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Locate the case; if the case is Registered, you will see Order Certified Copies on the left under Other Links > Death 
Registration Menu.  Click this link. 

Notes: 
• This Quick Reference Sheet is for the role of a Funeral Home Representative only. 
• The case must be registered before you can place an order for a death certificate through EDRS. 
• The funeral home will have the choice of either a Standard (no medical information) or Comprehensive (all 

information) death certificate. 
• A funeral home can order death certificates through EDRS from the Local Registrar on the record only after the local 

registrar has been onboarded. 
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You will now be on the Applicant page.  The name and address of the funeral home on record will pre-populate.  
If you are picking up certificates at a public office, enter the name of the person picking up the certificates in the 
Attention field, then click Next.  
 
Note: If you are unsure who will be picking up the certificates, you can list multiple names in the Comments.  Refer to 
EDRS Quick Reference Sheet QRS-2065-FH for more information on Adding Comments to an Order.  
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On the Services page, select the appropriate Issuing Office from the drop-down menu.  For pick-up orders at a Vital 
Records office, choose the public office where the certificates will be picked up by a funeral home representative. If 
you select a local registrar and receive an error message, please contact the local registrar to place your order.  Once 
the local registrar has been trained, you will then be able to place your order through EDRS. 
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From the Service drop-down menu, select the appropriate service as described below. 

Once the Issuing Office is selected, a section will open to add a service.  Click Add Service. 
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Next, enter the Quantity and select the Priority and Delivery from the drop-down menus.   

If you select a Local Registrar as the issuing office, PICKUP is the only acceptable delivery method.  If you select MAIL, 
you will receive an error message.   

*For those who select PICKUP as their Delivery method: In the case that the Vital Records Office you’ve selected is 
closed, we will mail your certificates and you will be invoiced for the order.   

Note: if you select the PICKUP delivery option, enter your name, phone number, and email address in the Comments 
field so that a Vital Records representative can contact you to schedule an appointment once your order has been 
completed. 

The Request Reason is not required and can be left blank.  Once the Quantity, Priority, and Delivery has been 
entered, click Save.  
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Click Summary on the left under the Order Processing Menu. 
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Review the information on the Order Summary page to make sure the Applicant Information, Service Name, 
Quantity, and Delivery are correct.  

Note: if the certificates are to be mailed to an address that is different than the address that appears on this page, 
enter the correct mailing address in the Comments.  

You do not need to enter any Payment Information.  If you select the Pickup delivery option, you must pay by check, 
money order, or credit card at your scheduled appointment.  If you select the Mail delivery option, you will be 
invoiced for certificates that require payment. 

If you are ordering Veteran copies, go to Step 9. 

If you are NOT ordering Veteran copies, click Submit Order and you’ve completed the ordering process.   

When ordering veteran copies and to receive the Veteran Fee Waiver, you must enter the information seen below in 
the Comment box.  Click Save and the Close.  
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When you click Submit Order, an automated DAVE Message will be generated and sent to all users at your facility 
notifying them that an order has been placed.  Note: Subject of the Message will be the Order Number.  Refer to the 
EDRS Quick Reference Sheet QRS-2056-FH for more information on how to check messages.  

Click Submit Order and you’ve completed the ordering process.  
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When your order has been printed, another automated DAVE Message will be sent to all users at your facility notifying 
them that has been completed.  If you are picking up your order, you will receive this message around the time that 
you will be picking up your order.  If you selected the mail option, your certificates will be mailed within one business 
day of receiving this message.  Please note all mail orders are mailed from our New Castle operation.  
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