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Introduction

The purpose of this document is to provide a walk-through of the features of the DAVE™ Death
and Fetal Death modules. These features include registration, amendments, order processing,
and issuance of death and fetal death events. DAVE™ also supports common forms of reports
required by State and Local Registrars and is available 24 hours per day, 7 days per week.

User Guide Conventions

To aid in understanding the content of this guide the following conventions are used:
® Information icons in blue highlight boxes feature additional information regarding each topic
s Caution icons in yellow boxes warn of actions that may result in a negative user experience

@ Red warning icons focus on actions that are prohibited in the application

>> |talics reference labels, buttons, hyperlinks, and navigation paths
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1. General Recommendations

1.1 Web Browsers

DAVE™ is a web-based application leveraging the latest browser technology. While the most
recent version of Microsoft’s Internet Explorer (IE) is recommended, DAVE™ also supports the
use of Mozilla/Firefox and Chrome browsers.

O IEis the only browser that currently supports the DAVE™ Biometric feature.

): 1>j|| B hitp://bwdwddavewebl1/AZ7_UAT FUTL O ~ &

Office of Vital Records 2 As a general rule, do not use a browser’s
Main Life Eve back button while working in the DAVE™
The State of Arizona - Depart application. This could result in the loss of data.

For Technical Assistance Contac

Do Not Use

QOrder Processing

> Where available, use the page specific Back, Return or Cancel buttons to return to a
previously viewed page. [

Use Application
Navigation

Validate Page Clear | Save Retum) I
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1.2 Creating an IE Favorite or Desktop Shortcut

Create an |IE Favorite or Desktop Shortcut for easy one-click access to the DAVE™ application.
Steps to Add a Favorite:

1. Navigate to the DAVE™ website
2. From the |IE Toolbar select Favorites > Add to Favorites

A ‘

e

File

: Edit View BEVGIGES Tools Help
-: w S Add to Favorites...
' Add to Fahrites Bar
J € Home Add Current Tabs to Favorites..

3. Select the Add button on the Add a Favorite dialogue box. The Name fills automatically and
can be changed if desired. The link is now saved in the IE Favorites List.

@ Home :\TV| Internet Explorer = ¥ i

T Bl 2 hite//bwdwddaveweb01/PA_UAT CURRENT WEE/

Filte Edit View Favorites Tools Help

-: A 2 3 4 )
- 5. Favorites | Add a Favorite . ‘ 23 l cul
| @ Home /\_ Adda Favorite ] |
w Add this webpage as a favorite. To access your favorites, visit the —
(IR i

Name: Home 3
Create in: [i;? Favorites V] [ New Folder ] Jlalf
Add {}] | Cancel | ([

\ y,

Steps to Add to Favorites Toolbar

1. Navigate to the DAVE™ website
2. From the |IE Toolbar select Favorites > Add to Favorites Bar

6 of 351
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g Logon - Windows IHEW

w = | £ | http://bwdwddaveweb01,/PA_UAT_CURRENT_WEE/Logon.aspx

File Edit View Tools  Help
{E' Favorites J Add to Favorites... -
Add to Favorites Bar
_| € Logon Add Current Tel'%tc Favorites...

3. Right-click on the Logon item that now appears in the Favorites toolbar and select
rename

File Edit View Favorites Tools Help

{“'-' Favorites "I"EIE ] Logon &8 | NAVE Documentatinon @5 Dachboar

_| g Logo

Open

New Favorite Open in Mew Tab -
Open in New Window

Cut

Copy Rename

(S

Delete ‘

New name: DAVE Login

Rename

[

Mew Folder

Lok J[ cancel |

4. Enter a name that is an easy to remember reference to the DAVE™ website and select

OK

The New Favorites Toolbar Shortcut is ready for use

718 Edit  View Faverites Tools Help

*1':;-' Favorites {5 | DAVE Login | DAVE Documentation W VitalChek Express - Birth ... @& VitalSites

_| g Logon A |_|

Steps to Add a Desktop Shortcut:

1. Navigate to the DAVE™ website login page
2. From the IE toolbar select File > Send > Shortcut to Desktop

W:“lefiaxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.
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m Edit View Favorites Tools Help

Mew Tab Ctrl+T umentation €5 Dashboard - Moodl
Duplicate Tab Ctrl+K

i MNew Window Ctri+N .

I Mew Session _
Open... Ctrl+0
Edit with Microsoft Word
Save Ctrl+5
Save As...
Close Tab Ctrl+W
Page Setup...
Print... Ctrl+P
Print Preview...
Send » Page by E-mail...
Import and Export... Link by E-rail...
—_—_— r Shortcut to Desktop

3. This creates an icon on the desktop that quickly launches IE and opens the DAVE™ login
page. Right-click on the icon and select rename to rename the shortcut.

”
Logpn
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2. Getting Started

2.1Logging into DAVE™

211 First time Login

1. Navigate to the DAVE™ login page. Enter the Username and temporary Password
assigned by the system administrator. Select the Login button.

The State of Arizona -
Department of Health Services -
Bureau of Vital Records

For Technical Assistance Contact: JXX-XOC- X000

Username:; Password:

“ersion #: 16.3.0.48977

Faorgot your password?

2. If the user logging in is associated with more than one office or location, a list of available
offices will be presented. Select the desired office.

The State of Arizona -
Department of Health Services -

Bureau of Vital Records
For Technical Assistance Contact: JXXX-XMX-XXXX

Selectyour Office:
Samaritan Funeral Home

Whitney & Murphy Funeral Home

Version #: 16.3.0.50003
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3. Atfirst login, or to update or change a password, the user will be presented with the
following prompts:

Enter the temporary/current password in the Old Password field
Create and enter a new password in the New Password field
Re-enter the new password in the Confirm Password field
Choose a Security Question

Enter a Security Answer

Choose Save

Your current password is temporary. Please set new password now before logging into the system.
Old Passward: [ITTTTTITY )
MNew Password: sssssssses

Confirm Password: | ssssssssssl

Security Question » | What was the last name of your favorite school teacher? |Z|

Security Answer » | Answer

[

4. The confirmation page will display. Select Continue to be taken to the Home Page or
Logoff to exit DAVE™.,

Your password and security guestion have been changed successfully.

O See section 2.6 Change Password for information regarding changing existing
passwords

= 10 of 351
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2.1.2 Forgot Password

© passwords must be at least 8 characters in length and must contain at least one
uppercase letter and one number. The use of “Strong” passwords is recommended.

A “Strong” password:
e Is at least 8 characters long and contains uppercase and lowercase letters,
numbers and keyboard symbols
Does not contain a complete word
¢ Is significantly different from previous passwords
e Does not contain your user name, real name or company

At login, if an incorrect Username and/or Password is entered, the application displays an error
message:

The State of Arizona -
Department of Health Services -

Bureau of Vital Records
For Technical Assistance Contact: JOOC-XXK-XXXX

Username: Passward:

adminuser

“ersion # 16.3.0.50003

¥ou have entered an invalid user id or password, please try again.

Forgot your password?

Steps to follow if a user has forgotten their password:

1. Select the Forgot your password? link to open the Request New Password page
2. Enter the username

3. Type in the code displayed by the security Captcha

4, Select the Next button

© ACAPTCHA s a challenge-response test most often placed within web forms to
determine whether the user is human. The purpose of CAPTCHA is to block form
submissions by spambots, automated scripts used to post spam content on commercial
websites.

= 11 of 351
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Toreset your password, enter your Username and the characters in the picture below.

Username:

Type the code from the image

et et et

5. If the Username is found in the system and the Captcha image identified correctl, the user’s
Security Question will be displayed. Key in the correct answer to the security question and
select the Next button

Flease answer your security guestion below.

What is your favorite color?

6. The user will be allowed 3 attempts to correctly answer the security question. If upon the
third attempt the answer remains incorrect, an error message will be displayed and the user
will need to contact the system administrator to have their password reset.

7. If the answer to the security question is correct, an email will be sent to the email address
on file for the user within the DAVE™ system. This email will contain a temporary password
that the user can then use to login.

© Once a user receives a temporary password, they should follow steps in section 2.1.1,
First Time Login, to set a new password.

= 12 of 351
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2.1.4 Change/Update Password
Steps to Change Password:

1. To update an existing password, from the main menu select Main > Change Password

I ! ﬂ Order Proce

Home

Change Office

Change Password

Messages

Current Activities

Logout

© User can now follow steps in section 2.1.1, First Time Login, to set a new password.

Steps to Update Password:

Every 90 days you will be required to reset your password. As the 90 day mark approaches, a
pop-up message will appear at login displaying the days remaining until password expiration
and asking if you want to change your password Now or Later.

1. Selecting Later will take you to the Home Page

2. Selecting Now will take you to the Password Reset page

Your password will expire in 43 Days, & Hours, 44 Minutes. Press "Now’ to change your password now or ‘Later’ to continue.

ron e

13 of 351
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2.3Messages

The completion of a case most often depends on the input and/or actions of more than one
user. DAVE™ provides the ability to send internal messages and external emails to
communicate outstanding needs. Some messages are initiated by system users, while others

are system-generated.

® It is a recommended practice to check Messages on first login and throughout the
work day

2.3.1 View Messages

Steps to View Messages in DAVE™:

1. Select Main > Messages from the Main Menu at the top
of the screen or choose the Messages Fast Link icon on the
Home page.

Oifice of Vital Records

Home
| Change Office

Change Password

I M
)/j essages

Logout

2. The Messages pane displays all messages received by the current user

e

From Message Text Date Sent =
T2 OT5E Case 26630092-Legal Info Approved Delayed2, Stephen 1HTI2014 T:5454 AW [0
Administrator : ! : :
State Office itted for: 25628356 : ; Debby Dobson, Event Date: Dec-20-2013 has been Approved 11612014 4:51:08 PM
Administrator The amendment submitted for: 26628356 : ; Debby Dobson, Event Date: Dec-20-. as been Approved. :B1: I
State Office P . . i . -
e The amendment submitted for: 26628355 : ; Cassie Callie, Event Date: Dec-20-2013 has been Approved. 116/2014 45027 PM O]
State Office itted for: 25628354 :; Vivica Vespa, Event Date: Dec-20-2013 has been Approved 116/2014 44930 P[]
Administrator The amendment submitted for: 26628354 : ; Vivica Vespa, Event Date: Dec-20-. as been Approved. 149 i
State Office - . AR . o
e The amendment submitted for: 26628353 : ; Winnie Wilson, Event Date: Dec-20-2013 has been Approved. 116/2014 44854 P [0
State Office ) dment submitted for: 26528352 - Sherry Hill, Event Date: Dec-20-2013 has been A d 1162014 44756 PM [T
Administratar e amendment submitted for: 26628352 : ; Sherry Hill, Event Date: Dec-20- as been Approved. AT i

3. To view a message Select the sender’s name in the From column

14 of 351
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Messages
Send Message [ Rzmove from List
From / Message Text Date Sent
Case 26630092-Leqgal Info Approved Delayed2, Stephen 1H7/2014 7:54:54 AN
State Office - . 1
sdministrator 1€ @mendment submitted for: 26628356 :; Debdy Dobson, Event Date: Dec-20-2013 has been Approved. 1/16/2014 4:51:08 PM
State Office .. . -5
Administrator € @mendment submitted for: 26628355 :; Cassie Callie, Event Date: Dec-20-2013 has been Approved. 11162014 4:50:27 PM
Aﬁﬁiigﬁ" The amendment submitted for: 26628354 : ; Vivica Vespa, Event Date: Dec-20-2013 has been Approved. 1/16/2014 4:49:39 PM
Aﬁ‘;ﬁg’gﬁ[ The amendment submitted for. 26628353 : ; Winnie Wilson, Event Date: Dec-20-2013 has been Approved. 11162014 4:48:54 PM
Aﬁﬁiigﬁ" The amendment submitted for. 26628352 : ; Sherry Hill, Event Date: Dec-20-2013 has been Approved. 1/16/2014 4:47:56 PM
4. The message displays. Choose Close to return to the list of messages.
[Z) Message ®
|
saqe
From: State Office Adminisirator
Sender Office: Registration Office
Subject Case 20628356 Amendment Approv
Duate Sent Thursday, January 16, 2014

Message Text The amendment submitted for: 26628356 - ; Debby Dobson, Event Date: Dec-20-2013 has been Approved.

¥

2.3.2 Create and Send Messages

i Messages and emails can be sent to a single user, multiple users, or all users within a
facility.

15 of 351
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Steps to Create and Send Messages:

Office of Vital Records

1. Select Main > Messages from the Main Menu at the top

of the screen or choose the Messages Fast Link icon on the
Home page.

Home

Change Office

Change Password

nESANES

Logout

)p I Messages

2. Inthe Messages pane select Send Message to compose a new message.

--’""""" Send Message [l Ramovs from List

From Message Text Date Sent =
State Office p . .. . -
e oeld The amendment submitted for: 26628356 : ; Debby Dobson, Event Date: Dec-20-2013 has been Approved. 11612014 451:08 PN [0
State Office . . .. f i . -
Administrator The amendment submitted for: 26628355 : ; Cassie Callie, Event Date: Dec-20-2013 has been Approved. 11612014 450:27 P [0
State Office p . oy . g
et oeld The amendment submitted for: 26628354 : ; Vivica Vespa, Event Date: Dec-20-2013 has been Approved. 11612014 44930 P [0

3. A blank message displays with three required header fields: Recipients, Send By and
Subject

Recipients: 3 Remove Recipient

Send By: v | Notify [=]|
Subject: b

© Red arrows * indicate required fields

Steps to Add Recipients:

1. Select the Recipients link in the message header to display the Choose Recipients popup

DAVE 16 of 351
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¥ Remove Recipient

Send By: v | Notify M

Subject: ¥

Search
Name First: Last: m

Mo data found.

Selected Recipients

Mo data found.

Remove

2. To send a message to a specific user, Choose Person from the Type of Search
dropdown list.

Messages

Search

Type of Search| Person [+
Person
ame et -

3. Enter the First and Last name of the person you wish to send a message to then select
Find.

Messages

Search

Name First : | Mary Last: | Smith %

17 of 351
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4. A successful search will return the name and user type of the person you wish to send a
message to. To add this person as a Selected Recipient, select the checkbox next to the
name and then select Add.

Messages x

Search

Name First:| Mary Last:| Smith Find
Hame Type
Smith, Mary Funeral Director

Total records : 1

Selected Recipients l
Hame Type
= Smith, Mary Funeral Director
Total records : 1
L . Search
5. To send a message to all users within a facility, select Type of Search Organization|=]
Organization from the Type of Search dropdown list. (Person '
J P P pame o
Mo data found.

6. Select Find to return all organizations stored in the DAVE™ database that match the
search criteria entered or broaden the search by entering a partial organization name
followed by the wildcard (%) character

Messages
Search
Type of Search Qrganization El
Hame Abington Me% Find
Name Type
[] Abington Memorial Medical Facility

[] Abington Memorial Hospital Home Care Medical Facility

Total records : 2

¥\ Use caution when sending a message to an organization as the message is sent to
every user associated with the selected facility. If the message is not meant for every user
at that location, it is recommended that the Person search be used instead.

= 18 of 351
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5. To add an organization as a Selected Recipient, select the checkbox next to the
organization name and then select Add.

Hame Type

binglon Merarial Medical Facility

Abington Memarial Hospital Home Care Medical Facility

Total records : 2

Selected Recipients

Name Type
Smith, Mary Fumneral Direclor
Abington Memorial Medical Facility
Abington Memaorial Hospital Home Care Medical Facility
Total records : 3
sove J concel

6. Select Save, and three recipients, one person and two organizations, will now appear in
the message Recipients list.

Name Type
» ] Smith, Mary Funeral Director
Recipients:  »
[[] Abington Memorial Medical Facility
[ Abington Memorial Hospital Home Care Medical Facility | [FTRupu i
Send By: v | Matify =]

Subject: 3

® To delete a recipient, select the checkbox next to the desired name and select the
Remove Recipient button.

© To add additional recipients, repeat the same search process described above.
DAVE™ will retain the selected names and allow the user to perform further searches.

19 of 351
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7. The second required message field to complete is Send By which determines how the
message will be delivered.

Send Message

Hame Type

N Smith, Mary Funeral Director

Recipients: 3
Abington Memorial Medical Facility

‘ Abington Memorial Hospital Home Care Medical Facility Remove Recipient
Send By: ¥ | Motify

) Email and Motification b
Subject: ¥ [ Email T
| Notify
Send By Option Action
Email and Notification Sends the message via external e-mail and internal messaging.
Email Sends the message to an external e-mail address only.
Notify Sends message via internal messaging only.

8. The last required field is entry of a Subject in the subject line.

Send Message

Name Type
- ] Smith, Mary Funeral Director
Recipients: »
7] Abington Memorial Medical Facility
"] Abington Memorial Hospital Home Care Medical Facility
Send By:/ » | Notify v
Subject: b

20 of 351
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9. Once all required fields are completed, add the text of
your message and select Send to send the message
to the listed recipients. A confirmation pop-up will then
display.

Message from webpa.. 2

I . Message Sent

\ =

| —

i Selecting the Cancel button will close out the message without sending and return the
user to the Home page.

Upon selecting Send, If any required field is not yet complete, the application will prompt the
user to fill out the missing data.

I L Please complete the following: The message must have a subject.

2.3.3 Delete Message(s)

% Deleted messages cannot be restored. Do not delete a message unless absolutely
sure it will not be needed later.

Steps to Delete Message(s):

1. To delete a single message, select the checkbox next to the message. This enables the
Remove from List button. Select Remove from List to delete the message.

Send Message | Remove from List
From Message Text Date Sent ]
State Office ' S — =
Eiehalor The amendment submitted for: 26628356 : ; Debby Dobson, Event Date: Dec-20-2013 has been Approved 1/16/2014 45108 PM  [0]
State Office RROEARE - . -
Administrator The amendment submitted for: 26628355 : ; Cassie Callie, Event Date: Dec-20-2013 has been Approved 1/16/2014 45027 P [0]
State Office T . -
Rl The amendment submitted for: 26623354 : ; Vivica Vespa, Event Date: Dec-20-2013 has been Approved 1/16/2014 4:49:39 PM
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2. Todelete all messages, select the “Select All” checkbox to the right of the Date Sent column
header. This selects all messages. Select Remove from List and all messages will be
deleted.

Send Message [l Remove from List

Date Sent

From Message Text

State Office
Administrator

State Office

The amendment submitted for: 26628356 : ; Debby Dobson, Event Date: Dec-20-2013 has been Approved.

=

; - DEEDAAEE - ’ ) R

Administrator The amendment submitted for: 26628355 : ; Cassie Callie, Event Date: Dec-20-2013 has been Approved.
State Office ) ) o ) o

FEaTE The amendment submitted for: 26628354 : ; Vivica Vespa, Event Date: Dec-20-2013 has been Approved 1/16/2014 4:49:39 P
State Office . REAAAED W . X e

Administrator The amendment submitted for: 26628353 : ; Winnie Wilson, Event Date: Dec-20-2013 has been Approved. 1M6/2014 4:48:54 P
State Office . X X . ) o

FATE The amendment submitted for: 26628352 : ; Sherry Hill, Event Date: Dec-20-2013 has been Approved 1i16/2014 4:47:56 PM
State Office Batch print file for the Birth CC VCH UPS AK, HI, PR has been created.
= 4 issuances took 0 minutes, 5 seconds to generate the pdffile 116/2014 8:56:35 AW

Jhate
Administrator Birth CC VCN UPS AK, HI, PR baich 1 of 1 (404kx)

If the “select all” checkbox was marked in error, simply re-select. The checkmarks will be
removed from the messages.

2.4 Current Activities

The Current Activities page displays a list of work queues containing records requiring
attention. The listing is unique to each user and serves as a “to do” list. As with Messages,
frequent monitoring of Current Activities is encouraged.

Steps to Access Current Activities:

1. From the Main Menu select Main > Current Activities or select the Current Activities Fast
Link icon on the Home Page

Bureau of \ital Records

Order Processing

Life Events

Home izona - Department
Change Office sistance Contact: XX
Change Password | v_j l_j
Messages Current Activities
Messages "}; - '};I
Logout Eﬂ Current Activities
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1. The Current Activities page lists queue names, the type of records in each queue, case
count and age of the oldest case within each.

Queue Name Type 4 Count Age of Oldest in Days
Cerification Required Dieath 1 40
Medical Certification Requested Death 2 71
Medical Info Rejected Death 1 76

Total Queves: 3

Li JTPY queue does not contain cases, it will not be displayed.

© If a user does not have security access to a specific queue it will not be displayed.

2. Selecting a Queue Name allows access to records within the queue. In this example, the
Certification Required queue is selected.

Queue Hame

Medical Info Rejected

Medical Cerification Requested

Cerification Required ‘\

3. Upon selection, the Search By Registration Work Queue page opens displaying a list of all
records within the selected queue.

Queue: Cerification Required - Death B Search Type: |:E Walue:
Display 15 rows per page. Filter: -
Show o | car | e
All Caseld  File Number Registrant Date of Event +  Data Provider
=l 26629930 Message, Test Jan-10-2014  /+BruggerAnd Sons Funeral
Home Lip
Total records : 1

Actions Add Print
Abandon Case Comments

Certify Registration

© see section 13 Queues for more information regarding use of queues in DAVE™
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2.5Main Menu

The menu at the top of every screen is referred to as the Main Menu and is used to navigate
the DAVE™ application.

The Main Menu is dynamically created and will display differently for different user types based
on assigned user security privileges.

Logout

Bureau o 2l Records elcome ba pe
Main  Order Processing Life Events  Queues  Accounting  Reports Forms  Jobs  Table Maintenance  Help

The State of Arizona - Department of Health Services - Bureau of Vital Records
For Technical Assistance Contact: XOOX-XXX-XXXX

Logout

Samaritan Funeral Home Welcome back: azfundir

Life Events  Queues Forms  Help

Main

The State of Arizona - Department of Health Services - Bureau of Vital Records
For Technical Assistance Contact: XXX-XXX-XXXX

Order Processing

Mercy Hospital Welcome back: MedCertAZ

Main Life Events  Queues Forms  Help

The State of Arizona - Department of Health Services - Bureau of Vital Records
For Technical Assistance Contact: XXX-XXX-XXXX

2.6 Change Office

Some users may be authorized to view and/or edit cases in more than one facility. The Change
Office feature allows users to log out of one location and begin working cases in another.

Steps to Change Office:

Samaritan Funeral Home

5T Order Processing

1. From the Main Menu, select Main > Change
Office

Change Password

Messages

Logout
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f -
f Message from webpage M 1

2. A confirmation pop-up will be displayed. Select the OK
button to change office

3. The Login page appears with a list of facilities associated with the user. Re-enter the
password and select a new office

The State of Arizona -
Department of Health Services -

Bureau of Vital Records
For Technical Assistance Contact: X000 X000

Username: Password:
azfundir |

Select your Office: /
Samaritan Funeral Home

Whitney & Murphy Funeral Home

2.7 Logging Out of DAVE™

It is good practice to log out of the DAVE™ system whenever you step away from your desk or
workstation.

There are two ways to logout of DAVE™:

1. Select the Logout button from the Main Menu bar

Bureau of \ital Records Welcome back: superuser ;
Main  Order Processing Life Events  Queues  Accounting  Reports Forms  Jobs  Table Maintenance  Help
The State of Arizona - Department of Health Services - Bureau of Vital Records
For Technical Assistance Contact: JXOO(GXO-XXXX
|
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. l!m Order Proce
2. Select Main and Logout

Home

Change Office
Change Password
Messages

Current Activities

If a user is inactive for longer than 90 seconds, the system will present a session timeout
warning:

Session Timeout

Your session is about to expire.

1 seconds remaining.

Continue Your Session

The session time out allows the user 90 seconds to select Continue Your Session to avoid
being automatically logged out.

If no interaction from the user occurs during this timeframe, the user's DAVE™ session will
expire.

Thank you for using DAVE - AZ

Your session timed out.

Click here to logon.

i Selecting Click here to logon returns the user to the Login page.
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3. Site Navigation

Using the computer keyboard as a navigation aid is an efficient way to move through the
DAVE™ application. To effectively navigate in this way, it's important to understand Focus.

3.1 Focus Navigation

Focus determines which field or user interface control is ready to receive user action.

© what is a User Interface Control? Any element on a web page a user can interact
with such as a text box or dropdown menu

If an empty text box has focus, a flashing cursor appears in the far left hand side of the field.
As the user types, text is displayed.

Decedent's Occupation Decedent's Industry

| €—

If a Dropdown menu has focus it will be highlighted in blue. Once the dropdown is opened, a
user can choose from a list of values.

Single Race Self Designation® :@

A Checkbox or Radio Button will be surrounded by a dotted line when it receives focus. The
box can then be selected by the user by pressing the keyboard space bar.

Decedent's Race
What race did decedent consider himself to be?(Mare than one race can be indicated)

[[] White =P (i} Filipino [7] Other Asian [T Other Pacific Islander

[[] Black or African [[] Japanese [[] Mative Hawaiian [[] Other(Specify)

Passing the Focus: Moving between these controls is a matter of passing the focus. This is
accomplished by using the following keyboard shortcuts:

e The Tab key advances the focus forward
e Alt+Tab (holding down the Alt key while pressing Tab) passes the focus back to the
previous control.

Every page is structured a little differently. Exactly where Tab and Alt+Tab send the focus
will vary, but it should always advance logically from one control to the next.
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3.2Interactive Controls and Features

Standard and custom user interface controls are built into the DAVE™ application to assist
users in entering data accurately and efficiently.

3.2.1 Dropdown Lists

Dropdowns provide pre-defined lists of values, eliminating the need to manually key data.
Select the down-arrow icon to display a list of selectable options. The value selected is passed
to the text box field.

Person/COrganization: Child -
First:
Middle: Attendant

. Certifier
Last Facility of Birth
Sex Father

. Mather Current Legal Mame
S5N: Mother Maiden Name

Dropdown Menu keyboard shortcuts:

1. Choose an option without expanding the list: If the dropdown is highlighted and the
desired value is already known, simply type the first letter. For example, F could be
entered to select Father. However Facility of Birth appears first. Choosing F again
advances to the next value beginning with the letter F.

Person/Organization: Facility of Birth ﬂ
Person/Organization: Father  |B3

2. Use a keyboard combination to open the list: If the dropdown menu is highlighted, use
the keyboard combination Alt+Down-arrow to open the list. Alt+Up-arrow closes the list.

3. Navigate the list without expanding the dropdown: When the dropdown menu is

highlighted, use the keyboard’s up and down directional arrow keys to scroll through the
list.

3.2.2 Standard Date Format

DAVE™ uses a standard date format but is flexible enough to recognize and convert other
formats users may enter. Formats accepted for conversion are illustrated below:
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Input Formats Typed As: System Converts to:

MM-DD-YYYY C

02052014 Feb-05-2014 | [T

MM/DD/YYYY 02/05/2014 | [ Fep-05-2014 | [T
MMDDYYYY 02052014 | [T Feb-05-2014 |[0)
MonDDYYYY Fen052014 |[{ Fe-05-2014 | [{]
Mon/DD/YYYY Feb/05/2014 | [0 Feb-05-2014 | i
Mon-DD-YYYY Feb-05-2014 | [T Feb-05-2014 | [

i Selecting F12 will automatically key today’s date into the selected date field

*. Entry of dates in any other date format will result in an error.
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3.23 Icons and Controls

Standard and custom user interface controls are built into the DAVE™ application to assist
users in entering data accurately and efficiently.

/™

—J Auto-populate Button: Automatically populates information in one field based on data
entered in another. For example, based on data entered in the Date of Birth field, selecting the
Auto-populate button calculates the age and populates the Age field.

Date of Birth Age

Nov-11-1975 | [ 17 [28

Mother's Birthplace

_
I Calendar Icon: Launches the interactive Calendar and is placed next to date entry fields.
The Interactive Calendar is an alternative to manually entering the date.

1. Launch the calendar by selecting the Calendar Icon next to the date entry field:

= —

2. Select a Month and Year from the dropdown menus.

January - 2014 -

S0 Mo Tu We Th Fr 35a

1 2 3 4
b5 & 7 a 9 10 11
5 18
25

12 13 14 1 16 17
19 20 21 22 23 M
26 27 28 29 30 M

Today Clear Cancel

3. Select the specific day. Once the day is chosen, the calendar will close and enter the
date into the date field.

Jan-29-2014 |0

i Selecting the calendar’s Today link enters the current date in the date field. Pressing
the F12 button on your keyboard does this as well.
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[ Checkboxes: Checkboxes allow users to make one or more selections from a variety
available options. To select or de-select a checkbox, simply click inside the box f~7

© If a Checkbox or Radio Button has focus:
o Use the Spacebar to “press” and select the button, or

e Use the Enter key to “press” and select the button

vaat age [ ver [ e | seve [ roton
Buttons initiate various functions within the

application. They are used to navigate the application, accept data input, write information to
the database, and trigger the processing of underlying system code.

Fix Icon: Appears in the DAVE™ Validation frame only. Selecting this icon will place
the focus or cursor in the item containing invalid information.

Marital Status | |+| Label Control: Identifies a nearby text box or other control.
Indicates what type of information is expected in that control.

! LOV Icon: A DAVE™ specific search element that returns a grid of selectable data.

"% LOV Icon: A search tool used in the DAVE™ application.
%

LOV Eraser Icon: Removes values selected using the LOV search tool.

ﬁ Place Search Icon: Launches a popup that facilitates the entry of city, state, county and/or
country.

® Radio Buttons: Allows the user to choose only one of a predefined set of options

b Required Controls: All controls accompanied by small red arrows are mandatory and must

be completed or attempts to save the page will cause a pop up error message to appear. The
data must be completed before the user can continue.

= .
Show Tooitips Show Tooltips Checkbox: The Show Tooltips checkbox under the Help

menu controls whether ‘hint’ text is displayed when hovering over an icon or control.

Date of Birth Text Box Control: Allows user to enter information that will be used by the
program. Can be formatted to accept only text, a combination of text and
numbers, numbers only, or dates.

e 31 of 351
DAV March 2017

il'éxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.



State of Arizona DAVE™ User Guide

First 1 2 3 4 5 6 7 8 9 10 .. Last
Table Paging: When a table of data contains more rows
than can be displayed on a single page, DAVE™ provides a set of controls located at the
bottom of the search results page that displays the page currently selected, the total number
of pages of search results, and links to the other search result pages.

Case Id SFN Decedent's Name |, Date of Death Sex Place of Death Date of Birth

194 Alley, J OCT-11-2016 Male Burnside DEC-01-1990 Preview
514 2016000021 Andy, Peta OCT-28-2018 Female APR-04-1987 Preview
176 2016000009 Anthony 33rd, Susan B. OCT-09-2016 Female Burnside APR-17-1956 Preview
480 arerules, Joey OCT-27-2016 Male APR-14-18990 Freview
526 2016000022 Aftacque, Blaccque Jacque OCT-31-2016 Male Burnside JAN-21-1940 Preview
227 Bake, Clam OCT-12-2016 Male Burnside JAN-21-1940 Preview
332 Beaches, Sandy OCT-18-20186 Femals Burnside JAN-01-2000 Freview
165 Ben, Benjamin Isa OCT-07-2016 Male Burnside JAN-21-1940

151 Binka, Inka metadeug OCT-07-2016 Male JAN-21-1940 Preview
427 Black, Franklin OCT-25-2016 Female SEP-25-1950 Preview

First 1 2 3 4 5 6 7 8 9 10 .. Last Total Records : 212

The number of the selected page appears as bold text. The First and Last links allow users to
easily jump to the beginning or ending of the search results.

In addition to providing links to quickly access the First page, pages 1 — 10, and the Last page
of the search results, the total amount of pages available for selection can be easily revealed
by selecting the ellipsis link ( ... ).

First 1 2 3 4 5 6 7 8 9 10 .. Last First .. 11 12 13 14 15 16 17 18 19 20 Last

If the number of records returned is greater than the system preference for the maximum
records allowed, DAVE™ will display a warning message encouraging the user to refine search
criteria. The message below was displayed on the search results page when a user attempted
to search for all death records within a 2 year time span.

The number of records found matching the criteria entered is greater than the value specified for "Maximum records to display:”. Please refine your search criteria or
increase the system preference value for "Max Rows to Return”.

Please note: Increasing this number will negatively impact system performance. Therefore, it is recommended that the user key additional search criteria in order to
limit the number of matching events instead of viewing all matching events. Total Records : 10,677

Not all pages will require table paging. In some cases it will be more useful to show a very
large result set and use scroll bars to see the records that extend below the browser window.

3.24 Zip Code Auto-Populate Address

Zip code based auto-population controls are built into the DAVE™ application to assist users
in entering address data accurately and efficiently.
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Address
Fre Street Fost Apt#,
Street Number Directional Street Name, Rural Route, etc. Designatar Directional Suite # etc.
L - L4
Zip Code City or Town County State Country

United States

The Zip Code field appears as the first entry amongst the address location fields of: City or
Town, County, State and Country.

Upon entry of the Zip Code, the City or Town, County, State and Country fields will auto-
populate.

Fip Caode City or Town County State Country
285019 Phoenix Maricopa Arizona United States

If the Zip Code entered has multiple City or Town or County associated options, the system
will display a list of valid values to choose from.

Zip Code City or Town County State

Country
ﬁ‘ 85321 - * | | Arizona United States
Ajo Maricopa
Charco Pima
Childs
Kaka
Why

O The Zip Code auto complete feature is optional and can be turned off in DAVE through
System Preferences.
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4. Death Registration Basics

4.1Initiating Death Records

The creation and registration of a death record typically involves at least three participants:

Certifying Medical Professional: ~ State or County Registrar’s Office
Attending Physician or
Coroner/Medical Examiner

Funeral Director

The number of particpants may change:

When a case is referred to a Medical Examiner

When a case is transferred from one Funeral Home to another
When the state allows a separate individual to “pronounce death”
When a local registrar is involved

4.2 Death Record Ownership

DAVE™ separates the ownership of the death record into two sections:

Personal Information Owner: Ultimately responsible for obtaining the personal information,
filing the death certificate, and disposition of the decedent.

Medical Information Owner: The office or medical facility completing the medical information.

Below are some illustrations of how initiation and ownership of the death record may change
in DAVE™:

A Funeral Director
initiates the case and
becomes owner of the
Personal Information

A Medical Facility finds the
case in DAVE™ and takes
ownership of the Medical
Information
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A Funeral Director finds the
case in DAVE™ and takes
ownership of the Personal
Information

A Medical Facility
initiates the case and
becomes owner of the
Medical Information

=

The case is initiated neither by a Funeral Home nor a Medical Facility.
The County or State Registrar’s Office enters both Personal and Medical
Information from a paper document.

Occasionally, there may not be a Funeral Home involved in a case, such
as in the case of an indigent death. When there is no Funeral Home
involved, a Medical Facility or the Medical Examiner’s office becomes the
owner of both the Personal Information and Medical information and are
responsible for submitting the entire record.

® The death registration functions in DAVE™ are restricted based on case ownership.

4.3 Death Registration Menu

The Death Registration Menu provides links to a series of pages that are used in the
submission and registration of death records. Menus in DAVE™ are built dynamically based
on user security profiles. This means that a state office worker will be presented with a different
set of pages and menu options than a funeral home user. These options can also change over
the processing life of the death record.

DAVE
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The pages that comprise the Death Registration Menu are grouped into sub-menus.
Personal Information — Pages for gathering personal Death Registration Menu
information about the decedent, such as family information and

relevant details of the decedent’s life before death occurred, as
well as disposition details and any funeral home information. ecedent

Family Members
Infarmant
Medical Certification — Pages for entering information g::é]endanlat:tlﬁrihutes
surrounding the death of the decedent and specific medical
details.
FPronouncement

Flace of Death
Cause of Death

Registrar — Pages for entering local or state registrar related Other Factors
information. Injury
Certifier
Other Links — Pages appearing under this sub-menu allow :
the user to enter additional information related to the death ldentifiers
registration, such as comments and correspondence, ordering
certified copies, etc. Assign Status
Attachments
© All sub-menus may not be available to all users. Comments
Even if a sub-menu is presented, different pages and items EE;—.Etsaan dnldsizice History
available to view or enter within the page may be displayed
within each sub-menu, depending on individual user Geo C':'dEIS
security. Decedent's MREE
Mosology
For example, in most cases, a medical certifier will see the Print Forms
Personal Information sub-menu, yet only the Decedent Transfer Case
Page will be listed under this sub-menu. As well, the Trade Calls
medical certifier will have limited ability to enter or edit items validate Registration
within the Decedent page itself. Tl
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4.4 Start a New Death Case

The first step in creating a new death record is to search for any existing records on order to
prevent the creation of duplicate cases.

1. From the Main Menu select Life Events > Death > Start/Edit New Case

Bureau of \Wital Records
Main

The State of Arizona
For Technical Assistan

Order Processing

Life Events

Queues  Accounting

Search

Fetal Death »

Mew Out of State Death

¥ 8%

2. To start a new case, all required fields, (denoted by red arrows *), must be completed.

Decedent's Information

First: b Last: b Date of Death: b E
Sex: » B SSN: - Date of Birth: ) (=
Case Id: ME Case Number: Medical Record Number:

Place of Death Location Type:» | County ¥ | Place of Death:» !

® When selected the Lookup icon B provides a Place Search popup.

The Place Search popup provides the user the ability search the list and select a place.

Three search options are available: lace Sea""‘
County Name | [} search
o Enter the full County Name and select
Search. Apache select
e Enter a partial County name followed by Cochise select
. Coconino select
the wildcard symbol and select search. o ot
Example entering gr% will return all Graham select
places that start with the letters “br”. creenee e
e Browse the list for the correct location Maricopa select
and click Select. Mohave sz
MNavajo select
Pima select
Pinal select
Santa Cruz select
Unknown select
Yavapai select
Yuma select
o
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3. Once all required search criteria has been entered, select the Search button. DAVE™ wiill
use the criteria entered to search for existing records.

4. If no matching records are returned, the Results screen will display a message indicating
Sso.

Thiens 3e no CSes Tal malch P criberia you Rl snlined
Winis i3 3 new Caae, SH0e T Slan Hew Cade WuBen of selec the Mew Search bulloh 8 peilorm a new s4aich

5. Select Start New Case to create the new record

Li T any matching records are found, they will be displayed on the Results screen:

Casd k3 Dcidonts Mame Dt of Depaify iy Mace of Deaath Dade of Birih
12474 Eally, Camig M- 137014 Fmuals Hoe14-1978 Pravigw

Todal records -1

Select Preview to view a summary of the case and make sure it is not a duplicate.

A summary of the selected case will be displayed in a Preview pane:

Case Id Decedent's Name Date of Death Gender Place of Death Date of Birth
12474 Kelly, Carrie Mar-13-2014 Female Mov-14-1978 Select

Total records : 1

File Number: File Date:

Caseld: 12474 Medical Record Number: ME Case Number:
Decedent's Name: Carrie Kelly Date of Death: Mar-13-2014
Spouse's Name: Kelly Kelly Marital Status: Married

Gender: Female Date of Birth: MNow-14-1875 S5N: 453-93-0485

City or Town of Death: County:

Place of Death:

Residence: Pittsburgh Pennsylvania, United States

Mother's Maiden Name: Karen Karlson

Funeral Director: Funeral Director Qa

Funeral Home: ATestFuneral Home, 1234 Street, Philadelphia

Medical Certifier:

Date Entered: MAR-13-2014 Last Update Made By: Funeral Director Qa
Status: /Personal Valid/Medical InvalidMot Registered/Signed/Dropped to PaperfNA/Medical Pending/FIPS Coding Required

o Ifitis determined the case is a duplicate, choose the Select link to be taken to the
existing Death Registration for the record to view and/or edit the case.

o Ifitis determined the case is not a duplicate, select the Start a New Case button.
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4.5 Death Personal Information Pages

451 Decedent

The first page of Items to Enter under the Personal Information submenu is the Decedent
page.
199 :Anexample Deathrecord JAN-05-2017

/Personal Valid With Exceptions/Medical Invalid/Not Registered/NANANAMedical Pending/FIPS Coding Required

Resi.dent Address Medical Institution or Tribal Law Enforcement Autharity will be entirely responsible for registration of record. | No v
Family Members
Informant Decedent's Legal Name
Disposition ) -
T First Middle Last Suflix
Anexample Deathrecord
Pronouncement Aliases

Flace of Death

AR ] Add/Edit Alias Names

Cther Factors Sex Social Security Number
Injury Male v - Nane () Unknown
certifer Under 1 Under 1
‘Year Day
Identifiers Date of Birth Years  Months Days  Hours  Minutes SSN Verification Status
JAN-05-1971 : Al Age Werify S5N - UNVERIFIED (D)

Assign Status —
Attachments Decedent's Birth Place

Comments City or Town County State Country
Correspondence United States
Event and Issuance History

Geo Codes

Decedents MRE Everin US Armed Forces? v

MNosology

Print Forms

[ext | coar | save | tu
Trade Calls

Validate Registration

Switch User

Medical Instituition or Tribal Law Enforcement Authority will be entirely responsible for
registration of record: Select ‘Yes’ if the medical institution or tribal authority submitting the
record will complete all portions of the registrtaion and a Funeral Home will not be involved.

Decedent’s Legal Name: Enter the First, Middle, and Last hame of the decedent. Suffix is
used to record generational suffixes such as Jr., lll, etc.

Aliases: If the decedent was known by more than one name, select  p.ccdent's Legal Name

Add/Edit Alias Names. Brefix First

Anexample
\Aliases

Add/Edit Alias Mames

Sex Social
Female v -

. The Aliases popup will display. To add a new name, select the New
Alias button.
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Complete the name fields and select Save.

Aliases x
First Middle Last Suffix
Analias Withmiddle Mameisentered ancel
Close
—
= The Save and Cancel links are now replaced by Edit and Delete links; which can

be uses to edit or delete the entered alias name.

: Selecting New Alias, at this point, allows you to enter another alias name
for the decedent, if they have multple alias names.

Selecting the Close button will return to and refresh the Decedent page displaying the newly
entered alias name(s).
Decedent's Legal Name

Prefix First Middle Last Suffix
Anexample Deathrecord

Aliases
Add/Edit Alias Names  Analias Withmiddle Nameisentered

© The Decedent page will not display more than two alias names at a time. A More link is
displayed which, when selected, displays the full list of alias names.

Aliases

Add/Edit Alias Names Jerry Steven Stevens  William Jerry White

Aliases x

First Middle Other Middle Last Suffix

Jerry Steven William Stevens Jr Edit Delete
William Jerry Stevens White Edit Delete
Terrance Walter William Walters Edit Delete

[
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Sex Sex: The Sex dropdown is populated with the selection made when the
Female v case was created. If the selection was made in error, choose the
correct value from the dropdown.

Social Security Number: Enter the decedent’s social

security number in in the Social Security Number field.  Social Security Number

If decedent has no SSN, select None. If the |- - None © Unknown
decedent’s SSN is not known, select Unknown.

]
Date of Birth and Age: Enter the Date of Birth manually or select the Calendar [ icon to
launch the Interactive Calendar.

Enter the decedent’s age at time of death manually, or use the Auto-populate icon A o
calculate the age entered in the Date of Birth field. If the decedent was Under 1 Year old at
the time of death leave the Age field empty and fill in the Months and Days. If decedent was
Under 1 Day old at the time of death, then fill in the Hours and Minutes fields.

Under 1 Under 1
‘ear Day
Date of Birth ‘ears Months Days  Hours Minutes
0CT-241922 |[{ (a] Age |94

Verify SSN: Upon completion of the Decedent Name, SSN and Date of Birth, the Verify SSN
link enables. When selected, the DAVE™ application establishes a connection with the Social
Security Administration and verifies the SSN against information in their database.

Sex Social Security Number
e v | [123-456778 None ) Unknown
Under 1 Under 1
Year Day
Date of Birth — Years Moenths  Days  Hours  Minutes SSM Verification Status
OCT-24-1922 |[g8] [m] Age |94 Verify SSN  UNVERIFIED (0)

When the Verify SSN link is activated, the Decedent page will refresh and SSN Verification
Status will change from UNVERIFIED (0) to PENDING (0) message displayed. This indicates
communication has been initiated with SSA. Once the SSN verification results are known, the
appropriate message will display.

.
Decedent’s Birth Place: Enter the decedent’s place of birth. If needed, the Places Lookup N
icon can be used to allow selection of the correct City, County, State and Country from a list.

Decedent's Birth Place
City or Town County State Country
4 .
(1) United States
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The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City or Town County State Country
Phol Maric| A United S|
¢ Phosnix Maricopa Arizona United States

Everin US Armed Forces?

Armed Forces: Select the appropriate answer
regarding US military service.

Once the Decedent page is complete, select a navigation button at the bottom of the page:
ext |f clear |f save

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries, the Save button to save changes without leaving the page, or
the Return button to return to the Start/Edit New Case page.

© More information on record validation can be found in section 6 - Validation of Records

45.2 Resident Address
The Resident Address page Iltems to Enter record the decedent’s last known address.
Street Address: The components of the Street Address are the Street Number, Pre-

Directional, Street Name, Street Designator, Post-Directional and Apartment/Suite. The Street
Designator and the Pre- and Post-Directionals can be selected from a drop-down list.

199 :Anexample Deathrecord JAN-05-2017

[Personal Valid With Exceptions/Medical Invalid/Not Registered/NANANAMedical Pending/FIPS Coding Required
Decedent
Res .::—-'t Address Address
:r?mny Mtembers Pre Street Post Apt#,
3TN Street Number Directional StreetName, Rural Route, etc. Designator Directional Suite # etc.
Disposition v - v
Decedent Atiributes

Zip Code City ar Town County State Country

Pronouncement AniediSEies
Place of Death Inside City Limits
Cause of Death r
Cther Factors
Injury
Certifier

How Long in State? Duration Resided in Arizana Tribal Community?

v v
Identifiers

Assign Status LSRN m m m m

Aftarhments

= 42 of 351
DAV March 2017

’ii'éxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.



State of Arizona DAVE™ User Guide

City, County, State, Country, Zip: If needed, the Places Lookup ﬁ icon can be used to allow
selection of the correct City, County, State and Country from a list.

The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City or Town County State Country
Phol Marig| A United 5|
¢ Phosnix Maricopa Arizona United States

Inside City Limits: Make a selection from the Inside City Limits? dropdown list to indicate
whether or not the Decedent’s last known address was within city limits. A selection of
‘Unknown’ is avaliable in the list.

How Long In State: This item consists of two fields, in the first field the number corresponding
to how long the decedent resided in Arizona should be entered. From the second field
dropdown list a selection should be made to define the value entered in the first field as either
hours, days, months, years, etc.

Resided in Arizona Tribal Community at Time of Death: Select either Yes, No, or Unknown.

If Yes, Select Tribe: If “Yes’ was selected from the Resided in Arizona Tribal Community at
Time of Death, then the tribe of residence should be selected from this dropdown.

Once the Resident Address page is complete, select a navigation button at the bottom of the
page:

ext |f clear |f save
Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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4.5.3 Family Members

The Family Members page Items to Enter collect the first, middle and last names of the
decedent’s parents and spouse hame information, if applicable. First and Last name fields are
required. Middle can either be middle name or middle initial.

402 :Anexample Deathrecord OCT-24-2016

New EventMNew Event/Not Registered/NANAMNA
Decedent
RRESEER RS Marital Status v | Other Specify
Informant Surviving Spouse
Disposition } First Middle Last (ifwife, name prior to first marriage) Suffix
Decedent Aftributes
Pronouncement Father Name
Place of Death First Middle Last Sufix
Cause of Death
Other Factors
Injury Mother's Maiden Name Prior to First Marriage
Certier First Middle Last Suffix
Identifiers
Last Name of Surviving Spouse
Assign Status
Aftachments
e fe e Jren
Validate Pa;
Correspondence e
*| Marital Status: Make a selection from the Marital Status dropdown. If
'_Married unknown, select Unknown.

Widowed

Divorced

Never Married
Married but Separated
Not Obtainable
Unknown

Surviving Spouse’s Name: This field is completed if the decdent has a surviving spouse. If
the decedent is male, the maiden name of the surviving spouse should be entered in the Last
Name field.

Father’s Name: The decedent’s father's name should be entered here.

Mother’s Maiden Name Prior to First Marriage: The decedent's mother's maiden name,
(name prior to first marriage), is collected here.

Last Name of Surving Spouse: This field is completed if the decdent has a surviving spouse.
If the decedent is female, the current last name of the surviving spouse should be entered. If
the decedent is male, then the spouse’s last name prior to first marriage should be entered.

Once the Family Members page is complete, select a navigation button at the bottom of the
page:

ext | cloa Jf save
Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous
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© More information on record validation can be found in section 6 - Validation of Records

454 Informant

The Informant page Items to Enter are designed to gather information about the person
reporting the death. This may be a spouse, family member, or someone who is not related to
the decedent.

402 :Anexample Deathrecord OCT-24-2016

INew Event/New EventNot Registered/NANANA

Decedent

Resident Address Informant Name

:ia_.fff,r‘f'_embem First Middle Last Suffix

Disposition |

BEEEE AT RN Relationship to Decedent ¥ | Other specify

Fronouncement Address

Flace of Death Pre Strest Post Apt#
Cause of Death Street Number  Directional Street Name or PC Box, Rural Route, etc Designator Directional Suite # efc.
Other Factors v - v

Injury - . " .

Certifier Zip Code City or Town State Country

United States

Identifiers

Ao S e o o e )

Informant Name: Enter Informant’s First, Middle, Last name and Suffix. First and Last name
are required fields. Middle can either be middle name or middle initial.

Informant Name

First Middle Last Suffix
Relationship to Decedent ¥ | Cther specify
| v
Attorney Relationship to Decedent: Select the Informant’s relationship to the
Darter decedent. If not listed, choose Other (Specify) and enter the
gwe;nmednmgency relationship in the Other specify field.
randacni
Grandparent
Guardian
Other (Specify)
Farent
Sister Address: Enter the Informant’s Address. If needed, the Places Lookup
Social Service Agency -
ggguse ﬁ' icon can be used to allow selection of the correct City, County,
Self (pre-arranged funeral) State and Country from a list.

The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City ar Town County State Country
Phol Maric| A United 5|
¢ Phoenix Maricopa Arizona United States
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Once the Family Members page is complete, select a navigation button at the bottom of the
page:

T [N X N

Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

455 Disposition

The Disposition page Items to Enter records the disposition details including the Method,
Date, First and Secondary Place and Facility responsible.

402 :Anexample Deathrecord OCT-24-2016

INew EventNew Event'Not Registered/NAMNANA

Decedent
Resident Address

: Method of dispasition | v | Other Specify
Family Members
Informant Cremation Clearance N/A Date of disposition E
Disposition —
Decedent Attributes Place of disposition
Place of Dispaosition
SN
Pronouncement
Place of Death Pre Street Post Apt#
Cause of Death Street Number Directional Street Name, Rural Route, etc Designator Directional Suite # etc
Cther Factors v = v
|ﬂJ'UI'_V Zip Code City or Town County State Country
GHIET United States
Identifiers
Q
Funeral Director S
Assign Status Licenss Mumber
Aftachments -
SUIETS First Middle Last Suffix
Correspondence
Ewvent and Issuance History
SEU Cd"df‘s VRE Funeral Home
lecedent’s ) B N
eI Business Registration Number Lockup Q%
Print Forms i
Transfer Case Pre Street Post Apt#
Trade Calls Street Number  Directional Street Name or PC Box, Rural Route, etc. Designator Directional Suite #.etc
Validate Registration i A i
Switch User Zip Code City or Town State Country

United States

Other Responsisle Party Relationship

[ () 6 €0 [
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| v |
Burial
Cremation
Donation

Donation/Burial
Donation/Cremation
Donation/Entombment
Entombment

Cther Specify

Remaval from State
Remaval/Burial

Removalf Cremation
Remaval/Donation/Burial
Remaval/Donation/Cremation
Remaoval/Donation/ Entombment

Remaval/Entombment
Remaoval!/Cther
Unkown

Method of Disposition: Make a selection from the Method of
Disposition dropdown list. If the method does not appear in the
list then Other can be selected and a method of disposition
can be specified in the Other Specify text entry box.

© If the Method of disposition indicates that there are two places of disposition, such as
Donation/Burial, Donation/Cremation, or Donation/Entombment, then the additional fields
needed to collect the Place and Address for the secondary disposition will be displayed.

445 :Anew Deathrecord FEB-09-2017

[Personal Invalid/Medical Invalid/Not Registered/NAINA/NA/Personal Pending/Medical Pending/FIPS Coding Required

Decedent

Resident Address Method of disposition | Donation/Cremation
Family Members

Informant Cremation Clearance MN/A

Disposition

Decedent Attributes Place of disposition

Place of Disposition

v | Other Specify

Date of disposition |0

Y
Pronouncement
Place of Death Pre Street Post Apt#,
Cause of Death Street Number Directional Street Name, Rural Route, etc. Designatar Directional Suite #etc
Other Factors r < v
Injury Zip Code City or Town County State Country
EEITE United States
Identifiers Place of Disposition
: QU Date of Disposition
Assign Status Fre Street Post Apt#,
= Attachments Street Number Directional Street Name, Rural Route, etc. Designator Directional Suite #efc —

Comments v - v
Correspondence Zip Code City or Town County State Country
Eventand Issuance History United States
Geo Codes
Decedent's MRE
LIESEED Funeral Director % S
Print Forms.
B License Number
Trade Calls )
Validate Registration First Middle Last Suffix
Switch User

Funeral Home

Business Registration Number Lookup

B Q&
Pre Street FPost Apt#,
Street Number Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite #etc
v - v
Zip Code City or Town State Country
United States
Cther Responsible Party Relationship
) [ 0 £ G
DAVE 47 of 351
March 2017

LexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

Date of Disposition: Enter the Date of Disposition manually or select the Calendar C icon to
launch the Interactive Calendar.

Place of Disposition: The Place of Disposition can be entered manually or the LOV Lookup
4 icon can be used to launch the Lookup Place of Disposition search tool.

Place of disposition

Place of Disposition
N

F’Te (— . e n
; ] Lookup Place Of Disposition x
Street Number Direct] A B L.

Facility Name» ||

City ar Town

1. In the Faclity Name field, enter the full name of the facility, if known, and choose Search.

If the full name of the facility is not known, enter at least two letters followed by the percent
sign (%), then select search to perform a wildcard search.

2. Alist of available facilities will be returned. Select the Select link next to the correct facility
in the list.

Lookup Place Of Disposition x
Facility Name |pel%
Facility Name Address City
Belcrest Memorial Park 1205 ANY S Avenue Phoenix select
Belle Passi Cemetery 997 ANY Road Phoenix select
Belle Passi Memarial Mausoleum 1000 ANY Phoenix select

Total records : 3

The selection system-fills all of the corresponding fields for Place of Disposition on the
Disposition page.
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Place of disposition

Flace of Dispositian
Belcrest Memaorial Park Q‘ E‘
Fre Street Fost Apt 2,
Street Number Directional Street Mame, Rural Route, etc. Designator Directional Suite #etc.
123 N T Any Street - r
City ar Town County State Country Zip Code
Fhoer aricopa Arizona United States 8008

To clear the entry made for Place of Disposition, select the eraser icon %

O The Place of Disposition Lookup filters results based on the selection made in the Method of
Disposition dropdown. For example, if method selected is Burial, the lookup will include a list
of cemeteries; if Cremation, a list of crematories, etc.

© if a funeral director is entering the record the Funeral Director Name and Funeral Home
will be system filled at the start of the record. These fields will display the name of the funeral
director user who started the record and the funeral home the user is logged in at. If necessary,
the Funeral Director name can be changed, but only to another funeral director within the same
funeral facility.

Funeral Director/Funeral Home: For state users keying death information there are three
ways to complete the Funeral Director/Funeral Home information.

1. Manual entry of each item;
2. The Funeral Director License Number and auto-populate A icon; or
3. The standard LOV Lookup controls “&

Steps for using Funeral Director License Number to complete
1. Enter a Funeral Director’s License Number

2. Select the auto-populate icon

Funeral Director

License Mumber Lookup
0
FDO13203L A i
First *_ Middle Last Suffix

Auto-populate lcon t

Funeral Home

Business Registration Number Lookup .
L &%

A
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The system will then auto-populate the Funeral Director name and the associated Funeral
Home information.

Funeral Director %
License Number

CO-1234
First Middle Last Suffix
Funera Director

Funeral Home

Business Registration Number Lookup Q %
Agreat Funeral Home

Fre Street Faost Apt#,
Street Number  Directional Street Name or FO Box, Rural Route, etc. Designator Directional Suite #etc
123 N ¥ Main Street - v
City or Town State Country Zip Code
Phoen Arizona United States 85005

Steps for using the Standard LOV Lookup to complete

1. Select the LOV lookup tool “4 to search for a funeral director.

2. Enter in the Last and First Name of the funeral director; if known. If not known a wildcard
search can be performed by entering at least two characters in the Last name field followed
by the percent sign (%).

Search Funeral Directors x

Last Name» |Hi% | FirstName Search

License Number LastMName Suffix First Name Middle Name Street Number Street Mame

CO-3107 Dieker James ] 4189 ANY select
Dierickx Chris W 325 ANY select
CO-1234 Director Funera 1 Coit select

Total records @ 3

3. From the Search Results List, select the Select link next to the correct Funeral Director.
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The system will then auto-populate the Funeral Director name and the associated Funeral
Home information.

Funeral Director % S
License Mumber

CO-1234
First Middle Last Suffix
Funera Director

Funeral Home
Business Registration Number Lookup

Agreat Funeral Home Q" k
Fre Strest Fost Apt#,
Street Number Directional Street Mame or PO Box, Rural Route, etc. Designator Directional Suite # etc
123 N Main Street - v
City or Town State Country Zip Code

hoen Arizona United States 85005

© Auto-population of the Funeral Home data will occur only if the Funeral Director
selected is associated with a single funeral home. If the Funeral Director is associated
with multiple funeral homes, the correct funeral home data must be manually entered
or searched for and selected.

©® To search for a funeral home

1. Select the Funeral Home LOV lookup tool “+

2. In the Facility Name field enter the full name of the facility or use a wildcard search
by entering the first two letters followed by a % and selecting search

3. Select the correct funeral facility from the search results list and the system will
auto-populate it on the page.

Once the Disposition page is complete, select a navigation button at the bottom of the page:

e L e o ]

Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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456 Decedent Attributes

The Decedent Attributes page Items to Enter collect information pertaining to the decedent’s
occupation, education, ancestry and race. This information is vital to other state and federal
agencies and can impact funding for various programs. Therefore, it is crucial the information
collected be as accurate as possible.

Format Change: The 2003 US Standard Certificate Revision included format changes for the
collection of race, ancestry and education data. The DAVE™ application provides the prior
version of the Decedent Attributes page for those deaths occurring before January 1, 2010
when Arizona adopted the revision.

Prior Decedent Attributes page:

Decedent's occupation Decedent's industry
Decedents education

Hispanic origin If Other Hispanic, Specify

Race Other Race Specify

| [=]

oo woun)

Current Decedent Attributes page:

Decedent's occupation Decedent's industry
Decedent's education v
Hispanic Origin
Decedent of Hispanic Crigin (more than one choice can be indicated).
Mo, Mot Spanish/Hispanic/Lating Other Mot Obtainable
Yes, Mexican, Mexican American, Chicano Yes, Cuban Unknown
Yes, Puerto Rican Yes, other Spanish/Hispanic/Latino Refused
Race

Check ane or more races to indicate what the decedent considered himself or herselfto be.

White Chingse Cther Asian (Specify) Cther Pacific Islander
e ) . ) - (Specify)

Black, African American Filipina Native Hawaiian Other (Specify)

American Indian or Japanese Guamanian or

Alaska Native . Chamorro Refused

COther orean Samoan Mot Obtainable

. . WVigtnamese
Asian Indian

s e e e

Decedent’s Occupation and Industry: In the first two fields, enter the Decedent’s
Occupation and Decedent’s Industry.

52 of 351
DAV March 2017

exisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

Decedent's Occupation Decedent's Industry
Teacher Education

i Occupational data can be important in calculating workplace mortality statistics and
should be as specific as possible.

Decedent’s Education: Select decedent’s education level from the dropdown list. If not
known, select Unknown.

| v]

8th grade or less; none

9th-12th grade; no diploma

High School graduate or GED completed

Some college credit, but not a degree

3 Associate degree (e.g. AAAS)

Bachelor's degree (e.g. BA, AB, BS)

Master's Degree (e.g. MA, M3, MEng, MEd, MSW, MBA)

Doctorate (e.g. PhD, EdD)or Professional degree (e.g. MD,DDS, DWVM,LLB.JD})
Unknown

Hispanic Origin: Select a value which indicates the decedent’s Hispanic Origin. More than
one value can be selected.

Hispanic Origin

Decedent of Hispanic Crigin (more than one choice can be indicated).
[] Mo, Mot Spanish/Hispanic/Lating [ Other [| MotObtainable
[ Yes, Mexican, Mexican American, Chicano ] ‘Yes, Cuban [ Unknown
[ Yes, Puerto Rican [ Yes, other Spanish/Hispanic/Latine [ Refused

If Other is selected, a text field will display below Other in which the selection can be specified.

Decedent’s Race: Select a value which indicates the decedent’'s Race. More than one value
can be selected.

Race
Check ane ar more races to indicate what the decedent considered himself or herselfto be.

] White (] Chinese ] Other Asian (Specify) (] Cther Pacific Islander
- o . o - . e ~ (Specify)

[ Black, African American [ Filipino [] Mative Hawaiian (] Other (Specify)

(] American Indian or (] Japanese ] Guamanian ar

~ Alaska Mative B " ~ Chamarro [ Refused

() Other [ Horean (] Samoan (] NotObtainable

. . Vietnamese
() Asian Indian =
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If American Indian or Alaska Native is chosen, two dropdowns listing possible tribe affiliation(s)
will be displayed. Select the decedent’s specific tribe(s) using one or both of the dropdown
boxes.

If Other(Specify), Other Asian or Other Pacific Islander are selected, two text fields will be
displayed in which the selection can be specified.

© if the case is not registered and the date of death is changed from a date that is after
the adoption of the US standard 2003 certificate to a date prior, the values entered for
those fields unique to the 2003 standard will be set to null and the 1989 US standard
pages will be displayed.

If the date of death is changed from a date that is prior to the adoption of the US standard
2003 certificate to a date after, the values entered for those fields unique to the 1989
standard will be set to null and the 2003 US standard pages will be displayed.

Once the Decedent Attributes page is complete, the Personal Information section of the death
record is also complete. Select a navigation button at the bottom of the page:

i ] ] ] ]

Selection of the Next button will proceed to the next page and save the data entered. In this
case the next page is also the first page in the Medical Information section, Pronouncement.

Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

4.5.7 Sign a Death Record

At this point in the process the Personal Information has been completed and a Funeral
Director or Medical user responsible for entering this information will need to Affirm and Sign
the record.

© If the record is being entered at the State or a County Vital Records, affirmation and
signature are not required and the steps for this process can be skipped.
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The user affirming and signing the record should select the Validate Page button or Validate
Registration link to check the record for errors and/or omissions.

e
visostopage p vt s sve e
Assign Status —

Aftachments

Comments
Correspondence

Event and Issuance History
Geo Codes

Decedent's MRE

Issue this Record
Mosology

Print Forms

Refer to Medical Examiner
Transfer Case

Validate Registration

© More information on record validation can be found in section 6 - Validation of Records

Once the record has passed all validation rules, a Sign link will appear at the bottom of the
Personal Information submenu.

Death Registration Menu

Decedent
Fesident Address
Family Members
Informant
Disposition

???%%ent Affributes

Steps to Affirm and Sign the Personal Information
1. Select the Sign link

2. Place a checkmark next to all affirmations and select the Affirm button.

Affirm the following:

By submitting this information, | affirm under the penalty of perjury that | am the authorized signer whose
name will appear on this certificate.

IR 2
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3. An Authentication successful message will be displayed and a checkmark placed next to
the Sign link indicating the Personal Information has been affirmed.

Death Registration Menu 402 :Anexample Deathrecord OCT-24-2016

¥ Decedant

¥ Rosident Address

¥ Family Mambaers Awthenfication successhal
» InladTricaed

¥ Digposition m m

¥ Dacedant Aibules

+ Sigry .‘_

Once the record is signed, the pages within the Personal Information sub-menu are locked and
cannot be edited.

If the record is not yet registered and updates need to be made to any of the items in the
Personal Information section, the record can be unaffirmed/unsigned. Doing so unlocks the
pages within the Personal Information sub-menu so they can once again be edited.

Steps to Unaffirm and Unsign the Personal Information

1. To unsign the registration, select the Sign link.

Deaith Registration Menu 402 -Anexample Deathrecord OCT-24-2016

¥ Dacedent
k Rasiderd Addess

¥ Family Wermbers
¥ BT This registration is currently signad.

¥ DiEpasition i
¥ Decedent Aﬂ'lbﬂ;_,..ﬂ"" m m

« Gign

2. Select Unsign.
3. Select OK to confirm the reversal.

Once unsigned, the pages are again available for editing.

56 of 351
DAV March 2017

: 'éxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

4.6 Death Medical Information Pages

46.1 Pronouncement

The first page of Items to Enter under the Medical Information submenu is Pronouncement,
which captures the date and time of death.

402 :Anexample Deathrecord OCT-24-2016

[Personal Invalid/Medical Invalid/Not Registered/NA/NAMNAPersonal Pending/Medical Pending/FIPS Coding Reguired
Decedent
Resident Address Date of Death [DCT-24-2016 | [[FDate of Death Modifier v
Family Members
Informant Time of Death : ¥ | Time of Death Modifier v
Disposition
P [ ) 6 B

Pronouncement
Flace of Death
Cause of Death
Other Factors
Injury

Certifier

Date of Death: The Date of Death field is auto-populated based on the date entered on the
Start/Edit New Case page when the record is created.

If the original date entered is incorrect it can be updated by either entering the Date of Death

manually or select the Calendar f: icon to launch the Interactive Calendar. This is a

required field as indicated by the red arrow * and must be completed for all death
registrations. If the date of death is unknown enter: 99-99-9999.

Date of Deaths | OCT-24-2016 [IR|Date of Death Modifier v

The Date of Death is a required field as indicated by the red arrow * and must be
completed for all death registrations.

& Date of Death cannot be unknown.

Date of Death Modifier: The Date of Death Modifier adds descriptive information relating to
the Date of Death. There are two options to select from:

Modifier Description
Actual Date of Death The date entered is the actual date of death
Found Date of Death It is known when the deceased’s body was found, but a

date of death cannot be determined

Time of Death: Enter the hour and minute of death and make a selection from the
AM/PM/Military dropdown.
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Time of Death : | v | Time of Death Modifier r

Al
P
Military

© For unknown Time of Death enter 99:99 the Time of Death Modifier will automatically fill in
with ‘Unknown.’

Time of Death Modifier: The Time of Death Modifier adds descriptive information relating to
the Time of Death. There are three options to select from:

Modifier Description

Actual Time of Death The time entered is the actual time of death

Unknown Time of Death Time of death is unknown

Found Time of Death It is known when the deceased’s body was found, but

a time of death cannot be determined

© |f the Date of Death year was keyed incorrectly and the record has been registered,
the date cannot be corrected or amended. The user must void the existing record and re-
enter a new case with the correct year of death.

It is not necessary to void a registered case to correct or amend only the month and day
of death.

Once the Pronouncement page is complete, select a navigation button at the bottom of the
page:

VRV | Wi | €5 0 W

Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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46.2 Place of Death

The Place of Death Items to Enter capture data regarding where the death occurred. This
could be a hospital, home address or some other location.

402 :Anexample Deathrecord OCT-24-2016

Mew EventNew EventNot RegisteredMNAMNAMNA
Decedent
Resident Address

- Type of place of deaths ¥ [Cther Specify
Family Members
Informant Facility Name
Disposition
Decedent Attribuies Address
Fre Strest Post Apt#
Pronouncement Street Number  Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite #,efc
Place of Death v M v
Cause of Death Zip Code City or Town County State Country
Cther Factors =ricopa 7ona nited States
Injury
Certifier
Medical Record Number
Identifiers
Voo e o | ] S5
Assign Status

Type of Place of Death: From the Type of Place of Death
dropdown, select the type that best matches the location
where death occurred.

Dead on Arrival
Emergency
Inpatient

Mursing Homel/Lang Term Care ey . .
{ Decedgnt's Resideﬁce If Other (specify) is chosen, enter the information on type of

Hospice Facility place of death into the Other Specify text box.
| COther, Specify

Facility Name:

If Decedent’s Residence is selected from the Type of place of death dropdown, the
Address fields for Place of Death will be auto-populated with the information entered on the
Resident Address page. If no information has been entered on the Resident Address page, the
residence address can be manually entered. The Facility Name field is not required and will be
disabled.

If Other (specify) is selected from the Type of place of death dropdown, the facility name.
(if known or applicable), and address fields should be manually entered. The facility name field
can be left blank.

For all other Type of Place of Death dropdown selections,the Place of Death can be

entered manually or the LOV Lookup 4 icon can be used to launch the Lookup Place of Death
search tool.

Steps to Use the Place of Death Lookup

1. In the Faclity Name field, if known, enter the full name of the facility and choose Search.
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Lookup Place Of Death Facility % If the full name of the facility
is not known, enter at least
Facility Namer | Saint% ~ two letters followed by

the %, then select search

Facility Name Address City tO perform a Wildcard
Saint Joseph's Hospital and Medical Center 350 W Thomas Road FPhoenix  select SearCh
Saint Luke’s Medical Center 1080 E Van Buren Stresat FPhoenix  select :

Total records : 2 |

2. Alist of available facilities will be returned. Select the Select link next to the correct facility
in the list.

© Facilities not listed in the LOV lookup tool can be entered by typing the Facility Name
and address information manually. All out-of-state records will contain non-listed facilities.

The selection system-fills all of the corresponding fields for Place of Death on the Place of
Death page.

Type of place of death | Inpatient ¥ | Other Specify

Facility Name | Saint Joseph's Hospital and Medical Q%

Address
Pre Street Post Apt#,
Street Number Directional Street Mame or PO Box, Rural Route, etc. Designator Directional Suite #.etc
350 LU Thomas Road - v
City or Town County State Country Zip Code
Phoenix Maricopa Arizona United States 85013

To erase the entry made for Place of Death choose the eraser icon %

© The Place of Death Lookup filters results based on the selection made in the Type of
Place of Death dropdown. For example, if method selected is Inpatient, Emergency or
Dead on Arrival, the lookup will filter the search to include hospitals; if Hospice, a list of
hospices, etc.

O if the Type of Place of Death selected matches the facility type assigned to the user
completing the Medical Certification pages, then the Place of Death will be system-filled
with the facility name and address the user is logged in under.

Medical Record Number: If known, the decedent’s

Medical Record Mumber .
Medical Record Number can be entered.

© The Medical Record Number can be referenced later to Search for or Locate the case.
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Once the Place of Death page is complete, select a navigation button at the bottom of the

page:

T [N X B

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

4.6.3

Cause of Death

The Cause of Death page Items to Enter capture the data regarding the primary and
underlying conditions which lead to the decedent’s death.

402 :Anexample Deathrecord OCT-24-2016

Decedent

Resident Address
Family Members
Informant
Disposition
Decedent Attributes

Pronouncement
Place of Death
Cause of Death
Cther Factors
Injury

Certifier

Identifiers

Assign Status
Aftachments

Comments
Correspondence

Event and Issuance History
Geo Codes

Decedent's MRE

Issue this Record
Nosology

Print Forms

Refer to Medical Examiner
Transfer Case

Trade Calls

Disposition Approval
“alidate Registration

/Personal Invalid/Medical Invalid/Not Registered/NANANAFIPS Coding Required/Madical Pending/Personal Pending

NCHS Recommendations for Entry of Cause of Death

Enter the chain of events- diseases, injuries, or complications- that directly caused the death. DO NOT enter terminal events such as cardiac

arrest, respiratory arrest or ventricular fibrillation without showing the etiology. DO NOT ABBREVIATE. DO NCT ENTER OLD AGE. Enter only one

cause on aline. Add additional lines if necessary.

Sequentially list conditions, if any, leading to the cause listed on line a. Enter the UNDERLYING CAUSE (disease or injury that initiated the events

resulting in death) LAST.
Approximate Interval

Cause of Death Onset to Death

Immediate Cause (Final disease or condition resulting in death)

FART | |

Linea w

Due to or as a consequence of
Line b =

Due to or as a consequence of
Linec =

Due to or as a consequence of
Lined s
PART Il

Other significant conditions

4

T [ (D (D €

. Attention to detail and specificity is essential when completing this page.

\YS
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The Cause of Death page consists of two parts:

Immediate Cause (Final disease or condition resulting in death)

PART | |
Line a w5

Due to or as a conseguence of

Line b =3

Due to or as a consequence of

Linec w5

Due to or as a consequence of

Lined

Part 1 is for reporting the chain of events leading directly to death. The Immediate Cause, (the
final disease, injury, or complication directly causing death), is listed on line a. The underlying
cause(s), (chain of events that led to the immediate cause), is listed in lines b through d.

Approximate Interval Onset to Death: To the right of each of the lines Approximate Interval
. . . Onset to Death

Part 1 there is a corresponding Approximate Interval Onset to Death

field. For each cause listed in Lines a-d an Approximate Interval Onset

to Death must also be completed. While every line on the Cause of

Death form will not necessarily be used for all deaths, lines that are used

must be filled in sequentially.

Part 2 is for reporting all other significant diseases, conditions, or injuries that contributed to
death.

PARTII

Cther significant conditions '

Spell check: Spell check functionality is available for Cause of Death lines a-d and the Other
significant conditions field.
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After making an entry, select the Spell Check icon located below the line.

Due to or as a consequence of

artherosclerosis|

Line b =

DAVE™ will check all phrases entered and highlight any misspelled entries.

Due to ar as a cansequence of

artherosclerosis
Line b

Select the highlighted word. A list of possible corrections is displayed. Select an option
from the list to replace the misspelled word.

Due to or as a consequence of

artherosclerosis

Line b | atherosclerosis
atheroscleroses
atherosclerosis's
ATHEROSCLEROSIS
ATHEROSCLEROSES

Upon correction of all misspelled entries in a line, the Spell Check icon will be replaced with
a Corrected icon.

Due toar as a consequence of
atherosclerosis

©

Line b

Alternately, all lines can be spelled checked simultaneously by selecting the Check Spelling
button located at the bottom of the Cause of Death page.

T (T (0 3 0
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DAVE™ will check all phrases entered on all lines and highlight any misspelled entries. You
can then select the phrases and use the same control as in step 3 above to view and select
suggested properly spelled words.

Immediate Cause (Final disease or condition resulting in death)

PART Ruptture of myocardiym
Line a

-

Due o or as a consequence of

Acute myocardial infaction

Line b

-

Due to or as a consequence of

Caornary artery thrombaosis

Linec

=

Due to ar as a consequence of

Atherosclerotic coranary artey disease

Line d

PART | Diabeats, smoking
Cther significant conditions

Once the Cause of Death page is complete, select a navigation button at the bottom of the
page:

ext |f clear |f save
Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous page.

© More information on record validation can be found in section 6 - Validation of Records
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46.4 Other Factors

The Other Factors page Iltems to Enter capture additional information relevant to death.

402 :Anexample Deathrecord OCT-24-2016

/Personal Invalid/Medical Invalid/Mot Registered/NAINANAFIPS Coding Required/Medical Pending/Personal Pending

Decedent

Resident Address Autopsy Performed | - |
Family Members ——
Informant Autopsy findings available to complete cause of death v
Disposition If decedent was female, was decedent pregnant within the last year? | Not Applicable v
Decedent Attributes
Did tobacco use contribute to death v
Pronouncement Manner of Death Natural Death v

Flace of Death
Cause of Death

Other Factors
o o | e J i sove o

Certifier

‘Was Medical Examiner or Coroner contacted? | Yes v | ME Case Number

Autopsy Performed: Select either Yes or No from the Autopsy Performed dropdown list to
indicate whether or not an autopsy was performed.

Autopsy findings available to complete cause of death: Select either Yes or No from the
Autopsy finding available to complete the cause of death dropdown list to indicate whether or
not the autopsy findings were used to complete the cause of death.

O |f the selection for Autopsy Performed is No, then the Autopsy Findings field is not required
and will be disabled.

If decedent was female, was decedent pregnant within the last year? Make a selection
from the dropdown to indicate whether or not the decedent was pregnant at time of death.

| J

Mat pregnant within past year

Pregnant at time of death

Mat pregnant, but pregnant within 42 days of death

Mat pregnant, but pregnant 43 days to 1 year before death
Unknown if pregnant within the past year

© The Was decedent pregnant question is not required and will be disabled if the decedent is
male or if the decedent is a female less than 10 or greater than 64 years old.

Did tobacco use contribute to death? Make a selection of Yes, No, Probably, or Unknown
from the dropdown to indicate if smoking contributed to death.

| v Manner of Death: Make a selection from the dropdown list to
indicate the manner in which death occurred. Natural should be

Natural Death selected unless the cause of death entered indicated some form of

Accident trauma or injury.

Suicide

Homicide

Pending Investigation

Undtaermined
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O The options available in the Manner of Death dropdown are displayed based on user
security privileges. For example a Medical Certifier may only be granted the ability to select
Natural or Accident from the list; whereas a Medical Examiner would see the full list of options.

Was Medical Examiner contacted? Select either Yes or No from the Was Medical Examiner
Contacted dropdown list to provide information on whether or not a medical examiner was
contacted.

ME Case Number: If Yes is selected for the Was Medical Examiner contacted question, the

ME Case Number field will become enabled. If known the ME Case Number should be entered

into this field.

Once the Other Factors page is complete, select a navigation button at the bottom of the page:
[ 1 B

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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4.6.5 Injury

The Injury page Items to Enter capture information for cases where the manner of death is
not natural. These items help clarify the date, time, activity and location where the injury events
that lead to death.

402 :Anexample Deathrecord OCT-24-2016

/MNew EventNew Event/Not Registered/NANANA

Decedent
Resident Address ME Case Number
Family Members
Informant Date of Injury || | C Date of Injury Modifier v
Disposition . P i . e e
Decedent Attributes Time of Injury . ¥ | Time of Injury Modifier v
Pronouncement Injury at Work y
Place of Death Place of Injury v | Other Specified Place
Cause of Death
Other Factors Flace of Injury Description - At home, factory, sireet, etc.
Injury
Certifier Injury Location
Fre Strest Fost Apt#
\dentifiers Strest Number Directional Strest Name, Rural Route, or Description, etc. Designator Directional Suite #.atc.
v - v
Assign Status Zip Code City or Town County State Country
Aftachments a United States
Comments
Caorrespondence . o
Event and Issuance History Describe how injury occured
Geo Codes If transportation injury, Spacify v | Cther Specify

Decedent's MRE

e () 9 £ C
Print Forms

ME Case Number: If an ME Case Number was entered on the Other Factors page, it will
display here. If no ME Case Number has been entered, this area will remain blank.

Date of Injury: This is the date injury occurred that led to the decedent’s death, but not
necessarily the actual date of death (i.e., decedent was in an accident and lived several days

after). Enter the Date of Injury manually or select the calendar icon C to launch the
interactive calendar.

Date of Injury Modifier: After entering the Date of Injury, choose a Date of Injury Modifier.
The Date of Injury Modifier adds descriptive information relating to the Date of Injury.

ME Case Mumber 123456
Date of Injury | Jan-02-2014 ) Date of Injury Modifier

Time of Injury : [+] Time of Injury Modifier

Actual Date of Injury
Approximate Date of Injury

Injury at Work I:E Unknown Date of Injury
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Time of Injury: Enter the hour and minute of death and make a selection from the
AM/PM/Military dropdown.

Time of Injury (08 |30 | AM

PM

Military

© For unknown Time of Injury enter 99:99 the Time of Injury Modifier will automatically fill in
with ‘Unknown.’

Injury at Work: If injury occurred on the job, select Yes from the Injury at Work dropdown.
Otherwise, select No or Unknown.

ﬁ Place of Injury: Select the option that best describes
the place where the injury occurred.

Home
Farm
Garage/Warehouse If Other Specify is selected, an entry must be keyed
Hospital in the corresponding Other (Specify) text entry

Industrial & Construction
Institutional Recreation Area
Military Residence
Mine/Quarry

Other Building

Other Specified Place
Public Recreation Area
Residential Institution
School, Other Institution, Administrative Area
Spors & Recreation Area
StreetHighway

Trade and Service Area
Unspecified Place

control.

Injury Location: Provide the address where the injury occurred.

Injury Location

Pre Strest Post Apt#,
Street Mumber Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite # etc.
123 Greenlake Drive ~ e [+]
'ﬁ‘ City or Town County State Country Zip Code
Pittsburgh Allegheny Pennsylvania United States 11109
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Describe how injury occurred: Enter a description of the circumstances surrounding the
injury here.

Injury Location

Pre Street Post Apt#,
Street Mumber Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite # etc.
123 E [«#] |Greenlake Drive | E [+
’ﬁ City or Town County State Country Zip Code
Pittsburgh Allegheny Pennsylvania United States 11109

Describe how injury occurred | Tractor brake failed and ran over farmer ‘*'

Iftransportation injury Specify |:|Z| Other Specify

If Transportation injury Specify: If the injury resulted from a
transportation mishap, make a selection from the If Transportation

Driver/Operator injury Specify dropdown.

Fassenger

Pedestrian If Other Specify is selected, fill out the corresponding Other Specify
Other field as well. If fatal injury is not transportation related, leave both of
Mot Applicable these fields blank.

Unknown

Once the Other Factors page is complete, select a navigation button at the bottom of the page:

] ] e e ]

and proceed to the next page.

Selection of the Next button will save the data entered

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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4.6.6 Certifier

The Certifier page is used to record the type, license humber, name, title, and address of the
person legally responsible for certifying the decedent’s cause of death.

199 :Anexample Deathrecord JAN-05-2017

[Personal Valid With Exceptions/Medical Invalid/Mot Registered/NANANAMedical Pending/FIPS Coding Required
Decedent
Resident Address Pre-authorize Cremation Clearance
Family Members
Informant Certifier Type v
Disposition 5
Decedent Affributes Certifier Name % S
License Number . . .
Pronouncement gj Intern/Resident (If Not Licensed)
Place of Death
Cause of Death First Middle Last Suffix
Other Factors
Ln{_u,[r!,_, Title Cther Specify
- - v
ldentifiers Certifier Address
Edit Certifier Address
Assign Status
Aftachments Pre Street Past Apt#,
StreetNumber  Directional StreetName, Rural Route, efc. Designator Directional Suite # etc.
Comments v v
Correspondence
Event and Issuance History Zip Code City or Town State Country
Geo Codes ﬁ United States
Decedent's MRE
Nosology )
Print Forms Date Signed )

Transfer Case

T (0 0 €0 O
‘alidate Registration

Pre-authorize Cremation Clearance: This checkbox is only available to Medical Examiner’'s
whom have intiated entry of the fetal death record. Selection of this checkbox allows the
Medical Exminer to pre-authorize cremation clearance if the method of disposition is selected
as cremation.

| v |

_ Certifier Type: The Certifier Type dropdown provides a lists of
| Physician the different types of medical professionals who approve and
Medical Examiner certify the medical information provided in regards to the

Num'.a .Pra,ct't":'rfer : decedent’s death.
Fhysician's Assistant

Tribal Authaority
Unknown, Mot Classified

Certifier Name/Certifier Address: There are three ways to complete the Certifier information.

1. Manual entry of each item;
2. The Certifier License Number lookup and auto-populate Aicon; or
3. Standard LOV Lookup controls QU
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Steps for using Certifier License Number to complete
1. Enter a Certifier’s License Number

q
2. Certifier Name % S

License Number . _ _
EJ Intern/Resdient (If Mot Licensed)

L-197849
First ‘ bdicidl Last Suffix
Auto-populate
Title icon ify

v T

3. Select the auto-populat icon

The system will then auto-populate the Certifier name and the associated Certifier Address
information.

o
Certifier Name L%

License Number . , )
Intern/Resdient (If Not Licensed)

L-197849
First Middle Last Suffix
WMedical A Physician
Title Other Specify
Doctor of Medicine v

Certifier Address

Edit Cerifier Address
Pre Street Past Apt#,
Street Number Directional Street Name, Rural Route, etc. Designator Directional Suite # etc.
509 E Main Street - v
City or Town State Country Zip Code
Parke Z0 nited States 85344

Steps for using the Standard LOV Lookup to complete

1. Select the LOV lookup tool 4 to search for a certifier.

2. Enter the Last and First Name of the certifier; if known. If not known, a wildcard search
can be performed by entering at least two characters in the Last name field followed by %.
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Lookup Certifier x

Last Name» | ph% First Name

License Number LastMame Suffix First Name Middle Name Street Number Street Name
L-197849 Fhysician Medical A 509 Main select

Total records : 1

From the Search Results List Select the link next to the correct Certifier.

3. The system will then auto-populate the Certifier name and the associated Certifier Address
information.

q
Certifier Name & %

License Number ) ) )
Intern/Resdient (If Not Licensed)

L-187849
First Middle Last Suffix

Medical A Physician
Title Cther Specify

Doctor of Medicine v
Certifier Address

Edit Certifier Address

Fre Street Post Apt#,

Street Mumber Directional Street Mame, Rural Route, efc. Designator Directional Suite #etc.
509 E ¥ Main Street 2 v

City or Town State Country Zip Code

Parke Arizona United States 85344

O If amedical certifier is entering the record the Certifier Name and Certifier Address will
be system-filled when the case is created with the name of the certifier who started the record
and the medical facility selected at log in.

Once this auto-completion has occurred the Certifier Name and Certifier Address can be
updated by selecting the Eraser icon to clear the current entries and then following the steps
above to enter the new certifier information.

o Date Signed: Enter the Date Signed by the certifier

manually, or select the calendar icon C to launch the
interactive calendar.

Date Signed

= 72 of 351
DAVE March 2017

LexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

Once the Certifier page is complete, the Medical Information section of the death record is also
complete. Select a navigation button at the bottom of the page:

e e e

The Next button is not available here as this is the final medical information page to complete
within the Death Registraton menu.

Options for selection are the Validate Page button to check the page for errors, the Clear button

to clear all entries, the Save button to save changes without leaving the page, or the Return
button to return to the previous page.

© More information on record validation can be found in section 6 - Validation of Records

4.6.7 Certify a Death Record

At this point in the process the Medical Information has been completed and a Medical Certifier
responsible for entering this information will need to Affirm and Certify the record.

© if the record is being entered at the State or a County Vital Records Office, affirmation and
certification are not required and the steps for this process can be skipped.

The user affirming and signing the record should select the Validate Page button or Validate
Registration link to check the record for errors and/or omissions.

e
Assign Staius @ vaidate Page ) vext m m -""’II
Aftachmenis n——

Comments
Correspondence

Event and Issuance History
Geo Codes

Decedent's MRE

Issue this Record
Mosology

Print Forms

Refer to Medical Examiner
Transfer Case

Validate Registration

© More information on record validation can be found in section 6 - Validation of Records

Once the record has passed all validation rules, a Certify link will appear at the bottom of the
Medical Information submenu.
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Death Registration Menu

Decedent

Pronouncement
Place of Death
Cause of Death
COther Factors

Injury
Certifier

Certify
Steps to Affirm and Certify the Medical Information

1. Choose the Certify link

2. Select the checkbox next to the listed affirmations and then select Affirm.

Affirm the following:

()1 certify that to the best of my knowledge traumatic injury aor poisaning DID NOT play any part in causing
death, and that death did not accur in any unusual manner and was due entirely to NATURAL CALUSES.

| certify that death occurred at the time, date and place indicated.

3. An Authentication successful message will be displayed and a checkmark placed next to
the Certify link indicating the Personal Information has been affirmed.

12453 -Ricky Bobby Mar-12-2014

[Personal InvalidiMedical ValidMot Registered/UnsignediCertified/MNAPersonal Pending/(CD Coding Required/FIPS Coding Required

» Decedent

» Pronouncement Authentication successful.

b Place of Death
» Cause of Death m

b Other Factors

¥ Injury
b Certifier
v Certify

Once the record is certified the pages within the Medical Information sub-menu are locked and
cannot be edited.

If the record is not yet registered and updates need to be made to any of the items in the
Medical Information section, the record can be unaffirmed/uncertified. Doing so unlocks the
pages within the Personal Information sub-menu so they can once again be edited.

Steps to Unaffirm and Unsign the Medical Information

1. To unsign the registration, select the Certify link.
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402 -Anexample Deathrecord OCT-24-2016

This regrstrabon is curreatly certified.

E=
e

2. Select Uncertify.
3. Select OK to confirm the reversal.

Once uncertified, the Medical Information pages are again available to edit.

5. Fetal Death Registration Basics

5.1 Initiating Fetal Death Records

The creation and registration of a fetal death record typically involves just one particpant:

Certifying
Medical
Records
Professional

Particpants may change:
e When a Funeral Home is involved

¢ When a Medical Examiner is involved
o When the State or County Registrar is involved

5.2 Fetal Death Record Ownership

DAVE™ separates the ownership of the fetal death record into two sections:

Personal/Disposition Information Owner: The office or medical facility responsible for
disposition and completion of the personal information.

Medical Information Owner: The office or medical facility responsible for completion of the
medical information.
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Below are some illustrations of how ownership and intiation of the death record may interact in
DAVE™:

The case is started and completed by the Medical Facility where the
event occurred. The Personal and Medical information ownership is the
responsibility of the Medical Facility.

A Medical Facility
initiates the case and
becomes owner of the
Personal and Medical

Information ‘

The Medical Facility
transfers ownership of the
Personal information to a
Funeral Director

The case is started and completed at the County or State Registrar’s
Office who assumes ownership of and responsibility for transcribing both
Personal and Medical Information from a paper document.

w

Occasionally, there may not be a Medical Facility involved in a case. In
these instances the Medical Examiner’s office becomes the owner of
both the Personal Information and Medical information and is responsible
for completing the entire record.

O The fetal death registration functions in DAVE™ are restricted based on case ownership.

5.3 Fetal Death Registration Menu

The Fetal Death Registration Menu provides links to the pages that are used in the submission
and registration of death records. Menus in DAVE™ are built dynamically based on user
security profiles. This means that a state office worker will be presented a different set of pages
and menu options than a medical facility user. The pages available may vary over the
processing life of a fetal death record.
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The pages that comprise the Fetal Death Registration Menu are grouped into sub-menus.

Fetal Death Registration Menu

Personal Information — Pages for gathering personal
information, such as information regarding the mother and Felus
relevant details of the mother's health before the fetal death Mother
Mother Address
occurred. Mother Attributes
Marital Status
Father
Father Attributes
Disposition
Medical Information — Pages for entering information regarding
medical factors of the fetal death. Mother Health
Flace of Delivery
Prenatal
Pregnancy Factors
Delivery

Fetal Attributes
Cause/Conditions
Contributing to fetal death

Reporter
Registrar — Pages for entering local or state registrar-targeted AttendantCertifier

information.
ldentifiers

Other Links — Pages appearing under this sub-menu allow the Assign Status

user to enter additional information related to the fetal death Attachments

registration, such as disposition, comments and Print Forms

correspondence, etc. Comments
Correspondence
Event and Issuance History
Geo Codes
Mother's MRE
Father's MRE
Mosology
“alidate Registration
Switch User

O All sub-menus may not be available to all users. Even if a sub-menu is presented,
different pages and items available to view and/or enter within the pages may be displayed
depending on security privileges granted to the user.
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5.4 Start a New Fetal Death Case

The first step in entering a new fetal death record is to search for any existing records to prevent

the creation of duplicates.

1. From the Main Menu select Life Events > Fetal Death > Start/Edit New Case

Bureau of Vital Records

Main

The State of Arizona

Order Processing Life Events

Queues

» | of Health Services - Burea

Accounting

For Technical Assistan

Death i

(——

Search

New Out of State Fetal Death

2. To start a new case the the required fields, (denoted by red arrows »), must be completed.

Fetus Information
X Grams
Weight of Fetus: »

Fetus First Name:

Sex: » v Case Id:

Flace of Fetal Death Location Type

Maother's Current Last Name:

Iother's Last Name Before First Marriage:

Fetus Last Name:

Obstetric Estimate of Gestation (weeks)»

b

¥ | Place of Fetal Death:

Date of Delivery: » E

s

O When selected the Lookup icon & provides a Place Search popup.

The Place Search popup provides the user the ability search the list

and select a place.

Place Sean:¥

The three available search options are: County Name | | searcn
e Enter the full County or City Apache select
Name and select Search. EEEE::D 22:22
e Enter a partial County or City Gia select
name followed by the wildcard Graham select
symbol and select search. For Creeee et
. « ” . aPaz select
example, entering “gr%” will Maricopa select
return all places that start with Mohave select
“ (1] MNavajo select
the letters “gr”. Pima select
Final select
Browse the list for the correct Santa Cruz select
- - Unknown select
location and click Select. Vavapa et
Yuma select
core
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3. Complete the required fields and select the Search button. DAVE™ will use the criteria
entered to search for matching records.

If no matching records are returned, the Results screen will display a message indicating so.

There 36 no C5es Tal malch P crilers you Rdes enlened
WINIE k5 3 ndw L350, 5.808C0 e Star Mew Case bulon of selectthe Mew Search DURsn B pedform A new seach

4, Select Start New Case to create the new record

O ifa matching record is found, the Results screen will display that case in the results list.

Caseld Sex Date of Delivery Gender Place of Fetal Death State File Number Mother Maiden Last Name
562 Fetaldeathrecord, Anexample NOV-03-2016 Male Preview
Total Records : 1

S

Select Preview to view a summary of the case and ensure it is not a duplicate.

A Preview of the case, in summary form, will display below the Results page list.

Caseld Sex Date of Delivery Gender Place of Fetal Death State File Number Mother Maiden Last Name
562 Fetaldeathrecord, Anexample NONV-03-2016 Iale Select
Total Records : 1

suvewcos

Case ld: 562 Date Filed:

File Number:

Fetus Name: Anexample Fetaldeathrecord Date of Delivery: NC\V-03-2016
Sex: Male County of Delivery:

City or Town of Delivery:
Place of Delivery:

Mother's Current Legal Mame: Mother's SSN:

Mother's Last Name Before First Marriage: Mother's Date of Birth:

Mother's Birth State: United States

Father's Current Legal Name: Father's SSN:

Father's Birth State: United States Father's Date of Birth:

Date Entered: Nov-03-2016 Last Updated By: Super Superuser

Status: /New EventNew Event/NANANGOt Registerad

If it is determined the case is a duplicate choose the Select link to be taken to the Death
Registration page to work on or review items for that case.

If it is determined the case is not a duplicate, select the Start a New Case button.

DAV
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5.5 Fetal Death Personal Information Pages

5.5.1 Fetus

The first page of Items to Enter under the Personal Information submenu is the Fetus page.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Personal InvalidiMedical Invalid/NAMNAMNot Registered/Personal Pending/Medical Pending

Mother

Funeral Home Information available for disposition | No v
Mother Address
Mother Attributes Fetus Name
Marital Status
Disposition Mot Named
First Middle Last Suffix
Mother Health Anexample Fetaldeathrecord
FECHITEREY v Date of Delivery  Time of Delivery Sex
Prenatal
e B TS JAN-19-2017 | (T8 : v [Male v

Delivery

Fetal Aftributes e m m m w

Cause/Conditions

The items entered on the Start Edit New Case page will be system filled on the Fetus page,
such as Fetus First and Last Name, Date of Delivery, and Sex. If any of these items were
entered incorrectly upon starting the fetal death record, they can be updated on this page.

Will Funeral Director be responsible for final disposition: This question is available for
completion to the medical facility completing the record. It is defaulted to ‘No’ and should only
be updated to ‘Yes’ if a funeral director will be involved in completing the personal and
disposition information for the fetal death record.

Fetus Name: In many cases the parents will not choose to name the fetus. If the fetus is not
named, select the Not Named checkbox. Otherwise, enter the fetus First, Middle, and Last
name. Suffix is used to record generational suffixes such as Jr., lll, etc.

Date of Delivery: The Date of Delivery dropdown is populated with the information entered
when the case was created. If the date entered was incorrect, enter the Date of Delivery

Bl
manually or select the Calendar [ icon to launch the Interactive Calendar.

Time of Delivery: Enter the hour and minute of delivery and make a selection from the
AM/PM/Military dropdown.

Sex: The Sex dropdown is populated with the selection made when the case was created. If
the sex entered was incorrect, choose the correct value from the dropdown.

Once the Fetus page is complete, select a havigation button at the bottom of the page:

i ] e e ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the Start/Edit New Case page.

— ® More information on record validation can be found in section 6 - Validation of Records

@/
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55.2 Mother

The Mother page Items to Enter are designed to gather information about the mother
including current legal name and name prior to first marriage. The First and Last name fields
are required. Middle can either be middle name or middle initial.

330 :Anexample Fetaldeathrecord JAN-19-2017

/Personal InvalidMedical Invalid/NA/NA/Not Registered/Personal Pending/Medical Pending

Mothe Mother's Current Legal Name
Mother Address

Mother Aftributes First Middle Last Suffix
Marital Status

Disposition

BTl Mother's Name Prior to First Marriage

Flace of Delivery .

Prenatal First Middle Last Suffix
Pregnancy Factors

ZEREY - Date of Birth Age Social Security Number

Fetal Attributes r = None () Unknown

Cause/Conditions W [ _

Contributing to fetal death Mother Birthplace

Reporter

Birthplace State Birthplace Country
United States

Aftendant/Certifier
Identifiers

) e e e )

Assign Status

Mother’s Current Legal Name: Enter the First, Middle, and Last name of the mother. Suffix
is used to record generational suffixes such as Jr., lll, etc.

Mother’s Name Prior to First Marriage: If Mother's Name Prior
el to First Marriage is the same as the Current Legal Name simply
select the Copy Current Legal Name button. This will copy the

First, Middle, Last Name and Suffix from Mother’s Current Legal Name into the
corresponding Mother’s Name Prior to First Marriage fields.

If the mother’'s name differs between Mother’s Current Legal Name and Mother’s Name Prior
to First Marriage, then enter the First, Middle, and Last name of the mother prior to first
marriage. Suffix is used to record generational suffixes such as Jr., lll, etc.

Date of Birth and Age: Enter the Date of Birth manually or select the Calendar C icon to
launch the Interactive Calendar.

Enter the mother’s age manually, or use the Auto-populate icon A to calculate mother’s age
based on the date entered in the Date of Birth field.

Social Security Number: Enter the mother’s social

security number in the Social Security Number field. If  Social Security Number
mother has no SSN, select None. If the mothersSSN |- -

is not known, select Unknown.

MNone Unknown

Mother’s Birth Place: Enter the mother’s place of birth. If needed, the Places Lookup ﬁ icon
can be used to facilitate selection of the City, State, and Country from a list.
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Mother Birthplace
Birthplace State Birthplace Country
United States

The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City ar Town State Country
Phal Ari United 5|
Y Phognix Arizona United States

Once the Mother page is complete, select a navigation button at the bottom of the page:

] ] ] e ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.5.3 Mother Address
The Mother Address page Items to Enter record the mother’s residence address.
Street Address: The components of the Street Address are the Street Number, Pre-

Directional, Street Name, Street Designator, Post-Directional and Apartment/Suite. The Street
Designator and the Pre- and Post-Directionals can be selected from a drop-down list.

330 :Anexample Fetaldeathrecord JAN-19-2017

/Personal Invalid/Medical Invalid/NANAMNGt Registered/Personal Pending/Medical Pending
Fetus
Mather Residence Address
R Pre Street Post Apt#,
TlshAl = Street Number  Directional Street Mame, Rural Route, etc. Designatar Directional Suite #etc.
Marital Status v - -
Disposition
Zip Code City or Town County State Country
Mother Health el HES
Place of Delivery Inside City Limits
Prenatal T
Pregnancy Factors
Delivery Resided in Arizona Tribal Community?

Fetal Attributes
Cause/Conditions
Contributing to fetal death

e S o —
Aftendant/Certifier

City, County, State, Country, Zip: If needed, the Places Lookup ’ﬁ‘ icon can be used to allow
selection of the correct City, County, State and Country from a list.
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The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City or Town County State Country
Phol| Marig| Ai United S|
¢ Phosnix Maricopa Arizona United States

Inside City Limits: Make a selection from the Inside City Limits? dropdown list to indicate
whether or not the mother’s residence address is within city limits. A selection of ‘Unknown’ is
avaliable in the list.

Resided in Arizona Tribal Community: Select the tribal community the mother resided in or
select No, or Unknown.

Once the Mother Address page is complete, select a navigation button at the bottom of the
page:

ext | cloar Jf save
Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

554 Mother Attributes

The Mother Attributes page Items to Enter collect information pertaining to the mother’s
occupation, education, ancestry and race.

Format Change: The 2003 US Standard Certificate Revision included format changes for the
collection of race, ancestry and education data. The DAVE™ application provides the prior
version of the Mother Attributes page for those fetal deaths occurring before January 1, 2013
when Arizona adopted the revision.
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Prior Mother Attributes page:

Mother Attributes

Education

Hispanic Crigin If Other, Specify
Race If Othes, Specify
Cccupation Kind of Business

Current Mother Attributes page:

Mother Attributes

Education | v

Hispanic Origin (Check all that apply)

[] Mo, notSpanish/Hispanic/Latina [ Yes, Puerto Rican [] Yes, Other
, , Spanish/Hispanic/Latina (e.g.
[] Yes, Mexican, Mexican [] Yes, Cuban Spaniard, Salvadoran,
American, Chicana Columbian} '
(] Unknown if
Spanish/Hispanic/Latina
Which one or more of the following is your race? (Check all that apply)
] White [] Japanese [[] Guamanian or Chamarro
[] Black or African American [] Karean [ Samoan
[ American Indian or Alaska [ Metnamese [] Other Pacific Islander (specify)
Native (name of - ) ) - )
enralled/principal tribe) [[] Other Asian (specify) [[] Other (Specify)
[] Asian Indian [] Native Hawaiian [ Unknown
[ Chinese
[ Filiping
Occupation Kind of Business

s g L [ e L e

Mother’s Education: Select mother’s education level from the dropdown list. If not known,
select Unknown.

B8th grade or less; none

9th-12th grade; no diploma

High School graduate or GED completed

Some college credit, but not a degree

Associate degree (2.0, AAAS)

Bachelor's degree (e.9. BA, AB, BS)

Master's Degree (2.0. MA, MS, MEng, MEd, MSW, MBA)

Doctorate (e.g. PhD, EdD)or Professional degree (e.g. MD,DDS, DVM,LLB JD)
Unknown
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Hispanic Origin: Select a value which indicates the mother’s Hispanic Origin. More than one
value can be selected.

Hispanic Origin (Check all that apply)

Ma, not Spanish/Hispanic/Latina Yes, Cuban Cther Hispanic Crigin
Yes, Mexican, Mexican Yes, Other Unknown if
American, Chicana Spanish/Hispanic/Latina (e.q. Spanish/Hispanic/Latina
Yes Puerto Rican Spainard, Salvadoran,

Columbian)

If Other is selected, a text field will display below Other in which the selection can be specified.

Mother’s Race: Select a value which indicates the Mother’s Race. More than one value can
be selected.

Which one or more of the following is your race? (Check all that apply)

White Japanese Guamanian or Chamorro
Black or African American Karean Samoan

American Indian or Alaska Wietnamese Other Pacific Islander (specify)
Mative (name of o o ) o
enrolled/principal tribe) Cther Asian (specify) Cther (Specify)

Asian Indian Native Hawaiian Unknown

Chinese

Filipino

If American Indian or Alaska Native is chosen, two dropdowns listing possible tribe affiliation(s)
will be displayed. Select the decedent’s specific tribe(s) using one or both of the dropdown
boxes.

If Other(Specify), Other Asian or Other Pacific Islander are selected, two text fields will be
displayed in which the selection can be specified.

© If the case is not registered and the date of delivery is changed from a date that is after
the adoption of the US standard 2003 certificate to a date prior, the values entered for those
fields unique to the 2003 standard will be set to null and the 1989 US standard pages will
be displayed.

If the date of death is changed from a date that is prior to the adoption of the US standard
2003 certificate to a date after, the values entered for those fields unique to the 1989
standard will be set to null and the 2003 US standard pages will be displayed.

Occupation: Enter Mother’s occupation.

Kind of Business: Enter the business which the Mother was associated.
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Once the Mother Attributes page is complete, select a navigation button at the bottom of the
page:

e L e e

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

555 Marital Status

The Marital Status page is used to gather Marital Information and enable the collection of
Father information if applicable.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Persanal Invalid/Medical Invalid/INANAMNot Registered/Personal Pending/Medical Pending
Fetus

Mother Marital Information
Mother Address
Mother Attributes
IMarital Status

IMaother Ever Married? Mother married at birth, conception or any time in between?

v v

SErIEET Paternity Information

Mother Health Will Father information be collected on this Report?

Place of Delivery Not Applicable ¥

Frenatal

Pregnancy Factors T e m m m m
Delivery

Mother Ever Married: Make a selection of Yes, No , or Unknown from the dropdown. A
selection of ‘No’ will disable the need to enter information in regards to the Was Mother Married
at Delivery, conceptuon of anytime in between question. Mother Ever Married: Make a
selection of Yes, No, or Unknown from the dropdown.

A selection of ‘No’ will enable

the Will Father information be | Martalinformation

collected on the Report Mother Ever Married? Was Maother Married at Delivery, conception and anytime between?
. R —

question. Yes Y No Y

Paternity Information

Will Father information be collected on this Report?

L

A selection of “Yes’ will display two new pages, used to collect father information: Father and
Father Attributes, in the Fetal Death Registration menu.
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330 :Anexample Fetaldeathrecord JAN-19-2017

[Personal InvalidMedical Invalid/NA/NA/Not Registered/Personal Pending/Medical Pending

Fetus

Mother Marital Information

Mother Address : ) L

Mother Attributes Mother Ever Married? Mother married at birth, conception or any time in between?
TR - Yes v Yes v

Father

Eather Attributes Paternity Information

B[y Will Father information be collected on this Report?

Mot Applicable =
Mother Health

PacsctDater vanaate page J x| e ] save ] e

Prenatal

Will Father information be collected on this report: If enabled, make a selection of Yes, No,
or Unknown from the dropdown. A selection of Yes will enable two new pages in the Fetal
Death Registration menu used to collect father information: Father and Father Attributes.

Once the Marital Status page is complete, select a navigation button at the bottom of the page:

] ] ] e ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

55.6 Father

The Father page Items to Enter are designed to gather information about the father
including father’s name. The First and Last name fields are required. Middle can either be
middle name or middle initial.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Personal InvalidMedical Invalid/MANANot Registered/Personal Pending/Medical Pending
Fetus
Mother Father's Name

Mother Address y .
Mother Attributes First Middle Last Suffix

Marital Status

Father ) Date of Birth Age Social Security Number

Father Attributes : - None () Unknown
Disposition 1 A

Father's Birthplace
Mother Health Birthplace State Birthplace Country
Place of Delivery
Prenatal
Pregnancy Factors

oo [vakate Page J ent cear J save ] eeur
Fatal Attributes Validate Page

Father’s Name: Enter the First, Middle, and Last name of the mother. Suffix is used to
record generational suffixes such as Jr., lll, etc.

Date of Birth and Age: Enter the Date of Birth manually or select the Calendar C icon to
launch the Interactive Calendar.
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Enter the father’'s age manually, or use the Auto-populate icon A to calculate mother’s age
based on the date entered in the Date of Birth field.

Social SeCUI‘Ity Number: Enter the father’s social Social SECLII’it}"NLII'ﬂbEF

security number in the Social Security Number field. If .- None (0 Unknown
father has no SSN, select None. If the father's SSNis ——————

not known, select Unknown.

Father’s Birth Place: Enter the father’s place of birth. If needed, the Places Lookup ﬁ icon
can be used to facilitate selection of the City, State, and Country from a list.

Mother Birthplace
Birthplace State Birthplace Country
“ United States

The system also includes a predictive text feature that attempts to determine the place being
entered while typing. Possible matches for City, County, State or Country will be displayed.

City ar Town State Country
Pha AT United 5
Y Phognix Arizona United States

Once the Father page is complete, select a navigation button at the bottom of the page:

VGG | WG G S5 | W

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous page.

© More information on record validation can be found in section 6 - Validation of Records

55.7 Father Attributes

The Father Attributes page Items to Enter collect information pertaining to the mother’s
occupation, education, ancestry and race.
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Format Change: The 2003 US Standard Certificate Revision included format changes for the
collection of race, ancestry and education data. The DAVE™ application provides the prior
version of the Father Attributes page for those fetal deaths occurring before January 1, 2013

when Arizona adopted the revision.

Prior Father Attributes page:

R Tt E W AR e A T S8 T e b0 Tl | T e § e it

Father Attributes

Education
Hispanic Crigin If Other, Specify
Race If Other, Specify
Occupation Kind of Business
Current Father Attributes page:
Father Attributes
Education | v
Hispanic Origin (Check all that apply)
] Mo, not Spanish/Hispanic/Latino [ Yes, Puerto Rican | es, Cther
, , Spanish/Hispanic/Latino (e.g.
(] Yes, Mexican, Mexican [] Yes, Cuban

American, Chicana

Which one or more of the following is your race? (Check all that apply)

[] White [] Japanese

(] Black or African American [] Karean

[] American Indian or Alaska [] Mietnamese
Mative (name of . .
enrolled/principal fribe) [] Other Asian (specify)

[ Asian Indian [] Mative Hawaiian

[] Chinese N

[ Filiping

Occupation Kind of Business

Spaniard, Salvadoran,
Columbian)

| Unknown if

Spanish/Hispanic/Latino

| Guamanian or Chamarro

| Samoan

| Other Pacific Islander (spacify)
| Other (Specify)

| Unknown

v e [ sve )

Data
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Father’s Education: Select father’s education level from the dropdown list. If not known, select

Unknown.
| v |

8th grade or less; none

9th-12th grade; no diploma

High School graduate or GED completed

Some college credit, but not a degree

Associate degree (e.g. AAAS)

Bachelor's degree (e.g. BA, AB, BS)

Master's Degree (e.g. MA MS, MEng, MEd, MSW. MBA)

Doctorate (e.g. PhD, EdD)or Professional degree (e.g. MD,DDS, DWVM,LLB,JD)
Unknown

Hispanic Origin: Select a value which indicates the father’s Hispanic Origin. More than one
value can be selected.

Hispanic Origin {Check all that apply)

(] Mo, not Spanish/Hispanic/Latina [ Yes, Cuban (] Other Hispanic Crigin
(] Yes, Mexican, Mexican [ Yes, Other [ Unknown if
American, Chicana Spanish/Hispanic/Latina (e.q. Spanish/Hispanic/Latina
| Yes. Puerto Rican Spainard, Salvadoran,
Columbian)

If Other is selected, a text field will display below Other in which the selection can be specified.

Father’s Race: Select a value which indicates the Father’'s Race. More than one value can be
selected.

Which one or more of the following is your race? (Check all that apply)

] White [ Japanese (] Guamanian ar Chamarra

(| Black or African American (] Korean ] Samoan

(] American Indian or Alaska ] Vietnamese (] Cther Pacific Islander (specify)
Mative (name of o o ) o
enrolled/principal tribe) [] Other Asian (specify) [] Cther (Specify)

[ Asian Indian ] Native Hawaiian ] Unknown

[ Chinese

(] Filipino

If American Indian or Alaska Native is chosen, two dropdowns listing possible tribe affiliation(s)
will be displayed. Select the decedent’s specific tribe(s) using one or both of the dropdown
boxes.
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If Other(Specify), Other Asian or Other Pacific Islander are selected, two text fields will be
displayed in which the selection can be specified.

© If the case is not registered and the date of delivery is changed from a date that is after
the adoption of the US standard 2003 certificate to a date prior, the values entered for those
fields unigue to the 2003 standard will be set to null and the 1989 US standard pages will be
displayed.

If the date of death is changed from a date that is prior to the adoption of the US standard
2003 certificate to a date after, the values entered for those fields unique to the 1989
standard will be set to null and the 2003 US standard pages will be displayed.

Occupation: Enter Father’s occupation.

Kind of Business: Enter the business which the Father was associated.

Once the Father Attributes page is complete, select a navigation button at the bottom of the
page:

ext |f clear Jf save.
Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.5.8 Disposition

The Disposition page Items to Enter collect information pertaining to the disposition including
the Method, Date and Place of Disposition as well as the Funeral Home and Director
responsible for disposition.
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WMethod of disposition | Burial v Other Specify

Date of disposition il

Place of disposition C{, &
Flace of Disposition

City or Town State Country

FuneraIDirectorq' %
License Number

A
First Middle Last Suffix
Funeral Home
Loakup

Q%

Pre Fost ApEE,

Street Number  Directional Street Name, Rural Route, Etc Designator Directional Suite #, etc
v b v
Zip Code City or Town State Country

United States

Is this a family disposition Place of Disposition - Facility Place of Disposition — Street Address, City/Town, State, County, Country, Zip

Ll
S} ] w  —

| v || Method of Disposition: Make a selection from the Method of
Disposition dropdown list. If the method does not appear in the list
Abortion Clinic then Other Final Disposition can be selected and a method of

1 Burial disposition can be specified in the Other Specify text entry box.
Cremation

Donation

Entombment

Held

Cther Final Disposition
Remowval From Country
Removal From State

Unknown
o

Date of Disposition: Enter the Date of Disposition manually or select the Calendar @ icon to
launch the Interactive Calendar.

Place of Disposition: The Place of Disposition can be entered manually or the LOV Lookup
“ icon can be used to launch the Lookup Place of Disposition search tool.
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Place of disposition S0 Y

Flace ufDispnsitinn_

CityorTown 3| Facility Names | | m

Lookup Place Of Disposition x

1. In the Faclity Name field, enter the full name of the facility, if known, and choose Search.

If the full name of the facility is not known, enter at least two letters followed by the %, then

select search to perform a wildcard search.

2_ A I|St Of available . Lookup Place Of Disposition
facilities will be returned.

Select the select link next Facility Name» (bel% [ search

to the correct facility in the

IiSt Facility Name Address City
Belcrest Memaorial Park 1295 ANY S Avenue Phioenix
Belle Passi Cemetery 987 ANY Road Phaoenix

The selection system-fills
all of the corresponding
fields for Place of
Disposition on the

Belle Passi Memaorial Mausoleum 1000 ANY Phoenix

select
select
select

Total records : 3

Mv

Disposition page.

Place of disposition

Flace of Disposition
Belcrest Memarial Park q' E

City ar Town State Country

ﬁ Phoen Arizona nited States

© |f the selected Method of disposition indicates that there are multiple places of
disposition, then the additional fields needed to collect the secondary Place of Disposition
may be completed at the bottom of the page.

Flace of Disposition - Facility Place of Dispasition — Street Address, City/Town, State, County, Country, Zip
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© If a funeral director is completing the disposition the Funeral Home will be system-filled
with the name of the funeral home whom has ownership of the personal information.

Funeral Director/Funeral Home: There are three ways to complete the Funeral
Director/Funeral Home information.

1. Manual entry of each item;

2. The Funeral Director License Number and auto-populate A icon; or
3. Standard LOV Lookup controls &

Steps for using Funeral Director License Number to complete
1. Enter a Funeral Director’s License Number

2. Select the auto-populate button

Funeral Director

License Mumber — Lookup
0
FDO13203L0 EJ A k

First +_ Middle Last Suffix
Auto-populate lcon t

Funeral Home

Business Registration Number Lookup

Al Q%

The system will then auto-populate the Funeral Director name. Note that Funeral Home is
system-filled with the facility selected at login.

LY
Funeral Director %
License Number

CO-1234
First Middle Last Suffix
Funera Director

Funeral Home
Business Registration Number Lookup

a
Agreat Funeral Home ~ E‘
Fre Street Faost Apt#,
Street Number  Directional Street Name or FO Box, Rural Route, etc. Designator Directional Suite #etc
123 N ¥ Main Street - v
City or Town State Country Zip Code
Phoen Arzona United States 85005
Steps for using the Standard LOV Lookup to complete
1. Select the LOV lookup tool “4 to search for a funeral director.
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2. Enter in the Last and First Name of the funeral director; if known. If not known a
wildcard search may be performed by entering at least two characters followed by a percent
sign (%) in the Last name field.

Search Funeral Directors X

Last Name |Hi% First Name m

License Number Last Name Suffix First Name Middle Name Street Number Street Name

Cco-3107 Dieker James M 4189 ANY select
Dierickx Chris W 325 ANY select
CO-1234 Director Funera 1 Coit select

Total records : 3

3. From the Search Results List select the Select link next to the correct Funeral Director.
The system will then auto-populate the Funeral Director name. Note that Funeral Home is
system-filled with the facility selected at login.

&
Funeral Director & %
License Number

CO-1234
First Middle Last Suffix
Funera Director

Funeral Home

Business Registration Mumber Lookup [1 E
Agreat Funeral Home )
Fre Street Post Apt#,
Street Number Directional Street Mame or PO Box, Rural Route, etc. Designator Directional Suite # etc
123 N Main Street - T

City ar Town State Country Zip Code
Phoen Arizona United States 85005

i Auto-population of the Funeral Home data will occur only if the Funeral Director
selected is associated with a single funeral home. If the Funeral Director is associated with
multiple funeral homes, the correct funeral home data must be manually entered or searched
for and selected.

To search for a funeral home,

1. Select the Funeral Home LOV lookup tool “+

2. In the Facility Name field enter the full name of the facility or use a wildcard search by
entering the first two letters followed by a % and selecting search

3. Select the correct funeral facility from the search results list and the system will auto-
populate it on the page.

Is this a family disposition: Select Yes from the dropdown if the disposition is a family
disposition. Select No if it is not.
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Once the Disposition page is complete, select a navigation button at the bottom of the page:

(vasdcts i | wet I coee | sve i

Selection of the Next button will save the data entered and proceed to the next page.
Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

559 Affirm the Fetal Death Record

At this point in the process the Personal Information has been completed and the Funeral
Director or Medical user responsible for this information will need to Affirm the record.

O |f the record is being entered at the State or a County Vital Records Office, affirmation is not
required and the steps for this process can be skipped.

i If both the Personal and Medical Information is being entered by a medical facility user,
completing this individual affirmation step is not required.

Once both Personal and Medical Information is complete an Affirm/Certify link will be made
available allowing the medical facility user to Affirm the Personal Information at the same time
as Certifying the Medical Information.

The user affirming the record should select the Validate Page button or Validate Registration
link to check the record for errors and/or omissions.

Assign Status -
Atachments @ voraate page ) vext f ciear Jf save
Print Forms

Comments
Correspondence

Event and Issuance History
Geo Codes

Mother's MRE

Father's MRE

Relinquish Case

Nosology

Request Medical

“alidate Reqgistration

© More information on record validation can be found in section 6 - Validation of Records
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Once the record has passed all validation rules, an Affirm link will appear at the bottom of the
Personal Information submenu.

Fetal Death Registration Menu

Fetus

Mother

Mother Address
Mother Attributes
Mother Health
Marital Status
Flace of Delivery

Steps to Affirm the Personal Information
1. Select the Affirm link

2. Place a checkmark next to all affirmations and select the Affirm button.

Affirm the following:

[ 11 affirm the information provided is accurate and complete to the best of my knowledge.

3. An Authentication successful message will be displayed and a checkmark placed next to
the Affirm link indicating the Personal Information has been affirmed.

562 :Anexample Fetaldeathrecord NOV-03-2016

JPersonal Valid/Medical Invalid/Afirmed/Uncertified/Not Registered/Medical Pending

w Fetus

« Mother

« Mother Address Authentication successful.

« Mother Attributes

« Mother Health M
« Marital Status —_—

« Place of Delivery
« Reporter

+ Afirm

Once the record is signed the pages within the Personal Information sub-menu are locked and
cannot be edited.

If the record is not yet registered and updates need to be made to any of the items in the
Personal Information section, the record can be unaffirmed. Doing so unlocks the pages within
the Personal Information sub-menu so they can once again be edited.

Steps to Unaffirm the Personal Information

1. To unsign the registration, select the Affirm link.
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562 :Anexample Fetaldeathrecord NOV-03-2016

[Personal ValidMedical Invalid/Afirmed/Uncertified/™Not Registered/Medical Pending

« Fetus

+ Mother

+ Mother Address This registration is currently affirmed.

« Mother Atfributes

« Mother Health — w w
+ Marital Status —

+ Place of Delivery

«?Reponer/

v Afirm

2. Select Unaffirm.
3. Select OK to confirm the reversal.

Once unaffirmed, the Personal Information pages are again available for editing.

5.6 Fetal Death Medical Information Pages

56.1 Mother Health

The Mother Health page is used to gather statistical data relative to the mother’s health and
personal habits. This data is used to analyze the effect of the mother’s health and behavioral
habits on the fetus.

Format Change: The 2003 US Standard Certificate Revision included format changes for
the collection of mother’s health data. The DAVE™ application provides the prior version of
the Mother Attributes page for those fetal deaths occurring before January 1, 2013 when
Arizona adopted the revision.

Prior Mother Health page:

Weight gained during pregnancy |

Tobacco Usage

Tobacco use during this pregnancy Number of cigarettes per day
L

Alcohol Usage
Alcohol use during this pregnancy Average Number of drinks per week

L

T (0 (3 0 (D
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Current Mother Health page:

Did Mother get WIC food for herself during this pregnancy? | v

Height(feetlinches) Maother Pre-pregnancy Weight (pounds) Mother Weight at Delivery (pounds)

Cigarette smoking per day before and/or during pregnancy

Tobacco use during this pregnancy

Three months before pregnancy -
First three months of pregnancy -
Second three months of pregnancy -
Last Trimester of Pregnancy -

) ) e e

Did Mother get WIC food for herself during this pregnancy? Make a selection of Yes, No ,
or Unknown from the dropdown.

Height (feet/inches): Collection of this item consists of two numeric entry controls. Enter the
mother’s height in feet in the first box and height in inches in the second. If the height is
unknown then enter 99 in both boxes.

Mother Pre-pregnancy Weight (pounds): Enter the mother’s weight (in pounds) prior to the
current pregnancy. If weight is unknown enter 999.

Mother Weight at Delivery (pounds): Enter the mother’s weight (in pounds) at delivery but
prior to the actual delivery. If weight is unknown enter 999.

Tobacco use during this pregnancy: Make a selection of Yes, No, or Unknown from the

dropdown list. Selecting ‘No’ will disable the need to collect the remaining tobacco related
items.

Cigarette smoking per day before andior during pregnancy Cigarette Sm0king per day before and/or

Tobacco use during this pregnancy during pregnancy: These items capture the
Yes v mother’s use of tobacco (smoking) during the
three months prior to the current pregnancy
Three manths before pregnancy g and during each of the 3-month trimesters of
First three months of pregnancy v pregnancy.
Second three months of pregnancy v

Enter the approximate number of cigarettes
smoked and select Cigarettes from the
dropdown.

Last Trimester of Fregnancy v

Once the Mother Health page is complete, select a navigation button at the bottom of the page:

e L e e

Selection of the Next button will save the data entered and proceed to the next page.
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Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.6.2 Place of Delivery

The Place of Delivery Items to Enter capture data regarding where delivery occurred. This
could be a hospital, home address or some other location.

330 :Anexample Fetaldeathrecord JAN-19-2017

/Personal Invalid/Medical Invalid™ANA/Not Registered/Personal Pending/Medical Pending

Fetus

Mother Type of Place of Delivery Cther Specify

Mother Address v

Mather Aftributes §

Marital Status Facility Name

Father

Father Attributes Address

FEIIETET Pre Street Past Apt#,
Street Number Directional StreetName or PO Box, Rural Route, etc Designator Directional Suite #etc.

Maother Health v - v

: C h w . State :
BronaEl Zip Code City or Town County tate Co%lntr,

Pregnancy Factors United States
Delivery

Fetal Attributes

Cause/Conditions Validate Page m m m m

i e T L i

Type of Flace of Delivery
+| Type of Place of Delivery: From the Type of Place of Delivery
dropdown, select the type that best matches the location where

Clinic or Doctor's Office deIivery occurred.

Enroute
Birthing Center

Home, Intended If Other (specify) is chosen, enter the information on type of place

mome. nknown intended of death into the Other Specify text box.

Hospital
Other (specify)
| Unknown

Facility Name:

If Home, (Intended, Unknown if Intended, or Unintended), is selected, the Address fields
for Place of Delivery will be auto-populated with the information entered on the Mother Address
page. If no information has been entered on the Mother Address page, the address can be
manually entered. For home deliveries, Facility Name is not required and will be disabled.

If Other (specify) is selected from the Type of place of delivery dropdown, the facility
name (if known or applicable) and address fields can be manually entered. The facility name
field can be left blank.

If Unknown is selected from the Type of place of delivery dropdown, the Facility Name
and address Street Number, Pre/Post Directional, Street Name, Street Designator, Apt./Suite
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and Zip Code fields are not required and will be disabled. The City/Town, County, State and
Country fields can be manually entered.

For all other Type of Place of Delivery dropdown selections made, the Place of Delivery

can be entered manually or the LOV Lookup “§ icon can be used to launch the Lookup Place
of Delivery search tool.

Steps to Use the Place of Delivery Lookup

Lookup Place Of Birth Facility x 1. In the Faclity Name field, if

B _ ' known, enter the full name of

Facility Namey {[Saintt _the facility and choose Search.
Facility Name Address City

_ N _ _ _ If the full name of the facility is
Saint Joseph's Hospital and Medical Center 350 W Thomas Road Phoenix select
Saint Luke's Medical Center 1080 E Van Buren Street Phoenix  select 1 not knOWﬂ, enter at IeaSt two
U ————— letters followed by the 9%,
then select search to perform
a wildcard search.

2. Alist of available facilities will be returned. Select the Select link next to the correct facility
in the list.

© Facilities not listed in the LOV lookup tool can be entered by typing the Facility Name
and address information manually. All out-of-state records will contain non-listed facilities.

Making a selection from the LOVE system-fills all of the corresponding fields for Place of
Delivery on the page:

Type of Place of Delivery Other Specify
Enroute v
Facility Name Facility NPI
Saint Joseph's Hospital and Medical A &
Address
Fre Street FPaost Apt#,
Street Number  Directional Streset Mame or FO Box, Rural Route, efc. Designator Directional Suite # etc.
350 W Thomas Roac - v
City or Town County State Country Zip Code

hoe aricopa Arizona United States 85013
To clear the entry made for Place of Delivery, select the eraser icon %,

© The Place of Delivery Lookup filters results based on the selection made in the Type of
Place of Delivery dropdown. For example, if method selected is Inpatient, En Route or
Hospital, the lookup will filter the search to include hospitals; if Birthing Center, a list of
birthing centers, etc.

O If the user completing this section is logged in at a Medical Facility the Place of Delivery
will be auto-filled with the facility name and address the user is logged in under. It can be
changed if needed.
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Once the Place of Delivery page is complete, select a navigation button at the bottom of the
page:

i ] o e ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.6.3 Prenatal

The Prenatal page Items to Enter collect information pertaining to type and frequency of
prenatal care administered to the mother.

Format Change: The 2003 US Standard Certificate Revision included format changes for the
collection of prenatal data. The DAVE™ application provides the prior version of the Prenatal
page for those fetal deaths occurring before January 1, 2013 when Arizona adopted the
revision.

Pre-2003 Prenatal page:

562 :Anexample Fetaldeathrecord NOV-03-1989

[Personal Invalid/Medical Invalid/NA/NA/MNot Registered/FIPS coding Required/GIS coding Required/Medical Pending/Personal Pending

Prenatal Care

Principal Source of Payment for this Delivery  Specify, Other
A J

Mo Prenatal Care [

Manth of pregnancy  Total number of
prenatal care began  prenatal visits

v

Date of last menses

Previous Live Births

Live births now living Live births now dead Date of last live birth
v v

Other Terminations

Mumber of other terminations  Date of last termination
v

Serology on Mother

v

Was the prenatal record available for completion of the fetal death report?

v

e e e G
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Post-2003 Prenatal page:

Maother Medical Record# Principal Source of payment for this delivery  Other Specify
v

Date Last Menses Began
Prenatal Care
No Prenatal Care
Date of First Visit Date of Last \Visit Total Number of Prenatal Visits
Previous Live Births
Mumber Mow Living Mumber Mow Dead Date of Last Live Birth
A A

Other Pregnancy Outcomes (spontaneous or induced losses or ectopic pregnancies)

MNumber of Other Pregnancy Cutcomes Date of Last Other Pregnancy Outcome
v

‘Was the prenatal record available for completion of the fetal death report? Serology on Maother

v v
o | Wt ] Eie | s | v

Mother Medical Record#  Mother Medical Record Number: If known, the Mother's Medical
Record Number can be entered.

© The Medical Record Number can be referenced later to Search for or Locate the case.

Date Last Menses Began: Enter the Date Last Menses Began manually or select the

Calendar C icon to launch the Interactive Calendar. If this date is unknown enter 99-99-
9999. If the month and year are known but the exact day is not enter 99 for the day but enter
the month and year correctly. For example: 01-99-2016.

In the Prenatal Care section, if the mother did not receive any prenatal care, select the No
Prenatal Care checkbox. If the mother did receive prenatal care, complete this prenatal
information by entering the Date of First Visit, Date of Last Visit, and the Total Number of
Prenatal Visits.

Prenatal Care

Ma Prenatal Care
Date of First Visit Date of Last Visit Total Number of Prenatal Visits

D D

If either date is unknown enter 99-99-9999. For either date, if the month and year are known
but the exact day is not enter 99 for the day but enter the month and year correctly. For
example: 01-99-2016.

In the Previous Live Births section, make a selection from the dropdowns for Number Now
Living and Number Now Dead
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Previous Live Births

Mumber Mow Living MNumber Mow Dead Date of Last Live Birth

L L

Date Last Live Birth: Manually enter the month and year only for the Date of Last Live Birth.

If this is the mother’s first delivery, select ‘None’from both the Number Now Living and Number
Now Dead dropdown list list. Selecting none from both lists disables the Date of Last Live Birth
control as it is not required in this instance.

If the Number Now Living and/or Number Now Dead are unknown, select ‘Unknown’ from the
dropdowns. Doing so will auto-populate the Date of Last Live Birth with 99/9999 and disable
the control.

The Other Pregnancy Outcomes (Spontaneous or Induced Terminations or Ectopic
Pregnancies) section is used to collect information regarding previous pregnancies that did not
result in a live birth.

Other Pregnancy Outcomes (spontaneous or induced losses or ectopic pregnancies)

Mumber of Cther Pregnancy Quicomes Date of Last Cther Pregnancy Cutcome
L

Make a selection from the Number of Other Pregnancy Outcomes dropdown.

In the Date of Last Other Pregnancy Outcome field, enter the month and date that the last
pregnancy terminated.

If this is the mother’s first pregnancy, select ‘None’ from the Number of Other Pregnancy
Outcomes dropdown. Doing so disables the Date of Last Other Pregnancy Outcome control
as it is not required in this instance.

If the Number of Other Pregnancy Outcomes is unknown, select ‘Unknown’from the dropdown.
Doing so will auto-populate the Date of Other Pregnancy Outcome with 99/9999 and disable
the field.

Make a selection of Yes, No, or Unknown from the Was the prenatal record available for
completion of the fetal deah report? dropdown.

Was the prenatal record available for completion of the fetal death repori?

L

Make a selection from Serology on Mother.

Serology on Mother
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Once the Prenatal page is complete, select a navigation button at the bottom of the page:

] ] ] o ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.6.4 Pregnancy Factors

The Pregnancy Factors page Items to Enter collect information related to conditions suffered
or experienced by the mother which may have resulted in complications during labor, or
created health implications for the mother and/or fetus.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Persanal Invalid/Medical Invalid/INANAMNot Registered/Personal Pending/Medical Pending

Fetus

Mather Risk Factors for this Pregnancy (Check all that apply)

Mother Address

Mother Aftributes Diabetes-Pre-pregnancy Fregnancy Resulted From Acute Drug

Marital Status iDiagnosis_priorto this Infertility Tr_eatr“lent—Assisted EffectToxicity/Reaction

=i pregnancy) Reproductive Technology Prior Incision of Uterine Wall

Father Attribut Diabetes-Gestational (Diagnosis Mother Had A Previous . .

alfer Allnbutes In This Pregnancy) Cesarean Delivery Fetal Death Prior to 20 Weeks

s Hypertension-Pre-pregnancy Autoimmune Disorder Fetal Death at 20 Weeks or Maore
(Chranic) .

Mother Health Hypertension-Gestational (PIH, Hemoglobinapathy Feus/nfant with Congenita

Place of Delivery Pre-eclampsia) Uterine Anomaly N”mat’l Death
Hypertension-Eclampsia eonatal Lea

PreTatPaI S » P Blood Antigen Isoimmunization ) .

Pregnancy Factors Previous Preterm Births ) ) Gther (specify)

Delivery Motor Vehicle Accident None OF The Above

i Cther Previous Poor Pregnancy
Fetal Attrbutes Qutcome (Includes: Peril?atal ’ Other Tramatic Injury

Cause/Conditions

Contributing to fatal death Death, Small For Gestational

Agelintrauterine Growth

Reporter Restricted Birth)
Attendant/Certifier “aginal bleeding during this
pregnancy prior to the onset of
Identifiers fabor
Fregnancy Resulted From
Infertility Treatment-Fertility-
Assign Status enhancing drugs, Artificial
Aftachments insemination or Intrauternine
T ErTE insemination
Comments - - -
CirrerETiETEE Infections Present and / or Treated During this Pregnancy (Check all that apply)
Event and Issuance History Gonorrhea Chlamydia Group B streptococcus Parvovirus None Of The Abave
Geo Codes - - ) } . .
Mother's MRE Syphilis Listeria Cytomegalovirus Toxoplasmosis Cther (specify)
Father's MRE
Nosology
Walidate Registration e m m m m
Switch Llser

Risk Factors for this Pregnancy and Infections Present and/or Treated During this
Pregnancy allow for multiple selections, meaning that the user can select one or as many of
the conditions that apply. Select the None Of The Above if none of the conditions apply.
Select Other (specify) if a condition applies but is not available to select.

© At least one selection must be made within each section.
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Once the Pregnancy Factors page is complete, select a navigation button at the bottom of the
page:

v g v cor s e

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.6.5 Delivery

The Delivery page Items to Enter record the procedures used and conditions present during
the delivery process.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Personal Invalid/Medical Invalid/NANAMNot Registered/Personal Pending/Medical Pending

Fetus

Maother Method of Delivery

Mother Address i ) .

Mother Attributes Was Delivery with Forceps Attempted but Unsuccessful? v

Marital Status Was Delivery with Vacuum Exfraction Attempted but Unsuccessful? v

Father

Father Attributes Fetal Presentation at Delivery v

Disposition Final Route and Method of Delivery v
\ N 5

Mother Health If Cesarean, was a Trial of Labor Attempted? v

Flace of Delivery Hysterotomy / Hysterectomy v

Prenatal
Fregnancy Factors
Delivery

Fetal Aftributes
Cause/Conditions

Contributing to fetal death

Maternal Morbidity (Check all that apply)

Maternal transfusion

Third ar fourth degree perineal

laceration

Unplanned hysterectomy Unknown
Admission to intensive care unit None Of The Above

Unplanned operating room

Reporter Ruptured uterus procedure following delivery
Aftendant/Certifier
Characteristics of Labor and Delivery (Check all that apply)
laentifiers Induction of Antibiotics Received by Mother During Steroids (Glucocorticoids) for Fetal Lung Maturation Received
Labor Labor by Mother Prior to Delivery
Assign Status Augmentation Moderate to Heavy Meconium Staining of Unknown
Attachments of Labor the Amnictic Fluid
Print Forms Non-vertex Epidural or Spinal Anesthesia During
Comments Presentation Labor
Correspondence
2 Mather Transferred for maternal medical or fetal indication prior to delivery v

Event and Issuance History

Geo Codes
vaiate Page | et | ciear J save J oturm
Eathar's MEBE

The Method of Delivery section is used to describe how the fetus was delivered. On this page
the user will make selections from the available dropdowns for the following items:

e Was Delivery with Forceps Attempted but Unsuccessful?

e Was Delivery with Vacuum Extraction Attempted but Unsuccessful?

e Fetal Presentation at Delivery

\YS
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e Final Route and Method of Delivery

e Hysterotomy/Hysterectomy

Method of Delivery

Was Delivery with Forceps Attempted but Unsuccessful? r

Was Delivery with Vacuum Extraction Attempted but Unsuccessful? v

Fetal Presentation at Delivery r

Final Route and Methaod of Delivery r
[f Cesarean, was a Trial of Labar Attempted? v
Hysterotomy / Hysterectomy L

If Cesarean, was a Trial of Labor Attempted? will only be enabled if Cesarean was selected
from the Final Route and Method of Delivery dropdown above.

The Maternal Morbidity section collects information on any serious complications
experienced by the mother associated with labor and delivery. Multiple selections are allowed.
Select None of the Above if none of the conditions were experienced by the mother during
delivery.

Maternal Morbidity (Check all that apply)

Maternal transfusion Unplanned hysterectomy Unknown
Third ar fourth degree perineal Admission to intensive care unit Mone Of The Above
laceration

Unplanned operating room

Ruptured uterus procedure following delivery

O At least one selection must be made within the Maternal Morbidity section.

The Characteristics of Labor and Delivery section collects information in regards to labor
and delivery. Multiple selections are allowed.

Characteristics of Labor and Delivery (Check all that apply)

Induction of Antibiotics Received by Mother During Steroids (Glucocorticoids) for Fetal Lung Maturation Received
Labar Labor by Mather Prior to Delivery

Augmentation Moderate to Heavy Meconium Staining of Unknown

of Labor the Amniotic Fluid

MNon-vertex Epidural or Spinal Anesthesia During

Presentation Labor

A selection of Yes, No, or Unknown must be made from the Mother Transferred for maternal
medical or fetal indication prior to delivery dropdown at the bottom of the page.
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Selecting Yes from the dropdown will display a new section where the Transfer Facility
information is entered.

iother Transferred for maternal medical or fetal indication prior to delivery | Yes v

Transfer Facility Q%

The Transfer Facility may be entered manually or the LOV Lookup % icon may be used to
launch the Lookup Mother Transfer Facility search tool.

Steps to Use the Mother Transfer Facility Lookup

Lookup Mother Transfer Facility x 1. Inthe Fa.C"ty Name fleld, if
Faciity Names (jaiTR known, e_n_ter the full name of
the facility and choose
Facility Name Address City Search.
Saint Joseph's Hospital and Medical Center 350 W Thomas Road Phoenix  select
Saint Luke's Medical Center 1080 E Van Buren Strest Phosnix  select If the full name of the fac|||ty is
WS nEEs not known, enter at least two

letters followed by the %,
then select search to perform
a wildcard search.

2. A list of available facilities will be returned. Select the Select link next to the correct
facility in the list.

O Facilities not listed in the LOV lookup tool can be entered by typing the Facility Name
information manually.

The selection system-fills the facility name for Transfer Facility on the page.

Mother Transferred for maternal medical or fetal indication prior to delivery | Yes v

Transfer Facility | Saint Joseph's Hospital and Medical S

To erase the entry made for Place of Delivery choose the eraser icon S

Once the Delivery page is complete, select a navigation button at the bottom of the page:

e o] ] o ]

Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous
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© More information on record validation can be found in section 6 - Validation of Records

5.6.6 Fetal Attributes

The Fetal Attributes page Items to Enter are used to record information relative to the fetus at
time of delivery.

330 :Anexample Fetaldeathrecord JAN-19-2017

[Personal Invalid/Medical InvalidiNANAMNot Registered/Personal Pending/Medical Pending

Fetus
Mather o Grams
Mother Address VWeight of Fetus
Mather Aftributes
Marital Status Obstetric Estimate of Gestation{weeks)
Father Plurality v | Delivery Order v
Father Affributes - -
Disposition Congenital Anomalies (Check all that apply)
Anencephaly Gastroschisis Congenital Heart Defact
Mother Health . ) ) ) ) ) . : ) S
Place of Delive Congenital diaphragmatic hernia Limb reductlon defgct (excluding Anterior Abdominal Wall Defect
y ) . . congenital amputation and
Prenatal Meningomyelocele/Spina bifida dwarfing syndromes) Down Syndrome
PRI LS Omphalocele Cleft lip with or without cleft None of the anomalies listed
Delivery ) _ palate above
Fetal Attributes Cyanatic congenital heart Cleft palate alone
disease

Cause/Conditions
Contributing to fetal death
Reporter

Aftendant/Certifier Validate Page m m m m

Hypospadias

Weight of Fetus: Enter the fetus weight in Grams.

Obstetric Estimate of Gestation (weeks): Enter the obstetric estimated gestation of the
fetus in weeks.

Plurality: Select the plurality for this delivery. If only one delivery occurred select Single. For
multiple deliveries select the corresponding plurality.

Delivery Order: If Plurality is Single then Delivery Order will be disabled. For multiple
deliveries select the delivery order of this fetus from the dropdown.

Flurality r Delivery Crder v

The Congenital Anomalies selections are used to gather information related to any
abnormal conditions (congenital anomalies) of the fetus. Multiple selections can be made. If
none of the conditions apply, select “None of the anomalies listed above.”

Once the Fetal Attributes page is complete, select a navigation button at the bottom of the
page:

(VRSP | Vs [ R 6 [ T

Selection of the Next button will save the data entered and proceed to the next page.
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Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records

5.6.7

Cause/Conditions Contributing to Fetal Death

The Cause/Conditions Contributing to fetal death page Items to Enter record initiating and
contributing causes and conditions that lead to fetal death.

330 :Anexample Fetaldeathrecord JAN-19-2017

/Perscnal Invalid/Medical Invalid™NANANot Registered/Personal Pending/Medical Pending

Fetus

Mother

Maother Address
Mother Attributes
Marital Status
Father

Father Attributes
Disposition

Mother Health
Place of Delivery
Prenatal
Pregnancy Factors
Delivery

Fetal Attributes

Reporter
Attendant/Certifier

Identifiers

Assign Status
Attachments

Print Forms
Comments
Correspondence
Event and Issuance History
Geo Codes
Mother's MRE
Father's MRE
MNesclogy

“alidate Registration
Switch User

Initiating Cause/Condition

Among the choices below, please select the one which most

Other Significant Causes or Conditions
Select or Specify all other conditions contributing to death.

likely began the sequence of events resulting in the death of

the Fetus.

Maternal Conditions/Disease ( Specify)

Complications of placenta, cord or Membranes
Rupture of membranes prior to
onset of labor
Abruptio placenta
Placental insufficiency
Prolapsed cord
Chericamnionitis
True Kneot in Cord
Cther (specify)

Cther Obstetrical or Pregnancy Complications (Specify)
Fetal Anomaly (Specify)

Fetal Injury [ Specify)

Fetal Infection (Specify)

Cther Fetal Conditions/Disorders (Specify)

Elective Abortion

Maternal Conditions/Disease (Specify)

Complications of placenta, cord or Membranes
Rupture of membranes pricr to
onset of labor
Abruptio placenta
Placental insufficiency
Prolapsed cord
Cherioamnionitis
True Knot in Cord
Cther (specify)

Cther Obstetrical or Pregnancy Complications | Specify)

Fetal Anomaly | Specify}

Fetal Injury [ Specify)

Fetal Infecticon | Specify)

Cther Fetal Conditions/Discrders (Specify)

Elective Abortion

Unknown Unknown

Estimated Time of Fetal Death T

Autopsy Performed ¥ | Histological Placental Examination Performed v

Autopsy or Histological Placental Examination used in Determining Cause of Fetal Death v

Was Medical Examiner Contacted?

Placental Appearance
v

Fetal Appearance

¥ | ME Case Mumber
Cther Specify

e [ (0 8

The Cause/Conditions Contributing to fetal death page is separated into two sections:

Initiating Cause/Condition

Among the choices below, please select the one which most
likely began the sequence of events resulting in the death of the

Fetus.

Other Significant Causes or Conditions
Select or Specify all other conditions contributing to death.
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1. Initiating Cause/Condition: Is for reporting a single condition that most likely began
the sequence of events that resulted in the death of the fetus.

2. Other Signification Causes or Conditions: Is for reporting all other conditions
which resulted in the death of fetus. Whereas only a single initiating cause or
condition may be entered, multiple other causes or conditions may be selected.

Regardless of which section is being completed, causes or conditions within each control are
entered in the same manner.

If the cause of fetal death was due to a condition or disease of the mother, enter this
information in the Maternal Conditions/Disease (Specify) text field.

Maternal Conditions/Disease (Specify)

If the cause is related to Complications with the placenta, cord, or Membranes, make a
selection from the checkboxes provided. If none of the checkboxes are applicable, select the
Other (specify) checkbox to manually enter the cause/condition.

Complications of placenta, cord or Membranes

Rupture of membranes prior to
onset of labor

Abruptio placenta
Flacental insufficiency
Frolapsed cord
Charioamnionitis
True Knotin Cord
Unknown

Cther (specify)

The remaining cause items allow for manual entry of information regarding Obstetric or
Pregnancy Complications as well as any Fetal Anomalies, Injuries, Infections or Other
Conditions/Disorders that caused fetal death.

Cther Obstetrical or Pregnancy Complications (Specify)

Fetal Anomaly (Specify)

Fetal Injury (Specify)

Fetal Infection (Specify)

Cther Fetal Conditions/Disorders (Specify)

> 111 of 351
DAVE March 2017

LexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

In some cases the cause or conditions that contributed to the death

Hnknown of the fetus may not be known. In these instances select the
Unknown checkbox.
Elective Abortion In some instances the mother may have opted for an elective

abortion. In these instances select the Elective Abortion checkbox.

Estimated Time of Fetal Death: Make a selection from the dropdown.

Dead at time of first assessment, no labor angoing
| Dead at time of first assessment, labor ongoing '
" Died during labar, after first assessment
| Unknown time of fetal death

The preceding dropdowns indicate whether or not an autopsy and/or histological placental
examination were performed and used in determining the cause of the fetal death. Make
selections from all three dropdowns.

Autopsy Performed ¥ | Histological Placental Examination Perfarmed v

Autopsy or Histological Placental Examination used in Determining Cause of Fetal Death r

If “No” is selected from both the Autopsy Performed and Histological Placental
Examination Performed dropdowns, the Autopsy or Histological Placental Examination
used in Determining Cause of Fetal Death dropdown will default to “Not Applicable” and be
disabled.

The remaining dropdowns record placental and fetal appearance as well as information on
whether the Medical Examiner was contacted in regards to the fetal death.

Placental Appearance Fetal Appearance Was Medical Examiner Contacted? WME Case Mumber

L L v

Make a selection from each of dropdown. If an ME Case number has been assigned to the
record, enter it here.

Once the Cause/Conditions Contributing to fetal death page is complete, select a navigation
button at the bottom of the page:

et | ciar [ sove
Selection of the Next button will save the data entered and proceed to the next page.

Other options include selection of the Validate Page button to check the page for errors, the
Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous
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© More information on record validation can be found in section 6 - Validation of Records

5.6.8 Reporter

The Reporter Items to Enter capture information regarding the person who completed the
fetal death report.

330 :Anexample Fetaldeathrecord JAN-19-2017

/Personal Invalid/Medical Invalid/NA/NA/Not Registered/Personal Pending/Medical Pending

Fetus

Mother o

Mother Address Reporter % s

Mother Aftributes Name and Title of Person Completing Report

Mantal Status First Middle Last Sufix
Father

Father Atributes

Disposition Title Other Specify

v

Maother Health
Place of Delivery
Prenatal

Pregnancy Factors
P [ 1 C

Fetal Attributes
Cause/Conditions.
Contributing to fetal death
Reporter

Date Report Completed

&

The name of the person completing the report can be manually entered or the standard LOV
lookup tool can be used to search for the reporter.

Steps for using the Standard LOV Lookup to complete

1. Select the LOV lookup tool 4 to search for the reporter. Enter in the Last and First
Name of the reporter; if
known. If unknown, a tookup Reporter -
wildcard search can be LastNames[ph% | FirstName w
performed by entering at least -
two characters in the Last License Number LastName Suffix First Name Middle Name Street Number Street Name
name field followed by %. L-107849 Physician Medical A 500 Main select
Total records : 1
2. From the Search Results
List select the Select link [ cancer JH
next to the correct :
Certifier.

The system will then auto-populate the Certifier name and the associated Certifier Address
information.

Mame and Title of Person Completing Report

First Middle Last Suffix
Medical A Physician
Title Cther Specify

WD v
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Date Report Completed: Manually enter the date the report was completed or select the
calendar icon C to launch the interactive calendar.

O If the user completing this section is logged in at a Medical Facility the Reporter page will
be auto-filled with the name of the user logged in and the Date Report Completed will be
auto-filled with the date the user affirms the report.

Date Report Completed . ONCe the Reporter page is complete, the Personal Information section
o of the fetal death record is also complete. Select a navigation button at
_ the bottom of the page:

i ] ] ] ]

Selection of the Next button will save the data entered and proceed to the next page. In this
case the next page is also the first page in the Medical Information section, Prenatal.

Other options include selection of the Validate Page button to check the page for errors, the

Clear button to clear all entries since the last save, the Save button to save changes without
leaving the page, or the Return button to return to the previous

© More information on record validation can be found in section 6 - Validation of Records
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Attendant/Certifier

The Attendant/Certifier page Iltems to Enter capture information relevant to the person or
persons attending and/or certifying the delivery.

330 :Anexample Fetaldeathrecord JAN-19-2017

Fetus

Mather

Mother Address
Mother Attributes
Marital Status
Father

Father Aftributes
Dispaosition

Mother Health

Flace of Delivery
Prenatal

Fregnancy Factors
Delivery

Fetal Attributes
Cause/Conditions
Contributing to fetal death
Reporter

Attendant/Certifier

Identifiers

Assign Status
Attachments

Print Forms
Comments
Caorrespondence
Event and Issuance Histary
Geo Codes
Mother's MRE
Father's MRE
Mosology

Validate Registration
Switch User

[Personal Invalid/Medical InvalidMNAMNAMNot Registered/Personal Pending/Medical Pending

o
Attendant at Delivery ~ &

Pre-authorize Cremation Clearance
Attendants Name
First Middle Last

Attendant's Title Cther Specify

v

Alttendant NPI
Address
Edit Attendant Address
Pre

Street Number Directional StreetName or PO Box, Rural Route, etc.

v

Zip Code City or Town State
[w'
Certifier & %
Same As Attendant
Certifier's Name
First Middle Last
Certifier's Title Cther Specify

v

Certifier NPl Date Certified

Suffix

Street
Designator

Country
United States

Sufiix

Apt#,

Directional Suite # etc

[ () (5 6 G

Pre-authorize Cremation Clearance: This checkbox is only available to Medical Examiner’s
whom have intiated entry of the fetal death record. Selection of this checkbox allows the
Medical Exminer to pre-authorize cremation clearance if the method of disposition is selected

as cremation.

Attendant at Delivery: May be completed manually or the LOV lookup tool 4\ can be used to
search for and select the attendant.

Steps for using the Attendant Lookup LOV Lookup to complete

1. Select the LOV lookup tool 4 to search for a certifier.

\YS
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2. Enter the Last and First Name of the attendant; if known. If not known a wildcard search
may be performed by entering at least two characters in the Last name field followed by %.

Lookup Attendant H4

Last Name» | ph% First Name Search

License Number LastMName Suffix First Name Middle Name Street Number Street Mame
L-197840 Physician Medical A 509 Main select

Total records : 1

m 2

From the Search Results List, select the link next to the correct Attendant.

3. The system will then system fill the Attendant name and the associated Attendant
Address information.

[
Attendant at Delivery LN
Attendant'’s Mame

First Middle Last Suffix

Medical A Physician
Aftendant’s Title Other Specify

Doctor of Medicine v
Attendant MPI

197849
Address

Edit Attendant Address

Fre Sireet FPast Apt#,
Street Mumber Directional Street Name, Rural Route, efc. Designator Directional Suite # efc.
509 E Main Street - v
City or Town State Country Zip Code
Parker Arizona United States 85344

O The Attendant at Delivery is the individual physically present and responsible for the
delivery.

Otherwise, the Certifier information may be completed manually or the LOV lookup tool X can
be used to search for and select the certifier.

Steps for using the Certifier Lookup LOV Lookup to complete

1. Select the LOV lookup tool 4 to search for a certifier.
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2. Enter in the Last and First Name of the certifier; if known. If not known a wildcard
search can be performed by entering at least two characters in the Last name field followed by
. %.
Lookup Certifier x

Last Name» | ph% | FirstName @

License Number LastMame Suffix First Name Middle Name Street Number Street Name

L-197849 Fhysician Medical A 509 Main select

Total records : 1

m :

3. From the Search Results List Select the link next to the correct attendant. The system
will then auto-populate the Attendant name and the associated Attendant Address information.

&
Attendant at Delivery ~ E-
Aftendant's Name

First Middle Last Suffix
Medical A Physician
Aftendant’s Title Other Specify
Doctor of Medicine v
Attendant NP
157849
Address
Edit Attendant Address
Pre Street Fost Apt#
Street Number  Directional Street Name, Rural Route, etc. Designataor Directional Suite # etc.
509 E = Main Street - v
City or Town State Country Zip Code
Parker Arizona United States A5344

© The Attendant at Delivery is the individual physically present and responsible for the delivery.

Same As Attendant Certifier: If the Certifier is the same person who attended and is
responsible for the delivery, select the Same as Attendant checkbox.

Otherwise, the Certifier information may be completed manually or by using the LOV lookup
tool % to search for and select the certifier.

Certifier's Name

First Middle Last Suffix
Medical A Physician
Attendant’s Title Other Specify

Daoctor of Medicine v

Certifier NPl Date Certified

197849 (i)
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Date Cerified Date Certified: Enter the date the record was certified manually, or select
=z
C the calendar icon [ to launch the interactive calendar.

O I the user completing this section is logged in at a Medical Facility the Certifier information
will be system-filled with the name of the user logged in and the Date Certified will be system-
filled case is certified.

Once the Certifier page is complete, the Medical Information section of the death record is also
complete. Select a navigation button at the bottom of the page:

s e e

The Next button is no longer available as this is the final mandatory page to complete within
the Death Registraton menu.

Options for selection are the Validate Page button to check the page for errors, the Clear button

to clear all entries, the Save button to save changes without leaving the page, or the Return
button to return to the previous page.

© More information on record validation can be found in section 6 - Validation of Records

5.6.10 Certify the Fetal Death Record

At this point in the process the Medical Information has been completed and the Medical user
responsible for entering this information will need to Certify the record.

© If the record is being entered at the State or a County Vital Records Office, affirmation is not
required and the steps for this process can be skipped.

O If both the Personal and Medical Information are being entered by a medical facility user,
completion of this particular certification step is not required.

Upon successful validation of both the Personal and Medical Information, the Affirm/Certify link
will be made available allowing the medical facility user to Affirm the Personal Information while
simultaneously Certifying the Medical Information.
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The user affirming the record will select the Validate Page button or Validate Registration link
to check the record for errors and/or omissions.

Assign Status
Attachments

Print Forms.

Comments
Correspondence

Event and Issuance History
Geo Codes

Maother's MRE

Father's MRE —_—
Relinquish Case ‘ Validate Pﬂe' Rt m m m
MNosology —_—

Request Medical

‘ Validate Registration )

© More information on record validation can be found in section 6 - Validation of Records

Once the record has passed all validation rules, an Affirm link will appear at the bottom of the
Personal Information submenu.

« Prenatal

« Pregnancy Factors
 Delivery

« Fetal Attributes

' Cause/Conditions
Contributing to fetal death

« Attendant/Certifier

Steps to Certify the Medical Information
1. Select the Certify link

2. Select the checkbox next to the listed affirmation(s) and then select Certify.

Affirm the following:

[ ©n the basis of examination, in my opinion, the death occured due to the causes or conditions stated.

i) o ]

3. An Authentication successful message will be displayed and a checkmark placed next to
the Certify link indicating that the Personal Information has been affirmed.
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562 :Anexample Fetaldeathrecord NOV-03-2016

IPersonal Valid/Medical Valid with exceptions/Unafirmed/Certified/Not Registered/Afirmation Required
w Fetus
« Mother
+ Mother Address Authentication successful.
+ Mother Attributes
+ Mother Health m
+ Marital Status —
« Place of Delivery

« Reporter
Affirm

« Prenatal

« Pregnancy Factors

« Delivery

+ Fetal Atfributes

+ Cause/Conditions
Contributing to fetal death

+ Attendant/Certifier

v Certify

Once the record is signed the pages within the Medical Information sub-menu are locked and
cannot be edited.

If the record is not yet registered and updates need to be made to any of the items in the
Medical Information section, the record must first be uncertifed. Doing so unlocks the pages
within the Medical Information sub-menu so they can once again be edited.

Steps to Uncertify the Medical Information

1. To uncertify the registration, select the Certify link.

562 :Anexample Fetaldeathrecord NOV-03-2016

/Personal Valid/Medical Valid with exceptions/Unaffirmed/Certified/Mot Registered/Afirmation Required

This registration is currently certified.

— g O
L

2. Select Uncertify.
3. Select OK to confirm the reversal.

Once uncertified, the pages are again available for editing.

5.6.11 Affirm & Certify the Fetal Death Record

At this point in the process the Personal and Medical Information has been completed and the
Medical user responsible for entering this information will need to Affirm and Certify the record.

O |f the record is being entered at the State or a County Vital Records Office, affirmation and
certification are not required and the steps for these processes may be skipped.
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© The combination Affirm/Certify link should be used for those medical facility users
responsible for entering all of the Personal and Medical Information for a Fetal Death Record.

Once both Personal and Medical Information is complete and all validation rules have passed
an Affirm/Certify link will be made available allowing the medical facility user to Affirm the
Personal Information at the same time as Certifying the Medical Information.

The user affirming and certifying the record should select the Validate Page button or Validate
Registration link to run the validation edit rules for the record.

e
Assign Status ‘ ———— ' - m m -Ial

Attachments

Comments
Correspondence

Event and Issuance History
Geo Codes

Decedent's MRE

Issue this Record
Mosology

Print Forms

Refer to Medical Examiner
Transfer Case

“alidate Registration

© More information on record validation can be found in section 6 - Validation of Records

Once the record has passed all validation edit rules, an Affirm/Certify link will appear at the
bottom of the Medical Information submenu.

Fetal Death Registration Menu

« Fetus
« Mother
« Mother Address
« Mother Atiributes
« Mother Health
« Marital Status
« Place of Delivery
« Reporter

Affirm

« Prenatal

« Pregnancy Factors
« Delivery

« Fetal Attributes

w Cause/Conditions
Contributing to fetal death
« AttendantiCertifier
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Steps to Affirm and Certify the Medical Information
1. Choose the Affirm/Certify link

2. Select the checkbox next to the listed affirmations and then select Affirm.

Affirm the following:

| afirm the information provided is accurate and complete to the best of my knowledge.

©On the basis of examination, in my opinion, the death occurred due to the causes or conditions stated.

I )

3. An Authentication successful message will be displayed and a checkmark placed next to
the Affirm/Certify link indicating the Personal Information has been affirmed.

Authentication successful.

Once the record is affirmed and certified the fetal death record will receive a “Registered”
status.

If updates need to be made to any of the items in the Personal or Medical Information section,
an Amendment will need to be submitted. See section 8.1 Amendments for the steps to submit
an Amendment.

6. Validation of Records

6.1 Record Validation

A death or fetal death record may only be submitted for registration after the Personal and
Medical Information has been completed and validated.

Assign Status DAVE™ provides two ways in which to validate the Personal and

Attachments . . .

Print Farms Medical information that has been entered:

Comments

Correspondence During completion of the Personal or Medical Information pages
Event and Issuance History .

Geo Codes the user may select the Validate Page button found at the
Mother's MRE bottom of each registration page.

Father's MRE

Relinquish Case

Mosology pu————

Request Medical @ vasate page ) vext [ ciear ll save
oril = —

Validate Registration

= 122 of 351
DAVE March 2017

LéxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.



State of Arizona DAVE™ User Guide

The user may also select the Validate Registration link from within the Other Links submenu
of the Death or Fetal Death registration menu.

Regardless of the validation method selected, the exact same validation processes are used
to check the registration for errors and/or omissions.

A system of edit rule validations compare all Personal and Medical information pages in the
process. This is done to ensure that all items within these pages are completed accurately,
verifies that mandatory fields have been not been left blank and that valid values have been
entered based on the type of entry required for each field, and checks the respective NCHS
specifications affecting each field.

The validation process is intended to show the user any outstanding issues with entries they
have made and allow them to make corrections. In some cases corrections are not needed
and the user will instead follow a process to affirmatively submit the items as they were entered.

6.1.1 Viewing Validation Edits

Once the Record Validation process has occurred there are two ways to review edit rules
failures:

Validate Registration Page

If the user selected the Validate Registration link from within the Other Links submenu they will
be taken to the Validation Results Page.

402 :Anexample Deathrecord OCT-24-2016

[Personal InvalidMedical Invalid/Not Registered/NANANAPersonal Pending/Medical Pending/FIPS Coding Required

#® Decedent
* Resident Address
* Family Members

Validation Results

Error Message

Save Overrides

Override Goto Field Popup

* Informant
« Disposition DR_0059; Decedent SSN cannot be left blank. T
#* Decedent Aftributes Enter a valid SSN for Decedent. If decedent does not have an SSN select the appropriate checkbox

DR_0075: Birthplace city cannot be left blank.
% Pronouncement Enter the decedents cit',-rofbirth. Ifunknown, enter "Unknown.” fix 58 fisr 3
# Place of Death - i

DR_007%9: Decedentin Armed Forces cannot be left blank. fix 98 fix 98

# Cause of Death
¥ Other Factors

Decedent in Armed Forces must be "Yes", "No”, ar "Unknown”.
DR_0089: The time elapsed since date of death indicates this record is being filed late. An explanation of

« Injury the reason death is being filed late must be provided. Please select comments to add late reason.
® Certifier Please verify date of death or enter late reason comment.

DR_0087: Decedent Birthplace State and/or country is invalid.
« |dentifiers Werify entries for birth place state and country . If Country is "United States”, a state must be entered.

Assign Status

’éﬁ?\::_g;?s Enter a valid last name for the Father. The Father's last name cannot be blank. If unknown, enter "Unknown™.
Correspondence DR_0886: Mother's last name prior to first marriage is invalid.
e (e Fia Enter a valid maiden last name for the Mother. The Mather's last name prior to first marriage cannot be
e v blank. If unknown, enter "Unknown”.

X

Decedent's MRE
Issue this Record
« Nosology
Print Forms
Refer to Medical Examiner
Transfer Case
Trade Calls
Disposition Approval

DR_0840: Marital Status cannot be left blank.
Enter a valid value for Decedent's Marital Status.

DR_0870: Father's last name is invalid.

DR_1006: Informant's last name is invalid.
Enter a valid last name for the Informant. The Informant’s last name cannot be blank. If there is no informant
enter "None.”

DR_1017: Informant Relationship cannot be left blank.
Enter the relationship of the informant supplying the personal information to the decedent.

DR_1019: Informant's city cannot be left blank.
Enter the informant's city.

DR_1024: Informant's address street name cannot be left blank

Avalid street name for the informant's address is required. Enter the street name of the informant's address.

Do not record a rural route number or PO Box number. Ifthe name is unknown, enter ‘Unknown’.
DR_1025: Informant's address street number cannot be left blank.

Ava\id street number for the Informant's address is required. Enter the building number a;signed to the

DHEE R EREE

i B8 | | fix 58

The Validation Results page provides a list of all validation edit rules that have been triggered
on the record and that need to be reviewed, corrected, and overridden.

DAV!
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O In this example nothing has yet been entered into any of the pages except the items needed
to start the record. This is why there so many errors being displayed within the Validate
Registration page. Typically the Record Validation will not be run until the Personal or Medical
sections have been completed.

Validatation Results Table

If the user selected the Validate Page link, from within one of the Personal or Medical
Information pages, then a Validatation Results grid will be displayed at the bottom of the page
itself.

402 :Anexample Deathrecord OCT-24-2016

/Personal Invalid/Medical Invalid/Mot RegisteredNANAMNAPersonal Pending/Medical Pending/FIPS Coding Required

* Decedent

* Resident Address Decedent's occupation Decedent's industry
* Family Members | |

% Informant
% Disposition Decedent's education r

Hispanic Origin

% Pronouncement Decedent of Hispanic Origin (mare than one choice can be indicated).

X Place of Death No, Not Spanish/Hispanic/Lating Yes, Cuban Unknown
* Cause of Death

Yes, Mexican, Mexican American, Chicano Yes, other Spanish/Hispanic/Latino Refused
® Cther Factors
& Injury Yes, Puerto Rican Not Cbtainable
* Certifier
Race
« ldentifiers Check one or more races to indicate what the decedent considered himselfor herselfto be.
White Filipina Cther Asian (Specify) Cther Pacific Islander
Assign Status e . . . (Specify)
AEEhmenk Black, African American Japanese Mative Hawaiian Other (Specify)
Comments American Indian or Kaorean Guamanian or Refused
Correspondence Alaska Native i Chamorro
Event and Issuance History Asian Indian ietnamese Samoan Not Obtainable
% Geo Codes Chinese

Decedent's MRE
Issue this Record

e P e [ i v )
Print Farms
Refer to Medical Examiner

Transfer Case Validation Results List All Errors m

Trade Calls

Disposition Approval Error Message Override Goto Field Popup
validate Registration

DR_6021: Decedent's Education level cannot be left blank.
Enter a valid value for Decedent's Education. Decedent’s Education cannot be blank. If decedent's
education is unknown, select Unknown.

DR_6022: Decedent's Hispanic origin cannot be left blank.
Enter a valid value for Decedent's Hispanic Origin

DR_6023: Decedents Hispanic origin indicator cannot be left blank.
Select the appropriate value to inidcate if decedent is of Hispanic origin.

DR_G035: Decedents Race cannot be left blank.
Select one or mare checkboxes to indicate Decedent's Race.

DR_G036: Decedent Usual Occupation cannot be left blank
Enter the kind of work the decedent did during most of his or her working life, such as a claim adjuster,
farmhand, janitor, civil engineer, etc. If unknown enter "Unknown”

DR_6040: Decedentindustry cannot be left blank.

Enter the kind of business or industry in which the occupation is related, such as insurance, farming
government, etc. Do not enter the name of the company, firm or organization. Decedents kind of business
must be a valid entry or "Unknown" and cannot be left blank.

1 IREEER
i iEEE R

Again, regardless of the Record Validation type selected, the process to validate the record
is the same. However, access to the Validate Registration link is based on user security
setup.
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6.1.2 Correcting Validation Edit Checks

From the list of failed edit rules, either on the Validate Registration page or the Validation
Results table within a specific page, the following options are available for correction of
validation errors.

6.1.2.1 Manually Selecting

Upon validation, the individual pages within the Registration Menu are given a color coded
symbol to identify those with pages with edit rule failures to review, the types of edit rules that
failed, and any pages that passed all edit rule validations.

In this example the following pages:
+ Passed all edit rules: Fetus, Mother Address, Mother

Attributes, Marital Status, and Place of Delivery

« Fetus
® Mother Have soft edits triggered: Mother Health, Reporter
« Mother Address ] )
« Mother Attributes # Have hard edits triggered: Mother
Mother Health

« Marital Status
« Place of Delivery
Feporter

The user may then select a page to review from the Registration Menu. Once selected, the
page will display and highlight the field that contains errors. The Validation Results table,
found at the bottom of the page, provides information on what the edit rules that failed and
how they may be corrected.

Mother's Current Legal Name
First Middle Last Suffix
Lucy Sharon Jr

Copy Current Legal Name

Mother's Name Prior to First Marriage

First Middle Last Suffix
Lucy Stanford
Date of Birth Age Social Security Number

SEP-09-1986 |7 [a)[30 | [DO0-00-0000 ® Nane @ Unknown

Mother Birthplace
Birthplace State Birthplace Country
Alaska United States

Vaidate page | Next | ciear | save | retur]
Validation Results List All Errors m

Error Message Override Goto Field Popup
FD0230: Mothers last name is invalid.
Enter a valid last name for the Mother.

6.1.2.2 Goto Field Option

From either the Validate Registration page or the individual Validation Results table, select the
fix 8@ icon in the Goto Field column. The DAVE™ page containing the error will be displayed
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place and the cursor placed in the field requiring correction. This option is very useful if
corrections are being made to a single registration page with multiple edit rules to correct.

6.1.2.3 Validation Popup Option

To use this method of error correction, select the fix #@ button in the Popup column. DAVE™
will then provide a Validation Pop-up which displays the validation error message and the field
or fields in need of correction.

Validation Popup x

FDO0230: Mothers last name is invalid
Enter a valid last name for the Mother.

Mother's Current Legal Name
Last

[ —

This Popup window functionality is especially useful when trying to resolve validation errors
that include conflicting entries across multiple pages. Rather than requiring the user to search
across many pages, the Validation Popup presents all of the conflicting fields in a single
window.

Once all listed errors have been corrected, select the Validate Registration or Validate Page
link once again to verify that no errors remain.

6.1.3 Override Validation Edit Checks
The edit rule validation process produces two types of validation failures to review:

% Hard Edit Errors - These errors are triggered for item entries that must be corrected before
the record can be submitted for registration.

Fields containing hard edit rule failures are highlighted in red. Note that the Validation Results
table will not provide an option for overriding or bypassing hard edit rule failures.

Soft Edit Errors - These errors are triggered for item entries that may be submitted ‘as
is’ for registration but must first be overridden.

Fields contaning soft edit rule failures are highlighted in yellow. Note that the Validation Results
table provides a mechanism that allows users to Override soft edit rule failures.

e

Error Message Override \Goto Field Popup
FDO247: Mother's Date of Birth is invalid. n n

The Mather's date of birth cannot be left blank. El
FDOS30: Mothers current |ast name is the same as maiden name : -
Werify that mothers maiden name and current name are the same. Enter valid name ifincorrect.
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To override a soft edit rule failure, place a checkmark (¥) in the checkbox next to the field in
guestion and select the Save Overrides button.

The Override process allows the user to submit the record for registration even though errors

may be present. State and/or local registrars will know that the user did review the error and
that the data entered was considered accurate.

6.2 Record Status

Record Validation also serves to apply statuses to the record. The record status is used to
track progress of the record within the registration process. The statuses applied to the record
are also used to place records in Registration Work Queues enabling users to keep track of
the records they are working on.

© More information on Work Queues can be found in section 10 - Queues

While working within a Death or Fetal Death registration the Record Status is easily viewed
within the Status Bar located at the top of the page, just under the identifying information.

Fetal Death Registration Menu

athrecord NOV-03-2016

When a Death or Fetal Death record is initiated it receives the Status of ‘New Event.” As the
record progresses through the registration process, the Record Status will update accordingly.

Upon initial Record Validation, if any errors are found within the personal or medical information
pages the New Event status will update to Personal or Medical Invalid.

/Personal Invalid/Medical In-;ali:JJDt F:egi:‘-tere:l.-'r*li-.-'NA.-'N#Permnal PendingMedical Pending.

| |

‘Invalid status’ applies a filter of Personal and/or Medical Pending to the Record. This means
the user can now find this record within their Peronal or Medical Pending Registration Work
Queue.

127 of 351
DAV March 2017

ii'éxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

CQueue Name Type Count Age of Oldestin Days

Personal Pending Death 3 8

Medical Pending Death 4 9
Total Queues : 2

The table below provides information on Record Statuses assigned, status filers assigned (if
any), and the filter name.

New Event No
Personal Invalid Yes Personal Pending
Medical Invalid Yes Medical Pending

Personal Validw/Exceptions No

Medical Validw/Exceptions No

Unsigned Yes Signature Required
Uncertified Yes Certification Required
Unaffirmed Yes Affirmation Pending

Record Validation may also cause Status Filters (Works Queues) to be assigned without a
corresponding Record Status. A few examples of this are Rare Cause of Death, ME Review
Required, and Cause of Death Pending. For more information on Work Queues see section
section 10 — Queues.

7. Search or Locate Records

To access an existing record, a user will either be assigned the ability to Search for or Locate
a Case. The options available are determined by the security privileges assigned to the user’s
role.

7.1 Search for a Record

The Search feature allows a user to find all matching records entered within the system, not
just those records owned by the Facility selected at login.

To search for an existing record, from the Main Menu choose Life Events > Death -or- Fetal
Death > Search.
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A= 08 Queues  Accounting Queues  Accounting  Rej

Fetal Death * start/Edit New Case -OR-
New Out of State Death

Start/Edit New Case

Mew Out of State Fetal Death

The Search page displays allowing for the user to choose between two differing ways to search:

OR
Search by Identifier: Search by Registrant or Data Provider:

Enter one of these items Enter one or more persons/organizations. Last name is required.

Search by Identifier Designed to return results based on case-specific record data such as
File Number, Case Id, ME Case Number or Medical Record Number. Searching by this data
will most often return a single record.

Search by Registrant or Data Provider Designed to search on a wider array of record data
such as Registrant Name, Facility Name, Medical Certifier Name, or Mother or Father Name.

©® Search fields are not case-sensitive. Upper and lower case letters are allowed.

7.1.1 Search by Identifier
The differences between the Death and Fetal Death Identifier search options:
Search by ldentifier: Search by ldentifier:
Enter one of these items Enter one ofthese items
File Number: Year [ ' File Mumber: Year:
Number: Number:
Case Id: Case Id:
ME Case Number: ME Case Number:
Medical Record Number: File Date:
File Date: Date of Delivery: Start:
Date of Death:  Start: End:
End: Place of Delivery Location Type: v
Place of Death Location Type: v Lacation Name:
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Identifier Search Items Available in Both Death and Fetal Death Search

File Number: A file number is composed of two elements: Year and Number.
- Year is the year in which the death occurred (4 digits).
- Number is the unique 6 digit number assigned to the record upon registration by DAVE™.

The combination of both numbers comprise the State File Number (SFN). Both numbers are
required in order to perform a search by File Number.

Case ID: This is a unique number DAVE™ assigns each case once it's been created and saved
regardless of registration status.

ME Case Number: This is the unique number assigned by the medical examiner. Not all cases
will have an ME Case Number as not all cases are worked on by the ME.

File Date: This is the date on which the case officially received a “Registered” status. Any case
filed on a particular date will be returned when searching by File Date.

Date of Death or Date of Delivery: By using the Start and End dates, DAVE™ will return all
cases with the range entered. If only a Start date is entered, DAVE™ will look for all cases that
match the exact date entered in the Start field.

Place of Death or Delivery Location Type: Used in conjunction with Place of Death or Place
of Delivery to determine whether the search should be executed based on County or City of
registration.

Place of Death or Location Name: Select the Place Lookup icon ! to choose from a list of
County or City locations based on the selection made in Place of Death or Delivery location
type. A direct manual entry can also be made.

Identifier Search Items Available for Death Search Only

Medical Record Number: This is the unique number assigned by the medical certifier. Not all
cases will have a Medical Record Number as it is not a required field in DAVE™
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7.1.3 Search by Registrant or Data Provider

Search by Registrant or Data Provider includes the same search criteria whether searching for
Death or Fetal Death cases, the difference being the types of Registrant or Data Providers that

can be searched for.

Steps to Search by Registrant or Data Provider

1. Select the type of Persons/Organizations for which search criteia will provided.

Person/Organization: | Decedent v |
Person/Organization: | Fetus v |
Decedent
Maother Attendant
Father Certifier
Spouse Cremation Clearance ME
Informant Fetus
Place of Death Facility of Fetal Death
Funeral Director Father
Funeral Home Mather
Certifier
Medical Examiner Referrer
Registrar
Cremation Clearance Medical Examiner

2. Based on the Person/Organization Type selected, enter specific search criteria.

First:

Middle:

Last:

Sex r
S5N: -
Date of Birth: Start:

End:

i If an Organization rather than Person Type is selected, the First and Middle Name
fields will be disabled. The Last Name field is relabeled “Organization Name” instead.
First:

Middle:

Crganization Name:

Se v
SSN: -
Date of Birth:  Start: [:
End: E
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The More button allows users to include more than one person or facility within a
single search.

© Select the Clear icon to erase search entries and begin another search.

As a general rule, searches should be as specific as possible to minimize the number of entries
returned.

Maximum records to display: The Maximum records to display field defaults to 200. This
means that, regardless of the actual number of records returned by the search, only 200 will
be displayed in the Search Results data grid.

OR

Search by Identifier: Search by Registrant or Data Provider:
Enter one of these items Enter one or more persons/organizations. Lastname is required
First Search Person/Organization
File Number: Year.
Person/Organization: Decedent
Number: g lz‘
First
Caseld:
Widdle:
ME Case Number:
Medical R d Numb Last
Wedical Record Number:
Gender: -
File Date: (= [ [
— SSN: -
Date of Death: Start
o Date of Birth: Start ol
. == _—
End: |
T End: L]
Place of Death Location Type :B
Place of Death: ! m
Maximum records to display: | 200 /
[somior]

For example, if a user enters a Start Date of Death of Jan-01-2011 and an End Date of Death
of Dec-31-2011, then the total records returned might be greater than 200 but only 200 records
would be displayed.

This number can be increased on the Search page to display more than 200 results. However,
the maximum numbere of records the system will ever display is 5,000. If a user cannot find
the record they are looking for within the maximum number of results allowed, more search
criteria should be entered to refine the search results.

7.1.4 Search with a Wildcard

At times, a user may be unsure of spelling or only have a partial name to locate a
registration. In these cases, a wildcard search may be helpful. The wildcard can only be
entered as search criteria in Name, Places, or Organization fields.

Wildcard search criteria requires the entry of at least two characters followed by the percent
sign (%) symbol.
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Examples:

Flace of Death Location Type: | City v

Flace of Death: Pho% a
_OR-
First [ Jo%)|
Middle:
Last Sm%
_OR-
Crganization Name: Cem%

® wildcard searches have the potential to return many rows of data. Build searches
carefully so that the fewest number of cases are returned.

7.1.5 Types of Searches

Once the Search Criteria has been entered the user may

m select the type of Search the system performs with the

criteria provided. Three search options are available:
Search, Soundex, or Swap Names.

Search 7.15.1 Search

Selecting the basic Search button will perform a search and return results based on
the exact criteria entered in the search field utilized.

m 7.1.5.2 Soundex

If the exact spelling of a name is unknown, the Soundex search feature may be

used. Soundex searches for names, places, or organizations that sound similar despite minor
differences in spelling.

® Soundex cannot be used when Searching by Identifier
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Soundex Example:

Search by Registrant or Data Provider:

Enter one or more personsforganizations. Lastname is required.

First Search Person/Organization

PersoniOrganization: Decedent El
First:

Middle:
Last Kaplin

S8N: 2 o

Date of Birth: Start (=

End:

More

Y [ e

Selecting Soundex returns several records where the last name “sounds like” Kaplin.

Decedent's Name | Date of Death Gender Place of Death Date of Birth

KAAPLANDER, LENA Jun-10-1964 Female Philadelphia 999-99-1893 Preview
KAEPPLINGER, IRMA Aug-06-19860 Female Philadelphia 999-99-1890 Preview
KAPLAM, ABRAHAM May-28-1962 Male Philadelphia 999-99-1900 Preview
KAPLAM, ADA Apr-10-1960 Female Philadelphia 995-99-1808 Preview
Kaplan, Adalyn Qg7 MNow-22-2011 Female Allegheny May-16-1946 Preview
Kaplan, Alden Qg7 Mar-05-1960 Male Franklin 999-99-1919 Preview
KAPLAM, ALEXANDER Oct-24-1964 Male Bradford 999-99-1398 Preview
KAPLAM, ANNA Apr-05-1962 Female Lehigh 999-99-1890 Preview
KAPLAM, ANNA Jan-12-1962 Female Philadelphia 999-09-1804 Preview
KAPLAM, ANNIE Jan-26-1980 Female Philadelphia 999-89-1876 Preview

7.1.5.3 Swap Names

In certain cultures, a person’s family name often comes before their given name.
Wi When this is the case, a standard search can sometimes fail to return the
desired record(s).

The Swap Names feature is used to search for cases where there is some ambiguity between
the First and Last names.
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Swap Names Example:

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Lastname is required.

First Search Person/Organization

Person/Organization: Decedent El
First: Po
Middle:
Last: Kim
Gender: :B
SENM: -
Date of Birth: Start (=)
End: |:

When the basic Search button is selected no results are returned. However, selecting the
Swap Names button returns the expected case.

Decedent's Name | Date of Death Gender Place of Death Date of Birth
PO, KIM -‘— Mar-04-2011 Male Philadelphia Apr-20-1809 Preview

Total records : 1
© Like the Soundex feature, Swap Names cannot be used in Search by Identifier fields.

7.1.6 Preview Search Results

When multplie search results are returned use the Preview link to view a summary of the
record.

The record from which the Preview link has been selected will display highlighted and a
summary now appears below the search results.
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Case Id SFN 4 Decedent's Name Date of Death Sex Place of Death Date of Birth
450 2016000019 Value, Decrement OCT-26-2016 Male Apache JAN-21-1940 Preview
435 2016000018 Couger, Jame OCT-25-2016 IMale Apache JAN-21-1940 Preview
435 2016000017 June, Atlanta OCT-25-2016 IMale Apache JAN-21-1940 Select <|_
383 2016000015 This, Amend OCT-21-2016 IMale Apache JAN-21-1940 Preview
273 2016000014 Smith, Jo Mary OCT-19-2016 Female Apache JAN-01-1950 Preview
222 2016000013 Blake, Robert OCT-12-2016 IMale Apache JAN-21-1940 Preview
218 2016000012 Buddy, Uncle 0OCT-11-2016 Male Apache JAN-21-1941 Preview
154 2016000010 Carson, Graham Carter OCT-07-2016 Male Apache FEB-15-1852 Preview
176 2016000009 Anthony 33rd, Susan B. OCT-09-2016 Female Apache APR-17-1956 Preview
167 2016000008 Clancy, King OCT-10-2016 IMale Apache MAY-15-2000 Preview
First 1 2 3 4 5 6 7 8 9 10 .. Last Total Records : 240
New Search

File Number: 2015000017 File Date: ©OCT-25-2014

Case ld: 435 Medical Record Number: 16158 ME Case Number:

Decedent's Name: Atlanta June Date of Death: COCT-25-2016

Spouse's Name: Marital Status: MNever Married

Sex: Male Date of Birth: JAN-21-1040 S8N: B867-53-0009

City or Town of Death: Burnside

Place of Death: Generally A Hospital

Residence: College Park Georgia, United States
Mother's Maiden Name: July August

Funeral Director: Funeral Home Director

Funeral Home: Burnside, 654 Easy Avenue, Burnside
Medical Certifier: Fetal Death Certifier

Date Entered: OCT-25-2018

Status: /Personal Valid With Exceptions/iMedical Valid With Exceptions/Registered/NAMNANA

County: Apache

Last Update Made By: Super Superuser

Upon selection, the Preview link becomes a Select link which allows the user to select and
view the registration pages of the record being previewed. The user can also elect to preview
additional cases until finding the correct record to select.

7.1.7 Special Characters & Search
DAVE™ allows the use of the following special characters within First, Middle and Last name
fields:
Character Name Symbol Allowed
Combinations
Tildes = ~Aa06N#
Umlauts "AIaE&TiO6UUYY

Acute accents

Circumflex
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Special characters other than those referenced above are not allowed and will trigger an edit
rule failure upon page validation. See example below:

Decedent's Legal Hame

First Middle Other Middle Last Suffix
Spécial @ Namés

Aliases Unapproved special

Add/Edit Alias Names character

Gender Social Security Number
(Male  [=]|245-66-7289 © Nene © Unknown
Under 1 Year Under 1 Day
Date of Birth - Years Months  Days Hours  Minutes SSN Verification Status
Mov-11-1980 C ~ Age |33 Verify 35N UNVERIFIED (0)

Decedent's Birth Place

'ﬁ‘ City or Town County Count
Pitisburgh Allegheny Page Validation results in Edit ates
Rule failure below
Everin US Armed Forces?

e ED om
Validation Results List All Errors m

Error Message Override Goto Field Popup

DR_0050: Decedent's middle name contains an invalid character.
All names must contain English alphabetic characters and punctuation characters. Delete invalid character. O

Special Characters & Search: If allowed special characters are entered in the First, Middle,
or Last name search fields, DAVE™ will return all matching names whether or not they contain
the special characters.

Example

A search for a name containing allowed special characters returns all matches, even those not
containing the special character:

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Last name is required.

First Search Person/Organization

Person/Organization: Decedent |Z|
First: Spécial
Middle:
Last MNamés
Gender: |:|ZI
SSM: - -
Date of Birth: Start (i)
End: I:
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Case Id SFH Decedent's Name . Date of Death
26630127 Mames, Special Jan-30-2014
26630126 Mamés, Spécidl Jan-31-2014

In contrast, standard keyboard characters (a-z, A-Z, , -) entered as search criteria will return
only an exact match.

Example

Searching for Henry O’Leary-Frank returns only the exact match.

Case Id SFH Decedent's Hame |

26630126 ¥Leary-Frank, Henry

Even when the same name without the characters exists in the system

Mot returned l

Case |d SFH Q Decedent's Name 1

26630127 OLearyFrank, Henry

7.2Locate a Record

The Locate Case feature allows a user to search for and access those records owned by the
Facility selected at login. The Locate Case feature will not display any records not associated
with the current facility.

To locate an existing record that belongs to the facility selected at login, , select Main Menu >
Life Events > Death -or- Fetal Death > Locate Case.

Start/Edit Mew Case
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7.2.2 Death Record Locate Page Search Criteria

The following fields are available for locating Death Records owned by the facility.

Decedent's Information

First: Last Date of Death:

Sex: L S5N: - - Date of Birth:

Case Id: WME Case Number: Medical Record Number;

Place of Death Location Type: | County v | Place of Death: a

e e

First and Last Name: Only the Last Name is needed to locate a record. If the first and last
name is entered, a narrower rangfe of search results will be returned.

Date of Death: The system will locate all cases owned by the facility in which the Date of Death
on the record matches the date entered on the Locate Case page.

Sex: Sex cannot be the only search criteria entered when locating a record. Last Name or Date
of Event must also be entered. If Sex is the only item entered the following error message will
be displayed:

I bwdwddaveweb01 says:

Insufficient Search Crteria. Search must include more than Gender and/or
i Place of Death.

SSN: The system will locate any case owned by the facility in which the SSN on record
matches that entered in the search criteria.

Date of Birth: The system will locate all cases owned by the facility in which the Date of Birth
on the record matches that entered in the search criteria.

Case ID: The Case ID is a unique identifier assigned to each record. When using the Case ID
to locate a record, only the specific record matching the Case ID entered will be returned.

ME Case Number: The ME Case Number is a used to locate records in which a medical
examiner has assigned a case number to the record. If the case was not worked on by a
medical examiner, no ME Case Number will be assigned to the record.

Medical Record Number: The Medical Record Number is a used to locate records in which a
medical record number has been assigned. Medical Record Number is not required and
therefore not all records will have one.

Place of Death Location Type: Used in conjunction with Place of Death to determine whether
the search should be executed based on County or City.
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Place of Death: Select the Place Lookup icon H to choose from a list of County or City
locations based on the selection made in Place of Death or Delivery location type. Entries may
also be keyed in manually.

The Place of Death cannot be the only criteria entered to locate a record. If Place of Death is
the only item entered the following error message will be displayed:

I bwdwddaveweb01 says:

Insufficient Search Criteria. Search must include more than Gender and/or
i Place of Death.

H
1

7.2.3 Fetal Death Record Locate Page Search Criteria

The following fields are available when using the Fetal Death Locate Case page.

Fetus Information

Fetus First Name: Fetus Last Name: Date of Delivery: C
Sex: v Case Id:
Place of Fetal Death Location Type: ¥ | Place of Fetal Death: a

Mother's Current Last Name:

Mother's Last Name Before First Marriage:

First and Last Name: Only the Last Name is needed to locate a record. If the first and last
name is entered, a narrower rangfe of search results will be returned.

Date of Death: The system will locate all cases owned by the facility in which the Date of Death
on the record matches the date entered on the Locate Case page.

Sex: Sex cannot be the only search criteria entered when locating a record. Last Name
or Date of Event must also be entered. If Sex is the only item entered the following error
message will be displayed:

x
‘ bwdwddaveweb01 says: |

Insufficient search critenia. Search must include more than Gender. |

Case ID: The Case ID is a unique identifier assigned to each record. When using the Case ID
to locate a record, only the specific record matching the Case ID entered will be returned.
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Place of Fetal Death Location Type: Used in conjunction with Place of Death to determine
whether the search should be executed based on County or City.

Place of Fetal Death: Select the Place Lookup icon ! to choose from a list of County or City
locations based on the selection made in Place of Death or Delivery location type. Entries may
also be keyed in manually.

The Place of Death cannot be the only criteria entered to locate a record. If Place of Death is
the only item entered the following error message will be displayed:

X
‘ bwdwddaveweb01 says: I

Insufficient Search Criteria. Search must include more than Flace of Fetal |
i Death,

Mother’s Current Last Name: The system will locate all cases owned by the facility in which
the Mother’s Current Last Name on the record matches the search criteria entered.

Mother’s Last Name Before First Marriage: The system will locate all cases owned by the
facility in which the Mother’s Last Name Before First Marriage on the record matches the
search criteria entered.****

7.2.4 Types of Locate Searches

Once the Search Criteria has been entered the user may select the
@ m type of Search the system performs with the criteria provided. Three
search options are available: Search, Soundex, or Swap Names.

7.24.1 Search

Selecting the basic Search button will perform a search and locate records based on
the exact criteria entered in the search field utilized.

m 7.2.4.2 Soundex Searches

If the exact spelling of a name is unknown, the Soundex search feature can be
used. Soundex looks for names, places, and organizations that are similar in sound despite
minor differences in spelling.

® See section 7.1.5, Preview Search Results, for using the Preview options within the
Located Record Results
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© see section 7.1.6, Special Characters & Search, for information on searching with
Special Characters; which works the same when searching via the Locate Case feature.

8. Other Links

Other Links is submenu of the Death and Fetal Death Registration Menus that contains a
variety of links used in the registration process. The availablity of links within the Other Links
submenu is dependent upon the user security privileges assigned to the user role. Also, some
links may or may not be available depending on the current registration status. For example,
records may only be amended after they have received a “Registered” status. Therefore, the
Amendments link will not appear in the Other Links submenu until the registration has reached
a registered status.

The following pages are available through the Death and Fetal Death Other Links submenus.
Some pages are common to both event types while others are specific to Death or Fetal Death.

Death Other Links Submenu Fetal Death Other Links Submenu
Amendments Assign Status
Assign Status Attachments
Aftachments Print Forms
Comments
Correspondence Comments
Cremation Clearance Correspondence
Event and Issuance History Cremation Clearance
Decedent's MRE Event and Issuance History
Disinter/Reinter Geo Codes
ﬁizﬂf;;:s Mother's MRE
Order Certified Copies = M.RE )
Brint Eorms Order Certified Copies
Refer to Medical Examiner Nosology
Request Medical Transfer Case
Certification “alidate Registration

Transfer Case

Trade Calls

Validate Registration
Switch User

Switch User
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8.1 Amendments

Amendments are requests to change a record after it has been registered.

Typical amendments can involve typographical errors which occurred during data entry. Other
amendments might require the submission of documentary evidence supporting the request to
change to item(s).

The order processing module in the DAVE™ application provides the ability to link an order to
an amendment by providing the ability to enter customer-initiated mail or walk-in amendment
requests. If the amendment requires a fee to be paid by the individual requesting the
amendment, the amendment can be initiated in the order processing module. Once customer,
payment, and search information has been entered within the order processing module, the
user has the ability to navigate directly to the amendment page for the record selected. Upon
completion of the amendment, the user has the ability to return to the order processing pages
and complete the order.

8.1.1 Creating Amendments

Amendments can only be created for records that have been registered. A registered record
will have a State File Number and a status of Registered.

| State File Number |
402 [2016000012| :Anexample Recqrd OCT-24-2016

[Personal valid With Exceptions/iMedical Valid/Reqgistered}Signed/Cerified/MA

Registered Status

Steps to Create an Amendment

1. From within the registered record select Other Links > Amendments:

Amendments
Assign Status
Aftachments

The Amendment Page will be displayed.
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Type ¥ | Amendment Date

Year Amendment Number

Order Number Description

Amendment Status

Documentation Type v
Other Document Type

Facts Supported

Rejact Reason v

Other Reject Reason

2. Select an amendment type from the Type dropdown.

L

Amendment
Carrection

® The Amendment Types available will vary based on the security privileges assigned to
the user.

The remaining items are not required but may be beneficial during review and approval of the
amendment.

Order Number: This item may be system filled if the amendment is started through the
Order Processing pages. If there is an order associated to amendment, but the amendment
was not started from this order, the Order Number can be manually entered.

Description: This field is intended to capture any brief information that may help the user
processing the amendment to understand why the amendment is needed on the record.

i

Documentation Type r
Other Document Type

Facts Supported

Reject Reason T

Other Reject Reason

These items are only available for completion by State or County staff. To complete them select a
value from the dropdown, or, if no dropdown exists, type the information manually into the field.
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3. Once the items have been entered select Save.

The Save function creates the amendment and:

Amendments Menu

402 2016000012 :Anexample Record OCT-24-2016
Amendment /Personal Valid With Exceptions/Medical Valid/Registered/Signed/Cerified/NA
Processing History
Supporting Information
Attachments

Change History Year

Correspondence Crder Number

Type Amendment (State/County)- De v | Amendment Date

2016 Cmm—
- Description

Amendment Status Keyed

Documentation Type

Other Document Type

Facts Supported

Reject Reason v

Cther Reject Reason

Page to Amend ¥ | G —

—
NOV-17-2016

Amendment Number 45 —~Gmmm—

Family decided to change place of disposition

g (0 D

The Year is populated
A unigue Amendment Number is assigned.
The Page to Amend dropdown appears

The Amendments Menu appears in the left navigation
The Amendment Date is system-filled with the current date

4. From the Page to Amend dropdown, select the page that needs to be updated.

| Death Pages

| Fetal Death Pages |

Page to Amend | v Page to Amend | v |
- Fetal Death - Attendant Certifier
LT L= LETE Fetal Death - Fetus
Death - Decedent Fetal Death - Delivery
Death - Family Members Fetal Death - Father
Death - Informant L Fetal Death - Father Aftributes
Death - Other Factors Fetal Death - Labar
Death - Flace of Death Fetal Death - Marital Status
Death - Disposition Fetal Death - Mother
Death - Injury Fetal Death - Mother Address
Death - Pronouncement Fetal Death - Mother Aftributes
Death - Resident Address Fetal Death - Mother Health
Death - Cause of Death Fetal Death - Fetal Attributes
Death - Decedent Attributes Fetal Death - Place of Delivery
Death - ldentifiers Fetal Death - Pregnancy Factors
Fetal Death - Prenatal
Fetal Death - Reporter
Fetal Death - Cause/Conditions
Fetal Death - Disposition
DAVE 145 of 351
March 2017

at

LexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.



State of Arizona DAVE™ User Guide

Li The Pages available to amend will depend on the security privileges assigned to the User.

For example, a funeral director will typically only be allowed to amend those Death or Fetal
Death Registration pages containing Personal Information. Medical certifiers will typically only
be allowed to amend those Death or Fetal Death Registration pages containing Medical
Information.

5. The page selected to amend will be displayed within the Amendment page. The current
registration data will be displayed. In this example the Disposition Page was selected.

FPage to Amend | Death - Disposition r

Method of disposition | Burial ¥ | Other Specify

Place of disposition

Place of Disposition
AFuneral Facility R
Pre Street Post Apt#,
Street Number Directional Street Mame, Rural Route, etc. Designator Directional Suite #etc.
321321 v Gloomier Avenue - v
City or Town County State Country Zip Code
Burnside Apache Arizona United States 78654
Funeral Directorq" 3
License Mumber
FD-3552 e
First Middle Last Suffix
Funeral Home Director
Funeral Home
Business Reqistration Number Lookup Q g
654987 Funerals Are Us 001
Pre Straet Post Apt#,
Street Number Directional Street Name or PO Box, Rural Route, etc. Designatar Directional Suite # etc
321321 v Gloomier Avenue - v
City or Town State Country Zip Code
Burnside Arizona United States 78654

The items available to amend will differ depending on the page selected and individual user
security. Typically a user can make changes by either manually typing over a current entry,
selecting a new entry from a dropdown list, or by using LOV search tool.

6. Once the desired change is made select Save.

Cancel Amendment § Validate Page j§ Validate Amendment ﬁ w
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O Additional options include:

Cancel Amendment: The amendment will be cancelled and the Amendment Status will be set to
Cancelled.

Validate Amendment: Runs the validation process and determines if the amendments made to the
page could cause data quality issues. The user does not need to correct these validation errors to
submit the amendment request.

Clear: Clears all information entered since last prior Save.

Return: Returns user to the previous page.

Upon selection Save, the Amendments page will refresh and the changes entered are
displayed in Item in Error data grid:

Type Amendment (State/County) - De ¥ | Amendment Date NOV-17-2016 C
Year 2016 Amendment Number 48
Order Number Description Family decided to change place of disposition

Amendment Status  Keyed

Documentation Type L]
Other Document Type

Facts Supported

Reject Reason ¥

Cther Reject Reason

Page to Amend v

ftem In Error ftem as it Appears  Item as it Should be Edit Delete
Place Of Dispaosition - Flace of Disposition System Generated Id 360366 361721 Edit Delete
Flace of Disposition - Business Unit Mame Funerals Are Us 001  Saint Francis Catholic Cemetary  Edit Delete
Flace Of Disposition - Street Number 321321 2033 Edit Delete
Flace Of Disposition - Street Name Gloomier 48th Edit Delete
Place Of Disposition - Pre Directional N Edit Delete
Flace Of Disposition - Street Designator Code Ayenue Street Edit Delete
Disposition-Flace City Burnside Phoenix Edit Delete
Disposition-Flace Zip Code 78654 85008 Edit Delete
Disposition-Place County Apache Maricopa Edit Delete

Approve Amendment ] Cancel Amendment m m M

© it additional items need to be submitted to amend the record, simply follow these steps
again.

1. Select a Page to Amend

2. Make changes

3. Select Save
This process can be repeated as many times as is necessary to ensure the amendment is
submitted with all the corrections that may be needed on the record.
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8.1.2 Adding Supporting Information

The amendment Supporting Information page provides a place to enter court documentation
information relevant to the amendment.

Steps to Enter Supporting Information

From the Amendments Menu, select Supporting Information.

Amendments Menu

Amendment
Processing History
Supporting Information
Aftachments

Change History
Amendment Affirmation
Correspondence

The Amendments Supporting Information page displays.

Court Information

Court Name Court District
Court Docket Number Court Date C
Court Location

County State

District Court Information: For court ordered amendments or other amendments that require
judicial approval, the District Court Information section should be completed. Enter the Court
Name, Court District, Court Docket Number, and Court Date fields with information relevant to
the specific jurisdiction.

Court Location: Enter the County and State manually or select the location using the Place
lookup icon ’ﬁ

Once all the Court Information is entered select Save and the information entered will be saved
to the amendment.
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8.1.3 Adding Attachments to Amendments

O The ability to view, edit, and/or delete attachments is based on security privileges.

Certain types of amendments require the submission of supporting documentation. This
documentation may include court orders, birth certificates, death certificates, geneological
records, etc.

To upload supporting documents into DAVE™, the document must first be rendered into an
electronic format. Any document that is not already an electronic file must be scanned first.

Steps to Add an Attachment

1. From the Amendments Menu, select Attachments.

Amendments Menu

Amendment
Processing History
Supporting Information
Attachments -m—
Change History
Amendment Affirmation
Correspondence

2. The Attachments window appears as a pop-up. Select the New Attachment button.

Attachments x

Mo data found.

New Attachment @
BT

3. Select the Browse button to access local or network drives.

Attachments x

Mo data found.

New Attachment

Upload new attachment

=

4. Select the document to be uploaded as an Attachment to the Amendment.
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Organize New folder == » [ @
7't Favorites Document_s library Arrange by: Folder ~
Bl Desktop Record Information
% Downloads MName Date modified Type Size
12| Recent Places
li= A Drivers License.jpg 11/16/2016 3:12 PM  JPEG image 50 KB
- I M5 A Legal Document.docx 11/16/2016 3:11 PM  Microsoft Word D... 12 KB
= Libraries
"L AlLegal Document.pdf 11/16/2016 3:11 PM  Adobe Acrobat D... 81 KB
@ Documents g P
J’ Vi M= Another Legal Document.docx 11/16/2016 3:11 PM  Microsoft Word D... 12 KB
. 5] Record Listing Information.xlsx 11/16/2016 3:13 PM  Microsoft Excel W... 8KB
[E5] Pictures £l
B videos
1M Computer
s 0sDisk (C:)
Gh Metwork
File name: A Drivers Licensejpg - ’AII Files VI
— ’ Open |v] ’ Cancel ]

5. Once the supporting documentation is selected, select the Save button.

Attachments x

Mo data found.

New Attachment

Upload new attachment  C:\Users\ILORDSHO1\Documentsidmendment_Attachment_Sample.docx

=y

ow e e

Selecting the Save button uploads the attachment to amendment. The Attachments pop-up
displays the name of the attached file.

Attachments b 4
Attachment Name Date Acquired
Amendment_Attachment_Sample.docx 2/25/2014 1:26:42 PM Yiew Delete

Total records : 1

New Atachment

Once the document has been attached, users with the appropriate security privileges will be
able to view and/or delete the attachment using the View or Delete links.
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8.1.4 Change History

Change History contains comments relevant to the amendment. Comments may be system
generated or manually entered.

Amendments Menu

Amendment
Processing History
Suppaorting Infarmation
Attachments

Amendmentﬁfﬁrn@ﬂn
Caorrespondence

Upon selection of the Change History link, the Comments pop-up window is displayed.
Selecting the New Comment button will display the comment entry field.

Comments

State File Number: 000028
Registrant Name: Ansxample Deathrecord
Event Type: Death

Event Date: DEC-15-2016
No data found. /

New Comment

1. Select the Comment Type from the dropdown and then enter the comment in the text
box.

% Comments

State File Number: 000028
Registrant Name: Anexample Deathrecord

Event Type: Death
Event Date: DEC-15-2016
No data found.

Enter New Comment

Comment Type: | Change Histary Persanal v |

A comment in regards to this amendment can be entered here. If it is really long you can
hover over it or select edit to review its contents.
Comment: Clear

Cancel

Maximum text length: 4000  Characters left: 3938

[
T

-
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2. Select Save to save the comment, Clear to remove unsaved comments, or Cancel to
leave close the comments window.

® Select Clear to clear the comment entry.
Select Cancel to cancel and exit out of comment entry field.

Comments x

State File Number: 000028
Registrant Name: Anexample Deathrecord

Event Type: Death
Event Date: DEC-15-2016
Comment Type E:tlgred Entered By Comment
EQ;T]%ZlHistor}- 12/20/2016 oramendsv A commentin regards to this amendment can be entered here. Edit Delete
A comment in regards to this amendment can be entered here. If it is really long you can hover over it or select edit to

review Its contents.

[—— -

Once saved the comment will be displayed in the main comments tab. If the comment is longer
than the data grid display, the user can allow the cursor to hover over the field to display the
full comment.

Select the Edit link to view and change the comment or the Delete link to remove the comment.

A checkmark is placed adjacent to the Change History link once a Comment has been added
in the Change History section to a death record.

Amendments Menu

Amendment
Processing History
Supparting Infarmation
Attachments

+ Change History
Amendment Affirmation
Correspondence

8.1.5 Amendment Affirmation

The Amendment Affirmation process is used by external data providers to affirm an
amendment before submitting it to the state for approval.

® state and County users are not required to affirm amendments.
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Steps to Affirm the Amendment

1. Select the Amendment Affirmation link from the Amendments Menu

Amendments Menu

Amendment

Processing History

Supporting Information
Attachments

Change History

Amendment Afirmation €
Correspondence

The Affirmations page displays.

Affirm the following:

[ ]I certify that this change truthfully reports personal information to the best of my knowledge and is
submitted for inclusion on the vital record.

N | —

2. Select the checkbox next to the affirmation and then select Affirm.

The affirmation will be saved and an Authentication Successful message displayed.

Authentication successful.

A checkmark will be displayed next to the Amendment Affirmation link within the Amendments
menu. The Amendment page will be disabled and any further corrections will require the entry
of a new amendment.

Amendments Menu

Amendment
Processing History
Supporting Infarmation
Aftachments

" Amendment Affirmation
Caorrespondence

Steps to Unaffirm the Amendment

If further corrections need to be added to the amendment, and the amendment has not yet
been Approved, the amendment may be Unaffirmed.
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To unaffirm an amendment, the user should select the Amendment Affirmation link once again
from the Amendments Menu.

The Affirmations page displays an Unaffirm Amendment button used to remove the affirmation.

26696362 005644-2014 :Paloma Qq7 Wild JAN-14-2014

/Legal Valid with exceptions/Medical Valid/Certified/Registered

This amendment is currently affirmed.

Unaffirm Amendment m

Upon selection of the Unaffirm Amendment button, the following message will be displayed:

Message from webpage =

| Are you sure you wish to Unaffirm this amendment?

QK l ’ Cancel

Select OK to Unaffirm the amendment.

The Amendment page will then be re-enabled and additional correction information may be
entered.

« Amendments MUST be affirmed before they may be submitted to the State or County official
for approval.

If the office creating the amendment selects to exit amendment process before affirmation is
provided the following error message will be displayed:

Message from webpage X

I.-”' "% The amendment has not been affirmed. Press Ok to Affirm
Y Amendment or Cancel to continue without affirming.

O ] [ Cancel

o If the OK button is selected, the Affirmations page will be displayed and the user can
affirm the amendment.
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o If the Cancel button is selected, the user will leave the amendments page without
affirming the amendment.

Return to Affirm Amendment
There are two ways a user can return to affirm an Amendment at a later time.
1. Selecting the amendment from the Amendment Work Queue titled Affirmation Required

® More information on Work Queues can be found in section 10 — Queues.

2. From within the Death or Fetal Death Registration select the Amendment List link from the
Registrar menu

Amendment List

The Amendments List page will be displayed. The user can now select the amendment from a
list.

Amendment Processing Date Date Completed / Amendment
History Amendment Type Received Rejected Status Order #
History Correction (State/County) - Death OCT-13-2016  10M3/2016 1:17:08 PM Complete

48 History Amendment (State/County) - NOVA17-2016 Keyed

Death

Either options will take the user back to the amendment where they can add more items to
correct and/or affirm the amendment.

8.1.6 Approving Amendments

In some jurisdictions, amendments must be reviewed and approved before taking effect.
Select the Processing History link from the Amendments menu to proceed with review or
approval of the amendment. Typically, amendments go through a review process where the
change is ultimately either approved or rejected. The Processing History page supports this
process. Depending on office size and/or delegation of roles and responsibilities, an
amendment may be processed by one person or several. The abiltiy to review and approve
amendments is typically restricted to State and County users.
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Steps to Amendment Approval

1. Select Processing History in the Amendments Menu

Amendments Menu 865 2016000041 :Again Try DEC-15-2016

Amendment [Personal Valid/Medical Valid/Registered/Signed/Certified/NA/Birth Death Linkage Required Over 1 Year

Pracessing History Processing History

Supporting Information .  —

e P Previous Reference Number | |

Change History Date Received DEC-20-2016 Date Mailed -

Amendment Affirmation |_7| |7|

Correspondence Returned as undeliverable = Amendment Status Pending
Date Returned | | Date Completed | |
Action | v

Facts Supported

Reject Reason

Cther Reject Reason

|
|
[
Comment ‘

Status History

Start Date End Date Status User Comment
12/20/2016 10:43 AM Pending superuser
12/20/2016 10:30 AM Amendment Approval Pending superuser
12/20/2016 10:30 AM 12/20/2016 10:43 AM Keyed superuser

coEnEm

2. Complete the fields on the Processing History page.

Processing History

Previous Reference Number | |

Date Received Feb-28-2014 Date Mailed [ ]

Returned as undeliverable Amendment Status Keyed
Date Returned |:| Date Completed |:|
Action | [=]

Facts Supported | |

Reject Reason | [=]

Other Reject Reason | |

Comment A

Status History

Start Date End Date Status User Comment
212812014 9:04:42 AM Keyed paadmin
2/28/2014 9:04:42 AM Amendment Approval Pending paadmin

= B
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Date Received: On the Processing History page, most of the date controls are either system-
filled or disabled. The Date Received is system-filled with the date the amendment was keyed
inot the DAVE™ system. If the user has the security privileges to do so, they can update this
field. Otherwise the field will be disabled.

Date Mailed: Sometimes requests for amendments are made that cannot be granted. Inthese
cases, a rejection notice is mailed to the individual requesting the change. The Date Mailed is
for recording the date on which a rejection notice was mailed to the individual requesting the
amendment.

Date Returned: If the notice of rejection is returned by the United States Postal Service as
“‘undeliverable”, then a checkmark should be placed in the Returned As Undeliverable
checkbox, and the Date Returned field completed with the date on which the rejection letter
was returned.

Date Completed: Date Completed will be system-filled with the date the amendment is either
approved or rejected.

Action: The Action dropdown list moves the amendment through the approval steps. The first
Action is always Data Entry Complete. As the amendment is processed, additional actions will
be available.

Facts Supported: The Facts Supported field is used to enter information about facts given to
support the requested change.

Reject Reason: This dropdown provides a list of reasons as to why an amendment may
be rejected. If the amendment is being rejected a reason should be selected from this
list.

Other Reject Reason: This is an open text field to collect additional information relevant
to the reason the amendment was rejected. Or, if none of the options available in the
Reject Reason list apply, the reject reason may be entered manually.

Comment: Any additional comments pertaining to the amendment can be entered here. While
it is not necessary to enter comments as part of the amendment process, it is recommended.
Detailed comments can provide much needed information to the next user working on the
amendment and can help eliminate needless rejections or invalid approvals.

Comments entered in the Comment text entry control are only saved if a selection is made
from the Action dropdown.

Upon selection of the Save button, if the user has entered text in the Comment field and there
is no amendment Action selected from the dropdown, the following error message is displayed:

> 157 of 351
DAVE March 2017

- IlexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

Message from webpage X

Comrment cannot be saved without amendment action. Please select
i I_E amendment action.

Amendment Status: Amendment Status is system-filled and is not a user-editable control.
When an amendment request is first entered, the status defaults to Keyed. As the amendment
is processed, the status will change accordingly.

3. From the Action dropdown menu, choose Data Entry Complete then choose Save

Previous Reference Number

Date Received Feb-282014 |[{] Date Mailed Feb-04-2014 |[{T]
Returned as undeliverable (& Amendment Status Keyed
Date Returned Feb-12-2014 |[f] Date Completed Feb-04-2014 | [

Action _k |Data Entry CompleteEl

Facts Supported TestFacts
Reject Reason |z|
Other Reject Reason

Comment A

Status History

Start Date End Date Status User Comment
212812014 10:49:35 AM Keyed paadmin
212812014 10:49:35 AM Amendment Approval Pending paadmin

Clear ‘ Save Return
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O |f the Amendment has been submitted from a Funeral Home or Medical Facility the data
entry will already be complete and the Amendment status set to either Keyed (Requires
Affirmation) or Pending.

Keyed (Requires Affirmation) status indicates that the Amendment has not been affirmed by
the Funeral Home or Medical Facility. The Amendment cannot be processed any further until it
has been affirmed.

Amendment Approval Pending status indicates that the amendment has been affirmed and is
awaiting review and approval or rejection.
Status History

Start Date End Date Status User Comment
12/202016 11.07 AM Amendment Affirmed azfdclerk

122002016 11:02 AM Pending azfdclerk User has affirmed.
121522016 01:38 PM 12/20/2016 11:02 AM Keyed azfdclerk

12152016 01:38 PM Amendment Approval Pending azfdclerk

The Amendment Status changes from Keyed to Amendment Pending Approval

Previous Reference Number

Date Received Feb-28-2014 | (7] Date Mailed

Feb-04-2014 | [T A/

Amendment Status  Amendment Pending Approval

Feb-04-2014 | [T

Returned as undeliverable
Date Returnad Feb-12-2014 |[{] Date Completed

Action | [=]

Facts Supported Test Facts

Reject Reason El

Other Reject Reason

Comment -

Status History

Start Date End Date Status User Comment
2128/2014 9:59:22 AM Amendment Pending Approval paadmin
212812014 9:04:42 AM Amendment Approval Pending paadmin
2i28/2014 9:04:42 AN 2/28/2014 9:59:22 AW Keyed paadmin
clear f save Jf Return
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4. A new list of values is now available from the Action dropdown.

+ | Approve: Selecting Approve will set the amendment status to Approved

_ and save the corrections to the record.

Approve . . . .

F{F;?ecttn Keyer Reject to Keyer: Selecting Reject to Keyer will set the amendment
Reject Amendment status to Rejected to Keyer. It will also send the Amendment back to the

: - user who originally keyed it for review. The user can then make updates

and resubmit the amendment for approval.
Reject Amendment: Selecting Reject Amendment will set the amendment status Rejected
and the requested corrections will not be saved to the record.

8.1.7 Amendment Correspondence
DAVE™ provides the ability to generate correspondences related to amendments. Upon
selection of the Correspondence link from the Amendments menu, the Correspondence page

appears.

x

Download Correspondence Add-In for Word 2007/2010/2013 New Correspondence m

The Correspondence page provides the same features described in the Correspondence
section of this user guide, yet filters the correspondence templates available for selection to
include only those correspondences where the correspondence template type is amendment.

© Further information on sending and receiving Correspondance is be found in section
8.6 Correspondence.
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8.2 Assign Status

A special status assigned to a record serves as an alert mechanism for the person viewing
and/or issuing the record. The ability for a user to view and/or edit a special status is based
on assigned security privileges.

The special status functionality is primarily used to assign or remove one of the statuses
referenced in the table below, yet can also be used to assign statuses that are unique to a
specific jurisdiction.

Status Description
Hold Assigned to prevent the issuance of a certified copy
Void Assigned when it is determined a registered record is a duplicate or invalid

Abandoned Assigned when it is determined that a non-registered record has been
orphaned. This status is also assigned by the system when a
jurisdictionally defined time limit has been exceeded for the submission of
a record for registration

Steps to Assign a Status
1. From the Death or Fetal Death Registration Menu, select Other Links > Assign Status.

2. The Assign Special Status pop-up window will display. Select the New Special Status
button.

Assign Special Status x

New Special Status

3. Make a selection from the the Status dropdown list.

Assign Special Status X

Status Reason Dated

¥ v ¥ Save Cancel

Abandoned
Hold
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® The status of ‘Void’ is not available until a record is registered. Once registered, the
Abandoned status will be removed Status Dropdown.

4. In this example, Hold has been selected as the status to assign. Notice that Staus and
Reason are mandatory fields and must be completed. Once both items are entered, select
Save to assign the status or Cancel to exit without saving the status to the record.

Assign Special Status x
Status Reason Dated
* |Hold El b Special StatusTest Safe Cancel

Hew Special Siins

5. Upon selecting the Save button, the Save and Cancel links are updated to allow the user
to Edit or Delete the currently assigned status.

Assign Special Status x
Status Reason Dated /
Hold Special StatusTest 2/26/2014 3:46:36 PM Edit Delete

New Special Status m

EDIT: Selecting Edit allows the user to edit the Reason but not the Status itself.
Assign Special Status x

Can only Edit Reason field t
Dated

Status  Reason ‘,

Hold ¥ Special StatusTest 212612014 3:46:36 PM Save Cancel

Hew Special Saius

DELETE: Selecting Delete prompts the user with a warning message. Select OK on the popup
to clear the status from the record.
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bwdwddaveweb(1 says:

Are you sure you wish to delete status 'Held', press OK to continue, Cancel

to abort?
0K Cancel

Select the Close button to close the Assign Status pop-up window.

8.2.1 View Assigned Status
Upon assigning a special status to a case, it is viewable:

- Within the status bar of the registration:

402 :Anexample Deathrecord OCT-24-
Personal Invalid/Medical Invalid/Mot Registered/NAMNANSHold/ERrsonal Pending/Medical Pending/FIPS Coding Required.

- Within the search results, by hovering the mouse over the Decedent or Fetus Name:

Death Search Results

Caseld SFN Decedent's Name | g ate of Death Sex Place of Death Date of Birth

5 Special Status N 4-2016 Female Maricopa OCT-24-1922 Preview
g Total Records : 1

402 Deathrecord. Anexampl

- Within the Registration or Order Processing record Preview:

Preview
File Number: File Date:
Case Id: 402 Medical Record Mumber: ME Case Mumber:
Decedent's Name: Anexample Deathrecord Date of Death: OCT-24-2016
Spouse’s Name: Marital Status:
Sex: Female Date of Birth: OCT-24-1922 SSN:
City or Town of Death: County: Maricopa

Place of Death:

Residence: Arizona, United States
Mother's Maiden Name:

Funeral Director:

Funeral Home:

Medical Certifier:

Date Entered: QOCT-24-2016 Last Update Made By: Super Superuser
Status: /Personal Invalid/Medical Invalid/Not Registered/NANANSHold/Frsonal Pending/Medical Pending/FIFS Coding Required/Rare Cause of Death

N
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A checkmark is also placed next to the Assign Status link in the Other Links section of the
registration menu to serve as an indicator that a status is assigned to the record.

+ Assign Status
Attachments
Comments

8.2.2 Delete a Status

A user’s ability to edit or delete a status is based on the security privileges assigned. To delete
the assigned status select the Other Links > Assign Status menu option.

Amendments

+ Assign Status
Aftachments "\
Birth Dieath Linkage
Comments
Correspondence

Event and Issuance Histary
Geo Codes

The Assign Special Status dialog opens. Select the Delete link.

Assign Special Status x
Status Reason Dated /
Hold Special Hold on Record 3412014 1:37:27 PM Edit Delete

A warning message appears. Select OK to delete the status assigned to the record.

x
bwdwddaveweb01 says:

Are you sure you wish to delete status 'Hold', press OK to continue, Cancel

to abort?
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8.3 Attachments

The Attachments link allows users with the appropriate security to attach documentation
submitted in support of a Death or Fetal Deah registration. This is accomplished by scanning
the document to be attached, selecting the Attachments link, and then uploading the scanned
documentation to be stored within the Death or Fetal Death Registration.

Li ] Only users with appropriate security privileges are able to view, edit, and/or delete
attachments through the Attachments link.

Steps to Attach Electronic Documentation

1. From the Other Links menu, select Attachments.

Amendments
Assign Status
Aftachments

2. The Attachments popup appears. Select the New Attachment button.

Attachments x

Mo data found.

New Attachment m

L

3. The popup expands to display the New Attachment section.

! Attachments x

Mo data found.

New Attachment
Attachment Type Documentary Evidence v

Upload new attachment | Choose File | No file chosen

E3
New Attachment

4. Select an Attachment Type from the Dropdown.
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| Documentary Evidence v |

Documentary Evidence
Legal Record

Previous Legal

Waiver

5. Select the Choose File button to open a Windows dialogue box.

Choose File

6. Select the document to be attached and select the Open button.

Organize - Mew folder
¢ Favorites Documents library
Bl Desktop Record Information

-
4. Downloads e
£ Recent Places

|i=| A Drivers License.jpg

5| A Legal Document.doc

- Libraries
3 Documents "L Alegal Document.pdf
JT Music = Another Legal Document.docx
] Pictures 37| Record Listing Information.xdsx
B Videos

1M Computer

S 0SDisk (C:)

?ﬂ Metwork

File name: A Drivers Licensejpg

Date modified

11/16/2016 3:12 PM
11/16/2016 3:11 PM
11/16/2016 3:11 PM
11/16/2016 3:11 PM
11/16/2016 3:13 PM

Type

JPEG image

Microsoft Word D...
Adobe Acrobat D...
Microsoft Word D...

Microsoft Excel W...

Size

50 KB
12KB
81 KB
12KB

SKB

=~ 0 @

Arrange by:  Folder ~

- [ANFiles -

——p | Open |v| [ cancel |

Li ] Any file type may be uploaded to the system, however not all DAVE ™users will have
access to the same programs on their computer. Therefore it is recommended that only
common formats such as MS Office, Adobe PDF, and standard Image file types (.jpg, .png,

iff, etc.) be attached.

The selected file name and path appear in the Upload new attachment field. Select Save.

DAVE
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Attachments x
Mo data found.
New Attachment =
Upload new attachment C:\Users\LORDSHO1\Documents\Attachment_Sample docx Brow

e New Attachment -

4 L 2

[

The Attachments popup displays the file selected.

Attachments

No data found.

New Attachment

Attachment Type | Documentary Evidence v |

Upload new attachment | Choose File | A Drivers License jp] — <——

New Attachment

7. Select Save to attach the selected document.

® Select Cancel or Close to close out from the selection options without attaching the
document.

The attach document is now uploaded to the Death or Fetal Death record and may be Viewed
or Deleted.

Attachments

Attachment Name Date Acquired Attachment Type
A Drivers License jpg 11M6/2016 5:31:12 PM  Documentary Evidence  View Delete
Total Records : 1

New Attachment
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8.3.1 View Attachment

Once a document is attached to a Death or Fetal Death registration a checkmark will be
displayed next to the Attachments link within the Other Links submenu.

Assign Status

+ Atachments
Birth Death Linkage
Comments
Correspondence

Steps to View Attachment(s)
1. Select the Attachments link.

2. The Attachments pop-up will display a list of all attached files. Select View next to the
attachment you wish to view.

Attachments x
Attachment Name Date Acquired Attachment Type l
A Drivers License jpg 11M6/2016 5:31:12 PM  Documentary Evidence  View Delete

Total Records : 1

New Attachment

3. The attachment will be download and, depending on the browser, automatically opened to
view.

v E-mail Bumn v Open v @ |

oq.fuzona DRIVER LICENSE _ USA

D |
« oL D0B9S4796
5 pos 01/01/1974

«Exe 03/01/2024 155 oamy_mh
liior s Uhnnono VETERA

01/01/74

© DD 9001A96915142144

@ [FoRCHTX
e (= )

I -
4
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8.3.2 Delete Attachment

Steps to Delete an Attachment(s)

1. Select the Attachments link

Aszsign Status

+ Attachments
Birth Death Linkage
Comments
Caorrespondence

2. The Attachments pop-up will display a list of all attached files. Select Delete next to the
attachment you wish to view.

i Attachments x
Attachment Name Date Acquired Attachment Type l
A Drivers License jpg 11/16/2016 5:31:12 PM Documentary Evidence  View Delete

Total Records : 1

New Attachment

3. A pop-up will be displayed: “Are you sure you wish to delete this attachment? Press OK to
continue, Cancel to abort.” Select OK to delete the attachment.

bwdwddaveweb(01 says:

Are you sure you wish to delete this attachment? Press OK to continue,

Cancel to abort.

The Attachments pop-up will be displayed and the document will have been removed from the
list. If the attachment removed was the only attachment, the checkmark will be removed from
the Attachments link as well.
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8.5Comments

Comments can be used to add additional workflow information, detailed information regarding
data entered, information associated with the need for amendments and corrections, or
reasons for changes made to user profiles and expirations. Entering comments can be very
helpful to all users, serving as reminders or instructions to others who might access or work on
the case, amendment, or user setup.

D The ability to Edit or Delete comments is based on assigned user security privileges.

Steps to Add Comment

1. Select Other Links > Comments.

Assign Status
Attachments

Comments
Correspondence

Event and Issuance History

The Comments popup page appears, displaying the State File Number (if registered),
Registrant Name, Event Type, and Event Date. This default information is displayed for
reference.

Comments x

State File Number:

Registrant Name: Anexample Deathrecord
Event Type: Death

Event Date: OCT-24-2016

Na data found.

R— -

2. To add a new comment to a death case, select the New Comment button. The page expands
to display the Enter New Comment section.

March 2017
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Comments x

State File Number:
Registrant Name: Anexample Deathrecord

Event Type: Death
Event Date: OCT-24-2016
No data found.

Enter New Comment

Comment Type: | v

Event
Comment: Administrative
Crder Processing
Hippa

Change History ho
General Comments
Late Filing Reason
Confidential Medical
Correspondence
Cther Comments

Characters |left: 4000

pproval

3. Select a Comment Type from the dropdown.

@ comment types available vary based on user assigned security privileges.

4. Enter the comment in the Comment field. Comments are limited to 4000 characters. A
running total of the characters remaining is displayed at the bottom of the window.

Comments x

State File Number:
Registrant Name: Anexample Deathrecord

Event Type: Death
Event Date: OCT-24-2016
No data found.

Enter New Comment
Comment Type: | General Comments v

This is an example of a comment which someone may need to enterin regards to a

registration. m
Comment:
h——

Maximum text length: 4000  Characters left: 3907

5. Once a comment has been entered, select the Save button.

© select Clear to clear the comment text, or Cancel to close the comment window.

Selecting Save will add the comment to the registration. A portion of the comment displays in
the Comments window.
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: Comments x

State File Number:
Registrant Name: Anexample Deathrecord

Event Type: Death

Event Date: OCT-24-2016
Comment Type I[E’r?tt:red Entered By Comment
General P e - I . ]
AT M8/2016 superuser  This is an example of a comment which someone may need to en Edit Delete

Total Records : 1

[R— w—

Select the Close button on the comments popup window. A checkmark appears next to the
Comments link in the Other Links sub-menu to indicate that a comment has been added to the
registration.

Assign Status
Aftachments
+ Comments
Correspondence
Event and Issuance Histary

85.1 View Comment

If a comment exists on a record a Comments icon will be displayed next to its listing within
the Registration Search Results and any Work Queue Listings the record is included in.

Case ld SFN Decedent's Name | Date of Death Sex Place of Death Date of Birth

—k:g_ 402 Deathrecord, Anexample OCT-24-2016 Female Maricopa OCT-24-1922 Preview

Total Records : 1

This icon can be selected and the comment pop-up window will be displayed showing the
comment(s) which exist on the registration. The user can read any comments that may exist
for the selected registration without opening the registration.

This is the same comment pop-up window which can also be accessed from within the
registration by selecting Other Links > Comments.
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Comments x

State File Number:
Registrant Name: Anexample Deathrecord

Event Type: Death

Event Date: OCT-24-2016

Comment Type I[E’gttgred Entered By Comment

General =i o .
AT 11M8/2016 superuser  This is an example of a comment which someone may need to en Edit Delete

Total Records : 1

If the comment is too long it will not be fully displayed in the comment table. To see the full
text of the comment the user can select the Edit link or allow the mouse to hover over the
comment text.

Comment Type Egtt:red Entered By Comment

gg”merailms 11182016  superuser  This is an example of a comment which someone may need to en Edit Delete
This is an example of a comment which someone may need to enter in regards to a registration. It is very long and requires the
user to select the edit button or hover over to read the full content.
8.5.2 Edit Comment

O The ability to Edit comments is based on user security privileges.

From within the comment, select the Edit link.

Comments x

State File Number: 000144
Registrant Name: Finn Flynn
Event Type: Death
Event Date: Mar-18-2014

Comment Type Date Entered By Comment

Entered \
Event 03/19/2014 paadmin This is a test comment Edit Delete
Total records : 1

The page expands to display the Update Existing Comment page section. The previously
entered comment can then be updated. Once the update is complete select Save.
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Comments

State File Number:
Registrant Name: Anexample Deathrecord

Event Type: Death

Event Date: OCT-24-2016

Comment Type I[E’sttgred Entered By Comment

General . o )
TS 11MB/2016 superuser  This is an example of a comment which someone may need to en Edit Delete

Total Records : 1

Update Existing Comment

Comment Date: 11182016
Entered By: superuser

Comment Type: | General Comments ¥

This is an example of a comment which someone may need to enter in regards to a
registration. Itis very long and requires the user to select the edit button or haver aver to
Comment: read the full content.

Cancel

IMaximum text length: 4000 Characters left 3802

Once comments have been edited, select Close to exit the Comments popup.

8.5.3 Delete Comment

© The ability to Delete comments is based on user security privileges.

From within the comment, select the Delete link adjacent to the coment. A system message
prompts the user to press OK to continue or Cancel to abort.

Comments x
] Message from webpage |_ = |

State File Number:

Registrant Name:

Event Type:

Event Date:

Date

CommentType  Jore | L oK | cancel |

Event 0319/ - J  Edit Delete
Total records : 1

Selecting OK will remove the comment from the registration. Selecting Cancel will return the
user to the comment pop-up window without making changes.
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Once comments have been deleted, select Close to exit the Comments popup.

8.6 Correspondence

The registration Correspondence feature uses MS Word merge-field templates that can be
system-filled with specific information from a registration. For example, a correspondence
template may be created to query the medical certifier in regards to the cause of death specified
on the record.

The Correspondence feature allows selection of a specific template which is then system-filled
with information specific to the registration. A MS Word document is presented to the user who
selected the template. Any changes made and saved to the document itself will also be saved
with the registration ensuring that all correspondance sent in regards to the registration can be
recalled and reviewed if needed.

® For information on updating or adding new Correspondence Templates, please refer to
the Correspondence Update section in the Table Maintenance User Guide.

Steps to Create Correspondance

1. From the Death Registration Menu, select Other Links > Correspondence.

Amendments
Assign Status
Attachments

Birth Death Linkage
Comments

Event and Issuanﬁ{h_’)-listory

Geo Codes
Decedent's MRE

The Correspondence - Registration popup opens.

| & x
State File Number: Correspondence requires a one-time Word Add-In to
Registrant Name: Anexample Deathrecord be installed by a user with Administrator access.

Event Type: Death 64-bit Correspondence Add-in for Word 2010/2013
Event Date: OCT-24-2016 32-bit Correspondence Add-In for Word 2010/2013

©® An add-in for MS Word may needed to take advantage of the full functionality of the
correspondence feature. See section 8.6.1 Install Correspondence Add-In for steps to
install this add-in.
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2. Select the New Correspondence button.

The New Correspondence — Registration popup displays with a list of the correspondence
templates available.

Correspondence x
Template
All correspondence Select
Death correspondence Select
Field population test - Registration Select
PAtest Select
Rejection Select

3. Select the correspondence template.

Cormrespondence x
State File Number: Correspondence requires a one-time Word Add-In to
Registrant Name: Anexample Deathrecord be installed by a user with Administrator access.

Event Type: Death 64-bit Correspondence Add-In for Word 2010/2013
Event Date: OCT-24-2016 32-bit Correspondence Add-In for Word 2010/2013
Description File Date Entered Entered by

1 Field Population Test Download NOW-28-2016 01:37 PM Super Superuser, Bureau of Vital Records  Delete

The selected template appears in the data grid on the Correspondence popup.
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® Reject Reasons

Some Correspondences are created based on a need to reject information submitted for
the specified registration. In these instances a listed of Reject Reasons will be displayed for
the correspondence.

Use the checkboxes to select a rejection reason to add to correspondence. Multiple reasons
may be selected. At least one Reject Reason must be selected before the template will be
displayed in the Correspondence data grid.

| % Correspondence x

: Reject Reasons

01a Application Is Not Enclosed... 11 Show Legal Change of Name. ..

01b Application Is Incomplete_.. 12 No Application On File....

01c Application Is Altered/White Out.. 13aIf Hospital Made The Error...

01d Application Is Enclosed... 23f Carrection of Sex Letter...

02e Not Signed In Presence of Notary.... 23g Funeral Home Error Letter...
—— 04 Criginals Or Certified Copies. .. 23h Time of Death of Death Letter...

06a Documentary Evidence NotEnclosed... 25a Confirmation of Marital Status...

06b Documentary Evidence Insufiicient... 25b Criginal Informant Is Contesting.....

06¢c Documentary Evidence Does Not Agree. .. 26 Reissue Certificate With Final Cod...

08 Court Order Must Be Certified... 99 Miscellaneous Reject Reason.

4. From the column labeled ‘File’ in the Correspondence data grid, select the Download link to
download an available correspondence template.

Once downloaded, and depending on browser, the selected template may open automatically
or the user may be prompted to select to open it.

The MS Word template will then be displayed. The fields specified by the template wll be auto-
populated with record-specific data from the specific regsitrtaion. Since it is a MS Word
document, depending on the security level set in regards to the template itself, more
information can be added, or current information can be edited. The template can then be
saved to the registration. Once the correspondence is complete, it can be printed and mailed.

Once correspondence has been added to a record, select the Close button on the
correspondence popup. A checkmark appears next to the Correspondence link in the Other
Links sub-menu.

Amendments
Assign Status
Attachments
Birth Dieath Linkage
Comments
+ Comrespondence
Event and Issuance History
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8.6.1 View Correspondence

To view correspondence that is currently attached to a registration, select the
Correspondence link from the Other Links submenu.

A data-grid list of correspondence(s) currently attached to the registration will be displayed.
Select Download to view any of the correspondence documents.

8.6.2 Delete Correspondence

If a Correspondence should no longer be associated with a record, or a mistake was made,
select the Delete link beside that correspondence.

—
=] x

g

State File Number: 000144
U Registrant Hame: Finn Flynn

Event Type: Death Message from webpage P9
W EventDate: Mar-18-2014
f inti a—~
Description | | Are you sure you wish to delete this correspondence? ‘
B Jew Castle Haista

Download Correspondence Add-In| [ 0K [ Cancel l Correspundence m

st FCOOM S0 TH0 % NEFETE=ZUTE U 23T

Select OK on the popup. The Correspondence will be removed from the case.

8.6.3 Install Correspondence Add-In

A one-time install of a MS Word Add-In is needed for the full features of the system
correspondence feature to be utilized.

Li system administrator may be needed to authorize the install.

To Install Add-In

1. From the Correspondence pop-up select either the 64 or 32 bit ‘Correspondence Add-In
for Word’ link.

Correspondence requires a one-time Ward Add-In to
be installed by a user with Administrator access.

G4-bit Correspondence Add-In for Word 2010/2013
32-bit Correspondence Add-In for Word 2010/2013
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Depending on the browser being used, the CorrespondenceSetup.exe file will either
automatically be downloaded or the user will be prompted to select to either ‘save’ or ‘run’ it
directly.

2. Run the CorrespondenceSetup.exe

.
1) DAVE Correspondence - InstallShield Wizard =

Welcome to the InstallShield Wizard for DAVE
Correspondence

The InstallShield(R) Wizard will install DAVE
Correspondence on your computer, To continue, click
Mext.

WARNIMG: This program is protected by copyright law
and international treaties.

< Back [ Mext> g [ Cancel ]

The DAVE Correspondence install wizard will be displayed.

3. Select Next

ﬁ DAVE Correspondence -

Ready to Install the Program

The wizard is ready to begin installation.

If you want to review or change any of your installation settings, click Back. Click
Cancel to exit the wizard.

Current Settings:

Setup Type:
Typical

Destination Folder:
C:\Program Files (x86)"\LexisMexis\,

User Information:
Mame: LexisMexis Risk Seolutions User

Comupanv: LexisMexis Risk Solutions

InstallShield

< Back ][ ) Install ]l Cancel
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4. Select Install

The setup wizard will step through the installation process. Upon completion, select Finish to
close the install wizard.

8.7 Cremation Clearance

Cremation Clearance approval is required in all cases in which the method of disposition, for
a death or fetal death, is cremation. In these cases a Funeral Director will send a request for
cremation clearance authorization to the Medical Examiner or Tribal Authority responsible for
the county in which the death occurred. In some cases, a Medical Examiner may start the
death or fetal death record and can pre-authorize cremation clearance.

8.7.1 Request Cremation Clearance

From the Other Links menu, within either a Death or Fetal Death record, select the
Cremation Clearance link. The Cremation Clearance page will be displayed.

Notify Medical Examiner Office
]
Office Name 2
&
Medical Examiner L&
First Middle Last

Cremation Clearance Status | Requested v
ME Case Number

Cremation Clearance Authorized By:
First Middle Last

Cremation Reject Reason

Office Name: “& The LOV lookup control must be used to search for and select a Medical
Examiner office to send the Cremation Clearance request to. Once selected the Lookup
Medical Facility pop-up will be displayed:

Lookup Medical Examiner Office x

Facility Name» m
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O The Lookup Medical Examiner Office is filtered by County of Event, only those Medical
Examiner or Tribal Authority offices which serve the County of Event will be returned in
the Search Results.

If only one Medical Examiner Office is associated to the County of Event, this office will
auto-fill in the Office Name field and the LOV lookup controls shall be hidden.

Simply enter a % in the Facility Name field and select search to return a list all available
Medical Examiner or Tribal Authority offices which serve the County of Event.

Lookup Medical Examiner Office x
Facility Name» | % m
Facility Name Address City
Maricopa County Medical Examiner's Office 701 W Glendale Street FPhoenix select
Arizona Tribal Authority Office 125 E Medical Center Boulevard Phoenix  select

Total Records : 2

Select the Facility from the Search results.
Medical Examiner: If the Medical Examiner who will be reviewing the record and processing

the Cremation Clearance Request is not known, then this field can be left blank. Medical
Examiner name is not required to send the Cremation Clearance Request. If the Medical

Examiner is known, select the S 8 lookup control next to Medical Examiner.
The Lookup Examiner pop-up will be displayed:

Lookup Examiner x

Last Name» First Name m

Enter the Last Name of the Examiner you wish to send the request to and select Search.

© 9 wildcard can be used in the Lookup Examiner Last Name and First Name fields.

Select the name of the Medical Examiner the Cremation Clearance Request should be sent
to and it will be populated on the Cremation Clearance page.
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Notify Medical Examiner Office

Office Name | Final County Medical Examiner's Office
i

Medical Examiner ~ §

First Middle Last
A Good Doctor

Cremation Clearance Status | Requested ¥
ME Case Number

Cremation Clearance Autharized By:
First Middle Last

Cremation Reject Reason

Cremation Clearance Status: The Status should be selected from the dropdown.

Cremation Clearance Status r

Approved
Requested
Mot Approved

For Funeral Home and State and County users, the only option available will be Request. As
these user make request of the Medical Examiner to review and approve Cremation
Clearance.

For Medical Examiner and Tribal Authority users the options available will be Approved and
Not Approved.

ME Case Number: If known, the ME Case number should be entered into this field.

Cremation Clearance Authorized By: The First, Middle, and Last Name fields for the
Cremation Clearance Authorized By will be system filled based on the Medical Examiner who
Approves or does Not Approve the request for cremation.

Cremation Reject Reason: If the Medical Examiner selects Not Approved from the

Cremation Clearance Status, the Cremation Reject Reason is required to be entered. What
should be entered is the reason why the Medical Examiner chose not to approve the request.

m m m There are three action buttons in the bottom left of the Cremation

Clearance page.

Clear: Selecting this button will clear all entries made on the page.

Save: Selecting this button will save and apply the Cremation Clearance status to the record.
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When Cremation Clearance Status’ are saved they are displayed on the Disposition page,
under the selected Method of Disposition.

As well, the status is also displayed in the Status Bar of the record.

3574 Anexample Deathrecord JAN-05-2017

ations/Mot Registered/Unsigned/Uncertified/MA/Personal Pending/Medical Cerification

.'P:I' 0 A \
Reg .—:I re matr‘nd earance Requirederificatio nRe equired

Method of disposition | Cremation ¥ | Other Specify

|Cre|ﬂatian Clearance Requestedl Date of disposition | MAY-23-2017 :

Return: Selecting this button will return the user to the previous Death or Fetal Death
registration page they had taken action on.

8.7.2 Pre-Authorize Cremation Clearance

In some cases the Medical Examiner will initiate the Death or Fetal Death record in DAVE™.
In these cases the Medical Examiner can opt to pre-authorize cremation clearance by
selecting the Pre-Authorize Cremation Clearance checkbox on the Certifier page.

Pre-authorize Cremation Clearance

Certifier Type | Medical Examiner v
Q)

Certifier Name & S

License Number ) . )
Intern/Resident (If Mot Licensed)

First Middle Last Suffix
Averygood Medical Examiner
Title Cther Specify

Doctor of Medicine v

Certifier Address

Edit Certifier Address
Pre Street Fost Apt#,
Street Number Directional Street Name, Rural Route, efc. Designator Directional Suite # etc.
701 Wwor Glendale Street - A
Zip Code City or Town State Country
85007 Phoen Arizona United States

Date Signed [MAY-18-2017 | [{R)

Once selected, if the Method of Disposition is a type that requires cremation, then the
Cremation Clearance page will be displayed. All fields will be system-filled with the Medical
Examiner information who pre-authorized the cremation clearance.
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Notify Medical Examiner Office

Cffice Name | Pinal County Medical Examiner's Office
Medical Examiner ¥ %

First Middle Last
Averygood Medical Examiner
Cremation Clearance Status | Approved v

ME Case Number

Cremation Clearance Authorized By:
First Middle Last
Averygood Medical Examiner

Cremation Reject Reason

As well, the Cremation Clearance Status shall be set to Approved. The Approved status will
be displayed on the Disposition page, under the Method of Disposition, and within the Status
Bar of the record itself.

3347 :Anew Deathrecord FEB-09-2017
[Personal Invalid/Meri~al Valid With Exceptions/iNot Registered/Unsigned/Certified/NAPersonal Pending/FIPS Coding F\e:|uirs( Cremation

Clearance Approved

Method of disposition | Cremation v | Other Specify

fCremation Clearance Approved Date of disposition | MAY-19-2017 C

All fields on the Cremation Clearance page will be greyed out and disabled as there is no
processing that needs to occur.

8.8 Disinter-Reinter Permit

In some instances the decedent remains may be disinterred for examination and then
reinterred. For these instances DAVE™ includes disinter-reinter permitting functionality.

The disinter-reinter permit is created from within a registered death registration record within
DAVE™. The information within the permit is completed by State or Local users who can
print the permit themselves or select to send the permit to the Funeral Home handling the
disinterment process to print.

8.8.1 Create Disinter-Reinter Permit

To create a disinter-reinter permit first the Disinter/Reinter checkbox must be selected on the
Identifiers page. Once the checkbox selection is made the Save button is selected.
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Death Registration Menu

Personal Information
Decedent
Resident Address
Family Members
Informant
Disposition
Decedent Attributes

E
E

Pronouncement
Place of Death
Cause of Death
Other Factors
Certifier
Registrar
Identifiers
Amendment List

i
J

Amendments
Assign Status
Attachments
Comments
Correspondence
Disinter/Reinter
Event and Issuance History
Geo Codes
Decedent's MRE
Nosology

Print Forms.

Validate Registration
Switch User

1 102-2017-000001 :Sandra A Test JAN-02-2017 Amendment Exists
/Personal Valid With Exceptions/Medical Valid/Registered/Signed/Certified/NA/Birth Death Linkage Required Over 1 Year

Identifiers

Record Source v Electronic =

State File Number |ooooot | File Date |JAN-D2-2017 |
Out of State Death ] Outof-State File Number [ |

NCHS Extract Date [ | SSA Extract Date ‘ |
Interstate Exchange Extract Date | | Interstate Roster Extract Date | \
Interstate Exchange Print Date | | Super-MICAR Exfract Date | ‘
STEVE Extract Date [ ]

Refresh Report Extract Date [ | [T Re-enable Drop to Paper

Local Registrar
Local Registration Number | |

| Maricopa County Vital Records Office v

Local Registration Cffice

Disposition Permit

Date Disposition Permit Printed | | Number of Permits Printed |0

[ DisinterReinter ¥

| Date of Birth | | (i
| Birth Country| |

Disposition PermitNumber | |
Birth Linkage
State File Number |

A Birth State|

Parent Role Identifier
| No v ‘
s e | sove s

| Cut-of-State File Number |

The Disinter/Reinter link will be displayed in the Death Registration menu within the Other
Links section. Select this link to display the Disinter/Reinter page.
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Disinter

Funeral Director reponsible for disinterment™ % Date of Disinterment |
License Number

| ]

First Middle Last Suffix

Funeral Facility Handling Disinterment

Business Registration Number MName
e g RN
| | Al | |

Pre Street Paost Apt#
Street Number Directional Street Mame or PO Box, Rural Route, etc. Designator Directional Suite #ete

| I v | | JIRI |

Zip Code City or Town State Country

a | | | | |

Authorization
Mame of Autharizing Agent or Court Name Relationship to Decedent or Court Order Number

Date Approved by Authorizing Agent/ File Date | |

Reinter

Method of disposition | v | Other Specify |

Cremation Clearance N/A Date of Reinterment | | (=

Location Reinterred or Cremated
|Qa. S

Address

Fre Street Fost Apt#,
Street Number Directional Street Name or FO Box, Rural Route, etc. Designator Directional Suite # et

| ") | | =] |

Zip Code City ar Town County State Country

a | | /| | I |

Cemetery or Crematory Manager's Name

First Middle Last Suffix

T [ 9 O

Funeral Director Responsible & Funeral Home Handling Disinternment: There are
three ways to complete the Funeral Director/Funeral Home information.

1. Manual entry of each item;

2. The Funeral Director License Number and auto-populate AJicon; or
3. The standard LOV Lookup controls “&

Steps for using Funeral Director License Number to complete

Licenss Mumber

1=

1. Enter a Funeral Director’s License Number

|
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2. Select the auto-populate icon A

The system will then auto-populate the Funeral Director name and the associated Funeral
Home information.

Funeral Director reponsible for disinterment Q% Date of Disinterment C
License Number

FD123 Al

First IViddle Last Suffix
Funeral Director

Funeral Facility Handling Disinterment

Business Fegistration Mumber Mame Q %
| | Abbey Funeral Chapel
Fre Street Past Apt #,
Street Number  Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite #,eic
3435 N T First Avenue - v
Zip Code City or Town State Country
25719 Tucson Arizona United States

Steps for using the Standard LOV Lookup to complete

1. Select the LOV lookup tool 4 to search for a funeral director.

2. Enter in the Last and First Name of the funeral director; if known. If not known a wildcard
search can be performed by entering at least two characters in the Last name field followed
by the percent sign (%).

Search Funeral Directors x

Last Name» | [i% First Nama

License Number Last Mame Suffix First Name Middle Name Street Number Street Name

CC-3107 Dieker James hl 4189 ANY select
Dierickx Chris W 325 ANY select
CC-1234 Directar Funera 1 Cait select

Total records : 3

3. From the Search Results List, select the Select link next to the correct Funeral Director.

The system will then auto-populate the Funeral Director name and the associated Funeral
Home information.
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Funeral Director reponsible for disinterment Q% Date of Disinterment :
License Number

FD123 A
First IMiddle Last Suffix

Funeral Director
Funeral Facility Handling Disinterment
Business Registration Mumber MName Q %

| | Abbey Funeral Chapel -
Fre Street Paost Apt#,

Street Mumber  Directional Street Name or PO Box, Rural Route, efc. Designator Directional Suite #.eic
3435 N r First Avenue - hd

Zip Code City or Town State Country

85719 Tucson Arizona United States

© Auto-population of the Funeral Home data will occur only if the Funeral Director
selected is associated with a single funeral home. If the Funeral Director is associated
with multiple funeral homes, the correct funeral home data must be manually entered
or searched for and selected.

©® To search for a funeral home

1. Select the Funeral Home LOV lookup tool "+

2. In the Facility Name field enter the full name of the facility or use a wildcard search
by entering the first two letters followed by a % and selecting search

3. Select the correct funeral facility from the search results list and the system will
auto-populate it on the page.

Bl
Date of Disinterment: Enter the Date of Disinterment manually or select the Calendar [ icon
to launch the Interactive Calendar.

Name of Authorizing Agent or Court Name: Enter the name of the Authorizing Agent or the
name of the Court which authorized the disinterment.

Relationship to Decedent or Court Order Number: Enter the Relationship of the Authorizing
Agent or the Court Order Number provided by the authorizing court.

Date Approved by Authorizing Agent/File Date: Enter the Date Approved by whorizing

Agent or the File Date of the court authorization manually or select the Calendar 1] icon to
launch the Interactive Calendar.

Method of Disposition: Select the Method of Disposition for the reinternment from the list of
values. If the Method is other than what is available in the list, select Other, Specify and then
enter the Method on the Other Specify field.

Location Reintered or Cremated:
If Other (specify) is selected from the Method of Disposition dropdown, the facility name.

(if known or applicable), and address fields should be manually entered. The facility name field
can be left blank.
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For all other Method of Disposition dropdown selections,the Location Reintered or

Cremated can be entered manually or the LOV Lookup 4 icon can be used to launch the
Lookup Place of Reinternment search tool.

Steps to Use the Location Reintered or Cremated Lookup

1. In the Faclity Name field, if known, enter the full name of the facility and choose Search.

Lookup Place of Reinterment x
Facility Name » | ABC%| w
If the full name of the facility is
Facility Name Address City not known, enter at least two
ABC Cemetery and Crematory 125 Cemetary and crematory Place Bay Acres select 0
ABC Funeral Home and Cemetery 185 Old Main Circle Bryce select Ietters fOI IOWQd by the A)'
ABC Funeral Home, Cemetery, and Crematory 152 Old Pond Bitter Springs  select then Sel eCt SearCh to perform
Total Records : 3 a wildcard search.

2. A list of available facilities will be returned. Select the Select link next to the correct facility
in the list.

O Facilities not listed in the LOV lookup tool can be entered by typing the Facility Name
and address information manually. All out-of-state records will contain non-listed facilities.

The selection system-fills all of the corresponding fields for Place of Death on the Place of
Death page.

Location Reinterred or Cremated N
ABC Cemetery and Crematory

Address
Fre Street Paost Apt#,
Street Mumber  Directional Street Name or PO Box, Rural Route, etc. Designator Directional Suite # efc
125 v Cemetary and crematory Flace - v
Fip Code City or Town County State Country
35607 Bay Acres Cochise Arizona United States

Cemetary or Crematory Manager’s Name: Enter the name of the Cemetart or Crematory
Manager where the remains will be reintered.

Once the Disinter page is complete, select a navigation button at the bottom of the page:

T () 0

Selection of the Validate Page button to check the page for errors, the Clear button to clear
all entries since the last save, the Save button to save changes without leaving the page, or
the Return button to return to the last page in which action was taken.
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8.8.2 Print Disinter-Reinter Permit

To access the Disinterment Permit select the Print Forms link from the Other Links within the
Death Registration menu.

© |f the information on the Disinter/Reinter page is not complete, the Disinterment Permit
will not be available to print.

Once the Disinter/Reinter page is completed and the Save button has been selected, the
Disinterment Permit will be enabled to print from the Print Forms page.

Working Copy

Disinterment Permit Send

There are two options available:

1) Print the Disinterment Permit

Select the Disinterment Permit link and a PDF of the permit will be displayed to print.

2) Send the Disinterment Permit

Selecting the Send link next to the Disinterment Permit will send the permit to the Funeral

Home listed on the Disinter/Reinter page. This allows a user at the select Funeral Home to
directly print the Disinterment Permit.

8.9 Event and Issuance History

DAVE™ performs extensive auditing and logging of all actions, changes, extracts,
amendments, orders, and issuances that occur for all Death and Fetal Death registrations. The
Event and Issuance History page allows the user to review these registrations audit logs.

Steps to View Event & Issuance History
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From the Death or Fetal Death Registration Menu, select Other Links > Event and Issuance
History.

Assign Status
Attachments

Birth Death Linkage
Comments
Correspondence

Event and Issuance Histary

Geo Codes

Include in List:

The Event & Issuance History page displays a listing of activity associated with the selected
death or fetal death record.

#| Actions |# Issuances [# Amendments ¢ AuditLogs I# Change Logs ¥ Extracts/Loads ) Crders [ Signature

Type User ID Office Date Details
Audit 41659 superuser Bureau of \ital Records 11172016 01:11 PM Detail
Change Log 41659 superuser Bureau of Vital Records MAT2016 0111 PM Detail
Audit 41658 superuser Bureau of\ital Records 11172016 01:10 PM Detail
Change Log 41658 superuser Bureau of Vital Records 11/17/2016 01:10 PM Detail
Action 6821 superuser Bureau of Vital Records 111672016 12:48 PM Detail
Action 6504 superuser Bureau of\ital Records ~ 11/11 2016 02:26 PM Detail
Order 22 superuser Bureau of \ital Records 11/03/2016 02:50 PM Detail
Action 4332 superuser Bureau of Vital Records 10252016 12:00 PM Detail
Action 4331 superuser Bureau of\ital Records 10252016 12:00 PM Detail
Action 4330 superuser Bureau of \Vital Records 10/25/2016 12:00 PM Detail
Action 4329 superuser Bureau of Vital Records 10/25/2016 12:00 PM Detail
Action 4333 superuser Bureau of\ital Records 10252016 12:00 PM Detail
Action 4085 superuser Bureau of \ital Records 10242016 12:25 PM Detail
Action 4084 superuser Bureau of Vital Records 102412016 12:25 PM Detail
Action 4087 superuser Bureau of\ital Records 10242016 12:25 PM Detail

First 1 2 Last

Total Records : 20

Within the Event and Issuance History page, the activities auditied and logged are filtered into
7 categories: Actions, Issuances, Amendments, Audit Logs, Change Logs, Extracts/Loads, and
Orders

Include in List:
o Actions ¥ Issuances # Amendments # Audit Logs # Change Logs [+ Extracts/Loads [« Crders ## Signature

The default setting selects all Include in List checkboxes so that all logged activities are
displayed. Results can then be filtered based on user preference by de-selecting checkboxes.
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If a user does not have the security rights for a certain event or issuance history type, the
associated checkbox is hidden and that type is filtered from the list.

If the registration does not include any of the selected events or actions, the Event & Issuance
History page will display “No data found.” For example if no amendments have been made to
the registration and only the Amendments Include in List item is selected the following will
display:

Include in List:
Actions Issuances # Amendments Audit Logs Change Logs Extracts/Loads Orders Signature

Mo data found.

Actions: The Action Detail displays action taken on the record, the user who performed the
action, the office the user was logged into, and the date and time the action took place.

Action Detail

Action: Registration Special Status - Hold
User: superuser

Cfice: Bureau of vital Records

Date: 11162016 12:48:13 PM

Issuances: Issuance Detail provides information related to the issuance of certified copies or
other services. This information includes the order number, service, security paper number,
user, issuing office, date and time printed, etc.

Issuance Detail

Crder Number: 20150107228
Service Name: Yamhill Death Certified Copy
Fequest Reason: Legal

Security Paper Number: 00004711811
Tracking Number:

Date Printed: 01/09/2015 03:41:32 PM
Date Voided:

Date Completad: JAN-09-2015 03:42 PM
User: pantoeol35

Issuing Ofice: Yamhill County Vital Records

Total Issuances for SFN: 2015000030
Number of Issuances: &

Amendments: Amendments Detail displays the information in regards to amendments made
to the registration. Detail such as when the amendment was made, the status of the
amendment, and the date it was completed or rejected.
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Amendment Detail

Id 34

Type Carrection (State/County) - Death
Date Received 11/03/2016 01:01:05 PM

Date Completed/Rejected  11/03/2016 01:04:19 PM

Amendment Approval Status
OCrder Number
Status History

Start Date

11/03/2016 01:04 PM
11/03/2016 01:04 PM
11/03/2016 01:04 PM
11/03/2016 01:01 PM
11/03/2016 01:01 PM

End Date

11/03/2016 01:04 PM
11/03/2016 01:04 PM
11/03/2016 01:04 PM

Status

Amendment Approval Complete

Complete
Pending
Keyed

Amendment Approval Pending

State of Arizona DAVE™ User Guide

User Comment

superuser
superuser
superuser
superuser
superuser

Audit Logs: Audit Transaction Detail displays information regarding the DAVE™ database
table that was affected by actions taken on the registration. The Old Value and New Value are
displayed in the data grid listing in regards to the Table and Column affected in the database.

Audit Transaction Detail

Log Id: 41659

User: superuser

Office: Bureau of Vital Records
Date: 1117/2016 01:11:08 PM

Table

NAME

RPTN Task
REGISTRATION_PARTY_TASK_MAME
NAME

NAME

NAME

RPTN Task
REGISTRATION_PARTY_TASK_MANME

Column

END_DATE
Decedent
EMND_DATE
START_DATE
END_DATE
LAST_NAME
Decedent
NAME_ID

Old Value

3108

Nowv 17 2016 1:10PM

Nov 17 2016 1:11PM
Recard

New Value

MNov 17 2016 1:11PM
3198

Moy 17 2016 1:11PM
Nowv 17 2016 1:.11PM

Deathrecord
3199

Anexample Deathrecord

Total Records :

Change Log: Change Log Detail displays changes made to field values within the registration.
The user who made the change, date and time the change was made are displayed along with
a grid showing the item changed, and old and new values.

Change Log Detail

User. superuser

Office: Bureau of Vital Records
Date: 12/05/2016 09:17:52 AM

ftem Changed

Dispaosition-Method of Disposition
Dispaosition-Date of Dispasition

Death Registration - Death Disposition Type

Extracts/Loads:

Old Value

New Value

Cremation
NCWV-05-2016
C

Total Records : 3

Extracts/Loads displays any extracts and loads in which the registration was included.
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Extract/Load Detail
Extract/Load: Motification of Death Extract

User: hb03512

Cffice: Center for Health Statistics
Date: 03/01/2015 05:16 AM

Log Id: 181381

Orders: Order Detail displays the information on orders processed in regards to the record.
The order number, current order status, the user that last updated the order, the issuing
office of the order, the date and time that the order was requested along with the order status
history are displayed.

Order Detail

Crder Number: 20150613382

COrder Status: fOrder Valid/Completed
User: hb044786

Issuing Cffice: Center for Health Statistics
Date Requested: 06/12/2015 02:20 PM
Status History

Start Date End Date Status User Comment
06/26/2015 02:25 PM Completed hb01593  All order subjects completed.
06/26/2015 0224 PM Crder Valid hb01593
06/12/2015 06:25 PM 06/26/2015 02:24 PM Invalid Relation - Tangible Interest vcload
06/12/2015 06:25 PM 06/26/2015 02:24 PM Crder Invalid vcload
06/12/2015 02:20 PM 06122015 06:25 PM Keyed hb04476
06/12/2015 0220 PM 06/26/2015 02:25 PM Incomplete hb04476
8.9.1 Archiving Event and Issuance History

The Event & Issuance History can be configured to archive at regular 30 day intervals. Once
archiving has occurred, the user can review the Event and Issuance History without having to
sort through older data. Archive data can be retrieved if needed.

To retrieve archived data, select the Restore Archive notification button located at the top of
the Event & Issuance History page following the statement: “Some or all history for this record
has been archived.”
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Include in List:

|#| Actions [« Issuances # Amendments |# AuditLogs | Change Logs ) Extracts/Loads |# Orders |« Signature

Some or all history for this record has been archived. BRSO R =110

Type
Audit 41650
Change Log 41659
Audit 41658
Change Log 41658
Action 6821
Action 6504
Order 22
Action 4332
Action 4331
Action 4330
Action 4329
Action 4333
Action 4085
Action 40584
Action 4087
First 1 2 Last

User ID

superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser
superuser

Office

Bureau ofVital Records
Bureau of Vital Records
Bureau ofVital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records
Bureau of Vital Records

Date

1117/2016 01:11 PM
11M7/2016 01:11 PM
1117/2016 01:10 PM
11M17/2016 01:10 PM
1116/2016 12:48 PM
1111/2016 02:26 PM
11/03/2016 02:50 PM
10/25/2016 12:00 PM
10/25/2016 12:00 PM
10/25/2016 12:00 PM
10/25/2016 12:00 PM
10/25/2016 12:00 PM
10/24/2016 12:25 PM
10/24/2016 12:25 PM
10/24/2016 12:25 PM

Details

Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail
Detail

Total Records : 20

Upon selection of the Restore Archive button, the button will be removed and the following

message displayed:

Archival restore job in progress. Please exit the case; notification will be sent upan system-retrieval of all archived data.

Once the archived data is retrieved, an internal system message and external email will be
sent to the user informing them that the data has been restored and is available for review.

Once the archived data is retrieved, the Restore Archive button is no longer displayed and the
Total Records count, located at the bottom of the Event & Issuance History page, will have

increased.

' Before Archive Restore

First 1 2 Last

Total Records : 20

 After Archive Restore

First 1 2 3 4 Last

Total Records : 53
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8.10 Geo Codes

Geocoding is the process of converting an address into geographic coordinates, referred to as
GEO Codes. Geocodes facilitate population analysis to determine geographic health statistics,
monitor the spread and outbreak of virulent disease, and perform mortality analyses for a given
area or region. Geo Codes are also often used to ensure more efficient distribution of
resources, assignment of personnel, and budgetary allocations. Some State registrars and
other state agencies even use GIS technology to assign GEO codes to improve the
determination of the geographic distribution of vital events.

D The ability to access the Geo Codes page is based on user security privileges.

From the Other Links sub-menu within a Death or Fetal Death registration select the Geo-
Codes link.

Amendments

Assign Status

Atachments

Birth Death Linkage
Comments
Correspondence
Cremation Clearance
Event and |ssuance History

20 L.0des

Decedent's MRE
Mosology

Death Registration Geo Codes
There are four sections related to a death registrations GeoCodes page: Decedent Birthplace,
Residence Address, Place of Death Address, and Place of Injury Address.
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GeoCodes
Decedent Birthplace
Faortland Cregan United States
Flﬂstate FIECcnuntry.r
IOrR | [us |
Residence Address
123 N Main Street Phoenix Arizona United States 85007 County Maricopa

Alternate
Geo-Code NCHS Geo-Code FIFS MCD FIFS MCD FIFS County FIFS State FIFS Country Health Area
| | [ | |sspop | [ssooo | |o13 | |az | |us | [ |

Census Tract Census Block

Centroid Type Match Status Latitude Longitude Root Suffix Roaot Suffix
L [ | | | I || || | | |
Place of Death Address
Phoenix General Hospital - Fhoenix Facility Code
Fhoenix Arizona United States County Maricopa

Alternate
Geo-Code NCHS Geo-Code FIFS MCD FIFS MCD FIFS County FIFS State FIFS Country Health Area
| | [ | |sspop | [ssooo | |o13 | |az | |us | [ |

Census Tract Census Block

Centroid Type Match Status Latitude Longitude Root Suffix Roaot Suffix
L [ | | | I || || | | |
Place of Injury Address
123 Main Street Phoenix Arizona United States 85007 County Maricopa

Alternate
Geo-Code MNCHS Geo-Code FIPS MCD FIPS MCD FIPS County FIPS State FIPS Country Health Area
| [ | |s5p00 | [ssoo0 | |o13 | |az | (us | [ |

Census Tract Census Block

Centroid Type Match Status  Latitude Longitude Roat Suffix Root Suffix

| | | | || |
[ G D O

Fetal Death Registration Geocodes

There are four sections related to fetal death registrations GeoCodes page: Mother's
Birthplace, Father’s Birthplace, Mother's Residence Address, and Place of Delivery Address.
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Mother's Birthplace
Cregon United States
FIFS State FIFS Country
OR us

Father's Birthplace

Warning: no father place of birth address has been keyed for this registration.
FIFS State FIFS Country

7 77

Mother's Residence Address

123 N Min County Maricapa
Phoenix Arizona United States 85005

Alternate Health Center
Geo-Code NCHS Geo-Code FIFS MCD FIPS MCD FIPS County FIPS State  FIPS Country District
013 AZ us
Census Tract Census Block
Centroid Type Match Status  Latitude Longitude Roat Suffix Root Suffix

Place of Delivery Address

123 N Min County Maricapa
Phoenix Arizona United States 85005

Alternate Health Center
Geo-Code NCHS Geo-Code FIFS MCD FIPS MCD FIPS County FIPS State  FIPS Country District
D13 AZ us
Census Tract Census Block
Centroid Type Match Status  Latitude Longitude Roat Suffix Root Suffix

SN ]

The DAVE™ application auto-populates most of the controls on the Geo Codes page. This
information is auto-populated based on the location information that is completed within the
registration pages which contain these fields. If no information is entered on these pages the
fields on the Geo Codes page will not be auto-populated.

If a value entered for a location control is not in the place LOV (such as rural areas where the
place name is a village or is unincorporated), there would be no code assigned by the system.
In cases like this, the user should manually enter the valid code in the necessary fields.

0 itis important to review all system filled entries and enter any missing codes. Incomplete
addresses will trigger error messages and prevent Geo-Coding.

Once codes have been verified and/or entered, select the Save button to save all GIS
information for the death registration case.
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8.11 Multiple Race and Ethnicity (MRE)

DAVE™ contains MRE (Multiple Race and Ethnicity Codes) pages within the death and fetal
death registrations. The MRE page serves as a checklist of statistical data and is used to collect
and display data on race and hispanic origin . The MRE codes are provided by NCHS and the
State.

Death Registration - Decedent’s MRE

From the Death Registration Menu choose Other Links > Decedent’s MRE.

Hispanic Origin
Decedent of Hispanic Crigin (more than ane choice can be indicated).
Ma, Mot Spanish/Hispanici/Latino Yes, Cuban Unknown
# fes Mexican, Mexican American, Chicano Yes, other Spanish/Hispanic/Latina Refused
Yes, Puerto Rican Nat Cbtainable

Decedent's Hispanic Codes

Decedent's Hispanic Crigin Code Decedent’s Edited Hispanic Crigin Code

Race
Check one or more races to indicate what the decedent considered himself or herself to be.

4 White Filipino Other Asian (Specify) Other Pacific Islander
. ) ) . . (Specify)
Black, African American Japanese Native Hawaiian Other (Specify)
# American Indian or Alaska Korean Guamanian or
MNative \ Chamarro Refused
e —— - fietnamese Samoan Not Obtainable
Fort Mohz -
Asian Indian
Chinese

Decedent's Race Codes

Multiple Race Codes:

First Multiple Race Code
Second Multiple Race Code
Third Multiple Race Code
Faurth Multiple Race Code
Fifth Multiple Race Code
Sixth Multiple Race Code
Seventh Multiple Race Code
Eighth Multiple Race Code

Edited Race Codes:

First Edited Race Code
Second Edited Race Code
Third Edited Race Code
Fourth Edited Race Code
Fifth Edited Race Code
Sixth Edited Race Code
Seventh Edited Race Code
Eighth Edited Race Code

The selections in the Ancestry and Decedent’'s Race sections are system-filled based on
entries made on the Decedent Attributes page and are unavailable to edit.
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When the MRE load file is received from NCHS the MRE page will be updated with the
corresponding Hispanic and Race codes.

Users with the appropriate security permissions are able to view and edit the Multiple Race
and Ethnicity (MRE) load data including the Decedent's selected race(s), and the
corresponding race code(s).

Fetal Death Registration — Mother and Father’'s MRE

From the Death Registration Menu choose Other Links > Mother’s MRE or Father’s MRE.

Hispanic Origin (Check all that apply)

No, not /| Yes, Puerto Rican Yes, Other
Spanish/HispaniciLatina Spanish/MHispanic/Latina
Yes, Mexican, Mexican Yes, Cuban (e.g. Spainard, Salvadoran,
American, Chicana Columbian)

Unknown if

Spanish/MHispanic/Latina
Mother's Hispanic Codes
Mother Hispanic Origin Code Mother's Edited Hispanic Origin Code

Which one or more of the following is your race? (Check all that apply)

# White Japanese Guamanian or Chamaorro
Black or African American Korean Samoan
« American Indian or Alaska Vietnamese Other Pacific Islander
Mative (name of o o (specify)
enrollad/principal triba) Cther Asian (specify) Other (Specify)
~0Copan Indian Resen: Native Hawaiian Unknawn
b
Asian Indian
Chinese
Filipino

Mother's Race Codes

IMultiple Race Codes: Edited Race Codes:

First Multiple Race Code First Edited Race Code Bridge Code
Second Multiple Race Code Second Edited Race Code

Third Multiple Race Code Third Edited Race Caode

Fourth Multiple Race Code Fourth Edited Race Code

Fifth Multiple Race Code Fifth Edited Race Code

Sixth Multiple Race Code Sixth Edited Race Code

Seventh Multiple Race Code Seventh Edited Race Code

Eighth Multiple Race Code Eighth Edited Race Code

c e[
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Hispanic Origin (Check all that apply)

# Mo, not
Spanish/Hispanic/Latino
Yes, Mexican, Mexican
American, Chicano

Father's Hispanic Codes

Father Hispanic Crigin Code

White

Black or African American

American Indian or Alaska

Mative (name of
enrollediprincipal tribe)
Asian Indian

Chinese

Filipino

Father's Race Codes

Multiple Race Codes:

First Multiple Race Code
Second Mulliple Race Code
Third Multiple Race Code
Faurth Multiple Race Code
Fifth Multiple Race Code
Sixth Multiple Race Code
Seventh Multiple Race Code

Eighth Multiple Race Code

State of Arizona DAVE™ User Guide

Yas, Puerto Rican Yas, Other

Spanish/Hispanic/Lating
Yes, Cuban

Columbian)

Unknown if
Spanish/Hispanic/Latino

Father's Edited Hispanic Origin Code

Which one or more of the following is your race? (Check all that apply)

4 Japanesse Guamanian or Chamaorro
Korean # Samoan
“ietnamese (Other Pacific Islander
Other Asian ( - (specify)
her Asian (specify) ; e
\SPeciTy) Cther (Specify)
MNative Hawaiian Unknawn

Edited Race Codes:

First Edited Race Code
Second Edited Race Code
Third Edited Race Code

Bridge Code

Fourth Edited Race Code
Fitth Edited Race Code
Sixth Edited Race Code
Seventh Edited Race Code
Eighth Edited Race Code

(e.0. Spainard, Salvadoran,

The selections in the Ancestry and Decedent’'s Race sections are system-filled based on
entries made on the Mother and Father Attributes pages and are unavailable to edit.

When the MRE load file is received from NCHS the MRE page will be updated with the
corresponding Hispanic and Race codes.

Users with the appropriate security permissions are able to view and edit the Multiple Race
and Ethnicity (MRE) load data including the Decedent’'s selected race(s), and the
corresponding race code(s).
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8.12 Request Medical Certification

Request Medical Certification assigns the ownership of the Medical Information to the selected
medical facility.

O The Request Medical Certification link is available based on user security privileges
and is suppressed if the case already has a medical owner.

Steps to Request Medical Certification

1. From the Death Registration Menu select Other Links > Request Medical Certification

Comments
Refer to Medical Examiner
Relinquish Case

D

Transfer Case
Trade Calls

The Request Medical Certification page will display

Certifier Information
Certifier Name: R
Facility/Office Name:, & %

First Name:
Middle
Last

Ofice:

Message |pPlease complete the medical cerification for: Case Id: 407 - Bah Blah, Date
of Death: OCT-24-2016. Time of Death: https:ior-
vitalevents.hr.state orusiCVERS/

2. Select the Lookup icon 4 next to Certifier Name to access the Lookup Certifier page.

3. Enter in the Last and First Name of the certifier; if known. If not known a wildcard search
can be performed by entering at least two characters in the Last name field followed by the
percent sign (%).
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Lookup Certifier x

Last Name» | ph% First Mame

License Number Last Mame Suffix First Name Middle Name Street Number Street Name
L-197849 Physician Medical A 509 Main select

Total records : 1

4. From the Search Results List Select the link next to the correct Certifier.

® The list of certifiers available from the Certifier Lookup dialog box will be filtered to
include only those data providers that have been configured to sign death certificates and
are valid (i.e., current) users of the DAVE™ application.

Selection of a certifier will close the LOV search page and populate the certifier's name fields
on the Request Medical Certification page.

Certifier Information
Certifier Mame: y S %
Facility/Office Name:, & %

First Name: Medical
Middle A —

Last Physician

Message |Please complete the medical certification for: Case Id: 407 - Bah Blah, Date
of Death: OCT-24-2016. Time of Death: https:ffor-
vitalevents.hrstate orus/OVERS/

5. Select the Lookup icon 4 next to Faciity/Office Name to access the Lookup Medical
Facilities page.

6. Inthe Faclity Name field, if known, enter the full name of the facility and choose Search.
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If the full name of the Lookup Medical Facilities

facility is not known, enter

%, then select search to | Facility Names [fe search)
perform a wildcard search.

Facility Name Address City

Phoenix Medical Center 120 E Main N Street Phoenix  select
Saint Joseph's Hospital and Medical Center 350 W Thomas Road Phoenix  select
Saint Luke's Medical Center 1080 EVan Buren Street Phoenix  select

Total Records : 3

7. A list of available facilities will be returned. Select the Select link next to the correct
facility in the list.

Selecting a facility will close the LOV search page and populate the Office name in the
Certifier Information section of the Request Medical Certification page.

Certifier Information
Certifier Name: y & %
Facility/Office Name:)» =4 %

First Name: Medical
Middle A
Last Physician

COfice; FPhoenix Medical Cenfel |q—

Message |please complete the medical cerification for: Case Id: 407 - Bah Blah, Date
of Death: OCT-24-2016. Time of Death: https:ifor-
vitalevents.hrstate orus/OVERS/!

8. The Message text entry box is system-filled with information related to the case and the
request for medical certification. Additional information may be added if needed.

9. Once all items are completed select the Save button to save changes and forward the
request the selected certifier.

When Save is selected:

e The Request Medical Certification page refreshes with all fields disabled except the
Return button. This allows the user to review the message sent while simultaneously
preventing the user from inadvertently saving and sending a new message.

e An internal message and external email requesting medical certification are sent to the
physician and facility to which the request is being made.
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e The ownership of the Medical Information is assigned the medical facility to which the
request was selected to be sent.

e A status of “Medical Certification Requested” is assigned to the record.

i) Selecting Clear will clear all information that has been entered on the page.
Selecting Return will return the user to the last page they took action on.

8.13 Refer to Medical Examiner

In most jurisdictions, any death that is thought to be the result of an accident, suicide, homicide
or any death that occurred in a suspicious or unusual manner, must be referred to a medical
examiner (ME) . The Refer to Medical Examiner feature is used by funeral directors, medical
data providers, and vital record offices to refer such deaths to a medical examiner.

Additionally, DAVE™ edit rules check the cause of death entries for “referral” terms that may
require review by an ME. Referral terms are terms such as accident, trauma, fall, poisoning,
etc. When an edit rule fails due to the use of a referral term, an error message will be displayed
advising that the case should be referred to a medical examiner.

© Access to the Refer to Medical Examiner page is dependent upon user security
privileges.

From the Death Registration Menu, select Other Links > Refer to Medical Examiner.

Comments

Remove Certifier From © The Refer to Medical Examiner link will be hidden
Case from funeral home users and medical data providers if
AR P the case has a status of Registered or Dropped to

el R Paper.
Relinguish Case

Transfer Case

Walidate Registration

The Refer to Medical Examiner page will display and the County field will be pre-filled according
to the county listed on the Place of Death page.
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County Apache a

Office ST

Message |Please review Case Id: 402 - Anexample Deathrecord, Date of Death: OCT-
24-2016 referred by Ofice Of Vital Records. Time of Death: hitps:far-
vitalevents.hr.state orus/OVERS/

Select the LOV lookup tool 4 to search for the medical examiner office.

1. In the Faclity Name field, enter the full name of the facility, if known, and select the Search

button. —
Lookup Office

If the full name of the N .
facility is not known, Facility Name» [fp% l

enter at least two
letters followed by
the 9%, then select
search to perform a

wildcard search. -
Cancel

Facility Name Address City
Apache County Medical Examiner's Office 321 Quincy Street Burnside select

Total Records : 1

2. A list of available facilities will be returned. Select the Select link next to the correct facility
in the list.

The selection system-fills the office selected on the Refer to Medical Examiner page.

County Apache a

Office  » | Apache County Medical Examiner's Al %

Message |Please review Case Id: 402 - Anexample Deathrecord, Date of Death: OCT-
24-2018 referred by Office Of Vital Records. Time of Death: hitps:ifor-
vitalevents.hrstate orus/OVERS/

The message displayed is system filled and contains information related to the case being
referred. The user making the referral may add additinonal information if needed.

Once all items are completed, selecting Save will:
e Assign a Referred to ME and ME Review Required status to the case.

¢ Send an internal message and external email to the selected Medical Examiner office.
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e Disable all fields on the Refer to Medical Examiner page to prevent a duplicate
message from being sent.

[i] Selecting Clear will clear all information that has been entered on the page.
Selecting Return will return the user to the last page they took action on.

8.14 ME Review Case

The ME Review Case page is used by the Medical Examiner to Accept or Decline ownership
of the referred death record.

Comments

Print Forms
Validate Registration

1. From the Death Registration Menu select Other Links > ME Review Case.

On the ME Review Case Page, the Referral Action and ME Case Number are marked with red
arrows * indicating required fields.

2. Make a selection from the Referral Action dropdown and enter an ME Case Number.

Referral Action v

ME Case Number,
IVlessage

Referral Actions

Accept Referral is used when the ME decides to take ownership of the medical information.
If Accept Referral is selected from the Referral Action dropdown, selecting the Save button
results in the following:

e An Under ME Review status is assigned to the case.

e DAVE™ prevents updates to the medical information by the original medical owner by
assigning medical ownership to the ME user.

¢ If the case has a Certified status, the status will be changed to Uncertified.
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o If the current user is a medical examiner, the certifier and pronouncer information
(name, license number address, etc.) will be replaced with the corresponding values
for the current ME user.

e |If the current user is a medical examiner office user but not a medical examiner, the
certifier and pronouncer information (name, license number address, etc) will be set to
null or blank.

e Upon successful certification, DAVE™ will remove the Under ME Review and the ME
Review Required Work Queue statuses.

e The Medical Examiner facility now owns the Medical Information of the death record
and can edit the medical pages and certify the cause and manner of death. See section
4.6 — Death medical Information Pages for more nformation.

Decline Referral is used to refuse ownership or control of a record. If Decline Referral is
selected from the Referral Action dropdown, selecting the Save button will result in the
following:

e The case will be assigned a Referral Declined status.
e The ME Review Required Work Queue status will be removed.

o If the registration has a Hold special status, the work queue status ME Review
Complete will be added.

Pending is used when the ME determines that additional discussion is needed with the
referring party before making a determination on the case or when the cause of death is
incomplete. If Pending is selected from the Referral Action dropdown list, selecting the Save
button will result in the following:

e The case will be assigned an Under ME Review status.

e The ME/Coroner will indicate in the comment the reason the case has been assigned
a pending status. Once the ME/Coroner has consulted with the certifier, the ME will
update the Pending status.

¢ Medical ownership of the case will not change

e The medical information is not locked, however the case cannot be certified until the
Pending status is changed to Accept Referral or Decline Referral which removes the
Under ME Review Status.

Take Control of Case is used when the ME is not the medical owner of the case, but
determines that the case falls under ME jurisdiction. Once the ME user accepts or “takes
control of a case,” then he/she is responsible for completing and certifying the medical
information. If Take Control of Case is selected from the Referral Action dropdown, selecting
the Save button will result in the following:

¢ The Under ME Review status will be assigned to the case.
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e The DAVE™ application will prevent updates to the medical information section by
changing the ownership of the case to the ME user.

e The certifier information (name, license number address, etc.) will be replaced with the
corresponding values for the current ME user.

e A status of Uncertified will be assigned to the case if the registration was previously
certified.

¢ When the ME certifies the record, the following ME Referral statuses will be removed:
Under ME Review and the ME Review Required Work Queue.

¢ The medical information section will be set to null and the original medical information
will be stored in event history.

Overall, when the Save button is selected, DAVE™ sends messages to update the referring
party, medical owner, and personal owner of the record as to the Referral Action taken on the
record:

e Aninternal message is sent to the medical owner of the case (all users of the office
associated to the medical owner office will be able to see the message).

¢ Aninternal message is sent to the personal owner of the case (all users of the office
associated to the personal owner office will be able to see the message).

e Aninternal message is sent to the user who referred the case if the user is not
associated with personal owner office or medical owner office.

¢ An external message is sent to the user that referred the case.

8.15 Nosology

Nosology is the science of classifying diseases. It is used extensively in public health to allow
epidemiological studies of public health issues. Analysis of death certificates requires the
coding of causes of death. Each cause or condition listed in the cause of death section of the
death certificate is assigned an International Classification of Diseases (ICD) code.
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In the DAVE™ application, these codes are displayed on the Nosology page.

Amendments

Assign Status

Attachments

Birth Dieath Linkage
Comments
Correspondence
Cremation Clearance
Event and [ssuance History
Geo Codes

Decedent's MRE

Print Fnrfns

From the Death Registration Menu, select Other Links > Nosology.

The Nosology page displays. If no data is present, the fields may be completed manually.

Manual UCOD
ICD Codes
Approximate Interval
Cause of Death Onset to Death
Line a Heart attack 2 hours
Line b
Line c
Line d

Other significant conditions
Entity AXIS Code

Line a
Line b
Line ¢
Line d

Other significant conditions

ACME UCOD

Record AXIS Code

Occupation & Industry
Occupation Code=none= Industry Code=<none=

SuperMicar Extract Date: Mone

| vaiiaate page Jll Ciear [l save
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The Nosology page will typically be system-filled by the NCHS Transax load. However, all
fields can be manually edited if needed.

To complete the Nosology page, enter valid ICD codes in the ICD Codes tab. When all changes
and/or entries are complete, select the Save button to record the values entered.

8.16 Order Certified Copies

Part of the service a funeral home provides is obtaining certified copies of death and fetal death
certificates for the decedent’s family. Funeral home users can use the DAVE™ order
processing module to electronically submit a request for certified copies for cases for which
they are responsible.

© Access to the Order Certified Copies page is restricted based on user security
privileges and is only available to Funeral Home users.

There are four Order Processing pages that must be completed for a funeral home to submit
an order: Applicant, Services, Payments, Summary.

Order Processing Menu

Applicant
Semnices
Payments
Summary

Refer to Order Processing section 10 for detailed instructions on completing these pages.

8.17 Print Forms

The Print Forms page within DAVE™ allows users to print
registration-related documents such as working copies, vault

Assign Status copies etc

Birth Death Link L
' el From within the Death or Fetal Death record select Other

Comments . . .

Correspondence Links > Print Forms to access the Print Forms page.

Event and Issuance History

Geo Codes O Access to the various print forms is determined by
—ErEial e RE both user security setup and the statuses assigned to the
Sl registration.

Refer to Medical Examiner
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Below are examples of some of the types of print forms that may be available. Disabled links
are accompanied by a message explaining why the corresponding form is not available for
printing.

Cannot be printed if case does not have a registered” status or if case has been dropped to paper.
Must be either Signed or Cerified or Pronounced.
Cannot be printed unless event has a registered’ status.
Number Paper Document
Cannot be printed unless event has a registered’ status.

Working Copy

Selecting an available print form, such as the Working Copy displayed in this example, will
launch the File Download window. Select Open to launch the pdf.

ES

File Download |

Do you want to open or save this file?

Ei: Mame: DispositionPermit,pdf
Type: Adobe Acrobat Document

From: bwdwddavewebdl

Open ] [ Save ] [ Cancel

8.18 Relinquish Case

Relinquish Case is used to surrender control of a case so that another facility may assume
ownership. For example, if two family members start services for the same decedent at
different funeral homes, the funeral home that owns the record would need to relinquish
ownership of the Personal Information to allow the correct funeral home to access to the record.
(Transfer Case may also be used to accomplish this same task. See Section 8.18— Transfer
Case for more information.)

Steps to Relinquish Case
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1. From the Registration Menu select Other Links > Relinquish Case.

Birth Death Linkage
Comments

Frint Forms

Fefer to Medical Examiner

Transfer Case '{b

Trade Calls
Yalidate Registration

2. On the Relinquish Case page, select OK to surrender ownership, or Cancel to retain
ownership of the record.

Relinquish Case x
Oncethis case has been relinquished, you will no longer be able to access this case. Press OK to proceed. Cancel to retain

ownership.

Once Ownership is relinquished the user will be returned to the DAVE™ homepage and will
no longer have access to that particular registration.

8.19 Transfer Case

From time to time, it may be necessary for a facility such as a Funeral Home or Hospital to
transfer their ownership of a case to another similar facility. For example, if the decedent had
multiple survivors, and burial arrangements were inadvertently made at multiple sites, one of
those sites might need to transfer ownership of the case. Once the case is transferred,
ownership is changed and any actions the previous owner took within the record is retained in
Event and Issuance History.

© The Transfer Case link is disabled on records with a status of Registered.

Steps to Transfer Case

1. Select Other Links > Transfer Case.
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Comments
Refer to Medical Examiner
Relinquish Case

Request Medical
Certification

ansrer L.ase

Trade Calls

2. The Transfer Case presents two options: Transfer Personal Ownership To and Transfer
Medical Ownership To. The user type determines which transfer checkbox is enabled. For
example, a funeral director may only transfer personal ownership while a medical certifier
may only transfer medical ownership.

If the owner is the personal owner only The Transfer Medical Ownership field will be disabled.
If the owner is the medical owner only The Transfer Personal Ownership field will be disabled.
If the owner is both the personal and medical owner Both Transfer fields will be enabled.

If the user is a state office user The Transfer Personal Ownership and Transfer Medical

Ownership links will be enabled based on whether the
case has an existing Personal or Medical Owner.

Regardless of the type of ownership being transferred the steps are the same. In the example
steps below we will transfer personal ownership.

3. To transfer ownership, place a checkmark in the box next to the ownership type to be
transferred.

m- #| Transfer Personal Ownership To:
Samaritan Funeral Home Q E

Transfer Medical Ownership To:
QU
IVlessage

The following case has been transferred to your facility: Case Id: 1229 -
Transfer Me, Date of Death: DEC-21-2016 transferred by Samaritan Funeral
Home.

4. Selectthe LOV lookup tool “{ associated with the type of ownership to be transferred. The
Lookup office to transfer window is displayed.
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5. In the Faclity Name field, enter the full name of the facility, if known, and select the Search

button.
If the fu" name Of the %Lool-r.upofﬁcetotransferpersonalownershl'pto X
facility is not known, enter
at least the first two Facility Name» | wh% @

letters followed by the
%, then select search to
perform a wildcard search

Facility Name Address City
Whitney & Murphy Funeral Home 4800 Indian School Road Phoenix select

Total Records : 1

6. Alist of available facilities will be returned. Select the Select link next to the correct facility
in the list.

7. The selection system-fills the funeral home name on the Transfer Case page.

#| Transfer Personal Ownership To:

‘Whitney & Murphy Funeral Home ‘_& §

Transfer Medical Ownership Ta:
LY
Message

The following case has been transferred to your facility: Case Id: 1220 -
Transfer Me, Date of Death: DEC-21-2016 transferred by Samaritan Funeral
Home.

8. The Message text entry box is pre-filled with information relevant to the case being
transferred. Additional information may be added if needed.

9. Once all items are completed select the Save to transfer the case. Once transferred the
user will be returned to the home page and will no longer have access to the record.

When Save is selected:

e Ownership of the Personal or Medical Information is transferred from the facility that
performed the transfer to the facility selected.

e Aninternal message will be sent to the facility to which the record has been transferred
to.

e If the office is receiving ownership of the personal information:

On the Disposition page, the funeral home office and address will be system-filled with the
office name and address of the office selected.

On the Disposition page the funeral director information will be cleared.
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If the record was signed, the signed status will be removed and the date signed will be cleared.
e If the office is receiving ownership of the medical information:
On the Certifier page the certifier name will be cleared.

On the Certifer page the certifier address will be system-filled with the address of the office
selected to receive the transfer.

If the record was certified, the certified status will be removed and the date certified will be
cleared.

i Selecting Clear will clear all information that has been entered on the page.
Selecting Return will return the user to the last page they took action on.

8.20 Trade Calls

A trade call occurs when one funeral home acts as a broker for another funeral home,
frequently one that is out of state.

The Trade Calls page in the DAVE™ application supports the trade calls practice by allowing
dual ownership of death records. Users from either funeral home will be granted the same

security access to the case with the exception of the funeral director and funeral home fields
located on the Disposition page.

L] The ability to select the Trade Calls link is based on user security privileges and is
generally restricted to Funeral Directors only.

The Trade Call link is disabled when the record has a status of signed.

Key points concerning the Trade Calls page:

e The funeral home responsible for Disposition should start the record in DAVE™
and initiate the Trade Call.

e The funeral home on the Trade Calls page cannot change the funeral home listed
on the Disposition page.
Steps to Set-up the Trade Call

1. From the Death Registration Menu select Other Links > Trade Calls.
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Comments

Refer to Medical Examiner
Relinquish Case

Transfer Case

Trade Calls

The Trade Calls page displays.

Funeral Home

Business Registration Number Lookup C{, g
Fre Strest Post Apt#,
Street Mumber Directional Street Mame or PO Box, Rural Route, etc. Designator Directional Suite # etc
L - v

City or Town State Country Zip Code

Funeral Director

License Mumber Loakup
a SN

First Middle Last Suffix

Y W o—

2. Select the Lookup icon 4 next to the Funeral Home Lookup field to launch the
Lookup Funeral Home window.

3. In the Faclity Name field enter the full name of the facility, if known, and select the
Search button.

If the full name of the

. ) . Lookup Funeral Home x
facility is not known, "
enter the first two Facility Name» [sa% | m
letters, a percent
sign (%), then Facility Name Address City
select sear(_:h to Samaritan Funeral Home 1505 E McDowell Road Phoenix select
perform a W|Idcard San Tan Mountain View Funeral Home 21809 S Ellsworth Road Queen Creek select
SearCh' Total Records : 2

4. A list of available facilities will be returned. Select the Select link next to the correct
facility in the list.
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The selected funeral home information will be auto-populated on the Trade Calls page.

Funeral Home on Certificate

Business Reqistration Number Loakup C{, &
AA-2343 Samaritan Funeral
Pra Street Post Apt#,
Street Number Directional Street Name or PO Box, Rural Route, ete. Designator Directional Suite # etc
1505 E McDowell Road A v
City or Town State Country Zip Code
Phoen Arizona United States 85006
Funeral Director
License Number Lookup
Al U
First Middle Last Suffix

5. Select the Lookup icon “4 next to Funeral Director Lookup to access the Search
Funeral Directors page.

6. Enter in the Last and First Name of the certifier; if known. If not known a wildcard
search can be performed by entering at least two characters in the Last hame field
followed by %.

Search Funeral Directors x
-
Last Name» |Hi% | FirstName m
. secroane MO0 S
123456 Director Afuneral select
13213213 Director Alfred select
AZ-B6T5 Director Boris select
FD-3552 Director Funeral Home select
FD78585 Director Sraviuneral select
AZ-5858 Directar Unassociated None select
FD873774 Director3 Funeral select

Total Records : 7

Mv

7. From the Search Results List select the link next to the correct Funeral Director.
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The selected funeral director information will be populated on the trade calls page.

Funeral Home on Certificate

Business Registration Number Lookup Q. E
AA-2343 Samaritan Funeral
Fre Strest Post Apt#

Street Number Directional Street Name or PO Box, Rural Route, et Designator Directional Suite #efc
1505 E ~ McDowell Roa - v
City or Town State Country Zip Code

Phoen Arizona United States 85006
Funeral Director
License Number Lookup O
123456 Afuneral Director Lh
First Middle Last Suffix
Afuneral Director

® |f either the Funeral Director or Funeral Home are out-of-state, the information can be
manually keyed rather than selected using the “& lookup tool.

To complete the Trade Calls page, select Save to save changes and complete the trade. If
both funeral homes use DAVE, they will now share ownership of the personal information.
Allowing both funerl homws to have access to work on the record.

i Selecting Clear will clear all information that has been entered on the page.
Selecting Return will return the user to the last page they took action on.

8.21 Switch User

Many processes performed in the registration and issuance of vital events requires
participation by multiple individuals with different roles and security privileges. In order to make
the processes more efficient, DAVE™ shall provide the ability to allow users to switch users
without exiting the application.
Examples of user accounts that are commonly switched are as follows:

* Funeral home clerk to funeral home user and vice versa

* Medical facility clerk to medical certifier and vice versa

* Order processing clerk to order processing supervisor

* Amendment clerk to amendment supervisor

From the Other Links sub-menu, select the Switch User link.
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Comments

Refer to Medical Examiner
Relinquish Case

Transfer Case

Trade Calls

Switch User

The Switch User login page displays.

= x

User Mame:

Passwaord:

o oo

The user temporarily signing in will enter their user name and password. If the user name and
password are valid, DAVE™ will switch the login to that of the new user while remaining on the
same page as the previous user.

© The user being switched to must be a user who is associated to the same office as the
current user.

Exceptions to the information and page that displays after a switch occurs:

1. If the user being switched to is not associated to the same office as the current user an
eror shall be displayed: “Switch to user must be in the same office as current user.”

2. If the user being switched to does not have the required security access to view the same
registration, an error shall be displayed: “Switch user is unable to load this registration as
you do not have permission to access it.”

3. If the user being switched to does not have the required security access to view the same
order, an error shall be displayed: “Switch user is unable to load this order as you do not
have permission to access it."
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4. If the user being switched to does not have the required security access to view the
currently displayed registration page the following pages will be displayed instead:

Death Decedent Page

Fetal Death Fetus

5. If the account of the user being switched to has expired, an error shall be displayed:
“Cannot switch users. Password has expired or requires changing.”

9. Registrar Information

9.1 Identifiers

The ldentifiers page is used to store and display registration-related information accessible
only at the state level. Some fields on the page may be system-filled as the case is processed
and registered in DAVE™. Some fields may be edited manually.

|dentifiers

From the Registrar sub-menu select the Identifiers page:

Death Identifiers Page

Record Source v| Paper v

State File Number File Date C
Out of State Death Out-of-State File Number

NCHS Extract Date [T% SSA Extract Date (=)
Interstate Exchange Extract Date C Interstate Roster Extract Date C
Interstate Exchange Print Date : Super-MICAR Extract Date C
STEVE Extract Date |

Refresh Report Extract Date C Re-enable Drop to Paper

Local Registrar

Lacal Registration Number

Lacal Registration Cffice | Maricopa County Vital Records 16th St Phoenix v

Disposition Permit

Date Disposition Permit Printed C Number of Permits Printed

Dispositian Permit Number

Birth Linkage

State File Number Qut-of-State File Number Date of Birth C
ﬁ‘ Birth State Birth Country
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Fetal Death Identifiers Page

Record Source » | Paper v

State File Number File Date :'

Out of State Fetal Death Cut of State File Number

NCHS Extract Date (=

Interstate Exchange Extract Date ':' Interstate Exchange Print Date :
_

STEVE Extract Date

Refresh Report Extract Date
—_—

Disposition Permit
Date Disposition Permit Printed [ Number of Permits Printed

Disposition Permit Number

Shared Identifier Page Fields

Record Source is set when a case is started in DAVE™. A Record Source of Paper indicates
that the State or County office completed the record from a piece of paper received. A Record
Source of Electronic indicates that a funeral home, medical facility, or medical examiner started
the record and it was completed electronically.

State File Number and File Date are automatically assigned and system-filled once a case
has been registered. These items are typically automatically completed, but user's with
appropriate security privileges assigned can edit these fields.

The Out of State Death or Out of State Fetal Death checkbox and Out of State File Number
are selected and completed when the record is an Out of State Record. These items are
typically automatically completed, but user’s with appropriate security privileges assigned can
edit these fields.

The folllowing items are system-filled when the record information is pulled and included in any
of the related extract jobs: NCHS Extract Date, SSA Extract Date, Interstate Exchange
Extract Date, STEVE Extract Date, Refresh Report Extract Date.

The Interstate Exchange Printe Date is system-filled when an Interstate Exchange record
has been printed for the selected case.

Date Disposition Permit Printed is system-filled with the date the permit is printed. Number
of Permits Printed is system-filled and indictaes the number of disposition permits printed.
Disposition Permit Number is system-filled and indicates the number assigned to the permit.
These items are typically system-filled, but users with appropriate security privileges can edit
these fields.

Identifier Page Fields Related to Death Only

The folllowing items are system-filled when the record information is pulled and included in any
of the related extract jobs: Super-Micar Extract Date, Insterstate Roster Extract Date.
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The Local Registration Number may be entered manually or system-filled. The Local
Registration Office is system-filled with the County associated to the place of death listed on
the record.

The Birth Linkage section contains fields for recording data and information in regards to a
matched birth record. The State File Number is the number associated to the matched birth
certificate, and is only system-filled if the matched record occurred in-state. The Out of
State File Number is the state file number assigned to the matched birth record and is only
system-filled if the matched record is out-of-state. Date of Birth displays the date listed on
the matched birth record. Birth State and Birth Country display the state and country found
on the matched birth record. These items are typically system-filled but users with
appropriate security privileges may edit these fields.

9.2 Amendment List

The Amendment List page is informational and allows a user to review any amendments
associated with the record.

® The ability to select the Amendment List link is based on user security privileges.

From the Registrar sub-menu select the Amendment List
page link:

|dentifiars
Amendment List ‘/

If no Amendments are currently associated to the record, the Amendment List page will appear
blank.

vewsnrsnen e

® The New Amendment button may be selected to start a New Amendment associated
to the record. Please see section 8.1 Amendments for more information in regards to the
Amendments process.

If amendments exist for the record, the Amendment List page will display them in a grid view.
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ﬁlmenclmem ﬁirsotcoer;stsing Amendment Type gg::eeivecl E:jtzggglpleted ! Amendment Status ;)rtler
93 History Correction (Funeral Home) - Death SE,%"S' Pending
04 Histary Carrection [r--leclicaI.C.ertiﬂer. Tribal Law DEC-15- Keyed IZ.Re_quires
! Enforcement Authority) - Death 2016 Affirmation)
254 History Amendment (State/County) - Death 5)5%—22— géigg PS” Complete

(e

The Amendment Id and Processing History columns contain links that, when selected, take the
user into the specific amendment to continue processing or review the items amended.

10. Order Processing

Vital Records are the legal documents which preserve information about the vital events of
people in our society. The issuance of certified copies of vital event records, primarily birth
and death, is an integral part of the services provided by a Vital Records agency. Certified
copies of vital records are used for legal and administrative purposes. Most jurisdictions
require the completion of an application, which serves several purposes, for each certificate
requested.

The order application is used to locate the certificate, to verify the applicant’s eligibility, and
to detect and prevent fraud. Fraudulent requests for vital records are often not discovered
immediately; therefore it is necessary to retain applications permanently or for an extended
period of time. As a result, DAVE™ retains all application information provided by the
customer including information related to the certificate requested.

The Order Processing pages are used to process and track customer orders for certified
copies of vital records. Users with the appropriate security privileges will be able to enter
customer orders (including payments), search for events, or print and issue certificates.

Order Processing information is distributed across several pages in DAVE™, beginning with
Applicant and continuing to Match Events, Services, Payments, Order Summary, and
Issuance History.

Later sections will cover accounting, which includes the processing of the payment part of
orders, balancing a cash drawer, and reconciling the day’s transactions.

10.1 Process a New Order

From the Main Menu select Order Processing and then select New.
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Oifice OF Vital Records Welcome back: azadmin

Forms Table Maintenance Help

Order Processing Life Events Queues Accounting Reports Jobs
Th E - Department of Health Services - Bureau of Vital Records
Forl search ¢ Contact: 602-364-2230
Death Fast Order
UPS Manifest

10.2 Applicant

The Applicant page will be displayed.

. G 1D Type: Cther: || Expedite
Applicant poroon  Organization M Crder
Name
» First i bLast
Prefix Middle Suix Fraud Suspect? [
Address
Fre Street Post
Street Number Directional Strest Mame Designator Directional Apartment Number
v - v
City or Town State Country Zip Code

United States

Contact Information
Aftention:
Phone Number: | _ - Alternate Number: - Fax Number: -

Email:

Shipping Information Same as Applicant? [«

I En

The Applicant page is used to gather information on the person requesting the service.
Complete as much information about the applicant as is known.

© If the user is an external user and has accessed the order processing module via the
Order Certified Copies feature, the applicant page will be system-filled with the office the
user selected at login.

The applicant can be either an Organization or a Person. From the two radio buttons at the
top of the Applicant page, select which Applicant type will be ordering.
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Organization as an Applicant

For Hospitals, Government Offices, and/or other Vital Records partners requesting certified
copies of records and other services, choose the Organization radio button on the Applicant

page. Doing so reveals the required ® Organization Name field.

Applicant. » © Person @ Organizaion 15 Type: | Alternate ID [=] Other: [C] Expedite Order

Organization
Name:» Q%

1. Select the LOV Lookup tool “ to access the Facility lookup page. The Lookup
Organization pop-up will be displayed.

Lookup Organization x
Facility Name» | bak%
Facility Name Address City /
Baker Funeral Home Ltd 2008 N Broad Street Philadelphia select
Baker-Harris Funeral Chapel 229-231 First Street Conemaugh select

Total records : 2

2. Enter the name of the facility if known. If unknown, enter at least one letter followed by
the wildcard % symbol. Select the Search button to display a list of facilities. Click the
select link adjacent to the desired facility.

3. Once selected, the Facility information populates the Organization Name and Address
fields on the Applicant page. Select Save to save changes.

Parzon '@ Drganization

Applicant: * D Type: | Alternate ID :v Orthar Expedite Order
Crrganization ‘,’
Hame:s 4%
Address

Pre Straed Past
Street Mumber Directional Street Name Desigmator Directipnal Apartment Mumber

1 w

City or Town State Coouantry Zip Code

O ifthe Organization is not found in the list, the Organization Name and Address can be
manually entered on the screen.
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Person as an Applicant

For applicants that are individuals and not associated to an Organization select the Person
radio button as the Applicant type. Doing so reveals the required ® First and Last Name
fields for manual entry.

1D Type: Cther: Expedite

. .
1 o
Applicants peroon  organization v Order

Name

Prefix  » First Middle » Last Suffix
: . Fraud Suspect?

O The only required fields on the Applicant page, when Person is selected as the
Applicant, are the First and Last Name fields. However, the more information provided,
the easier it will be to contact the customer if follow-up is needed

Remaining Applicant Page Items

Id Type - Displays a list of standard forms of identification that are acceptable when
requesting vital event records.

Expedite Order - The Expedite Order checkbox is used to flag a rush order. The order is
placed in the Issuance Queue with all other orders, but when the Priority filter is used, only
those marked as Expedite Order are returned. The order approval and completion process
for expedited orders takes priority over other orders within the Issuance Queue.

Fraud Suspect — If the applicant is found to be suspect of fraud, this checkbox can be
selected. This triggers a fraud suspect validation rule on this and any subsequent orders the
applicant submits.

Address - This is the address information of the applicant.

Contact Information - This is the contact information of the applicant. If the applicant is an
organization and the organization is selected from the LOV, this information will be system
filled from the organization information stored in DAVE™.

Shipping Information Same as Applicant - DAVE™ is set to automatically select this
checkbox which assumes that the shipping address will be the same as the applicants
address. If the shipping address differs from the applicant address, uncheck this selection
and the page will display a section in which to collect shipping address information.
Additional contact information is also made available to collect if needed.
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Shipping Information Same as Applicant?

Shipping Information

Name
Prefix  »First Middle » Last Sufiix
Address
Fre Street Post
Street Number Directional Street Name Designator Directional Apartment Number
r - T
City ar Town State Country Zip Code

United States

Contact Information
Attention:
Phone Number: [ - Alternate Number: |~ - Fax Number: |__ -

Email:

Once the Applicant page is complete, choose a havigation button at the bottom of the page:

Most often selection of the Next button will be used to save what has been entered and proceed
to the next page.

Other options include selection of: the Clear button to clear all entries, the Save button to save
changes without leaving the page.

Upon selection of Save or Next the Order will:

o Be assigned a unique order number is assigned consisting of a four digit year + two
digit month + five digit sequential number (i.e., 20100600032). The system-assigned
order number is displayed at the top of all order processing pages at the top of the
Order Status Bar.

20170300079 :Anexample Order Applicant

e Be initially validated and assigned Order and Issuance statuses of Invalid and
Incomplete. The Order and Issuance statuses will be displayed in the Order Processing
Status bar, just under the Order Number and Applicant Name.

20170300079 :Anexample Order Applicant

[Order Invalid/incomplete/Mo Services

o Display the Order Processing menu. The Order Processing Menu leads the user
through the pages necessary to process an order.
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Order Processing Menu

Applicant
Watch Events
Summary
Validate Order
Assign Status
Aftachments
Switch User

e Display the Match Events page.

20170300079 :Anexample Order Applicant
Applicant [Order Invalid/incomplete/No Services
Match Events
Summary
Validate Order
Assign Status

Events Requested

Aftachments Eligibility
Switch User Event Type: v | Birth r
Applicant Relationship: » ¥ | Other Specify:

Event Search [g

File Number: Year. ¥ Number: [«

Registrant  First: |« Middle: |« Last: <
Mother First: |« Middle: [« Maiden Last |«
IMather First: [+ Middle: |« Current Last. |+
Father First:  [# Middle: [« Last: i
Date of Birth Start: (@ [ End: @ =

Gender: ¥ ¥ | Place of Event City: |+ Place of Event County |+

MNumber of rows to be returned: | 200

oo Jrewiren (=

10.3 Match Events

The Match Events page has three sections, Events Requested, Eligibility, and Event Search.

Events Requested: Initially, the Events Requested section is empty. It will be populated after
the Eligibility and Event Search sections are complete and search performed.

Eligibility: The Eligibility section is used to determine the Event type and Applicant
Relationship. Based on these two items, the applicant’s eligibility to receive the service(s)
requested can be determined.

Y It is important to select the Event Type before choosing an Applicant Relationship. The
Event Type affects the values available for selection within the Applicant Relationship
dropdown.

Event Search: The Event Search section offers a number of fields that can be used to locate
the record for which service is being ordered.

10.3.1.1 Eligibility and Event Search
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First, select the Event Type as this determines what Applicant Relationship types and
what Event Search fields are available.

Next, select the Applicant Relationship type from the LOV.

Enter all information available for the Event Search fields.

© 1t is best to enter all information provided from the applicant regarding the Event
Search items. Each Order becomes a historical record of the complete application
submitted for services. If follow-up is needed, the more information available the better.

Once Event Search fields are completed, select or de-select the checkboxes next to each
field which contains an entry.

a. Selecting a checkbox will include that item in the system performed Search for the
record.

b. De-selecting a checkbox will excluded that item in the system performed Search
for the record.

DAVE™ only looks for matches on elements selected with a checkmark. If text is entered
in a field, but the checkbox next to the field is not selected, the field will not be included in
the search.

® Itis not necessary to deselect checkboxes for any field left blank. If a field is left blank,
it is not used in the search.

Once the Event Search information is complete, choose from the Event Search
navigation button at the bottom of the page:

s i

Most often selection of the Search button will be used to search, using the selected Event
Search items, within the Event Type selected.

Other options include selection of: the Soundex button to search for names that sound
like those entered, the New Event button is used to add an additional Event Request to
the Order.

Once the Search is performed, the Match Event page expands, below the Event Search
section, to display the Select Matching Event section.

DAVE“ March 2017
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Select Date of Event SFN Registrant Name Place of Event
No Matching Event
Legacy Record
® Preview JAN-19-2017 Deathrecord, Anew Maricopa
Preview QCT-24-2016 Deathrecord, Anexample Maricopa

Total Records : 2

File Number: File Date:

Case ld: 2202 Medical Record Number: ME Case Number:
Decedent's Name: Anew Deathrecord Date of Death: JAN-19-2017
Spouse's Name: Marital Status:

Sex: Male Date of Birth: JAMN-19-1980 SSN:

City or Town of Death: County: Maricopa

Place of Death:

Residence: Arizona, United States

Mother's Maiden Name:

Funeral Director:

Funeral Home:

Medical Certifier:

Date Entered: JAM-19-2017 Last Update Made By: “etanother Superuser
Status: /MNew EventNew EventMot RegisteredNAMNAMNA

Within the newly displayed Select Matching Event section, the potential matching records
are listed with Preview links beside them. Selecting a radio button, or the preview link,
next to a listed potential match will display the Preview page. The Preview page contains
details about the record selected and can be compared to the Event Search items
entered, to ensure a correct match is found.

10.3.1.2 Select Matching Event

The Select Matching Event pane displays the search results

The No Matching Event and the Legacy Record rows are displayed at the top of the Select
Matching Event search results table.

No Matching Event should be selected if no results are returned or if none of the matches are
the desired record.

Legacy Record should be selected if it is known that the case is on file within the jurisdiction,
but is not in the DAVE™ database. These cases are usually on paper or other non-electronic
media only.
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® The following event types are excluded from the search results list within the Select
Matching Event page: Out-of-state, Voided, and Abandoned.

Selecting a Match

If a correct match is found within the search results list, select the radio button next to the

match.
Select Date of Event SFN Registrant Name Place of Event
Mo Matching Event
Legacy Record
* Preview FEB-09-2017 Deathrecord, Anew Maricopa
Preview JAN-05-2017 Deathrecord, Anexample Iaricopa
Preview JUN-14-2017 Deathrecord, James Maricopa

Total Records : 3

Right below the Select Match Event pane in the Images pane. The Images pane will display
any images that exist for the selected Matched Event. If no images exist then the Images
page will only list the Issue from electronic record selection.

Select Image Id MName Date of Event
Issue from electronic record

Total Records : 1

If an image, or images, exist for the selected Matched Event, the Images pane will list these
images.

Select Date of Event SFN Registrant Name Place of Event
Mo Maiching Event
Legacy Record
s Preview JUL-01-1248 102-1949-031116 CHARLEYX, ALVINX X NAVAIO
Total Records : 1
Select Image Id Name Date of Event

Issue from electronic record

4128550 CHARLEYX, X ALVINX Jul-01-1949

Total Records : 1

To issue from the electronic record and not the image, select the radial button next to the
Issue from electronic record option.
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Otherwise, select the radial button next to the listed Image.

Select Image Id Hame Date of Event

Issue from electronic record
4128550 CHARLEYX, X ALVINX Jul-01-1949

Total Records : 1

10.3.1.2.1 Edit Image Selection

Upon select of the radial button next to a listed image within the Images pane the Image
Editor control will be presented with the selected image displayed.
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10.3.1.2.2 Image Editing Controls

The Image Editor Controls are located across the top of the image editor.

Select: If more than one page of images are displayed, this tool allows you to select
an image from the left menu of the Image Editor tool.
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Magnify: The magnifying tool provides magnification of a selected area of the

=, image. Simply select the magnifying tool and hold the left mouse button down over
the area you wish to magnify.
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Crop: Selecting this tool will place a rectangle on the page which can be used to
crop the image. Simple adjust the size of the rectangle then double-click the left

mouse button to crop the image.
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Fit: Selecting this button will fit the full image to display on the screen if it is
displaying larger than the frame of the image editor itself.

Actual Size: Selecting this button will display the image at its actual size, which
may be larger than the frame of the image editor.

Zoom In or Zoom Out: These buttons allow you to zoom in and out on the

image.

Flip or Reverse: These buttons allow you to flip the image or reverse

(mirror) the image display.

Rotate: These buttons allow you to rotate the image counter-clockwise or

clockwise.

Invert: This button will invert the image to display in the negative colors of what is

currently displayed.

DAV!
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STATE OF ARIZONA BIRTH NO. 102-1989-067503
DEPARTMENT OF HEALTH SERVICES - VITAL RECGRDS SECTION
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Auto-Crop: This button will automatically crop off excess white space from the
select image.

Deskew: This button will automatically adjust the image, straightening it so it is not
slanting too far to the right or left.

Despeckle: This button will automatically remove spots and “speckles” from the
image.

Revert: This button will revert any changes made to the image.

Print: This button will allow you to print the image.

i Images printed from the within the Image Editor are not for issuance and will display
a Government Use Only watermark.

o Save: This button will save all changes made to the image and close out the image
editor.
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Close: This button will close the image editor without saving any updates made.

O Al changes made during the image editing process will be used to create and issue
the final Certified Copies. Please be sure to select the Save button to saveyour
changes before exiting from the image editor.

10.3.1.3 Save Matched Event

Once the Matched Event and Image are selected from the Select Matching Event and
Images pane, select the Save Match button.

The page will refresh and the Events Requested section, at the very top of the page, will now
display the event request information.

20170300079 :Anexample Order Applicant
fOrder Invalid/incomplete/No Services

Events Requested

Id First Middle Last Event Type

1 Anexample Deathrecord Death Save Cancel Preview
Eligibility

Event Type: » | Death r

Applicant Relationship:y | Government Agency v | Cther Specify:

Event Search [g

File Number:  Year: |« Number: [«

Registrant First: Anexample Middle: |« Last: #| | Deathrecord
Mother First: |« Middle: [« Maiden Last: #

Father First: |« Middle: |« Last: rd

Date of Death: Start: [« E End: L4 E

Date of Birth ~ Start: [« E End: Ld E

Gender. |+ w | Place of Event City. |+ Place of Event County |+

Number of rows to be returned: (200

0 e [ [ o
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If there are additional events to process within this order then, select the New Event button.
The Match Event page will refresh and the Eligibility and Match Event section will be open to
allow for an additional event to be searched for, matched to, and added to the Events
Requested. You can repeat this process as many times as is necessary to add all of the
requested events to the Order.

20170300079 :Anexample Order Applicant
1Order Invalid/incomplete/Mo Services

Events Requested

Id First Middle Last Event Type

1 Anexample Deathrecord Death Edit Preview
Eligibility

Event Type: v | Birth v

Applicant Relationship: ¥ | Other Specify:

Event Search [g

File Number: Year: [« Number: |+

Registrant  First. |+ Middle: |+ Last L
Mother First: [« Middle: [« Maiden Last: |«
Mother First: [« Middle: |« Current Last: |«
Father First: |« Middle: |« Last: v
Date of Birth  Start: |« E End: L4 il

Gender: |« v | Place of Event City: |+ Place of Event County |+

Mumber of rows to be returned: | 200
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© The saved Match Events within the Events Requested section can be updated if any
changes are needed.

Events Requested

Id First Middle Last Event Type
Anexample Deathrecord Death Edit Preview
2 Arecord Test Fetal death Edit Preview

From the Events Requested section on the Match Events page Select the Edit link next to the
requested event that needs to be updated. The Event Search section, with the information
originally entered, for the selected matched event will be displayed. This information can be
updated and a new search performed by selecting the Search button.

Events Requested

Id First Middle Last Event Type
Anexample Deathrecord Death Save Cancel Preview
2 Arecord Tast Fetal death Edit Preview
Eligibility
Event Type: » | Death T

Applicant Relationship:» | Government Agency v | Other Specify:

Event Search [@

File Number: ‘Year: [# Number: [«

Registrant First: Anexample Middle: [« Last: ¥ | Deathrecord
Mother First: |« Middle: |« Maiden Last: |«

Father First: & Middle: [« Last: '

Date of Death: Start & [I% End: v =

DateofBith  Start 8 End: @ =

Gender, |+ ¥ | Place of Event City; [+ Place of Event County |+

Mumber of rows to be returned: | 200

Y S po— NS, -

Upon Save, any changes made will be displayed in the Event Requested section.

If the event requested already has issuances associated to it then, a View link is
displayed rather than an Edit link. Changes cannot be made after issuances have already
been made for the event.

Once the Match Events page is complete, choose a navigation button at the bottom of the
page:

Most often selection of the Next button will be used to save what has been entered and
proceed to the next page.

Other options include selection of: the Previous button to return to the previous page worked
on, and the Return button to return to the previous page worked on.
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10.4 Services

Services requested by the applicant are entered on the Services page. Services refer to the
documentation or certified copies being requested by a customer.

20170300079 :Anexample Order Applicant

fOrder Invalid/incomplete/No Services

Applicant
Match Events
Services Source ) v Received Date [MAR-21-2017 | [ Fee Eflective Date |MAR-21-2017 | ([
Payments _' o
Summary 'Will this order be paid for by Credit Card?
“alidate Crder
Assign Status 1 MName: Anexample Deathrecord
Altachments Applicant Relationship to Registrant: Government Agency
il Currently there are no services for this event request. Please click Add Service to add a service.
Add Service

e e i

104.1 Add Services

Source: On the Services page, locate the Source dropdown. The source indicates how the
order was received.

Will this order be paid for by Credit Card? If customer is paying for the requested service
with a credit card, place a checkmark in the Will this order be paid for by Credit Card
checkbox.

Source | Malil [=] Received Date | MAY-16-2014 C Fee Effective Date | MAY-16-2014 C

Will this order be paid for by Credit Card? V] =

© if the Credit Card checkbox is checked by default and disabled, the user may be set
up to only allow this type of payment.

This determines if VitalChek fees and Shipping and Handling fees should be applied and
displayed on the Payments page. Additionally, this is used to include the credit card payment
option in the Add Payment dropdown on the Payments page

Received and Fee Effective Date: Use the Received Date field to enter the date the request
was received. The Fee Effective Date is the date on which the fees are to be applied and is
used to calculate the fees.

Both Received Date and Fee Effective Date are automatically populated with the current
day’s date when the page is opened

O These dates are security controlled. Not all users will be able to edit these dates.

If the order was received prior to the date it was entered, the Received Date should be
updated to reflect the actual date received. If the fee changed shortly after the order was
received, the Fee Effective Date should be changed to the date received. For example, if an
order received Dec-23-2010 was not entered until Jan-02-2011, and the fees increased by
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$5.00 per copy Jan-01-2011, then changing the Fee Effective Date to Dec-23-2010 would
allow the customer to be charged the fee effective on the date the order was received.

Add Service: Select the Add Service button to select the desired service for this record.

Source »|Mailln ¥|  Received Date [MAR-21-2017 |[{R) Fee Efective Date [MAR-21-2017 | [R)
‘Will this order be paid for by Credit Card?

1 Name: Anexample Deathrecord

Applicant Relationship to Registrant: Government Agency
Currently there are no services for this event request. Please click Add Service to add a service.

Add Service

The name section will expand to display the services section.

Ssource | Mailln ¥ Received Date [MAR-21-2017 | [{) Fee Efective Date [MAR-21-2017 | [{f]
Will this arder be paid for by Credit Card?

1 Name: Anexample Deathrecord
Applicant Relationship to Registrant: Government Agency

» Service » Quantity  » Priority v Delivery

Request Reason Other Specify

: D &

Service: Select the Service (i.e., the type of product the applicant is requesting). The Service
dropdown is filtered by office and event type.

Quantity: Enter the number of the selected service being requested.

Priority: The selection made here determines if the order requires expedited processing and
whether additional fees should be applied.

Delivery: Select a method of delivery from the Delivery dropdown (i.e., Counter, Mail, UPS).

Request Reason: Select the reason for the request from the Request Reason dropdown. If
Other is selected then the Other Specify field will be enabled for entry

When all information is complete select the Save button to save and add the service to the
event requested. Or select Cancel to close without adding services.
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20170300079 :Anexample Order Applicant

[Crder Invalid/incomplete/insufiicient Funds

Applicant
Match Events
ge“—":ests Source »|Mailln ¥v|  Received Date [MAR-21-2017 | [ Fee Efective Date |MAR-21-2017 | [iIR)
aymen — batn AL P UL MAR-Z1-2U17
Summary Will this order be paid for by Credit Card? L]
Validate Order
Assign Status 1 MName: Anexample Deathrecord
Attachments Applicant Relationship to Registrant: Government Agency
Switch User
Id  Service Quantity Priority Delivery Request Reason Other  Fee
1 Death Certified w fee 2 REGULAR MAIL Other §40.00 EditReverse

D (0 (O

You can add additional Services to the order by selecting the Add Service button again and
saving additional services. You can repeat this step as many times as is necessary to get all
of the requested services added to the event.

Owmultiple Events
If your order has multiple requested events, you will need to add services for each event.
Simply select the Add Service button under each event to add services. Repeat this as
many times as is necessary to add all the requested services to the events.

Source » [ v Received Date | MAR-21-2017 E Fee Effective Date | MAR-21-2017 C
Will this order be paid for by Credit Card?

1 Name: Anexample Deathrecord

Applicant Relationship to Registrant: Government Agency
Currently there are no services for this event request. Please click Add Service to add a service.

2 Name: Abirth Recordaswell

Applicant Relationship to Registrant: Mother
Currently there are no services for this event request. Please click Add Service to add a service

3 Name: Anexample Fetaldeathrecord

Applicant Relationship to Registrant: Funeral Director
Currently there are no services for this event request. Please click Add Service to add a service.
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10.4.2 Editing vs. Reversing a Service

If any errors are found in this service request, click the Edit link to make necessary changes.
The Reverse link is used after a service has been completed and a determination has been
made that the applicant is entitled to a reimbursement of fees already paid.

ld Service Quantity Priority Delivery Request Reason Other  Fee
Death Certified w fee 2 REGULAR MAIL Other $40.00 EditReverse
Edit Service

Upon selection of the Edit link, all other buttons and links for other services and events will be
disabled and the Add Service button will be conditionally enabled based on whether the order
has been cashed out. If the order has not been cashed out, the Add Service button is enabled.
If issuances exist, the Service dropdown is disabled. All other values are enabled for editing
(except Delivery and Priority for manual fee services).

Reverse Service

In order to provide proper auditing of transactions and prevent accounting errors, a service row
cannot be deleted if the order has been cashed out. The services table does provide a Reverse
link for each service entered. The Reverse link will be used to reverse the charges and quantity
of the service.

The Reverse link is disabled if issuances exist for the service. Issuances must first be
deleted from the Issuance Queue page in order to enable the Reverse link.

® The Reverse link will be completely disabled if the event request has been rejected.

When selecting the Reverse link, the following message is displayed:

pg

Message from webpage

'e' Are you sure you want to reverse this Service?

OK | ‘ Cancel

Select OK to reverse the service. The quantity and fees of the original service are reversed
and the Edit and Reverse links are disabled. Select Cancel if you do not wish to reverse the
Service.

1 MHame: Mark Ryan Mason

Applicant Relationship to Registrant: Creditor Fees Reversed
Id  Service Quantity Priority Delivery Request Reason Other Fee
1 DeathCC 1 REGULAR MAIL Marriage $9.00 Edit Reverse
1 Death CC -1 REGULAR MAIL Marriage ($9.00) Edit Reverse
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Once the Services page is complete, choose a navigation button at the bottom of the page:

Most often selection of the Next button will be used to save what has been entered and
proceed to the next page.

Other options include selection of: the Clear button to clear all entries, the Save button to
save changes without leaving the page.

10.5 Payments

Once arecord is located and specific services for that record are requested, payment must be
collected for any fees that are due. The fees charged for a certified copy of a vital record are
defined by law and sometimes go to multiple agencies.

Fees may also be charged for expedited delivery, such as express mail and other expedited
couriers like FedEx, UPS, etc, or for expedited services. These fees are often required to be
deposited into separate accounts. Additionally, in some jurisdictions local offices may charge
more for a service than the state office. In order to support the various combinations of fees,
DAVE™ provides the ability to assess fees and collect payments at the service, delivery,
priority of service (expedited versus regular), and office levels.

Once a record has been located and specific services have been requested, any/all fees must
be collected that are due. DAVE™ is capable of accepting the following payment types: Cash,
Check, Money Order, Credit Card, Electronic Funds Transfer, and Invoice. The application
also has the ability to Waive or Refund payments.

Any/all payments are entered on the Payments page. Here, the user can add, update, or
delete payments for the order. An instructional message appears under the payment
dropdown when accessing the Payments page for the first time and no payments have been
entered for an order.

20170300079 :Anexample Order Applicant

Crder | dll plete/insuficient Funds

Applicant

Match Events

?EWiCES Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017

ST Add Payments

alidate Order =N i Payment

Assign Status

Aftachments Currently there are no payments for this order. To add a payment select a payment type and click Add Payment.

Switch User
SubTotal: 540.00
Total: = 540.00
Paid: $0.00
Balance: = 540.00

Change Due: $0.00

Y S [ —

i Options in the Add Payment dropdown depend on security privileges assigned to the
user. If a user has not been assigned a specific payment type through the security setup
by the System Administrator, the payment type will not be displayed in the Add Payments
dropdown.
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i
The payment summary/totals section displays an Addt
SubTotal: §50.00 Charge if the service selected has fees charged at the
Addt Charge: + 5550 4mmmm order level (or the order subject level), that are not

i : Y A— VitalChek or delivery fees. An example of this type of fee
Shi ndling Fee: + 523.00
i e would be a jurisdiction fee charged for the priority selected,

Total: = 376.50 such as an extra rush or expedited service fee.

Paid: $35.00

Balance: T A Shipping/Handling Fee displays when the method of
- - delivery selected for a service has a separate delivery

Change Due: 50.00 fee associated with it, such as UPS

The first step in completing the Payments page is to select one of the valid payment options
from the Add Payment dropdown.

Based on the payment type selected, a table displays in which to make the payment. The
Payment Date, User, and payment type (e.g. “Cash,” "Check,” etc.) are system-filled.

Cash
Payment Date  User Amount
MAR-21-2017  azadmin Save Cancel

Check | Money Order

Payment Date User Check # Type Amount

MAR-21-2017  azadmin Check T Save Cancel
Credit

Payment Date User Card Number Exp Date cvCc i ég&he AVS  Status  Amount

AR 71701 - " Authorize
MAR-21-2017  azadmin v v 40.00 Cancel

Enter the payment information and select Save, (or Authorize if Credit Card payment). The
page will refresh and display the payment applied to the page.
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Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017
Add Payments

LN Add Payment

Cash
Payment Date User Amount
MAR-21-2017  azadmin 40.00 EditDelete
SubTotal: 40,00
Total: = §40.00
Paid: 54000
Balance: = §0.00

Change Due: $0.00

T (e ()

® Balance must be equal to $0 before an Issuance link will be enabled on the Order
Summary page. Order status will remain invalid if balance due is greater than $0.

10.5.1 Available Payment Types

10.5.1.1 Cash Payment

Access the Payments page.

In order to reduce the Balance, payment must be applied. From the Add Payments dropdown,
select Cash.

Choose Cash from the Add Payment dropdown and select the Add Payment button

Received Date: MAY-20-2014 Fee Effective Date: MAY-20-2014
au
Add Payments

] Add Payment

nao payments for this arder. To add a payment select a payment type and click Add Payment.

Check SubTotal:  $9.00

Money Order .
Refund Total: = $9.00
Waive Paid: $0.00

Balance: = §9.00
Change Due:  %0.00

e v [

If there is a Balance due it carries over from the Services page.
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Received Date: MAY-20-2014
au
Add Payments

Add Payrnent

Fee Effective Date: MAY-20-2014

Cash
Payment Date User Amount
MAY-21-2014 paadmin 9.00 Save Cancel

SubTotal:  $8.00
Total: = $9.00

\ Paid:  $0.00
Balance: =%9.00

Change Due:  $0.00

Pravious HER Y]

Enter the amount of cash within the Amount column. Choose Save.

Cash

Payment Date  User

Amount K

MAY-20-2014 paadmin 9.00 Save Cancel
SubTotal:  $9.00

Total: = $9.00
Paid:  $0.00

Balance: = $9.00
Change Due:  %0.00

Edit Payer | Pravious

The page refreshes, updating the Balance. It has been reduced to $0.00 with no Change
Due.
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Received Date: MAY-20-2014 Fee Effective Date: MAY-20-2014
au

Add Payments

Add Payment
Cash

Payment Date  User Amount

MAY-21-2014 paadmin 9.00 Edit Delete

SubTotal: $9.00
Total: =%$9.00

Paid:  $9.00
Balance: = $0.00

Change Due:  $0.00 <=

If there had been an overpayment, as would be the case if a customer offered $30 to pay a $9
balance, the amount due back to the customer would be displayed as Change Due.

Cash

Payment Date  User Amount

MAY-21-2014 paadmin 9.00 EditDelete

SubTotal: $9.00

Total: = $9.00
Paid:  $30.00

Balance: = 5000
HChangeDue: $21.00

10.5.1.2 Check/Money Order Payment

On the Payments page, select Check from the Add Payments dropdown and click the Add
Payment button.

Add Payments

LIl Add Payment
Cleash no payments for this order. To add a payment select a payment type and click Add Payment.
Money Order SubTotal:  §9.00
Refund Total: = $9.00
Waive Paid:  $0.00

Balance: = $9.00
Change Due:  $0.00
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A Check / Money Order section displays.

Received Date: MAY-21-2014 Fee Effective Date: MAY-21-2014
au
Add Payments

Add Paymmsnt

Check ! Money Order
Payment Date  User Check # Type Amount
MAY-21-2014  paadmin Check [=] Save Cancel
SubTotal:  $9.00
Total: = §9.00
Paid:  $0.00

Balance: = $9.00
Change Due:  $0.00

[T [ [

Enter the check number in the Check # field and the Amount. The Type dropdown automatically
displays the payment type selected from the Add Payments dropdown, but this can be altered
if needed. Select the Save link in the far right column to save this payment.

Check | Money Order
Payment Date  User Check # Type Amount "
MAY-21-2014  paadmin 1234 9.00 Save Cancel

10.5.1.3 No fee/None

DAVE™ provides the ability to waive payments for an order when circumstances provide a
certified copy at no charge.

Select No fee/None option from the Add Payments dropdown, and click the Add Payment
button.

| LAl Add Payment

Cash
Check
Money Order

Unclaimed Maney

The Waive section is displays.
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Add Payments

]
Waive
Payment Date User Waive Reason Other (Waive Reason) Amount
MAR-21-2017  azadmin 3 v Save Cancel

To waive a payment, select a Waive Reason from the dropdown. This is a required ¥ field.

If the selection from the dropdown is Other, then a reason for waiving a portion of or all of a
fee must be entered into the Other (Waive Reason) field.

Add Payments

e —
Waive
Payment Date User Waive Reason Other (Waive Reason) Amount
MAR-21-2017  azadmin 3 v Save Cancel

Printed In Error

Caorrection SubTotal: §40.00
Lost/Stolen Afidavit Total: = §40.00
Certificate Mot Printed Paid: $0.00
Printar Malfunction Balance: = 540.00
Other Change Due: $0.00

After entering the amount of the fee to be waived within the Amount field, select the Save link.
The Waive amount is calculated in the Balance due.

Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017
Add Payments

A\l Add Payment

Waive
Payment Date  User Waive Reason Other (Waive Reason) Amount
MAR-21-2017  azadmin Carrection $40.00 EditDelete
SubTotal: 540.00
Waive: - $40.00
Total: = $0.00
Paid: 50.00
Balance: =" 50.00

Change Due: $0.00

Upon selection of the Save link, if the payment type is Waive and the payment amount plus
any other existing payment types of waive or refund exceeds the amount due, then the
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following message will be displayed: Cannot waive more than the total amount due on the
order.

Message from webpage | =

I_\ Cannot waive more than the total amount due on the order.

10.5.1.4 Credit Card
All major credit cards can be processed in the DAVE™ application.
If the applicant wishes to pay for the service(s) via credit card, the Will this order be paid for by

Credit Card? checkbox on the Services page must be checked. This adds the Credit Card
value to the Add Payments dropdown.

‘Will this order be paid for by Credit Cardg?

Source * | Mail [=]] =y Received Date [May-21-2014 |[{] Fee Effective Date | May-21-2014 | [[)

1 Name: Charles Brown

Applicant Relationship to Registrant: Power of Attorney
Currently there are na senvices for this event request. Please click Add Service to add a semvice.

Add Service

Select Credit Card from the Add Payment dropdown and choose the Add Payment button.

Received Date: MAY-21-2014 Fee Effective Date: MAY-21-2014
au
Add Payments

1

Add Payment

rthis order. To add a payment select a payment type and click Add Payment.

¥ Credit Card
Business Checking lacount .
Personal Checking Account S“DTO“": $9.00
Refund Total: = $9.00

Paid:  50.00
Balance: =§9.00
Change Due:  $0.00

R = -

When the Credit section expands, continue with the order by entering the applicant’s credit
card number, (manually or by swiping through a card reader), within the Card Number field.
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Credit

Payment Date  User Card Number Exp Date CcvCE égg'e AVS Status Amount

. Authorize
MAY-21-2014  paadmin |[234567812345678 | | Mar [=]|| 2016 [=] 543 Lo

Enter the credit card expiration date within the Exp Date field by selecting the month from the
first dropdown and the year from the second dropdown. Enter the security code found on the
back of the credit card in the CVC field.

® If card information is inputted using a card reader this information will autocomplete.

CVC code: DAVE™ requests the card validation code be entered for credit card transactions.
These validation codes combat counterfeit fraud through the use of special numbers that are
encoded on the magnetic strip of credit and debit cards. The VISA Card Verification Value
(CVV) and the MasterCard and Discover credit cards’ Card Validation Code (CVC) are found
on the back of the card. The American Express unique card code (CID), is found on the front
of the card above the credit card number.

© The transaction will not be authorized if the code is left blank or if it does not match the
code maintained by the card processor.

Hover over the information icon Bl for help in locating and entering the CVC code information:
Upon entering the CVC code and monetary amount, select Authorize or Cancel to confirm
entries. Both links are available for selection if the transaction status has not yet been
“approved” or “voided.” When the Authorize link is selected, statuses of “Approved” or

“Declined” determine the next system-generated action that occurs.

Credit

Payment Date  User Card Number Exp Date cvciE gggle AVS Status  Amount
. Authorjze
MAY-21-2014  paadmin  234567812345673 2015 = 755 m\lﬁ
Approved

If the credit card order receives an Approved status from the credit card processor, the Will this
order be paid for by Credit Card? checkbox on the Services page is disabled.

Source r|rv1ail E” Received Date | MAY-20-2014 :

.

Will this arder be paid for by Credit Card?
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The Credit Card checkbox is disabled because a credit card order cannot be combined with
any other payment type. This locks down the functionality.

Once a credit card has been approved for an order, no other additional payments can be made
on that order. The user is required to route back through the Order Processing pages and enter
a new order if additional payments are needed.

Li ] Multiple services CAN be included in the same order using a credit card as payment.
However, once the credit card is approved, DAVE™ prevents adding additional services
(or payments) on the order.

If approved, a Void link will appear in place of the Authorize and Cancel links. Upon selection
of the Void link for a credit card transaction, the Will this order be paid for by Credit Card?
checkbox is re-enabled. The user will be required to uncheck the checkbox to select another
method of payment.

Credit

Auth

Payment Date  User Card Number Exp Date cvc Code AVS Status Amount
MAY-21-2014 paadmin MARIZ015 TestOK Approved 9.00 Void
Declined

If the credit card authorization status is Declined the checkbox will be re-enabled, for further
re-selection/use. The user will be required to uncheck the checkbox to select another method
of payment.

DAVE™ provides the ability to enter new credit card payment information if a credit card is
declined. The user can add new credit card payments until one is successfully authorized.
The original declined transactions remain visible on the page

Authorization - General

During the credit card authorization, DAVE™ will display popup messages to inform users
when a credit card entry is invalid for the Card Number, CVC code and Expiration Date.

If during a credit card Authorization or Void an unknown error message is returned, the
following popup error message will be displayed: Error Processing Credit Card Authorization
with Credit Card Payment Provider.

© Credit card numbers are NOT stored in the DAVE™ database. Upon selection of the
Authorize or Void links, the credit card number will be passed to the VitalChek
authorization server and will be cleared from the Payments page.

Once a credit card payment has been authorized, DAVE™ prevents a user from adding
another credit card payment. If the user selects the payment type of Credit Card again, the
following error message is displayed, Invalid transaction. Only one credit card payment is
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allowed per order. The Edit and the Reverse link on the Services page is disabled for every
service listed.
Selection of the Void Link
If a transaction is approved, a Void link appears in place of Authorize and Cancel links.

Credit

Payment Date  User Card Humber Exp Date cvcE ég&he AVS Status Amount

MAY-22-2014 paadmin APRI2015 TestOK Approved 9.0

Selecting the Void link prompts a confirmation message. Select the OK to send a request to
the VitalChek authorization server to void the credit card transaction. The transaction will then
be assigned a “Voided” status.

[
Message from webpage 2
I: | Are you sure you want to Void this Payment?
OK ‘ I Cancel
Credit
Payment Date  User Card Number Exp Date cvcE ég;ne AVS Status Amount
MAY-21-2014 paadmin MAR/2015 TestOK —p Voided 9.00

If the credit card payment has already been distributed following the VitalChek Close process,
the application will also create a special “Credit Card Void” payment with an amount equal to
the amount on the voided credit card payment. The “Credit Card Void” payment cannot be
modified. The purpose of this payment is to reverse the previous payment distribution for the
credit card payment.

10.5.2 Multiple Payment Types per Order

Payment types can be combined in any way, with the exception of credit card payments.

©® Credit card payments cannot be combined with any other form of payment on an
order. This includes any kind of debit or check card. A debit card would be run as credit,
and handled like all other credit card payments.
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To enter and collect multiple payments on an order, select Check from the Add Payments
dropdown, then select the Add Payment button.

Add Payments

e &

The Check/Money Order section displays. In the Check # field enter the number found in the
upper right hand corner of the check. Under Type, make sure Check is selected. Inthe Amount
field enter the amount of the check presented. In most cases this will be for the full amount of

the Balance due. In this example, a split-payment will be used. Enter $3.00 in the Amount box
and select the Save link.

Check | Money Order

Payment Date  User Check # Type Amount
MAY-22-2014  paadmin 1234 3.00 Save Cancel

SubTotal:  $27.00 \
Total: = §27.00
Paid: 50.00
Balance: = $27.00
Change Due: $0.00

With the partial payment saved, this time select Cash from the Add Payment dropdown and
select the Add Payment button again.

Add Payments ”
Add Payment

Check | Money Order

Payment Date  User Check # Type Amount
MAY-22-2014 paadmin 1234 Check 3.00 Edit Delete

SubTotal:  $27.00
Total: = 527.00

Paid: $3.00
Balance: = 5$24.00
Change Due: $0.00

ZaT

The page refreshes and a new payment section, Cash, is displayed. The Balance due at the
bottom of the page is updated to reflect the previous payment. In the Amount field, enter an
amount and select the Save link.
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Add Payments

A Payment

Payment Date  User Amount

MAY-22-2014 paadmin _.—k 24.00 Save Cancel
Check | Money Order

Payment Date  User Check # Type Amount
MAY-22-2014 paadmin 1234 Check 3.00

SubTotal:  $27.00
Total: = $27.00

Paid: $3.00
Balance: = $24.00 Balance

Change Due: $0.00

The page refreshes again, showing both payments and updating the Balance. The Change
Due line is $0.00. If there had been an overpayment, as would be the case if a customer
offered a $50 bill to pay a $20 balance, the amount due back to the customer would be
displayed here.

The Balance has been reduced to $0 with no change due. The navigation buttons at the bottom
of the page are now enabled.

Cash
Payment Date  User Amount
MAY-22-2014 paadmin 24.00 EditDelete

Check / Money Order

Payment Date  User Check # Type Amount
MAY-22-2014 paadmin 1234 Check 3.00 Edit Delete

SubTotal: $27.00
Total: = $27.00

Paid:  527.00
Balance: = $0.00
Change Due: $0.00

Select Next to proceed to the Summary page and continue with order entry.

® Balance must be equal to $0 before a service/certificate can be issued. Order status
will remain invalid if the Balance due is greater than $0.
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The payer and applicant are not always the same entity. An applicant may be requesting a
certified copy of his or her death certificate, but a family member is paying for the order. If the
payer and applicant are not the same person or entity, select the Edit Payer button. This allows
the user to change the payer without changing the applicant.

Check | Money Order

Payment Date User

MAY-22-2014 paadmin

Check # Type Amount

1234 Check 3.00 EditDelete

SubTotal:  $27.00
Total: = 527.00

Paid:  $27.00
Balance: = §0.00
Change Due: $0.00

Selecting the Edit Payer button launches the Payer page. The default setting on this page sets

Applicant and Payer as the same person. De-select the Same As Applicant checkbox. This
clears the fields to allow new payer information.

Payer: » @

Name

Prefix  »First Middle

Address

Pre
Street Number Directional Street Name

City or Town State

» Last

Country

Street
Designator

Complete this page for the Payer and select Save.

Same As Applican

Suffix

Post Apartment
Directional Number

Zip Code

Perfect Address™ \erification

March 2017
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Payer: » @ Person © Organization Same As Applicant? [£]
Name
Prefix  »First Middle » Last Suffix
T e Fraud Suspect? [

Address

Pre Street Post Apartment
Street Mumber Directional Street Mame Designator Directional Mumber
123 Daisy Lane -

City or Town State Country Zip Code

A |Pittsburgh PA United States 10011

Perfect Address™ Verification

Contact Information
Attention:  Tammy

Phone Mumber. 874 948-48438 Alternate Mumber. ___ _ - Fax Mumber. __ _ -

£ O =

Email: t@t.com

Once the Payments page is complete, choose a navigation button at the bottom of the page:

Most often selection of the Next button will be used to save what has been entered and
proceed to the next page.

Other options include selection of: the Clear button to clear all entries, the Save button to
save changes without leaving the page.

10.6 Order Summary

On the Order Summary page, the user can examine the results of the order, place comments
on the order if necessary, validate the order, and perform several other order-related
functions. Begin by reviewing all information previously entered.
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Order Processing Menu 20170300079 :Anexample Order Applicant
Applicant fOrder Invalid/incomplete/Unregistered Document
Match Events
Services
Payments Source: Mail In ProCheck / ProlD Status:

Summary
Validate Crder
Assign Status

Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017

Applicant Information Payment Information

Attachments .
Switch User ::g'le: A;;Eaap!egrdemppllcant Type Amount User
ress: 1 ain Square i
Phnenix Arizona B5007 Cash $40.00  Anadmin Forthestate
Attention: Paid: $40.00
Phone: (123) 456-7800 Due: 540.00
Email: Balance: §0.00
Event Requested
Event Type: Death Suspend RejectRequest Correspondence Work Order Amend Receipt  Mailing Envelope Mailing Label
Relation: Government Agency
Status: [Personal Invalid/Medical Invalid/Mot Registered/NAINANA/Personal Pending/Medical Pending/Rare Cause of Death
Comments:
Matched Events Services
; . Total Numberof Date of Last
Registrant Mateh e ances |ssuance | Service Name Quantity  Priority Delivery  Fee
Anexample Yes 0 Death Certified wfee 2 REGULAR  MAIL $40.00 lssue
Deathrecaord
Copy to New | Validate Order @ Issuance History w
Source: Mail In ProCheck / ProlD Status:

Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017

The top-most section of the Order Summary page displays the Order Source, Received
Date, and Fee Effective Date.

® The ProChek/ProlD Status is only displayed for those customers who utilize
VitalChek’s identity verification services and is not currently applicable in Arizona.

The Applicant Information section is displays the name and contact information of the applicant.
The Payment Information section contains the amount that was due for the order, the amount
paid by the applicant, and the balance. For each payment entered, the Payment Information
section contains the payment type, amount, and user name. If any of the fees were waived,
the waive reason is displayed below the totals.

Applicant Information Payment Information
Hame: Willow Willlams Type Amount User
Address: ;%1;33[ ;'n"" E_ﬂ::_h_ama 10013 Check $3.00 Stale Office Administrator
Attention: Willow ' Cash 52400 State Office Administrator
Phomne: (B49) 484-5875 Paid: $27.00
Emaik: I@tcom Due: 50.00

Balance: $0.00

If the Payer page was completed, the information will be displayed within the Payer Information
section. The Shipping Information section will be displayed if the Shipping Information Same
as Applicant? checkbox on the Applicant page was de-selected and the Shipping Information
was completed.
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These sections won'’t display if there was not a separate payer entered on the order or if the
Shipping Information is the same as the applicant’s address.

Payer Information Shipping Information
Hame; Tammy Thompson Hame; John Clark
Address: 123 Daisy Lane Address: 123 Test Drive
Pittsburgh, Pennsylvania, United States 10011 Pittsburgh, Pennsylvania, United States 10011
Attention: Tammy Attention: John
Phone: (874) 0453-4848 Phone: (498) 490-4040
Email: t@t.com Email: t@t.com

The Event Requested section allows the user to perform several operations related to the
order. At the top of the Event Requested section is the Event Type and the Relation of the

applicant. The user has the ability to add comments to an order by selecting the Comments
link.

Event Reguested
Event Type: Death Suspend Rejed Request Comespondence Waork Onder Receipt  Mailing Ervelope  Mailing Label
Relation:  Power of Aflormey
Status: Fersonal ValidMedical ValldRegistered Signed CerifiedNAICD Coding Requined
Comimenis:
Matched Events Services
. + Rk Total Mumberof Date of Last .
Registrand  Watch P ——— I5suance Sendce Name Quantity Prigrity Dilivery Fs
Charles . o Death CC 3 REGULAR sl £27.00

Enowmn

The Status of the event requested is also displayed for every event requested that has a
match. Statuses are helpful in determining whether the case may be issued.

For example, if the case has an “Unregistered” status or a “Hold” the status, the case cannot
be issued and the Issue link is disabled.

The Matched Events section contains the Registrant column heading. If a case was matched
to the order, the Registrant column displays the name of the registrant requested by the
applicant.

Matched Events Services

. Total Number of Date of Last . . - .
Registrant  Match lssuances P Service Name Quantity Priority Delivery Fee
Charles Yes 0 Death CC 3 REGULAR MAIL $27.00

Brown

If no matches are found, “No Matched Events Found” is displayed in the Registrant column. If
Legacy Record was selected, “Legacy” record is displayed.

When the Registrant link is selected, the Match Events page is displayed. Click the Return
button to return to the Order Summary page.
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Events Requested

Id First Middle Last Event Type

1 Charles Brown Death Edit Preview
Eligibility

Applicant Relationship:» | |Z|| Other Specify:

Event Search [

Evant Type:

File Number. Year. [ Number: []

Registrant First: Middle: [ Last
Mather First. [C] Middle: [] Maiden Last. []
Father First. [] Middle: [] Last: |
Date of Death: Start End [

Date ofBith ~ Start. [ End. [

Gender: Place of Event City: [ Place of Event County

Mumber of rows to be returned: | 200

[SSErS0 | i Wewveieit s v |

Within the Match column, if a case was matched to the order and the user has the proper
security, then a Yes link is displayed.

Matched Events Services

Total Number of  Date of Last

Registrant  Match Issuances Issuance

Service Hame Quantity Priority Delivery Fee

Charles Death CC 3 REGULAR AL $27.00 Issue
Brown

0

If the event requested is a Death, then selecting the enabled Yes link take the user to the
Decedent page for the Matched Event. Select Return for the Decedent page to go back to the
Order Summary page.
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Will medical institution be responsible for final disposition? | Mo

Decedent's Legal Name
Prefix First Middle Other Middle Last Suffix

Aliases
Add/Edit Alias Names

Gender Social Security Number
Male
Under 1 Year Under 1 Day
Date of Birth Years Months Days  Hours Minutes SSh Verification Status
Age UNVERIFIED (0}

Decedent's Birth Place
City ar Town County State Country

Everin US Armed Forces? | Mo

e [ N

If the event requested is a Fetal Death, the user will be taken to the Fetus page instead.

This feature allows the Customer Service Representative to review the registration requested
to determine if any business rules or procedures not covered in the order processing rules
prevent the case from being issued. If the user does not have access to the case or to
registration pages, the Yes link will not appear as an active link.

The Total Number of Issuances and the Date of Last Issuance columns display the issuance
history of the matched event.

To display the Event and Issuance History page for the matched event, select the Total Number
of Issuances link.

Matched Events Services

Total Service Name Quantity  Priority Delivery  Fee

Regjsican = MNumber of Date of Lastlssuance

55“3”393 Death CC 1 REGULAR MAIL $9.00 Issue
Iy
:,_:g 1 Apr-08-2014 12:41 PM

The Event & Issuance History page displays. Select the Detail link next to the Order to view
order details.
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Include in List [7] actions [ 1ssuances ] amendments [C] Audit Logs ] Change Logs Extracts/Loads [¥] Orders

Some or all history for this record has been archived. RES G R 1

Type User ID Office Date \‘ Details
Order 2306 paadmin Mew Castle Registration Office May-23-2014 02:50 PM Detail
Extract/Load 19413 paadmin Mew Castle Registration Office Apr-18-2014 02:20 PM Detail
Extract/Load 19360 paadmin Mew Castle Registration Office Apr-18-2014 0218 PM Detail
Izsuance 3657 RAdams Adams, Robert: 02-013 Apr-08-2014 12:41PM Detail

The order detail displays.

Order Detail

Order Number: 20140500020

Order Status: 10rder Valid/incomplete

User: paadmin

Issuing Office:  Mew Castle Reqgistration Office
Date Requested: May-23-2014 02:50 PM

e J vext [ eturn

If no previous issuances exist for the matched record, a zero will be displayed as the Total
Number of Issuances.

Matched Events Services

; Total Number of  Date of Last " ) - )
Registrant  Match |ssuances |ssuance Service Name Quantity Priority Delivery Fee

Charles DeathCC 3 REGULAR MAIL $27.00 Issue

Brown Yes 0 ‘\

Date of Last Issuance and Total Number of Issuances are based on issuances with a complete
status. An issuance with a void or incomplete status is excluded.

Within the Services section, an active link for each service requested is displayed in the Service
Name column.

Matched Events Services
Registrant  Match 1ot2INumberol Date ofLast | gorice Name Quantity  Priority Delivery  Fee
Charles Vos o Death CC ) 3 REGULAR  MAIL $27.00 Issue

Brown
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When the Service Name link is selected, the Services page is displayed. Select Return to go
back to the Order.

Source * | Mail [=]]  Received Date [May-22-2014 |[fF) Fee Effective Date (=

1 Name: Charles Brown

Applicant Relationship to Registrant: Power of Attorney

Id Service Quantity Priority Delivery Request Reason Other  Fee

15 DeathCC 3 REGULAR MAIL Loan Closure $27.00

Add Service
N R Y N

If one or more copies of a service have been printed, an icon is displayed next to the Service
Name link. Hover the mouse cursor over the icon and the application displays a hint dialog with
the following text: “Issuances exist for this requested service.”

Services
Service Name Quantity Priority Delivery Fee
Death CC 3 REGULAR MAIL $27.00 Issue

lzzuances exist for this requested service. |

The Quantity, Priority, Delivery, and Fee columns display the information was entered on the
Services page.

The last column within the Services section will conditionally provide an Issue link. Conditions
for display of the Issue link include:

o If the order has passed all edit rules.
¢ If the issuances have not been printed and set to complete.
If all issuances are printed or deleted from the queue, the Issue links for the services are

disabled.
10.6.1 Issue a Record

Upon selection of the Issue link, the Issuance Queue page displays and allows users to print
the certified copies of records based on the service requested.

To issue/print a certificate, place a checkmark next to the desired record. Select Print Issuance.
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Issuance =

Applicant " Dat - . . 5 ity P .

All Ngfn':a" Service Rgciived n Priority Delivery Registrant SFN Nﬁ?nuhr:letr aper Date Printed

Willow Death 058/22/2014 REGULAR MAIL Charles 000196- o "
wiliams ~ CC Brown 2014 May-22-2014 | i)

Willow Death 05/22/20174 REGULAR MAIL Charles 000196- o "
wiliams ~ CC Brown 2014 May-22-2014 | [T

Willow Death 058/22/2014 REGULAR MAIL Charles 000196- o "
wiliams ~ CC Brown 2014 May-22-2014 | i)

Total records : 3

Actions Numbering

Print Issuapce Yoid AutoMumber Ascending
i‘ J Complete AutoMumber Descending

Delete Beginning Number

Select the Print Issuance link to launch and display the PDF of the Issuance.

Li ] Dependent upon which browser you use, you may need to select the Open link for the
PDF to display.

File Download 2

Do you want to open or save this file?

Eﬂ; Mame: Issuances.pdf
el Type: Adobe Acrobat Document

From: bwdwddavewebd1

Cpen ] [ Save ] [ Cancel ]

i " | While files from the Intemet can be useful, some files can potentially
@ ham your computer. f you do not trust the source, do not open ar
= save this file. What 's the rsk?

Once the record is printed, enter the security paper number in the Security Paper Number entry
box and select the Save button. This saves the Security Paper Number and auto-fills the Date
Printed box with the current date.
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Issuance x

o

il pPPICant gonice  pat. , Priority  Delivery Registrant SFN Necurity PaPET  Date Printed
Winona Death 05/23/2014 REGULAR MAIL Charles 000196- |TRoooOOODOOZO May-23-2014
‘Watkins Redacted Brown 2014
Copy
Total records : 1

Actions Numbering
Print Issuance WVoid AutoMumber Ascending

Complete AutoMumber Descending
Delete

Beginning Mumber

O The Security Paper Number is a pre-preprinted number used to identify and track
pieces of security paper. This pre-printed number is unique to the paper type (e.g. wallet,
short, long, etc.).

If the service printed properly without paper jams or errors, click the complete link. This is
the final step in processing an order.

Issuance x

mi pPPieant gonice DAt , Priority  Delivery Registrant SFN pecurity PaPer  pate printed

‘Winona Death 0512312014 REGULAR MAIL Charles 000196- |TRoooooooo2ad May-23-2014

Watkins Redacted Brown 2014
Copy
Total records : 1

Actions Humbering

Print Issuance Void AutoMumber Ascending

Complete AutoMumber Descending
Delete i Beginning Mumber

© Once an order has been marked complete, the Print link on the Order Summary page
is disabled.

If the Security Paper Number field is left blank, the order cannot be completed and the user
receives the following error message:
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Message from webpage Y

Row cannot be set to complete until security paper number has been
l % entered,

Other links available for selection on the Issuance page:

Delete - Select the Delete link to delete or remove issuances from the issuance queue. This
may be necessary if a customer reduces the number of copies requested or changes the
service. Upon selection of the Delete link, if all rows are deleted, the actions are disabled.

[Z] Issuance x

an pPelicant sernce  Date. , Priority  Delivery Registrant SFN necurily PaPeT  Date printed

Winona Death 05/23/2014 REGULAR MAIL Charles 000196- |TrRpopooooo2o May-23-2014

Watkins Redacted Brown 2014
Copy
Total records : 1

Actions Numbering

Print Issuance Woid AutoMumber Ascending

Complete AutoMumber Descending
Delete

Beginning Mumber

Void - If a certificate did not print properly, or the paper jammed, etc., and needs to be voided,
use the Void link to void the selected item’s print record and start over. This voids the security
paper number and allows a new certified copy to be reprinted.

AutoNumber Ascending - The AutoNumber Ascending feature is used to assign security
paper numbers to a group of certified copies in sequential ascending order.

AutoNumber Descending - The AutoNumber Descending feature is used to assign security
paper numbers to a group of certified copies in sequential descending order.

Follow these steps to use the AutoNumber features:
e Place a checkmark in the All column of the records to be updated.
o Enter the starting number in the Beginning Number textbox.
o Select the AutoNumber link to start the numbering process.

Select the Close button to close the Issuance page.
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Issuance X
Applicant " Date - - - Security Paper -
All Ng‘r)ne Service Received 4 Priority Delivery Registrant SFN Numbetf p Date Printed
] Winona Death 05/23/2014 REGULAR MAIL Charles 000196- C
Watkins Reis CC Brown 2014 —

Total records : 1

Actions Numbering

Print Issuance Void AutoMumber Ascending
Complete AutoMumber Descending

Delete

Beginning Mumber

N
10.6.2 Event Requested Links
Source: Mail ProCheck | ProlD Status:
Received Date: MAY-22-2014 Fee Effective Date: MAY-22-2014
Applicant Information Payment Information
Name: Lilly Flowers Type Amount User
Address: 123 Daisy Lane i
Pittsburgh, Pennsylvania 100711 Cashl $9.00 State Office Administrator
Attention: Paid: 59.00
Phone: Due: $9.00
Email: Balance: 50.00
Event Requested
Event Type: Death ' Suspend Reject Request Correspondence Work Order Receipt  Mailing Envelope Mailing La@
Relation: Power of AttOrres

Status: IPersonal Valid/Medical ValidiRegistered/Signed/Certified/MANCD Coding Required
Comments:

10.6.2.1 Correspondence

If insufficient or inaccurate data is presented, the DAVE™ Correspondence link can be used
to automatically complete and prepare correspondence requesting additional information.
Upon receipt of additional information, pending orders may be retrieved directly from a work
queue.

Event Requested
Event Type: Death Suspend Reject Request Correspondence Work Order Receipt  Mailing Envelope Mailing Label

Please see the “Correspondence” section in the DAVE — Table Maintenance guide for more
information regarding Correspondence.

10.6.2.2 Work Order

The work order is intended to be used as an aide for conducting manual paper searches for
legacy records.
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Event Requested
Event Type: Death Suspend Reject Request Correspondence Work Order Receipt  Mailing Envelope Mailing Label

To print a work order, select the Work Order link. A File Download dialog box will display:

%

File Download

Do you want to open or save this file?

Ei: MName: REPORT_POS_WORK_ORDER.pdf
kil Type: Adobe Acrobat Document, 62.2KB
From: bwdwddaveweb01

Open ][ Save ][ Cancel ]

harm your computer. F you do not trust the source, do not open or

l-"al While files from the Intemet can be useful, some files can potentially
b
= save this file. What's the risk?

Select Open to open the Work Order for printing.
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Work Order example below.

POS Work Order
Report Parameters

pennsylvania

DEFARTHENT OF KEALTH

Pennsylvania
Department of Health
Office of Vital Records and Health Statistics

OFFICE: New Castle Registration Office - PA State Registration Offi

USER: paadmin

Order Mumber 20140500014

Date Entered May 22, 2014

Applicant Name LILLY FLOWERS

Type DEATH Status /Order Valid/Incomplete

Event Date SFH

04022014 000196-2014

Event Comments

Search Details Entered Results
Event Type Death

Date of Death: End Date

Date of Death: Start Date Apr-02-2014 Apr-02-2014
File Mumber ooD19a

File Mumber Year 2014
Registrant Date of Birth End Date

Registrant Date of Birth Start Date Jan-21-1840
Registrant First Mame Charles Charles
Registrant Middle Mame

Registrant Last Mame Brown Brown
Maother First Mame Bobbie
Mother Middle Mame

Maother Maiden Last Mame Brawn
Father First Name Bobby
Father Middle Name

Father Last Mame Brown
Gender Male

Place of Event City Pittsburgh
Place of Event County Allegheny
Services Requested Priority Delivery Type Gluantity
Dieath CC REGULAR MAIL i

Request Reason Marriage
Applicant Relationship
Applicant Telephone Mumber
Ewvent Status

Amendment Number

Email

Order Comments

LILLY FLOWERS
123 DAISY LANE
PITTSBURGH, PA 10011

Power of Attorney

Friday, May 23, 2014 8:18 am

IPersonal Valid'Medical Valid'Signed/Certified/RegisteredICD Coding Required
1021, 1022, 1052

Order Mumber: 20140500014
# of Copies: 1
Certificate Fee: 38.00
Total Certificate Fees:508.00
WCM Fees:30.00
Carmier Fee: 50.00
Refund: $0.00
Total Fee: $8.00

Page 1of1
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10.6.2.3 Receipt

Sometimes customers require a receipt to demonstrate they have paid for services rendered.
It may even be a requirement in certain offices. When the customer requires a receipt, select
the Receipt link located in the Event Requested section.

Event Requested
Event Type: Death Suspend RejectRequest Correspondence  Work Order Receipt  Mailing Envelope Mailing Label

Select Open in the File Download Dialogue Box to view/print the order receipt

=

File Download

Do you want to open or save this file?

Ei: Mame: REPORT_POS_RECEIFT.pdf
Type: Adobe Acrobat Document, 58.0KB
From: bwdwddaveweb0l

Cpen ] [ Save ] [ Cancel ]

harm your computer. f you do not trust the source, do not open or

= 2 | While files from the Intemet can be useful, some files can potentially
= save this file. What's the risk?

O If the applicant is different from the payer, the receipt will print the name of both the
applicant and the payer; otherwise just the applicant will be printed.
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Pennsylvania

- Department of Health

ﬁ Order Receipt Health & Welfare Building
pennsylvania Tih & Forster Streets, Harrisburg, PA 17120
sa

Order Number: 20140300014 Date: 5232014 9-36-50AM

Applicant: Lilly Flowers
Ship To:
Lilly Flowers

123 Daisy Lane
Pittsburgh, PA 10011

Order Number: 20140500014 Date - Time: 5/23/2014 9:36:50AM

Applicant: Lilly Flowers

Payer: Lilly Flowers Payment Type: Cash

123 Daisy Lane
Pittsburgh, PA 10011

Oty | Service Hame Delivery AlTnDc::Im
1 | Death CC Charles Brown MAIL $9.00
Sub-Total $9.00
Waived % 0.00
Shipping & Handling 50.00
Due $9.00
Paid $9.00
Refund $0.00
Balance $0.00
*201405000 14+
Friday, May 23, 2014 8:38 am Page 1of 1
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10.6.2.4 Mailing Envelope

DAVE™ provides the ability to print shipping information of the applicant directly onto a Mailing
Envelope by selecting the appropriate link on the Order Summary page.

Event Requested

Event Type: Death Suspend RejectRequest Correspondence  Work Order Receipt  Mailing Envelope  Mailing Label

Selection of the Mailing Envelope link produces a PDF document displaying the shipping
name and address as recorded on the Applicant page of the order.

File Download PG

Do you want to open or save this file?

IE?: Name: MailingEnvelope.pdf
Type: Adobe Acrobat Document
From: bwdwddaveweb01

Open ] [ Save ] [ Cancel

While files from the Intemet can be useful, some files can potentially

l-d-l harm your computer. i you do not tust the source, do not open or
= save this file. What's the rsk?

The Mailing Envelope feature will print a size 10 envelope with the following shipping
information included:

Line 1: <Shipping First Name>, <Shipping Middle Name>, <Shipping Last Name>, <Shipping Suffix>

Line 2: <Street Number>, <Pre-Directional>, <Street Name>, <Street Designator>, <Post Directional>, <Apt>
Line 3: <City>, <State>, <Zip Code>

Line 4: <Country> (Print only if Country is NOT United States)
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Example of mailing envelope:

é CHANGE PAPER SIZE TO ENVELOPE #10

(THESE INSTRUCTIONS WILL NOT PRINT)

Pittsburgh, Pennsylvania 10011

Lilly Flowers
123 Daisy Lane
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10.6.2.5 Mailing Label

DAVE™ provides the ability to print shipping information of the applicant directly onto a Mailing
Label. Select the Mailing Label link in the Event Requested section on the Order Summary

page.

Event Requested
Event Type: Death Suspend RejectRequest Correspondence  Work Order Receipt  Mailing Envelope Mailing Label

Selecting the Mailing Label link produces a pdf document with the shipping nhame and address
as recorded on the Applicant page of the order. In the File Download dialogue box, select
Open to open the file for printing, or select Cancel to close without printing.

52

File Download

Do you want to open or save this file?

l’.."a_- Mame: MailingLabel.pdf
il Type: Adobe Acrobat Document

From: bwdwddaveweb0l

Cpen J I Save I I Cancel I

| " | While files from the Intemet can be useful, some files can potentially
d ham your computer.  you do not trust the source, do not open or
= save this file. What's the risk?

Below is the shipping information included on the label:

Line 1: <Shipping First Name>, <Shipping Middle Name>, <Shipping Last Name>, <Shipping Suffix>

Line 2: <Street Number>, <Pre-Directional>, <Street Name>, <Street Designator>, <Post Directional>, <Apt>
Line 3: <City>, <State>, <Zip Code>

Line 4: <Country> (Print only if Country is NOT United States)

The measurements of the label will be 2.625” by 1”. Once the PDF file is open, select the print
icon < displayed on the PDF file. The icon/picture = will not print onto the paper. Example of
a Mailing Label:
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Lilly Flowers
123 Daisy Lane
Pittsburgh, Pennsylvania 10011

10.6.2.6 Suspend

This feature is used to exclude an order from the cash out until a customer provides proper
entittement documentation.

Event Requested
Event Type: Death Suspend Reject Request Correspondence Work Order Receipt  Mailing Envelope Mailing Label

Selection of the Suspend link displays a message confirming suspension of the event. By
selecting OK, the event is suspended and the order will be excluded from the cash out process.

A Cancel Suspend link is now available. Once the proper entitlement documentation is
provided the suspend can be cancelled by selecting this link. The order will then be included
in the cash out process.

Event Requested

Event Type: Death Cancel Suspend  Correspondence Work Order Amend Receipt  Mailing Envelope Mailing Label

10.6.2.7 Reject Request

Occasionally, a customer is not legally entitled to a copy of the event requested and it is
necessary to reject the request. The user will not be allowed to edit the event request
information or add new services once the Reject Request link has been selected on the Order
Summary page.

i Rejecting a request cannot be undone. Once rejected, a new order will have to be
initiated.

Reject a request by following these steps:

e Locate and select the Reject Request link on the Order Summary page.

Event Requested
Event Type: Death Suspend Reject Request Correspondence Woark Order Receipt  Mailing Envelope Mailing Label

e Select the OK button from the confirmation message that is displayed.
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Message from webpage

:] Do you want to reject this request?

OK ] [ Cancel

If OK is selected, the Order Summary page will refresh and the Reject Request link will be
replaced with a non-selectable Rejected label.

Event Requested \‘
Event Type: Death Rejected Correspondence Work Order Receipt  Mailing Envelope Mailing Label
Relation: Power of Attorney
Status: [Personal ValidiMedical Valid/Registered/Signed/Cenified™NAICD Coding Required
Comments:
Matched Events Services
: Total Number of  Date of Last - - - -
Registrant  Match |SSUANCES |ssuance Service Hame Quantity Priority Delivery Fee
Charles Yes 0 Death CC 1 REGLILAR MAIL $9.00
Brown Death CC -1 REGULAR MAIL ($9.00)

All fields on the Services and Match Events pages associated with the rejected request will be
disabled.

If issuances exist, the following error message will be displayed: "Issuances must be deleted
before rejecting request.”

10.6.3 Order Summary Page buttons

The buttons across the bottom of the Order Summary page can be used to process the order.

Copy 0 ew | vataateorter o Jssuance Hstor e

New Order: If selected, a blank Applicant page will be displayed

Copy to New: If selected, a new Order will be created copying the Applicant and Match
information into the New Order.

Validate Order: If selected, all order processing validation edit rules will be triggered to ensure
accurate completion of the order.

Void: If selected, DAVE™ prompts according to whether the order has issuances and it is
voided based on user response to the prompts: If issuances exist (i.e. certified copies have
been printed), the verification message “All completed issuances will be voided. Do you want
to void this order?” is displayed. If issuances do not exist, the user is prompted to confirm the
void “Do you want to void this order?”
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Issuance History: If selected, the Issuance History page will be displayed; a row will be
displayed for each item printed/issued. Example of Issuance History page:

Service Security Paper Tracking Date Shipped Date Date ; Delivery
Hame Humber Number Printed Date  Completed Voided YS®T Issuing Office  paep
MNew Castle
May-23- May-23- Reqgistration
Death CC  TROODOOODO10 2014 2014 01:31 ote Offc . Office - PA State Edit
01:31 PM PM : Registration
Office
Mew Castle
May-23- May-23- Registration
Death CC  TRODODO0DO11 2014 2014 01:31 ate Office  Office - PA State Edit
01:31 PM PM : Registration
Office

® The Issuance History button is available based on security privileges.

Previous: If selected, returns the user back to the last or previous page.

Return: If selected, returns the user back to the first or original page (search results or work
queue only).

10.7 Validate Order

DAVE™ provides the ability to validate the information entered for a customer order. Order
processing validation rules may be based at the event request, order, or service level. For
example, if a customer requests several different records within one order, in order to verify
the customer’s legal entitlement, an entitlement rule must be triggered for each event
requested.

To validate an order, DAVE™ provides a Validate Order link within the Order Processing
Menu and a Validate Order button on the bottom of the Order Summary page.

Copy to Hew i Validate Order m Issuance History m

To check an order for any possible errors, locate and select the Validate Order button at the
bottom of the page.

© The Funeral Home User or Funeral Home Director roles will not include the Validate
Order button. Rather, upon selection of the Submit button, the order will be validated and
saved and the user will be returned to the Decedent Page.

Validation checks the order against all business and jurisdiction rules in the system. If any
errors are returned, they must be corrected and the order re-validated until all edit rules pass.
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If there are no errors reported and the order passes all validation rules, a confirmation popup
message appears. The order can then be processed.

|
Message from webpage | %

l . The order passed all validation rules,

If errors are found, the Validation Results window is displayed below the Order Summary page.
Correct or override errors and return to the Summary page and re-validate the order.

© Not all errors can be overridden!

If the errors can be overridden, a checkbox appears in the Override column. To override and
continue with order processing, select the Override column’s checkbox and click the Save
Overrides button.

Validation Results ST, W Save Overrides
Error Message Event Id Service Id Override
0OP0085 Incomplete amendment associated with this record. 1

If the order contains multiple requests and/or multiple services, each request and service will
be validated. If all Validation Rules PASS upon selection of the Validate Order link or button:

e A green indicator will be displayed on the Summary menu link.

Order Processing Menu

Applicant
Match Events
Senices
Payments
Summary
Validate Order
Print Forms
Assign Status
Attachments
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e The Validation Results page will not be displayed. Instead, the user receives the
following confirmation message:

Message from webpage b

h The order passed all validation rules,

o An Issue link will be enabled within the Services section of the Order Summary page.

Event Requested

Event Type: Death Suspend Reject Request Correspondence Work Order Receipt
Relation: Power of Attorney

Status: {Personal ValidMedical ValidiRegistered/Signed/Cerified/NANCD Coding Required

Mailing Envelope Mailing Label

Comments:
Matched Events Services
. Total service Name Quantity  Priority Delivery  Fee
Registrant Match Mumber of Date of Last lssuance
Issuances Death CC 1 REGULAR MAIL $9.00 Issue
gl Yes 1 Apr-08-2014 12:41 PM

Pk

If one or more Validation Rules FAIL, upon selection of the Validate Order link or button:

e Ared indicator will display on the Summary menu link.

Order Processing Menu

Applicant
Match Events
Semnices
Payments

F Surmmary
Walidate Order
Print Forms
Assign Status
Attachments

o The Validation Results page will display failure details that include columns for Error
Message, Event Id, Service Id and Override.
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Validation Results Save Overrides m
Error Message Event Id Service Id Override
OP0085: Incomplete amendment associated with this record. 1 [

Event ID: The value displayed within the Event Id column is based on the event request that
caused the rule to fail. For example, if Request 1 caused the rule to fail but Request 2 did not,
then the value of “1” would be displayed in the Event Id column.

Service ID: The value displayed for the Service Id is based on the service that caused the rule
to fail. For example, if Service Request 1 caused the rule to fail but Service Request 2 did not,
then the value “1” would be displayed in the Service Id column. If a rule fails for 2 services
(line items) and/or event requests (order subjects), then “(1:2)” would appear within the Service
Id column.

An order can be processed even if there are validation rule failures. Place a checkmark ¥ in
the Override checkbox next to the Error Message to be overridden and select the Save
Overrides button.

Validation Results ST, W Save Overrides
Error Message Event Id Service Id Override
0OP0085 Incomplete amendment associated with this record. 1

10.8 Void Order

Voiding an order in DAVE™ is possible through the Void button on the Order Summary page.

Matched Events Services
Total Service Name Quantity Priority Delivery Fee
Registrant Match MNumber of Date of LastIssuance
Issuances Death CC [ 1 REGULAR MAIL $9.00 Issue
Charles .
Brown Yes 7 May-23-201 34 PM

cotoon v o v ] s [

The void is handled differently according to whether the order has issuances. The application
prompts in the following ways:

Issuances exist: If certified copies have been printed, a verification message gets displayed:
All completed issuances will be voided. Do you want to void this order?
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Message from webpage ﬁ

:] All completed issuances will be voided. Do you want to void this order?

OK ] ’ Cancel

Issuances do not exist: A user prompt appears asking the user to confirm the void action: Do
you want to void this order?

Upon selection of OK to either message, if the Payment Type is Credit Card and the status is
Approved, the following error message is displayed: Please void the credit card payments prior
to voiding the order.

If a credit card payment with an Approved status does not exist:

Example of negative value that is inserted on the Order Summary:

Services

Service Name Quantity Priority Delivery Fee
Death CC 1 REGULAR MAIL 59.00
Death CC -1 REGULAR MAIL ($9.00)

e All work queue status(es) will be end dated.
e Each event requested in the order will be assigned a status of Void.

o A row will be inserted into the services section service that reverses the quantity and
fees of the original service.

Example of negative value that is inserted on the Services page:

Source » | Mail [=]]  ReceivedDate [May-23-2014 |[{F] Fee Effective Date [May-23-2014 | [

Will this order be paid for by Credit Card? O

1 Name: Charles Brown

Applicant Relationship to Registrant: Power of Attorney

Id Service Quantity Priority Delivery Request Reason Other Fee
1 Death CC 1 REGULAR MAIL Property Transfer $9.00
1 Death CC -1 REGULAR MAIL Property Transfer ($9.00)
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If the Reverse link is selected from a row on the Services page prior to selecting the Void
button, the “negative” row (i.e. the row displaying “($9.00)” in the example above) will not be
inserted. Since the quantity was already set to zero by selecting the Reverse link, it is not
necessary to insert a negative quantity. Since the amount due on the order is set to $0.00 after
a “Void” is performed, the order may be overpaid (have a negative balance). The user must
add a refund payment in order to return the overpaid amount to the customer. Or, if payments
have not been cashed out, the user may delete the payment and return the payment to the
customer.

Before Cash Out, the payment can be deleted:

Check | Money Order

Check # Type Amount

Check

Payment Date  User

g

MAY-27-2014 paadmin 1234 9.00 Edit Delete

Once a payment is cashed out it cannot be deleted and a Refund must be added to change
the balance to zero. After Cash Out, a Refund payment can be added.

10.9 Issuance History

Locate the Issuance History button at the bottom of the Order Summary page.

ProCheck / ProlD Status:
Fee Effective Date: MAY-27-2014

Source: Mail
Received Date: MAY-27-2014

Applicant Information Payment Information

Hame: Andy Anderson Type Amount User
Address: 1234 Anderson Lane .
Pittsburgh, Pennsylvania 10011 Check $9.00 State Office Administrator
Attention: Andy gEchk (50.00) State Office Administratar
Phone: (B30) 045-4843 -
Email: t@t.com Paid: $0.00
Due: $9.00
Balance: $9.00

Event Requested

Event Type: Death Suspend RejectRequest Correspondence Work Order Receipt Mailing Envelope Mailing Label

Relation: Power of Attorney
Status: /Personal ValidMedical Valid With Exceptions/Registered/Signed/Dropped to Paper/NAICD Coding Required
Comments:
Matched Events Services

Total Service N Quanti Priori Deli F
Registrant Match Numberof Date of Lastlssuance  —ervice Hame uantity riority elivery  Fee

Issuances Death CC [ 1 REGULAR MAIL $9.00

Abigail 5 .
anderson €S 2 May-27-2014 10:03 AM K

Copy to New J Validate Order m Issuance History m

Click on the Issuance History button to display the Issuance History page. This page displays
a listing of all certified copies that have been issued for this record on this order only. In other
words, this display is order specific. In the example below, a certificate was printed on May
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27, 2014 on Security Paper Number DOL000000020. (Please see “Event and Issuance
History” section earlier in this document for more detail on viewing issuance history.)

Service Security Paper Tracking Date Shipped Date Date ) Delivery
Name HNumber Number Printed Date  Completed Voided US®T Issuing Office  papp
Mew Castle
May-27- May-27- : :
Death ) State Office RengTratlUn Office =
oo ng;;r Al iﬂﬂ“ T Administrator - PA State S

Registration Office

10.10 Order Processing Attachments

Scenarios where attachments might be uploaded and attached to orders for certified copies of
death certificates include:

e An application which was completed manually and handed to a clerk could be scanned in
for evidence

e A scanned copy of “identification” for the person requesting the order (such as a valid
driver’s license) to support giving a certified copy to the individual

e Scanned evidence of a signature if a credit card payment is used for the order

e Scanned copies of court documents (such as a letter requiring a certified copy of a death
certificate) to attach to the order for supporting documentation.

Attaching scanned documents to orders in Order Processing is done through the Attachments
menu link on the Order Processing menu.

Order Processing Menu

Applicant
Match Events
Senices
Payments

» Summary
Validate Order
Print Forms
Assign Status
Aftachments

Selecting the Attachments link launches the Attachments dialog. Select the New Attachment
button.
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Attachments

Mo data found.

New Attachment

The Attachments dialog expands to allow the user to upload a new attachment. Select the
Browse button to access documents residing on a local or network drive.

Attachments

Mo data found.

New Attachment

Upload new attachment

| »

Select
Browse

Brows

4|

L

New Attachment -
—

2

Browse the local (or network) directory to locate and select the desired document to upload.

Select the Open button.

- = T
'@ Choase File to Upload - - u
= T M
v|- Desktop » - | 3 | | Search Desktop 2|
Organize « New folder =N 0l @
¥ Favorites MName . Size Item type Date modified i
|| JiraResponseTempl... 1KB Text Document 5/6/2014 12:54 PM
=35 Libraries '@ JOULEL-ExpressMa... 5291 KB Adobe AcrobatD...  1/23/2014 8:09 AM
@ Documents @:l Microsoft Qutlook ... 3KB Shortcut 8/25/2011 2:14 PM
& Music ] Newest_Death Mod... 27638 KB Microsoft Word D...  5/27/2014 12:28 PM
=] Pictures 7 pA Test Cases 22KB  Microsoft Word D, 5/20/2014 10:17 AM
B Videos |Bs| QCorrespondenceli... 13KB PNGimage 5/9/2014 2:25 PM
L] REPORT_TRANSAC... L\\, 63 KB Adobe AcrobatD...  5/27/2014 9:39 AM
/8 Computer || SearchbyRegWork(Q... 37KB PMNGimage 5/8/2014 9:54 AM
3-? 0SDisk (C3) [ Spark 2KB Shortcut 2/15/20121:39 PM
|B| StateOfficellser 16 KB PNGimage 3/7/2014 2:46 PM |
‘v‘ Network 7 Test Usernames CC ... 16 KB Microsoft Word D, 12/27/2013 1:15 PM L
] TestTOC 16 KB Microsoft Word D...  2/27/2014 7:44 AM
|| UnsignFD 31KB PNGimage 5/6/2014 8:20 AM i
File name: > [AlFiles () -
’ Open ] ’ Cancel ]
— E
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Click the Save button to complete the process and upload the file.

Attachments x

| »

Mo data found.

New Attachment
Upload new attachment  C:AUsers\LORDSHO1\Desktop\REPORT_TRANSACTION . pdf Brows

o
\ New Attachment i

] i | 3

m

The document appears is saved as an attachment.

Attachments x
Attachment Name Date Acquired
REPORT_TRANSACTION. pdf RI2TI2014 12:46:00 PM View Delete

Total records : 1

vt | core

O Attachments can be any file type. Users can upload as many attachments as necessary
to an order.
10.10.1  View an Attachment to an Order

To view an attachment that has been uploaded and attached to an order, select the View link.
The File Download dialog appears. Select Open.

LIRS
.| FIlE Dcrwnload | ZZ |
1
i Do you want to open or save this file? 3
S IIi. MName: REPORT_TRAMSACTION.pdf ! ProlD Status:
| Attachments Type: Adobe Acrobat Document »

From: bwdwddaveweb01l

’ Cpen ] ’ Save ] ’ Cancel I m
Attachment Namg ;

REPORT_TRANS| /‘ Yiew Delete
While files from the Intemet can be useful, some files can potentialy .
l@ harm your computer. f you do not trust the source, do not open or JIEITEEIILE L
save this file. What's the risk?

\, y New Attachment
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© A user must have software installed on their computer appropriate for viewing the

specific attachment file type. For example, for a PDF, they must have a PDF reader; for
a spreadsheet, they must have spreadsheet software, such as Excel.

10.10.2 Delete an Attachment to an Order

It may be necessary to delete an attachment that has been uploaded. Click the Delete link on
the Attachments dialog. A warning message appears prompting for certainty about deleting the

attachment. Select OK to proceed with the deletion.

view Delets

Attachme

| Message from webpage . &J
t 1

Attachment

REPORT_TI

Total records : 1

New Attachment m

)

10.11 Search for an Order

This section describes how to search for and access a previously entered order by using the
Search feature of the Order Processing module. The Search option will be used by central

office users (State) and local office users (City, County, or Municipality) to locate customer
orders.

From the Main Menu of DAVE™, select Order Processing > Search.

Order Processing

Hew

Birth Fast Order
Death Fast Order
UPS Manifest

The Search for an order page opens. Search types available are organized by section.
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Search By Order

Order Mumber:
VPS Order Mumber.
Security Paper Number:

Tracking Number:

C and

Received between

Search by Applicant

Organization Name:
First Mame:

Last Mame:

Phone: - -

Maximum records to display | 200

State of Arizona DAVE™ User Guide

Search by Event Requested

First Name

Last Name

Search by Matched Event

Event Type:

Search Criteria 1 [

=]

Walue 1:

Search Criteria 2 |

=]

Value 2:

There are four search options to choose from:

1.

2.

Search by Order

Search by Applicant

Search by Event Requested

Search by Matched Event

) [

D To utilize any of the searching sections on this page, the user must input at least one
of the requested pieces of information from within a search tab. The search controls are

NOT case-sensitive.

10.11.1

Search By Order

Crder Mumber:
WPS Order Mumber:
Security Paper Mumber:

Tracking Mumber:

Received between

Search By Order

E and

March 2017
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To Search by Order, information must be entered into at least one of the controls: Order
Number, VPS Order Number, Security Paper Number, Tracking Number or Date Received
Between. Select Search at the bottom of the page.

Order Number:

The order number is a unique identifier and will consist of the 4 digit year + two digit month + a five digit
sequential number (e.g. 20040600001). A Search by Order can be performed using only this data field.

VPS Order
Number:

Orders placed via Vitalchek.com are assigned a VPS Order Number. Enter the VPS Order number in this
field.

Security Paper
Number:

Also called “safety paper” by some jurisdictions, the security paper number is a pre-preprinted number
used to identify and track pieces of security paper. This pre-printed number is unique to the paper type
(e.g. wallet, short, long, etc.). A Search by Order can be performed using only this data field.

Tracking Number:

Typically the tracking number is only assigned to orders being shipped by FedEx, UPS or other express
mail service. A Search by Order can be performed using only this field.

Received between
__and ___:

The dates entered should be an estimate of when the order was received by the office that entered the
order. To search by date range both the start date and end date must be entered. If only the Start Date
is entered, then a search will be performed on an exact match of the Start Date. Date based searches
may not always be successful. If End Date is earlier than Start Date then no results will be returned. If
Start Date is used without an End Date then only those orders requested on that specific date will be
returned. Itis possible to search using an End Date without a corresponding Start Date. This search
criteria returns all orders entered up to that date. The resulting list of orders would likely be too large to
be useful.

© A successful Search by Order should always return at least one order.

An example of a Search by Order using a date range is as follows:

Search By Order

Crder Mumber:

VPSS Order Mumber:

Security Paper Mumber:

Tracking Mumber:

Received between |May-23-2014 | [{F] and | May-27-2014

The results returned appear below. To open an order, select the Order Number link of the
desired record.

exisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.
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Order Humber Date Received Applicant Hame Event Type SFH Registrant Name
MAY-27-2014 Marcel Bordain Death Margerie Bordain
MAY-27-2014 Test Test Death Test
MAY-27-2014 Andy Anderson Death 000003-2014 Abigail Anderson
A MAY-27-2014 Annie Anderson Death 000003-2014 Abigail Anderson
20140500020 MAY-23-2014 Vicky Johnson Death 000206-2014 April Adams
20140500019 MAY-23-2014 Lady Xan Death Archibald Xan
20140500018 MAY-23-2014 ‘Winona Watkins Death 000196-2014 Charles Brown
20140500017 MAY-23-2014 Walter Wilkins Death 000196-2014 Charles Brown
20140500016 MAY-23-2014 Cherry Lane Death Charles Brown

Total records: 8

New Search

10.11.2  Search by Event Requested

Search by Event Requested

First Mame:

Last Mame:

Search by Event Requested permits a search for an order based on the First Name and/or
Last Name of the decedent.

First Name | Entering the first name is optional. If a value is entered in the First Name field it must
exactly match the name entered on the customer’s application.

Last Name | When searching by event requested, the last name is a required field. The name
entered here must be the name provided on the customer’s application and
subsequently entered on the Match Event page.

A successful Search by Event Requested most often returns a list of orders. By entering
“Anderson” in the Last Name field, the search returns the following results:

Order Humber Date Received Applicant Name Event Type SFH Registrant Name
20140500022 MAY-27-2014 Andy Anderson Death 000003-2014 Abigail Anderson
20140500021 MAY-27-2014 Annie Anderson Death 000003-2014 Abigail Anderson
20140200060 FEB-12-2014 Applicant On File Birth Kinberlie Michole Anderson
20140100111 JAM-2T7-2014 Manny Anderson Death Manny Anderson
20130200002 FEB-01-2013 Abraham Anderson Birth 075965-2006 ALEX LEE ANDERSON

Total records : 5
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Using the wildcard is permitted in a Search by Event Requested. Enter a letter (here the

letter “g” was used), followed by the wildcard symbol “%.”

Search by Event Requested

First Name:

Last Name: ar%%

This searches for all orders entered for a death event with a Last Name beginning with the
letters “gr.” The Results of a Search by Event Requested using a wildcard appear below.

Order Number Date Received
20140400078 APR-10-2014
20140300240 MAR-25-2014
20140300103 MAR-18-2014
20140300048 MAR-07-2014
20131000059 OCT-09-2013
20131000040 OCT-07-2013
20131000037 OCT-07-2013
20111100022 MOV-07-2011
20111100019 NOY-07-2011

Applicant Name Event Type SFH Registrant Name
Garfield Griffin Birth 000033-2014 Greg Griffin

Greg Griffin Birth 000033-2014 Greg Griffin
Garfield Griffin Birth 000033-2014 Greg Griffin
Helen Grouch Death 000100-2014 Oscar Grouch
Pineapple Grenade Birth 000029-2013 Hans Grenade
Cindy Grenade Birth 000029-2013 Hans Grenade
Cindy Grenade Birth 000029-2013 Hans Grenade
Derika Tester Death Cory Green
Jaxon Smith Birth Jacob Gremlin

Total records : 9

10.11.3  Search by Applicant

Search by Applicant

Organization Name:
First Name:
Last Mame:

FPhone:

Maximum records to display. | 200

To Search by Applicant (the person or organization originally placing the order) the user must
input at least the applicant’s Last Name.

Organization Name

When searching for an order by Organization Name (i.e., state agency, hospital, etc.), no
other fields are required.

DAV!
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First Name When searching by applicant name, if a value is entered in the First Name field, the Last
Name is required.

Last Name When searching by applicant name, the Last Name is required.

Phone When searching for an order by an applicant’s telephone number, no other fields are
required.

To Search by Applicant, enter a valid applicant name and select the Search button at the
bottom of the page. To reduce the number of orders it is highly recommended that both First
Name and Last Name be used. Supplying additional information such as Phone and/or
Organization Name helps narrow the results further.

Wildcard searches are permitted when performing a Search by Applicant. Enter a letter
followed by the wildcard symbol % in the Last Name field. In this example the letter “a” is used.

Search by Applicant

Organization Name:

First Name:

Last Mame:

Phone:

a%

The search Results page displays all orders with Applicant Last Name beginning with the

letter “a.”

Order Number
20140500022
20140500021
20140400072
20140400071
20140400041
20140300268
20140300234
20140300215
20140300214

20140300134
20140300133
20140300121
20140300126
20140300097
20140300084

Date Received

MAY-27-2014
MAY-27-2014

APR-10-2014
APR-10-2014
APR-08-2014
MAR-26-2014
MAR-25-2014
MAR-24-2014
MAR-24-2014

MAR-18-2014
MAR-18-2014
MAR-18-2014
MAR-18-2014
MAR-18-2014
MAR-17-2014

First 1 2 3 4 5 Last

Applicant Name Event Type SFN Registrant Name

Andy Anderson Death 000003-2014 Abigail Anderson

Annie Anderson Death 000003-2014 Abigail Anderson

Andrew Ant Birth 000027-2014 Adam Ant

Andrew Ant Birth 000027-2014 Adam Ant

Annie Adams Death 000206-2014 April Adams

Annie Apple Birth Apple

Annie Ant Birth 000027-2014 Adam Ant

Anne Apple Birth Adam Apple

Annie Apple Birth Adam Apple
Birth apple

Albert Ashe Death Alfred Ashe

Albert Ashe Death Alfred Ashe

Clarence Ashe

Ann Apple Death 000115-2014 Adam Middle Apple

Axle Ant Birth 000027-2014 Adam Ant

Jan U Airy Death 000029-2014 Jan U Airy

Total records : 74

Li BT; only the Applicant First Name is entered, the system will generate an error message.
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Select the Order Number link to open an order. The Order Summary page displays the details
of the specific record.

Source: Mail ProCheck | ProlD Status:
Received Date: MAY-27-2014 Fee Effective Date: MAY-27-2014
Applicant Information Payment Information
Name: Annie Anderson Type Amount User
Address: 123 Goose Creek Lane imi
Pittsburgh, Pennsylvania 10011 Chet:ln.( $9.00 State Office Administrator
Attention: Annie Paid: $9.00
Phone: (839) 383-8383 Due: $9.00
Email: t@t.com Balance: $0.00
Event Requested
Event Type: Death Correspondence  Work Order Receipt  Mailing Envelope Mailing Label
Relation: Sibling / Step-sibling / Half-sibling
Status: [Personal Valid/Medical Valid With Exceptions/Registered/Signed/Dropped to Paper™MA/NCD Coding Required
Comments:
Matched Events Services
Total - - - )
Registrant Match Numberof Date ofLastlssuance Sorvice Name Quantity  Priority Delivery  Fee
Issuances Death CC ) 1 REGULAR MAIL $9.00
Abigail - .
Anderson Yes 2 May-27-2014 10:03 AM

Gopy toew | vasaat orser o | ssuance tory o

10.11.4  Search by Matched Event

Search by Matched Event

Event Type:

Search Criteria 1: | [=]
Value 1:
Search Criteria 2: | E”
Value 2:

A Search by Matched Event is based on the Event Type selected from the dropdown and on
whether a successful match was performed and associated with an order. This search ONLY
returns orders where the event requested was successfully matched to a record in the
database.

Event Type Death must be selected from the dropdown for death registration-related orders.

Upon selection of the Event Type, the Search Criteria 1 dropdown is populated with data

SEAED CITEa.L, controls found on the pages associated with death events.
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Value 1

Upon selection of a value from the Search Criteria 1 dropdown, the user must enter valid
data in the Value 1 text entry control that ties directly to the selection made in Search

Criteria 1.

Search Criteria 2

Upon selection of the Event Type, the Search Criteria 2 dropdown is populated with data
controls found on the pages associated with the event.

Value 2

Upon selection of a value from the Search Criteria 2 dropdown, the user must enter valid
data in the Value 2 text entry control that ties directly to the selection made in Search

Criteria 2.

® The Search by Matched Event section allows searching for the matched event by
more than one criterion

Select the Search Criteria 1 from the dropdown, and enter the corresponding information in the

Value 1 field.

Search by Matched Event

Event Type:
Search Criteria 1:
Value 1:

Search Criteria 2:

Walue 2:

Decedent's First Name
Decedent's Middle Name
Decedent's Last Name
Decedent's Suffix
Decedent's Gender
Decedent's Date of Birth
Decedent's 35N

Date of Death

Death City

Death County

SFN

G WS po—

The following example shows Search Criteria 1 & 2 selections and Values 1 & 2 .

Search by Matched Event

Event Type:
Search Criteria 1:
Walue 1:

Search Criteria 2

Walue 2:

| Decedents First Name E”

Abigail

| Decedents Last Name E”

Anderson

© When searching by Matched Event, a minimum of Event Type, Search Criteria 1, and

Value 1 must be selected/entered.

Key in valid entries for one or more Search Criteria and Value fields and select the Search
button at the bottom of the page.

DAV!
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Event based searches may not always be successful. When they are successful, they can
return one or many records. The results below include all orders for records with decedent’s
last name of “Anderson” on the death certificate.

Order Number
20140500022
20140500021

Date Received

MAY-27-2014
MAY-27-2014

Applicant Name

Andy Anderson
Annie Anderson

Event Type

Death
Death

SFN

000003-2014
000003-2014

Reqgistrant Hame

Abigail Anderson
Abigail Anderson

Total records : 2

New Search

Wildcards are permitted in a Search by Matched Event. Here the Search Criteria 1 selected is
the Decedent’s Last Name, and the letters “ad” and the wildcard symbol % are entered for

Value 1.

Search by Matched Event

Event Type:

Search Criteria 1:

Walue 1:

Search Criteria 2:

Walue 2

| Decedents LastName EH

ad%

[=]

The search Results page returns orders where the decedent Last Name begin with the letters

“ad.”

Order Humber Date Received Applicant Name Event Type SFN Registrant Name
20140500020 MAY-23-2014 Vicky Johnson Death 000206-2014 April Adams
20140400041 APR-08-2014 Annie Adams Death 000206-2014 April Adams
20140300057 MAR-10-2014 Amy Adkins Death 000094-2014 Adkins
20140300056 MAR-10-2014 Amy Adkins Death 000094-2014 Adkins
20140300055 MAR-10-2014 Amy Adkins Death 000094-2014 Adkins
20140300054 MAR-10-2014 Amy Adkins Death 000094-2014 Adkins
20140300053 MAR-10-2014 Amy Adkins Death 0000942014 Adkins
20140300052 MAR-10-2014 Amy Adkins Death 000094-2014 Adkins
20131100006 NOV-05-2013 Abe Adams Death 000153-2013 Andrew Abraham Adams Jr.
20131000038 OCT-07-2013 Chancler Adams Death 000029-2013 Gramatical Adams
20130700057 JUL-08-2013 Anton Adamson Death 000047-2013 Alton Adamson
20130700056 JUL-08-2013 Anton Adamson Death 000047-2013 Alton Adamson
20130300021 MAR-08-2013 F.Kreugers Dirt Map Emporium Death 000001-2013 Black Melanie Adder
20130300020 MAR-08-2013 F.Kreuger's Dirt Map Emporium Death 000001-2013 Black Melanie Adder
Total records : 14
New Search
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10.11.5 Performing the Search

To initiate a search based on the criteria and values entered, select the Search button. Or, to
remove search criteria and start over, select the Clear button at the bottom of the page.

Another search option is the Soundex search. Soundex searches are used when the spelling
of a name is uncertain. Users can enter a sounds-like name (i.e., “Smith” for “Smythe”) and
still successfully locate a record.

DAVE™ also allows use of a wildcard feature via the % character to search for records when
only a partial spelling is known (i.e., searching for “Mur%” returns names like Murdock or
Murphy.

The Maximum records to display defaults to 200. This means regardless of the number of
orders returned by the search, only 200 rows will be displayed. It is possible to increase the
value for maximum records to display. But, when the number is increased, the user receives a
warning message about system performance.

Message from webpage @

Search by Applicant

Organization Name: &x This search will negatively affect system performance.

) ~ If possible refine search criteria or perform during non peak hours,
First Mame: Press OK to continue, Cancel to abort.

Last Mame:

0K l ’ Cancel

Phone:

W

Maximum records to display:

® These types of searches should be kept to a minimum and performed after hours. |If
possible, users should enter more search criteria to refine the search.
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Selecting any of the underlined column headers will re-sort the search results based on the
contents of that column. Selecting the Order Number link opens directly to the Order Summary
page for review/editing of the order.

Order Humber Date Received Applicant Name Event Type SFH Registrant Name
Fa

20140500020 MAY-23-2014 E—— Death 000206-2014 April Adams

20140400041 APR-08-2014 ( ic Cotgr;:rt ed ers) Death 0002062014 April Adams

After reviewing the Order Summary page, select the Previous or Return button to return to the
Results page.

Source: Mail ProCheck | ProlD Status:
Received Date: MAR-10-2014 Fee Effective Date: MAR-10-2014
Applicant Information Payment Information
HName; Amy Adkins Type Amount User
Address: 0330 Science Drive :
Harrisburg, Pennsylvania 17025 Cash $9.00 _BirthRegC User
Attention: Paid: $9.00
Phone: Due: $9.00
Email: Balance: $0.00

Event Requested

Event Type: Death Suspend Reject Request Correspondence Work Order Amend Receipt  Mailing Envelope Mailing Label
Relation:  Spouse
Status: [Personal Valid/Medical ValidiRegistered/NAMNATMNAPersonal Pending/ICD Coding Required

Comments:
Matched Events Services
Total . . - )
Registrant Match MNumber of Date of Lastlssuance Service Name Quantity Priority Delivery Fee
lssuances Death CC [ REGULAR MAIL $9.00 Issue
Adkins Yes 4 Mar-10-2014 02:47 PM

Copy to New J Validate Order Issuance History m m

10.12 Order Certified Copies

From the Death or Fetal Death Registration Menu select
Amendments Other Links > Order Certified Copies.
Comments
Crder Certified Copies

The Order Processing Menu is displayed replacing the Death Registration Menu.

Order Processing Menu

Applicant
Services
FPayments
Summary
Validate Order
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The Applicant page is also displayed and pre-filled with the name and address information
associated to the Funeral Home completing the order.

20161200033 :Samaritan Funeral Home
fCrder Invalidincomplete/Amendment Pending Approval

. F
Applicant: » ersen

Organization

Name:»| Samaritan Funeral Home
Address

Pre
Street Number Directional Street Name
1505 E ¥ McDowell
City or Town State

Country

Contact Information
Attention
Phone Number: | . Alternate Number:

Email:

Shipping Information Same as Applicant? I«

Organization

Street
Designator

RO -

Zip Cade
85006

Fax Number:

Post
Directional Apartment Number

v

10.12.1

Applicant Information

The pre-filled Applicant Name and Address items cannot be edited. However, Contact
Information fields remain available so information can be added to specify a contact in

regards to the order.

The Shipping Information Same as Applicant? Checkbox defaults to checked. If the certified
copies should be sent somewhere other than the Funeral Home listed, select the check box
to remove the checkmark and enter shipping information.

Shipping Information Same as Applicant?

Shipping Information

Name

Frefix v First

Address

Pre
Street Number Directional Street Name

v

Zip Code City or Town State

Contact Information
Attention:
Fhone Number: | -

Email:

Alternate Number:

Middle b Last

Suffix

Street
Designator

Country
United States

- Fax Number:

Fost
Directional Apartment Number

- v

Perfect Address™ Verification

DAV
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The page will expand and allow for information to be entered in regards to where the certified
copies should be shipped.

m m @ Once the applicant page is complete, select Next.

i) Selecting Clear will clear all information that has been entered on the page.
Selecting Save will save the information that has been entered on the page.
Selecting Return will return the user to the last page they took action on.

10.12.2  Services
The Services page will be displayed.

20170300081 :A Legacy Funeral Home
fOrder Invalid/incomplete/No Services

Applicant
gavmems Source  » v Received Date [MAR-21-2017 | (R Fee Effective Date [MAR-21-2017 | [{R)
ummary
Validate Order ‘Will this order be paid for by Credit Card?
Switch User
Issuing Office v

Select the Source for the Order.

Next Selecting the Issuing Office.

O The Issuing Office dropdown list is filtered based on the County of Event. If the more
than one issuing office exists per county a selection will need to be made. However, if
only one issuing office exists, this Issuing Office field will be pre-filled with the specific
issuing office.

Once the Issuing Office is selected the page will refresh and display the Name section.

20170300081 :A Legacy Funeral Home
[Order Invalidincomplete/No Services

Source »|Mailln ¥|  Received Date [MAR-21-2017 | [iF) Fee Effective Date [MAR-21-2017 | (I
Will this order be paid for by Credit Card?
Issuing Office» | Maricopa County Vital Records 16th St Phoenix v

1 Mame: George W Woods

Applicant Relationship to Registrant: Funeral Director
Currently there are no services for this event request. Please click Add Service to add a service.
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Select the Add Service button to add services to the order. The name section will expand to
display the services section.

1 Name: George W Woods

Applicant Relationship to Registrant: Funeral Director
» Senvice » Quantity » Priority » Delivery

Fequest Reason Other Specify

: I —

Service: Select the Service (i.e., the type of product the applicant is requesting). The Service
dropdown is filtered by office and event type.

Quantity: Enter the number of the selected service being requested.

Priority: The selection made here determines if the order requires expedited processing and
whether additional fees should be applied.

Delivery: Select a method of delivery from the Delivery dropdown (i.e., Counter, Mail, UPS).

Request Reason: Select the reason for the request from the Request Reason dropdown. If
Other is selected then the Other Specify field will be enabled for entry.

Select Save to add the services. Selecting Cancel will close the Add Services section without
adding services to the Order.

® |f additional services need to be added to the Order simply select the Add Service
button again to add additional services.

@ m m Once the Services page is complete, select Next.

i Selecting Save will save the information that has been entered on the page.
Selecting Previous will return the user to the last page they took action on.
Selecting Return will return the user to the last page they took action on.
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10.12.3 Payments

The Payments page will be displayed.

20170300081 :A Legacy Funeral Home
Applicant fOrder Invalid/incomplete/insufficient Funds

Services

Fayments Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017
* Summary

Validate Crder

Switch User
Al Add Payment

Add Payments

Currently there are no payments for this order. To add a payment select a payment type and click Add Payment.
SubTotal: £40.00
Total: = §40.00
Paid: $0.00
Balance: = §40.00

Change Due: $0.00

(D () 0

Select Credit Card from the add payments dropdown and then select the Add Payment
button.

Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017
Add Payments

L3R Add Payment

Credit

Payment Date User Card Number Exp Date cvc i ég&he AVS  Status  Amount

A AD_ 71701 - " Authorize
MAR-21-2017  azadmin v v 40.00 Cancel

Enter a credit card number within the Card Number field.

Enter the credit card expiration date within the Exp Date field by selecting the month from the
first dropdown and the year from the second dropdown.

Enter the security code found on the back of the credit card in the CVC field.

CVC code: DAVE™ requests the card validation code be entered for credit card transactions.
These validation codes combat counterfeit fraud through the use of special numbers that are
encoded on the magnetic strip of credit and debit cards. The VISA Card Verification Value
(CVV) and the MasterCard and Discover credit cards’ Card Validation Code (CVC) are found
on the back of the card. The American Express unique card code (CID), is found on the front
of the card above the credit card number.

© The transaction will not be authorized if the code is left blank or if it does not match the
code maintained by the card processor.

Hover over the information icon & for help in locating and entering the CVC code information.
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Select the Authorize link to submit the credit card information for payment. Select the Cancel
link to discard the Credit Card information without submitting for payment.

® Credit card numbers are NOT stored in the DAVE™ database. Upon selection of the
Authorize or Void links, the credit card number will be passed to the VitalChek
authorization server and will be cleared from the Payments page.

m M Once the payment has been approved, select the

Next button.

i) Selecting Save will save the information that has been entered on the page.
Selecting Previous will return the user to the last page they took action on.
Selecting Return will return the user to the last page they took action on.

Select the Edit Payer button if the payment is going to be submitted by someone other
than the Funeral Home submitting the Order. See section 10.5.3 Edit Payer for more info.

10.12.4  Order Summary

The Order summary page will be displayed.

20170300081 :A Legacy Funeral Home
[Ordervalid/incomplete

Applicant
Services
Payments Source: Mail In ProCheck / ProlD Status:
Smman Received Date: MAR-21-2017 Fee Effective Date: MAR-21-2017
Validate Order
Switch User Applicant Information Payment Information
Name: A legacy Funeral Home Type Amount User
Address: 1374 N Arizona Avenug Credit )
Chandler, Arizona 85225 Card $40.00 Afuneral Director
Attention: -
Phone:  (480) 963-6200 Paid: §40.00
Email: Due: 540.00
Balance: $0.00

Event Requested

Event Type: Death Amend Mailing Envelope Mailing Label
Relation: Funeral Director
Status: [Personal ValidMedical Valid/Registered/Signed/Certified/NA/Birth Death Linkage Required Cver 1 Year
Comments:
Matched Events Services
" Total Numberof  Date of Last
Registrant  Maltch |ssuances |ssuance Service Name Quantity  Priority Delivery Fee
George W Yas Death Certified w fee 2 REGULAR COUNTER $40.00 Issue

Woods

0
Suomit order  vatate crder | v [Retr]
D E

Select to Validate the Order button to review any issues that may exist and correct them.
Select the Void button to void the Order.

Select the Submit Order button to submit the Order to the Issuing Office selected on the
Services page.

© More information regarding items on the Order Summary page can be found in section
10.6 Order Summary.
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11. Queues

DAVE™ provides work queues which contain records, orders, issuances, or amendments that
are in process. These item are placed in queues based on the assignment of a work queue
status. Work queue statuses are assigned after a record or order has been validated or, when
a specific action has been taken by a user that sets a status. Queues are used to group items
together based on the type of work that needs to be done.

Users with the appropriate security privileges will be able to access particular work queues and
work queue types.

11.1 General Functionality in All Queues

There are two ways to access Queues within DAVE™,

Current Activities - From the Main Menu, select Main > Current Activities, or select the
Current Activities Fast Link icon on the home page.

—

Home
Change Office

5 Ir-.-1essages A I Current Activities /OI’- Change Password
~ -~
\ Messages
Current Activities
Logout

e

The Current Activities queue is unique to the user type selecting to view it. Unlike selecting a
specific queue from the Main Menu, the Current Activies displays on a single page all of the
different work queues containing cases and orders needing attention.

Queue Name Type | Count Age of Oldestin Days
Keyed Amendment 32 80
Keyed (Requires Affirmation) Amendment 25 7
Pending Amendment 17 3!
Affirmation Reguired Fetal Death 27 59
Certification Required Fetal Death 1% 58
Medical Pending Fetal Death 279 78
Personal Pending Fetal Death 262 78
FIPS Coding Required Death 216 85
Cause of Death Pending Death 23 72
Certification Required Death 8 83
Cremation Clearance Required Death 3 8
Death Potential Duplicate Death 30 79
Death Certificate Not Found Order 1 23
Insufficient Funds Order 3 2
Mo Services Crder 48 =t}
Reqistration on Hold Crder 1 78

Total Queues :16
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Main Menu — The second way to access queues is via the Main Menu where you can select
Queues and a menu of available queues is displayed:

Queues

Registration Work Queues

=

Registration Work Gueue Summary
Order Work Queues

Order Work Queue Summary
Issuance Queues

Issuance Queue Summary

Amendment Work Queues

Amendment Work Queue Summary

-

O The ability to access particular queues is based on user security privileges.

Queue Types:

e Registration Work Queues
e Order Work Queues

e [ssuance Queues

¢ Amendment Work Queues

1111 Queue vs. Queue Summary

There are two ways to view Queue Information: by selecting a specific work queue
(Registration Work Queue, Amemdments Work Queue, Issuance Queue, or Order Work
Queue), or via a queue summary page, (Registration Work Queue Summary, Amemdments
Work Queue Summary, Issuance Queue Summary, or Order Work Queue Summary).

Seletcting a Queue Menu Page

Select Main Menu > Queues > Registration Work Queues. The Search by Registration Work
Queue menu page will load from which a particular queue can be selected.

CQueue v Search Type: v Value:

Display |200 |rows perpage. Filter: L

seven]sovniron v
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Select a Queue Summary Page

The Work Queue Summay page will display a summary of all the queues of the type selected
which items appear in.

Queue Name Type + Count Age of Oldest in Days
Medical Info Rejected Death 10 41
Medical Pending Death 149 877
Personal Info Rejected Death 11 202
Personal Pending Death 219 877
Registration Approval Reguired - Death Death 14 276
Signature Required Death 13 316

First 1 2 3 Last

Total Queues : 36

11.1.2 Work Queue Pages
Work queue pages are separated into three sections: Search Options, Search Results and
Actions:
CQueue: Personal Info Rejected - Death IZH Search Type Value
Display |5 rows per page.

Filter:
Search Options Show All Rows

All Caseld File Number Registrant Date of Event +  Data Provider
A Brugger And Sons Funeral
E 12450 Lang, Lonnie Mar-11-2014 Home Lip
Search Results

(=] 12445 Denny, Sandy Mar-11-2014 Teeters Funeral Chapel Inc
[} 12275 Deceased, Newly : Feb-14-2014 King's Pet Sematary

A A Brugger And Sons Funeral
[} 11798 Rogers, Buck Aug-02-2013 Home Lip
1} 10057 Vale, Veronica Apr-30-2013 Bagnato Funeral Home Inc

First 1 2 3 Last

Actions

Total records : 11

Add Print
Comments Queue List
Correspondence Queue Aging Report

Print Burial Permit

Search Options

Fields for entering search criteria—provides search functionality

Search Results

Data grid listing with hyperlinks—displays all rows within a given queue, or only
those rows matching the search criteria

Actions

Hyperlinks—provides functionality for user actions such as accessing the item
directly, assigning a case to another queue, certifying, printing, entering comments
or attaching correspondence, etc.

DAVE

at
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11.1.3 Search Options
The Work Queue page allows the user to search for specific cases within a queue type.

1. Four search options are provided: Queue, Search Type, Value, and Filter.

Queue: E” Search Type: Value:

Display |5 rowWs per page Filter.

sowstros o [

® The actual work queues available vary based on user type & security setup.

2. Select a queue name from the Queue dropdown.

Queue: - Search Type: Value:

- .
Display Abandoned Pending Review - Death ¥ Filter.
Abandoned Pending Review - Birth
Birth Cerlification Reqguired - Birth Show All Rows m

Birth Death Linkage Required Over 1 Year - Death
Birth FIPS coding Required - Birth

Birth GIS coding Required - Birth

Birth Potential Duplicate - Birth

Cause of Death Pending - Death
Certification Required - Death
Cremation Clearance Required - Death
Death Potential Duplicate - Death
Deceased Baby - Birth

DPW Exception - Birth

DPW Father Discrepancy - Birth

DPW Father No Match - Birth

DPW Probable Match - Birth

FIPS Coding Required - Death

ICD Coding Required - Death

Legal Infermation - Rejected - Birth
Legal Pending - Birth

ME Review Complete - Death

ME Review Required - Death

Medical Cerification Requested - Death —
Medical Info Rejected - Death

m

3. A Search Type may also be chosen, but only if a value is provided in the Value field.

Queue: E” Search Type: Value:
Display |5 rows per page. Filter./ Case Number

Employee

s s e s
Local Registrar
SFN

® search criteria entries work together to refine a search. It is possible to use both the
Queue and Search Type search criteria dropdowns.

4. Selection of a Filter will also help narrow search results. If a Filter Value is required,
DAVE™ will prompt users to enter one.
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CQueue Cause of Death Pending - Death E” Search Type: Walue:

Display |15 |rows perpage. Filter: m Value:
]
sean] v 0w
Imported

Mot Registered

Caseld File Humber Registrant Date of Event +  Data Provider

m 26706849 ;ag”’ Sutherland, Jerry Qg7 Nov-29-2013

Al

Lanterman & Allen Funeral
Home Inc

Display - Determines the number of rows that will be displayed on the page.

Queue: | EH

Display |15 rows per page.

P

5. After all search criteria is entered, select the Search button.

Value

[ T [

Queue Personal Pending - Death E” Search Type:

Display |5 rows per page. Filter:

Li JTER possible to view all cases in a specific queue by making a selection from the
Queue dropdown and NOT making a selection from the Search Type and Value fields.

Queue — Queues available to the user based on security privileges.

Search Type — The search types include Case Number, Employee, and SFN (State File
Number). If a search type is selected from the Search Type dropdown, then a value MUST be
entered into the Value textbox.

(Search Type) Value — Enter the case number, employee name or SFN from the case for
which the user is searching. Alphanumeric entries are allowed.

If the Search Type selected is Case Number, the queue will list only the case that matches
the case id entered. Note, a Case ID is a unigue identifier across all events. Searching by
Case ID will always return a single record.

If the Search Type selected is Employee, the queue will list only those cases where the last
name matches the last name of the user who performed the most recent Action.

If the Search Type selected is SFN, the search will return only the case that matches the SFN
entered.
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Filter — The values for the Filter dropdown will vary based upon the type of work queue
selected. A detailed description of each filter can be found within the specific queue sections
of this user guide.

(Filter) Value — A Filter value may be required.

® The Filter dropdown is replaced by an Age dropdown on the Order Work Queues
search page.

11.1.4 Search Results

Search results always display in a data grid. The results are organized based on the type of
gueue: Registration, Order, Issuance, or Amendments.

For example, the Registration Work Queue column headers...

CQueue: Abandoned Pending Review - Death E” Search Type: Walue:
Display |5 rows per page. Filter:
s s
GH Caseld File Number Registrant Date of Event +  Data Provider )
[ 26288070 37599 Evers, Frankiin Ga7 Junz2201z  wing Brothers Funeral Home
P 057506- ’ i Hatheway-Tedesco Funeral
= 262851911 20492 Beer, Alyvia Qg7 Jun-19-2012 Home Inc
...are different from the Order Work Queue column headers.
Queue: Additional Information Required E” Search Type: Value:
Display 5 rows per page. Age
GII Order Humber Service Date Received | Priority Registrant Hame SFN Event Date Applicant Nama
= 20131203402 Veteran Birth CC DEC-04-2013 REGULAR BERMARD GMYS 000356-1928  Jan-26-1928 Applicant On File
x5 . ) Frances
B & 20131221813 Death CC DEC-30-2013 Vitalchek Mar-22-1998 Fogleman

All column headers displayed in blue allow the user to sort and re-sort rows. Select a header
to sort the search results by that specific column. To access one of the
cases/orders/amendments listed, select any of the blue links within a row.

Al Applicant Name ﬁ;mer service ?ateﬂe“"’ed Priority  Delivery Registrant SFN aﬁfrfb’gf Paper Date Printed

[[] Jaclyn Rhoads 20120536554 Birth 05/21/2012 Vitalchek UPS Next Demarcus Qg7 007873 12
Cp Day Shea 2005
[] Jaclyn Rhoads 20120536554 Vitalchek g:yS Mext ‘Warren Qiq7 Benner ggg?#sf T Jul-03-2012
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Show All Rows vs. Show Number of Rows

1. Enter a number in the Display field, choose Search. The number of designated rows
displays. To view all rows, choose the Show All Rows button.

Queue | Abandaned Pending Review - Death =l Search Type: Value

Display |5 rows per page Filter: _
=N
/‘ Search | Show All Rows

All Case ld File Humber Registrant Date of Event +  Data Provider
m 26288070 gg:ggg Evers, Franklin Qg7 Jun-22-2012 E‘g‘”g T TEE FOIEE  AIE
ARoaE 057508- ; 10 Hatheway-Tedesco Funeral
| 26285191 5012 Beer, Alyia Qq7 Jun-ig-zotz  FEmenal
B 26273052 33‘1‘331‘ Sabo, Elaina Qg7 Jun-12-2012  Nation Funeral Home Inc
[l 26276788 Jo3a°®  Sone,Isiah Qa7 Jun-10-2012  Moody Funeral Home
048787- Russell C Schmidt & Son
| 26264616 g 10 Rath, Elaine Qq7 May312012  RUSSENE SN
First 1 2 3 4 5 Last Total records : 22

2. The page will expand to reveal all search results and display the Show Number of Rows

button.
Queue Abandoned Pending Review - Death E” Search Type: Value
FT—
All Caseld File Humber Registrant Date of Event +  Data Provider
m 26288070 gg:ggg Evers, Frankiin Qg7 Jun-22-2012 E";‘”g T TES PO 2 ITmE
P 057506 . g Hatheway-Tedesco Funeral
(=] 26285191 2042 Beer, Alyvia Qg7 Jun-19-2012 Home Inc
e — All Records Display
= 26273952 2012 Sabo, Elaina Qg7 Jun-13-2012 Mation Funeral Home Inc
m 26276788 35410 sione, Isiah Qg7 Jun-10-2012  Moody Funeral Home
048787- = Russell C Schmidt & Son
] 26264616 5030 Rath, Elaine Qg7 May-31-2012 Fureral Homa Ine
e, 043165 i " Tatalovich Funeral Home And
[l 19708254 2012 Wilbourn, Eddie Qq7 May-25-2012 Crematian Sernvices Inc
050907- = Thomas-Little Funeral Service
= 26268611 2012 Ford Jr, Antonio Qg7 May-24-2012 Inc (Oakoals)
] 19712086 gg;‘;“' Thelen, Houston Qg7 Way-19-2012  Griffith Funeral Home
[ 26271089 221358 Cuney, Theresa aa7 May-19-2012  Hancock Funeral Home Ltd

3. The Show Number of Rows button will return the user back to page view where the number
of rows is designated in the Display field.
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Queue: Amendment Pending Approval E” Search Type:

Display 5 rows per page Filter:

Show Mumber of
| Rows }

Value:

All w Amendment Type Date Received Priority Event Type Registrant File Humber ED‘?;ﬁ‘of

i Adaption Annuiment 1100472013 Bifth Test, Water 20033 osi2612013
| 749 Under & Months Correction 0202612014 Birth Bradley, Milton gggg"'ﬂ’ 02/08/2014
755 Adminisirative Error 02126/2014 Death Ashe, Alfred o008 2212014
| 802 Admiinistrative Error 03M19/2014 Death Williams, Willow ggﬂsn- 0318/2014
[ s3 Personal 03/24/2014 Death Abemnathy, John Michagl oo0%20- osMam013

First 1 2 3 Last Total records : 12

Actions Add Print
Assign To Another Queue Comments CQueue List
Correspondence Cueue Aging Report

® Due to database constraints, if more than 2000 matching results are found only the
first 2000 results will be displayed.

11.1.5 Actions

Users can perform certain actions on cases directly from the queue search results page. The
actions available are based on security privileges and queue type.

The Actions links are located at the bottom of the search results page.

[} 26703980 Presley, Savanah Qq7 Feb-0
| 26707661 Wozniak, Amina Qg7 Feb-0

First 1 2 3 4 5§ 6 7 &8 9 10 .. Last

*,-""

Actions Add Print

) Comments CQueue List
Register Event Correspondence Cueue Aging Report
Abandon Case B

Request Medical Certification

The following table describes the functionality of each Action.

Enabled for

Register Event registration Displays the registration approval page for the row selected.
queues only.
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Changes the registration status for the row(s) selected to
“Abandoned”. If a user attempts to assign an “Abandoned” status

Enabled for to a case with a “Registered” status, the following error message
Abandon Case registration will display: “One or more cases are registered. Registered case
queues only. (Case |ID ######) cannot be abandoned.” If more than one case
with a registered status is selected, the last line of the message
will be repeated for each case with a registered status.
Displays the Certification Affirmation page for the row selected.
Upon selection of the Certify Registration link, if the case does not
Enabled for have a certification required status, then the following error
Certify Registration registration message will be displayed: “The registration you have selected is
queues only. invalid and cannot be certified. Please correct errors.” If the

event has a certification required status, then the Certification
Affirmation page will be displayed.

Assign To Another Queue

Enabled for all
queue types.

Provides the ability to assign selected row(s) to manual work
queue.

Remove from Queue

Enabled for
temporary
registration work
gueues only.

Removes the case from the work queue by end-dating the work
queue status. The ‘Remove from Queue’ link will only be enabled
if the queue selected from the ‘Queue’ dropdown is a
temporary/manual work queue.

® To select a case, place a checkmark in the checkbox ¥ next to the case in the All

column.

11.1.6

Actions — Remove from Queue

To remove a case from a queue, use the Remove from Queue link under the Actions.

Select the checkbox ¥ next to the record to be removed and select the Remove From Queue

link.

queue | Medical Certification Requested - Deatn [+ ]|

Display 18 rows per page.

Filter:

Search Type: Value:

sea [ s

A Caseld  File Number Registrant

26717007

Actions

Remove From Queue K

Abandon Case

Comments

Date of Event+  Data Provider
May-07-2014 Bright Undertaking Company

Total records : 1

Print

© This end dates the status that placed the record in the queue.
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11.1.7 Actions — Abandon Case

A registration office can use the Abandon Case link when appropriate. For example, when a
Potential Duplicate error reveals a case is a hon-registered duplicate; or when it's determined
a case is an orphan — one that was started, but never completed. Additionally, a status of

Abandoned is assigned by the system when the jurisdictionally-defined time limit has been
exceeded for completion of a case.

1. To Abandon a case, select the checkbox ¥ next to the case to be abandoned.

2. Select the Abandon Case link.

Queue Cremation Clearance Requwred—DeaihE| Search Type: Value:
Display 15 rows per page. Filter:
st
All Caseld File Number Registrant Date of Event +  Data Provider
= 26717004 Abration, Sale May-07-2014 Bright Undertaking Company
=] 26716978 Jeggs, Shelia May-05-2014 Bright Undertaking Comparny
26716912 Jenkins, Anna Apr-29-2014 Bright Undertaking Company
1] 26711189 Merideth, Burgess May-05-2013 Bright Undertaking Company
Total records : 4
Actions ( Add Print
Abandon Case Comments

Reqguest Medical Certification

3. A popup message appears. Select OK.

Message from webpage ﬁ

b Are you sure you wish to Abandon this record, press OK to continue,
y' Cancel to abort?

Ok l ’ Cancel

The record is removed from the queue.

© No further work may be performed on a case once it has been abandoned.
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11.1.8 Actions — Assign to Another Queue

The Assign To Another Queue link allows users to assign cases from a central queue to smaller
employee-specific queues in order to distribute the workload.

1. To move one or more cases from one queue to another, select the checkbox(es) ¥ next to
the case(s) to be re-assigned and select the Assign To Another Queue link.

[l 1993364 FPersonal 05/01/2014
1993865 Personal 05/0212014
1993866 Hospital Correction 05/02/2014
Actions Add
Assign To Another Clueue Comments

‘\ Corespondence

2. A dropdown of available queues appears. The list displayed will be filtered based on the
type of originating queue (registration, order, or amendment) and the user’s security
privileges. The list will include only those queues which have been configured as “Manual”
in the Table Maintenance module.

LIl E ) LR [ =T TRNNI T TR T

X

3
Temp Corrections Queue 1 ﬂ

]
Temp Corrections Queue 10

Temp Corrections Queue 2 @ m

—Temp Corrections Queue 3
Temp Corrections Queue 4

04 Temp Corrections Queue 5 Death Up, Pop
Temp Corrections Queue 6
pq Temp Corrections Queue 7 Birth Popup,

Temp Corrections Queue 8
Temp Corrections Queue 9

3. Select the desired manual work queue and select the Assign button to move the case to
the new queue.
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x

[Temo Corrections queue 2 9]

S

O If the Assign button is disabled, a case cannot be moved to the selected queue.

After selecting a new queue from the dropdown:

* The new work queue assign status will update/replace the original work queue status.
* The work queue page refreshes and the new queue to which the case was assigned
displays.
11.1.9 Add - Comments
DAVE™ provides the ability to view, create, or update comments on a case from within a
gueue. Comments are messages associated with a particular record such as reminder notes

concerning special conditions.

1. Select a record and choose the Comments link.

1993366 Hospital Correction 05/02/2014 Birth Popup, Sue
Actions Add Print
Assign To Another Queue Comments Queue List
Correspondence Queue Aging Report

2. The Comments popup window is displayed. Select the New Comment button to add a
comment.
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Comments x

Amendment ID: 1993866
Amendment Type: Hospital Correction
Date Received: 5I2/2014 8:35:03 AM
Decedent Name: Sue Popup

Mo data found.

—» [E

3. Select a value from the Comment Type dropdown. Every comment must be associated

with a type.
Comments x
State File NHumber: 300045
Registrant Name: Chris Patrick Black
Event Type: Death
Event Date: Jan-06-2014

Mo data found.

Enter New Comment ‘/

Comment Type: | Event =]

Test Comment for Death User Guide. e

Comment:

hd Cancel

—

Maximum text length: 4000  Characters |eft: 3966

g
| Oo0

4. Enter text into the Comment field. Comments can be up to 4000 characters. A counter at
the bottom of the page provides a real time character count. Keep in mind spaces count
as characters.

5. Once a comment has been entered, select the Save button to save the comment, Clear to
erase the text, or Cancel to close the Comments dialog without saving the comment.

6. Once the comment has been saved, it appears in the comments list. If the user has the
appropriate security, the Edit and Delete links will be available. Select Edit or Delete to
change or remove the comment, New Comment to enter another comment, or Close to
close and return to the queue search results page.
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Comments x
State File Number: 300045
Registrant Hame: Chris Patrick Black
Event Type: Death
Event Date: Jan-06-2014
Comment Type Date Entered By Comment /
Entered
Event 05/09/2014 paadmin Test Comment for Death User Guide. Edit Delete

Total records : 1

connen] o

The Comments icon now appears adjacent to the case in the All column to indicate there is a
comment attached to the record.

300045-

5014 Black Sr., Chris Patrick

[ @ 26717079

Fﬁ 1 2 Last

11.1.10 Add - Correspondence

DAVE™ provides the ability to view, create, or update case correspondence from within a
gueue. The Correspondence link provides access to MS Word templates within DAVE™ that
can be used to produce letters and other forms of communication for a case when needed.

i) Templates are created using MS Word and may be used for amendments, rejection
letters, requesting corrections to a record, for special statuses, and other correspondence
purposes.

1. Place a checkmark next to the desired record and select the Correspondence link

1993866 Hospital Correction 05/02/2014 Birth Popup, Sue 010427- pgjooin4
2014
Total records : 8
Actions Add Print
Assign To Another Queue Comments CQueue List

Cormrespondence Queue Aging Report

2. The Correspondence page displays. Select the New Correspondence button to access the
correspondence templates.
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Correspondence x

Order Number: 20140123258

Event Type: Birth
Received Date:  1/22/2014 5:02:23 AM
Registrant Name: Kieran Qq7 Chao JR {

Download Correspondence Add-In for Word 2007/2010/2013 New Correspondence

3. Templates that have been saved and made available for use appear in the table. Select
the Select link adjacent to the desired template.

Correspondence x

Template
ADP need Adopt Form Select

Total records : 1

4. The Correspondence dialog expands to show template details. Select the Download link
in the File column.

Correspondence x

Order Number: 20140123258

Event Type: Birth

Received Date:  1/22/2014 5:02:23 AM
Registrant Name: Kieran Qq7 Chao JR

Description File Date Entered Entered by
May-09-2014 02:41 State Office Administrator, Harrisburg
ADP need Adopt Form Download PM Registration Ofice Delete
e a

Download Correspondence Add-in for Word 2007/2010/2013 New Correspondence

5. In the File Download dialogue box, select Open to access the template. MS Word opens
the template file. Enter content for the correspondence and select Save.
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File Download 2

Do you want to open or save this file?

@ j MName: ADP_Meed_Adopt_Form.doc

Type: Microsoft Word 97 - 2003 Document
From: bwdwddaveweb1

Open ][ Save ][ Cancel ]

= 2 | While files from the Intemet can be useful, some files can potentially
@ ham your computer. f you do not trust the source, do not open ar
e save this file. What's the isk?

© An electronic version of every correspondence is saved and linked to the specific
Death Registration to which it was attached.

11.1.11 Print — Queue List

The Print menu at the bottom of any Queue page will always have at least one option: Queue
List.

1. Select Queue List to print the page displayed.

Cueue: AmendmentPending.ApprovaIE” Search Type:

Display 3 rows per page Filter:
e

All Amendment Amendment Type Date Received Priority Event Type Registrant File Number Date of

Number yp yp 9 Event

635 ep Parent Adoption i aques, Callum Qg .
m 1018635  Step Parent Adopti 0812112013 Birth J Callum Qg7 et 1112311950
A 1992168 Hospital Correction 02/07/2014 Birth Larock, Gracelyn Qa7 010182 210512014
2014

] 41992308  Hospital Corection 0210712014 Birth Noriega, Mallory Qg7 Q0%832- panmamoia

First 1 2 3 Last Total records : 8

Actions Add

Print
Assign To Another Queue Comments

> Cueue List
Correspondence Queue Aging Report

2. The printout only includes the number of records selected in the Display field. If a listing of
all records in the queue is desired, select the Show All Rows button.
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Queue: Amendment Pending Apprnvallz”

Display 3 rows per page.

Search Type:

To print all rows, choose

Show All Rows

oo

3. The Print dialog box appears. Select the desired printer and Print.

11.1.12  Queue Aging Report

The Queue Aging Report link produces a list of cases sorted by how many days they have
been in the queue.

1. Select the Queue Aging Report link under the Print menu.

[} 26709396 Testa, Marcus Mar-07-2014 AP Donato Funeral Home Inc
e o A Carl Kinsey-Ronald N Vaolz
= 26709206 Test, Marcus Mar-07-2014 Funeral Home Inc (Zelienople)
Total records : 11
Actions Add Print
Remove From Queue Comments

Queue List
Queue Aging Report

Abandon Case Correspondence

Request Medical Certification

2. The File Download dialog appears. Select Open to view the .pdf, Save to save the file
locally, or Cancel to return to the Queue page

File Download [ & |

Do you want to open or save this file?

Ei: Mame: REPORT_QUEUE_AGING.pdf

Type: Adobe Acrobat Document, 56.4KE
From: bwdwddaveweb0l

Open ] [ Save ] ’ Cancel ]

= " | While files from the Intemet can be useful, some files can potentially
L.
\g

ham your computer. i you do not trust the source, do not open or
= save this file. What = the risk ?

DAV
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3. The following is a sample of the .pdf output. The columns to the right contain “x” marks
denoting the number of days a record has been in the queue.

Queue Aging The State of Arizona

— (R yn Event Q ) Department of Health Services

‘FI = ’ Bureau of Vital Records

Asizoa :-::.uim Report Parameters P.O. Box 8018

S Queue Name Cause of Death Pending Phoenix, AZ 85005
Office Office Of Vital Records

OFFICE: Office Of Vital Records
USER: superuser

Cause of Death Pending Age

Date of Event SFN Registrant 1-14 15-30 31-45 > 45
10/03/2016 Smith, Jane X
10/04/2016 Andrews, Wendi Marie X
10/02/2016 Test, Certifier-page X
10/07/2016 2016000010 Carson, Graham Carter X
10M11/2016 Rabbit, James X
10M11/2016 Tyler. Steven X

X

10/24/2016 New, Test

12. Accounting

The Accounting pages within DAVE™ allow users with appropriate security privileges to close
cashier transactions, reconcile transactions, and print reports. The system allows for
reconciling payment transactions by user and office, and generating accounting-related
reports, such as revenue reports.

Vital Records agencies typically have one-to-many cashiers who process orders for a specific
time period (daily or per shift). At the end of this time period, all non-credit card payments are
counted and reconciled. The following steps outline the process a cashier would go through
to cashout and reconcile their transactions:

1 The cashier totals each type of payment collected (cash, check, money order, etc.).

2 After each payment type is manually counted and totaled, it is compared to the
DAVE™ application total for the payments the cashier entered.

3 If the two totals differ, the cashier must try to reconcile the difference.

4 In some cases, a cashier may be unable to reconcile the difference.

5 The cashier has the ability to close transactions with a discrepancy.

The DAVE™ application provides an Accounting menu used to access cashout and
reconciliation functions, Cashier Close and Cashier Reconciliation, two specific search
options, Invoice Search and Refund Search, and a separate menu option that is used
exclusively for closing out credit card transactions, VitalChek Close.
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12.1.1 Cashier Close

DAVE™ includes a Cashier Close module designed to help registration staff perform a daily
“cashout” of the payments processed, and balance a cash drawer. The Cashier Close option
is used to process payments for customer orders. The process of cashing out is performed
daily. It begins with the cashier entering the amount of money received into the Cashier Close

page.

From the Main Menu select Accounting -> Cashier Close. This opens the Cashier Close
page.

Start Date: 1/21/2015 2:56:45 PM End Date: 1/23/2015 7:05:11 AM
Qty §1 Checks 5
Qys2 Money Orders 5
aty §5 4|

Total $|0.00
Qty 510
Qty § 20 B

Cashier Total 5(180.00
Qty § 50
Qty & 100
Coins
Total Cash $| 180.00
Reports
Cashier Close
Cashier Worksheet

cear | Reconcie s catcuttor

The top of the Cashier Close page displays the Start Date and End Date of the transactions
to be included in the cashout. The Start Date is system-filled with date and time of the last
transaction of the current user (user that is currently logged into DAVE™) at the time the report
was last run. The End Date is system-filled with the current date and time. These are the range
of dates/times that the transactions were performed that will be included in the Cashier Close
report.

On the left of the page are the Qty $ accounting controls for entering cash amounts, and the
Total Cash control which increments the sum as all cash entries are made. The quantity of
each denomination of currency listed and the total monetary amount of coins collected get
entered in these accounting controls.

® The accounting controls allow numeric entries and commas only.

Qty $ Accounting controls—down the left side of the page which allow entry of the ‘quantity’ of each
type of bill collected

Coins Accounting control—allows entry of the total amount of coinage collected

Total Cash All the amounts entered in the Qty $ and Coins controls above are totaled here

Cashier Total | Amount accumulated in the Total Cash control is copied here.
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In the illustration, the cashier collected four $5 bill and eight $20 bills. The bill amounts are
entered in their respective Qty $ accounting controls. As the entries are made, the Total Cash
amount is incremented accordingly [$180.00]. This amount is then carried over to the Cashier

Total.

At the bottom of the page are five navigation buttons: Clear, Reconcile, Save, Transactions
and Calculator.

e corms

© The Save button is disabled until a cashier does a cash out/reconciliation.

Clear

Clears the values entered on the Cashier Close page and resets the page to zeros.

Reconcile

Settles the cashier’s transactions. When the “Reconcile” button is selected, the application compares
the “Cashier Total” (sum of all values entered on the Cashier Close page) with the total of all the
payment transactions entered by the cashier between the date and time of last close and the current
date and time.

If the two values do not match, the application displays an onscreen message that there are
discrepancies. If the two values match, the application displays an onscreen message that there are
no discrepancies.

Save

Stores the cashier’s entries, and closes the transactions. The cashier is indicating he/she agrees with
the application (no discrepancy) or that he/she is unable to reconcile a discrepancy. Once the values
are saved all controls are disabled.

Transactions

Displays the Cashier Transactions page listing all transactions for the current cash out.

Calculator

Provides standard calculator functionality.

If there are no cashouts for a cashier to perform, DAVE™ displays a message below the
Cashier Total control.

Mo transactions to cashout.

In another illustration, there is one check that equals $45. “45” is entered into the Checks
control The DAVE™ application adds the necessary zeros (i.e., “45.00”).

LexisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.
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Start Date: 1/21/2015 2:56:45 PM End Date: 1/23/2015 8:45:05 AM
Qty $1 Checks §|45.00
Qty 2 Money Crders &
Qy$5 4

Total & 45.00
Qty § 10
Qty § 20 g

Cashier Total §|225.00
Qty § 50
Qty $ 100
Coins
Total Cash §|180.00

Reports
Cashier Close
Cashier Worksheet

e corn

As the amounts, are entered, the Total control on the right is incremented accordingly and the
Cashier Total will be the summation of both the Total Cash control and the Total (checks and
money orders) control. It is not necessary to enter a zero if no quantity of a denomination
exists.

® The Cashier Close option does not include credit card payments. Credit card
payments are reconciled using the VitalChek Close option. See section 12.1 VitalChek
Close

If a cashier does not have security privileges to enter all payment types (i.e., cash, money
order, checks, etc.), the Qty $ accounting controls for cash entry and the Money Orders control
are “restricted” and show as disabled, but cashier has access to enter data in the Checks
control.

Qty 51

Qty & 2

Qv &5

Oty 510

Qty § 20

Qty § 50

Qty § 100

Coins

Total Cash 5|0.00

Checks 5
Money Crders 3

Total §|0.00

Cashier Total 5 |0.00

12.1.2 Closing a Check Payment Order

Check payments are closed differently than cash payment orders, but the two must eventually
be combined for each cashier. From the Cashier Close page, click the Transactions button.

The Cashier Transactions page displays a data grid listing containing the Order Id numbers
for orders that have been entered into the DAVE™ application. Click the Return button to go
back to the Cashier Close page.
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Starting Date: 1/21/2015 2:56:45 PM Ending Date: 1/23/2015 3:32:15 AM
Order Id Date Entered Registrant Name Fees Charged Payment Type Check Number Amount
01501000054 112212015 10:23:41 AM Harry Harrison $0.00 Cash $0.00
201501000049 172172015 2:56:45 PM Harry Harrison 50.00 Cash 545.00
201501000056 11222015 10:34:19 AM Rebecca Fry $45.00 Cash £45.00
201501000059 172212015 2:45:40 PM Harry Harrison $45.00 Cash 545.00
201501000058 172212015 1:15:37 PM Harry Harrison $45.00 Cash $45.00

Total records : 5

Transaction Total : $180.00
Revenue Total © $150.00

D &

Enter an amount ($45.00) in the Checks accounting control. Click the Reconcile button.

Start Date: 1/21/2015 2:56:45 PM End Date: 1/23/2015 8:51:44 AM
Qty §1 Checks
Qty § 2 Money Orders 3
Q 5

$ Total §(45.00
Qty § 10
Qty § 20

Cashier Total 5(45.00

Qty § 50
Qty § 100
Coins
Total Cash 5(0.00
Reports

Cashier Close
Cashier Worksheet

e
D

Because there was also a cash payment associated with this Order Id number it must entered
as well. The application issues an error message on the page to alert that there is a
discrepancy.

Cashier Total S 180.00

Discrepancy exists betwean the Cashier Total and the total fees due.

Enter all cash payments in the appropriate Qty $ accounting control; a $10.00 amount appears
in the Total Cash control and gets added to the check payment and totaled as $20.00 in the
Cashier Total control. Click Save.

Reconcil= l Save I T ansactions [ Calculator

324 of 351
DAV March 2017

éxisNexis VitalChek Network, Inc. Proprietary and Confidential Information (c) 2014. All rights reserved.




State of Arizona DAVE™ User Guide

If the cashout was successful, an application-generated onscreen message appears in red
showing that there are now no transactions to cashout.

Start Date: 1/21/2015 2:56:45 PM End Date: 1/23/2015 11:22:27 AM

Qty §1 Checks $|45.00
Qty 52

Qty§5 4
Qty 510

Qty § 20 ]
Qty § 50

Qty 100

Money Crders 3

Total 54500

CashierTo £ (225.00

Mo transactions to cashout
Coins

Total Cash $[180.00

Reports
Cashier Close
Cashier Worksheet

oo s rerscions o]

12.2 Cashier Reconciliation

After a cashier closes daily transactions, a supervisor or other authorized staff person verifies
the cashier’s totals. The supervisor repeats the process followed by the cashier and if a
discrepancy exists he/she will try to resolve it by comparing the application total payments and
cashier total payments to the application total for amount due (the total fees charged for the
services associated with the payments being counted).

If an error is discovered in the payment transactions entered by the cashier, the supervisor
must correct the order(s). If the supervisor is unable to resolve the discrepancy (most often
the discrepancy happens in providing change to a customer), the supervisor closes the
transactions and adds a comment describing the amount and reason for the discrepancy.

© Use of comments is not mandatory, but can be very helpful in resolving discrepancies
and is highly recommended.

Often there is a legitimate reason for the amount due to differ from the total payments. For
example, mail orders are often received with insufficient payment. In this case, when the order
is entered the amount due may be $15.00 but the payment entered may only be $10.00. The
amount received ($10.00) is entered and closed the day of receipt. A correspondence is then
sent to the customer informing them that their order cannot be processed until additional
payment is received. The remaining balance is entered upon receipt.

Once a user has cashed out, a supervisor must post the transactions and adjust any
discrepancies that may exist. The feature that accommodates this process in DAVE™ is known
as Cashier Reconciliation and it helps ensure transactions are reconciled accurately. It is
essential that a supervisor reconciles cashouts on a regular, scheduled basis. The frequency
that cashouts are performed is based upon jurisdictional requirements and business
processes, i.e., some state do three times daily, others at least once daily.

From the Main Menu select: Accounting -> Cashier Reconciliation. The Search for
Cashout page is displayed.
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Cashier Name: Start Date: End Date: Werifled?

: = = o) CEED

To search for transactions to reconcile for a specific cashier, select the Cashier Name from
the dropdown.

Li ] Only cashiers with outstanding cash outs are displayed in the list.

Options for populating the controls on this page in order to narrow a search are as follows:
Setting a Start Date and End Date will return all transactions processed within those dates.

The Verified? dropdown contains three options:

Al Displays all cash outs, regardless of status
No Returns a listing of cash out transactions that have not been reconciled or verified
e Allows review of previously reconciled transactions

Although most agencies do not allow cashiers to process additional orders until the previous
batch of transactions have been verified by a supervisor, some agencies require cashiers to
begin processing orders immediately upon “close” of the previous batch. As a result, the
application must provide the ability to link a cashier’s transactions by cashout time period so
that the supervisor’s reconciliation will include the same transactions as the cashiers, even if
new transactions have been entered since the time the cashier closed.

When a cashier takes the first payment, DAVE™ creates a Cash Out ID and associates all
payments with that ID until the cashier closes out the daily transactions.

©® If the cashier deletes the first payment, the cash out ID will be deleted as well.

On the Search for Cashout page click Clear to clear all entries and begin again or Search to
find cashouts that match the selected criteria. In this illustration, the search criteria is for All
cashouts processed by the cashier or State Office Administrator, between Apr-13-2010 and
Jul-19-2010.

Cashier Name: Start Date: End Date: Verified?

Super Gary V] [vano1zms | [vanzz2ms |0 (EEV] m@

Example scenario: Select State Office Administrator from the Cashier Name dropdown and
Yes from the Verified? dropdown, then click the Search button.

Cashier Name: Start Date: End Date: Verified?

Super Gary [v] [Jan012015 |8 [Jan23-2015 |FH E‘]@
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The page expands with a data grid listing. From the data grid listing select the number link in
the Cashout Id column that corresponds to the transaction that needs to be reconciled.

Cashier Name: Start Date: End Date: Verified?
Super Gary [v]| [Jan-01-2015 |[E [Jan232015 |[F [E[v] m
Cash Ou Cashier Name Start Date End Date Amount
Super User Gary 11/24/2014 1:41:43 PM 112172015 11:57:57 AM $725.00

Total records : 1

The Cashier Reconciliation page appears.

Cashier: Super User Gary Shift: From: 11/24/2014 01:41:48 To: 01/21/2015 11:57:57
Payment Type System Total Cashier Total Discrepancy Supervisor Total Supervisor Cash Details
Cash §|675.00 §|675.00 5(0.00 k] Qty 81
Check §(95.00 §|95.00 $|0.00 5 Qys2
Money Orders §(0 &0 5|0 3 Qiys5
Qty § 10
Total &|770.00 §| 770.00 $|0.00 $|0.00 Qty § 20
Comments Qty 5 50
Qty 5100
Coins In
Total Amount Due §|770.00 Coins In Total Cash
Reports

Cashier Deposit
Cashier Transacfions
Cashier Close

£ 3 G B

The following descriptions explain the controls used on the Cashier Reconciliation page.

Cashier Displays the name of the Cashier associated with this particular cash out.

From: and To Displays the date range for which transactions were retrieved.

Payment Type Indicates the type of payment for which entries will be made in the columns to the

right.

System Total Displays the amount of cash (including coins) that the cashier should have based on

the number and amount of transactions retrieved.

Cashier Total Displays the totals entered by the Cashier on the Cashier Close page.

Discrepancy Displays the difference between the System Total and the Cashier Total. This Cash

out contains a discrepancy of -$30.00.

Supervisor Total Displays the amount of funds as counted by the cashier’'s supervisor.

Supervisor Cash

Details As the supervisor counts the Cashiers funds, the number of each denomination of bill

collected is entered in the appropriate control.

Comments Allows Supervisor to explain any discrepancies found.
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Reports Includes a number of reports that system user can print.

Total Amount Due Displays the total fees due for the orders associated with the payment transactions.

Under Supervisor Cash Details, begin entering the numbers of denominations of bills
collected by the cashier. In this example the cashier collected two one dollar bills so the
supervisor entered 2 in the Qty $1 text entry control. The totals are reflected in the Total Cash
control.

Supervisor Total Supervisor Cash Details
5 Qty &1
] Qty &2
3 Qtys5s
Qty §10
5|0.00 Qty § 20
Qty § 50
Qty § 100
Coins In

Coins In Total Cash

As entries are made in the Supervisor Cash Details column a running total is also kept in the
Supervisor Total column.

In the Comments text entry control comments can be added to explain any discrepancies
between the System Total, Cashier Total and Supervisor Total, or general notes about
anything. Comments from a supervisor can be used to confirm and explain any discrepancies.

® Use of comments is not mandatory, but can be very helpful in resolving discrepancies
and is highly recommended.

The buttons at the bottom of the Cashier Reconciliation page function as follows:

s orasamcorr

Select the Transactions button to view a listing of all transactions associated with this cashout.
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Starting Date: 11/25/2014 2:53:00 PM Ending Date: 1/23/2015 9:33:19 AM
Order Id Date Entered Registrant Name Fees Charged Payment Type Check Number Amount
201501000029 1M16/2015 7:22:55 AM 0. P. Zero-Zero-Forty-One $45.00 Check 12345 $50.00
201501000051 12172015 11:39:51 AM Harry Harrison 545.00 Check 2870 §0.00
201501000034 1M16/2015 8:15:56 AM George Vaughn $45.00 Cash 545.00
201501000033 1M16/2015 5:04:59 AM George Vaughn 545.00 Cash 545.00
201501000024 1/9/2015 8:05:10 AM Harry Harrison $45.00 Cash $45.00
201411000099 11/28/2014 2:58:00 PM John Smith §45.00 Cash £45.00
201412000001 121412014 1:11:06 PM Dallas Cowboys $45.00 Cash $45.00
201412000002 12/4/2014 115237 PM Dallas Cowboys 545.00 Cash 545.00
201501000042 12002015 10:21:40 AM Marcus Test $135.00 Cash $45.00
201501000042 172002015 10:16:09 AM Marcus Test $135.00 Cash 550.00
201501000043 172002015 10:47:04 AM Harry Harrison $45.00 Cash £45.00
201501000038 1M16/2015 8:40:51 AM Amendment Test $110.00 Cash 55000
201501000035 1M16/2015 8:17:41 AM George Vaughn $45.00 Cash $45.00
201501000036 1M16/2015 8:19:13 AM George Vaughn $45.00 Cash 545.00
201501000037 1M16/2015 8:26:05 AM George Vaughn $45.00 Cash 545.00

Total records : 15

Transaction Total : $725.00
Revenue Total : §725.00

Select Save to save all results, including any comments. This locks in all entries and prevents
future changes to the cashout.

Cashier: Super User Gary Shift: From: 11/24/2014 01:41:48 To: 012172015 11:5757
Payment Type System Total Cashier Total Discrepancy Supervisor Total Supervisor Cash Details
Cash 5 |675.00 $|675.00 §(0.00 k] Qty 1
Check §(95.00 $|95.00 §(0.00 $ Qty &2
Money Orders 5[0 50 50 3 Qty &5
Qty 510
Total §|770.00 $|770.00 §(0.00 $|0.00 Qty 520
Comments Qty § 50
Qty § 100
Coins In
Total Amount Due $|770.00 Coins In Total Cash
Reports

Cashier Deposit
Cashier Transactions
Cashier Close

e o

Select Clear to clear all Supervisor Cash Details entries.

® Entries in the System Total, Cashier Total, and Discrepancy columns are unaffected
by the Clear button.

Select Return to return to the Search For Cashout page. If the user has not clicked Save, all
unsaved data will be lost if the Return button is selected.
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Select Calculator to launch the DAVE™ application calculator, which is useful in double
checking figures and limiting errors.

Standard functionality exists: the / symbol divides, the * multiplies; the AC button clears
contents.

Click on the X in the upper right corner to close the calculator window.

Calculator x

S Sy —
— )
—

12.2.1 Retrieving Transactions and Reconciling

Although the review of transactions is not required prior to reconciling an account, DAVE™
provides the Cashier Transactions page in order to view each transaction that was entered
by a specific user based on the last Cashier Close (the Start Date) and the current date (End
Date), which are displayed at the top of the page.

To access the Cashier Transactions page, select the Transactions button at the bottom of
the Cashier Close page.
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Start Date: 1/21/2015 2:56:45 PM End Date: 1/23/2015 10:25:38 AM

Qty $1 Checks 5 |45.00
aty $2 Money Orders B
Qiys5 4

Qty § 10

Qty § 20 g

Qty 550

Qty § 100

Coins

Total Cash §/180.00

Total 5 |45.00

Cashier Total (22500

Reports
Cashier Close
Cashier Worksheet

The Cashier Transactions page displays and lists all transactions that were processed from
the Start Date through the End Date.

Starting Date: 1/21/2015 2:56:45 PM Ending Date: 1/23/2015 10:32:18 AM

Order Id . Date enerer—— Payment Type Check Number Amount
201501000060 11232015 8:42:17 AM Harry Harrison $45.00 Check 2870 $45.00
201501000054 12212015 10:23:41 AM Harry Harrison $0.00 Cash $0.00
201501000049 172172015 2:56:45 PM Harry Harrison $0.00 Cash $45.00
201501000056 102212015 10:34:19 AM Rebecca Fry $45.00 Cash 545.00
201501000059 172212015 2:45:40 PM Harry Harmrison 545.00 Cash $45.00
201501000058 172272015 1:15:37 PM Harry Harrison 54500 Cash $45.00

Total records : 6

Transaction Total : $225.00
Revenue Total : $225.00

p—

© The Cashier Total on the Cashier Closeout page should match the Transaction Total
on the Cashier Transactions page.

In addition to all transactions entered, the Cashier Transactions data grid listing also displays
the total dollar amount of all transactions along with other pertinent transaction-related
information. The Transaction Total shown is the total to reconcile against.

The data grid listing displays a row for each order payment received. The rows initially sort in
descending order by Order Id (i.e., the most recent transaction appears at the top of the list),
but can be changed by clicking on any of the column header links. The Cashier Transactions
page also includes the following information.

Application-assigned identification number—assigned to the order when it gets
Order Id created. If the order is part of a batch file that will be paid for by an invoice,
then the invoice number appears in this column in place of the order number.

Date Entered Date the payment was entered

Registrant Name Name on the certificate requested
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Fees Charged Amount of money that was charged for the service provided
Payment Type Type of money received for the service: cash, check, money order, or invoice
Check Number Number of the check or money order that was entered on the Payments page

Total amount of money received by the cashier, refunded to the
customer/applicant, or is a result of a bad payment (e.g. NSF, etc.). If
parenthesis surrounds the amount, i.e., ($5.00), the amount enclosed is a
refund and must be subtracted from the Transaction Total.

Amount

At the bottom of the Cashier Transactions page is a Transaction Total and a Revenue Total,
and since these totals are similar in nature, the tooltips text explains the primary differences.

Transaction Total : $225.00
Revenue Total - $225.00

DAVE™ also provides a Print button and a Return button at the bottom of the Cashier
Transactions page. Click the Return button to close the Cashier Transactions page and
return to the main Cashier Close page.

Selecting Print launches the File Download dialog. Click the Open button to open the Cashier
Transaction Report for printing.

x
Do you want to open or save this file?
Pﬁ Name: document.pdf
ot Type: Adobe Acrobat Document

From: dalnasnz

Open Save | Cancel I

While files from the Internet can be useful, some files can potentially
harm your computer. |f you do not trust the source, do not open or
save this file. What's the risk?
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The following extract of the Cashier Transaction Report shows the layout of this report.

Cashier Transaction Report New York

Report Parameters
Cashout 1D 10

Department of Health
Health & Welfare Building
Some Street, Somewhere

OFFICE: Office of Vital Records
USER: superuserg

User Name Super User Gary Beginning Cash Out Date 1/21/2015 2:56:45PM
Closed Date Ending Cash Out Date
Order Order Payment Fees Payment Check Payment
Number Quantity Source Service Name Date Registrant Name Charged Type Number Amount
201501000049 1 Public Death CC 01/21/2015 Harrison, Hamy $4500 Cash 34500
Office 2:56:45PM
-1 Public Death CC 01/21/2015 Harrison, Hamy 5-45.00
Office 2:56:45PM
201501000054 1 Mail DEATHVAULT 01/22/2015 Harrison, Hamry $4500 Cash
10:23:41AM
-1 Mail DEATHVAULT 01/22/2015 Harrison, Harmry 5-45.00
10:23:41AM
201501000056 1 Mail Death CC 01/22/2015 Fry, Rebecca $4500 Cash $45.00
10:34:19AM
201501000058 1 Mail Death CC 01/22/2015 Harrison, Harmry $4500 Cash $45.00
1:15:37PM
201501000099 1 Mail Death CC 01/22/2015 Harrison, Harry $4500 Cash $45.00
2:45:40PM
201501000060 1 Mail Death CC 01/23/2015 Harrison, Harry $45.00 Check 2870 $45.00
8:42:17AM
Total 4 $180.00 $225.00
Friday, January 23, 2015 10:41 am Page 1 of 1

Once all monies have been entered into the Cashier Close page and the cashier reviews the
transactions, select the Reconcile button. Once the Reconcile button is selected, the Save
button is enabled and the user can save all entries made to the Cashier Close page.

Start Date: 1/21/2015 2:56:45 PM

Qty §1
Gty §2
Qty§5
Qty 10
Qty §20
Qiy § 50
Gy § 100
Coins.
Total Cash

Reports
Cashier Close
Cashier Worksheet

§(180.00

End Date: 1/23/2015 11:22:27 AM

Checks 3

Money Crders 5

Total §(0.00
Cashier Total 5| 130.00

Discrepancy exists between the Cashier Total and the total fees due

e
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If there are differences between the totals entered on the Cashier Close page and the system
calculated payment total, an error message displays below the Cashier Total control.

Cashier Total 5 11380.00

Discrepancy exists betwean the Cashier Total and the total fees due.

The cashier must re-count the money received, make any necessary corrections, and select
the Reconcile button again. The discrepancy must be cleared up and the transactions
reconciled until everything is balanced.

Entering the amounts shown (in Total Cash) balances the cash drawer. The error message
has been replaced and the Save button is now enabled. All discrepancies must be resolved
before Save will be enabled. Select the Save button to finish balancing/reconciling.

® Once Save has been selected, no further changes are allowed.

Verify and re-enter values (if necessary) on the Cashier Close page so that the total matches
the total on the transactions report. Click Reconcile again.

When a discrepancy occurs, it is a good practice for the cashier to print and review the Cashier
Transactions Report to help locate potential discrepancies, and correct the data entry for any
incorrectly entered payments.

When the reconciliation of the cashout is complete and there are no discrepancies, the Save
button is enabled and the cashier must select it to save all entries and complete the close out.
Selecting Save enables the Reports links for generating cashier-related reports that can be
viewed or printed. To print any of these reports, click its link and select Open from the File
Download dialog.

If no discrepancies exist, the system issues a successful popup message. Click OK.

Information X

Successfully Saved

All controls and buttons on the Cashier Close page are disabled signifying that there is no
further action required for the close out. The confirmation message “No transactions to
cashout” appears below the Cashier Total box in red, and the links below Reports are
enabled. Select the OK button from the popup message and exit the Cashier Close page by
selecting any link from the Main Menu.
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12.2.2 Accounting-Related Reports

Multiple accounting-related reports are available, such as: Cashier Deposit, Cashier
Transactions, and Cashier Close, and Cashier Worksheet. Select any report link to launch
the File Download dialog. Click the Open button to open the report for viewing and/or printing.

Cashier: Super User Gary Shift: From: 11/24/2014 01:41:48 To: 01/21/2015 11:57:57
Payment Type System Total Cashier Total Discrepancy Supervisor Total Supervisor Cash Details
Cash % |675.00 5| 675.00 $|0.00 3 Qty 51
Check $95.00 5 95.00 $|0.00 3 Qty§2
Money Orders 5[0 50 5|0 3 Qtys5
aty $ 10
Total §|770.00 $| 770,00 $|0.00 $|0.00 Qty § 20
Comments Qty §50
aty $ 100
Coins In
Total Amount Due §|770.00 Coins In Total Cash

Reports
Cashier Deposit

Cashier Transactiong
Cashier Close

£ 3 0 B

Sample Cashier Deposit Report

March 2017
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Cashier Deposit New York
Department of Health
Report Parameters Health & Welfare Building
Office:  Office of Vital Records Some Street, Somewhere
OFFICE: Office of Vital Records
USER: superuserg
User Name Super User Gary Close Date 01/2172015
Order Number Payment Date Applicant Name Payment Amount Payment Type Check Number
201411000099 11/25/2014 2:58:00PM Smith, Julie $45.00 Cash
201412000001 12/4/2014  1:11:06PM Test, Jim $45.00 Cash
201412000002 12/4/2014 1:15:37PM Cowboys, Joe $45.00 Cash
201501000024 1/9/2015 8:05:10AM Harrison, Molly 545.00 Cash
201501000029 1/16/2015 7:22:55AM Zero-Zero-Forty-One, Andy $50.00 Check 12345
201501000033 1/16/2015 8:04:59AM Waughn, Scott 545.00 Cash
201501000034 1/18/2015  8:15:56AM Vaughn, Scott $45.00 Cash
201501000035 1/16/2015  8:17:41AM Waughn, Scott 545.00 Cash
201501000036 1/16/2015 8:19:13AM Waughn, Scott $45.00 Cash
201501000037 1/16/2015 8:26:05AM Waughn, Scott 545.00 Cash
201501000038 1/16/2015  8:40:51AM WVaughn, Scott $90.00 Cash
201501000042 1/20/2015 10:16:09AM Harrison, Tammy $90.00 Cash
201501000042 1/20/2015 10:21:40AM Harrison, Tammy 545.00 Cash
201501000043 1/20/2015 10:47:04AM Green, Sam $45.00 Cash
201501000051 1/21/2015 11:39:51AM King, Leon $0.00 Check 2870
Total Payments Supervisor Adjustments
Total Number of Orders 14 Total Number of Orders 14
Total Cash $675.00 Total Cash $0.00
Total Check $95.00 Total Check $0.00
Total Money Order $0.00 Total Money Order $0.00
Total Deposit $770.00 Total Deposit $0.00
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Cashier Deposit

New York

Department of Health
Report Parameters Health & Welfare Building
Office Office of Vital Records

Some Streef, Somewhere

QFFICE: Office of Vital Records
USER: superuserg

Total Adjusted Deposit

Total Number of Orders 15
Total Cash 675.00
Total Check 95.00
Total Money Orders 0.00
Total Deposit $770.00
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Sample Cashier Transaction Report

March 2017

Cashier Transaction Report New York
Report Parameters Department of Health
Health & Welfare Buildin
Cashout ID ! Some Street, Somewhere
OFFICE: Office of Vital Records
USER: superuserg
User Name Super User Gary Beginning Cash Out Date 11/24/2014  1:41:48PM
Closed Date 01/21/2015 Ending Cash Out Date 172112015 11:57:57AM
Order Order Payment Fees Payment Check Payment
Number Quantity  Source Service Name Date Registrant Name Charged Type Number Amount
201411000095 1 Mail Death CC 11/25/2014 Smith, John $45.00 Cash $45.00
2:58:00PM
201412000001 1 Mail Death CC 12/04/2014 Cowboys, Dallas $4500 Cash $45.00
1:11:06PM
201412000002 1 Mail Death CC 12/04/2014 Cowboys, Dallas $45.00 Cash $45.00
1:15:37PM
201501000024 1 Public Death CC 01/09/2015 Harrison, Hamy $4500 Cash $45.00
Office 8:05:10AM
201501000028 1 Public Death CC 01/16/2015 Zero-Zero-Forty-One, O. $45.00 Check 12345 $50.00
Office 7:22:55AM
201501000033 1 Public DEATHVAULT 01/16/2015 Vaughn, George $4500 Cash $45.00
Office 8:04:59AM
201501000034 1 Public DEATHVAULT 01/16/2015 Vaughn, George $45.00 Cash $45.00
Office 8:15:56AM
201501000035 1 Public DEATHVAULT 01/16/2015 Vaughn, George $4500 Cash $45.00
Office 8:17:41AM
201501000036 1 Public DEATHVAULT 01/16/2015 WVaughn, George $45.00 Cash $45.00
Office B8:19:13AM
201501000037 1 Public DEATHVAULT 01/16/2015 Vaughn, George $4500 Cash $45.00
Office 8:26:05AM
201501000038 1 Public DEATHVAULT 01/16/2015 WVaughn, George $45.00 Cash $90.00
Office 8:40:51AM
9 Public DEATHVAULT D1/16/2015 Test, Amendment $45.00
Office B:40:51AM
1 Public Dispostion Pemmit 01/16/2015 Test, Amendment $20.00
Office 8:40:51AM
Friday, Jamuary 23, 2015 11:41 am Page10f2
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Sample Cashier Close Report

L. New York
Cashier Close Department of Health
Report Parameters Health & Welfare Building

Some Street, Somewhere

OFFICE: Office of Vital Records
USER: superuserg

gf:;eNS::ee f;?zul::e: ﬁ::’)TSTAM Beginning Date 1172412014 1:41:48PM
- Ending Date 12172015 11:57:57AM
Cashout ID 7
Payment Payment
Order Number Entered Applicant Name Amount Type Check Number
201411000099 11/25/2014  2:58:00PM Smith, Julie $45.00 Cash
201412000001 12/4/2014 1:11:06PM Test, Jim $4500  Cash
201412000002 12/472014 1:15:37PM Cowboys, Joe $4500  Cash
201501000024 1/9/2015 8:05:10AM Harrison, Molly $4500  Cash
201501000029 1/16/2015 7:22:55AM Zero-Zero-Forty-One, Andy $50.00  Check 12345
201501000033 1/16/2015 8.04:59AM Vaughn, Scott $4500  Cash
201501000034 1/16/2015 8:15:56AM Vaughn, Scott $4500  Cash
201501000035 1/16/2015 8:17:41AM Vaughn, Scott $4500  Cash
201501000036 1/16/2015 8:19:13AM Vaughn, Scott $4500  Cash
201501000037 1/16/2015 8:26:05AM Vaughn, Scott $45.00 Cash
201501000038 1/16/2015 840:51AM Vaughn, Scott $90.00 Cash
201501000042 1/20/2015 10:16:09AM Harrison, Tammy $90.00  Cash
201501000042 1/20/2015 10:21:40AM Harrison, Tammy $45.00  Cash
201501000043 1/20/2015 10:47:04AM Green, Sam $45.00 Cash
201501000051 12172015 11:39:51AM King, Leon $0.00 Check 2870
Friday, January 23, 2015 1142 am Page 1 of2

12.3 VitalChek Close

Credit card and EFT payment closeouts are handled separately from other closeout processes.
The VitalChek Close page is used for cashing out credit card orders only.

The DAVE™ application includes a VitalChek Close feature. The VitalChek Close page is
used to reconcile daily credit card transactions and deposit the credit cards funds via an ACH
deposit.

Typically, the VitalChek Close process occurs at the end of the business day. Some
jurisdictions choose to close out their credit card transactions more than once per day.
VitalChek credit card payments can be configured to be closed by a single person in an office
or by each cashier.
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The standard process used to reconcile credit card transactions is:

1 User reviews all credit card transactions since the last close was performed.

If correct, user accepts or closes the transactions. If incorrect, user tries to reconcile the
2 difference or calls The Provider Services Unit at the VitalChek corporate office. Once the problem
is resolved, user accepts transactions.

User prints the VitalChek check. The VitalChek check includes the sum of all the state fees for
the credit card orders processed since last close.

Accounti
To run the VitalChek Close process, from the Main Menu select

Cashier Close Accounting and then select VitalChek Close.

Cashier Reconciliation

Invoice Search

Refund Search The VitalChek Close page will be displayed.

© Access to the VitalChek close feature is based on security privileges.

Credit Card/EFT Transactions: Start Date: End Date:
Total State Fees [3]:

Check cannot be printad. There are no transactions to close.

If there are no credit card transactions since the last date the VitalChek close was run, when
the VitalChek Close page initially displays, the View Credit Card Report, and Deposit Funds
buttons are disabled. A message is also displayed in red stating, “Check cannot be printed.
There are no transactions to close.

Credit Card/EFT Transactions: 15 Start Date: MAR-10-2017 02:00:08 End Date: MAR-21-2017 D6:48:33

Total State Fees [g: $500.00
Generate Excel RS geET( R o

If there are credit transactions since the last date the VitalChek close was run, when the
VitalChek Close page initially displays only the Deposit Funds button will be disabled.

The VitalChek Close page displays the following items:

Credit Card Transactions Total number of authorized transactions since the last close.
Start Date System-filled with date and time of the first transaction in the close.
End Date System-filled with current date and time.
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Sum of the state fees (excludes VitalChek fee and shipping fee[s]) for all
Total State Fees authorized transactions—minus the sum of the state fees for all voided
or canceled transactions between start and end date.

Check Number Pre-printed check number on the check paper provided by VitalChek.

The VitalChek Close page determines the appropriate account and amount of transactions to
cash out based on the current office or cashier performing the VitalChek Close.

Select the View Credit Card Report to initiate the VitalChek Close process. Once selected a
message will be displayed stating, “The VitalChek Close Report Job has been created.
Please check your message for results.”

© You can also remain on the VitalChek Close page and simply select the Refresh
button that is displayed.

Credit Card/EFT Transactions: 15 Start Date: MAR-10-2017 08:00:08 End Date: MAR-21-2017 06:48:33
Total State Fees [{]: $600.00
Refresh

Once the VitalChek Close job is complete, the Refresh link will be updated with a link to
the VitalChek Close Report.

Credit Card/EFT Transactions: 15 Start Date: MAR-10-2017 08:00:08 End Date: MAR-21-2017 07:06:16
Total State Fees [f]: $600.00

VitalChek Close Report

Depending on the amount of transactions to process the job may take a few sections to
several minutes to run.

Once the job is complete, return to the VitalChek Close page and the View Credit Report
button will be disabled, however the Deposit Funds buttons will be enabled. A VitalChek
Close Report link will also now be displayed.

Credit Card/EFT Transactions: 15 Start Date: MAR-10-2017 08:00:08 End Date: MAR-21-2017 07:06:16
Total State Fees [F: $G600.00

WitalChek Close Report

Select the VitalChek Close Report link to view the transactions and ensure there are no
errors.
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VitalChek Close Report
Report Parameters
Cash Out Id: 9107

The State of Oregon
Department of Human Services

SAMPLE VC CLOSE REPORT

OFFICE: Center for Health Statistics

USER: oriadmin
Cash Out Date:
Check Number:
Payment Transactions
Order # Applicant Registrant Copies Service Ageney Fee Delivery VitalChek Total
Fee Fee Fee
20170300016 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300017 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300018  Test Tester Testing, Test 1 Death CC Long §32.00 $20.00 5$11.00 $63.00
20170300019 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300020  Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300021 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300022  Your Name Cert, Name On 1 Birth CC Short $52 .00 $20.00 $11.00 $83.00
20170300023  Your Name Cert, Name On 1 Birth CC Short $52.00 $20.00 $11.00 $83.00
20170300024  Your Name Cert, Name On 1 Birth CC Short $52 .00 $20.00 $11.00 $83.00
20170300025  First Last Last, John John 1 Death CC Short $52.00 $20.00 $11.00 $83.00
20170300026  First Last Last, John John 1 Death CC Short $52.00 $20.00 $11.00 $83.00
20170300027  First Last Last, John John 1 Death CC Short $52.00 $20.00 $11.00 $83.00
20170300028  Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300029 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
20170300030 Test Tester Testing, Test 1 Death CC Long $32.00 $20.00 $11.00 $63.00
Tuesday. March 21, 2017 6.54:2TPM Page 1 of 2
The State of Oregon

VitalChek Close Report

Report Parameters

Cash Out 1d 9197

SAMPLE VC CLOSE REPORT

T OTIETI, O 9T Z0Z
OFFICE: Center for Health Statistics
USER: oriadmin

Cash Out Date:
Check Number:

Total

Total Agency Fees
Total VitalChek Fees (CC, EFT, MO, Check)
Delivery and VitalChek Fees for orders not paid with Credit Card or EFT
Total Payment

Tuesday, March 21, 2017 6:54:27PM

$600.00

$300.00 §165.00 §1,065.00
$600.00
$465.00

$0.00
$600.00
Page 2 of 2

DAVE
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& If the VitalChek Close Report is incorrect, then reconciliation of the difference will need to
occur before selecting the Deposit Funds button. Call the Provider Services Unit at the
VitalChek corporate office for assistance.

Once the VitalChek Close Report is reviewed and all transactions are deemed correct, select
the Deposit Funds button the VitalChek Close page.

Credit Card/EFT Transactions: 15 Start Date: MAR-10-2017 08:00:08 End Date: MAR-21-2017 07:06:16
Total State Fees [§: $600.00

VitalChek Close Report

The funds will be deposited via the ACH process into the offices designated account.

13. Reports

® The ability to select the Reports link and the individual reports is based on user
security privileges.

13.1 Running Reports from the Reports Menu

To generate reports, authorized users select one of the report menu options from the Reports
Menu.

Reports Forms Jobs

~ -

Accounting L4
Birth »
Corrections k
Death k
Productivity 4
Security ¥

Security Paper Inventory *

[ -

Each Reports menu option may have multiple types of reports listed when expanded. Select
one of the reports and the page refreshes for entry of parameters.

Enter the required parameters and select the Load Report button and print and/or save the
PDF document.

D 342 of 351
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Abandoned Records for Death

The following parameters are required for this report. Complete the entries to continue.

Beginning Date b I:IC

[ Generate Excel [RENRE 0L

© If the user is not a State agency user, DAVE™ filters the report to include only those
cases owned by the facility or office running the report.

13.2 Running Reports from the Job Scheduler

Complex reports requiring multiple calculations or queries must be run from the Job Scheduler.

From the Main Menu choose Table Maintenance > Jobs, select the Job Scheduler link.

Table Maintenance Help

Accounting L4

Affirmations

Amendments k

Correspondence 4

File Numbers . {
Metadata Job Scheduler Log
Organizations k| Job Setup

Places

Security r

Security Paper Management

Statuses :iA=ie:10 Load Report
Status Relations

System Codes

System Preferences

Validation Rules

The Job Scheduler in DAVE™ is a job wizard that steps through seven different pages.
Running reports using this functionality enables specific critera to be entered to affect the data
that is being output to the report.

March 2017
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Select to Setup

a New Job

. Select Process Type

. Select Process

. Enter Process Parameters

. Enter Job Schedule Information
. Select Recipients

. Review and Submit

. Finizh

1
2
3
4
5
3]
7

Step 1: The opening page of the Job Scheduler displays the Select Process Type dropdown
list. This is Step 1 of completing the job wizard.

Select to Setup

a New Job 1. Select Process Type Step1of 7

1. Select Process Type
2. SelectProcess Select Process Type:»
3. Enter Process Parameters

4. Enter Job Schedule Information Dynamic Reports
Loads and Extracts
Reports

System

5. Select Recipients
6. Review and Submit
7. Finish

Select Reports from the Select Process Type dropdown and select Next.

1. Select Process Type

Select Process Type:r | Reports E|

Step 2: Step 2 requires the selection of a specific report from the Select Reports Process
dropdown. Samples of the reports available for output in DAVE™ are included in the
“Core_Att_K_Reports” documentation.

344 of 351
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2. Select Process Step 2 of 7

Select Reports Process:»

Case Status Report for Births -
Cashier Worksheet

Cause of Death Error Listing

Cause of Death Error Listing Medical Facility

Child Support Enforcement Report

Corrections Aging

Corrections Balances i
Corrections Productivity

Corrections Unit Batch Control Sheet

Daily Deposits
Demographic Error Listing
Detailed Security Paper Usage
DPW Mo Record Report
Father Discrepancy Report
Fetal Death Facility Quality Report
Fetal Death Registration Timeliness
Funeral Home Reconciliation
Inadequate Funds =
Interstate Exchange Birth Abstract
Interstate Exchange Birth Summary
Interstate Exchange Death Summary k‘
Interstate Exchange ITOP Abstract
Interstate Exchange ITOP Summary
Invoiced Transaction Report
Wicrofilm Index Report for Birth
Missing Birth Records
Missing Death Records
Missing Security Paper 2

m

Steps 3-6: Continue to enter desired criteria on all the pages of the Job Scheduler wizard
through Step 6. Select the Finish button.

6. Review and Submit Step6of 7
Process Type Reports
Process Mame Interstate Exchange Death Abstract

Process Description  Interstate Exchange Death Abstract

Process Parameters

Beginning_Date 513002014 12:00:00 AM
Default_State STATE_PEMNMSYLYVAMIA
Ending_Date 5/30/2014 11:59:59 PM
State -1

Default_City

Job Schedule
Jab to run immediately.

N

Step 7: In Step 7, DAVE™ will acknowledge successful completion of the job wizard. A link to
the job schedule appears. The user is also given the option to Schedule another job, or Return
to the Main Menu. Select the job schedule link.
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Select to Setup

a New Job 7. Finish Step 7 of 7
1. Select Process Type

2 Select Process

3. Enter Process Parameters The job schedule was successfully created

4. Enter Job Schedule Information _

5. Select Recipients What would you like to do next?

6. Review and Submit | Schedule anather job
»| Retum

Cancal

Finisi

The completed page appears with all the details of the job. Select the Report results link.

Job Schedule Id: 218524
Job Name: Interstate Exchange Death Abstract
Job Status: Completed
Queue Name: BWDWDODAVEAPFO1
Schedule: Run Once
Start Date: MAY-30-2014 12:08 PM
Complete Date: MAY-30-2014 12:08 PM
Duration: 0 days, 0 hours, 0 minutes, 2 seconds.
Output: Reportresults 1207k
Parameters:

Log: -
Job starting. MAY-30-2014 12:08 PW
Starting Motification process. MAY-30-2014 12:08 PM
Completed Motification process. MAY-30-2014 12:08 PM
Job completed. MAY-30-2014 12:08 PW

Select Open to open the file for viewing.

File Download | E |

Do you want to open or save this file?

Iﬂi: Mame: .. T_INTERSTATE_EXCHAMNGE_DEATH_ABSTRACT. pdf
| Type: Adobe Acrobat Document, 120KB
From: bwdwddaveweb01

Cpen ] [ Save ] [ Cancel ]

ham your computer. f you do not trust the source, do not open ar

l@ While files from the Intemet can be useful, same files can potentialhy
save this file. What's the risk?

DAVE 346 of 351
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The report is opened for viewing. The following is an extract from the Interstate Exchange
Death Abstract report, as selected in Step 2 above.

Interstate Exchange Death Abstract

SFMN

Alias Mame(s):

Decedent | First Middle Last Suffix

Name |

Gendar Social Security Age Under 1 Year Under 1 Day Date of Birth

Month Cay Hour | Win

Birth Place (City & State or Country) Resident State Resident County

Resident City Resident Street Address Resident Zip Inside City Limits?

In Armed Forces? Mantal Status at Death Surviving Spouse Mame (First. Middle, Maiden Last)

Father's Mame (First, Middle, Last) ‘ Mother's Name [First, Middle, Maiden Last) Informant’'s Mame {First, Middle, Last)

Informant’s Relationship Informant Address [Street Address, City, State, Zip) Type of Place of Death

Facility Name Facdity City, State, Zip ‘ County of Death

Mame and Complete Address of Funeral Facility

Funeral Licensee Name {First, Middle, Last) | License Number Date Pronounced Dead | Time Pronounced Dead

Method of Dispesition Place of Disposition

Pronocuncer Mame(First, Middle, Last) License Number ‘ Date Signed

Date of Death Time of Death | Medical Exammner Contacted

Cause of Death A Approximate interva

Cause of Death B Approimate interva

Cause of Death C Approximate interva

Cause of Death D Approximate interva

Other Significant Conditions Contributing to Death Autopsy Performed
Autopsy Findings Used

Did Tobacco Use Contribute to Death? ‘ If Female Manner of Death

Date of Injury Tme of Injury | Place of Injury Inpury at Work

Location of Injury

Describe How Injury Occumed: ‘ If Transportation Injury

Certifier Mame (First, Middle, Last) | Certifier Address (Street Address, City, State, Zip)

Certifier Title License Number ‘ Date Certified ‘ Date Filed

Decedent Education Decedent Hispanic Crign ‘ Decedent Race

Decedent's Usual Occupation | Kind of Business [ Industry

There are a number of reports that authorized users can access in DAVE™. These reports
can be a valuable aide in managing the vital records business. For more information on reports
and access to reports, see the System Administrator.
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14. Index

A Calendar
Icon, 30
Cash Out Id, 312
cashier cashout steps, 306
Cashier Close, 307
Cashier Total, 308
cashout, 311
checks or money orders, 308
Order Id, 309
Reconcile button, 310

Accounting, 306
Cashier Close, 307
Cashier Reconciliation, 311
Action Detail, 182
Add Payment, 230
Amendment Detail, 182
Amendment List Page, 214
Amendments, 143, 149
affirm, 152, 153
attachments, 149
attachments for amendments, 150

Transactions button, 316
Cashier Reconciliation, 311
Cash Out Id, 312

correspondence, 160 )
cashier cashout, 312

Court Ordered Correction, 143
Menu, 154
order processing
link order to, 143
Page, 143
processing history, 156

Cashier Transaction Report, 318
Cashier Transactions page, 317
page, 313

reconciling, 319

retrieving transactions, 316
revenue total, 318

Processing History, 288

. searching for cashout, 313
supporting

information, 148 supervisor total, 314
Types, 144
unaffirm, 154

Assign Status, 161

transaction total, 318
Cause of Death
page, 60
certified copies of death certificate, 201

Reason, 162

Special, 161 certifier, 206
Attachment K, 330 Certifier
Attachments types, 68

delete, 273 Change Office, 24

Comments, 170
deleting, 174
editing, 173
entering new, 170

file types in Order Processing, 272
Order Processing, 270

supporting documentation, 149
to Amendments, 149

view already uploaded file, 272 text character limit, 171
AutoNumber Ascending, 253

AutoNumber Descending, 253

congenital anomalies, 105
Correspondence, 255

Auto-populate adding, 176
button, 30 deleting, 178
Table Maintenance, 180
B templates, 175

Birth Death Linkage, 213 Correspondence page, 160
Court Information, 148
C credit card
reconciling transactions in VitalChek close, 325
Credit Card

approved, 238

Calculator, 316
button, 308
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authorization, 239 H
declined, 239
Void, 240

Current Activities

Hispanic origin
MRE codes, 189

Queues, 22 I

ICD codes, 201
D

Identifiers page
Death

registration

Record Source, 213
State File Number, 212

search for pre-existing, 128 Informant

submenu, 35, 76
death certificate, 202
Decedent
MRE page, 189
occupation, 52
Decedent Attributes
page, 51, 81, 88, 97, 100, 101, 117

page, 44
Interstate Exchange Death Abstract sample, 333
Issuance Detail, 182
Issuance History, 269
Issuance Queues
page, 229, 250

Issue link

Delete a status, 164 .

. disabled, 246
Delivery

Method of, 102 ]

Transfer Facility, 104

. . Job Scheduler

Disposition

Finish, 331

funeral home, 45
Select Process, 330

page, 45
place, 48, 59, 92
Disposition page, 206

Select Process Type, 330
jurisdictional court information, 148

E
. Labor and Industry Extract Date, 213
Edit Payer )
Login
button, 243
. button, 9
Event & Issuance History, 181
page, 7, 8,9
Amendments, 182
Lov

archiving, 184

List of Values, 31
Extracts/Loads, 183

Lookup icon, 31

page, 248
Restore Archive, 184 M
F Mailing Envelope, 259
. Mailing Label, 261
funeral director, 207 .
Main Menu

funeral home, 207 ) .
Accounting option, 306

G Match Events
No Matching Event, 222
page, 229, 246
ME Review Case, 197
Medical Examiner, 195

general functionality
all queues, 290
Geo Codes, 186
geographic distribution of vital events, 186
GIS
information, 188
interface, 186

Messages
creating and sending, 16
organization, 19
Mother
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cigarette smoking, 85
marital status, 85

N

NCHS, 189
NCHS Extract Date, 213
NCHS Transax load, 201
New Amendment button, 214
Nosology
page, 200

0)

Order Processing
Applicant, 245
Attachments, 270
Expedite Order checkbox, 218
menu, 215
Search
by Applicant, 277
by Event Requested, 276
by Matched Event, 279
by Order, 275
error message, 282
for existing order, 273
Options, 273
Order Summary page
buttons, 263
Issuance History, 269
Mailing Envelope, 259
Mailing Label, 261
overview, 244
Receipt, 257
Void, 267
Work Order, 255
Other Factors
autopsy information, 64
page, 63, 65
Other Links
Assign Status, 161
Attachments, 165
Comments, 172
Correspondence, 175, 177
menu, 142
Print Forms, 202
Override
errors, 127
Save Overrides button, 127

P

Payments

State of Arizona DAVE™ User Guide

Add Payment, 231
Cash, 233
Check/Money Order, 235
Credit Card, 237
multiple types on order, 241
page, 230
Waive, 235
Personal Information menu, 35, 75
Place of Death
type, 58, 91
Preview
link becomes Select link, 135
Print Forms, 202
Processing History page, 165

Q

Queues
Abandon Case, 298
Add Comments, 300
Assign To Another Queue, 299
Current Activities listing, 23
Queue Aging Report link, 305
Remove From Queue link, 297

R

reconciling credit card transactions, 325

Refer to Medical Examiner, 195

Refer to Medical Examiner page, 195

Referral Action
Decline, 198
Take Control of Case, 198
Relinquish Case page, 203
Reports, 328
Accounting-related, 321
samples, 321
Attachment K, 330
Job Scheduler, 329
setup wizard, 330
Load, 328
Request Medical Certification, 192

Request Medical Certification page, 194

Restore Archive, 184
Reverse link, 229
rush order, 218

S

Search
by Identifier, 128, 129, 138

by Registrant or Data Provider, 129
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engine, 128 transportation injury, 67
Security Paper Number, 270
error message for setting, 252 U
searching by for an order, 275 Unaffirm button, 154
Services unaffirming an amendment, 154
data grid listing on Order Summary page, 250 US standard 2003 certificate, 53, 83, 90
Reverse link, 229
Shipping/Handling fees, 226 \"4
State File Number, 212 Validate Order, 264
Status Validate Registration
Edit comment/reason, 162 correcting errors
registration, 246 Goto Field, 126
Statuses Popup, 126
delete, 164 Validation Results, 124, 125
Supervisor Cash Details, 314 VitalChek
supporting documentation, 149 fees, 226
Supporting Information page, 148 VitalChek Close, 240, 324
Switch User, 210 reconcile credit card transactions, 325
login process, 210
ginp W
T wildcard
table paging, 32 search, 132
Trade Calls page, 206 work injury, 66
transfer ownership of a case, 204 Work Order, 255
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