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About this Guide

Purpose

What’s not
included

Audience

Assumptions

This guide supports Police personnel using the Search and Surveillance
systems.

It is intended as an introduction to the Search and Surveillance systems.

This guide does not discuss the business rules behind the process preparing
and approving search warrants and making warrantless entry or search power
notifications.

It also does not cover the following functions:
e Surveillance Device Warrant Application
Declaratory, Production & Examination Orders
Warrantless Surveillance Device Power Notification
Warrantless Road Block
Integrated Forms Reporting, e.g. Arms, CYP, Biosecurity, Drugs

For information on these functions, refer to Police Forms and the S&S
intranet site.

This guide is intended to be used by:
o staff who prepare and approve search warrant applications, and
e staff who complete warrantless power notifications.

It is assumed that the reader:
e can use a computer
o is familiar with Police business
e has access to the Search and Surveillance systems, and NIA.

Version The table below shows the version history of this guide.
history
Date Author Update description
Aug 12 | Mandy Corderoy Guide created
Sep 12 | Fiona O'Kane Updates
Dec 12 | Mandy Corderoy Updated for 1.2 release
Dec 12 | Mandy Corderoy Updated for the changes to the
Warrantless system
Apr 13 | Mandy Corderoy Updated for 1.3 release
Dec 14 | C M Daly Revised for 2.0 release of changes arising
from Multi-warrant Enhancement Project
Search and Surveillance - User Guide (v2.0) Page 4
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About this Guide, continued

Icons In this guide the following icons will be used to highlight different points to
note:
¥ Hintortip
&‘: Caution
Hyperlinks If you are using an electronic version of this guide, you can navigate around it
by clicking on the relevant section in the Table of Contents or on hyperlinks
that provide cross-references to key sections.
Hyperlinks are shown in blue, bold, underlined text.
When you hover your mouse cursor over a hyperlink, the cursor will change
to . Click your left mouse button and you will be taken to that section or
page number.
At the end of each section you can return to the Table of Contents by clicking
on the following link:
Return to
Table of Contents
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 5
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About the Search and Surveillance systems

Introduction

The Search and Surveillance Act 2012 took effect from 1 October 2012. This
Act requires police to record information relating to searches and surveillance
of targets.

The Search and Surveillance systems are used to record details of warranted
and warrantless powers and the outcomes of those searches.

The purposes of the two systems are shown in the table below, as well as how
these systems can be accessed.

System Purpose Accessed Reference (within this
document)
Search and Creating search warrant via the Police 1) Search and Surveillance
Surveillance | applications and reporting intranet system
outcomes.
Warrantless | Record the results of using | via the eQuip 2) Warrantless Notification
Notification | warrantless powers system System (via eQuip)
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 6
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1) Search and Surveillance system

Log in and out

When to use

How to access

This system is used for:
e creating search warrant applications
e creating search warrants, and
e reporting outcomes.

If you have access to NIA, you automatically have access to the Search &
Surveillance (S&S) system. If you have any access issues, contact the help
desk.

Access S&S by clicking All Applications from the home page of the Police
Intranet, then clicking Search and Surveillance.

NEW ZEALAND POLICE

INTRANET

Home Police Instructions Tools & Resources Districts & Groups Projects News & Updates Station Phonebook

e O e

S ' ds " stuffo.. Name or ID
Search and Survelliance
i Agvanced Search

Deputy Commissioner Viv

Rickard and Asswsnnl . .
. Car hit by a train near

son is trapped after their car Essential Links
e th a train at Dunsandel,
h Christchurch
» BL )

site after hit-and-run

14Sep 2012 MR 14Sep 2012 MR

Defence Force gets $45m in
payrises
The Defence Force is

» LexisNexs Quicklinks

14/15 *Restrncted for Staff Only*

el

Car collides with train in
Canterbury

Continued on next page
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Log in and out, Continued

Loginto S&S  Follow these steps to log in to S&S from the Applications page of the Police
Intranet.

Step Action

1 Click Search & Surveillance.

Note:

e The S&S works on the Google Chrome Browser. If the link is
selected when you are using Internet Explorer you will be
taken to a page advising:

This application isn't supported by your browser. To launch the
application in Chrome, please click on the link below:

Search and Surveillance

e This link will launch Chrome on your PC and take you to the
S&S logon panel below.

Result: The Search and Surveillance logon screen is displayed.

Logon - Search and Surveillance - AT
Version: 1.0.1-8MNAPBHOT Environment: AT
(22002014 17:500

Flease enteryour user ID and password. [fyou have forgotten your user
|0 or password, please contact the Help Desk on x43333

User Id

Password

0 Accessing this application for any reason other than for legitimate
work related purposes is prohibited and could lead to your
dismissal, following a proper employment enguiry, or criminal
prosecution.

&

2 Enter your User ID and Enterprise password. The password is case
sensitive.

3 Click Login.

Result: The Dashboard tab is displayed showing a list of your
applications with targets, roles, status and names.

Continued on next page
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Log in and out, continued

Log in to S&S Step Action
(Continued)
Search & Surveillance
Dashiboard | Query | Target History Query Craals Nev &opl cstion
Application & Targets Roles Status Info
SVUITER40N00321 @ 2 SMITH STREET, WalPLIKURAL, CENTRAL HAWKES BAY DISTRICT 4200 ::Z::-:;““ = i
Note: If your S&S session is left unattended for more than two
hours, your connection will time out. As long as the browser 1s
left alone, you can log back in and continue where you left off. If
the browser is closed, any data you have not saved will be lost.
Saving work ; . ..
5 ‘% There is no autosave function in S&S.
4 Save your work regularly by clicking [l when you finish working
on a screen.
Log out of S&S  Follow these steps to log out of S&S.
Step Action
1 Click the m button on the upper right hand side of the
screen.
Result: A confirmation screen pops up.
Confirm Log off x
You are ahout to log off.
Click logoffto confirm or cancel to return to the
application.
Cancel
2 Click the to confirm your log out of S&S.
Result: You are now logged out.
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 9
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Navigation

Introduction This view is the default screen once you log into the system. From here you
can navigate to any application you have a role in, or create a new
application.

Search & Surveillance
Dashboard | Query | Target History Query Croate Nsr!;ﬁanli:aiiun
Status: Text Searche
All X Show Al
Application £ Taigets Roles Status Info
Case: 1103081051
72040000221 @ 3 SMITH STREET, WAIPUKURAL, CENTRAL HAWKES BAY DISTRICT 4200 g! eoned | 5
: conllictions edst
Refer to the table below for more information on these tabs.
Tab Page
Dashboard See below
Query 99
Target History Query 101
Hover Help

A K? indicates that Hover Help 1s available for a column heading. Hover

your mouse pointer over a column heading. When the pointer changes to §?
an explanation of the column will be displayed.

This column disp
for the D

Relgs Status
! 1]
: h &=

Continued on next page
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Navigation, Continued

Scroll bar When using the vertical scroll bar it is best to click and drag the scroll bar

rather than use the up and down arrows.

Viewing

You are only able to view documents you have a role in.
permissions

Reference: See the table on page 16 for role types and functions.

Dashboard The dashboard consists of six columns:

e Application # — a list of all current applications for search warrant(s)
associated with the user.

Application #

SW27894000001¢(

8940000056

Targets — the targets associated with the application. The first two targets

are displayed; a count (in blue) reflects the number of other targets
associated with the application.

Targets

« I C='. Saloon, Holden, COMMODORE, Grey, 2012

@ 20 HERBERT ROAD, QUEENl’\}DOD, HAMI_TON CITY 3210
@ 921 RIVER ROAD, QUEENWOOD, HAMILTON CITY 3210
plus 1 other

e Roles — lists the key roles associated with the application, including the

Primary owner (P), Secondary owner (S), Approving officer (AO). The
user’s personal role in these applications is bolded in blue and italicised.

Roles Roles

P: P;
S Lo
A or Al

Continued on next page
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Navigation, Continued

Dashboard .

Status — lists the current status (colour-coded) of each application. For
(Continued)

example:

Status

Comrplete

Finzi

Pending
Approvel

e Info — Lists key information about the application, including case number,
name of operation it is associated with, and a user defined name for the
application. For example:

Info
Case: 110308/ 051

Operation: Manual re-write
Application Name: Tester 6

e Menu — Clicking on the menu button ( ) at the right of each application
allows you to either open the application for editing, or to create a similar
application (See Copv an application on page 59).

Info

Case: 130630/8830
Operation: Manual Re-write ‘
Application Name: Tester

Ope Open Application

Cas ’
Appl

Create Similar

-

Return to

If you are working in an application and wish to return to your dashboard and
Dashboard

full list of applications, click on the ““** button at the top right of your
screen.

Search Warrant Application

Continued on next page
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Navigation, Continued

Return to If you have not saved changes to your application the following prompt will
Dashboard i i

appear. Either click and then  to save any changes, or to
(Continued) PP y g

proceed without saving changes.

Filter & Search  The bar above the columns allows you to filter and search your list of
applications.

Status: * Text Search:

All v W| R Show Al

Annliratinn 2 Tarnate Rala= Statne

Filter by status: Clicking in the Status field presents a drop-down menu that
allows you to show All applications (this is the default), or only those
applications with the status selected (draft, pending approval, approved,
rejected, etc.)

¥ Deleted applications will show in your list for 24 hours from when
they were deleted, and can be re-opened within this timeframe if
deleted in error (see Undeleting a search warrant application page
62).

Continued on next page
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Navigation, Continued

Filter & Search
(Continued)

Query

Target History
Query

Create New
Application

Edit an existing

¥ Textsearch: This allows you to filter your applications based on the
Application #, or text within the targets field, operation and application
name. Text is NOT case-sensitive. Partial words can be recognised
(e.g., “ho” would bring up both “Holden” and “Honda”). This function
only applies to text on your dashboard list; it does not search the body
of any application.

Text Search:

W XK Show Al

To filter your Applications, select the required status and/or enter your text,

and click the Bt button. To display all your Applications again click the
button.

The Query tab allows you to search across all applications that you have
access to. This is explained further in the Query chapter on page_99.

The Target History Query tab allows you to search for any other
applications for warrants associated with a target NIA Id number. This is
explained further in the Target History Query chapter on page 101.

A new appllcatlon for a warrant(s) is created by clicking on the button
siassll towards the top right corner of your screen.

Alternatively, a new application can be created by clicking the  menu
button at the right of an existing application on the Dashboard, and selecting
Create Similar.

The process of creating a search warrant application will be covered in the
following section.

To edit an existing application listed on your Dashboard, click on the relevant

Application hyperlink under Application #.
Alternatively, an existing application can be opened by clicking the  menu
button at the right of the application on the Dashboard, and selecting Open
Application.
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 14
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Creating Search Warrants

Introduction  This section explains how to create a search warrant application, and search

warrants.
Before you The S&S system has been designed to be used in conjunction with NIA.
begin - using
with NIA A NIA Case ID is mandatory in the S&S system when creating an
application. Query functions in relation to targets also have an option to input
the relevant NIA ID. Targets that are ‘Things’ can only be queried and
selected if they have a NIA ID.
¥ Itis recommended that you have NIA and S&S open at the same time,
and toggle between systems as required.
¥ Itis good practice to review NIA information in relation to a case and
search warrant application targets prior to commencing an application,
to ensure that you have all the relevant information to include in your
application.
Note: If required information has not been entered in NIA, you must create a
record in NIA before beginning the S&S application.
Additional You can check the application history of your targets by entering the Target
application NIA Id in the Target History Query tab.
history

Required roles  Each search warrant requires:

e aprimary owner
e asecondary owner, and
e an approving officer.

However, you do not need to enter the approving officer until the application
is ready to approve.

Continued on next page
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Creating Search Warrants, Continued

Role functions ~ The table below shows the required roles and their function.

Role

Function

Primary owner

The person who creates the search warrant. Normally
the person who will execute the warrant.

Secondary owner

A person who can act as a backup to the primary owner.
This person can edit a document they have not created.

Applicant

The person who is applying for the warrant and has
responsibility for completing outcomes and reporting to
the Issuing Officer if required.

Approving officer

A person who can approve the application content. This
should be the supervisor of the primary owner.

General User -
(Optional)

A person who can assist with completing the majority of
the form (e.g. typist/ FMC Staff).

Note: This can only happen after the primary owner has
completed the minimum data required to save the
application, and added the staff member’s QID in the
General Users field under Personnel on the Details
tab.

Once the minimum information has been entered and
saved, it can be accessed by the General User.

Notes on e Each QID can be used only once per application (e.g. the approving
required roles officer cannot also act as the secondary owner).

e More than one QID can be entered under General Users.
e A general user can also change the QID in the General Users field (e.g. if
a FMC/Typist Supervisor needs to allocate the document to another FMC

ITypist).

o If'the typist’s QID is not entered in the General Users field they will not
see the document on the dashboard when they log into the S&S system.

e Therole of the General User is limited. Once the search warrant is
finalised General User access is terminated.

e Search warrants can only be viewed by those people who have a role in
them, e.g. secondary owner.

Search and Surveillance - User Guide (v2.0)
Last saved: 21 November 2014, 2:05 PM
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Creating Search Warrants, Continued

Minimum data
to save search
warrant
application

Mandatory
information

The minimum information that must be entered to create and save a search
warrant application is:

e Primary owner

e Secondary owner.

Mandatory information fields in the S&S system are denoted by a red asterisk

().

In some cases you will not be able to progress beyond a screen without
entering the mandatory information. In such cases the field(s) that require
information to be added will be highlighted as follows:

or

In other cases, a warning message may be given (see below). This warning
may be ignored for the moment but will need to be addressed prior to
submitting the application for approval or previewing a printed version of the
application.

You will not be able to submit an application for approval without completing
required information. If you try to submit an application with required
information missing, the number of fields that have information missing is
highlighted.

In the following example, four pieces of information are missing; one in
Application Details (the NIA Case number which has its field highlighted
with a red border), and three pieces of information in the Personnel tab). As
each item is addressed, the numbers reduce.

Continued on next page
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Creating Search Warrants, continued

a
o T ———————
1. Application Details [
Application Naimne Testers
2, Personnel
Operation Nama Manual re-write
3. Supporting
Information

et |

You will not be able to preview or print an application without completing the
required information. In such cases a message will appear that lists the
required information that is missing. For example:

Not all evidential material added to the application have been used
Warrant (712) has no evidential material specified

In this example, going to the Warrants tab will show where the missing

information is to be added. Click on ™ to go to the relevant screen to add
the required information. See below.

Evidential Executing Ris
Material  Officer As:

712 4 TACY STREET, KILBIRNIE, WELLINGTON CITY 6022 1 [Add] -

#  Target Offences

Continued on next page

Return to
Table of Contents
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Creating Search Warrants, continued

Create a search warrant application

Create a search  Follow these steps to create a search warrant application.
warrant

application

Step Action

1 Create a new application for a warrant(s) by clicking on the

button at the top right corner of your Dashboard

screein.

Result: The Create Application screen is displayed as follows.

Create Application x

Application Type SearchWarrant (56)

Secondary Owner '
Approving Officer

Application Name

Operation Name

@ Linkin Infranet Heln Cance Create

Notes:
e The Primary Owner is the user by default.

Alternatively, a new application can be created by clicking the
button at the right of an existing application on the Dashboard,
and selecting Create Similar. See Copy an application, at page
S9.

2 Enter a QID or Surname in the Secondary Owner field (a drop-
down list will appear). Select the relevant name. This person can
also edit the document.

Notes:

e A Secondary Owner must be defined to continue. The
Secondary Owner can be changed at any point.

e  When this role is entered, the Secondary Owner will be
notified by automated email that they have been assigned the
role on this application.

Continued on next page
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Creating Search Warrants, Continued

Create a search Step Action
warrant 3 Enter a QID or Surname in the Approving Officer field. This
application should be the Primary Owner's supervisor (Sergeant or above).

(continued) (a drop-down list will appear). Select the relevant name. This

person can also edit the application, up to and including the point
at which it is being considered for approval.

Notes:

e The Approving officer must be different from the Primary
Owner and the Secondary Owner.

e Entering an Approving officer is optional at this point, but
must be added before the application is submitted for
approval.

e The Approving officer can be changed at any point

e When this role is entered, the Approving Officer will be
notified by automated email that they have been assigned the
role on this application.

4 [Optional] Enter a name for your application in the Application
Name field.

¥ Itis recommended that you enter a meaningful name for
your application to aid future searches and/or its use as a
template using Create Similar.

5 [Optional] If your warrant is linked to an ongoing Operation,
enter the name of the Operation in the Operation Name field.

¥ While optional to enter the name of any Operation the
warrant is linked to, it is good practice to do so, to aid
future searches and/or its use as a template using Create
Similar.

6 Once the relevant information is entered, click on L& to
proceed.

Result: The Application Details tab is displayed.

Continued on next page
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Creating Search Warrants, continued

Create a search
warrant
application
(continued)

Step

2. Porsonnel

3. Supporting
Information

Search Warrant Application =] L

SW278940000026 Ilm-led:-l 102014 12201 @

Detalls Targets Warrants

1. Application Details

e
T Delets Ationg ¥ B Frauew Close

Application Name Tesler 1

Operation Name Manual Re-wite

NIA Case Number * x 13063008820

CARD Number

Statement of Truth * nfarmation |3 being capiured 1or & wimen applicaton

Note: The information in the red rectangle above the tabs shows:

o the application number you are working on

e the QID of who modified the application last (which may be
the primary or secondary owner, approving officer or general
user)

e the date and time it was last saved

e the status of the application — Draft in the example shown.

¥ It is recommended that you work systematically through
each tab and sub-tab (i.e. Details — 1 Application Details,
2 Personnel, 3 Supporting Information; Targets — 1
Targets, 2 Offences, 3 Evidential Material; Warrants) to
build the information that you will add to your warrant
application.

Details tab — 1. Application Details

Enter the NIA Case Number the application is in relation to.

Note: This is a required field.

[Optional] Enter the CARD Number.

Statement of Truth: Click on the field to show a drop-down list
of options, and select:

e Information is being captured for a written application
(default); or

¢ Information is being captured from an oral application.

Note: This is a required field.

Continued on next page
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Creating Search Warrants, continued

Create a search
warrant
application
(continued)

Search and Surveillance - User Guide (v2.0)
Last saved: 21 November 2014, 2:05 PM

Step Action

2.Personnel

10 Once the relevant information is entered, click on
to proceed.

d Save your work as you go! Click [ e |

Result: The Personnel tab is displayed.

Search Warrant Application alsen

1. Application Detalls
Prisnary Owner
——a

3. Supporting 056 D
Information Rank Choose Cne

Town

Secondary Ovmer

Approvng Ommicer
Goneral Users

Issuing Officer Details

Type * Authorised lssuing

Town ity *

Details tab — 2. Personnel

11 Applicant: The Applicant on the search warrant application
defaults to the Primary Owner. If you wish to change the
applicant, enter a QID or Surname in the Applicant field (a drop-
down list will appear). Select the relevant name.

Note: When this role is changed, the new Applicant and
Secondary Owner will be notified by automated email that a new
applicant has been assigned on the application.

12 Rank & Town: If these fields are not automatically populated,
click on the Rank field and select the appropriate rank of the
applicant.

In the Town field, enter the town or city in which the applicant is
based (free text).

Note: These are required fields.

13 Enter General Users if required (QID, surname), e.g. a typist.

Note: Once the search warrant is finalised, a General User’s
access 1s terminated.

Continued on next page
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Creating Search Warrants, continued

Create a search Step Action
warrant 14 Select the Issuing Officer Type.
application

(continued) Notes-

e If Authorised Issuing Officer is selected, the Town/City
field 1s mandatory.

e If Judge is selected, the Court field is mandatory — select
the relevant Court from the drop-down list. Note: Location
appears first; e.g. Wellington (HC). The Court Type will
display automatically.

15 . . ) 3. supportng

Once the relevant information is entered, click on e

to proceed.

4 Save your work as you go! Click

Result: The Supporting Information tab is displayed.

Search Warrant Application i =
SW276940000272 umrmm-rmzou o3 | (20D E Close
l Detalls Targets Warrants

1. Application Details — -
raion” (ao1]
&
Details tab — 3. Supporting Information
16 Note: These are mandatory fields.

To enter text into these fields (or to edit text already present)

click on Kk,

Result: The following screen appears.

3 In Support of as x
B 7 U = W W pPaagrph -~

1
-
Continued on next page
Search and Surveillance - User Guide (v2.0) Page 23

Last saved: 21 November 2014, 2:05 PM December 2014



Creating Search Warrants, Continued

Create a search Step Action

warrant Notes

?&%ﬁfﬁéﬁ? e The Guidelines tab provides guidance on the information
that should be covered to the extent that it is relevant to a
proper consideration of the application.
e Relatively simple text can be entered here and formatted
using the rich text editor functions — Bold, Italic Underline,
bullets, etc:

e When finished entering text, click 5
Supporting Information.

e [f more than 10-12 lines of text have been entered, then the
text field will not show any formatting you have applied.
This has not been lost! The formatting reappears if the
button is clicked again.

¥ For longer text entries, regularly click to save what
you have done and remain on this screen.
U4
&‘\ Clicking the button will exit the screen without

saving what you have entered.

¥ For more complex documents requiring more complex
formatting, create these in a Word document, and attach
it to the final application — record in this field words to
the effect of “Refer to Annex”.

17 Repeat Step 16 for the mandatory field Information
Supporting Belief that Evidential Material Obtainable*

Return to
Table of Contents
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Creating Search Warrants, continued

Add targets to your application

Adding a Step Action
target(s) 18 Click the ™= tab to enter targets for your application.
Result: The Targets tab is displayed.
W Search Warrant Application LI ogs
SW278940000272  Modified: -1'10'20|l 1203 @ Close
[ o e ——————
1. Targets Description :::;gm TAH Usage Status
2, Offences
3. Badential Material
Targets tab — 1. Targets
19 To add a target to your warrant application, click on to
the top right of the Targets tab.
Result: The Add Target window pops up, showing the Case,
Place, Vehicle and Thing tabs.
| AdaTarget x
‘ NIA Case Number(s) Results
| 11030811051 0 \Dnig%fgfggﬁswﬂ.FDREST‘WNFASTME MILL BYPASS, VUHAKAREWAREY(A, ROTORUA
@ 515 MATHESON ROAD, TIKOKIND, CENTRAL HANKES BAY DISTRICT 4274 m
20 The 1nitial screen is Case. This shows the NIA Case
Number(s) associated with your application, and lists any
targets that may have already be associated with that case in
NIA.
If you wish to add one or more of any targets listed to your
application, click the associated K&l button.
Result: The following pop-up box is displayed.
Description * ‘ 96 KANAHA POINT ROAD KAWAHA POINT, ROTORUA DISTRICT ’
[~ APre-SearchWarrant Risk Assessment has been completed Cancel
21 This prompts you to confirm whether a Pre-Search Warrant
Risk Assessment has been completed. If it has, check the box
(#); if it has not been completed, leave the box blank.
Click 21 to add the target to your list of targets.
Continued on next page
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Creating Search Warrants, Continued

Adding a Step

Action

target(s)
(continued)

Notes:

e If a Pre-Search Warrant Risk Assessment has not been
completed, this may be queried by the Approving officer
prior to approval being given. However, this checkbox can
be updated prior to submitting the application for approval.

Result: the Add Target screen is displayed again showing the
target has been added.

Add Target

Case ‘ Place | Vehicle | Thing

MIA Case Number(s) Results
11020871051
v Added
§ 515 MATHESOM ROAD, TIKOKING, CENTRAL HAWKES BAY DISTRICT 4274 ﬁ
22 Repeat this for any other relevant targets on this Case number

that you require warrants for, or add new/different target(s)
using the Place, Vehicle or Thing tabs as follows.

23

If targetisa: Then
Location Click the Place tab.
Result: The following is displayed.

Add Target

Query Criteria Results

By Address v

Search boundary: *

‘ District j

Station: '

Abi

Address: *

By Town/Suburb + Location Commen >
Name

NIAID >

Continued on next page

Search and Surveillance - User Guide (v2.0) Page 26

Last saved: 21 November 2014, 2:05 PM December 2014



Creating Search Warrants, Continued

Adding a
target(s)
(continued)

Step Action

If targetisa: Then
Location You can specify the location:
(Continued)

By Address — Enter a station and address
string, e.g. Wellington Station, 14
Majoribanks Street (Note: As you start
typing the address details, the auto complete
feature will start to display possible
matching results). Select the best/correct

match, click the WL button to provide a
list of results, and then click next to the
correct match; OR

By Town/Suburb + Location Common
Name — Enter a town/suburb and NIA
common name, e.g. Mt Vic Lookout, click

the W' button and from the list of results
select the correct match and click to
populate the field; OR

By NIA ID — Enter the NIA Id of the
location in the Location Id field click the

Ll button and from the list of results
select the correct match and click to
populate the field.

Note: Each query can be cleared by clicking

on the refresh button and entering
new/different information.

Result: The following box pops up.

Results

Description * | MOUNT VICTORIA LOOKOUT, MOUNT VICTORIA, WELLINGTON CITY |

A Pre-Search Warrant Risk Assessment has been completed Cancel

¥ You can overtype the Description to
make it more meaningful if required.

This prompts you to confirm whether a Pre-
Search Warrant Risk Assessment has been
completed. If it has, check the box (#); if it
has not been completed, leave the box blank.
Click E22 to add the location to your list of
targets.

Continued on next page
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Creating Search Warrants, continued

Adding a Step Action
target(s) 24 If targetis a:  Then
(continued) Vehicle Click the Vehicle tab.

Result: The following is displayed.

| Add Target

|
T e T I

Query Criteria Resuits

Regno:

VI

Vehicle k:
5

Select Registration No. or VIN from the
dropdown menu and enter the appropriate
details; OR

Enter the NIA ID of the vehicle in Vehicle
Id field.

Click the button and from the list of
results select the correct match and click

Note: Each query can be cleared by clicking

on the refresh button © and entering
new/different information.

Result: The following box pops up.

pescription * | ommercial venicie, Lignt van, volkswagen, TRANSPORTER, White, 201 ’

A Pre-Search Warrant Risk Assessment has been completed Cancel Iﬁ

¢  You can overtype the Description to
make it more meaningful if required.

Confirm whether a Pre-Search Warrant
Risk Assessment has been completed. If it
has, check the box (/#); if it has not been
completed, leave the box blank. Click FZl

to add the vehicle to your list of targets.

Continued on next page

Search and Surveillance - User Guide (v2.0) Page 28
Last saved: 21 November 2014, 2:05 PM December 2014



Creating Search Warrants, Continued

Adding a Step Action
target(s) 25 Iftargetisa:  Then
(continued) Thing Click the Thing tab.

Resgﬁlft;;[hg[qlflgyy?ing is displayed.

| Add Target

Query Criteria Results

‘ NIA ftem Id: *

| |

‘ - |
Enter the NIA ID of the item in the NIA
Item Id field.

¥ IfaNIA ID does not already exist
for the item, you must create one in
NIA first, so it can be used in the
application.

Click the Ln%l button and from the list of
results select the correct match and click
to populate the field.

Note: Each query can be cleared by clicking

on the refresh button and entering
new/different information.

Result: The following box pops up.

¥ Youcan overtype the Description to
make it more meaningful if required.

Confirm whether a Pre-Search Warrant
Risk Assessment has been completed

Thing or Facility: It also prompts you to
specify whether the item is a ‘thing’ or
“facility’. Select the relevant option from
the drop-down menu which appears when
you click on the text field.

Continued on next page
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Creating Search Warrants, continued

Adding a Step Action

targqt(s) Thing Note:

(continued) (Continued) e A Facility is a thing that is not situated
at a physical location which a person can
enter and search. Examples would
include an Internet data storage facility,

a website or a hotmail (email) account)

e See Create a Facility for use in the
Search & Surveillance application on
page 66 in this document for instructions
on how to create a facility in NIA.

Click B22X to add the item to your list of

targets.

26 Once you have added the target(s), click the “"** button at the
bottom right of the Add Target screen.

Result: This takes you back to the Targets tab opening screen,

and lists the target(s) you have specified.

Search Warrant Application L .
e e N
[ o e, I ———————————

1. Targets Description Z’:;sm TAH Usage Status
2 offonces 0 20HERBERT RoaD, QUEENDOD, HaL ToN CITY 213 v " ;
et 9 921 RIVER ROAD, QUEENWOOD, HAMILTON CITY 3210 v 1 @ i

0 SL20ACANGA AP 50 PO G P LTI VTR WOMESEISTRRT . @ !

Note: This screen:

e lists the target descriptions, with icons for location ( ¢),
vehicle (#) or thing (©)

e shows the NIA Id number for the target when the cursor is
hovered over the icons ( k?)

o indicates whether the target has had a Pre-Search Warrant
Risk Assessment completed, v or *

e indicates if TAH (Target Application History) exists,
showing the number of search warrant applications made
against the target within the previous three months (blank =
none)

¢ indicates the Usage — the number of warrants associated with
this application that a target has been assigned to

Continued on next page
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Creating Search Warrants, continued

Adding a Step Action
target(s) ; e shows any conflicts; see Managing target conflictions on
(continued) page 43 for ‘Unresolved’ v. ‘Resolved’ conflictions

e shows the Status of the application target — whether ‘Open’
or ‘Closed’, or ‘Pending’; see Requesting ‘Closed’ status
for a target on page 44.

Notes:

e From this screen, you can change the description of or other
details of a target, close or delete it. Click on the ' menu
button at the right of each line, and selecting the option
required from the following drop down menu.

= 0
# Edit |
a clc r ‘
@ Delete Target ‘

e A target may also be edited by clicking on the hyperlink
description.

e See also Amend an application on page 64 for amending
applications, and editing targets.

e Additional targets can be added by clicking on RS,

27 Once the relevant information is entered, click on ™"
to proceed.
Result: The Targets tab — 2. Offences is displayed.
Search Warrant Application
sw27010000272 | Moditied: [ 10201 1332 | @D ﬁ Close
1. Targets Daseription ActSoction Usage
2. Offances
Continued on next page
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Creating Search Warrants, continued

Adding a Step Action

target(s) Targets tab — 2. Offences

(continued) 28 To add a suspected offence, click on to the top right of
the Offences tab.

Result: The Add Offence window is displayed.

Add Offence *
Description
Statute Choose One
Section
ance m i

Enter the relevant details:

Description — Use free text to specify the suspected offence(s),
which for S6 Warrants must be punishable by imprisonment.

Statute - Click on the field and begin typing the name of the
relevant statute and/or select the statute from the drop-down list.

Section — Use free text to specify the relevant section of the
statute.

§  Please take care and check your spelling 1s correct.

Click on to add the offence to your application.

Repeat process as required to add additional suspected offences
to your application.

Result: The Offences tab displays the list of offences entered.

Search Warrant Application

swergssononars | toamec: [l 020001554 | @D 1B PrintFinal E Sl0se

1. Targots Description ActSection Usaue
2. Offences Section 9 ofthe Summary OTences Act 981 ‘ E ‘
3. Puvidential Material Posse Section 138 ofthe Summary Ofences Ac11987 3 ‘ : ‘
Po Section 7 oftha Misuse of Drugs Act 1975 5 \ i ‘
Continued on next page
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Creating Search Warrants, continued

Adding a Step Action
target(s) Notes:
(continued) e The information about each offence can be edited by either
clicking on the description hyperlink (e.g. Assault of a person
in the image above) or on the ' button, which displays a
drop down menu.
usage
’ u
/ Edit
T Delete Oifence
e An offence can also be deleted by clicking on the |* button
and selecting Delete Offence from the menu. This will
display a confirmation screen that will either confirm the
deletion or cancel the deletion.
Delete Offence ®
Are you sure you want to delets this offence?
e Usage refers to how many times each offence is used within
your application, across different targets. This will show as
‘0’ until warrants have been created, or it may be used more
than once (e.g. the same offence at more than one place/
location).
29 Once the relevant offence(s) are entered, click on ~ *Her! e
to proceed.
¥ Save your work as you go! Click
Result: The Targets tab — 3. Evidential Material is displayed.
W Search Warrant Application aksas
SW278940000272 Modiﬁatl:-l.io.zoﬂ 1332 | m ﬁ Closs
l Detalls | Targets Warrants — T ——— T ™
1. Tangers bescription Usage
2. Offences
3. Bvidontial Matarial
Continued on next page
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Creating Search Warrants, continued

Adding a
target(s)
(continued)

Step Action

Targets tab — 3. Evidential Material

30 To add Evidential Material to your warrant application, click on
RS at the top right of the Evidential Material tab.

Result: The Evidential Material window 1s displayed.

Evidential Material ®

["'i Linkta Intranet for example texd to indude in Evidendial hl"-h:n'«l] Cancel Apaly

Notes:

e This field generates a list of the evidential material that you
are searching for. It will appear as a bullet pointed list in your
search warrant application.

This 1s a free text field, but does not support text formatting.
The size of the field is limited to approximately 12-15 lines.
A link to intranet (see red box) provides guidance on the
information that can be included in this field.

Click on to add the Evidential Material to your
application.

Repeat process to add other items/types of Evidential Material to
your application if applicable.

Result: The Evidential Material tab displays the list of
Evidential Material entered.

Search Warrant Application

swazeo10000113 | Modiis I 171020 14 1457 ot ) B3 Print Final E
Details | Targets | Wainams | Approval | Outcomes

1. Targets Description

2. Offences somputsrs, |aptops and assoclated squipment 5

3. Bvdential natertal Evidence | g
Evidence 2 1

Evidence 3 1

Continued on next page
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Creating Search Warrants, continued

Adding a Step Action
target(s) Notes:
(continued) e The information about each item of Evidential Material can

be edited by either clicking on the description hyperlink (e.g.
“Telephony equipment’ in the image above) or on the [
button, which displays a drop down menu

(CEVN o 20d Evidential Materis| |
: 1
Z Edit

M Celete Evdential Matena ‘

e Evidential Material can also be deleted by clicking on the '
button and selecting Delete Evidential Material from the
menu. This will display a confirmation screen that will either
confirm the deletion or cancel the deletion

Delete Evidential Material x

Are yol sure you want to delete this evidential matenal®

e Usage refers to how many times each item of Evidential
Material is used within your application, across different
targets.

31 Once the relevant Evidential Material is entered, click on the
e tab to proceed.

)

4§ Save your work as you go! Click
Result: The Warrants tab is displayed.

Search Warrant Application

" o :
swer6940000026 | mouriea: [ 31102014 1422 | €D Glose

I Detals I Targets Warrams

e
= Targer Offences Cemial Exectting Risk oy gy [ acdviairard|
Material  Omcer Assessed

Continued on next page
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Creating Search Warrants, continued

Adding a warrant

Adding a Step Action

warrgnt(s) Warrants tab

(continued) 32 You now need to create the search warrants associated with this
application.

Note: There can only be one target per warrant.

To add Warrant(s) to your application, click on to the
right of the Warrants tab.

Result: The Warrant Details (#) window is displayed, listing all
the targets you have entered for this application.

Warrant Details (#) ®

)

Targets Offences Evidential Material Details Additional Information Warrant Conditions

Status Description Usage

I @ Q FLAT 1, 36 TASMAN STREET, MOUNT COOK, WELLINCGTON CITY 6021

r @) 9 1630 COUTTS STREET, KILAIRNIE, WELLINGTON CITY 6022

 EE) 9 MOUNTVICTORIALOOKDUT, WELLINGTON GENTRAL, WELLINGTON GITY
r & [ =1, 55'00n, Holdan, COMMODORE, Grey, 2012

r @€ = Jc:. 5¢\oon Mazda, 626, Green 2000

Note: The # will be replaced by a randomly generated three digit
number once your warrant is saved.

33 Click the box of the target you want to create a warrant for.

Note: Only one target can be selected at a time.

4§ Work systematically across the tabs: Offences,
Evidential Material, Details, Additional Information,
Warrant Conditions. If you click Save before
completing all the mandatory information fields, you will
get an error message requiring you to complete those
fields.

Search and Surveillance

Continued on next page
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Creating Search Warrants, Continued

Adding a
warrant(s)
(continued)

Step Action

Warrant Details — Offences

34 Click on the Offences tab.

Result: The following window is displayed, listing all the
offences you have entered for this application.

Warrant Details|{#415) - 16-30 COUTTS STREET, KILBIRNIE, WELLINGT... x

Targets Offences Evidential Material Details Additional Information Warrant Conditions

- Assault of a person Section 9 ofthe Summary Offences Act 1981 2

jm| Fossession of knives Section 134 of the Summary Offences Act 1981 3

- Fossession of drugs Section 7 ofthe Misuse of Drugs Act 1975 2
Gl - |

35 Select the suspected offences in relation to this target. More than
one can be selected. To select all the offences listed, click the
box at the top of the Description column (see red box).

¥ Foralong list of offences, and multiple offences per
warrant, select all the offences and then de-select those
that are not relevant (i.e. untick the box next to the
irrelevant offence).

To the right of each offence you have selected, indicate whether
this is an offence that Has been committed, Is being committed,
Will be committed or a combination, as approriate. See blue box.

Notes:

e If you overlook this step, you will be prompted to complete it
when you come to Save the warrant details.

e A number has now been assigned to this warrant — see green
box.

e The Usage column on this (and other screens) indicates the
number of times that offence has been used in this
application.

Continued on next page
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Creating Search Warrants, continued

Adding a Step Action
warrant(s) Warrant Details — Evidential Material
(continued) 36  Click on the Evidential Material tab.

Result: The following window is displayed, listing all the
evidential material you have entered for this application.

Warrant Details (7940) -2 SMITH STREET, WAIPUKURAU, CENTRAL HAWK... x 1

N

Targets Offences Evidential Naterial Details Additional Information Wartant Conditions

[ Description Usage
[T All personal and business conespondznee whether New Zealand or overseas hased i.

[T Finenclal statements, Socuments 3upponing the pregaration aTfnancial stetemen

[~ Financial documents, including bank and credit card stafements, cheque books, ds ..

[T salz and purchase agreements, setflement statements, ditect credt amviee s, trus

37 Select the evidential material relevant to this target. More than
one can be selected. To select all the evidential material listed,
click the box at the top of the Description column.

Warrant Details - Details
38 Click on the Details tab.

Result: The following window is displayed.

Warrant Details (7¥940) -2 SMITH STREET, WAIPUKURAU, CENTRAL HAWK... x

Targets Offences Evidortial Material Dotails Additional Information Wattant Conditions

MODA [v Relates to MODA M Does notrelate to MODA

Execution Occasions 1 Duration Days &

I~ Warrant will be execited covertly

[~ HSIU Notification

Continued on next page

Search and Surveillance - User Guide (v2.0) Page 38
Last saved: 21 November 2014, 2:05 PM December 2014



Creating Search Warrants, Continued

Adding a Step Action
warrant(s) 39 MODA: Select Relates to MODA if you have listed suspected
(continued) offences under the Misuse of Drugs Act, or select Does not

Relate to MODA if there are suspected offences that do not
relate to the Misuse of Drugs Act (or both if both apply to this
warrant).

¥ If you have a drug and non drug offence in your warrant,
tick both boxes. Different paragraphs will be inserted into
your warrant, relating to the powers granted.

40 Execution Occasions: Enter the Number of Occasions the
warrant will be executed. This must be between 1 and 99 times
(Default is 1).

Note: If more than 1 Occasion is selected the reason(s) why this
is necessary must be entered in the Additional Information
field. See Step 46.

41 Duration Days: Enter the Warrant Duration. This must be
between 1 and 30 days (Default is 14).

Note: The period must not exceed 30 days. If more than 14 days
you must justify reason(s) this is necessary in the Additional
Information field. See Step 46.

42 Executing Officer: Change the Executing Officer if required, By
default the Primary owner is listed as the Executing Officer of
the warrant.

43 Warrant will be executed covertly: Tick the box if the warrant
will be executed covertly.

Result: The covert conditions boxes will be displayed.

44 Tick the appropriate box(es) to indicate whether the warrant is to
be executed covertly to prevent:
e endangering the safety of any person
e prejudice of ongoing investigations, or
e both.

Continued on next page
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Creating Search Warrants, Continued

Adding a
warrant(s)
(continued)

Step

Action

45

Human Source Management Unit (HSMU) Notification:
Tick the box if your warrant application includes information
provided by a Covert Human Intelligence Source (CHIS).

Once your search warrant outcomes have been completed,
ticking this box will generate a notification to prompt you to
advise the HSMU of relevant results from executing your
warrant.

Warrant Details — Additional Information

46

Click on the Additional Information tab.

Result: The following window is displayed.

Warrant Details (#940) - 2 SMITH STREET, WAIPUKURAU, CENTRAL HAWK... x

Targets Offences Evidential Material Details Additional Information Warrant Conditions

@ Linkto Infranet Helg
Click to Edit

Cancel ‘ ﬁw |

47

Click on

Notes:

e This field allows you to provide any additional information
that is required to enable the issuing officer to approve the
application. For example:

— information about any particular circumstances that
might affect reasonableness and how these are to be
addressed during execution

— use of surveillance or AOS/STG to support search safety

— any information about steps that will be taken to protect
privileged or confidential material

— reasons for any warrant period longer than 14 days

— reasons for any multiple executions requested.

Continued on next page
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Creating Search Warrants, Continued

Adding a
warrant(s)
(continued)

Step

Action

e Check NIA for any relevant information relating to the target
that should be included here.

e This s a free text field. If there is a substantial volume of
material you should format appropriately using the built in
text editor, or prepare a Word document and refer to it as an
annex.

Once you have entered any additional information, click to
apply it to your warrant. This will populate the text field on the
Additional Information tab. Lengthy text entries will not show
their formatting. However, this is preserved. Your information
can be edited by clicking in the body of the field.

Warrant Details — Warrant Conditions

48

Click on the Warrant Conditions tab.

Result: The following window is displayed.

Warrant Details (#940) - 2 SMITH STREET, WAIPUKURAU, CENTRAL HAWK... ®

Targets Offences Evidential Material Details Additional Information Warrant Conditions

Click to Edit

Cancel %|

49

Click on

Notes:
e This field allows you to specify any conditions specified by
the Judge or issuing officer. For example:
— restrictions on time of execution (e.g. during school
hours if children live in a home)
— condition that occupier provide reasonable assistance
— requirement that the Commissioner provide a search
warrant report within specified period from the date of
the warrant under s.104.

Continued on next page
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Creating Search Warrants, Continued

Adding a
warrant(s)
(continued)

Step

Action

Warrants Details

e Any conditions will generally need to be inserted after
discussion with the issuing officer or can be handwritten in at
the time (a space is left for this on the printed form).

e This s a free text field. If there is a substantial volume of
material you should format appropriately using the built in
text editor, or prepare a Word document and refer to it as an
annex.

Once you have entered any warrant conditions, click to
apply it to your warrant. This will populate the text field on the
Warrant Conditions tab. Lengthy text entries will not show
their formatting. However, this is preserved. Your information
can be edited by clicking in the body of the field.

50

Once you have completed entering the relevant information on
each of the tabs:

e Save your work. Click the button, which returns you to
the Warrants tab. From this page you can add another
warrant, or amend one you have already worked on.

e Go back to the Targets tab, and repeat the process for each
of the targets you require warrants for.

Note: If you click the button without completing all the
mandatory fields in Warrant Details, an error message will
indicate where any gaps in the information are.

Return to
Table of Contents
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Creating Search Warrants, continued

Managing target conflictions

Managing
target
conflictions

If you attempt to add a warrant for a target that is the subject of another
warrant application, it is highlighted as a target confliction. There are a
number of ways and places in which this 1s shown:

e on the Targets and Warrants tabs of an application will
appear next to the conflicted targets/warrants
e on the Dashboard, the application with a confliction will show
Unresolved confiictions exist 1n the Info column.

The other persons who are using the target (the Primary and Secondary
owners) will receive email notification that another officer has added that
target to an application.

Target confliction 1s shown up until the stage the application is finalised. You
will receive a warning if you attempt to finalise an application before any
confliction are resolved.

If you can see a confliction, you will have the option to delete the target from
your application or resolve the confliction.

In the Targets or Warrants tabs of an application clicking on
will allow you to view details of the conflicting applications — their Primary
and Secondary owners.

Conflicting Applications x

Primary Owner
Socondaly Owner
Closz Resolve Carflickon

Officers with target conflictions must act to resolve the potential conflict.
This may include one or other party deleting the target from their application,
agreeing to a joint application, sharing information as to outcomes, deferring
an application or execution, or continuing.

If the confliction is resolved, and the target remains part of your application,

click on the button.

Results: On the Targets and Warrants tabs of an application the target is
shown with beside it; on the Dashboard it will appear as

Resolved conflicions exis{

Search and Surveillance - User Guide (v2.0) Page 43
Last saved: 21 November 2014, 2:05 PM December 2014



Creating Search Warrants, continued

Requesting ‘Closed’ status for a target

When to use Request closed status if one or more targets within an application contains a
lot of 'source' information, surveillance observations and sensitive enquiries
where the inadvertent disclosure of these details could seriously affect the
likelihood of a successful investigation.

Request closed  Follow these steps to change the status of a target from ‘Open’ to ‘Closed’.
status
Notes:
e The default is Open.
e If Closed status is requested, the request has to be approved by a Field
Manager (Detective Inspector) before the status can be confirmed.
e You can only close a target prior to using it in a search warrant
application (1.e. usage is 0’).

Step Action
1 From your open application click on the Targets tab. Click on

the | button at the right of the target you want to close, and
select Close Target from the drop-down menu.

/ Edit ‘

Result: The Close Target box appears.

Close Target x

Feld Manager

Approval Required By *

Closed Reason *

2 Complete the Field Manager, Approval Required By (date and
time) and Closed Reason fields and then click M‘

Result: The nominated Field Manager will receive an email (as
will the Secondary owner), and the application now appears in
your Targets tab with a status of Pending and the Field
Manager’s QID.

Status
Continued on next page
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Creating Search Warrants, continued

Request closed Step Action
status Notes:
(continued) e The Field Manager must be different from the Secondar
g Y
owner.
¢ You (and the Secondary owner) will receive an email
advising that “a result for an Approval Request for Target
Closure you are assigned to has been recorded”. This means
that the nominated Field Manager has either:
— approved your request for Closed status; or
— rejected your request.
Result: In your application’s list of targets, the target now has a
status of Closed (if approved) or Rejected, and the nominated
Field Manager’s QID.
Status Status
or
3 Clicking on the button will bring up details of the closed target,
including the date and time it was approved or rejected. If it was
rejected the Rejected Reason is given.
Details of Close Target ®
Approval Required By 13102014 17:00
Closed Reason Sensitive infarmation
Date ApprovedRejected 10/ 042014 13:30
Rejected Reason disagree sensitve info
4 After the target 1s Closed, you can re-open it. Click on the O
button at the right of the closed target, and select Reopen Target
from the drop-down menu
@ Z Edit ‘
@ g Reopen Target ‘
Loren L conc T Delete Target ‘
Continued on next page
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Creating Search Warrants, Continued

Request closed
status
(continued)

Confliction
notifications

Step Action

Result: The following box will pop-up, requesting your
confirmation.

Click on Confirm, and the status of the target will revert to
Open.

Notes:

If a target in a warrant application matches a target that has been
designated Closed in another warrant application, then a confliction will
be highlighted.

The confliction check will only look for matching targets that are
associated to warrant(s) within other Search Warrant applications deemed
‘active’; i.e. those that have the Application status of Draft, Pending
Approval, Approved or Rejected.

Targets that are found in applications with ‘non active’ statuses (i.e.
Deleted, Final, Completed) will not be displayed as “conflicted".
Targets found in applications with "active' statuses but are not associated
to any warrant will not be displayed as "conflicted".

Where the matching targets have different target classification status (i.e.
Open/Closed or Closed/Open), only the owners of the closed target will
be notified and the 'confliction’ displayed.

Where the matching targets have the same target classification status (i.e.
Open/Open or Closed/Closed), both sets of owners will be notified and
‘confliction’ will display on their applications.

Return to
Table of Contents
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Creating Search Warrants, continued

Previewing and printing search warrant applications

Introduction

Previewing
your
application

Previewing your application in draft allows you to check that all relevant and
required information has been added to your application prior to submitting it
for approval.

Once created, the draft shows information inserted into the application
template based on your responses. This information 1s highlighted in yellow.
It also shows a ‘Draft’ watermark.

Once an application has been approved and is ready to go before an issuing
officer, the yellow highlighting and draft watermark disappears, and an
additional copy of each warrant and notice to the occupier or person in charge
1s printed.

Step Action
1 From your open application click on the

button.

Note: If you have not entered all the required information in
your application, this will be highlighted. See following image.

Click on “#! to address any gaps in the required information.

Walcoma|

=
L A A A A

S omences Ml Exectting Risk O o
. Material  Officer  Assessed . inl

515 MATHESON ROAD, TIKDKINO, CENTRAL HAWKES BAY DISTRICT 4274 3 v a
2 SMITH STREET, WAIPUKURAU, CENTRAL HAWKES BAY DISTRICT 4200 v D
N

Warrarft (400) fas no offence specified
Warrarjt (358) ljas v idential material specified

If all mandatory fields are complete then the following message
will display on your bottom taskbar.

Keep | Discadl

Search & Surveillance

swersssonotts | moame e or0z011 1602

A This type of file can harm your computer, Do vou
want to keep SW278940000114,pdf anyway?

Search and Surveillance - User Guide (v2.0)
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Creating Search Warrants, Continued

Previewing Step Action
your 2 Click on and a pdf file of your draft application will
application download and appear on your bottom taskbar, as follows.

(continued)

3 Click on this to view and print as required.

Notes:

e The yellow highlighted text has been inserted from
information you’ve provided.

e This shows and prints with a ‘Draft’ watermark.

e You cannot edit this version/file. If you need to make
changes you will need to do this in the application itself, and
then preview it again.

Return to
Table of Contents
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Submit a search warrant application for approval

Submit search ~ Once you are satisfied your draft application is complete it is submitted to the

warrant designated Approving officer for approval.
application for
approval Step Action

selecting Open Application.

ition Name: Tester & | : |
rad ranflirfinne avict
Open Application
|
I Create Similar

Result: The application displays as follows.

Search Warrant Application
sw2raa40000114 | Woaitiod: [ 102014 1527 | €D

I Detalls l Targets I Warrants

1 Open the application by either clicking the application number
hvperlink in the Application # column, or by clicking on ' and

2 Click and then @ suomit for Approval

Submit for Approval

Approving Officer *
Approval Required By *

Comments

Result: The Submit for Approval window is displayed.

C"arkie‘ m

in 24-hour format.

3 Specify when Approval Required By by clicking on the
Calendar field (red box) and selecting the date from the pop-up
calendar; enter the time in the free text HH:MM field (blue box)

when considering the application.

4 Add any Comments you wish the approving officer to know

Note: The Approving officer can be designated at this point (if
not already specified), or can be changed by clicking in the
Approving Officer field and entering a QID/last name.

Search and Surveillance - User Guide (v2.0)
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Submit a search warrant application for approval, Continued

Submit search Step Action
warrant 5 Click
application for ’
roval ..
?gg;g;:ed) Result: The status of your application changes to Pending
Approval (GEZEEEZ®) in your open application toolbar, and
Pendng

L2 on your Dashboard.

The date and time approval is requested by is listed under the
Info column on your Dashboard (blue boxes); an overdue
approval appears in red.

Search & Surveillance wior{ [N
Dashboard | Query  Target History Query Create NN'Ap;;Iic lion|
Status: * Text Search:
A v ) X Show Al
Application & Targets Rolos Status Info

Case: 110308)1051
Application Name: Crug search ‘ H

Approve By: 01/1 22014 03.00

P: Pereln Case:110221)3200

SVY2TEA40000113 9 95 KaMa=a POINT ROAD, IKalaH FOINT, ROTOR UADISTRICT 5 i o ‘ I
20| ki Approve By: 124 02014 17:00 | —
P

rnasnnni s € 515 MATHESON ROAD, TIKOKIND, CENTRAL HAYWKES B&Y DISTRICT 4174 o
— Q 2SMITH STREET WUAIPUHURAL, CENTRAL HAWKES BAY DISTRICT 4200 A

Case: 110308)1051

R APATAE S P o e 4 Operation: Dparation Ra-writa
1630 COUTTS STREET, KILBIRNIE, VIELLINGTON CITY 6012 P i ;
SVI76940000147 | Q FLAT 1, 36 TASMAN STREET, MOUNT COOK, WELLINGTON CITY 5021 g Apolicaiion Naw s Testsn K
plus Jothars A0) Ragtod S P :
h Appiove By: 15102014 13:45

Note: The Approving Officer and Secondary Owner will each
receive an email that an Approval Request result for a document
they are assigned to has been recorded.

Return to
Table of Contents
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Submit a search warrant application for approval, Continued

Reassigning an application

Change the
approving
officer

Search and Surveillance - User Guide (v2.0)
Last saved: 21 November 2014, 2:05 PM

If the Approving officer is not available it is possible for any owner to
reassign an application to another approving officer, or to Self Approve the
application (see Self-approving an application, page 52). The original
Approving officer may also reassign the application to an alternate approving
officer.

Follow these steps to change the approving officer.

Step Action
1 On the Dashboard, click on an application to open it. Then click

n to display the drop-down menu.

Result: The application opens, and the drop-down menu
displays the options available.

Search Warrant Application
sw278940000026 | Moditiod [+ 102014 1224 | ‘ Adtions ~

Inqnlls Targets | Warrams | Approval W S=if Approve

| o Amend

Evidential Executing Risk

& et OMENCES  atenal  omees Assess) X Reassign

o7 [ - Sxtesntazta 126 crean, 2000 2 1 x 1 '

o (R tenvack. oo 127 Bk 200 1 1 x D 0

820 MTMIC LOOKOUT WELLINGTON CENTRAL WELLINGTON CITY 2 a b v @ T
2 To re-assign the application to an alternate Approving Officer,

click $Reasson
Result: The Reassign/Extend Approval field displays.

ReassignExtend Approval x

Approving Officer *

Approval Required By *

Comments

1610/2014 0800

Please approve as dlscussed

3 Click in the Approving Officer field and search for the name or
QID of the new Approving officer as directed. Select the
appropriate officer.

4 Amend the date and time approval is required by and/or the

comments, as and if required, and click [ oo | to make the
changes.

Continued on next page
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Submit a search warrant application for approval, Continued

Change the
approving
officer
(continued)

Step Action
Result: The Approving Officer is changed, and automated
emails are sent to the original Approving Officer and Secondary
Owner advising that a Document previously assigned to an
Approver has been re-assigned to the alternate Approver.

The alternate Approving Officer will receive an automated email
advising that the officer “has been assigned an Approval Request
for documents”. (This is also copied to the Secondary Owner).

Self-approving an application

Self approval of A primary or secondary owner can self-approve a warrant application if the

applications

operational need requires it. An approving officer must always be nominated
when the application is created. It is still a requirement that this cannot be the
same as the primary or secondary owner. However there will be an option to

override this to self- approve.

¥ Best practice states that the documents should always be sent to the
Approving Officer for internal approval. In the exceptional case where
this 1s not practical, the primary or secondary owner may approve the
application.

It is mandatory to provide a reason and a notification will be sent to the
approving officer advising that self-approval has taken place and the reason

given for the self-approval.

Follow these steps to self-approve a document.

Step Action

1 On the Dashboard, click on an application to open it. Then click
on to display the drop-down menu.

Result: The application opens, and the drop-down menu
displays the options available.

Walzoma

W Search Warrant Application waicoms_____ ({SalEAY
sw278910000026 | Modiet 1 102014 1224 | ‘ cions > Slose
Evidential Executing Risk

| o Amend
= Target Ottences =
Matertal  Officer Assess| XS Re3ssion

72 [ 3locn. Mszda, 126, Grasn, 2000 2 1 ®x T H

820 MTMIC LOOKOUT WELLINGTON CENTRAL WELLINGTON CITY 2 1 v @ '

Continued on next page
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Submit a search warrant application for approval, Continued

Self approval of
applications
(continued)

Step

Action

2

Click

Result: The Self Approve Application field is displayed.

Enter the reasons for the self approval and click Fei,

Result: The document’s status is now Approved. Automated
emails are sent to the Secondary Owner and original Authorising
Officer notifying them that a Document they are assigned to has
been Self Approved by you, and the reason you gave for doing
s0.

Return to
Table of Contents
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Finalise, print and save a search warrant application

Approval Notes:

results e You will be notified by email that an Approval Request result for a
document you are assigned to has been recorded. (This message also goes
to the Secondary Owner.)

e If Approved the status of your application will show on your Dashboard,
as @ . You should now move to Finalise the application (see below).
If it has been Rejected, the status will show as @EZZED.
An Approving Officer may also Amend the application and either refer it
back as a Draft or re-submit and approve it. Depending on its state this
may show up on your Dashboard status as Draft, Pending Approval or
Approved.

To review Approval results, follow these steps.

Step Action
1 Open the Approved application by either clicking the
application number hvperlink in the Application # column, or
by clicking on | and selecting Open Application.

e e e e
ition Name: Tester & | : |

rad ranflicfinne svict

Open Application
|
I Create Similar

Result: The application displays as follows.

Search Warrant Application

sw278940000114 | raoaret: [N 5 102013 14:57 Ioce
1. Application Datails

Note: A fourth tab, Approval (red box), appears.
2 Click on the "o tab.

Result: The Approval tab is displayed.

Continued on next page
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Finalise, print and save a search warrant application, Continued

Approval Step

results
(Continued)

% Search Warrant Application

sw278940000147 | oditie: [ 5102014 15:16 | (Tl

Action

l Detatls l Targets | Warrarts I Approval _

Submitting Detalls

o L]
on 16102014 13:36
Commernts Plesse approve 35 discussed
[2;3
| Required By 15102014 13:45
Approval Status
stams =
Oon 1512014 15:16
Notes:
e This shows:

Submitting Details including when it was submitted, by
whom, any comments made, and when approval was
required by.
Approval Status, including who the Approving Officer
1s, the status, who it was approved by, and when it was
approved.
e If the application was self-approved, the status would show
, who it was approved by and the reason for it being
self approved. See Self-approving an application on page

e If the application was rejected, this tab would show a status
of G&& | who it was rejected by and the reason it was
rejected.

Search and Surveillance - User Guide (v2.0)
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Finalise, print and save a search warrant application, Continued

Finalising
search warrant
application

Once your search warrant application has been approved, it is finalised and a
final copy printed to place before the designated Issuing Officer.

The following step applies to Finalise an Approved application.

Step Action
1 On the toolbar of the open Approved application, click on

and select = #7">*  from the drop-down menu.

Search Warrant Application
sw27a9s0000113 | Moamed: [R5 102014 14:57 Woeee

0 Dotails | Tagets | Warmams | Approval

1. Application Details
Avp Application Name Drua search

Results:

e The status of the application becomes ™4 (on your
Dashboard also).

e A fifth tab is added, Outcomes (blue box) — see Qutcomes,
page 76.

e The option to print a final copy of the application becomes
available (W).

Notes:

e The option to print a final copy of your application is only
available once it has been approved and finalised.

e The Details, Targets, Warrants and Approval tabs can be
viewed but cannot be edited in this view.

1 i o Amen
® To make changes, click and select to

amend the application information as required. This will
change the status of the application back to Draft, and it must
then be re-submitted for approval. Refer to

e Amend an application on page 64.

waios
B Prin Final

sw278940000147 | wodiriet: [ 51102014 1530 || rmar l‘ ‘

I Dotails | Targets ~ Warrants | Approval | Outcomes

Submitting Detalls

2 I

Search and Surveillance - User Guide (v2.0) Page 56
Last saved: 21 November 2014, 2:05 PM December 2014



Finalise, print and save a search warrant application, Continued

Printing & N4 . .. . .
saving your & 1-sided printing of warrants: For compliance reasons, you must

application ensure the print settings are set to 1-sided print every time you print a
final warrant.

&‘\ If there is a delay between when the application is approved and when
printed, there may have been changes to the application history that
may require review and amendments to the application — refer to
Amend an application, on page 64.

&S If any details have changed in this time period the application will

need to be amended and approved again before you can print it. See
Amend an application, on page 64.

Follow these steps to print and save a copy of your Finalised application.

Step Action
1 To print a copy of your final application, or save an electronic

copy, open your finalised application and click on the
button.

Result: The following message will display on your bottom
taskbar.

Note: You cannot edit this version. If you need to make changes
you will need to do this in the application itself, and then print
again. See Amend an application, on page 64.

2 Click on and a pdf file of your final application will
download and appear on your bottom taskbar, as follows.

3 Click on the pdf file on your bottom taskbar. This opens the
document in a new Adobe Reader window.

Print the application
4 From the browser menu bar, click ¥ to print.

Result: the Print window opens.

Continued on next page
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Finalise, print and save a search warrant application, Continued

Printing &
saving your
application
(Continued)

Search and Surveillance -

Step

Action

5

Open the printer properties window, and select one sided printing
from your printer settings.

Once your settings have been changed, print the document.

Notes:

e If you require any assistance with your printer and how to
change the settings to 1-sided printing, please call the helpdesk.

e Your partial QID will display in the top left corner of the page.

e The search warrant number will display on the top right corner
of the page.

Save an electronic copy of the application

From the browser menu bar, click = to save. Alternatively, from
the tool bar, select File/Save as...

Result: the Save As window opens.

pavens 21

Save I_) My Search Warant Applications j (€ i

File name: ISW2TEQdDUDDT 12 j Save I
Save as bype: IAdoba PDF Files [*.pdf] j Cancel |

ISave to Online Account |

4

Type a name for the application in the File Name field (e.g. the
application number), and browse for the folder in which to save it
in (the Save in field) — this should be the Investigation file
associated with the case the search warrant relates to. Then click

Result: An electronic copy has been saved to your chosen folder,
and can be viewed at any time. You can now close the browser
window and return to the Search and Surveillance system.

Return to
Table of Contents
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Copy an application

Introduction You may choose to copy an application if you want to use some of the details
in a new application. You would do this to save data entry time for recurring
information or if you have a good template for common offences, evidential
material, etc.

The fields that are copied across from the original application are:
e Primary owner (as logged on user)
Supporting information relating to Suspicion as to Offence(s)

Supporting information relating to Belief that Evidential Material
Obtainable

e Offences (description, Act and section)
Evidential Material Sought

Note: All information copied across from the existing application can be fully
edited to suit the conditions of the new application.

Copy an Follow these steps to create a new Application from an existing one.
application
Step Action
1 Find the application your wish to copy on your Dashboard or

using the Query tab (refer to Query, on page 99).

Note: You can copy an application with any status.

Search & Surveillance

Welcoma
Dastiboard I Query | Target History Quesy I Creata Newagpiicatiof
Status; Text Search:
i v RETR | X Show A
Application # Targers Roles Status  Wifo

Case: 11030811 051
Operation: Operation Ra-vile
Application Name: Tester 5

Resolveq

9 1630 COUTTS STREET, KILBIRNIE, WELUNGTON CITY 6022
0000147 9 FLAT 1, 26 TASMAN STREET, MOUNT COOK, WELLINGTON CITY 6021
plus 3 ohars

E278040000102 | 9 38 TURNER DRIVE, WESTERN HEIGHTS, ROTORUA DISTRICT 3015

Click ' (blue box 1n above 1mage) to the right of the application
you wish to copy, and select Create Similar (red box in above
1mage) to create a new application.

Result: The Create Similar Application screen displays,
showing you (the user) as the Primary Owner.

Continued on next page
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Copy an application, Continued

Copy an
application
(continued)

Step

Action

Create Similar Application

Secondary Owner
Approving Officer

Application Name

Operation Name

@ Linktn Intrznet Help

3 Enter at least the mandatory information about who the
Secondary Owner will be, and other information as desired.

4 Click M

Result: The new application has been opened as a draft,
displaying the Details, Targets and Warrants tabs. These can
be entered and/or modified in the normal way. It will also
appear in your list of applications on your dashboard as a Draft,
with a new application number. The original application has not

been altered.

sw2zg943000220 | touitiec: [ 0102014 10:00 | (D

Detalls | Targets

1. Application Detalis.
2. Personnel

3. Supporting
Infarmation

Warrants

Application Name

Oper ation Name

NIA Case Number *

CARD Number

Statement of Truth * Infarmation 15 being capburad far

3 writtan spplication

Return to
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Deleting and Undeleting an application

When to use Any application can be deleted before its status is finalised (becomes Final),
shownas ™ on your Dashboard.

An application that can be deleted will have a button on its toolbar.
For example, applications (a), (b) and (c) below can be deleted:

Search & Surveillance

Ry — Ty - e -

otcams]

Search & Surveillance

2 "
b) sw278940000026 | Modinec [N 102010102 | (LD @ Delels

vorcam|

Search & Surveillance

C) sw270940000026 | Wodinie D 1 102015 1131 | @LLLD W Caleta W

Applications in (d) and (e) cannot be deleted:

Search & Surveillance

d) sw278930000044 | Modinect I 15102015 0923 | FmaL W B FiriFinal m Close

Search & Surveillance

e) sw278940000102 | Modiric: IR < 102013 1120 | comerere & Print Final Close

Delete a search  Follow these steps to delete an application.
warrant

Step Action

i Search & Surveillance me log e aetings

1 Open application you want to delete and click on the
button on its toolbar.

Result: The Delete Application box displays.

Delete Application x

Are you sure you want to delete this application?

Cancel Canfirm

Continued on next page

Search and Surveillance - User Guide (v2.0) Page 61
Last saved: 21 November 2014, 2:05 PM December 2014



Deleting and Undeleting an application, cContinued

Delete a search Step Action
warrant 2 ; Cnnﬂrrn
(Continued) Click ’
Result: The application will be deleted from the system. An
automated message that the application has been deleted is sent
to the Secondary Owner and Approving Officer (if specified),
and to the Primary Owner if the user deleting the application is
one of these other roles.
On your Dashboard (and that of the Secondary Owner and
Approving Officer) the application status is shown as
rrenances G N ot tveen. 2000 | ‘@ oo O
Note: A deleted application remains on your Dashboard for 24
hours from the time it was deleted.
Undeleting a If an application has been deleted in error, it can be undeleted by any of the
search warrant  three key roles within the 24 hour period from when it was deleted. Follow
application these steps to undelete an application.
Step Action
1 Open the application you want to undelete, click on the
button on its toolbar, and select ' *""*" ]
Search & Surveillance TOETY ) R
sw273940000019 | Moot [+ 102014 1145 Closa
Result: The Undelete Application box displays.
Undelete Application x
Are you sure you want to undelete this application?
Cancel
Continued on next page
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Deleting and Undeleting an application, Continued

Undeleting a Step Action
search warrant 2 Click

application

(Continued) Result:

An automated message that the application has been un-deleted
from its deleted state is sent to the Secondary Owner and
Approving Officer (if specified), and to the Primary Owner if the
user undeleting the application is one of these other roles.

On your Dashboard (and that of the Secondary Owner and
Approving Officer) the application reverts to Draft status
( ), regardless of what status it was before it was deleted.
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Amend an application

When to use

Amend a
search warrant

Amend an application to change information in a warrant application that is
Pending Approval, or has been Approved, Rejected or Finalised. This may
be required if new, relevant information comes to light, or an approving or
issuing officer has requested changes prior to approving/signing the
application.

Note: Once an application has been submitted for approval, information in the
Details, Targets and Warrants tabs of the applications cannot be edited or
changed in their respective fields. This Amend Application process must be
used.

Follow these steps to amend an application that has a status of Pending
Approval, Approved, Rejected or Finalised.

Step Action
1 From your Dashboard, open the relevant application that you

want to amend, add or change details in. Click

Result: A drop-down menu is displayed.

Note: The options available will depend on the status of the
application you want to amend.

2 Click

Result: The Amend Application window will appear.

3 Click

Result: the Search Warrant application screen will open on the
Details tab (blue box).

Note; The status of the application reverts to Draft (red box).

Continued on next page
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Amend an application, Continued

Amend a Step Action
search warrant W\ Search Wanert Appicallon ——
(continued)
sw278940000019 | todiied: [R5 102014 15:08 a Close
Details Taigets |~ Warrants
e Application Name Tester 2
2. Parsonnol
Operation Name Manual Re-wrile
3. Supparting
Information
NIA Case Number * x 1308308830
CARD Number
Statement of Truth * Informalion is being capturad for 3 writtan application
4 Enter/change information in the application as required. Click
=2 to save the changes.

Result: The application has been amended, but must now be re-

submitted for approval.

Notes:

e Ifyouclickon " without saving your changes, the
following Unsaved changes? window will pop up and warn
you that unsaved changes will be lost.

Unsaved changes? x
You are about to navigate away from this
Application.

Ifyou have unsaved changes they will be lost

Do you wish to continue?

e Click if you do NOT want to save changes you have
made.

e Click “*  if you wish to return and Save your changes.
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Create a Facility for use in the Search & Surveillance
application

Introduction Not all items contained within a search warrant are tangible. Examples of
intangible items are a website, email account or an internet data storage

facility.

These items must be entered into NIA as detailed below.

Create a facility Follow these steps to create a facility in NIA.

Step Action
1 Create or open the occurrence which will contain this item.

2
Click Visual Linker in the Navigation Panel.
Ix #ll= 2Bl oloelz@Eeo s s v

| Create Documerd t

52 PAPAN] STREET
TOROROA

Click the QJ Create Document icon on the toolbar.

Result: The Create Document Item or Enter a Serial No to
Lookup window is displayed.

N Create Document Item or Enter a Serial No to Lookup x|
General | Reporting Member/Effective Date |
Category: I Document LI Status: I Information Only :] Item ID: [— @]
- |dentifiers (Serial Numbers etc)
Type: | Document No ~| From: |[LOADDVOFORFREE.COM Te: [
b= Identifiers (0)
Type From To Lookup details

4 Record the appropriate Status.
5 Enter the name of the facility in the From: field. An example

may be www.downloaddvdforfree.com or 68.102.103.46.

Note: You are restricted to 40 characters.

Continued on next page
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 66

Last saved: 21 November 2014, 2:05 PM December 2014



Create a Facility for use in the Search & Surveillance
application, Continued

Create a facility Step Action

(continued) 6 Click Add.

Result: The identifier is added to the list. The Create button
changes to Lookup.

7 Click Lookup.
Result: This runs an Autoquery and displays a list of items in
the specified range.

If Then
A. An ltem exists Select the item.
Click Use.

Result: The item is added to the
Record and the wizard is displayed.
Enter all items.

Close the wizard.

Note: There is no message
confirming the item’s addition to the
record.

Click the Refresh icon in the Record
to display the added item.

B. An Item exists but | Do not use this option if possible.
IS not to be used Use the existing Item.

Warning! You don’t want double

entries in NIA.

C. The Item does not | Click Cancel.
exist Result: The wizard is displayed with
no changes to the criteria.
Click the selected entry.
Click the Delete Selected/ldentifier

button.
Re-enter the criteria or close the
wizard.
Continued on next page
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Create a Facility for use in the Search & Surveillance
application, Continued

Create a facility Step Action
(continued)
D. The Item does not | Click Ignore.
exist
The lookup details column will
display ‘looked up but results
ignored’.
Go to Step 8.
8 Select Remote Access Facility from the Item dropdown box.
9 Complete any other details as required.
10 Click Create.
11 Click Close.
12 Refresh the Record to display the added item.
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Copy NIAID

Introduction

Copy NIA ID

Copy from
Visual linker

NIA IDs may be required when entering target details into a search warrant.

If a target in your application is a ‘Thing’, you must search for or create a
NIA Item and use the ID from that to add a ‘Thing’ target in S&S. However,
other options do exist for entering other target types to your search warrant
application.

In the case of a vehicle, you cannot use a NZTA identity in a search warrant
application. However, you can query for a vehicle by plate number or VIN.
The query result may contain an NZTA vehicle identity, which can be added
as a target and the system will create a NIA ID for that vehicle.

Follow these steps to copy a NIA Person, Vehicle, Location or Item ID.

Step Action
1 Open the object dossier view in NIA.

2" Land Yehicle [Dossier Yiew] [70860001274] { 2003, Nissan, X-TRAIL, Grey

vehide | Edit View Creats Hep

éj B Copy Chil+C

‘NIA: BOLICS)

lodel: (Car) Nissan X-TRAIL AUT 2.5 TI Stationwagon
Colour: Grey Year: 2003

2 Click the Edit menu and select Copy ID.
Result: The ID is copied to your clipboard.

Follow this step to copy a NIA Person, Vehicle, Location or Item ID from the
Visual Linker.

Step _ Action

TOKDROS

52 PAPANLIT STREEY |
e
SOUTH WAIKATO DISTRICT 3420

Parat Rl / Toniae Addvee
J

Open Record Yiew

o Open Dossler View
| i B \g
&- 7 {
10 Constc i / W
g Mulb Link

1 Right click an object and select Copy Id.
Result: The ID is copied to your clipboard.

Continued on next page
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Copy NIA ID, continued

Paste NIA ID Follow these steps to paste a NIA ID.

Step Action
1 Go to the NIA Target ID field in your search warrant
application.
2 Either Or
Right click in the field and Click in this field and press
select Paste <Ctrl V>.
Result: The NIA ID is pasted into the NIA Target ID field.
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Reviewing and approving a search warrant application

Introduction

Review a
search warrant
application —
Approving
Officer only

Approving Officer only: Follow these steps to review and approve, amend,
reassign or reject a search warrant application.

Note:

e  When a Search Warrant application is submitted for approval, the
designated Approving Officer will receive an automated email advising
that the officer “has been assigned an Approval Request for documents”.
(This 1s also copied to the Secondary Owner). The notification includes a
hyperlink to open the document.

Approving Officer only: Follow these steps to review a search warrant
application.

Step Action
1 Click the hyperlink in the notifying email to open the document.

Result: The S&S log on screen will open (proceed with log on
procedures), or if you are already logged on in the S&S system,
your Dashboard will open.

Your Dashboard will show the status of the application as
Pending Approval (red box below). Your role as Approving
Officer will be highlighted as AO: (your QID) (blue box).
Information about the application, including the date and time by
which approval is requested, appears in the Info column.

Search & Surveillance (

Dashboard | Ouery | Target History Query Craste Newr Agplicatiol
Status: " Text Search:
=—
Al v CRGICEN | X snow Al
Application = Targets Roles Status Info

Case: 1103081051

3 IE. VY NGTON CITY BD2 - Operation: '.wersuﬁn Re-wmita
UTTS STREET, KILEIRNIE WELLINGTON CITY 5022 Lo - e
B TAGMAN 5TREET, MOUNT GO DK, WELLINGTON CITY 6021 - f‘;;‘-:‘ Application Name: Tester § i
S Ad Resolved confiicbons exdst

Approve By: 17)1 062014 09.00

2 Open the application by either clicking the application number
hyperlink in the Application # column, or by clicking on '/ and
selecting Open Application.

e e

ition Name: Tester & | : |

rad ranflicrfinne avict
Open Application

|

I Create Similar

1

Result: The application displays, showing the Warrants tab.
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Reviewing and approving a search warrant application,
Continued

Review a Step Action

search warrant Search Warrant Application ( | watcomg

application —
AI;)I;)I‘OVing sw278040000147 | Woditet: [ 102014 00:36 | m —

Officeronly | [ T Tooee T

(COIlIiIlllCd) : Evidontial Exocuting Risk .
#  Target Offences Material  Officer - TAH Status

v L s
y; NGTON CITY 602 2 3 v 2 @ H
524 MOUNT VICTORIALOOKOUT, WELLINOTON CENTRAL WELLINGTON CITY 2 2 v 1 @

i
520 Proparh. Elestical. Talenhons Equipmer (Eleclicall. YODAPHONE. AL OATEL : 2 v D t
0

049 16-30 COUTTS ETREET KILBIRNIE WE| | INGTON CITY 8022 2 2 o - Q

3 Review all the details of the search warrant application:

e Click on each of the Details and Targets tabs, and review
the information in each sub-tab on these tabs.

e Click on each target listed on the Warrants tab, and review
the information in each sub-tab (Targets, Offences,
Evidential Material, Details, Additional Information,
Warrant Conditions).

e Preview the application.

Note: To Preview the application, click on [ Brreey |

Result: The following message will display on your bottom
taskbar.

#  This type of file can harm your computer, Do you
A5 ant to keep SW278940000311.pdF anyway? Keep Discard |

Click on _*= |and a pdf file of your draft application will
download and appear on your bottom taskbar, as follows.

o sw278940000311,pdf v

Click on this to view and print as required.

Notes:

e The yellow highlighted text has been inserted from
information that has been provided.

e This shows and prints with a ‘Draft’ watermark.

e This version/file cannot be edited. If changes are required,
these must be done in the application itself by Amending the
application (see next step).
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Reviewing and approving a search warrant application,

Continued

Review a
search warrant
application —
Approving
Officer only
(Continued)

Step Action

4 After you have reviewed the details, determine the appropriate
action. This may be to Approve, Amend, Reassign or Reject
the application.

Cick IR

Result: A drop-down menu of four options is displayed —
Approve, Amend, Reassign and Reject.

(s | .
Aclions = 18 Frevie

w - \pprovie ‘

o Amend

33 Reassign

® peject |
Approving a search warrant application
Approve a Approving Officer only
search warrant
- Approving Step Action
Officer only - : : -

. 4 If after you have reviewed the details you decide to Approve the

(Continued) Y .

application, click and select = ®/vrrve

Result: The Application has been approved, and now displays a

status of Approved in the dashboard view

Search & Surveillance (
Dashboard | Query ~ Tasget History Query G}s ELC] fiwﬂ:nﬂlicallﬁ
Status: * Text Search:
Application # Targets Roles Status Info
30 COUTTS STREET, KILBIRNIE, V¥ WGTON CITY 6022 r“ﬁ“:“lqﬁtu:“!,ﬂaﬁ:}, e-writa
SVi278940000147 § u:t;jf ;lei: Tj:':.\u :;FE!:'}:IT-EI:\I“?U w;?u!-wj;-'pr‘,i'I’c'l.’uF}.;”:iva&.‘ 5024 E_ %paggﬁl;;.kui...;; r'eglws'" H
Resolved confictions exist

Note:

e The Primary and Secondary owners will receive email that
an Approval Request result for a document you are assigned
to has been recorded.
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Reviewing and approving a search warrant application,
Continued

Amending or reassigning an application

Amend or Step Action
reassign 1 Amend application: If you wish to amend an application prior to
application approving it, this can be done by you as the Approving officer or

it can be referred back to the Primary or Secondary owner.

To amend the application click and follow the process
outlined in the section
Amend an application on page 64.

2 Reassign application: To reassign an application to another

Approving officer, click and follow the process
outlined in the section Reassigning an application on page 51.

Rejecting a search warrant application

Reject asearch  Follow these steps to Reject a search warrant application.
warrant -

Approving Step Action
Officer only 1 If after you have reviewed the details you have decided to reject
the application, click and select

Result: The Reject Application field will be displayed, and a
mandatory Reason for rejection field must be completed.

2 Complete the Reason for rejection field, and click [ rorty |

Result: The application now displays a status of Rejected in the
Status column of the Dashboard.
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Reviewing and approving a search warrant application,
Continued

Reject a search Step Action
warrant
(Continued) : ——

; T e—
Dashbiard | Ouery | Tanget History Ouery Craana New Aaplication

Status: Text Searcle

A : X snowa

Application = Targets Roles Statug o
Cage: 13063008830
9 LTl LOOKIUT, WELLING TON CENTRAL, WELLINGTON CITY P Operation: Manual Ra-wiia —3
SHN270040000026 00 r, Hatchback, Honda, JAZZ, Black, 2008 s Aplication Name: Taster 3 H
plus 1 oher Al —
Resolved conllictions exist
Notes:
-

e The Primary and Secondary owners will receive email that an
Approval Request result for a document you are assigned to
has been recorded.
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Outcomes

Introduction Outcomes capture the result of your search warrant.

It is important to record the Outcome of all Search Warrants as soon as
possible to comply with legislation and because the Outcomes may affect the
target history for future applications.

Outcomes are captured for the overall application as well as for individual
warrants.

Once all outcomes have been recorded, the application i1s Completed.

An application outcome can be recorded by the following roles:
e Primary owner
e Secondary owner
e Approving officer
e Applicant

Note: An Executing Officer (if different from the above role holders) may
only record a warrant outcome, if given approval to do so (see Step 7 under
Record warrant outcome).

Record an application outcome

Record Follow these steps to record an outcome for your application.
application
outcome Step Action

1 On your Dashboard, open the relevant application (it should
havea ™  status).

Result: The application displays, showing the Details tab.

Search Warrant Application

swz7a40000074 | Modiner R 102014 13:46 | FnaL 18 Pric Final m Glose
o T e e ——

Continued on next page
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Outcomes, Continued

Record Step Action
application 2 Click on the Outcomes tab (red box below).
outcome

(continued)

Result: The Outcomes screen displays as follows.

Search Warrant Application

[N —
sw273940000208 | Modifiod: [J P2 112014 1200 | mnaL 18 Print Firial ﬁ

EEyrregpegeey

Warning: Entering an application result will prevent any further change of the application details

Application Result Granted Refused Nat Submitied

‘% A Warning appears. Entering any application result
(including Not Submitted) means that you will not be
able to further amend any details in this application. Once
the application result has been entered, the application
will be locked from any further changes (it is complete).

The option to EEEE ;e drop-down menu

disappears.

Note:

e The application result — Granted, Refused or Not
Submitted, can be changed after this point.

e The mandatory fields will alter depending on which option
you select.

e Ifresults are recorded against a Warrant under the Granted
fields, these will be lost if the Application Result is changed
to Refused or Not Submitted.

3 If application result: |Refer to
Granted Granted applications, page 78
Refused Refused applications, page 92
Not Submitted Not Submitted applications, page 94

Note: If one or more warrants have been Granted in a multi-
warrant application and others have been Refused or Not
Submitted, go to the Granted option.
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Outcomes, Continued

Granted applications

Record Step Action
Granted 1 . Granted
application Click on the Granted button i
outcome . .
Result: The following screen displays.
Search Warrant Application
SW273940000311 "M.MIE('I-G 1122014 15:59 FinAL m Close
[ e T I
Application Result Refused Noi Submitted
Application Presented By * _
Issuing Ofticer Detalls
Designation ' Choose One v Issuing Officer Name *
# :;:::‘ :s::‘:; Targets Executed Outcome Repoitto 10
g1l 10 MATAMAL TREET PALMERSTON MORTH, PALMERSTON MORTH CITY 4414

Notes:

e Mandatory fields are denoted by the red asterisk (*)

e This page lists all the targets that are covered by this
application.

e The default view for Warrant Result is that all warrants
covered by this application are Granted (see red box)

e History Access relates to whether a target is

‘open’ and full access to the warrant history for the target
is/will be available (@D ); or

— closed, in which case the icon i1s G&® and the warrant
history cannot be viewed.

e Clicking on the '/ button (see blue box above) enables that
target’s outcomes to be edited; the Warrant Result for
mndividual targets to be toggled between Refused and
Granted, and the History Access to toggle between Full View
and No View.

e As outcomes are recorded, these will be indicated in the
Executed and Outcome columns by a v or x

e If a Report to IO (Issuing Officer) is required, this is indicated
by v .

— Hovering over the tick will display the Hover Help arrow
and the date that the Report is required by
Search Report Required by 31102014 [k?
— When it has been printed it is indicated by a ¥, Hovering
over the tick will display the Hover Help arrow and the
date that the RepOI-t was pl-oduced Search Report Produced ont 144 0/2014 s&?
Continued on next page
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Outcomes, Continued

Record Step Action
Granted Application Result
application 2 Enter the following details:

outcome

continued ] .
( ) e Date and Time of Result — Click on the and select the

date on which the application was granted. Enter the time by
clicking in the field and typing the time in a 24-hour
format.

e Application Presented By: The default is the Primary
Owner, but this can be changed by clicking in the field and
search for the relevant person by QID or name and selecting
as appropriate.

Issuing Officer Details
3 Enter the following details about the person who authorised your
application:

e Designation — select the appropriate designation from the
drop-down box that appears when you click on that field.

e Name — free-text field — enter sufficient information as to
identify the person

e Location — the location field will alter depending on the
designation of the Issuing Officer.

— If the Issuing Officer is a magistrate, registrar or judge, a
Court Location will appear — select the appropriate
location from the drop-down list that appears when you
click in that field. The Court Type defaults from this
selection. For example, select ‘Wellington” and the Court
Type defaults to ‘District Court’; select ‘Wellington (HC)’
and the Court Type is shown as ‘High Court’.

— If the Issuing Officer is a Justice of the Peace, the
Location field appears — free-text enter the address of the
JP, sufficient to identify their location.

Continued on next page
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Outcomes, Continued

Record warrant outcome

Record warrant The outcomes must be entered for each warrant. Follow these steps to record
outcome(s) warrant outcomes.

Step Action
Target Outcomes
1 Open the target by either clicking on the hyperlink or on the '
button and selecting Edit Details:

/ EditDetails |
U

@ o View

# Refused

Note: This drop-down menu allows you to record that one of the
targets in your application has been Refused a warrant, or to
prevent those people who do not have one of the three main roles
in your application from seeing this outcome information (No
View) — see Target Application History Access, page 91.

Result: The Warrant Details window, Target Outcome tab is

displayed.
Warrant Details (=138) -4 TACY STREET, KILBIRNIE, WELLINGTON CIT... x
Target Outcoms Issumg Officer
1. Execution Execution Outcome Hol Executac
2. 1itial Matertal DatoTune Execiutod
3, Offences Execition Attempls
4, Notifications

Note: Mandatory fields are marked with a red asterisk (¥).

V. Work systematically down each tab. [ sne | your work
regularly as you go. Read any prompts carefully.

Target Outcome - Execution
2 If the Search Warrant was Executed (the default setting) enter:

Date/Time Executed — Click on the  and select the date on
which the Search Warrant was executed. Enter the time by

clicking in the field and typing the time in a 24-hour
format.

Continued on next page
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Outcomes, Continued

Record warrant
outcome(s)
(continued)

Step Action

3 Execution Attempts: Record the actual number of attempts to
execute this warrant.

4 Executing Officer: Check this is the correct person; it defaults to
the Primary Owner, but this person may be changed by clicking in
the field and selecting another person.

¥ View full details of Application once Granted and add the Warrant Outcome

Note:

e If the Executing Officer is not a person in one of the main roles
for this application — Primary, Secondary, Approving officer or
Applicant (if different) — you will be prompted to indicate
whether this person can view Application details and add
outcomes to this warrant.

e If yes, tick the box as shown below; if no, leave box unticked.

5 If Warrant was Not Executed

If the Search Warrant for this target was Not Executed, click

Not Executed

Result: The Not Executed screen is displayed, along with a pre-
set list of reasons for the warrant not being executed. One of these
must be selected.

Warrant Details (#138) -4 TACY STREET, KILBIRNIE. WELLINGTON CIT... x

Target Outcome Issuing Officer

1. Execut Execution Oitcome Euec uled NolBxecuted

Reason Not Executed *

A replacement warrarl was sought becsuse newinformalion or evidentis| material hecame availahle after the wamani was issued that

changad the grounds or evidential material relie d on for making the original applicator

g warranthad not arived siihe farget localion during the period the warrant was valid

6 Select relevant reason for not executing the warrant and click

Result: A x will appear in the Executed column of your
Outcomes tab against this warrant.

Continued on next page
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Outcomes, Continued

Record warrant | Step Action
outcome(s) Target Outcome — Evidential Material
(continued) 7

Click on

Result: This will display the Evidential Material window with
options for evidential material being Seized or Not Seized, and
other powers Used or Not Used.

8 If evidential material was seized in the execution of the warrant,
click

Result: The Seized screen is displayed, with two options.

9 Tick one or both boxes as required.

If you tick Not specified in the warrant that was seized
pursuant to section 123 (Plain View), a text box appears and
details of material seized pursuant to section 123 must be entered.

10 Clickon , list the additional material seized, and
click to add it to your outcomes.
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Outcomes, Continued

Record warrant
outcome(s)
(continued)

Step Action

11 If other powers were used in executing the search warrant, click on
Used

Result: The Other Powers Used screen is displayed, with fields to
record the Powers Exercised, and the Evidential Material Seized
Under Other Powers. Both are mandatory fields.

Other Powers

B o

Note: Use the link on the Notifications tab to recard your reguired YWarrantless Powar Notificaton

Powers Exarcised *

Evidential Material Seized Under Other Powers *

Click to Edit

12 Enter the Section and name of the Act under which the other
powers were used, by clicking on the field.

13  Clickon  dickroEdit o list the evidential material seized under
other powers, and click Ll to add it to your outcomes.

Target Outcome — Offences

14 Clickon iy

Result: This will display the Criminal Proceedings window.
Clicking in the field shows a drop-down list of pre-set options.

warrant Details (707) JJJilfcar. satoon. Hotden, commopore. ... x

Targat Oatcoms Issuing Officer
1. Execution Crimmal Proceadings *

2. Bvidential Material

hava beanfled 35 & r2asUlt of svidential matenal obtained under e wanant

ale underconsidarsbon as a result of eddental matens| obtained undar the warrant

hiewa ot been filed and are nol under consideration as & rasult of eddential material obtained under the wartant
i been filed or & under consideralion, bulnot as & resull of evidential matenal obained under the warant

3. Offences

4, Notifications

Note: The list of options displayed is dependent on the
combination of evidential material Seized or Not Seized, and other
powers Used or Not Used. Those options that are not applicable to
the combination selected are not displayed.
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Outcomes, Continued

Record warrant
outcome(s)
(continued)

Step

Action

15

Read each statement carefully and select the appropriate option.

Note: If criminal proceedings have been filed as a result of
evidential material obtained under the warrant (first option), fields
for identifying the number of persons charged, and the offence(s)
are displayed. See below.

For other options, go to Step 20.

warrant Details (707) - [ llcar. saloon. Holden, COMMODORE. ... *

Torget Outcome  Issuing Officer

1. Execution Crinal Proceadnos

2. Bvidential Material have been filed as a resull of evidential material oblained under the warrart

Number of Petsons Charged a
3. Offences

4. Notifications ents ActSection =

16

Enter the number of persons charged (mandatory if criminal
proceedings have been filed), and click on E&EEEEN. The
following fields are displayed.

Offence Act'Section o+ Add O c

Offence Abx

ActSection

Cancel W

17

Click on the Offence field. This provides a number of options for
selecting the correct offence (see image below):

e Begin typing key words and a drop-down list of offences and
offence codes appears — select the appropriate one.

affence AcuSection " AodOfence

Offence ’ Ao

Ofences

Act'Section -
Precedent Codes

e Clicking on Offences displays Offence Codes in a series of
drop-down menus from groups, classes and sub-classes.

e Clicking on Precedent Codes displays the Precedent File
Index List for specimen charges that address the majority of
offences set out in the various transport-related acts,
regulations, rules and bylaws, as well as the alcohol-related
infringement offences in the Sale and Supply of Alcohol Act
2012, and bylaws made under the Local Government Act 2002.
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Outcomes, Continued

Record warrant | Step Action
outcome(s) 18  Select the appropriate offence. This auto-populates the Act/Section
(continued) field.

Tauget Oucome

1. Execution

2, Bvilential Material

3. Offences

4. Notifications

Click to add the offence. Click on to add other
offences as required.

Result: The Offences screen lists the offences for which criminal
proceedings have been filed.

| warrant petanis (707) - [l -r. so100n. Horden. commonore, .. M

Criminal Proceedings
fllad 33 3 result of evidential matena obtained under the warrart

Number of Parsons Charged

3252- ProcuryPossess Cannabis Plant

RS568 - Unauthorisad Acthity In A Yetn Tunngl

Note: Offences that have been incorrectly added can be removed

by clicking " and when the Remove Offence
confirmation window pops up.

Remove Offence x

Are you sure?

ECTION T{1)a) snd (2) Bemove

T NEW ZEAAND MELLINGTON

Remoye

Cancel Confirm
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Outcomes, Continued

Record warrant Step Action
outcome(s) Target Outcome — Notifications
(continued) 19 ) R
Click on O,
Result: This displays the screen that prompts you to identify
notifications relating to use of other powers, and in relation to
other matters arising from the execution of the warrant.
wiarrant Details (:707) - [JJJllcar. satoon. Holden. commonore. .. x
Target Outcome Issuing Officer
1 Other Powers Used
IFyou have recarded that other powers were used in b n of this Search Warrart, use the following link 1o record vour required
2. Bvidential Matorial Wartantiess Power Notification for those g owers. eQula Viaranl ess
3. Offences Notificaticns to Complete
4 Not e IF relevant, indic zte which of the following Nobficabons youwill be campleting in relation to the execubon aftnis SearchWarrant
I“T“D I~ Arms Search andior Seizwme
I~ Drugs Search andor Seizure
I~ Child Yoimg Person Arrest, Search and'or Remaoval
™ Biosecwuity Search andior Seizwe
Reminder You stif need to compieie any aciel Notike si0rA outaide of s a/atem
20  Other Powers Used: If you have recorded that other powers were
used in the execution of this Search Warrant, click on the
eQuip Warrantless link to record your required Warrantless Power
Notification.
Other Notifications: This prompts you to indicate whether you
will be completing any other relevant notifications as a result of
executing this Search Warrant. Click on those that are applicable,
but note that you need to complete any actual notifications outside
of this system.
21  Click on the Issuing Officer tab.
Result: The Issuing Officer screen is displayed.
Warrant Details (#138) -4 TACY STREET. KILBIRNIE. WELLINGTON CIT... x
Target Oitcome
Issuing Officer Deputy Regisira John Smith
Additional Conditions Required by the Issumg Officer
Click to Edit
Issuing Officer's Report
Report Required By
Continued on next page
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Outcomes, Continued

Record warrant Step Action
outcome(s) Issuing Officer
(continued) Notes-

e The Issuing Officer designation and name is populated from
earlier information entered.

e This screen is used to record any additional conditions required
by the Issuing Officer and, if a report is required, the date by
which any report back to the Issuing Officer must be made.

22 To enter any additional conditions required by the Issuing Officer,
click on ClicktoEdit  Note: these might be hand-written notes on
your documents at the time of authorisation.

Result: The following text box will be displayed.

Additional conditions required by the Issuing Officer x

B 7 Y 3= = E | Paragraph

Enter any additional conditions, and click L to add it to your

outcomes.

23 If the Issuing Officer has requested a report for this warrant, enter
a date in the Report Required By field by clicking on "' and
selecting the date the report is required by.

Result: This displays the following fields.

Issuing Officer's Report

Report Required By 0200 4

Reporting Officer _

Additional Information Requested for Inclusion in the Report

Click to Edit _

Report Pritted OnBy

24 Click on ClickwoEdit  and enter any additional information
requested for inclusion the report.

Click FEEH to add it to your outcomes.

Note:

¢ Report Printed On/By — The system will record the date that
this report was last generated, and by whom.

Continued on next page
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Outcomes, Continued

Record warrant Step Action

outcome(s) 25 Click i to save your information entered.
(continued)

Result: Your Outcomes tab 1s displayed listing your target(s) in
relation to this Search Warrant application. If a Report to Issuing
Officer has been required, this is indicated by +* in the Report to
IO column, and hovering over the tick will display the Hover Help
arrow and the date that the Report is required by — e.g.

Search Report Reguired by 3110/2014

el cort

Search Warrant Application ]
T 7 —
sw279940000267 | Moditied: 0o 1120111552 | FmaL B FoniFinal Close
Agplication Rosult - | T

Date and Time of Result 041112014 121

Issuing Officer Details

Destgnation * District CourtJudge M Issung Officer Name * JJonas

Cowt Location * Tauranga (HC v Court Type High Court

Warrant  History

Targets Execired Outcome Reportto 10
Rosult  Accoss i 2
B15 @ 2 SKITH STREET, VUAIPUKURAU, CENTRAL HAWKES BAY DISTRICT 4200 v v i

26  Repeat these steps for all warrants that have been granted under
this Search Warrant Application.

Reporting to Issuing Officer

Reporting to Once you are satisfied that all outcomes have been completed and recorded
Issuing Officer  for your application, and if the Issuing Officer requires a report, follow these
steps.
Step Action

1 Click on the ' | button alongside the target that is to be reported to

. B et Report to 10
the Issuing Officer, and select RS from the drop-down
menu.

+  This type of file can harm your computer. Do you .
A5 want to keep SW276940000044-138....pdF anyway? _Keep | _iscard |
Continued on next page
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Outcomes, Continued

Reporting to
Issuing Officer
(Continued)

Step

Action

2

Click on and a pdf file of your final application will
download and appear on your bottom taskbar, as follows.

Note: You cannot edit this version. If you need to make changes
you will need to do this in the outcomes and print again.

Click on the pdf file on your bottom taskbar. This opens the
document in a new Adobe Reader window.

Print the application

From the browser menu bar, click & to print.
Result: the Print window opens.

Open the printer properties window, and select one sided printing
from your printer settings.

Once your settings have been changed, print the document.

Notes:

Your printer settings may vary depending on your station's
printer(s). If you require any assistance with your printer and
how to change the settings to 1-sided printing, please call the
helpdesk.

Your partial QID will display in the top left corner of the page
The search warrant number will display on the top right corner
of the page

Continued on next page
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Outcomes, Continued

Reporting to Step Action
|?:SUI?9 nglcer Save an electronic copy of the application
(Continued) 7 From the browser menu bar, click L to save. Alternatively, from

the tool bar, select File/Save as...

Result: the Save As window opens.

2

in: 153 My Seatch warrant Applcations ElFo®X o E

Save
My Documents
|y Pictures

My Pich

File name: |wz2resao000113

Lel Ll

Save astpe | Adobe PDF Fikes (“pc)

Save
Cancel
A

8 Type a name for the application in the File Name field (e.g. the
application number), and browse for the folder in which to save it
in (the Save in field) — this should be the Investigation file
associated with the case the search warrant relates to. Click

Result: An electronic copy has been saved to your chosen folder,
and can be viewed at any time. You can now close the browser
window and return to the Search and Surveillance system.

Return to
Table of Contents
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Outcomes, continued

Target Application History Access

Application Notes:
History Access o

The History Access column (red box) on the Outcomes tab (displayed

below) indicates whether subsequent applications will include previous

history for this target.

Full view (@) is the default setting.
Always select unless the Outcomes must be restricted, in which

case select No View (Gl

). You must have a valid business reason to set

these Outcomes to "No View'. Doing so means the document history will
not be shared and this could impact the validity of other applications
being made for the same target.

o If @D is selected, only those people who have the main roles in your
document (Primary or Secondary owner, Applicant or Approving
Officer) will see the outcome or have this information appended to their

applications.

To switch from Full View to No View, follow these steps:

Step
W Search Warrant Application

sw278940000044 | Wodicied: [JIl7102014 13:46

Application Result

146102014

novication presertca ey * |

Issuing Officer Datalls

Date and Time of Result *

HNot Submitted

7:00

Action

1B Frin Final W Close

Designation Deputy Reqlshar Issuing Officer Name * John Smith
Cownt Location * wellinglon Court Type District Court
::::“ :::y” Executed Owicome Report to Judge
138 ATACY STREET. KILBIRNE WELLINGTON QTY G022 v v |1
7 R ar _Galoon, Holden COMMODORE Greyw 201 v v N
1 To restrict access, click on the | button alongside the relevant

target, and select ® "= from the drop-down menu.

Result: The icon in the History Access column changes to

Repeat this to change from No View to Full View.
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Outcomes, continued

Refused applications

Refused A search warrant application in respect of one or more targets may be refused
Applications by an Issuing Officer, in whole or in part for various reasons.

A Refused Outcome must also be recorded against that application and
target.

If the Search Warrant application covers multiple targets, one or more of
these may be refused, while others are granted. The S&S system has the
facility to capture these mixed Outcomes.

Follow these steps to record a Refused Outcome(s) for a Search Warrant
application.

Step Action
1 Open the Final application, and click on the Outcomes tab.

Result: The following window will display.

Search Warrant Application

sw278910000208 | toditie: [ 112014 1200 | Fmac B Frint Final E Close
e

Warning: Entering an application result will prevent any further change of the application details

Application Restilt Granlee Refusad not Bubmitiad

2 If your application had only ONE target, or warrants were rejected
for ALL targets in your application, click on "%

Result: The following window will display.

Search Warrant Application

sw278940000287 | Moditiod: [+ 112014 1224 Fmac & PrntFinal ﬁ

I Detals | Targets | Warrants | Approval I Outcomes
Application Result Seaiot Mo Bubmittac
Date and Time of Result * 04111)2014 11:1

Issuing Officer Details

Designation District Count Judge v Issung Officer Name J Jones
Court Location * Tauranga (HC) v Court Type A Count
Warrant  Histor
2 Targets Executed Outcome Repotto Judge
Raesult Access
5 2 SMITH STREET, WAIPUKURALL CENTR: KES BAY DISTRICT 4200 v H

Note: The Warrant Result column shows Coie.

Continued on next page
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Outcomes, continued

Refused Step Action
Applications 3 Enter the relevant details:
(Continued)

e Date and Time of Result

e Application Presented By — the default is the Primary owner,
although this may be changed by clicking in the name field and
entering the appropriate QID/name and selecting it.

e Issuing Officer Designation — from the drop-down list — and
Name

e Court Location — from the drop-down list (the Court Type
will display automatically), or free text entry if the Issuing
Officer is a Justice of the Peace.

completed (see Completing an application on page 96).

sw278940000298 | taociric: [P+ 1120141231 | ewa

5 Application with multiple targets

If your application had more than one target, and not all targets

Granted

were refused warrants, click on

Then from the list of targets click on the | button associated with
the target that was refused a warrant and select * =

Result: The following window will display.

Search Warrant Application

1A Pt Final W Close

Apwlication Result W Refused Jot Sub led

Date and Time of Result
Issuing Officer Details

Designation Choosa One Issuing Officer Name *

Warrant  History - Reportto
Targets Executed Outcome
Resuft Nccess Judge
2 @[} .}w:vL- AREWASEWAFOREET VIAIPA STATE MILL BYPASS, INHAKAREWAREWA ROTORLIA DISTRICT v

38 TURNER DRIVE, WESTERM HEIGHTS, ROTORUADISTRICT 3015 v i

Notes:

e The target warrant that is rejected cannot be opened.

e You may proceed to record outcomes against all targets that
did have Search Warrants granted, in accordance with the
Record warrant outcome process, starting on page 80.

Search and Surveillance - User Guide (v2.0)
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Outcomes, continued

Refused
Applications
(continued)

Step Action
Notes (continued):
e The status of a Rejected target outcome may be changed back

to Granted targets: click on the ‘| button associated with the
target that was refused a warrant and select % St
Outcome details for this target may now be added.

e A Refused application will continue to show a ™ status on
your Dashboard until it is Completed.

Return to
Table of Contents

Not Submitted applications

Not Submitted
applications

A decision may be made to Not Submit a search warrant application. This
also constitutes an outcome to be recorded against that application.

Follow these steps to record a Not Submitted Outcome for a Search Warrant
application.

Step Action
1 Open the Final application, and click on the Outcomes tab.

Result: The following window will display.

Search Warrant Application

sw278940000208 | Modifiod: [P 112014 1200 | AL 18 Print Firal Sam

[ oo o e | —

Warning: Entering an application result will prevent any further change of the application details

Application Result Granted Refused Nat Submitied

2 Click on the ""*""™ tab.

Result: The following window will display.

Continued on next page
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Outcomes, continued

Not Submitted Step Action
applications
(COlltiIlllCd) Search Warrant Application
sw278940000298 | Mociried: [+ 112005 1255 Pmar P ciose
Application Result sranted Refused
Date and Time of Result HH2
= ::::I:m ::‘::':; Targets Executed Owtcome i‘:‘:;: v
243 —I RE REV R T, WAIPA STATE MI IYPAS KARE RE ROTORUADIETRICT v T
418 m 38 TURNER DRIVE, WESTERN HEIGHTS, ROTOR! DISTRICT 3015 v i
3 Enter the Date and Time of Result.

Note: Any targets associated with this application are not able to

have other outcomes recorded.

4 Click [ to save the details. The application may now be

Completed (see Completing an application on page 96) or

submitted at a later date and a different result recorded.

Sarch Warrant Application
sw278940000117 | todirieo N 102014 1500 FmaL Close
Warning: Entering an application result will prevent any further change of the application details
Application Result Grantad Rejecled Not Submittzd

Notes:

e A Not Submitted application will continue to show a ™
status on your Dashboard until it is Completed.

e A Not Submitted application may have its Outcome status
changed to Granted or Refused, if it is decided to submit the
application (before it is designated as Completed). This may
be done by clicking on the Granted or Refused buttons
against the Application Result on the Outcomes tab.

Application Result Granted Refused
Continued on next page
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 95

Last saved: 21 November 2014, 2:05 PM December 2014



Outcomes, continued

Completing an application

Completing an
application

Police business rules expect a search warrant application to be Completed
within three days of search warrants being executed. This requires all

outcomes in respect of each target within the application to be recorded.

A Search Warrant application should also be Completed if its outcomes
include the application being Rejected or Not Submitted.

Follow these steps to Complete your application.

Step Action

and Cllck on & Complete

synch, a warning message pops up.

confirmation window pops up.

Complete Application

1 Open the Final application you wish to complete, click on [“#eions =]

Notes: If mandatory fields have not been completed, these are
highlighted with an error message. If dates and/or times are out of

Result: If there are no errors, the Complete Application

Completing an application will prevent any further changes.
Before continuing make sure all outcome cletails are correct!

Cance Cnm plete

2 Click on Ml
the application appears as Complete.
Application Talgets

04d Q@ 4 TACY STREET, KILBIRNIE, WELLINGTON CITY 6022
-~

Zar, 5aloon, Holden, COMMODORE, Grey, 2012

Result: You are returned to your Dashboard, where the status of

Roles Status o

P: Case: 12063013820

s: | Carpicze |Operation: Manual Re-wiit2 !
AQ) Application Name: Testar 4 —

Search and Surveillance - User Guide (v2.0)
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Outcomes, Continued

Completing an Step Action
application Notes:
(Continued) e If notification of the HSMU was ticked on the Warrants

Target Details tab, an automated message is sent to the other
roles associated with the application to say that Search Warrant
outcomes have been completed, and to advise the HSMU of
relevant results.

e If asearch warrant in a completed application has an outcome
set to No View, then a 6-monthly reminder is sent out to
consider whether that status can be reviewed and set to Full
View. To change an outcome from No View to Full View will
require the complete applications to be re-opened and changed
accordingly (see below).

e Completed applications remain on your Dashboard for seven
(7) days. However, the default page settings for your Query
screen show Completed applications in the last 30 days. Older
completed documents can be searched for by changing the date
range defaults.

Return to
Table of Contents

Re-opening a Completed application

Re-open a On occasion it may be necessary to re-open an application that is completed,
completed This may be to correct an error in the recorded outcomes or to open access to
application a target that had been designated No View.

Follow these steps to Reopen your completed application.

Step Action
1 Open the Completed application you wish to re-open, click on

and click on

Result: The Reopen Complete Application confirmation window
pops up.

Continued on next page
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Outcomes, Continued

Re-open a Step  Action

completed 2 Click on

application

Continued . — .

( ) Result: This changes the status of the application back to Final
( ). An automated message is sent to the other key roles
associated with the application that a search warrant application
that they were assigned to has been re-opened by you from its
Completed state.

Note: Changes may only be made in the Outcomes tab.
3 Once any changes have been made, you must Complete the
application again.
Return to
Table of Contents
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Query

Introduction This section explains the fields and screens in the Query module of the Search
and Surveillance system.

Query a search  Follow these steps to search for warrants or applications that meet your
warrant specified criteria.

Step Action
1 Click on the Query tab, above your Dashboard.

Result: The Query tab displays, showing the default page
settings for your Query screen — Completed applications in the
last 30 days. (Older completed documents can be searched for by
changing the date range defaults.)

Search & Surveillance

Dashboard = Ouery = Target History Ouery Greate [{ew Application

Search Option atus ' From ' To
Gistus/Dats Range Complete * 061002014 0511112014 ] X Clear
Application = Targets Roles Status Info

I
1274 Q38 TURNER DRIVE, WESTERN HEIGHTS, ROTORUADISTRICT 3015 3 - Corpicte Case:1103081051 £
Al
>y

2 Click on the Search Option field.

Result: A drop-down menu is displayed, showing the fields that
you can search to find the application(s) that you require.

Search Option
Mpplication #

Application ¥
Application Name
CARD Number
NIA Case Number
Operation
StatusiDate Rance
Target Description
Target NIA Id

3 Select the field you wish to search, and a field to input search
terms appears. In the below example, select Operation and enter

the name of the Operation you wish to search for, and click

Note: This text may be all or part of a word.

Result: All applications that you have access to with the text you
entered in their Operation name field are displayed.

Continued on next page
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Query, Continued

Query a search Step Action
warrant .
) Search & Surveillance
(continued)
Dashboard Query Target History Query
Search Option * Operation *
Qperation v II EIllcr text here l R Clear
Application = Taraets Roles

Notes:

e Selecting the Search Option Status/Date Range results and
clicking on the Status field results in a drop-down box
showing each of the application status options available (red
box, displayed below).

e Additionally, you can specify a date range within which you
want to search for applications of a specified status (blue
box).

4 Seagch & Surveillance
Search Option ' tatus * From * To '
StatusiDate Range v All A 2170972014 21/10/2014 ¥ Clear
All
Application = Target Approved Roles Statu:
e mnono o Q 3pMy COmplete NORTH, PALMERSTON NORTH CITY 4414
S¥W1515800000001 Q163 Deleted ANELUNGTON CITY 6022 : Complete
Draft p:
00010 o= Final 1PDORE, Grey, 2012 S. Final
Pending Approval A
’ [0
SW278%40000044 : AlaguyRelected 6;8293&0351 2 ,.S- Sompicte
Return to
Table of Contents
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Target History Query

Introduction

This section explains the Target History Query tab and fields of the Search
and Surveillance system.

The Target History Query allows you to identify whether a specified target
is either the subject of a search warrant applications with Final status, or has
had a search warrant executed against it in the past three months.

Query the Follow these steps to query the history of a target.
History of a
Target Step Action

1 Click on the Target History Query tab, above your

Dashboard.
Result: The Target History Query tab displays, showing the
default page settings for your Query screen.
Target NIA Id: *
278540000013 1 Mith All Y [ X Clear

2 Click on the Target NIA Id field and enter the NIA Id of the
target you wish to query.

3 Select the timeframe over which you want the history — the
default is 3 months ( ) as this is required by legislation, but
you can extend this to all, or to shorten the time period to one
month.

4 Click on
Result: The Target Application History is displayed (if there is
a history), listing the Application #, Primary and Secondary
owners of those other applications, the date at which the
application was last amended, the suspected offence and the
result of the application.

Continued on next page
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Target History Query, Continued

Query the Step Action

History of a —

Tal'get Target Application History x
(Contlnued) Application = Owiners Date Suspecied Offence Result of Application

] Car, Saloon, Holden, COMMODORE, Grey, 2012

P o Rasult of application unknown,
SW151900000010 5 214102014 Co0KINg up meths enguiries as to present status
being made

] Car, Saloon, Holden, COMMODORE, Grey, 2012
&l ‘Warrart executed and charges
a7e 4 arzoqa  Theft have heen filed as a rasult of
SY2789£0000044 S~- 160102014 evidential material obiained

under the warrant

] Car, Saloon, Holden, COMMODORE, Grey, 2012

P oson sec . Result of application unkncwn,
SW273840000074 g nafasz014  Possession of drugs enquities as to present status
haing made

Notes:

e For the first and third of the above applications showing on
the Target Application History, the result of the application
are unknown. These applications have a status of Final.

e The second application has a specific result noted and the
Adobe Reader icon A (circled in red). This indicates that the
application has Completed status and a report on the warrant
outcomes can be generated.

e The Target Application History can also be generated from
the Targets tab within an application, when a number
appears under the TAH column (see screen shot below).
Clicking on the hyperlink number displays the above Target
Application History window.

come logoft

Search Warrant Application

- el
sw279940000056 | Moained: [ 1102013 1557 | CZGD W Delet:

I Details | Targets  Warrants

1. Targets Descrption i TAH [Usage Status o add Targat
2.0fencos r—

® -.- ¢ Salnon, Holden, COMMADORE. Gray. 2012 v ] @ i
3. Pvdential Material

5 To print a report on the warrant outcomes, click on =)

Result: The following message will display on your bottom
taskbar.

This type of file can harm your computer, Do you
A5 yank to keep SW278940000044-707.. .pdf arway? _ KEEP I Discard I

6 Click on _*= | and a pdf file of your final application will
download and appear on your bottom taskbar, as follows.

'@ SW278940000044-707...pdf  ~

Continued on next page

Search and Surveillance - User Guide (v2.0) Page 102
Last saved: 21 November 2014, 2:05 PM December 2014



Target History Query, Continued

Query the Step Action
History of a 7 Click on the pdf file on your bottom taskbar. This opens the
Tgrgt?t ] Search Warrant Outcome Summary document in a new
(Continued) Adobe Reader window.
Return to
Table of Contents
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2) Warrantless Notification System (via eQuip)

Log in and out

When to use

How to access

This system is used for recording the results of warrantless powers.

If you require access to eQuip first contact the help desk.

Access eQuip by clicking #(4 on your computer’s desktop. If you do not have
this icon you can click All Applications from the home page of the Police
Intranet, then clicking Warrantless Notifications to the right of Search and
Surveillance.

NEW ZEALAND POLICE
INTRANET

Home Police Instructions Tools & Resources Districts & Groups Projects News & Updates Station Phonebook

Nows & Pt

Foa ‘
"

stuffe..

Search and Surveillance
Deputy Commissioner Viv p.m
Car hit by a train near
Dunsandel
Vs tr

A

site after hit-and-run
Police had tr

v

YllEl

Car collides with train in
Canterbury

Continued on next page
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Log in and out, continued

Log in to
Warrantless
Notification
System

Follow these steps to log in to Warrantless Notification System from the

Applications page of the Police Intranet.

N
Step Action
Actually, there’s been one more change — to add the (requires login). Updated sceenshot:
B sare Qnire craciiemant system (recures han)

3 soarchand sursllng S2arch and survallanca systam for oreatng and recortng
agabist search and survellznce device apolcations and
warrants (requires login). Waord),

Yiew al mal-in databases you have access to. No adcitonal
passwerd regured,

fA  shared mabos portal

ter Warantioss Notifizatiors, Sygam User Gudz (FOF),
oriss of al forme can 2lso be fourt in Palize Forms (Microsoft

1 Click the Warrantless Notifications link.

Result: The Login — eQuip screen is displayed.

Logon - eQuip

Please enter your user ID and password... If you have forgotten your user
ID or password, please contactthe Help Desk on x43333.

User Id:

Password:

© Accessing eQuip for any reason other than for legitimate work
related purposes is prohibited and could lead to your dismissal,
following a proper employment enquiry, or criminal prosecution.

2 Enter your User ID and Enterprise password. The password 1s
case sensifive.

HOME QUERY ¥ VIEW ¥

L‘\_l Statistics

3 Click Login.
Result: The eQuip home screen is displayed.

CREATE ¥ GOTO ¥

SETTINGS

day mode [~

& Persons Queried 0
& Vvehicles Quared 1}
A Locations Queried 0

£
@ incomplete Notings 2

[ Reiurned Notings D
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Log in and out, continued

Log in to Step Action
Warrantless 4 Click the Create button, and select the Warrantless
Notification Notification link.
System
(continued) S
eQuip
HOME QUERYY VIEWY | CREATEY| GOTOY  SETTINGS
CREATE NOTING
WARRANTLESS NOTIFICATION
H
Result: the Warrantless Power Notification screen displays.
YVacl_'gFalnnggEsTﬁ&wer Notification —
-y o
Name _ RankWorkgroup [CTSC GROLUP SERMCEE, Johnsanwlle
‘Station
Rank [cnoose One =l Workgroup  |ICTSC GROUP SERVIGES
Email ;x:paucs—gcw nz Phone
otticer Location * [Viellingion | [welington &rea =l
[annnsnwing =l
Log off Follow this step to logoff the Warrantless Notification System.
Warrantless
Notification Step Action
system T it
Click the 58] button on the upper right hand side of the
screen.
Result: You are now logged out.
Return to
Table of Contents
Search and Surveillance - User Guide (v2.0) Page 106

Last saved: 21 November 2014, 2:05 PM December 2014



Navigation

Introduction This view i1s the default screen once you log into the system. From here you
can record the use of using the warrantless powers in the system.

Warrantless Power Notification
OFFICER DETAILS

oy ] RankWorkgioup (CTSC GROUP SERVICEE, Johnsorille

/Station

M

Rank [Choose One =l Workgioup  |CTEC GROUP BERVICES
Email |-3|m"li‘s gavinz Phone

officer Location * [eliington =] [welington avea |

[Jonngonane =

Sections The screen is divided into the following panels - each can be expanded or

collapsed using the |~ buttons on the right hand side of the screen:

Officer details
Supervisor details
Incident details
Location details
Targets

Other details
Criminal proceedings

Return to
Table of Contents
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Warrantless Power Notifications

Introduction This section explains how to create a search power notification.
Create a It is best practice to create a notification from a QL (Query Location) result.
notification
froma QL Follow these steps to create a notification from a QL.
Step Action

HOME QUERY ¥ VIEW ™ CREATE ™ GOTO ¥ SETTINGS

¥ | statistics
el

B Persons Queried ]

& Wehicles Queried 0

4% | ocations Queried 0

i Incomplete Motings 0

[ Returned Motings 0

1 Click on the Home screen.
Result: The Location Query Criteria is displayed.

Continued on next page
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Warrantless Power Notifications, Continued

Create a
notification
from a QL
(continued)

Create a
notification

Step Action

2 Enter the address string in the Quick Entry field or enter
specific details in the other fields, eg Common name.

W

Enter your QID or unit ID in the Unit field.

4 Click
Result: All locations fitting your query criteria are displayed.

f‘»l Hautana Square, Woburn, Lower Hutt City 5010

B4 242 Hautana Square, Woburn, Lower Hutt City 5010

5 Click the required address.
Result: The details of that location are displayed.

4 Backto Query Resulls ®m UstView | + CresteNoting | + AddioNoting | + Creste Waranliess

I Summary Alerts (0 Common Names (0) | Links (12)

Lacation Id 490773364

Adiir s & 24 HAUTANA SQUARE, WOBLIRN, LOWER HUTT CITY 5010
Type

Stams Confirmed

Fortted

Alarmed

Easting 1760035

Nov thing 5435568

3 |

| ‘g/'/f / Vi
l"ﬁy ] Z. /%{ <
6 Click + CrealeYWarrantless .
Result: The Warrantless Power Notification is displayed, with
the location details populated.
7 Continue with the Create a notification procedure, omitting the

Locations Detail panel.

Follow these steps to create a Warrantless power notification.

Step | Action
Officer Details panel

Name _ RankWorkgroup |CTSC GROUP SERVICES, Jonnsornwille

Station

Rank | Choose One =l Workgroup  |CTSC BROUP SERVICES
email o ce00tnz Phone

Officer Location * [zllington | [wellington A3 =l

[Jonnzomile =l

1 Your User ID, Name, and other details will automatically be
entered.

Click = and select your Rank from the list.
Result: Your rank is displayed.

Continued on next page
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Warrantless Power Notifications, Continued

Create a Step Action
notification 2 Click | to enter your location in the Officer Location
(continued)

dropdown boxes.
Note: A red asterisk indicates that the field is mandatory.
Result: your current work location has been added.

Supervisor Details panel

~ SUPERVISOR DETAILS -

Enter your supervisor’s QID and then press .
Result: your Supervisor’s Name, and Rank/Workgroup/

Station are displayed.
SUPERVISOR DETARILS
namo | RallkANor Kyt oup/Station|CTSC PRODUCTION SUPFORT, Jofnscimwille

Incident Details panel

INCIDENT DETAILS

Date Time of CARD Event Number '

Entry/Search/Seizure *

[enl A
[31] G,

4 Enter required details in the Date/Time fields. Click 5 to bring
up the calendar.
Note: enter the date and time that the power was executed here.

5 It 1s mandatory to enter either a CARD Event Number or a NIA
Case Number. However, enter both if you have them.

6 Tick this box 1if the power is in relation to an operation.
Result: the Operation Name and Operation Description fields
display. These are mandatory fields.
Operation [

Operation Name *

Operation
Description '

7 Tick one or more of these checkboxes as required.
Did the exercise of the warrantiess search power involve:

[T anarms search
[~ abiosecurity search
[~ aCYP search, removal or arrest

[T adrugs search
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Warrantless Power Notifications, Continued

Create a
notification
(continued)

Step

Action

Note: If you tick one of the four boxes above, once you have
submitted this form you must also go to the Bulletin Board and
complete the relevant notification as per current procedure.

Enter any additional information relating to the circumstances
which prompted this notification in the Other Information
field.

Location Details panel

Enter the NIA Location ID of the location where the power was

executed. Click to return the location from NIA.
Result: the NIA location details are displayed.

Targets panel

10

Click to add Persons, Locations, Vehicles or Other
Things. You can add multiple entries under each category.

Click if you wish to delete any entries you have made.

Notes:

e NIA IDs are used when entering target details. These
target identities cannot be LTNZ identities (LTNZ
vehicles do not have NIA IDs).

e Inthe Locations field you can click the box to enter the
‘Same as location of Power exercised'.

e The Vehicles field includes Land, Sea and Air vehicles.

e If you do not have the NIA ID of your target, it is
possible to add a target, however, a full description is
required.

Continued on next page
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Warrantless Power Notifications, Continued

Create a Step Action

notification 11  Tick one or more of these boxes to select the applicable powers.
(continued) Then click the boxes on the right if the use of the power resulted
in the seizure of evidential material.

Tip: if you tick a box on the right hand side, the corresponding
box on the left side will automatically be ticked.

Criminal proceedings panel
12 Tick the boxes to select whether charges have been brought, or
are to be brought.
Result: the Number of Persons Charged field displays if the
top box is ticked. This field is mandatory.

13
Click if you wish to return to the top of page and check
your entered information. Click
Note: You will receive an error message if you have not entered
information in all the mandatory fields. Once all information has
been entered you can submit the form again.
Result: The View Warrantless Notification screen displays.
The notification that you have just created will appear at the top
of the list of notifications.
Continued on next page
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Warrantless Power Notifications, Continued

Create a

Ste Action
Y R ccr——erre——

(continued)

HOME QUERY ¥ VIEW ¥ CREATE ¥ GOTO Y SETTINGS

Warrantless Searches
QUERY CRITERIA

Start Date 19082012 | EndDate  18/092012 [m|

Warrant ki Exercised At Supenisor Location Card Event Nux

Oficer
2N2049 0800 345 MAZENGARB ROAD, PARAPARAUMU, KAPITI COAST  qncaune
12092012 09:00 DISTRICT 5032 3852486
02/02012 09:00 unknowi P1924229

Notes:

e It is recommended that you write the notification number
in your notebook entry, for ease of reference in the
future.

e Your supervisor will receive an email notification that
the warrantless notification has been submitted by you.

Return to
Table of Contents

Search and Surveillance - User Guide (v2.0) Page 113
Last saved: 21 November 2014, 2:05 PM December 2014



Viewing and editing submitted warrantless notifications

Introduction Use these steps to view a list of your submitted warrantless notifications in
the eQuip system.

View submitted Follow these steps to view notifications you have submitted in the eQuip
notifications system.

Step Action
HOME QUERY ¥ CREATE ¥ GOTO ¥ !

QUERY HISTORY

NTEL NOTING

-n -

1 Click the View button, and select the Warrantless Notification
link.
Result: the Warrantless Searches screen displays.

Warrantless Searches
QUERY CRITERIA

Start Date  jampi2012 | EndDate  19m3/2012 ol
warrant id Exercised At Supenasor Location

2J09(2012 09-00 jaz.rfA;:.wlr:Alfli ROAD, PARAPARAUML, KAPIT COA
DISTRICT 5032
02)09/2012 09.00 unknawm

Edit submitted  Only the person who created a warrantless notification can now edit the
notifications notification after submitting it. Supervisors, however, cannot edit these
notifications, only their own.

Follow these steps to edit a notification after submitting.

Step Action
1 Query for your notifications.

Warraert kd Exercis ed At Ofcer Supervsor Locaton Card Event Numbes

57 0B 4 021202012 0715 - - .-.: HAUTANA BOUARE, WOBLRN, LOWER HUTT CITY
EZc0054 5010

2 Click the notification you want to view.
Result: The selected notification is displayed.

3 Click EEN.

4 Change the details needing amendment.

5 Click IEEN.

Result: The notification is re-submitted.
Note: All edits will prompt an email to your supervisor.
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Printing and saving an electronic copy of a warrantless

notification

Introduction

Print or save a
notification
from eQuip

This section shows you how to print from the Warrantless Notification
System, via eQuip. You can also save an electronic copy of the application
once the printable version has been produced.

Follow these steps to print a notification, or save an electronic copy from the
Warrantless Notification system (eQuip).

Step Action
1 From the Warrantless Searches Query Criteria screen, double
click to open the application you wish to print.
Result: The application displays.

HOME QUERY ¥  VIEWY CREATEY GOTO Y  SETTINGS
Warrantless Searches
QUERY CRITERIA
user 10 [
StartDate 19082012 [ EndDate 1goarorz 5
Warrant Id Exercised At Officer Supenvisor Location Card Event Nur
130081201 2 04.00 345 MAZENGARE ROAD, PARAPARAUMU, KAPITI COAST ooz yon
DISTRICT 5032
02/03/2012 09:00 unknow P1924223
2 From the file menu of the internet browser, click File and then
Print.
ct Visw Favorites  Tools Help
L
m;‘:i:dnw Ez::‘ Lpraprod, govt.nz) ¢ antId=2E5830000024
S:fﬂ--- C ipst.orepro... X | @ NIA Launch On the Web
Save ClrH3
Save As..
Close Tab CtrHw

EW ¥ CREATE ¥ GOTO Y SETTINGS

Pag3 Sebp. ..

Prirk Preview,. .

Send »

trezbandBroat: or Search Power Notification(259800000024)

Properties

YWork Offline

Ext )365
wor- T

/Station J¢
Rank Constable [Probationary) Workgroup IC
Ermail -;;nnrn govinz Phone
Officer Location * Welllingion WWellington Area  Johnsorwilie

|—- SUPERVISOR DETAILS

Result: the printer options will display.
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Printing and saving an electronic copy of a warrantless
notification, Continued

Print or save a
notification
from eQuip
(continued)

Search and Surveillance - User Guide (v2.0)
Last saved: 21 November 2014, 2:05 PM

Step

Action

3

Open the printer properties window, and select PDF Creator.
Result: the PDF Creator screen displays.

Note: The settings on your station printer(s) may vary. If you
require assistance with how to change these settings, please contact

the helpdesk.
x

Decumen: Title:
“tips: f/svequest preprod.covt he/equin/zasiwenantess) LEA

Creation Dale:

2120918105002 | mew |

Modily Dat=
[zei209781 05083 ] Hon |

Athor

Sutfect:

[ |
Eapaords:

[ J

After 2aving open e document with e defauk crogiam

e G |

Cancel | Wat-Colect

Click__ Save |

Result: the Save as window opens.
s 2
(e e =

Save n: |JJ My Warrantless Natficalicns

T SW44£01 29577 dratt

Iy Pictuies

3

My Recsni
ocumenis

*

Favorkes

or

Mp Corpuler  IEEERELTS
ADMLTFER?

[svassnizaszz| = || Save "
=)

[FOF Files - pd) CEks

7

Save as be:

Type a name for the application in the File Name field (e.g. the
application number), and select a folder to save it to (e.g. My
Warrantless Notifications).

Then click &l.

Result: another browser window displays, showing a PDF copy of
the application.

Continued on next page
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Printing and saving an electronic copy of a warrantless
notification, Continued

Print or save a
notification
from eQuip
(continued)

Ste Action

ol 5W4450139577 draft.pdf - Adobe Reader £

Fle Edt View Docurert Took ‘Window Help

= S @il @ i -

=10l

Page 1 of 4

Warrantless Entry or Search Power Notification(259800000024)
 OFFICER DETAILS -

User Id I
name [ Rank/Workgroup Constable [Probationary),

IStation |CTSC GROUP SERVICES.
Johnsonville

Rank Constable (Probationary) Workgroup ICTSC GROUP SERVICES

Notes:

e A copy has been saved to your chosen folder, and can be

viewed at any time.
e You cannot edit this document.

From the menu bar, click = to print.

Result: the document has printed.

Return to
Table of Contents
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Glossary

Glossary Term

Description

Approving Officer

A person who can approve the application
content. This should be the supervisor of the
primary owner.

Confliction

When a target you select is the subject of another
draft warrant application.

Document number

System generated unique number appended to
each document created within S&S.

Document security

Open — generates target conflict notices to other
open and closed documents.

Closed — generates target conflict notices to other
closed documents.

If you require security on your document, this
will need to be approved by the Field Manager
before you can proceed.

Draft

Application for a search warrant in progress

eQuip

System where Warrantless Power Notifications
are recorded.

Executing Officer

Member who physically executed the search
warrant.

Facility

A thing that is not situated at a physical location
which a person can enter and search. Examples
would include a website, Internet data storage
facility or a hotmail (email) account.

Field Manager

A Detective Inspector nominated by you

Final

Finalised warrant ready for authorisation by an
Issuing Officer.

General User

A person who can assist with completing the
majority of the form.

Note: this can only happen after the primary
owner has completed the minimum data required
to save the application, and added the General
personnel.

Outcomes

Outcomes are the results of the Warrant and form
the target history.

It is important to record the Outcome of all
Search Warrants as soon as possible as the
Outcomes will affect the history for future
warrant applications

Outcomes are reported on annually.
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Glossary, Continued

Glossary Term Description

(continued) Primary Owner The person who creates the search warrant.
Normally the person who is the applicant of the
Search Warrant.

Secondary Owner A person who can act as a backup to the primary
owner. This person has the same access rights as
the primary owner.

Applicant Is the Applicant if different from the Primary or
Secondary Owner.
Target Subject of your application: Person, Item,

Vehicle or Location.

You must use NIA IDs. Other Vehicle, item and
location types are not supported (e.g. NZTA).

Target application History of previous warrants and their outcomes

history held within the Search and Surveillance system
for a specific target/application.

Thing Any item that will be searched via physical
access.
Return to

Table of Contents
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