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Notes

EDRS Death Registration for City and Town Clerks

Notes
Use this page to make notes about your own workflows and processes, which may differ by facility

and practice.
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EDRS Death Registration for City and Town Clerks

Summary of Steps
You may want to print the summary of steps for quick reference. Note that this summary includes

steps for typical scenarios and your own process may vary somewhat depending on internal

workflow.

Review and Register Records
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Select the record to register from the Death: Register queue or use the menu path
Death—>Register to search for the record you wish to register.

Review information tabs and look for required documentation.

Was there a pronouncement? If Pronouncement =Y on the Record Details Page, Tab 1:
Decedent Info, you should find a pronouncement form attached to the bottom of the page
under Available Documents.

Did the certifier certify by attestation form? If Case access = FAX SERVER on the Record
Details Page, Tab 9: Certification Info, you should find an attestation form attached to the
bottom of the page under Available Documents.

Go to the Registration tabs by selecting Continue at the bottom of the Record Details Page.

Check if the SSN was verified. Check the SSN Verification status on Tab 1: Decedent Info.
You may review the entire record in the death certificate printed format by selecting View
Certificate. Check for other problems on the record such as typos.

If you want to Return the Record to the funeral home for correction, go to Tab 12: Record
Actions. Select the checkbox in the Return Record section on the top left side of the page.
Tab to the New Comment tab and enter the specific reason why the record is being
returned. Tab to enable the Check when new comments are complete checkbox and select
the box. Skip to Finish and Save as Pending.

If you are ready to Register the record, go to Tab 11: Registration Info by clicking on the tab
label or selecting the Next button.

Select Ready to register? = Yes. Select the current Clerk’s Name, enter Registration
number and Date of Record. Volume and Page are optional.

Select the Finish button at the bottom of the page. (If you returned the record to the funeral
home, you will receive the VIP Warning Page. Scroll down and Save as Pending.)

If you registered the record, on the Successful Transaction Page in the Print Confirmation
section, unselect Print Fax Coversheet if you do not want to generate a fax coversheet.
Make sure that Print Archival Copy is selected. Click on the Print button.

Click on the Generate Document button. The Archival Copy will be loaded into Adobe
Acrobat. Print the Archival Copy in Adobe Acrobat by selecting File=>Print or clicking on your
printicon.

Questions? Contact the Registry at vip@state.ma.us or 617-740-2600 Page 3 of 12
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EDRS Death Registration for City and Town Clerks

14 To print certified copies, select Death->Print> Certified Copies from the main menu. Search

nm
o for the record you wish to print and select the Details link on the Returned Records page.
S Scroll to the bottom of the Records Detail Page and select Continue.
%D 15 If you want to print the attestation and signature at the bottom of the certified copies,
B select the Signature box and click Continue.
-
o 16 The Certified Copy will be loaded into Adobe Acrobat. Print the Certified Copy in Adobe
00 Acrobat by selecting File=>Print or clicking on your print icon.
£
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8 The Electronic Death Registration System (EDRS) is a _
Welcome to the Virtual Gateway
< module of the larger Vitals Information Partnership (VIP)
system hosted in the Commonwealth’s secure Virtual S
Gateway environment. If you have not yet applied for =
and received a VG account, please go to R—

www.mass.gov/dph/vip to obtain enrollment forms and

a guide specific to your user role.

EDRS on the Web. EDRS can be accessed anywhere you have a computer and Internet
access. The system works best with the Microsoft Internet Explorer (IE) browser or with Firefox. If
you are a Mac user, it is recommended that you download the Firefox browser on your computer.

at http://mass.gov/vg. You must have a valid Commonwealth Virtual Gateway account, as
well as a VIP account to log in to EDRS. If you have a VG account for another application, you will

then have a choice of applications when

Logged in as: F
Peru Clerk

at PERU BURIAL AGENT [change]

Unit: PERU BURIAL AGENT

you log in. If you are a City or Town Clerk
that is also a burial agent, then you will
get a choice of role.

Our records indicals that you & alod with more thar .
choose the app drop down list below and press "Select” to
continue. I you 150 10g out
| Pease select ]
124 Ager

‘ Select your location:
-PERU - PERU BURIAL AGENT

Additionally, City and Town Clerks that roose s ocsien JE o " | BT
ey
H o ” I E—— -
are burial agents may “Change” role —— G T A L | comweras
within VIP (at the top left Logout | Help Qg
~ Update My Personal
. Information
You should also Logout at the right-hand . + Legot
corner. Customet Semve
News e
R e
T deaf and hard of hearing)

Save! — EDRS will time out after 15 minutes.

While your portion of the death record should

take less than five minutes to enter, if you

expect to be interrupted or if you are just learning the system, click “Finish,” then “Save as Pending”
frequently. You may then click “Return to Record” without risk of losing any information. EDRS does not save

information automatically.
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EDRS Death Registration for City and Town Clerks

No abbreviations -- The system will prompt you if you use recognized abbreviations; you should spell out
full medical terminology into each field. For example, on Tab 7**Certifier Cause of Death, spell out “COPD” as
“Chronic Obstructive Pulmonary Disease.”

. Tab & Mouse -- Use the Tab key on your computer keyboard to advance through each field in EDRS.
' You may also use your mouse to navigate Tabs or to temporarily skip sections. Do not use Backspace

e a i

== or Enter, except within fields as necessary.

Alerts — Take advantage of system validation messages and warnings. Use the spell check icon on the
Certifier Cause of Death Tab. EDRS helps users get information in accurately and completely from the start.

Color Coding — White fields on each screen in EDRS will accept information; the yellow fields are disabled
based on selections made in the system. A blue field indicates which field you are on now.

Shortcuts — EDRS accepts military time. Alt-T enters today’s date. Colons are not necessary in Time fields
and slashes are not necessary in date fields. Enter the first few letters of a selection on a drop-down to narrow
the list quickly. “Next” will move you from Tab to Tab, but you can click on the Tab labels as well.

Contact the Registry at vip@state.ma.us or 617-740-2600.

Navigation

How you navigate the EDRS will depend largely on your office workflow. Records that you access,
create or amend may also be accessed and viewed by authorized burial agents, medical certifiers,
hospital support and data entry staff, as well as representatives from designated funeral homes.
When you log in as a city or town clerk, EDRS features two general methods of navigation: work
gueues and a menu bar.

display records that are waiting for completion. For city and town clerks, death
records in a queue may be listed alongside those for births (depending on the number of records
awaiting attention). Death Queues are prefaced by “Death” and Birth Queues are prefaced by
“Birth.” All records in your Death Queues are awaiting some action by you, such as registering or

|

Click on the hyperlink “Process” to

accepting a record.

Logged in as:
Ashfield Clerk

at ASHFIELD [change]
Unit: ASHFIELD

Main

retrieve the record from a queue.

| Death: Register (4) | [ Birth: Legal Incompleta (1) | [ Birth: Waiting Evidence (1) | [ Birth: Accept Racords (1) |

Description Details Action

HARPER LAWRENCE Details Process
COTTONTAIL PETER Details Process
IWOMKA WILLY Details Frocess
HOLMES FRANKLIN Details Process

Questions? Contact the Registry at vip@state.ma.us or 617-740-2600 Page 5 of 12
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Navigation & Overview

EDRS Death Registration for City and Town Clerks

allows access to all authorized EDRS functions for the user type that is logged in.
The most common options will be Search, Register, Modify and Print.

The Print menu option allows you to print EDRS forms including the Archival and Certified Copies of
the registered death certificate. The most common paths will be:

e Death >Search (to locate and view (read-only) an existing death record)

e Death->Search->Register (to register the record)

e Death->Search-> Modify (to adjust or amend a record)

e Death->Search->Print (to print Archival and Certified Copies of the death certificate as well as
the Fax Coversheet for evidence)

Navigational

T

ch | Print | Other Death | Attest | Register | Modify pathways act as

“" ”
| Death: Register (4) | | Birth: Legal Incomplete (1) | [ Birth: Waiting Evidence (1) | [ Bir breadcrumbs.

Description Everil Uaie
HARPER LANREMCE 07032014
COTTONTAIL PETER 070212014
WOHMEAWILLY OTios204
HOLMES FRAMKLIM 07032014

The registration and issuance process in EDRS begins with the City/Town Clerk in the community of
death occurrence and a review of a record along with any supporting documentation. Records that
have been certified by a physician or nurse practitioner without an account in EDRS should contain a
signed and dated Death Certificate Attestation form. If a nurse pronouncement form was
completed, in the absence of a certifying physician or nurse practitioner, this form will also be
attached to the record for your review. Deaths where a nurse pronouncement was not performed,
and those that have been certified by an online physician or nurse practitioner may have no
attachments, or may have only an informant verification form.

In the event that the Clerk of occurrence finds an error in a record prior to registration, whether
administrative or medical in nature, EDRS allows the Clerk to send the record back with explanatory
comments. When returned, a record is displayed in the designated funeral home’s work queues to
allow the funeral home to make necessary corrections or obtain medical corrections from an online
or offline certifier. The record would be released again to the burial agent’s work queue, to notify
the burial agent of the changes. The burial agent will release the record to the clerk for registration.
After successful review, the clerk will register the record. Once a registered record is saved, the
record is automatically released to the clerk of residence and the Registry of Vital Records and
Statistics (RVRS) for registration. The clerk of residence and the RVRS registers the record with a
date and registration number. After registration, you may print the Archival Copy and Certified
Copies.
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EDRS Death Registration for City and Town Clerks

Processing amendments and creating a record for a family not using a funeral home (special
designee) will be covered in a separate guide.

Review the Record

Records that have been released to you and appear in your work queue must be examined for
accuracy and completeness before they can be registered. Supporting evidence, such as attestation
forms and RN/PA/NP pronouncement forms, must also be examined. If errors are found, you may
need to return the record to the funeral home for corrections. Up to 50 records are displayed in

your work queues. Locate the record in your Death: Register queue, and click Process, or go to the
Death->Register menu path to search for the record.

:,[ Death: Register (22) | [ Death: Register Amendment (1) | [ Birth: Legal Incomplete (1) | [ Birth: Waiting Evidence (1) | [ Birth: Accept Records (1) |

Description Event Date

COTTONTAIL PETER 07/02/2014 Click on the : Process >
BEAMAN JEREMY 07/03/2014

HENDERSON ROBERT 07/03/2014 Process link to Process
RODRIGUEZ JERRY 07/03/2014 Process
WAGNER PAUL 07/03/2014 access the full Process
CROWELL BRIAN 07/03/2014 Process
JIMENEZ BLAINE 07/03/2014 oS Process
BROWN LAURENCE 07/03/2014 Details Process
DITTAAN O DH O7/032014 Dataile Procas

After clicking on the Process link, the Record Details will be displayed. By default, you will be on Tab
1. You should begin your review of the personal and medical information as well as any evidence
used to support the facts of the record in EDRS on the Record Details screens.

Evidence to support the record may include a signed and dated Death Certificate Attestation (if the
medical certifier is not online) and an RN/PA/NP Pronouncement form. Scroll to the bottom of the
Records Details screen to see any attached evidence, under Available Documents. The attached
documents will be in .pdf format for you to view. Click on the button on the right to view the .pdf.

Main — Death

New Death | Search | Print | Other Death | Attest | Register | Modify

Record Details

[1 D Info|[1A Alias/AKA][2 D L rmant][5 Funeral Homa/Nicnasisi=— = /] [SA Pronot Info|
[6 ==Place/Date/Autopsy=*|[7 **Certifier Cause  Com pare the details of the ~zaiin/Burial Agent|[11 Registration Info] [12 Record Actions|
—Decedent's Name pronouncement form to the ent's Age
First name: PETER b 5A easure: 1
Middle name: - pronouncement ta . (PE4EXPORTS: 1
Last name: COTTONTAIL ated age: 59
Generational ID: JR. Age on last birthday (years): 5¢ .
State file number: 000100 Age if under 1 year - months: Th IS record ShOU Id have a
No middle name: Y Age if under 1 year - days:
Surname at birth or adoption: COTTONTAIL Age if under 1 day - hours: pronou ncement form attached
How r.nany aliases?: 0 Age if under 1 day - minutes: beca use the ”PI’OHOU ncement
Location ID of OCME: 2354 Age bypass: 0
- performed” field is “Y.”
=D s Sex —Date of Birth
Sex: M Date of birth (mm/dd/yyyy): 07/01/195%

Date of birth numeric format: 195507

—Decedent's Social Security N

SSN: 999-99-9999
If blank, reason: U

Pronouncement Performed —

Pronouncement performed?: Y

Questions? Contact the Registry at vip@state.ma.us or 617-740-2600 Page 7 of 12
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Records Details

EDRS Death Registration for City and Town Clerks

Record Details

1 Decedent Info|[1A Alias/AKA|[2 Decedent Legal Info|[2A Veteran Status |[3 Decedent History ][4 Informant]
5 Funeral Home/Disposition Info|[5A Pronouncement Info|[6 =*Place/Date/Autopsy™=|[7 ==Certifier Cause of Death™ =]
& *=Manner/Detail/Injury™=|[9 **Certification Info** |[10 Board of Health/Burial Agent|[ 11 Registration Info|[ 12 Reco

Certifier Info Certifier Address

Certifier designation: PHYSICIAN IN CHARGE OF Address number: 22 . —

PATIENT'S GARE e Check Tab 9: if Case Access = FAX SERVER,
Certifier notin list: N Street name: HANOVER | the attestation form should be in Available
l:f:{:ame: JOHN 2::: Sﬁfﬁ‘inator' STREEL pocuments at the bottom of the page.
Middle name: C Apt./unit number:

Last name: CARTER Country: UNITED STAT

Generational 1D: State/provine=" —eCHUSETTS

Phone number: 617-740-2711 i e BOURNE

Fax number: 617-740-2711 Zip code: 02559 Click the view button
Medical license number: 456789

Case access: FAX SERVER mPhysiciarﬁ]ﬁEsii‘[yj[‘lg Info SO to bring up the Pdf

Check if signed on behalf of certifier: N Other Significant Conditions

Signed on behalf of by: Other signficant conditions contributing to death: HYPERTENSION; TYPE Il DIABETES MELLITUS; CIGARETTE
Certifier license number - general category: 4 SMOKING; CORONARY BYPASS SURGERY.
—To quickly scroll to Available Documents
. # File Name File BExt Date Created Wi
the bottom of a Records Details 1 Fax Attestation pdf 062312014 @
screen, click the [Ctrl]+[End] Cancel

e Check tab 1 —was there a nurse/physician assistant pronouncement performed? If yes,
check that the correct pronouncement form was attached, signed and dated. The
pronouncement form information should also match what was entered on tab 5A.

e Check tab 9 —is the certifier “FAX SERVER”? If so, check that the correct attestation form
was attached, signed and dated.

While VIP EDRS will check all fields for completeness and validity, there are still some types of things
you can look for:

e Are there any common spelling errors? VIP EDRS has a spell-checker for cause of death, but
it is optional. Other free-text fields, such as City/Town of Birth for foreign countries cannot
be validated by VIP EDRS. If you see many of these types of errors, encourage funeral
homes to use the Informant Verification form which allows informants to review the
information that will appear on a death certificate prior to submission.

e Should the death have been referred to the Medical Examiner? Check tab 6 to see if the
death was already referred and tab 7 for cause of death.

Press the Continue button at the bottom of the Records Action page to continue to the
Registration tabs.

Page 8 of 12 Questions? Contact the Registry at vip@state.ma.us or 617-740-2600



EDRS Death Registration for City and Town Clerks

Registration Tabs Overview
The registration tabs are limited to tabs

Documents " Recol View Certificate

Death — First name:PERCY Last name: VEER D8 death (mm/ddlyyyy): 07/23/2014

1 (Decedent Info), 11 (Registration INfO) | Fosceaentme] s xesssston ol 53 vecorg Ao
and 12 (Record Actions).

= Click on the link at the top of
EALL the page to review the attached
|42Er Documents, the Record Details

[VEER

T

On tab 1, you will now be better able to

see whether the decedent’s social Page, or to View Certificate to

. - see a preview of the death
security number was verified. (On P

certificate.
L —

07/23/1954

No, 2

Check whether SSN was verified.

Records Details, you see only a code).
If the SSN Verification Status is not
“Verified,” you may want to discuss

999-09-0099

Select

with the funeral home, to see if the
record should be returned for a
correction prior to registration. Once

registered, any changes will need to be made following the formal amendment process.

Proceed to tab 11, if you are ready to register the record; or to tab 12 if you want to return this
record to the funeral home, or add a comment.

Return a Record to the Funeral Home
If you find incomplete or incorrect information, you may need to send the record back to the funeral
home (where the record can be returned to the medical certifier if necessary).

To do this, skip to Tab 12: Record Actions. Select the Check if you need to return the record
checkbox. Use the tab key to access the New Comments field and explain the reason that the record
needs to be returned.

Info] [11

= 77| [12 Record Actions|

THE DECEDENT MAY, IN FACT, BE A RABBI -
!
1 SERSREEIRESS—— £s»_»».».».».~.’,

Checking the return record box
enables the New Comments field
where you enter in reasons for
the change. Tab out of the New
comments field to ® Check when

new comments are complete.

07/03/2014 User ID: 459 Started record

07/03/2014 User ID: 459 Transferred case to CHAPMAN, COLE &
GLEASON FUNERAL HOMES FALMOUTH DP FALMOUTH
07/03/2014 User ID: 459 Transferred case to CHAPMAN, COLE &
GLEASON FUNERAL HOMES FALMOUTH DP FALMOUTH
07/03/2014 User ID: 459 Assigned case to JOHN C CARTER 456789
07/03/2014 User ID: 459 Transferred case to CHAPMAN, COLE &
GLEASON FUNERAL HOMES FALMOUTH DP FALMOUTH
07/03/2014 User ID: 459 Checked ready to certify

07/03/2014 User ID: 459 Certified MI

Questions? Contact the Registry at vip@state.ma.us or 617-740-2600 Page 9 of 12
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Registration Info Tab

Use the tab key to leave the New Comments field, and select the Check when new comments are
complete checkbox.

Click Finish. When you save, this record will be removed from your queues and will appear in the
designated funeral home’s work queues for correction. Once corrected, the record will be released
to the burial agent to notify them of the change. After the burial agent releases the record for
registration, the record will again appear in your registration queue. Records History on the Record
Actions tab, will keep track of the movement of the record.

Click Finish at the bottom of the " previous J[_ next | [ Finish ][ Cancel ]
screen that you are working on.

Registration Info tab
When a record is reviewed, complete and ready to register, you will go to the Tab 11: Registration
Info tab on the record.

Here, you select “Yes” for Ready to register record. Selecting “Yes” will enable the City/Town of
Occurrence section and fields to become active. Enter information into the fields.

1 Decedent Infol [11 Registration Info] [12 Record Actions

Selecting “Yes” will
enable registration fields.
Select the current Clerk. Usually
typing the first letter of the first
name will be sufficient. Then

[Tab] key to move to next field.

Enter the Registration
number, [Tab] out and
enter the Date of

_ record. Volume and

Automatic ~

. Select
Page are optional.

| Gneckioaclmovedge notfeaion f s amendnent.

Page 10 of 12 Questions? Contact the Registry at vip@state.ma.us or 617-740-2600



EDRS Death Registration for City and Town Clerks

The Clerk name, Registration number, and Date of record are required fields. EDRS will give you a
warning if you forget to enter information into these fields for Registration

A Please Note

Registration date must be entered when registering a record. If you are not ready to register this record,change Ready to register this record to No or click the Cancel
button.

Death — First name:PETER Last name:COTTONTAIL Date of death (mm/ddlyyyy):07/02/2014

1 Decedent Info| |11 Registration Info|[12 Record Actions|
General Registration Information City/Town of Residence Registration Info

Ready to register this record? Cityown clerkiregistrar [ Select s

Ciata gl v onnann

Once you have entered in all the information, click the Finish button. This will result in a Successful
Transaction page, where you will have the option to Print an archival copy of your record as you
have processed it through registration.

When you return to your work queues, you will notice that the record is no longer listed in your
Register queue. The record is now available to the Clerk of Residence (if applicable) and the Registry.

Successful Transaction
. . . . . Your transaction has been saved successfully.
Once you pressed Finish, you will have the option to print
. . Record Details
an Archival Copy of the record that you have registered. e st SR
Decedent's last name COTTONTAIL
. . . State file number 000100
When printing from the Successful Transaction page, EDRS Date of death 07/02/2014
. . . . Medical information status Certified
will display a Generate Document button. Clicking on Personal information status Complete
Generate Document will load a PDF document that you will Print Confirmation
print from the Adobe Acrobat print e st R e e e
. @ Print Fax Cover Sheet:
function. Print Archival Copy © Skip this print option:
. . . @ Print Archival Copy:
Most users will find the prlnt [ Generate Document l ) Skip this print option:
function within Adobe Acrobat l T

TPREGNANT WITHIN T

on a navigation bar at the top of

the page or by hovering the ANC CARTER, MD

cursor near the bottom of the L CERTFER NRIATIN- ACDRESS
page.

These records are

residence communi
Records that have been registered by the Clerk of

Occurrence will appear in the Register
gueue for the Clerk of Residence (if the

. . . [ Death: Register (21) | [ Death: Vilster Amendment (4) BEE Zcept Records (1)
decedent died in a city or town that was Not  |[Seath: Accept Records (Res) (151 ] [ Death: Register (Res) ) )

copies awaiting
registration.

: : Description S_Even Datg_—Details  Action
his/her residence). CROWELL ELIZABETH 07/08/2014 Detals Process
JIMENEZ MELISSA 071082014 Detals Frocess

The process for registering the record as the
Clerk of Residence is the same, except that the fields that will be open for editing are City/Town of
Residence Registration Info. Residence communities may not return records to the funeral home.

Questions? Contact the Registry at vip@state.ma.us or 617-740-2600 Page 11 of 12
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Certified Copies

EDRS Death Registration for City and Town Clerks

Print Certified Copies
You may print certified copies of the death certificate for all registered records as either the Clerk of
occurrence or the Clerk of residence.

To print, use the menu path Death = Print = Certified Copies. Specify search criteria to find the
record. Select the record by clicking on the Details link. On the Record Details Page scroll to the
bottom of the page and click Continue. You will be asked to specify if the attestation and signature
should be printed at the bottom of the page.

[
|y Qegisty of Vol Reconds and Statisics | Staje Fife i 2013 000349
i CERTIFICATE OF DEATH |, 0y noma

Sex  FEMALR

Main -- Death -- Priint

Archival Copy | Certified Copy | Jerification Form | Preliminary Certifie A 8 VRS

SSN

Birthplace MANCHES TER-BY-THE-SEA, MASSACHUSEITS
213 E MARIONNETTA WAY, MASS ACHUSETTS 82571

Resultoffjury: NO
Tic# 456789

Lick 1842

Records List ( 1 Records found )

Last Name First Name Date of Death County of Death Date of Birth Sex Funeral Home: Pl Status M Status Reg Status{/ersio
ICOTTONTALPETER  07/02/2014  FRANKLIN 07/01/1955 M CHAPMAN, COLE & GLEASON FUNERAL ... Complete Cerffied  Registered,

DATE ISSUED:

1, the umdersigned, herety cert
5 o

i o it
cautialvitalrecords byformatinreposiory.

L@/ m:a/eam Gl

Cierk:
Torun of Warcham

Click on the Signature box to print the attestation and signature at the bottom of the Certified Copy.
If you do not want this printed, leave the checkbox blank. EDRS will load a PDF document that you
will print from the Adobe Acrobat print function (as described in the Archival Copy section).

Note that the certified copy is a two-sided form. The Registry of Vital Records and Statistics does
plan to print both sides of the form for each routine certified copy; however, the front side does
contain the statutorily required elements, and may be printed on its own, upon request.

Page 12 of 12 Questions? Contact the Registry at vip@state.ma.us or 617-740-2600



