'S pennsylvania
b

DEPARTMENT OF HEALTH

EDRS Death Registration

Quick Reference Guide:
Local Registrar

Version 2.0
03/15/2016

Copyright © 2015 This is property of the Commonwealth of Pennsylvania as licensed by VitalChek
Network, Inc, a LexisNexis Company. All rights reserved.



Quick Reference Sheets

Printing a New Vault Copy

Printing Additional Vault Copies

Printing a Working Copy

Refer Case Back to FD Using Messages
Changing the Filing Reqistrar

Adding Comments

DAVE™ is the property of VitalChek Network, Inc., a LexisNexis Company (VitalChek) and under agreement entered into between
the parties, VitalChek granted the Department of Health a license to use the product and has granted the Department of Health
permission to use the information provided in this reference guide including the screen shots. The use of DAVE™ and this reference
guide is limited to the approved Permitted Users as designated by the Department of Health. This reference guide may not be
duplicated or disseminated without the express permission of the Department of Health.

The Permitted User is legally responsible for the accuracy of all information that is entered into DAVE™. The Department of Health
is not responsible for the content of the information entered and is providing this reference guide solely for training purposes.

Commonwealth of PA-Department of Health Date: 03/15/2016
Bureau of Health Statistics and Registries Version 2.0



DAVE™Quick Reference Sheet

WPEI‘IHSYlVBI‘Iia QRS-2013
¥ DEPARTMENT OF HEALTH
Printing a New Vault Copy

Note: When the Disposition Permit is opened, it automatically transfers the permit number to the vault copy.
Therefore, opening the Disposition Permit is part of the process for printing a new vault copy.

From the death record, click the Print Forms From the Print Forms
link on the Other Links screen, click the
i i iti it li Disposition Permit
sect_lon o_f the Death Comments Disposition Permit link. p
Registration Menu. B T T Vault Copy
Working Copy
validale Regisiration
° At the very bottom of the screen an action box displays asking if you want to open or save the document.

Do you want to open or save DispositionPermit.pdf from dohdave.beta.pa.gov? Save > Cancel

Click the Open button to open the Disposition Permit and generate a permit number.

The Disposition Permit opens in another window. Click the Vault Copy link on the Print Forms
screen to open the vault copy.
DISPOSITION / TRANSIT PERMIT oeo]

Mo, ET0ZZ

Verify that a permit number was generated, then Disposition Permit

click the Close (x) button to close the permit.

Working Copy
o]

At the very bottom of the screen an action box displays asking if you want to open or save the document.

Do you want to open or save VaultCopy.pdf from dohdave.beta.pa.gov? Open Save > Cancel

Click the Open button to open the vault copy of the death certificate.

The vault copy opens in another window. Review the certificate to verify that the information displays
correctly, then click the Printer icon located in the top left-hand corner of the document.

Type/Print In COMMONWEALTH OF PENNSYLVANIA = DEPARTMENT OF HEALT
Note: Clicking the Printer icon automatically Fermanent @ CERTIFICATE OF DEATH
sets the printer to the recommended settingS [ [ Decedents Legal Hame [Frst, Migdie, 5%, S FRT 3 Sodk
for printing the death certificate. | Marilyn Monrog Female |546-

° Click the Print button to print the vault copy, then click the Close (x) button to close the vault copy.

| pint ||| concel @E@
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Printing Additional Vault Copies

Note: Always check for pending amendments before printing additional vault copies.

From the registered death record, click the Event and Issuance History link

on the Other Links section of the Death Registration Menu. Comments

| Event and Issuance History |

The Amendments checkbox should be the only checkbox selected in the Include in List section.

Include in List Actions Izssuances [w] Amendments Audit Logs Change Logs ExtractsiLoads Orders

Mo data found.

If there are no amendments, you may print the vault copy.

If an amendment displays, click the Detail link to view the status of each amendment.

Include in List Actions Issuances [v] Amendments Audit Logs Change Logs Extracts/Loads Orders

Type User ID Office Date Details
Amendment 2305868 dshepherd Harrisburg Hospital 05/18/2016 03:00 PM Detail
Amendment 2305867 gomeza Efernal Rest Funeral Home & Crematory 05182016 1238 PM Detail

Total records : 2

If all amendments have a status of Complete, Cancelled, or Rejected, you may print additional vault copies.

Start Date End Date Status User
05/18/2016 02:38 PM Amendment Approval Complete gaylekohr
05M18/2016 02:38 PM Complete gaylekohr

If any amendment displays a status of Keyed or Pending Approval:
e Do NOT print any copies.
e Notify the requestor that copies cannot be printed because there are pending amendment requests.

Start Date End Date Status User

051872016 03:14 PM Amendment Pending Approval dshepherd

05/18/2016 03:00 PM Amendment Approval Pending dzhepherd
Commonwealth of PA-Department of Health Date: 03/15/2016
Bureau of Health Statistics and Registries Version 2.0
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Printing a Working Copy

Note: Working copies can be printed at any time, even after the record has been registered.

From the death record, click the Print Forms From the Print Forms screen, click the
link in the Other Links section of the Death Working Copy link.

Registration Menu.

rint Forms

Assign Status

Comments Vault Copy

Refer to Medical Examiner

Disposition Permit

At the bottom of the screen, click the Open button to display a working copy of the death record in a new

window.

Do you want to open or save WorkingCopy.pdf from www.dohdave.beta.pa.gov? Save | ¥ Cancel S

Note: The working copy will print ALL information that has been entered in the death record.

Note: Clicking the Printer icon automatically sets the
printer to the recommended settings for printing the

To print aworking copy, click the Printer icon located in the top left-hand corner of the document.

COMMONWEALTH OF PENNSYLVANIA « DEPARTMENT OF HEAL!

CERTIFICATE OF DEATH

1. Decedent’s Legal Name (First, Middle, Last, Suffix)

[2Sex | T

working copy.

Click the Print button to print the working copy and close the document window.

Print l ’ Cancel

Commonwealth of PA-Department of Health
Bureau of Health Statistics and Registries
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Refer Case Back to FD Using Messages

From your Home page, click the Messages
fast link.

);] Messages }; I Current Activities }; I Death Search

Click the Recipients link to search for the
funeral director’'s name.

3 Remove Recipient

Select the checkbox next to the intended
recipient(s) Name and click the Add button.

From the Messages screen, click the Send

Message button.

Send Message | | Remove from List

The Choose Recipients search box displays.
Enter the Last name and click the Find

button.

Search
Type of Search| Person

Name First : Last : | Addams m
Search
Type of Search| Person
Name First Last : | Addams
Name Type
Addams, Gomez Funeral Director
Addams, Morticia Funeral Home User

Addams, Pugsley

Addams, Uncle

Oooo

Addams, Wesley

The selected recipients display at the bottom of the Choose Recipients box.

Selected Recipients

Note: If you need to select

additional people for this Name
message, repeat Steps#4 | O Addams, Gomez
and #5. O Addams, Morticia

When finished selecting

the recipients, click the p—
Save button to add them -
to your message.

Type
Funeral Director

Funeral Home User

Funeral Home User
Funeral Director

Funeral Director

Total records : 5

Total records : 2

o[
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The Send Message screen displays with the added recipient(s). | send Message

Click in the Subject field, enter Refer to ME - Name
Decedent Name and Date of Death.

Type
Recipients:  » | [] Addams, Gomez Funeral Director

O Addams, Morticia Funeral Home User

Send By: v | Motify [~]
| Subject: » | Refer to ME - Marilyn Monroe 04-01-2015 |

In the Message field, enter the Subject field information again and then reason the case is being referred
back to the funeral director.

Example: Send By: v | Motify [+]]

Referto ME =M arilyn Monroe 04-01-2016 Subject: » | Refer to ME - Marilyn Monroe 04-01-2016
Refer to ME - Marilyn Monroe 04-01-2016

The cause of death indicated a fall and should

be reviewed by the coroner The cause of death indicated a fall and should be reviewed by the coroner

When finished, click the Send button. A confirmation box displays to indicate that
the message was sent. ~
Message from webpa.. g

Click the OK button
m ‘ to C|Ose the Lh Message Sent

confirmation box.

N——
Note: When the funeral director receives the message, it will look like this.

From Message Text Date Sent
Betly White Refer to ME - Marilyn Monroe 04-01-2016 The cause of death indicated a fall and should be reviewed by the coromer B2TI2016 1
Commonwealth of PA-Department of Health Date: 03/15/2016
Bureau of Health Statistics and Registries Version 2.0
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Changing the Filing Registrar

From the death record, click the Disposition Click the Filing Registrar Office Eraser icon to
link on the Personal Information section of the erase the current registrar information.

Death Registration Menu. Filing Registrar

Decedent Filing Registrar Office
Resident Address White, Betty: 99-999
Family Members
In_fon'ne_:r_'lt Registrar Q, §
. _
Decedent Attributes irst Middie Last
Betty White
Click the OK button to confirm that the Click the Filing Registrar Office Lookup icon
Filing Registrar data needs to be removed. to search for, and select, the office you need.
rMessage from webpage ﬂ‘ Filing Registrar
Filing Registrar Office &
|@I Are you sure you want to clear the Filing Registrar data?
Registrar Q, &
|[ oK ]! [ Cancel First Middle Last

Enter the first few letters of the Registrar’s Last Name followed by the Wildcard symbol (%), then click the

Search button. =
Lookup Filing Registrar

Facility Name» Search

IMPORTANT: If you do not use the % when searching for the Filing Registrar Office, you probably won’t be able
to find the office that you need.

Click the select link for the Local Registrar. | £ Lookup Filing Registrar

Facility Name» | Sch% w

Facility Name Address City
Schroder, Rick: 00-000 100 Ancient Avenue Harrisburg
Total records : 1
The newly selected Local Registrar now displays Filing Registrar

Schroder, Rick: 00-000

Registrar U%

First Middle Last

Rick Schroder
Commonwealth of PA-Department of Health Date: 03/15/2016
Bureau of Health Statistics and Registries Version 2.0
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Adding Comments

NOTE: Comments should be pertinent to the overall death registration process. Anyone that accesses the record will be
able to view the comments.

From the death record, click The Comments dialog box displays.
link in th i .

the Comments : the Click the New Comment button to

Other Links section of the Comments enter anew comment

Death Registration Menu. Rmove Cerifor (o '

The Edit New Comment section displays. Enter New Comment

Select aComment Type. Comment Type: Correspondence / Telephone Communication

Enter your comment in the Comment field and click the Save button.

Enter New Comment

Comment Type: | Correspondence / Telephone Communication

This case has been sent to the Medical Cerfifier for review | |

Comment:

Clear

Maximum text length: 4000 Characters left: 3940

The Comments dialog box displays the newly added comment.
When finished with the comments, click the Close button.

Date

Comment Type Entered

Entered By Comment

Correspondence /

Telephone 5/04/2016 gomeza This case has been sent to the Medical Certifier for review. Edit Delete
Communication

Total records : 1

=

Notes:
e You can edit or delete comments by using the Edit or Delete links.
e You can only edit or delete comment(s) that you created.
e To add another comment. click the New Comment button.

The death record displays with a checkmark to the left of the Comments link
to indicate that one or more comments are associated with this record. Assign Statys
+ Comments |
Print Forms
Refer to Medical Examiner

Commonwealth of PA-Department of Health Date: 03/15/2016
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