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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. 
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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: 

• 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.

• 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.

466 Case ID 
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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). 
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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: 

a. Exact Case Id number (Drop to Paper only)OR
b. First Name and Last Name of Decedent OR
c. First Name or Last Name and Exact Date of Death of Decedent OR
d. First Name or Last Name and Exact Date of Birth of Decedent

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 Illustration 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. 

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. 
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B. Complete Paper Case Search – To search a case, select create new case and enter the 
decedent’s information and select “Query” (see Illustration below). 

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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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).

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). 
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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 Illustration
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). 

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). 
 

 
 
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. 
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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”. 
 

 

 
 
 
Print the “DVR Index Report”.  This report replaces the VS23 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). 
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County Paper Death Report 
 

 
This report allows a  LHD  to  t rack  the  death  cert i f i cates  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). 

 

 
 
A confirmation screen appears (see illustration below) listing all death certificates registered.  
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Resources 
 

• For business questions contact DVR Field Services Unit. 

 
 

• For technical questions contact EDRS Help Desk. 
Telephone:  (804) 864 - 7200 (option 2) 
Fax:  (804) 864 – 7155 
Email: oim_webappshelp@vdh.virginia.gov 

 
 

• LHD EDRS Update Online Tutorial  
http://www.vdh.virginia.gov/vital-records/electronic-death-registration-
system/user-manuals/ 
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