narrowly-defi ned quick search for a given missing person.  Clicking on the “Find” button will ex-
ecute a search for only those persons matching all of the selected criteria.

10.2 Keyword “GO!” Search
The “GO!” Search, or case keyword search, is located on all pages in the NamUs-MP system, including 
the Home page and all case pages.  The Search (GO!) appears to the right within the menu bar.  To use 
the keyword search, enter a list of words into the text box and click the “GO!” button.  Keywords can in-
clude details about the missing person like name or details such as the NamUs-MP case number.

Fig. 10.3: The Keyword “GO!” searching option (see p. 159).

The Search (GO!) function allows you to enter one or more numbers and/or keywords as search criteria 
within the NamUs-MP database.  Examples of information that may be entered into this box include a 
known case number for a missing person in the NamUs-MP system, a year, a name, a county, etc.

This feature allows the most direct access to a specifi c case profi le where the NamUs-MP case number 
is known.  However, if that case number is also a number that could represent a year, part of an address, 
etc., the search will include any cases in which that number appears for any reason.  If the word “male” 
is used, the system will return a list of all cases in which the word “male” appears.  If a number and key-
words are used in combination, such as “2000” and “male”, the system will execute a search for cases 
in which both of those entries appear.  Enter your keywords and select “GO!”

REMEMBER: There are a number of reasons a specifi c case number serach will not result in a “hit” 
- the case many have been “unpublished” by the case manager, it may not have been published yet, 
the person may have been “found,” etc.



CHAPTER 5     SEARCHING NAMUS MISSING PERSONS

96     NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

Fig. 10.4: Global “GO!” searches act on specifi c major categories within the database (e.g., names, case num-
bers, state, etc.).  Sometimes you have to open the case to see why it was selected in the search.

10.3 Advanced “New Search”
To start an Advanced search, hover your mouse over “Search” in the menu bar and click on “New 
Search” in the submenu.  The Advanced Search page shows several condensed categories you may 
use to defi ne search criteria. Each of these categories is expanded by clicking on the “+” next to the 
category’s name.

FIg. 10.5: New Search.
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Expanding the category will show the list of fi elds within it.  You may then choose the desired fi eld to be 
searched by marking the corresponding check box.  Once a fi eld is chosen, you can enter the search cri-
teria using the necessary input fi eld.  You may select as many fi elds as you want, entering the appropri-
ate information for your search parameters.  Once you are done building your search, click the “Search” 
button at the bottom of the page to execute your search and view the cases matching your criteria.

Fig. 10.6: Expanding the search is done by clicking the major category, expanding the list of options and add-
ing data as required - you can build a very detailed search by adding more items.

After reviewing subcategories, and/or entering data into associated text boxes, or using drop-down 
menus to choose information, the subcategory list can be condensed from its expanded version by click-
ing on the “-“ icon on the main category.  Whether a category is left expanded or is condensed will not 
affect the search.

Once all desired category and subcategory search criteria have been selected, clicking on the “Search” 
button at the bottom of the Advanced Search category list will execute the search.  The results of the 
search will be displayed in a Search Results case log.
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INTRODUCTION
Search Results displays the cases found based on your search criteria, in sev-
eral different formats for viewing: Case Log, Thumbnails, and Map.  The default 
viewing mode is the case log or list.  The current viewing mode is noted in bold 
at the upper right of the case log, while the others are displayed as hyperlinks 
for switching between viewing modes.  This unit describes the different meth-
ods available for viewing and sorting search results.

11 Reviewing Search Results
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11.1 Case Log View
This view is enabled by default and follows the same navigation and use as all other logs in the sys-
tem.

Fig. 11.1: Search results are displayed in “case log” format by default.

11.2 Thumbnails View
This view shows a thumbnail and general information about a missing person.

Fig. 11.2: Search results displayed in “thumbnails” format.

Opening a Case Profi le from Thumbnail View Search Results
To view a case from this page, you may either click on the thumbnail image or the NamUs-MP case num-
ber.  This will load the case profi le for the selected case.



CHAPTER 5     SEARCHING NAMUS MISSING PERSONS

100     NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

Sorting Thumbnail View Search Results
Search results can be ordered by clicking on one of the links next to “Order By” at the top of the page.  
The results will be sorted according to your chosen fi eld.  If the blue arrow is pointing up, the results are 
sorted in ascending order.  If the blue arrow is pointing down, the results are sorted in descending order.  
To change the sort direction, click on the link which you are currently sorting.

Fig. 11.3: Sort your thumbnailed search results by clicking on the desired sorting link.

Navigating Thumbnail View Search Results
At the bottom of the Search Results page there are navigation links.  The left side displays the current 
page being viewed in bold while the other pages are shown as links.  The “Previous” and “Next” links 
allow you to move backwards and forwards with the pages of search results.  The bottom right shows a 
drop-down that allows you to select the number of results displayed on each page.

11.3 Map View
The map view displays the search results as plotted points based on the missing persons Last Known 
Alive (LKA) location.

Fig. 11.4: Using Google Maps, NamUs can display serach results (case locations) in “map” format.

The Red Marker (Individual Case View) 
Click on the red marker to open a balloon dialog showing the NamUs-MP number as a hyperlink to that 
case’s profi le.

The Green Marker (Multiple Case View)
The green marker is displayed when multiple red markers are in close proximity, such that the map 
would be cluttered with overlapping red markers.  Clicking on this marker opens a balloon dialog, listing 
all of the represented red markers in that area.  The green marker also contains links that will allow you 
to zoom in on the area to display the red markers as separate points.
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11.4 Tracking a Case
While reviewing the results of a search, you may come across a NamUs-MP profi le that you wish to track 
for future reference.  In order to add a NamUs-MP profi le to your Case Tracking list, click the button on 
the Case Information page within the profi le of that missing person, as seen below.  Cases you have 
selected for tracking appear in your Dashboard under the Case Tracking label.

Removing a case from your Case Tracking list is done by opening the case and clicking the “Remove from 
Case Tracking” button.

Fig. 11.5: Add any case to your Case Tracking log by opening the case and clicking on the “Add to Case Track-
ing” button.
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INTRODUCTION
NamUs provides a number of search options some users may fi nd helpful while 
using the system. When hovered over, the Search link has a submenu with one 
or more options (depending on when it is used) including New Search, Revise 
Last Search, Last Search Results, Saved Searches, and Shared Searches.  If 
you are not involved in an existing search, the submenu will display only the 
New Search option.  However, once a search has been initiated within the Na-
mUs-MP system you will have two new options available under Search on the 
menu bar.  New Search was described in Unit 11, each additional option is 
explained in this unit.

12 Applying Search Options
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Fig. 12.1: Full list of NamUs search options.

12.1 Revise Last Search
Revise Last Search allows you to change your search criteria from the most recent search.  This func-
tion is accessed by hovering over “Search” in the Menu Bar and clicking on “Revise Last Search”.  The 
Advanced Search page will be loaded with your previously entered search criteria.  You may then make 
changes to the criteria and click the “Search” button at the bottom of the page to execute the new 
search with the revised criteria.

Fig. 12.2: Revise an old search by adding new criteria and searching again.

12.2 Last Search Results
This loads the Search Results page with cases based on the last search you executed.  It is accessed by 
hovering over “Search” in the Menu Bar and clicking on “Last Search Results”.
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12.3 Saving a Search
After completing a search, you may save it for later review without the need of entering the criteria into 
the Advanced Search page again.  In order to save your search, click on the “Save this Search” link at 
the bottom of the Search Results page.  This action transfers you to a New Saved Search page where 
you may name, categorize, and describe your search.  After completing this, click the “Save” button at 
the bottom of the page.

Fig. 12.3: To save a search for future use, click on the “Save this Search” link.

Fig. 12.4: All Saved Searches must be detailed for future use.

After you have saved a search, you can view it by hovering over “Search” in the Menu Bar and then click 
on “Saved Searches”.  You have the following three options in a saved search.

Run
This executes the search and takes you to the Search Results page.  After running the search, you may 
revise or use the search results as desired.

Edit
This takes you to a page similiar to the “New Saved Search” page where you can edit information about 
your saved search.

Delete
Removes the search. 
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Fig. 12.5: The saved searches log displays all searches stored in the system by the user.

12.4 Shared Searches
Saved searches can also be shared with other users of the system.  This is done either while initially 
saving a search or by editing it after it is saved.   When setting the name, category, and description for 
the search, there is a drop-down with the label “Share”.  If you want to let other people see this search, 
select “Yes” in the drop-down.  Otherwise, select “No” in the drop-down.  To view shared searches, hover 
your mouse over “Search” in the Menu Bar and select “Shared Searches”.  To run a search from this 
page, click on the row of the search you want to execute.

Fig. 12.6: Shared searches can be used by other NamUs users.

Note: This feature is helpful if you build complex searches that you feel other users may wish to run, 
especially searches run routinely (e.g., monthly reporting from a region).
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NAMUS
UNIDENTIFIED PERSONS SYSTEM
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INTRODUCTION
NamUs was developed in response to an overwhelming need for a national, 
accessible, searchable database for unidentifi ed human remains and missing 
persons. The unidentifi ed “side” of NamUs has been called the “Google” of 
unidentifi ed decedents because of the percentage of the U.S. population 
covered by the medical examiners and coroners who are registered users 
of the system. 

CHAPTER SIX:
Getting Started with NamUs Unidentifi ed Persons

CHAPTER SEVEN:
The Unidentifi ed Persons Case

CHAPTER EIGHT:
Searching NamUs Unidentifi ed Persons
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Getting Started
with NamUs Unidentifi ed Persons

Unit 13: Home Page Components
Unit 14: The Menu Bar

In the world of death investigation, identifi cation of the decedent is 
paramount.  Medicolegal death investigators, including medical examiners 
and coroners, are aware of the pitfalls of misidentifi cation and the burden 
of not being able to identify a person brought into their facility.   The ability 
to enter UID case data directly into a national repository that automatically 
searches against missing persons records is a perfect tool for this type 
of work they do. 
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Overview
The NamUs-UP system is an outgrowth of a public service research project involving the Data Committee 
of the National Association of Medical Examiners (NAME - Randy Hanzlick, MD, Chair), in conjunction 
with Occupational Research and Assessment, Incorporated (ORA - Steven Clark, PhD, Director).  This 
project involved a number of other resources, including the International Association of Coroners and 
Medical Examiners (IACME), International Homicide Investigators Association (IHIA), National Sheriffs 
Association (NSA), International Association of Chiefs of Police (IACP), National Center for Missing and 
Exploited Children (NCMEC), National Center for Missing Adults (NCMA), and others.

The overarching goal of the NamUs-UP system is to identify (fi nd the name of) dead persons who have 
not yet been identifi ed. This goal is achievable with NamUs, as Medical Examiners and Coroners through-
out the United States now have the ability to register and directly enter UID case data in a “standard” 
format creating a single national database amenable to searching and comparison with information 
about missing persons.
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INTRODUCTION
In order to successfully use the NamUs Unidentifi ed Persons website, users 
should be familiar with the various elements of the NamUs Home page, which 
will give them the ability to navigate the website’s features. The NamUs-UP 
Home page automatically displays two recently entered cases of unidentifi ed 
decedents. It also provides links for fi rst-time user registration, and for those 
previously registered, to log in to the system using their username and pass-
word.

13 Home Page Components
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Fig. 13.1: The NamUs-UP Home Page.

13.1 Home Page Features for the General Public
Without logging into the system, members of the general public can search the system by clicking the 
“Search” link at the top left of the screen. No registration, password, or username is required. The public 
has access to the case identifi cation photograph (if the case provider has authorized public view of the 
photo) and all basic case information.

Medical examiners, coroners, and other offi cials who will be entering case information or obtaining full 
data access for viewing, will need to register to use the system. This is accomplished by clicking the 
“REGISTER” button at the upper left of the page. A registration process is then initiated.

Those users who have already been authorized for data entry or full data access will need to sign in us-
ing the “Member Login” in the left menu by entering their e-mail and password, and then clicking the 
“LOGIN” button.

Clicking the “Help” link will provide printable documents such as this User’s Guide, Quick Tips, Search 
Tips, Dental Searching Tips.  There is also a Worksheet that can be used to gather case information 
before going on-line to NamUs-UP to enter a case.  User questions can be sent to NamUs using the pro-
vided email address if the Help and FAQ materials do not answer your questions.

Clicking the “FAQ” link will provide answers to commonly asked questions and should be read by all 
potential users of the NamUs-UP System.
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13.2 Menu Bar
The Menu Bar is located directly beneath the NamUs Unidentifi ed Person’s banner.  The menu bar is 
used to maneuver to various areas within the website.

13.3 Keyword Search
The Keyword Search is located to the far right of the menu bar.  Users can search for cases by keyword.  
Keywords can include the state, county of discovery, case number, etc.

13.4 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.

13.5 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 Missing Persons System.

13.6 Recent Cases
Recent Cases displays the date, county location, and image of two unidentifi ed persons.  Clicking on 
either the image, date, 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.

13.7 UP Case Breakdown
The UP Case Breakdown is located in the right menu on the NamUs home page.  The UP Case Break-
down shows statistical information for unidentifi ed person cases within the NamUs-UP database.

13.8 Quick Search
The Quick Search is found towards the middle of the NamUs home page and allows users to initiate a 
search based on general information about the unidentifi ed person.

13.9 State Case Breakdown
The State Case Breakdown is located in the right menu of the NamUs home page.  A user can get real-
time statistics about a specifi c state by selecting it from the drop-down in this area.
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INTRODUCTION
The Menu Bar allows users to navigate the site with ease.  Some menu bar 
items have submenus that are accessible by hovering the cursor over the item.  
The items in the menu bar are different based on system access level.

14 The Menu Bar
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14.1 Home 
Clicking on Home moves you to the home page (www.identifyus.org).

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

14.3 Resources
Clicking on Resources opens to a list of documents and websites you may fi nd 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 regional specifi c 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-
specifi c information.

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

14.5 Help 
Hovering the cursor over Help opens to a submenu with 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 to contact and how for information or questions about NamUs

14.6 NamUs Home
Clicking on NamUs Home opens a new window to the NamUs National Missing and Unidentifi ed Persons 
System at www.namus.gov.  This page explains the intent and function of NamUs, as well as its interac-
tion between the Unidentifi ed Persons Database and the Missing Persons Database.
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14.7 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-UP 
system.  It is also a link that leads you to a complete list of those cases which were created and/or are 
managed by you.

My Case Tracking
This provides the number of cases (other than those that you have created or manage) in the NamUs-UP 
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 notifi cations if 
information (to which they have access to) has been modifi ed.

County Cases
This provides the total number of cases over which you have responsibility - as a case manager - in the 
county or counties which makeup your jurisdiction.  It is also a link that leads you to a complete list of 
those cases. For medical examiner and coroner 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 
review before they are authenticated and published in the NamUs-UP system.  Although you have ac-
cess to these cases, no one other than you and the system 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-UP system and are not viewable to most others.  Only cases marked as 
identifi ed may be temporarily or permanently put into this category. This option is also a link that leads 
you to a complete list of those cases.

User List
This provides the number of registered users with whom you are affi liated. Depending on your level of 
access the user list may also link you to a complete list of registered users (e.g., public users, medical 
examiners, coroners, law enforcement users, case managers, odontologists, etc.). from a particular 
jurisdictional area.

14.8 New Case
Clicking on New Case opens a blank case profi le page, allowing you to create a “new” unidentifi ed per-
son case (Chapter 7).
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The Unidentifi ed
Persons Case

Unit 15: Creating an Unidentifi ed Persons Case
Unit 16: Unidentitied Persons Case Submission and
  Follow-up

The creation of a new unidentifi ed persons case can be time consuming if 
case data has not been collected and organized by the various participating 
offi ces (e.g., ME/C, law enforcement, labs, etc.).  The use of the NamUs-UP 
“worksheet” is key to effi cient entry time.  As medicolegal offi ces increase 
their use of NamUs-UP, the organization of unidentifi ed persons case data 
becomes more standarized and easier to gather, record and enter into 
the system.  
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Overview
The concept seems simple enough; match the known missing with the unknown found.  However, it is a 
far more complicated process than one might imagine. NamUs forces individuals to follow specifi c data 
entry procedures that allows for “apples-to-apples” data comparison between the two systems (MP and 
UP).  This has the potential to assist investigators nationally in their efforts to identify the estimated 
40,000 unidentifi ed dead in the United States.  Although an almost endless number of data fi elds that 
could be available in NamUs, the developers focused on essential data used by medical examiners, 
coroners and the various forensic specialties for years to make human identifi cations. This quest to 
“keep-it-simple”, also keeps the system from collapsing under its own weight.

By remembering NamUs-UP is an investigative “tool” and not a repository for cataloging extensive scien-
tifi c detail, allows usefulness by the public and investigators who are searching for “leads.”  The expecta-
tion of NamUs producing defi nitive scientifi c results is unrealistic and counter productive – the system 
works because of its simplicity.

This chapter details the process of entering unidentifi ed persons cases into NamUs based upon the 
“Best Practices Guidelines for Identifi cation of Human Remains” developed between 2006-2009 by The 
National Center for Forensic Science (NCFS, http://www.ncfs.org) at the University of Central Florida 
(UCF, http://www.ucf.edu), through a Cooperative Agreement with the National Institute of Justice (NIJ, 
http://www.ojp.usdoj.gov/nij).
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INTRODUCTION
In general, only medical examiners, coroners, or their authorized offi cial desig-
nees may enter or edit case information in NamUs-UP. Other authorized users 
will have access to enter follow-up notes and the public will be able to search 
and view cases.  However, creation, submission and approval of UID cases 
into NamUs is typically done by medical examiners and coroners (the primary 
sources for UP data).

15 Creating an Unidentifi ed Persons Case
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15.1 Guidelines for Identifying Human Remains
Before unidentifi ed cases are entered into NamUs, Medical Examiners/Coroners can collect data from 
the deceased by careful review, observation, and documentation.  It includes, but is not limited to, the 
proper use of photography, proper fi ngerprint techniques, inventory, description of clothing and personal 
affects, scars, tattoos, dental and full body x-rays/radiographs, the collection of appropriate material for 
DNA testing, followed by accurate data entry into NamUs.

In investigating unidentifi ed persons cases, it is of utmost importance that all agencies follow “Best 
Practices” standards developed by working groups of experts in the fi eld, to ensure that proper and nec-
essary steps are taken to aid in identifi cation.  The following are guidelines that if followed will ensure 
that all essential data is collected for entry into NamUs should the decedent remain unidentifi ed.

Identifi cation Photography
Where appropriate, clean full-faced color photographs should be taken of the deceased as 
soon as practical.
These facial photos should include eyeglasses placed on the deceased’s face with the eyes 
open if the individual is believed to have worn them.
Other photographs that should be taken for identifi cation purposes include tattoos, scars, 
deformities, body piercings, bite marks, pattern injuries, clothing, or any other item related to 
the case that could help with the identifi cation.
A complete set of full body photographs should also be taken showing the anterior, posterior, 
and lateral portions of the deceased body.
If the body has been skeletonized, make certain that all bones with any unique features ap-
pear in the photographs.
All of the above should always include a ruler, which clearly shows measurements of the 
items in the photographs.

Fingerprints
On two (2) standard ten-print cards, two (2) full sets of fi ngerprints should be taken.  One set must al-
ways remain in the Medical Examiner/Coroner’s case fi le and the other set provided to the investigating 
law enforcement agency for submission to the National Criminal Information Center, local Automated 
Fingerprint Identifi cation Systems,  and the Integrated Automated Fingerprint Identifi cation System.

Three (3) sets of the deceased palm prints should also be taken and distributed as outlined 
above.
Under certain conditions, adhesive strips may be used to obtain the fi ngerprints, then placed 
on the standard ten-print card.
Utilize only skilled fi ngerprint technicians to take fi nger and palm prints from a decomposing 
body.
Before distributing the fi ngerprint cards, at least one qualifi ed fi ngerprint examiner should 
review them to ensure that there is enough detail to permit a classifi cation of the prints.
If a fi ngerprint obtained by detached gloving cannot be identifi ed as to proper placement on 
the card, it should be noted on the card itself.
Every effort should be made to obtain fi ngerprints and palm prints no matter how badly dam-
aged or decomposed the hands are.  In some cases, it may be necessary to surgically remove 
the fi ngers or skin.  This should only be done with the Medical Examiner/Coroner’s approval.
Postmortem fi ngerprints may be compared with latent prints from known personal effects 
and papers of missing person(s) to accomplish identifi cation when prints are not available 
from standard databases.

Once the fi ngerprint search has proved to be negative and with no mistakes made, a Forensic Odontolo-
gist should be contacted to initiate the dental examination. 
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Inventory and Documentation of Clothing and Personal Effects          
As the above steps are being taken, the Medical Examiner/Coroner should ensure that all 
personnel handling clothing and personal effects are wearing gloves to avoid DNA contami-
nation.
Carefully examine, document, and photograph all clothing and personal effects associated 
with the deceased that may provide evidence leading to the identifi cation of the deceased. If 
recovered with skeletal remains, clothing measurements can be used to estimate the weight/
size of the decedent.
Make certain that all personal effects belonging to the deceased that have been collected by 
law enforcement are brought to the Medical Examiner/Coroner for examination and review.
Search for laundry marks, manufacturer’s labels, product bar codes, and sizes of clothing 
and shoes that may assist in the identity phase of the identifi cation.
Examine jewelry for engravings and manufactures serial identifi cation numbers inside and 
outside watch cases.  Consult with a watchmaker to fi nd any watchmaker repair codes inside 
the watch (since codes identify the watchmaker).
Make certain during this period of review that no personal effects, jewelry, or clothing are 
washed or cleaned without the approval of the DNA technician.  Such approval should appear 
on the property receipt accompanying the evidence.

X-Rays/Radiographs
If the early investigation suggests the remains will be unidentifi ed, head and torso x-rays/ra-
diographs should be taken prior to the autopsy.
If there is no identifi cation made after the above steps have been taken, then the entire body 
should be x-rayed/radiographed to determine if there are unique or distinctive features within 
the body (e.g., broken bones, hip replacements, dental implants, pacemakers, etc.).  All of 
these should be duly noted.  Where manufacturers’ names, models and serial numbers are 
found, those companies should be contacted for information as to whom they were shipped 
so that there can be further follow up during this phase.

DNA 
DNA samples need to be taken early in the investigation to avoid degradation and/or con-
tamination.
Associated items of the victim should also be considered as a source of DNA (e.g., clothing, 
jewelry, eye glasses, etc.)  Again, gloves should always be worn when handling these items 
and under no circumstances should these items be washed or cleaned until the DNA process 
is complete.
Obtain and properly store all DNA samples from remains for future profi ling.
Obtain DNA reference samples for profi ling from possible relatives for testing and matches.
For decomposed, burned, or skeletonized remains, tooth, bone, or fi ngernail samples should 
be considered.
Dried blood should be collected for DNA extraction.
Follow CODIS-NMPDD procedures (National Missing Persons DNA Database).
Retain case information and DNA samples indefi nitely.

The Media 
It is essential for the Medical Examiner/Coroner to maintain a good working relationship with 
all aspects of the media as they can assist in providing information to the public that may aid 
in the identifi cation
Provide and disseminate any information (including any unique dental features) to the media 
that will aid in identifying the unknown remains.
Obtain facial approximations, sketches, computer generated images, and clay models of the 
head to disseminate to the media, Websites and other outlets.
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In cooperation and coordination with law enforcement, prepare press releases and interviews 
for the public that will not jeopardize any criminal investigation.
Designate a single person within the Medical Examiner/Coroner’s offi ce who will interface 
with the media, e.g., a public information offi cer, the Medical Examiner/Coroner, or other of-
fi cials with experience in dealing with the media.
Post all press releases concerning unidentifi ed remains on the Medical Examiner/Coroners’ 
Websites as well as the NamUs site.
Make certain that the media and Website information is continually reviewed and updated 
when necessary.
Take steps to insure that all public inquiries regarding unidentifi ed remains are properly and 
fully addressed.

15.2 My Cases Log
The “My Cases” log will be empty the fi rst time you login to NamUs-UP.  This case log is reserved for 
the cases you enter into the system and have responsiblitiy for as case manager.  Unidentifi ed persons 
cases are typically managed by the medicolegal offi cer (medical examiner/coroner) who has legal juris-
diction over the body.  The medical examiner or coroner may elect to pass their responsibility to state 
or local law enforcement, however in all jurisdictions within the United States the medicolegal offi cer 
- regardless of job title - has authority over the body.

Fig. 15.1: Initially the “My Cases” log is empty.
 
15.3 Before Starting a New Unidentifi ed Persons Case

The majority of unidentifi ed persons cases are resolved within 30-days of discovery by medicolegal 
death investigators who often work in collaboration with law enforcement and various forensic special-
ists (odontologists, anthropologists, etc.).  Therefore, medical examiners and coroners who use NamUs 
are asked to “work” the case for at least 30-days before entering it into the system (this helps prevent 
cases from revolving in and out of the system), after 30-days click on New Case to get started.

Fig. 15.2: Starting a “New Case.”
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15.4 Required Fields
As described in Chapter 4 each NamUs database has a set of minimum required fi elds.  If these mini-
mums have not been completed, a message to that effect will show.  Click the “View missing require-
ments” link to see a list of what fi elds have not been completed.  When all required fi elds have been 
completed, the message will change and a “Submit to NamUs” button will appear.  You must click that 
button to let a NamUs administrator know you are ready for them to review and authenticate your case 
so it can be published live on the system.

Fig. 15.3: Once mininum case data requirements are met, the case may be submitted to a NamUs adminis-
trator for acceptance and publishing “live” to NamUs.

When a specifi c case is opened, the Case Information page appears (Fig 15.4). You may consider this 
page as the case Home page. Each case contains multiple categories of case information as detailed by 
the titles in the left menu bar.  The following is a list of specifi c data pages that appear on the left menu 
bar and will be described in detail throughout this unit:

Case Information.
Demographics.
Circumstances.
Physical/Medical.
Fingerprints.
Clothing and Accessories.
Dental.
DNA.
Images.
Documents.
Police Information.
Reports.
Contacts.
Exclusions.

15.5 Case Information Page
The Case Information page is the initial point for unidentifi ed person case entry.  It contains the unidenti-
fi ed person’s basic information such as date found, case number, and current disposition.  The Date Cre-
ated and Date Last Modifi ed fi elds are entered automatically when a case is created or modifi ed and the 
“Save Changes” button is utilized. ME/C Contact Information is automatically assigned to the case from 
county of discovery registration information. Case number should be the number assigned to the case 
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by the medical examiner or coroner. Disposition of the body is entered so bodies can be located even 
years after discovery. “Date found” is the date of death or the date the decedent was discovered, and is 
entered by clicking the calendar icon located next to the Date found fi eld. The date defaults to today’s 
date but may be changed by using the scroll arrows on the calendar. NCIC Number is the 10-character 
number assigned by NCIC and is sometimes used by NamUs during the case verifi cation process.

Fig. 15.4: The Case Information Page.

15.6 Demographics Page
The Demographics Page allows you to detail biological information (age, race, weight, height, etc.) about 
the unidentifi ed person.

Fig. 15.5: The Demographics Page.



THE UNIDENTIFIED PERSON CASE     CHAPTER 7

 SECTION 3: NAMUS UNIDENTIFIED PERSONS SYSTEM     127

“Estimated Age” is selected from a dropdown menu of age categories. “Minimum Age” is the youngest 
age the decedent is estimated to be but should only be “0” if a fetus or infant. Maximum Age is the old-
est the decedent is estimated to be and should only be “0” if a fetus or “1” if an infant. If Minimum Age 
or Maximum Age can not be reasonably determined, either or both may be left blank. However, enter 
data in these fi elds if possible.

Race and sex are selected from dropdown menus which include “unsure.” Use “unsure” if appropriate. 
A race should also be indicated in the “Race” fi eld, when possible. If a person is known to be Hispanic/
Latino, that is indicated by selecting that choice from the dropdown list in the Ethnicity fi eld. 

Weight is reported in pounds and Height is reported in inches. You should indicate whether these were 
measured, estimated, or could not be estimated using the dropdown menus provided. If unsure, leave 
these blank - do not use zeros for height or weight.

For estimated postmortem interval (time between death and discovery) a number may be entered along 
with a qualifi er such as minutes, hours, days, weeks, months, or years. The number may be left blank 
and a general interval (minutes, hours etc) may be reported.

15.7 Circumstances Page
The Circumstances page focuses on the location where the body was found as well as any circumstances 
surrounding the discovery.  The circumstances are critical and viewable to all users of the system, so use 
care when choosing what to enter.  Use descriptions that detail information regarding the circumstances 
surrounding the death and the unique features of the location.  Avoid specifi c “details” of body condition, 
injury or trauma that may include sensitive information better put on the police information page.

Note: The information on this page is critical because many system features are based on the data en-
tered on this page.  For example; the address is used for the mapping, the county is used to assign the 
case to a specifi c medicolegal offi cer (medical examiner/coroner), email addresses are always linked to 
some auto-email feature or for users who wish to contact the case managers.

Fig. 15.6: The Circumstances page.
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15.8 Physical / Medical Page
The Physical / Medical page is a reporting of the unidentifi ed person’s physical description and medical 
information. The upper part of the page details information about the “physical” characteristics of the 
body, while the lower portion of the screen is focused on the “medical” aspects of the body.

Physical Section
In the Physical section, information about the unidentifi ed person’s physical description is summarized/
presented/selected.  There is also a set of radio buttons to select if “No distinctive body features” are 
available.  If distinctive body features are available, mark the checkbox for all necessary features and 
describe them in the text area to the right of the feature.

You may check whether amputations, deformities, scars or marks, tattoos, piercings, medical implants, 
foreign objects, distinctive skeletal fi ndings, absent organs (during life), or evidence of prior surgery ex-
isted. When a category is checked, you may enter relevant descriptive information in the box provided. 
All of the text box items are searchable for words and characters.

Medical Section
This section allows you to detail any medical conditions that may be relevant to your unidentifi ed person. 
Mark the checkbox for all necessary topics and add a description in the associated text area for each. As 
with the physical section, all text box items are searchable for words and characters.

Fig. 15.7: Physical / Medical information page.
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15.9 Fingerprints Page
The Fingerprints page allows you to determine the status of an unidentifi ed person’s fi ngerprint informa-
tion, as well as enter the actual fi ngerprint data, if available.  You must select if fi ngerprints are available 
using the radio buttons.  You may enter fi ngerprint coding in the text boxes, along with any commen-
tary you may have.  If you have a computer fi le of the fi ngerprint data, you can upload it on the Images 
page.

Note: Uploading fi ngerprint card scans is critical because of the number of “national” fi ngerprint data-
bases that do not interact.  Several agencies download fi ngerprint images directly from NamUs and run 
them through their databases for matches (e.g., U.S. Visit).

Fig. 15.8: Fingerprints information page.

Fig. 15.9: If you have uploaded a scanned fi ngerprint card on the images page, a thumbnail of the image will 
appear next to the code textboxes on this page.
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15.10 Clothing and Accessories Page
The Clothing and Accessories page is used to inventory any clothing on or with the unidentifi ed person 
at the time of discovery or accessories the person may have been carrying. Text descriptions may be 
entered to describe clothing on or with the body, footwear, jewelry, and eyewear such as glasses or con-
tacts.

Fig. 15.10: Clothing and Accessories page.

15.11 Dental Page
The Dental page allows you to enter the unidentifi ed person’s dental information. It contains a checklist 
to indicate general information about dental fi ndings, as well as a box to code up to two features for 
each tooth using the code letters provided. Within a given box for a specifi c tooth, the order in which 
the codes are entered does not matter. Thus, a tooth with a crown and a root canal could be entered as 
either “CR” or “RC.”

Availability of Dental Information and Basic Dental Details
Use the radio buttons to indicate 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 unidentifi ed per-
son.

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.  Again, you may enter up to two codes per box, but only some combinations are ac-
cepted.  If you try to enter a non-standard combination into a box, you will receive a message defi ning 
your error.

Dental Comments
In the Dental comments section you can add further information not directly encompassed in the previ-
ous areas.
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Fig. 15.11: Dental information and coding page.

Fig. 15.12: Click “Show NCIC Dental Chart” to expand page and enter NCIC coding for conversion to NamUs 
coding.
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15.12 DNA Page
The DNA page allows you to input information about the unidentifi ed person’s DNA testing status.  DNA 
status is presented in NamUs using fi ve categories that allow individuals to track the status of the case’s 
DNA anaylsis process.

Fig. 15.13: The DNA page.

Sample is Currently Not Available
Select this if you do not have or cannot obtain a sample, explain below why the sample is not available.

Sample Available – Not Yet Submitted
Select if a sample is available or collected but has not yet been submitted for testing yet.

Sample Available – Tests Not Complete
Select if a sample has been submitted for testing but the results have not been returned.

Complete - Insuffi cient DNA for Profi ling
Select this if DNA analysis is fi nished but there was not enough DNA for a profi le to be created.

Complete and Entered Below
Select this after DNA analysis is fi nished and the results have returned a completed profi le.

DNA Sample Details
After a sample has been submitted, new fi elds become available to track additional information about 
the analysis, including the type of testing and where it was performed.

Adding Additional DNA Samples
You may add additional DNA samples for an unidentifi ed person. Click on the “Add Additional DNA” but-
ton next to the “DNA” heading to get another blank DNA profi le added to the page.
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15.13 Images Page
The Images page allows you to upload and view images of an unidentifi ed person and items found with 
the individual.

Fig. 15.14: The Image page is where all images are uploaded, categorized and described in NamUs.

Uploading Images
The Images page allows you to upload image fi les in a .JPG format ONLY.  Images should be at least 
3”X5” in size and 96dpi for viewing on screen.  NamUs servers are capable of receiving and storing large 
image fi les, however the time it takes to upload larger fi les (i.e., >2 meg) may be considerable depend-
ing on your internet connection speed (i.e., dial-up or institutional connections at busy times of the day).  
Plus, typical computer monitors display at 96dpi, so the time it takes to upload large photos may not be 
fully appreciated.  For fi ngerprint cards; the FBI recommends scanning at 500dpi before uploaded.

To begin the process of uploading a desired image, click on the “Upload Image” button to the right of the 
Images heading.  New data entry boxes will appear for you to select the image to upload, categorize it, 
and add a caption if necessary.

To select the image you want to upload, click on the “Browse” button, navigate to the image you want, 
click on it, and click “Open” to fi nalize the selection.  Then select the category this image fi ts from the 
drop down menu, and add a caption if you feel it necessary.  Select if the image should be viewable to 
the public or not using the check box next to the label “Viewable to the public?”.  Checked means the 
image can be viewed by all users while unchecked means only users with the appropriate access can 
view it. Uploaded images are displayed as thumbnails at the bottom of the Images page.
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Fig. 15.15: Uploading images to the NamUs servers.

Viewing Images
To view an enlarged (full-size) image iwth its details, click on the thumbnail of the image you want to see.  
This will load a larger version of the image on the left, along with its details (category, caption, etc.) on 
the right.  To view the original full size version of the image click on the enlarged image (not the thumb-
nail) to open a new browser window displaying only that image.

Editing and Deleting Images
Once you have an image uploaded, you may then edit the details for the image or delete it.

To edit an image’s information, fi rst view the image (section above), make the necessary edits to the 
image’s category, caption, public viewability, and then click the “Save” button beneath image details.

To delete an image, fi rst view the image (section above), and then click the “Delete” button at the bottom 
of the image details.  A confi rmation box will appear to warn you and allow you to cancel the deletion of 
the image if you do not want to delete it.

Filtering Images
Select the “category” of images you want to see from the dropdown in the “Filter Images” area and click 
the “Filter” button.  This will show only the images in that category for this case and hide the rest.  To 
view all images for this case, click the “Clear” button.
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15.14 Documents Page
The Documents page functions similarly to the Images page and allows you to upload document fi les in 
both doc and pdf fi le formats.

Fig. 15.16: Documents are uploaded to NamUs using a process similar to uploading images.

Uploading Documents
To upload a document, click on the “Upload Document” button to the right of the Documents heading.  
New data entry boxes will appear for you to select the fi le to upload, give it a title, categorize it, and add 
a caption if necessary.

To select the document you want to upload, click on the “Browse” button, navigate to the fi le you want, 
click on it, and click “Open” to fi nalize the selection.  Then give the document a title so users will know 
what this document is about, select a category, and add a caption if you feel it necessary.  Select if the 
document should be viewable to the public or not using the check box next to the label “Viewable to the 
public?”.  Checked means the document can be viewed by all users while unchecked means only users 
with the appropriate access can view it.

Viewing a Document
Documents are listed on the left side of the “Documents” page.  Click on the title of the document you 
want to view.  This will load the document’s details in the right section of the page.  Click the “Download” 
button at the bottom of the document details.  This will give you the option to open or save the docu-
ment.

Editing and Deleting Documents
Once you have uploaded a document, you may then edit the details for the document or delete it.

To edit a document’s information, fi rst view the document (section above), make the necessary edits 
to the document’s title, category, caption, public viewability, and then click the “Save” button beneath 
document details.

To delete a document, fi rst view the document (section above), and then click the “Delete” button at the 
bottom of the document details.  A confi rmation box will appear to warn you and allow you to cancel the 
deletion of the document if you do not want to delete it.

Filtering Documents
Select the category of document you want to see from the dropdown in the “Filter Documents” area and 
click the “Filter” button.  This will show only the documents in that category for this case and hide the 
rest.  To view all documents for this case, click the “Clear” button.
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15.15 Police Information Page
The Police Information page allows you to enter details about the police agency or agencies that are 
may be associated with the case.  On this page, the medical examiner, coroner, or authorized delegate 
entering case information provides the names of the investigating police offi cers, police agency, police 
incident report number, and investigating offi cer’s phone number and email address. This information 
is NOT visible to the public but is visible to authorized users.

The Circumstances box on this page may contain information entered by a case manager or others with 
appropriate data entry privileges, or it may contain information that has been pulled in electronically 
from NCIC data.  This information is not viewable to the public and should be used to enter sensitive that 
should not be on the main case circumstances page.

Fig. 15.17: Police Information page is used to share law enforcement agency contact data.

Adding Police Information
To add an additional police information block to the case, click the “Add Police Information” button next 
to the Police Information heading.  A new set of entry fi elds will appear to be fi lled out.

Deleting Police Information
You may delete police information by clicking on the “Delete” button located at the end of the contact to 
be removed.  After clicking on the button, you will be presented with a confi rmation box:

Clicking on “OK” removes the police contact information.
Clicking on “Cancel” stops the deletion process and returns to the case profi le.

•
•
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15.16 Reports Page
The Reports page contains links to reports that can be generated based on the information in a case.

Fig. 15.18: The Reports page is a listing of standard NamUs reports the system can generate automatically.

Case Report
The case report is a printer friendly version of all case profi le pages.

Case Chronology Report 
The case chronology report contains data from the unidentifi ed person’s Case Information page, as well 
as the information about changes made to the case.

Activities Log Report
This is a printer friendly version of the “Activities Log” for the case.

15.17 Contacts Page
The Contact page serves as a place to fi nd the people to contact with questions on a particular case.  
Contacts shown are based on the logged in user’s access level.

Fig. 15.19: The Contacts page displays the key NamUs contacts on a specifi c case.

Local Contact
The local contact is the medical examiner or coroner offi ce of the county in which the body was found.
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Case Manager
The case manager information is always listed, regardless of a user’s access level.  The person listed has 
direct knowledge of the case and is responsible for answering questions or making necessary chang-
es.

Regional Administrator
The regional administrator information is always listed, regardless of a user’s access level.  The person 
at this level of responsibility acts as the overseer for unidentifi ed persons cases in a large area and may 
not have direct knowledge of the specifi c case, but shoud be contacted with general questions.

15.18 Exclusions Page
The Exclusions page is used to list people who have been ruled out as being the unidentifi ed person in 
the case being viewed.

Fig. 15.20: Exclusions page

Adding an Exclusion
Adding an exclusion is initiated by clicking on the “Add Exclusion” button which shows the data entry 
fi elds.  After all of the necessary fi elds have been completed click the “Add” button to create it.

Viewing details of an Exclusion
To view the details of an exclusion that has been added, click on the exclusion in the list.  This will ex-
pand a section under the exclusions list to show all information that was entered about it.

Deleting an Exclusion
Click on the exclusion in the list to show the details about it.  Click the “Delete” button at the end of the 
details.  This will open a confi rmation box to warn you and allow for you to cancel the deletion process.
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Fig. 15.21: Click on an exclusion from the log to view the details.

15.19 Possible MP Matches Page
The Possible MP Matches Page provides you with possible matches from the NamUs-MP database.  
This is one of the most important features of NamUs.  If any possible matches are found, each can be 
displayed side-by-side with photos (if available) and basic comparison criteria listed below each set of 
available images.

Fig. 15.22: Possible matches are displayed side-by-side for ease of comparison and possible exclusion.
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About Possible Matches
The Possible MP Matches page of a case’s profi le allows case managers, law enforcement and forensic 
specialists to view possible matches to missing persons that have been automatically generated by the 
NamUs system.  In addition to providing a means for comparing NamUs-UP and NamUs-MP case profi les, 
the features on the Possible MP Matches page include another route for recording exclusions.  This list 
of possible matches between unidentifi ed persons and a missing person is only viewable to NamUs 
personnel with specifi c access privileges; this page does not appear in the Case Navigation options of 
general public users.  When the Possible MP Matches entry appears in the Case Navigation, the number 
of system-suggested matches follows the phrase Possible MP Matches in parenthesis.

Viewing a MP Case
A user may view the MP case’s information by clicking on the desired case line in the listing.  Once you 
have chosen a case from the search list, the page will display two groupings of information:

The NamUs UP case with which you are working, displayed in the left of the page.
The case information of the selected MP case on the right side of the page.

The side-by-side display allows you to make a comparison of the missing person’s information with that 
of the unidentifi ed person’s to determine a possible match.

Viewing Images
If images exists within either (or both) of the NamUs cases, you will see them above the case informa-
tion of each case.  You may view the documents by using the scroll bars located on the right side of the 
images section.

Once you have determined an image to view, you may click on the image, which will then open in a 
separate browser window, allowing you to view the image using the browser’s own application features 
and/or other resident application(s) on his/her computer.

Adjusting Search Sensitivity
Just under the Possible MP Matches heading, there is a hyperlink that reads: Adjust Sensitivity. Clicking 
on the link opens a list of options to adjust the matching criteria.

You can select which fi elds to match on and then click the “Search” button to fi nd all MP cases based 
on these fi elds.

Viewing the Case Log
If you have opened a MP case for comparison, and want to review the search results you must use the 
“Show Case Log” hyperlink.

Moving Between MP Cases
Located just above the loaded MP case is a “Previous Case” button and a “Next Case” button.  Clicking 
on those buttons will navigate through the MP case list without having to open it each time.

Excluding MP Cases
You have the option of excluding a MP case using the “Exclude this MP Case” hyperlink found on the bot-
tom of the Possible MP Matches page.  Clicking on this link opens an Exclusion block below it.  Complete 
the necessary fi elds and click “Add to Exclusions” to continue or “Cancel” if you no longer want to make 
this exclusion (See Fig. 15.24).

1.
2.
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Fig. 15.23: Click the “Adjust Sensitivity” link to expand and view the options, make adjustments and “search.”

15.20 Changes Page
If a case has changes pending approval and you have the required system access level, “Changes” will 
be a choice in the Case Navigation Menu.  The Changes page will refl ect any changes that have been 
made to the case.

Additions
Under the Additions heading you will see anything that has been added to the case but has not been 
approved yet.  Such additions are: Images, documents, police contacts, etc.

Changes
Under the Changes heading you will see any alterations that have been made to existing case data. 
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Removals
Under the Removals heading you will see anything that is pending approval for deletion.  This could 
include images, documents, etc.

Exclusions
Under the Exclusions heading you see any exclusions that have been added but not yet approved.

Fig. 15.24: Adding an exclusion from the side-by-side comparison page.
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15.21 Approving, Denying, and Holding Changes
There are three possible ways to handle each addition, change, removal, and exclusion.  They can be 
approved, denied, or put on hold.  Each action is done by selecting the appropriate radio button for all 
items on the page.  To apply the actions you must click the “Save Changes” button.

Approve
Finalize the change so everyone sees it.  This is done after the change, addition, removal, or exclusion 
has been verifi ed and found to be correct.

Deny
This will reject the suggested change and keep the current data how it is.

Hold
This is the same as taking no action.  It does not accept or deny the change but leaves it for a later deci-
sion.

Fig. 15.25: Case Changes are displayed for Case Managers to review and approve, deny or hold for follow-up.

15.22 Summary
NamUs is an investigative “tool.”  Exclusions are an important part of NamUs-UP/MP data sharing.  
However, there is no “magic” black-box application in play.  The computer code details some basic logic 
search algorithms to identify “possible” matches between the two data sets.  Time spent programming 
these algorithms is worthwhile for many continuous and repetitive functions such as calculating time 
and date differences and known dichotomous data differences like sex.  This takes some tedious effort 
and human error out of the equation while increasing the reliability of the searches, however users still 
have to look at the cases and make decisions - based on available information.

Having a “human-in-the-loop” is a necessary and important part of the process that no computer system 
can currently duplicate.
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INTRODUCTION
After a new case has been created it must be “submitted” to NamUs for review 
and publication “live” so others may view the case.  Although “unpublished” 
cases are viewable to the individual who created the case (My Cases), until the 
case is “published” by a NamUs administrator, it is not viewable to other users 
of the system and will not appear as a result of any searching activities.

16 Unidentifi ed Persons Case Submission
and Follow-up

u 
n 

i t
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16.1 Submitting a Case
When a case meets the miniumum requirements case managers are asked to submit the case to Na-
mUs for review by NamUs administrators. The case is published once case details are verifi ed.  The case 
will not appear in the “New Cases” log for authentication until the case originator has pressed the “Sub-
mit to NamUs” button has been pressed.  NamUs Administrators can check the number of “incomplete” 
cases from their dashboard to see if there are specifi c case managers that have users from their area 
having trouble completing cases.

Fig. 16.1: Before a NamUs administrator can review a case, the case manager must “submit” it. 

16.2 Accepting a Case
After the NamUs administrator has made sure this is a legitimate case and the entered data appears ap-
propriate,  the case will be accepted.  This is done by clicking the “Accept” button at the top of the case 
profi le.  When a case is accepted, it moves from the administrator’s “New Cases” log to the “Accepted” 
cases log.  Case accepted into NamUs may be held for additional reviewed by forensic specialists or 
basic editing prior to “Publishing” live for public view.  It is at this point changes to the case are logged 
and must be approved by the NamUs-UP administrator(s).  When the case is ready for public view, the 
NamUs administrator will “Publish” the UP case.

16.3 Publishing a Case
A case is published, or made viewable to the public, by clicking the “Publish” button at the top of the 
case profi le.  This will allow the case to now show in search results and let all users of the system view 
and track it.

16.4 Un-Publishing a Case
If a case has been published and it should not have been, it can be un-published.  This is done by click-
ing the “Un-Publish” button at the top of the case profi le.  When a case is un-published, it is moved back 
to the “Accepted” case log and will need to be published again after the corrections are made.

16.5 Deleting a Case
If a case is entered in error, it can be deleted.  This is done by clicking the “Delete” button at the top of 
the case profi le page.
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Fig. 16.2: Case can be “Un-Published” or “Deleted” from the system.

16.6 Pending Cases
All cases in NamUs are checked by a case manager before being published “live” for viewing on the 
system.  This process is as follows:

User creates a case.
User submits the case.
Case appears in the Pending Cases>New Cases log of the NamUs case manager assigned to 
the geographic area of responsibility by county of discovered.
The case manager reviews the case for specifi c details.
The case manager “accepts” the case.
The case manager “publishes” the case.

The system keeps track of: cases that are submitted and accepted, but not yet published, changed 
cases that are waiting for the case manager to approve the changes, cases that have been created but 
not submitted (incomplete cases) and possible duplicate cases.  Duplicate cases typically result from 
automated data imports from other databases.

The following pages detail the Pending case logs:

Pending>New Cases
Pending>Accepted Cases
Pending>Changed Cases
Pending>Incomplete Cases
Pending>Duplicate Cases

1.
2.
3.

4.
5.
6.

•
•
•
•
•
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Fig. 16.3: New cases submitted to NamUs are reviewed before they “go live” on the system.

Pending New Cases
Cases in the Pending, New Cases log are cases that have been submitted by users, typically medical ex-
aminers and coroners, that have not been “accepted” or “published” to NamUs.  Once the case manager 
reviews the case for appropriate and logical data it is accepted and published “live” to the system.

Fig. 16.4: Case managers can “Accept” a case for review or “Accept & Publish” directly.
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Fig. 16.5: Accepted case log.

Pending Accepted Cases
Cases in the Pending, Accepted Cases log are cases “accepted” by the case manager into NamUs but 
have NOT been published “live” to the system.  Typically, these cases are considered legitimate, but lack 
some details that are considered important for identifi cation purposes (e.g., circumstances of death).  
Once the missing details are added to the case, it is submitted to NamUs for availability on the site.
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Fig. 16.6: Changed Cases process.

Pending Changed Cases
Cases in the Pending, Changed Cases log are cases that are already published to NamUs but have been 
modifi ed by individuals with the appropriate case “edit” privileges.  Regardless, the case manager must 
view the changes and either “accept” the changes, “deny” the changes, or “hold” the changes until 
some additional information can be obtained.  Changes submitted by users may take a few days to “ap-
pear” live on NamUs because of the approval process.
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Fig. 16.7: Incomplete Cases log.

Pending Incomplete Cases
Cases in the Pending, Incomplete Cases log are cases that users with “New Case” entry privileges have 
entered but not yet submitted to a NamUs case manager.  There are a number of reasons this happens, 
most of the time the case creator is waiting for more information or is not sure if the case should be in 
the system (e.g., waiting for investigative follow-up).  However, the system automatically clears these 
cases after six-months of inactivity.
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Fig. 16.8: Duplicate Case log.

Pending Duplicate Cases
When State and Local agenices ask NamUs to automate the transfer of cases electronically from their 
existing database(s) to NamUs, the possibility of duplicating cases exists.  To “help” identify potential 
duplicates a system of checks are built into NamUs.  After cases are “Crosswalked” from an existing 
database to NamUs, specifi c data elements (e.g., case number, found date, county, etc.) are checked 
against each other for matches.  When two or more cases in the system match a set number of data 
elements, the case is fl agged and placed in the “duplicate” case log for review prior to publication.

Duplicate case matching works like case-matching using the side-by-side method for easy determina-
tion of duplication.  During this process, if two cases are found to match, the data from both entries are 
taken and moved into one case.  After the data is combined - building the “strongest” case, the other is 
deleted from the system.
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16.7 Identifi cation Potential
NamUs uses a 5-star scale to rank each case based on the amount of information it contains that is potentially 
useful for making a positive identifi cation. The system automatically assigns a number of stars based on the 
amount and quality of data that is entered.  “Star Rating” is displayed in the upper left of each case.  Essen-
tially, the more useful identifi cation information contained in a profi le, the more likely it is that these specifi cs 
can be used to help solve a case.

Fig. 16.9: Identifi cation Potential scale.

The “Five Star” Identifi cation Potential Scale
All cases will show Five Stars that are not colored. As the amount of useful information increases, the 
number of yellow stars will increase from one to fi ve. In general, the rating system is as follows:

1 Star

The case information includes a case number, the date the body or body part was found, the county and 
state where the body or body part was found, and the condition of the body. Entries are also required 
for the estimated age group, race, sex, weight and height, but these entries may be listed as “unsure” 
or “cannot estimate.”

2 Stars

There are distinctive bodily features such as scars, marks, and tattoos, AND/OR there is distinctive 
clothing, footwear, eyewear or jewelry that may be helpful for identifi cation.

3 Stars

A fi ngerprint classifi cation or fi ngerprint card has been entered or uploaded, AND/OR, information has 
been entered in at least one of the tooth boxes on the dental chart page, AND/OR the “Recognizable 
Face” option has been selected in the Body Condition section and a facial photo or artist’s rendering 
has been uploaded.

4 Stars

Same as three stars except that a mitochondrial OR nuclear DNA profi le has been established.
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5 Stars

The face is recognizable, a facial photo or rendering has been uploaded, fi ngerprint information has 
been entered or uploaded, a DNA profi le has been established and specifi c tooth information has been 
entered.

NOTE: Cases that do not contain enough information to receive one star status can still be entered, but 
no stars will be colored yellow.  At least one star status must be attained before a higher status can be 
assigned. A case can become a three, four or fi ve star case without having been a two star case because 
some cases lack clothing, jewelry or distinctive body markings, yet they have highly valuable information 
like fi ngerprints, dental chart, facial photos or a DNA profi le.

16.8 Using the Activities Log
The log is available at the bottom of every page of the case profi le.  To view the entries and make an entry 
click on the “Expand” link on the right side of the Activities Log bar.

When the Activities Log is opened, the “Expand” link changes to a “Collapse” link, which when clicked 
upon, will close the Activities Log.

Making an Activities Log Entry
Using the text box beneath the heading “Enter Text Here:”, you may enter any relevant text information.  
Decide if the public should see this message or not and mark the “Viewable to public” checkbox as nec-
essary. When done you must click on “Post Message” to complete the entry.  It will then be marked with 
the current time and who entered it, then added to the list of other activities.

Fig. 16.10: Activities Log.



CHAPTER 8     SEARCHING NAMUS UNIDENTIFIED PERSONS

154     NATIONAL MISSING AND UNIDENTIFIED PERSONS SYSTEM

8
c h

 a 
p t

 e 
r   



SEARCHING NAMUS UNIDENTIFIED PERSONS     CHAPTER 8

 SECTION 2:  NAMUS UNIDENTIFIED PERSONS SYSTEM     155

Searching NamUs
Unidentifi ed Persons

Unit 17: Searching Unidentifi ed Persons Cases
Unit 18: Reviewing Search Results
Unit 19: Applying Search Options

Unique to NamUs is the ability to search medical examiner and coroner 
records, which detail the unidentifi ed person’s physical characteristics 
and medical conditions.  This was never been available in a standardized, 
searchable format prior to NamUs.  In addition, the linking of the two 
systems (UP/MP) makes a powerful investigative tool for all those who 
wish to participate in the identifi cation of unidentifi ed persons - public 
and private.   
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Overview
There are several ways to search the NamUs-UP system:  1) The Quick Search feature available from the 
NamUs-UP Home page; 2) The “global” (GO!) Search feature to the right of the menu bar on all NamUs-
UP pages; and 3) The New Search feature available under Search on the menu bar on all NamUs-UP 
pages.  Each of these functions works to gather and present a subset of NamUs cases based upon the 
search criteria you establish.  The following units cover the basics of each search type.
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INTRODUCTION
The NamUs-UP system allows you to defi ne criteria to be used in a search of 
cases in its database.  Searching functions allow you to narrow in on multiple 
case details, according to the search parameters you select.  Choosing search 
criteria, executing a search, and ways to view, navigate and sort search results 
are presented in this section.

17 Searching Unidentifi ed Persons Cases
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17.1 Quick Search 
This feature is a condensed version of the Advanced Search found under “Search” on the menu bar.  
It allows you to search by entering basic identifi cation criteria into the appropriate input boxes.  Empty 
input boxes are ignored and will not affect the search outcome.  When you are done entering your infor-
mation, click the “Search” button to excute the search. 

Fig. 17.1: “Quick Search” the database from the Home page.

Fig. 17.2: “Quick Search” - use one or more of the available criteria.
 

Using Quick Search
Use the Quick Search feature on the NamUs-UP Home page by selecting/entering one or more of the 
available search criteria in the appropriate text boxes, as seen above.  Clicking on the “Search” button 
will execute the search.  The NamUs system will search for all instances of the items you input into these 
fi elds, including both exact and partial matches.
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The Sex of an unidentifi ed person can be used in Quick Search criteria on the NamUs-UP Home page 
by clicking on the blue drop-down arrow.  This will open a drop-down menu with two choices. Moving 
the cursor over the desired choice will highlight it and clicking on the choice will insert it into the fi eld. 
Clicking on the “Search” button will execute the search.  The NamUs system will search for all records of 
unidentifi ed persons matching the sex selected.

The age and date (range) last known alive (LKA) and State where an unidentifi ed person was discovered 
can be used in a Quick Search of records from the NamUs-UP database.  The State fi eld uses a drop-
down menu by which a list of U.S. States and Territories can be accessed.  Clicking on the blue drop-
down button will open the list, allowing you to maneuver through the list using the up/down arrows or 
the scroll bar.  Moving the cursor over the desired and clicking on the choice will insert it into the fi eld. 
Clicking on the “Search” button will execute the search.  The NamUs system will search for all records of 
unidentifi ed persons discovered in that State/Territory.

Using combinations of features in the Quick Search function, including all six fi elds, will provide the most 
narrowly-defi ned search for a given unidentifi ed person.  Clicking on the “Search” button will execute a 
search for only those persons matching all of the selected criteria.

17.2 Keyword “GO!” Search
The “GO!” Search, or case keyword search, is located on all pages in the NamUs-UP system, including 
the Home page and all case pages.  The Search (GO!) appears to the right within the menu bar.  To use 
the keyword search, enter a list of words into the text box and click the “GO!” button.  Keywords can 
include details about the unidentifi ed person--like the NamUs-UP case number.

Fig. 17.3: The global Keyword “GO!” searching option.

The Search (GO!) function allows you to enter one or more numbers and/or key words as search criteria 
within the NamUs-UP database.  Examples of information that may be entered into this box include a 
known case number for an unidentifi ed person in the NamUs-UP system, a year, a county, etc.

This feature allows the most direct access to a specifi c case profi le where the NamUs-UP case number is 
known.  However, if that case number is also a number that could represent a year, part of an address, 
etc., the search will include any cases in which that number appears for any reason.  If the word “male” 
is used, the system will return a list of all cases in which the word “male” appears.  If a number and key-
words are used in combination, such as “2000” and “male,” the system will execute a search for cases 
in which both of those entries appear.

To use the Search (GO!) function, enter your Keywords and select “GO!”
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Fig. 17.4: Global keyword searches specifi c major categories within the database (e.g., case numbers, state, 
etc.).  Sometimes you have to open the case to see why it was selected in the search.

17.3 Advanced “New Search”
To start an Advanced search, hover your mouse over “Search” in the menu bar and click on “New 
Search” in the submenu.  The Advanced Search page shows several condensed categories you may 
use to defi ne search criteria. Each of these categories is expanded by clicking on the “+” next to the 
category’s name.

Fig. 17.5: New Search.
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Expanding the category will show the list of fi elds within it.  You may then choose the desired fi eld to be 
searched by marking the corresponding check box.  Once a fi eld is chosen, you can enter the search cri-
teria using the necessary input fi eld.  You may select as many fi elds as you want, entering the appropri-
ate information for your search parameters.  Once you are done building your search, click the “Search” 
button at the bottom of the page to execute your search and view the cases matching your criteria.

Fig. 17.6: Expanding the search is done by clicking the major category, expanding the list of options and add-
ing data as required - you can build a very detailed search by adding more items.

After reviewing subcategories, and/or entering data into associated text boxes, or using drop-down 
menus to choose information, the subcategory list can be condensed from its expanded version by 
clicking on the “-“ button on the main category.  Condensing a category or leaving it expanded, will not 
affect the search.

Once all desired category and subcategory search criteria have been selected, clicking on the “Search” 
button at the bottom of the Advanced Search page will execute the search.  The results of the search will 
be displayed in a Search Results case log.
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INTRODUCTION
Search results are typically where the “work” begins for users of NamUs.  These 
results display cases found based on user-supplied search criteria.  There are 
three different views available for the search results page: case log (default), 
thumbnails, and map.  The selected (current) view is noted in bold in the upper 
right corner of the search results page, while the other views are selectable as 
hyperlinks.  This unit covers the different log-views available in NamUs.

18 Reviewing Search Results
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18.1 Case Log View
This view is enabled by default and follows the same navigation as all other logs in the system.

Fig. 18.1: Search results are displayed in a case log by default.

18.2 Thumbnails View
This view shows a thumbnail and general information about an unidentifi ed person.

Fig. 18.2: Search results may be displayed as “thumbnails” by clicking the appropriate link.
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Opening a Case Profi le from Thumbnail View Search Results
To view a case from this page, you may either click on the thumbnail image or the NamUs-UP case num-
ber.  This will load the case profi le for the selected case.

Sorting Thumbnail View Search Results
Search results can be ordered by clicking on one of the links next to “Order By” at the top of the page.  
The results will be sorted according to your chosen fi eld.  If the blue arrow is pointing up, the results are 
sorted in ascending order.  If the blue arrow is pointing down, the results are sorted in descending order.  
To change the sort direction, click on the link which you are currently sorting.

Fig. 18.3: Sort your thumbnailed search results by clicking on the desired sorting link.

Navigating Thumbnail View Search Results
At the bottom of the Search Results page there are navigation links.  The left side displays the current 
page being viewed in bold, while the other pages are shown as links.  The “Previous” and “Next” links 
allow you to move backwards and forwards through the pages of search results.  The bottom right shows 
a drop-down that allows you to select the number of results displayed on each page.

18.3 Map View
The map view displays the search results as plotted points based on the location where the unidentifi ed 
persons was discoved.

Fig. 18.4: Using Google Maps, NamUs can identify the locations of cases.
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The Red Marker (Individual Case View) 
Click on the red marker to open a balloon dialog showing the NamUs-UP number as a hyperlink to that 
case’s profi le.

The Green Marker (Multiple Case View)
The green marker is displayed when multiple red markers are in close proximity, such that the map 
would be cluttered with overlapping red markers.  Clicking on this marker opens a balloon dialog, listing 
all of the represented red markers in that area.  The green marker also contains links that will allow you 
to zoom in on the area to display the red markers as separate points.

18.4 Tracking a Case
While reviewing the results of a search, you may come across a NamUs-UP profi le that you wish to track 
for future reference.  In order to add a NamUs-UP profi le to your Case Tracking list, click the button on 
the Case Information page within the profi le of that unidentifi ed person, as seen below.  Cases you have 
selected for tracking appear in your Dashboard under Case Tracking.

Removing a case from your Case Tracking list is done by opening the case and clicking the “Remove from 
Case Tracking” button.

Fig. 18.5: Add any case to your Case Tracking log by opening the case and clicking on the “Add to Case Track-
ing” button.
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INTRODUCTION
Once you have initiated a search within NamUs there are new options available 
within the Search submenu of the main Menu Bar. These features include:  
New Search, Revise Last Search, Last Search Results, Saved Searches, and 
Shared Searches.  If you are not involved in an existing search, the submenu 
will display only the New Search option.  However, once a search has been 
initiated within the NamUs-UP system you will have two new options available 
under Search on the menu bar.  This unit describes each additional search 
option.

19 Applying Search Options
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Fig. 19.1: Full list of NamUs search options.

19.1 Revise Last Search
Revise Last Search allows you to change your search criteria from the most recent search.  This func-
tion is accessed by hovering over “Search” in the menu bar and clicking on “Revise Last Search”.  The 
Advanced Search page will be loaded with your previously entered search criteria.  You may then make 
changes to the criteria and click the “Search” button at the bottom of the page to execute the new 
search with the revised criteria.

Fig. 19.2: Revise an old search by adding new criteria, and searching again.

19.2 Last Search Results
This loads the Search Results page with cases based on the last search you executed.  It is accessed by 
hovering over “Search” in the menu bar and clicking on “Last Search Results”.
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19.3 Saving a Search
After completing a search, you may save it for later review without the need of entering the criteria into 
the Advanced Search page again.  In order to save your search, click on the “Save this Search” link at 
the bottom of the Search Results page.  This action transfers you to a New Saved Search page where 
you may name, categorize, and describe your search.  After completing this, click the “Save” button at 
the bottom of the page.

Fig. 19.3: To save a search for future use, click on the “Save this Search” link.

Fig. 19.4: All Saved Searches must be detailed for future use.

After you have saved a search, you can view it by hovering your mouse over “Search” in the menu bar and 
then clicking on “Saved Searches”.  You have the following three options in a saved search.

Run
This executes the search and takes you to the Search Results page.  After running the search, you may 
revise or use the search results as desired.

Edit
This takes you to a page similiar to the “New Saved Search” page where you can edit information about 
your saved search.

Delete
Removes the search. 
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Fig. 19.5: The saved searches log displays all searches stored in the system for future use.

19.4 Shared Searches
Saved searches can also be shared with other users of the system.  This is done either while initially 
saving a search, or by editing it after it is saved.   When setting the name, category, and description for 
the search, there is a drop-down with the label “Share”.  If you want to let other people see this search, 
select “Yes” in the drop-down.  Otherwise, select “No” in the drop-down.  To view Shared Searches, hover 
your mouse over “Search” in the menu bar and select “Shared Searches”.  To run a search from this 
page, click on the row of the search you want to execute.

Fig. 19.6: Shared searches can be used by other NamUs users.
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Appendix C

NamUs-MP Search Map 

Most every data element within NamUs can be searched.  The following is a list of major 
information pages with the corresponding sub-item. 

A.  Case Information 
1. MP Case Number 
2. Profile Strength 
3. Status 
4. NamUs Assistance 
5. First Name 
6. Middle Name 
7. Last Name 
8. Maiden Name 
9. Nickname
10. Date of Birth 
11. Place of Birth 
12. NCIC Number 
13. NCMEC Number 
14. Date LKA 
15. Age LKA 
16. Sex
17. Race 
18. Ethnicity 
19. Height
20. Weight 
21. Blood Type 
22. Date Entered 

B.  Circumstances 
1. Type of Address 
2. Address LKA 
3. City LKA 
4. State LKA 
5. Zip LKA 
6. County LKA 
7. Foul Play 
8. Financial Transactions 
9. Circumstances 
10. Circumstances Public View 

C.  Physical / Medical 
1. Hair Color 
2. Head Hair 
3. Body Hair 
4. Facial Hair 
5. Left Eye Color 
6. Right Eye Color 
7. Eye Details 
8. Distinctive Body Features Available 
9. Amputations 
10. Deformities 
11. Scars and Marks 

D.  Physical / Medical (cont.) 
1. Tattoos 
2. Piercings 
3. Prosthetics 
4. Finger/Toe Nails 
5. Medical Implants 
6. Foreign Objects 
7. Skeletal Information 
8. Organ Absent 
9. Prior Surgery 
10. Medications 
11. Drugs of Abuse 
12. Known Allergies 
13. Known Illnesses 
14. Medical Conditions/Disorders 
15. Other Physical Characteristics 
16. Other Medical Information 

E.  Clothing and Accessories 
1. Eyewear 
2. Clothing
3. Footwear 
4. Jewelry
5. Accessories 

F.  Transportation Methods 
1. Vehicle Make 
2. Vehicle Model 
3. Vehicle Year 
4. Vehicle Style 
5. Vehicle Color 
6. VIN
7. License Type 
8. License Plate Number 
9. License Issue State 
10. Expiration Year 
11. Vehicle 
12. Airline
13. Bus

G.  Electronic Communications 
1. Cell phone 
2. Pager 
3. Internet Access History 
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NamUs-MP Search Map 

H.  Secondary Parties 
1. First Name 
2. Last Name 
3. Address 
4. City 
5. State
6. Zip
7. Phone
8. Email
9. Relationship to Missing Person 
10. Notes 

I.  Dental 
1. Dental Availability 
2. Dental X-Rays Available 
3. Dental Models Available 
4. Dental Photographs Available 
5. Filling or Crown Present 
6. Dentures 
7. Bridge Work 
8. Implants 
9. Braces 
10. Retainer 
11. Root Canal 
12. Upper Jaw Toothless 
13. Lower Jaw Toothless 
14. Baby Teeth Present 
15. Teeth Codes 
16. Dental Comments 
17. First Name 
18. Dentist Last Name 
19. Dentist Address 
20. Dentist City 
21. Dentist State 
22. Dentist Zip Code 
23. Dentist Phone Number 

J.  DNA 
1. DNA Status 
2. DNA Relationship 
3. mtDNA Checkbox 
4. nucDNA Checkbox 
5. DNA Location 
6. DNA Reference Number 
7. DNA ORI 
8. DNA Comments 

K.  Fingerprint 
1. Fingerprint Availability 
2. Fingerprint Codes 
3. Fingerprint Comments 

L.  Images 
1. Category
2. Caption

M.  Documents 
1. Title
2. Caption

N.  Police Information 
1. Title
2. Jurisdiction 
3. First Name 
4. Last Name 
5. ORI
6. Agency
7. Address 
8. City 
9. State
10. Zip
11. Phone
12. Email
13. Case Number
14. Date Reported 
15. Notes 
16. Circumstances 

O.  Activities Log 
1. Message 
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Appendix D

NamUs-UP Search Map 

Most every data element within NamUs can be searched.  The following is a list of major 
information pages with the corresponding sub-item. 

A.  Case Information 
1. Status 
2. Identification Potential 
3. NamUs Aided in Identification 
4. NamUs UP Number 
5. Case Number 
6. NCIC Number 
7. Date Found 
8. Date Created 
9. Date Modified 
10. Manager Office Name 
11. QA Reviewed Date 
12. Case Manager 

B.  Demographics 
1. Estimated Age 
2. Age Range 
3. Race 
4. Ethnicity 
5. Sex
6. Weight 
7. Weight Type 
8. Height
9. Height Type 
10. BI - All parts recovered 
11. BI - Head not recovered 
12. BI - Torso not recovered 
13. BI - One or more limbs not recovered 
14. BI - One or both hands not recovered 
15. Body Condition 
16. Notes on Body Parts Recovered 
17. Probable year of death 

C.  Circumstances 
1. GPS Coordinates 
2. Address Found 
3. City Found 
4. State Found 
5. Zip Found 
6. County Found 
7. Cause of Death 
8. Manner of Death 
9. Circumstances 

D.  Physical / Medical 
1. Distinctive Body Features Available 
2. Hair Color 
3. Head Hair 

E.  Physical / Medical (cont.) 
1. Body Hair 
2. Facial Hair 
3. Eye Color Left 
4. Eye Color Right 
5. Eye Description 
6. Amputations 
7. Deformities 
8. Scars and Marks 
9. Tattoos 
10. Piercings 
11. Medical Implants 
12. Foreign Objects 
13. Skeletal Findings 
14. Organ Absent 
15. Prior Surgery 
16. Artificial Body Parts and Aids 
17. Finger and Toe Nails 
18. Other Distinctive Physical Characteristics 
19. Other Medical Findings 

F.  Fingerprints 
1. Fingerprints Available 
2. Fingerprint Codes 
3. Fingerprint Comments 

G.  Clothing and Accessories 
1. Clothing and Accessories Available 
2. Clothing
3. Footwear 
4. Jewelry
5. Eyewear 
6. Other Items Found With Body 
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NamUs-UP Search Map 

Most every data element within NamUs can be searched.  The following is a list of major 
information pages with the corresponding sub-item. 

H.  Dental 
1. Dental Available 
2. X-rays Available 
3. Models Available 
4. Photographs Available 
5. One or more teeth present 
6. Baby/primary teeth present 
7. Filling or crown present 
8. Removable dentures 
9. Cemented bridge 
10. Implants 
11. Braces 
12. Retainer 
13. Root Canal 
14. Upper Jaw Present 
15. Upper jaw had no teeth during life 
16. Lower Jaw Present 
17. Lower jaw had no teeth during life 
18. Dental Codes 
19. Comments

I.  DNA 
1. DNA Status 
2. mtDNA
3. nucDNA
4. DNA Location 
5. DNA Location Other 
6. DNA Reference Number 
7. ORI
8. DNA Comments 

J.  Images 
1. Related Topic 
2. Caption
3. Viewable to public? 

K.  Documents 
1. Title
2. Related Topic 
3. Caption
4. Viewable to public? 

L.  Police Information 
1. Title
2. First Name 
3. Last Name 
4. Jurisdiction 
5. ORI
6. Agency
7. City 
8. State
9. Zip
10. Phone
11. Email
12. Case Number 
13. Date Reported 
14. Notes 
15. Circumstances 
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