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Section 1

Introduction
The Ohio Department of Health, Bureau of Vital Statistics is pleased to provide you with this
easy step guide for usage of the Electronic Death Registration System (EDRS).

Funeral Directors and Coroner/Physicians/E-Physicians Online with EDRS

When a funeral user creates a death record, said user will assign the record to the
coroner/physician/e-physician. Once the funeral user completes the assigned portion of the
record for Personal Info Complete, the coroner/physician/e-physician will subsequently
complete their assigned portion. If the death record has been assigned to a coroner, the
coroner will receive the death record electronically, input the medical information into EDRS,
and certify the death record within EDRS at which point the funeral director can then review and
then certify the certificate, which will mark it as Registered, and make it available for issuance by
the Local Health Department. This process is the same for Coroners who are also E-Physicians.
Paper assigned Physicians do not have the capability to receive electronic death records within
EDRS and thus the funeral user must either print a paper death certificate and deliver it to the
physician for completion by hand or the funeral user can email or fax the physician a PDF
created death certificate for signage. Once the physician completes the death record, they can
either mail, fax, or email the completed and signed certificate back to the funeral home.

Please note that if the email or fax option is utilized by any of the above named entities, the
death record must retain the format correspondent to EDRS printing and must not present
differently in size and must not show other markings such as a fax number or an email indicator.
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Section 2

Getting Started with EDRS

To get started you will need to open your browser and enter the URL: https://vital.odh.ohio.gov
in the address box.

| 2J

Recycle Bin

Open your Internet Browser
This guide will use Internet
Explorer for the browser.

”',

/4,'

) :
Internet
Explorer. &y

File Edit ‘“iew Favorites Tools  Help

Qe - © - [¥] A Vearch

Address https: jivital. odh, ohio,gow

Enter the URL in the
Address box
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) IPHIS

Integrated Perinatal Health Infarr

Vital

HEALTHS

Welcome
Pleaze log on to continue.

Password:

Domain: CITRIX e

Click the button as prompted to continue

Ohio Department of Health Office of Vital Statistics

Please reference the Suppert Site for ongoing updates {such as system upgrades, policy changes, and cther vita
announcements). The home page is continually updated with important announcements. Should you have any
questions or concerns about the IPHIS-EDRS application, please contact our HelpDesk at (614) 466-2531, option 3.
Staff are available Monday through Friday, 500 AM to 5:00 PM. The HelpDesk will be closed during state holidays.

Password changes will accur every 80 days, and require the use of strong password guidelines. These include a
password length of no less than 7 characters, one uppercase character, and one special character [i.e. § % & or
number).

i Click Here To Continue
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If prompted to install applications, user can either click the green Install button and follow the
prompts or, if Citrix has already been downloaded, the user can hit Skip To Log On.

Click Install to access your
applications.

INSTALL

-'.-Ir.rrt'ﬂ‘.l' he L irm 1

W Security Detals | Skiptologon

Click on the application icon: IPHIS/EDRS

Main
4 m g
€ o e
Hospital Reporting IPHIS EDRS Support Site
IPHIS/EDRS

Hint: Unable to find the resource you need? Use Search to locate it for you. [z
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Click on the Permit Use option

Citrix Receiver - Security Warning

An online application is attempting to access
information on a device attached to your
computer.

< Block access
Do not permit the application to use these devices.

% Permituse
Permit the application to use these devices.

[7] Do not ask me again for this site.

If user has more than one funeral home location, the ‘select location’ dropdown box will

appear for user to choose applicable location role. Once chosen, click OK.

—Select the Location that pou will be warking from

1z Dowvn arrow key to select corect entry. Press Enter Key.

dzer Mo, [Nt

Mame Ibartu:un.smu:u:k WS Clerk

Funct Group  [VS-USER - DDHAS - Clerk

GUI Group I"-«I"S-ST.-“-‘-.TE - State Clerk,

Locatian IEENTH.&L LOCATION

LocCade  |CEMTRAL

County Code I

Address I

Ciy |
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This is the Main Menu action screen for IPHIS/EDRS

.o File Search Fee/CAS Work Queue Tools Batch Admunistration Help
DeRFe|
~IPHIS CHANGES

- Changes to bitth patent fields in IPHIS were IPH'S_EDRS

| ﬁpbwd May 2. MS also affected the
* birth parent works| tact .
| v helodesk(@oh. otin gov Wik &ng Ohio Vital Records

| questions. , Version 4.1.6.5

| Currently Logged In

Name: barton.smock Spec Reg Clerk

Uses |D: barton smock

Server Name: SOLYSPRDDBASOL2008PRD

Open Database; ASTVRSOH

Locatior: CENTRAL LOCATION

Citrix Proxy Mode

Function Group:VS-USERSR - DDH/AVS - Special Reg Clerk
GUI Group: ¥S-STATE - State Clerk

« Copyright [c) 2014 Netsmart Technologies, Inc.
| Ready. Il I I
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Note: if at any point when logging in, the user receives a message stating:
CEEE x|

You already have an instance of this application open and are not allowed to run
more than one instance. Please contact your System Administrator,

0K |

...the user will need to log-out of EDRS for 15 minutes and then re log-in to clear the error. This
message indicates that either a current session is open or that a previous session ended
abnormally but is still open. The 15 minute threshold is the parameter set for an automatic
session end.
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Navigating the Software

Each screen is composed of tabs, paragraphs, and fields.
» The tabs can be thought of as pages. These pages can be as long as needed but usually
just take up one screen for ease of use.
» Atab usually contains information pertaining to one aspect of the Event.
» The user can go quickly from one tab to another by clicking on a tab heading with a
mouse click or by pressing Alt-#, where # is the tab number (1, 2, 3, ...) to be accessed.

Each tab is composed of one or more paragraphs.
» These paragraphs have a title and are designed to pertain to some particular aspect of
the Event.
» You can skip from paragraph to paragraph by pressing Ctrl-P.

Each paragraph is composed of one or more fields.
» Available field types are

O
O
O
O
O

O

drop-down
edit

check box
date edit
memo
signature

» The user moves from one field to another by

O
O

pressing the Tab key
automatic after entering data into the field with the appropriate type and
number of characters
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Review the main screen — menu bar & “drop down” options

... 0S5 Technologies VRS =1 il

File Search FeefCAS Work Queus Tools Batch  Administration  Help
¥o@| e N
—Mezsage of the Day

;E;:g‘l;zeﬂg?n-;gdésnng of IPHIS and EDRS I P H IS/E DRS

Ohio Vital Records
Version 3.0/1 .1 TEST

T 05T~ _angies YRS -0l x|
File Grch Fes/CAS  Work Queue  Tools Batch  Administration  Help
it e ||
Mew Special. ..
Close

IPHIS/EDRS

Prink Setup... . :
Print Screen Ohio Vital Records

Version 3.0 TEST

Exit 1

The Search menu item “drop down” options

) QS Techr gies VRS - |Olx

File | Search FeefCAS  \Work Quele Tools Batch  Administration  Help

W1 Message System
-] Death |
17, Affidavit

bei  Supplemental IPHIS!E DRS

Cerfificate of Service . .
User feedback messaging for YS Ohio Vital Records

o | s Version 3.011.1 TEST
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HOT KEYS

Presented below is a summary of various “hot key” combinations that can make certain data
entry functions more efficient for those operators wanting to avoid use of the mouse and mouse
menu navigation techniques. They include use of the Control key (Ctrl), the Alternate key (Alt)
and the Shift key (Shift).

CTRL-C COPY - This key copies the contents of the field containing the text cursor to the
Windows clipboard. The field contents are not altered

CTRL-O OVERRIDE - This key sets the edit override indicator for the field containing the
text cursor.

CTRL-P The data entry form is built from labeled boxes which are called PARAGRAPHS (in
Windows terminology, they are called group boxes). Pressing Ctrl-P will move the
text cursor from the present field to the first enterable field in the next
paragraph.

CTRL-Q QUERY - This key sets the query indicator for the field containing the text cursor.

CTRL-R RESET QUERY/OVERRIDE - This key removes the query or override indicator. Note
that a field can be either overridden or queried, but not both.

CTRL-S This key SAVES the current Event. It is equivalent to the File | Save menu item.

CTRL-V PASTE - This key pastes the contents of the Windows clipboard into the field
containing the text cursor. The new contents replace whatever was previously in
the field.

CTRL-X CUT - This key clears the present field and copies its contents to the Windows

clipboard. From the clipboard it can be pasted into another data entry field, or
into another Windows application which supports the clipboard.

The Ohio Department of Health, Bureau of Vital Statistics
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CTRL-Z This key CLEARS the contents of the field containing the text cursor.

CTRL-DELETE If the text cursor is in a mask edit field (a field with slash or dash characters), the
field will be cleared, or DELETED, when Ctrl-Delete is pressed.

CTRL-TAB This key combination will select the next notebook page. When the last notebook
page is displayed, this key combination will display the first page.

SHIFT-CTRL-TAB This key combination will select the previous notebook

ALT-A Through ALT- | Certain menu items have underscores under a letter in the item name. Pressing
Z Alt plus that letter is equivalent to selecting the menu item.

ALT-1 Through ALT- | These keys select notebook pages, or tabs, 1-9, respectively.
9

ALT-F4
This key combination will close the current window. It is equivalent to clicking the
close window [X].

T (date field)
Entering the letter “T” in a date field will insert “Today’s” date. The date can then
be advanced by entering an “F”, for Forward or brought back in time by entering a
“B” for Back.

Left Mouse Click The left mouse button can be used to place the text cursor in a particular field by

clicking when the mouse cursor is over the desired field. The left mouse can also
select notebook pages by clicking on the tab for the desired page.
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Right Mouse Click A menu of options for a field may be displayed by clicking the right mouse button
when the mouse cursor is positioned over the field.

Record Status & Explanations
DEATH - 20046 - OS Technologies YRS - ||:I|£

File Search Reguests Actions ‘Work Queue Tools Linking  Adminge

R T 2 Record status
Decedent |Veteran| Flelative.v'lnfarmantl Dispasitianl Trade EaIII |nd|0at0r fleldS tedl Heiectl Flags I
\ are found on the

—System Decedent tab.

State File Mumber Local File Murmnber Caze File Mumber

| | 2006000329 210
Paper or Electfiling? Certificat#¥rinted [ate Certificate Last P

IEIectmnic ﬂ I_ I A
Owerall Record Status Record Status for Personal Info Record Status for Medical Info Provizgional/Cremation Status
I Complete j I Complete LI I Complete j IF'n:u\-'isiu:unaI Requested

Pending Status

A death event record is considered to be pending from the time the initial information is saved
into the EDRS Database. The record will remain in pending status until the personal
information is signed and medical information is certified for the death record and the owner
changes the status to “Y” for “Complete.”

If the funeral director or coroner/physician assigned to the case reset the flag to “N” on the
“Complete” acknowledged field to allow for changes in the personal information portion of
the record, the record will be assigned the pending status.

Complete Status Defined

A death event record is considered complete only in the following scenarios:

1. On the electronic death certificate sent to coroner, the funeral director has
completed the personal information and the coroner has completed the medical
information and the certification box.

2. 0n a paper death certificate sent to the physician, the funeral director has selected
the “Paper-Phy” type, completed the personal information and printed the death
certificate.

The Ohio Department of Health, Bureau of Vital Statistics
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Filed Status Defined.

A death certificate record is considered filed when the record has been reviewed and
approved by the local registrar with date filed information entered into the EDRS record and
a local file number assigned.

Once a record is filed, the funeral director/coroner/physician assigned to the death record
cannot update the record unless rejected by a state clerk and re-assigned pending or
complete status.

The local registrars assigned to the record and who are responsible for filing the death
occurring in their jurisdiction shall file the death record.

Registered Status Defined

A death certificate for a Paper-Phy record is considered to be registered when the record in
filed status is verified at Vital Statistics. A death certificate for an Electronic (coroner
designated) record is considered to be registered when the local health department files the
record. Once a record is registered, the funeral directors, coroner/physician and local
registrar assigned to the death record cannot print or update the record.

Void Status Defined

There may be instances where a death record needs to be voided. For example, the
information for a death is entered twice. The record cannot be deleted, because Ohio
Department of Health/Vital Statistics will need to be able to account for the State File
Number. In this instance, the person finding the duplicate entry will be required to report the
entry to Vital Statistics. Only Vital Statistics staff with the proper authority will have the ability
to change the status of a record to void.

Complete to Filed

After receiving the death certificate signed from the funeral director, the local registrar will
enter additional information into EDRS. This will include:

e Date the registrar signed the death certificate, which will be applied by the system
when the registrar electronically signs the death certificate

e Name of the registrar

e Name, PRDN and date for burial permit issuance if provisional death certificate was
not requested.

After this additional information has been saved, the status of the death event record will
change from complete to filed for a Paper-Phy record, and from complete to registered for an
Electronic (coroner designated) record at which point a local file number is assigned to the
record.
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Complete to Pending

If the funeral director changes the personal information completion field from “Y” to “N” or
the coroner/physician changes the certifications of medical information from “Y” to “N” the
record status will be changed back to pending.

Filed to Registered

When a death certificate record has a status of filed, the record will available for the Vital
Statistics staff. For the “Paper-Phy” records, the medical information which is not in EDRS will
be updated by Vital Statistics.

If the Vital Statistics staff member verifies that all the information is correct and available in
the EDRS system, the status of the record will change from filed to registered.

If the Vital Statistics staff member determines the record is not acceptable, the record status
will be maintained as filed until registrar responds with corrected information.

Once the death certificate record is registered, an Affidavit for funeral home information can
be completed or a Supplement for certifier information can be completed and registered at
Vital Statistics.
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Data Entry Tips

>

County selection in the Place of Death paragraph will determine the registrar
assignment on the record. This automatic assignment cannot be changed for the
registrar filing the record, but can be changed for the sub-registrar approving the
permit.

Trade Call — Can be used to input the embalming home service provider on the record.
A funeral director cannot input “Cause of Death” on a record in EDRS. This will be
entered by Vital Statistics after receipt of the paper death certificate.

The age of a deceased is calculated in the background. The system will notify you of an
error via a pop-up error message if it doesn’t match.

When entering the ‘Time of Death’ you can enter a range if the exact time is not known.
For example, 12:23 time of death with a range of 11:32 to 13:09.

The burial permit can be printed by the registrar or the funeral director, and should be
determined on a ‘case by case’ basis.

If a record is placed in Electronic (coroner designated) filing status, and is then
determined to be a Paper-Phy record, the changing of the filing type will not update the
record or assign an SFN- the record will need voided via calling the Vital Statistics
HelpDesk.

If a record is placed in Paper-Phy filing status, and is then determined to be an Electronic
(coroner designated) record, the changing of the filing type can be updated by calling
the Vital Statistics HelpDesk.

In the case of a social security number being unknown, not obtainable, or not
applicable, it must be entered as all 9s.

In the case of a social security number status being returned as failed, as long as the
funeral user has verified the info with the family, documentation, etc...the failed
message does not impact the normal processing of the death record up to and including
printing, saving and filing.
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Error Message Pop-up
The pop-up error message box appears when the system does not accept your data entry. You

n u

can choose to “re-key the field”, “skip for now”, “override edit”, or “query field”.
< When you select “re-key the field” the system will immediately place the cursor in the
field requiring the correction.
** When you select the “skip for now” the system will allow you to move past the error
and correct it later.
o The section on “Reviewing Errors” later in this document provides instructions
on how to view the fields with errors that you have skipped during data entry.
< When you select the “override edit” option, the system will let you save the record and
the registrar will review the override for correctness. Use this option when you are
positive the data entry is correct.

%+ Selecting “query field” will flag/highlight the entry and keep the data as entered.

DEATH - 2006 - OS Tec — =] <]
Fil= Search Reguests Actions ‘Work Queue  Tools  Linking  Adminiskration Help
e = = B eGP <Moo Alerts> _ (=]
Decedent I Yeteran I Relative/Informant I Disposition I Trade Call I Certifier I Cause of Death I Hegistl-;lL

I | T ;I
. Data Entry Exception - Use Ctrl-Z to clear field.

Bypass Wariable Walues

IH Ireealid walue : .

L Hueried and Werified - 1
2 A Error weas detected in Field:

IE Field Mame: DOD_STRIMG Hueried - Mot Yeritied - 2

B Tab Mames: Decedent Fiai Headed - 3
eview Heeded -

Ali. Paragrapk: Deceazed
Oueny Heeded - 4
Migzing Wariable Walues

I
— Label: 3. Date of Death |
I
I

| [~

Query Lacation: I

ey the field: Oxerride Edit I Lluery the FieIdI Skip for Mow I

I~
T T loe—

Pandemic Feature

The new system features a Pandemic capability. If this feature were to be needed, Vital
Statistics will provide you with instructions and support for its use.
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Section 3

As you are entering the personal information for the deceased, you will need to make several
selections/decisions regarding the record.
» For Physician records, the Paper-Phys filing type must be selected. For Coroner records,
the Electronic filing type must be selected.
» Selection of the certifier —Although all of the physicians are not actively using the
system, his or her name must be selected from the drop down list in the certifier field.
If a physician is not in the dropdown database, you must choose Other and type the
certifier’s information in manually. For license info and verification, please referenct
https://license.ohio.gov/lookup/default.asp.
» Determine if the deceased is a Veteran. If they are a Veteran, you must input the
information on the death record. The information does NOT print on the certificate.

The Ohio Department of Health, Bureau of Vital Statistics
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Steps for Creating a “PAPER-PHYSICIAN” Death Certificate

Click File - New — Death

1S Technologies VRS . - ||:| |&

Fle Search@/FeefCAS Work Quege Tools Batch  Administraton  Help

r"-.]Ef'I.I'I.I'

Mew Special...
Close Affidawit

Certificate of Service E D RS

User feedback messaging for ¥s

Re-Lagin

fital Rarnrds=

Begin entering the decedent information ( First Name, Middle Name, Last Name, Date of
Death, etc.)

lofx]

File Search Requests Actions Work Queue Linking Tools Administration Help

ER RN A - || @ | 2 saveNaEdis
Decedent | Yeteran I Relative/Informant I Dispozition I Trade Call I Certifier I Cause of Death | Hegistl-ﬂ_’l
—System -
State File Mumber ODH Mumber Caze File Mumber Reg Type

| | | [

Paper or Electronic Filing? Certificate Printed D ate Cerhificate Last Printed

| r rE—

Owerall Record Status Fiecord Status for Personal Info Fecord Status for Medical [nfo

I Pending ;I I Pending LI I FPending ;I

Provisional/Cremation Status [~ “oid Flag Record Amended?  Casze Started by
| o !

Affidavit Present Supplemental Prezent  Modified by:

[ B |

—Deceazed
1. First Mame tiddle Mame
Last Mame / Suffis

|—Alias | LI
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Enter information for Decedent, Veteran (if necessary), Relative/Informant, Disposition, Trade
Call (if necessary), Certifier, Completed tabs

Note: If the deceased is a Veteran you will need to enter a “Y” in the Armed Forces box. This
will trigger the Veteran tab to allow data entry. The “N” indicates the tab is not needed on the

record, and the fields remain grayed out.

Enter “Y” on “N” in Ever in Armed Forces?

—Residence

Cauntry Ha. State

JUNITED STATES =l [oHI0 =l
Bb. County Bec. City, Town or Location

| FRANKLIN [coLumeus =

o] City Lirnits?

8d. Street Address Be Apt Mo
[677867 Main , |
If you enter “Y” the Veteran

9. Ever in Amned Forces?
[ I tab opens for data entry. If

~Marital \ you enter “N” the Veteran
o tab will remain grayed out.

11. Spouze's First Mame riddle Mame

| | ! ~

Enter the Veteran information for the deceased, if necessary.

DEATH - 2006 - Q% Technologies VRS

Fil= Search Reqguests Actions vk Quews  Tools  Linking  Aadministration Help
w o= s . <o s> =
Decedent Yeteran elﬂtive,"lnfnrmﬂntl Disposition I Trade Call I Certifierl Cause of Death I Regi

Service
Branch of Service Date of entry inta service

[ 7

Drate of Separation/Dizcharge Drate of Burial

= I A4
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Select the Certifier Name from the “drop down” list

Bl DEATH - 2017 - Nets =N N

File Search Requests Actions Linking Tools Administration Help
D|‘]-"|‘Eﬁ?|| v||@| ! Save MoE:
Decedent I Yeteran I Relative/Informant I Dizpozition I Trade Call Certifier | Cauze of Death I Regizstr, 4
—fAzzigned To
27. Mame ,
2Ba. Certifier Type Electronic or Paper? Certifier Azsociated Facility
—LCertifier
26e. Title Location Code 26f. License Mumber
Address

Note: On both Physician (paper) and Coroner or E-Physician (electronic) records, the Paper or
Electronic designation will automatically update based on the type of Certifier chosen.

If the Physician name is not in the dropdown, funeral user will need to choose Other and type
the information as required on the Certifier tab. License info can be searched and verified at
https://license.ohio.gov/lookup/default.asp

On the Registrar tab, request either a burial or cremation permit. If the Disposition is Removal
From State, the transit permit will be requested via the Burial permit checkbox.
L

—Burial Permit or Provizional
Buneymlt Fequested? F'ermlt Approved  Permit Approved D ate

I A
Reazon for Provigional P'ermlt

Denied Provizional Permit Beason

—Cremation Permit
Perryquested? Approve Pemit anly with Completed Death Certificate and banner of Death as Matural

-

Permit Approved Date

.
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On the Completed tab, enter “Y” Personal Info Complete (all dates will autopopulate with Save
action). On the Completed tab, enter another “Y” in the certification statement (only a funeral
director can enter this field)

Relative/Informant I Dizposzition I Trade Call I Certifier I Causze of Death | Registrar Completed | Heas:ﬂ_

~Funeral Home -
Personal Info Complete [v/MHAR]?  Complete Date Completed by '

[N [77 |
By certifving below, | attest that the facts stated herein are true and accurate to the best of my knowledge
o

Drate Signed Fureral Director Mame
|77 |

Click File — Save

Actions  work Queue  Tools

F§f|

3

Mews Special.., elativeflnformant
Save without Edits
Save as & Twin Mumber Reg Type

Save Defaults
Lelete Record

Certificate Printed

SSN Verification

After you save the record, the system will notify you of the SSN checking process.
Click “OK” to exit pop up window.

Sending Record ko Social Security Admin For Checking of 55K [

[

To check the status of the online SSN verification you will need to:
» close the record (after it has been saved)
> reopen the record (using the SEARCH utility or the work queue to locate the record)
> on the Decedent tab, check the Return Status field for SSN Verification
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[ Deceazed ,
2 Sex 4 SocSecMum SSH [Other Countries] SSM Mizzing Reason Return Status

[ [0esess | | =] [wAITING

3. Date of Death |5 thiz an apposimate date?

[Pa72E72008 [cual =l

The maximum number of attempts for verification of a SSN is 5. The SSN field will be locked
once the verification is sent by SSA.

Note: The combination of completing and saving, and then certifying and saving, will change
the status of the record from Pending to Complete. The death certificate can now be printed.

Note: The status of the SSN record (Passed, Failed, etc...) does not impact the normal death
record completion process. If an SSN is in a failing status, but has been verified as a match with
what the family provided, the death record process should continue up to and including being
filed at the local health department.

Note: Once the social security number has passed, it will lock the fields of the decedent’s Name,

Date of Birth, and Gender.

Select Requests — Print: Death Certificate-Paper

*
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Steps for Creating an “Coroner-Electronic” or “E-Physician” Death Certificate

Click File - New - Death

% .chnologies VRS

o [=]p

L ACAS Work Queue  Tools  Batch  Administration  Help

ey Message Sy
Mew Special..,

Close Afficdawit

Certificate of Service E D RS

LLker feedback messaging for ¥S .
- L ital Records

Re-Login

Enter Deceased Information (First Name, Middle Name, Last Name, Date of Death, etc.)

lofx]

File Search Requests Actions Work Queue Linking Tools Administration Help

ER RN A - || @ | 2 saveNaEdis
Decedent | Yeteran I Relative/Informant I Dispozition I Trade Call I Certifier I Cause of Death | Hegistl-ﬂ_’l
—System -
State File Mumber ODH Mumber Caze File Mumber Reg Type

Paper or Electronic Filing? Certificate Printed D ate Cerhificate Last Printed

| r rZa—

Owerall Record Status Fiecord Status for Personal Info Fecord Status for Medical [nfo

I Pending ;I I Pending LI I FPending ;I
Provisional/Cremation Status [~ “oid Flag Record Amended?  Casze Started by
| o |
Affidavit Present Supplemental Prezent  Modified by:

[ [ |

—Deceazed
1. First Marm tiddle Mame
Last Mame Sulfix

|—Alias | LI

The Ohio Department of Health, Bureau of Vital Statistics
EDRS guide for Funeral Directors
last updated: 5/12/2016

Page 25 of 64



Ohio Department of Health
Bureau of Vital Statistics
Electronic Death Record System — Funeral Director

Enter “Y” on “N” in Ever in Armed Forces?

~Residence

Countiy Ba. State

|UNITED STATES =l |OHIO

Bhb. County Be. City, Town

|FRaNKLN =l |cowy If you enter “Y” the Veteran
o Stieet Adress & tab opens for data entry. If
677867 Main R

_ you enter “N” the Veteran

9. Ever in Ammed Forces? . .

- tab will remain grayed out.
AR
~Marital

10. Marital Status

11. Spouse's First Hame tiddle Name Last Mame Saffis

| | | |

Enter the Veteran information for the deceased, if necessary.
DEATH - 2006 - OS Technologies VRS

File 3Search Requests Actions rk Queue  Tools

Linking Administration Help
SR | &= | = | <o atens> (=]

Decedent Yeteran

elﬂtive,"lnformantl Disposition I Trade Call I Certifierl Cause of Death I Regi

- Service
Eranch of Service

Drate of entry into service
[+

Date of Separation/Dizcharge Date of Burial

= |+ I

D epartment
Marine Corp
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Select the Certifier Type and Name from the “drop down” list

Bl

File Search Requests Actions Linking Tools Administration Help
D|‘]."|‘Eﬁ?|| v||@| ! Save MoE:
Decedent I Yeteran I RelativefInformant I Dizposition I Trade Call Certifier | Causze of Death I Registr 4
—fAzzigned To
27. Mame {
2Ba. Certifier Type Electronic or Paper? Certifier Azsociated Facility
—LCertifier
26e. Title Location Code 26f. License Mumber
Address

Note: On both Physician (paper) and Coroner or E-Physician (electronic) records, the Paper or
Electronic designation will automatically update based on the type of Certifier chosen.

On the Registrar tab, request either a burial or cremation permit. If the Disposition is Removal
From State, the transit permit will be requested via the Burial permit checkbox.

|
—Burial Permit or Provizional

Burial Permit Reguested?  Pemmit Approved  Pemmit Approved Date
o B Za—
Reaszon for Provizional Permit

| =l
Denied Provizgional Permit Beason

—Cremation Permit
Permit @2quested?  Approve Permit anly with Completed Death Certificate and bManner of Death az Matural

v [

Perrmit Approved Date

.
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Enter “Y” for Personal Info Complete.

Note: itis a good practice for the funeral user to avoid entering the second “Y” for certification
until the coroner or e-physician has certified the record, as once both the funeral director and
coroner/e-physician certify the record, it is placed in the final Registered status and cannot be
amended without an affidavit or supplement.

%

Actions  Meork Queue  Tools

F§r|

3

Mew Special. .. s lative/Informant
Save without Edits
Save as a Iwin MHurmber Fieg Type

Save Defaulks
[elete Record

Certificate Printed

At this point, the assigned coroner will be able to view and edit the record on the cause of
death tab. Once the coroner completes and certifies the record, the funeral home will be able
to review it and then certify it, which will put the record in Registered status, and will then be
available for issuance at the Local Health Department.

SSN Verification

After you save the record, the system will notify you of the SSN checking process.
Click “OK” to exit pop up window.

Sending Record ko Social Security Admin For Checking of S5H [

[

To check the status of the online SSN verification you will need to:
» close the record (after it has been saved)
> reopen the record (using the SEARCH utility or the work queue to locate the record)
> on the Decedent tab, check the Return Status field for SSN Verification
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1 )
Deceased ,
. Missing Reaszon Return Status

2 5ex 4 Soc Sec Mum

|F— | [wAITING
SSN Record Status Values [s
WAITING, PASSED, FAILED

The maximum number of attempts for verification of a SSN is 5. The SSN field will be locked
once the verification is sent by SSA.

Section 4

Reading Notes on a Record

Click Actions — Show Notes
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% DEATH - 2006 - QS Technologies VRS
File Search Requests | Actions ‘Work Queue Tools Linking  Administration  Help

v | ik ] | | Dumber Record (SEH) ifo on this Record is in Rejected status |5

Dacument Tracking
hsition | Trade Call | Ceﬂifierl Cause of Death | Re { | 'l

Activate/De-fActivate
Rerview Errors/Cueri -

Decedent |VEtErf

—System
State File: Mumber L

| [

Paper ar Electronic Filing’

Scan Image
Load Image From File
Load PDF/\Waord Document
Display Image/Document
Overall Record Status B Create CA5 Recaords From Event [Statuz for Medn

Tip: The record
must be OPEN to
read the attached

Certificatey
242006

IF'ending Rejected LI I Paper

Caze Started by

[l rebeka L

-Deceased

1. First Name tiddle Mame Last Hame
[Mary [M&RIE [MaRCEY

Suifix
The Note Present indicator is displayed on

—Alias the bottom of the screen when a note is
Alias 1 Fres attached tn the recnrd

o

Third Aliaz M anne
| PP
™ a j

| '\IOTE PRESENT |i\, Alert Messages Present!

R
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Field/Record Motes

[+ Show Becaord Mote v Show All Field Hotes

Field Mame Field Label
D3 REJECT_vM Rejected? [BLOB)

Field Mame: D3_REJECT_YN |z note for a record?: F | Active?: T
Field Label. Rejected?
Last Modified Date: 0852372006 Lazt Modified Uzer [D: Stevel

Thiz iz the area where pou can add mare infarmation o the record to further explain why a record haz been rejected or
to provide an explanation on a given topic. This information ztays with the record.

Kl

Click "Mew' button ta create a new nate or edit the meszage below and save
Field Hame: |D3_F|EJEET_YN ;I [~ Is note for record? W | active?
Field Label. Rejected?

This iz the area where vou can add mare |nfnrmatlon to the record to further explain why a record has been rejected or ;I
to provide an explanation on & oisee ation stays with the record.
Fleaze put pour s . Alesia Preece 8-22-2006 I
Highlight the note you
want to read. It will
appear in this window.
Kn _>I_I
Hew Save | Cancel Edit | Delete | Cloze |

When multiple notes are on a record, you need to highlight the note you want to read and it will

display in the box on the bottom half of the screen. As the number of notes on a record grows,
you may need to use the scroll bar on the side of the window to get to the note you need to

read.
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Adding Notes to a Record

Click Actions — Show Notes
DEATH - 2006 - S Technp!)-
File Search Reguests IM
& | ﬁ ‘ I Homber Record (SEH)

Dacument Tracking
Decedent |VEtEff fictivate/De-fetivate

. VRS

Wl
H|J\.

Work Queue Tools Linking  Administration  Help

H1X

ifo on this Record iz in Rejected status H

hsition | Trade Call | Cerlifierl Cause of Death | Reﬂ_’l

| »

-System————— Review Errars/Queties
State File Humber {
I I' scan Image
LoadI Frarm Fil I
Paper or Electionic Filing =Pt Age T T Certificate Last Py While the record
e Load FOFWard Dacument is OPEN in the
Display Image;Document 272006 background you
I:Iveralll Record Statuz F , Create CAS Hecords From Event [Btatus for Medica can add the ’note. thded?
|Pend|ng I Rejected j | Faper j
LCaze Started by
[al, ebekal
-Deceased
1. First Mame Middle Mame Last Mame
IM.&HY MARIE MARCEY
Suffis
-Alias
Ahaz 1 Present?  First Aliaz Mame Aliaz 2 Prezent?  Second Alias Mame thag 3 Present?
P r F
Third Alias Name

MCTE PRESENT

L& Blerk Messages Present!
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Field/Record Hotes

[+ Show Becord Hote ¥ Show All Field Hotes

YRS Event Field Hame Field Label

D3 REJECT_ WM

Iz note for a record?: F Iz Active® T

Figld Mame: D3_REJECT N

Field Label Rejected?

Lazt Modified D ate: 082372006 Last Modified User ID: Stevel

Thiz iz the area where you can add more infarmation ta the record to further explain why a record has been rejected ar

to provide an explanation on a given topic. This infarmation staps with the record. =
»

=

Click "MNew" buttoh to create a new nate = nd save
Field Mame: D3 REJECT_vN wme?
Field Label Rejected? -
Click — New and type your note reiected or =

Thisz iz the area where pou can
ta provide an explanation oy
Fleaze put your hame and d,

Click — Save to save the note

Click — Close to exit the

[P (PR

K _>I_I
MHew Save Cancel Edit | Delete | LCloze
L

IMPORTANT!! YOU MUST SAVE THE RECORD TO SAVE THE NOTE AND COMPLETE THE PROCESS!

Click File — Save

DEATH - 2006 - 5 Technologies YRS

Ackions  Work Queus  Tools
F el Picose |

lativefInformant

After adding your
note, saving it and
closing the screen,
you must SAVE
YOUR RECORD too!

Search Requests

Mew Special. ..
Save without Edits
Save as a Twin Murnber Feqg Type

Save Defaults
[Delete B d
2= iact Cerhbirate Prinked
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Locating an Existing Record Using the Search Option

Click Search — Death

% 08 Techp~~ .25 YRS
File | Search FeefCaS  ‘Work Queus  Tools

M AFfidavit
T:  Supplemental
M Certificate af Service
ser Feedback messaging for ¥S

Enter First Name, Middle Name, Last Name and click Search
0S5 Technologies YRS - Search - DEATH

File Search Requests ‘Work Queue  Tools  Bakch  Administration  Help
I ]

SEARCH CRITERIA RESULTS [click column tithe ta sart]

et

"State File: Mumber———— ‘

Caze File Humber Ve of Death Date of Death
First Marme ‘ tiddle Mame , Lazt Marme ,

[BUD [RUSSELL [KERK]

Social Securty Mumber  Date of Birtth Place of Death County

| | | |

Owerall Record Statuz  Recaord Status for Personal Info Recaord Status for Medical [nfio
| | | | |

Last Mame for Sounds Search D3_BURIAL_PERMIT_PROY_STAT

[ |

Facility Mame
I 11 ;l

| Search I' Dizplay Fieset/Clear |
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Highlight the record — click Display.

0S Technologies YRS - Search - DEATH

Fil= Search Reguests ‘Work Queuse Tools Batch  Administration Help
TSIk

SEARCH CRITERIA RESULTS [click calumm title to sart] |

Search I

Dizplay <

FReset/Clear I

System will display the record.

DEATH - 2006 - OS5 Technologies YRS

File Search Requestks Actions wWark Queue Tools Linking  administration Help

o s -

Decedent |Veteran I Relativeflnlurmﬁnll Disposition I Trade Call I Ceﬂifierl Cause of Death I Re

—Swstem

State File Humber Casze File Humber Fieg Type

| |254

Faper or Electronic Filing? Certifizate Printed Drate Certificate Last Printed

*aper-Phy/Co £

Owverall Record Status  Fecord Status for Personal Info Record Status for Medical [nfo Provisional Status Record &mended?
ICompIete I Complete LI I Faper ;I I IN_

Cage Started by

|l rebeka L
—Deceased

1. First Hame kiddle M ame Last Hame Suiffiz
|euD |RUSSELL |KERiK |9m
—Alias

Aliaz 1 Present? Firzt Alias Hame

[ |

Aliaz 2 Prezent? Second Alias Mame
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Creating an Affidavit

Note: The record must be open prior to starting this process. To find a record, go to Locating
an Existing Record Using the Search Option earlier in this section.

From the DISPLAYED death record, click File — New — Affidavit

With the FILED or
REGISTERED
record OPEN in the
background, create

" ol - 2004 - QS Technologies ¥RS

Work Queus  Tools

Linking  Adminiskration

iests  Ackions

Message Syvskem

Save Chrl+5 Death Chrl+D the Affidavit.
Mew Special. ..

Save without Edits Certificate of Service

Save as a TwWin Llser Feedl:uau:k messaglng For w5

Enter the general information on Applicant tab

(this information is usually the funeral director’s name and location)

% AFFIDAYIT - 2006 - QS Technologies VRS _ ||:I|£|
File Search@equests Actions ‘Work Queus  Tools  Linking  Administration  Help

AW TN m

Applicant | ED[I’ECtIDnSI Central I:Iffu:el

—Deceazed Recond -
Death State File Mumber  Death Fecord Status Death Local File Mumber  Death Caze Mumber

| [Filed 2006000152 156

Diate Filed Affidawvit Local File: Murnber

[ 4/ | 2006000033

Date of Affidawit Local Regiztrar Murmber

Da/19/2008 |
—Applicant

M arne tiddle

I | o
Lazt Marne Suiffin

| |

Applicant D aytimne Phone Mumber

| = [
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Note: if the decedent’s information is not showing at the bottom of the applicant tab, the
affidavit has not been correctly accessed and will not link to the death record. User must access
File>New>Affidavit from the displayed death record.

Enter information “to be corrected” on Corrections tab

AFFIDAYIT - 2004 - 08 Technologies VRS — | Ellil

File Search Reguests Actions ‘Work Queue Tools  Linking  Administration  Help
vod g me R s B

Applicant  Comections EentralEIffiu:eI

—Correction -
Item to be Corrected Original E rkry Carrect Entry
[ | | |
Item to be Conrected Original E rkry Coarrect Entry
| =l |
Itern to be Caorected Original E rtm Correct Entry

| =i |

—affidavit of Personal Knowledge

State of County of
[oHio =l | [
Marne of Executar Middle

Note: if the item the funeral user is correcting is either not in the dropdown OR displays
correctly in EDRS but incorrectly on the manual death certificate, the Item to be Corrected can
be left blank, which will leave the Original Entry blank, and both entries can be manually written
on the affidavit once it is printed.

The Affidavit of Personal Knowledge section should auto-fill from the Applicant tab. The only
field to be filled out here would be the County of field.
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Enter the Central Office information for the Affidavit

Enter “Y” into Affidavit Info Completed and Signed

This is the only field to be entered here. If the Record Status is changed manually in any way,
it will impact the printing of the affidavit and may lead to it needing deactivated.

AFFIDAVIT - 2006 - OS Technologies YRS — I |:|| XI

File Search Reqguests Actions ‘Woak Queue Tools  Linking  Administration  Help

SV | k] | B | B i | <No Alerts> [ ~ |

Applicant I Corrections  Central Office I
—Signed
Record Status Affidavit Info Completed and Signed  Sighed date

[N [

Regiztrar Signed [ ate Affirmed/Subszoribed  Regiztrar Date Signed

[ I \ =

Regiztrar Hame Signed Regiztrar Hum

.

IBENNINGTDN,JUDY

— | nformatiar
[Drate Death record updated

7

General Motes

Fersgy

Date Affirmed/Subscribed
Leave this date field blank for
the registrar to input after
receipt of the notarized
Affidavit.

—Spstemn Info
Ewent vear
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Click File — Save

The signed date and the Record Status will automatically update.

DE*= - 2006 - Q5 Technologies YRS

Ackions

F§r|

Work Queue  Tools

File 3Zeatch Regyests

Mew 3

Mew Spedial. .. blativefInformant
Save without Edits
Save as a win Mumber Reg Type

Sawe Defaulks
Lelete Record

Cartificate Prinked

Click Requests — Print: Affidavit of Death

AFFIDAYIT - 201 8 Technologies YRS

File Search | Requests Actions ¥Ue  Tools  Linking .ﬁ.dministtlén Help
;;,:_ Ryl Print: Affidavit of Dearh |
Tah1 | Tah 2 Central Office | k I

Signed -
Record Status Affidawit [nfo Completed and Signed  Signed date

Complete iy dY
| v [/
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Note: if user receives the below message, the affidavit was not accessed correctly or was
changed manually in the Central Office/Record Status field and will need restarted.

Data Entry Exception - Use Ctrl-Z to clear field.

Signed Date can naot be before date of death

An Error was detected in Field:
Figld Marne: SIGHED_DATE
Label  Signed date
Tab Mame: Central Office
Paragraph: Signed
Query location:

J Bypazs Yanable Walues

Hwened and Yerified - 1

Hueried - Mot Yernfied - 2

Heview Meeded - 3

Huery Heeded - 4

[

bizzing * aniable YW alues

Be-keypthe field | Oweride Edit | Dluen the Field

Skip for Mow

! [

[ueny Location: I
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Printing a Blank Supplemental

The physicians not online with EDRS will be required to submit medical supplements related to
the death record. In order to track the medical supplemental form, it must have the case file
number, also referred to as the ODH number, on it. To accommodate this requirement, the
funeral directors and clerks, registrars and clerks and sub-registrars can print a blank medical
supplement with the key demographic information. The original record will need to be
opened and have the filed or registered status in order to print this blank supplemental form.

The record must be in an overall filed or registered status, personal information in complete
status and the medical information in paper status.

Display the death record and access Requests-Print:Supplemental Blank

DEATH - 2006 - OS Technologies VRS

File Search | Requests Actions Work Qu
P = | | ¢ Amendments
Print: Burial Permit

— O] x|

Tools  Linking  Administraton  Help

Decedent I Weter Call | Certlflerl Cause of Death | Heglstrarl Completedl FEe|ect| Flags |

= Print: Supplemental-Blank =
State File MNumbs Local File Mumber s File Mumber Fea Type —
| [2006000362 I~

Paper or Elel ic Filing? Certificate! d Drate Certificate Last Printe

[FaperPhy -1 [27z172008

Owerall Record Status Record Status for Personal Info Record Status for Medical Info Provisional/Cremation Status  Record Amended?

[Filea = [Cemplete -] [Paper -] | [t

Case Started by Affidavit Present  Supplemental Present

[2DKEINS, TERFY J
| Deceased

1. First Mame Middle Mame Last Mame Suffix

[FoHN | ] [ERTwN [ =1
—Alia:

Alias 1 Present? First Alias Mame Alias 2 Present?  Second Alias Mame Alias 3 Present?  Third Alias Mame

[ & I [

| Deceased
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To print the blank supplemental click the printer icon in the upper left corner.

m Pri- Prewview

=+01 “hio Ceparimentof Healh
WTal BTATETICE st Filu P

Femrs e 1o SHIFADETITNES Supplem entary Medlcal Certifleation

EmgLbecha

| Hoenbal - ootk bf Dcipbe 1 16, NG

ST ———" |:|.r-|-n—

...... = o P I r—y
....... = |.-..........==:..f.-...r_.1

e ey T = T |=Llh:d-\m|r|

TR et han s T v Fam? i
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Creating a Certificate of Service

Click — File — New — Certificate of Service

€~ _anologies YRS - | Dlil

Work Queus  Tools Batch  Administration  Elank Forms  Help

Message System

Mew Special. .. Death Cerl+D

Close AfFidavit

Re-Login A PHIS/EDRS

Prink Setup... . .

Print Screen Ohio Vital Records

- | Version 3.0 TEST
| |

Enter information for the deceased.
DEATHSE. ICE - 2006, QS Teck ‘alogies YRS

Fil= Searc Bue Tools Linking Administration Help
EN | 4 | <No Alerts> u
Decedent |Veterﬁn I Disposition I Completed I
—Swstem
State File Mumber Reg File Ma
todified by Date kdodified %
| A
OF. to Print?  Print Humber
Record Status
IF'ending
—Deceased
First Mame Middle M ame Last Mame S uffix
Date of Death State ar Country of Death
[+ | |
[rate of Birth Birth State
[/ | |
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Enter “Y” for Complete and Date Completed
DEATHSERVICE - 2006 - 08 Technologies YRS

File Search Requests Actions  Work Queue  Tools  Linking  Adminiskration  Help

:¥5D|ﬁ|.|$| n
Dece tergn sition Completed |
—Fune
Complete  Diate Completed  Completed By
[/ |
—Reqistrar

Py

Burial Place Umbrella PROMN - Burial Reg PROM Registrar name Regiztrar Digtrict Mo

M [ | =l |

Registrar gign?  Date Filed by Registrar - Completed By

il

Click File - Save
D70 LERYICE - 2006 - OS5 Technologies YRS

earch  Requests tions  Myork Queue  Tools  Linking  Administration  Help

F 2yt | <Mo Alerts> H
Mew Special. .. sposition | Completed |
Save without Edits
Save as a Iwin o

Save Defaults
Delete Record

[rate Modified
Close I

I L
Print Setup, .,

Print Screen

Exit

IF'ending

r_l_:)glcl:eased

Click Requests — Print: Dgath Certificate of Service

DEATHSERVICE - »06 - S Technologies S — II:lI XI
i Search | Requests  Actions  Work Queue v

Linking Adminiskration Help

Decedent I‘I.I"eteran I Dizposition I Completed I

—Syzten

State File Mumber Feg File Ma

| |200E000008

kodified by Drate b odified

| |+
OF. ta Print?  Print Number

M I

Fecord Status
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Handling a Trade Call

The funeral home information to be printed on the certificate will be entered on
the DISPOSITION tab. (If the funeral home is not in the drop down list, select the
OTHER option and use the text box to enter the information.)

The information for the funeral home working on the record, but not printed on
the certificate, will be entered on the TRADE CALL tab.

3]

. DEATH - 2007 - Hetsmart YRS _|o

Filz  Seagrch  Requests  Actions  Work Queus  Tools  Linking  Administration  Help
v = | Fr | | BBy = | The SOCIAL SECURITY NUMBER did not pazs, please ve Bl

Disposition | Trade Call | Cetifier | Cause of Death | Registrar | Completed | Reject | Flags |
[~ FOETAT PO
21, Funeral Home Name

||:ITHEFt :] Ida}ls Heawvenly Home of Fest
Funeral Home Code State
| [y -] |
Cily NOTE: To remove the funeral director
[KERMIT =i license number and allow the funeral
’;""‘“;2 director to sign and write their license
k -
[Route number on the death certificate, select a
F &l Directar N -
el funeral director from the drop down,
delete 1t from the field (Ctrl-Z) and click
20, License Number Phone Muriber Override Edit o til ) b
[007677 - verride Edit from the pop-up box.
T —————— I
L‘Iﬂtn Entry Exception - Use Ctrl-Z to clear field.
VA - Bupass Variable WV ahies
Dispo ) : imeral Director Mame can not be keft Blar Flease select fiom the Pl o | i o |
—Fune
1. Fu ..I. |I .I. A I|- b |I| IJ A F uI II . Queried - Mot Verified - 2 |
ald Mame i FUM_COMTACT _MAME
[aTHE Label  Funeral Director Name 3 - 3
Furers Tab Mame: Disposition Rzl stz |
Faragraph; Furnersl Home
I Qe location: FUMERAL e [eesed o d |
City
Misss . ,
Override E:I.t{:!s GQuery the Field|  Skip for Now | ! _ — Zl
Ouiety Location: |FLUMNEFR2
Fureral Directar M armes
I = ||
20, License Mumber Phare Mumbser |
| [ I —
-l
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Section 5

Viewing Errors on a Record

The system allows you to address errors individually during the data entry process or through
the Field Edit Results Display Screen.

With the record OPEN, Click Actions — Review Errors/Queries

EATH - 2006 - 0§ Techrw®  _s YRS

File Search Requests

Ackions ™otk Queue  Tools  Linking  &dministration  Help

S | 3] | | riumber Record (SR
Document Tracking
Disposition I Trade C. ;oibeieactivate
B e Feview Errors/Queries
Rejected?  LastRejec  Show Motes. ..

I_ || Sean Image

Last Rejected From To Laad Image From Fil=
I Load PDREMard Decument

Display: Inage/Dacument

istlall Completed HReject IFIags I

Last Rejected D ate

.

IMSTRUCTIOMS: Tab from bow to box. ze the amow keps to select a field. Preszs the ENTER key to return to that field.

Fieldz in QUERY status Fieldz in OWER-RIDE status

Current Status |

Field Mame Current Status Figld M ame

Tips:
e Double click on the field name listed as having an
error to return to make correction.
e To exit the screen: click the X in upper right
~OrnNner
Field M arme

Note: Soft Edits: is information entered into a field outside normal acceptable range, but have
been verified to be correct and have been overridden in the system to complete the record.
Hard Edits: is information entered into a field that is not acceptable and must be corrected or
the system will not allow completion.
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EDRS Reports
The system has a Provisional Filed and SSN Not Validated report for you to view or print. To

access these reports you will use the Batch menu option.

Select menu options Batch - Reports

QS Technologies VRS = |D |£|

Sle  Search  FegfCAS  Work Queus  Tools | Batch
¥ ‘ & = | || ‘ Oihers Progessing,..

MumberfiZhange...
Exports...

Messzage of the Day
12A4/2008 - Testing of IPHIS and EDRS

being performed. [mparts, ..
Eoe—
Ewvent Match Sefilp

Euramt Matels O ST

Click + next to DEATH folder; Click the report you want to view

| QS Technologies Report Center = ] X

eport Selection |

ailable Reports
E‘Tﬁ Parameter I ;I
----- H Provizional F?Ied ‘Jaluel J
e M S5M Mot alidated
Parameter Y alues Yiew Beport Description |
5 ave Parameter Set | Delete Farameter Set |

Bresiew I Erirt | Schedule | Cloze

The Ohio Department of Health, Bureau of Vital Statistics
EDRS guide for Funeral Directors
last updated: 5/12/2016

Page 47 of 64



Ohio Department of Health
Bureau of Vital Statistics
Electronic Death Record System — Funeral Director

After clicking the report you want to view, click the Preview button

05 Technologies Report Center — ||:| |_)l

Report Selection |

dyailable Reports / —FReport; Provigional Filed
=y DEATH F'arameterl LI

W al
[® 55N NotValidated auel J

FParameter ' alues YWiew Repart Description |

DATE_OF_DEATH:
JSERLOCATIOM:

Save Parameter Set [elete Parameter Set |

Frewview I Frrirt Schedule | Cloge

The system will display the report on screen in a ‘print preview’ window.
[E] Print Preview _ II:l ILI

= 4 O [=H]3 729 1 o O Cloge

TR _OT et b Wee b
Ohio Department of h e riocation Ike FH-O09ST
Prowvisional Filed
Hame of Mothers Date of Date of Placa ot Hame ot Raglatrar naulng
Dscadant Maldsn Hams sar  Destn Burtal Dsatiny Amciand buAs! parm it
Date Provislonal Catins of Aling Raglatration
Csrfineats appro ved Frouisienal Corbnoats Crilrct numpsr
Tammi ARMEN] BOLIEN F D555 OmO0206  Ememescs Room Pateat LECPOLD. KENHETH 4 OGLE. KIMAER LY
o=t ) Coroner viAslEbk dee 0 abserce T 0500
BARBARA HemmER HARMO N F OSCREIDS  OSOOTI0S  Emermescr Room Patest OGLE MIMBER LY
RS Dty S MM CRoukkd T 0he ot 0800
MERRUO LnTON DELLE F CSCREIDS  OSOOTI06  Emeraswcs Room Patest LEOPOLD. KENNETH 4 NIREGE. LINDA
RS CofRer GASIEEE iz T aXeic: T S400
Tamm ARMEN] BOWIEN F COOSOIS DSOS Emeraswcs Room A=test LEOROLD. KENNETH 4 OGLE. KIMBER LY
[t CofoRer GASIEEE iz T e T 0900
TN TRULY caLm M OSROIDS  QNZROIDS Emerdsscs Room ARt LECPOLD, KENNETH 4 VUREGE, LINDA
IR CoOMoREr VASIECE 12 T e i T 5400
RACHEL SMITH FOTTER F DNEDS  OX22O06  EMerdssdy Room Pateat GAY, ALEERT G VUREGE, LINDA
COMREr ASIEEE 12 T e i T 5400
[TE ROTTIN GIRL F CNEDS  OX22OO06  EMerdswcy Room Patat GAY, ALEERT G VUREGE, LINDA
IR COMREr ASIEEE 12 T e i T 5400
SaLINe MALONE HARSC HEMBARG ER F CNEDS  OX22O06  EMerdswcy Room Patat GAY, ALEERT G VUREGE, LINDA
Coroner tmslEbk dee ©atwaic: TS0
MARK LSO N SMITH M OSROIDS  QNZROIDS Emerdsscr Room ARt GAY, ALEERT G VUREGE, LINDA
1O0AEams Coromer nAalEbk dee ©atserce TS0
BILL REILLY COULTER M OREDS  QNZROIDS Emerdescs Room Bt GAY, ALEERT G VUREGE, LINDA
Comoser t@slEbk dee ©abserce T 500
" HERE MIRACLE M OROIDS  QNZROIDS Emerdsscr Room BEtest GAY, ALEERT G VUREGE, LINDA
10 ReDS Comoser t@slEbk dee ©abserce T 500
HAREY DOME cooo M OREDS  QNZROIDS Emerdsscr Room ARt GAY, ALEERT G VUREGE, LINDA [—
10 ReDS Comoser tAslEbk dee ©abserce T 500
DanID LEE CARR M OREDS  QNZROIDS Emerdescs Room Bt GAY, ALBERT GEDRGE VUREGE, LINDA
Cormoser t@slEbk dee ©abserce T 500
SHE GONE £ F ONSEID5  OXOOEDGE  Hesph: Faciing VUREGE, LINDA
TAsams Dreath oe ritfcate proukded 10 plos ok 540
DANID DS DAMISON M OMIAEDS  ONZ2AS Emerassor Room Patest SAY, ALBERT & VIREGE, LINDA
10 ReDS PhcicEr taolbbk dee Dabse i S0
SemuEL Gmes SN M OSASODS  ONPRAIDS  Emeraescs Room ROt G ALBERT G NIREGE. LINDA -~ I
Cnmae s szGlEhk dee A e 7 F0T
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To print the report, click the printer icon in the left upper corner.

# lgl.j 72% J01 00 Close

Ohio Department of Health

Provisional Filed
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Section 6

Funeral Home Extract

Extract Administrator — Generating the Extract File

***please read this section entirely before proceeding with an Extract.***

As a funeral director extract administrator, you can now extract data from EDRS system to
import to other systems you may be supporting. This process allows you to extract a file of
death certificate information and then import the file into your application of choice.

***WARNING! Follow these steps exactly and you will not have to modify the extract
settings.***

Follow these guidelines to extract death record information from EDRS.

1) Create a folder on your workstation hard drive.

Note: This spelling must be an exact match or the EDRS extract function will error when
you try to run it.
» Open up Windows Explorer. Note: You can also double click on “My Computer”
and then double click on the (C:) drive to create the new folder.
» Highlight the Local Disk (C:).
» Then select “New” and then “Folder” from the explorer menu.

% Loc . Disk [C:

Favorites  Tools  Help

Shortcut
Eﬂ Briefrase -
R
enamE.e @ Bitrmap Image
Properties e

IEIJ Microsaoft Word Cocument
Local Disk iC) ») (21 Microsoft OFfice Access Application

» Name the folder
> Important: You must remember this name EXACTLY.
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2) Then login into the EDRS system as a funeral home extract administrator.
» No one else can run this process.

Select Location |

—Select the Location that vou will be waorking fram

Ueer Mum  [FERES] w | Use Downarrow ke to select comect entry. Press Enter Key.

M ame Ie:-:trau:t admr

Funct Grp ID-FHDME-EK - Death Funeral Home Extract Admin

Gui Grp ID-FH-DIH - Death - Funeral Home [GUlarp)
Location I.l'l".BELE FUMERAL HOMES INC
Loc Code  |FH-000853 %

County Code I

Addresz I
City I

3) Select “Batch” and then “Exports” from the application menu bar.
0S Technologies YRS

1o/ x]

File Search Fee ‘Work Queue Tools | Bakch  Administration Help
* 0 ‘ % - ‘ | ‘ Othiers Processing..
rumber/Change. ..

Imporks, ..

Reparts, ., H IS
Event Match Setup
Event Match Run Il Records
WikAlThelk ieb aad mm Y T oamkime

Note: The system will prompt you to select the location (profile) again for the extract
administrator.
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4) Once you select the appropriate profile, click “OK”
: /08 Technologies YRS

File Search Feef/CAS ‘Work Queue Tools Batch  Administration  Help

¥od| e N

Meszzage of the Day

Table called MESSAGEDAY contains this . .
meszage. Delete entries in this table to not O h IO Vltal Reco rd S
have the mezzage box zhow.

QS Technologies TEST
Select Location

—Select the Location that you will be warking franm

IJzer Mum w | Uze Downanow key to select comect entry. Prezs Enter Key.

M arne IFH extract adrmin

Funct Grp |D-FHEIME-E>< - Death Funeral Home Ex=tract Admin
Gui Grp ID-FH-DIH - Dieath - Funeral Home [GUIgrp)
Location |.-’-'~BELE FUMERAL HOMES [MC

LocCode  [FH-000533

County Code I

Address I

City

L= L1 [ e =y L

Function Group:D-FHOME -Ex - Death Funeral Home Estract Adrmin
Gui Group: D-FH-DIR - Death - Funeral Home [GLUIgrp]

QSTWRS Copyright 1993-2008, 05 Technologies, Inc wiwiw. gzine. com

Ieady | |
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0S Technologies YRS
Fil= Search FesfCas wWoaork Queus Tools Batch  Administration Help

¥ O |8 = | H |
—Meszage of the Day
Table called MESSAGEDAY contains this = =
meszage. Delete entries in this table to not O h IO Vltal Reco rd S
hawve the mezzage box zhow.

215 Technologies TEST

Extractprj

Mote: You cannot make any changes to the export specifications @Zause of the security settings on vour userid.,

57

Currently Logged Iy
Mame: FH extract admin

Note: All users will receive this pop-up message, simply click “OK” to close.

05 Technologies VRS

File Search FegfCAS ‘Work Queus  Tools Bakch  Administration  Help

%088 e W

—Meszage of the Day

Table called MESSAGE DAY contains this
meszage. Delete entries in this table to not
have the mezsage box show.

Select Parameter |
............................................................................ |
]

Cancel |

Click “Cancel” to close the
Select Parameter box. See Note
below for explanation

Note: If you have saved previous extracts which display in this listing, you may highlight and
select them. However, if a record has been extracted previously and the “perform updates” box
was checked, it cannot be extracted again. The “perform updates” box is on the next screen.
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This screen has 4 areas of input to be performed in the following order:
#1 Input the folder names you created on your hard drive. The names MUST MATCH exactly. V:
= C: for users in EDRS, so you MUST use the V: to represent C: in the field.

Note: If you do not rename your files, the system will AUTOMATICALLY overwrite your files.

#2 For ease of use, leave the Date of Death BEG,END field the ENTIRE YEAR. For example:
01/01/2007,12/31/2007.

Note: Once the records have been extracted, they cannot be pulled again, therefore the dates
you have in this field do not make a difference with records getting pulled a second time.

#3 Perform Updates — sets a flag in the system, stating the records have been pulled.

#4 Start Extract - will initiate the pulling of records, which have NOT been previously pulled.

7 f Export data to text files !E

File Schedule Copw Export  Help

Fun Extracts | Extract Setupl Select / Format fielu:ls' Initial contral reu:u:urd' Final contral rec:c:ru:ll Summary TitIeI
Select Eutract: /

Extract Marme | - .
W Main output -
T TT— j ~ put  [V:AEDRS ExtractsMunhome 20061 1 [5|

|-

¥ Report |V:\'\EDHS Extracts\fhrptl 108 kst M

I Summa  [VANEDRS Estracts' M

Ermar log IV:'\'\EDHS Eutractzherol 106kt M

the zelection of records to process!

[F any parameters below are left empty, thep el nat I:u( #

Date of Death BEG END | 01/01/2006,12/31 /2008
Extract Flag: bl

4

ﬂ Start Extract Sehedule Extract | W Perfom Updates

The Ohio Department of Health, Bureau of Vital Statistics
EDRS guide for Funeral Directors
last updated: 5/12/2016

Page 54 of 64



Ohio Department of Health
Bureau of Vital Statistics
Electronic Death Record System — Funeral Director

If you receive the following message after starting the extract, it is because your names do not
match for the folders. Click OK and re-key the folder names on the extract screen under step #1.

Extractprij

Cutput Directory CIEDRS ExtracksiFunHomeZ0061 105 does nok exist!

s

Click No in the following window to not save the parameter. Even though it allows you to save
the parameters, you cannot extract records more than once.

Confirm

@ Other people might use this extract and might disturb vour parameters?u want ko save these run parameters so you can use them again easily?

ula] | Cancel |

I

Note: The way the extracts are pre-configured, it will automatically select records that have not
been previously exported.

Tip: You can run this extract without checking the “Perform Updates” box for a test run of the
extract, but it must be checked to mark the records as extracted so the next time you run the
extract it will ignore previously downloaded data.
> When this is “Not” checked, the extract will pull data without updating which
records were extracted.
» When this is checked, the extract will pull data and update the record so that
data is not pulled in subsequent extracts.
i. This flagging is to PROTECT you from pulling the same record more than
once.

You will ALWAYS get the NEW and OLD records which have not been FLAGGED as extracted.

A progress bar will appear stating “Counting records.”
> You will see a progress bar that will show you;
i. Records Processed.
ii. Records Written.
iii. Total Number of records.
iv. Any Errors.
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Counting records...

Recard: processed:

Recaords wiitten: |-| 145 Taotal records: Errars: ID

FPauze Completed |

Once extract has completed progress bar will state “Processing Completed”.

Records processed: |-| 145 Recaords wiitten: |-| 145 Taotal records: |1 145 Errars: ID

SENEEENNERRNANEENNNEERREEEEN

Fauze Completed |

Your extract is now completed. Click on the “Completed” button on the extract status bar to
close this dialog.

Reviewing Your Extract File

This is a good time to review the output files and determine if there are any issues. Go to the
folder on your hard drive and locate the extract file names you created. Double click on the file
and review the information. The Error Log file should be blank. The main extract file should
contain your data.

Note: The Ohio Department of Health, Office of Vital Statistics HIGHLY RECOMENDS that you
rename this file, so that the next time you extract information the file isn’t overwritten with new
data.

a. Torename the file, open the folder where the extract is located.
b. Right click on the file and select rename from the menu.
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C.

8% C:\EDRS Extracts

File Edit Miew Favorites Tools  Help

eﬂack b _,x' Lj]‘ /.TjSEarch ‘H_ Falders

HH

i - = | EATHOZZ1 2006, bxt
@' Deskiop —— BTt Docum
(L) My Documents =. DPen
= My Computer F'”!"t
M 315 Floppy (8:) Edit .
= % Local Disk (1) Cpen With b
& pocs K7 Scan for wiruses. .,
|2 Documents and Settings
I} EDRS Extracts Send To 3
|50 lotus cut
I My Music Copy
[C5) MokessoL
I OfficexPPro Create Sharkout
| Program Files Delete
I quickerw
lﬂ SMSLOGON Drmmarkice

The recommended name for the file is “DEATH” followed by the date the extract
was run and the file extension of “txt”.

v. Example: DEATH03172006.txt”, indicates that this file was created on
March 17, 2006. Because this was the date used to extract the
information, it will match the data that the EDRS system updated the
records that were pulled from the system.

***At this time the EDRS application does not support the use of the “Schedule Extract”

feature. ***

For the funeral homes requiring extraction of death records filed by their institution, the
following file layout has been created.

» Records extracted are assigned to the funeral home of the current user logged into
EDRS.

» The user has the option to select non extracted or all records based on range of
dates i.e. begin date and end date.
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» The funeral home extract administrator and the ODH/VS System/Extract
Administrator can extract this information.

Serial Field
Number | Field Name Field length Type
1 | Decedent First Name 50 | Varchar
2 | Decedent middle name 80 | Varchar
3 | Decedent Last name 50 | Varchar
4 | Decedent name suffix 10 | Varchar
5 | Alias indicator 1 1 | Varchar
6 | Alias Name 1 250 | Varchar
7 | Alias indicator 2 1 | Varchar
8 | Alias Name 2 250 | Varchar
9 | Alias indicator 3 1 | Varchar
10 | Alias Name 3 250 | Varchar
11 | Sex 1 | Varchar
12 | SSN 9 | Varchar
13 | Date of Death 10 | Date
14 | Date of Death Text 15 | Varchar
15 | Date of birth 10 | Date
16 | Age 3 | Varchar
17 | Age indicator 28 | Varchar
18 | Place of death 40 | Varchar
19 | Facility name 50 | Varchar
20 | Facility City 40 | Varchar
21 | Facility county 40 | Varchar
22 | Facility state 25 | Varchar
23 | Facility zip code 15 | Varchar
24 | Armed service 1 | Varchar
25 | Disposition name 40 | Varchar
26 | Cemetery name 60 | Varchar
27 | Cemetery city 45 | Varchar
28 | Cemetery state 45 | Varchar
29 | Decedent resident address 60 | Varchar
30 | Decedent residence number 10 | Varchar
31 | In city limits 1 | Varchar
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32 | Residence zip code 15 | Varchar
33 | Residence city 40 | Varchar
34 | Residence county 40 | Varchar
35 | Residence state 25 | Varchar
31 | Dec resident country 40 | Varchar
32 | Birth state 25 | Varchar
33 | Birth country 40 | Varchar
34 | Marital status 50 | Varchar
35 | Spouse first Name 45 | Varchar
36 | Spouse middle Name 80 | Varchar
37 | Spouse last Name 45 | Varchar
38 | Spouse suffix 10 | Varchar
39 | Father first Name 45 | Varchar
40 | Father middle Name 80 | Varchar
41 | Father last Name 45 | Varchar
42 | Father suffix 10 | Varchar
43 | Mother first Name 45 | Varchar
44 | Mother middle Name 80 | Varchar
45 | Mother last Name 45 | Varchar
46 | Mother suffix 10 | Varchar
47 | Informant first Name 45 | Varchar
48 | Informant middle Name 80 | Varchar
49 | Informant last Name 45 | Varchar
50 | Informant Suffix 10 | Varchar
51 | Informant related to decedent 40 | Varchar
52 | Informant mailing address 60 | Varchar
53 | Informant city 40 | Varchar
54 | Informant state 40 | Varchar
55 | Informant zip code 15 | Varchar
56 | Decedent education 50 | Varchar
57 | Hispanic origin 1 | Varchar
58 | Mexican 1 | Varchar
59 | Puerto Rican 1 | Varchar
60 | Cuban 1 | Varchar
61 | Other 1 | Varchar
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62 | Other description 20 | Varchar
63 | Race - White 1 | Varchar
64 | Race - Black 1 | Varchar
65 | Race - American Indian or Alaskan Native 1 | Varchar
66 | Race - Native Description 1 30 | Varchar
67 | Race - Native Description 2 30 | Varchar
68 | Race - Asian Indian 1 | Varchar
69 | Race - Chinese 1 | Varchar
70 | Race - Filipino 1 | Varchar
71 | Race - Japanese 1 | Varchar
72 | Race - Korean 1 | Varchar
73 | Race - Vietnamese 1 | Varchar
74 | Race - Other Asian 1 | Varchar
75 | Race - Other Asian Description 1 30 | Varchar
76 | Race - Other Asian Description 2 30 | Varchar
77 | Race - Native Hawaiian 1 | Varchar
78 | Race - Guamanian or Chamorro 1 | Varchar
79 | Race -Samoan 1 | Varchar
80 | Race - Other Pacific Islander 1 | Varchar
81 | Race - Other Pacific Islander Description 1 30 | Varchar
82 | Race - Other Pacific Islander Description 2 30 | Varchar
83 | Race- Other 1 | Varchar
84 | Race - Other Description 1 30 | Varchar
85 | Race - Other Description 2 30 | Varchar
86 | Race - Unknown 1 | Varchar
87 | Race - Not Obtainable 1 | Varchar
88 | Race - Refused 1 | Varchar
89 | Occupation 60 | Varchar
90 | Industry 60 | Varchar
91 | Physician assigned 1 | Varchar
92 | Physician Name 75 | Varchar
93 | Coroner assigned 1 | Varchar
94 | Coroner Name 75 | Varchar
95 | Funeral Home Identifier 10 | Varchar
96 | Funeral director name 75 | Varchar
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Section 7

Tips for Printing from EDRS

If, when trying to print from EDRS, the document sent to the printer does not print, it’s possible
the user’s EDRS settings are not selected for the printer in question. To choose the correct
printer, go first to File>Print Setup:
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| Print Setup... |>gov with any

Print Screen
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Make sure the correct printer is showing in the printer name field. If not, select the correct
printer from the dropdown box and close.
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After verifying the File>Print Setup is correct, go to Tools and then Preferences:

File Sesrch Fee/CAS Work Queve [Tools] Betch Administration Help
* v | F & Calendar
IPHIS CHANGES [pdtemen. |
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o et e Ohio Vita
Questions Versio
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Under Tools>Preferences, make sure that, for each document listed, the correct printer name is
showing in the Printer field. If not, utilize the dropdown to choose the correct printer. Once
finished, hit Save.
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In the event the above options do not solve the printing issue, it’s possible the funeral user may

need to change the Printer Property settings from the Start Menu of their terminal. To do this,
access the Control Panel>Devices and Printers:

a';"'; Agent Desktop (2)

"‘?/’ Citrix Passwords Barton Smock
" Documents
d& Snipping Tool
Pictures

m PowerPoint 2013 4
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Right click on the default printer and select Printer Properties.

=
Open AL L3on

prntsvrl
Open in new window

See what's printing
v Set as default printer
Printing preferences

Printer properties
Create shortcut

Troubleshoot

Remove device

Properties

Access the advanced tab on the Printer Properties, and make sure the checkbox for Enable
Advanced Printing Features is not checked. If it is, clear the checkbox and hit OK.

3 VITAL_ ADMIN on ODHPRNTSVRI Properties
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