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DAVE ™ User’s Guide — Introduction

Introduction

Welcome to the DAVE™ Training and User Guide

VitalChek’s DAVE™ application is a sophisticated, electronic vital record management
system. The DAVE™ gui (graphical user interface — pronounced ‘gooey’) uses familiar
web structures and techniques to open, close, and navigate through the application.
Within the infrastructure of the DAVE™ application there are powerful ‘engines’ that are
used to search, validate, and set status codes used to monitor the quality and
completeness of vital records data.

This guide will lead the user through all of the DAVE™ pages and provide step-by-step
details on how to perform individual tasks. Each step is accompanied by screen prints
that highlight and summarize the important information discussed in the steps. You will
find an extensive table of contents at the beginning of this manual and an appendix of
important definitions and useful information at the end of this manual.

Web Browsers

DAVE™ is a thin client application utilizing state of the art features found in current
versions of Microsoft’s Internet Explorer (IE) web-browser. Therefore, client use of the
most current version of IE is a requirement.

Web Back Button

The Back button on the IE web browser tool bar should generally be avoided when
working in the DAVE™ application. However, one acceptable use of the |E’s Back
button is to return to the Search Results page after viewing a possible match. The use
of your IE’s back button in other capacities may result in the loss of data.

ETM

Where the functionality is supported, DAV provides a button or similar feature that

can be used to return to a previously viewed page.
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DAVE ™ User’s Guide — Introduction

General System Navigation

Page Controls and Navigation

The DAVE™ system contains many controls that are familiar to most PC users.
Additionally, the DAVE™ system includes some custom controls created by VitalChek
to simplify the job of entering and processing vital records data.

Dropdown Lists

Dropdown lists provide you with a pre-defined list of choices. This eliminates the need
to manually type in data, prevents inappropriate items from being entered, and prevents
spelling errors.

One of the first dropdown lists you are likely to encounter is the Gender dropdown list
on the main Start/Edit New Case page. To view all items in the list simply click on the
down-arrow on the right side of the control.

Gender: I - I

Notice that clicking on the down arrow will reveal the list of items that can be selected
from that control. Some dropdown lists will have more selectable items than can be
displayed on one page. In those cases, a scroll bar will appear on the left side of the
list.

Clicking the
A k down-arrow

: : here opened the
list of selectable
items.

Gender: §

It is possible to select an item from the list without actually dropping the list down. If you
already know the item you want to select, just tab to the dropdown and type the first
letter in the name of the item.

We already knew ‘Female’
was in the list. By typing
‘F, Female was
automatically selected.

Gender: ¢ |{g=h=lE
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DAVE™ User’s Guide — Introduction

Once the list is highlighted, it is possible to navigate up and down through the list using
the directional arrow keys on your keyboard.

With the list highlighted and ‘Female’ selected, press the down-arrow button on your

keyboard- Gender: ¢
Pressing the down-arrow with ‘Female’ highlighted scrolls :  [EER—
down the list to ‘Male’. Now press the up-arrow button. Gender: ¥ Jiss
Pressing the up-arrow with ‘Male’ highlighted scrolls back up Cardarity

the list to ‘Female’.

Additionally, once a dropdown list has been selected, using the Alt-DownArrow key
combination on your keyboard will open the list. Using Alt-UpArrow will close the list.

Standard Date Format
While processing vital records, you will frequently find yourself inputting dates. DAVE™
allows you much flexibility in using several different date formats:

If you type: System will display:

Date of Death:  » [JUN-09-2004 7
Date of Death:  » [JUN-09-2004 7
Date of Death:  » [JUN-09-2004 7
Date of Death:  » [JUN-09-2004 7

1. MM-DD-YYYY Date of Death:  » |05-03-2004] -7
2 MMIDDIYYYY: ey

3. MMDDYYY: Date of Death:  » [05092004] 7
4. MonDDYYYY. B e furogzong] =7

|RIRI8]
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Calendars Controls

As noted above, dates must be keyed into the DAVE™ system using one of 4 specific
formats. However, DAVE™ also includes a custom date control that simplifies the
process of entering dates.

Anywhere you see a date entry control, you will also see the Calendar Icon: |:"J .

In addition to manual date entry, you can also
select the Calendar Icon next to a date entry box Date of Death: » |
to bring up a Calendar control.

Selecting this
Calendar lcon...

Date of Death: ¢

e

.. will launch this
| Calendar control.
{2004 =] L

53

=

Db of Birth

By default, the current Month, Day, and Year are pre-selected. The current month is
pre-selected in the Month dropdown list, the current year is pre-selected in the Year
dropdown list and the current day is highlighted in red. As with other dropdown lists we
have seen, clicking on the down-arrow next to the month control (November, in this
example) will reveal all the items in the list.

£
Eg
T

?
wfE| L4

—_
&
=

1 12 13
18 13 20
25 2% 27

BEEE~
EMN2 e sF
BL®ewn|d

B
E

Date of Death:  » |NOV-16-2004 =7 J

" 1

1% 19 20
25 26 27

Lancel
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DAVE™ User’s Guide — Introduction

Once we have selected the correct Month and Year, clicking on the Day of the month
will auto-populate the Date for us.

Date of Death:  » | & “

Dade of Birth: fune =] 2004 7]

yu Mo Tu We Th Fr %a
1 2 3 4 5

B T B

13 14 15 ﬁﬂ‘j'l? %19

M 2 23 24 2% 2

2T 2 23 10

Date of Death:  » |JUN-03-2004

Also, clicking on the Today link on the calendar control will automatically enter the
current date into the calendar

control. Selecting Cancel will — ﬂ
close the control without saving bl >
a date. Date of Birth: a1 2004 )
tu MO Tu Y Th Fr %5
1 2 3 4 &
§ 7 8 0 1 12
14 15 j:}-l? 1% 19
M 2 23 4 25 %
® 23 W
Select the Today Cancel
“Today” link to /%
enter the
current day’s Select “Cancel” to
date in the close the calendar
calendar control without saving
control. a date.
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DAVE ™ User’s Guide — Introduction

Lookup Controls and Auto Populate
Lookup Controls are DAVE™ specific controls. Lookup Controls are like expanded

dropdown lists that display a grid of selectable data. Lookup Controls are all labeled,
so you will know one when you see it.

Similar to dropdown lists, click on the Lookup (m) button on the right end of the
control.

Date of Death Modifier ﬁa Date of Deathy SEP-05.2005 |7
Time of Desth Modifier | Lookup controls are 08 43|[pm =]
il :

Pronounced Dead ) conveniently labeled.

Pronouncer Click here to expand
License Number the Lookup list.
First Last Sutfix
fedical | Priysician [ !
Title Other Specily
|Doctor of Medicine =] |
Date Signed -

Once the Lookup control has been expanded, just click on any entry’s Select link to fill
in the control.

=] Dste of Deaths SEPDS.2005 |27

=] Tmeotoesm 08 43| [m =
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Notice that all of the controls on the Pronouncer tab have now been auto-filled.

Date of Death Modifier | ~| Date of Death» SEP-0S-2005 |7
Time of Desth Moditier | =] TmeotDesth 0843 [m =]

|I_-nE thy R Bateman _v!
Miciclle Last
i_ll'l:'.l“"f | if{ | !lE';,d EIman
Title Cher Specify
| Doctor of Medicine ;I | |

Date Signed | =
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The Registration Header

The Registration Header helps you keep track of missing data that can prevent a
death record from being properly registered. It is also a valuable tool for tracking the
status of a death case.

The Registration Header can be viewed from any of the pages of information in the
Death Registration Menu. Simply locate the blue bar at the top of the information
window that displays the case number, decedent name, and date of death.

10 :Bob Smith SEP-05-2005 -
Mew Eventiew EventMew EventMot RegisteredUnsignedUnpronouncedUncarified M

Decedent
| Willl medical instifution be responsible for final disposition? I VI

Decedent’s Legal Name
Predix First Miciclle Cther Middle Last Sutfix

Bok Smith

Decedent's Mabden Name
Last

Clicking on this bar or the darker blue arrow at the upper right corner will expand the
header and reveal the statuses associated with this particular record.

The DAVE™ application provides work flow and data quality management through the
assignment of statuses. The death registration process involves many steps that are
completed by several parties. In order to track these steps the DAVE™ system assigns
one or more statuses to the record when an action is performed (e.g. Select the register
button) or event occurs (e.g. validation rule failure).

The initial status assigned to a new electronic case is New Event/New Event/ New
Event/ Not Registered/Unsigned/Uncertified/Unpronounced/NA. (The status shown
in the example above.)

The initial status of a paper record keyed by a registration office user is New
Event/New Event/ New Event/ Not Registered/NA/NA/NA/NA. The goal of all parties
in the registration process is to obtain a ‘perfect’ status. A perfect status would indicate
the highest data quality and completion of all steps in the registration process (e.g.,
Personal Valid/Fact of Death Valid/Medical Valid/Registered).

DAVE User Guide - Oregon 12 of 191
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DAVE ™ User’s Guide — Introduction

Sometimes a death record may contain values which are valid, however, those values
cause soft edit rule failures. Therefore, it is also possible to have a registered record
have a Personal Valid with exceptions /Fact of Death valid with exceptions/Medical
Valid with exceptions /Registered status or any combination of valid and valid with
exceptions.

Selecting either the Registration Header or the blue arrow a second time will close the
header.

DAVE User Guide - Oregon 13 of 191
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Validate Page and the Validation Frame
Once you have entered information into the system you can validate that information by
clicking on the Validate Page button.

Decedent
Woill instiution be responsible for fina disposition |r:-- -l
Infant identifier I vl
Decadent’s Legal Nams
Prefic  First - Wcds _ Other Middle | Last Sulfx

Social Securly Mumber S5N Verification Status
T hone O Unknown ey SSN (status here (o attempts))

I.FMH1Y=H Uncier 1 Month
Years  Months Haurs  Mirutes:

e L

Country
|

In this example, we've clicked on the Validate Page button without filling
in all the required fields. Fields marked in red must be completed before
a valid status can be assigned to the registration.

When Validate Page finds errors, you can
view those errors in the Validation Frame,
shown here

R

et T List adErrors | SaveOverides | Hide
Error Message Crverride | Goto Fiekd |
DR_O059: Decadent SSN cannot be beft blank. M
Enter & vald SSM for Decedert, If decedent does not have an SSN select the appropriate checkios. 8|
R e E)
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When you select the Validate Page button, the Validation Frame will list all of the
errors associated with that page. If you then select the List All Errors button the
system will display all errors associated with the entire death case.

Validation Results  TstPageErors | Save Overrides | e |

Error Message [ [Override|Goto Field
EL@;& Certification Affirmation Reguired, A o
|Bietore this record can be certified and bi As you can see, selecting ‘List All Errors’ reveals quite a
checked. bit more information. Note also, that the button now

DR_2566; Medical Cerfifier type cannot be bﬂ:l] say s ‘List Page Errors’.
Select the appropriate entry to indicate the m

DR_3029: Cause of Death — Line a cannaot be et biank.

Enter the immediste cause of death the dizease, injury or comgplication directly causing desth. The interval
between this condition and death should be equal to or less than that between any other condiion and death
in Part |. If cause of death is Pend

CR_S000: Autopsy Performed cannot be left blank,

Enter & valid value for Autopsy Performed. Autopsy Performed must be either ™es™ or "Mo" or "Unknown®, it
cannot be blank,

DR_5011: Referred to ME cannot be left blank

Indicate whether this case was referred to an MEicoroner. A1 non-natural case must be cerified by a Medical
Examiner.

DR_S0M3 Type of Place of Death cannot be left blank,

Enter a valid vale for the Type of Place of Death, Select an entry from the dropdown Bst for the Type of Place |
of Death,

DR_S5023 Place of death city cannot be left blank.

Enter the vaikl cty for place of death.

DR_6215 Date Pronounced cannot be left blank.

“erify that Date Pronounced iz correct. The Date Pronounced cannot be blank.

DR_B218. The time of death modifier cannot be laft blank,
Enter the appropriate modifier for the time of death.

EEEEEEIEAEE

EEEEEIHE
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DAVE ™ User’s Guide — Introduction

Notice that the List All Errors button has now become the List Page Errors buttons.
Clicking this button will reduce the list to those errors associated only with the currently
displayed page.

To hide the displayed list of errors, click on the Hide button. Re-click on the Validate
Page button to view the errors again.

|10_:BobSmitn sep0s2005 o v

Pronouncement
Date of Death Modifier | ~| Date of Deaths SEP-05.2005 |7
Time of Desth Modifier | =] TmeotDeath 08|:43][m =]
Pronounced Dead | -
Pronouncer
L
First _ Made _ Lest Suffix
Medical | [ Physician
Title Other Specify
|!'_'J-: ctor of Medicine LI {
Date Signed | =g

b Rk ListAlErors | Save Overrides [ Hige
O e 4 EX 10, WA JECnremies | Wihokis il E
DR_6215 Date Pronounced cannot be left blank. I—I
Werify that Date Pronounced is correct. The Date Pronounced cannot be blank, fix B3 fix
DR_G6218: The time of death moditier cannot be et blank. I_n'l m |
Enter the appropriste modifier for the time of death, | fix fis
DAVE User Guide - Oregon 16 of 191
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To fix an error, click on the button in the Goto Field column. This will place the
cursor or focus in the field that needs to be corrected. Use this option if you are on a
page with many errors to correct.

Send the focus to
this control...

| Date of Deathy ser.0s.2005 |

Time of Desth i e | Time of Death [né]:[&é“m ':I

~ Last
:'.-1-:—'Ju: al {Pheysician

Title
|Du:-:1u:-r of Medicine

Date Signed

...by selecting the
Validation Results List A1 EY fix’ button here.

DR_6218: The time of death madifier cannot be lett biank.
Enter the appropriste modifier for the time of death,

DAVE User Guide - Oregon 17 of 191
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Another method of correcting mistakes is to click on the button in the Popup
column...

DR_B215 The time of death modifier cannot be lett biank,
Enter the appropriate modifier for the time of death.

...to launch a popup window containing the error to be corrected:

Validation Popup

I DR_EX 5 Dabe Pronounced cannol be ket blank

Warily that Dabe Fronounced is comect. The Dade Proncumced cannol be: biank.

Pronouncement

DR _E218 The time of death modifier cannol be ket biank
Enter the appropriste modifier for the time of death

Correct the error and click the Save button to submit your changes. The popup will
close and your changes entered on the page beneath. Click the Close button if you
want to close the popup without making any changes.

Sometimes, a death registration can be processed even with certain errors present in
the registration. In those cases, a checkbox will be provided in the Override column.

Validation Results List AlErrors | Save Overrides | Hide |

Error Messags

DR_1555 Decedent Residence city cannot be left blank.
Enter the decedent's city of residence.

Oryerride Fopup
DR_1559: Decedent's Residence ZIP code cannot be left blank. ; 1
Enter a valid ZIP code for the Decedent Residence m
pL vy
L]

DR_1560; Decedent Residence Address Inside City Lims cannot be laft blank,
The value entered for Decedent Residence Addres= inside City Limits must be "Yes" "No”, or "Linknown®™, it
cannot be blank. If uncertain if address ks in city ar towen limits, check the ‘unknown

DAVE User Guide - Oregon 18 of 191 @
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Place a checkmark () in the Override box and click the Save Overrides button. This
allows you to process a death registration even if some errors are present.

| Error Message Override|Goto Field | Popup |
DR_1555: Decedent Residence cly cannot be left blank @ -[ﬂ]
Erturﬂmdmadu'l'sdynfmm J A ! ‘
DR_1559. Decedent’s Residence ZIP code cannot be left blank.

Enter a valid ZIP code for the Decedent Residence. @ IEI |
DR_1560; Decedent Residence Address inside City Limits cannot be lett blank, |
The value entered for Decedent Residence Address Inside City Limits must be “Yes", "No”, or "Unknown”; & g | [fis 58]

DAVE User Guide - Oregon 19 of 191
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DAVE ™ User’s Guide — Introduction

There are two types of errors in DAVE™: (1) Hard and (2) Soft. Hard edits are
highlighted onscreen in red. Soft edits are highlighted in yellow. In the example below
we have used a lower-case ‘n’ for middle initial and left out the last name entirely.

623 :Janen Wov-22.2004 o o]

Decedent

| e |

Yellow or ‘Soft’ edits can be overridden by clicking
in the Override box in the Validation frame below.

S——— L‘F’_"r__‘_,_—
Predix First Iicidle: Other Micdle Last Suffix
' |Jane F ' |

Aliazes II
AddEdt Alias Names Red or ‘Hard’ edits cannot be '

overridden and must be corrected

Gender Social Security Number before death registration can be
IFemle v} 123-32-1445 & None %% Unknown completed.

Under 1 Year Uinder 1 Month

DateofBath Years  Months Days  Hours Minutes
OCT-31-1954 |27 Age |50
Decedent’s Birth Place
City or Town State Country
Boston Maszachuselts United States

Ever in US Armed Forces? |Mo 'rI

e il ListAlErrors | Save mmg_l ﬂ]
____________________________________________________ Error Message fOverride Goto Field
DR_003E Decedent's middle name is not in proper case. = m
All names should be entered in ‘proper’ case. Please verify enlry of name
DR_0047; Decedent's lact name cannct ke left blank,

Enter the Decedent's last name. If the last name i unknown, enter 'unknown' in the last name and leave remaining names
kol

Notice that the Last name textbox is highlighted in red. Death registration will not be
allowed until this error is fixed.

Middle initial is highlighted in yellow. By using the Override feature you can accept a
lower case ‘n’ for middle initial and still process a death registration.

You may have noticed that certain pages on the Death Registration Menu are marked
with either a red, or green arrow.

DAVE User Guide - Oregon 20 of 191

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved s e



DAVE™ User’s Guide — Introduction

These arrows are your indication as to which pages contain errors and which pages are
complete.

For example, pages marked with a red arrow * contain hard edits that must be
corrected before registration can be completed.

Pages marked with a yellow error - contain errors that can be overridden or errors that
have already been overridden.

Pages marked with a green arrow * contain no errors.

o B raEooneiis bor Tinel daoosdions |l =
= Pages with ‘Soft’ edit failures that can be overridden.
b Famity Mambers
¥ Informant Fist L] O hackde Last
3 Ihnﬂbcl—- Red = Pages with ‘Hard’ edit failures that must be corrected
b Decedent Afirbudes
Medecal Cortifecation
SBAEM Aho3 Homery
b Pronouncemsnt L
b Place of Death Caracier Soecinl Sacunty Mumier
b Couse of Death . &
\ Ottor Foctors —=—— Green = Pages with no errors. No action necessary. |
b Iy
b Corlisr OCT-31-1554 2P sgn 0
Registran
b iertiliers | Decedert's Birth Place
Other Links City o Town State
Assign 51 Boion Mazsachisels
Comments
& Ever in LIS Armed Forces? | MNo =
b Cremation Clearsnce
Event and bpsuancs History
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Potential Duplicates
When the Validation button is activated from any of the Death Registration Menu
pages, the DAVE™ system runs a search for potential duplicate records. This is done

to prevent the creation of duplicate death registrations.

Decedent

Wl meclicoal instibution be responsible for finel dispostion? [ =

It bdarditear "'I

Decadent's Legsl Mams

Prafix First Iickce Ofttver Wikl Lzt Suffic

Lz el i test
Alnzes

AgkUBcR Akas Nores

Grarudsr Social Security Number

[ oo = § | T Mons T Urkniown

Lincler 1 “ear Urcier 1 oniih

Date of Barth 3 Yesrs  Month: Deys  Hoss  Mndes S5M Verification Stalus I

e e List Al Errcrs Save Overrides | Hide |
Brror Mossaga [erverride [Goto Fied | Popup |

DR _D040: Decadent's firsd nams iz mol in proper case.
N it b 1 SRt I 0 5 ot PR BTy ek o Tkt | O |[Fi] | [fa 8] |
DF_D0u4: Dacaderd's ozt names ks not in proper cazs, |
|0 naeme s shoud e snberesd in ‘proper” chse, Plenss verify sniry of name C @ rﬁ"_—n-l !

IES: One or mone records ] IE @
____!!iTY“‘L“LEW_'E."E!“:% _ ........ Eotentinl (upscoles : e = L=
OFR_O05% Decedent SSN carnot e b | . g
Erfier & valid SSH for Dwcadsnt. H decederd doss not e an SSN sebect (b sppropoiste checki, l

_D061: Ago connt bo loft blark, ' T | re =

If DAVE™ finds potential duplicates, an error message will appear in the Validation
Results frame containing the following message and link:

“‘DR_0055: One or more records currently exist for this decedent. Please verify this
case is not a duplicate. Potential Duplicates”

DR_0055: One or more récords currents
Pleaze varify this case is not a duplics
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Click on the Potential Duplicates link to open the Duplicate Resolution page. This
page lists all of the records in the DAVE™ database that have been identified as
potential duplicates. Notice that not all of the records are accessible. Access to the
records in the DAVE™ database is based on the user’s security profile.

Duplicate Resolution

Case Id Decedent's Matne Date of Death Gender Place of Death Diate of Birth
393 Test, Marcus DEC-01-2003 hale Previeswn:
392 Test, Marcus DEGC-01-2005 hale Mewe Sork Previeswy
3 Test, Marcus DEcC-01-2005 hale Mewe S ork Presviewy
Total records : 3

Return to Rule Failures

Click on the Preview link to open a Preview window. This will display a summary of the
record to help you determine whether or not the record you are currently working on is,
in fact, a duplicate record. If the Preview window does not provide enough information,
then click on the Decedent’s Name link to open the actual record.

Duplicate Resolution
393 Test, Marcus DEC-D1-2005 Male =
392 Test, Marcus DEC-01-2005 Male New York | |Pree
391 Test, Marcus DEC-01-2005 Male New York ! Previev

Preview
Case Id: 393 ME Case Humber:
Decedent's Hame: Marcus Test Date of Death: DEC-01-2005
Gender: Male Date of Birth: S5H:
City of Death: Borough:
Place of Death:

Decedent Residence: Unded States

Funeral Home Director:

Funeral Home:

Medical Certifier:

Date Entered: DEC-01-2005 Last Updated By: Jane Austen

Status: Personal invalidFact of Death Invaidddedical InvalidMot RegistersdNAMAMNANAFIPS Coding Required/GIS Cading
Required Potential Duplicate
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When you have finished looking over the opened record, click the Return link at the
bottom of the page to return to the Duplicate Resolution window

Decedent
¥l medical instiution be respongible for final disposition? ]-‘:‘ =
Iritant icertifier 1 vl
Decadant's Legal Name
Prafi: First Itk Cther Widics Last Sufiog
MarcLE Teast
Alages
AT Alng Momes
Gearider Social Security Mumber
Male | " Mone © Unknoswn
Linder 1 Yiear Unider 1 ianth
Date of Birth ears  Months  Days Hours  Wirubes SEM Varificablon Stalus
> Age Yory S5 UNVERFED (0
Decedent's Birth Place
City or Tewn State  Counlry
Lindled Stales

Ever in US Armed Foroes? I "'I

If you are certain that the record you are working on is not a duplicate, then select the
Return to Rule Failures button to return to the new record.

Duplicate Resolution
Caseld | DecedentsNeme | DsteotDesth | Gender | PlaceotDesth | pateotmin
93 Test, Marcus DEC-01-2005 Wiade | Breview
392 Test, Marcus |DEC-01-2005 Mnde New York | Preview:
&) Test u DEC-01-2005 Ilale e York Prny
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Place a checkmark in the checkbox located in the Override column and click the Save

Overrides button.

Decedent
Wl medical institution be responsile for final dispostion? Mo =
intant identifler 'i
Decedent's Legal Hame
Miclclle Cher Widdle Last Sufi
' | [ test : |
Siocial Security Mumber
P =] ] hone © trinomn
Under 1 ear Uinder 1 Month
Years Months Days Howrs  Minutes ; -
o e et i el SSN Verification Status
Error Message CrvermdeWeoto Field | Popup
DR_0040: Decedert’s first name is not in proper case, .
A1 names should be entered in proper case, Please varify entry of name. r @ |
DR_0044: Decedent's last name i3 nol in proper case. - -
A1 name:s should be entered in‘proper’ case. Please verify enlry of name. r
DR_00SS: One or more records currently exist for this decedent Fomman T
Plense verify this case is not & dupicate Poterdinl Dupicates 'k.._p_..- @
DR_0055: Decedent SSH cannct be left blank. ™ T
Eriter & wvabd SSM for Decedent. |f decedent does not have an SSN select the appropriate checkioo,
DR _D0E1: Age canmnot be lefl biank. w10y " 1]
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Main

Logging Into the DAVE™ Application

DAVE™ is a web-based application. All of your work in the DAVE™ system will be
done using Microsoft’s Internet Explorer (IE) web-browser. Once you have accessed
the system and have reached the login page you should add the DAVE™ login page to
your list of IE Favorites. Favorites are internet shortcuts that allow you to navigate to a
specific website quickly and easily.

Creating an IE Favorite

You will be provided with a URL (Uniform Resource Locater) that will take you to the
DAVE™ login page. Once that page is displayed in your browser, then select
Favorites -> Add To Favorites from the IE toolbar. This will launch the Favorites
dialog shown below:

@Back - |ﬂ |§] ,_h /_ ! Search '“E'\\'f’ Favorites €"{ f"v H_,,; ﬂ ¥ _| ﬂ -‘3

Address I:ghl http: f{dalnas02/OR _PREPROD logon.aspx?Returnlrl =%2for_preprod %:2fDefault.aspx

¥ @Snaglt &t

{7, The State of Oregon Add Favorite
! ﬁ# Department of Human Services

* Intemet Explarer will add this page to your Favortes list.

[ Make available offline _ustomize
DAVE - OR - Logan | [createin << |
atein: | 5's Favorites Mew Folder...
i+ Links
) Links2

The Name field will automatically be filled in for you. To save the Favorite click the OK
button. You will now be able to select the DAVE™ website from your list of stored
Favorites.
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Desktop Shortcuts

Another way to provide for quick access to the DAVE™ application is to create a
Desktop shortcut. First, navigate to the DAVE™ login page, shown below. Then,
from the IE toolbar select File -> Send -> Shortcut to Desktop. This will create an IE
icon on your desktop that, when selected, will automatically launch Internet Explorer
and open the DAVE™ login page.

Using either a Desktop shortcut or a pre-assigned |IE Favorite, access the main
DAVE™ login page shown below:

User Name: |

Password: |

Your system administrator will assign a unique User Name and Password for you to
use when accessing the DAVE™ system.

Enter your assigned username in the User Name: field and your password in the
Password: field and click the Login button. Later, you will learn how to change your
password.

User Name: |orfundir

Password: |sesses |
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Office: | Adventizt Medical Center b
‘Adventist Medical Center

Ashland Community Hospital

Bay Area Hospital

Bend Surgery Center

Blue Mountain Hospital District
Canterbury Crest Nurzing Services, Inc.
Canterbury Crest Nurzing Services, Inc.
Central Oregon Community Hozpital
Columbia Memorial Hospital

Coquille Valley Hospital

Cottage Grove Community Hospital

Curry General Hospital

Eastmoreland Hospital

Gambro Healthcare-Roseburg/Mercy
Gambro Healthcare-Salem

Gambro Healthcare-Salem Morth

Gambro Healthcare-Woodburn

Good Samaritan Regional Medical Center
Good Shepherd Medical Center

Grande Ronde Hospital, Inc

Grande Ronde Hospital, Inc

Harney District Hospital

Holy Rozary Medical Center

Hozpice of Bend-Lapine

Kaizer Sunnyside Medical Center

Lake Diztrict Ho=pital

Lane County Psychiatric Hospital

Legacy Emanuel Hospital & Heatth Center
Legacy Good Samaritan Hospital and Medical Center
Legacy Meridian Park Hospital o

E™ application.

Office: | Adventist Medical Center v

Continue J [ Cancel ]
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also make a selection from the Office: dropdown list, shown below:
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You should now be logged into the DAVE ™ application Main Menu page with the
Current Activities and Messages frames displayed:

e | o | Mt cunpms |
Sxnaturs Fecus o] 1 18

Total Gueues =1

| Metage Tt Diate Saed L |

Regsbor Spsrvigor  [Cate 2038 - Regsiored 1050008 10400 aM | [T
Bespabior Superizor .hmﬁw Ellmmlumulr
Besistror Sugervigor  (Caoe 2905  Registered A0S Sl an | [T
Brgstre Sugevvisor (Cane 1897 - Regisiened | Maoms ez A |
. . ‘ . .
Regggtrer Sugervisor  (Case J677 - Regitered 11RE00S TZ306PM | [T
Modool Preoticiny  [Canoe il 1532 - Tesl Mesher, Date of Deathy had bsen certited [ nmeoos zoame |
Bespsbir Sogervistr | Cabe 285 - Regeered 0SBl gz an | ™
| Beistuin S.gsrdio ;ﬂmmn-w || 900 4V P .I-.
Pesiztior Sugerigor  [Caoe J14 - Regsiered 1IN0 Te0PM | [T
At Sugerviser  (Cabe 2789 - Regisiened | tnmEoes e |
Farwt 4 23458 T8 10 o Lamt |
il
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Home

After successfully logging in, you will be presented with a user specific Home page.
Each home page is unique to each user and shows a listing of vital records in need of
attention. Essentially, your home page serves as a ‘to do’ list or reminder list of
activities that you need to be working on.

Below is an example of the home page that a Registration Supervisor would see.

Notice on the left of the page is the Main Menu. From here, you will navigate
throughout the DAVE ™ application.

The Current Activities pane displays a listing of the Queues that contain records
requiring immediate attention. (See Queues, elsewhere in this training guide, for more
information about Queues.) In the example below, there is 1 record in the signature
queue needing attention. This record is 16 days old.

Clicking on the Signature Required link shown below would open the Search by
Registration Work Queue page, allowing access to the records in the queue.

Current Activities

Gueue Mame Court Ane of Oldest in Days

Signature Reguired 1 16
Total Queues : 1

DAVE User Guide - Oregon 31 of 191

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved s e



DAVE ™ User’s Guide — Main

We will look at how to access and edit records in the DAVE™ system elsewhere in this
manual.

Search by Registration Work Queue
G Signature Reguired = Search Type I 'I Wl I
20 Search |Chl|
& | cosei | Event Tvpe | Fiethumber Reaistrant Date of Evert Data Proviser |
m % Chesthy Test, Marcis QCT-18-2005  (Chapel of Chimes Funeral Home
i ¥ Total records i1

| Actions Add Print

Click the Return button to close this page and return to the Main Menu.

The other pane that appears when you first login to the DAVE™ application is the
Messages pane. Some Messages are text messages sent from User to User, while
others are system generated and appear with no interaction from the user.

The Messages pane is a grid control that displays all of the messages that have been
sent to the user or current office (the office selected at login.) To read a message, click
on the underlined link in the From column. The Message Text column displays all or a
portion of the text of the message that was sent. Date Sent displays the date and time
the message was sent. Notice that the Remove from List button is grayed out.
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Clicking on any of the underlined links in the From column of the Messages pane will
open that message for reviewing.

Messages Remove from Listl |
Fram ] Messags Text Date Sent r
jizir i Cata 2936 - Regilersed 11/32005 1004500 AM | [T
Mlm;mg.w 1132005 10010001 AM | [T
_' Registrar Supervisor .mem-ﬁmemﬂ 1132005 S5046 AM | [T
| M |€hsa2ﬁ$?ﬁweu 110302005 33602 AM | [~
| Registrar Supervisor fcmzzﬁrr.ﬁwmﬂ 1122005 32306 FM | [
' Medical Phvsician [cmt1$az-Tmm.bmmbem has besn cartified. 117202005 20005 PM | T
| Registrar SUpBTvisor rt‘mz!ﬁﬁﬁ-ﬁs@s‘t&f&d - Hmmﬂﬁﬁ:nﬁ::zm r
I Registrar Supervisor :c:aaﬂﬂnnweﬂ 11H2005 41521 P | [T
Registrar SUpBrvisor n:aaazau-ﬁm 11H2005 34d10PM | [
I Reglstrar Supervizor irmaﬂag.nm 11H2005 31028 | [T
FHHHHI!IH-H s e

The Message window is a popup that appears on top of the main DAVE™

the Message has been read, click the Close button.

page. After

Froam:c Medical Oregon

Sender Office:  State Medical Examiner Office

Subject: Caze 74 - Take Conirol of Case

Date Sent: Tuesday, August 22, 2006

Message Test  [ooco o 74 . Marcus Test, Date of Desth; Aug-22-2006 has been reviewed, This referral action for this caze

wiard: Take Control of Case
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To remove a message from the Messages pane, place a o~ —
checkmark in the checkbox next to the Date Sent column. CL_REWVE = L'Q
To remove all messages from the list, place a checkmark in Date Sert

the checkbox next to the Date Sent column header. 114302005 10:45:00 AM

11502005 10:10:07 AR

Notice that the Remove from List button is now active.
Clicking the Remove from list button will remove any e )
checked message from the list. If the checkbox next to the 11 £3/2005 G360 b
Date Sent column header is selected, all messages will be
removed from the list.

110202005 3:23:06 P

11202005 2:09:035 P

Do not click on the Remove from List button unless you are | 1120005 50542 am
sure you want to remove all of these messages from the list.

11472005 4:19:21 P

11472005 5:44:10 P

11152005 5:10:258 PM

TI?I?I?I?ITITI?I?I?I};I

Total records : 113

You may return to the Home page from anywhere in the DAVE ™ application by
selecting Main -> Home.
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Main Menu

One thing to notice about the Main Menu is that it is dynamically created based on the
profile of the user. In other words, no two types of users will have the same Main Menu

options.

This is the Main Menu of a Registration Supervisor

This is the Main Menu of a Funeral Director

Main Menu

[¥] Main

[¥] Order Processing
[¥] Life Evernts .
[+ Sueues

[¥] Accounting

¥ Reports

[+ Forms

[¥ Help

Main Menu

[¥] Main

[+] Life Events
[k Queues

[+] Forms

[¥] Help

In the Life Events section we will see how menus such as the Death Registration and
Birth Registration menus also vary according to user profile.
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Change Office

Some users may have access to records in more than one office or location. For
example, a physician might serve as a resident in one hospital but work as a Medical
Examiner in another. In this case, the physician would have one login, but would have
access to multiple offices using that login. By selecting the Change Office link from the
Main Menu the physician can quit working on cases in one hospital and begin working
on cases in the other.

To change offices,
From the Main Menu, select Main -> Change Office
Click ‘OK’ on the pop-up window

Microsoft Internet Expl x|

*-?f; Click QK ta change affice,

] 4 I Zancel |

The login page will refresh and display the Office: dropdown list, shown below. Select
the desired office from the list.

At the login page, select the new office from the dropdown list, re-enter your password,
and click Login.

User Name: |erfundir

Office: Abbey Funeral w
Password: ||

You may now work cases from the new location or office.
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Change Password

Your supervisor will provide you with a password that will enable you to login to the
DAVE™ system. This is just a temporary password and should be changed when you
login for the first time.

To change your password,

From the Main Menu, select Main -> Change Password.

Enter your old or temporary password into the Old Password text entry box.

Enter your new password into the New Password text entry box. Passwords must be

at least 6 characters in length and should be a combination of letters, number,
uppercase and lowercase characters.

Change Password

Time left before your password expires; 299 Days, 8 Hours, 16 Minutes

Cilel Passward: I-““---
Mesy Passyword (6 character minimum); |uu--u
Caonfirm Passward: |““““

Re-enter the new password in the Confirm Password text entry box. NOTE: you must
enter the exact same password both times.

Click the Save button.
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Messages

Throughout the course of your work day you will work on many cases. Some cases will
be complete and others will be missing important data. Using DAVE™ messaging, you
will be able to send messages to any logged in user to request that information.

For example, you have a customer at the counter asking for a Death Certificate, but the
Medical Examiner has not signed off on the case yet. Using the Messages utility you
can send a message to the ME requesting that they complete the sign-off. Then, once
they have certified the case they can message you back and let you know that the case
has been signed. Additionally, performing certain actions within the DAVE™ application
will automatically trigger some, pre-programmed messages.

To send and receive messages,

From the Main Menu, select the Main -> Messages.

(Note: the Messages panel automatically displays when you login to the system.)
The Messages panel displays. The From column contains the name of the user that
has sent the message. Click on the user name to open the message. Note: longer

messages will not completely fit in the preview pane and will need to be opened to be
read in their entirety.

Messages Remowe from List l

Frotm Meszage Text Diate Sent I,

Pleaze reviewy Case | 17 - John James Browne, Date of Desth; Jun-01-2005

MECiCaREaminEk reterred by Office of the State Medical Examiner.

BME20051:04:55 PM | W

Total records : 1
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When you are done reading the message, click the Close button to close the message
window and return to the Main Menu.

Message
Froemc Medical Oregon
Sender Office:  State Medical Examiner Gifice
Subject: Cage 74 - Take Control of Case
Diate Senk: Tuesday, August 22, 2006
Message Text  [-... 14 74 . Marcus Test, Date of Death; Aug.-22-2006 has been revievwed, Thiz referral action for this caze -

e Take Control of Case

To delete a message, return to the Main Menu view and select a message by placing a
checkmark in the corresponding checkbox. Then, click the Remove from List button to
delete the message. Placing a checkmark in the checkbox to the right of the Date Sent
column will check all messages. Do this only if you want to delete all messages.

Messages Fiemarve from List I
From Message Text ,zsm /Ii_ |
Medical B+ Pleasarﬂi-aw(:as-ald:ﬂ-than-usElmm,DuamDemmﬂhm T | [
|reterred by Office of the State Medical Examiner, i
Total

Placing a checkmark here and pressing

eI i e s Placing a checkmark here and pressing
Serenllol i e s the ‘Remowve from List’ button will

delete only this message.
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Logout

Whenever you are going to be away from your desk or workstation, whether you're
going home for the day or just going to lunch, you should always log out of the DAVE ™
system.

To logout of the DAVE™ system,

From the Main Menu select Main -> Logout.

2 ) ; : S
“-';’} Click Ok to exit application,

K, I Cancel |

You will be prompted to “Click OK to exit application”. Click the OK button to exit. If
you do not want to logout of the application, click the Cancel button, instead.

From the “Thank you for using DAVE™” window, shown below, you can select the
here link to return to the DAVE™ Login page.

Thank you for using DAVE - CORE

cn logan.

Automatic Time-Out Feature

If the user allows the DAVE™ application to sit idle an extended period of time, a time-
out warning will appear at the top of the screen.

Once this warning appears, the user will have 60 seconds to click the here link to avoid
being logged out of the system.
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Life Events

In this section you will learn about the various Life Event processing modules found in
the DAVE™ application. Life Events represent the bulk of what Vital Records
processing is all about. Life Events include Birth, Death, Fetal Death, ITOP and
Marriage and Divorce.

Death

VitalChek’s DAVE™ application includes a fully functional Electronic Death Registration
System, or EDRS. The DAVE™ EDRS allows both State staff and state partners such
as Funeral Homes and Hospitals to initiate, update, and process death records. For
example, a death record can be started by the Funeral Home, the Attending Physician,
or an employee of the local registrar’s office.

By enabling state partners to initiate and update vital records, state staff workers are
free to work on other issues. Additionally, this gives the partners a vested interest in the
overall death record process, making them active participants instead of just ‘interested
parties’.

Search

Most of your time will be spent working on pre-existing death records. These could be
complete or incomplete records that were started by a funeral home or another member
of the state’s office staff. The DAVE™ system provides a powerful search engine that
can be used to locate a specific record, helping to eliminate the possibility of pulling up
and working on an erroneous record.

Search By Identifier

The DAVE™ application offers several different ways to search for a record. First, let's
look at how to “Search By Identifier”. “Identifiers” are individual data elements within a
record. These consist of demographic data concerning the decedent, information about
the involved partners, or even information relevant to the state itself. To begin a
“Search By ldentifier”, follow these steps:
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From the Main Menu select Life Events -> Death -> Search.

Search for a death record

Search by Identifier:
Enter one of these items

File Number: Year: 0
Number:

Case ld:

ME Case Number:

File Date:

Date of Death: Start:
End:

Place of Death Location Type:

Place of Death: | v

Maximum records to return: 200

OR Search by Registrant or Data Provider:
Enter one or more personsforganizations. Last name is required.

First Search Person/Organization
Person/Organization: Decedent M
- E—
Middle:

,_':; Last: _ :

Gender: | v

‘:; SSN: |

Date of Birth: Stat | =

End: ' =

Notice that there are two search options: Search by Identifier OR Search by

Registrant or Data Provider.

Swap Names

Number,
Case i
ME Case Number:
Fille Dabe:
Date o f Death Stant

End:

Paace of Death Locaton Type
Place of Death:

OF  $earch by Registrant or Data Provider:
ONE OF More personsiorganizations. Last n

Firsd Search Perscan/Qrganizaion

Persce/Organizaton: Decadent it
First:
Ml

'_':F' Last

Gandear, w
S5N:

Swinp Names

Once you have entered the search
criteria, select the Search hutton
to retrieve matching records.
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Search by Identifier using File Number, Case Id, or ME Case Number will always
return a single registration. However, you must know at least one of the searchable
identifiers.

Search by Identifier: In order to Search by Identifier, you

ENfELanG ATHESe Mlehs must type in at least one of the identifiers
shown on the left side of the page. In

File Mumber: vear | this example, we are searching for Case

Id: number 569.

Murmbet:
Casze |d:

ME Caze Mumber:

File: Date: | 7y

Date of Event: Start: I :)J
Enct: I :Z;j

Place of Death Location Type: IEI:::ru:uugh vl
Place of Desath: I > I

Click on the Search button at the bottom of the
page to execute the search and display the
Results page shown below.

. Soundex Swyap Mames Clear

Results
Caseld | SEN |  Decedent's Mame Date of Desth | Gender Place of Desth Date of Bith
SE9 Stnith, Bok SEP-27-2005 hale Anchorage, Anchorage MOW-04-1935 Prewvieyy
Total records : 1

In the example above, we used the Search by Identifier function to find a record based
on its Case ID. However, there are other identifiers that can be used to locate records:
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File Number: a file number is
composed of two elements: Year:

Search by ldentifier:
Enter one of these tems

and Number:. Year represents the

year in which the death occurred. File Mumber: s
Number is the unique number
assigned to the record in question. Nmber: |
Searching on either of these without Case I

the other will generate a system

ME Caze Mumber: I
error.

Medical Record Mumber: !

. File Date: |

ME Case Number: the unique
number assigned to a record by a Date of Desth: Start Y
medical examiner. NOTE: not all ; 3
records will have a corresponding End et %

ME Case Number. Place of Death Location Type: | City d

Place of Death: I J

Medical Record Number: If the registration in question has a known, unique Medical
Record Number, key that here.

File Date: the exact date on which death occurred. When searching by File Date, all
records filed on that date will be returned.

Date of Event: Date of Event allows you to search through a range of dates. By using
both a Start: and End: date, the system will return all records with a File Date that falls
within that range. If only a Start: date is used, then the system will look for an exact
match, only.

Place of Death Location Type: is used in conjunction with the next control, Place of
Death. The selection made here will determine the choices available below.

Place of Death: The choices available from the Place of Death control are based on
the selection made in the Place of Death Location Type above.
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For example, if City is selected in Place of Death Location Type, then clicking on the

Place of Death lookup button ( J ) will display a list of cities to choose from:

Location Type

CityName |

Acorn Park

Ada

Adair Vilage

Adams

Adel

Adrian

Agate Beach

Agness

Aimz

Air Mail Facility

Airlie

Albany
Rl

Cancel

If County is selected in Place of Death Location Type, then clicking on the Place of

Death lookup button ( J ) will display a list of counties to choose from:

4} DAYE - OR - Place Of Death -- Web Page Dialog

Location Type ICourﬂy vI

County Mame || Search I Reset |
Baker zelect |2
Benton zelect

Clackamas

select

Clatsop

zelect

Columbia

select

Coos

select

Crook

select

Curey

select

Deschutes

select

Douglas

select

Gillizm

select

Grant

select |+ |

Al

.

For all of these searches, once you have keyed the search criteria click the Search

button to proceed.
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Search by Registrant or Data Provider

Searching by Identifier looks for data elements relevant to a specific case. Search by
Registrant of Data Provider allows you to enter more general, entity related data for
your search. For example, you can input the decedent’s name, gender, data of birth or
other demographic data. You can also search using state partner data, i.e., Funeral
Home director, Attending Physician, etc... You can also search using criteria from more
than one person related to the death record.

Make a selection from the Person/Organization dropdown list. In the example below,
we selected Decedent.

Search by Registrant or Data Provider:
Enter one or more personsiorganizations. Last name is regquired.

Firs Search Perzon/Organization Here we are
Parson sl [Decedert ] searching bas:_ad
on Decedent First
First: Bok and Last name.
Mickdle: | ]
Last: Smith
Gender |  H
SSM:
Date of Bt Start =
End -

o |

Enter the decedent First and Last name in their corresponding controls.

Click the Search button to execute the search and retrieve matching records.

e

Soundex Swvap Mames Clear

If only one entry matching our search criteria exists in the database, only one case will
appear in the search Results box.
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Results
Case |d SFM Decedent's Mame Date of Death Gender Place of Desth Date of Birth
35 Smith, Bob Jul-18-2005 hiale Anchorage Jul-18-1950 Preview

Total records : 1

Search by Registrant or Data Provider:

Enter one or more perzonzforganizations. Last name iz required.

First Search Person/Organization

Person/Organization: I Funeral Directar.

Firzt:

Pdicicle:

Last:
Gender:

SR

Date of Birth: Start:

Encl:

Second Search Person/Organization

=

Person/Organization: I Decedent
First:

Micicle: |

Last: Ism'rth

Gender: I hale * l

SEN: [

Date of Birth: Start:

Em:

However, what if you do not know the
decedent’s name? What if you know
only the decedent’s gender, but you
also know which Funeral Director filed
the certificate? In this case you can
search using the name of the funeral
home AND the decedent’s gender.

From the Person / Organization:
dropdown list select Funeral Director
and then type in the first and last
name of any funeral director that has
been added as a user in the system.

Locate and click the More button. A
Second Search
Person/Organization tab will appear.

In the second set of text box controls,
select Decedent from the
Person/Organization dropdown list,
enter the decedent’s Last name
“Smith”, and select Male from the
Gender dropdown list.

Click the Search button.

The result of this search will be all of the male decedents with in the system, with a last
name of Smith, who are associated with Funeral Director Vicky Thompson.
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Results As you can see,
this search
| | | e i | T returned 10
[ss4 | |2sstdecesl [MN012000  fwee | | Breview |
[555 ] ]w ]Jm-n-l.am [uuu Prevview records. You
69 | |oohdonathen NOV.18-2004 |Msle  |Gueens ALZTASST |Preview will want to build
!:: || Jmﬁ Ji roviie === your searches to
Teseres, Warcus -1/- Pelae: -1 Ereview .o
7 | [rmmses ovrezoo v 5 be as specific as
574 | | Tostbiz, Mareas B 18- 2004 el Pravia pOSSIb|e to
|52 | | Testce Macus [NOV-17.2004 | Wole NOV-01:1873 Preview minimize the
|57 ] ]M ]W-ﬁ-m [m NOW-15-1573 Preview number of
543 Taster Morcus NOV-17-2004 Ml NOM.0H 1550 Bravite .
remreeae:a | €Ntries found.

Merw Search
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Wildcard Searches

Sometimes you may not be sure of the spelling of a name or maybe you only have a
partial piece of information to use to locate a record. In these cases, Wildcard
Searches can be used to locate records.

USIng the Search by ReQIStrant or Search by Registrant or Data Provider:

Pata PrQVider search tabs, inpUt the Enter one or mare personsforganizations. Last name iz required.
information that you do have followed . .

by a“%” sign. In this example, we First Search PersondOrganization

were not sure of the Spe”mg of Personiorganization: IDecedent ;I

decedent’s first name, but we did

know that the name begins ‘Bo’. First i

iciclle: |
After typing in ‘Bo’ we follow that up _
with a percent sign (%). sk il

Gender: I vI
In this case, the % sign tells DAVE™ e | |
that we want to view all records with 5 =3
decedent’s whose first name starts Date of Bith:  Stat. | |7
with ‘Bo’. S

et | |

Next, repeat these steps for the Last
name field by entering 'sm%’.

Second Search PersondOrganization

PersoniOrganization: I ;I
Click the Search button to execute et
X . First: I
this search and view the records
returned. Miclclle: |
Last: I
|. Soundex wvap Mames Clesar Gender: I ..,I
SSN; i i
Dateof Bith:  Stat | ==
Endt: |- E-JJ

As you can see from the Results page displayed below, wildcard searches have the
potential to return many rows. Again, build your searches carefully so that they return
the fewest number of records possible, while still returning the case you are looking for.
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Results
Cageld 2N DRecedent's Name Date of Death | Gender | Place of Dealh Date of Birth

205 Simith, Bob SEP-10-2005 Male QCT-18-1935 Prewvies
197 2005000705 | Smith, Bob SEP-10-2005 Male OCT-18-1935 Preview
195 Simitth, Bioh SEP-10-2005 Male OCT-18-1935 Preview
195 Smith, Boby SEP-10-2005 Male OCT-18-1835  |Preview
201 Smith, Biob SEP-10-2005 Male OCT-18-1935 Preview
199 Smith, Boi SEP-10-2005 Male OCT-18-1935 Preview
198 2005000708 Smith, Bob SEP-10-2005 Iale OCT-18-1935  |Preview
212 Simitth, Biok SEP-10-2005 Male OCT-18-1935 Preview
pry| Srmith, Bob SEP-10-2005 Mabe OCT-168-1935  |Preview
220 Smith, Bob SEP-10-2005 Male OCT-18-1935 Preview
First12345678910... Last

c Total records : 4439
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Soundex Searches

The searches above assume that you know how to spell the name of the decedent. For
those times when you are unsure of the spelling of a name, you can use a Soundex
search to locate a record. Soundex searches look for records with familiar sounding
names to them. The Soundex button is located at the bottom of the main Search page
next to the Search button.

Swvap Mames Search [|{ Soundex § Clear

From the main search page enter a Search by Registrant or Data Provider:
partial name or sound-alike name into Erter one or mare personsforganizations. Last name iz required.
the First and Last name box under First Search Person/Organization
Search By Registrant or Data :
Provider PerzoniOrganization: IDecedent EI
First: fbaui
In this example, the name we are T |
looking for is ‘Bob Smith’. However,
using Soundex we should be able find | Lt Jsmith
the case using a sound-alike name of | Gender: | -]
baub smith’. —
Date of Start. _J?
|
The actual name we are ==
locking for is ‘Bob Smith’.
Using Soundex we can 1
find the record even if we
use the incorrect spelling =l
of ‘haub’.
Micicile: |
Last: |
Gencer. | vI
SSN: '
Date of Birth: Start: -
Now, select the Soundex button, Enet >
instead of the Search button.
Mare

-Ménunda;} Swvap Names ICIaurI
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Notice that, even though we used a sound-alike name, Soundex was able to find the
registration we were looking for.

Results
Case Id SEM Decedent's Mame Date of Death Gender Place of Death Diate of Birth
35 Smith, Bob Jul-18-2005 hiale Anchorage Jul-18-1950 Preview

Total records : 1

Search by Registrant or Data Provider:

Erter o o more perconsiraanzatins. Last name s requrea, S0 UNEX can also be used to search for

Decedent’s, Funeral Homes, Funeral

EXRE Statch Person/Oromizalion Directors or any combination of
Person/Organization: | Funera Director =l Person/Organization; even when names
Frst fici have been misspelled.
Ilicicile;
IR tompson In this example, we have misspelled Funeral
| Gender: ~ Director Vicky Thompson and the
| ssn ' decedent’s First and Last names, but
e 20 Soundex found the registration anyway.
Enct =
Per Results
Second Search PersoniOrganization
soniOrganization: Decedent -
s | —i Caseld | 3N | Cecedent's Name DafeofDesth | Gender | Plceoflesh | DafeotBih
First: bty : :
B Sith, B 182005 Mal Ancharae LHE%0 Preview
(R Total records 1
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Swap Names

The Swap Names feature to search for cases when there is some ambiguity between
the First and Last names. The Swap Names button is located at the bottom of the main
search page next to the Soundex button.

In certain cultures, a person’s family name often comes before their given name. When
this is the case, a standard search can sometimes fail to retrieve a record.

In the example shown here, we are

Searching for a decedent named Search by Registrant or Data Provider:

Enter one or more personsiorganizations. Last name is required.

Kim Po.
First Search PersonfOrganization

Howgver, based on mformatlon we Hetsbrtaarization [Decedert =]
received from an applicant we have _
used Po as the First name and Eitsh: JPo
Kim as the Last name. Miclclle: |

Lazt: Kim

Gender: I "I

SSh: | |

m

2

|

T Q

Date of Birth:  Start: |

mr-.-1|:|re |

Soundex Sweap Mames

Clicking the Search button and initiating a standard search did not return the desired
record:

Results

There are no records that match the criteria you have entered. |
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However, using the same search
criteria we can find the record by
using the Swap Names feature.

Search by Registrant or Data Provider:
Erter one or more perzonsiorganizations. Last name is reguired.

First Search Person/Organization

PersonfOrganization: I Decedent ll
First: |Pa
Micicle: |
Last: [rim
Zendet: Iﬁ
SEN; | |
Date of Bty Start | |
Encd: |:| :5:

hore |

Search | Soundex

Using Swap Names found the record even though the names were out of order.

Resulis
! Cazeld SEM Decedent's Matme Date of Desth Zender Place of Death Dte of Birth
7253 Po, Kim Mo -30-2005 Female Mo -29-1970 Previeww
Total records : 1
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Search Results
Now that we have found some records, examine the results of our searches and learn
how to access death records once you have found them.

Search by Registrant or Data Provider: Previously, we performed a search
Enter one or more personzsforganizations. Last name is reqguired. that retrieved all decedents with a
First Search PersoniOrganization Soqngex equwalent name of “Bob

Smith”.

Petson/Organization: I Decedent :_I

First: [lhaut

Wiclclle: |

Last: Ism'rth

Gendet; | vl

SEN; j

Date of Birthe  Start =

Enck: = This search returned the records
shown on the next page. Now, let’s
Second Search PersoniOrganization take a closer look at those results and

how we can work with them.

Person/Crganization: I _v_]

First: |

Micicle: |

Last: I

Gendet: I vl

ST |

Date of Birth:  Start: =

Emd: .TFJ

hare

Il_

Search | Soundex Swvap Mames I Clear l

Notice that, in the search results below, 4439 records were returned, sorted by
decedent’s last name. Searching for common names like Bob Smith, results in so many
records being returned that this sort order is not very useful.
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Results
Caze Id SFEM Decedert's Mame Diate of Desth Gender Place of Dn_E-Z‘a@h Date of Birth

203 Smith, Bok SEP-10-2005 Male OCT-18-1935 Previs
187 2005000705 Smith, Bob SEP-10-20035 hiale QOCT-18-1935 Previgmn
196 Smith, Biok SEP-10-2003 hizle QOCT-18-1933 Previgmy
| |193 Smith, Bokb SEP-10-2003 Male QCT-13-1935 Previgyy
20 Smith, Bok SEP-10-20035 Male OCT-18-1935 Previsw
198 Smith, Biob SEP-10-2005 hiale QOCT-18-1835 Previemn
198 20035000708 Smith, Bok SEP-10-2003 hizle QOCT-18-1933 Presigy
212 Smith, Bok SEP-10-2005 Male OCT-18-1935 Presvie
ey Smith, Bok SEP-10-20035 Male OCT-18-1935 Presvisw
220 Smith, Bob SEP-10-2003 hiale QOCT-18-19335 Previen

First12345678910..Last
Total records : 4439

However, all of the column headers in the results page are underlined links. These links
allow you to change the sort order of the Results page. This can be very helpful in
locating the specific case that you are looking for. In the example below, we have
changed the sort order by selecting the Date of Death column header:

Results %

Ccoseld | s l mmm | cender | placeotpesth | pateotertn | I
208 |SEP-10-2005 Male OCT-181935  |Praview |
197 | 2005000705 w \SEPA0-2005 | Mske |ocT-181835 |Preview
196 | Smith, Bob |SEP-10-2005 | Male OCT-181935  |Preview| |
es | | Smith, Bob \SEP-10-2005 | Male |ocT-18-1935  |preview
20 | Smith, Bob SEPAD-2005 | Made OCTAB1935  |Preview
19 | | Smith, Bob SEP-10-2005  |Male 0CT-181835 | Preview
198 2005000706 | Smith, Bob SEP10.2005 | Maske OCTA18-1935  |Preview
212 | Smith, Bob \SEP10-2005 | Male |ocT-181335  |Preview
I2'2'| [ I.Srfl"[h Bk .:SEP‘JI 0-2005 .Mﬂ& | .OCT-1 B-1335 .Pl'e'w!wl
20 | | Smith, Bob |sep10.2005  [male | |0CT181935 | preview
&ﬂill“!ill!ﬂ-m

Total records : 4439
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Previewing a Record
Still not sure if you have the correct case? Simply locate the Preview link in any of the
entries and click on it. This will open a Preview page of that particular registration.

Rraufia

_omo | | oooecaters | owsgtoewn | g [ pecsorces | owsoem |

N Smiin, ok | . Fravme
= 1 Ij IS_eLet[:the Pr&wew ]

- e 4 link to open the e B
= [ | s, Bt 4 preview window OETARIBE |Preview
= Snitn, B s below. DCTA3I935 | Praview
£ | |sesnmee q locr1z1ms  |prevee |
] ‘Silh, Bl SR 2005 Mkt OCT-1R1938 o
= | | i B SEP5-2005 I | |ocTz1eas |Prevew
0 Sadin, Boty SER05- D005 Fmaie OCT-131535 Frevre
First 122456 78910 . Last

Freview
File: Humbier: Filbes D=
Conn b 23 Madical R ond Husnbsor: ME Cann Huambsor:
Decedent's Hame: Bob Seith Date of Deeths  SEP05.2005
|| Gender: Wi Dwte of Bithe OCT-13-1935 S5
City e Towm of Dosthe Corsus Aros
< Place of Death:

Reskdenee: Some Oy Linbed S2ales

Fuanaral Home Disecton: Jos Randoll (eandliod

Tunaral Home:

Ml Certifien

Dwie Entered: SEP.25.2005 Last Uipdated By
Status:  Mew Everibiny Evertfiew EverbRagabensah i
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Once you have previewed the registration and are sure that you have located the
correct record, click on the decedent’s name to open the actual record.

REsuis
cosewd | s | Coceoeotuveme | oot | gonger | Peceoroen | pseotmem | |
B | | i, Bk | 5EP-10-2005 Hien OCT181935 | P
157 | 2005000705 | Satith. Bk . 1935 | B
[,* ' e Click the decedent [ """
s | [5mtn Bep name link to open v e——
o | |5nan Bco the record. 81935 | Provew
[ Er . : T
158 SNT0E Smith, Bob ey LT-18-1935 Previers
@z | |5t Bce [wae | [OCT.AB1805 | Pumvie |
2 Smith, Bok e OCTABAE | Praview
| |t Bt ™ [ocTan1008 | provie |
Imnzuutun-m |
Total records : 4419

You should now see the Decedent Personal Information page. Also, note that the
Main Menu you have been working from is collapsed and a new, Death Registration

Menu has been opened.

Main Menu is

/l collapsed.

Ha'e W

Death Registration
Menu is expanded.

Print Foems
Transfer Case

‘abgate Angntraton

Eveer i U5 Armed Forces?

Social Securty Number
435275578

Cinigne ) uninerwen
Uncer 1 Vear

ey Months  Days

Age I8

Under 1 Day
Hours  Minules

Urged Srabes

Last Suiffix

SEM WVerifation Status
Werity S23 UNVERFED (1)
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Death Reqgistration Menu

The Death Registration Menu provides links to a series of pages that are used for
gathering all the information needed to Pronounce, Sign and Certify a death record.

Not all pages will be available to all users. For example, the Medical Certification
pages will be available to physicians, but not funeral home directors. The role based
security setup in the DAVE™ application controls which pages are available to each
user.

The list of pages in the Death Registration Menu is broken down into sub-menus.
Again, not all sub-menus will be available to all users. Sometimes, a sub-menu may be
available to multiple user role types, but a different set of pages will be available to
each. The first category, Personal Information, contains those pages necessary to
gather personal information about the decedent.

Personal Information

Here is where we begin to gather information about the decedent.

Decedent

The first page in the Personal Information sub-menu is the Decedent page. This
page is available to all users, but write access is restricted based on user type and
system security privileges. Any grayed out fields indicate that the current user does not
have “write-access” to the information in these fields.
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50 :Bubba GumE HOV-29-2006 w

Will institution be responsible for final dispostion?  |[Mo -

Decedert's Legal Mame

Prefix First Micicdle Cther Middle Last
| | o I | | Doe

Waiden Mame

Last

Aliases

AcidiEdit Alias Matnes

Gender Zocial Security Mumber

|f‘ﬁ'|5'|E Ll = hone © Unknown

Under 1 Year Under 1 Day
Date of Birth Years Morths  Days Hourz  Minutes SSh Yerification Status

nov-2s-2008 [ 2 e 1 1 [ ] [ [ ] werityssn unverreo @

Decedernt's Birth Place

City or Towen Country
; H | United States

Ewer in US Armed Forces' I v|

“alidate Page Mext || Clear

Will medical institution be responsible for final disposition? In the example above,
No was selected. However, if no funeral director is going to be associated with the
record then we would have selected Yes. If a funeral home will be responsible for final
disposition, then a funeral home user will complete the Decedent page.

In the Decedent’s Legal Name tab enter the decedent’s first, middle and last name.
Additionally, if a prefix is desired then enter that in the Prefix field. Lastly, if the
decedent has a name suffix, such as Junior or Senior, enter that suffix in the Suffix
field.

Maiden Name is available only if the decedent is a female and should only be
completed if the decedent was married at the time of death.

The Aliases tab will allow you to enter any other names by which the decedent was
known. For example, William is often shortened to Bill. In this case, you would enter
“William” in the Decedent’s Legal Name tab, but “Bill” in the Aliases tab. Select the
Add/Edit Alias Names link to launch a pop-up the window shown below. Click the New
Alias button to proceed.
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Alias Hames

Mo aliszes entered for thiz decedent yet.

Enter the alias name using the First, Middle, Other Middle, Last and/or Suffix controls
as needed. Select the Save button to save the new alias.

The page will refresh and display the new alias. Select the Edit link to change this
alias, the Delete button to remove this alias from the system, or, if the decedent was
known by more than one alias, the New Alias button to add another alias name. If
there are no more aliases to enter, select the Close button.

Gender — make a valid selection from the dropdown list.

Social Security Number — enter the decedent’s social security number. It is not
necessary to enter the hyphens between the 3rd and 4™ numbers or the 5" and 6™
numbers. Once you have tabbed out of this control the DAVE™ system will
automatically format the entry. Select the None radio button if the decedent does not
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have an SSN. Select Unknown if the decedent has an SSN but it has not been
provided.

SSN Verification Status consists of 2 controls: a Verify SSN link and a notification
message. The Verify SSN link is used to notify the SSA that the decedent has passed
and that any benefits currently being paid should be discontinued. Select the Verify
SSN link to begin the notification process. Initially, the message displayed will be
Unverified (0) with the number in parenthesis representing the number of attempts that
have been made to contact the SSA. A maximum of 5 attempts can be made. If, after
5 attempts, verification cannot be established, the Verify SSN link will be disabled. If
errors are detected, then a context sensitive message will displayed containing the
information that needs to be corrected. Once verification has been completed, the
message will change to Verified.

3
Using either the calendar control (= ) or manual date entry, key in the decedent’s Date
of Birth. Please see the General System Navigation section of this manual for more
information on using calendar controls and date formats.

After keying in Date of Birth, select the auto-populate control ( Al ). Depending on the
date of birth entered, DAVE will automatically calculate and display the correct age as
follows:

If the decedent was more than one year old at time of death...

Under 1 Year Under 1 Day
Date of Birth YEears Morthe  Days Hours  Minutes

JAN-01 1980 | % Age
...then the age in years will auto-populate in the Years control.

Under 1 Year Under 1 Day
Date of Birth aat YEars Morths  Days Hours  Minutes
JaN-01-1980 | "'@ age |26

If decedent is Under 1 Year but more than 1 day old...

Under 1 Year Under 1 Day
Diate of Birth e Years Months  Days Hours  Minutes
JAN01 2008 |2 {-"5 e

...then the age will auto-populate in the Months and Days controls.
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Under 1 Year Under 1 Day
Date of Birth YEArs Morths  Days Hours  Minutes
JEN-01-2006 |7 % age 10 28
However, if decedent is Under 1 Day old...
Under 1 Year Under 1 Day
Date of Birth YEears Morthe  Days Hours  Minutes

NOV-28-2006 [F B age

...then selecting the auto-populate button will have no effect and manual entry of
Hours and Minutes is required.

Use the Decedent’s Birth Place tab control to capture the decedent’s place of birth.
Lastly, make a valid selection from the Ever in US Armed Forces? dropdown list.

With all entries complete, use the Validate Page button at the bottom of the page to
validate all entries for this record without leaving the page. Use the Next button to save
your entries and proceed to the Resident Address page. Use Clear to clear all of your
entries and start over. Use the Save button to save your data without leaving this page
or validating any data. The Return button will return you to the Main Menu.
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Decedent Attributes

The Decedent Attributes page is used to collect information relative to the decedent’'s
occupation, education, ancestry and race. This is information that is vital to other state
and federal agencies and can impact funding of various programs. Therefore, it is
crucial that the information collected be as accurate as possible..

In the first two text entry boxes enter the Decedent’s Occupation and Decedent’s
Industry. This information can be important in calculating work place mortality statistics
and should be as specific as possible.

The Decedent’s education dropdown provides a pick list of education levels to choose
from. Again, this information may be used by other agencies within your state to
determine funding for various programs and/or initiatives.

Use these text boxes to enter
the decedent’s occupation and

industry.
Decedent Attributes "~

Decedent's occupation J"/ \‘ Decedent's industry
[Laborer [Construction Select decedent's
education level
Decedent's education | Sth grade or less; none ot B e
Jan = from this list.
Ancesiry
Decedent of Hizpanic Crigin (more than one cholce can be indicated).
e Mo, not SpanishHispanicLatino [~ ‘Yes, Puerto Rican [~ 'es, other SpanishiHispanic/Lating
[~ Yes, Mexican, Mexican American, [~ Yes, Cuban [~ Unknown
Chicano
Race
Check one or more races 1o indicate wiat the decedent considerad himsalf or harsalf to be.
f ¥éhie [ Chinese [ Vietnamese [~ Samosan
[~ Biack or African American [~ Filipino [~ Other Asian, specify [~ Other Pacific Islander,
specify
[~ American indian or Alaska [~ Japanese [~ Mative Havwaiian 4
Mative, checkbox specify _ [~ Other, specify
— Asian indi [~ Horean [~ Guamanian or Chamorma -
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In the Ancestry tab select the one button that best describes the decedent. If unknown,
select Unknown.

Ancestry
Decedert of Hispanic Origin (mare than one choice can be indicated).
] Mo, not SpanishHizpanicLating r ez, Puerto Rican [ Yes, other SpanishHispaniciLatino
Yes, Mexican, Mexican American, r Yes, Cuban [ Unknowwn
Chicano

The next step in completing the Decedent Attributes page is to select at least one
option from the Race tab. Note, if needed, you can select more than one race option.

Race

Race as defined by the U5, Census (check one or mare to indicate what the decedent considered himself or herself to be)

v White [~ Chinese o Yietnamese [ Samoan
[ Black Or African American [~ Filiping o Cther Asian, Specify [ Cther Pacific lslander,
Specify
American Indian Or Alaska [~ Japanese o Mative Hawwaiian .
Mative, Specify . [ BuE SRR
- S efan [~ Horean H Guamanian Cr Chamarra = G

Lastly, if American Indian or Alaskan Native, Specify or any of the Other options in
the Race tab are selected then you must complete the corresponding If Other text
boxes.

If any of these options are
selected then you must
also complete the
corresponding “Other’
box(es) below.

Race
Race as defined by the LS. Census (check one or mors lo indicate what the daceds
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Use the Validate Page button to validate all entries for this record without leaving the
page. Use Clear to clear all of your entries and start over. Use the Save button to save
your data without leaving this page or validating any data. The Return button will return

you to the Main Menu.
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Medical Certification

In the previous section we looked at Personal Information sub-menu pages. Those
pages are used to collect information relative to the decedent. Now, we are going to
take a close look at the Medical Certification sub-menu.

The Medical Certification sub-menu is, generally speaking, only available to

Physicians, Medical Facility staff workers, and those Internal Staff members who have a
need to review and/or edit the information found in these pages.

Pronouncement

The Pronouncement page is where the official date and time of death are recorded.
Additionally, this page is also used to capture the pronouncer’s information.

Under Date and Time of Death there are two entries to complete: Date of Death and
Time of Death.

Date of Deaths F\UG—US—.'ZIJU'E _L‘ﬁ Date of Death Modifier |Ac’rua| date of death

Time of Death  [01]:[30| [PM |+ | Time of Deatn Modifier | Actual time of death
3

In the Date of Death field, enter the exact month, day and year that death occurred.

=
Use the calendar control (= ) or one of the valid DAVE™ MM-DD-YYYY date formats.
To enter the current date, just press your keyboard’s ‘f12’ button key.
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The Time of Death entry consists of 3 controls: 2 number entry boxes and one AM/PM
dropdown list. In the first number entry box enter the 2-digit hour of the death. For
example, if death occurred at 6:09 am, enter ‘06’ in the first number box.

Enter-the-2-digit-hour-in-the-first-box.Y

Time of Injury |:| D |.ﬂ.r-.-1 'I“

Enter-the-2-digitminute-in-the-next-box.y

In the second number entry box enter the 2 digit minute at which death occurred. If
death occurred at 6:09 am, enter ‘09’ in the 2" number box. To complete the Time of
Death entry, make a valid selection from the AM/PM/Military dropdown list.

Complete the Date of Death Modifier by selecting a death registration death date type.

Pronouncement

Date of Deathy |ALUG-03-2008 _":‘a Date of Death Modifier | Actual date of death

Time of Death : LT O ——

Approximate date of death
Court determined date of death
Prezumed date of death
Unknown date of death

Next, complete the Time of Death Modifier by selecting a death registration death time
type.

Date of Deathr AUG-03-2008 ;j Date of Death Modifier | Actual date of death

Time of Death : Time of Death Modifier | Actual time of death

Actual time of death [ et ]

Approximate time of death
Court determined time of death
Prezumed time of death
Unknown time of death

Lastly, use the Validate Page button to validate all entries for this record without leaving
the page. Use Clear to clear all of your entries and start over. Use the Save button to
save your data without leaving this page or validating any data. The Return button will
return you to the Main Menu.
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Place of Death

The Place of Death page is used to capture data relative to where the decedent
actually passed away. This could be a hospital, home address or other location.

|95 cTestDeatn wowoe008 000000000000 |

Place Of Death
Type of place of desth I ;l Cther Specify | |
Facility narme | |ﬂ
Address
Pre Street Post At ¥,
Street Mummber  Directional  Street Mame or PO Box, Rural Route, etc, Designatar Ditectional  Suite ¥ etc
L T = | | T =L
City oF Towwn Courty State Country Zip Code
| | | B | [Unted states | | |

Medical Record Mumber I

“alidate Page Mext | Clear

From the Type of Place of Death dropdown list, select the type of place that best
matches the location where death occurred.

Place Of Death

Type of place of death W
FEEEnE HospitaHnpatient

HospitalEmergency reom/Qutpatient
Addresz Hospital-Dead en Arrival
- Decedent's Residence
"™ | Hospice Facility
Strest Number  Direct Mursing Facility
Licenzed Assizted Living Facility
City or Town L?censed Residential Care Facility
Licensed Adult Foster Home
| Other
Unknown

Medical Record Number

Next, use the Lookup control (m) to choose the actual facility where death occurred.
The Places provided in the Lookup control are filtered based on the place Type selected
above.
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Type of place of death :ljl_u:_pln!-haa“h_e_ﬂt_ Other Spacity .
Facity name | @
Address
Pre: Street Post Apt#,
Strest NumBer  Directional Street Name or PO Box, Rural Reute, ete. ~ Designator Directional  Sute #,glc

l | | | -]

City or Town County

Medical Record Hu

I
tiame ||

Adventis! Medical Center 10123 SE Market Partland gelact
|Mrllmd Community Hospital |2'al:| Waple Ashland gelect
Bay Area Hospital 1775 Thompson Coos Bay selact
| Bend Surgery Center | 1501 NE Medical Center | Bend select
Biue Mountain Hospital District 170 Ford John Day selact
| Canterbury Crest Nursing Services, inc. | 10575 SW Canterbury | Tigard seiect
Canterbury Crast Nurging Sarvices, e 10575 SW Canterbury | Tigard gelsct
| Calumbia Memorial Hosgital |21 Exchange Astoria seisct

select

Coquile Valey Hospital 940 E Sth Coguile %

Click the Select link to add a facility. Notice that the Facility’s information automatically
populates the page controls:

If you had select Other from the Type of place of death dropdown list then you must
also fill in the Other Specify and manually complete the Address tab control.

Lastly, complete this page by adding a Medical Record Number, if one exists. This is
not a mandatory entry.

Click the Validate Page button to check this page for errors, the Next button to proceed
to the Cause of Death page, the Clear button to clear all entries, the Save button to
save changes without leaving this page, or the Return button to return to the Main
Menu.
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Cause of Death

The Cause of Death page is used to describe the conditions under which the decedent
died. Attention to detail and specificity is essential when completing this page. The
cause of death as listed will be used by various state agencies to track everything from
workplace safety to the spread of contagious diseases.

Using the Cause of Death text boxes the pronouncer enters the cause(s) of death, the
interval onset to death and any other contributing factors.

Notice that there are 4 Cause of Death text boxes. To the right of each Cause of Death
text box there is a corresponding Approximate Interval Onset to Death. For each
cause of death listed in Lines a-d, an approximate interval between onset and death
must be filled in.

.8 corresponding
P Approximate Interval
For E.\re.w Cause Of svenis- deates of COMPRCABona- that drecty caused T deain [0 MNOT enler (e Gnﬁet to Death must bE-"
G et or ventricular fieilstion without showing the sticlogy, [0/ NOT ABBREVIATE. Erter )
of Death listed... |es#necessary listed.
st condlicons, @ any, leadng 1o the cause kSed o iIne &, Enber B UMDERL YING CALISE 5 e o e
ﬁm]mT ‘é____.___,..--"'"_
Apprasimaete Inkerval
of Desth Onset o Death
el b =
res [ 8
immachabe Caisbn (Finel dibsacs o condilion retuling i deati) |
e rmm“ il T
Do o &% B Conegquancs of
Line ¢ | j
e OF &5 & ConSequsnoe of
Lne d | j I
Do oF &3 B CONSEpEEnce of
Cotfver Sigrificant condiaes

Again, be as specific as possible, using as many of the lines a-d necessary to give a
complete picture of the cause(s) of death. You do not have to use every line on the
page, but any lines you do use must be filled in sequentially. You cannot complete Line
a and move to Line c without first completing in Line b as well.
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Listed below in the Validation Results window are some of the errors you might run
across while completing the Cause of Death page.

|sis_:lonathanDon wovas2eed o 0]
Cause of Death

Enter the chain of events- dizeases or complications- that directly caused the death. DO NOT enter terminal events such as cardiac arrest,

respiratory arrest or venlricular filbrillation without showing the etiology. DO NOT ABBREVIATE. Enter only one cause on & ine. Add
additional lines if necessary.

Sequertially list condions, if any, leading to the cause listed on line a. Enter the UNDERLYING CALSE (dizease thal intiated the events
resulting in death) LAST.

Approximate Interval
Cause of Death Onset o Death

eart Attack
Line a

[

[t hour

Immediste Cause (Final dizesse or condition resulting in desath)

Line b It year

e

Due or &% & congequence of

heart disease

Line ¢

Ll

Due or &% a consequence of

Line d

Ll

Due or &% a consequence of

A s [Morbid cbesty. ﬂ

Validation Results ListAlErrors | Save Overrides | Hide |

Error Message Crverride Goto Field

DR_3004: Interval for line ¢ cannot be left blank. |
|Provide the best estimate of the interval between the presumed onset of each condtion and desth. The terms

‘approximatety’ and ‘unknown’ may be used. Do leave the interval blank. If unknown , enter ‘unknown !
DR_3030: The Cause of Death Line b cannct be blank if Line ¢ andf or Line d are not blank

Enter a valid value condition for the Cause of Death Line b or move the entries up one ne. Cause of Death Line b must be
entered if Line ¢ or Line d are entered,

DR_3034: Cause of Death Time Interval Line b should be blank if Cause of Death Line b is biank.
Femove the time interval for Cause of Death Line b If & causes of death line tem (b-d) is blank then the corresponding time
irteryal (b-d) must be blank.

DR_3004 was caused by leaving the Approximate Interval Onset to Death box
empty, even though a cause of death was listed in Line c.

DR_3030 was caused by listing an Approximate Interval Onset to Death in Line b
without a corresponding cause of death.

DR_3034 indicates that the Approximate Interval Onset to Death box should be blank

if the corresponding cause of death line is also blank. As you can see, some errors can
generate multiple error messages.
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Notice that all of these errors create hard edit failures, indicated by red shading,
indicating that these errors must be corrected before the record can be certified.

Other errors can be caused by using abbreviations or by not being specific enough in
describing the cause of death.

Use the Validate Page button to validate all entries for this record without leaving the
page. Use the Next button to save your entries and proceed to the next page. Use
Clear to clear all of your entries and start over. Use the Save button to save your data
without leaving this page or validating any data. The Return button will return you to
the Main Menu.
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Other Factors

The Other Factors page contains any other information relevant to the death: Autopsy
Performed, Tobacco Use, etc...

Other Factors

Autopsy Performed

Autopsy findings available to complete cause of death

If Female, specity pregnancy status

Did tobacco use contribute to death

mannet of Death INaturaI ;I

Wigg Medical Examiner or Coroner contacted? I‘r’es vI WE Cage Mumber  [WIE-1254

“alidate Page Mext | Clear

From the Autopsy Performed dropdown list select either Yes or No, accordingly.

If Yes is selected from Autopsy Performed, then you must make a selection from the
Autopsy findings available to complete cause of death dropdown list.

Complete the If Female, specify pregnancy status section

Select Yes, No, Probably, or Unknown from the Tobacco use dropdown list.
Complete the Manner of Death section

Finish the page by making a selection from the Was Medical Examiner or Coroner
contacted? dropdown list and, if applicable, entering a case number in the ME Case
Number field.

Click the Validate Page button to check this page for errors, the Next button to proceed

to the Injury page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Main Menu.
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Injury

If you are logged in as a Medical Examiner or an Internal Office User AND the decedent
died of non-natural causes, then you will need to complete the Injury page.

The Injury page, shown below, will only be displayed if the manner of death was
accident, homicide, or suicide.

|28 dJanepoe AvGo3ZOOS 0 v

Injury

ME Caze Number

Date of Injury | AUG-03-2006 |=F  Time of Injury :

Injury at Work Mo w

Place of Injury | Hoeme V| Other Specified Place

Place of Injury Description - At home, factory, street, etc. |H|:|rne

Location of Injury

Pre Street Post Apt#,
Street Number Directional Street Name or PO Box, Rural Route, etc. Deszignator Directional Suite # etc.
1234 | [Ne v|  [Fleet | |avenue [+ [NE v| | |
City or Town County State Country Zip Code
:- |Elriarwu|:||:| | |Clackamas | |Dregun | |Un'rted States | |9TI334 |

Describe how injury occured Fall from ladder |

Injury Activity During unspecified activity V|

If transportation injury, Specify hd Other Specify | |

Place date fatal injury occurred in the Date of Injury control, without respect to actual
date of death.

Place time fatal injury occurred in the Time of Injury control, without respect to actual
time of death.

If injury occurred on the job, select Yes from the Injury at Work dropdown list.
Make a selection from Place of Injury dropdown list.

In the Place of Injury Description text box, manually type in the actual location where
injury occurred.

Complete the Location of Injury tab by providing the address at which fatal injury
occurred.
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Provide the circumstance surrounding the injury in the Describe how injury occurred
text box control.

Make a valid selection from the Injury Activity dropdown list by selecting the option
that best describes the injury incurred.

If fatal injury was the result of a transportation mishap, then make a selection from the If
Transportation Accident, Specify dropdown list. If Other is selected from the list,
then complete the Other Specify text box control. If injury is not transportation related
then leave both of these controls blank.

Click the Validate Page button to check this page for errors, the Next button to proceed
to the Certifier page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Main Menu.
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Certifier

The Certifier page, shown below, is used to gather information on the person legally
responsible for providing the decedent’s cause of death.

If the current user is a medical certifier, then the Certifier controls will be system filled
with the user’s information. If it is necessary to change the certifier information, as
would be the case when one certifier was keying the case on behalf of another, then
select the Lookup button and select the appropriate certifier. If the user is not a
medical certifier then the Certifier controls will be blank upon initial display of the
certifier page.

|37 _:lestone AUG-042006 o 7

Certifier
Certifier Type | Medbical Exarminer j
License Mumbar
ML-F576 il Exmmirsr X1 J Intern [
Cerifier Mame
First Iliciclle Last Suffix
Tithe Other Specity
I hecical Examiner ;I
Certifier Address Edit Cerifier Address [
Pre Strest Pixst Apt ¥,
Street Mumber  Directional  Sireet hame, Rursl Route, etc. Dezigratar Directional  Suite # stc.
2700 |-_-=_ vl St At j | - Suite 403
City or Town State Country Zip Code
. -
Date Signed -

Make a selection from the Certifier Type dropdown list. Certifier Type represents the
role the certifier played in completing the case. If the certifier provided the cause of
death only, select Certifying Physician. If certifier also pronounced death (provided
date, time and place of death) select Pronouncing and Certifying Physician. If death
registration was completed by a medical examiner, select Medical Examiner/Coroner.

DAVE User Guide - Oregon 77 of 191

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved s e



DAVE ™ User’s Guide — Life Events: Death

Certifier Type w

Licenze Mumber|

I: Medical Examiner m

_ Phyzician's Assziztant
Certifier Nam yyrze Practitionsr

Click on the Lookup button to key in the certifier's Last and First name:

Certifier Search

Last Hame» || First Name |

Zearch Cancel

After accessing the correct certifier, click the Select link to auto-populate Certifier
Name and Certifier Address tab controls.

|23 ieneDoe AvGOI206 o v

Certifier
canter e
License Number Lookup
Al |r.| edical Oregon |[_] intern ]
Certifier Name
First Middle: Last Suffie
Title Other Specify

Certifier Address Edit Certifier Address [ |

Pre Strest Post Apt#,
Street Number  Directional  Street Name, Rural Route, etc. Designator Directional  Suite #etc.
City or Town State Country Zip Code

T

The Certifier Address is system filled with a medical facility address or the office
address in physician table. Sometimes it may be necessary to change this address, as
would be the case when a physician works from multiple offices. To change the
Certifier Address, select the Edit Certifier Address checkbox. The address will be
cleared and the controls enabled to allow new address entry.
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The Date Signed control will be system filled upon successful Biometric Authentication
by the certifier.

Click the Validate Page button to check this page for errors, the Next button to proceed
to the Affirmation page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Main Menu.
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Certify

An affirmation is used to record the fact that the medical certifier is accepting legal
responsibility for the accuracy of the information provided. In many jurisdictions these
are legally binding statements made under the penalty of perjury. In the DAVE™
application, these affirmations are validated through Biometric Authentication.

The DAVE™ application uses fingerprint verification for Biometric Authentication.
Before a user may electronically sign a certificate, the user must complete a biometric
enrollment process. This process involves the identity verification of the user and then
the capture of one or more fingerprints. These samples are stored in the DAVE
database in a “biometric template” and are used for future comparison during
authentication. Once enrollment and storage are complete, the DAVE application
authenticates a user by matching the template against the current fingerprint scan.
Comparison of the current scan and the template results in a simple binary yes/no
match.

To access the Certify section, select Death Registration Menu -> Medical
Certification sub-menu, then select -> Certify.

To Certify a death record, place a checkmark in the Affirm the following:
checkbox(es) and click the Affirm button.

Affirmations

ATTirm the 1olorssng:

e g oF aohemanadion anclior i stigistion,, in @y Openeon, this deatn OCcirred b B fime, date,
&, andl dus 1o thes cousa(s) and manner a5 stabad

ks infcrmation, | &ffirm under the penalty of perjury that | am the sulrized Oerifer
saF T s commicaln

Place an ‘X’ in each of the
affirmation boxes and then
click on the Affirm button.
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Selecting the Affirm button will cause the page to refresh and the instruction 1 — Place
finger to display.

Affirmations

Affirm the fallowing:

¥ onthe basis of examination andiar investigation, in my opinion, this desth occurred &t the time, date,
and place, and due to the causels) and manner as stated.

el By submitting this information, | affirm under the penalty of perjury that | am the authorized certifier

whose name will appear on this cedificate.

1 - Place finger.

AfTiem

Place a biometrically enrolled finger on the fingerprint scanner. The scanner will ‘read’
your fingerprint and display it onscreen. Once the fingerprint has been read the
message Finger print acquired will be displayed.

Affirmations

Affirmm the followveing:

¥ O the basis of examination andior imvestigation, in my opinion, thiz death occurred at the time, date,
and place, and due to the causels) and manner a5 stated.

v By submitting this information, | affirm under the penalty of perjury that | am the authorized cedifier
whioze name will appesr on this cerificate.

Finger print acouired.

Atfirm

If the fingerprint could not be read, an error message will be displayed.
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Affirmations

Atfirm the fallowing:

¥ Onithe basis of examination andior imvestigation, in my opinion, this desth occurred at the time, date,
and place, and due to the causels) and manner as stated.

v By submitting this information, | affirm under the penalty of perjury that | am the authorized cerdifier
whoze name will appear on this cerificate.

Microsoft Internet ExploreriEd |

L : Flease trv again,
-

Bad image.

Lt

If the fingerprint could be read, but did not match any prints on record, a different error
will appear:

Affinm 1he follinaires

¥ o tihe basis of examination andior inwestigation, in my opinion, this death occumed af the time, date,
and place, and due b the causs(s) and marmer a5 statsd.

¥ By submiting this infarmation, | atfirm under the penalty of perjury that | am the suthorized certifier

whose nome will appesr on this certificate.

If the fingerprint can be read and matched to a user enrolled print in the DAVE database
then the record will be officially signed/affirmed and an Authentication Successful
message displayed:

Click the Return button to return to the Decedent page of the Death Registration
Menu.
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Other Links

Amendments

From time to time, it may be necessary to make changes to a certified death record.
These changes are called amendments.

To access the Amendments link, select Other Links -> Amendments.

Notice that when the Amendments link is selected, the Death Registration Menu is
removed from the page and only the Main Menu is displayed.

(mumu

et
Change Oifice I ~ | .-rcirert Dute
Changs Passward Vear Amendment Muniber
L G ier Busrier Dascrgtion |

& Cwder Processing

&) Lite Everts Approvel Stabus  [Frecies =] Mew BuislPemd Bogared | 7]

[ Qe

[ Anpounting

j’:‘""" Death Registration Menu closes, Main
L]

Biwe Menu expands.

The first step in processing an amendment is to select an amendment Type from the
dropdown list:

Amendment Page

Type
Year
Order Mumber

i You must select a Type for every
Court Orodered Carrection amendment entered.

Death - Short
Delayed Registration
Medical

Approval Status |Personal

Supercede
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Add a description of the amendment in the Description text entry control and click
Save.

An “ltem™ grid control will display once an amendment “Type” has
been selected. Initially, the grid control is empty. Add ltems to the
control by selecting the “New ltem™ button.

Amendment Page

Tye W [Cout Ordersd Comecton =] AmendmentDats  [AUG-09-2005 |7
2005 Amenviment Nurber 166
Orier Number |

Add new Amendment
Items by clicking this
button.

The page will refresh and the Amendment Date calendar control will automatically fill in
with the current system date. In addition, new controls appear onscreen. These
controls consist of an Item grid control, a New Item button, an Approval Status control,
and a New Burial Permit Required dropdown list.
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Next click the New Item button to refresh the page and display the Amendment Line
Item tab. From the Item In Error dropdown list, select the item on this record that
needs to be amended. This will cause line item tab to refresh, displaying the Item As It
Appears and the Item as it Should be controls.

Apprieal Shatus =] tares Burind Per Foared. | 7]

The Item As it Appears control will display the current value of the item to be changed.
If there is no current value, then it will remain blank. In either case, place the desired
value in the Item As it Should be text box.

From the Documentation Type dropdown list, select the category that best describes
the documentation being used to justify the amendment. If the documentation type
does not appear in the list, manually type it into the Other Documentation Type text
control. To save the amendment, click the Save button.

Amendmernt Ling fem

Hem in Error ] I.ﬂ.lias Five - MAME - MIDDLE_MAME LI

tem as it Appears

tem az it Should be IT

I
Cocumentation Type IDEI:Edent'S Birth Certificate b ;I
Other Document Type I

Reject Reazon I LI

Cther Reject Reason I

The Amendments page allows the user to add multiple amendments to a record. If
one of those amendments needs to be rejected, then select the amendment from the
Item In Error list, select a reject reason from the Reject Reason dropdown or, if the
reason is not included in the dropdown list, enter the reason in the Other Reject
Reason text box.
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Approval Status is automatically filled in with a status of Pending. The next page in
the amendment process, the Amendment Processing History page, is used to accept
and finalize the amendments.

If a new burial permit is required as a result of this amendment, select Yes from the
New Burial Permit dropdown list. Otherwise, set it to No. If Yes is selected then you
will need to check the Expedited Permit Required box on the next page: Amendment
Processing History.

Type | Court Orclered Correction =] Amencdment Date ALG-09.2005 |
“ear 2000 Amendment Number 166
Order Number De=cription Joourt Crdered Correction

Rem In Ervor | temastacoess |  temesashoudve | est|ookte]
| s Five - NAME - MIDDLE_NAME | [T 6ot |Deete |

Amendment Line tam

ftem in Error h| :ﬁ
Rem as i Appesrs
Rem as it Should be

Docurmentation Type I ;l

Other Document Type |
Reject Reazon | =

Other Reject Reason |

Click the Save button. The page will refresh and display the new Amendment with a
Pending status.
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Notice that an amendment item now appears in the Item grid control.

Type | rl Ordéred Correction d Dafle ALG-DQ-HIIS_ ,)‘J
-8 200 Mumber 166
Order Numbsr Jeourt Crdered Correction
tem n Error | temase accears tem 5 8 Shou be

&8

Continue adding items by filling in the Amendment Line Item tab and clicking the Save

button with each item added.

Amendment Page
Type |_:..~: “welar :_.I;I o MWWH_“?
ot s Amorcdmert Mumber 165
Descriation [Court Croerea Comaction
| s Five - NAME - MODLE_NAME C e
AMardimant Lins bam —
Item i Erros [ [Ahane.M,M_s,_ﬂD( ﬂ
Rem ns & Appears
Bemaz ik Shoukibe |
Documentation Type | Decedert's Beth Certiicate -
Cthar Documert Typs |
FReject Reazon [[08 Court Order Must Be Cartifd |
Ciher Reject Reason |

Hew Burial Perrll Requined s
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Notice that the Item grid control now displays two Amendments to this death
registration.

Amendment Page
Type Court Ordered Correction LI Amendiment Date IAUG-DQQDDS_I :13
Year 2005 Amendment Number 166
Crder Mumber Dezcription |Cnur1 Crdered Correction
ttem In Error tem a5 it Appears ftem as it Should be Eclit | Delete
Aligs Five - NAME - MIDDLE_MAME T Edit |Delete
Aligs Five - NAME - MAME _SUFFL Jr. Edit |Delste

Merw em |
Approval Status IPending VI Mew Burial Permit Required I 'I

Use the Clear button to clear all entries related to the current amendment being added,
the Save button to save the amendment to the Item grid or the Return button to close
this page and return to the Death Registration Menu. When all amendments have
been entered and are displayed in the Item grid, select Amendment Processing
History from the Amendments menu to proceed to the next step.
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Amendment Processing History
The Amendment Processing History page is setup to support the processing of paper
amendment requests.

Notice that the Main Menu collapses and the Amendments Menu opens.

Amendment Processing Histons
| Duts Receved DECN-2005 |2 Eupwcitd Perm Recired [
Returnad s undeiverstbls [ Amerement Salur Keped
2
Dt Returmned = Date Comisted =
Action -
Comment
Stabus History
= I
Staet Db | a-.umJ by | User ‘ Commant
120 2005 120806 P Keyed [T —
| ! ! ! =
4 | *

Date Received is system filled with the current system date. However, this field is
editable and can be changed if necessary.

If New Burial Permit Required on the Amendment Page above was set to yes, then a
checkmark will automatically be placed in the Expedited Permit Required box.

Many times requests for amendments are made that cannot be granted. In these
cases, a rejection notice is mailed to the individual(s) requesting the change. If the
notice of rejection is returned by the USPS as undeliverable, then a checkmark should
be placed in the Returned As Undeliverable checkbox. Also, complete the Date
Returned control to indicate the date on which the rejection letter was returned.

Amendment Status is a system filled, non-updateable field. When an amendment
request is first entered, the status defaults to Keyed. As the amendment is processed
the status will change accordingly.

Date Completed will be auto-filled with the date the amendment was either approved or
rejected.

From the Action dropdown list, select Data Entry Complete. Available actions include
Approve, Reject, Data Entry Complete, etc... However, not all actions are available
at all times. The first Action to be taken should always be Data Entry Complete.
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Then, as the amendment is processed further, additional actions will be available. At
each step in the amendment process a valid action must be assigned.

Click the Save button. The page will refresh. Notice that the status has now changed
to Pending.

| 691 2005000730 :Marcus Test NOV-30.2006 Amendmentxists 7|

Amendment Processing History
Date Received PEC-01-2005 | Expacited Permit Requied [
Returned as undefverable [ Amendment Status
Date Returned =y Date Completed =
Action | ]
Commert
Stabus History
e,
Start Date End Date I Status l User Comment
1212005 12:20:08 P | _F'!ﬁl:ing BLSUDET
12172005 12.08:06 PM 1211 /2005 12:20:08 PM Keyed  musuper =
4| | »

While it is not necessary to enter a Comment as part of the amendment process, it is
recommended. Detailed comments can provide much needed information to the next
user working on the amendment and can help eliminate needless rejections or invalid
approvals. To add a comment, simply click anywhere inside the Comment text box and
being keying in your comment.

The Status History table provides an ongoing listing of all amendments and their
respective statuses. No entry into this field is needed (or possible.) The table
automatically updates each time an amendment status changes. Compare the
screenshot in step 1 to the screenshot in step 13 and you will notice that the Status
changed from Keyed to Pending.

Use the Clear button to clear onscreen entries related to the amendment, the Save
button to save changes and update the Status History table or the Return button to
close the Amendments Menu and return to the Death Registration Menu.
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Amendment Supporting Information
All amendments to paper death certificates require either examination of

documentation, or the retrieval of a copy of the original certificate. The Amendment
Supporting Information page is used to capture types of supporting documentation used

justify the amendment.

From the Amendments Menu, select Supporting Information:

Amendment Supporting Information

Court Information

Court Marme

State Location of Court I

Court Docket Mumber I

Supetior Court District I
County Location of Court I

Court Date

Acoption

Adoption Case Mumber I

Agency Handing Adoption I

City Where Adaption Grarted | Wyho signed Adoption |
Adoption City Geocode I Adoption Type I "l
Paternity I
: : |4
Paternity Case Mumber I PaternityDate -
Paternity Form Approved I 'I
Delayed
Document Type and lssuer Date lssued
| | [=
!--l'

@

Q

1‘_(::'

Documentation Revieweed by

First: Last:
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For court ordered amendments or other amendments that required judicial intervention,
complete the Court Information tab. For the purposes of this exercise, complete this
tab with information relevant to your jurisdiction.

If applicable to processing the amendment, complete the Adoption tab as well.

For amendments related to paternity, complete the Paternity tab by providing the case
number, date filed, and indicate if the paternity form was approved by selecting Yes or
No from the Paternity Form Approved dropdown list.

If the a registration filing is delayed beyond the registration time limit, the that death
registration is said to be delayed. The Delayed tab is used to capture the
documentation used to support the filing of a delayed death. For each piece of
documentation listed, an Issuance Date must also be included.

Also part of the Delayed tab is the Documentation Reviewed by control. Here, the
First and Last name of the person reviewing the supporting documentation must be
provided.

To complete this page, select the Clear button to clear all entries and start over, Save
to save your work, or Return to return to the Death Registration Menu without saving
your changes.

Amendment Change History

The Amendment Change History page provides a summary of all changes and
enables the user to add or edit comments associated with the amendments.

To access this page, select the Amendment Change History link from the
Amendments Menu.

This will open a popup window displaying the amendments and their associated
Comments.

Comments

State File Mumber: 000003
Registrant Hame: Marcus Test

Event Type: Dweath
Event Date: FEB-11-2005
Commernt Type [Crabe Endered | Entered By Comiment | |
Change History 21 22005 uzerd Decadent - Person - Gender- Date - FEB-11-2005 formerty, § | Eclf Detete
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To add a new comment, click on the New Comments button.

This will display the Enter New Comment tab. Make a selection from the Comment
Type dropdown list and then add your comment to the Comment text entry control.

State File Humber: 000009
Registrant Hame: Marcus Tesi

Event Type: Dreath
Event Date: FEB-11-2005

Comment Type | Dote Entered | Ertered By Comement |
|Gl'smpul-isl|:-r'.' | 021 F2005 hesarl | Decedent - Person - Gender- Dabe | FEB-11-2005 formerty, 5 | B [oicle

S
comment Type: I -

Every comment must be associated |_seve |
Comment: to a Comment Type.

Maccirrm text lengtic 4000 Characters left: 4000

Use the Save button to save your comment and close the popup window, the Clear

button to clear all comments, or the Cancel button to close the Comments window
without saving any changes.

Once you have clicked the Save button your changes will appear in the Comments
popup window.

Comments

State File Number: DO0003
Registrant Mame:  Marcus Test

The new comment is now displayed.

Event Type: Death

Event Date: FEB-11-2005 W
| Change Hestory 02H 172005 uzar] | Decedent - Pargon - Gender. Date - FEB.11.2005 formerly, 5 Iﬁgmﬂ
Back office 0B002005 | dregistrar |ngalusu11‘urejwlad |Eﬂ;ﬂﬁg

Click the Close button to close the popup and return to the Amendments Menu.
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Amendment Affirmation
Skills Learned: In this exercise you will learn how to affirm and amendment.

From the Amendment Menu, select Amendment Affirmation. The affirmation page
shown below will display.

the fiolowing:
@WMMM Iz being requested due to s dabs entry error. (Mobe: ol other types of emors

original documentation and cannot be submited seciroracaly )

Place a checkmark in the Affirm the Following checkbox and click the Affirm button.
Place a biometrically enrolled finger on the fingerprint scanner. The scanner will ‘read’
your fingerprint and display it onscreen. Once the fingerprint has been read the
message Finger print acquired will be displayed.
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Affirmations

Affirm the following:

v cerify that this change is being requested due to a data entry error. (Mote: all other types of errars
required original documentation and cannot be submitted electronically.)

If the fingerprint can be read and matched to a user enrolled print in the DAVE™
database then the record will be officially signed/affirmed and an Authentication
Successful message displayed:

Affirmations

Authentication successiul.
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Replacement Certificates

In this section you will learn how to use the Amendments process to request a
Replacement Certificate of a certified record. Replacement certificates are required
when it has been determined that the facts of death have been reported incorrectly.

Access the record containing errors to be corrected. Then, from the Death
Registration Menu, select Other Links >Amendments.

From the Amendment Page, locate the Type dropdown list and select Replacement
Certificate.

Amendment Page

Type ;I Amendmert Date

Y ear Amendment Mumber

Administrative Error gt
Order Number Affidavit of Correction Description

Cu:uurt Ordered Correction
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The page will refresh and include a Replacement Certificate button. Place a
description of the change to be made in the Description text box and click the
Replacement Certificate button.

[RepicsnertCaritosts 3] Amennentoste  PEC-152005 |7
Amendment Mumber 1529
Description |Replacement Certificate

Approval Status Iﬂpr-ri:nﬂ 'I
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Selecting the Replacement Certificate button will cause the page to refresh and

display a scrolling window containing all of the pages found on the Medical

Certification sub-menu.

Pronouncement

Date of Death Modifier IAduaI Date of Death LI Date of Death»

x| Time of Desth

Time of Death Modifier IAduaI Time of Death

Pronounced Dead iNOV-QQ-QUUS_i'J‘:

Pronouncer Mame

Lizense Mumber Loakup

i s

!1 0z | e !Medical Phrysician |ﬂ

Firat Idiciclle: Last Suffix
Medical || Physician I |
Title Cther Specify

I Dactar of Medicine LI |

T
Date Signied | i’d

Place Of Death

Type of place of desth | Hospital-inpatient ﬂ Cther Specify |

Facilty name iFairbanks Memorial Hospital |ﬂ

Address

Pre Post Street Apt #,

Street Mumber Directional  Street Mame or PO Box, Rural Route, etc. Directional Desionatar Suite # etc
[2801 | [ = [pear [T = | -] | |
City or Town Census Area State Country Zip Code
|&nchorage | {anchorage |&lazka | IUnited States 99508
| I L [ | [

Medical Record Mumber I

Cause of Death

MCHS Recommendations for Ertry of Cause of Death

Enter the chain of events- dizeases injuries, or complications- that directly cauzed the desth. DO NOT enter terminal events such as

cardiac arrest, respiratory arrest or ventricular fibrillation without showing the etiology. 0O MOT ABBREYIATE. Enter only one cause on a
lime. Add additional lines if necessary.

Sequerntially list conditions, if any, leading to the cause listed on line a. Erter the UNDERLYING CAUSE (disease or injury that intisted the

e L T o T

Line b | j

Due or az & consequence of

—

e l—
Line c >

Due or az & consequence of

Line d | j

Due or as & consequence of

Other significant conditions ﬂ
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From among the pages displayed, locate the error to be corrected.

Other Factors

Autopsy Performed Mo -

Autopsy findings available to complete cause of death

If Female, specify pregnancy status
Did tobacco use contribute to desth
Manner of Death

}ﬂ

Matural

Waz Medical Examiner or Coroner contacted? IUnknown VI ME Caze Mumber |

Injury

Drate of Injury

I_-'j Time: of Injury E El I 'l
Injury st Wiork - l

Place of Injury LI
Place of Injury Description - At home, factory, street, etc. I

Injury Location

Pre Post Street Apt #,
Street Mumber  Directional  Street Mame or PO Box, Rural Route, etc.  Directional  Designator Suite # stc.
| | | | = =i
City or Town Census Area State Country Zip Code
il | | |United States |

Describe how injury occured I

If transportation injury, Specify I VI Cther Specify

Certifier

Cetifier Type ICertifying Physician LI [ Copy Pronauncer to Certifier

License Mumber Lookug

i e |Medic:al Physician |ﬂ

Certifier Mame

First Miciclle

Last Sutfix
iMedicaI i | | iPhysician i :
Title: Ciher Specify
- { I
Doctar of Medicine LI | |
Certifier Address Edit Certifier Address
Pre Past Street At #,
Street Mumber  Directional  Street Name, Rural Route, etc. Directional  Designator Suite # etc.
j2out | B N = & | |
City or Town State Country Zip Code
|&rcharage | [#imska | [onited States | |aas08 |
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For the purposes of this exercise, locate the Pronouncement page and changed the

Pronounced Dead date.

Pronouncement

Date of Death Modifier |Au:1ua| Date of Death

=] Date of Deaths ov-2-2005 |7

Time of Death Modifier I.ﬂu:tual Time of Death

Pronouncer Matme

>| Timeofpeath 08|57 | [em =]

!_icense Mumber ; Lookup

'1':'_2 ! Al hedical Physician |ﬂ

First Micddle Last Suffix
ir-.ﬂedical | ! ! iPhysician !

Title: Cther Specity

Doctor of Medicine LI |

Date Signed =4

Here we have changed the Pronounced Dead date from Nov-29-2005, to Nov 30

2005.

Pronouncement

Diate of Death Modifier |.ﬂu:'tual Date of Death

=] Date of Deaths OV-28-2005 |7
— ]

Time of Death Modifier |.ﬂ-u:1ual Time of Death
Pronounced Dead ET_‘JOV-3U-ZUUS !.3’]

Pronouncer Matme

| |
=| TimeofDesth pa|: 57| |F‘M ~]

!_icense Mumber : Lookup

102 | Al Mﬁdical Phyzician o U|

First Middle Last Sutfix
Medical [ ! Physician 1] .
Title Cther Specify

Doctor of Medicine LI |

Date Signed | 3
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At the bottom of the scrolling window, locate and click the Save button:

e

Return to the Amendments Menu and select Processing History:

Amendment Page

Type Replacement Ceificate Amendment Date DEC-1:5-200:3 :9

Year Amendment Mumber 1528
Order Mumber Descrigtion I

Replacement Cerificate I

Approval Status IF‘ending vl
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From the Amendment Processing History page, locate the Action dropdown list and

select Data Entry Complete. Enter any applicable comments in the Comment box and
click the Save button.

| 7139 2005001356 :Automated Testing O'ata WOV-28.2005 Amendmentbxists v |

Amendment Processing History
Pt acatad DEC-15-2005 |-
Returned as undeliverable [ Amendment Status  Heyed
Date Returned | 7 pate Completed | =
|Da|a Ertry Compiete = | .
|
i riter applicable comments here. =] '
Comment
Status History
‘ Start Date Encdl Date Status Liser Commert
’12.!‘15."2‘805 S18:29 AM Kiyiad Bkusar =
T I z
4] | »

When the page has refreshed, select Approve from the Action dropdown list, enter any
appropriate comments and, again, click the Save button.
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Amendment Processing History

Date Recatved DEC-15-2005 |
Redurried a5 urdelverabile [ Amendment Stabus  Pending
Dt Rieburnad =?  Dete Completed =
Action Approve -
Comimeent

T B De iaus | User | COmmeTi =
1 252005 200:26 PM Pending mkuser Erfer apphicable co..
12052005 S1629AM 12152005 200.26PM Keved skuser |
N 2 SO0 S 1623 AM Pending akussr | =
1| | »]

When the page refreshes this time, the Status of the Amendment will change to
Complete and the onscreen controls will be disabled for this amendment.

Amendment Processing Histony
Dale Rscelved DEC-15-2005 |2
Returned s undeliverable [~ Amendment Status  Completa
Date Returned = Date Compisted e
Action =]
2l
Cooemmesnt
d
Stalus History L
Start Date EndDate  J/| Status | Uler | Comment  —
22005 Z1:16 PW Compiste iuer
A ZA 52005 20116 PM Complata
120572005 20026 PM 1 21572005 2.01:16 PM Eriter sppicable co...
11115@:59:1&29.&” HZASZ005 20026 PM Keved  mkuser | If
L) *
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Comments

During the process of preparing and finalizing a death record it is sometimes necessary
to store comments or remarks about the case. These comments can serve as
reminders or as instructions to others who will work on the case.

Click on Comments in the Other Links sub-menu. The Comments window will pop-up
on top of the currently displayed page.

Coamimsnt
State File Number: Click on the ‘Edit’ link to
Regéstrant Marmve:  Marcus Test view the full comment or
Emead Type: el make changes.
Ewert st ROV0T - 05
| CommertType | DoteErtersd | ErteredBy | w\~\\|
Back office | 11 s | e _Eﬁﬂm&eﬂ -“Eﬁﬁiﬂl

Clicking on the Edit link will e
open the Update Existing J e
Comment tab for you to view Booet Type: Dot
and, if necessary, edit the "";:""% T:fi| ) T ' |
comment. Back e NGRS [uwwt [ Reacy ox s

. Upsiate Exittineg Cormant
If you do edit the Comment, L
click on the Save button to save mm:;jpwl & [ ]
your changes. B e
To clear and re-enter the e e L e

comments, click Clear.

To exit without saving changes, click Cancel.

Click the Delete link to remove the comment from the system.
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To add a new comment, click on the New Comment button located at the bottom of the
Comments window.

Cnmments
State File Humbser:
Ragigtrant Mame:  Marcus Test
Ewent Type: Death
Evernt Date: OV -0F-2005
Biack affise 1 12902005 niger] Raaidy 167 Rsiew .Eﬂl}_ﬁﬁi

The Enter New Comment tab will open allowing you to enter your new comment. As
before, click on Save to save your comment, Clear to clear the text box and start over
or Cancel to close the tab without saving.

Select a Comment Type from the drop-down arrow, then enter a comment.

Enter New Comment

Comment Type: v

confidential medical

late reason
Registration

Comment:

Note: comments are limited to 4000 characters. Fortunately, DAVE™ keeps track of
how many characters you’ve used and displays that information for you.

Enter New Comment
Thig is & new Commant. Motice that this comment is =0 long thet you can only £ee a portion of =
it irv the "Comment’ column above, You would need to click on the edi button in order to view
Comment: he entire comament. However, clicking on edit does not redguire thal you aclualy changes the Clear
messags. Yiou can simply click the Cancel buttan to clase the adit field withowt makineg &y
Ketesyiy .| cancal |
Meaccimum texd length: 4000 Characlers left 3647
Total number Total number
of characters of characters
allowed. left.
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Cremation Clearance

When cremation is to be used for final disposition, the Cremation Clearance page must
be completed. However, there are two different ways to complete the Cremation
Clearance page: as a funeral director or as a medical examiner.

Select Cremation Clearance from the Death Registration Menu - Other Links sub-
menu. This form must be completed before final disposition will be authorized.

First, lets look at the steps necessary to complete the Cremation Clearance page from
the perspective of a Funeral Home Director/User.

From the Other Links sub-menu, select Cremation Clearance. This page must be
completed before final disposition will be authorized.

|84 iMeenaTest skP2r2005 o 7|

Cremation Clearance
% thorizing Kdivi
First Last
Relationship to Decedent | | Cther Specity
Authorizing Indiddual Address
Pre Post Street Apt #,
These Directional  Stree! Mame or PO Bou, Rural Routs, etc.  Directional  Desighator  Sulte #etc
controls are | "i :l* bl
not available pr Town State Country I Code
to Funeral United States
Directors.
Difice Mame  |O1rice of the State Medical Exa

Cremation Clearance Status | Reguested w| ME Case Number
Cremation Clearance Authorized By:
First Micichs Lazt

Cremation Reject Reazon
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The Authorizing Individual Name should be the family member or person who
requested cremation. In addition to filling in the authorizing individual’s name, a
selection must be made from the Relationship to Decedent dropdown list.

Authorizing Individual Mame

First Last

Relationzhip to Decedent |

Cther Specify

[\ N -
Authorizing Individual Ad|executrix — T
Spouse Enter death registration suthorizing party relation od id
Pre execLtor - -
Street Mumbetr  Directional Mephew —ARural Route, etc.  Directional  Designator Suite # etc
| | | ;l Legal Representstive | | j | I"l | |
City or Towen Cramdiathir Country Zip Code
e — ————|Daughter —
' |_ great grandfather !Llnrted States | | |
—————|Grandsan
Phone Mumber | great grandparent -

Complete the Authorizing Individual Address tab by filling in all the applicable
address text boxes. If the street address has a Pre-Directional indicator, i.e. East 42™
St. then indicate that by selecting E from the Pre-Directional dropdown list. Do NOT
type the Pre-Directional indicator in the Street Name text box.

If the street address has a Post-Directional indicator, i.e. East 42" St. SW, then
indicate that selecting SW from the Post-Directional dropdown list. Do NOT type the
Post-Directional indicator in the Street Name text box.

Make a selection from the Cremation Clearance
Status dropdown list. For Funeral Home users,
there is only one option available in the Cremation
Clearance Status dropdown list: Requested.

Cremation Clearance Status Reqguested *

Cremation Clearance AuthoriZ S
First :

Cremation Reject Reason

Select the Clear button to clear your entries and start over, Save to save changes and
return to the Main Menu or Return to return to the Main Menu without saving changes.
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Cremation Clearance
Authorizing Indnddusl Mame
First Lazt
Relationship to Decedent | | other Specity
Pre
Street Mumber Directional  Sireed Mame or PO Box, Rural Route, elc.
City or Town State Country
Irited Stat
Phanie Mumber
Offica Name  [Ofice of the State Medical Examines
Cremation Clearance Status | Approved =| ME Caze Number
Cremation Clearance Authorized By:
First BMicidle Last
Cremation Reject Reason

Past Sireet
Directional  Designator

[ =

Zip Code

Suite £ elc

Now, let’s look at the steps necessary to complete the Cremation Clearance page from
the perspective of a Medical Examiner/User.

From the Other Links sub-menu, select Cremation Clearance. This page must be
completed before final disposition will be authorized.

These
controls are
not available
to Medical
Examiners.

Make a selection from the Cremation Clearance
Status dropdown list.

Cremstion Clesrance Suthorize

First

Cremation Clearance Status

The Authorizing Individual Name will be system filled. The controls on this tab are not
accessible by Medical Examiner users.

The Authorizing Individual Address tab will also be system filled. The controls on this
tab are not accessible by Medical Examiner users.

Approved
Pending

Mot Approved

If one has been assigned, enter the ME Case Number.
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Cremation Clearance Authorized By will be system filled with the name of the official
authorizing the cremation.

If the cremation cannot be authorized, explain why in the Cremation Reject Reason
text box control.

Select the Clear button to clear your entries and start over, Save to save changes and
return to the Main Menu or Return to return to the Main Menu without saving changes.
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ME Review Case

ME Review Case page to accept, decline, pend, or take ownership of a record.

The ME Review Case page provides the ability for a medical examiner or coroner to
accept a referral, decline a referral, take control of a case or to set the referral action to
pending.

From the Death Registration Menu, select Other Links -> ME Review Case. Notice
that both Referral Action and ME Case Number are marked with red arrows (*)
indicating that these are mandatory fields.

Make a selection from the Referral Action dropdown list:

ME Review Caze

Referral Action I

ME Case Humber J
Accept Referral

Mezzage Decline Referral
Pending
Take Contral of Caze
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About Referral Actions:

a. Accept Referral is used for cases referred to ME that can occur at any
point in the registration process including after filing.

b. Decline is used to deny taking ownership or control of a record.

C. Pending is used to handle those cases where the ME determines that

additional discussion is needed with the physician before making a
determination on the case or when the cause of death is inadequate or
incomplete.

d. Take Control of Case is used when the ME/Coroner is not the medical
owner of the case, however, he/she determines that the case falls under
ME jurisdiction. Once the ME/Coroner user accepts or takes control of a
case then he/she is responsible for completing and certifying the medical
information.

Note that once a selection has been made from the Referral Action dropdown list, a
system message is automatically entered into the Message box. This message can be
used as is, edited, or deleted entirely.

ME Review Case

Referral Action I-&Ccept Referral LI

ME Case Humber » || |

Message Cage Id: 175 - Robert Smith, Date of Death: Sep-10-2005 has been reviewed. ;I
Thiz referral action for thiz case was: Accept Referral,

=

As noted above, ME Case Number is marked by a red arrow (*), and is a mandatory
field. Enter the appropriate case number and select Clear to clear all entries and start
over, Save to save your changes and take the referral action selected, or Return to
return to the Death Registration Menu without saving your changes.
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Referral Action » |Accept Referral =)
ME Case Humber» 12345 |

Message iCaze I 175 - Robert Smith, Date of Dealhr Sep-10-2005 has been reviewed,

[ Thiz referral action for this case was: Accepl Referral.
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Print Forms

The DAVE™ system includes a fully functional print engine that you can use to send
working copies or permanent, vault copies of completed death certificates to your locally
installed printed.

To print available forms from within the DAVE application, select Death Registration

Menu -> Other Links -> Print Forms.

Note: Access to the Print Forms link is based on user security configuration. Also,
available forms will vary according to user and user-type.

Print Forms

Cannot be printed unless event has a ‘registered” status.

Working Copy

% Must be Signed.

Cannot be printed unlesz event has a 'registered” status.

Cannot be printed unless event has a ‘registered” status.

The Print Forms window displays forms available for printing as underlined links. Click
on any available link to proceed.
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Selecting any printable form will launch the MS Windows File Download dialog. Select
Open to download and view the form in Adobe Acrobat “.pdf’ format.

Print Form=

Drop to Pacer Must be sither Sicnerd or Cedified

File Download
Wiarking

Do you want to open or zave this file?

ﬁi%l Mame: Working_Copy.pdf
Hﬂ. Type: Adobe Acrobat 7.0 Document, 154 KB
From: dalnasoz

| Open ! Save Cancel

@ while files from the Intemet can be ugeful, some files can potentially

harrn your cormputer. IF pau do nat trust the source, da nat open or
save this file. What's the rizk?

With the form open, use the Adobe Acrobat print function to send the form to a locally
installed printer.

OREGON DEPARTMENT OF HUMAN SERVICES

4242342 CENTER FOR HEALTH STATISTICS
1.0. TAG NO. CERTIFICATE OF DEATH STATE FILE NUMBER
1. Legal Name First Middle Last Suffie 2. Death Date
Sarah Smith
August 01, 2006
3. Sex 4. Age 5. Social Security Number 6. County of Death
Female 34 years 274-83-7487
7. Birthdate 8. Birthplace 9. Decedent’s Education
January 05, 1972 Addair Village, Oregon Master's degree
t 10. Was Decedent of Hispanic Ongin? |11. Decedent's Race(s) ‘12. Was Decedent Ever in
=8 No Black or African American U-S. Armed Forces? Mg
g 13. Residence: Number and Street 14. City/Town
w 1234 N McNeil NE Drive Salem
s 15. Residence County 186. State or Foreign Country 17. Zip Code + 4 ‘13. Inside City Limiis?
w Marion Oregon 97314 Yes
g 19. Marital Status at Time of Death 20. Spouse’s Name Prior to First Marriage
(8 Unknown
E 21. Usual Occupation 22. Kind of Business/Industry
=] Engineer Aerospace
E 23. Father's Name 24. Mother's Mame Prior to First Marriage
o Smith Jones
% 25 Informant's Mame 26. Telephone Mumber |27. Relationship to Decedent |28. Mailing Address
[s] Mary Johnson Not Available Cousin 6789 N Hines N Road Austin, TX 78729
3 23. Place of Death 30. Facility Mame
m
E 31. Location of Death ‘3\2 City/Town or Lecation of Death 33. State 34. Zip Code +4
35. Method of Disposition 36. Place of Disposifion 37. Location
38. Mame and Complete Address of Funeral Facility
39. Date of Disposition 40. Funeral Director’s Signature 41. OR License Number
TBD .
42. Registrar's Signature 43. Date Received 44. Local File Number
>
[45. Amendment
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Vault Copy
Vault copies can only be printed when the death has been successfully registered.
Vault copies are the permanent record of the death registration.

Note: The ability to print Vault Copies is based on user security privileges and the
status of the registration itself. Typically, only state staff will be printing Vault Copies.

Select Death Registration Menu -> Other Links -> Print Forms.

Locate the underlined Vault Copy link (if underlined and available to print).

Print Forms

Cannot be printed unless event has a 'registered” status.

Waorking Copy

Drop to Paper

Cannot be printed unles= event has a 'registersd” status.

Cannot be printed unless event has a ‘registered” status.

Clicking on any form link will open the File Download dialog box and launch the
document for printing.

rhevonnioad x|
Do pow want bo apen o zave this lile?

ﬁ Mg PrirtForrms, pdf
Tope: Adobe Acrobat Document.

Focer wawens Ll insuriy. com

Open | Sww || Comem |

g Inoen o Inbgrmst .0 be Lipplul, 30ma e Cor pobentialy
Thaemn yous computes. IF you da not Bt the source. B not open o
save thit Rle YWhet's the gk ?

Once the document displays, you can use the Adobe application to print the certificate.
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Number Paper Document

The purpose of the Number Paper Document process to number a paper death
certificate for a registration that was not initiated in the DAVE™ system. The number
paper document feature provides the ability to print a system assigned State File
Number (SFN), file date and other jurisdictionally determined information on a paper
death certificate.

Typically, the Number Paper Document process begins when a funeral director enters
the state registration office and presents a completed death certificate that he has
completed on his own, without using the DAVE ™ application.

Upon receipt of the death certificate, the registration clerk will use the Start/Edit New
Case feature to perform a search to determine if the case has been entered into the
DAVE™ application. This is done to prevent the entry of duplicate records.

If no matching records are found then the clerk will click the Start New Case button.
From the Decedent page the user will select Other Links -> Print Forms.

Select Number Paper Document from the Print Forms window. Upon selection of the
Print Forms link, the next sequential file number will be system assigned and the file

date will be updated with the current date.

Select Open from the File Download dialog box.

Mumber Paper Du:u:umer%

g

File Download " ﬂi

Do you want to open or zave this file?

F'E'F Mame: PrintForms, pdf
i Type: Adobe Acrobat Document

Fraomm:  waans, uat, insurity, com

Open Save | Cancel I

/

[@ While fileg from the Internet can be uzeful, zome filez can potentially

harm podir computer. [F vou da not trust the source, do not open or
zave iz file. What's the risk?
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When the .pdf file opens you will see the following message:

PLACE THE DEATH CERTIFICATE INTO THE
PRINTER AND PRINT THIS FORM.

(THESE INSTRUCTIONS WILL NOT PRINT)

Insert the numbered security paper into your printer as instructed and print the form as
usual. The onscreen instructions shown above will not print, just the SFN, file date and
any other jurisdictionally determined information.
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Drop to Paper

The Drop to Paper link is used to print a paper death certificate for a registration for a
case that was started in the DAVE™ system, but which will have to be completed
manually.

DAVE™ uses the Drop to Paper link to provide the ability for authorized users to print a
death certificate when either the personal information or the medical certification has
been authenticated and it is known that the other information will be completed
manually.

For example, if the user is a Funeral Director and the record has a Signed status, or, if
the user is a Medical Certifier and the record has a status of Pronounced and Certified,
then the Drop to Paper link will be enabled. However, drop to paper should only be
used if the certification process is to be completed outside of the DAVE™ application.

Once a certificate is ‘dropped to paper’, previously authenticated signatures are printed
along with all filled-in data. The paper document is then considered the official source
of the death certificate information. At this point, DAVE™ |ocks all “authenticated’
information from further update in order to ensure the paper document matches the
electronic record. Authorized users, such as state users still have the ability to update
‘locked’ items once the paper document is filed.

To access the Drop to Paper link, select Death Registration Menu -> Other Links ->
Print Forms.

Frint Forms

Sautt Copy Cannot be printed unless event has a registered status.

Working Copy

Drop to Paper

Mumber Paper Documert

Burial Permit Cannot be prirted unless event has a 'signed’ status.

Interstate Exchange Copy

NOTE: Access to the Drop To Paper link is limited by both user security configuration
AND the status of the record in question. Even with the proper security profile, you may
or may not have access to the Drop to Paper link.
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From the Print Forms page, locate and click on the Drop to Paper link:

Cannot be printed unless event has a ‘registered’ status.

Mumber F'.-ur. DocLment
Burial Permit Cannot be printed unles= event has a 'signed” status
Interstate Exchane Copy.

Remember, once a record has been dropped to paper, DAVE™ locks all “authenticated’
information from further update in order to ensure the paper document matches the
electronic record. The system will produce a warning to that effect. Select OK to
proceed.

Print Forms

el Copry Cannot be printed unless event has a 'redistered’ status.

Wiorking Copy

Drop to Paper
Microsoft Internet Explorer x|
Mumber Papies Do

9P once this case has been 'Dropped to Paper!, wou will no longer be able to update this case.
-

Interstate Exchar To prink a draft copy, seleck the \Waork Copy option,

Buitial Permit

Press OF ko proceed or Cancel ko abort prinking.

]

Cancel
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Selecting OK above will launch the File Download page shown below. Select Open to

launch the Adobe Acrobat application to view and print the certificate.

File Download i x|

Do you want to open or zave this file?

Print Forms

el Copy Cannot b

ﬁq; Mame:  PrintForms. pdf
Winrking Copy |
il Type: Adobe Acrobat 7.0 Document

Dﬂm@{p}) From: dalnas0z
Mumber Pag oCUment
Burial Permit Cannot b Open Save | Cancel I

Interztate Exchange Copy

harm your computer. |F you do not trust the source, do not open or

@ While filez from the Internet can be useful, zome filez can potentially
zave thiz file. What's the rigk?

TN

Once the document displays, you can use the Adobe application to print the certificate.

OREGON DEPARTMENT OF HUMAN SERVICES

23 CENTER FOR HEALTH STATISTICS
1D. TAG NO. CERTIFICATE OF DEATH STATE FILENUMBER
1. Legal Name First Middle Last Suffix 2. Death Date
Stephen One
August 07, 2006
3. Sex 4. Age 5. Sodal Security Number 6. County of Death
Male ‘ 125 years ‘ 888-88-8888 Multnomah
7. Birthdate 8. Birthplace 9. Decedent's Education
z December 19, 1880 Houston, Texas Doctorate degree
] 10 Was Decedentof Hispanic Origin? ‘11. Decedent's Race(s) ‘12. Was Decedent Ever in
fl No White U.S. Armed Forces? NO
-9l 13. Residence: Number and Street 14. City/Town
- Fi ‘ Houston
é 15. Residence County ‘16. State or Foreign Country 17. ZipCode+ 4 ‘13. Inside City Limits?
il Harris Texas 55555 No
g 19. Marital Status at Time of Death 20. Spouse's Name Prior to First Marriage
Tl Never married
E 22. Kind of Business/Industry
o Nothing
[T 2 24. Mother's Name Prior to First Marriage
imll Father Father | Mother Mother
d 25. Informant’s Name 26. Telephone Number (27. Relationship to Decedent |28. Mailing Address
8l Sister Slster |Not Available Sister |5 Fifth Houston, TX 55555
8 29. Place of Death 30. Facility Name .
bl Hospital-Inpatient | Adventist Medical Center
[FiMN 31. Location of Death 32. City/Town or Location of Death 33. State 3. ZipCode+4
=l 10123 SE Market _ Portland Oregon | 07216
35. Method of Disposition 36. Place of Disposition 37. Location
Burial A Funeral Home, Cemetery, and Crematory Test | Portland, Oregon
38. Name and Complete Address of Funeral Facility
Aasum-Dufour Funeral Home 805 Ellsworth SW St Albany, Oregon 97321
39. Date of Disposition 40. Funeral Director's 5\gnamri_: . Elsctromicalfy 41. OR License Number
August 07, 2006 > Funeral Director Siped FD-5645
42, Registrar's Signature 43. Date Received |44. Local File Number
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Certificates can only be dropped to paper once. Afterwards, the link is disabled.

Cannot be printed unless event has a ‘registered’ status.

Already dropped to paper.

Cannot be printed unless event has a ‘registered” status.

Cannot be printed unless event has a ‘registered” status.

Once printed, the Drop to
Paper link is disabled.
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Relinquish Case

Once a Physician, Medical Examiner or Funeral Home Director has taken “ownership”
of a record no other user will be allowed “write access” to the record. That is, only that
physician, medical examiner, or funeral home director can make changes to the record.

The Relinquish Case link allows a user to relinquish control of the record so that a
different user can login and make changes.

From the Death Registration Menu select Other Links, Relinquish Case.

From the Relinquish Case —Web Page Dialog, select OK to relinquish control or
Cancel to retain ownership of the record.

Relinquish Caze

Once thiz case has been relinquished, yaou will no langer be shle to access this caze. Press Ol to proceed. Cancel to retain ownership.

To regain control of the record, access it from the Life Events -> Death -> Search link.
A dialog will pop up asking the user if they want to take ownership of the record.
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Validate Registration

The Validate Registration page does not have any controls such as click buttons or
text entry boxes. This page serves as a Final Review of the Death Registration and is
intended to show the user any outstanding issues such as missing or invalid data.

Clicking on the Validate Registration link on the Other Links sub-menu causes the
DAVE ™ application to internally review every page of information that has been
submitted. When the review is finished, the page will refresh with a display of all the
errors that were found. (see below)

From the Death Registration Menu, select Other Links -> Validate Registration.

As you can see, DAVE™ found many errors with this particular registration.

Validation Results Save Overrides |

Error Message Cverrice | Goto Field | Popup

DR_0061: Age canncot be left biank.

Enter Age at time of Death in Years, Months, Days, Hours, or Minutes. All tems cannot be blank

DR_0062: Decedent Age is invalid

Enter & valid age in hours and minutes, If the date of desth is the same as the date of birth then age in hours
andior minutes cannot both be blank.

DR_0075: Bithplace city cannot be left blank.

Enter the decedent's city of bith. If unknown, enter "unknowen. "

DR_0079: Decedert in Armed Forces cannot be left blank.

Decedent in Armed Forces must be "ves", "No", or "Unknowvwn"

DR_0840: Martal Status cannot be left blank

Enitet a valid value for Decedent's Marital Status.

DR_0870: Father's last name is invalic

Eriter a valid last name for the Father. The Father's last name cannot be blank. f unknown, erter "Unknown”.
DR _0836: Mother's last name prior to fitst marriage i invalid.

Enter a valid maiden last name for the Mother. The hother's last name prior o first marriage cannot be blank. If
unknoten, enter "Unknowen'.

=

AEE N

JEEEE

=
=
&

DR_1006: Informant's last name is invalic

Enter a valid last name for the Informant. The Informant's last name cannot be hlank.

DR_0T: Informant Relstionship cannot be left blank

Enter the relationshin of the informant supplying the personal informstion to the decedent.

DR_0M9: Informant's city cannat be left blank.

Erter the informant's city

DR_1024: Informant's address street name cannct be left blank

A, walid street name for the informant's address iz required. Erter the street name of the informant's address
Do niot record & rural route number of PO Box number. If the name ks unknown, enter ‘LUnknown'.
DR_1025; Intormart's acdress street number cannot be left biank.

& walid street number for the Informant's address is required. Enter the building number assigned to the

=
=
-3

HEEEEEE

informant's address. Do not record & rural route number or PO Box number . 1f the number is unknown, erter
"unknown'.

DR_1026: Informant Residential ZIP cods cannot be left blank. r
Enter a valid 7P code for the Informant Residential Address

DR_1030: Relationzhip of perzon suthorizing disposition cannat be left blank

(Enter & walid value for authorizing relstionship. Select from the dropoown list the relationship of the person

= = =
= = =

=
=
&

é

More than just a listing of edit failures, the Validate Registration page also enables you
to find the listed errors and correct them. There are two different ways to locate and
correct errors:

Notice in the figure below the two columns to the far right of the error grid entitled Goto
Field and Popup. Inside of each cell is the fix icon ( ).

Error Message [Orvervide) Golo Fisld | Popup |
Df_0061: Age cannct be et blank T
Enter Age at time of Death in Years, Monthe, Days, Hours, or Minutes. All iems cannol be blank 'm m
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Clicking on the fix icon within any error messages Goto Field column will close the
Validate Registration page and open the page that contains the actual error.

Decedent

Wil mecical institution be responsible for final dsposion™ | ho 'I

i LT [ = Selecting the fix icon in the Goto
Decadent's Legal Name Field column closed the Validate
Bl eat G T Registration page and opened
- =y | [ l}:l the page containing the error. In
this case, the Decedent page
e was opened.

Notice that the Date of Birth and Age entry text boxes are highlighted in red. Red
indicates that these are ‘hard’ edit failures that must be corrected before registration can
occur.

Notice also that the Decedent’s Birth Place tab and the Ever in US Armed Forces?
dropdown list are also highlighted in red. Using the Goto Field fix option enables the
user to fix multiple errors one the same page at one time.

The other option for correcting errors is the fix icon in the Popup column.

________ Error Message Creemide| Golo Fieid | Popup
DR_0061: Age cannct be lett blank. | e—haT
Ender Age at time of Death in Years, Monthe, Days, Hours, or Minutes. All bems canmol be blank @Lﬂﬂ )
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Clicking on the fix icon in the Popup column will cause a window to pop onscreen
allowing the user to correct that particular error.

d

DR_00E1: Age connot be left biank,
Erfler Ape o ime of Desth in Years, Months, Days, Hours, or Minutes. Al ikems cannct be blank

B3l 5

Clicking the fix icon in the Popup column closed the Validate
Registration page and opened this popup window containing
only the error(s) to be corrected.

Notice that the only error that can corrected using the Popup option is the specific error
listed in that single row of the Validate Registration error control. This feature is useful
if there are only one or two errors to correct.

If there are multiple errors to correct then it is best to use the Goto Field option as that
will display an entire page and all of its related errors at once.

Once all listed errors have been corrected, click on the Validate Registration link once
again to verify that no errors remain.
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Queues

As death registration cases work their way through the DAVE™ system, they will pass
from one work queue to another. Queues are categories or status levels associated
with death records.

Work Queues - Overview

From the Main Menu, select Queues. This will bring up a listing of all the available
work queues containing cases. Queues contain registrations, orders, or amendments
having a work queue status. If a queue does not contain any cases it will not be
displayed in the list. Additionally, if a user does not have security access to a specific
queue it will not appear in the list.

The default sort order is by Queue Name. However, the column headers summary

tables are all underlined links. Clicking on any of these links will re-order the table
based on that column’s content.

[ Selectany of the colamn headers o re-sor the Work Queus Summary. |

Registration Work Queue Su
Queype Hams EH.I!I Wm

FES Codin uired 24 35
| GI5 Coding Required &1 38
IK:I’.'I Coding Required (1] k.
| edical Certfication Reguested 7 2
Medical Pending . iE- 33
|Personal Pending 2 %
Potential Duglicate 26 38
| Registration Agoroval Requred 1 2

nature B 2 25
| Teme Regisiration Work Queve 2 1 12
| Total Queues : 10

Count indicates how many cases are in the queue. Age of Oldest in Days indicates
the age of the oldest case in the queue.

Click on any Queue Name to view a list of the death cases currently in that queue. In
the example shown here there are 2 cases in the Registration Approval Required
queue.
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Regiztration Approval Reguired [ 1 29
Signature Required o 2 29
Temp Registration Work Queue 2 1 12
Total Queues : 10

Click on the Registrant name link to display that record for review or editing.

Search by Registration Work Queue 1\
Queue: |Regatraton AgprovalRequred v| | SearchType: | v vewe [
poy Search [ Clear
\
i
a1 | cosew |EventTvoe| Fienumver | ¥ Recwiran | pate of Event Data Provider |
—
0 49 Death ( n TD AUG-07-2006 | Aasum-Dufour Funeral Home
| Total records : 1
Actions Add
Remove From Queve Correspondence

Now, lets examine how to search for cases based on their queue status.

From the Main Menu select Queues -> Registration Work Queues. This will open the
Search by Work Queue window.

Search by Registration Work Queue

CILELE; I ;l Search Type: I vl Value: I
Drizplay m POYE PEF pRgE.
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Select one of the available options from the Queue, or Search Type dropdown list or
enter a value to search for in the Value text-entry box.

Oueve: | v Search Type: | v Il

Potential Duplicate
Display Registration Approval Required
Skynature Required
GIS Cading Requred
Wedecal Certificaton Reguested
FIFS Coding Required
Personal Pending
Temp Registration Work Quéus 2
Wedical Pending
D Coding Required

To narrow your search you can use all three or a combination of the three search
parameters. However, you must always make a selection from the Queue dropdown
list.

Scoren i Benisiration Worlc fuene.

Cueue: IF'DtentiaI Duplicste j Search Type: ICase Mumber vl “alue: 252
Dizplay m FOAE PR EGE.

Click the Search button to execute the search or the Clear button to clear your search
parameters and start over.

Search by Registration Work Queue

Gueue: | Potential Duplicate | Search Type: | Case Mumber vale  [252

Dizplary .ﬂ FOWS DEF DBagE

Now, let’s take a look at how to use the Assign to Another Queue functionality to
move a death record from one work queue to another.
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Sometimes, there may be many records in a single queue. In order to help evenly
distribute the work load and more efficiently process records, cases can be moved into
temporary work queues that are then assigned to specific personnel.

Search by Registration Work Queue

Queue:  |ME Review Complete = SearchType: | =] vaue |

a1 | casews [Event Tvpe Fieumber Ressstrant Date of Event | Data Provider |
= [18 Dresth Test, Marcus SEP.27-2005
- = Death Test, Mesna SEP-28-2005 | Frank E Campbel Funersl Chapel |
Total records : 2

Print
Prink G ]

If a death case needs to be moved from one queue to another, put a checkmark (¥) in

the checkbox I next to the case to be re-assigned and click the Assign To Another
Queue link.

=] Caseld |Event Type | File Mumber Beuistrant Dale of Event Data Provider
Desth Test, Marcus |sEP-27.2005
(Jl;\) 36 Desth Inﬂ.m SEP-28-2005  |Frank E Campbell Funeral Chapel
Total records : 2
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A dropdown list of the available queues will open.

Assign to Work Queue

Registration Approval Reguired

Temp Registration YWork Cueue 3
Temp Registration Work Gueue 4
Temp Regiztration Work Gueue 5
Temp Registration Work GQueue &
Temp Registration Work Cueue 7
Temp Regiztration Work GQueue &
Temp Registration Work Gueue 9
Temp Registration Work Guewe 10
Temp Registration Work Cueue 11

-

Assign to Work Queue Once the appropriate queue has been selected,
. ' click on the Assign button to move the case to the
new queue. Again, this will vary based on user
type and user security setup.

ITemp Registration Work CGueue 1 ;I
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Abandon Case

Abandon Case is used by the registration office when it is determined that a record is
an orphaned record; one that was started by a funeral home or medical certifier but
never completed.

Additionally, the Abandoned status will be system assigned when it is determined that
the jurisdictionally defined time limit has been exceeded for completion of cases.

To Abandon a case, put a checkmark ¥ in the checkbox [ next to the case to be
abandoned.

Search by Registration Work Queue

Chssye: |ME Review Complete ﬂ Search Type: - | Value: |
o Clear
| a1 | caseid [Event Type | Fie humber | Recistrant | Date ot Event | Data Provider |
I C [18 | Death | | Test, Marcus SEP-27-2005
7 = Deatn | | Test, Mesna SEP.28-2005 |Frank E Camgbell Funeral Chagel
I : : ' : : : Total records : 2

Actions Add Print

Azsign To Anotfver Glsue COqT & Errirdt e List
! CoMmements

Return

Select the Abandon Case link. Upon selection of the Abandon Case link and the
redraw of the page, the record will become disabled. No further work may be performed
on a case once it has been abandoned.

To access the various queues found within the DAVE ™ application, select Queues

from the Main Menu. In the following sections, we will examine the three different types
of Work Queues: Registration, Order, Issuance, and Amendment.
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Registration Work Queues

Death registration cases in the Registration Work Queues represent records that are
still missing certain pieces of information or that still require one or more layers of
processing.

Sometimes these are cases that cannot be registered due to missing information. In
many cases, though, a record can be missing some data or processing and still be
registered. For example, a record that is still waiting on FIPS coding will be found in a
Registration Work Queue, but can still be registered.

However, cases in the Cause of Death Pending queue cannot be registered until they
have been moved from that queue.

Other registration work queues include:

e Potential Duplicate
Registration Approval Required
Signature Required
GIS Coding Required
Medical Certification Requested
FIPS Coding Requested
Personal Pending
Temp Registration Work Queues
Medical Pending
ICD Coding Requested

To access the registration related queues, select Queues -> Registration Work
Queues from the Main Menu. This will open the Search by Registration Work Queue
page shown below.

Search by Registration Work Queue

Potential Duplicate ' : » -
Dizplay Registration Approval Required
Signature Reguired
GIS Coding Required
Medical Certification Requested
FIPS Coding Reguired
Perzonal Pending
Temp Registration Work Queue 2
Medical Pending
ICD Coding Required

Clicking on the Queue: dropdown lists will reveal a listing of all the various sub-queues
that represent the Registration Work Queue. From here you can search from specific
records within this queue.
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Next, make a selection from the Search Type: dropdown list; either a search by state
file number (SFN) or Case Number.

Search by Registration Work Queue

Glueue; ICause of Death Pending ﬂ Search Type:

Dizplary m roE PEF PRGE.

Lastly, enter the numeric value corresponding the either the Case Number or SFN that
you wish to search for and click the Search button.

Search by Registration Work Queus

(= T |Cmaen1Dethenchg;| Search Type: Ic.u:ehu.mbﬁ '!-I Wialuer FIZB

Disptay S rows per page

This search yields the following results:

oy 2 | sewch | cowe |
28 | caseid |Event Tupe| Reistract Dae of Event Data Provider
r) |12 |peatn | m% SEP-10-2005

- Total records : 1
Actions Add Print
Azsiagn To Arether Crieus Coavespondance Erifk Guieve Lt
Abardon Case Comments:

Clicking either of these
links will open the death
registration record for
editing.

The user can now open the record by clicking on the CaselD number or the Registrant
name. Additionally, the following functions can be performed by placing a checkmark in
the checkbox under in the All column and clicking one of the links:
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Actions —these links allow you to process actions against a record or case

Assign to Another Queue

Place a checkmark in the All column of the record to be accessed, then click on the
Assign to Another Queue link. The Assign to Work Queue window will display on
the page.

Search by Registration Work Gueue

Ghieies; Itmeml:rea!hperﬂ'ngzl Search Type: Itaseu.m
|

T

| | casew |Event Tvve | Fae asmber | Restrant

F (128 |oeatn | Sméh, Bob

From the dropdown list, select the Work Queue that the record is to be moved to and
click the Assign button. This will re-assign the record to a different queue.

A=zign to Work Queue

Registration Approval Reguired ;I

Registration Approval Reguired
Perzonal Info Rejected

Medical Info Rejected
Persanal Pending
ihledical Pending
Potertial Duglicate
Cause of Death Pending

Location Coding Recuired

ICD Coding Recuired

Urrverified S5

&l Coding Required i

-
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Abandon Case

Occasionally, it may become necessary to abandon a record. Perhaps the case has
been in the system too long without being completed or maybe the record is a duplicate
of another record. If a case needs to be abandoned, the place a checkmark in the
checkbox in the All column and click the Abandon Case button.

&1 | cosew |Event Tupe | Fio tumber Reasirent | Dote ot event | Data Provider
W 128 Death Smith, Bob SEP10-2005
I Total records : 1

Abandoning a case will disable the Case Id and
Registrant links.

The page will refresh and the selection links under Case ID and Registrant become
disabled.
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Add

Correspondence

Occasionally, it is necessary for the State to correspond with its vital records partners or
with vital records applicants. For example, most jurisdictions have Query Letters that
they regularly send to Funeral Homes or Medical Offices requesting additional
information that is needed in order to complete and certify a record.

Also, local offices often send letters to customers notifying them of a ‘no record found’
situation or simply to notify them that they are not eligible to receive a certified copy of a
record. To facilitate the sending of these letters, the DAVE™ system include a
Correspondence feature.

The Correspondence feature allows the state to build ‘template’ documents that
contain standard wording and ‘blanks’ that can be filled in with customer or partner
specific information. For example, the State may build a correspondence template
explaining that an applicant is not eligible to receive a record. The main body of the
letter will always be the same, but the applicant information will always be different. So
the template is built containing the standard wording, but the recipient information is left
blank. Using the Correspondence feature, the template is stored in the system and,
when needed, is printed from a record with information specific to that record or
applicant.

From the Search by Registration Work Queue page, locate and click the
Correspondence link.

The Correspondence dialog will open and display a listing of correspondences that
have been issued on this record.

Correspondence - Registration

State File Humber: 000030
Registrant Hame: Leah Test

Event Type: Desth
Ewvant Date: JUL-2H - 2005
Ho data found.

In the example above, no correspondences have yet been sent. To initiate a new
correspondence, click the New Correspondence button.

The New Correspondence — Registration dialog will open and display a list of the
correspondence documents available in the system. Click the Select link to continue.
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2} Correspondence gL

Hew Correspondence - Registration

Template

Metice of Completed DC (non-ME)

test

Sele%
Seleg_l.J

Total records: 2

From the File column, select Download to download the available ‘Notice of Completed

DC (non-ME)’ file.

2} Correspondence L

Correspondence - Registration

X

State File Humber: 000030
Registrant Hame: Lesh Test
Event Type: Death

Event Date: JUL-21-2005

Description File

Drate Entered

Ertered by

Aug-05-2005

Coding Clerk, Office of Yital Records Delete

Moatice of Completed DiC (non-ME) Downloai;?

o

Total records : 1

Pesy Correspondence

This will bring up the File Download dialog

Correspondence - Registratic

State File Humber: 000030

Event Type: Dieath
Event Date: JUL-21-2

Description

Motice of Completed DC (nan-

From: dalnas0z

Open

. Select Open to continue.

| 3 Correspondence File Download x|

Do you want to open or zave this file?

£ @ Mame: Motice of Completed DC {non-ME). doc
Registrant Hame: Leah Te: = :
| Type: Microsoft Word Document

Save | | Carcel I

S

harm vour computer. If pou do not trust the source, do not open or

@ Wihile files fram the Internet can be useful. zome files can potentially
zave thiz file. What's the rish?

Al Records Delete

Total records =1

spondence

The first time that a user accesses a correspondence letter, they will be prompted to
download an XML expansion pack from the Insurity office in Richardson, TX. Select

Yes to continue.

DAVE User Guide - Oregon

139 of 191

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved

Eairnfun s St bur ey | il
A GimoiocPuink’ Peoeisck



DAVE™ User’s Guide — Queues

Download XML Expansion Pack x|

This document works best when wou use an up-to-dake XML expansion pack From:
http:ffdalnas0z ak_DEMOUIPages Correspondencemanifest, xmi

Do you want ko download the #ML expansion pack?

[ Zet as default chaice For this document

Selecting Yes above will launch the actual MSWord template and auto-fill the record
specific data. The correspondence is now ready to be printed and mailed. The letter
can also be saved to a hard disk for future use.
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Comments

Comments are messages that you can associate with a particular record. These might
be reminder notes to yourself concerning special conditions associated with the record
or notes left behind so that other users will be aware of those special conditions.

Selecting the Comments link will open the dialog shown below. Here you will see a
listing of previously left comments. Select the New Comment link to leave a new
comment.

Comments

State File Humber:
Registrant Name: Stephen One

Event Type: Death
Ewent Date: AUG-07-2006
Comment Type I Date Entered ] Entered By Comment I I

First, select a comment type from the Comment Type dropdown list. Every comment
must be associated with a Comment Type. For the sake of this example, we have
selected Confidential Medical as our type. Tab over to the Comment text box and
add your new comment. Comments can be up to 4000 characters in length. Keep in
mind, though, that spaces count as characters.

2 Comments

Comments

State File Number:
Registrant HName: Stephen One

Event Type: Death
Event Date: AUG-07-2006
Comment Type | Date Entered | Entered By Comment | |

Enter New Comment

Comment Type: | 2l |

Save

confidential medical
late reason

Comment: Clear

Registration

Cancel

Maximum text length: 4000  Characters left: 4000
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Once you have added your comment, click the Save button to save your comment,
Clear to empty the Comment text box and start over, or Cancel to close the
Comments dialog without saving your comment.

Comments

State File Humber:
Registrant Name: Stephen One

Event Type: Death
Event Date: AUG-07-2008
Comment Type Date Entered | Entered By Comment e I
confidential medical | 05/05/2008 orregsy This is a test comment Edi Delete )
Hew Comment Close

Once you have saved your message, it will appear in the Comments list. Notice that
you can either Edit or Delete the link now. Click on the Edit or Delete link to change or

remove the comment. By using these links, you can change the comment, add to it, or
clear it out entirely.

Comments

State File Humber:

Registrant Name: Stephen One
Event Type: Death

Event Date: AUG-0T-2006

Comment Type | Date Entered | Entered By | Comment
eonfdantial madical | 0052008 oiregEy This & & basl comimnednl

Update Existing Commant

Comment Date: 09/052008
Entered By: CITEgSY
Comment Type: | confidental medical

This i a test comment that is being changed )]

Comment:

WMaodmum texct length- 4000  Characters left 3955

Once you have edited the comment, click the Save button to save your changes, Clear
to empty the Comment text box and start over, or Cancel to close the Comments
dialog without saving your comment.
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Comments

State File Number:
Registrant Name: Stephen One

Event Type: Death
Event Date: AUG-07-2006
Comerent Type Date Entered | Entered By Comment

confidential medical | 09/05/2006 OrTegsy | This is a test comment that s beng changed. Ed# Delete

Select Close to exit the Comments dialog and return to the Death Registration Menu.
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Reqistration Work Queue Summary

Each work queue category has a corresponding summary page. These summaries can
be selected from the Main Menu as shown below:

Registration Work Queue Summary

Gueue bame Count Ane of Oldest in Days
Cauge of Death Pending 1 15
FIPS Coding Reguired 33 22
G5 Coding Redguired a3 22
ME Review: Complete 1 20
Patential Duglicatﬁ 27 22
r{_”} Total Queues : 5

Clicking on the Registration Work Queue Summary link will display the page shown
above.

Queue Name displays the names of the various queues that comprise the Registration
Work Queue. Count indicates the number of records in the corresponding queue.

Age of Oldest in Days indicates the age of the oldest record in that queue. Note that
all of these column headers are underlined links, indicating that the table can be
resorted by clicking on those links.

The summary queue can be valuable when a user does not have enough information to
search for a record. Also, the summary page can be used as a ‘to-do’ list of records
that need to be worked.

Clicking on any of the queue links shown...
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... will display that links’ specific work queue. (see below) Using the techniques
discussed above, the records within that queue can be accessed for editing and
processing.

Search by Registration Work Queue
Guee; Potential Duplcate bl Saarch Type: I "I Waluer
foo Search | Clear
& | casew [Evenooe| lotimber | Becrent [ pateot Event Dataprovter |
r 1 Dieatiy Iﬂg Marcus SEP-26-2005  |Frank E Campbell Funeral Chapel
Ir el Desth | Test Marcus b |sep.26.2008
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Table Maintenance

The Table Maintenance feature of the DAVE™ application is used by administrative
personnel to add Users, Data Providers, Facilities, and other entities to the system.
Additionally, Table Maintenance is also used to add System Codes, Status Codes,
File Numbers, Reports, and other system based information. The term “Table
Maintenance” refers to the fact that all of this system information is stored in the
DAVE™ database tables.

For example, the Table Maintenance -> Security -> Users feature would be used to
add, edit, or remove users from the system. As information is added, edited, or deleted,
the underlying DAVE™ database tables are modified accordingly.

As mentioned above, only administrative personnel will have access to the Table
Maintenance features of the DAVE™ application. To perform Table Maintenance

operations, log in using a system administrator User Name and Password. Then,
select Main Menu -> Table Maintenance.

Security

users

The DAVE™ application features a simple, user-friendly interface for viewing, editing,
and creating system users. To access this feature, select Main Menu -> Table
Maintenance -> Security -> Users. The Users search page shown below will display.
From this page, users can search for a specific user, return a listing of all users in the
system, or create new users through the DAVE™ New User setup wizard.

Main Menu -
[E) Masiny
¥ Rmports [ Lisst Mams Office

Users Searchurrent | Seachas | mewuser |

E Tabls Marbenanoe | | I
Adfemations
@] Correspondence
Fils Murnbers
@ Jobs
ol

] Organirations

"' = Saorty "|
Lizars
Roles

Business Functions
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Search Current

To search for specific users within the system, enter either the Username or the user’s
Last Name and select the Search Current button:

The result of this search will be a listing of all users whose Username
contains the string “iadmin”.

As seen in the search results table below, 3 Total Records were returned by this
search.

Users Search Current ] Search A I New Liser I
Uszername Last Name Otfice
fiactrrin | |
Laion

Uzerld | User hame | Last Mame Office Pazsword Expiralion | Tries | Start Date | EndDate
i iscdmin Adrmin Cifice of Vital Records 1} 1A HS00
Q80 wiadmin admin Orifice of Vital Records 11872006 L] AT 2006
Se0 wlackmin Ackmin Brooklyn Oifice of Yital Records 11873006 1} AT F2006

Notice that each of the column headers in the above search results table are underlined
links. Selecting any of these column header links will re-sort the results table according
to that particular column’s contents. The default sort order is by Userld.

In the example below, we have selected the Office link to re-sort the table of results:
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Users | Search Current I Search &l Mewy User
Username Lazt Mame Office
| izclmin I I
: ) _ Locon
Uszerld | User Mame | Last Mame Office Pazzyword Expiration Tries | Start Date | End Date
Ir
950 wizdmin acmin Brookkyn Office tL'{_Ill"rtal Records 14 /812005 ] 1002008
2 iacmin Addmin Office of Wital Records ] 1M M900
980 weizdmin admin Orffice of Wital Records 11 /652008 ] 1 0U7 12008
Total records : 3

Users [Searchcurent | _ Search a1 | new user
P — 1

Uzername (E_set HME) Office &

| jSmih |

J Logon
Userld | User Mame Lact Name Office Password Expiration Tries Start Date | End Dale

3 CSmithd Smith Testing Hospital 71 72006 o 71272006

342 KSmith b Smith Moore Testing Hospital 71512008 i} T I5/2008

369 lmithi 2 smith Testing Hospital THT2006 o THBI2006

Total records : 3
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...or Office.
Users Search Current Search Al New User |
Uzername Last Name Office
| | [Metropoitan
| s | o
Liserkd | Liser Mama | Last Name DOffice Passwiord Expiralion Tries | SteriDate | End Date
949 |ABwskgazi |Burskgazi | Metropolian Hospital Center 971 /2007 | o | sz008
12 | AlexhD | Doctore Metropolitan Hospial Center 3N 72008 o 2 842005
261 |aimondg Almord Metropoltan Hospial Center 7162008 0 | 6AER006
833 | APuplampu  Puplampu | Metropolitan Hospial Center 872009 0 B232006
405 ARodriguer | Rodriguer Metropolan Hospal Center gA2Mao 1] TI262006
412 |ASomen |Soman Metropolian Hospial Center 7/ 12008 o | 78008
395 Avalbuena Walbens Metropollan Hosptal Center ThzMo | @ TI252006
125 | avallejo | valleio Metropolitan Hospital Center 511512008 | 0 | snsioos
735 |BMoon Moon Metropoltsn Hospital Center an o7 0 | sn7008
433 |BShrestha | Shrestha | Metropoifan Hospial Center 8/2007 | o | enoos
First 1234567 Last
Total records : 61

Additionally, Search Current can be used with a combination of any of the three search
criteria to yield very specific results. In the following example we have used Search
Current to return a listing of all users with a Last Name of Moon and an office
association of Metropolitan Hospital Center:

e —
sers @@ Sewchat | Newuser |
Uzername Last Name Office
Logon
Userld | User Mame | LastName Office Password Expirstion | Tries | StartDale | EndDate
735 |BMoon (moon Metropaltan Hospeal Cerfler 80112007 0 | 877006
Total records : 1

DAVE User Guide - Oregon 150 of 191

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved s e



DAVE™ User’s Guide — Table Maintenance

Search All

To return a listing of all users currently setup in the system, leave the search criteria
controls empty and select Search All:

As shown below, this search returned 989 Total Records.

Users [ searchCument |  Searchas New User |
Username Last Name Office
| | |
Logon
Uzerid | Liser Mame | Last Mame Office Password Expiration | Iries | StartDate | EndDate
838 |sadzic Adzic Bellevue Hosplal Center 7172010 0 | 7M2006
581  |mashford  |Ashford | Harlem Hospial 0 B/7/2006
60  [sbedmin  |Budon | Bellevue Hospisl Center 121202006 0 | 120202005 | 7A32006
857 abedrozian | Badrosian | Bellavue Hospilad Center TH 003 (1} TH F006
755 |abeffield  |Belfielkd  |New York Vel Comell Medical Center 7172007 0 | TNR006 | 7AR007
943 | ABurskgezi |Burakgazi | Metropolian Hospital Center a1 /2007 0 | 812008
$)  |abuton  |Buton  |Bellevue Hospiial Center 1001772006 0 | 101772005
55 aburtonc | Theclerk | Bellevue Hospilad Center 114102008 0 | 11402005
417 |acarmel  |Carmel | New YorkWeil Comell Medical Center 7172007 0 | 7nno0s | 7rs007
419 |acercek  |Cercek | New YorkWeil Cornell Medical Center 71172007 0 | 7AR00s | 7AR007
First12345678910,, Last
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Update User

Regardless of the search method employed, notice that the Userld displayed for each
user is actually an underlined link. Selecting any of these Userld links will open the
User Summary page, enabling the user to view or edit the existing user’s setup.

Username Last Name Otfice

| | |

/‘\ Lonon

f!&ﬂ Liser Mams | Last hame Office Password Expiration || Tries | Stard Dats | End Dats
aadzic Adric IMMHWMICMGJ TH200 1] TH 2006

N5 ) )amhford Ashford | Harlem Hosptal ' | o | emmoos |

BT |sbadmn  |Buton | Bebevue Hospital Center 120202006 0 | 12202005 | 7372006

Selecting the Userld link above, opened the summary page shown here. Selecting any
of the links on this page, Update Login Information, Update User, etc., will open a
new window enabling the user to make specific changes to that aspect of the user’s
setup record. Select the Biometric Enrollment button at the bottom of the page to
biometrically enroll or update the user’s biometric registration.

Select Return to return to the

previously seen User page. —=
User Summary Return |

User Id: 888 Hame: Alskzandar Adzic Work Humber: (212) 562-4311 Ex. Medical License:
User Hame: asdzic Title: Doctor of Medicine Cell Humber: HPI Humber:
Password Exp.: -
OF /0172010 Uger Address: Home Humber: Funeral Director License:
Start Date: 0701 /2006 462 First Avenue Fax Humber:
End Date MewYork, Mew York 10016 E-madl: WILL GOREEWVITALCHEK. COM
Logon Attempts: 0 Preferred Contact: E-meal

Update Contact Information Update Licenses
information Update User ]

Bellevue Hospital Center

User Type I Office Roles: Additicnal Business Functions
| Py sician Belevue Hospital Center | | External Physician Roke
Total records : | Total records : 1 Total records : 1| |Ho data found.

Select Biometric Enrollment to enroll or
update the user's biometric registration.
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Select the Return button to return to the main User page.
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New User

The DAVE™ application includes a User Setup wizard designed to simplify the process
of adding new users. Using the setup wizard, new users can be added in just a few
minutes with multiple layers of security. System security is actually built as you add
your new users.

Accessing the Wizard
From the main Users page, shown below, select the New User button to launch the
setup wizard.

Users Search Current [ Search AR k Mew Uiger |?

Username Last Mame Otfice

You have now accessed the New User creation wizard and should see the User
Account page shown below. Please note that it is not always necessary to fill out every
box on every page. Only those items marked by red arrows (*) are mandatory entries
which must be completed.

Hew User
Select to Setup a
Mew User 1. User Account Step1 of 9
A cC
2. Mame and Lddress H=ecname: b INewUser
3. Cortact Infarmation
4. Licenses Password: 3 I"I""'
5. Office Affiliations
. Uzer Type Confirm Password: » I-""-"
7. Account Roles
8. Buzsines= Functions Temporary Password: [
9. Finish

Login{s} Attempted: I'J

Password Expires: 5OCT'1 B-2007 [

Start Date: y [0CT-16-2006 |7
End Date: |>2

Cancel | == Back Mext == | |
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1. User Account

First, enter the new user’'s Username. The Username must be between 6 and 10
characters in length and may not contain any spaces. In addition, user names are case
sensitive, so take care in how they are set up. Note that this entry box is marked by a
red arrow (*) and must be completed for every user.

Hew User

Select o Setup a
New Usar 1. User Account Step 1 of 9

Uizer Account

1
2. Name and Address Username: b [Hewiser
3. Contact Information
4. Licenses : Password: ¥ |-1111111 ltems marked
j jlfm ~ ey — with red arrows
ek - are required
7. Account Roles -
8. Business Functions Temporary Password: | entries.
4. Finish
Login(s) Attempted:
Paseword Expires;  |OCT-16-2007 |7
These are Start Date: , [0CT-16.2006 |7
the pages ,
you will End Date: e
work
through as
you set up ’
New users. Cancel I Next=> | |

The next two boxes are for Password entry. The password entered must be the same
in both text entry boxes. Passwords must be at least 6 characters long and, like user
names, passwords are case sensitive. Note that both of these entries are marked by
red arrows (*) and must be completed for every user.
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Hew User

Select to Setup a
Naw Usar 1. User Account Step10f 9|

1. User Account f Username must be
2. Mame and Address Username: v [Newser between 6 and 10
3. Cortact Infonmation

characters long.

4. Licenses Password: » Ii‘iin"“
5. Office Afflistions )
E. User Typs Confirm Password: » [ssssssss
. P d must be at
A Pl st Funclions Temporary Password: [ assword mus e.a
9. Finish least 6 characters in

Login(s) Attempted: length.

Password Expires: CCT-16-2007 —:p

Start Date: , locT18-2008 |27

End Date: P

cancel | == Back Next== | |

Temporary Password — When a new user is created, a temporary password is
assigned. Additionally, if a user forgets or misplaces their password then a temporary
password can be assigned. Placing a checkmark in the Temporary Password field will
flag the account and require that the user change their password the next time they sign
in.

Login Attempts keeps track of the number of unsuccessful user login attempts. Once
the count reaches 3, the account will be locked. A system administrator can reset this
number by returning to this screen and resetting the value to 0. At the same time, the
system administrator should also create a new password for the user and select the
Temporary Password box. As described above, tagging a password as temporary will
require the user to create a new password the next time they log into the system.

In the Password Expires entry box, enter the date on which the user’s password will
expire. All dates must be entered using one of the following formats:
a. MONDDYYYY — where “MON” represents the letter abbreviation of the
month’s name, “DD” represents the two-digit day of the month, and “YYYY”
represents a 4 digit entry for the year
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b. MM/DD/YYYY - where “MM” represents the 2 digit month number, “DD”
represents the two-digit day of the month, and “YYYY” represents a 4 digit entry

for the year

c. MM-DD-YYYY - where “MM” represents the 2 digit month number, “DD”
represents the two-digit day of the month, and “YYYY” represents a 4 digit entry

for the year

d. MMDDYYYY - where “MM” represents the 2 digit month number, “DD”
represents the two-digit day of the month, and “YYYY” represents a 4 digit entry

for the year

Hew User

Select to Setup a
New User

1. User Accoun

2. Mame and Address
3. Contact Information
4. Licenses
5. Office Affiiations
6. Lizer Typa

| 7. Account Roles
8. Busziness Functions

4. Finish

1. User Account

Username: b lNEwUs:er

Password: ¥ Iu-“-q-q-“

Confirm Password: » [sssessss

Temporary Password: @

Login{s) Attemplted:

-
Password Expires: OCT-18-2007 | 3

Start Date: p (OCT1E-2008 -

End Date: “"-'.J

Cancel |

Step 1.0f 9

Regardless of the format

used to enter a date,

dates wi

Il always be

displayed using the

MON-DD-YYY format.

gt == I

Another method for entering dates is to use the Calendar Control. By clicking on the

2
calendar icon (= ) you will bring up the Calendar Control shown below. By default, the
current Month, Day, and Year are pre-selected.

Click on the Month dropdown list and select the desired
month from the list.

February ;I IEDDS;I
EFebruary‘ «0 T Fr &3
ey I 4 &
Bt 10 11 12
hdary
1 june 1F 18 19
2| July 24 25 26
| 2| ALgust
September 3 Camcel
— October

Movember

E{December T |e—
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Next, click on the Year dropdown list and select the desired wtarcn =]
year. :

50 Mo

Lastly, once the correct month of the correct

year is displayed, select the desired day of the _ Ihﬂarch v] |m v|':_
month and the correctly formatted date will Bt B To e TR R e

automatically populate the date field. 1 2 3 45

6 7 & 9 10 11 12
15 16 17 18 19
22 23 24 25 26
29 30 31
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In the Start Date and End Date fields, enter the date that the password will take effect
and the day on which it will expire, respectively. Try using the Calendar control for
error-proof entries. Note: Start Date must be earlier than End Date. If Start Date is the
same as End Date or later than End Date then you will receive an error message.

Hew User

Select to Setup a

New User 1. User Account Step1of9
1. Uzer Account
2. Name and Address Username: v [Newlser
3. Contact Information

4. Licenses Password: ¥ Ii"‘““‘
£ Orifice Affiliations

6. User Type Confirm Password: » [ssessess
7. Account Roles

8. Business Functions Temporary Password: [

9. Firish ;

Login{s) Attempted:

Password Expires: OCT-16-2007 ::P

Start Date: b (QCT-16-2005 >

End Date: _ g

“Cancel” will return you to Once the mandatory fields
the Users page without are completed, select the
saving any changes. “Next” button to proceed

with new user setup.

When all of the mandatory fields have been entered, select the Next button to proceed
to the Name and Address page, or Cancel to exit the User Setup wizard without
saving changes.
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2. Name and Address

On the Name and Address page, notice that the <<Back button is now enabled. The
<<Back button allows you to return to the previous page or pages if you need to make
changes or corrections. This button is displayed but not active on the User Account

page.

On the User Name tab, make the following entries:
a) Prefix — contains entries such as Mr., Mrs., Ms., Sister, Father, etc...
b) First — User’s First Name
c) Middle — User’s Middle Name or Middle Initial
d) Last — User’s Last Name
e) Suffix — contains entries such as Jr., lll, etc...
f) Title — contains entries such as Dr., MD, DO, etc. If the user is a Medical
Certifier then a title should always be selected.

Hew User
Select to
Step20f9
Micdde ¥ Last Susffix
| b |
=
Street Street Post Sute
s Mumber  Directional | Name Designalor  Directionsl  Number
il f22a | =] Jmein joreet -1 [ =] |
8. Finizh ¢ City or Town County » State Country ¢ Zip Code
v Hew vork pew vork jny Junited States [10011
Cancel I =< Back I Next == ||
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On the User Address tab, make the following entries:
a) Street Number — house street number
b) Pre Directional — street pre-directional indicator (if applicable)
c) Street Name — name of street where user lives
d) Post Directional — street post-directional indicator (if applicable)
e) Street Designator — Street, Blvd, Drive, etc...
f) Suite Number — Apartment number or suite number (if applicable)
g) City or Town — City or Town in which user lives
h) County — County in which user lives
i) State — User’s state of residence
j) Country — User’s country of residence
k) Zip Code — User’s Zip Code using Zip or Zip+4

2. Mame and
Addrezs

When you are finished inputting data, select the Next>> button to proceed with User
setup, the <<Back button to change/update data on a previous page, or Cancel to exit
the User Setup Wizard without saving changes
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3. Contact Information

The Contact Information page is used to gather User related phone numbers and an
e-mail address. Please note that the only field marked with a red arrow (*) is E-Mail.
Therefore, none of the other entries are required. However, filling in some or all of this
data will help to create a more robust and useful EDRS system.

Hew User

Select to Setup a

Mew User 3. Contact Information Step 3 of 9
1. User &ccourt
2. Mame and Address otk Mumber: |r555) SpS-1212 41234
3. Cortact Information : i
4. Licenzes Cell Murmker; |(299) 995-1213
5. Office Affilistions i
E. User Type Hame Mumker: (555 5951214
7. Account Roles
2. Business Functions Fax Mumber: |(55) 939-1215 Ext.
3. Finish
E-mail: b !useremail@user.com

Preferred Method of Contact: IE-MaiI vl

Cancel == Back E e ——

Enter the user’'s work phone number (if applicable) in the Work Number box. Notice
that tabbing into any of the phone number entry boxes causes a phone number entry
template to appear. Extension can be entered if one exists, but is not required. If no
extension exists, then leave it blank.

Enter the user’s cell phone number (if applicable) in the Cell Number box. Notice that
tabbing into any of the phone number entry boxes causes a phone number entry
template to appear.

Enter the user’'s home phone number (if applicable and desired) in the Home Number
box. Notice that tabbing into any of the phone number entry boxes causes a phone
number entry template to appear.

Enter the user’s fax number (if applicable) in the Fax Number box. Notice that tabbing
into any of the phone number entry boxes causes a phone number entry template to
appear. Extension can be entered if one exists, but is not required. If no extension
exists then leave it blank.

Enter a valid e-mail address in the E-mail box. Note that the E-Malil field is marked with
ared arrow (*) and is, therefore, a required field. Valid e-mail addresses always
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consist of a ‘username,’ followed by an ‘@’ symbol, and end with the domain name of a
mail server. Never use spaces in an e-mail address.

From the Preferred Method of Contact dropdown list, select the ‘user’s’ contact
preference.

Once all entries are completed, select the Next>> button to proceed with User setup,
the <<Back button to change/update data on a previous page, or Cancel to exit the
User Setup Wizard without saving changes.
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4. Licenses

The Licenses page is used to gather user-related, professional licensing information.
Not all users possess or require licenses to perform their duties. Therefore, none of
these fields are marked with a red arrow (*) and all of them can be disregarded.
However, it is strongly recommended that this information be included for all users who
are licensed.

If any of the Number fields |
Hew User are completed...
Selact to Setup a
Lger Accoun -
. Name and Address Medical License: 12345
- Contact Informstion Medical Licanse Start Date: OCT-16-2006 [=7 resnaloey 1g oo 100

1
2

3

4. Licenses

5. Office Affiliations
L

7

&

-]

...then a corresponding
Start Date must also be

WP Mumber: [23456

. User Type 3 added.
e NPl Mumber Start Date: OCT-16-2006 |
. Business Functions
_ Finiish Funeral Director License:  [34567
FD License Start Date: i T-16-2008 .-'-r""I FD License End Dale: QCT-16-2007 ..-d

concel | <<pack  |[ Newt=s

Enter the user’'s medical license number (if applicable) in the Medical License Number
box.

If a medical license number is entered then a Medical

License Start Date must also be entered. If not, this error X
message WI” be generated. 3 Flease enter the Medical License Start Date.

If a Medical License Start Date has been entered, then a Medical License End Date
can also be entered. Though End Dates are not required entries, they can help you
keep track of those Data Providers whose licensing credentials have expired

Enter the user’'s NPl number (if applicable) in the NPl Number box.

If an NPl number is entered, then an NPl Number Start Date must also be entered. If

not, this error message will be generated: &
‘!‘X Please enter MPI Mumber Start Date.
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If an NPl Number Start Date has been entered, then an NPl Number End Date can
also be entered. Though End Dates are not required entries, they can help you keep
track of those Data Providers who licensing credentials have expired.

Enter the user’s funeral director’s license number (if applicable) in the Funeral
Director’s License Number box.

If a funeral director’s license number is entered then a Funeral Director’'s License
Number Start Date must also be entered. If not, this error message will be generated:
B

! E Flzase enter the Funeral Director Start Date.

If a Funeral Director’s License Start Date has been entered, then a Funeral
Director’s License End Date can also be entered. Though End Dates are not required
entries, they can help you keep track of those Data Providers who licensing credentials
have expired

Once all necessary entries are completed, or if you simply do not wish to enter any of
the data, click on the Next>> button to proceed with User setup or the <<Back button to
change/update data on a previous page. Select Cancel to exit the User Setup wizard
without saving changes.
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5. Office Affiliations

The Office Affiliations page is used to associate the User to a particular facility type.
For example, if the user were a physician, then they would be associated with office
types such as Birthing Centers, Hospitals, Clinics, etc... If the user were a state
employee working at the registration office then they would be associated with the office
type of Central Registration Office.

All users must have at least one office affiliation, though they may have more.

Hew User ) : .
: This user has been affiliated with
Select to Setup Adventist Medical Center.
a New Usar 5. Office Affiliations
1. User Account
2. Mame and Oifice Type:
Address {Hospial
3 i‘:"‘m Available Office Affiestions Assigned 1o the user
-t Ashiand Community Hospital H Adventist Medical Center
4. Licenges By Area Hospial = ;
ERGTE T |Bend Surgery Center —_| Use the single arrow buttons
6. Liser Type Biue Mountain Hospital District | to assign one office at a time.
Canferbury Crest Nursing Services, Inc.
7. Account Roles Canterbury Crest Nursing Services, Inc. '
B. Buzinass Columbia Memorial Hospital
Functions Coquille Valley Hospital Use the double arrow buttons
9. Finish Coltage Grove Commundy Haspital to assign multiple offices.
Curry General Hospital

__Concel |

Select an appropriate office type from the Office Type dropdown list.

Select the appropriate available office(s) from the Available Office Affiliations
dropdown list. To select a single office, single-click on the desired office and click the
>’ button to move the office from the Available Office Affiliations list on the left, to the
Office Affiliations Assigned to the User list on the right.

Multiple selections can be made by holding down the ‘ctrl’ key on your keyboard while
single-clicking multiple selections. Once all desired selections have been highlighted,
click the >’ button to move the office(s) from the Available Office Affiliations list on
the left to the Office Affiliations Assigned to the User list on the right.

To move all the available offices from the Available Office Affiliations list on the left to
the Office Affiliations Assigned to the User list on the right, click on the “>>’ button.
All available offices will be associated with the user.

If you made a mistake you can move offices from the Office Affiliations Assigned to
the User list on the right, back to the Available Office Affiliations list on the left by
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using the ‘<’ button. Clicking the ‘<<’ button will move all office selections back to the
Available Office Affiliations list.

Select the Next>> button to proceed with User setup, the <<Back button to
change/update data on a previous page, or Cancel to exit the User Setup wizard
without saving changes.
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6. User Type

Similar to Office Affiliations, the User Type page is used to associate the user to
specific user type(s). For example, if the user were a Physician, then they would be
given the User Type of Physician.

Note, the user must be assigned a User Type for every office with which they are
affiliated. For example, if the user is affiliated with more than one hospital, then their
user type at each hospital must be defined. Their user type will probably be the same at
each hospital, but each must be entered separately.

:Ilawllur These dropdown lists are
Sefect to Setup & populated based l:'il'l.[:hDI[:ES- made
Naw Uzar B. User Type on the Office Affiliations page.
1. User Account : —
2. Mame and Address Please select User type for each Office Atfilation 7
3. Cortact Information User Type  |Medical Certifier =]
A:Licenzes 3 Otfices: | Advertist Medical Center = |
5. Office Affilations
[ aga | remove |
8. Business Functions Remove [ User Type J Otfice Affilistion
8. Finish O Medical Certifier Adventist Medical Center
[ I : Total records : 1.
Canced | =< Back Next ==

Select the appropriate User Type from the User Type dropdown list.

Note: the Offices dropdown list is populated based on the offices that the user was
affiliated with on the Office Affiliations page. Select the first office from the list and
click the Add button. A spreadsheet control will display the selected User Type and
Offices.
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Hew User

Select to Setup a

New User 6. User Type Step 6 of 3
1. User Account : : This user has been identified as a

Please select U for each Office Affilial : : -

2. Name and Address RRAPE Dr__ iz stk Medical Certifier working at the

3. Contact Information User Type | Medical Certitier || Adventist Medical Center.

ety A Offices:  [Advertist Medical Center ]

5. Office Affliations

5. Lizer Type I Add I Remave I

7. Account Roles ’
8. Business Funclions Remove [ Liser Type ] Office Affiliation I
9. Finish u Medical Certifier Bdventist Medical Center |

Cancel == Back et == I

Continue selecting offices from the Offices dropdown list and adding them to the
spreadsheet by clicking the Add button. Alternatively, you can automatically populate
the spreadsheet control with all affiliated offices by selecting All from the Offices
dropdown list and clicking the Add button.

To remove any erroneous entries place a checkmark in the Remove checkbox and click
on the Remove button.

Hew User
Select lo Setup a
New Usar . User Type To remove an entry, first
1. User Account check the Remove checkbox...
o Mams and Addrss Plaase selact Uiser type for each Office Affiation 1
3. Contact Information User Type | Madicsl Certifier = e
e I - =l ...then click the Remowve
: Offices: Adverfist Medical Cefter =
5. Oifice Affiations £ H button.
5. Llzer Type I Add I
7. E
[ User Type ] Office Affiiation [
Medical Certifier Bdventist Medical Certer |

Once a User Type has been assigned to all affiliated offices, select the Next>> button
to proceed with User setup, the <<Back button to change/update data on a previous
page, or Cancel to exit the User Setup wizard without saving changes.
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7. Account Roles

Now that we have affiliated our users with general office types and specific offices, we
must define the roles that they will fulfill within those offices.

Hew User
it S This user has been assigned the role
aléc E!l.'p i = H = (1}
i e 7. Account Roles of “External: Medical Certifier”. Step 7 of 9
1. User Account
2. Wame and Offices:; | Acvertict Medical Certer =
Auddlr
i Uiser Typas: Medical Cerlifier
| 3. Contact
Information Avallable Rioles Roles Assigned to the user
4. Lic&nzes Exdernal Administrator External Medical Certifier
£ Oifice Afflist Exdernal Death Medical Records Specialist

Exfernal Medical Certifier \With Gueue Restrictions Use the single arrow buttons

6. UserT ; I T : )
b Extamal Deplty Admninisirator to assign one office at a time.
7. Account Roles
§. Business B
Functions
¢ Finist lUse the double arrow buttons

to assign multiple offices.

Select an office from the Offices dropdown list. Again, this dropdown list is populated
based on the office affiliations assigned on Page 5: Office Affiliations. At least one
user role must be assigned for each affiliated office.

User Types is automatically filled in and displayed based on the user type assigned on
the previous page.

Select the appropriate available role(s) from the Available Roles list. To select a single
role, single-click on the desired role and click the >’ button to move the role from the
Available Roles list on the left to the Roles Assigned to the User list on the right.

Multiple selections can be made by holding down the ‘ctrl’ key on your keyboard while
single-clicking multiple selections. Once all selections have been highlighted click the
>’ button to move the role(s) from the available roles list on the left to the Roles
Assigned to the User list on the right.

To move all the available offices from the available roles list on the left to the Roles
Assigned to the User list on the right, click on the *>>’ button. All available roles will be
associated with the user.

If you made a mistake you can move offices from the Roles Assigned to the User list
on the right back to the Available Roles list on the left by using the ‘<’ button. Clicking
the ‘<<’ button will move all role selections back to the Available Roles list.
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After assigning at least one user role to each affiliated office, select the Next button to
proceed with User setup, the <<Back button to change/update data on a previous page,
or Cancel to exit the User Setup wizard without saving changes.
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8. Business Functions

On the previous page, a Role was assigned to the User. Each role has a pre-defined
set of Business Functions associated with it. These Business Functions define not
only how the user will use the DAVE™ application, they also define and establish the
user’s security within the system.

However, there may be situations in which a user needs access to functions outside of
those normally associated with their pre-defined role. For example, a user with the pre-
defined role of Registration Clerk may also be responsible for geo-coding. This is
where the Business Functions setup page comes into play.

Locate the Offices: dropdown list. This list is populated based on the choices made on
the Office Affiliations setup page.

This dropdown list is populated
based on choices made on the
Office Affiliations page.

Hew User
Select to Setup a

Mew Uiser 8. Business Functions Step 8 of 9

1. Uszer Accolnt

2. Name and Address Offices: (| Adventist Mecical Center »] ™)

3. Cortact informetion Lzer Types: e

Ll Rioles: Externial Medical Certifier

5. Office Atfilistions ' i

6. User Type Availabde Buziness Funclions

7. Accourt Roles ** Akilly to override Hard Edit Rules 3

o Binbess Furciions ** Amendment Link Specialist OR Stalus View

Bl Busihess Funcions ** Amencmert Uin& Specialist O System Code View

9. Finish ** Amendment Linit Supervisor OR Status View
** Amendment Uinkl Supervisor OR System Code Wiew !
** Cedification Lind Specialist OR Status Yiew
** Certification Uil Speciakst OF System Code View

** Certification Uint Supervisor OR Stalus Yiew
= Certification Link Supervisor OR System Code Wiew
** County Cerfification Unt Specialist OR Status View :J

20| | Ewm |

Additional Business Funchions Assigned to the user
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The Available Business Functions control lists all of the available functions that can
be assigned to a user. Select a single function by clicking on it. The function will be
highlighted in blue. To select multiple functions, click on one function, press and hold
down the ‘ctrl’ button on your keyboard, and click on additional functions. All selected
functions will be highlighted in blue. Once you have made all of the appropriate
selections, click on the down-arrow (‘v’) button to move them to the Additional
Business Functions Assigned to the user control.

To remove Business Functions from the Additional Business Functions Assigned to the
user control, highlight the function by clicking on it and press the up-arrow (**’) button.
The function will move back to the Available Business Functions list.

Remember, adding additional Business Functions effects system security. Be sure
that the user has a legitimate need for the functions before adding it.
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Step 8 of 3

== Siate Registrar OR System Code View
= System Adminiztrator OR Status View

8. Business Funchons

Accounting henu

Activity Edcit

BActivity Wiew

Acvanced Metadata Setup Edit
Advanced Metadata Setup Visw
Alfrmations Setup Edt

Hew User
Select to Setup a
New User 8. Business Functions
1. User Account
2. Name and Address Offices: | Advartist Medical Center |
3. Contact informeation User T o Cortiter
4, Licenzes
: i e
5. Office Atfiistions Frolez: Exiernat Medical Certifier
6. Lizer Type Avadable Business Funchions
7. Accourt Roles ** Siate Registrar OR Stabus View

= System Administrator OR System Code View

=
sl

Two additional Business
Functions have been added to
this User's setup.

=

£
Addiional Business Funclions Assignad to the
Account Sefup Edit
Account Setup Yiew

<= Back I

Some business functions are preceded by double-asterisks (**). These functions are
referred to as Allowable Options and are covered elsewhere in this manual.

Axvailable Buziness Functions

2 Akl to override Hard Edit Rules

*#* Amendment Unit Specializt OR Status Wiew

*#* Amendment Unit Specializt OR System Code Yiew
# Amendment Unit Supervizor OR Status View

= Amendment Unit Supervizor OR System Code Wiew
** Cerification Unit Specializt OR Status Wiew

** Cerification Unit Specializt OR System Code Wiew
# Cerification Unit Supervizor OR Status View

= Cedification Unit Supetvizor OR System Code Wiew
** County Cedification Unit Specialist OR Status View

2

=

Once you have assigned all of the desired business functions, select the Finish button
to save your User setup data and return to the Users page, the <<Back button to
change/update data on a previous page, or Cancel to exit the User Setup wizard

without saving changes.
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When the setup is complete, you will be taken to the User Summary page, shown
below. From here, any of the user setup pages can be edited by clicking on the
relevant link. This is also the page you will see when you choose to update/edit the
information on an existing user.

User ld: 85 Harme: Any User  Work Humber: (555) 5551212 Medical License: 12345

User Hame: anyuser Tithe: Cell Humber: (555) 555-1213 HPl Humber: 23456

Password Exp.: 07731 /2005 User Address: Home Humber: (555) 555-1214 Funeral Director License: 345687
Start Date: 07 072005 1234 Main Strest Fax Humber: (555) 555-1215

End Date 075312005 Menay ok, MY 1001 1 E-maill: useng@isp net

Logon Attempts: 0 Preferred Contact: E-mail

Betlevue Hodwgal Cert | | Externat Phykician Role . ssCortral Activiy Edt
Total recorgs:1 % Total regords : 1 Bus rol Security Domain Exdit
|

Select any of these links to go back to a
specific User Setup page to make
changes/edit.

Select the Biometric Enrollment button to launch the biometric application described in
the next section. Click the Return button to go back to the Users page.
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Biometric Enrollment
The DAVE™ application uses fingerprint verification for Biometric Authentication.

A biometric is best defined as measurable human physiological and/or behavioral
characteristics used to verify identity. In practice, biometric authentication systems
typically combine a username and PIN with a fingerprint or other biometric identification
mechanism. Combining these two authentication factors — “something you know” and
“something you are,” provides a higher level of security. DAVE™ uses fingerprint
verification since it is highly reliable and fingerprint devices tend to be small, have a
relatively low cost, and are easily integrated.

Before a user may electronically sign a certificate, the user must complete a biometric
enrollment process. This process involves the identity verification of the user and then
the capture of one or more fingerprints. These samples are stored in the DAVE™
database in a “biometric template” and are used for future comparison during
authentication. Once enroliment and storage are complete, the DAVE ™ application
authenticates a user by matching the template against the current fingerprint scan.
Comparison of the current scan and the template results in a simple binary yes/no
match.

Click the Biometric Enrollment button in the lower, left-hand corner of the User
Summary page (shown above) to register one or more of this user’s fingerprints.
Biometric Enrollment is only necessary if the user will be Signing, Certifying or
Pronouncing a vital record.

Biometric Enrollment for akuser

Finger Enrolliment Date l

[T Biometric Setup Files

Add 5 Finger Test & Finger

Before a user can be enrolled, the system administrator must have the proper software
installed on their PC and the PC must be equipped with a biometric enrollment
fingerprint reader. The DAVE ™ application currently supports fingerprint devices
manufactured by Targus and APC, only. Contact the customer support desk to verify
that the fingerprint devices in your office are compatible with DAVE™.

Once you have verified that your fingerprint devices are compatible, you will need to
install the proper software on your PC. This software only needs to be installed once
and should only be installed on those PCs that will be equipped with fingerprint
scanning devices.
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To install the software, locate and click the Biometric Setup Files link as shown below:

Biometric Enrollment for akuser

The Biometric Setup Download page will pop-up on-screen. There are two steps:

1. Install the .NET Framework 1.1 OR Install the .NET Framework 2.0 software.
2. Install the Biometric Interface & Security setup software

First, click the Click-here link to download and install the .NET Framework 1.1 or .NET
Framework 2.0 files.

Biometric Setup Download

Fallawe these steps to install and configure the Biometric Device:

1. Install the .HET Framework 1.1 Install the .HET Framework 2.0
OR
Click-here ta dovwnload from Microsaft. Click-hete ta dovenload from Microsoft.

2. Install the Biometric Interface & Security setup

Click-here ta dovwnload the installation package. (This includes suppart for both 1.1 and 2.0 Met framesvorks.)

Click-here to dovenload the zipped verzion if the above link doesn't wwork.
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A new web-browser will be launched and will automatically connect with the MS
download site. When prompted, click the Download button to download and install the
selected Microsoft .NET Framework Redistributable Package.

Microsoft NET Framework Version 1.1
Redistributable Package

uick Description
2 P
h The .MET Framework
varsion 1.1

File

dotnetfs exe redistributable
Mame: package includes
: everything wou need
¥ersion: kit to run applications
Biat developed using
ate the .MET Frarmnework,
373052004
Published: b
Language: English On This Page
DPwnluad S v Dueryicw
Size: 4o Systern
i Eeguirements
Estimated : - ¥ Instructions
Download 57 min @ |Dialup (56K) | —
: 4 Sirnilar
Time: Downloads

When the .NET Framework package has been installed, return to the Biometric Setup
Download page and select the Click-here link to Install the Biometric Interface &
Security setup software. Two links are provided. The first link is attached to an
executable file. If your network security will allow you to download and run applications
directly, then click the first link.

A File Download dialog will pop onscreen. Select Run to run the executable and install
the Biometric Setup files.
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‘A Biometric Setup Download - Micros rnet Ex e =1a1x]

| Biometric Setup Download

Followy these steps to install and configure the Biometric Device:

1. Install the .HET Framework 1.1

(o [elc84 =1 (R N LR File Download - Security Warning ] x|

Do you want to run or save this file?

2. Install the Biometric Int:

f Click-here to dovenload the i Mame: BiometricInstallForDAaVE. exe
I Type: Application, 7.97 ME

Fram: dalnas0z

Run Save | Cancel I

Click-her dowenload the

|;§] lrusted sites s

@ While files from the Internet can be useful, this file type can
Functions ‘ I |

patentially harm vour computer. I you do nat trust the source, do not
Tum af zave this zoftware. What's the rish?

If your network security will not allow you to download and run applications directly from

the server, then click the 2" link, Click-here to download the zipped version if the

above link doesn’t work, to download a compressed file containing the setup files.

These files will have to be unpacked and installed manually. If you cannot complete this

procedure yourself, contact your network administrator for assistance.

/2§ Biometric Setup Download - Micr Interne : 10 x|

Biometric Setup Download

Followy these steps to install and configure the Biometric Device:

1. Install the .HET Framework 1.1
Click-here ta dovwnlozad fro File Download il

Do you want to open or save this file?

2. Install the Biometric Int:
Mame: BiometricInstallForDAVE. zip

Click-here ta dovwnload the g ¢
Type: Compressed (zipped) Folder, 7.95 ME

Click-heri tnﬁownload the: From:  dalnas0z
Open Save | Cancel
'

v &lways ask before opening this type of fils

é’, Start downloading From sites hkkp: /o Irusted sites 4
@ While files from the Internet can be useful, some filez can potentially

harm your computer. If you do not trust the source, do not open or

Functions: zave this file. What's the risk?

a3t Management

Once the software and the fingerprint device have been installed, return to the
Biometric Enrollment page and click the Add a Finger button.
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Biometric Enrollment for akuser
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The Biometric Enrollment page will refresh displaying a large, dark green square and
a dropdown list. From the Select the finger to add dropdown list, select the finger to
be enrolled.

Biometric Enrollment for akuser

Select the finger you wizh to enrall from the list.
Click enrall then fallowy the instructions below the sensor,

Tip: For the best results, make sure the core of the finger iz vizible.

Select the finger to add | Left Thumb =

With the finger selected from the list, click the Enroll button. The following label will
appear underneath the green square: 1 — Place Finger.

Biometric Enrollment for akuser

Select the finger you wish to enroll from the: list.
Click enrall then followy the instructions helow the sensor.

Tip: For the best resultz, make sure the core of the finger is visible.

1 - Place finger. Select the finger to sdd IRight Incles: 'I

Place the finger to be enrolled on the metallic, gold colored pad on the fingerprint
device. The DAVE™ application will ‘read’ the fingerprint and display it onscreen in
place of the green square. After the device has read the fingerprint once, the label will
change to read: 2 — Lift and replace finger.
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Biometric Enrollment for akuser

Select the finger you wish to enroll from the list.
Click enrall then follove the instructions kelovy the sengar.

Tip: For the best results, make sure the core of the finger is visible.

2 - Lift and replace Select the finger to add IRingt Inclex 'I

finger.

Carefully lift and replace the user’s finger so that the same portion of the finger touches

the pad again. It will be necessary to repeat this action up to 8 times in order to obtain a
usable impression of the user’s finger.

Biometric Enrollment for akuser

Select the finger you wish to enroll from the list.
Click enrall then fallow the instructions below the sensor.

Tip: For the best results, make sure the core of the finger iz visible.

3 - Lift and replace Select the finger to add IRigh‘t Inclex vl

finger.

When the system has been able to successfully read and store the fingerprint a new
label will appear: Enrollment Finished.

Biometric Enrollment for akuser

Select the finger you wish to enroll from the list.
Click enrall then follove the instructions kelovy the sengar.

Tip: For the best results, make sure the core of the finger is visible.

Enraliment finished. Select the finger to add IRingt Inclex vI
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The page will automatically refresh and display a table of successfully registered
fingerprints on the Biometric Enroliment page.

Biormeetric Enrollment Tor akuser

o Finger Envolment Date I —

Righ Index 10/26/2005 1:19:30 PM ( Dokte )

As shown above, this user has successfully enrolled a Right Index finger. This print
can be deleted by clicking the Delete button.
Test a Finger

The DAVE™ application also allows the user to test a finger to determine whether or not
it has been successfully enrolled.

From the Biometric Enrollment page, select the Test a Finger button.

Biometric Enroliment for akuser

Right Index 1042642005 1:19:30 PH Cichste |

The now familiar green square will appear onscreen with instructions to click the Verify
button...

Biometric Enrollment for akuser

Click the verify button, then place the finger to idertity on the sensor.
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...and then place the finger to identify on the sensor:

Biometric Enrollment for akuser

Click the verity button, then place the finger to identify on the zensor .

1 - Place finger.

DAVE™ will read the fingerprint and attempt to match it to a print on file in the DAVE™
database.

Biometric Enrollment for akuser

Click the verity button, then place the finger to identify on the sensar.

Finger print acquired.

ert [t

If a match is found then the page will refresh and a success message posted on the

bottom of the page. If no match is found then an error message will be generated
instead.
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Biometric Enroliment for akuser

Chck the verity button, then place the finger to dendify on the sensor.
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Appendices

Appendix 1: Glossary of Icons and Controls

There are several different types of icons and controls used in DAVE™. Many of
these are industry-standard or universal controls that you may already be familiar with
from using other programs and/or websites. Others, are DAVE™ specific controls that
you will not find anywhere else.

A Auto-populate Button — this is a control that can be clicked on using your
mouse’s left click button. This control is used in conjunction with a dropdown list to
auto-fill information relevant to the entity selected within the dropdown list.

[puto-populate - Auto-populate Tool Tip: this is an onscreen tool-tip that appears
whenever the cursor is allowed to ‘hover’ over an Auto-populate button. This is simply a
visual indicator that the auto-populate feature can be used.

Calendar Control: this is an onscreen control containing
several other controls. There are two dropdown lists, one
for selecting the month and the other for selecting the

Date of Birth INavember [<]7 2004 =] year. The default calendar displayed will be for the

T 2 3 4 5% current month and year with the current day displayed in
- B red. Clicking on any day of any date will cause that date

14 15 16 17 16 13 20

-21 2 23 24 2% 2% 2 to be displayed in the corresponding Date Entry text box

Date of Death:  »

s A

2B 29 30

Ry o using a MMDDYYYY format.

- | Calendar Icon: this is an onscreen control that can be clicked on using your
mouse’s left click button. This icon is used in conjunction with Date Entry text boxes.
Clicking on this icon will bring up the Calendar control that can be used to select a
specific date.

I" - Checkboxes: these are universal, onscreen controls that can be clicked on using
your mouse’s left click button. Checkboxes are used for making selections among
various onscreen options. More than one checkbox can be selected at a time. (This
compares to Radio Buttons which can only be selected one at a time.) Checkboxes
exist in two states: Checked and Unchecked. To Check a checkbox just click in the
box with your mouse. Clicking on unchecked checkboxes will place a checkmark () in
the checkbox. Clicking on a checked checkbox will remove the checkmark.
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poiote Page Qe ceer g el T ) - Click Buttons: these are universal controls that can

be clicked on using your mouse’s left click button. They are used to accept data inputs,
write information to databases and usually trigger the processing of underlying system
code.

Perzon/Organization: I

=l Dropdown Lists: these are universal controls that
can be selected from using your mouse’s left click button. Clicking on the down-arrow
button will cause a list of selectable options to dropdown. Clicking on any item in the list
will select it and cause it to be displayed in the text boX  rersonorganization: |

portion of the control. First: — =

Decederi

Decedent Father

Decedent Mather

Decedent Surviving Spouse
Gender Funeral Directar

Funeral Home

SEN: Informart

Local Registrar

Date of Birth: Star: hedical ExaminerfCoroner ¥

Mliciclle:

Lazt:

- Fix Icons: this is an onscreen icon that appears only in the DAVE™ Validation
Frame. Clicking on this icon will send the cursor to an item containing invalid
information so that it may be corrected.

! Labels —are universal controls. Actually, most

controls have labels. A Label tells you what type of information is displayed in a control
or what type of information to place in a control. In our example here, the textbox control
has a label containing the word First:. That tells you to place the Decedent’s first name
in this box.

" - Radio Buttons: these are universal controls that can be selected using your
mouse’s left click button. Clicking on a radio button will fill in (@) it's circle. Unlike
Checkboxes, which allow for multiple selections, only one Radio Button per group of
buttons may be selected at one time. For example, you might use a radio button to
select a brand of car to purchase, but use checkboxes to add all the features you want.

e

First: .
- Text Entry Boxes: these are universal controls

used to capture information. Text Entry Boxes can be formatted to accept only text, a
combination of text and numbers, numbers only, or dates. In this example, the Text
Box is being used to capture a person’s First name. In this case, the text entry box is
formatted to prevent the entry of any numbers or special characters. Some Text-Entry
Boxes are display only.
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¥ - Validation Arrow-Green: this is a display only icon. Clicking on it has no effect.
This icon is used in the Death Registration Menu and indicates that a DAVE™
information page contains valid information.

¥ - Validation Arrow-Red: this is a display only icon. Clicking on it has no effect. This
icon is used in the Death Registration Menu and indicates that a DAVE™ information
page contains invalid information that must be corrected before certification will be
allowed.

- - Validation Arrow-Yellow: this is a display only icon. Clicking on it has no effect.
This icon is used in the Death Registration Menu and indicates that a DAVE™
information page contains information that may be invalid and must be corrected or
overridden before certification will be allowed.

DAVE User Guide - Oregon 189 of 191 i DAVE J

VitalChek Network Inc. Proprietary and Confidential Information (c) 2006 - All right rights reserved s e



DAVE™ User’s Guide — Appendices

Appendix 2: Usage and Common Conventions

This appendix consists of useful tips and tricks to help you become a more efficient user
of the DAVE™ application. These hints will actually help you with almost any Windows
based application.

1. Focus — Focus determines which control on the page will receive the action. For
example, if an empty text box has the focus then a flashing cursor will appear in the far
left hand side of the box. Anything you type will appear in the text box.

Address

Pre Post Street Apartment
Strest MUMBEr  Directional  Strest Name Directional  Desigrataor Murmker
1234 [e =] |epringfield [zw =1 [Drive =1 |
I £ Bt The flashing cursor tells  pe
Inew vork | you that this textbox has |

Insice City Limits
Yes hd

the Focus.

If a pre-filled textbox has the focus then the text in that box will be highlighted. If you
type here with the text highlighted, the current text will be deleted.

Address
Pre Post Street Apartmert

Street Mumber  Directional  Street Mame Directional  Designatar Mumber
[1234 [ =] [opringfien [z =] [puive ~ |
Cty or Town Courty _ 5 The high-lighted text tells
[reve vark | B you that this textbox has
Inside City Limits the Focus
IYes 'I % :

If a Checkbox or Radio Button receives the focus then a dotted line will surround the
control’s label

Race

Race as defined by the 5. S dedmlimstestemtdleetanedent considered himself or herself to be))
[ _american Indian DE& The dotted circle around Guamanian or Chamorro

¥ i this label tells you that Cmoan

= airican americar]  LNIS Checkbox has the

Tther Pacific lslander

[ asian Indisn | Korean | Mative Hawaian | Cther

2. Passing the Focus There are two ways to pass the focus to a control: clicking on the
control with your mouse or pressing the Tab key until the desired control is highlighted.
The most common way of placing the focus on a control is by clicking on the control
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with your mouse. This is also the slowest and least efficient way of passing the focus
from one control to the next.

Instead, learn to use Tab and Alt-Tab to pass the focus back and forth among the
controls. Using Tab will advance the focus forwards. Alt-Tab , which is triggered by
holding down the Alt key while pressing the Tab key, will pass the focus back to the
previous control.

Every page is structured a little differently. Exactly where Tab and Alt-Tab sends the
Focus will vary, but it should always advance you logically from one control to the next.

3. Keyboard Shortcuts — Now that you understand what Focus is and how to pass it
from one control to the next, let's see how you can use it to become a more efficient
DAVE™ user.

If a Text Entry Box has the Focus, then just start typing to fill in the box. Note: If the
text entry box already contains text, then when it receives the focus that text will be
highlighted. Anything typed while the text is highlighted will replace the old text.

If a Checkbox or Radio Button has the Focus, then pressing the spacebar will check
or uncheck the control.

If a Dropdown List receives the Focus then you have several options:

- Use the mouse to click on the down-arrow to reveal the list of selectable
options. However, try to avoid using the mouse.

- If you know the first letter of the option you want to select then just type that
letter. The focus will then shift down to the first option in the list beginning with that
letter. If there are multiple selections beginning with that letter then keep typing it until
your desired option shows up. Then, Tab off of the list to save that selection.

- Use the Up and Down Arrows on your keyboard to scroll through the list of
options. When the correct option is highlighted, use the Tab key to save that selection
and move to the next control.

- Hold down the Alt key and press the Down-Arrow button on your keyboard to
reveal the list. Then, using either your mouse or the Up and Down Arrows, make your
selection and Tab off to the next control or hit the Enter button..

If a Click Button receives the focus you have two options:
- Use the Spacebar to “press” the button, or
- Use the Enter key to “press” the button

Top of Page
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