Commonwealth of Kentucky

Cabinet for Health and Family Services

KENTUCKY
ELECTRONIC
DEATH
REGISTRATION
SYSTEM
(KY-EDRS)

FUNERAL DIRECTOR
User Guide



WELCOME TO THE KY-EDRS

QUESTIONS?

FOR ASSISTANCE IN THE USE OF THE SYSTEM, OR ASSISTANCE IN
RESETTING YOUR PASSWORD, CALL (877) 545-6175.

FOR ASSISTANCE IN PROPER COMPLETION OF THE DEATH
CERTIFICATE, CALL THE STATLINE AT (866) 451-3781, OR CALL
(502) 564-4212 EXTENSION 3260 or 3231.

The main purpose of the KY-EDRS is to electronically file and register certificates
of death.

As a funeral home participant, once you have started the electronic certificate
of death, please do not abandon the electronic record (see helpful hints on page
13).

If you experience difficulty of any kind during the electronic filing, please call
the phone numbers as listed above for assistance.

As medical certifiers choose to participate in the KY-EDRS, their names will
appear in the medical certifier drop-down listing. In case their specific name is
not in the drop-down listing, you may select the facility in which the medical
certifier practices.

If a medical certifier is currently not a participant in the KY-EDRS, the drop to
paper functionality will allow the certificate to be printed once the funeral
home’s portion is completed and the funeral home director has electronically
signed the certificate. The drop to paper certificate can then be mailed to the
medical certifier.
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INTRODUCTION

Welcome to the Kentucky Electronic Death Registration System (KY-EDRS). This secure web-based
system was designed to replace the current manual processes associated with the filing of death
certificates. The KY-EDRS will be used by funeral home directors and funeral home director assistants,
medical certifiers and medical certifier assistants, and personnel in the Cabinet for Health and Family
Service’s Office of Vital Statistics (OVS).

Benefits
The KY-EDRS provides many benefits. Among these benefits are:

>

Expedited death registration process

Electronic submission and workflow eliminates the time involved in mailing or delivering
certificates to other parties.

Increased accuracy of death certificates
Edits built into the system will prevent many data reporting errors and omissions.
Electronic communication between system users

Funeral home directors and staff, medical certifiers and staff, and the OVS personnel are
electronically notified when they have been assigned or reassigned a death certificate. Message
boards give funeral home and medical certifier users the ability to attach electronic messages to
records.

Tracking of status of death certificates

Users of the KY-EDRS have the ability to view the status of death certificates to determine the
current stage of processing the document.

Verification of social security numbers

A link between the KY-EDRS and the Social Security Administration allows real-time verification
of social security numbers and eliminates the need to prepare Form SSA-721 in cases of
successful verifications.

Streamlined process for ordering death verifications, Veterans Administration copies, and
certified death certificates
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Funeral home personnel have the ability to place the orders for death verifications, Veterans
Administration death certificates and certified copies of death certificates within the KY-EDRS at
the time of filing.

» Export data function

Funeral homes that utilize management software packages have the ability to export data from
the KY-EDRS to the management software package, eliminating the need for duplicate entry of
records.

Flow of the KY-EDRS
Preparation and completion of an electronic death certificate follows the steps listed below. Each step
will be discussed in further detail within this guide.

> Funeral director takes possession of the deceased

When a funeral director takes possession of the deceased, the funeral director portion of the
death certificate will be completed electronically. If the medical certifier is a KY-EDRS user, the
funeral director electronically signs the certificate and electronically submits it to the medical
certifier. A funeral director assistant may complete portions of the death certificate and assign
it to the funeral director for signature and submission to the medical certifier.

If the medical certifier is NOT a KY-EDRS user, the funeral director completes the funeral
director’s portion, prints the certificate on 25% cotton bond paper with a visible watermark, and
manually forwards the printed certificate to the medical certifier. This process is “Drop-to-
Paper”.

» Medical certifier receives death certificate from funeral director

If the medical certifier is a KY-EDRS user, the death certificate will be received electronically
from the funeral director. After verification that the death certificate belongs to the assigned
medical certifier, the medical portion will be completed electronically, electronically signed by
the medical certifier, and then electronically submitted to the OVS for further processing. A
medical certifier assistant may complete the medical portion of the death certificate, and assign
it to the medical certifier for electronic signature and submission to the OVS.

If the medical certifier detects any errors in the funeral director’s portion of the certificate, the
medical certifier may electronically reassign the certificate to the funeral director.

If the medical certifier is NOT a KY-EDRS user, he/she will receive a paper copy of the certificate
from the funeral director. The medical certifier will manually complete and return the
certificate to the funeral director for submission to the OVS according to current procedures.
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» Office of Vital Statistics (OVS)

If the medical certifier is a KY-EDRS user, the medical certifier will electronically submit the
death certificate to the OVS. OVS personnel will review the certificate and if any discrepancies
are found, the OVS has the ability to reassign directly to the funeral director, medical certifier, or
both. If no discrepancies are found, the OVS staff will complete the filing of the death certificate
and assign a state file number. Requests for copies and certified copies will be processed.

If the medical certifier is NOT a KY-EDRS user, the completed paper copy of the certificate will be
returned to the funeral home, and the funeral home will send the certificate to the OVS. The
certificate is then reviewed by the OVS and processed in accordance with current procedures.

» Tracking of status

Users of the KY-EDRS have the ability to track the status of a death certificate from the time it is
started through completion.

> Electronic notification

KY-EDRS users can be notified via email whenever a KY-EDRS case is assigned to them.
Additionally, KY-EDRS users have the option of being notified via email whenever the status of a
death certificate changes.

NOTE: PROVISIONAL REPORTS OF DEATH (VS-34) ARE NOT INCLUDED IN THE KY-EDRS AT THIS TIME.

Help Desk Telephone Numbers
Cabinet for Health and Family Services (CHFS) personnel are available to answer questions or provide
assistance in using the KY-EDRS. Please use the following telephone numbers:

» For questions regarding use of the KY-EDRS call (877) 545-6175 between the hours of 8:00 and
4:30 (Eastern Time).

» For assistance in resetting your password call (877) 545-6175 between the hours of 8:00 and
4:30 (Eastern Time).

» For questions regarding proper completion of the death certificate (business rules) call the
STATLINE at (866) 451-3781, or call (502) 564-4212, extensions 3260 between the hours of 8:00
and 4:30 (Eastern Time).
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TECHNICAL REQUIREMENTS

Internet Connection
A high speed internet connection is required.

Browser
The KY-EDRS is designed to operate with Internet Explorer 6.0 or higher. After December 31, 2010, only
Internet Explorer 8.0 or higher will be supported.

Monitor Resolution
The KY-EDRS can best be displayed with screen resolution set at 1024 X 768 pixels.

ACCESS TO THE KY-EDRS

The KY-EDRS is a secure web site with Secure Socket Layer (SSL) 128-bit encryption. Requests for access
to the system are reviewed and granted final approval by the OVS personnel.

A VALID USERNAME AND PASSWORD ARE REQUIRED TO ACCESS THE KY-
EDRS. IT IS IMPORTANT THAT PROPER SAFEGUARDS BE USED TO PROTECT
THE CONFIDENTIALITY OF YOUR USERNAME AND PASSWORD.
INFORMATION ENTERED IN THE KY-EDRS WITH YOUR USERNAME AND
PASSWORD CONSTITUTES AN ELECTRONIC SIGNATURE. DO NOT SHARE
YOUR USERNAME AND PASSWORD WITH ANYONE. DO NOT POST YOUR
USERNAME AND PASSWORD IN A CONSPICUOUS PLACE. LOCK YOUR
COMPUTER OR LOG OUT OF THE KY-EDRS WHEN LEAVING YOUR
WORKSTATION.

Roles in the KY-EDRS
Funeral director and funeral director assistant roles are available within the KY-EDRS. Specific tasks
available to both these roles include:

» Add or edit electronic records

Verify social security number (SSN) on electronic records with SSA
Assign a record to another funeral director within the same facility
Search for a participating medical certifier

YV V V V

Assign a record to a medical certifier
» Add or review message board entries
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Print draft copies of death certificates
Read-only access to medical certifier portion of certificates
Edit returned records from the OVS or medical certifiers

YV V V VY

Print “Drop-to-Paper” if a medical certifier is not a KY-EDRS user (on 25% cotton bond paper
with visible watermark)

A4

Request copies of death verifications, Veterans Administration and certified copies of death
certificates

» View completed records

> Export data function

Funeral director roles include the following additional functionality that is not available to the
funeral director assistant roles:

» Approve and electronically sign electronic records
» Submit electronic records to medical certifiers
» Submit requests to grant access to the funeral directors’ assistants

FOR DETAILED INSTRUCTIONS TO REGISTER AND OBTAIN
ACCESS TO THE KY-EDRS, PLEASE REFER TO PAGE 48 IN
THE LAST SECTION OF THIS USERS GUIDE.

NAVIGATING THROUGH THE KY-EDRS

Some navigation options are common throughout the KY-EDRS. These will be described in this section.
Specific screens will be addressed in subsequent sections of this guide.

Web Addresses
“Real Live-Data Actual Production” https://kog.chfs.ky.gov/home/default.aspx (for REAL LIVE-DATA
“PRODUCTION"”). You may type this address directly into your web browser’s address line.

Moving from One Field to Another
The tab key can be used to move from one field to another within the KY-EDRS. Clicking the left mouse
button on the desired field will also position the cursor in that field.
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Mouse Roller Ball

Exercise caution when using the mouse roller ball to scroll up and down a screen. Once you have made
a selection in the drop-down box, be sure to click out of the drop-down box before scrolling. Otherwise,
incorrect data may be selected.

Drop-down Boxes

Many fields contain drop-down boxes reflecting a variety of selections. You may click the arrow, scroll
through the list, and click the appropriate entry. Alternatively, you can click in the box and press the
appropriate letter for your selection. If multiple selections begin with the same letter, continue pressing
the letter until the correct selection appears. For example, to make a selection of “Allen” in the
“County” field, pressing the “A” key once brings up “Adair”. Pressing the “A” key a second time brings
up “Allen”.

Required Fields

Required fields are indicated with a red asterisk.

Date Fields
Date formats are generally two digit month, two digit day and four digit year (mm/dd/yyyy). Itis not
necessary to enter the diagonal slash marks; the system will enter them for you as you key in the date.

Left Menu Bar
A menu bar located on the left side of the screen enables you to go to another screen.

Previous and Next Buttons

Previous and Next buttons may be used to move from one screen to another. DO NOT USE YOUR
BROWSER’S BACK ARROW BUTTON OR THE KEYBOARD BACKSPACE KEY TO RETURN TO THE PREVIOUS
SCREEN!

Cancel Button
The Cancel button is used to cancel the activity in process. The data you entered on the current screen
will not be retained.

Save & Exit
Clicking on the Save and Exit button allows you to save the information entered prior to closing that
particular record.

Task List

Some screens (to be noted later in this guide) may show a Task List when an attempt is made to leave
that screen. The items in the “Task List” are incorrect or omitted “required” entries. The associated
fields will be highlighted in yellow.
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Skip Tasks and Continue

The Skip Task and Continue box can be checked to allow the user to proceed to another screen or save
and exit the record without making corrections to the errors listed. The user can return later to this
screen to correct or add information.

Logout
IT IS IMPORTANT THAT YOU LOGOUT PROPERLY FROM THE KY-EDRS WHENEVER YOU ARE FINISHED
WITH A SESSION. ALWAYS SELECT THE LOGOUT BUTTON FROM THE LEFT MENU BAR TO LOGOUT.

GETTING STARTED
Login Screen

The login screen allows registered KY-EDRS users to access the system.

Kentucky v | (T

Orlbne Gateway

.H'. Cantast us

Welcome to the CHFS network,

Pigase selecl the actoun Eyps you have in the system,
o

am a Ernlscky Citizen of Basihess Patast

| already havl-an acoomunt MNewd to cregie o Ctizen aroouni?

 Signin | — [

| ama CHES cpntractor, amplowes, or agenivendoi

CHFS Sign In
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Kentucky

Online Gateway

Citizen Log in Don't already have a
Login with your Kentucky Online Gateway Citizen Kentucky Online Gateway Citizen Account?
Account. . :

Create An Account
Username or Email Address Forgot Username? WARNING

NOTICE: This is a government computer system and s the property of the
Commonwealth of Kentucky. It is for authorized use only regardless of time of day,
location or method of access. Users (authorized or unautherized) have no explicit
Password Forgot Password? or implicit expectation of privacy. Any or all uses of this system and all files on the
| system may be intercepted, monitored, recorded, copied, audited, inspected, and
disclosed to authorized state government and law enforcement personnel, as well

as authorized officials of other agencies, both domestic and foreign. By using this
systemn, the user consents to such at the discretion of the Commonwealth of
Kentucky. Unauthorized or improper use of this system may result in
administrative disciplinary action and/or civil and criminal penalties. The

unauthorized disclosure of Data containing privacy or health data may result in
Resend Account Verification Email criminal penalties under Federal authority.

Copyright ©2013 Commonwealth of Kentucky.

All Rights Reserved.

Enter your Username and Password, taking care to ensure the appropriate upper or lower case is used.
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Click the Sign-In button, and then select KY-EDRS from the Application List.

Ke ntu(:ky Welcome Deena Jones | My Account - SignDut | Help

Online Gateway

Deena Jones, Welcome to Kentucky Online Gateway

Your Applications
These are the applications you have been granted access to. Need to access a different application? [Request access here],

KY -EDRS
Kentucky Electronic Death Registration System

There are no pending application requests.

» Request Access to another application.

Copyright @2 Commonwealth of Kentucky.

All Rights R d.

Facilities Information Screen

If a user has registered for more than one facility, or for more than one role, the Select Facility Screen
will be shown to allow the user to make the appropriate selection. For users registered for only one
facility, the Home Screen will appear after clicking the Accept button on the Login Screen.
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B setect Faciity’ 0
- Fleand skt tw Faodity you wouk ke 1o wark

nelet - El| ":atlm.]

TRAIRIMG FURER 4L HOVECFUNERAL HOME DIRECTOR|
[ TRAINING HEOLCAL CPRTIFIER|MECICAL CERTIFIEA |

Selec Faolty |-

Contact Us |-Site Map

Select the desired facility from the drop-down box, and then click the Select button. This will take you
to the Home Screen.

Home Screen
The Home Screen allows users to:

Y

view a list of cases and the status of each case,

select a particular case for action,

begin creation of a new case,

set preferences for email notifications,

export data,

view or print a copy of the user guide

print a copy of the Form SSA-721 instructions

print a copy of the Form VS-31-B to order death certificate copies and verifications, and

YV VVVYVYYVYYVY

logout.
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Cases Lists

The Cases List on the Home Screen shows three lists of funeral home cases. Clicking on the appropriate
tab will show:

» ‘Active Cases’ are cases which have originated in the funeral home, and still require action by
the funeral home.

» ‘Completed Cases’ are cases which have originated in the funeral home, and processing by the
OVS has been completed.

» ‘All Cases’ contains the list for all cases entered by the funeral home. This list includes both
active and completed cases, as well as cases that have been submitted to medical certifiers.

Lists may be sorted by clicking on the desired column header. The columns shown include:
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» State File Number — this is the number assigned by the OVS upon approved filing of a death
certificate. This column appears only on “Completed Cases” and “All Cases” lists.

» KY-EDRS Case # — the KY-EDRS Case # is a unique identification number assigned by the system
once a new case has been started. The number follows the format EYYYYMMDDXXXX. The “E”
indicates the case was originated in the KY-EDRS. The “YYYY”, “MM”, and “DD” indicate the
entry date the case was started in the KY-EDRS. “XXXX” is a sequential number for all KY-EDRS
cases, starting with “0001” for the first case entered each day.

» Decedent’s Last Name
» Decedent’s First Name
» Date of Death
» County of Death
» Status of Case — this column appears on “Active Cases” and “All Cases” lists.
o Case Started by Funeral Home
Dropped-to- Paper
o Submitted to Medical Certifier
o Accepted by Medical Certifier
o Submitted to the Office of Vital Statistics
o Re-Submitted to the Office of Vital Statistics
o Approved by the Office of Vital Statistics
o Returned to Funeral Director by the Office of Vital Statistics
o Returned to Medical Certifier by the Office of Vital Statistics
o Returned to Funeral Director and Medical Certifier by the Office of Vital Statistics
o Rejected by Medical Certifier
o Reset by OVS (for drop-to-paper cases)
» Certificate Type —indicates if case was completely electronic or drop-to-paper.
» View Certificate — appears only on “Completed Cases” list.
» Post or View Messages — appears only on “Active Cases” and “All Cases” lists.
» Case History

From the “Selected View” drop-down box, you may choose to view the latest twenty cases or all recent
files (those cases that were entered in the last two months.) Cases are archived two months after
completion.

For lists of all recent cases, each screen includes up to ten cases, with the most recent case listed first.
When there are more than ten cases, a message will indicate “Page 1 of X Pages”. Movement to other
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screens in the list can be accomplished by clicking on the”1* Page”, “Prev”, “Next”, or “Last Page”
buttons.

Search for a Case

To quickly locate a case within the funeral home, click the Search Case tab.

Kentuckiy  TRAINING FUNERAL HOME(FUNERAL HOME DIRECTOR)

BenisCas=n || Alcanes  |[eompleted Cocas | I Rram
g Last Hame B
bt stz Arst bame [
L.--\.-l MUEMcE e, Date af Deathr [ Immidddtye)
IR | ceanty orpeath, Teem— H
Mo S B SR —
Sl Foctity Case #7 [
Cage Sratus| |- Sabec |
Swarch |
e f e AT e =

Fields that may be used to search include:

Y

Decedent’s Last Name

Decedent’s First Name

Date of Death

County of Death (select applicable county from the drop-down box)
KY-EDRS Case #

Facility Case #

YV VV VY

Case Status (selected from a drop-down box)

After entering data in at least one field (in addition to the “Search Within” field), click the Search button.
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Search Results Screen

Records which meet the search criteria are shown on the Search Results Screen.

v - Windaws Lot Deslares =i |

W-‘ TRAINING FUNERAL HOME({FUNERAL HOME DIRECTOR)
Apthen Comas || ol ki || Complubud Cues

Corfificnte Statwy | ™

Eelact E201305030002 RAEEIT GEDRCE 03/03/2013 FRANKLIN| SUBMITTED TOMC |ELECTRONIC =
Satact 201307000003 | COLLING R outiaoe e SCEERTER Y e peromc e
Salact F201 306120003 TEETLAST TESTFIRET |06/ /2043 ERANKLIN| SLEMITTED To OvS | ELECTRONIC | Br
Slact | Ezciaz04a 16003 WILOER MARLA O3/10/2044 FRANKLIN SLEMITTED TOMC [ELECTRONIC | #r

N"mmm Seinct E201306110001 TESTLAST TESTFIRET DDTLIA01T FRANKLIN| BUSMITTED TOMC |ELECTRONIC 20
Setect E201305080007 | HALL rENRY 05022017 FRANKLIN SUBMITTED TOMC |ELECTAONIC =
Eslnct EROT304GE00NL THLER CoUELAT GoO7/Z0LT FRANKLIN, EUERITTED TO MG |ELECTROMIC | =r
| EsdEct 2811311001 LOGEINS TAMARA 13/10/201% FRAMELIN| SUEMITTED To GuS [ELECTRGHIC | Fr
Salact E201 300155001 HANSON KELLY 0/17/2002 FRANKLIN! SUEMITTED TO OVS |ELECTRONIC | Pr
Ssict E26LI00048001 CARK pay £r3/03/2013 FRANKLIN| SUBMITTED TO'MC | ELECTRONIC, Fr g
L f T Page 1of 3 et > LA Page =

Lasthiame: [
Fretfams: [
patmofoeatts T (mmddddvrey)
County Of Death [Freicw 5]
eoRs Casew: [
Facibty Cagaw: [
Caee Status: [

Contact n | Sin Map
en | Dimdmme | Indieschinly mith Srabl

To perform another search, first click the Reset button and enter the new search criteria.
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ENTERING A NEW CASE

Click the Create New Case button located in the Left Menu Bar to begin entry of a new case.

Helpful Hints

>

>

If you begin a record in the KY-EDRS and have difficulty completing any portion of the death
certificate, please do not abandon the record.

If a problem occurs after the Office of Vital Statistics’ business hours, please wait until the next
business day to call for assistance.

If you are an active KY-EDRS participant, please refrain from re-creating a certificate for the
same case you have entered in the KY-EDRS.

A typed certificate of death should not be completed and submitted to the Office of Vital
Statistics for any death record that has been started in the KY-EDRS. The drop to paper
functionality will allow the certificate to be printed when the funeral home director has
completed his/her portion.

For example: If a medical certifier cannot be located in the medical certifier drop-down listing,
you have the option to select “drop to paper” and mail the printed electronic death certificate
to the medical certifier;

Or, if you can locate the medical facility where the medical certifier practices, you can select the
facility for the death certificate to be submitted electronically;

Or, if you choose the medical certifier from the list, then realize they have not completed the
registration process, please call the OVS to have the death record reset. DO NOT START THE
RECORD AGAIN ON PAPER!

Create New Case Screen

Entry of decedent details begins on the Create New Case Screen. The KY-EDRS is customized so that

data entry options vary depending upon answers to previous questions.
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Haainciry g

KENTUCKY

CABINET FOR MEQLTH ND FAMILY SEAVICEE
EOHS
aboot CHFE | Contack L. | Forms and Documents

Kenteshir™
s Tecacerts Legal Hami: o
Last [ Frst [ Midde | suffie [~ =]

Al Memelaesy:
Wz oo | =
_. 1 *gchial or Presurmed Date of Oeath: [ immfddfyr) T actual T Presumed T Dats Found
Hi. 4. Iz 550 awalabie? [ =
i B Date of Birth: [ —Lmmfdd s T Unknown
li:hq:. Ager | Caluiseape | T Lnkrawn
B county ofCeath: |- seka- =)

| et Cantel

Condact Us | Bt Map

Privacy | Disclarmer | Incivciiss witt Deabiities Cooynght i 2005

Required fields are marked with a red asterisk. Complete the following fields on this screen:

» 1la-Enter the decedent’s legal name. First and last names are required. Enter the middle
name if it exists. Select suffix (if applicable) from the drop-down box. Enter alias or AKA if
applicable. If a part of the name is only an initial, do not enter a period after the initial.

» 2 -Select the sex of the decedent from the drop-down box.

Y

3 - Enter the actual or presumed date of death, and click the appropriate box (“Actual”,
“Presumed”, or “Date Found”).

» 4-If the decedent’s social security number (SSN) is available, select “Yes” from the drop-down
box. The screen will be refreshed to show boxes for entry of the SSN. Enter the digits only, no
dashes. The cursor will automatically advance to the next box.

If SSN is not available, select “No” from the drop-down box. The screen will be refreshed to
allow selection of “Not Obtainable”, “None”, or “Unknown”. Click the appropriate box.

» 6 - Enter the decedent’s date of birth. If unknown, click “Unknown” box.
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» 5a—c— Click the Calculate Age button. If the date of birth is unknown, click the “Unknown” box
in the “Age” field. If the decedent is less than one year old, enter the appropriate number of
months and days. If the decedent is less than one day old, enter the appropriate number of
hours and minutes.

» 7 -Select county of death from the drop-down box.

Click the Next button.

To prevent a duplicate entry of a record, the system searches for a record that has already been started
for a decedent with the same name, date of death, and county of death. If a possible duplicate record is
found, you will see a message on the bottom of the screen as shown below:
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To continue processing a record that is listed in the “Possible Matches” grid, click the Select button to
the left of the record, then click the Select button at the bottom of the screen.
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If you are sure this is a different case, click the Continue button to proceed with the current record you
have started.

Decedent Information 1 Screen
The Decedent Information 1 Screen is pre-populated with data entered on the previous screen.
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Kent ®  Decedent Information 1
| 1 | [Emal] Pt | Saven BB |

Bt "Occodent'sLogal Mams:

Lot sl First [thumtzn mMiddi= B seffe [0 2

- 1 Aciuad or Presumad Dacd of Baathy [orfaerzory | [mgddivesyd T Actual T Presumed T Dete Found

- 4, “1s 55N availabla? [ves =

Social Securky Mumber; [430 - BB - BEE
W 5. Dot ofpith; [z | immddivey) T Unkrewn
Bl Soc aga: | Cembssgs | T Unknown
Lt Birthelay (Yearsl: 87
B ooy of pestn [Russi =

W3 Piecs o Daathy [ sdut - =l

Il 5. cFaakty Nam: [~ e - =]

- 0. “Faokty adcress;

AddraEs Lire 1
City or Town [~ Gl — 2] ZpCods: [~ wh= 2o+ |
State BENTIMCKY Ciariry URHITED STATES

-11 “Hirth Placa: [ Urkndawn

"y | T unkrewn
"Erate & Countey:
Stata [- Smhe — =]
Counkry LEKITED STATES

_iil “Marfal Satun; |- o — =1
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Complete the remaining fields:

» 8- Select place of death from the drop-down list. If “Other” is selected from the drop-down list,
the screen will be refreshed with a text box to specify the place of death.

» 9 -—Select facility name from the drop-down list. If the facility name does not appear on the
drop-down list, select “Other” from the list. The screen will be refreshed with a text box to
allow entry of the facility name. This question will not be shown if the place of death in
Question 8 is “Residence” or “Other”.
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> 10 - Facility address is populated with address of the facility selected. If place of death is
“Residence”, enter residence address. If “Other” is selected from the place of death or facility
name drop-down lists, enter appropriate address, city and zip code.

» 11— Enter the city of the birthplace and select the state from the drop-down box. Check
“Unknown” if no details of birth place are known. If partial place of birth details are known,
enter “City” if known, otherwise check the “Unknown” box.

> Select “State” from the drop-down box if it is known. If the place of birth is known to be in the
United States, but the state is unknown, select “Unknown”. If the place of birth is known to be
in another country, select “Other Country” from the drop-down box. The other country can
then be identified and selected from the drop-down box. If the other country is not on the list,
select “Other” and enter the name of the country in the “Specify” box. If the place of birth is
known to be in another country, but the country is not known, select “Unknown” from the drop-
down box.

» 12— Select the appropriate marital status from the drop-down box.

Click the Next button to proceed to the next screen.

Decedent Information 2 Screen
Entry of decedent details continues on the Decedent Information 2 Screen.

Kewudiiy~ Decedent Information 2
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Complete the following fields on this screen:

>

>

1b — Enter the decedent’s last name prior to first marriage. This question will not appear for
males or for females with a marital status “Never Married” or “Unknown”.

13 — Enter the name of decedent’s surviving spouse. If the decedent is male, enter the surviving
spouse’s name prior to first marriage. This field will only be available if marital status is either
“Married” or “Married but Separated”.

14 — Enter the decedent’s usual occupation in the text box. Do not enter “Retired”. Check the

“Unknown” box if the decedent’s usual occupation is not known. This field will not be available
if the decedent’s “Age Last Birthday” is less than 14.

15 — Enter the decedent’s kind of business/industry in the text box. Check the “Unknown” box
if the decedent’s business/industry is not known. This field will not be available if the
decedent’s “Age Last Birthday” is less than 14.

16 — Select the appropriate entry from the drop-down box to indicate if the decedent was ever
in the US Armed forces.

17 a-f — Enter the address of the decedent’s residence. If the address is not known, check the
“Unknown” box.

Enter address line 1, suite/apt (if applicable), and address line 2 (if applicable) in the text boxes.
Select “State” from the drop-down box, and then select “County” from the drop-down box.
Select the decedent’s “City” of residence from the drop-down box, and then select the
appropriate “Zip Code” from the drop-down box. If the desired “City” or “Zip Code” is not listed,
select “Other” from the drop-down box, then type the correct entry in the “Specify” text box.

Select the appropriate entry from the drop-down box to indicate if the decedent resided within
city limits.

If the decedent’s residence is outside the United States, select “Other Country” from the
“State” drop-down box. The other country can then be selected from the drop-down box for
“Country”. If the other country is not on the list, select “Other” and enter the name of the
country in the “Specify” box. Enter the postal code.

18 — Select “Decedent’s Education” from drop-down box. Select “Unknown” if information is
not known.

19 - Select the appropriate entry from drop-down box for “Decedent of Hispanic Origin?” If the
“Yes, Other Spanish/Hispanic/Latino” is selected, type the appropriate entry in the “Specify” text
box.

20 — Check the appropriate entry or entries to indicate the “Decedent’s Race”. Check as many
entries as may apply.
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If “Other Asian”, “Other Pacific Islander”, “American Indian or Alaska Native”, or “Other” is
selected, enter the other race in the “Specify” box.

Select “Unknown” if the “Decedent’s Race” is not known.

Click the Next button to proceed to the following screen.

Parents Information Screen
Information about Parents, Informant, and Disposition is entered on this screen.
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Parents Information
Parent’s information is entered in this portion of the screen.

» 21 -Enter the appropriate information in Father’s Name fields. If the decedent’s father’s name
is not known, enter UNKNOWN in “Last Name” and “First Name” fields.

» 22— Enter the appropriate information for the decedent’s Mother’s Name prior to her first
marriage. If the mother’s name is not known, enter UNKNOWN in “Last Name” and “First
Name” fields.

Informant Information
Information relevant to the informant is entered on this portion of the screen.
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23b — Select appropriate entry from the drop-down box for “Relationship to Decedent”. If
“Other” is selected, type the relationship in the “Specify” box.

23a — Enter the Informant’s Name. If “Father”, “Mother”, or “Spouse” were selected in the
“Relationship to Decedent” question, the Father’s, Mother’s, or Spouse’s name will be
populated from the information entered previously. If “Mother” is selected, the mother’s first
name will be populated. Enter the mother’s last name.

23c — Enter the informant’s mailing address. Type address line 1, suite/apt (if applicable),
address line 2 (if applicable), and city in the text boxes. Select “State” from drop-down box.
Enter the informant’s Postal Code in the text box.

If the informant’s residence is outside the United States, select “Other Country” from the
“State” drop-down box. The other country can then be selected from the drop-down box for
“Country”. If the other country is not on the list, select “Other” and enter the name of the
country in the “Specify” box.

Ll
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B e of Dizpiosition; [
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Disposition Information
Disposition details are entered on this portion of the screen.

>

>
>

24 — Select the method of disposition from the drop-down box. If “Other” is selected, enter and
identify the method in the “Specify” text box.

25 — Enter the “Place of Disposition” in text box.

26 — Enter the “Location of Disposition”. Enter the name of the city in the text box. Select the
state from the drop-down box.

If the place of disposition is outside the United States, select “Other Country” from the “State”
drop-down box. The other country can then be selected from the drop-down box for “Country”.
If the other country is not on the list, select “Other” and enter the name of the country in the
“Specify” box.

Click the Next button to proceed to the following screen.

KY-EDRS FUNERAL DIRECTOR USER GUIDE
August, 2013 (V11) Page 22

Kentudkiy™

UNBRIDLED SPIRIT



SSN Verification Screen
This screen is used to verify the SSN with the Social Security Administration.

"KENTUCHY .
CABINET PORA HEALTH AMNDO FARMKLY B.El\'ﬂ:!ﬂ-'
[F=1

Kentuckiy~ SSN Verification
EDRS M Carcai | Kes) i

. Detedant Manee: THLERSTON B HOWELL
. Gex! MALE

. Soosl Securty Number: A50-65-B215

. Date of Brth: 0Z/20/1940

[Triniery Y, vy RN | Fraviaia | Cancal | Tt '
o Tt

&M Varifeetinn

Wwer Guiile

The information appea.-g on this screen is pre-populated from previous screens’ entries.
Click the Yes, Verify SSN button if verification is desired.
Wait approximately ten seconds, and then click the Refresh button.
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A response should be received from the SSA within seconds, and will be shown on the SSN Verification
Status line.

THE FUNERAL DIRECTOR OR FUNERAL DIRECTOR ASSISTANT MUST MAKE AT LEAST
ONE ATTEMPT TO VERIFY SSN PRIOR TO SUBMITTING THE CASE TO A MEDICAL
CERTIFIER. A MAXIMUM OF FIVE ATTEMPTS MAY BE MADE. IF A SUCCESSFUL
VERIFICATION RESPONSE IS NOT RECEIVED, THE FUNERAL DIRECTOR OR FUNERAL
DIRECTOR ASSISTANT MUST COMPLETE A PAPER FORM SSA-721.

The SSA hours of operation are:

Monday — Friday (5:00 am — 1:00 am)
Saturday (5:00 am — 11:00 pm)

Sunday (8:00 am — 11:30 pm)

Available during federal holidays

Not available during announced maintenance

YVVVYVYY

If a confirmation response is received from the SSA, it is not necessary to complete a paper Form SSA-
721; however, the funeral director should provide the Form SSA-721 instruction sheets to the
decedent’s survivors. These instruction sheets may be printed from the left menu bar on the Home

Screen.
The following responses may be received when an SSN has been submitted for verification:

» New request waiting for submission.
» Verification request is pending...please wait.
» SSN has been successfully validated.

Other responses may be received:

» SSN has not been successfully validated. Please update and reverify.

Gender has not been successfully validated. Please update and reverify.

Date of birth has not been successfully validated. Please update and reverify.

Date of birth and gender have not been successfully validated. Please update and reverify.
Name has not been successfully validated. Please update and reverify

Y V V V

When these responses are received, correct the applicable fields, and then submit again for verification.

Click the Next button to proceed to the next screen.

KY-EDRS FUNERAL DIRECTOR USER GUIDE
August, 2013 (V11) Page 24

Kentudkiy™

UNBRIDLED SPIRIT



Certificate Ordering Screen

NOTE: This screen is only to be used if your order requires payment AND you choose to pay
electronically. Complete form VS-31-B if you do not choose to pay electronically. A copy of this form
can be selected and printed from the left menu bar on the Home Screen. The completed form and
payment should be mailed to the OVS in the color-coded envelope. Please include the KY-EDRS Case
Number on the form. The order will be processed as an initial order and copies will be mailed within
two business days following the assignment of a State File Number.

The certificate ordering screen is used to order death verification copies, Veterans Administration
copies, and certified copies, and to make payment electronically. Your order will be fulfilled and mailed

within two business days following the assignment of a State File Number.

tuckiy~ Certificate Ordering
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If only fee free certificates are ordered (i.e., 2 VA copies and 3 death verifications); and, (USPS) US Postal
Service is the mailing option you select, there will be no payment due.

If certified copies are within your order; and, (USPS) US Postal Service is the mailing option you select,
there will be a payment due for the certified copies and a $2.00 convenience fee.

If certified copies are within your order; and UPS Expedited Service (usually overnight delivery within
Kentucky) is the mailing option you select, there will be a payment due for the certified copies, a $2.00
convenience fee, and the cost of the UPS Service selected.
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Certificate Ordering
Click the drop-down box to select the number of death verification copies you would like to order.

Click the drop-down box to select the number of Veterans Administration copies you would like to
order. This line will only show if previous entry indicated the decedent was ever in the US Armed
Forces.

Click the drop-down box to indicate if you would like certified copies, and if so, the number of certified
copies. The fees will be calculated for certified copies.

Shipping Information
Select the desired shipping method from the drop-down box. The selected shipping costs and the
convenience fee will be automatically calculated.
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No Payment Due

If you have only ordered verification copies and/or Veterans Administration copies, and if the shipping
method is USPS (United States Postal Service) or pick-up, there is no payment due. After entering the
requested number of copies and the shipping method, click the Process Order button as shown below.
Then click the Next button to proceed with completion of the certificate.
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Kentuckiy™  Certificate Ordering
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Certificate Payment
If you have ordered certificates requiring payment, you may choose to pay by credit card or electronic

withdrawal of funds from your bank account. Click the appropriate button to select your method of
payment.

Kentuckiy - Certificate Ordering
i il | Ceneal | Het | TavmEmt | -|

Homa

Ernail Nbificaton
Dpticos

E certincate ordering

Death Verficabon Sopies: m
. arder Certified Coples? |TEZ 2]

BVt iats
Ehargn Faciiky

tHumber of Cartified Copies: |1

Decadunt nfa 1 Frice per Certified CTopyid |

Decedant Infa &

Parents, Informant
& Dispaatony Infio

Totd Fee for Certified Copies:d

[ shipping Informatian
i F5hipping Type: | USPS (LAMTED STATES POSTAL SERVICE) ;

Shippirg <ostig [F
Corwerierds Fee'k [

Z=N Venfcation

CtRoal o O etline
Eign & Sukmil

Z5A IMfdrmahon

Apptic atiary oy Tokal Ameunt:s
D=ty Catificate

[ certificate Payment

[l Foymrent Method:
[ will pay from Credc Card
[ will pay from Checking/Savirgs Nfounl

Faivin | |
A\

Click the Pay Now button to enter payment details.
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Payment Screen

Applicable credit card details are entered on the following screen:

v - Erecht Card payrreent - Windiss Tnbamst Exslarer

Wmiurkyoe

Office of Vital Statistics - Train

* Eacsrad oniry

Crudit Card: [Fisiar e __.,J .
‘Card Rember: fapazimizsacms ¢
First Ramel [foned
Lost Fame: [
Bl Ao [ g ia
Sty ot
Statm: [
Tap Dodei [aoase - Baed

Engerntees ate [iaes ] = 17014 -i .

Amoasl: [oan

Comed b | CHFE &e M

Click the Submit button.

If you choose to pay by electronic withdrawal of funds from your bank account, details are entered on

the following screen:

KENTUCKY \
CGREINET FOR HEALTH AND FAMILY SERVIGES-
OhLIAE FECESTRATIA

kDot CHFS- | Contiet U | Foimes and Documants

Office of Vital Statistics

" Rgquired feld sntry

Accodsit Holder Mass = |

At = {7700

Bank Fowtmg Miembar < [

Accodiint Musndear «

Aooount Tipse © T Chacking © Savrg
LB Check Bamgte

-

CLESTTIEETRS AT R A T

TeubiyuiTies (ke il R

o] BL1EGLUAE ooz 1yiLa7ad01 @
¥ T (wee) RereDy authaonze 0oe Srate of Kamidey, Dersnarter caled the Campany, o innare debit &nmMes Do my (Oue) gosaunt indcstsd anave ac e depostary francsl
nisttution name abave, hererafter called Oepository, and to dehit the same such acoount. T ¢we) adirawledge that the an@naton of ACH fransschons tomy (our) account
MUt camply with the prowizions of the LLS . faw. This authonzation & to remain i il force smd effect untl Comparny has recefeed wiitten notificatian from me (o slther of
Ll af (03 termmnaien n-sadi e and in swd manrer as b afferd Compary and Depositary a reascnable Spportunity 1o act on it

[Enmphes Fipmeat | Cancd

Read the authorize statement at the bottom of the screen and check the adjoining box if you agree to
the terms. Click the Complete Payment button.
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Certificate Ordering Confirmation Screen

The following confirmation screen will be shown. You may print a copy for credit card or bank account
reconciliation.

¢ Electrumin Ceath egs braboa & EF-EDHS| - Wiraran Lvbemt Exlorar

KENTUCKY
CABINET FON HEALTH AND FAMILY SENVICES'
E

M‘W Certificate Ordering Confirmation

= B o] |

Ceriificate Coples:

Duteadad Mama: TIMOTHY LEIGH LONG
EDRS Case & E200IBAI001

EPay i 13089

Exnet Data
Charge Fechiy

Deiadent nfy 1
Jecadent inth §

Fueain
iy it 2

Drder Diste: 0B/ 302013
Tranzaction Detals; TRANSACTTON AFPROVED
Certificate Charges:

o o

T — Daath vorfication Copias: 3 Chargs:  $0U00
iy Cartillad Coples: 5 Charge: $30000
Corveranta Faa Chiaige:  $2.00

Shipping Methed: PICK-UP Chargel  $#000
Tokal Ameant Chargesd to Master Cord: £32,040

Cerifcate ta e Shioped bo:

TRAINING FIRRERAL HOME
104 MATH ST
ANTTOWN, KY 45678

Funeral Home Corkack =;

Prink |

Contact U | Sin Hap
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Sign and Submit Screen

Use the Sign and Submit Screen to select a Medical Certifier or to Drop-to-Paper.

Eercni | = S b Bt || mw Cartificasa |

Bl G0escase 4 E201307000001
“Blita. Decedert Nome: THURSTON B HOWELL [T 1=kl
'i 1. Dote of Death: 0706/ 2013 (et
Cpcetiack Infi § Bl 1. oo Serurky Number: UNKROWH
I Bl 7. Couroy Of Dash; PULASKD

1eeimant & B Funeroi Home Coss famber |

DOupmwime lrin
[ 5elect Medical Ceriiar OR Drop to Papes

-i I Geject Hedical Cerfier:

B i teg o Papar
Modar N Cartvier ol Aer dvaniaii Gnime, - May Aonbinue e e cortifcada AN process usng the Do fo ST noten. Iend Be centifoats o0 25% Dotfoe b
Daypar with @ vtk walarmare. Mai fe “Ovp oo, Paper” cermifica e [0 T apino g to medes cortifer, Thee mnadira ooetiffe Ghould recu D covnikied e
cerifoste o your facily fov reviey ang mengal mobmizsing bo bhe Offce of VWial Siatimtcy

Bl Funesat Home Infarmiiieh

W20, rlame =nd address of Funeral Serice Licenes Faciby:

Faclicy Mama: TRATNING FUNERAL HOME
Facly Address:

100 MATH 5T
AHFTOWN, KY 45678

fl
i
i

— ey Rt bawCandeste |

L.l

Decedent Information

This information is pre-populated from entries made on previous screens. Review this information, and
if corrections are necessary, click the Edit button. This will take you to the proper screen to make the
necessary corrections.

You may also click the View Certificate button to view a draft copy of the death certificate.

If your facility assigns a case number or account number, you may enter this number in the optional
field Funeral Home Case Number.

Select Medical Certifier OR Drop to Paper
Click the Select Medical Facility button to search for medical certifiers and medical certifier facilities.
The following search screen will be displayed:
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DS - Searchedical Centiller - Mirasull Inbemet Laplared

Wemiuckygow ' &0

KENTUGKY 1
CAMNET FOR HEALTH QN0 FARILY SERVICES

B Medical Fachities™

Plegse arfer the search criteriz Delow fo find the speciffed Facilily o Medfica Certifier.
Cafeal |

litles

Search by Facdibe
Fabty Mame; [{}‘

Search by Medica Cartrbar

La=t Mame: | First Plsrme:
oe:

Grate: [~ Sakct - =
cEaorth | [Racet]

canfact L | Sia Map

Enter the search criteria (Facility Name and/or Medical Certifier) and click the Search button. You may
search only by facility name or only by medical certifier, or you may search using a combination of the

two.

rih Fleuesd Cort iy - Yinsleas Tndemet Sxgloner

Emmrr Fﬂl:inm AND FAMILY BEIVIEES
LCHD =3

Sakect 1607 CERTIFIER Cisana Jonas W ANYTOWN | KY | 45575
| " - ST T i I
g g ' E 1 | L | r |
/__ el | o] [ttt b
—

et Ply || Gare |

[.._
[] e Facbity:
ame: [Fanng

Mechcal Certrir

Bt [rern Frst Mamea: |

Srafe: [~ Bebwt— =]

Results meeting the search criteria will be listed at the top of the screen.

Click the Select button next to the desired certifier, then click the Select this Facility button.
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Medical Certifier

The Medical Certifier portion of the screen will now be populated with the selected medical certifier
details.

Warshrms Fl i §aphoei

Sign & Submit
el | Ae= | Taww B Ewih hw Cutfaaty | |

B Dec=dent Infarmstio]

“i FORS Caam £ EDO TG 0000 1

BB s Cocefantiams TIMMSTON 8 HOWELL I (205
"B Usta of Cuatr: OF/018/2003 (5ol

Gecederilntul |l 4 Sone Searky fmber URKNOWR

Sghated I I

“i Fusesral Hoime Caese Pumber |

[ Sasnct Madic Certfier G Drop to Paper

u|

T Select Orog ko Paper
Aodw: I Carbifar o nied arveiabls orbow, oo may cordioos. e death cerficats Aoy grocess asng the “Oeoe o Pager pghon. Price b coeifcets on 257 cocina sond
Bayrar WEh 3 e AT, BT thi Doy B0 Mo et J0 N6 apioyiiats: Madveal oamiftier, Thi machaal covTifier SN rafawn i compkied saank
Loy Dt CEEVTCatE I o SV P P ! e Eobevesin 10 e difics of Wik Sttt

[l Metticad Certibar

Hedics! Faciity Name: TRAINING MEDICAL CERTIFIER

ity ARYTOWHN

-

o

! Statal KEWTUMCHY
[ 7]

1]

I A5HTE
¥ous have nelected the abore Medicl Certfier tn complete the cetficate of death,

Fou wil b rotfied by Emal once the Medcal Cedfier completss ther poron and yeal can atso chek on the turrent stabus at sy bme by accezang yoor
sctrie cxaee located o Man Memu

/ ™ 1 aceapk that the abowa information is comect.

-3_ finme and Address of Funers Seracs Uensss Fackty

Fauity Mame: TRAINING FIFRERAL HOME
Farity Sdgress:

Review the information, click the box that reads “I accept that the above information is correct” and
click the Submit to Medical Certifier button.
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You will receive a screen asking if you are sure you want to submit the record to the selected medical

certifier. You may click the OK button if you have selected the correct certifier. If you would like to
select a different certifier, click the Cancel button.

Sign & Submit

I Py | Canoai | war| - | Vs Camficats |

B e Case &, EIDIS0F0OBODI

B 1. Dot Man=: THURSTON B HOWELL TH1 =40
3. Dote ol Dot 070672013 [noit]

Tl 1. oo Serurky Humber: UNKROWH

"Bl 7 oty of Cash: PULASKE

- Fureral Home Case bormbeers

[l 3siect Medical ot OR Drop to Paper

[¥ Select Medical Carifien Sulnct Mudesl Fatbly

n =

I Sékax Irop to Pape

e I Cantifar & ol dvadalie enivhs, pou My conbiiue e dea carTifoada ANp proness sy the TR fo Sagde™ DOcion. v i ceaicale 00 254 n:rm sood
aer mitT 3 il watarmark. Mal ol e[ The mseial cartifiee Should rtuim e covnpieiad dea
CEMUTERR £0 WU S0y I rewey ar

imdl:;ﬁf{qr‘hner 9 g you mrn o w b sy ko Ml Carrier v

Madical Faolky Hama: THATHIRG B

i
i |
[

Srafe; MENTICKY
i Ip' ASBTE

¥ou haee selsdied the above Madical Certiher tn complete the cortificats of desth

m|

¥ou wil he notfial by Eral onca tha Madical Cortilier completas tait partion and vou tan aled dhad o the CHTent Sabas ab any Bne by accassng wour
active cases focated in Main Han.

51 acrept that tha abows infomation is corred.

Bubamid 1m Madical Carifier |

[l Funes a2 Home Infarmstian

“BBar. Sonatire of Funers Servce Lenes: DEEWA JONES
Diste Siried: (B/08,/2013

M Ky Lcenes bambar 123456
.;g Marma and dddress of Furesal Seryics Lo oo Faclty:

Farity Name: TRATHING FLNERAL WOME
Faciky Address

100 MALR 5T
AR TR W ACE 70
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Confirm Screen
You will receive a screen confirming that the certificate of death has been transmitted to the selected
medical certifier.

KENTUCKY 5
CABINET FOR HEALTH AND FAMILY SERVICES
ESH

R

Kentuckiy Submitted to Medical Certifier

J confirmation '

. ‘ou have sucoessiully inigbed a Certificate of Geath and i has been transmitbed to the madicd cerdier you selected for complebon,

Cresbe New Sa==
Eoa Case Mumber: ER01307000001

itEicstion Decedent Name: THURSTON B HOWELL I
Date Of Death: 07/06/2013

Date Trarsmited: BR/DE 2013

Qg

Exoot Dot

Change Faokty

‘¥ wil be notified by Email once the Medical Cerdfier completes ther portson and you can also check an the oment stabus at any time by so0esaing your
artive cases kocated at Home Page.
Febumn to the Main Meny Prink Draft Cenifisate

Drop to Paper

While performing the medical certifier search mentioned above, if the desired facility or medical
certifier does not appear on the search list, this means the facility or medical certifier are not currently
registered users of the KY-EDRS. Click the Cancel button to return to the Assign Medical Certifier Screen,
where you click the “Select Drop to Paper” box. As facilities and medical certifiers are added to KY-
EDRS, they will be added to the list and will be available to select.
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£ Bassagn Mmtical Cortilier - Windoms Trtomt Expons =] %

KENTUCKY H
CARINET FOR HEALTH AND FAMILY SEHVICES

;(m;,ﬁ@"'ﬂ Sign & Submit

| Caresd | | Sarm B Exit Vi Cart¥irntn |

Deceden! Information

- EDRS Case =5 E2O3INEHMHMIL
"Bl e, Docodert Hama TIMOTHY LERGH LONG (0t
Bl 3, Cate of Daath; BB/ 1672013 wat:
»i 4. Seowl Securky Mumber: NOT GBTAINABLE
% : 7. Courky of Desth: FAYETTE
':ﬁ':"_"'":ﬁ"h B Funeralvome Cose Nunbers [
T Ve firshae

Elsttinic
Cartiieais Onia

Cipnge-Faaliy

Gecedent inkn

[ select Medical CorEEOR Dropio Paper
I~ Sriat Hedical Certihier:

— b

% Bkt
faas

Grop tn Fapar]
RITT o ¢ el Db G, e i CONEVTR T deaiTr certficate NG (VDOREE LEing e "De0y [0 Masar” nphan. et iNe certaang on 2% codton Sond

T RT3 WEDW waanmank, Mal the Do o Sapar” cemilivars [0 NG anpmeieac Marical caiier. The malca’ camiier s metur the covinkea? death
E pevtificee to your Aty o revew end manual submission i e e o W' Statetn
Lagaui

B oo bo Papes

» Flamsn reveew L i el Wi C bafors sskesf s Drop lo Papar.

Fi ™1 socept that tha abeva informaron is camedt

[ Funaral Home Infarmintion;

75, Marne and Address of Funaral Serace Licermes Faciity

Faciity Momea: TRAINING FURSERAL HOME
Faukty Sddress:

1M MATR =T
ANYTOWN, BY 45670

Frastis | Carcal | 1] S b Bait | ik Canicats |

Cniack U | Ste Mam

Review the Decedent Information and view the certificate. If you are satisfied that all information is
accurate, click the box stating “l accept that the above information is correct.” Then click the Submit as
Drop to Paper box.
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I Vardicetine

[ select Medical Carfinr OR Drop fo Paper
B seed Hedial Certites;

Ehasttmnz
Curftmin Grdar

W ek e
Pcter I Cantvar i not saniabie Do, w0 may Coatinue the dewtn remyicste fiag pmoess weng the “Tiog to Raoer” apben, Rrint tne cectificabs on 23% rméton dond
Dapar g @ wehle wabsrmarg, Med the Drng fo Peper” ceriicate o the appropriste medical cavhifarn The madice' cernrier bl rehum B conpletes’ oeath
CarTATCAtS £ our SOty o rav 200 Manuar subnaEson (D the Oe of Wiar STaniios

l Drop to Papar
& Plasde reveew e Deoedent Infemstios sl Vies Conifecnbe hehrs seles & Do s Paper,

224 Iphprmatee

™ 1 accept that the aboa information it comed

[ Funesal Homa Information
-“25_ Harme and fiddrass of Funersl Serace Lrsrpes Faclity:

Faciey Meme: TRAINING FIFRERAL HOHME
Faclity &ddrass;

1 MATH =T
AR TOWN, KY A5670

Fraviaus | Caresd | i) Gwes b Bt | Vises Caniiicain |

Contact Us | Sia Mg

You will receive a prompt asking if you are sure you want to drop to paper. Click the OK button to drop
to paper. Click the Cancel button if you do not choose to drop to paper.

[l Decedent Infermation

B s o = eznaamErnOmL

"Bl 1o, Docodert hama: TIMOTHY LEIGH LONG (a0t
“Ell ), Dats of Death: 08/16/2013 a0

"Bl 4. S0 Securty fumbar: NOT GETAINABLE
Bl 7. Courds OF Dot FAYETTE

ClaHaio vy

Ihi Wefiestinn

Cetfale Oider

e e I —

571 Liperd fliigs -E I+ Select Drop to Paper:
Notes iF Caritflar i nod semishie oo, iy wEing the “Teng b Asoer” option; Arint the cecbficate on 25% cottor ooy
paner with g weble watermank, Ml the T e e v Do T Pagesr I omcrifier, The megicel cortifoer shoudd retrn bhe completed death

0 wour faritr for rewew sod

Woorone N

» Floasi raveew the i sl Viarm T hiafore sebesfl as Brop s Pagur.

B 51 sccope that the sbowa infomation is comact.

Summit mr Thoo 4o Paper | i —

[ Funeral Home Infarmaton

2. Sionatae of Funeral Serics Licenses: DEEMA BOMES
Dae Signed: 0620/ 101T

“WlzE ¥ Lienen mbar, 173456
-E;u_i Wt ard Address of Forersl Sernce Licersee Faciky;

—
Faclty Mame: TRAINING PUSERAL HOME
Fackty Address:
10} MATH =T
ANFTOWN, KEY 45670
) k] S ittt e |
N
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Dropped to Paper Screen

The following screen will be shown, confirming that you have selected the drop-to-paper option (paper
is required to be 25% cotton bond with a visible watermark). Click the Print Draft Certificate button to
print a draft certificate for your files. Click the Print on Cotton Bond Paper button to print the original

certificate.

KENTUCKY

CARINET FON HEALTH ARD FRMILY SENVICES

[15:]

WA It

‘o have sacresshully crested cerbficats o= Oroo to Paper, Flease pont this cerirficate and send to Mechcal Certifier to complete the Medical Certfier section
manisahy

Cmae Mumber; EMLERHRONL
Diecedant Mamal TIMOTHY LETGCH LONG
Diata OF Daach: 087106/ M013

Data Tearniicted: 0820023013

Flaasa print tha Orop To Paper Carmificaba. You tan aleo print this certificate which & ocated ok Bome Pagia.
_BtumtatheMminbeou || PineOnétcemfess || Svetan Cetion dond Fagar

When the original certificate is printed, the heading “Kentucky Certificate of Death” and the bottom
portion of the form “FORM VS NO. 1-A and (REVISED 07/2010)” may not print on the original certificate.
If this happens, you can adjust your printer settings in the following manner:

When the certificate is displayed on the screen, click the upper left “Print Icon”. When the “Print”
settings screen appears, click the “Page Scaling” down arrow and select “Shrink to Printable Area”.
Click “OK”. This will ensure the original certificate will print correctly.
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[T (& ® [ = B
{

KENTUCKY CERTIFICATE OF DEATH

EW=

@ TATETRAT N B, e Pl St i it #0d F N T e -t [T

| rewace
Nare |\ 21 RN =
Dwa  Rasdy Comeserts
'rm lmﬁwbo?ﬁﬂ’i
"MM
<A
" Cunert vew
€ Xt foge
£ =relf;
Sibret - §8 pages mitege v
| [ Bempmepager
~Paye Hordeg
Lopar l 3 r

lsnn Ao Pred sbie dues

« W3RN0 eEum g N g s e

Follow your current manual procedures to forward to the medical certifier for manual completion of the
death certificate.

TASK LIST

If you attempt to leave a screen prior to completing all the required fields, or if some of the entries in
the fields do not pass system edits, you will receive a “task list” at the top of the screen reflecting the
omitted or erroneous fields. Those fields will be highlighted in yellow.
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KENTLUICKY

CAHINET FOR MEALTH AML FAMILY BEAVICES

| P | amiel | _Baveagnt | |

Ema| Mobification
options

rto Frat Mamiage: i Regamd and m fol Filled

fant: ik Fecgnsd wnd s Mot Filad

Erpat Data

NeEquired and i= fak
Fragured and i= Hot Filed.

b5 Fecjuirud avd i6-hot Filed
2 B

ey Fasiiy

- : ;
I'e o i
"k

il W

tnfoe
Dispaosstsan

ared snd 1 Kot Eifed
ol Filed

g roi Aled m

=5h ¥ enficaton
Cavtriigaty Criey .21

Fagn:S Submit

Last [FAiTH Frst FEORGE Midde | sufix [T =

-11 “Iather's fame Frior to Frst Marriage:
Last [ First | Middde [ suffx [T =

FO Liige Quila

SA xR REabion

hpplcabion for I’lmﬂmﬂﬂl Information
bieatH Carnficste — :

238, “Relstonship to Oecedent: [= Geer - 21
23 “informisnts Harme:

Lagt [ " Feet Midde | sufe I =
B 2z, *Maing address:

Aodress Lrie 1 [ Bult=ftpk. humber

Acdrese Ling 2 [

ity [

State [ Geiet - -
wolntry. UNITED STATES

ap code | {For S Zip Code wpe 12345-6783 or 12345)

[ T T T o elivaratmt

You may correct the errors and proceed to the next screen. You also have the option to click the Skip
these tasks button. This will allow you to proceed to the next screen, and return to this screen at a later
time for completion.

SAVING A RECORD PRIOR TO COMPLETION

There may be instances when you are unable to complete the entire process of entering the death
certificate details until a later time. In these cases, click the Save and Exit button. If you have not
completed all the details on the current screen, you will receive a task list as shown in the previous
section. Click the Skip these tasks button, then click the Save and Exit button.

When you are ready to complete the case, select the case from the Active Cases List on the Home
Screen.
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MESSAGE BOARD

The KY-EDRS provides the ability to attach message(s) to a particular case. The Message Board is a
means of communication between Funeral Directors and Assistants, Medical Certifiers and Assistants,
Coroners and Deputy Coroners. The OVS will not monitor the messages posted, so please do not
attempt to communicate with OVS via the Message Board.

From the Cases List, click the “Post/View Messages” column for the desired record.

¥ prrhaab Peqe - Windaws Blernst Exgplares

Wty gov
KENTUCKY

CABINET FOA HEALTH AMND FAMILY SEFVICES
LCORS

[T r— At Cases AR Caan || Covginted Coses || Dearch Case |

Homs
o i S P Sakect Funaral Diracton. [— an 3
Ermmi — I —— ol
ot DS st Datwal | County Cartificste
Opnon ] e Pt ol Death [ypa
Esmiet fris Pt/ Vi
Salgrt EX0 3000 JACKS TR CREGERY OOVET/I013 | FAYETTE |  CASE STARTED  |BLECTROMIC Prirt |
Chargje Fauiny 4 . M saes _Printy
ot Selnct E301I08340001 IO ON ALICE 08/13/7017 MADTSOM|  CAGE STAATED  |BLECTRAGnrc ERERDAES o
D o i Manpage
R THr—t Selnct EN1I070S0001 HOWELL THURSTON | O7/D&Z013) PULASKI | FEECTEDEBY MO |ELECTRONIC B:ﬂﬂ&:n" o
i j »

Conact us | S Hap

nvacy | Socdamer | Idesdists wth Omsbdbe

If a message is attached to a particular record, the words Post/View Messages will be in bold type.

The Message Board Screen shows a history of messages attached to the record. To add a new message,
type the message in the text box and click the Submit button.
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£ [0E% Mannsge Soard - Wndors Tntenee Bl =i |

wntinky o

KENTUCKY )
CABINET POA HEALTH AND FAMKLY SERVICES.
LORG

Kentuckiy Message Board

Jcase information . T

EDFS Caze &7 EZ0]INT0A000]
DCrgcedent fama: THURSTOM B HOWELL
Biafo of Dol D7 /6/2013

Conky OF Deesthe PLIDASKT

Certfcste Typs: ELECTRONIC

u|m|n|nnn

Cartificata Stans. REFECTED BY MC

Messages Hesbory '-:_

B/Bf2013 11733:06 aM DEENA  JONESEEXTERLINT. LIATLIT LIAT PER ¥0UR FEQUEST

B e

1 changad ke 20 by tha corect o | 1)

RECORD IS REJECTED BY MEDICAL CERTIFIER

There may be instances when a medical certifier rejects a record. The certifier may detect an erroneous
entry on the record, or the record may have been assigned to the wrong medical certifier. In these
instances, the record will show on the funeral director’s active cases list with “Rejected by MC” in the
status column. Any notes the medical certifier added may be viewed by clicking on the “Post/View
Messages” column of the associated record.

The funeral director will receive an email notification of the status change if the appropriate selection
has been made in the “Email Notification Options” (Please refer to Page 42 of this guide for further
information on Email Notification Options.) It is recommended that you receive email notifications for all
activity....this will enable you to have real-time knowledge of every progressing step for each case.

RECORD IS REJECTED BY THE OFFICE OF VITAL STATISTICS

There may be instances when the OVS detects an erroneous entry and rejects the record. In these
instances, the record will show on the funeral director’s active cases list with “Rejected by OVS” in the
status column.

Select the record from the active cases list and the screen below will be shown. Rejected items will be
listed, including the reason for rejection. After review of this information, click the Next button to go to
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the appropriate screen. The rejected item will be highlighted. Correct the item, and resubmit the
record to OVS.

"KENTUGKY 728
GAHINET FOR HEALTH SND FAMILY SERVIDRS
ELRS

Eoecedent L
.1; Daredent's Mame: CAROLYN RARDNHPH
ui 3 [ate of Death! 097282010
Bl i Soosl Seanity Numb 400-58-9027
BB 7. County OfDeath:. FAYETTE

(Ll

Emil Motificaton

amild, HEVIVING LSE (6 wil, Qive mame pnor U IesT marmiage
Iemld, SRVIVING SPOUSE (IF wirz, g T Jey
gl Endry: 1AWES RANDOr

Reacon for Rejaction: FLEASE COMFIRM SFELLING OF SFOILEE'S LAST MAME:

[

The funeral director will receive an email notification of the status change if the appropriate selection
has been made in the “Email Notification Options”. (Please refer to the section below for further
information on Email Notification Options.) It is recommended that you receive email notifications for all
activity....this will enable you to have real-time knowledge of every progressing step for each case.

EMAIL NOTIFICATION OPTIONS

The KY-EDRS can automatically generate emails to users whenever the status of a case changes. Users
have the ability to manage what types of notifications they would like to receive. Select Email
Notification Options from the left menu bar to customize your preferences.

YOU MUST SET YOUR EMAIL NOTIFICATION PREFERENCES ON THIS
SCREEN TO RECEIVE EMAIL NOTIFICATIONS. IF YOU DO NOT SET YOUR
PREFERENCES, YOU WILL NOT RECEIVE EMAIL NOTIFICATIONS.
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KENTUCKY

Wit |

CARINET FOR MEOLTH LMD FEMILY EEE!-

Ly

Homa

Frreaiil et ifoakan
Citloies

Kentuckly~  Email Notification Options

[ Email Notification ™

Craats hew Cadp This system iz designed to help you keap niormed of any status changes relsted o death cerbficate cases youl hees initiated with He Wital Statistics
by zmineding Emnall notifcabians

1Pyl wald ke oo be notifed oF 2tatus changes related [o vour cases, pléass enter Emal #ddrass(es)

w

*Promary Emal address: |
Secondary Emeal Sddresn |

I 1-IF & case = assigned to me

[© 2-If & case assignment is recalled (reaszigned)

[ 3-when 4 Medical Faclity inmislly opens my case

7 4-1f the Madeal Faciling rejecs/returms my oass

T 5-When mi cage i submitted 1o vitel Statistics

[ 6:1F witel Statistics ratuma my cass for comection

™ 7-1Fvital Stabstcs retumns my caze o Medical Sertfier for carrection

[T B-1Fvital Stabsbos retums my case to me and Medical Certifir for correction

7 9-When YWiel Stabstcs approves ard asmgns 4. Stmts Fke Mumber o my cose

[ 10-When my case has not bean raviewad by tha Medical Fadity within 4 days of racsipe

Saem | Eeturn bz Homa

Coract U | Eite Map

You have the option of providing two email addresses to be used for notification. Itis recommended

that you receive email notifications for all activity....this will enable you to have real-time knowledge of

every progressing step for each case.

Select your preferences from the list provided and click the Save button after making your selections.

NOTE: If you have access to more than one role (Funeral Director and Coroner, for example) you should

select your email options for each role. The options do not have to be the same for each of your roles.

IT IS IMPORTANT TO CHECK YOUR EMAIL MESSAGES DAILY TO
PREVENT DELAYS IN PROCESSING DEATH CERTIFICATES!
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CHANGING FROM ONE FACILITY OR ROLE TO ANOTHER

You may have requested and been granted access to more than one facility, or more than one role. For
instance, some funeral directors also serve as coroners, or a funeral director assistant may prepare
records for more than one funeral home location. It is not necessary to logout and login again to switch
from one role or location to another. Simply click the Change Facility button on the left menu bar. You
will then be taken to the Select Facility Screen, where you can make the appropriate selection.

EXPORT DATA

Funeral homes that utilize management software packages have the ability to export data from the KY-
EDRS to the software package, eliminating the need for duplicate entry of records. Select “Export Data”
from the left menu bar to utilize this functionality.

;@'{{ﬁ Export Data

. Faaokty Mame. THAINIMG FIBERAL HOME]FLUNERAL HOME DIRECTOR]

From Daca: [aitacaass  (mmdddivved
T Db [Ervesdaal | (mmidd e
Aaga |

Changs raziliy
Umer Guide

=54 Infmrmaion
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Enter the date range of data you wish to export, and then click the Export Data button. You will receive
the following message:

Wntinky o

CABINET FOR HEALTH AMD FARELY asmm:i_

}@W Export Data

- Facity Mame: TRAINIMNG FISRERAL HOME]PUNERAL HOME DMRECTOR]

From Data: [eiziaars (mmidddevey]
T Drata DAL TA1E  (mmatdd vy
_masat|

onkact Uy i SNe Wap

Srrvacy | C

mcmmer | Indiocusls with Cmehil

Do wau wart 10 oo of sava FaData.con [1.08 §8] fiom salovats.chis oy gov? = sovw [=] - cancd

You can now choose to Open the file or Save it to your computer. Please contact your software
package representative if assistance is needed in importing the file into your software package.
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FUNERAL DIRECTOR ASSISTANT ROLE

A funeral director assistant must submit a record to the funeral director for final review and submission
to the medical certifier or drop-to-paper. After selecting a medical certifier or selecting drop-to-paper,
the funeral director assistant will see the screen shown below.

E5H Yerdication

Cartificads Crdar - -
peerer=ammll [ Seiect Medical Cefiifier OR Drop to Paper

B © 5ot Medial Gertier, | Seio Wedcateatity |

-i I Sekct Drap [0 Paper

fote: [ Cerhfer iz not sénizble online, pou may continue the desd’y certficate Sling prooess.using fe Trop to Pager gphon, Fring the
cEricals on 25% carinn bond papar wiih & WEikie wetermnatt. Mall I Tran (2 Paner ” cerifoate (2 (he aDoroonaie madcel cernbar
The medica cartifier chound retum bhe compfeded death certificates to yvour oty dor e snd manual cubmiszion fo the OFfce of YWes
SransnGs,

FO Ll ke

Z4a [mmnmabnm

Appication
Lozt Cernfcats

W Medicat Certifier

- Wedical Faclity Hame  TRATHING MEDICAL CERTIFIER

B ot ANYTOWN

B cut KEwTUCHT

Zip 45678

Vau have selectsd the above Medical Certifier to complete the certificate of death,

m|m|

Fleggae selkat e Funersl Cirgctor ram Bakow K60 00 review the ciss @nd SLBMIT
Furersl Directar: [JaresDeena =l

F 1 accept that the abowes nformabion is comect

__/ Butim b Funeral Diedtar |
E Funeral Home Infarmation

-i'm_ Msmne ard Bddress of Funeral Sarvice Lcenses Fadbby:

Faciity Mame: TRAIMNING FUNMERAL HOME
Facdity Sddrass

100 MATN 8T
ANYTOWR, KY 453678

by
I+
2
.
n
i

......... ] __wn Cortficam |

Pravious | Carcal |

Cantactik | Site Map
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After selecting the funeral director from the drop-down list, check the box by “I accept that the above
information is correct.”, and then click the Submit to Funeral Director button. The following screen will
then be displayed.

ESH Verfoation

-_— =

Eartiicate Srdai

[ setect Medical Certifier OR Drop to Paper

-i ¥ Skt Medical Certifler Seleot Madial Faddiy |

Asgipn Fis

- Select Crop bo Paper:
fote: [ Cerafer iz ot Fonizble online, pou may continue the dest cartficeds Sing procesz unng e Drop to Faser” oobion. Frist the
CRIRCATE o 250 Sollnn band papar Wil & warkle welenoatl, fal Bhe Dnoe (0 Pager " cerlifeate 1o the angraonaie medicel cerfifar
n'.‘!':"-"-"-‘?if'ﬁ-&" cartifiar shaedo’ ratun e compdeted Sesth cartiicade. 70 vouT Mol B fesiew and manual 2Ubimission (2 ohe Colioe of Yirs
Statishcr.

Sa& Infirmstinn

bpplicalion for
Dee=ity Certificate

[ meciical certifier

B Vedes Facdity name  TRAINING MEDICAL CERTIFIER

W Ot ANvTOWN

W st KENTUCKY

% i:u :.'::::tcbed p———_——_ L

o vk o bt o Purensl Daeces T
Flease seiect the FUneral Directsy ‘-1:-" itz

Furers Directar: [Tares,eens E Carnced

F 1 sccent that the showe nformation 15 comect

ik b FuneralDinedar |

[ Fureral Home Infdfmatic

BB 2. fieme s fddress of Funerad Serics Licsnsee Fad

Fadity Mlams: TRAINING FUNERAL HOME
Faciity Sddress:

100 MATY 2T
ANYTOWR, KY 45678 ——

=
]
Ed
=
o
i
&

EmmemEa | Wi Cortfinans. | |

contsci Vs | Site Map

The funeral director assistant has the option to click the OK button to submit to the funeral director, or
click the Cancel button to make changes to the record.

The funeral director may then review the record, edit if necessary, and submit it to the medical certifier.

Please note that the funeral director assistant cannot print the “drop-to-paper” certificate. The
funeral director assistant must submit the record to the funeral director, who can review the record
and then print the “drop-to-paper” certificate.
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REGISTRATION

The KY-EDRS web application utilizes the Kentucky Online Gateway (KOG) as its authentication and
security portal. Future applications to be used by the citizens of the Commonwealth will also fall under
the KOG umbrella and will be added to this user group. To obtain access to the KY-EDRS, you must first
register as a KOG user. This is a one-time registration process and EACH USER MUST HAVE A UNIQUE
EMAIL ADDRESS.

Set Up an Account
Go to URL https://kog.chfs.ky.gov/home/default.aspx (for LIVE-DATA “PRODUCTION”).

Click Create an Account.

Kentucky v | (T

Orlbne Gateway

.u Cantast us

Welcome to the CHFS network,

Piease select the actounl Bypes you have in the system,
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https://kog.chfs.ky.gov/home/default.aspx

Complete the fields on the User Profile Form. Required fields are marked with an asterisk (*).

Keep in mind that the Username you choose is the name that will be shown in the KY-EDRS history
whenever you create, edit or submit a record.

Kentucky

Online Gateway

Please complete your Kentucky Online Gateway Profile

Please fill out the form below and click Submit when finished.

All fields with * are required.

* First Name citedrs

Middle Name

* Last Name userDl

* Username citedrs.userD1 L

* Password sesasese L

* Verify Password sssscass

* E-Mail Address citedrs.user01@keups.net 9

* Verify E-Mail Address citedrs userl1@keups.net

Telephone 333-333-3333

Extension

Street Address 1 St1

Street Address 2 512

City London

State Kentucky |E| |

Zip Code 46532

Questicn In what city were you born? (Enter full name of city only) E
* Answer screenshot

Questicn What was the name of your first pet?
* Answer sereenshot] x

—> B2

Copyright ©2013 Commonwealth of Kentucky.

Select two security questions from the drop down box, and enter the answer to each question.

Click the Submit button.
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The confirmation screen shown below will be displayed.

Kentucky

Online Gateway

Please complete your Kentucky Online Gateway Profile

iing email verification. Please check your email and click on the link provided to

was re ck here.

An email will immediately be sent to the email address shown on the User Profile form. Click the link
shown in the email. YOU MUST CLICK ON THE LINK SHOWN ON THE EMAIL WITHIN FOUR HOURS, OR
YOUR ACCOUNT WILL BE DELETED.

Aocount Verificaion - DEY 1w

KEUPS _IntemalDev_CobotRealyRiy.ov TH0AM (Omresagsl
b cledmsysdt

chpars sarl 1 (e used)

Thss e i5 % help you completz the st siep of aocourt sebup. Your new Ciézen accourt Usemame 5

citedrs userl

(Clck 2 e ko s o b achvate o account

|
Hitpes ogdevimiemal chifsne iy qovipubicfwtnk s fBeehoM P4 M N S00cS3 Tt T \J_

After yon reave: ented your securfy answers, you may Chok berefosinn

ik e i el Deskcantact infomabin
Kentucky Sefl-Sanis Gateway

KGTE: Do nat repy fo fhis 2mai This amai accountis ol used fo send messages.

Privacy Mosioe: This emal message is orly far e person f was addressed i, ft may contain restricted and private ifornafion. Yo e dorhiien touse, tell show, or send this information withoue
permissior. £ you ae nol {he pesson who was suppose bo get s message. pleas destry l copies.
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The screen shown below will be displayed. Enter the answers to the two security questions, exactly as
the answers were entered on the User Profile Form, and then click the Verify Account button.

Kentucky

Online Gateway

Validate New Account

To verify your identity, please answer the following security question(s).

Cuestion In what city were you born? (Enter full name of city only)
“Answer screenshot

Question What was the name of your first pet?

*Answer sereenshot] X

I <——

Copyright ©2013 Commonwealth of Kentucky.

All Rights Reserved.

The screen shown below will be displayed.

Kentucky el =ati=h [

DEV

Online Gatewny

Validate New Account

‘ our sccount was successfully created, Please click here to access Kentucky Online Gateway and request additiona ‘

Congratulations! You are now a registered KEUPS user!!
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Access to KY-EDRS

The next step is to request access to specific roles and facilities in the KY-EDRS. Click the click here to
access KOG button (as shown above), and you will be taken to the KOG login screen shown below.

Click the Sign In button

Kentucky

Onlbne Gateway

A& Contact us

Walcome to the CHFS netwoark.

Ploase select the account type you have in the system,
am & Eentscioy Citizen or Business Partnar

| already hins g Meed [0 Create o CHiZen account?

£ <—

have ; S Neraork Apcount

| dim & CHES eohlrocton, smiolmyee, or agentivendoi

KY-EDRS FUNERAL DIRECTOR USER GUIDE
August, 2013 (V11) Page 52

Kentuckiy™



The screen shown below will be displayed. Enter your username and password, and then click the Log In
button.

Kentucky

Online Gateway

Citizen Log In Don't already have a
Login with your Kentucky Online Gateway Citizen Kentucky Online Gateway Citizen Account?
Account. .
Create An Account
Username or Email Address Forgot Username? : WARNING
MNOTICE: This is a government computer system and is the property of the
Commonwealth of Kentucky. 1t is for authorized use only regardless of time of day,
location or method of access. Users {authorized or unauthorized) have no explicit
Password Forgot Password? or implicit expectation of privacy. Any or all uses of this system and all files on the
+ I system may be intercepted, monitored, recorded, copied, audited, inspected, and

disclosed to authorized state government and law enforcement personned, as well
as authorized officials of other agencies, both domestic and foreign. By using this
@ system, the user consents to such at the discretion of the Commonwealth of
Kentucky. Unauthorized or improper use of this system may result in
administrative disciplinary action andfor civil and criminal penalties. The
unauthorized disclosure of Data containing privacy or health data may result in
Resend Account Verification Email criminal penalties under Federal authority.

Copyright ©2013 Commonwealth of Kentucky.

All Rights Reserved.
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The screen shown below will be displayed. Click the Request button.

Kentucky

e sl unts, |y acoum | snour | et | (TR
Oinlne Gatewsy

Select to see account information

citadrs userD1, Welcome to Kentucky Online Gateway g R b
i Select here for Contact Information

Knock Enock| Wha's there? Doughnut] Ooughrat iwho! Doughrut sk, i2's 8 ssoret.
Knoch Enock| 'Who's there? lustinf lustinwho? listin time for lunch
Kriock Knock| Whio's eere? Brocooll, Brocooll who? Brocooli doess't have 8 last name, sily.

Your Applications Select to request access to additional sarvices/applications

ns your baye been granted access o, Nesd to'access & dilfersnd application '|nguﬁrac;95ﬁgrg|

SHAR
Supplemental Nutrition Asststance Program

aprphication fegussts

= Requeast Acess toanother applicatioh g  Sglect to request access to additional services/applications

The screen shown below will be displayed. Click the arrow to open the drop-down list.

Kentucky

Welcome citedrs user01 | My Account | Logout | Help |
Online Gateway

New Request My Requests

Access Request For citedrs user01 ( citedrs.user01 )

Select an Application

s |9

Select EDRS from the drop-down list, and then click the Next button.
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The following screen will be displayed. Select the facility type from the drop-down box (County Coroner,
Medical Certifier or Funeral Home).

Kentucky Welcoiss ditedis uier0l | Ny Accalin | Logour | Hals | ml

Online Gateway

New Request My Hequests

Accaess Request For citedrz user(l { citedrs.user0l )

—Sagrgh Tora Facllity
Facility Type Funarsl Hame b
Facility Name ey ex.(Kerr - Tor Kerr Funeral Home)

ounty ot

Mo facilties worse found that matchod the criteria that you antorad.

Please verity that you have chosen the gorreat Tacility type, facility name, ar county and Try again

Copyright ©2013 Commanwealth of Kentucky

All Rights Reserved.

Enter the Facility Name and Click Search.
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The roles available for that facility will be listed as shown below. Select FD for Funeral Director or FDA
for Funeral Director Assistant. Select AA for Administrative Approver role. PLEASE REFER TO PAGE 58
OF THIS GUIDE FOR MORE DETAILS ON THE ADMINISTRATIVE APPROVER ROLE.

MNew Request My Requests

Request Application Access

T
LV

Select Roles

Funeral Home

training

Click to Add access to the Roles found below:

M

ex.(Kerr - for Kerr Funeral Home]

E

Select the roles you wish to request or remove for the (KY -EDRS)

Available Roles

Roles

Training Funeral Home - FD
Funeral Director

Training Funeral Home - FDA
Funeral Director Assistant

Training Funeral Home - AA
Administrative Approver

Current Roles

You have not selected any roles

PreRequisites

Request

|

|

Click the boxes for the appropriate role(s) for that facility, and then click the Next button.
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The screen shown below allows entry of required credentials (license number, certificate number, etc),
and the expiration date of the credential. Also, enter the exact text as you would like your signature to
appear on the death certificate. Then click the Next button.

Kentucky Wk ittt Ay At - Liginit | Hok

Online Gateway

New Request My Requests

Access Request For citedrs user01 ( citedrs.user01 )

The roles you ha

requested require the following credential details to complete the request. Click Next when finished.
als

— Required Creder

Funeral Director

1 Enter your Funeral Director License Number:
1234567

2 Enter the expiration date for the license number entered above:
7/17/2013 =

3 Enter your signature. (Example: John A. Doe,) :

screenshod x

Copyright ©2013 Commonwealth of Kentucky.

All Rights Reserved.
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A screen will be displayed to review the roles you have requested, the credentials you have supplied,
and the text for your signature. Click the Previous button to make any necessary changes. If no changes
are required, click the Submit Request button.

Ke ntUCky Welcome cifedrs user01 | My Account | Logout | Help |

Online Gateway

New Request My Reguesis

Access Request For citedrs user01 ( citedrs.user01 )

r— Confirm Request

Requested Application Requested Role Requested Action

EDRS TRAINING FUNERAL HOME FD | Add to Role

r—Submitted Credentials

r—Funeral Director

1) Enter your Funeral Director License Number:
® 1234567

2) Enter the expiration date for the license number entered above:
® 7/17/2013

3) Enter your signature. (Example: lohn A. Doe, ) :

= screenshot

Submit Request .

Copyright ©2013 Commonwealth of Kentucky.

All Rights Reserved.
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After clicking the Submit Request button the following screen will be displayed. If you are registering
for an assistant role, the Administrative Approver at your facility must first approve the request. The
Office of Vital Statistics staff will then review the request, and you will receive an email when your
request has been approved, or you will be notified of any reason for denial.

KentUCky Welcome citedrs userdl | My Account | Logout | Help |

Online Gateway

New Request My Requests

Access Request For citedrs user01 ( citedrs.user01 )

Administrative Approver Role

Each facility requires at least one Administrative Approver, and two administrative approvers may be
named. This person will approve any requests for Funeral Director Assistant role for that facility.
Generally, a funeral director will act as the Administrative Approver for a facility. However, a funeral
director may delegate this role to an assistant. To designate an assistant to an Administrative Approver
role, complete the Administrative Approver User Profile Form shown on the last two pages of this user
guide, and mail to the Office of Vital Statistics at the address shown on the form. After allowing time for
the mailed form to reach the Office of Vital Statistics, the assistant should also register for the AA
(Administrative Approver) role in the KY-EDRS, following the steps shown above. Upon receipt of the
electronic request, the Office of Vital Statistics will check to ensure that a properly completed and
authorized paper form has been received. If so, approval will be granted to the assistant for the
Administrative Approver role, and the assistant will be notified by email of the approval.
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Processing Requests as an Administrative Approver

If you are the administrative approver for your facility, it is your responsibility to approve any requests
for Funeral Director Assistant. Login using your username and password. Select Request from the
screen shown below.

New Request My Requests

Request Application Access

@ @

Select An Application Select Roles
—Search for a Facility
Faciiity Type Funeral Home
g Facility Name training ex.(Kerr - for Kerr Funeral Home]j
/ County

Click to Add access to the Roles found below:

Select the roles you wish to request or remove for the (KY -EDRS)

Available Roles

Roles PreRequisites Request

Training Funeral Home - FD U
Funeral Director

Training Funeral Home - FDA O
Funeral Director Assistant

Training Funeral Home - AA O
Administrative Approver

Current Roles

You have not selected any roles
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A screen showing requests pending your approval will be shown.

Click View Details.

The screen shown below provides additional details for the access request. You may now click Approve
or Deny to approve or deny the access request from this user.

————

Mawa Naipient [y Najpents |Bmeiay foie | Peipingg Uty

Update user profile

Bavice Bmonadiigs has veaquessted to D following autly izating:

Actiom Pppiication Hale : Vitend vatona By

Aild EJRE ECR 1606 _FO et

ad EDRS Trairing Funeral Home - &8 Vit

Feguest Type; Morfy Bocass for an emsting accaurt

Ragaired Cradential Types

1. ED#S Traindeg Funeral Home FD
Flactpimitis

Hams D Db besws g

[IETTHEEE Erusc. hban ks psona vald ol ud

Fmsall harmongG bel ot e

Lewel 3 Agproval Ukt CTZ

Additonad Darais

E‘rnlqlw Hlamsy  Blwnbsnskap, Sues
Uzar Typa Clize
Active Directary O
Exata L

Re-quest Stanes

Currere Sestus Paading Action

i e e = P

Step | a1
Step 1
UAT OVS

Parving:
BET00) 100370 AN

This request i pending your action.

Comment; |

-

E'Eln—_j T T B Wi
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Requéred Credertial Types
1. EDORS Trainkw Pl Howes FD

Sequaror
Hame Brice Brardmnship
Usarname e Mrkemhipderamur un
Esuil bt e b i it
Lewel I Approval Unpt 012
Addrional Detaili
&
Muplay Mame  Efagbonsiip B
Liger Type Citizen
Aortiree Direciory LT
Snate EY

FEeeus il SEIRE

LAATHL ST Bpproved Pending e quered Credepital Yesifcation
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CABINET FOR HEALTH AND FAMILY SERVICES (CHFYS)
OFFICE OF VITAL STATISTICS (OVYS)
KENTUCKY-ELECTRONIC DEATH REGISTRATION (KY-EDRYS)

This form must be completed in order to allow an assistant having a need to access the Office of Vital Statistics Kentucky-
Electronic Death Registration System, via secure portal access, as a subsidiary Admin Approver. It must be completed in ink
or typed, all information must be accurate and complete, and the form must contain the appropriate authorized signature.
When the form is completed, it MUST BE SENT for verification and approval to the appropriate authorities.

SECTION 1: FUNERAL DIRECTOR, MEDICAL CERTIFIER OR CORONER INFORMATION

FuLL NAME: REQUEST DATE:
USERNAME: EMAIL:
PRIMARY PHONE: ( ) ALTERNATE PHONE: ( )

FAcCILITY NAME:

FAcCILITY FEDERAL ID #: LICENSE #: EXxpP:

JOB TITLE/FUNCTION:

BUSINESS MAILING ADDRESS:

CiTv: ZIP: COUNTY:

SECTION 2: AUTHORIZATION SIGNATURE

As an authorized Admin Approver within the KY-EDRS, | am submitting this request to delegate and authorize the individual
listed in Section 3 to be an Admin Approver, as a subsidiary to the access granted to me as an authorized Admin Approver.

AUTHORIZED USER SIGNATURE: DATE:
Print Name (must be legible):

SECTION 3: ASSISTANT INFORMATION

FuLL NAME: USERNAME:

EMAIL:

JOB TITLE/FUNCTION:

SECTION 4: ASSISTANT USER SIGNATURE
| attest to the best of my knowledge that the information provided above is true, accurate, and complete.

USER SIGNATURE: DATE:

FOR OFFICE OF VITAL STATISTICS ONLY

OVS ADMINISTRATOR: DATE:

Print Name (must be legible):

Date Request Received: Date Issued/Notified:

Deletion Date:

Reason (circle one): Non-use Resigned Retired Dismissed Other




CHECKLIST FOR COMPLETING THE AUTHORIZATION REQUEST FOR THE
KENTUCKY-ELECTRONIC DEATH REGISTRATION SYSTEM (KY-EDRS)

Section 1: FUNERAL DIRECTOR, MEDICAL CERTIFIER OR CORONER INFO

ALL fields must be completed. Handwritten information must be legible. Access will not
be granted if this section is incomplete, and the form will be returned.

Section 2: AUTHORIZATION SIGNATURE

Signature must be original. We will not permit anyone to sign for another person; the
authorization signature must be from that person. Clear signatures must be provided.
Access will not be granted if signature is missing or name is illegible, and the form will be
returned.

Section 3: ASSISTANT INFORMATION

ALL fields must be completed. Handwritten information must be legible. Access will not
be granted if this section is incomplete, and the form will be returned.

Section 4: ASSISTANT USER SIGNATURE

Signature must be original. We will not permit anyone to sign for another person; the user
signature must be from that person. Clear signatures must be provided. Access will not be
granted if signature is missing or name is illegible, and the form will be returned.

ADMIN APPROVER USER PROFILE FORM MAILING INSTRUCTIONS

Once the ‘Admin Approver’ has been completed and signed by all required parties, please mail the form
containing the original signatures to:

Office of Vital Statistics
Administration & Quality Assurance Section
275 East Main Street 1E-A
Frankfort, KY 40621



