VIRGINIA DEPARTMENT OF HEALTH
DIVISION OF VITAL RECORDS

DEATH REGISTRATION
COMPLETE PAPER AND DROP TO PAPER
GUIDELINES FOR LOCAL HEALTH DEPARTMENTS



2017 General Assembly Session
House Bill (HB) 1846

HB1846 relates to the filing of a complete paper and drop to paper death certificate. Effective
July 1, 2017 a non-electronically filed death certificate shall be filed for each death that occurs in
the Commonwealth of Virginia with the registrar of any health district in the Commonwealth.

Allowing death certificates to be filed at any health district required the development of a
tracking system. Based on the current statute, the State Registrar knows which health district
to contact if the death certificate is not received in the Division of Vital Records (DVR). Without
a tracking system, locating death certificates not received in DVR would be difficult, particularly
if the person filing the death certificate could not recall which health district the death
certificate was filed in.

A tracking system has been added to the Electronic Death Registration Systems (EDRS) to enable
the Division of Vital Records to keep track of where death certificates are filed since they may
not be filed in the locality where the death occurred.

It is a must that all complete paper and drop to paper death certificates filed at the local
health departments (LHD) are tracked in EDRS. This will alleviate the filing of duplicate death
certificates and assist in locating death certificates not received at DVR. The following pages
provide registration instructions on tracking complete paper and drop to paper death
certificates in the EDRS.



Before You Begin

Changes have been made for LHD’s in the EDRS module to register deaths occurring in their city/county
or any city/county in Virginia. LHD users can register the following types of cases:

e Drop to Paper — A death certificate started in EDRS by a Funeral Home or Medical Certifier/
Doctor. Once the Funeral Home or Medical Certifier/Doctor completes their data entry and
certify the case, they will drop the certificate to paper and take it to the next party. These cases
will be worked on by either the Funeral Home or Medical Certifier to complete the Death
Certificate. The completed paper certificate will be filed with LHD office. Changes have been
made to Drop to Paper Death Certificates to display Case ID number
(which is a system generated number) on the upper left hand corner of the Certificate of Death
(see illustration below). LHD’s can easily identify a case as “Drop to Paper” based on the Case

Id number on the death certificate. The Case Id number will never be hand written.
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o Complete Paper — A death certificate that is hand signed by both the Funeral Home and the
Medical Certifier/Doctor. Complete Paper cases will never have a Case Id number displayed
on the upper left hand corner of the Certificate of Death.



Three options have been added to the existing EDRS Navigation Menu for LHD users; additionally, two
new Reports have been created to facilitate the steps (see illustration below).

EDRS Home Screen

Electronic Death Registration System

Elwcrwronic Death Registration System

Three (3) new
options,

New reporting options.




Registration of a Death Certificate

Before registering a death certificate a search of EDRS must be done to determine if the death certificate
has been previously registered.

1. Search for the Case — After the death certificate has been accepted for filing determine whether
the record is a “Drop to Paper” or a “Complete Paper” certificate based on the Case Id number
located in the upper right hand corner of the Certificate of Death.

Case Search — Initially performs a search, minimum search criteria are:

Exact Case Id number (Drop to Paper only)OR

First Name and Last Name of Decedent OR

First Name or Last Name and Exact Date of Death of Decedent OR
First Name or Last Name and Exact Date of Birth of Decedent

o 0 T o

A. Drop to Paper Case Search — The LHD user can search for the case by the Case Id number displayed
on the death certificate when selecting create new case from the navigation menu. Once the search
returns a record, the user can select the case and save the record (see lllustration below). At this
time a LHD Registration Number will automatically generate. Drop to Paper cases cannot be edited by
LHD users. Drop to Paper cases cannot be deleted by LHD users.

| Death Registration Menu Create New Case

Reqister Paper Death(s)

A Dacedent's Name
g e e Gender DteofDeah DafecfBih  CowtyofDeath  LHDRegistraiontlo.  Satus
# Search Exisfing Case S e il | |
o St DVR 700 JMLORED RENEE BAXTER FEMALE 06272017 081511945 HENRICO COUNTY Drop to Paper
& Your search 1 records. Records 1 though 1 are displayed.
o Certficate Printing Neiy Case

Search Request(s) By

Note: Searching by Case ID number, if available, is the most efficient way to retrieve the
correct drop to paper record. The ability to search by Case ID number is the main difference
between registering drop to paper cases and complete paper cases. The remaining
illustrations are of a complete paper case.



B. Complete Paper Case Search — To search a case, select create new case and enter the
decedent’s information and select “Query” (see lllustration below).
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2. The search should return 0 records. If a record appears for the death certificate you are attempting
to register, DO NOT COMPLETE REGISTRATION until further investigation is done. It is possible that the
death certificate in your possession is a duplicate certificate. Contact a DVR Field Service Representative
for further assistance. Continue with the registration if your search returned 0 records. Select “new
case” (see illustration below).
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If the decedent was listed, you would click on
that case. For this example the descendent is
not listed, Select “New Case” to create the
decedent’s case.




3. In the upper right corner is the user and facility information. In the bottom right corner is the
“County of Death”, which is the City or County where the death occurred, and the LHD Registration
Number. Some fields will be greyed out and some fields will be pre-populated. Enter the case
information (certificate type) and all of the decedent’s information then select Save (see illustration
below).
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4. If the death certificate being registered did not occur in your locality the following message will
appear, “County of Death does not match county where death is being registered. Please confirm
county of death is correct”. Select Ok if the County of Death information is correct; however, if the
information is not correct, please edit then select Ok. (see illustration below).

Electronic Death Registration System




5. The statement “Changes are saved successfully” will appear in green at the top of your screen. A Case Id
number has been generated as well as a 10 digit LHD Registration Number. The LHD Registration Number
consists of the year of death; Registration Area Number and the Certificate Number (see lllustration
below). THIS COMPLETES THE EDRS DEATH CERTIFICATE REGISTRATION.

Reminder: The Registration Area Number and the Certificate Number must be handwritten on the paper
death certificate in black unfading ink.
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Death Certificate Printing

If the person filing the death certificate is requesting a certified death certificate select “Create
Application” (see illustration below).
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Some fields will be greyed out and some fields will be pre-populated on the Death Certificate Printing
screen. Enter all of the remaining information and select Save (see illustration below).

Reminder: There is no change to the death certificate printing process.
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DVR Index Report

On the Menu bar select Submit to DVR. Enter the “from” date and the “to” date of registered death
certificates then select Submit Query (see illustration below).
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A list of registered death certificates will appear for that date range. Check the box beside the
death certificates that will be mailed to DVR and select “Save” (see illustration below). The status will
change from “Complete Paper Case Creation” to “Mailed to DVR”. Records with disabled checkboxes are
records which were previously mailed to DVR.

|Submit Paper Deaths to DVR

Decedent’s Name i il

J Cla:e e T Gender [I)Ja;gtzf RBB?;:,;EU" County of Death Ll ReN-n:ftrallon Status
181640 | TOM SMITH  |MALE |D1/15/2016 | DS/312017 ACCOMACK COUNTY | 16-001-00001 Mailed to DVR
181638 | TOM THOMAS |MALE |D4/152016 | DSE1201T ACCOMACK COUNTY | 16-D01-00002 Mailed to DVR
181639  TOM SMITH  |MALE  |D1/15/2017 | DSE12017 ACCOMACK GOUNTY | 17-D01-02063 Mailed to DVR
181651 | TOMMY SMITH  |MALE  |D5/14/2017 | DBM2017 ACCOMACK COUNTY | 17-D01-D2065 Mailed to DVR
181643 TEST TEST |TEST MALE  |05/01/2017 | D&M7/201T PR S 17-D11-02068 Registered at LHD
181645 | TOM THOMAS |MALE |D1/15/2017 | DEM2017 SOTEICURT 17.D23-02074 Mailed to DVR
181650 | PAUL FIERSON |MALE |D1/02/2017 | DGMZ2017 et 17-025-D2075 Niailed to DVR
181649 ROB SMITH  |MALE  |D5/12/2017 | DEM2017 BUCHANAN COUNTY | 17-D27-02076 Mailed to DVR
181661 | SAM THOMAS |MALE | D4/15/2016 | DEM7/201T SoCHINGHAM 16-D29-00002 Complete Paper Case
181660 | TOM THOMAS |MALE |05/12/2016 | DGMT/2017 TUCKIN GHAM 16-025-00001 Complats Paper Cass
181646 | SAM SMITH  |MALE |D1/15/2017 | DEM2017 CAMPBELL COUNTY | 17-031-02081 Mailed to DVR
181644 ROBERT WHITE MALE  |D4/15/2047 DEDZ201T CAMPEELL COUNTY | 17-D31-02075 gf:;ﬁ':rﬁe Paper Cass
161657 | KEWVIN JAMES  |MALE |DS/15/2017 | DGMS/2017 CAMPBELL COUNTY | 17-D31-02060 Mailed to DVR
121641 | PAUL JAMES  |MALE |D2/15/2017 | DEMM/2017 CAROLINE GOUNTY | 17-D33-02079 Mailed to DVR
181652 | SEAM SMITH  |MALE |DS/12/2017 | DEM2017 LYNCHBURG 17.580-00909 Mailed to DVR
181653 |CHRIS LM MALE  |05M2/2017 | OGM22017 ROANCKE 17-770-00921 gf:;‘;ﬁ';ﬁe Paper Cass

) 180803 |CARROLL RAY |BAUGHER MALE |05/23/2017 | DG/D12017 oK GHAN 17-165-00873 Mailed to DVR

Savad Undo
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A confirmation screen appears (see illustration below) listing all cases that will be mailed to DVR for the
date range requested. Select “DVR Index Report”.

Us:

Rich_Lhd Rich_Lhd(RICH_LHD})
Richmond County - Local Health Department

onic Death Registration System

Death Registration Menu Submit Paper Deaths to DVR

Register Paper Death(s)

Decedent's Name

C Cerllay s case = = Gender Date of Death Registration Date County of Death LHD Registration No. Status
® Search Existing Case S o die Lo

® Submit to DVR | 703 JUST HOWN M 06/25/2017 06/30/2017 AMELIA COUNTY 17-007-02066 Mailed to DVR

| 702 HAPPY FACY M 06/01/2017 08/30/2017 AMHERST COUNTY 17-008-02067 Mailed to DVR

® Certificate Printing [ Backtosearch |[ DVRIndexReport

Search Requesis) By
® Requester

® Agency
® Funeral Home/VSAP

® Pending Permits

e Approved Permits
Reports

® Settlement Report

® Incomplete Requests

® Deleted Requests

® Paper Cases Report
# DVR Index Report
® County Paper Deaths

@ User Preferences

| ® Message Center |

e EDRS Menu
® VVESTS Menu
® Logout

Print the “DVR Index Report”. This report replaces the V523 Monthly Report of Vital Statistics card and must

be mailed along with the death certificate to DVR. Please sign and date this report (see illustration below).

L Rich_Lho{RICH_LHD)
micd County - Local Health Department

Electronic Death Registration System

Submit Paper Deaths 1o DVR

| Print
VR Index Regort
User's Fociity RICHMOND COUNTY - LOCAL HEALTH DEPARTMENT
Date of Regatraten From - DEZE2097 To 06202017
Repart Date: 06/30/2017 10:34:22
® Agenc
e CaselD  Decedent's Name Date of Death County of Death Registration Date LHD Heg. No. Paper Case Type Status
& Funeral Home/VEAR 701 JUST NOWH oRZSa017 AUELUL COUNTY oarIenIoT T 1T-00T. 0200 COMPLETE BapgR Mated to DVR
® Pending Parmits CORSARRES NG, Oote ofDeam’ | [County of Desm Registration Date LHD Reg. No.  Paper Case Type Status
e T HAFEY FACY (-2 AMHERST COUNTY pea0Z01? 17-009-02067 COMPLETE PAPER Maibed to VR
Docedent’s Hama Date of Death County of Death Registration Date LHD Reg. No. Paper Casa Type Status
® Settlement Repon 650 JOMN DOVE 05242017 BUCKIGHAM COUNTY ORZEZ017 17-029-02077 COMPLETE PAPCR Maied to DVR
- quests
& Dalsted Raqusata Case D s Hame Date of Death County of Daath Regisuration Data LHD Reg. No. Paper Case Type Status
L= | SHELA MARE THOMPKNE 0EZ4201T CHESTERFELD COUNTY DEZEZ0T 17-041-03122 COMPLETE PAPER Maied to DVR
- pox -] MICHELLE DEZAZ01T CHESTERFIELD COUNTY OBZEZ017 1704103121 COMPLETE PAPER Maled to VR
® DVR Index Report [ SAMMY SO5A pezAze? CHESTERFELD COUNTY owRIZ0N? 1704100123 COMPLETE BAFER Mabed to VR
= County Papar De STACEY MARE THOMAS ez T CHESTERFELD COUNTY oRETIONT 1704103134 COMPLETE BapgR Mated to DVR
Lt BEATRICE WELLS nezsoT CHESTERFELD COUNTY oaTRONT 1704103125 DROPTO PAPER Maied 1o VR
Decedent's Name Date of Death County of Death Registration Date LHD Heg. Mo, Paper Case Type Status
- MILORED RENEE BAXTER osmTEOTT MEMRICO COUNTY oRGRIOTT 170800 OROB TO BAPER Mated to DVR
Grand Total of Deoth(s] Registored ot LHD : 9

Hegintrar
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County Paper Death Report

This report allows a LHD to track the death certificates registered in their locality within a
specified date range. The search could also be narrowed down to one specific city or county. If no city or
county is selected the query will display all death certificated for that date range (see illustration below).

LB L )
unty - Local Health Depat tment

Electronic Death Registration System

!Eaun!y Papar Daaths

Bate Registered From

Oate Ta
® Submi to OVR County of Daath ~]

SubmitQuery | Undo |

EDXLPD

Dalated Requests
Faper Gases Report

-
-

& DVR Index Report
- 0

User: Rieh_Lha fieh_Lhd(FICH_LHOY

Electronic Death Registration System Faclity: fchmand Couney  Lossl Health Depariment

Death Registration Menu
Register Papar Death{s)

County Paper Deaths

[Pont|
® Sparch Exisling Case
® Submt to DVR County Paper Deaths
- - Users Facity RICHMOND COUNTY - LOCAL HEALTH DEPARTIMENT
® Cortifcats Printing Date ot Regatration From - 062017 To OGIO2017
Caty 1 County of Death. ALL
Report Date: D6I02017 10048:37
* Funeral Home/VSAP
CaselD Decedent's Name Date of Death County of Death Registration Date LHD Reg. Ho. Paper Case Type Status
L] MARY JACKSON OSZH201T WVIRGRW BLACH 2017 17-810-0092% COMPLETE PAPER Maded to OVR
® Ponding Pormits 853 TOM WHEAT o1mEIT AUGUSTA COUNTY CRSNT 17-015-02070 COMPLETE PAFER Maied to DVR
."d_p 5 882 SAM THOMAS 01012017 ALBEMARLE COUNTY OEME20TT 17-003-02064 COMPLETE PAPER Maked to DVR
L ORI E S 654 TOM THOMAS vznsaEe? ALBEMARLE COUNTY CENERU1? 17-003-02006 COMPLETE PAPLR Mabed ta DVA
655 SAM SMITH DSMSR201T ALBEMARLE COUNTY DEN ST 17-002-02065 COMPLETE PAPER Maled to VR
&g SAMNY CARTER JORDAN DEMB20T BATH COUNTY EMS201T 1701702072 COMPLETE PAPER Maded to OVR
& Setlemant Report aTh LMD FRANCIS HALL oeNENIT BRUNSWICK COUNTY CRBRAIT 17-025-02076 COMPLETE PAFER Maied to DVR
& Incomplete Requests 543 SHELA MARE THOMPRNE 0sR2a0T CHEETERFIELD COUNTY 08282017 17-041-03422 COMPLETE PAPER Maked to DVA
® Deloted Requests | wea SAMANTHA MICHILLE THOMPINS veZAZOT? CHESTERF LD COUNTY DURGZ017 176410202 COMPLETE PAPER Mabed to OVA
L SANMMY SOSA DE24201T CHESTERFELD COUNTY OEQTRINT 17-081-03123 COMPLETE PAPER Maied to DVR
® Papar Cazes Repon ] i - i : =
L) STACEY MARE THOMAS oEZARZMT CHESTERFELD COUNTY TR0 1704100124 COMPLETE PAPER Maded to OVR
® DVR Index Report 700 MLDRED RENEE BAXTER sazToT HEHRICO COUNTY CRIZE01T 17.087.00838 DROP TO PAPER Mabed to DVR
& County Paper Deaths 859 BEATRICE WELLS 0528207 CHESTERFIELD COUNTY 8272017 17-041-03128 DROP TO PAPER Maied to OVA
G20 JOMN DOVE Erzamoy DUCKMGHAM COUNTY 202017 1702902077 COMPLETE PAPER Maded to OVR
® Usor Preforonces T2 HAPTY FACY OE01201T AMHERST COUNTY DEANZIIT 17-009-02067 COMPLETE PAPER Mabed to OWVR
G 703 JUST HOWN 0B2SRNT AMELS COUNTY EI0201T 1700702065 COMPLETE PAPER Maked to OVR
& Message Cenler
Grand Total of P r Deathis) Registered at all LHIO's: 16
= EDRS Menu o o kacan b bt
* VVESTS Menu
& Logout
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Resources

e For business questions contact DVR Field Services Unit.

v' Jacole Thomas - Field Representative (804) 662-6200
jacole.thomas@vdh.virginia.gov

v’ Sonya Beaver - Field Representative (804) 662-6200
sonya.beaver@vdh.virginia.gov

v’ Tavorise Marks, M.A. - Field Representative (804) 662-6200
tavorise.marks@vdh.virginia.gov

v’ Denise Cox - Sr. Field Representative (804)662-6260

denise.cox@vdh.virginia.gov

e For technical questions contact EDRS Help Desk.

Telephone: (804) 864 - 7200 (option 2)
Fax: (804) 864 — 7155
Email: oim webappshelp@vdh.virginia.gov

e LHD EDRS Update Online Tutorial

http://www.vdh.virginia.gov/vital-records/electronic-death-registration-

system/user-manuals/
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