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Important Terms

Demographic Data Entry: Demographic data entry refers to the system process that supports
data capture of the items on Demographic tabs (Demographic 1 through Demographic 5) defined
as the responsibility of the Funeral Director or an entity acting as such.

Demographic Verification: Demographic Verification refers to the electronic equivalent of the
funeral director signing the death certificate to indicate that the information completed by the
funeral home is accurate. The demographic verifier is the person who reviews and verifies the
demographic portion of the death certificate and as such is most often ultimately responsible for
the completion and filing of the death certificate.

Burial Transit Permit: The Burial Transit Permit is the mechanism for the authorization of the
disposition and transit of the deceased body. It is a printable form from the system.

Disinterment Permit: The Disinterment Permit is issued from the fee module and used in the
disinterment of a body connected to a registered death record.

Funeral Director: The funeral director is a licensed professional responsible for completing,
filing and verifying the demographic portion of the death certificate. Typically, the funeral
director is the person who verifies the death record.

General/Back Data Entry: General Data Entry is the data entry process provided to authorized
State users. It allows for the data entry of records that are fully paper by allowing the user access
to all data entry fields.

Medical Certifier: This term refers to the Physician, Physician Assistant, Certified Nurse
Practitioner, or Medical Examiner who is responsible for completing and certifying the accuracy
of the medical items on the death certificate. Physicians are generally tied to a specific login
location, but they may be tied to more than one login location.

It is standard procedure for Physicians to certify only those cases where the manner of death is
natural.

Medical Certification: Medical Certification refers to the electronic equivalent of the Medical
Certifier signing the death certificate to indicate that the information completed by the Medical
Certifier is accurate. This includes cause of death and underlying causes as well.

Medical Data Entry: Medical Data Entry refers to the system process that supports data capture
of the items on Medical tabs (Medical 1 through Medical 4) defined as the responsibility of the
Medical Certifier.

Medical Examiner: The Medical Examiner is a Medical Certifier responsible for investigating
deaths where the manner of death is anything other than natural. The Medical Examiner may also
assume responsibility for completing a death certificate in the case of an unknown or unclaimed
body as well as any cases referred to them. In these cases, Medical Examiner may act as a
funeral director and also complete and verify the demographic information of the certificate.

State Users: This term refers to staff at the central State Office associated with the State Office
location. Related processes will vary based on the users’ assigned roles.
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Record Locking: It is assumed that the record will typically be completed with two distinct data
entry processes: demographic and medical. Each will have its own ‘release’ point that is related
to the respective “verification” (demographic portion) or “certification” (medical portion)
component. Once a given portion has been certified or verified, that portion of the record is
locked from further change by the respective participant.

Designation: The term designation relates to the process of identifying either the Medical
Certifier office or the Funeral Home on the record so that the record becomes accessible to that
entity for continued processing. Anytime the designated location is changed regarding a Medical
Certifier, a new e-mail or text message will be generated as described for notification.

Filing on Behalf of: The Funeral Home of Record (responsible for filing the death certificate)
may specify the name and address of an additional Funeral Service Provider on the record to
capture the provider of additional services that might include Funeral Service and interment. This
item is then available for printing on the death certificate as the funeral home of record.

Information captured in this form will be populated to the death record. Information is also
displayed back on the Electronic Death Record (EDR) screen as display only fields.

Relinquish: Some scenarios will require that a Funeral Home that has become the owner of a
record needs to relinquish the record so a different Funeral Home can pick it up. This security
driven process allows the current funeral home to be removed from the record making the record
available to be picked up by a different funeral home. The record will no longer be in the work
queue of the original funeral home.

The process will also be provided to users at the State office from within General Data Entry if
needed as an override.

Decline: This is a process to allow the Medical Certifier to decline the record in cases where the
record does not actually fall under their jurisdiction. When a decline option is executed the
system captures a reason as to why the case is being declined and a notification is sent to the
funeral home regarding the record being declined. The Medical Certifier cannot change any
medical data on the record until the record is accepted.
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1.0 About the RIVERS Death Application Funeral Home User Training
Guide

This guide is intended to provide step-by-step exercises that will allow the user to explore
functions and features related to completion of the Funeral Home section of the death certificate.
Individual tasks will help users gain experience in completing a death record in the system. The
process will also allow the user to understand general concepts associated with the application.
Working through these exercises will ensure that all features of the application are understood so
as to provide an efficient process in day-to-day business operations.

1.1 Demographic Data Entry and Verification Functions

Contains exercises designed to familiarize users with the basic application features. The
Funeral Home user will learn multiple techniques to work on the record and navigate
throughout different areas of the record and Demographic Data Entry and Verification
functions.

Exercises provided in this section include:
e Exercise 1—Login
e Exercise 2—Death Dashboard
e Exercise 3—Start and Save a New Record
e Exercise 4—Pick-Up an Existing Record
e Exercise 5— Accepting a Demographic Designation
e [Exercise 6—Search for a Record
e Exercise 7—Demographic Data Entry Topics
e Exercise 8—SSN Verification
e Exercise 9—Designate a Medical Certifier
e Exercise 10—Medical Examiner Referral
e Exercise 11—Print Forms
e Exercise 12—Demographic Verification
e Exercise 13—Release a Record
1.2 Funeral Home Processes

Contains the following exercises designed to familiarize funeral home users with the
basic Funeral Home Processes features.

Exercises provided in this section include:

e Exercise 14—Disinterment Permits
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1.3 Demographic Amendment

Contains the following exercises designed to familiarize funeral home users with the
basic Demographical Amendment features.

Exercises provided in this section include:
e Exercise 15—Start a Demographic Amendment
e Exercise 16—Submit a Demographic Amendment
e Exercise 17—Cancel a Demographic Amendment
e Exercise 18—View Corrections/Supporting Documents
1.4 Reports
Contains exercises designed to familiarize users with the basic canned report features.
Exercises provided in this section include:

e Exercise 19—Running a Report
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2.0 Demographic Data Entry and Verification Functions

2.1 Login- Exercise 1

This exercise provides an overview of the RIVERS Death Application access process as
well as introduces concepts related to functionality associated with “user security profile’
and the login ‘location’ record access rules.

To complete this exercise, you will need.:
v' Live Internet connection

v Widely used JavaScript enabled standard web browser (IE8+, Mozilla Firefox,
etc.)

v’ Java runtime
v Adobe Acrobat reader for forms and letters
v' MS Excel for accessing/running reports
1. Launch your internet browser (i.e. IE8+, Mozilla Firefox, etc.)
2. Enter the following address in the URL box or select from Favorites:

https://rivers.rihosting-by-genesis.com/RIUIV2/Welcome.htm

3. The application splash page will load:

Rhode Island
Department of Health

Welcome to the
Rhode Island
Department of Health

FORGOT PASSWORD?

Contacting the Rhode Island Department of Health

Please visit RIDOH's for important updates, training guides, and informational materials.
Click the foliowing link to reach us by email or by phone at 1-866-694-0571 (at the prompt, press 1 for support).

Monday 7:30 AM - 3:30 PM

1. Rivers Splash Page

4. Click the Login to RIVERS button.

5. The Terms of Use Screen will load:

10
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Rhode Island

<
K
*,

%) ™7 Department of Health

RIVERS Terms of Use

WARNING: THIS IS A RHODE ISLAND DEPARTMENT OF HEALTH INFORMATION RESOURCES
SYSTEM THAT CONTAINS STATE AND/OR U.S. GOVERNMENT INFORMATION. BY USING THIS
SYSTEM YOU ACKNOWLEDGE AND AGREE THAT YOU HAVE NO RIGHT OF PRIVACY IN
CONNECTION WITH YOUR USE OF THE SYSTEM OR YQUR ACCESS TO THE INFORMATION
CONTAINED WITHIN IT. BY ACCESSING AND USING THIS SYSTEM YOU ARE COMSENTING
TO THE MONITORING OF YOUR USE OF THE SYSTEM, AND TO SECURITY ASSESSMENT
AND AUDITING ACTIVITIES THAT MAY BE USED FOR LAW ENFORCEMENT OR OTHER
LEGALLY PERMISSIBLE PURPOSES. ANY UNAUTHORIZED USE OR ACCESS, OR ANY
UNAUTHORIZED ATTEMPTS TO USE OR ACCESS, THIS SYSTEM MAY SUBJECT YOU TO
DISCIPLINARY ACTION, SANCTIONS, CIVIL PENALTIES, OR CRIMINAL PROSECUTION TO
THE EXTENT PERMITTED UNDER APPLICABLE LAW.

Are you in agreement with above stated terms & conditions?

] e

2. Terms of Use
6. Click the Yes button to confirm agreement with the terms of use.

a. Click the No button to be returned to the RIVERS splash page.
7. The RIVERS login screen will display:

Rhode Island
Department of Health

LocIn

User Name: [ |

Password: [ |

Forgot Password? Log In

3. RIVERS Login

8. Type in the User Name provided to you to login - this is not case sensitive.

9. Press the Tab key on the keyboard to advance focus to the Password field (or use the
mouse and click on the password field if you prefer).

10. Type the password provided to you to login.
11
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11. Press the Tab key on the keyboard to advance focus to the Log In command button.

12. With focus on the Log In command button press the Enter key to execute the Login
command.

v Optional approach: After entering the password you can also use the mouse to
point to and left click on the Log In command button instead of using the Tab
and Enter keys.

13. Login Locations — If you are associated with more than one location, the Location
Selection Window pictured below will contain all locations assigned to your account.
If you create NEW records while logged in under a given location, they will become
associated with that location.

SELECT LocaTiON

Location:
--5elect a value-- Pt

oK

4. Select Location

14. Note that the field on the screen has a set of arrows on the right side. This indicates
that there is a drop-down list associated with this item.

» Press the Tab key to set focus on the Select Location field. This will open the
list.

» Use the arrow keys to highlight a desired location followed by the Tab key to
select it and set focus on the OK command button.

» Press Enter to finalize the location choice and access the application.

15. Mouse — There are intuitive mouse alternatives for navigating the application and
selecting items. Practice alternating the use of mouse and the keyboard approaches to
determine the optimal method.

Session Time Out:

During these exercises it may take much more time to complete operations that
would be true in actual use of the application. If the system has not detected a
business transaction (save a record, search for a record, login) within 20 minutes,
the session will time-out and you will not receive further responses from the system.
A warning will appear to alert you to this. If the system appears to stop responding
(no choices in some pick lists, cannot save a record, cannot retrieve a record, etc.) it
is likely that a session time-out has occurred. To recover from a session time-out,
close the application Internet browser and re-login to start a new session. Saving
the work you are doing frequently will prevent session time-outs. If you will not be
using the application for a time you should close it and then login again when you

12
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need it.

16. The main menu of the application appears as shown below:

Skip fo main contenf  GLOBAL DEATH FETAL DEATH 9 & | | LogOut

Rhode Island
Department of Health

ABIGAIL KAUFFMAN , Welcome to the Rhode Island Department Of Health

[NoTiFicATIONS

Current Date: 24-Jun-2021 | Build Number: 1.0.0.0

5. RIVERS Main Page

17. Select the Death button located at the top of the screen to enter into Death module.

18. Exit the application by using the mouse to point to the Log Out icon or to the
Function->Exit Application menu item and then click once with the left mouse
button. Refer to the screenshot below for a visual representation of logging out of
RIVERS:

Skip tomain content  GropAlL DEATH =~ FETAL DEATH 9| & | M| Logout

" Rhode Island
3" Department of Health

8
Fryr ot

Demographic Data Entry

Funeral Home Processes

HALEY KRAUSE , welcome to the Rhode Island Department

Switel ation

Exit Application

6. RIVERS Log Out/Exit Application

2.2 Death Dashboard- Exercise 2

This exercise describes how to access and utilize the Death Dashboard within the
application.

13
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The Death Dashboard provides a summary of all pending death records provides a
summary of all pending death records for the login location in the RIVERS Death
Module.

1. First, start by logging in and accessing the Death module by following the directions
in Exercise #1. Doing so will present you with the RIVERS Death Homepage.

2. Click the Show Dashboard button to open the Death Dashboard:

Skiplomaincontend ciogal  DEATH  FETAL DEATH @& (M%) LooDs

Rhode Island

7. Show Dashboard

3. The Death Dashboard will appear:

Dashboard filters: [RECDRD MNOT FILED WITHIN 7 DAYS OF DEATH V]

EDR# . Date Of Desth Date Of Birth | Decedent First Name | Decedent Middle Neme Decedent Last Name | Certifier Office Certifier Funeral b
000000000150281 2021/0317 20210317 A A PRINCE GENESIS
00000000015041€ 20210325 20210325 A A FILL LIFESPAN PHYSICIAN GENESIS GENESIS — GENESIS
000000000150418 2021/03/25  2021/0325 A A GUN GENESIS
000000000150420 20210325 20210325 VERF VERF VERF GENESIE
000000000150425 2021/03/26  2021/03/26 A A WiLL LIFESPAN PHYSICIAN GENESIS GENESIS — GENESIS
000000000150426 20210326 20210326 A A SILL GENESIS
000000000150428 2021/03/26  2021/03(26 A A KoT GENESIS
000000000150430 20210326 20210326 A A MEDDTF LIFESPAN PHYSICIAN GENMESIS GENESIS — GEMESI
000000000150460 2021/04/05  2000/04/05 BOB CONE GENESIS
000000000150470 2021/04/07  2000/0407 SEAN SMITH GENESIS
000000000150471 2021/04/07  2000/04/07  JUSTIN THOMAS GENESIS
000000000150472 2021/04/07  2000/0407  JOHN RAMS GEMNESIS
000000000150475 2021/04/08  2021/04/08  CR cR cR GENESIS
000000000150478 2021/04/08 sss GENESIS
000000000150478 2021/04/05  2021/04/04  LTL LTL LATE LIFESPAN PHYSICIAN GENESIS GENESIS — GENESI
000000000150479 2021/04/04  2021/04003 F DESG LIFESPAN PHYSICIAN SHELDOM COOFER  GENESIS
000000000150482 2021/04/08  2021/04/08 A A POND LIFESPAN PHYSICIAN GENESIS GEMESIS — GENMESI
000000000150435 2021/04/14  2021/0414 A A MIRC GEMESIE Y
< >

| Pagefl Jofz| p bl | &2 Displaying Records 1- 50 of 9%

8. Death Dashboard

2.3 Start and Save a New Record- Exercise 3

This exercise describes how to initiate a record in the system and discusses the duplicate
checking functionality associated with the process.

To complete processing of any record, you will need to at a minimum finish the following
steps listed below:

e Start a record using the “NEW Record’ function and fill all fields in the
Demographic Tabs 1-5 (and/or acknowledge that certain fields need to remain
‘blank’) until they are resolved and save record

14
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e Designate a Medical Certifier

e Receive an acceptable response for decedent’s Social Security Number
Verification and save record;

e Print Verification of Death Facts Form
e Perform Demographic Verification

The NEW Record function allows authorized users to create/initiate a death record
within the RIVERS Death module.

1. Select the Death>Function—=>Demographic Data Entry item to initiate a new death
record.

If there are any records in the Late Records work queue, the application will issue a
message alerting the user to the presence of these late records as shown below.

Death Registration x

Your facility has 162 record(s) that are 7 days old or older.
State law requires the filing of death records within 7 days
of the date of death. Immediate action to resolve these

| outstanding records is required. If you need assistance, [
please contact the Rhode Island Department Of Health
Office by email at doh.riversassistance@health.ri.gowv.

|
9. Records Alert
The initial Demographic Data Entry screen will appear.

2. Click on the New icon or select the Record=>New menu item to load the New
Record Screen:
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New Record

| GENERAL
Date Of Death Type: * First Name: Middle Name: Last Name: *

| e - I N
Date Of Death: * Suffix: Date OF Birth: Gender: *
A SEECTAVAWE- v _[J/__  -Sckctavabe- ¥
5SN: ¥ (SSN or EDR i=s mandatory) l
-]
55N Missing Value Variable:

v
Record Type: *
IDEMTIFIED W Type Of Place Of Death:
EDR tiumber: * (SSN or EDR is mandatory) Selectavabe- 0~
] Plce OfDesit
ME Case MHumber: _ =
[
Fd Record

10. New Record Screen

3. Enter all available information about the decedent into the following fields:

Date of Death Type Select a date of death type from the
dropdown list

Date of Death Enter Date — requires double entry

SSN Enter SSN OR select value from SSN

Missing Value Variable dropdown list. —
requires double entry

Record Type Defaults to Identified
Decedent Last Name Enter Text
Gender Select a gender from the dropdown list

4. Minimally, the user must enter values into all fields listed above and click the Find
Record button.

a. If amatch is NOT found, the application will display the following message:

New Record

Mo matching record was found. Do you want to create a new record?

Clk ] [ Cancel

11. No Matching Record Found

16



GENESIS

SYSTEMS INCORPORATED

5. Click on OK to proceed with demographic data entry on a NEW record.
a. Clicking on Cancel will enable you to edit field items to re-initiate the search.
6. Click on the Save icon to save the record.

The application will perform an automatic SSN Verification and provide response codes,
instructions and notifications to the user, as applicable.

2.4 Pick-Up an Existing Record- Exercise 4

The NEW Record function allows authorized users to create/initiate a death record
within the RIVERS Death application.

1. Click on the New icon or select the Record=>New menu item to load the New
Record Screen:

2. The New record screen will appear.
3. Enter all available information about the decedent into the following fields:

Field Name Value Required

Date of Death Type Select a date of death type from the
dropdown list

Date of Death Enter Date — requires double entry

SSN Enter SSN OR select value from SSN
Missing Value Variable dropdown list. —
requires double entry

Record Type Defaults to Identified
Decedent Last Name Enter Text
Gender Select a gender from the dropdown list

4. Minimally, the user must enter values into all fields listed above and click the Find
Record button.

5. If a match is found that is owned by the same funeral home, the following message
will appear:

New Record

One exact match found owned by same location.

i?:untinue with the existing record | [Create a new remrd] [ Cancel ]

12. Match Found

Click the Continue with the existing record button to retrieve the matching record or
17
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the Create a new record button to continue with the creation of the new record.

a. If a match owned by another funeral home is found the application will
display the following message:

|

Contact the owner(GENESIS FUNERAL HOME) of this record or the
State office.

13. Contact Owner

i.  Click the OK button to return to the New Record screen.

A user will not be able to take over ownership of a record from another funeral home
unless the second funeral home contacts the first funeral home or the State office directly
to request that the record be relinquished.

b. If a match that is not owned by another funeral home is found the application
will display the following message:

New Record

One un-owned exact match - If the user selects 'Accept' option, the
logged in location becomes the owner of this record.

I Acceptt H Cancel

14. Un-owned Match
e Click the Accept button to accept ownership of the record.
e Click the Cancel button to decline the ownership of the record.

c. If multiple matches are found, the application will display the following
message:

New Record

The criteria matches multiple records. Add more data to narrow
search.

15. Criteria Matches Multiple Records
1. Click the OK button to return to the New Record screen.

6. Proceed with demographic data entry by completing the information requested on
Demographic Tabs 1-5. See Demographic Data Entry Topics for more details on how
to complete the record.
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2.5 Accepting Demographic Designation- Exercise 5

This exercise will explore how a user will accept a record that is designated to them:
1. Access the Demographic Data Entry screen.

2. Select the All Unresolved as the Unresolved Work Queue Filter:

Unresobved Work Queue Filter:
Eselect s vaue] ~
'|fxl. Unresoled t
| Awaiting Medical Certification

| Demographic Data Entry Incomplete
Late records

| Pending Acceptance

Pending Demagraphic Verification K
Ready For Relzase
| SSN Faled Verification |

16. All Unresolved Filter

3. Find the record from the Unresolved Work Queue based off of the information

provided by the demographic designation email:
Unresolved Work Queue:

~Select a value— v & |0

17. Unresolved Work Queue

4. Once the record is selected, a pop-up message will appear asking if the user wants to
accept the demographic verification.

Death Registration

“ou have been designated on this record for Demographic Verification. Click "Accept"
to complete verification or you can "Reject" this record.

[ Accept ][ Reject

18. Accept Demographic Verification

5. Click Accept. The record is now editable.
2.6 Search for a Record- Exercise 6

This exercise will explore two different ways to access a given record: using either the
Search Record feature or the Work Queue approach. If you know that a given record is
already saved in the system, rather than using the NEW Record process the record can be
retrieved by a Search Record process or in many cases by looking for it in the Work
Queue.
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The Work Queue is a drop-down list of death records that have been started but still need
some action to complete them. Only records that are associated with a given funeral
home will appear in the work queue for users who login under that funeral home.

The Search Record feature allows a broader approach to retrieving records regardless of
whether or not they may be in the work queue. Searching can be used to retrieve records
that have already been completed and electronically filed. However, searching is also
limited to records that are associated with the particular login location.

To complete this exercise, you will need:

» One or more records initiated and saved following the steps in Exercise 3.
Write down the data as you enter records (First, Middle and Last names will
do for the purposes of training) so you can use it at a later time.

1. Access the Demographic Data Entry process

2. Using the mouse, point to the arrow symbol at the right edge of the box Unresolved
Work Queue Filter.

"+ Rhode Island

¢ Department of Health

NI EH Y dALAENCP N
MOGRAPHIC DATA ENTRY

PETETrRY S T it D atllira Urre sabvmd Tlirs Quegs T fer Lirre tbmt 11208 Graes

[oecs o] X Select a v e
A Urrescheed
Amayng Medcal Corticaton
Cerrogy aphec Tata Doy Incomplete
Late records

19. Unresolved Work Queue Filter

3. Use the left mouse button to click on the arrow symbol to cause the list of choices to
open.

The list of filter choices allows the user to populate the work queue with records that
need specific types of action.

e All Unresolved: All records that have been started but the information is not
yet complete.

e Awaiting Medical Certification: All records that are awaiting medical
certification.

¢ Demographic Data Entry Incomplete: All records on which demographic
data entry has not been completed.

e Late Records: All records not registered within the State-defined time period
(7 days).
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demographic verification.

Pending Acceptance: All records that have been designated to a medical
certifier but not yet accepted or rejected.

Pending Demographic Verification: All processes completed except for

¢ Ready for Release: All Records that are ready to be released.

SSN Failed Verification: All records that have failed SSN verification.

5. Use the mouse to point at and then click on the All Unresolved option in the filter list.

6. Use the mouse to point at the arrow symbol at the right edge of the Unresolved Work
Queue dropdown list.

#: Rhode lsland

+ Department of Health

M 0 WY S d L& N A

(2.8 Certficabon Deadine

Daplsi

fii‘ Please enler EDR Humber
[ |

20. Unresolved Work Queue

F N -

¥iting Cwaciing:
Duain}

-
DEMOGRAPHIC DATA ENTRY
Usre ncived Viark Gresus Filer

Al inresabved =

Uinepaahved Fors Guses
sciecta ohe] 22
I T80, , 2200414 |
DAIDLE. RATAE, 20210415

GILBERT, SHANNDN,
HERH, PERNIY, 02404 E5

_ S TEST, . QL0 L5

SHORTCANE, STRAW, 2ZL04MS
CALIPOEHTA, SOIRT, 203 L4

FAY, RACHEL, 202110671

7. Click on the arrow of the work queue to drop open the list of unresolved records that
match the filter criteria you selected.

Use the mouse to point to and click on the record you wish to retrieve. Once the

record is retrieved, you will be able to perform additional data entry and record

processing.

to and click on the Search Record icon.

Now use an alternative approach to retrieve this same record. Use the mouse to point
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TYPE OF SEARGH
®  wild-Card (0]

Soundex

DEGEDENT'S AGTUAL INFORMATION

| EDR Number. | | | Father/Parent 2 First Name:
Date Of Death: * Father/Parent 2 Last Name:
(ex. 00/00/2020 if month and day I —
arE ORI 02 ) Mother/Parent 1 First Name:
is not known.)

Decedent's First Name:
Decedent's Last Name:

Decedent's Sex: —Select a value— o

Decedent's Date Of Birth: I
PLAGE OF DEATH INFORMATION

Place Of Death Type: —Select a value— » Facility Name: —Select a value—
Place Of Death —Select a value— >

CERTIFIER

Certifier Type: —Select a value— e

Medical Certifier:
(First Name or Last Name)

EDR Number Presumed Date Of [ Decedent's First Na Decedent's Last Na Decedent's Sex

Page|1 of 1 -::}

PARENT'S INFORMATION

DisrosiTion Anp FaGILITY

v

Decedent's Date Of Father/Parent 2 Firs Father/Parent 2 Las Mother/Par ™

Search ] [Select Remrd(s)] [ Clear ] [

Close

21. Death Search

10. Use the mouse to click in the Date of Death field and type the decedent’s Date of

Death (enter zeroes for any unknown part of the Date of Death)

11. Press Tab once to advance to Decedent’s First Name field, then enter the First Name
and press Tab twice to advance to the Last Name. Enter the last name and then click

on the Search button at the lower right of the search screen.
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Death Search

TYPE OF SEARCH

®  wild-Card ) Soundex
DECEDENT'S ACTUAL INFORMATION PARENT'S INFORMATION
EDR Numkber: Father/Parent 2 First Name:
|
Date Of Death: * Father/Farent 2 Last Name:
{ex. 00/00/2020 if moenth and 00/00/2021
day are not known, 02/00/2020 Mother/FParent 1 First Name:

if day is not known.)

Decedent's First Mame:

Decedent’s Last Mame:

Decedents Sex: --Select a valus—- e
Decedent's Date Of Birth: A
PLACE OF DEATH INFORMATION DISPOSITION AND FACILITY
Place Of Death Type: ~Select a value— t Facility Mame: —Select a value— ke
Place Of Desth: —Select a value— ~F
CERTIFIER
Certifier Type: --Select & valus—- hd

Medical Certifier:
{First Mame or Last Name)

EDR Mumber Presumed Date O Decedent's First Nl Decedent’s Last Nl Decedents Sex Decedents Date  Father/Parent 2 Fi Father/Parent 2 L{ Mother/Pa ™
00000000015143 0BMB2021 FELIX HERCILX MALE 08/03/1560 FADRC HORLX GRAGCIEL
00000000015148 0820/2021 VINCENT SMITH MALE 08/13/1984 WVINCENT GYRAN DIANE
Q0000000015151 OV20/2021 VINCENT WILLOW MALE 04/12/1984 DIANE REYES VINCENT
00000000015143 0220/2021 VINCENT GYRAN MALE 04/13/1984 VINCENT GYRAN DIYANE
Q0000000015162 10/20/2021 FAMNCAKE EGGE FEMALE 02/02/2000 HARRY EGGE WATER
00000000015152 10/27/2021 BOY RED MALE 03/03/2000 TEST TEST TEST b
< >
Pagelt_of1 4] Displaving Records 1 - 73 of 23
[ search |[selectRecord(s)) [ Clear || Clos=

22. Death Search Results

12. Use the mouse to click on the decedent that you want to retrieve from the list at the
bottom of the screen.

e [t is not necessary to enter the entire name. You may enter only the first
several characters of each item you use to search by to minimize spelling
errors.

e The best fields to use for the search are any of the key fields in combination
with the year of death. These will filter down to a single record. Searching by
names will take longer.

13. After highlighting the record you wish to select, click on the Select Records button.
This will retrieve the record selected in the Work Queue.

® You can select multiple records by holding down the CTRL key while
clicking on individual records. Pressing Select Records will then populate
those records in a work queue.

14. Select a record from the queue by clicking on it. This will retrieve it to the
Demographic 1 tab.
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2.7 Demographic Data Entry Topics- Exercise 7

The objective of this section is to address data entry completion topics so that records
may be available for further processing. Most of the data items that need to be completed
will only require the Tab key to advance to the field, typing the necessary information,
and then pressing the Tab key to advance again. This section describes the remaining
scenarios.

2.7.1 Double Data Entry

This exercise provides an overview of double data entry fields. The exercise
focuses directly on the Social Security Number field in order to illustrate the
overall concept of double data entry fields.

1. Set focus on the Social Security Number field under the Decedent’s SSN by
clicking on the field. Type the Social Security Number and then press the Tab
key.

2. Fields that require double data entry will present users with Figure 19 when
the user tabs off the field:

Double Data Entry =

This field is required double data entry. Please re-enter the value.

Re-enter Value:

23. Double Data Entry

3. Enter the value again and click the OK button to close the Double Data Entry
screen.

4. If the value entered in the Double Data Entry screen matches the value entered
on the main data entry screen, the user will be moved to the next data field. If
the values do not match, the following message will appear:

Double Data Entry Error

i
The values you have entered did not match. Please try again!

24. Double Data Entry Error

5. Click OK to close the message and return to the data entry screen. The value
entered into the field will be cleared and the double data entry process will be
required again.
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2.7.2 AKA Name(s) Fields

This exercise provides an overview of AKA Name fields. The AKA Name fields
are among the first ones encountered once the record is initiated by entering data
on the New Record screen. RIVERS contains the ability to capture multiple sets
of decedent AKA (Also Known As) name fields (First, Middle, Last, Suffix) if
they are available.

To add an AKA Name:

1. Click on the ‘Add/Edit AKA Names’ button (located next to the title bar of
the Decedent’s Legal Name fields section on Demographic 1 tab)

First Mame: Middie Mame:
Last Mame:" Sulfix
Maiden Last Name

25. Add AKA Names Button

2. Enter available names in the box that appears and press the OK button.

AKA1 First Name: AKA1 Middle Name: AKA1 Last Hame: AKA1 Suffix:
[ —~SELECT A VALUE- X |
AKAZ First Name: AKAZ Middle Name: AKAZ Last Hame: AKAZ Suffix:
—SELECT A VALUE—- X
AKA3Z First Name: AKAZ Middle Name: AKAZ Last Name: AKAZ Suffix:
—SELECT A VALUE-- ~X
[ok

26. AKA Names

2.7.3 Pick List Navigation

This exercise provides an overview of pick-list menus. The exercise focuses
directly on Decedent’s Birthplace fields in order to illustrate the overall concept
of pick-list menus.
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DEGEDENT'S BIRTHPLAGE

State/Country: (Please click Ij_ b

checkbox to filter countries
anly)

City(Other):

27. Decedent's Birthplace Pick List Navigation

1. Set focus on the State/Country field by clicking on the field. Type the letters
R or any other beginning letters of another state.

e Typing ‘R’ will also find RHODE ISLAND and typing ‘SOUTH C’
will find SOUTH CAROLINA but will require typing more letters
before the desired match is found.

e Selecting a state will filter results in the County (if applicable) and
City/Town pick-lists as well.

2. With focus still on the State/Country field, click the checkbox. The pick-list
will now contain countries.

2.7.4 Death Age Entry

This exercise provides an overview of death age entry. Decedent’s Date of Birth
fields require an ‘Age Units’ and ‘Age’ entries to determine record processing
sequence.

1. With the mouse, click on the Date of Birth field and use the Tab key to
advance to the Age Units field on the Demographic 1 tab.

DeEcEDENT'S DATE OF BIRTH

28. Decedent's Date of Birth

2. Ifyou haven’t entered decedent’s Date of Birth already, do so now, and press
Tab to advance to the Age Units field.

3. Inthe Age Units field, use the mouse to click on the double-arrow icon or use
the Down Arrow key to open the list and select the appropriate age unit
(Years, Months, Days, Hours, Minutes.)

Note: When Years is selected as Age Units, the Age will auto calculate.

4. Enter the decedent’s age at the time of death. If the entered value does not
coincide with the value calculated by the system by taking into account the
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birth and death dates, the following screen will be displayed:

Message: Age units and.-'orage does not calculate based on date of birth and date of death.
Calculated Age = 20 years

Presumed Date Of Death: D4/04/2021]

Decedent's Date OF Birth: 06/01/2000

Decedent's Age Units: YEARS =

Decedent's Age: 1 [

29. Hard Edit Crosscheck

5. Correct the age and click OK. Use the Tab key to advance to the next field.
2.7.5 Screen Tab Navigation
This exercise helps the user understand the concepts of screen tab navigation.

1. When the last field on the Demographic 1 tab is resolved the next field that
needs a response is on the Demographic 2 tab.

2. Pressing Tab from the final field on the Demographic 1 tab automatically
advances the focus to the Next button at the bottom of the screen and the user
can press Enter on the keyboard to load the Demographic 2 tab. The user can
also navigate to various screen tabs by clicking on them with a mouse.

2.7.6 Place of Death Facility

Once a facility is selected, the address fields for a listed facility are automatically
populated. These types of fields are retrieved from the database and are referred to
as bypassed and disabled. The address information of a given facility cannot be
directly edited on the screen.

Note: If a funeral home was designated on record, the only field that is
completed within the Place of Death section is the Type of Place field.

2.7.7 Funeral Facility Profile

Funeral facility name and profile are based on the login profile of the user who
originally initiated the record. The address fields are retrieved from the database
and cannot be directly modified on the screen.
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Name AnD ADDRESS OF FUNERAL FAGILITY

Facility Name: Facility Name(Other):

GEMESIS FUNERAL HOME >

Street Address: Street Type

ST ADDR —Select a value— i
State/Country: County:

RHODE ISLAND b BRISTOL )
CityTown Zip

BARRINGTOMN A 02806 B
Zip Ext Funeral Home License Number:

1222 LN1234567890123

Funeral Service Licensee: License Number:

GEMESIS GENESIS GENESIS JR ~7 128751823681263

Funeral Service Licensee (Other): Additional Funeral Service Provider:
Additional Funeral Service Provider Address: Date Verified:

J A

30. Name and Address of Funeral Facility
2.7.8 Hispanic Origin and Race Fields Properties

This exercise highlights the features and functionality of the Hispanic Origin and
Race sections.

2.7.8.1 Hispanic Origin

1. Hispanic Origin allows selecting one choice from the available
options. Use the mouse or the spacebar key on the keyboard to check
and select the single desired choice. Use the Tab key and the
Shift+Tab key to navigate to the desired choices and the Spacebar or
the mouse to select or de-select.

2. To change the choice, the selected choice must first be unchecked by
clicking on it again and then a different choice can be selected.
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| Decenentsmace |
(1 Mo, Mot Spanish/Hispanic/Lating [ Whitz
Demographici (7] Yes, Mexican, Mexican Amernican, Chicano (7] Black or African American

Demographic 2 (] “es, Pusrto Rican ] American Indizn or Alzsks Mative
- {Mame of the Enrolled or Principal Trib=)
Demographic 3 [) *fes, Cuban
1 “Yes, Dominican
Demographic 4 [ “fzs, Gustemalan ) Asian Indian
O Yes, Other Spanish/Hispanic/Lating (Specify) | Chinzse
Demographic 5 -
s O Filipino
LR O Unknown O Japanese
J:L-!':\a 2z -
el [7] Horsan
Medical 2 [ Vietnamese

Medical 4 [

Other Asian {Specify)

Comments

ACTIVITY:
Deerents Fiooe - Ceher L
Asian
Eaize [
Fiai Sttus
Unresohved [

Native Hawaiizn

Guamanian or Chamonre

Samoan

Cape Verdean

i
s

Portuguese

Other Pacific Islander (Specify)

Other {Specify)

Unknewn

| Previous || Save || MNex |

31. Hispanic Origin and Race Field Properties

2.7.8.2 Race
1. Race fields allow multiple choices.

2. Race check box fields can also be selected and de-selected using the
mouse or the keyboard. Use the Tab key and the Shift+Tab key to
navigate to the desired choices and the Spacebar or the mouse to
select or de-select.

2.7.9 Record Comments

Some events require a corresponding comment. These comments are stored and can
be viewed in a grid on the Comments tab:

The following information regarding each comment will be stored:
e Action that required the comment
e The funeral home user logged in when the comment was entered
e Date and time the comment was entered
e Text of the comment

Comments may be entered or viewed by clicking on the Comments tab in
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Demographic Data Entry.
2.8 SSN Verification- Exercise 8

Social Security Number (SSN) verification is a pre-requisite for subsequent record
processing.

Important Note: After entering initial record data and saving the record you may need to
wait several minutes to get a Verification Status response and retrieve the response by
again saving the record at that time. Saving the initial record data and later returning to
complete the record by accessing the record from the Unresolved Work Queue will also
ensure that the SSN Verification Status is retrieved and saved on the record.

2.8.1 Automated Process

This is a behind-the-scenes process that is automatically triggered by data entered
in the Demographic Data Entry when the following fields become resolved and
saved:

e Decedent’s Last Name

e Decedent’s First Name

e Decedent’s Middle Name

e Decedent’s Date of Birth

e Decedent’s Sex

e Decedent’s Social Security Number
e State of Death

The system ‘looks’ for results of the request (if necessary) when the record is
saved, when it is again retrieved, and when the demographic verifier attempts to
verify the record. The demographic data entry screen contains an indicator of the
SSN verification status for the record.

Up to five (5) separate attempts can be made to verify/re-verify the SSN. The
system will count the attempts made and if three (3) or more attempts are made on
the same record, an entry will be made in the system audit log. Multiple attempts
on the same record could be an indicator that various names and/or Social
Security Numbers are being entered to ‘fish’ for matches.

[ DECEDENTSSSN |
S3N:

Social Security Missing LIMEMNOWIN v X
Value Variable:

SSM Verification Status:

32. Decedent's SSN
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2.8.2 Response Generation

The following responses will be interpreted as successful results: Passed(Y),
FailSSN(1), FailGender(2), FailDOB(3), FailDOBGender(4), FailName(5.) The
‘Passed’ response indicates that all related information matched and the Social
Security Number has been verified as being correct for the named individual. The
other 5 listed responses indicate a discrepancy that should be investigated by the
demographic verifier. The system will provide the corresponding prompt, but the
option to leave the record unchanged will exist and will not prevent the record
from being released.

2.9 Designate a Medical Certifier- Exercise 9

Designation of the Medical Certifier occurs when the Demographic section of the death
record is nearly complete and the record is ready to be forwarded to a Medical Certifier
office for further processing. The objective of this exercise is to complete a case of
‘designation’ of the Medical Certifier (Physicianor a Medical Examiner) on the record
and explore various scenarios associated with this process.

To complete this exercise, you will need.:
e A record created during previous exercises (Exercises 1 and 3)
1. Execute the steps to login and access Demographic Data Entry.

2. Starta NEW record by following steps outlined in Exercise 3, or utilize an existing
record created while completing.

3. After retrieving a record that needs designation of a Medical Certifier using the
Search Screen or through the Work Queue, select the Record—>Designate Medical
Certifier menu item to initiate the search/selection process.

4. The Medical Certifier Designation Screen will load:

| Certifier Type: | | W

Facility Name:

AndiCr

First Name: Middle Name: Last Name: License:

Designate | Search | Cancel |

< >

33. Medical Certifier Designation
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NOTE: Certain fields must be resolved before the medical certifier designation
process can occur. If these fields are not completed, an alert message will
appear.

5. Use the left mouse button to click on the arrow symbol to cause the list of Medical
Certifier Type choices to open.

6. Mouse- select the appropriate entry with the left mouse button click and advance to
the Facility Name field by pressing the Tab key or by using the left mouse button.

Medical Certifier Designation

| Certifer Type: e=rrrrvn prvsician %

Facility Hame: G

AndiOr

First Name Middle Hame: Last Name: License:

Designate | Search | Cancel

Fadility Name Type First Name Middie Name Al
GENESIS PHYSICIAN OFFFCE  CERTIFYING PHYSICIAN  KEVIN o |
| GENESIS PHYSICIAN OFFFCE  CERTIFYING PHYSICIAN  ABIGAIL

34. Medical Certifier Designation Results

7. Keyboard-

e Begin to type the desired entry until the drop-down list opens and the desired
entry is highlighted.

o To open the list when you don’t know what options might be there,
you can press the down arrow key on your keyboard while focus is on
the field, but the list is not open.

e With the value Physician highlighted in the list, press the Tab key to select the
highlighted choice.

8. Press the Tab key four times or move the mouse cursor to advance to the Last Name
field. Enter and use the left mouse button to click on the Search button.

9. Use the mouse to click on the certifier that you want to designate from the list at the
bottom of the screen.

e [t is not necessary to enter the entire name. You may enter only the first
several characters of each item you use to search by to minimize spelling
errors.
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10. After highlighting the certifier, you wish to select, click on Designate.
11. The system will display the following message:

Death Registration

Designation process completed successfully.

35. Designation Process Completed Successfully Message

12. Press the OK button to return to the demographic data entry screen. The selected
Medical Certifier’s information will populate the Medical Certifier fields on the
Medical 4 tab.

13. Use the mouse to point to the Save Record icon and then click once with the left
mouse button to save the changes before continuing to complete the data entry.

14. In the case that the record designation is subsequently ‘declined’ by the Medical
Certifier, the system captures a reason that the case is being declined and the record
remains in the Demographic Data Entry user’s queue. The Demographic Data Entry
user can then re-designate a different Medical Certifier for the record.

Designation of a medical certifier initiates a two-step process: The medical certifier
receives an email to notify them that a case has been added to their queue. The record
appears in the appropriate medical certifier’s work queue. Any time the designated
location changes regarding a medical certifier, a new e-mail will be generated as
described for notification.

2.10 Medical Examiner Referral — Exercise 10

1. Retrieve a record that needs referral to a Medical Examiner using the Search Screen
or through the Work Queue.

2. Select the Record=>Refer to Medical Examiner menu item to initiate the
search/selection process.

The application will load the Medical Certifier Designation Screen.
4. Select a value of Medical Examiner from the Certifier Type drop-down menu.

Enter full or partial data values into the provided search fields and then click the
Search button.

6. Search results will appear in the search results grid.

7. Select the desired medical examiner by clicking the associated row in the search
results grid and click Designate. The Medical Certifier Designation screen will close
and the medical examiner’s information will populate in the medical certifier fields
and the fields will disable.
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2.11 Printing Forms- Exercise 11
2.11.1 Print/Re-print Blank Death Certificate Worksheet

This exercise provides an overview of how to generate a Blank Death Certificate
Worksheet.

To complete this exercise, the user will need to:
v Complete Exercise 1—Login

v Have the proper security process to access and print the Blank Death
Certificate Worksheet

v Access the Demographic Data Entry screen

1. Retrieve an existing record using the Work Queue Search or the Search
Screen.

2. Select the Record=>Print=>Blank Death Certificate Worksheet menu
option.

3. The application will open the PDF version of the form that allows printing.
4. Click the Print icon in the PDF window to print the document.

5. When the document is printed, close the PDF browser window using the X in
the upper right-hand corner of the screen to return to the RIVERS application.

2.11.2 Print Burial Transit Permit
This exercise provides an overview of how to generate a Burial Transit Permit.
To complete this exercise, the user will need to:

v' Complete Exercise 1—Login

v' Have the proper security process to access and print the Burial Transit
Permit

v" Access the Demographic Data Entry screen
v Demographically verify a record

1. Retrieve an existing record using the Work Queue Search or the Search
Screen to print a pre-populated disposition permit

2. Select the Record=>Print->Burial Transit Permit menu option.

Note: A Burial Transit Permit can only be printed after medical
certification is completed or if the Burial Transit Permit Request has been
accepted.

The application will open the PDF version of the form that allows printing.

4. Click the Print icon in the PDF window to print the document.
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5. When the document is printed, close the PDF browser window using the X in
the upper right-hand corner of the screen to return to the RIVERS application.

6. The

2.11.3 Cremation Permit

2.11.3.1 Generate a Cremation Permit

When a body has “cremation” selected as its method of disposition. the
funeral home will need to generate and print a Cremation Permit:

1.

Generate a Cremation Permit by selecting Record-> Generate
Cremation Permit:

Search

HeEw

Erint P
Cancel

Drop to Paper

Eelinquish

Designate Medical Cartifier

Eefer to Medical Examingr

Demographic Verification

Release
De-werily

Abandon

Order Additional Death Certificates

Lenerate Lremation Fenmit

36. Generate Cremation Permit

3. The following message will appear:

Death Registration

Are you sure you want to generate cremation permit?

[ Yes ] [ Mo ]

37. Generate Cremation Permit Message

4. The system will then display a “Generate Cremation Permit

Retrieve an existing record using the Work Queue Search or create a
new record with the Method of Disposition set as “Cremation”.
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Successfully” message:

Death Registration

Generate cremation permit successfully.

38. Generate Cremation Permit Successfully

2.11.3.2 Print a Cremation Permit

The Cremation permit is able to be printed after being accepted by the
Medical Examiner’s Office:

1. Retrieve an existing record using the Work Queue Search or create a
new record with the Method of Disposition set as “Cremation”.

Note: A permit can only be printed if the cremation request was
approved by the Medical Examiner’s office.

2. To print a Cremation Permit, select Record—=>Print->Cremation
Permit:

RECORD ~ BENIOOIES =SSN EER =

Search %

New

Print 2 Buriz| Transit Permit
Cancel Cremation Permit

Drop to Paper . Report of Death
Relinquizh Drop to Paper Form
Designate Medical Certifier Verification of Death Facts

Pefer to Medics| Examiner

Demographic Verfication
FRelease

De-verify

Abandon

Order Additional Death Certificates

Wiew/Uplosd Record Documents

Generste Creration Permit

Regquest BTP

39. Printing a Cremation Permit

3. The Cremation Permit will then print.
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2.11.4 Report of Death

This exercise provides an overview of how to generate a Report of Death.

To complete this exercise, the user will need to:
v' Complete Exercise 1—Login

v' Have the proper security process to access and print the Report of
Death

v" Access the Demographic Data Entry screen

1. Retrieve an existing record using the Work Queue Search or the Search
Screen.

Select the Record—>Print-> Report of Death menu option.
The application will open the PDF version of the form that allows printing.

Click the Print icon in the PDF window to print the document.

A

When the document is printed, close the PDF browser window using the X in
the upper right-hand corner of the screen to return to the RIVERS application.

2.12 Demographic Verification- Exercise 12

Demographic Verification finalizes the duties of the Demographic Verifier for the Death
Certificate data entry and forwards its submission for further processing. When the
demographic data entry is complete, the Demographic Verification process is accessed
for the funeral director to apply their PIN to the record. This locks the demographic
portion of the record from further editing. This exercise will walk you through the steps
necessary to complete a Demographic Verification of a record as well as introduce you to
some of the implications of this process.

To complete this exercise, you will need:

v’ A data entered record with all applicable demographic fields completed,
resolved and record saved,

v" A valid PIN number

Important Note: A demographic verifier can only perform demographic
verification on records that identify him/her on the record as the demographic
verifier.

1. Search for the desired record using the Work Queue Search by setting the
unresolved work queue filter to Pending Demographic Verification.

OR

By using the Search Screen method by clicking on the Submit button or selecting
the Record = Search menu item.
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2. Select a record from the Work Queue drop-down list or from the Search
Screen grid.

3. When the appropriate record appears on the screen, select the
Record->Demographic Verification menu item to initiate the demographic
verification process.

4. The Demographic Verification Screen will display the following information:

a. Decedent’s Information: Decedent’s First Name, Middle Name, Last
Name, Suffix, Sex and Date of Birth

b. Death Information: Date of Death, Funeral Director, Place of Death

|
First Name: MEGAN

| Middle Name: ELIZABETH
Last Name: SANDERS

Sex: FEMALE

{ Date Of Birth 11/14/1980

| Date of Death: D8/028/2021

| Funeral Director: ABIGAIL KAUFFMAN
Place of Death: GENESIS HOSFITAL

' Preview 1 Cancel | Verification |

40. Demographic Verification

5. Review the information to verify that you are demographically verifying the
correct record.

6. Click on Verification if all data items are correct.

a. If you would like to view a preview of a Death Certificate Abstract for
the record, click on ‘Preview’ to load a new browser window
containing the Death Certificate Abstract in a PDF format. If so

desired, the user may print the Death Certificate Abstract from this
screen.

b. If all data items are not correct and need to be edited, click on Cancel
to correct the information in the demographic data entry screen. Save
the corrections made to the record and return to Step 1 in the
instructions above to re-initiate demographic verification.

7. The application will display a screen with the following statement:

‘I verify that to the best of my knowledge the demographic information on this
record is complete and accurate.’

38



GENESIS

SYSTEMS INCORPORATED

L e
PLEASE ENTER PIN
D | verify that to the best of my knowledge the demographic information on this record is complete and accurate
Verifier Pin: [

41. Verification Statement

8. Check the checkbox, enter your PIN and click on OK to complete
demographic verification.

9. The application will issue a message asking if the user wishes to proceed with
verifying the record—click Yes to continue with the verification or click No
to cancel the verification.

10. If the correct PIN has been entered and the record is fully electronic, the
application will issue the following message:

Death Registration

I Record verified successfully. I

42. Record Verified Successfully

11. Click OK to close the message and return to the Demographic Data Entry
screen.

12. Once a record has been demographically verified it is locked from further
changes by the Funeral Director. The record can be de-verified until it has
been released. See 2.9 De-Verify Record/Record Locking for details.

13.

2.13 Release a Record- Exercise 13

After both demographic verification and medical certification have been completed, a
record is ready to be released.

1. Retrieve an existing record using the Work Queue Search by setting the filter to
Medical Certification Complete.

2. When the appropriate record appears on the screen, select the Record—>Release
menu item to initiate the release process. The following screen will appear:

[

Pin|

[ Ok I Cancel ] lr

43. Enter PIN
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3. Enter a valid PIN and click the OK button. Clicking Cancel will close the Enter PIN
screen and return the user to the previous screen.

4. The following message will be displayed:

Death Registration

Record released successfully.

44. Record Released Successfully
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3.0 Funeral Home Processes

The Funeral Home Processes screen allows for authorized funeral home users to request

Disinterment Permits

3.1 Disinterment Permits- Exercise 14

1. Access the Funeral Home Process screen by selecting Death at the top of the screen
and going to Function = Funeral Home Processes.

Skip to main content GLOBAL DEATH FETAL DEATH

Rhode Island
Department of Health

FUNERAL HOME PROCESSES

PLEASE SELECT RECORD TO PROCEED

Current Date: 10-Aug-2021 | Build Number: 1.0.0.0

45. Funeral Home Processes

9| & || LogOut

Unresolved Work Queue:

—Select 3 value— A

Ml

©2021 | Genesis Systems, Inc. GENE-‘SI';S

2. Search for a record for a Disinterment Permit request.

Death Search

|

®  wild-Card

DEGEDENT'S AGTUAL INFORMATION

EDR Number:

Date Of Death: gt

{ex. 00/00/2020 if month and A
day are not known, 02/00/2020

if day is not known.)

Decedent's First Name:

Decedent's Middle Name:

Decedent's Last Name:

Decedent's SSN: o

[e] Soundex

RECORD INFORMATION

State File Number: c

EDR Numbsr Presumed Date Of De{ Decedent's First Name! D

Middle Na D Last Namﬂ D S5N State File Number ~

Pagelt Jof1] | |42

46. Death Search

| search |[selectRecordis) [ Clear || Cls |
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3. Select a record from the search results grid and then select Select Record(s).

TYPE OF SEARGH

‘ & Wild-Card [ Soundex
DECEDENT S AGTUAL INFORMATION RECORD INFORMATION
EDR Number: Siate File Number. o
Diabe Of Death * 1 00/00/202
It’: oo uﬂ‘f’;:ﬂ if manth and l 1I | i

day are nod kmown, 02002020
il s e krsowen. ]

Decedents First Name:
Cecadents hliddle Nams
Cacadents Last Nama:

Decedents S5N:

| EDR Mumber | Presumed Date ©f De Decedents Fint Name Decedents Middle Mo Decedents Last Mame Decedents S5M | State File Mumber | |
000OMDO001E0421  DWZER0H A A RILL 2021000050 |
0D0OLD000150423  DIIAI0ZT A A CHILL 2021000017
0000000001 204322 02282021 A A ToR 2021000019
000000000150438 03312021 GENFHA GENFH GENFH 2021000020
0000M0000150438  OABL202 Fi FH FH 2021000021
0000M0000150437  DXB12021 A A BRYAN 2021000023 et
< )

Pagell |of1 %) Dipliying Records 1 - 45 of 45

(L search ] (seinct Rocordal] [ Coae [ come ]

47. Death Search Results

4. The record will load in the Funeral Process Screen:
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@B % g M4 M

FUNERAL HOME PROCESSES Unresolved Work Gueue:
GENFH, GENFHA, 03/31/2021 ¥

Description | 5=t BY | seton | Comment ~
LEGAL AMENDMENT BY COURT ORDER IN F FEETESTUSER €/2/2021 2:43:18 FM SET BY SYSTEM
LEGAL AMENDMENT BY COURT CRDER PE! FEETESTUSER 6/2/2021 2:43:18 PM  SET BY SYSTEM
v
< >
Added By | Added On Comment ~
ADMINAP 04/20/2021 07:24:43  ABANDON DEMCGRAPHIC AMENDMENT : 3C0C
ADMINAP 05/03/2021 07:28:16  DISINTERMENT FERMIT REQUEST REJECTED IN REVIEW: TEST RECCRD
ABBYK 06/02/2021 15:58:46  REJECT DEMOGRAPHIC AMENDMENT ON RECORD IN LEGAL AMENDMEN1 v
< >
DECEDENT'S ACTUAL INFORMATION RECORD INFORMATION
Date Of Death: State File Number:
0302172011 2021000020
Decedent’s First Name: State File Date:
GENFHA 0332021

Decedent's Middle Name:

48. Funeral Home Processes- Record Loaded

5. To request a Disinterment Permit for the selected record, select Record 2>
Disinterment Permit. The Disinterment Permit Request screen will be displayed:

v 3O % & E
DISINTERMENT PERMIT REQUEST

EDR: Registrant Name: Date of Death: SFH
000000000150576 JAMES LEMON 2021/04/30 2021000055
Method: (Specify):

DAE!ngI'EIDhIC1 CREMATION

Demographic

Demographic Place of Disposition Type: & Place of Disposition: &
- CEMETERY KENT CEMETERY CENTER
Demographic Place of Disposition (Specify): 5 Street Address: o
e ADDRESS
; Street Type: ¢ State/Country: (Please click checkbox to filter &
Demographic 5 L= countries o,ﬁ;,f
v 4 - .
CityrTown: £ [0 rHoDE SLAND
+ Medical 1 WARWICK City(Other): &
Zip: &
4 , i
Medical 2 . Zip Ext: £
+ Medical 3 Date Of Disposition: F 213 )
04/20/2021 Public Expense Burial? &
+ Medical 4 Tomb: £ no )
Comments Lok e
Disinterment NamE AND ADDRESS OF FUNERAL FAGILITY
Approval Facility Name: 4 Facility Name{Other): F
GEMESIS FUNERAL HOME
T=iliEne Street Address: & Street Type: &
Fleld Stetus ST ADDR VILLE
Action: - -
Refrieving Record State/Country: s County:
RHODE ISLAND BRISTOL

49. Disinterment Permit Request

6. Edit any one the information with a wrench icon beside it.
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v d D 8 e
DISINTERMENT PERMIT REQUEST

EDR: Registrant Name: Date of Death: SFN:
000000000150575 JAMES LEMON 2021/04/30 2021000055

e =

v Demeographic 1

Place of Disposition Type: Place of Disposition:
4 Demographic 2 CEMETERY KENT CEMETERY CENTER
Place of Disposition | Specify): Street Address:
 Demographic 3 KENT CEMETERY CENTER ADDRESS
Street Type: State/Country: (Please click checkbox to filter
+ Demographic 4 countries only)
L = | CityiTown: [] RHODE ISLAND
WARWICK City(Other):
+ Demographic 5 Zip:
02887 Zip Ext:
Date Of Disposition: 2131
+ Medical 1 a4/ 2021 Public Expense Burial?
Tomb: NO
& Medical 2 Lot:

TS

+ Medical 4 Place of Disposition Type: Place of Disposition:
~ CEMETERY v KENT CEMETERY CENTER v
Comments
Place of Disposition [ Specify): Street Address:
Disinterment ADDRESS
Gaed Street Ty Statel!C it Pl lick checkbox to filt tri I
reet Type: e/Country: (Please click checkbox to filter countries only)
Place Of Disposition Type: = | --Select a value—- = RHODE ISLAND ~
CEMETERY = . -
Fizld S . City/Town: City(Other):
TEETED WARWICK >
Action: _ .
Updating Record Zip: Zip Ext:
02887 e 2131
Date Of Disposition: Public Expense Burial?
04/30/2021 NO ~

50. Disinterment Permit Request- Editing Information

7. Save the changes by clicking the Save button in the New Data section of the
Corrections screen.

8. The Disinterment Permit will be sent to the City/Town office for review.
3.1.1 Scan Documents
To scan supporting documentation:

1. Add any supporting documentation at this time by completing the fields in the
Supplemental Documents section located at the bottom of the screen and
then click the Scan Document icon.
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Supplemental Desuments

Decument Type:
A
Who Issued:
Issue Date: .
Date Of Document: y
Ry A |
Confirnn Changes

51. Supplemental Documents

If the user does not intend to scan in any supporting documentation, they can

press the Save Document without Scan icon after entering a corrected value in
the New Data section.

2. The Scan Documents window will appear.

Document Type:
Who Issued:
Date lssued:
T

Image Description:

List of Scanners:

Scan Type:

Scan Document ” Sawve Document ” Clase ]

52. Scan Documents
3. Enter the Document Type, Who Issued the document, the Date Issued and
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the Image Description into the corresponding fields, select the desired
scanner from the List of Scanners, select RGB from the Scan Type and then
click Scan Document.

4. Pressing Scan Document will load the image in the image preview section of
the screen. To save the document, click the Save Document button.

5. A notification will appear when the file has successfully saved or if the save
has failed.

6. Click the X in the right corner of the Scan window to close the window and
return to the Corrections screen.

7. The user can choose to scan more supporting documentation by clicking the
Scan Another Document icon and completing the scanning process again.

8. Save the changes by clicking the Save button in the New Data section of the
Corrections screen.

3.1.2 Upload Supporting Documentation
To upload supporting documentation:

1. Add any supporting documentation at this time by completing the fields in the
Supplemental Documents section located at the bottom of the screen and
then click the Upload Document icon.

2. The File Upload screen will appear.

{
File size should not be greater than 4mb.

Browse... | No file selected.

Save Close

53. File Upload

3. Click the Browse button to open the File Upload screen.
4. Locate the desired file and click the Open button.

5. The File Upload screen will appear as seen below:
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t
File size should not be greater than 4mb.

SKMBT_C45218022113450.4ifF.pdf

54. Uploaded File

6. Click the Save button.

7. The following message will appear:

Statistical Corrections (Facility Correction)

Document information saved
successfully.

55. Document Information Saved Successfully

9. Click OK to close the message.
3.2 Demographic Amendment

These exercises provide an overview of different processes involved in Demographic
Amendments.

To complete these exercises, the user will need:
v" Access to Funeral Home Process
3.2.1 Start a Demographic Amendment Process- Exercise 15
1. Select the Function->Funeral Home Process menu item.

2. The Funeral Home Processes screen will load:
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Skipto main content ~ GLOBAL ~ DEATH  FETAL DEATH ? 1 & | LogOu
Rhode Island
Department of Health
FUNERAL HOME PROCESSES Unresolved Work Queue:
--Salect 3 value-- L

PLEASE SELEGT REGORD TO PROGEED

Current Date: 27-Aug-2021 | Build Number: 1.0.0.0

56. Funeral Home Processes

3. Retrieve a record from the search menu option to open in the Funeral Home
Processes screen, as shown below:

GLOBAL DEATH FETAL DEATH

Rhode Island

Department of Health

FUNERAL HOME PROCESSES Unresolved Work Queue:
RICK, RACHEL, 04/15/2021 |~ 1

Description | szt By | 8=t On | Comment A
LEGAL AMENDMENT IN FROGRESS ABEYK 512021 1:3T:52 P SET BY SYSTEM
LEGAL AMENDMENT PENDING ABBYK 5182021 1:37:53PM SET BY SYSTEM
v

< 2>
Added By | Added On | Gomment A
ABEYK 04/15/2021 10:5240  DEVERIFY RECCRD: TEST
ABBYK 04/15:2021 10:53:50  DEVERIFY RECORD: TEST
ABEYK 04/15/2021 10:54:38  DEVERIFY RECCRD: TEST v
< >
Dats OF Death: State File Numbsr:

s 2021 0000E
Dscsasnt's First Name: ‘Stats Fie Dats:

RACHEL esHEN2
Dacaasnt's MIGES Hams:

RAY

Decadent’s Last Name:

RICK

57. Funeral Home Processes- Record View

5. Select Record - Process Demographic Amendment to initiate the
demographic amendment.

6. After coming to a field that needs to be corrected, click the icon located next
to the appropriate field.

7. Enter the corrected value into the field.
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8. Add any supporting documentation at this time by completing the fields in the
Supplemental Documents section located at the bottom of the screen and
then click either the Scan Document or Upload Document icon.

3.2.1.1 Scan Supporting Documentation
To scan supporting documentation:

1. Add any supporting documentation at this time by completing the
fields in the Supplemental Documents section located at the bottom
of the screen and then click the Scan Document icon.

Supplemental Deeuments
Dioecument Type:

Who Issued:

Issue Date:
Date Of Document:

Caonfirm Changes
58. Supplemental Documents

If the user does not intend to scan in any supporting documentation, they
can press the Save Document without Scan icon after entering a
corrected value in the New Data section.

2. The Scan Documents window will appear.
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Document Type:

Who Issued:
Date Issued:
S

Image Description:

List of Scanners:

Scan Type:

Scan Document ][ Save Document ][ Close ]

59. Scan Documents

3. Enter the Document Type, Who Issued the document, the Date
Issued and the Image Description into the corresponding fields, select
the desired scanner from the List of Scanners, select RGB from the
Scan Type and then click Scan Document.

4. Pressing Scan Document will load the image in the image preview
section of the screen. To save the document, click the Save Document
button.

5. A notification will appear when the file has successfully saved or if the
save has failed.

6. Click the X in the right corner of the Scan window to close the
window and return to the Corrections screen.

7. The user can choose to scan more supporting documentation by
clicking the Scan Another Document icon and completing the
scanning process again.

8. Save the changes by clicking the Save button in the New Data section
of the Corrections screen.
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3.2.1.2 Upload Supporting Documentation
To upload supporting documentation:

1. Add any supporting documentation at this time by completing the
fields in the Supplemental Documents section located at the bottom
of the screen and then click the Upload Document icon.

2. The File Upload screen will appear.

(
File size should not be greater than 4mb.

Mo file selected.

60. File Upload

3. Click the Browse button to open the File Upload screen.
4. Locate the desired upload file and click the Open button.

5. The File Upload screen will appear as seen below:

{
File size should not be greater than 4mb.

SKMBT_C45218022113450.tiff.pdf

61. Uploaded File

6. Click the Save button.

7. The following message will appear:
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Statistical Corrections (Facility Correction)

Document information saved
successfully.

62. Document Information Saved Successfully

10. Click OK to close the message.

11. Save the changes by clicking the Save button in the New Data section of the Corrections

Screen.

3.2.2 Submit a Demographic Amendment- Exercise 16
1. Select the Process = Submit menu item or click the Submit icon.

2. The following message will appear:

Demographic Amendment X

Do you wish to submit this record?

[ Wes ] l MNa
63. Submit Record?

3. Click the Yes button to confirm acceptance of the correction. The following
message will appear:

Demographic Amendment X

Do you wish to mark this record as 'HIGH
PRIORITY'?

| e |[ NMo | [

TP T L T L PP

64. Mark as High Priority

4. Click the Yes button to submit the correction as high priority.

a. Click the No button to decline submitting the correction as high
priority.

5. The following message will appear:
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Record submitted Successfully

65. Record Submitted Successfully

3.2.3 Cancel a Demographic Amendment- Exercise 17

To cancel a demographic amendment:

1. With the Demographic Amendment screen open, select the Process 2 Exit
menu item or click the Exit icon.

3.2.4 View Corrections/Supporting Documents- Exercise 18
To view corrections/supporting documents:

1. With the Demographic Amendment screen open, select the Process 2 View
(Corrections/Supporting Documents) menu item or click the View
Corrections/Supporting Documents icon.
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4.0 Reports

This exercise provides an overview of the different reports available to State users.

To complete this exercise, the user will need.:

v Access to the Reports menu item
v" The proper security process for each report

4.1 Running a Report- Exercise 19

1. From the Death Homepage, select the desired report from the Reports menu. A report

options screen will appear:

Disposition Overview Report

Date Of Death (From): * Date Of Death (To): ™
(I ] N

Report Format

() EXCEL @ PDF

[ Generate l Close ]

66. Generating a Report Example

2. From this point, enter search criteria, select the file output type, and then click
Generate.

NOTE: Similar to previous screens, fields marked with red asterisks (*) are

mandatory fields and must be resolved in order for the report to generate.

3. Generating a report as a PDF will automatically process the report and open it in a
separate window.

4. If Excel is selected as the output file type, the file will be downloaded and must be
opened manually by the user.

NOTE: If the entered search information does not pull a report that can display
any of the requested data, a page indicating that the user needs to try a
different search, or alter the search information will generate.
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