Funeral Home Quick Start Guide


Data Entry and Keyboarding Tips


Basic Steps Overview

· Login 

· Demographic Data Entry



· Designate Medical Certifier

· Designate Local Registrar (If needed)

· Demographic Verification

· Drop-To-Paper (If needed)

Login

· Start Browser 

· Go to:                                             or select from Favorites 

· ‘Click’ on User Name Field to set Focus

· Enter User Name - Press TAB 

· Enter Password – Press TAB 

· Focus Jumps to {Login}- Press ‘ENTER’ (or ‘Click’ if you wish)

Demographic Data Entry

· 
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 Click on Icon to enter Demographic Data Entry Function

·  
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  Click on ‘NEW’ Icon to start a NEW record 

· 
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 Complete all known items on ‘NEW’ screen and then click on ‘FIND RECORD’ to see if record is already in the system.  

· 
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 Click save early in data entry process to initiate SSN verification 

· Refer to Data Entry TIPS for Keyboard and Mouse usage

· 
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 Complete Questions on Demographic Tabs 1-5 and then click on the SAVE ICON 

NOTE: If a SAVE or SEARCH or NEW action has not occurred over a certain period of time, your session may expire and then you will need to close the browser and log back in. Saving frequently will prevent this from happening

Designate Medical Certifier

· 
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 Click on ICON to access DESIGNATE process  

· Select ‘Physician’ or ‘Coroner/ME’ as the Medical certifier type 

· Enter information to identify the medical certifier 

· 
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 Click on ‘Search’ to look for matching people. 

· Click on the desired person in the list to select.  

· 
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Click on ‘Designate’ to indicate that the selected person is the medical certifier for this record

Designate Local Registrar

· Access the DESIGNATE REGISTRAR process

· Click on the desired person to select

· 
[image: image9.png]


Click on ‘Designate’ to indicate that the selected person is the local registrar for this record

Demographic Verification

· 
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 Click on Icon to enter Demographic Verification Function 

·  Review Information 

·  Preview Abstract of Record (optional) 

· 
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 Click ‘Verify’ 

· Enter Personal Identification Number 
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· 
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 Click ‘OK’

Drop-to-Paper

· If Medical Certifier is Not Electronic

·   
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 Click on Icon to Drop-to-Paper

·  Process paper record manually
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