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1 Creating & Completing a Death Case

Logged in as:
Anthony Enoch
_ - - at ERAVE FUNERAL HOME - LITTLE ROCK [change]
Step 1 - From the Main Menu click Unit: ERAVE FUNERAL HOME - LITTLE ROCK
“Death.”
Logged in as:
Anthony Enoch
L ” at ERAVE FUNERAL HOME - LITTLE ROCK [change]

Step 2 — Click “Create Case. Unit: ERAVE FUNERAL HOME - LITTLE ROCK

Main -- Death

cmc.soﬂlpdmc:solmwdl'sg-ehl

. -
Step 3 — On the Start Case Information |/t ¢3¢ Information
Decedent's Name Date of Death
Screen enter: First [FRED Date of death (MMIDD!YYYY)
. Last [HENRY Decedent's Date of Birth
e Decedent’s First and Last name R —— oate ofbirt CuDOYYY) 0770711956
7
e Decedent’s Gender Decedent's Sex Plage of Death
° Date of Death Sex |MALE v Death County |PULASKI v
e Date of Birth pececenlU oV
D Decedent's name is unknown
e Place of Death ——
FH case number
o Death County
e Click the “Search” button. [_search i " cancel ]

Note: make sure to get the County of death correct on this screen. While you can change this
later, it may introduce errors into the record.

Step 4 — Record list displays showing “(0 Records List ( 0 Records found )
Records found).” Click the “Create
First LastName Daleof Death CountyofDeath Sex FuneraiHome Cerfificale Subm Reg AcbonforFH AchonforMC  Delails
Case" Button, There were no results that matched your search.

I [ CrevteNewCose ||
it

Record opens at Tab 1 Decedent. At this point you are ready to start entering and complete the
Personal Information Section.

Name: HENRY , FRED DOD: 11/30/2017
1 Decedent I |2 Decedent Info| [3 Place of Death|[4 Parents/Informant| [5 Disposition|[6 Decedent History]|

[7 Funeral Home/Embalmer|[8 Actual Date/Pronounce/Contact| [9 Cause of Death| [10 Manner/Details/Injury| [11 Certifier|

12 Case Actions




1.1 Tab 1 Decedent

Now that you have successfully created the death case, you can start to enter the decedent’s
Personal information. The information that was entered on the Start Case Information screen will
auto-populate the same fields within the record on Tab 1 Decedent.

1. Decedent's Legal Name

Name is unknown [ ]

Section 1 — Decedent’s Legal Name.

e Complete the decedent’s full name i FFRED
by adding the middle name or RRcCe |
middle initial if necessary. Last HENRY

Suffix ISeIecl N

[] Decedent has AKA's

Request fee paid I V.

Update pending flag N

2. Decedent's Sex

sex[VALE V]

Section 3 — Date/Time of Death S et oeatr
e To be completed by the Medical Date o SECTION TO BE
Certifier on Tab 8. The Date of O o COMPLETED BY
death auto-populates here from the | finec MEDICAL CERTIFIER ~
Search Criteria Screen. (] Time found [T recudioe
4. Decedent’s Social Security Number
Section 4 — Decedent’s Social Security Number —_— f24d56780
e Enter the decedent’s Social Security Unknown
Number. None
Vesified with Informant
Vesification status | v
Sections 5 — Decedent’s Age and Decedent’s 6. Decedent's Age - Last Birthday
Date of Birth L T

e Age — Auto-calculated by ERAVE from the | “™<™* T
date of birth and date of death that was | """~ B
entered on the Search Criteria Screen.
e Date of Birth — Field is auto populated

6. Decedent’s Date of Birth
Date of birth (MMDDNYYYY) j07/07/1856

Decedent's Reference (optional)

from the Search Criteria Screen. Funeral home case number
Medical record number
. ical examiner case [—
Decedent’s Reference (optional) Medieat e

Coroner case number

e A field that can be used to enter the P

Funeral Home’s case number. This is not
a mandatory field. l Next I Finish H Cancel |

Once all mandatory fields have been completed click the “Next” button



1.2 Tab 2 Decedent Info

Section 7 — Birthplace
e Select the decedent’s Birth Country from
the drop down menu. (if necessary)

o If Birth Country is unknown
select “Unknown” for the
Country.

e Select the decedent’s Birth State from
the drop down menu.

o If Birth State is unknown select
“Unknown” for the
State/Province.

e Select the decedent’s Birth City from the
drop down menu.

o If Birth City is unknown select
“Unknown” from the City List.

o If the Birth City is unknown
user may enter the Birth
County if known.

Section 8 — Residence

7. Birthplace

Countty  |UNITED STATES vl
Statelprovince |LOUISIANA v

Ciylst  |LAKE CHARLES v

City [

8. Residence

Number and I

street

Country I v
State/province | v

County v

City list I v

City or town l

Zip code [7

Validate

address

Validation I =
result

V] Accept address

oy | e ]

e Enter the decedent’s Residence Address and click the “Validate” button to verify you

have a valid address.

o If validation is unsuccessful then check the “Accept Address” checkbox.

e Inside City Limits, select “Yes” or “No”

Section 9 US Armed Forces

e Select “Yes” or “No” from the dropdown

menu.

Section 10 Marital Status at Time of Death

e Select decedent’s marital status at time of

death from the dropdown menu.

Section 11 Surviving Spouse’s Name
® Enter spouses full name

o If decedent is married, and spouse is wife,

enter the wife’s maiden name.
o If decedent is married but spouse is

unknown select marital status as married,

then click the “Unknown” checkbox

Click the “Next” button

9. US Armed Forces
Decedart evee nUSamed e |Yes V)
10. Marieal Status 3¢ Time of Desth
Mailsms  [VARRIED v

Vercaton requred v
11. Sunviving Spouse's Name

Uniceonn

Unkeomn - specdy \

First jnﬂsu

s {

Last (fnfe bstrame picefit [~
HUNT
mamags) :

Sufix St V|

Finish || Cancel |

Note: It’s recommended to complete
this section before completing Tab 4



1.3 Tab 3 Place of Death

Section 12 Place of Death

Select the “Place of Death”
from the first dropdown
menu. The corresponding
Death Facility list will
become available.

Select the Death Facility
from the appropriate
facility list. Once the death
facility has been selected,
that facility’s physical
address will auto-populate
the remaining address
fields.

Click the “Next” button

12. Place of Death
Place of death

Other - specify
Hospice patient?
Hospice - specify
Country

State

County

Hospitals

Facilities

Nursing homes
Facility name
Number and street
Apartment number
City list

City or town

Zip code

Validate address

[INPATIENT v|
|
O
|
[ v
| v
v
IEAF'TIST HEALTH MEDICAL CENTER - NLR ﬂ

[ v

|
|
[ I
—

I v
[y
|

VALIDATE

Address validation status I

~  Accept address

Previous I “ Finish

Cancel




1.4 Tab 4 Parents/Informant

Section 13 — Father’s Name

e Enter the decedent’s father’s full name. If
unknown, click the “Unknown” checkbox.

Section 14 — Mothers Name Prior to First
Marriage
e Enter the decedent’s mother’s full name
prior to first marriage. If unknown, click
the “Unknown” checkbox.

Section 15 — Informant’s Name and Address

13. Father's Name
Unknown

Fist  |FRANK

Middle |

Last  |HENRY

Suffix  |Select V|

14. Mother's Name Prior to First Marriage
Unknown

Fist  [BETTY

Middie |

Last  |REDMOND

Suffix Select ﬂ

e Select the informant’s relationship to the decedent from the dropdown menu.

o If relationship is Wife or Husband,
then the spouses name will auto-
populate from Tab 2 Decedent
Info.

o If Wife is selected, Wife’s name
will auto-populate from Tab 2
Decedent Info and user will be
able to change the wife’s last
name if necessary.

Address Same as Decedent’s Residence

o [f the informant’s residence address is the
same as the decedents, select “Y-COPY”
from the dropdown menu.

e [f the informant’s address is different
select “N-CLEAR” from the dropdown
menu, then enter the informant’s address
then click the “Validate” button.

o Click the “Accept Address”
checkbox is address validation is
unsuccessful.
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Finish

Cancel

Click the “Next” button.




1.5 Tab 5 Disposition

Section 16a — Method of Disposition
e Select the method(s) of disposition. If
Cremation and/or Removal from State
are selected complete the
Transit/Cremation Instructions.

Transit/Cremation Instructions
e If Cremation or Removal from state,
then select Funeral Director from the
“Permission is given to” dropdown.
Funeral Director’s name and license
number will populate here when the
selected on Tab 7. (Later the user will be

asked to print the Burial/Transit Cremation

Permit).

Section 16b, c — Place of Disposition

16a. Method of Disposition
Burial

Cremation

[[] Entombment

[ other

Other - specify I

[] Donation

[[] Removal from state

Transit/Cremation Permit Information

Permission is given to | Funeral Directori]

Name |

License Number l

e Select the final Place of Disposition from one of the following;

o Cemetery List
o Crematory List
o Mausoleum
e [f deceased final place of
disposition is in another state:

Country

16 b, ¢. Place of Disposition

|UNITED STATES

State/province | ARKANSAS j

o Select that state from
the State/Province
dropdown menu

o Select the city from
the City List
dropdown menu

o Manually enter the
name of the cemetery
in the “Name of
cemetery of other
place” text field.

Cemetery st | ABBEY CEMETERY - ST JOE

Crematory list l Select

Mausoleum I
list

Name of

cemetery or
other place

Ciylst |

City or town |




1.6 Tab 6 Decedent History

Section 28 — Decedent’s Education

Select the highest level of
education completed by the
decedent from the “Education”
dropdown menu.

Section 29 — Decedent’s Hispanic Origin

Click the appropriate checkbox
for the decedent’s Hispanic
Origin. Multiple boxes can be
checked.

o If “Other Hispanic
Origin” is selected, make
sure to type the specific
origin in the Specify text
field.

Section 31-32 — Decedent’s Occupation
and Industry

Enter decedent’s last known
occupation

Enter the last known
Business/Industry

Section 30 — Decedent’s Race

Click the check box that describes the
decedent’s race. Multiple checkboxes

can be selected.
If decedent’s race is one of the

following, please specify in the text

field provided:

o American Indian or Alaska

o Other Asian
o Other Pacific Islander
o Other Race

If race is unknown, click the “Sought

but Unknown” checkbox

If the race could not be obtained, click

the “Not Obtainable” checkbox
If the informant refused to give

information about the decedent’s race,

click the “Refused” checkbox.

Click the “Next” button

28. Decedent's Education

Edicaon | MASTER'S DEGREE

If Unknown | )

Verification required | v
29. Decedent's Hispanic Origin
[v] Not Spanish, Hispanic, or Latino
Mexican, Mexican American, or Chicano
Puerto Rican

Cuban

Other Hispanic Origin
Sought, but Unknown
Not Obtainable
Refused

31-32. Decedent's Occupation and Industry

Usual occupation ’TEACHER

Kind of business/industry |COLLEGE PROFESSOR

30. Decedent's Race
[¥] white

[[] Black or African American

[v] American Indian or Alaska
Native

[[] Asian Indian

Specify: [CHEROKEE

[[] chinese
[] Filipino
[[] Japanese
[[] Korean

[[] Vietnamese

[] Other Asian Specify: |
[[] Native Hawaiian
[) Guamanian or Chamorro

[[] samoan

[] Other Pacific Islander Specify: I

[] Other Race Specify: [
Sought, but Unknown
Not Obtainable

Refused

Previous Next

l Finish | Cancel |




1.7 Tab 7 Funeral Home/Embalmer

Section 17d, e — Funeral Home License

e If your Funeral Home is handling a
death case on behalf of another
funeral home, click the “Trade
Call” checkbox. The Trade Call
Funeral Home list will open and
you can select the funeral home
you are working with from the
dropdown list.

e If not conducting a Trade Call
there is nothing to complete in
this section. The funeral home’s
physical address and contact
information will auto-populate all
fields

17 d,e. Funeral Home/License No.
Funeral I
homes list

Trade call v)
Trade call

funeral home | ERAVE FUNERAL HOME = NORTHLITTLEROCK™ 1

list

_—

Proe  [foreoizis

Number and l

street

Apartment
Country I v

number

State/province I v

City list I N

City or town [

Funeral home
license

number
Preferred
method of
contact
Contact [
information
Case access ELECTRONIC

Zip code

Section 17c — Funeral Home Licensee or Agent
e Select the Funeral Director that will
sign this death case from the “List by
Name” dropdown list.

Section 17a, b — Embalmer

e [f the Funeral Director is the same as
the Embalmer, select “Y-COPY” from
the “Same as funeral director”
dropdown menu. The name field will
auto-populate.

o Manually enter the License
Number

e [f the Funeral Director is not the same
as the Embalmer, select “N-CLEAR”
from the “Same as funeral director”
dropdown menu.

e Select the Embalmer by either Name
or License.

17 c. Funeral Service Licensee or Agent

List by name ’ENOCH , ANTHONY , 4121

List by license number|

<

License number

First ]

Middle |

Last |

Suffx [Select v

17 a,b. Embalmer
Not embalmed
Same as funeral

v
- v
e Y- COPY V|

Embalmers by name ’
Embalmers by license |

LcenseNumber  [125 |
First [

Middle [

Last I

Suffx [Setect v

Click “Tab 12 Case Actions”




2 How to Assign a Medical Certifier

Note: Before a Funeral Director can sign on a death case, that death case must be assigned to a Medical
Certifier or Referred to the Coroner’s or Medical Examiner’s Office.

Section Assign/Transfer/Notify Medical Certifier

e From the “Action” dropdown
menu the user can select one of
the following:

o Request Medical
Certification

o Certifier Not Listed Drop
to Paper

o Refer to Coroner

Request Medical Certification — Allows

Assign/Transfer/Notify Medical Certifier

Acton |REQUEST MEDICAL CERTIFICATION V!
Select physician lANTHONY ENOCH 45634 ﬂ
Select coroner | v

Select hospice RN | v

Select medical examiner | v

Back in office

Case access ’7

Notify physician Y

the funeral home to assign a Physician or Hospice RN as the Medical Certifier.
e The “Select Hospice RN” list will only become available if the decedent’s Place of Death
was a Hospice Facility or Hospice Patient checkbox is marked on Tab 3.

Certifier Not Listed Drop to Paper — Allows the user to print a legal size certificate for manual
completion by a certifier that is not filing death electronically

Refer to Coroner — Sends the death case to the Coroner’s Office in the decedent’s County of
Death. (User cannot select a specific Coroner.)

Once selections have been made, click the “Finish” button at the bottom of the screen.

DO NOT ASSIGN THE CASE TO A MEDICAL CERTIFIER IF A MEDICAL CERTIFIER HAS CREATED
AND ASSIGNED THE DEATH CASE TO YOU.




3 Understanding the ERAVE Warning Screen

The ERAVE Warning Screen contains a list of exceptions within the death case that need to be
either: reviewed, corrected or completed by the Funeral Home and/or Medical Certifier. There
may also be items that need to be reviewed by someone in the Vital Records State Office,
Registration Department. A Death Case cannot be signed and/or submitted for registration if any

fields are left blank.

1% Section — Demographic Exceptions
e Refers to information completed by the
Funeral Home that needs to be
reviewed. User clicks on the blue
description and ERAVE automatically
takes the users to the area of the death
record were the listed item exists.

2"¢ Section — Required to Submit to State
e Thisitem is an indicator that the death
record has not been signed by the funeral
director selected on Tab 7 Funeral
Home/Embalmer. Once the Funeral
Director signs off, this item will disappear.

3" Section — Personal Information that must be
completed
e This contains items that were left blank.
ALL items listed in this section must be
completed using the following method:
o Click the blue description of the
item to return to that area of
the record.
o Complete the item and click the
“Finish” button.
O Repeat the steps until all items
have been completed.

4% Section — Medical Information that must be
completed

e [tems that need to be completed by the
Medical Certifier Only.

Click the “Save (as Pending)” button. (Successful Transaction
Screen Appears)

All Demographic Exceptions should be reviewed Fix all the following:

Residence address validation not successful
Field Group Description: Residence address validation not successful.

Informant’s city is blank
Field Group Description: Informant's city is blank.

Required to Submit to State. Fix all the following:

Personal Information Section
Field Group Description: Must be signed or dropped to paper.

Medical Information Section
Field Group Description: Must be certified or dropped to paper.

The following information must be entered to complete the personal information section. Fix all the following:

Occupation is required
Field Group Description: Occupation is required.

Decedent's race
Field Group Description: At least one Race is to be selected for Decedent. If any
Other checkbox is checked, enter the specifi

Decedent's Education
Field Group Description: Decedent's E ion is ired.

q

SSN Verification Not Completed
Field Group Description: SSN Verification Not Completed.

The Burial Transit Cremation Permit must be printed

Field Group Description: Cremation permit must be printed before the record can be
submitted.  NOTE: Permit cannot be printed if applicant name is blank, or cause of
death is blank or pending, or manner of death is blank or pending.

Decedent's Hispanic origin
Field Group Description: Decedent's Hispanic origin must be selected. If other is
check, please enter the specifics.

The fabowing iskormation must be entered to completz e medical informarion saction. Fix lzbowing:

Autopsy must ba answered or seledt Linknown
Field Growp Descripion: Auloosy mist be answesed or select Lnknown.

Sove (o3 Pending) I

10



4  How to Electronically Sign a Death Case

Once all the Personal Information Exceptions have been cleared from the ERAVE Warning Screen the
Funeral Director can sign the Personal Information Section on the Successful Transaction Screen. Funeral
Directors will be required to sign their death cases electronically using the method below.

Step 1 — On the Successful Transaction Screen Other Options

click the “Sign Now™ button. Following options are available:

- =
\ Retum to Record
Step 2 — On the Personal Certification Screen, read Personal Certification - Confirm
the statement then click the “Continue” button.
I hereby acknowledge the data presented is true and accurate.
Continue Cancel
Step 3 — On the Sign Death Case — Confirm Sign Death Case - Confirm

Screen, you will see that your case has been

. . . Case successfully signed
successfully signed. Click the “Continue” button.

When you click the Continue button in step 3, the Successful Transaction screen will appear.
Now, if necessary, you can print a Drop to Paper Copy for manual completion by the Medical
Certifier or a Draft Copy.

11



5 How to Print a Drop-To-Paper Certificate

Drop to Paper Death Certificates are printed for the purpose of manual completion by a Medical
Certifier that does not complete their death certificates electronically. The Death Case must be
signed before you print this document

Step 1 — On the Successful Transaction Print Confirmation

Screen: Your actions have triggered the following documents to be printed.
Please select all documents you wish to print.
e Skip the Print Draft option. Print Draft: O
° Select ”Drop to Paper.” Skip this print option: @
e Skip the “Print Affidavit” option. Dropito Paper: ©

Skip this print option: O
e Click the “Print” button.

Print Affidavit for Correction: ©
Skip this print option: ®

. Report - Confirm
Step 2 — On the Report — Confirm screen

click the “Generate Document” button
and wait for the image to appear. (Image
should appear in Adobe PDF format.) I[ Generate Document

Print certificate for manual completion

. . . FImmr
A full legal size Death Certificate image | . ML

should appear. The Medical Section
should be blank and all the Personal
Information fields should be
completed.
e Print the image
e Closeout the image window
o This should put you
back in ERAVE
Click the “Continue” button.
Click the “Main Menu” button.
o This should place you
back at the ERAVE
Main Menu.

Ll

12



6 How to Print a Draft Death Certificate

A Draft Death Certificate Copy is a paper certificate that has a Watermark that reads NOT LEGAL COPY. A

Death Case does not have to be signed by a funeral director to print a draft. Therefore, a draft death
certificate can be reviewed by the funeral home with the family to ensure all the information in the

Personal Information Section is correct before finishing the certificate or a completed, signed draft can

be kept by the funeral home for their records.
Printing a Draft

Step 1 — On the Successful Transaction Screen:
1. Select the “Print Draft” option.
2. Skip all other print options.
3. Click the “Print” button

If selecting a death case from the Open Cases
Queue do the following to print a draft:
® From the Main Menu click “View
Queues”
® Locate the death case in the Open
Cases Queue and click the word
“Process” to open the death case.
e Once opened, click the “Finish” button.

Print Confirmation

Your actions have triggered the following documents to be printed.

Please select all documents you wish to print.
Print Draft: @
Skip this print option: O

Print Affidavit for Correction: ©
Skip this print option: O

e Onthe ERAVE Warning Screen click the “Continue” button, then follow steps 1-3 from the

Printing a Draft section shown above.

Step 2 — Click the “Generate Document” button and

wait for the Death Certificate image to appear.

A Death Certificate image should appear displaying a

watermark reading “Not Legal Copy.”

® Print the image.
e (Closeout the image window.

O This should put you back in ERAVE.

e (Click the “Continue” button.
e Click the “Main Menu” button or click

“Return to Record” to complete or submit for

registration.

Report - Confirm

Print Death Certificate

[ Generate Document |

o

13



7 How to Print a Permit

Funeral Directors must print the Burial/Transit C

remation Permit that is generated in ERAVE. The

Cremation Permit cannot be printed if the Cause of Death is not completed or pending, or the Manner
of Death is not completed or pending. The Cremation Permit must be printed before the record can be

submitted for registration.

Step 1 — User will see the Burial/Transit
Cremation Permit exception on the ERAVE
Warning Screen. Click the “Save (as Pending)
button.

The following tion must be entered plete the personal i ion section. Fix following:

The Burial Transit Cremation Permit must be printed

Field Group Description: Cremation permit must be printed before the record can be submitted. ~ NOTE:
Permit cannot be printed if applicant name is blank, or cause of death is biank or pending. or manner of death is
blank or pending.

[E—]

Step 2 — On the “Successful Transaction Screen”
e Select the “Print Permit” option and skip
the other print option(s).
e Click the “Print” button.

Step 3 — click the “Generate Document” button
and wait for the image to appear.

Print Confirmation

Your actions have triggered the following documents to be printed.
Please select all documents you wish to print.

Print Draft: ¢
Skip this print option: @

Print Permit: @
Skip this print option:

Report - Confirm

Print Death Certificate

Generate Document |

ARKAMNOAL DEPARTHMENT OF HEALTH

Step 4 — The Burial/Transit Cremation Permit image (FAINE N——

appears.
e Print the image
e Closeout the image window.

o This should put you back in ERAVE. T e e N

e (Click the “Main Menu” button or click
“Return to Record” to submit for
registration.
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8 Submitting a Death Case for Registration

Once both the Personal and Medical Information Sections have been completed, the Funeral
Home can submit that death record to the State Vital Records Registration Department for

registration.

There are 3 ways in which a Funeral Home can submit a death case for Registration:

1. After printing the Draft Death Copy.

2. From the Open Cases Queue

3. After Signing the Personal Information Section

8.1 Submitting a Death Case (After Printing a Draft)

Once the Death Case has been signed and the draft copy has been printed and you close the
Death Certificate image window. You should see the ERAVE Report-Confirm Screen.

Step 1. On the Report-Confirm Screen click the Print Death Certificate

“Continue” button.

Step 2. On the Successful Transaction Screen
click the “Return to Record” button.
(Record open at Tab 1 Decedent.)

Step 3. Once the death record opens,
click Tab 12 Case Actions.

Report - Confirm

Generate Document

I Continue ] I

Other Options

Return to Record )

Enter Request

|5 Disposition| | 6 Decedent History| |7 Funeral Home/Embalmer|

Injun,f| [11 certifier| |12 Case Actions]|

Note: On Step 3, user may see two popup boxes once tab 12 has been clicked. Just click “OK” on both boxes

and click Tab 12 again.)

Step 4. On Tab 12 Case Actions, click
the “Release for registration”
checkbox.

50/52. Registration Information

Release for registration
Date received by registrar (MM/DD/Y YY) m

Certificate number |

Date registered E




Step 5. Click the “Finish” button. | Previous | I Finish | Cancel

Step 6. On the ERAVE Warning Screen click the “Save (as Pending)” button.
Step 7. On the Successful Transaction Screen click the “Main Menu” button.

Your record has been successfully submitted for registration.

8.2 Submitting a Death Case (From the Open Cases Queue)

Step 1. From the ERAVE Main Menu M
click “View Queues.” Death | Requ

Step 2. Locate the decedent’s name it Lt e DefeoiDath  PISte Hed s Case Sifis Dol A

inthe O C
e %fouczss,, Bl SR WA S b losii el Pres

Step 3. Once the death record opens,

|5 Disposition| |6 Decedent History| |7 Funeral Home/Embalmer |
click Tab 12 Case Actions.

Injury| |11 Certifier| [12 Case Actions|

Note: On Step 3, user may see two popup boxes once Tab 12 has been clicked. Just click “OK” on
both boxes and click Tab 12 again.)

50/52. Registration Information
[¥] Release for registration

Step 4. On Tab 12 Case Actions click the Date received by registrar (MM/DD/YYYY) i

”Release for reg|strat|on” CheckbOX. Certificate number [
Date registered ’7ﬁ

Step 5. Click the “Finish” button. lwl s I G

Step 6. On the ERAVE Warning Screen click the “Save (as Pending)” button.
Step 7. On the Successful Transaction Screen click the “Main Menu” button.

Your record has been successfully submitted for registration.



8.3 Submitting a Death Case (After Signing the Personal Information Section)

Step 1 — After going through the process of
signing a death record, click the “Return to

Other Options
Record” button. (Record opens at Tab 1 GRS

Return to Record

Decedent.) : —

Step 2 — From Tab 1 Decedent, click Tab 12 | 1 Decedent | [2 Decedent Info]

Case Actions. [ Funeral Home/Embalmer| |8 Act
|12 Case Actiur15|

Note: On Step 2, user may see two popup boxes once Tab 12 has been clicked. Just click “OK” on both boxes
and click Tab 12 again.)

Step 3 — On Tab 12 Case Actions, in section 50/52. Registration Information

. . . . Rel i i i
50/52 Registration Information, click the o oeeee O reen
y registrar liﬁ
“Release for registration” checkbox. (AL SeleiAANY)

Certificate number |

Date registered E

Step 4 — Click the “Finish” button. Previous

T
Finish || Cancel

Step 5 — On the ERAVE Warning Screen click the “Save (as Pending)” button.
Step 6 — On the Successful Transaction Screen click the “Main Menu” button.

Your record has been successfully submitted for registration.



9 Checking the Status of a Submitted Death Case

How to check the status of a Death Record that has been submitted to the State Vital Records
Office for registration.

Step 1 — From the ERAVE Main Menu click
“Death” Death | Requests | System | Ad Hoc Reports |

Step 2 — Click “Search”

Step 3 — On the Search Criteria Screen enter one of the following”

e Decedent’s first and last name Decedent’s Name

First |TODD

Or Middle |
e Decedents Date of death Last [LANDRY
e Click the “Search” button. suix [setect~]

] Swap names

[ ] soundex on last name

Date of Death
Date of death ﬁ
p——— )|12/o1/2017 BT Month v
To I @ Year I

| Search I Cancel |

Note: In Step 3, the user can also search using a date range. User enters the start date in the “Date
of Death” numeric field and the end date in the “TO” field, then clicks the search button.

Record List Screen appears displaying the number of records found.
o If registered a certificate number will appear under the heading Certificate.
o If not registered the word “Submitted” will appear under the heading Certificate.

Records List ( 1 Records found )

First Last Name Date of Death County of Death Date of Birth Sex Funeral Home Pl Status Ml Status Case Statuf Certificate fev Details
TODD LANDRY  12/01/2017 PULASKI 06/06/1966 M ERAVE FUNERAL HOME Signed Certified Registered § 2017000002 Details
Cancel

To return to the Main Menu:
e Click the “Cancel” button on the Record List Screen.
e Click the “Cancel” button on the Death Record Search Criteria Screen.

Note: Writing the Certificate Number at the top right-hand corner of your death application can
help your Local Health Unit Clerk process your order more efficiently.
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10 How to Modify a Death Case (Understanding the 3 Types of Changes)

There are 3 different functions a Funeral Home can use to make changes to a death record.

Update Case, Correct Record and Amend Record. Before a user attempts to make a change to a death
record they should use the DEATH>>SEARCH function to determine the status of a death record. Once
the status has been determined, the user will know which one of the change functions to use.

1.

Update Case Function — Is used when a Death Case has been submitted for registration but has
not received a certificate number. There is no charge when changing or correcting information
using the Update Case function. The Case Status for the death record should read “Submitted...”
Once in the Death Case the user can change multiple items.

Note: Any changes made to the decedent’s first or last name using the Update Case function, will create a
name discrepancy between the Personal and Medical Sections. Please contact the medical certifier whenever
a change to the decedent’s first or last name occurs. The Medical Certifier must also change their name on
Tab 11 Certifier to match what is listed on Tab 1 Decedent.

2.

Correct Record Function — Allows the Funeral Home to make corrections to a Death Case up to
10 days after the Date of Registration. Once in the Death Case the user can change multiple
items. When changes are made within in the 10-day time frame there is no charge and the
changes made are not notated on the Death Certificate.

Amend Record Function — Any changes made to a Death Case 10-day after the Date Registered.
Multiple items can be changed once in the Death Case and there is a $15 fee each time the
Amend Record Function is used.

How to Determine Which Change Function to Use. (For records no longer in your Open Cases
Queue.)
Step 1. Click “Death.”
Step 2. Click “Search.”
Step 3. On the Search Criteria Screen enter the decedent’s first and last name.
Step 4. Click the “Search” button.
Step 5. On the Record List Screen click the word “Details”
a. Onthe Record List screen the Pl status should say Signed, Med Status should say
“Certified” and the Case Status should say either “Submitted” or “Registered”.
b. If the Case Status is “Submitted” then use Update Case to make changes.

Step 6. On the Record Details screen scroll to bottom of the screen to section “50/52
Registration Information” and locate
the Date Registered.

50/52. Registration Information

Release for registration: Y

a. Iftherecord has been registered . .
Date received by registrar (MM/DD/YYYY): 12/15/2017

less than 10 days use the Correct
Record Function.

b. If the record has been registered  |Date registered: 12/15/2017
more than 10 days use the
Amend Record Function. 16 b, c. Place of Disposition

State/province: ARKANSAS




10.1 How to Use the Update Case Function

Step 1 — From the ERAVE Main Menu click “Death.”

Step 2 — Next, click “Update Case.”

Step 3 — On the Search Criteria Screen Enter one of the following”

’ Date of Death
e Decedent’s Date of Death Dote of death

TR o) [os/06/2017 FEH Month [sciect
e [ B ovear [

Decedent's Name
First |DARTH

e Decedent’s First and Last name

Middle |

Last |VADER

Suffix ISelect ~
[] Swap names
Step 4 — Click the “Search” button. | Soundex on tast name
Record appears on the Record Details Screen. | P 11 —_——3 I

Note: In Step 4, the user can also search using a date range. User enters the start date in the “Date of Death”
numeric field and the end date in the “TO” field, then clicks the search button.

Step 5 — Locate the decedent’s name on the Record Details Screen. To the far right of the decedent’s
name click “Details.” (Record Details Screen appears.)

Records List ( 1 Records found )

First LastName Date of Death County of Death Date of Bith  Sex Funeral Home PlStatus MiStatus Case Status  Certificate Rdv Details
DARTH VADER 06/06/2017 PULASKI 01/01/1984 M ERAVE FUNERAL HOME Signed Certified Submitted .., 0 | Details

Step 6 — Scroll to the bottom of the Record Details Screen and click the “Continue” button. (Record Opens
at Tab 1 Decedent.)

Main — Death — Update Case

Record Details
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Step 7 — Once the death record opens at Tab 1 Decedent, Click Tab 12 Case Actions.

| i Decedentl |2 Decedent Info| |2 Place of Death| |4 Par

b Cause of Death| |10 Manner/Details/Injury| [11 Certifier] | 12 Case Actions

Note: On Step 7, user may see two popup boxes once Tab 12 has been clicked. Just click “OK” on

both boxes and click Tab 12 again.)

Step 8 — On Tab 12 Case Actions, In the Personal
Information Action section.
e C(Click the “Un-Sign” checkbox.
e Click the “Finish” button.
o ERAVE Warning Screen appears.

Step 9 — Scroll to the bottom of the ERAVE
Warning Screen and click the “Save (as pending)”

button. (Successful Transaction Screen appears.)

Step 10 — Click the “Return to Record” button.
Disregard the Sign Now button.
Record opens at Tab 1 Decedent.

Personal Information Actions
Ready to sign personal information
~  Un-sign
Personal information exceptions Y
Personal information status

I Previous I

Case pending

|I Finish | I Cancel |

ERAVE Warning

I | Save (as Pending) i
| |

Other Options
Following options are available:

Sign Now ]
I| Return to Record | I

Step 11 — Once the death record opens, click the tab that contains the field(s) that need to be changed.

| 1 Decedentl |2 Decedent Info| |3 Place of Death| [4 Parents/Informant||5 Disposition|
© Cause of Death| |10 Manner/Details/Injury| |11 Certifier|| 12 Case Actions|

Step 12 - Scenario 1: Change made to
decedents Father’s name.
Here the decedent’s father’s first name is

changed from Vince Vader to Dan Vader.

Once all the change(s) have been made, click the
“Finish” button.
ERAVE Warning screen appears.

13. Father's Name

Lnkornenam

First prmce

Middie |

Last WALKER

S ISe!e:‘. |
13. Fathers Mame

[pe—

First [sTE

Middle

Last hADER

Saufti Sealect |

Mext II Finish | | Cancel

|
Previous II
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Step 13 — Scroll to the bottom of the ERAVE Warning
Screen and click the “Save (as pending)” button.

ERAVE Warning

Successful Transaction screen appears

Save (as Pending) |

Step 14 — Click the ‘Sign Now” button to Re-Sign the

Death Case. (Re-sign the record using the signing process.

When you complete that process you will see the successful
transaction screen.)

Following oetions are available:

[ Sign Now ]

ﬂelﬁm IO ﬂecola

Step 15 — On the Successful Transaction Screen click
the “Return to Record” button. (Record opens at Tab 1

Decedent.)

Other Options

Return to Record {

nier Requesl

Step 16 — Once the death record opens click Tab 12 Case Actions and complete the following.

1) In section 50/52 Registration
Information click the “Release for
registration” checkbox.

2) Click the “Finish” button. (ERAVE
Warning screen appears.)

50/52. Registration Information
Release for registration

Date received by registrar (MM/DD/YYYY) I @

Certificate number I

Date registered I @

3) On the ERAVE Warning Screen click
the “Save (as Pending)” button and

Previous | Next ||I Finish |}  Cancel

return to the Main Menu.

ERAVE Warning

| Save (as Pending)
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10.2 How to Use the Correct Record Function

Step 1 — From the ERAVE Main Menu click Death. —
Death | Requests | System | |
|

Step 2 — Click “Modify Record.”

Step 3 — Click “Correct Record”

Correct Record Amend Record

Step 4 — On the Search Criteria Screen enter one of the following:
e Certificate Number Record Identifiers
e Decedent’s First and Last name Assigned case number |
e Decedent’s Date of Death ME case number [

Certificate number (2017000002 |

Decedent’'s Name

First  [TODD

Middie |

Last  [LANDRY

e
[ ] sSwap names
[ ] Soundex on last name

Date of Death
Date of death =
(i y |12/01.'2017 T Month Ibe\ec: v
To I @ Year I
Step 5 — Click the “Search” button
(Record List screen appears) I L Search |I| Cancel |

Step 6 — Death Case appears on the Record List Screen, click the word details. (Record Details Screen
appears)

Records List ( 1 Records found )

First Last Name Date of Death County of Death Date of Birth Sex Funeral Home Pl Status Ml Status Case Status Certificate
TODDLANDRY 12/01/2017  PULASKI 06/06/1966 M ERAVE FUNERAL HOME Signed Certified Registered 20170000020 J Details




Step 7 — Scroll to the bottom of the Record Details Screen and click the “Continue” button. (Basis/Reason
for Modification screen appears.)

Reco;'d Details

=

Step 8 — Basis/Reason for Modification Screen complete as follows:

Basis Section — Defaults to “FH Correction.”
Reason Section — Enter a brief description of
the item(s) being corrected

Click the “Finish” button when all fields are
completed. (Record opens at Tab 1 Decedent.)

[Basis/Reason for Modification|
Basis

Basis | v
Reason

ICHANGE TO DECEDENT'S
RESIDENCE ADDRESS.

Reason

[ Finish

] Cancel

Note: User can correct multiple items within the death record. Make sure to enter here on the Basis/Reason screen
a brief description of all the items that will be corrected in the death case.

Step 9 — Once in the Death Case, click the tab associated with the information that is to be corrected.

| 1 Decedent| [2 Decedent Info) [3 Place of Death| [4 Parents/Informant]|

[7 Funeral Home/Embalmer| |8 Actual Date/Pronounce/Contact| |9 Cause of]
12 case Actions]|

Scenario 2: A correction has to be made to the

decedent’s Residence Address on Tab 2 Decedent Info.

However, the Decedent’s Residence Address is the

same as the Informant’s Residence Address on Tab 4

Parents/Informant. In order to change the Decedent’s

Residence Address, you must first clear the fields for

the Informant’s Residence Address.

8. Residence

Number and street [

Apartment number

Country I v
State/province I v

County v

City list I v

City or town [

Zip code

Validate address I

Validation result I v

v Accept address

Inside city limits? |Yes v

Note: The Accept Address checkbox associated with the Decedent’s Residence Address will be
inaccessible until the Informant’s Residence Address fields have been cleared.



Step 10 — Click Tab 4 Parents/Informant
e Inthe drop down menu entitled Address
Same as Decedent select “N-CLEAR” then
hit the TAB key on your keyboard.
(Informant’s Residence Address Fields will
clear.)
e Now click Tab 2 Decedent Info.

Step 11 — On Tab 2 Decedent Info, in section 8,
un-check the Accept Address checkbox.

DR O DO

[1 Decedent| [2 Decedent Info] [3 Place of Death| | 4 Parents/Informant]|

Address same as decedent’s

residence

umber and stree |

R

[UNITED STATES

Apartment number

Country

[arKANSAS

<

Statefprovince

City list ‘ Select hd

City or town |

VALIDATE

‘ v

Zip code

Validate address

Address validation status

[ Accept address

8. Residence
Number and street ‘

Apartment number

Country I e

[ v

=

| ~

State/province

County

City list

City or town [

Zip code
Validate address I

: ~

= I
[¥] Accept address

Ty e, v

Note: Unchecking the Accept Address checkbox unlocks the Decedent’s Residence Address fields.

Step 12 — Enter the correct information and click
the “Validate” button. If the address does not
validate, then click the “Accept Address”
checkbox.

Step 13 — click Tab 4 Parents/Informant and
select “Y-COPY” from the “address same as
decedent’s residence” dropdown menu and click
the “Finish.” button. (Record-Confirm screen

appears.)

Note: Selecting “Y-COPY” pulls the decedent’s address

into the informants address fields.

8. Residence

Number and street 1

Apartment number

Country | e

[ v
2

Ciity list [ v

State/province

County

City or town [

Zip code
Validate address ]

Validation result I

[¥] Accept address

Inside city limits? |Yes v

AJOrass 5ama 35 Secedent's Y - COPY |
resdence

Misnber and sirest

Apartmant number [

Country

Siate/province | =

Ciy list
ity of own
Zip code |

Walidate acdress

Address valdabtion status

< Accept address

| previous | | Mext 1 Finish cancel |
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Step 14 — On the Record Modify-Confirm screen review the corrections that were made.
e [f additional changes are needed click the “Edit Additional Information” button
e If no additional changes are needed click the “Continue” button. (successful Transaction screen

appears)

Record Modify - Confirm |

Reason: FH CORRECTION : CHANGE TO DECEDENT'S RESIDENCE ADDRESS

Edit Additi ]

Field (DB Name) Original Value Changed Value Remove Change

Zip code (DZIP9) 72205-3866 72206-3058 Remove

Number and street (INFO_ADDR1) 4815 W MARKHAM ST 3100 S GAINES ST Remove

Zip code (INFO_ZIP) 72205-3866 72206-3058 Remove

Zip code (RES_ZIP) 72205-3866 72206-3058 Remove

Number and street (DADDR1) 4815 W MARKHAM ST 3100 S GAINES ST Remove

Number and street (RES_ADDR1) 4815 W MARKHAM ST 3100 S GAINES ST Remove

Some system columns will be changed. Show system columns

Make Anather Change I [ Continue I [ Cancel Full

Step 15 — On the Successful Transaction Screen click
the “Print” button to print the Affidavit for Correction.

Step 16 — click the “Generate Document” button and
wait for the affidavit image to appear.

Print Confirmation

Your actions have triggered the following documents to be printed.
Please select all documents you wish to print.

Print Affidavit for Correction: @

Report - Confirm

Affidavit for Correction

I Generate Document ‘

Step 17 — Affidavit for Correction image appears.
Print the affidavit, close out the image, click the
“Continue” button and click the Main Menu
button.

Printing the Affidavit serves 2 purposes:
1) Gives the Funeral Home a copy for their
records
2) Attaches a copy of the Affidavit to the
death record

T

ARKANSAS DEPARTMENT OF HEALTH
VITAL RECORDS
AFFIDAVIT FOR CORRECTION OF A RECORD

The original record of death for TODD LANDRY
Who died on DECEMBER 1, 2017, in the County of PULASKI, State of Arkanzas is

incorrect or incomplete as follows:

NOTE: (ANY FRAUDULENT ENTRY MADE WILL RE TURNED OVER TO THE PROSECUTING ATTORNEY)

ITEM The record now shows: ‘The true facts are:
12f. Facility Zip 72205-3866 72206-3058
Code
15¢. Informant 4815 W MARKHAM ST 3100 S GAINES ST
Number and Street
15¢. Informant Zip 72205-3866 72206-3058
Code
8f. Residence Zip 72205-3866 72206-3058
Code
8d. Residence 4815 W MARKHAM ST 3100 S GAINES ST
Number and Street

The above information is true to the best of my knowledge, information and belief.

Affiant _Anthony Enoch Date December 18,2017

4815 W MARKHAM ST, LITTLE ROCK, AR, 72205

Present Addrezs

sl

Signature

26



10.3 How to Use the Amend Record Function

Step 1. From the ERAVE Main Menu click
“Death.”

Death | Requests | System | .

Step 2. Click “Modify Record.”

Step 3. Click “Amend Record.”

Correct Record | Amend Record

Step4. User can search using one of the following search criteria’s:

Record Identifiers

a. Certificate Number Assigned case number [
b. Decedent’s First and Last ME case number |
2016000001
names. Certificate number

c. Decedent’s Date of Death Decedent's Name

First  [PAUL

Middle |

Last [PENDING

Suffix

Date of Death
e e fori012016 [ Monm [SEEs v

To ’—M Year I—

Click the SEARCH button [Cseeer 1| _caneei 1|

Step 5. Record list screen appears displaying decedent’s name, click “Details.’

Records List ( 1 Records found )

First LastName Date of Death County of Death Date of Birth Sex Funeral Home Pl Status MI Status Case Status Certificate Details
PAUL PENDING 01/01/2016  PULASKI 01/01/1944 M ERAVE FUNERALHOME Signed  Certified Registered 2016000001 1 | Details




Step 6. Scroll to the bottom of the Record Details screen and click the “Continue” button.

Main -- Death -- Modify Record -- Amend Record

Record Details

] o

Step 7. Basis/Reason for Modification Screen

a. Basis Section defaults to
Affidavit

b. Enteryour reason for
making your changes.

Click the FINISH button.

[Basis/Reason for Modification|
Basis
BaS|s| \ v
Reason
CHANGE TO PARENT'S
INFORMATION

Reason

| Finish III Cancel |

Step 8. Record opens at Tab 1 Decedent. Click the tab associated with the information that

needs to be amended.

| 1 Decedentl |2 Decedent Info| [3 Place of Death| [4 Parents/Informant]|

[12 case Actions|

7 Funeral Home/Embalmer| |8 Actual Date/Pronounce/Contact| |9 Cause of|

Note: “Message from webpage" will popup. o After saving the changed record you will need to enter a
Click the “OK” button then click the tab

Message from webpage

associated with the information that requires payment,

Amending.

request and pay a $15 FEE to file the amendment. Generate
the AFFIDAVIT FOR CORRECTION, but do not submit it. Enter
the request and then print and submit the invoice and

Click OK to continue to the next field, click CANCEL if you
would like to correct your entry,

o

Step 9. Make the necessary Amendment(s) and click the FINISH button.
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Step 10. On the Record Modify-Confirm screen review your changes.
a. If additional changes are needed, click the “Make Another Change” button.
b. If no additional changes are needed, click the “Continue” button.

| Record Modify - Confirm |

Reason: AFFIDAVIT : CHANGE TO PARENT'S INFORMATION
Today's Date: 12/04/2018
Edit Additional Information |
Field (DB Name) Original Value Changed Value Remove Change
Update pending flag (FL_UPDATE_PENDING) N Y Remove
Court Order/Presumptive Death (COURT_PRESUM_DEATH) N Remove
First (FATHER_GNAME) PERRY THOMAS Remove
Request fee paid (FL_REQUEST_FEE_PAID) N P Remove
First (INFO_NME) JANE JENNIFER Remove
First (MOTHER_GNAME) JANE JENNIFER Remove
Some system columns will be changed. Show system columns
e — T

Print Confirmation

Your actions have triggered the following documents to be printed.
Please select all documents you wish to print.

Print Affidavit for Correction: @

On the Successful Transaction
Screen click the “Print” button.

Step 11.

Click the “Generate Document” button and wait Report - Confirm

for the Image to appear. Affidavit for Correction

Step 12. Affidavit for Correction image
appears. Print the Affidavit.

Printing the Affidavit serves 2

Generate Document

T

ARKANSAS DEPARTMENT OF HEALTH

VITAL RECORDS

AFFIDAVIT FOR CORRECTION OF A RECORD

The original record of death for _PAUL PENDING

p u rposes . -who died or JANUARY 1, 2016, in the County of PULASKI, State of Arkanzaz iz
1. Provides the Funeral LS T o s aowE T
Home a copy for their e T
records By w v
2. Attaches a copy of the . z
Affidavit to the death — i
reco rd . PERRY THOMAS
JANE JENNIFER
[N I\L?\her First JANE JENNIFER

Close the image, click the “Continue” button and click

the Main Menu button.

Tha above information iz tnue to the bezt of my knowladge, information and balief.

Affiant _Anthony Enoch

Date  December 04, 2018

4815 W MAKRKHAM ST. LITTLE KOCK. AK. 72205

Preent Address,

<t

Signamre
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11 How to Take Control of a Death Case

When a death case has been created by a Medical Certifier, a funeral home can take control of
the Personal Information Section. By using this process, the funeral home does not have to wait
for the Medical Certifier to assign the death case to them.

Note: The Personal Information entered by the funeral home must exactly match the
Personal Information entered by the Medical Certifier.

. . Logged in as:
Step 1. From the ERAVE Main Menu click Anthony Enoch
“ " at ERAVE FUNERAL HOME - LITTLE ROCK [change]
Death. Unit: ERAVE FUNERAL HOME - LITTLE ROCK

Death | Requests | System | Ad Hoc Reports | \

Logged in as:
Anthony Enoch
. at ERAVE FUNERAL HOME - LITTLE ROCK [chang
Step 2. Click Create Case Unit: ERAVE FUNERAL HOME - LITTLE ROCK

Step 3. Start Case Information Screen — Enter the following information:
a. Decedent’s First and Last names.

b. Decedent’s Gender.
c. Decedent’s Date of Death.
d. Decedent’s Date of Birth
e. Decedent’s County of Death.
Start Case Information
Decedent’s Name Date of Death
First \CASEY Date of death (MM/DD/YYYY) 01/01/2019
Last [CONTROL | Decedents Date of Birth
[] Soundex on last name Date of birth (MM/DD/YYYY) [07/07/1947
Decedent’s Sex Place of Death
Sex [MALE v Death County [PULASKI ~]

Decedent Unknown
[} Decedents name is unknown

FH case number

| Search | Cancel

Click the SEARCH button.
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Step 4. On the Record List Screen click the word “Accept” under the heading Action for FH.
Records List ( 1 Records found )

First  LastName DateofDeath Countyof Death  Sex Funeral Home Certificate Subm Re§ Action for FH | Action for MC Details
CASEY CONTROL 01/01/2019 PULASKI M No 0 Accept Notify Responsible Location
. Crente New Case |
Exit

Step 5. On the Record Details Screen, scroll to the bottom of the screen and click the
“Continue” button.

Record Details

Continue Cancel

Record opens at Tab 1 Decedent. At this point you have taken control of the Death Case and can now
begin completing the Personal Information sections.

kansas — EDRS: Name: CONTROL,,CASEY ~ DOD: 01/01/2019

1 Decedent | |2 Decedent Info| [3 Place of Death| [4 Parents/Informant| |5 Disposition| |6 Decedent History| 7 Funeral Home/Embalmer]|

B Actual Date/Pronounce/Contact| |9 Cause of Death|[10 Manner/Details/Injury| 11 Certifier| [12 Case Actions|
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