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About this Guide 

 
Purpose This guide supports Police personnel using the Search and Surveillance 

systems. 

 

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

 
What’s not 

included 
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: 

 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. 

 
Audience This guide is intended to be used by: 

 staff who prepare and approve search warrant applications, and  

 staff who complete warrantless power notifications. 

 
Assumptions It is assumed that the reader: 

 can use a computer 

 is familiar with Police business 

 has access to the Search and Surveillance systems, and NIA. 

 
Version 

history  
The table below shows the version history of this guide. 

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 
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About this Guide, Continued 

 
Icons In this guide the following icons will be used to highlight different points to 

note: 

 Hint or tip 

  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 
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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 

Surveillance 

Creating search warrant 

applications and reporting 

outcomes. 

via the Police 

intranet 
1) Search and Surveillance 

system 

Warrantless 

Notification 

Record the results of using 

warrantless powers 

via the eQuip 

system 
2) Warrantless Notification 

System (via eQuip) 

 

 

Return to  

Table of Contents 
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1) Search and Surveillance system 

Log in and out 

 
When to use 

 
This system is used for: 

 creating search warrant applications  

 creating search warrants, and  

 reporting outcomes. 

 
How to access 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.  

 

 

Continued on next page 
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Log in and out, Continued 

  
Log in to 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:  

 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 

 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. 

 

 
 

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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Navigation, Continued 

 
Return to 

Dashboard 

(Continued) 

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

appear.  Either click  and then  to save any changes, or  to 

proceed without saving changes. 

 

 

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

applications.  

 

 
 

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)  
 Text search: 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. 

 

 
 

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

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

 button. 

 
Query 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. 

 
Target History 

Query 
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. 

 
Create New 

Application 
A new application for a warrant(s) is created by clicking on the button 

 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. 

 
Edit an existing 

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

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 
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Creating Search Warrants 

 

Introduction 

 

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

warrants. 

 
Before you 

begin - using 

with NIA 

The S&S system has been designed to be used in conjunction 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.  

 

 It is recommended that you have NIA and S&S open at the same time, 

and toggle between systems as required. 

 

 It is 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 

application 

history 

You can check the application history of your targets by entering the Target 

NIA Id in the Target History Query tab.   

 
Required roles Each search warrant requires: 

 

 a primary owner  

 a secondary owner, and 

 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 

required roles 
 Each QID can be used only once per application (e.g. the approving 

officer cannot also act as the secondary owner). 

 More than one QID can be entered under General Users. 

 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 

/Typist). 

 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. 

 The role of the General User is limited.  Once the search warrant is 

finalised General User access is terminated. 

 Search warrants can only be viewed by those people who have a role in 

them, e.g. secondary owner. 

Continued on next page 
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Creating Search Warrants, Continued 

 
Minimum data 

to save search 

warrant 

application 

The minimum information that must be entered to create and save a search 

warrant application is: 

 Primary owner 

 Secondary owner. 

 
Mandatory 

information 
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 

 
Create a search 

warrant 

application  

(continued) 

Step Action 

3 Enter a QID or Surname in the Approving Officer field. This 

should be the Primary Owner's supervisor (Sergeant or above).  

(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:  

 The Approving officer must be different from the Primary 

Owner and the Secondary Owner. 

 Entering an Approving officer is optional at this point, but 

must be added before the application is submitted for 

approval. 

 The Approving officer can be changed at any point 

 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. 

 

 It is 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  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 Action 

 Notes:  

 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. 

 Relatively simple text can be entered here and formatted 

using the rich text editor functions – Bold, Italic Underline, 

bullets, etc:  

 
 

 When finished entering text, click  to return to 3. 

Supporting Information. 

 If 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.  

 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 

 
Adding a 

target(s) 

(continued) 

Step Action 

 Notes:  

 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. 

 

 
 

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 target is a: Then 

Location Click the Place tab. 

Result: The following is displayed. 

 

  

 

Continued on next page 
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Creating Search Warrants, Continued 

 
Adding a 

target(s) 

(continued) 

Step Action 

 If target is a: Then 

Location 

(Continued) 

You can specify the location: 

 

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  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  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 

 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. 

 
 

  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  to add the location to your list of 

targets. 
 

 

Continued on next page 
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Creating Search Warrants, Continued 

 
Adding a 

target(s) 

(continued)  

Step Action 

25 If target is a: Then 

Thing Click the Thing tab. 

 

Result: The following is displayed. 

 

 
 Enter the NIA ID of the item in the NIA 

Item Id field. 

 

 If a NIA 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  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. 

 
 

  You can 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 

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. 

 

 
 

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).  

 

 For a long 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:  

 If you overlook this step, you will be prompted to complete it 

when you come to Save the warrant details. 

 A number has now been assigned to this warrant – see green 

box. 

 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  





Search and Surveillance - User Guide (v2.0)  Page 39 

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

Creating Search Warrants, Continued 

 
Adding a 

warrant(s) 

(continued) 

Step Action 

39 MODA: Select Relates to MODA if you have listed suspected 

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:  

 endangering the safety of any person  

 prejudice of ongoing investigations, or  

 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.  

 

 
 

47 Click on . 

 

Notes: 

 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 

  Check NIA for any relevant information relating to the target 

that should be included here.  

 

 This is 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.  

 

 
49 Click on . 

 

Notes: 

 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 

  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). 

 

 This is 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: 

 

 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. 

 

 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. 
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Creating Search Warrants, Continued 

 
Request closed 

status 

(continued) 

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. 

 
 

 
Confliction 

notifications 
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. 
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Creating Search Warrants, Continued 

 
Previewing 

your 

application 

(continued) 

Step Action 

2 Click on  and a pdf file of your draft application will 

download and appear on your bottom taskbar, as follows.  

 

 
 

3 Click on this to view and print as required.  

 

Notes:  

 The yellow highlighted text has been inserted from 

information you’ve provided. 

 This shows and prints with a ‘Draft’ watermark. 

 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.  
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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. 

 

 
 

3 Enter the reasons for the self approval and click . 

 

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 

so. 

 
 

 

  

Return to  

Table of Contents 

 









Search and Surveillance - User Guide (v2.0)  Page 57 

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

Finalise, print and save a search warrant application, Continued 

 
Printing & 

saving your 

application 

 

 1-sided printing of warrants: For compliance reasons, you must 

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.  

 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) 

 

Step Action 

5 Open the printer properties window, and select one sided printing 

from your printer settings.  

 

6 Once your settings have been changed, print the document. 

 

Notes:  

 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. 

Save an electronic copy of the application 

7 From the browser menu bar, click  to save. Alternatively, from 

the tool bar, select File/Save as…  

 

Result: the Save As window opens. 

 

 
 

6 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. 
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Deleting and Undeleting an application, Continued 

 
Undeleting a 

search warrant 

application 

(Continued) 

Step Action 

2  Click . 

 

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 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. 

 
Amend a 

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

 
Create a facility 

(continued) 
Step Action 

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 Item 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 

is not to be used 

Do not use this option if possible.  

Use the existing Item. 

 Warning! You don’t want double 

entries in NIA. 

  

C. The Item does not 

exist 

Click Cancel. 

Result: The wizard is displayed with 

no changes to the criteria. 

 Click the selected entry. 

 Click the Delete Selected/Identifier 

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 

(continued) 
Step Action 

  

D. The Item does not 

exist  

Click Ignore. 

 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 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 

select Paste 

Click in this field and press 

<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, 
Continued 

 

Amending or reassigning an application 

Amend or 

reassign 

application  
 

Step Action 

1 Amend application: If you wish to amend an application prior to 

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 a search 

warrant - 

Approving 

Officer only 

Follow these steps to Reject a search warrant application. 

 

Step Action 

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 . 

 

Result: The application now displays a status of Rejected in the 

Status column of the Dashboard. 

 
 

Continued on next page 
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Outcomes, Continued 

 
Record 

Granted 

application 

outcome 

(continued) 

Step Action 

Application Result 

2 Enter the following details: 

 

 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. 

 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: 

 

 Designation – select the appropriate designation from the 

drop-down box that appears when you click on that field.  

 Name – free-text field – enter sufficient information as to 

identify the person 

 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(s) 

(continued) 

Step Action 

Target Outcome – Evidential Material 

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 Click on , list the additional material seized, and 

click  to add it to your outcomes.  

 
 

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.  

 

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. 

 

5 Open the printer properties window, and select one sided printing 

from your printer settings.  

 

6 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 

Issuing Officer 
(Continued) 

 

Step Action 

Save an electronic copy of the application 

7 From the browser menu bar, click  to save. Alternatively, from 

the tool bar, select File/Save as…  

 

Result: the Save As window opens. 

 

 
 

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. 
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Outcomes, Continued 

 
Completing an 

application 

(Continued) 

Step Action 

 Notes:  

 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. 

 If a search 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). 

 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. 

 
 

 

 

 

Re-opening a Completed application 

Re-open a 

completed 

application  

On occasion it may be necessary to re-open an application that is completed, 

This may be to correct an error in the recorded outcomes or to open access to 

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 

completed 

application 

(Continued) 

Step Action  

2 Click on .  

 

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. 
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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 

History of a 

Target 

Follow these steps to query the 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. 

 

 
 

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 

History of a 

Target 

(Continued) 

Step Action 

7 Click on the pdf file on your bottom taskbar. This opens the 

Search Warrant Outcome Summary document in a new 

Adobe Reader window. 
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2) Warrantless Notification System (via eQuip) 

Log in and out 

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

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

 

Access eQuip by clicking  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. 

 

 

Continued on next page 
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Warrantless Power Notifications 

 
Introduction This section explains how to create a search power notification. 

 
Create a 

notification 

from a QL 

It is best practice to create a  notification from a QL (Query Location) result. 

 

Follow these steps to create a notification from a QL. 

 

Step Action 

 
 

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 

(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. 

8 Enter any additional information relating to the circumstances 

which prompted this notification in the Other Information 

field. 

 
Location Details panel 

9 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:  

 NIA IDs are used when entering target details. These 

target identities cannot be LTNZ identities (LTNZ 

vehicles do not have NIA IDs). 

 In the Locations field you can click the box to enter the 

'Same as location of Power exercised'. 

 The Vehicles field includes Land, Sea and Air vehicles. 

 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 

notification 

(continued) 

Step Action 

11 Tick one or more of these boxes to select the applicable powers. 

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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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. 
 

Continued on next page 
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Glossary, Continued 

 
Glossary 

(continued) 
Term Description 

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 

History of previous warrants and their outcomes 

held within the Search and Surveillance system 

for a specific target/application. 

Thing Any item that will be searched via physical 

access. 
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