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1. GETTING INTO THE EDRS  

STEP 1.  

Once you have launched the EDRS using the URL provided to you, you will see a pop-up box to enter 

your user name and password to log into the application. (See illustration below) 

 
 

Enter your username and password and click OK.  

 

STEP 2.  

If your user account is associated with more than one funeral home, you will need to select the facility 

you are working for in the current session. (See Illustration below)  

 
 

Select your facility and click on continue. 
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You may view your messages in the inbox displayed on the resulting screen. Click on Continue to 

navigate to the next screen. In order to delete the messages from your inbox, simply check the box next 

to the message that you wish to delete and click on Continue. 

 
NOTE – In order to delete the messages from your inbox, simply check the box next to the message that 

you wish to delete and click on Continue.  

 

STEP 3. 

The next screen is the Virginia Vital Events and Screenings Tracking System Screen Menu with all the 

modules. Based on your role, you will only have access to the EDRS. Click on the EDRS module to 

continue.  
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The resulting screen is the EDRS Home screen.  

 

2. THE BASICS 

2.1. THE NAVIGATION BAR -  

To the left of the screen is the Navigation Bar which houses various links allowing you to move 

around in the system. This Navigation Bar is very dynamic in nature and will change from user to 

user based on what roles a user has. (The illustration below shows a typical navigation bar in the 

home screen for a MLDI.)  
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2.2. SETTING USER PREFERENCES –  

Click on the user preferences link in the navigation bar. On the resulting screen, you may enter 

up to three e-mail addresses to receive notifications pertaining to cases in your facility. You 

may also choose the type of notifications you wish to receive.  

 

 

 

 

2.3. LISTS OF VALUES –  

When you see the  (blue ‘L”) you may click on it to reveal a list of values that you can select from to 

populate that field.  
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3. HOW TO CREATE A CASE? 

STEP 1.  

A Natural Death or Non-ME (Green Border) case may be created at the funeral home by the Funeral 
Home Director, or the Funeral Home Staff. If you are creating a case as a funeral home staff, you will 
not be able to digitally sign the case. Only the Funeral Director may digitally sign the case.  

3.1. BEGIN CREATION 
To begin creating a case, click on the “Create Case” link in the left navigation bar.  

 

 

STEP 2. 

 All case creations must begin with a search for the decedent in the system. In order to search, enter 

all information known about the decedent.  Click on Query.  
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STEP 3.  

If no case was found matching your search criteria, click on the New Case button at the bottom of 

the page.  

 

STEP 5.  

3.2. DECEDENT DEMOGRAPHICS 

3.2.1. DECEDENT INFORMATION  

The decedent’s demographic information is the responsibility of the Funeral Homes. Enter as much 

of the decedent’s demographic information as you can, at a minimum you must enter the 

decedent’s First Name, Last Name, Gender, and the Date of Death. Enter this information and click 

on the save button at the bottom of the page.  

 



 

10 

Once you have completed all information and saved the information, a NEXT button will appear. 

Click on NEXT to go to the next screen.  

3.2.2. DECEDENT RESIDENCE  

For the decedent’s residence you may choose to enter a  

i. Complete U.S. Address – required information is street, city, zip code, state and county.  

 

ii. Partial US Address – required information is state, zip code and city / county  

 

iii. A Foreign Address – required information is city and country.  

 

 

Enter the residence information that you have.  Click the Save button and then click NEXT to move to 

the next screen.  
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3.2.3. DECEDENT PERSONAL DATA 

On the Decedent personal data screen you will enter the following information about the decedent -   

i. Race; you may choose to select as many races as the informant provides you with.  

ii. Hispanic origin 

iii. Education  

iv. Citizenship  

v. Occupation  

vi. Business / industry.  

 

 

Save the information, then click on NEXT. 



 

12 

3.2.4. SOCIAL SECURITY NUMBER VERIFICATION (Funeral Directors Only) 

 NOTE - ALL ILLUSTRATIONS INCLUDE TEST DATA 

 The EDRS requires that you have completed all the DEMOGRAPHIC INFORMATION screens prior 

to attempting SSN Verification.  

 Once you have all demographic information about the decedent, you have 5 attempts to provide 

correct information about the decedent and verify the SSN against the Social Security 

Administration’s (SSA) database.  The required information about the decedent for SSN 

verification is First Name, Last Name, Gender, Date of Birth and the SSN.  
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 Upon clicking the VERIFY SSN button, you will see a message in red indicating that a verification 

request has been submitted to the Social Security Administration. (See Illustration below) 

 

 Additionally, the system shall display a SSN Verification History at the bottom of the decedent 
information page. At first, the verification status shall be NEW or PENDING. The “RELOAD” button 
along with the message stays on until a response has been received from Social Security 
Administration and then, the verification status shall change to the actual response from SSA (not 
NEW or PENDING). 

 
 
 

 Once the verification has PASSED, 4 key fields (First-Name, Last-Name, Gender and Date-Of-Birth) 
are grayed-out, but these fields can still be edited. The SSN fields are locked and cannot be edited 
after a PASSED verification. 
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3.2.5. DECEDENT FAMILY  

On this screen, select the marital status of the decedent.  Enter names for the father and mother of 

the decedent.  
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If you select marital status as MARRIED, 

MARRIED BUT SEPARATED, OR WIDOWED; the 

system will display fields for you to enter the 

spouse’s name. (see illustration below) 

 

 

Enter the information, save and then click on NEXT.  

3.2.6. INFORMANT DATA 

On this screen you will enter information about the informant or the source where your received the decedent’s 
information where you learned about the decedent.  
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 If you select MOTHER or FATHER as the source / relationship, the EDRS will populate their names as 

entered on the previous screen. 

 If you select OTHER / MEDICAL RECORDS as the source of information, you must enter information 

in the “SPECIFY” Text box. 

 It is suggested that you select other and specify in the text box if the source of information was Law 

Enforcement.   

Enter the information, save and then click on NEXT.  
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3.2.7. PLACE OF DEATH  

This screen allows you to enter information regarding the decedent’s place of death.  

 

 
 

 Select the Place of Death from 
the Dropdown list. 

 
 

 Select the facility of death. To view a list of facilities, click on the blue “L” to open a pop-up 
window housing the various facilities. This list will be limited to the types of facilities select in the 
prior step. 
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 Below is an illustration of the pop-window listing the various facilities.  

 
 
 Wild card search - To perform a wild card search, enter the first few letters of the desired facility 

name before the % sign in the “FIND” text box and click on find. For example – searching by BO% will 

return the following results  
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 Once you have selected the desired facility from this list, the system will populate the address of 
the facility in the address fields below.  (See illustration below)  
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3.2.7.1. FACILITY NOT IN LIST 
i. For all facility types other than HOSPITALS, if the facility you wish to enter is not in the list, 

you may enter a new facility by clicking on the NEW FACILITY button at the bottom of the list 
in the pop- up window (See Illustration Below).  
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ii. This will allow you to enter information in the Facility name and address fields.  The page will 
indicate that the facility you have chosen is subject to approval by the Division of Vital 
Records (DVR). Once the facility has been approved by DVR, other users of the EDRS may 
select this from the list of values.  

 
 
 
After entering all information, save and click on NEXT. 
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3.2.8. DISPOSITION 
 

 Begin by selecting the method of 
disposition from the dropdown list.  

 

 

 Click on the blue “L” to select the disposition facility. This will open a pop up window with a list of 
facilities matching the method of disposition select in the prior step. Selecting a facility will also 
populate the address of the facility in the address fields.  

 

 
 

 If REMOVAL from state is selected as the method of disposition, the EDRS will display fields for 
you to enter the final method of disposition. If you are unsure of the final mehod of disposiiton, 
you may leave it blank, but you must enter an address for the place of final disposition.  

 

 
Enter all information, save and click on NEXT 

 If you are a funeral home staff member, you will get a message indicating that only the Funeral 
Home Director or VSAP may sign the case.  

 If you are a Funeral Director, you will get a screen to digitally sign the case.  
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3.3. CREATING A CASE FOR THE VIRGINIA STATE ANATOMICAL PROGRAM (VSAP) 

 There may be a scenario where you must create case with the METHOD OF DISPOSITION as 

Donation. This is for the donation of bodies to science within the state of Virginia via the VSAP.  

 To do this, make  sure that the method of disposition has been selected as DONATION 

 

 Complete as much demographic information as you can until you reach the e-signature page. The e-

signature page will indicate that this case must be assigned to VSAP in an unsigned manner. Click on 

the SUBMIT button at the bottom of the page.  
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4. DEMOGRAPHICS CERTIFICATION (DIGITAL SIGNATURE) 

4.1. LOCATING A CASE 

 Login as the Funeral Director for your facility and navigate to the EDRS home screen. If your staff 

has already created the case, it will be available in your active case list for you to select. Select 

the case by clicking on the case ID in the active cases list.  

 

 

 On the resulting page, Click on the signature link in the left navigation bar.  
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4.2. DIGITAL SIGNATURES 

 Below is an illustration of the Digital Signature screen.  

 

 Check the acknowledgement checkbox. Enter and Re-Enter your PIN, then click on SUBMIT.  

 A confirmation message will indicate that the case was successfully certified.  
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5. REQUESTING MEDICAL CERTIFICATION 

Once a death record has been created at your facility and signed by a Funeral Director or a licensee, you 

may request the Medical Certifier to digitally certify the case. Caveat: if the medical certifier has not 

signed up to be an EDRS user, you will need to print the signed certificate using the DROP TO PAPER 

function explained in section 6 right after this section.  

 To begin requesting medical certification, select the case from the active cases list.  

 

 Click on the REQUEST MC Link in the left 
navigational bar. This link is housed under 
the DEMOGRAPHICS section of the decedent 
information. 
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 On the resulting page, search for the medical certifier you wish to assign the case to. To search. 

enter the search criteria and click on query 

 

 Select the desired medical certifier from the list of results. The illustration below shows only one 

result, but if more certifiers match the search criteria entered, the list will reflect that. CLICK ON 

SELECT 

 

 

 On the resulting page, click on the TRANSFER TO MEDICAL CERTIFIER LINK 

 

A success message will indicate that the case has been successfully transferred to the medical certifier.  
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6. DROP TO PAPER 

In a scenario where the medical certifier, who must sign the cause of death on the case, is not an EDRS 

user, you must print the signed certificate using the DROP TO PAPER function. Remember, a funeral 

director from your establishment must have DIGITALLY SIGNED the demographics before you can drop 

the case to paper.  

 STEP 1- To begin, navigate to the 
desired record’s CASE SUMMARY by 
clicking on the link in the left 
navigation bar. The case summary 
will also appear when you select the 
case from the active cases list of 
your establishment.  

 

 
 

 STEP 2- Click on the DROP to PAPER link at the top of the page to print the Death Certificate. The 
EDRS will guide you through two more pages where you would be required to SUBMIT.  
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7. CREATE / PRINT FORMS 

7.1. CREATE / PRINT FORMS LINK 

Every death record in the EDRS has a CREATE / PRINT FORMS link associated with it. Under this link, you 
will be able to create and print the following:  

 Cremation certificates 

 Cremation certificates for donation of bodies to science.  

 Disinterment and Reinterment Permits 

 Out of State Transit Permits 

 Communicable Disease letter 

 A decedent demographics report 

There are certain conditions and stipulations associated with creating and printing the forms listed above.  This will 
be explained more in their respective section. 

 

To get to the CREATE / PRINT FORMS link, select the desired case in the EDRS. Once you have selected 
the case, the CREATE / PRINT FORMS Link will appear in the left navigation bar.  

 

Clicking on this link will display a list of forms you may have access to and their respective status. (See 

illustration below) 
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7.2. CREMATION CERTIFICATES 

 Once a medical certifier has digitally certified the cause of death on the case assigned to them by 

your establishment, you will be able to see a Create / New link for the cremation certificate. This link 

will allow you to electronically request cremation clearance from the Local Medical Examiner. Click 

on this link.  

 

 

 On the resulting page, select the desired LME from the list of LMEs in the pop up window opened by 

clicking on the ‘L’ next to the LME text box. This will also populate the address for that LME. Then 

click on the REQUEST CREMATION button at the bottom of the page. A success message will indicate 

that the cremation has been successfully requested.  
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 On the next page, you will see an option to PRINT FOR MANUAL SIGNATURE.  This option must be 

used if the LME signing the certificate does not have access to a computer when they arrive to view 

the body.  

 

 Once the LME has approved the certificate electronically, the status of the cremation certificate will 

change to PRINT NOW. When you click on the PRINT NOW button, the cremation certificate will 

open in a new window in a .PDF format for you to print.  

 

 

7.3. CREMATION CERTIFICATES FOR DONATION OF BODIES TO SCIENCE 

 This option is only available to users of the VIRGINIA STATE ANATOMICAL PROGRAM (VSAP) 
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7.4. DISINTERMENT, TRANSIT AND REINTERMENT PERMITS.  

 In order to obtain a Disinterment, 
and Reinterment Permit, the death 
record must have been assigned a 
state file number by the Division of 
Vital Records (DVR). Once a record 
has been certified by DVR, it will be 
available under the COMPLETED 
CASES list in the EDRS.  

 

 After locating the case and selecting 
it, navigate to the Create / Print 
Forms Section pertaining to the 
desired case.  
 

 

 Click on the CREATE / NEW link for the appropriate permit 

 

 On the resulting page, select the method and place of disposition. And click on save 
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 Then click on Review and SUBMIT 

 

 

 

 

 

 Finally, you must digitally sign the request for it to be submitted to the Local Health Department.  
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A message stating changes are saved successfully indicates that your request has been successfully submitted to 
the Local Health Department.  

 

 Once approved by the Local Health Department, you may print the permit by clicking on the PRINT 

NOW button at the CREATE / PRINT FORMS page.  

 

7.5. OUT OF STATE TRANSIT PERMITS 
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 In order for your funeral home to request an Out of State Transit Permit, the primary method of 

disposition must have been selected as REMOVAL FROM STATE.  

 To begin, navigate to the CREATE / PRINT FORMS link for the case you wish to request a transit 

permit for. On this page, you will find a CREATE / NEW link for the OUT OF STATE TRANSIT PERMIT. 

 

 Click on this link to view the blank form for a Out of State Transit Permit request. Enter the Funeral 

Home / Removal Service information and click on the save button at the bottom of the page.  

 

 Then click Request on the next page after the information above, has been saved.  
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A success message will indicate that your submission to the Local Health Department was successful.  The next 
screen will display the name of the Local Health Department, where the request has been submitted.  

 

NOTE – Every request for an Out of State Transit Permit will be submitted to the Local Health 

Department corresponding to the place of death of the decedent. Parallel requests will also be sent to 

Vital Records as well as ALL Special Registrars 

 Once approved by the Local Health Department, you may print the permit by clicking on the PRINT 

NOW button at the CREATE / PRINT FORMS page.  

 

 

7.5.1. FOR SPECIAL REGISTRARS – HOW TO APPROVE OUT OF STATE TRANSIT PERMITS 

 As a special registrar, the EDRS will allow you to approve transit permits outside of regular business 

hours –  

o Business days – all times except - 8:00 A.M. to 5:00 P.M. 

o Weekends – all times 

o State holidays – all times 

 To approve an Out of State Transit Permit, 
click on the pending permits link in the left 
navigational column from the EDRS home page 
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 On the resulting page, you will see a list of permits awaiting approval. This list may be larger than 

one page a search option has been provided. Select the desired case from this list or search for the 

case.  

 

 Once you have selected the desired case, click on the APPROVE PERMIT button at the bottom of the 

page.  

 

 A success message will indicate that the permit has been successfully approved.  
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7.6. COMMUNICABLE DISEASE LETTER –  

 All decedent bodies to be removed out of the country require a Communicable Disease Letter.  

 To request a Communicable Disease Letter, click on the CREATE / NEW LINK on the Forms/ Permits 

page corresponding to the Communicable Disease Letter information.  

 

 On the resulting page, click on the REQUEST button at the bottom of the page.  
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A success message will indicate that your submission to the Local Health Department was successful.  The next 
screen will display the name of the Local Health Department that received your request. 

 

 Once approved by the Local Health Department, you may print the permit by clicking on the PRINT 

NOW button at the CREATE / PRINT FORMS page.  
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7.7. DECEDENT DEMOGRAPHICS REPORT 

 This report will be the demographics part of the death certificate form.  

 A decedent’s demographics may be of use for the following purposes –  

o To print a copy and have the informant review and attest to the truthfulness of the 

information for your records.  

o This report will show up every time the Funeral Director wants to digitally sign a case to 

review and make sure that all information entered is correct to the best of their knowledge.  

 Click on the PRINT NOW button in the FORMS /PERMITS page to print this report.  

 

 

 

 

 

8. E-AMENDMENTS 

 Amendments may be created and requested electronically by the Funeral Home Directors. If any 

Funeral Home Director wishes their administrative staff to perform this function, they may request 

that person be given a role to perform E-Amendments.  

 Begin by clicking on the E-
AMENDMENTS link in the 
left navigation bar.  

 

 
 

 



 

41 

The resulting screen will be a list of active amendments.  

 

 To create a new 
amendment, click on 
the NEW link in the 
left navigation bar. 

 
  
  

 Perform a search for the desired case.  

 
 

  



 

42 

 

 From the search results, select the desired case by clicking on the respective certificate number 

hyperlink. Make sure that the status of the case says, “READY TO AMEND”.  
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 The resulting page will display editable fields for decedent demographics Make changes to the 

desired information on the page displayed below.  

 

 Save the above information then click on NEXT.  
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 The resulting page will show a consolidated list of Amendments that you made. NOTE – this is for 

you to review the changes made. You do not need to click save. If you would like to remove any of 

the amendments from this list, check the corresponding remove checkbox, then click on Save. (See 

Illustration below) This will delete the respective amendment from the list and revert the item back 

to the original value. Click on the next button to proceed 

 

 Perform digital signatures (as shown in section 4.2) on the case and submit the case.  A confirmation 

message will indicate that the amendment was successfully submitted to Vital Records for approval.  

 You may generate a printable AFFIDAVIT FOR CORRECTION by clicking on the “here “ link in the 

success message.  
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 Below is a sample of what the AFFIDAVIT FOR CORRECTION would look like.
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This concludes the training materials for the FUNERAL HOMES participating in the Virginia – Electronic 

Death Registration System. For any questions relating to the EDRS, please contact – 

VitalRec.Questions@vdh.virginia.gov  

mailto:VitalRec.Questions@vdh.virginia.gov

