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OVERVIEW

I. EDRS MISSION STATEMENT

Welcome to New Jersey Electronic Death Registration System.

Website

https://edrs.nj.gov

EDRS

EDRS is a secure system that provides a method for
electronically registering deaths. It allows medical professionals
and funeral homes to create, update and certify Death
Certificates.

Mission

The mission of the EDRS is to provide a seamless state-of-the
art, web-based electronic registration of death records within
New Jersey. The benefits include:

+ More efficient and timely processing of death records. As a
web application, EDRS is available to funeral home staff
with Internet access.

+ Higher data accuracy and reporting of required data items.
System edits will reduce errors and rejections.

+ Immediate access to revisions in Death Certificate form.
Information on the certificate can be changed at any time
prior to Local Registrar's acceptance of the form.

+ Expedited access to Certified Copies and data reporting.
Can order Certified Copies from EDRS.

- Ease in correcting errors. Can key over errors eliminating
white-outs and cross-outs.

Data exchange/integration with government agencies, e.g.
Social Security Administration (SSA). Interfaces with SSA to
validate SSNs and sends file of fact of death to SSA.

Training

The EDRS Training website is available at:

http://edrs-train.nj.gov
Contact the NJSFDA (1.800.734.3712) to obtain a training

ID and password for the EDRS Training website.
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OVERVIEW

Il. TECHNICAL REQUIREMENTS
The following are technical specifications for using NJ-EDRS:

ltem Standards Comments

Operating System Windows XP Other Windows versions, such as NT, 98, and 2003 will
be tested by DHSS. Macintosh, Linux, and older Windows
may work if latest browser is installed, but will not be
formally tested or supported.

Browser Internet Explorer 6+ Netscape, Firefox, Opera, or any other browser other
than Internet Explorer is not supported by EDRS.
Internet Explorer can be obtained from www.Microsoft.com.

Monitor Resolution 1024 x 768 Lower screen resolutions such as 800x600 will cause
real estate issues and will affect the usability of certain
functions within EDRS.

Connectivity DSL, Broadband, T1, etc. Dial-up should be fine without time outs, since we are
trying to limit screen size to 100K.

Hardware 256 MB RAM, DHSS will not be testing below this threshold.128MB RAM
1 GHz Processor and lower runs into difficulties on most commercial
websites.
Printer Laser Printer Must accept/produce both letter (8.5 x 11) and

legal (8.5 x 14) size documents.

Fax Machine Must accept/produce both letter (8.5 x 11) and
legal (8.5 x 14) size documents.

Speakers or Required to view Help Video Tutorials.
Headset
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GETTING STARTED

. FUNERAL HOME REQUIREMENTS

Each Funeral Home facility must be properly set up in order to use the New Jersey Electronic
Death Registration System.

« The name, address and location of the Funeral Home facility must be correct in EDRS.

EDRS uses the location information of the Funeral Home facility to identify the
municipality for Death Certificate filing (along with the location of death and place
of disposition).

In order to electronically file Death Certificates in the New Jersey Electronic Death
Registration System (EDRS), each Funeral Home facility must establish a Financial
Account within EDRS.

This EDRS Financial Account will be used for payment of Burial Permits,
Certified Copies of Death Certificates that are electronically ordered in EDRS,
mailing fees, etc.

Each Funeral Home facility will be assigned an Administrator User ID and Password.

There are three important roles for the Administrator.

— Verify that the Funeral Home facility name, address and location information is correct.

— Setup and maintain the EDRS Financial Account information.

— Associate licensed Funeral Directors and add new users to the EDRS Funeral Home
facility.

Administrator Account

1.

The Administrator is the only user account that can create and manage the
EDRS Financial Account information for the Funeral Home facility.

The Administrator is the only user account that can associate (or attach) licensed
Funeral Directors and add other users to the Funeral Home’s account.

Each Funeral Home facility must have at least one NJ licensed Funeral Director associated
with the Funeral Home facility in EDRS.

Funeral Homes with multiple facilities will have an Administrator User ID for each facility.

The Administrator is the only user account that can revise or update the complete name,
address and location of the Funeral Home facility in EDRS.

EDRS Training Guide for the Funeral Home 3



GETTING STARTED

Funeral Director Login

Each NJ licensed Funeral Director will be assigned a User ID and Password.

1.

A licensed Funeral Director cannot use EDRS without being associated with a
Funeral Home facility.

2. Alicensed Funeral Director can be associated with multiple Funeral Home facilities.

EDRS Financial Account

Each Funeral Home facility must have a designated bank account' that is used to transfer
money into the EDRS Financial Account for the Funeral Home facility.

IMPORTANT: It can take two to ten days for the EDRS Financial Account to be
verified by the system. Do not wait until the last minute to set up the EDRS
Financial Account. You will not be able to certify a Death Certificate or order
copies until the account is verified.

. The Administrator will set up the EDRS Financial Account and specify an initial deposit

into the EDRS Financial Account. A Minimum Balance figure and a Replenishment figure
will also be set up by the Administrator.

Whenever EDRS has to access your designated bank account for the initial deposit or any
Replenishment Amount, it is considered an ACH?’ transaction.

Whenever you certify a case in EDRS, the EDRS Financial Account will be debited for
the Burial Permit fee for that case.

When you order Certified Copies of the Death Certificate through EDRS, the actual debit
to the EDRS Financial Account will not occur until the Local Registrar issues the Certified
Copies of the Death Certificate.

EDRS will not allow a Funeral Home facility with a negative balance in their EDRS
Financial Account to receive Certified Copies of the Death Certificate.

To avoid any possible delay in processing cases at your Funeral Home facility, it is
important to establish a realistic Minimum Balance and Replenishment Amount for
your EDRS Financial Account.

1
Multiple-location funeral homes can use the same bank account to setup the EDRS Financial Account for each facility.

2
An ACH transaction is a highly reliable and efficient electronic funds transfer system for participating financial institutions.

4
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GETTING STARTED

Il. THE ROLE OF EACH EDRS USER

Role EDRS Menu Selection

+ Create and Manage the EDRS
Financial Account

+ Create and Manage Users

Funeral Home Administrator’ * Edit Case and View Case

+ Manage Medical Certification

+ Order Certified Copies

* Print Burial Permit

+ Update Profile

+ Create Case

+ Edit Case and View Case

+ Certify/Sign Case

+ Manage Medical Certification
Licensed Funeral Director - Order Certified Copies

* Print Burial Permit

+ Update Profile

+ Create Case

+ Edit Case and View Case
Funeral Home Clerk + Manage Medical Certification
+ Order Certified Copies

* Print Burial Permit

+ Update Profile

3
A Funeral Home Administrator can authorize administrator rights to a licensed Funeral Director account.
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GETTING STARTED

lll. USER ID AND PASSWORD CHANGES

Each user on EDRS will be assigned a User ID and Password.

1.

2.

Passwords are case sensitive.

If the Password consists of both upper case letters and lower case letters,
it must be typed exactly the same way when logging into EDRS.

The first time a user logs into EDRS, they will have to change the Password initially
issued by EDRS. This is a security feature.

Users can change their Passwords as often as necessary to ensure security by
using the Update Profile menu option.

Funeral Homes may want to issue procedures for changing passwords on a frequent
basis in order to establish security guidelines within the Funeral Home.
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GETTING STARTED

Srave oF New JErsey “}\x"&fz
DerarTMENT OF HEALTH AND SENIOR SERVICES =

NI-EDRS

The Electronic Death Registration System (EDRS), provides a secure method for electronically
creating, updating and certifying death certificates,

Getting Started Login
= Register as a new user User name | |
= Obtain Forms Password | |
= Learn more about EDRS B

Need Login Assistance? Forgot user name?

Forgot password?
Register as a new user

Services

= Validate Burial Permits

If you have problems executing any of the functionality in the Electronic
Death Registration System, please contact the OITS Help Desk via email
at helpdesk@doh.state.nj.us or call 866-668-3788,

About EDRS Contact Us Disclaimer Statement Forms Help

This systern |5 restricted to suthorized users, Random audits are routinely performed
Copyright @ 2004-2007 NJDHSS. All Rights Reserved.
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 The Password is case sensitive.

+ If the Password consists of both upper case letters and

lower case letters, it must be typed exactly the same way
when logging into EDRS.

o J
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GETTING STARTED

IV. LOGGING INTO EDRS

Each licensed Funeral Director will be assigned a User ID and Password.
There are four important roles for the licensed Funeral Director.

« Completing the Personal Info section of the electronic Death Certificate
« Certifying/Signing the electronic Death Certificate and ordering copies
+ Managing the Medical Certification

* Printing a Burial Permit

STEPS to Log into EDRS

1. Connect to the Internet and access your Internet web browser.
(As specified by your Internet Service Provider).

2. Type the EDRS website https://edrs.nj.gov into the address bar of your Internet web
browser and press the Enter key.
a. The NJ Electronic Death Registration System Login screen will display.

3. Move to User Name and type in your User ID.

4. Move to Password and type in your Password.

5. Click Login.

a. The system will verify your User ID and Password.
b. If everything is correct, you will be given access to the EDRS program.
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GETTING STARTED

StaTe oF NEw JERSEY Qiﬁfz{"
El
DEerarRTMENT OF HEALTH AND SENIOR SERVICES -

NI-EDRS - Training

Facility
Select a Fadility [ Kutch Funeral Home
Hamns Fyneral Horme
About EDRS Contact Us Disclaimer Statement Forms Help

This system iz restricted to authorized users, Random audits are routinely performed
Copyright @ 2004-2006 MIDHSS, All Rights Reserved,

StaTE 0F NEwW JERSEY ; \'&\‘VZ:&
DEePARTMENT OF HEALTH AND SENIOR SERVICES T

NI-EDRS - Training

Public health reporting mandated by State law is not changed by HIPAA, Pursuant to K.J.5.A., the reporting and
cornpletion of vital record forms, specifically birth, death, and martiage continues under HIP&A 164.512 (a) and (b) (1),
Although these docurments may contain medical history these documents are not considered medical records, The data
collected are utilized by the State in reqistering the event that has occurred and monitoring the factors involved in the
event and for statistical reporting as allowed by State statute and regulation. ;

Federal and State rules and laws strictl\,r prohibit the unauthorized collection, use, and disclosure of protected infarmation
of the decedent which includes but is not limited to Legal Mame, Social Security Nurmber, and residence information.

To protect the confidentially of inforrnation and integrity of the protective measure designed into this system, all users are
advised that Unauthonized use of this system s prohibifed by Title 18 of the United States Code. Reverse engineering,
deciphering, or any other attempt to produce nonexecutable forms of this program is not authorized and may be
prohibited by federal and state laws. In addition, this software may process data protected by federal and state laws. Do
not share access to or data fror this system unless done under duly established procedures ar written authorization of a
competent authority. Information regarding unauthorized use of this software or access to protected data will be referred
to the Federal Bureau of Investigation and the United States Department of Justice for prosecution, Penalties for
unauthorized/inappropriate use may include termination, fine and or imprisonment, or may result in civil action. Please do
not attempt to log on if you are not an authorized user.

I agree to adhere to the preceding statements and policies.
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GETTING STARTED

Select Facility Screen

If you are associated with more than one Funeral Home facility, the Select Facility screen will
display. This screen will not display if you are only associated with one facility.

STEPS to Access a Facility

1. Click on the Facility name that you need to access.
a. Be sure to select the correct Funeral Home facility.
b. The Funeral Home name and address that prints on the Death Certificate
and Burial Permit is controlled by the facility you select on this screen.

2. Click Submit after clicking on the correct Funeral Home facility name.

Confidentiality Statements

1. The first time you log into the system, a Confidentiality Statement screen will display.
+ Review the HIPAA Policy Statement.
+ Review the SSA Privacy Act Statement.
* Review the NJ-DHSS Confidentiality Statement.

2. If you are in agreement with the Confidentiality Statements, click the box
next to the | agree to adhere certification.
a. If you do not check this box, you will not be able to proceed into EDRS.
The Continue button will be disabled.
b. Once you check the | agree to adhere certification, the Continue button
will become activated.

3. Click Continue to proceed into EDRS.
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GETTING STARTED

Mame Jane Dioe
Address 215 Grand St
Trenton, M1, 08611-2503 US

Confitmy Current Password I:I
Re-enter Mew Password I:I

Secret Question | |

Answer to Fecret Question | |

Preferred tethod to be Contacted

I

Email Address

jfkutch@att.net |

Confirm Email Address

Office Phone [ | ext. | |
Fan L[|
Cell/Mobile Phone L ]
Pager LI | ext. | |

[ Register with EDRS | ]

~
)

+ Be sure to write down the new Password and keep it in a safe place.

+ Write the Password exactly as you typed it, including upper and lower case
letters and any numbers.

-
o

12
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GETTING STARTED

Password Change

The first time you log into EDRS, you will be asked to change your Password.
This is a security feature.

It is important to note that passwords are case sensitive and must be kept in a safe place.
STEPS for Changing Your Password
1. Move to Confirm Current Password and type in your current Password.

2. Move to Enter New Password and type in your new Password.
a. The new password will not appear on the screen.
b. Passwords must be at least 6 alphanumeric characters.
c. Passwords must have at least one numeric character.
d. Be careful how you type the password since you are not
able to see it on the screen.

3. Move to Re-enter New Password and retype your new Password.

4. Move to Secret Question and type a question that will be used by EDRS.
This question will be used as verification if you have to contact the Help Desk.

5. Move to Answer to Secret Question and type the answer to the question.
6. Move to Contact Information.
7. Click the down arrow on Preferred Method to be Contacted and select the method of

contact that EDRS should use to communicate with you.
a. The selections available are Cell Phone, Email, Fax, Office Phone and Pager.

8. Move to the Email fields and type in and confirm your email address.

9. Click Register with EDRS and the Welcome screen will display.

EDRS Training Guide for the Funeral Home 13



GETTING STARTED

Welcome |
r o Do:
Training
Welcome
Create Case 000708 Tester Faxing 05/11/2007 Male 100 Personal Pending FD 20-  Edit
Find Case ' P i @ (15/03/2007 Female Personal Pending, Medical Edit
- 1000699 Jane Doe 05/03/2007 Male Personal Pending, Medical Edit
s 1000687 Bobby Tomson 10/11/2006 Male 106 20060000105  Filed Print BP
Update Profile 1000683 John Pieter Smithson 03/22/2007 Male 97 20070000203 Filed Print BP
Select Facility P T T ST oy, 03/23/2007 Male 107 Personal Ready to be Sign
m Recently accessed cases:
1000701 Jane Doeford 05/03/2007 Female 44 Personal 05/03/2007 Designate
03/23/2007 Male 107 20070000204  Filed 03/29/2007 Filed Case
1000679 John Pieter Smithson 03/22/2007 Male 107 20070000202  Filed 03/28/2007 Filed Case
1000337 James 3 Burke 08/13/2005 Male 44 Mercer County Medical 343 1 Accepted  05/04/2007 Approve
About EDRS Contact Us Disclaimer Statement Forms Help

This system is restricted to authorized users. Random audits are routinely performed

Copyright @ 2004-2006 NJDHSS. All Rights Reserved.
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GETTING STARTED

V. THE WELCOME SCREEN

The Welcome screen is the homepage. It is the default screen that displays once a user logs
into EDRS. The cases listed on the Welcome screen are only applicable to the current
Funeral Home facility selected by the user.

The Welcome screen contains three sections.

The EDRS Main Menu (located on the left side of the screen)

+ You will use the EDRS MENU system to access different functions or modules
of the system.

To Do List

+ Cases that have a pending action for the Funeral Home facility will display on
the To Do list.

+ Users, in most cases, share the same To Do list if they are within the same
Funeral Home facility and have the same roles.

+ The Action column displays the function that needs to be performed on the case.

Recently Accessed Cases

+ Cases that have been recently processed appear on the Recently Accessed Cases list
for future reference and monitoring of its progress.

+ The Action column displays the last function performed on the case.

+ The date the function was performed displays in the Date of Action column.

STEPS to Use Functions on the Welcome Screen
1. To access an EDRS Menu option, click on the specific option.

2. To open a case in the To Do or Recently Accessed Cases section,
click the Case ID number.
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GETTING STARTED

Training Unsignad, View Case
Hanna Funeral Home Take Case
Syneie Sanh 05/03/2007 Medical Certifier  Uncertified Edt Case
s Jane Doesmith Medical Facility oicete
Reparts Wanage mllea! Certificatfin
Update Profile County, Municipality  Mercer, Hamilton Twp. :f'::;:":‘: )
i al Pel
Select Facility
Logout Medical § Refer to ME
Drop to Paper
Release Case
[ross case | o8/03/2007 1014 an T s
About EDRS Contact Us Di St it Forms Help
This system is restricted to authorized users, Random audits are routinely performed
Copyright @ 2004-2006 NIDHSS, All Rights Reserved.
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GETTING STARTED

Vi. OPEN CASE

The Case ID Heading Bar

+ This section of the case screen displays the decedent’s name and date of death.
It also displays the name of the current user logged in and the Funeral Home facility
selected.

« Check the Funeral Home facility name to ensure that you are using the correct facility.

Case Summary or Details Section

«  When you open a case, the case Summary screen will display. The Summary screen
provides an overview of the Case Details, the present Case Status and a list of
significant Events that have occurred on the case.

« The Case Status section is helpful when checking whether a case was accepted by
the Local Registrar, the personal info section was completed or whether medical
information was submitted by the doctor, etc.

+  The Events section provides a quick snapshot not only of main events/functions that
were performed on the case, but it also identifies the user who accessed the case.
Actions Menu

+ The Actions Menu displays specific actions that can be performed on the open case.
The Actions Menu is only accessible from the Summary tab. Depending on your role
and case status, certain actions may be enabled or disabled for use.

VIl. CLOSE CASE

« EDRS does not have a Close Case function. When you are finished with a case,
click Welcome on the EDRS Menu to return to the Welcome homepage.

« A Save button is located on the Death Certificate screen to save information that
has been typed on the form.
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Create Case
NI EDRS e ——

Training :
Welcome * &l fields, excluding Middle Name and Suffix, are required.

Create Case

Find Case Fiethans |

Reports Middle Name | |
Update Profile Last Name | |
Select Facility Suffi

Logourt Sex T|

County of Death Select County | &

Municipality of Death | Select Municipality v |9

Date OFf Death Select. Month Select Cay
Tear Month Day
About EDRS Contact Us Digclaimer Statement Forms Help

This spstem is rastricted to authorized users, Randam audits are routinely performed
Copyright @ 2004-2006 MIDHSS, All Rights Reserved,

« All fields, excluding Middle Name and Suffix, are required before you
can proceed.

+ A Warning Message will display if the full Date of Death is not within the
past seven (7) days.

* The Reset button on the Create Case screen will remove all data
entered in the fields.

+ Each case is assigned a Case ID number. Keep this number in a log
to keep track of all active cases on EDRS.

20
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

. CREATING A CASE
The Create Case menu option is used to start the process for completing an electronic
Death Certificate.

The Create Case function will use the data you enter to first search for any existing cases
that have already been started in EDRS.

+ The system automatically checks to make sure that duplicate Death Certificates
are not being created for a deceased individual.

+ This function avoids duplication in the system. A medical professional could have
started a case in EDRS for the deceased before your Funeral Home started the process.

+ All information entered on the Create Case screen will automatically be transferred to
the proper fields on the Death Certificate screens, if a record does not already exist.
STEPS to Create a Case

1. Click on Create Case.
Use the Tab key to move from field to field.

2. Move to First Name and type the deceased’s first name.
3. Move to Last Name and complete accordingly.

4. Click the down arrow on Sex and select Male, Female or Unknown.

5. Click the down arrow on County of Death and select the County.
6. Click the down arrow on Municipality of Death and select the Municipality.

7. Move to Date of Death and type the year in which the death occurred.
Click the down arrow on Month and Day to select the correct month and day of death.

8. Click Submit.
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Matches Found

uliple matches found.

(i1000719  Jane Doeman 05/28/2007 Fernale Hamilton Twp., Mercer  Hanna Funeral Haorme

F Choose Case i[ Ignore Matches ]

.:Iil:;ul.rt EDRS Contact Us Disclaimer Statement Forms Help

This system iz restricted to authorized users, Random audits are routinely performed
Copyright @ 2004-2006 MIDHSS, all Rights Reserved,
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

STEPS to Create a Case (cont.)
After clicking Submit...

9. The system will begin to search for any records that match the data you entered.
a. If no matching records exist, the Electronic Death Certificate screen will display.

i.  You can begin to complete the Death Certificate.
ii. Write the Case ID number in your Case Log.

b. If a record does exist that closely matches the data you entered, a screen will
display listing the matches that have been found.

i. If no name on the list matches the deceased’s information, click lgnore Matches.
+ The Electronic Death Certificate screen will display. You can begin to complete
the Death Certificate. Write the Case ID number in your Case Log.
ii. If a name appears that matches the deceased’s information, click the round button
in front of the name to select that case. Then click Choose Case.
+ The Electronic Death Certificate screen will display. You can begin to complete
the Death Certificate. Write the Case ID number in your Case Log.
iii. If this record was previously activated by another Funeral Home, you will not be
able to access the record.
+ Contact the Funeral Home of record. That Funeral Home will have to Release
this record before you can access it.
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

| “Welcome

“Summary || "IIC-'F.onh-” Funeral Director 1-16 || Funeral Director 20-25 || Trade Call

| Notes Events |

NJ-EDRS

Logout

Training I—_
- Wel.c::ll.'n\e ‘la_.-N\a_me | ; :
Create Case First Name ‘Middle Name LastName
Find Case | | | | | |
Reports |
" | add alias
‘Hpdate Profile =
Select Facility 2. Sex Limb Only 3. Social Security Number SSA Yerification Status
] | || Pending v| 56N Verification Not Sent / Pending

5. Date of Birth 4a-c. Age

| || Select Maonth V| | Select Day V| l:“ 'ﬂ

"l"ear_ ~ Month IJ;aU

6. Birth Place

Country | V| state o tity | |

.Counhﬂy |

'7.1_:.'City/To_g_m'l | |

7. Inside City Limits o]

w 7b Countv Select CoL.an W

|
el ||

#a. Ever in. .m'med Flm:es

Died on Active Du‘ty"

9. Domestic Status at Time of Death

[ el
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Il. ENTERING DATA ON THE ELECTRONIC DEATH CERTIFICATE

Fields 1-16 and 20-25 are the same fields that exist on the paper Death Certificate.
EDRS uses the latest Jan 07 Reg-18 form.

Moving Around the DC Form

Use the Tab key to move from field to field.

Click the down arrow to view a list of choices in a field.

Certain fields on the screen are interactive fields. Depending on what you select,

additional fields may appear; certain fields may be removed from the screen; or

the name and size of certain fields may change.

The Social Security Number field is used by the Social Security Administration.

After completing fields 1-16, EDRS will submit the SSN to the Social Security Administration
for verification. A message will appear next to the SSN detailing the verification status.

If incorrect information is entered in a field, a warning message will appear in red at the top
of the screen advising you to correct the information.

Be sure to click Save after completing information on each Death Certificate screen.
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Weliome | Sunniary " DC Form || Funeral Directer 1-16 || Funeral Divector 20-25 || Trade Call || Motes || Evenks |
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Limb Only 2. Social Security Mumber:
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8b. hame of war

Married but separated
Wicowed

Divorced
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HNot obtainasle

Civil Lnion arkner

Civil Lnion Jissolved
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Last Name
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If Other |

Flale

Zip Cudde

14. Method of Dispositien If Other |
15. Mame of Mace of Dizposition | |
16. Disposition Location
Lountry State Lounty Lty lown
v | Select County (W |
wut EDRS Contact Us Dizclaimer Statement Forms Help
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Decedent’s Personal Information Section

Most fields from 1-16 are self-explanatory. As funeral directors, you are quite familiar
with the type of information to enter in these fields. Below is a list of the fields that require
further clarification on their use in EDRS.

Field Name Comments
Click Add Alias if the deceased was known by another name.
+ Additional fields will display to allow you to type another name
Add Alias for the deceased.

+ Do not include nicknames or spelling variations of the first name.
* You can click Remove Row to delete this information.

Social Security Number

Type the SSN in this field. Once you leave the SSN field, the number will
be transmitted to the Social Security Administration for verification.
+ If the SSN is unknown, or if the family does not provide the information,
click the down arrow on the box below the SSN field. You will be able to
select None, Unknown, or Not Obtainable from the list.
+ Social Security Notification Form 721 does not have to be forwarded
to Social Security Administration if the information was successfully
verified through EDRS.

Date of Birth

+ A selection for Unknown is available for the Month, Day and Age fields.
« The Year field can be left blank.
+ Be sure to make a selection in the box next to Age (Years, Months, etc.)
otherwise an age error message will display.
+ Fetal Deaths are handled by the paper Fetal Death Certificate and
are not handled in EDRS at this time.

Inside City Limits

« If the deceased’s residence state is New Jersey, the Inside City Limits
field will automatically be marked as Yes. You will not be able to change
this field.

Armed Forces

Click the down arrow on Armed Forces to select Yes or No for the deceased’s
military service.
« If Yes is selected, additional fields will display: Died on Active Duty,
War Name and Dates of War.
* You can type just the Year if that is the only information you have.
+ These fields can be left blank if you do not have access to the information.
« If No or Unknown is selected, the additional fields will not display.
+ The field Died on Active Duty will automatically be marked as No.
You will not be able to change this field.

Domestic Status at Time
of Death

Click the down arrow on Domestic Status to select one of the choices.
Note that fields will change depending upon the selection.
+ Civil Unions can only be used with deaths that occurred after
February 19, 2007.

Informant’s Relationship
to Decedent

When Other is selected as the Relationship type, the If Other field must be
completed. (Example: Friend)

Method of Disposition

When Other is selected as the Method of Disposition, the If Other field must be
completed.
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Weloome || Summary | OC Forme || Funeral Director 1-16 || Funcral Director 20-25 || Trade Call || Mates

Events |

@) Fought but unknovm () Not obtainable ) Refused
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Filipino |_| Japanese
Kurean [ viemamese

Other Asian [Spedify) ”

Hative Havaiian |:| Guamanlan or Chamorrs

Samoan

Othar Dacific Ielander (Spacify) | | |

-Other (Spedfy) | ” |

o W W E (R R

Done

[21. Decedent of Hizpanic 06 |

) Unknorn if Sponish /Iliaponic/Lotine ) Hot Obtainable (| Refurcd

Mo, Yot Spanish.?Hiq)anic.f;Laiind

Yes, Mexican. Mexican American. Chicano

YTes, Puerte Rican =

ad
O
O
[l Yes Cubas
O
O

BluatonandOccupation
20, Decedent Education | 'V'l

Tes, Other Spanksh /Hispa
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Done
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Supyright @ 2002-2306 HIDHSE, All Righ.s Feszrvald,
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

Demographic Information Section

Note — the fields on this screen are not numbered sequentially.
The information will print in the appropriate spaces on the Death Certificate.

Field Name

Comments

Race Information

Complete this section to the best of your ability based on the information provided
by the informant. You can place checkmarks on multiple races, if applicable.
In the event the informant does not provide race information on the
deceased, click the round button next to one of the following selections:
Sought but unknown; Not Obtainable; Refused.
If the informant provides information, click on the box next to the
race you want to select. A checkmark will appear.
Done: You must click on the round button next to Done when you
have completed the Race Information.
The system will not let you proceed until you have clicked on the
Done button.

Decedent of
Hispanic Origin

Based on the informant’s response, select the description that best
identifies the decedent’s ethnic identity. If you are unable to check a
smgle ethnic identity, check all that apply.
In the event the informant does not provide this information on the
deceased, click the round button next to one of the following
selections: Unknown if Spanish/Hispanic/Latino; Not Obtainable; Refused.
Done: You must click on the round button next to Done when
you have completed the Hispanic Origin Information.
The system will not let you proceed until you have clicked on the
Done button.

Occupation

The Occupation section will not display if the deceased is under
the age of 14.

Employer Name and Address are not required fields.

The Employer Name and Address fields can be left blank if the
information is unknown, or if there is no employment history.

Funeral Home and Licensee Information

EDRS automatically enters the data to complete the name and address of the Funeral Home
facility, along with the signature and license number of the Licensee (Fields 17-19). The user
will not have the ability to change this information.

The information will display on the Certify screen and will print on the Death Certificate form.

+ EDRS prints the data for the Funeral Home facility based on the facility selected by the user.
+ EDRS prints the data for the Licensee based on the Licensee’s User ID.

If this information is incorrect, you must contact your Administrator.
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14, Method of Disposition | Burial 'V.| _-.I.F.:l_:l.'ﬂjerl |
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ut EDRS Contact Us Disclaimer Statement Forms Help
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Copyright @ 2004-2006 MIDHSS, All Rights Reserved,
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Data saved with errors.

= Enter a 9-digit value into field 3 Social Security Number or indicate that the value is "Unknown’, "Not Obtainable’, or the
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= Select a valid country value in field 16. Disposition Location: Country.
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

lll. SAVING DATA

It is important to save the data that has been entered on the electronic Death Certificate.
+ You can save a partially completed Death Certificate and have it available

to finish at a later time.
- EDRS will validate the data in each field to make sure that the required fields

are completed.

STEPS to Save Data on the Electronic Death Certificate

1. Click Save located at the bottom of each Death Certificate screen once you have finished
entering data into the fields.
a. If you do not click Save on the page and try to move onto another portion of EDRS,
the data WILL NOT be saved.
b. When you click Save, EDRS validates the data in each field.
c. If there are any errors, EDRS will list the errors in red at the top of the page.

2. Correct any errors and click Save again.
a. You can correct the errors at a later time, if necessary.
b. If you plan to finish the certificate at a later time, click Welcome on the EDRS Menu
after clicking Save.
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1000400
.

| Velcomia || Summary ” DL Form ” Funeral Oivector 1-16 | Funeral Director 20-25 || Trade Call || Certify || Motes || Evenks |

NI-EDRS
Training
Welcome File Neath Carfificate with Select Municipality [+

Create Case

17. Funeral Home Hanina Fumeral Fome

Find Case.

Signature Release
[7] 1 affirm under penalty of perjury the Following:

1] I am the authorized, icensed funeral directsr listed aboue.
211 have accurately comp d all areas requiring my

Street Address 146 E 24D Ave
Reports City Roselle State [NJ Zip 07203-1202
Update Profile 1%. MName of Funeral Lirector dohn winston Srith L1 1. License | J:10USYE
elgetaciig Once the case has been submitted to the Local registear through CORS, appropriate fees will be debited
Logout feam ynur FRRS arcnnnts

p on this cortificate, 1

Virw Casp
Talcr Casm

3] I authorize my electrenic signabure to appear on the printed Death Certificate generated from the EORS.
Fanage edcal Cerlification
Certity cCrder Zopies
Prin: Burial “ermit
BDOUR EUHS Lontact Us Uisclimer Statement Forms

Ihis system 15 restricted to autherized Jsers, Kandom zudits are routinely perforn Befer o ME
Cesyrght @ 2004-2008 MIZHES. All Rights Resarvad.

Crop to Paper
Release Case
Ahandnn Case

Death Certificate.

printed on the Death Certificate.

+ Before you Certify/Sign the case, click on the DC Form tab to proofread the

+ Before you Certify/Sign the case, click on the Trade Call tab if you need to enter
an out-of-state Funeral Home Name and Address for the Death Certificate.

« The licensed Funeral Director who certifies the case is the one whose name is

+ If the physician participates and electronically completes the medical portion of
the case in EDRS, the Death Certificate will automatically be submitted to the
Local Registrar upon completion of the Certify/Sign screen for the Funeral
Director and the Certify/Sign screen for the Medical Certifier.

~

)
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COMPLETING AN ELECTRONIC DEATH CERTIFICATE

IV. CERTIFY/SIGNING THE DEATH CERTIFICATE

Once you have completed the Death Certificate, you need to Certify/Sign the case.
You will not be able to Certify/Sign a Death Certificate until you have saved both
screens of the Death Certificate. The Certify tab will not display until all errors
and/or required fields are finalized.

Proofread the Death Certificate before you Certify.

STEPS to Certify the Death Certificate

1.

Open the case and click the Sign Case function on the Actions Menu.
a. You can click the Certify tab if the case is already open.
b. The Certify screen will display.

Click the down arrow on Select Municipality to view a list of Registrar offices.
Click the Registrar office where the Death Certificate should be filed.

The Funeral Home name and address, along with the name and license of

the Funeral Director, will appear on the Certify screen.

a. Make sure the proper information appears. If the information is incorrect, notify
the Administrator and update your EDRS user profile.

Review the Signature Release Statements.

a. Click the box next to I affirm if all statements listed are correct.

b. The Certify button will become active once you place the checkmark in the
| affirm statement box.

Click Certify.

The screen will return to the case Summary screen.
a. A confirmation message will display stating that the case has been successfully signed.
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TrRADE CALL AND NOTES

Feneral Disector 1-16 || Funaral Diractor28-25 || Trade Call | Certify || Notes || Events |

In the boxes below, enter the information for the out of state Funeral Home that will be the Funeral Home of record, Your funeral home is still

Srasts Cosn: responsible for all financial obligations related to EDRS, as well as facilitating the approved DC Form and appropriate Burial/Transit Permit.
Find Case
Reports |
Update Profile
Select Facility
Logout
Gomey [ v sew [ ¥ aw| | | |
Cancel Trade Call
About EDRS Contact Us Disclaimer Statement Forms Help

This system is restricted to authorized users, Random audits are routinely performed
Copyright @ 2004-2006 MIDHSS. All Rights Reserved.

+ The Funeral Home information entered on the Trade Call screen
will print on the Death Certificate. This information will print in field 17.

+ The logged-in NJ Funeral Director’s signature and licensee number
will print on the Death Certificate in fields 18 and 19.

+ It is important to note that the logged-in Funeral Home facility is responsible
for all financial obligations related to EDRS (permit and copy fees).

)
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I. RECORDING A TRADE CALL

In the event you are completing a Death Certificate for an out-of-state Funeral Home, you
need to complete the Trade Call screen. The Funeral Home entered on the Trade Call
screen will become the Funeral Home of record on the Death Certificate.

The information entered on this screen for the out-of-state Funeral Home will print on the
Death Certificate that is filed with the Local Registrar. Be careful to use correct spelling and
the proper name of the Funeral Home.

Complete the Trade Call screen before you Certify the Death Certificate.

STEPS to Enter Data on the Trade Call Screen
1. Type the Name of Funeral Home and Address with correct spelling and capitalization.

2. Click the down arrow next to Country and State to select accordingly.
The only selections under Country are US, Canada, Other and Unknown.
a. If Canada is selected, the State field will change to Provinces.
A list of Canadian Provinces will appear on a drop-down list instead of States.

3. Move to City and Zip Code and type in the remaining address information
for this Funeral Home.

4. Click Submit to save the trade call information and submit the data onto the electronic
Death Certificate.
a. If the information on this screen is incorrect, or the trade call arrangement is changed,
click on Cancel Trade Call.
b. The information entered on the Trade Call screen will be deleted from the electronic
Death Certificate if you cancel the trade call.

EDRS Training Guide for the Funeral Home

37
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Welcome fdd Nots

oporte 5/29/2007 17:07 John Smith

About EDRS Contact Us Di Forms Help

This system is restricted to authorized users. Random audits are routinely performad
Copyright @ 2004-2006 NIDHSS, All Rights Reserved.
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Il. USING THE NOTES SCREEN

The Notes screen allows you to enter information that may be pertinent to recording this
Death Certificate.

+ All users of EDRS will be able to view the Notes entered on this case.
+ The Note will display the date and time it was created.

+ The Note will also display the author’s name.

« All users of EDRS have the ability to enter Notes on a case.

* Notes will not display on the printed Death Certificate.

IMPORTANT: Once a Note is added to the case, it cannot be deleted.

STEPS to Enter Data on the Notes Screen
1. Click on the Notes tab.

2. Click Add Note on the Notes screen.
a. A blank box will display to enter the Note.

3. Type the information in the blank box.
a. Remember that all EDRS users will be able to view the Note once it is saved.

4. Click Save.
a. The Note will list on the Notes screen.
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bhriins NJ DHSS (OITS and FSD) System Process 03/29/2007 23:50
Create Case Hanna Funeral Home John Winston Smith 03/28/2007 11:51
T Tranton City Tranton L Registrar 03/28/2007 11:48
Trentan City Trenton L Registrar 03/28/2007 11:48

Reports Trenton City Trenton L Registrar 03/28/2007 11:48
Update Profile Dr. Roger PHYSICIAN James Binder 03/28/2007 11:47
- - Dr. Roger PHYSICIAN James Binder 03/28/2007 11:47
Select Facility Dr. Roger PHYSICIAN James Binder 03/28/2007 11:46
Logout Dr, Roger PHYSICIAN James Binder 03/28/2007 11:46
Dr. Roger PHYSICIAN James Binder 03/28/2007 11:45

Sign Case Funeral Home Hanna Funeral Home John Winston Smith 03/28/2007 11:41

Designate Physician for Notification Hanna Funeral Home John Winston Smith 03/28/2007 11:41

Update Personal Info Hanna Funeral Home John Winston Smith 03/28/2007 11:08

Update Personal Info Hanna Funeral Home John Winston Smith 03/28/2007 10:55

Update Personal Info Hanna Funeral Home John Winston Smith 03/28/2007 10:55

Update Personal Info Hanna Funeral Home John Winston Smith 03/28/2007 10:55

SSN Verification Request Hanna Funeral Home John Winston Smith 03/28/2007 10:54

Update Personal Info Hanna Funeral Home John Winston Smith 03/28/2007 10:54

Create Cl_w Hanna Fmor‘al-eri_t John Winston Srlli‘_th 03/28/2007 10:52

About EDRS

Contact Us

Disclaimer Statement

Forms Help

This systerm is restricted to suthorized users, Random sudits are routinely performed
Copyright @ 2004-2006 NIDHSS, all Rights Reserved.

40

EDRS Training Guide for the Funeral Home
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lll. THE EVENTS SCREEN

The Events screen contains a log of each event that occurred on a particular case.
* You are not able to enter data on this screen.
« The events are generated automatically by EDRS and cannot be changed by the user.

+ The screen identifies the Funeral Home facility, the User ID and the Date and
Time for each event.

« Even when the case is viewed and/or changed by the State, an entry will be logged
on the Events screen.

+ This screen is extremely helpful when you need to review the status of a particular case.

+ The Events screen can be used as a security measure on all cases.
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MANAGING THE MEDICAL CERTIFICATION

Find Case License |__ _|' Look Up i

5 Actions
w View Case
SR e Take Case

e =

Logout ; - . - _— - = —— Sign Case |
Notify: Designate the physician to this case and notify the physician through email. This option i si
registered in EDRS. lanage Medcal Ce n ]'
Offline: Designate the physicia [his option requires the funeral director to fax a de: gne(

O the physician to EDRS Deat] c i cate Print Burial Permit
(@) Designate without Action: Designate the selected physician to the case without taking any further £
Reler e
Drop to Paper =
Release Case —
About EDRS Contact Us Di Forms I
Abandon Case —

This system iz restricted to suthorized users. Random audits are routinely parform
Copyright @ 2004-2007 MIDHSS, All Rights Reserved.

4 )

+ A Death Certificate (with the Personal Info fields completed) can be printed if
the physician prefers to sign a completed Reg -18 Death Certificate Form.

» Click on the Print Death Certificate link located at the end of the Offline
Action sentence.

» Follow the instructions that display on the screen to print the Death
Certificate.
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MANAGING THE MEDICAL CERTIFICATION

The Managing Medical Certification function allows you to designate a physician for the
case. Whether registered with EDRS or not, you can identify the certifying physician on the
case and select one of three actions:

+ Notify: EDRS will automatically notify the certifying physician through email that
the case is available. This option is only available if the physician is registered in
EDRS.

+ Offline: This option should be used when the Funeral Home has a Death Certificate form
completed and signed by the physician. EDRS will generate a fax cover page with a bar
code for the Funeral Home facility. The Funeral Home facility will fax the cover sheet and
the signed Reg -18 into EDRS.

« Without Action: EDRS will record the certifying physician’s information on the record but
will not generate an email notification.

I. IDENTIFYING THE MEDICAL CERTIFIER

By License Number

You can enter the physician’s license number to quickly Look Up the full name of the
physician.

1. Open the case and click Manage Medical Certification on the Actions Menu.

2. Enter the license number of the physician who signed the Death Certificate in the
License Number field.
a. Enter as much of the number that appears on the Death Certificate.

3. Leave the other fields blank.

4. Click Look Up.
a. The Look Up button will be disabled (gray in color) as EDRS searches the
physician database.
b. A list of physicians will display.
c. Click Select next to the correct physician on the list.
d. The physician’s name will display in the fields.
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Look Up

Reports [ out of state physi
Update Profile
Select Facility
i Notify: Designate
registered in EDRS.

the physician to this case and notify the physician through email. This option i
5.
Offline: Designate the physician to the case. This option

T 24

the fi to fax a de: VTIE

O the physician to EDRS. Print Death Certificate ] Print Burial Permit

o Aok i Desinoi e swiectad iysican 0 e chse whioe takiog any it + SN

Refer fo ME
Drop to Paper
Release Case

About EDRS Contact Us Di Forms S
: - Case
This system is d to authorized users. Random audits are routinely perform

Copyright @ 2004-2007 NJDHSS. All Rights Reserved.
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MANAGING THE MEDICAL CERTIFICATION

By Last Name

If EDRS is unable to locate the physician by using the license number, clear all fields
and try searching by the last name.

1. If necessary, open the case and click Manage Medical Certification on the
Actions Menu.

2. Enter the last name of the physician who signed the Death Certificate in
the Last Name field.

3. Leave the other fields blank.

4. Click Look Up.

a.

b.
C.
d.

The Look Up button will be disabled (gray in color) as EDRS searches
the physician data base.

A list of physicians will display.

Click Select next to the correct physician on the list.

The physician’s name will display in the fields.

IMPORTANT: You can manually enter an out-of-state physician or a new physician
if the name is not in the EDRS database.
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Vielcome | Summary | Certification Method | Cover Sheet |

NI-EORS
Training

Welcome

P e To fax the medical certification to EDRS, follow these steps:

Find Case 1, Click the 'Print' button above to print this shest.

Reports 2, Follow the instructions on the printed cover sheet,

el S e e e T e e S T e e i o
Select Facility

Logout

HEW JERSEY DEPARTMENT OF HEALTH AND SENIOR SERVICES

EDRS - Death Certification Information FAX Cover Sheet

EDRSCASE 8301000688

Roselle, New Jersey 07203-1202
Instructions:

1. Before faxing, please make sure that you have met the
following requirements:

|
W= Dpecedent Name: John Pieter Smithson
[ Date of Death: 03/23/2007
—
- Facility: Hanna Funeral Home
—
Address: 146 E 2ND Ave
|
|
|
||
—
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MANAGING THE MEDICAL CERTIFICATION

OFFLINE FAX FUNCTION

The Offline Fax function should be used whenever a physician does not participate in EDRS.
The Funeral Home facility should obtain a Reg-18 Death Certificate from the medical profes-
sional with the medical portion completed and signed.

It is not necessary for the Funeral Home facility to manually complete the top portion
of the paper Reg-18 Death Certificate.

All personal data should be entered directly into EDRS. EDRS will electronically
combine the EDRS data entered by the Funeral Home facility and the faxed

medical portion of the Reg-18 Death Certificate.

The Fax Coversheet

1.

2.

Click the round button next to Offline to select the Offline action.

Click Submit.
a. The Fax Cover sheet will display.

Click Print to send the Cover sheet to your printer.
a. Make sure you have Letter-size paper in your printer.

Fax the Cover sheet and the 1st page of the signed Reg-18 Death Certificate
into EDRS.

a. Separate the 1st page (White) from the NCR copies.

b. Use one of the fax numbers listed in the instructions on the Fax Cover sheet.

Click Next to view the Fax tab.
a. After a few minutes, the faxed Death Certificate will be merged into your EDRS case.

Click Check for New Faxes to display the faxed Death Certificate.
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MANAGING THE MEDICAL CERTIFICATION

Reviewing and Adjusting the Faxed Medical Portion

You need to make sure that the red Name region and the blue Medical region
are correctly positioned.

1. Once your fax appears on the screen, examine the colored regions.
a. Red will highlight the name portion along the left margin of the Death Certificate.
b. Blue will highlight the medical portion, which starts with the Pronouncement field 26
and continues through the Medical field 54.
c. The Registrar signature fields should not be highlighted in blue.

2. Make sure that the regions highlight the proper fields as instructed on the top
of the Fax tab and as listed above.

3. If adjustments are necessary, click on the colored region.
a. Reposition the colored region by dragging the area with your mouse; or
b. Resize the colored region by clicking on the red handles available on each side
and corner of the region and dragging the red handles.

4. Click the Next button at the top of the form to merge the faxed Death Certificate with the
decendent’s personal information.
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MANAGING THE MEDICAL CERTIFICATION

Find Case The faxed medical certification has been merged with the DC Form below. This is the DC form that will be filed with the local registrar. Before
you proceed, pleass verify the following fields:
of Decedent: Death
Name 31 Date of
Update Profile i ——| %‘
John Pieter Smithson |03/23/2007 aAM PM
Select Facility O O
Logout 35b. Place of Death Munici 51 Name of Certifier:
Princeton Boro v Anamika K Patel
affirm under penalty of perjury that L John Smith, have d and d the inf i d in d with laws of New Jersey
Death Registration.
-
NEW JERSEY DEPARTMENT OF HEALTH AND SENIOR SERVICES STATE FILE NUMBER
CERTIFICATE OF DEATH 4
1. Legal Narma of Decedent (Frst, Middle, Last, Suffix)
John Pieter Smithson hia
Tb. Mso Knoun A5 (AKA), If Any (Frst, Mddle, Las?, Suffix) ONLY
2. Sex 3. Social Security No. 43, Age |5.mwmmywj
Male 343-21-5671 107 Years 032311900
6. Bithgiace f:j 2 State/Foreign Couniry)
7a Ruﬁdw;u-wm Tb. County 7o, Municipatity /City
NJ Mercer Trenton =
A Straat and Kerrhar | EPar=—grrey _'%hf‘m Tn Incida Mirw limite? -
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MANAGING THE MEDICAL CERTIFICATION

Verifying Death Certificate Information and Submitting the Fax

After faxing in a completed and signed Death Certificate, the Funeral Home has to complete
certain fields to confirm the Death Certificate information.

+ The fields that appear at the top of the merged fax form have to be completed before the
merged fax form can be submitted to the Local Registrar for filing and before a Burial
Permit can be printed by the Funeral Home.

1. Confirm the Date of Death and Place of Death fields.
2. Complete the Time of Death and Manner of Death fields.

3. The Date Modifier and Time Modifier fields provide further detail for the data in field 31
and 32 on the signed Death Certificate.

a. The Modifier fields are not required fields at this time. They are available in the
event the medical certifier provided the additional information on the signed Death
Certificate.

i. Click the down arrow in the Modifier fields to display and make a selection, if
necessary.

ii. The Time of Death field can be left blank if Unknown Time of Death is selected as a
Time Modifier.

4. If all data is correct and the faxed portion is correct, you can submit the completed Death
Certificate to the Local Registrar.

5. Click the box next to the I affirm statement.
6. Click Submit this Fax.

a. The case Summary will display with confirmation that the medical portion has been
submitted.

Important: At this point, the Death Certificate will be submitted electronically to the Local
Registrar as long as you have also Certified/Signed the Funeral Director portion.

Upon completion of the Certify step and this Manage Medical Certificate step, the
Funeral Home facility will be able to print the Burial Permit.
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THE BURIAL PERMIT

File

Edit
Mew
Qpen...

Wiew

Fawarites

Chrl+0

Edit with Microsoft \Word

Dave

Sawve As..,

ZErl+S

Tools

]

Send

Import and E

Properties
Wark OFfline
Close

Chri+P

Page Setup

Header

Headers and Footers

Eooter

Orientakion
@ Porkrait

{3 Landscape

Left:

Top:

Margins {inches)

Right:

Biotkorn:

L

Ok

,H_ Cancel ][ Printer. .. ]

/- Due to certain printer requirements, the margin number may
change after you type 0.166 in the margin field. Accept whatever
number the system changes to in these boxes.

+ The Header/Footer and Margin changes will affect all documents
printed from Internet Explorer regardless of whether or not you
are using EDRS. When you leave EDRS, you may want to
change your settings back to the original settings that

\ you wrote down.

\

J
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THE BURIAL PERMIT

PREPARING YOUR PRINTER

The Burial Permit must be printed on Letter-size paper. The printer settings are controlled by
your Internet Browser since you are printing from the Internet.

The steps below will walk you through changing your printer settings for your Internet
Browser. The paper size, margins and header/footer notes must be changed in order to
properly print the Burial Permit.

STEPS to Prepare Your Printer to Print the Burial Permit

1

. Click the File menu at the top left-hand corner of your screen.

a. A File Menu List will display.

. Click Page Setup from the File Menu List.

a. A Page Setup screen will display.

b. Write down the selections that presently appear in the following fields:
i. Paper Size; Header; Footer; Margins (top, bottom, left, right).
ii. Keep this note for use later in these instructions.

. Click the down arrow on Paper Size to display a list of paper sizes.

a. Click the option Letter.

. Move to Header and Footer and press the Delete key to delete the contents of the Header

and Footer boxes.

. Move to the Margin fields and change all four margin values (top, bottom, left, right)

to 0.166.

. Click OK on the Page Setup screen to proceed.
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City. Borough ar Towmship Trenton City Date of Issuance 03/28/2007
Find Cose o0 sl bt oot ok bl e e g g
Reports Hacsa'of Dechssnd Jorn Pieter Smithson Am 107veers s Male
Update Profile
Select Facility Place of Death (Muncipality) rinceton Tap. ‘;;;;:;;‘ :‘;"x;"‘
Logout Cause of Death Sukmcnary Errbalism
Proposed Place of Disposition 4amilan Memarial Cemetery
Hamilon Twp., New Jersey
Muthad af Nispneition 2urial View Case
q:cmm | tF Yes Name of Carer | 1 ] ::‘cc.::'
Hame wl Fumesal Husme — Haiiia Funer al Hones Sign Casc
146 E 20D Ave - s
z.,i,u,, Na: Jersey 07203-1202 ‘"‘" "”' ik
Fim
Rafer ta VE
ADOUT LDRS Contact Us Forms Crop to Paper
This syreem | restr cted w suthanzed ugers, Ravdom sud es sre roveindly ped Release Case
Copyrghe @ 20N4-200A NIDHES. Al Bijhrs Recarued. Abandon Case
ﬁ' Pruter Friendly Yersin ]
State of New Jersey CASE 1 NUMBER
BURIAL, CREMATICN. CR TRANSIT PERMIT
1000686 - REVISED
Slate (aw reguires thatl no person shal cremale & dead naman bady uniess #t
lesst 24 hours hase stansed rom the dms of daalh ikted on cea'h record
Select Facility
Logout City, Baroug or Towshin Date of lssuance
Trenton City 037282007
Thia Carificata of Nasth aaving baar filad with shove, 3= requisad by the lws nf his Sate, prrmission is harsy givan
for t1e ransporatian, removal burial, crerafior, o- ofher firal Jisposition af e body of
Hame of Je:eased Ao Sex
John Fieter Smithson 107 Years Male
Plaze of Death (Munizipalit) Data of Daath Tirne of Desth
Thinceton Twp. 3232007 890 [lam Clem
Cause of Death A
Fuimonary kbl e
Proposed Place o’ D sposiion
Hamilton ial - Hamilton Twp. | ':T'_-.‘f"it_.._.__j,m—,
“rateporation by Zommon Carrer ¥¥es, Mame of Carriar g::. i % TrogzMoker Soos Ervar
No i =D Dot 12207 JgIndut T-toenal Iinzsr
N:lme ampﬁqa'a:ls]nl\‘_Fu neral Hame o« H i
dfiird Funers uitie =, =
146 E IND Ave, Ruselle, New Jersey 07203-1202 || F#2 Tt AGEEL
Carren:
/. If you experience a printer problem, the Burial Permit can be I ) ssnatzoms [
printed again by repeating the Print Burial Permit steps. Opwsc [10 ) P Ea
" . . . :aﬁm.amum«fsmm = !k
+ If you notice an error on the Burial Permit, you can use the Edit =
Case function to correct the error as long as the Death Certificate S N tect
has not been accepted by the Local Registrar.
+ If you print a Burial Permit a second time, the EDRS Case ID
number will print in the upper right-hand corner of the permit
along with the word REVISED.

- J
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THE BURIAL PERMIT

Il. THE BURIAL PERMIT PROCESS

Funeral Directors will have the ability to print official Burial Permits directly from EDRS.

This function can be used immediately after the personal info section of the Death Certificate
has been completed and certified by the Funeral Director, and the medical portion has been
completed and submitted to the Local Registrar either by the Funeral Director or by the
certifying physician.

STEPS to Print a Burial Permit
1. Open the case and click Print Burial Permit from the Actions Menu.

2. Click the down arrow on Transportation by Common Carrier to select either Yes or No.
a. If Yes is selected, you must type the Name of the Carrier in the next field.

3. Review the information on the screen to make sure it is correct before printing.
a. If any information is incorrect, you must correct the information on the
appropriate screens in EDRS.
b. If the Funeral Home name and address is incorrect, call the Help Desk.

4. Click Print at the bottom of the form.

5. The Burial Permit form will display on the screen. Make sure the information
on the form is correct.

6. Click Printer Friendly Version at the top of the form to display Print screen.
a. Select the correct Printer name on the Print screen.
b. Make sure Paper Size is selected as Letter on the appropriate Print screen.
(Preferences, Setup, Advanced Settings).
c. You can change the Number of Copies to 2 to print an extra copy of the Burial Permit
for your file.
d. Make sure Letter-size paper is loaded in your printer.

7. Click Print button on the Print screen.
a. The Burial Permit will now print.
b. The EDRS Case ID number will print in the upper right-hand corner of the permit.
c. The permit must be delivered to the superintendent of the cemetery or crematorium
where the burial, entombment or cremation is to take place.
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FuNeraL HomE CoPY OF THE DEATH CERTIFICATE

File Edit “iew Faworites Toaols

e 3
Qpen... Chrl+iC
Edit with Microsoft Word

Save CErl+5
Save As..,

Page Setup. ..

Print... Chrl+P ,
Prink Prewie
Send
Import and E
Propetties
Work, OFFline
Close
Aukomatically Select w
Headers and Fookers
Header
Footer
Crrientation Margins (inches)
{53 Portrait Left: | 0. 166 | Right: 0.166
QLQI‘IdSEEIpE Top: 0.166 Bottom: | 0,166
[, (8] 4 ] [ Cancel l [ Prinker... ]
/ * Due to certain printer requirements, the margin number may change after you \

type 0.166 in the margin field. Accept whatever number the system changes to
in these boxes.

+ The Header/Footer and Margin changes will affect all documents printed from
Internet Explorer regardless of whether or not you are using EDRS. When you
leave EDRS, you may want to change your settings back to the original settings
that you wrote down.

/
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FuNeraL HomE CoPY OF THE DEATH CERTIFICATE

You can print a copy of the Death Certificate for your file. The best time to print the file copy is
after all personal and medical information has been completed and submitted to the Local
Registrar.

I. PREPARING YOUR PRINTER

The file copy of the Death Certificate must be printed on Legal-size paper. The printer settings
are controlled by your Internet web browser since you are printing from the Internet.

The steps below will walk you through changing your printer settings for your Internet web
browser. The paper size, margins and header/footer notes must be changed in order to
properly print the Death Certificate.

* Only complete these steps if you have not already prepared your printer.

STEPS to Prepare Your Printer to Print a File Copy of the Death Certificate

1. Click the File menu at the top left-hand corner of your screen.
a. A File Menu List will display.

2. Click Page Setup from the File Menu List.
a. A Page Setup screen will display.
b. Write down the selections that presently appear in the following fields:
i. Paper Size; Header; Footer; Margins (top, bottom, left, right)
ii. Keep this note for use later in these instructions.

3. Click the down arrow on Paper Size to display a list of paper sizes.
a. Click the option Legal.

4. Move to Header and Footer and press the Delete key to delete the contents of the
Header and Footer boxes.

5. Move to the Margin fields and change all four margin values (top, bottom, left, right)
to 0.166.

6. Click OK on the Page Setup screen to proceed.
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FuNeraL HomE CoPY OF THE DEATH CERTIFICATE

Il. PRINTING THE FILE COPY OF THE DEATH CERTIFICATE

STEPS to Print a File Copy of the Death Certificate

1.

Open the case and click View Case on the Actions Menu.
a. The case will open to the DC Form tab.
b. If not, you can click the DC Form tab to view the form.

c. Make sure you changed your printer settings as explained in the previous section.

Click Printer Friendly Version at the top of the form to display Print screen.

a. Select the correct Printer name on the Print screen.

b. Make sure Paper Size is selected as Legal on the appropriate Print screen.
(Preferences, Setup, Advanced Settings).

c. Make sure Legal-size paper is loaded in your printer.

Click Print button.
a. The Death Certificate Abstract form will now print.
b. This copy is for the Funeral Home file only.
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ORDERING CERTIFIED COPIES

T
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ORDERING CERTIFIED COPIES

Once a Death Certificate has been validated and certified on EDRS, you can order Certified
Copies directly through EDRS.

STEPS to Order Certified Copies of the Death Certificate
1. Open the case and click Order Copies from the Actions Menu.
2. The Order Copies screen will display.
3. Click the down arrow on Registrar to Issue Copies to select the Local Registrar.
4. Enter the number of copies required in the box next to the image of the Death Certificate
form.
a. You can order “Short Form” copies with and without cause; and/or
b. You can order “Long Form” copies with and without cause.
c. As an option, you can click once on the image of the specific form to view a sample of

the form you are ordering.

5. Click the down arrow on Method of Delivery to select Customer Pickup or
USPS First Class Mail.

6. Click Calculate Costs.

a. Based on the Certified Copy fees charged at the Local Registrar’s office and the method

of delivery, EDRS will calculate the total cost of this order and display the cost on the
screen.

b. If the deceased was a Veteran, the calculation will display “Qualifies for 1 Free Veteran

Copy” on the screen. The total amount will be reduced at the time of issuance by the
Local Registrar for the first copy issued.

c. If you made an error on the number of copies needed, or the method of delivery, click
the Reset button to reset the fields to blank.

d. Once you have reviewed the fees and method of delivery, you can confirm the order for

Certified Copies.

7. Click Order Copies to submit the order.
a. The pending order will list on the Order Copies screen.
b. Any previous orders will also display on the bottom of the Order Copies screen.

c. The Funeral Director will receive an email when the Local Registrar finalized and printed

the Certified Copies.
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MANAGING YOUR EDRS CAsSEs
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. o Do:
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MANAGING YOUR EDRS CASES

I. THE WELCOME SCREEN

To Do
The To Do section on the Welcome screen will list cases that have a pending action.
Review this section as often as possible to ensure that all pending issues are completed.

Recently Accessed
Review the Recently Accessed section. Cases that are completed will have a status of Filed.

Other cases on the Recently Accessed list may require review by the Funeral Home.

Il. LOCAL REGISTRAR FILING

« The Registrar will receive notice through EDRS that a case has been submitted.

+ The Registrar can Accept or Reject the case. If Rejected, the Registrar will include
a note on the case regarding the reason for rejection.

« Once a Registrar Accepts a case, you cannot make changes to the
Death Certificate. You can only view the data and order copies.

« Once a case has been accepted by the Registrar for filing, an email will be sent
to the licensed Funeral Director advising that the case was accepted.

lll. CERTIFIED COPIES

« Certified Copies can be ordered directly through EDRS during the filing of
the Death Certificate.

« Certified Copies can also be ordered for a previous case that was filed
through EDRS.

IV. EDRS FILE NUMBER

« It is extremely important to record the EDRS Case ID number in your
Funeral Home file.
« The EDRS Case ID number can be used in the future to easily find and
open the case to:
—  Order Certified Copies.
—  Print a file copy of the Death Certificate.
—  Examine information entered in order to handle any future questions on the file.
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MANAGING YOUR EDRS CASES

V. THE ACTIONS MENU

Review the functions that are listed on the Actions Menu. The functions provide additional
flexibility when working with a case in EDRS. It is important for you to know that these
additional functions are available.

+ The function on the Actions Menu will display in bold with blue text when it is
available to be used.

+ The function can be disabled if it cannot be used on the case at the specific time.
A disabled function will display in plain black text.

View Case

Use the View Case function to review and/or print the details of a case that is already
certified.You should use View Case instead of the Edit Case function. If you use the Edit
Case function, you will have to recertify the case.

Take Case
The Take Case function allows a Funeral Home to take a case in EDRS that is not assigned
to another Funeral Home, or one that has been released by another Funeral Home.

Edit Case

Use the Edit Case function to revise or add information to the Death Certificate. If the

Edit Case function is used to work on a case that has already been certified, you will have to
recertify the case.

Sign Case
The Sign Case function displays the Certify screen for a case that is waiting to be signed

and submitted by the Funeral Director. The Sign Case function is only available when a
licensed Funeral Director is logged into EDRS.
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THE ACTIONS MENU (cont.)

Refer to ME
This function should be used to refer a case to the Medical Examiner whenever a Funeral
Home determines that the death may be questionable.

Drop to Paper
This function should no longer be used by the Funeral Director as long as the Manage

Medical Certification function can be used.

There may be an exception where the Drop to Paper function has to be used.
Note that the case will be locked once it is dropped to paper.

Release Case
The Release Case function is used to release a case owned by a Funeral Home facility.

* Releasing the case will allow another Funeral Home facility to take the case
for completion.

Abandon Case
This function is used to abandon a case owned by a Funeral Home facility.

+ Abandoning the case will lock the case. A user can View an abandoned case,
but no other actions can be performed on the case.

+ This function is useful in situations where a duplicate case was entered into
EDRS or a case was started in error.
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APPENDIX

This section contains additional information to help you use EDRS.

The Death Certificate worksheet contained in this section can be used
at the Funeral Home during the conference with the family.
It contains all items that will appear on the EDRS Death Certificate screens.
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APPENDIX

. WHO TO CONTACT

\\\‘ ",

NEW JERSEY
DEPARTMENT

/' /’_ HEALTH

L

v 4 SENIOR SERVICES
=

Contacts at NJ-DHSS

Help Desk Phone: 866.668.3788 Email: helpdesk@doh.state.nj.us

NJSFDA

Contact at NOSFDA

Manager of the Day: Fax: 732.974.8144
NJSFDA 800.734.3712 Email: njsfda@njsfda.org
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APPENDIX

Il. FORMS

Forms that are useful to the Funeral Home facility are available in the Forms link located
at the bottom of the Welcome screen.

The forms are available in either a .doc format for Microsoft Word or a .pdf format for
viewing with Adobe Reader.

1. Funeral Director Worksheet — a worksheet with blank fields that corresponds to the
decedent’s personal information section of the Reg-18 Death Certificate.

2. Medical Facility Worksheet — a worksheet with blank fields that corresponds to the
medical section of the Reg-18 Death Certificate.

3. Instructions for Completing Iltems on the DC Form — each field on the
Death Certificate form is described along with its appropriate responses.
(This form is included at the end of this training guide and reprinted with
the permission of the NJ-DHSS.)

4. Certificate of Death Form (Reg-18 JAN 07) — This document can be printed on
Legal-size paper and can be used in place of the Reg-18 NCR form for the
medical professional’s certification.
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APPENDIX

Ill. ONLINE HELP

Online Help is available for all users of EDRS.

1.

Once you Login, click the Help link at the bottom of the screen to view the online

Help Guide.

a. Each Topic in the Table of Contents is listed with a closed Book Icon on the
left side of the screen.

Click the Book icon to view the Help Items available for the Topic.
a. Each Help Item is listed with a Question Icon.

Click the Help Item to display the Help Instructions on the right side of the screen.

Tutorials are available for certain Help Items. The Tutorials will display a recorded online
demonstration and will illustrate how to complete fields and screens for a specific topic.

Click on the Book icon next to the topic Tutorials.
Instructions will display on the right side of the screen.
Click on the View Tutorial link.
The Tutorial will begin to play with the instructor describing each step in the tutorial.
a. The instructor’s voice will be heard as long as you have speakers on your computer.
b. You may also need Adobe Flash Player file to play the tutorial.
i. When you click on the Tutorial Help Topic an Adobe Flash Player link is available
for downloading the Flash Player file.
The Tutorial will display buttons at the bottom of the screen. These buttons can be used

to control the playback, pausing and fast forwarding of the tutorial.
a. A picture describing the use of each button is available on the Tutorial Help topic page.

Play

‘ Pauza

Jd L ol ||| | L

|

Back

i
= "'|f’_'.l
xit

.

orwasd
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APPENDIX
IV. DEATH CERTIFICATE INSTRUCTIONS

(This form is available under the Forms link in EDRS. It is reprinted with permission of the NJ-DHSS)

Instructions for Completing ltems on the New Jersey Department of Health and
Senior Services Certificate of Death

These instructions pertain to the 2007 version of the Certificate of Death produced from the New Jersey Electronic Death
Registration System (NJ-EDRS). Under certain circumstances a document may not be able to be completed in the NJ-EDRS
application. When this happens the partially completed document should be printed out and completed manually using these
instructions.

ONLY FIELDS THAT ARE BLANK (NO VALUE ENTERED IN NJ-EDRS) SHOULD BE COMPLETED. INFORMATION
ENTERED IN NJ-EDRS SHOULD NOT BE CHANGED.

The following instructions will explain what information is expected in each field and where applicable, show a list of valid
responses that can be entered in a particular field. All fields should be considered “REQUIRED INFORMATION” except
where noted in the instructions.

TO BE COMPLETED BY FUNERAL DIRECTOR

FIELD NAME INSTRUCTIONS
1a. Legal Name of Decedent Enter the full first, middle and last name of the decedent. Do not abbreviate.
(First, Middle, Last, Suffix) | If applicable, enter a valid suffix (Sr., Jr., I, II, I, 1V, V, VI, VII, VIII, IX, X).
1b. Also Known As (AKA), If any Enter the full first, middle and last alias name of the decedent. Do not abbreviate.
(First, Middle, Last, Suffix) If applicable, enter a valid suffix (Sr., Jr., I, II, I, IV, V, VI, VII, VIII, IX, X).
DO NOT INCLUDE nicknames or Spelling variations of the first name.
LIMB ONLY Check this box if the Death Certificate is being generated to dispose of a limb and
no death has occurred.
2. Sex Valid entries: Male, Female and Unknown (if sex cannot be determined.)
3. Social Security Number Enter the decedent’s 9-digit Social Security number.
Other valid entries: “None”, “Unknown” or “Not Obtainable”.
4a. Age If decedent is 1 year old or over, enter age at last birthday in years (i.e. 9 years).

If decedent is less than 1 year old and greater than 1 month old, enter age
in months (i.e. 2 months).

If decedent is less than 1 month old and greater than 24 hours old, enter age
in weeks or days (i.e. 2 weeks or 5 days).

If decedent is less than 24 hours old , enter age in hours or minutes

(i.e. 12 hours or 30 minutes).

5. Date of Birth (Mo/Day/Yr) Enter the full name of the month (January, February, etc), day and 4-digit year
that the decedent was born. If the date of birth is unknown, then enter “Unknown”.

6. Birthplace (City & State/ If decedent was born in the U.S., enter the name of the City and State.
Foreign Country) If not born in the U.S., enter name of country of birth.

7a. Residence — State Enter decedent’s state of residence.

7b. County Enter decedent’s county of residence.

7¢. Municipality/City If decedent resided in NJ, enter municipality of residence.Otherwise enter city of
residence. Note: Municipality can be different from the mailing address.

7d. Street and Number Enter decedent’s number and street of residence.

7e. Apt No. Enter apartment or room number associated with residence.
If none, leave blank.

7f. Zip Code Enter the ZIP code of the place where the decedent lived.

79. Inside City Limits? If decedent resided in NJ, always enter “Yes”.

If decedent resided outside of NJ other valid entries are “No” or “Unknown”.
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8a. Everin US Armed Forces? | If decedent ever served in the US Armed Forces, enter “Yes”.
Other valid entries are “No” or “Unknown”.

8b. If yes, Name of War If “Yes” has been entered in field 8a and decedent has served in a military
conflict, enter the name of the conflict. If field 8a is “No”, leave blank.

8c. War Service Dates If field 8b contains the name of a military conflict, enter the From and To dates
(From/To) that the decedent served in the US Armed Forces.

9. Domestic Status at Enter the domestic status of the decedent at time of death. Specify one of the
Time of Death following: “Married”, “Married, but separated”, “Single/Never married”,

“Widowed”, “Divorced”, “Domestic Partner”, “Domestic Partnership Terminated”,
“Domestic Partner (Deceased)”, “Civil Union Partner™, “Civil Union Dissolved™,
“Civil Union (Deceased)™, “Unknown” or “Not Obtainable”.

* Civil Union can only be used with deaths that occurred after 2/19/2007.

10. Name of Surviving If the decedent was married, in a Domestic Partnership or in a Civil Union at
Spouse/Partner the time of death, enter the full name of the surviving spouse/partner.

(List name given at birth Use the surviving spouse/partner’s name given at birth or on birth certificate.
or on birth certificate) If no surviving spouse/partner, leave this field blank.

11. Father’s Name Enter the full first, middle and last name of the decedent’s father. Do not
(First, Middle, Last, Suffix)| abbreviate. If applicable, enter a valid suffix (Sr., Jr., I, II, Hl, 1V, V, VI, VII, VIII,

IX, X). If the father’s name cannot be determined, enter “Unknown” in the Last
Name field.
12. Mother’s Name Enter the full first, middle and surname that the decedent’s mother used prior to
(First, Middle, Last, Suffix)| first marriage, commonly known as the maiden name. Do not abbreviate. If
applicable, enter a valid suffix (Sr., Jr., I, Il, Ill, 1V, V, VI, VII, VIII, IX, X). If the
mother’s name cannot be determined, enter “Unknown” in the Last Name field.
13a. Name of Informant Enter the full first, middle and last name of the person who supplied the
personal facts about the decedent and his or her family. Do not abbreviate. If
applicable, enter a valid suffix (Sr., Jr., I, Il, Ill, 1V, V, VI, VII, VIII, IX, X).

13b. Relationship to Decedent | Enter the relationship of the informant to the decedent. Specify one of the
following: “Child”, “Parent”, “Sibling”, “Spouse”, “Domestic Partner”, “Other
Relative” or “Other”.

13c. Mailing Address Enter the complete mailing address of the informant whose name appears in
(Street and Number, City, | item 13a. Be sure to include the ZIP Code.

State, Zip Code)

14. Method of Disposition Enter one of the following methods of Disposition: “Burial”, “Cremation”,
“Donation”, “Entombment”, “Removal from State” or “Other:”. If “Other:” is used,
specify the method of Disposition in the same space.

15. Place of Disposition Enter the name of the cemetery, crematory or other place of disposition. If the
(Name of cemetery, body is removed from the State, specify the name of the cemetery, crematory,
crematory, other) or other place of disposition to which the body is removed.

16. Location — City or Town | Enter the name of the city, town, or village and the State where the place of
and State disposition is located.

17. Name and complete Enter the name and complete address of the facility handling the body prior to
address of funeral facility | burial or other disposition. Include Phone Number.

18. Signature of Funeral The funeral service licensee charged with responsibility for completing the
Director Death Certificate should sign in permanent black ink.

19. NJ License Number Enter the NJ State license number of the funeral service licensee.
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20. Decedent Education

Enter the highest level of education that the decedent completed from the following
options: “8th grade or less”, “9th-12th grade, no diploma”, “High School Graduate or
GED completed”, “Some college credit, but no degree”, “Associate Degree (e.g., AA,
AS)”, “Bachelor’s Degree (e.g., BA, AB, BS)”, “Master’s Degree (e.g., MA, MS, MEng,
MEd, MSW, MBA)” or “Doctorate (e.g., PhD, EdD) or Professional Degree

(e.g., MD, DDS, DVM, LLB, JD)”

21. Decedent of
Hispanic Origin?

Based on the informant’s response, select the description that best identifies the
decedent’s ethnic identity. The response should reflect what the decedent considered
himself or herself to be. The informant is encouraged to select only one response. If
the informant is unable to select a single response, enter all responses that apply. If
informant indicates an ethnic origin not on the list, it should be entered even if it is
not a Hispanic origin Enter one (or more) of the following: “No, Not
Spanish/Hispanic/Latino”, “Yes, Mexican, Mexican American, Chicano”, “Yes,

Puerto Rican”, “Yes, Cuban” or “Yes, Other Spanish :**”

** Specify race

22.Decedent’s Race

The informant should indicate the race or races of the decedent. The following are
valid responses: “White”, “Black or African American”, “American Indian or Alaska
Native - **”, “Asian Indian”, “Filipino”, “Korean”, “Chinese”, “Japanese”, “Vietnamese”,
“Other Asian - ***”, “Native Hawaiian”, “Guamanian or Chamorro”, “Samoan”, “Other
Pacific Islander - ***”, “Other - ***”.

** These race descriptions require a tribe to be entered.
*** These entries are for races that are not listed.

23. Occupation of Decedent
(Type of work done most,
of life even if retired)

Enter the usual occupation of the decedent. This means the type of job the
individual was engaged in for most of his or her working life (i.e. farmhand, janitor,
store manager, civil engineer, etc.) Never enter Retired.

24.Kind of Business/
Industry

Enter the kind of business or industry to which the occupation listed in item 23 is
related, such as insurance, farming, retail clothing, university or government. Do not
enter firm or organization names. If not known, enter “Unknown”.

25.Name and Address of
Last Employer

Enter the complete mailing address of the decedent’s last employer.
Include the ZIP Code. If not known, enter “Unknown”

TO BE COMPLETED BY THE PRONOUNCER OR MEDICAL CERTIFIER

FIELD NAME

INSTRUCTIONS

26. Date Pronounced Dead
(Mo/Day/Yr)

Enter the exact month, day and four-digit year that the decedent was pronounced
dead. Enter the full name of the month — January, February, March, etc.
Do not use a number or abbreviation to designate the month.

27.Time Pronounced Dead

Enter the exact time (hour and minute using a 24-hour clock) the decedent was
pronounced dead according to local time. Be sure to indicate the time using a 24
hour clock. (Examples: for 12:15AM enter 0015, for Noon enter 1200, for 3:00PM
enter 1500, for midnight enter 2400).

28. Signature of Person
Pronouncing Death

Obtain the signature of the Physician or Registered Nurse who pronounced the
death in black ink.

29. License Number

Enter the State License number of the Physician or Registered Nurse who
pronounced the death.

30. Date Signed
(Mo, Day, Yr)

Enter the exact month, day and year that the pronouncing Physician or Registered
Nurse signs the certificate. Do not use a number to designate the month.
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TO BE COMPLETED BY THE MEDICAL CERTIFIER

FIELD NAME

INSTRUCTIONS

Name of Decedent as by
known Physician

If the decedent’s name on his/her medical records are different then the decedent’s legal
name, enter the name on the medical records. IF THE MEDICAL RECORDS NAME
IS THE SAME AS THE DECEDENT’S LEGAL NAME, LEAVE THIS FIELD BLANK.

31. Date of Death

Enter the exact month, day and four-digit year that the decedent died. Enter the full
name of the month — January, February, March, etc. Do not use a number or
abbreviation to designate the month. If an estimate is made, enter date as “APPROX-
date”. If no estimate can be made, use the date found and enter “FOUND-date”. If date
of death was determined by court order, enter “Court Determined-date” this does not
apply to individual that are declared dead by the courts, only to those cases where the
court determines the date of death.

32. Time of Death

Enter the exact time (hour and minute using a 24-hour clock) the decedent was
pronounced dead according to local time. Be sure to indicate the time using a 24 hour
clock. (Examples: for 12:15AM enter 0015, for Noon enter 1200, for 3:00PM enter 1500,
for midnight enter 2400). If an estimate is made, enter time as “APPROX-time”. If no
estimate can be made, enter “Unknown”. If time of death was determined by court
order, enter “Court Determined-time”.

33. Was Medical Examiner
Contacted?

If the Medical Examiner was contacted concerning this case, enter “Yes”. Otherwise
enter “No”.

34. Place of Death

If death occurred in a Hospital, enter one of the following valid entries: “Hospital:
Inpatient”, “Hospital: Emergency or Outpatient” or “Hospital: Dead on Arrival”. If death
DID NOT occur in a Hospital, enter one of the following valid entries: “Hospice Facility”,
“Nursing Home / Long Term Care Facility”, “Decedent’s Home” or “Other: **”

** Specify location.

35a. Facility Name
(If not institution,
give street
and number)

If the death occurred in a Hospital, on the way to a Hospital or in any medical or Health
care facility, enter the full name of the institution. If the death occurred at home, enter
the house number and street name. If the death occurred at some place other than
those described above, enter the number and street name of the place or building
where the decedent died.

35b. Municipality

Enter the municipality where the death took place. Note: Municipality can be different
from the mailing address.

35c¢. County

Enter the county where the death took place.

36a. Cause of Death, Part |,
Immediate Cause:
Line A

The immediate cause of death is reported on Line A. This is the final disease, injury or
complication directly causing the death. An immediate cause of death must always be
reported on Line A. It can be the sole entry in the cause-of-death section if that
condition is the only condition causing the death. NOTE: The mechanism of death (for
example, cardiac or respiratory arrest) should not be reported as the immediate cause
of death as it is a statement not specifically related to the disease process, and it
merely attests to the fact of death.

Line A:
Interval between
Onset and death

Enter the interval between the presumed onset of the condition listed on Line A

(not the diagnosis of the condition) and the date of death (for example, 10 minutes, 3
months, 10 years). These intervals are established based on available information. If
the time of onset is entirely unknown, enter “Unknown”. Do not leave this field blank.

36a. Cause of Death, Part |,
Immediate Cause:
Lines B, C,D
due to (or as a
consequence of)

On line B, enter the disease, injury or complication, if any, that gave rise to the
immediate cause of death reported on Line A. If this in turn resulted from a further
condition, enter that condition in Line C. If this in turn resulted from a further condition,
enter that condition in Line D. Write the full sequence, one condition per line, with the
most recent condition on top.
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Line B, C, D:
Interval between
Onset and death

Enter the interval between the presumed onset of the condition listed on Lines B, C
and D (not the diagnosis of the condition) and the date of death (for example, 10
minutes, 3 months, 10 years). These intervals are established based on available
information. If the time of onset is entirely unknown, enter “Unknown”. Do not leave
these fields blank if a condition is entered on the line.

36b. PART Il — Enter other
significant conditions
contributing to death but
not resulting in underlying
cause given in PART |.

Enter all other important diseases or conditions that were present at the time of death
and that may have contributed to the death, but did not lead to the underlying cause
of death listed in PART | or were not reported in the chain of events in PART 1.

More than one condition can be reported per line in PART II.

37. Was an Autopsy Performed?

Enter “Yes” if a partial or complete autopsy was performed.
Other valid entries are “No”, “No-Religious Objection”, “No-Refused” or “Unknown”.

38. Were Autopsy Findings
Available to complete cause

of death?

If a partial or complete autopsy was performed, valid answers are “Yes,” “No”
or “Unknown.” If an autopsy was not performed this should be left blank.

NOTE: FIELDS 39 THROUGH 45 SHOULD ONLY BE USED WHEN THE
DECEDENT’'S MANNER OF DEATH IS “ACCIDENT”, “HOMICIDE” OR
“SUICIDE”.

39. Date of Injury (Mo/Day/Yr)

Enter the exact month, day and four-digit year that the injury occurred. Enter the full
name of the month — January, February, March, etc. Do not use a number or
abbreviation to designate the month. The date of the injury may not be the same as
the date of death. If the exact date cannot be determined, enter “Undetermined”.

40. Time of Injury Enter the exact time (hour and minute using a 24-hour clock) the injury occurred
according to local time. Be sure to indicate the time using a 24 hour clock. (Examples:
for 12:15AM enter 0015, for Noon enter 1200, for 3:00PM enter 1500, for midnight
enter 2400). If the exact time cannot be determined, enter “Undetermined”.

41. Place of Injury Enter the general type of place (such as restaurant, vacant lot, baseball field,

construction site, office building or decedent’s home) where the injury occurred.

42. Injury at work?

Enter “Yes” if the injury occurred at work. Other valid entries would be “No” or
“Unknown”.

43a. Location of Injury (Number
and Street, Zip Code)

Enter the street address where the injury took place. Include zip code if known.

43b. Municipality

If the injury took place in New Jersey, enter the municipality where the injury occurred.
Otherwise enter the city where the injury occurred. Note: Municipality can be different
from the mailing address.

43c. County If the injury took place in New Jersey, enter the county where the injury occurred.
Otherwise leave blank.
43d. State Enter state where injury occurred.
44. Describe how the injury Enter a brief narrative describing how the injury occurred. Explain the circumstances or
occurred. cause of the injury, such as “fell off ladder while painting house”, “driver of car ran off

roadway” or “passenger in car in car-truck collision”.

45. If Transportation Injury:

Enter the role of the decedent in the transportation accident. Valid entries are

“Driver/Operator”, “Passenger”, “Pedestrian”, “Unknown”, “Not Applicable” and
“Other: ** ”. “Other” applies to watercraft, aircraft, animal or people attached to
outside of vehicles (e.g., “Surfers”) but are not bonafide passengers or drivers.

** Specify Role.
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46.

Manner of Death

Enter the Manner of Death. Valid entries are “Natural”, “Accident”, “Suicide”, “Homicide”,
“Pending Investigation” and “Undetermined”. Deaths not due to external causes should be
identified as “Natural”. Indicate “Pending Investigation” if the manner of death cannot be
determined within the statutory time limit for filing the death certificate. This should be
changed later to one of the other terms. Indicate “Undetermined” ONLY when it is
impossible to determine the manner of death.

47.

Did decedent have
Diabetes?

If the decedent had been diagnosed with diabetes, enter “Yes”. Other valid entries are “No”
or “Unknown”.

48.

Did Tobacco use
contribute to Death?

If, in the physician’s opinion, any use of tobacco or tobacco exposure
to death, enter “Yes”. Other valid entries “No”, “Probably” or “Unknown”.

49.

If Female,
Pregnancy state

If the decedent is female, enter one of the following entries: “Not pregnant within
past year”, “Pregnant at time of death”, “Not pregnant, but pregnant within 42
days of death”, “Not pregnant, but pregnant 43 days to 1 year before death”

or “Unknown if pregnant within the past year”.

50. Certifier Type The Certifying Physician is the person who determines the cause of death.
If Medical Examiner, enter “Medical Examiner”. If performing Pronouncement and
Certifying death, enter “Pronouncing and Certifying Physician”.
If only certifying death, enter “Certifying Physician”.

51. Name, Address and | Print the full name and address of the person whose signature or authentication

zip code of certifier

appears in item 52.

52.

Signature of Certifier

The Certifying Physician’s signature is entered here.

53.

License Number

Enter the State license number of the physician who signs or authenticates the
certificate in item 52.

54,

Date Certified

Enter the exact month, day and four-digit year that the certifier signed the
certificate. Enter the full name of the month — January, February, March, etc.
Do not use a number or abbreviation to designate the month.
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