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1. Getting Started with EDRS 

Overview of EDRS 

The New York State (NYS) Electronic Death Registration System (EDRS) is a secure, web-based 

application used to electronically register Death Certificates across NYS (excluding the five boroughs of 

New York City). EDRS enables those involved in reporting deaths in New York State to file death records 

electronically with local registrars in New York State within the required 72 hour window after a death 

occurs. Electronic processing of Death Certificates is required by New York State Public Health Law 

§4148.  

Who Uses EDRS? 

EDRS users include: 

• Medical Examiners (MEs), Coroners, and their staff 

• Physicians, physician assistants and nurse practitioners  

• Medical facility staff such as nurses and aides, patient intake personnel, and medical records 
personnel 

• Funeral directors and funeral firm staff 

• Local registrars, deputy registrars, and sub-registrars  

EDRS Is Accessed Through the NYS Health Commerce System (HCS) 

EDRS is accessed through the NYS Health Commerce System (HCS). Therefore all MEs/Coroners and 

their staff are required to have an HCS user account, be assigned to an office, and have an appropriate 

EDRS role assignment for that office. 

Case Access Is By Office/Facility 

EDRS provides on-line access for all parties involved to work on the same case electronically without the 

need for a physical paper trail. Case access is controlled at the office/facility level in EDRS. This means 

that all EDRS users at the office/facility that ‘owns’ the case may access and enter data in the case.  

Your Office is Your County DOH 

ME/Coroner offices throughout New York State are set up as an office within their County Department of 

Health in HCS and EDRS. Only certain individuals in that office have access to certify and electronically 

sign cases based on their EDRS role assignment and professional credentials. 

https://www.health.ny.gov/regulations/public_health_law/section/4148/index.htm
https://www.health.ny.gov/regulations/public_health_law/section/4148/index.htm
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Medical and Personal/Disposition Owners 

Each case must have a medical owner and a personal/disposition information owner. When a funeral firm 

is involved in a case, they are the personal/disposition owner. However, ME/Coroners have the ability in 

EDRS to serve as both the medical and personal owner, which is appropriate for cases in which a funeral 

firm has not (or not yet) been involved and final disposition is delayed. 

Case Data Are Validated on System Rules 

EDRS includes data validation to verify that the data entered adheres to expected and acceptable content 

and format for that field. The fields and data validation rules in EDRS are based on the requirements and 

recommendations of the U.S. Centers for Disease Control and Prevention’s National Center for Health 

Statistics (NCHS) and New York State Public Health Law. 

Validation results are shown directly on the page where validation was performed. For any fields that did 

not pass validation, field-specific validation messages display at the bottom of the page providing 

information and recommendations on which data should be reviewed and/or changed in the 

corresponding field. If no validation error messages appear, then all required fields have passed 

validation.  

Any fields on the page that have not passed validation will be highlighted in yellow or red.  

• Yellow highlighting in a field indicates that you should review the data to verify that it is correct. 
Consider the recommendations given in the validation message. If the data in the field is correct as is, 
then you may ‘override’ the validation message.  

• Red highlighting in a field indicates that the field is incomplete or contains data that is not acceptable 
based on system validation rules. The data must be changed and the page revalidated. You do not 
have the ability to override these error messages, and you will not able to medically certify or coroner 
certify the case until these errors have been corrected. 

Detailed instructions for data validation are provided later in this document. 

EDRS Has an Audit Trail 

Every transaction in EDRS is tracked and auditable in the Event and Issuance History. Any changes to 

a case are identifiable by a date and time stamp and user ID. The Registrar and/or NYSDOH EDRS 

administrators can view the audit trail through the Event and Issuance History page within a case. 

System Requirements 

System requirements for accessing EDRS through the NYSDOH’s Health Commerce System (HCS) and 

processing electronic Death Certificates in EDRS can be found on the EDRS website in the EDRS 

System Requirements.  

http://health.ny.gov/vital_records/edrs/
http://health.ny.gov/vital_records/edrs/docs/edrs_system_requirements.pdf
http://health.ny.gov/vital_records/edrs/docs/edrs_system_requirements.pdf
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REQUIRED PRINTER SETTING:  

When printing forms from EDRS to your local or network printer, set your printer properties to Fit, Fit 

to Page, Shrink to Fit, or Shrink Oversized Pages so that the entire form will print. Otherwise the top, 

bottom, and side of the Death Certificate will be cut off.  

The exact name of this printer setting may vary depending on your printer and version of Adobe 

Acrobat Reader.  

Verify format in Print Preview before printing. 

 



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

10 

2. Getting Help 

If you have questions accessing EDRS or while processing an electronic Death Certificate, the following 

table lists the points of contact for information and resolving problems.  

Note that system outages for maintenance or upgrade will be posted on the HCS home page as a 

broadcast messages system notice. Scheduled maintenance and specific page changes may also be 

announced in a pop-up notice on the EDRS home page.  

For Help With: Contact: How: 

Getting an HCS 
Account 

NYSDOH HCS 
website 

https://commerce.health.state.ny.us/public/hcs_login.html 
(Non-licensed users and licensed medical professionals 
can use the sign up for an account options at the bottom 
of the login window.) 

To establish an HCS account, Funeral Directors and 
Local Registrars should contact EDRS Call Center at 
1-844-866-EDRS (3377), or email edrs@health.ny.gov. 

Your HCS User ID NYSDOH HCS 
website 

https://commerce.health.state.ny.us/public/hcs_login.html 

Scroll to the bottom of the HCS login page, and click the 
link ‘Forgot your User ID?’ link. 

Your HCS 
Password 

NYSDOH HCS 
website 

https://commerce.health.state.ny.us/public/hcs_login.html 

Scroll to the bottom of the HCS login page, and click the 
link ‘Forgot your password?’ link. 

An Inactive HCS 
Account 

CAMU - Commerce 
Account 
Management Unit 

Call CAMU: 1-866-529-1890 

Assigning EDRS 
role in HCS 

Your facility’s HCS 
Coordinator 

If you do not know who your HCS Coordinator is, contact 
the Commerce Accounts Management Unit (CAMU) at 1-
866-529-1890 for assistance. 

Getting an EDRS 
user account 

The NYSDOH 
EDRS team 

EDRS Call Center: 1-844-866-EDRS (3377) 
Email: edrs@health.ny.gov 

https://commerce.health.state.ny.us/public/hcs_login.html
mailto:edrs@health.ny.gov
https://commerce.health.state.ny.us/public/hcs_login.html
https://commerce.health.state.ny.us/public/hcs_login.html
mailto:edrs@health.ny.gov
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For Help With: Contact: How: 

Accessing EDRS 
if it is not listed in 
your My 
Applications list 
on the HCS home 
page 

You can do this 
yourself 

After logging into HCS, on the HCS home page click the 
Refresh My Applications List at the bottom of the My 
Applications panel. 

If the link to EDRS still does not display in your My 
Applications panel, then:  

1. In the top menu bar, click My Content > All 
Applications. 

2. In the Browse by section, click on the letter ‘E.’ 

3. Click on Electronic Death Registration System in the 
list.  

Note that to the right of Electronic Death Registration 

System, if you have not used EDRS before, then you 

may see a green circled plus sign (+). You may click 

the green circled plus sign (+) to permanently add 

EDRS to My Applications. 

EDRS training, 
video tutorials, 
procedures and 
reference 
documents 

You can do this 
yourself 

EDRS website: http://health.ny.gov/vital_records/edrs/ 

Be sure to visit the Medical Examiner/Coroner page of 
the EDRS website for information and materials 
specifically related to the ME/Coroner work flow in 
EDRS. 

Bookmark/Save to Favorites the EDRS website in your 
internet browser, and regularly check there for new and 
updated materials. 

A question on a 
specific 
electronic death 
certificate 

The NYSDOH 
EDRS team 

EDRS Call Center: 1-844-866-EDRS (3377) 
Email: edrs@health.ny.gov 

A question on a 
specific field in 
EDRS 

You can do this 
yourself 

In the EDRS Help menu (inside EDRS), click the 
checkbox to Show Tooltips. Tooltips are field-level help 
that will now pop up when you hover your mouse over an 
EDRS field. 

 

http://health.ny.gov/vital_records/edrs/
http://health.ny.gov/vital_records/edrs/me_coroner
http://health.ny.gov/vital_records/edrs/
mailto:edrs@health.ny.gov
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3. Glossary of Terms and 
Case Status Bar 

Glossary of Terms and Abbreviations 

Term or 
Acronym 

Definition 

Affirm / 
affirmation 
statement 

Electronically attesting that the EDRS case information you are responsible for is 
true and accurate. Affirmation statements in EDRS are located on the Certify, 
Coroner Certify, Sign, and Affirm pages in EDRS, which are accessible based on 
your assigned role and credentials. Affirming and then clicking the associated 
Certify, Sign, or Affirm button electronically certifies, signs, or registers the case, 
depending on your assigned role.  

Browser Application used for accessing the internet and internet-based applications, such 
as the New York State Health Commerce System (HCS) and EDRS. The 
preferred internet browser for EDRS is the most current version of Internet 
Explorer. A good alternative browser is the current version of Google Chrome, 
with Chrome’s Auto-Fill setting turned off. 

CAMU NYSDOH Commerce Account Management Unit 

CDC The U.S. Department of Health and Human Services Centers for Disease Control 
and Prevention (CDC). EDRS statistical data are reported to the CDC’s National 
Center for Health Statistics (NCHS). 

Certify (a case) In EDRS, the act of affirming and entering your electronic signature in a case as 
Medical Certifier 

DOH Department of Health 

Drop to Paper The Drop to Paper option in EDRS allows a case to be started electronically, and 
then converted to a non-electronic, paper-based case after it is partially 
completed. The Drop to Paper print-out becomes the one official Death Certificate 
that must be provided to all other parties who need to work on the case. 

Dropping a case to paper is not simply a print-out of the Death Certificate. This 
option locks the electronic case so that it cannot be completed 
electronically.  

Drop to Paper should rarely be used. Drop to Paper should only be used when 
the next person who needs to work on the case is not able to do electronic 
processing in EDRS. For example, if the Registrar or the Funeral Director is not 
currently able to use EDRS for any reason.  

For more information see the Print Forms section in Chapter 11. Other Links 
Pages in the Death Registration Menu.  

EDRS New York State’s Electronic Death Registration System 
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Term or 
Acronym 

Definition 

EDRS website http://health.ny.gov/vital_records/edrs/ 

HCS Health Commerce System, New York State Department of Health’s secure 
portal/dashboard for access to numerous NYSDOH applications and resources. 
EDRS is accessed via HCS.  HCS website address: 
https://commerce.health.state.ny.us/public/hcs_login.html 

HCS Coordinator The person(s) in your organization/facility who manages user access to EDRS 
from within the New York State Health Commerce System portal/dashboard. The 
HCS Coordinator assigns EDRS user roles to the office/facility, enabling those 
users to access cases in EDRS. 

ME Medical Examiner 

ME/Coroner Medical Examiner or Coroner 

Medical Certifier A medically licensed professional authorized by New York State Public Health 
Law to certify to cause of death. Medical Certifiers include physicians (MD or DO), 
physician assistants (PA), nurse practitioners (NP).  

Medically 
licensed Coroner 

A Coroner who has a NYS medical license and can therefore serve as Medical 
Certifier of a Death Certificate 

NCHS The National Center for Health Statistics (NCHS), a branch of the U.S. 
Department of Health and Human Services Centers for Disease Control and 
Prevention (CDC). EDRS statistical data are reported to CDC-NCHS. 

Non-medically 
licensed Coroner 

A Coroner who does not have a medical license, and therefore may not medically 
certify a Death Certificate. A non-medically licensed coroner will Coroner Certify 
the case, and will need to refer the case to a medical certifier for medical 
certification. In EDRS the referral for medical certification is processed 
electronically using Request Non-Affiliated Certification, which gives the medical 
certifier access to the case even though they are not directly affiliated with the 
coroner’s office. 

NYS New York State 

NYSDOH New York State Department of Health 

Register a case In EDRS, the case Registers with New York State when the Local Registrar or 
authorized designee (deputy or sub-registrar) assigns the case a local file number 
and electronically “Affirms” the case. Affirming the case enters the Local 
Registrar’s electronic signature onto the Death Certificate and assigns a New 
York State File Number. 

Sign (a case) To electronically “sign” a case in EDRS as Funeral Director 

Working Copy A draft copy of the case formatted in the Death Certificate form. The Working 
Copy of the Certificate is used for internal review of the case.  

http://health.ny.gov/vital_records/edrs/
https://commerce.health.state.ny.us/public/hcs_login.html


 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

14 

Term or 
Acronym 

Definition 

A Working Copy may be generated from the Print Forms page within an EDRS 
case. The Working Copy may be generated at any time by any EDRS user who 
can access the case.  

At the time that a Working Copy is generated, if the case has already been 
certified by the medical owner of the case and/or signed by the Funeral Director, 
then those signers’ electronic signatures will be included in the Working Copy. 
However, a Registrar’s electronic signature is never included in a Working Copy. 

The Working Copy contains a “watermark” message in the left margin of the 
Certificate indicating that it is not the official Death Certificate unless signed by 
the Registrar.  

The Working Copy generates as an Adobe® Acrobat® PDF file that requires you 
have Adobe Acrobat installed on your computer to view and print the Certificate. 
When generating a Working Copy, your internet browser application will probably 
prompt you to Open or Save the file. Choose Open to view the Working Copy 
Certificate on your computer screen, and then you may use Acrobat’s print option 
to print out the draft Certificate on your local computer printer. 
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Case Status Bar Definitions 

Case Status Description and Guidance 

Case Status bar The case status bar is located in the case header at the top of every case page in 
EDRS, directly below the case ID number, decedent’s name, and date of death. 
The case status bar also displays in the case Preview panel, which is accessed 
from search results.  

The case status bar gives essential information about the status of data 
completion and validation, in addition to indicating where the case is in the overall 
EDRS work flow. Three example status bars are shown below: 

/Personal Invalid/Medical Invalid/Not Registered/Unsigned/Uncertifed/Coroner Uncertified/ 

In the example above, the case requires data to be completed on Personal and 
Medical pages before it can be Signed by the person responsible for the Personal 
information, medically Certified, Coroner Certified, and then Registered. 
 

/Personal Valid with Exceptions/Medical Valid/Not Registered/Unsigned/Certified/Coroner Certified/  

In the example above, the case is almost complete. Case data are complete and 
valid with at least one Personal page containing an error override. The case has 
been medically Certified and Coroner Certified. The Funeral Director needs to 
Sign the case before the case goes to the Local Registrar for Registration. 
 

/Personal Valid with Exceptions/Medical Valid with Exceptions/Registered/Signed/Certified/ 

In the example above, the case is complete and Registered. Case data are valid 
with error overrides on at least one Personal page and at least one Medical page. 
The case was Certified by the Medical Examiner or medically licensed Coroner, 
so it did not require Coroner Certification. If the ME/Coroner was responsible for 
Personal information, then upon Certifying the case the Personal status changed 
to Signed without the need for a separate Funeral Director electronic signature. If 
a Funeral Director had been handling the Personal information, then the case 
status bar would be the same as this example after the Funeral Director Signed. 

Certified Case certification status indicating that medical information is complete and the 
case has been medically Certified. If the case is owned by a non-medically 
licensed Coroner, then the case is ready to be Coroner Certified when it has a 
medical certification status of Certified. 

If the ME/Coroner is responsible for entering Personal information, then when the 
case is Certified, the case Personal data status also changes to Signed, even 
though a separate signing is not required to achieve the Signed status. 

Coroner 
Certified 

Case certification status for a case owned by a non-medically licensed Coroner, 
indicating that the case is complete and has been Certified by the Coroner. 

If the Coroner is responsible for entering Personal information, then when the 
case is Coroner Certified, the case Personal data status also changes to Signed, 
even though a separate signing is not required to achieve the Signed status. 

Medical Valid Case Medical data completion and validation status, which displays in the status 
bar at the top of every page in the case. The case is ready to be Certified when 
case data status becomes Medical Valid or Medical Valid with Exceptions. 
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Case Status Description and Guidance 

Medical Valid 
with Exceptions 

Case Medical data completion and validation status, which displays in the status 
bar at the top of every page in the case. The case is ready to be Certified when 
case data status becomes Medical Valid or Medical Valid with Exceptions. 

Personal Valid Case Personal data completion and validation status, which displays in the status 
bar at the top of every page in the case.  

If the ME/Coroner is responsible for entering Personal information, then the case 
is ready to be Certified when case personal data status becomes Personal Valid 
or Personal Valid with Exceptions and case medical data status becomes Medical 
Valid or Medical Valid with Exceptions.  

If a Funeral Director is responsible for entering Personal information, then the 
case is ready to be Signed when the case personal data status becomes 
Personal Valid or Personal Valid with Exceptions. 

Personal Valid 
with Exceptions 

Case Personal data completion and validation status, which displays in the status 
bar at the top of every page in the case.  

If the ME/Coroner is responsible for entering Personal information, then the case 
is ready to be Certified when case personal data status becomes Personal Valid 
or Personal Valid with Exceptions and case medical data status becomes Medical 
Valid or Medical Valid with Exceptions. 

If a Funeral Director is responsible for entering Personal information, then the 
case is ready to be Signed when the case personal data status becomes 
Personal Valid or Personal Valid with Exceptions. 

Registered Case registration status. When the case has achieved status of Signed, Certified, 
and, as applicable, Coroner Certified, then the case automatically goes to the 
Local Registrar’s office for review and Registration. The Local Registrar or their 
designee affirms the case to electronically enter their signature, and the case then 
automatically Registers in New York State. 

Signed Case signing status of Personal/Disposition information.  

If a Funeral Director is responsible for entering Personal information, then the 
case achieves Signed status when the Funeral Director electronically affirms and 
Signs the case. 

If the ME/Coroner is responsible for entering Personal information, then when the 
case is Certified and Coroner Certified, as applicable, then the case status bar 
also indicates the case is Signed, even though a separate signing is not required 
to achieve the Signed status. 
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4. Access EDRS 

EDRS is accessed through the New York State Health Commerce System (HCS) using an internet 

browser application. HCS serves as the security portal for numerous NYSDOH applications and 

resources. To access EDRS, all users need to have an active HCS account. 

NOTE: The preferred internet browser for HCS and EDRS is Microsoft Internet Explorer 11 (IE11).  

Google Chrome is a good alternative browser. If using Chrome you must turn off Chrome’s Autofill 

setting. See Procedure to Turn Off Autofill in Chrome on the EDRS website. 

A couple of other internet browser applications are also acceptable, but may not be as compatible as 

IE11 and Google Chrome.  

For additional set-up information, see EDRS System Requirements on the EDRS website 

(http://health.ny.gov/vital_records/edrs/) 

 

Action Description and Guidance 

Log into HCS 1. Go to the following internet address using your internet browser application: 
https://commerce.health.state.ny.us 

 

2. Enter your HCS User ID and Password. 

3. Click the Sign In button. 

https://www.health.ny.gov/vital_records/edrs/docs/edrs_procedure_turning_off_autofill_in_google_chrome.pdf
http://health.ny.gov/vital_records/edrs/docs/edrs_system_requirements.pdf
http://health.ny.gov/vital_records/edrs/
http://health.ny.gov/vital_records/edrs/
https://commerce.health.state.ny.us/
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Action Description and Guidance 

NOTE: See the HCS User ID and Password section below for information on 

how to request and set up your HCS user account. 

 

HCS User ID and Password 

Every individual accessing EDRS must have their own HCS user ID and password. When establishing an 

account you are required to read the HCS security agreement and abide by all of its provisions.  

HCS provides single sign-on functionality, so you will have just one User ID to access both HCS and 

EDRS.  

Your HCS User ID is assigned in HCS when you activate your account. (See Activate a New HCS User 

Account below.) You will define your own password upon initial account activation. After that you will be 

prompted to change your password every 90 days for security reasons.  

NOTE: Do NOT share your user ID and password. If you breach the security agreement by sharing 

log-in credentials (especially your password), your HCS permission can be terminated by the 

NYSDOH. 

Request an HCS User Account 

If you do not already have an HCS user account, here is how you can request your account: 

Action Description and Guidance 

Request an HCS 
User Account 

The starting point for requesting your account depends on your professional 
credentials:  

• MEs and medically licensed Coroners who do not yet have an HCS 
account: To request an HCS account, refer to HCS Medical Professions 
Account instructions (PDF). 

• Non-medically licensed Coroners and other staff in the ME/Coroner’s 
office: To request an HCS user account, refer to HCS User Account 
instructions (PDF). 

• MEs and Coroners who are medically licensed should already have an 
HCS user account. However, if you have not used your HCS account, your 
account may not yet be activated. See Activate a New HCS User Account 
below. 

https://www.health.ny.gov/vital_records/edrs/docs/paperless_hcs_medical_certifier_acct.pdf
https://www.health.ny.gov/vital_records/edrs/docs/paperless_hcs_medical_certifier_acct.pdf
https://www.health.ny.gov/vital_records/edrs/docs/paperless_hcs_user_acct.pdf
https://www.health.ny.gov/vital_records/edrs/docs/paperless_hcs_user_acct.pdf
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Activate a New HCS Account 

Action Description and Guidance 

Activate a New 
Account 

To Activate a new HCS account, refer to HCS/EDRS Procedure: Activating Your 
HCS Account (PDF). 

Use that procedure if you received your HCS account in the last 90 days but 
have not yet activated the account and logged into HCS. 

The activation process includes setting up six (6) security questions that will be 
used in the future to verify your identity when you change your password. 

Reactivate an 
Inactive Account 

If you have not used your HCS account in more than two (2) years, then your 
account may be inactive and need to be reactivated by the NYSDOH 
Commerce Account Management Unit (CAMU). 

Contact CAMU by telephone to request that your inactive HCS account be 
reactivated:  1-866-529-1890 

Expired 
Password 

If your previously activated HCS account has not used for several months, but it 
was used within the last 2 years, then your password may have expired.  

See Reset Your Password / Recover Your User ID below. 

Forgotten 
Password 

If you forgot your HCS Password, you can reset/change your password.  

You will need to be able to answer three (3) of your HCS user account security 
questions that you set up when you Activated your account. 

See Reset Your Password / Recover Your User ID below.  

Forgotten User 
ID 

If you forgot your HCS User ID, you can request that your User ID be recovered 
and emailed to you.  

Your name and email address in your user profile must match those in you enter 
in the request, and you need to still have access to that email account for you to 
receive the recovered User ID. 

Reset Your Password / Recover Forgotten User ID 

HCS Account management is self-service. Your HCS password has to be changed every 90 days for 

security reasons. You can also change your password at other times as needed, such as if you forget 

your password. You can also recover a forgotten User ID from the HCS login page. 

https://www.health.ny.gov/vital_records/edrs/docs/hcs_procedure_activating_your_hcs_account.pdf
https://www.health.ny.gov/vital_records/edrs/docs/hcs_procedure_activating_your_hcs_account.pdf
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Action Description and Guidance 

HCS Login Page 
> Forgot your 
password 

1. Go to the HCS login page. 

2. Scroll down to the bottom of the login page, and click Forgot your 
password. 

 

3. Follow the instructions on the screen to create a new password. 

NOTE: You will need to answer some of your account security questions to 

verify your identity. 
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Action Description and Guidance 

HCS Login Page 
> Forgot your 
User ID 

1. Go to the HCS login page. 

2. Scroll down to the bottom of the HCS login page, and click Forgot your 
User ID. 

3. On the Forgot User ID screen, enter the requested information. Click in the 
I’m not a robot checkbox, and then click the Email me my User ID button. 

 

4. Check your email for a message from CAMU containing your User ID. Then 
go back to the HCS Login page to log in. 

For other questions or help regarding your HCS and EDRS access, refer to the contacts listed in 

Chapter 2. Getting Help. 

EDRS Role Assignment 

Each office/facility has at least one person assigned the HCS role of HCS Coordinator. The HCS 

Coordinator(s) for the ME/Coroner’s office is in the County Department of Health. They are responsible 

for setting up and maintaining all EDRS role assignments for the county’s MEs/Coroners and their staff. 

Your EDRS role assignment adds you to the office and gives you access to EDRS. Your EDRS role is 

based on your job duties and professional credentials. EDRS roles determine what information you can 

enter and your authorization permissions for certifying a case.  

Your HCS account must have been activated before the HCS Coordinator can assign you an EDRS role. 

One EDRS Role Per Office 

Only one EDRS role is assigned per user within an office. If you are affiliated with more than one office, 

then you will need to have an EDRS role assigned by the HCS Coordinator at each of those offices. 
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If you perform multiple roles in the death registration process – such as being Coroner in the county, and 

also a Funeral Director at a funeral firm – then you will need to have those different roles assigned within 

each organization. You still only need the one HCS account, and you will be able to change offices within 

a single logged in session without having to log out between offices. 

Sign Into EDRS 

After your HCS Coordinator has assigned you an EDRS role, you may sign into EDRS.  

Action Description and Guidance 

HCS Home Page > 
My Applications > 
EDRS 

1. On the HCS Home page, click the link to EDRS in the My Applications 
panel. 

 

NOTE: Click right on the letters EDRS, not on the blue circled ‘ i ‘, which 

only gives information about the application. 

2. The EDRS Select your Office page should display for you to sign into your 
County Department of Health ME/Coroner office.  

HCS Home Page > 
Refresh My 
Applications List 

If EDRS is not listed in My Applications click Refresh My Applications List to 
update the list of applications which you are authorized to use based on any 
new HCS role assignment. 

Check to see if EDRS is now listed in My Applications. 
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HCS Home Page > 
My Content > All 
Applications 

If EDRS still is not listed in My Applications, then you can add it:  

1. Click My Content in the top menu bar, and then click All Applications.  

 

2. In the Browse by line, click E to view applications beginning with the letter 
E.  

 

3. Then locate Electronic Death Registration System in the list. 

4. In the right column, click the green circled plus sign  to add EDRS to My 
Applications list. 
 
If you do not see the green circled plus sign for EDRS, that means the 
application has already been added to your account, or that your HCS 
Coordinator has not yet assigned you an EDRS role.  



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

24 

Action Description and Guidance 

NOTE: On the My Content > All Applications page, you can click directly 

on Electronic Death Registration System to launch the application. 

EDRS > Select 
your Office 

After launching EDRS, the Select your Office page should display listing all 
offices where you have an EDRS role assignment.  

Click on your County Department of Health office name to sign in under your 
ME/Coroner office. 

NOTE: Your County Department of Health office might be named as County 

DOH, or County Health Dept.  

 

NOTE: Non-medically licensed Coroners and ME/Coroner Staff, if you 

do not yet have an EDRS role assignment, then instead of seeing the 

Select your Office page, you may see an error message indicating you do 

not have permission to access EDRS. Contact your HCS Coordinator to 

complete your EDRS role assignment. 
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Action Description and Guidance 

Select your Office 
> Click here if 
profession or 
office not found 

If the Select your Office page displays, but your County Department of Health 
office is not listed: 

1. Click the link Click here if profession or office not found.  
EDRS will re-sync with HCS to pick up any new office assignments your 
HCS Coordinator has made. The page will refresh. 

2. If your County Department of Health office is still not listed, then contact 
your HCS Coordinator to assign you an EDRS role. After the EDRS role 
has been assigned, you should log into HCS and sign into EDRS. 

NOTE: MEs and medically licensed Coroners, because you have medical 

credentials, after clicking Click here if profession or office not found, 

you may see a link to Create My Independent Medical Certifier Office. That 

feature is not intended for ME/Coroners; it is mainly for primary care 

physicians. 

EDRS Home Page After selecting your office, the EDRS home page displays for you to begin 
working in a case.  

 

• Fast Links are available on the EDRS home page to allow you quick 
access to the features you use most often. All features are also available 
through the top menu bar.  

• As you use a feature frequently, a Fast Link button to that feature will be 
added. Then if you do not use certain Fast Links for a while, their Fast Link 
button will be removed from your EDRS home page, but the Fast Link 
button to returns after you have been using the feature again.    

 

EDRS Case Ownership is By Office/Facility 

A case in EDRS must be “owned” in order to complete the death information. Essentially, the facility 

responsible for the deceased body at a given point in time “owns” the case in EDRS. If a medical staff 

person creates a case, it is available for a funeral firm to take ownership. 

Cases are linked to one office. If you are affiliated with multiple offices, make sure you select the correct 

office when working on a case in EDRS. If you cannot find a case, you may need to change offices in 

EDRS. Do this by clicking Main > Change Office on EDRS Home Page. 
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Case ownership can be transferred to a different office/facility. If a case is owned by a different office than 

the office you selected at EDRS sign-in, then you will not find that case when you search for it, and that 

case will not appear in your work queue.  

There are situations where you can work on a case even though it is owned by a different office. 

Examples: 

• A case owner requests medical certification from a non-affiliated Certifier.  
This means that the Medical Certifier is not directly affiliated with the office that owns the case. The 
case is shared with the Certifier using the Request Non-Affiliated Certification feature. Case 
sharing of this type is typically done by a non-medically licensed Coroner or by a medical facility. 

• A funeral firm engages an external Funeral Director as a Trade Call. 

Logout and Timeout 

For confidentiality and security reasons, you should always log out of EDRS and close the browser 

window if you are leaving your work area. 

Use caution if multiple EDRS users are accessing HCS and EDRS from the same computer or device. Do 

not share your user account with another EDRS user. 

To comply with NYS Account Management and Access Control Standards, the HCS has a timeout 

feature. You will be logged out of the application after 15 minutes of inactivity. Be sure to save your work 

frequently.  
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5. EDRS Case Process for 
Medical Examiners/Coroners 

The work flow process for the ME/Coroner may vary depending on the preferred practices within the 

jurisdiction, the specific details of the case, and/or the credentials of the Certifier.  

Five Ways To Receive a Case in EDRS 

The ME/Coroner can receive a case in EDRS five (5) ways: 

1. The ME/Coroner or staff member creates the case. 

a. Use the Start/Edit New Case feature to create the case. 

2. The ME/Coroner forces ownership transfer of an existing case that was created and still owned 
by a medical facility.  

a. Use the Start/Edit New Case feature to find and access the existing case.  

b. Then use ME Review Case > Take control of case to transfer case ownership to your 
office. 

3. The ME/Coroner receives a referral to an existing case that was created by a medical facility. The 
referral was made using the Refer to Medical Examiner feature. 

a. Use Messages to access the referred case. 

b. Then use ME Review Case to Accept the referred case. Case ownership transfers to the 
ME/Coroner’s office when you accept the referred case. 

4. The ME or medically licensed Coroner receives a Request for Non-Affiliated Certification from 
a non-medically licensed Coroner. Non-affiliated means the requested medical certifier is not 
directly affiliated with the office/facility that owns the case.  

a. The ME/medically licensed Coroner uses Messages to access the case.  

b. Use Non-Affiliated Request Review to Accept the request to serve as medical certifier on 
the case. Case ownership is retained by the office/facility that issued the request for non-
affiliated medical certification. 

5. The ME/Coroner or staff member may take ownership of an existing case that was already 
created either by medical office or facility who has Relinquished medical ownership of the case 
Relinquishing the case has left the case with no medical owner.. 

a. Use the Start/Edit New Case feature to find the existing case. 

b. Click on the decedent’s name in the search results to retrieve the case.  

c. A message pops up asking you to confirm that you are taking responsibility for medical 
certification of the case. Click OK to take ownership of the case. 

Note: This same process (5) can occur for the ME/Coroner if a funeral firm created the case and 

the case does not yet have a medical owner. However, NYS recommends that the medical owner 

create the case in EDRS. 
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Diagrams of Work Flow Processes for ME/Coroners 

This section contains four diagrams that depict the EDRS work flow process for ME/Coroners and 

Coroner-designated physicians. The first diagram shows the overall electronic process, outlining 

differences in process based on the credentials of the Certifier. The other diagrams show the work flow 

process under three different case scenarios, depending on who creates the case and how the 

ME/Coroner initially accesses it.  

Notes: 

● MEs and medically licensed Coroners serve as Medical Certifier on their own cases.  

● Coroners who do not have a medical license will be able to Coroner Certify the case, but they 

must share the case electronically with a licensed Medical Certifier for Medical Certification. In the 

diagram of the EDRS Overall Process, this Medical Certifier is referred to as Coroner’s Physician. 

● The non-medically licensed Coroner will use the Request Non-Affiliated Certification feature to 

share the case with a Medical Certifier (Coroner’s Physician) who is not directly affiliated with the 

Coroner’s office.  After the case has been Medically Certified, the Coroner will Coroner Certify.  
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EDRS Overall Process for ME/Coroners and Coroner-Designated Physicians 
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Case Scenario 1 – Medical Facility Creates the Case; Transfers Case 
Ownership to ME/Coroner Office 
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Case Scenario 2 – Non-Medically Licensed Coroner Creates the Case; 
Adds Non-Affiliated Medical Certifier 
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Case Scenario 3 – Medical Facility Creates the Case; ME/Coroner Takes 
Ownership 
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6. EDRS Home Page and Top Menu Bar 

EDRS Home Page 

The EDRS home page is the main page that displays upon signing into EDRS. You will return to this page 

often to begin or resume work on a case. The elements on the EDRS home page are explained below. 

 

 Home Page Element Description and Guidance 

1 Office Name The name of the office you signed into at the start of your EDRS 
session. You can only fully access cases owned by the office you 
are signed into; this includes reviewing messages and your work 
queue associated with the designated office. If you have an EDRS 
role assignment at more than one office, you can change offices 
without having to log out by using the Main menu’s Change Office 
feature. 

2 Top Menu Bar The menu bar across the top of the page provides access to all 
functions in EDRS connected to your user role. The top menu bar 
displays at all times, on every page in EDRS, allowing you to jump 
Menu bar functions at any time without having to first back out of a 
case.  

See also the Top Menu Bar section later in this chapter. 

3 Fast Links Fast Links buttons give you a shortcut to easily access the EDRS 
functions you use most frequently. Messages and Registration 
Work Queue Summary Fast Link buttons are always visible on the 
EDRS home page, while other Fast Links buttons are added to the 
home page after repeated use of those functions from the top menu 
bar.  

If you do not use a Fast Link for a while, its button will be removed 
from your EDRS home page, but the Fast Link button returns after 
you have been using the feature again frequently. 
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 Home Page Element Description and Guidance 

4 User ID Your User ID displays at the top of the EDRS window. This can be 
handy if you need to get help when using the application. 

5 Logout Button The Logout button signs you out of EDRS and returns you to the 
HCS home page.  

To log out completely you also need to log out of HCS by clicking 
Home > Logout in the HCS menu. 

 

Top Menu Bar 

Main Menu 

The Main menu includes four options: Home, Change Office, Messages, and Logout.  
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Menu Option Description and Guidance 

Home Selecting Home on the Main menu returns you to the EDRS home screen. 

 

Change Office If you are affiliated with more than one office/facility (that is, if you have an 
EDRS role assignment at multiple offices), then you can use Change Office to 
sign into one of your other offices, without having to log out and log back in. 
Change Office takes you back to the Select your Office page.  

NOTE: You will only be able to fully access the cases that are owned by the 

office you selected on the Select your Office page.  

 

NOTE: If you are not able to access an existing case that you or a colleague 

previously worked on, you may not be signed into the same office they were 

in when they created or took ownership of the case.  

If the case is owned by the incorrect office, there is no need to create a new 

case in the correct office. The case can be transferred to the correct office 

using Relinquish Case, and then Change Office to the correct office, 

search for the case, and take ownership of it. 
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Menu Option Description and Guidance 

Messages Case-related notifications will arrive in your EDRS Messages. These system-
generated Messages inform you of action needed or taken on a case. Most 
system-generated Messages are also sent to your email account as an 
additional alert.  

In addition to being available in the Main menu, Messages are also a Fast Link 

button on the EDRS Home page.  

 

View the Entire Message:  

Some messages may be longer than just the text that displays on the Messages 
page. To view the entire message, click on the sender’s name in the From 
column.  

Access the Case:  

To access the case the message pertains to, click on the linked decedent’s 
name at the end of the Message Text. The case will open. 

Clean up Your Messages:  

Some messages will automatically be removed from your message list as they 
age, but you can clean up your Messages list by deleting messages you no 
longer need, such as those you have already completed. To delete a message, 
click in the checkbox in the far right column, and click Remove from List. 

Logout Logout signs you out of EDRS and returns you to the HCS Home page. To also 
log out of HCS click Log out on the HCS Home page. 
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Life Events Menu 

The Life Events menu is where you will search for existing cases and create new cases. 

 

Menu Option Description and Guidance 

Death > Locate 
Case 

Select Death > Locate Case in the Life Events menu to continue work on a case 
that you already own.  

Locate Case allows you to enter minimal information as your search criteria, such 
as just the Date of Death, or part of the decedent’s First or Last Name.  

Locate Case Page – Enter Search Criteria: 

 

Search Results for Locate Case:  

 

Decedent’s Name Opens the Case: 

If you have located the desired case in the search results, click the Decedent’s 
name to view the case. The case will open on the first page of the case, the 
Decedent page.  
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Menu Option Description and Guidance 
Preview First: 

You may also click Preview in the right column of the search results to see a 
summary of the case to confirm the case status or determine if that’s the intended 
case. The Preview panel displays below the Search Results. When Previewing a 
case, the Preview link in Search Results changes to Select. When you have 
confirmed it is the correct case, click Select or click the Decedent’s Name to 
access the case. 

 

Death > 
Start/Edit New 
Case 

Select Death > Start/Edit New Case in the Life Events menu to: 

• Search and take ownership of an existing case not yet owned by your 
office 

• Examine a case owned by a medical facility 

• Create a new case in EDRS. 

Start/Edit New Case requires specific information for searching: First and Last 
names, Date of Death, and Sex. 

 

The Search Results page gives tips and instructions on what action to take next. 
Review the tips and instructions given on the Search Results page.  
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Cases Found Matching Your Search Criteria: 

 

If your search criteria resulted in one or more cases listed on the Search Results 
page, then if you see the desired case, click the Decedent’s Name to access the 
case.  

Alternatively, you may click the Preview link on the right to view a summary of the 
case so you can verify if it is the desired case and check the status of case 
completion. 

Previously Unowned Case:  

If the case you found is not currently owned by any office, then you will see a pop-
up message about that, asking if you want to become the owner of the case.  

 

Click OK to take ownership. Your office now owns the case; all EDRS users in 
your office can access and edit to the case. 

NOTE: For the case to be unowned, the previous owner of the case released 

their ownership of the case by using Relinquish Case, located on the Death 

Registration Menu under Other Links. Relinquish Case makes the case 

available to be picked up by a different owner/office.  
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Menu Option Description and Guidance 
No Cases are Found Based on Your Search Criteria: 

 

If no cases are found and you are certain the case was not already created in 
EDRS, then you may click the “start new case” button, which is labeled If case 
does not appear above, start new case. 

 

NOTE: If cases were found in your search results, but not the desired case, 

and you are certain the case was not already created in EDRS, then you may 

click the “start new case” button. 

Upon clicking the “start new case” button, a pop-up message displays asking you 
to confirm that you intend to create an entirely new case. Please read the 
message to be sure you are not creating a duplicate case for the same decedent. 
Duplicate cases cannot be deleted in the database. 
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Menu Option Description and Guidance 

 

The Case 
Opens on the 
Decedent Page 

When you access an existing case or create an entirely new case, the case 
always opens to the Decedent page.  

If you have created a new case, your search criteria are automatically transferred 
to the new case. 
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Queues Menu 

The Queues menu pertains to the Registration Work Queue, giving you the ability to monitor and access 

EDRS cases that require action. Which work queues are available depends on the individual’s EDRS role. Use 

the Registration Work Queue Summary to access all available work queues for your role. 

NOTE: Queues display for the office you selected when signing into EDRS. To view work queues for a 

different office, you will need to select Change Office in the Main menu. 

 

Menu Option Description and Guidance 

Registration 
Work Queue 
Summary 

Select Registration Work Queue Summary in the Queues menu to review 
status of cases that require action.  

After you use the Registration Work Queue Summary frequently, a Fast Link 
button for this menu option appears on your EDRS home page.  

 

The Registration Work Queue Summary shows you work flow categories, 
allowing you to access the cases by where they are in the ME/Coroner’s 
registration work flow process. 
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Menu Option Description and Guidance 
Description of the Registration Work Queue Summary table: 

• Queue Name – the work flow category 

• Type – the EDRS module the Queue pertains to; for ME/Coroners, all work 
queues will be in the Death module.  

• Count – number of cases you currently have awaiting action in the 
corresponding work queue 

• Age of Oldest in Days – how long the oldest case has been sitting in this 
work queue awaiting completion 

Sort the Listed Cases: 

You can reorder the list of cases in the Registration Work Queue Summary or in 
any specific Work Queue by clicking a column heading. Cases will be resorted in 
ascending or descending order by the information contained in the selected 
column (alphabetic or numeric order, depending on the content). 

Transitioning a Case Through The Work Queues: 

When all actions required for a work flow stage are completed, the case 
automatically moves to the next applicable Work Queue.  

For example, while medical information is incomplete, the case will appear in the 
Medical Pending Work Queue. When all medical information has been entered 
and passed Validation, the case is removed from the Medical Pending Work 
Queue, and added to the Certification Required Work Queue. 

Select a Work 
Queue from the 
Registration 
Work Queue 
Summary 

In the Registration Work Queue Summary, click the name of a Work Queue to 
see a list of cases awaiting action in the selected phase of completion. Shown 
below is an example of the Medical Pending work queue listing cases in which 
the decedent’s medical data needs to be completed. 

 

Description of the Work Queue Table:  

• Registrant – decedent’s name 

• Date of Event – date of death 

• Data Provider –  additional data owner on the case, if applicable, such as a 
funeral firm entering the decedent’s personal information 
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Menu Option Description and Guidance 
Access a Case from the Work Queue: 

To access a case from the Work Queue, click the Registrant name or the 
Case ID number. The case opens to the Decedent page.  

 

Search for a 
Case in the 
Work Queues 

If you are looking for a specific case or group of cases in your Work Queues, 
rather than browsing through all cases in the associated Work Queue to try to find 
it, you can search for the case(s) by a number of search criteria.  

The search fields are at the top of the Registration Work Queues page. To get 
there, select Registration Work Queues on the Queues menu. Alternatively, you 
can select Registration Work Queue Summary, and then click on a Work 
Queue.  

 

Description of Search Fields: 

You may specify search criteria in one or more of the search fields, and then click 
Search. 

• Queue – you must select a specific Work Queue to search in. 

• Search Type – you may select Case ID number, name of a person who 
previously worked on the case (employee name), Funeral Home associated 
with the case, Local Registrar’s name if they previously accessed the case, 
State File Number (SFN) if the case was already registered. 

• Value – if you selected a Search Type, then enter here the specific 
information you are looking for of the selected type.  
 
You may enter the full name or number, or partial information with the 
wildcard percent (%) symbol. You will find more matches if you enter partial 
information plus the wildcard %. For example, if you select the following: 

o Queue: Under ME review - Death 

o Search Type: Funeral Home  

o Value: grady% 

then all cases that the J.S. Grady Funeral Home is working on that are also in 
your Under ME review Work Queue will be listed in your search results.  

• Filter – you may specify the Age of the cases, which means how long the 
case has been in the specified Work Queue. 
 
When you specify the Age Filter, an associated Value field will appear for you 
to select the age range.  
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Menu Option Description and Guidance 

NOTE: To see all cases in the selected Work Queue, click Show All Rows. 

Forms Menu 

Menu Option Description and Guidance 

Print Forms This page gives certain user roles access to blank forms for printing (no case 
data) when a portion of case process is to be completed on paper. For example, 
Local Registrars can access a blank Burial Transit Permit here.  

No blank forms are currently available to the ME/Coroner’s office.  

Help Menu 

The Help menu currently includes only the Show Tooltips option. For a full range of EDRS learning 

resources, visit the EDRS website, located at http://www.health.ny.gov/vital_records/edrs. 

Menu Option Description and Guidance 

Show Tooltips Tooltips provide online help for most data-entry fields in EDRS. When Tooltips 
are turned on, when you mouse over a field (hover your mouse on the field), the 
Tooltip pops up to give you information about the field. When you move your 
mouse away from the field the pop-up Tooltip closes automatically.  

The NYS EDRS team recommends you turn on Tooltips for the first several 
weeks that you are using EDRS. The content in the Tooltip content is updated 
tool tips periodically, so it’s a good idea to occasionally turn them back on even if 
you have been using EDRS for several months. 

To turn on Tooltips, click Help, and then click in the checkbox next to Show 
Tooltips.  

 

To turn off Tooltips, click in the checkbox to remove your check. 

http://www.health.ny.gov/vital_records/edrs
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7. How to Use EDRS Case Pages 

The Death Registration Menu 

The Death Registration Menu always displays in the left panel while you are viewing a case. 

ME/Coroners will see three (3) sections in the Death Registration Menu: Personal Information, Medical 

Certification, and Other Links. 

All items listed in the Death Registration Menu are links that take you to that page or feature when you 

click the link. Each item listed in the Personal Information and Medical Certification sections is a ‘page’ in 

the case where you will enter data to complete the case, thereby completing the Death Certificate. The 

Other Links section includes special features for managing the case.  

The Personal Information section will only include the Decedent page when you first create or retrieve the 

case. The other data pages in that section become available to the ME/Coroner if you indicate on the 

Decedent page that you will be responsible for the Personal Information. 
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Elements on a Case Page 

Let’s look at how a case page is organized. The numbered elements are described in the table that 

follows. 

 

 Element Description and Guidance 

1.  Office Name This is the office you selected upon signing into EDRS on the Select your 
Office page. Remember that case ownership is by office/facility, so if you are 
affiliated with more than one office, you will need to be sure you are in the 
appropriate office associated with the case. If you create or take ownership of 
a case while signed in under a different office, you and your colleagues will 
not be able to fully access the case when signed in under a different office. 

2.  Case Header Includes the Case ID Number, the name of the decedent, and the date of 
death as pronounced in the case. The case header is displayed on all pages 
of the case.  
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 Element Description and Guidance 

3.  Status Bar Although the Status Bar might look somewhat cryptic, it is very helpful for you 
to get accustomed to reading it. It tells you where the case is in the work flow 
process, which sections of data are complete and valid, and what actions are 
needed on the case to complete registration. Certain features in EDRS are 
only available at specific parts of the process, so reading the status bar 
frequently can help you to manage the case. 

The status bar tells you the status of Personal and Medical data validation, 
Registration status, Personal data affirmation/signing, Medical Certification, 
Coroner Certification as applicable, and any outstanding referrals or changes 
in case ownership. 

See Chapter 3. Glossary of Terms and Case Status Bar for a full definition 
of each of the various statuses indicated in the Status Bar. 

4.  Page 
Currently 
Being Viewed 

As you view a page, its corresponding link on the Death Registration Menu 
changes from a dark blue link on a light blue background to red letters on a 
white background. The title of the page is also shown on the page itself, just 
below the Case Header. 

5.  Data Entry 
Fields 

The main part of each case page contains the data fields where you will enter 
the information for the Death Certificate. To navigate around the page from 
field to field, click in the desired field with your computer mouse, or use the 
Tab key to advance through the page. 

Many of the fields include special tools to help you enter the information 
from the EDRS database instead of typing it in freehand.  

Data Entry Tools: 

 
Drop-down lists – Click the down-arrow on the right side 

of the field to select your answer from a list. 

 
Entering a Date – Calendar tool or Type it in 

Selecting a date in the Calendar tool: 

1. First select the year in the drop-down list. 

2. Next select the month in the drop-down list. 

3. Then select the day by clicking on it in the Calendar. 

Typing in a Date:  

• You may also enter a date by typing in the date field 
rather than using the Calendar tool. Dates may be 
entered using any of the formats listed below. 

MMDDYYYY Enter date in all numbers, no punctuation. 
Example: 09021954 
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 Element Description and Guidance 

 

NOTE: That is the easiest format to 

enter because it requires the least 

typing. 

MM/DD/YYYY Enter date in all numbers, separated by 
slashes. 
Example: 09/02/1954 

MMMDDYYYY Enter date in letters (for month) and 
numbers, no punctuation. 
Example: Sep021954 

MMM-DD-YYYY Enter date in letters (for month) and 
numbers, separated by hyphens (dashes). 
Example: Sep-02-1954 

 
Auto-fill tool for automatically calculating or filling in the 

next set of fields based on information you selected in the 
preceding field. For example, on the Decedent page the 
auto-fill tool automatically calculates the decedent’s age at 
their death based on their Date of Birth and Date of Death.  

 
Places look-up tool for selecting city or town, county, 

state, and country. The Places tool automatically pre-filters 
counties by the selected state, and cities/towns/villages by 
the selected county. Using the Places look-up tool reduces 
validation errors by ensuring the city is valid for the county, 
etc. 
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 Element Description and Guidance 

 Look-up tool for selecting a person, office/facility, 
cemetery, etc. from the EDRS database. Using the Look-up 
tool automatically fills in all other corresponding information 
for the item selected, such as a facility name, registration 
number, and complete address. The Look-up tool reduces 
validation errors and ensures that the location/address is 
correctly geographically coded for statistical reporting and 
tracking. 

To use the Look-up 
tool, click on the 
magnifying glass. 
In that pop-up look-
up window, you can type in partial or complete words or 
phrases. Add the wildcard % character in your look-up 
critera to increase the results of your look-up. Type in the 
wildcard % character before or after your word(s), or you 
may include % both before and after. The system looks for 
exact entries matching the text you entered, except for 
where the % character is placed.  

Examples of how to use the wildcard %:  
 

%Smi Searches for anything ending with ‘smi’ 

Smi% Searches for anything starting with ‘Smi’ 

%Smi% Searches for anything with ‘smi’ anywhere in the 
name 

 Eraser tool for clearing/deleting data from a set of 
associated fields, such as a name and address that were 
auto-filled from a user profile in EDRS. 
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 Element Description and Guidance 

Predictive 
Text  

Many data entry fields throughout EDRS are coded with a 
Predictive Text feature that offers you a list of possible 
answers from the EDRS database. You can use this instead 
of the Places look-up tool, for example.  

How Predictive Text Works:  

• In a State field, for instance, start typing in the full name 
of the State (not the abbreviation). After typing the first 
few letters, a list of all States that start with those same 
letters pops up below the field for you to select from by 
clicking on the desired State name. The more letters 
you type, the closer the match. Let’s keep going.  

• After entering the State name, click in the 
corresponding County field, and begin typing the name 
of the County. A list of Counties that start with the same 
letters will pop up, but this time it will only be the 
Counties that are in the State you already entered.  

• After selecting the desired County, do the same in the 
City/Town field. This time only the matching 
Cities/Towns/Villages that are located within the 
specified County will pop up for you to select from.  

The take full advantage of the Predictive Text feature, you 
should enter the largest corresponding element first (such 
as State before County), and then work your way down to 
the smallest corresponding element in that group of fields, 
so that the Predictive Text pre-filters your list of results 
according to the other elements you already entered. 

NOTE: If you are using Google Chrome as your internet 

browser, be sure to turn off Google Chrome’s autofill 

feature, which conflicts with EDRS Predictive Text. 

Chrome’s autofill feature will pull in information from your 

own personal web browsing history and your previous 

online transactions, such as online purchases you may 

have made. It may be difficult for you to tell the 

difference. Detailed instructions: Procedure to Turn Off 

Autofill in Chrome. 

 

6.  Navigation 
Buttons 

Use the page Navigation Buttons to navigate through a case. 

 

Validate Page: Checks your data entries against system requirements to 
make sure all required fields are completed and contain expected, valid data. 
Validate Page also saves the data. You must Validate every page in the 
case. It is best to Validate each page as you complete the page. 

https://www.health.ny.gov/vital_records/edrs/docs/edrs_procedure_turning_off_autofill_in_google_chrome.pdf
https://www.health.ny.gov/vital_records/edrs/docs/edrs_procedure_turning_off_autofill_in_google_chrome.pdf
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 Element Description and Guidance 

Next: Moves you to the next page in the process. You may also navigate to 
the next page or to any desired page by clicking the corresponding page link 
on the Death Registration Menu. 

Clear: Removes data you just entered on this page. 

Save: Saves the data you entered on this page, but does not validate your 
entries against system rules. You may want to use Save while in the middle 
of entering data on a page, while you know you have more data to complete 
and are not yet ready to Validate the page. Remember, though, that Validate 
Page also saves your data.  

Return: Returns you to the last completed, saved page. On some of the 
Other Links pages, the Return button sends you back to the page where you 
accessed the case, such as Search Results or Messages.  

7.  Validation 
Results 

When you Validate Page, the results of your Validation displays in this 
Validation Results panel at the bottom of the page. Validation Results 
include and error messages your data has received based on system 
requirements or recommendations. Each error message pertain to a specific 
field on the page. Some errors may also pertain to related data from another 
page in the case.  

See also the Validation Results section below. 

8.  Error Buttons 
(in Validation 
Results) 

Error buttons allow you to show or hide the error messages for now, and, 
most importantly, to Override an error message when you have confirmed 
that the information in the field is correct as entered, even though it might not 
exactly match system expectations. 

  

For more information about working with Validation Results, see the 
Validation Results section below.  

 

Validation Results 

The validation feature in EDRS checks that all required fields have data entered, and that the data in 

those fields match system expectations.  

You will see Validation Results indicated in three (3) places:  
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• In error messages in the Validation Results panel at the bottom of the page 

• As colored shading in the actual data field(s) on the page where the error was detected 

• As a validation symbol on the Death Registration Menu 

Error Messages 

After you Validate a page, the Validation Results panel appears at the bottom of the page, listing any 

error messages and guidance.  

Each error message is field-based, referring to a specific field, or in some cases a pair of related fields, 

where the data are in question. The message contains guidance on how to resolve the error. Be sure to 

read the error message(s) and follow its guidance. 

NOTE: The field noted in an error message may not contain an actual error. The system simply 

recognizes the data as either incomplete or different from what the system is expecting.  

Some error messages give you the ability to Override the error, accepting the data in the field as it is. 

Error messages that include a checkbox in the Override column to the right of the message have the 

ability to be Overridden, and the corresponding field(s) on the page will become shaded yellow after 

Validation. See Override an Error Message below for more information. 

Override is not available for all error messages. If an error message does not have a checkbox in the 

Override column, then you are required to fix the error in the data, and the corresponding field(s) on the 

page will become shaded red after Validation. 

Override an Error Message 

Some errors allow you to Override the error message and keep your data as it is. Error messages that 

allow an include an Override checkbox to the right of the error message. Overriding the error message 
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indicates that you are attesting the data to be correct as is – no changes needed - even though the data 

may not match what the system is expecting.  

 

NOTE: Be careful with Overriding error messages. Your goal should be accurate and complete data. 

Read the error messages and their guidance, and review your data. Then only Override an error 

message after you have confirmed that your data are accurate and complete as is. 

Where it is appropriate you should fix the data instead of Overriding the error message. See 

Common Causes of Error Messages below for tips on how to avoid or respond to some common 

errors 

To Override an error message: 

Action Description and Guidance 

Validation 
Results > Error 
Message 

Before Overriding any error messages, read the error messages and review your 
data to confirm accuracy. After you have verified that the data the error message 
pertains to is complete and accurate as is, then you may Override the error 
message.  

NOTE: For error messages on locality fields, be sure you have selected the 

locality from the EDRS database rather than typed in manually. To select from 

the EDRS database, use the Places look-up tool  or the Predictive Text 

feature. If using Predictive Text on locality fields, start with the largest entity, 

and work your way leftward to the smallest entity. 

1. Click in the Override checkbox to the right of the associated error message. 

 

Save Overrides 
button 

2. Click the Save Overrides button. 
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Action Description and Guidance 

NOTE: You may process multiple Override checkboxes together, and click 

Save Overrides to save as many Overrides as you have selected. 

Validate Page 
button 

3. Click Validate Page again to associate your data with the corresponding error 
Override. 

 

After Validation, the field(s) in the content area of the page which are eligible for Override will be shaded 

yellow to highlight where the error occurred. See the Validation Errors Noted with Colored Shading on 

Data Fields section below for more information.  

NOTE: Even after you Override an error message, the associated field(s) will remain shaded yellow to 

indicate that your data contains an exception to system rules. The Overridden error message will also 

remain in the Validation Results, with your Override checkbox checked. The Validation symbol on that 

page in the Death Registration Menu will always have a yellow dot symbol to indicate that it contains 

an error message.  

 

NOTE: If you change related data on the page after Overriding error messages, you should always 

clear the previous Overrides that may no longer be relevant to your current data. Clearing prior 

Overrides is a multi-step process because Overrides in the database are stored separately from the 

actual data. 

1.  Uncheck the Override checkboxes by clicking in the boxes to remove your checkmarks. 

2.  Then click Save Overrides to save your removal of the Override, and click Validate Page to 

save everything as is and re-validate based on the current data on the page.  

3.  Now you may click in any remaining Override checkboxes (add a checkmark), and click Save 

Overrides to save your new Overrides. 

4.  Finally, Validate Page one last time to save everything as is. 
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Fix Errors 

To examine and fix errors, you can click the fix button  to the right of the error message (or you 

can click in the associated field right on the page).  

 

Notice that there are two fix buttons, one in the Goto Field column, and one in the Popup column.  

• Clicking the Goto Field fix button takes you directly to the field on the page to make changes.  

• Clicking the Popup fix button opens a pop-up window in front of the page for you to make 

changes. This may be especially handy if the error message resulted from comparing related or 

associated data from different pages. The popup fix window often lists multiple associated fields, 

allowing you to examine and adjust the associated data in one place.  

You must Validate Page again after taking action on any error messages 

Validation Errors Noted with Colored Shading on Data Fields 

Fields having errors change color on the page after Validation.  

• Red shaded fields are required fields, hard-coded for specific data or a specific criteria for the 

data. NYS sometimes refers to these as “hard edit” validation rules. 

• Yellow shaded fields are also required fields, but the error messages are soft-coded so that the 

Certifier (or other EDRS user in the office) can Override the error message if the data is 

appropriate and correct as is. NYS sometimes refers to these as “soft edit” validation rules. 

This same error color coding is used in the Validation Symbols on the Death Registration Menu. See 

that section below for more information. 
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Validation Symbols on the Death Registration Menu 

When you validate a page in a case by clicking the Validate Page button, the Death Registration Menu 

displays a validation symbol beside the link to every content page indicating its validation outcome. The 

validation symbols on the Death Registration Menu appear even for pages you have not yet accessed.  

The validation symbols are Red, Green and Yellow, like stoplight colors, denoting the completeness of 

each page in the case.  

 

Validation 
Symbol 

Description and Guidance 

 Red X - Information is still needed on this page; it is incomplete or contains errors that 
must be corrected. 

● 
Yellow dot - Information is complete on this page; however some field error messages 
may be overridden. This may happen if information entered conflicts with system rules. 
After saving overrides and re-validating, the page will still be marked with the yellow 
dot on the Death Registration Menu, the overridden error messages will remain on the 
page, and the affected field(s) will remain shaded yellow. 

 Green check mark - At this time information is complete and acceptable for this page. 

NOTE: Validation symbols must be either green or yellow to certify the Death Certificate.  
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Common Errors and How to Avoid Them 

Error Related 
To 

How to Prevent or Resolve Error 

Places – 
Address and 
Locality 
Validation 

Address fields should mostly be entered by selecting to entry from the EDRS 
database so that the system’s geographic coding is accurate for statistical 
reporting. This pertains to Country, State, County, City/Town/Village, Street 
Designators (Avenue, Boulevard, etc.) and street Directional indicators (East, 
West, etc.). Error messages on address fields are often triggered because the 
information was entered manually by typing it in, rather than by selecting it from 
the drop-down list, Predictive Text selection, or using the Places tool to look it up.  

Most locality/municipality errors can be avoided by selecting the largest entity first 
– for example, enter Country, then State, then County, then City or Town – 
because that process pre-filters the next field to only those localities that are valid 
for the larger entity already selected. This is what the Places look-up tool does, 
but you can also use the Predictive Text feature to pre-filter your list of possible 
entries by entering the data in larger-to-smaller order. 

Required Field 
Left Blank – 
Data Unknown 

If the information requested in the text field is unknown, many fields will accept 
Unknown as your answer. Note that Unknown should be typed with an upper 
case U to avoid an error message on the use of proper case, because proper 
name fields are always expecting that a name will begin with an upper case letter. 

If the information requested in a date field is unknown, then EDRS validation 
rules for most date fields accept 99-99-9999 to mean Unknown Date. The date 
format can also be entered as all numbers, no hyphens: 99999999 to represent 
MMDDYYYY format. EDRS will convert both of those formats to the EDRS 
standard date format of MMM-DD-YYYY.  

NOTE: If the date entered were an actual date, such as 01012018 to represent 

January 1, 2018, then EDRS would convert 01012018 to the standard EDRS 

date format or Jan-01-2018. 

Cause of Death 
Statements 

The Cause of Death page system validation rules are checking for the following: 

1. The wording correlates to standard terminology for disease or injury coding 
(per ICD standards). 

2. The immediate cause given in Part I Line (A) is supported by underlying 
cause(s) (disease, injury, or condition) in Lines (B), (C), and (D), as 
applicable. 

3. If cause of death is from trauma or injury, then an ME/Coroner is a certifier on 
the case. 

4. Death related to opioid use is reported in such a manner to ensure accurate 
reporting, coding, and statistical tracking. 

Guidance for how to complete the Cause of Death statements is provided on the 
page in EDRS: 

• In the instructions at the top of the page 
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Error Related 
To 

How to Prevent or Resolve Error 

• In the linked NCHS Recommendations for Entry of Cause of Death at the top 
of the page 

 

• In the Validation Results at the bottom of the page – After you click Validate 
Page, be sure to read any error messages for guidance and considerations 

Possible 
Duplicate Case 

EDRS Validation checks for possible duplicate cases based on the decedent’s 
name, date of death, sex, date of birth, and, if entered, the Social Security 
Number. A duplicate case may have been created because a user could not find 
or did not know how to access the existing case.  

Once a case has been created in EDRS, it cannot be deleted. It can only be 
marked by the EDRS team as Abandoned/no longer in use.  

To avoid creating a duplicate case, follow the instructions and guidance provided 
on the Start/Edit New Case > Search Results page.  

If EDRS Validation finds a duplicate case, you should contact the EDRS team for 
help determining which of the duplicate cases should be Abandoned and which 
case should proceed toward Registration. EDRS Call Center: 844-866-EDRS 
(3377). 

After the EDRS team member marks a duplicate case as Abandoned, you will still 
get an error message about a possible duplicate case. To proceed with certifying 
the case you will need to Override the error message by clicking in the override 
checkbox next to the error message, click Save Overrides, and then Validate 
Page again.  

Name of Street 
is Entered in 
Unexpected 
Case – 
Upper/Lower 
Case 

EDRS Validation rules expect street names to be entered in proper case, 
beginning with a capital letter and normally followed by lower case letters. Other 
acceptable characters in street names include spaces, hyphens, upper case 
letters in the middle of the street name, and numbers. Even if a street name is 
unknown, you should still enter that information in proper case to avoid getting an 
error message. Examples of how to enter street names: 

• Main 

• Martin Luther King 

• McLean 

• First 

• 1st 

• Unknown 

Cremation 
Clearance 
Required 

Cremation Clearance is required in certain counties. NYS is not currently 
processing Cremation Clearance electronically in EDRS. However, EDRS still 
prompts for this process on the Disposition page when Method of Disposition is 
Cremation as a reminder to case participants. Validate Page results in two error 
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Error Related 
To 

How to Prevent or Resolve Error 

messages pertaining to Cremation Clearance – one for request for approval the 
ME/Coroner, and the other for the ME/Coroner’s response.  

In all counties of NYS, the two Cremation Clearance error messages should be 
overridden. In counties where Cremation Clearance is required, the request and 
approval are still being handled offline/on paper. In those counties a Comment 
should be added in the case indicating if Cremation Clearance has been 
obtained, and referencing the ME/Coroner’s clearance number. See the 
Comments section in Chapter 11. Other Links Pages in the Death 
Registration Menu. 

Navigation 
Error Using 
Browser Back 
Button 

When working within a case in EDRS, avoid using the browser Back button  
which can disrupt communication with the database and could cause loss of 
entered data. 

Instead, you should always use EDRS navigation links, such as on the Death 
Registration Menu, and navigation buttons, such as the Next and Return buttons 
on case content pages, to advance through your case.  

NOTE: To access the Certify page, and Coroner Certify page, you must click 

those page links on the Death Registration Menu. Those are Affirmation 

pages, so they are not accessible from a Next button the way case content 

pages are.  

Cannot Find a 
Case I Own, 
Using the 
Locate Case 
Feature 

Locate Case gives you easy access to your cases that are owned by the office 
you selected at EDRS sign-in. If you are affiliated with more than one office, be 
sure to select the correct office at sign-in. If you are signed into a different office 
than the one that owns the case, you will not find the case using Locate Case to 
search for it. Using Start/Edit New Case to search for it, you will be able to 
access the case (because your ME/Coroner role gives you that privilege), but you 
will not be able to edit the case while still signed in under a different office than 
the office that owns the case.  

Case is in Wrong Office – Transfer Ownership: 

If you discover that your incorrect office owns the case – e.g., it was created while 
signed into the wrong office, or you took ownership of the case while signed into 
the wrong office –  then you can transfer the case ownership to the ME/Coroner’s 
office.  

EDRS offers ME/Coroners and their staff three ways to transfer ownership of a 
case. The easiest way is as follows: 

1. Sign into EDRS in the County DOH office. 

2. Use Start/Edit New Case to access the case. 
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Error Related 
To 

How to Prevent or Resolve Error 

3. With the case open on the screen, click ME Review Case, under Other Links 
in the Death Registration Menu. 

4. Choose the action Take Control of Case. Click Save. Click on a page in the 
Death Registration Menu to exit the ME Review Case page and remain in the 
case.  

The ME/Coroner’s office now owns the case. 
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8. Access a Case 

This chapter explains how to access a case in EDRS. As an ME/Coroner you have several methods 

available for accessing a case. Which method you use depends on if the case was already created in 

EDRS, if your office currently owns the case, or if the case is being transferred/referred or shared with 

you.  

• Use Start/Edit New Case to search for and begin reviewing/working on the case your office does 

not currently own 

• Use Locate Case to search for and resume work a case in progress which your office already 

owns 

• Use Messages to access a direct link to cases transferred/referred or shared with you  

• Use Work Queues to access a direct link to cases in progress that require action from you 

• Use Start/Edit New Case to create a new case that your ME/Coroner office will own 

Access an Existing Case 

ME/Coroners and their staff may access all existing EDRS cases, even those currently owned by a 

different office/facility. Other EDRS users do not have this privilege.  

To access existing cases in EDRS, you will use Start/Edit New Case, Locate Case, Messages, and/or 

Work Queue, depending on whether your office currently owns the case  or if the case was referred or 

shared with you by a different case owner. 

Search for an Existing Case – Start/Edit New Case 

Start/Edit New Case allows you to search for a case you/your office does not own. Specific search 

criteria are required by the Start/Edit New Case page.  

NOTE: You may also use Start/Edit New Case for cases already owned by your ME/Coroner office; 

however, you will probably find it easier to use Locate Case or Work Queues to resume work on 

cases already in progress by your or others in your office. 
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Action Description and Guidance 

Death > 
Start/Edit New 
Case 

To begin working on an existing case, use Start/Edit New Case, which may be 
accessed two ways: 

• Click Life Events in the top menu bar, then click Death, and then click 
Start/Edit New Case. 

 

or 

• In the Fast Links on the EDRS home page, click Death Start/Edit New Case. 

 

Enter Search 
Criteria 

Enter your search criteria on the Start/Edit New Case page.  
This page requires specific information for searching. The required fields are 

outlined in red: First and Last names, Date of Death, and Sex. 

 

Click the Search button to process the search. 

Search Tips: 

• It is recommended that you enter only the required search criteria for best 
chances of finding the desired case. If you find that your search results 
include too many cases to conveniently find the desired case in the list, then 
go back to the Start/Edit New Case page and enter additional criteria, which 
will narrow the results. 

• Names should be entered in proper name case, with capitalized (upper case) 
first letter followed by lower case letters for the rest of the name. Names may 
include special characters such as apostrophe ( ‘ ) and hyphen ( - ). 

• Dates may be entered in any of the following formats: 

o MMDDYYYY (using numbers for the date) 
Example: 09021954 

o MM/DD/YYYY (using numbers for the date) 
Example: 09/02/1954 
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Action Description and Guidance 
o MMMDDYYYY (using a letters and numbers for the date) 

Example: Sep021954 

o MMM-DD-YYYY (using a letters and numbers for the date) 
Example: Sep-02-1954 

• If unsure about the required information: 

o Name - Enter “Unknown” 

o Date of Death - Enter the date the body was found 

o Sex - Select “unknown” 

All fields may be edited later after information becomes known, or amended if 
case is registered with Unknown information. 

NOTE: An unidentified decedent’s name is to be entered as Unknown, not 

John Doe/Jane Doe. This guidance is provided by CDC-NCHS. 

View Search 
Results 

The Search Results page provides instructions and lists any cases that match 
your search criteria. Read the instructions to be sure you understand your options.  

Case(s) are found matching your search criteria. 

 

No Cases are found based on your search criteria: 
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Action Description and Guidance 

NOTE: If the desired case is not listed in your search results, click New 

Search. You may need to get more information about exactly how the case 

was entered into EDRS, such as spelling of decedent’s name, the use of 

special characters or spaces, or if the decedent’s first and last names were 

reversed. 

Access the 
Case 

Find the desired case in the search results. 

Click the Decedent’s Name to access the case. 

Preview a case summary: 

• To view a summary of the case so you can verify if it is the desired case, click 
the Preview link on the right. The Search Results page expands to display 
the Preview panel at the bottom of the page. Preview also shows current 
case completion status. 

 

• Click the Select link on the right in the Search Results list to access the full 
case. 

Take Ownership 
of an Unowned 
Case 

If the case is not currently owned by any office, then you will see a pop-up 
message asking if you want to become the owner of the case.  

 

Click OK to take ownership.  

Your office now owns the case; all EDRS users in your office can access and edit 
to the case. 



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

66 

Action Description and Guidance 

NOTE: For the case to have been unowned, the previous owner of the case 

released their ownership of the case using Relinquish Case (located on the 

Death Registration Menu under Other Links). Relinquish Case makes the 

case available to for a different office to become the owner of the case.  

View the 
Decedent Page 

The case opens on the Decedent page.  

 

 

Locate Case – Resume Work on a Case You Already Own 

The Locate Case search feature is used to access cases that your office already owns. Locate Case 

allows you to enter fewer search criteria than Start/Edit New Case. It also allows you to enter much less 

precise search criteria, because it accepts wildcard searches (using the % character), and it includes the 

Soundex search button which allows you to broaden a name search to sound-alike and similarly spelled 

names. 

Locate Case only displays cases owned by the office you selected at EDRS sign-in. If you are affiliated 

with multiple offices, be sure you are signed into the correct office. 

NOTE: Cases shared with you as a Non-Affiliated Certifier cannot be accessed using Locate Case, 

because you do not own the case; the case remains owned by the office that issued the Request 

Non-Affiliated Certification. This can pertain to MEs and medically licensed Coroners whose 

medical credentials allow you to serve as a Non-Affiliated Certifier on a case. Non-Affiliated Medical 

Certifiers need to access cases through Messages, Work Queue, or Start/Edit New Case. 
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Action Description and Guidance 

Death > Locate 
Case 

To continue work on a case that your office already owns, use Locate Case: 

Click Life Events in the top menu bar, then click Death, then Locate Case. 

 

Or in the Fast Links on the EDRS home page, click Death Locate Case. 

 

Enter Search 
Criteria 

Locate Case allows you to enter minimal information as your search criteria, such 
as just the Date of Death, Case ID number, or part of the decedent’s First or Last 
Name. The fewer criteria you enter, the more cases your search will find.  

 

Click Search to process your search, or you may click Soundex (see explanation 
of Soundex in the Search Tips below). 

Search Tips: 

• Wildcard % - To increase your search results and make searching even 
easier, you can enter a portion of the information along with the wildcard % 
character.  
 
Example: You are looking for the case of a decedent named Mary Ann. Mary 
Ann may have also been spelled Maryanne, Maryann, Marianne, etc. You can 
search for the case by first name mar% to find all cases in which the 
decedent’s first name begins with the letters Mar. Search results will find Mary 
Ann, Maryann, Marian, Marion, Marvin, etc. 
 
Wildcard % works for numbers, too. 

• Soundex - If searching on all or a portion of the decedent’s name, you may 
click the Soundex button instead of Search to broaden your search to cases 
that are not an exact match but contain some of the same letters and sounds. 
Soundex is helpful if you aren’t sure of the exact spelling of the name.  



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

68 

Action Description and Guidance 
• No specific fields are required on the Locate Case page, so you can choose 

which criteria to enter for searching. However, if you enter Sex, you will be 
prompted to also enter another field. 

• Dates may be entered in any of the formats listed below, or you may use the 
Calendar tool to browse to and select the date: 

o MMDDYYYY (using numbers for the date) 
Example: 09021954 

o MM/DD/YYYY (using numbers for the date) 
Example: 09/02/1954 

o MMMDDYYYY (using a letters and numbers for the date) 
Example: Sep021954 

o MMM-DD-YYYY (using a letters and numbers for the date) 
Example: Sep-02-1954 

View Search 
Results 

The Search Results page lists any cases that match your search criteria.  

 

NOTE: If the desired case is not listed in your search results, click New 

Search. You may need to get more information about exactly how the case 

was entered into EDRS, such as spelling of decedent’s name, the use of 

special characters or spaces, or if the decedent’s first and last names were 

reversed. 
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Action Description and Guidance 

Preview the 
Case 

On the Search Results page, you have the option to Preview a summary of the 
case to quickly check case status or to confirm you have located the desired 
case. 

Click Preview in the right column of the search results to see a summary of the 
case to confirm the case status or determine if that’s the intended case.  

 

The Preview panel displays below the search results. In the Preview panel, case 
status is shown at the bottom of the Preview, showing the status of data 
completion, as well as the signing and registration status. 
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Action Description and Guidance 

Access the 
Case 

When Previewing a case, the Preview link in Search Results changes to Select. 
Click Select to access the case, or simply click the Decedent’s Name in the 
Search Results list. 

 

View the 
Decedent Page 

The case opens to the Decedent page.  

 

NOTE:  

If you are sure you own a case but cannot find it using Locate Case, it could be that you or a 

colleague was signed into EDRS under a different office when they created or took ownership of the 

case, and therefore the case would be currently owned by that other office. If your ME/Coroner’s 

office needs to own the case, EDRS offers ME/Coroners and their staff three ways to transfer 

ownership of a case. Perhaps the easiest way is to use ME Review Case, and then Take Control of 

Case.  

For instructions, see the ME Review Case section in Chapter 11. Other Links Pages in the Death 

Registration Menu. 
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Messages – Access a Case Referred to or Shared with You 

Use Messages to initially access a case that has been referred to you (Refer to Medical Examiner) or 

shared with you (Request Non-affiliated Certification).  

Refer to Medical Examiner – This feature is used by medical facilities or practitioners who started the 

case in EDRS and now need to fully transfer case ownership to an ME or Coroner. When you Accept a 

referral, you become either the Coroner Certifier on the case if you are a non-medically licensed Coroner, 

or you become the Medical Certifier on the case if you are a medically licensed Coroner or ME. After 

using Refer to Medical Examiner the office/medical facility that previously owned the case will no longer 

be able to access the case. 

Request Non-affiliated Certification – This feature is used by non-medically licensed Coroners and by 

medical facilities such as nursing homes and hospital emergency departments to share a case with a 

medical certifier who is not directly affiliated with their office/medical facility (meaning they do not have an 

EDRS role assignment within that office/facility). After the requested Medical Certifier Accepts the 

request, they become the Medical Certifier on the case. If the case is owned by a non-medically licensed 

Coroner, then the Coroner retains ownership of the case and will still be required to Coroner Certify.  

NOTES:  

A Coroner seeking medical certification on a case they own should never use Refer to Medical 

Examiner to simply request certification from an ME. Using Refer to Medical Examiner will remove 

that Coroner from the case, no longer allowing them to Coroner Certify.  

Instead, do this: If the Coroner’s desired Medical Certifier is not directly affiliated with your Coroner’s 

office, then you should use Request Non-affiliated Certification to share the case with a Medical 

Certifier such as an ME, Coroner-designated physician, decedent’s physician, or other desired 

Medical Certifier.  

If the desired Medical Certifier has an EDRS role assignment within your Coroner’s office, then the 

case is already shared with them and they can currently access the case to Medically Certify it – no 

additional request/sharing is needed. 
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Action Description and Guidance 

Main > Messages To initially access a case that has been referred or shared with you, use 
Messages:  

• Click Main in the top menu bar, then click Messages. 

 

• Or in the Fast Links on the EDRS home page, click Messages. 

 

NOTES: 

If the case has been shared with you using Request Non-affiliated 

Certification, then after you Accept the request you can access the case 

through Messages, your Work Queues, or by using Start/Edit New Case to 

search for the case. 

If a case has been referred to you using Refer to Medical Examiner, then 

after you Accept the referral you can access the case using Death > Locate 

Case, or through your Work Queues, or through Messages. You may also 

access the case using Start/Edit New Case to search for the case, but you 

will find it is easier to use Locate Case because it requires fewer search 

criteria. 

Messages Page The Messages page lists all messages received within EDRS, sorted by the 
date the message was sent to you, newest to oldest.  

 

Columns on the Messages page: 

• From – Which EDRS user sent you the message. Typically the system 
creates and sends the message based on an action taken by the person 
named in the this column. Click on the sender’s name to view the entire 
message.  

• Message Text – Includes the Case ID, abbreviated version of the message 
text, and a link directly into the case.  

o The message may contain more information than displays here. To view 
the entire message, click on the sender’s name in the From column.  



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

73 

Action Description and Guidance 
o To access the case, click on the decedent’s name at the end of the 

Message.   

• Date Sent – Date and time the message was generated and sent in EDRS. 

• Checkbox – You can use the checkbox to clear out old messages you no 
longer need. Click in the checkbox next to messages you wish to delete, and 
then click the Remove From List button at the top of the page.   

View Entire 
Message 

A message may contain more information than displays in the Message Text 
field on the Messages page. To view the entire message, click on the sender’s 
name in the From column.  

Access the Case To access the case from a Message, click on the decedent’s name at the end 
of the Message Text. The decedent’s name links directly into the case. 

View the 
Decedent Page 

The case opens on the Decedent page.  

 

 

Work Queues – Resume Work on a Case 

EDRS cases are categorized in work queues based on action or tasks that require your attention. Work 

Queues can help you keep track your EDRS workload. You can also access cases directly from the Work 

Queue.  

As a case progresses through completion and the registration process, the case moves from one Queue 

to the next Queue in the progression. 

Which Work Queues you may have access to depends on your EDRS role. Below is a sample list of Work 

Queues that ME/Coroners and their staff will see listed on the Queue Summary screen.  
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Queue Name Queue Description Available to Which Roles 

Cause of Death Pending Pending or Pending Investigation 
was entered on Cause of Death 
page; needs to be completed with 
actual death event information 

ME/Coroner 

ME/Coroner Staff 

Medical Certifier 

Certification Required Decedent’s medical information is 
complete; Medical Certification 
signature is still required 

ME/Coroner 

ME/Coroner Staff 

Medical Certifier 

Medical Facility User 

Coroner Certification 
Required 

Coroner certification is required (this 
certification is in addition to Medical 
Certification by a Coroner-designated 
physician or other medical certifier) 

Coroner (non-medically licensed) 

ME/Coroner Staff 

Cremation Clearance 
Requested 

Funeral Director has electronically 
requested Cremation Clearance from 
ME, and is awaiting ME response 

Funeral Director 

Funeral Firm Staff 

Cremation Clearance 
Required 

ME has received electronic request 
for Cremation Clearance from 
Funeral Director; awaiting ME 
approval 

ME/Coroner 

ME/Coroner Staff 

Late Reason Date of death has exceeded 
allowable duration for filing 
Registration 

Funeral Director 

Funeral Firm Staff 

Local Affirmation 
Required 

Cases Signed and Certified, but not 
yet Registered 

Local Registrar 

Deputy Registrar 

Sub-registrar 

ME Review Required Case was referred to ME/Coroner 
and is awaiting response to Accept or 
Decline referral 

ME/Coroner 

ME/Coroner Staff 

Medical Certification 
Requested 

Medical information is incomplete on 
a case specifically sent to the 
Medical Certifier.  

ME/Coroner 

ME/Coroner Staff 

Medical Certifier 

Medical Pending Medical information is incomplete ME/Coroner 

ME/Coroner Staff 

Medical Certifier 

Medical Facility User 
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Queue Name Queue Description Available to Which Roles 

Non-Affiliated Medical 
Certification Requested 

Medical Certification is requested by 
non-medically licensed Coroner or 
medical facility. Medical Certifier is 
not directly affiliated with the 
office/facility which owns the case 

Coroner-designated 
physician/Medical Certifier 

ME/Coroner 

ME/Coroner Staff 

Personal Pending Decedent’s personal information is 
incomplete 

ME/Coroner (if responsible for 
personal information) 

ME/Coroner Staff (if ME/Coroner 
responsible for personal 
information) 

Funeral Director 

Funeral Firm Staff 

Referred to ME Case was referred to the ME/Coroner 
using Refer to Medical Examiner, 
but the referral has not yet been 
Accepted or Declined 

ME/Coroner 

ME/Coroner Staff 

Signature Required Decedent’s personal information is 
complete; Funeral Director’s 
Signature is required 

Funeral Director 

Funeral Firm Staff 

ME/Coroner 

ME/Coroner Staff 

Under ME Review Cases referred to ME and Accepted 
by the ME, not yet completed 

ME/Coroner 

ME/Coroner Staff 

 

How to Use Work Queues 

Action Description and Guidance 

Queues > 
Registration 
Work Queue 
Summary 

The Registration Work Queue Summary allows you to easily review and access 
cases according to their stage of completion. The Registration Work Queue 
Summary lists all Work Queues that are available to your EDRS role. Then within 
each Work Queue you can access the cases that are in the corresponding stage 
of completion.  

To access your Work Queues:  

• Click Queues on the top menu bar, and then click Registration Work Queue 
Summary.  
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Action Description and Guidance 
• Or in the Fast Links on the EDRS home page, click Registration Work 

Queue Summary. 

 

Select a Work 
Queue 

The Registration Work Queue Summary lists the Work Queues available to your 
EDRS role. 

 

Columns in the Registration Work Queue Summary: 

• Queue Name – Name of the Work Queue. 

• Type – The EDRS module that the Work Queue relates to. ME/Coroners and 
their staff have access to the EDRS Death module. 

• Count – The number of cases currently in that Work Queue requiring action. 

• Age of Oldest in Days – How many days the oldest of these cases has been 
assigned to the corresponding Work Queue. 

Click a Queue Name to view a list of cases currently assigned to that Work 
Queue. 

View a List of 
Cases in the 
Work Queue 

The selected Work Queue lists the cases currently assigned to that Work Queue, 
as well as providing additional search and filter options at the top of the page. 

 

Columns on the Work Queue page: 
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Action Description and Guidance 
• Case ID – The EDRS Case ID number of the case. You may re-sort the list in 

numerical order by Case ID number, by clicking the Case ID column heading. 

• File Number – If the case were already Registered, this column would 
display the State File Number for that case. This column will be blank for 
cases the ME/Coroner can access through Work Queues. 

• Registrant – The name of the decedent in “last name, first name” format. You 
may re-sort the list alphabetically by clicking the Registrant column heading. 

• Date of Event – The decedent’s Date of Death (or date found, as applicable). 
You may re-sort the list oldest to newest by clicking the Date of Event 
column heading. 

• Data Provider – Name of any additional owner of the case. For ME/Coroner 
cases, this column will identify if a funeral firm has taken ownership of the 
Personal information in the case. This column will be blank if the ME/Coroner 
is responsible for entering Personal information in the case instead of a 
Funeral Director, or if a funeral firm has not yet taken ownership of the case. 

 

Search panel at the top of the Work Queue page: 

• Queue – Allows you to select a Work Queue to view/search. If you are going 
to run this Search/Filter section to narrow your search results to specified 
cases, then you must select a Work Queue in this field. 

• Search Type – Allows you to narrow search results to a defined Case ID 
number, or to cases that have been worked on by a certain 
individual/employee. In the Search Type field select the type of narrowing 
criteria to use, and then in the corresponding Value field enter the specific 
information to search on, such as the Case ID number or the specific name of 
the individual. 

• Display [500] rows per page – Maximum number of matching cases to list in 
your Search results. You can edit the number. 

• Filter – Age range filter that specifies how old of a case you are seeking, 
based on the Date of Death. The Age Filter allows you to select a range for 
cases to view, based on how long ago the Date of Death occurred. Select 
Age in the Filter field, and then select the age range in the corresponding 
Value field. 

• Search button – Click the Search button to process the Search specified in 
the criteria above. The Work Queue case list refreshes, now displaying only 
the cases that match all criteria you entered in the Search fields. 

• Show All Rows button – Removes the Display [     ] rows per page field 
from the page. Then when you conduct the Search, all matching cases will be 
listed instead of being limited by the number previously specified in that field.  

• Clear button – deletes all Search criteria you may have entered, making the 
Search fields blank again. 

• Return button – Returns you to the Registration Work Queue Summary 
page. (If you did not start on the Summary page, then the Search panel will 
not include a Return button.) 
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Action Description and Guidance 

Access a Case In the case list click on the desired Case ID number or the decedent’s name 
(Registrant column) to access the case. 

View the 
Decedent Page 

The case opens on the Decedent page.  

 

 

Create a New Case – Start/Edit New Case 

Use Start/Edit New Case to create an entirely new case. Start/Edit New Case always begins with 
searching for the case to prevent duplication. If you are certain the case was not already created in 
EDRS, then you may create a new case. 

NOTE: If cases were found in your search results, but not the desired case, and you are certain the 

case was not already created in EDRS, then you may click the “start new case” button. 

 

Action Description and Guidance 

Death > 
Start/Edit New 
Case 

To create a new case use Start/Edit New Case, which may be accessed two 
ways: 

Click Life Events in the top menu bar, then click Death, and then click Start/Edit 
New Case. 
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Action Description and Guidance 
or in the Fast Links on the EDRS home page, click Death Start/Edit New Case. 

 

Enter Search 
Criteria 

Enter your search criteria on the Start/Edit New Case page.  
This page requires specific information for searching. The required fields are 
outlined in red: First and Last names, Date of Death, and Sex. 

 

Click the Search button to process the search. 

Search Tips: 

• It is recommended that you enter only the required search criteria for best 
chances of finding the desired case. If you find that your search results 
include too many cases to conveniently find the desired case in the list, then 
go back to the Start/Edit New Case page and enter additional criteria, which 
will narrow the results. 

• Names should be entered in proper name case, with capitalized (upper case) 
first letter followed by lower case letters for the rest of the name. Names may 
include special characters such as apostrophe ( ‘ ) and hyphen ( - ). 

• Dates may be entered in any of the following formats: 

o MMDDYYYY (using numbers for the date) 
Example: 09021954 

o MM/DD/YYYY (using numbers for the date) 
Example: 09/02/1954 

o MMMDDYYYY (using a letters and numbers for the date) 
Example: Sep021954 

o MMM-DD-YYYY (using a letters and numbers for the date) 
Example: Sep-02-1954 

• If unsure about the required information: 

o Name - Enter “Unknown” 

o Date of Death - Enter the date the body was found 

o Sex - Select “unknown” 

All fields may be edited later after information is known, or amended if case is 
registered with unknown information. 
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Action Description and Guidance 

View Search 
Results 

The Search Results page provides instructions and lists any cases that match 
your search criteria. Read the instructions to be sure you understand your 
options.  

Case(s) are found matching your search criteria. 

 

No Cases are found based on your search criteria: 

 

Create a New 
Case 

If the desired case does not already exist in EDRS, you may click the “start new 
case” button, which is labeled If case does not appear above, start new case. 

 

A confirmation message pops up asking you to confirm that you intend to create 
an entirely new case. Please read the message to be sure you are not creating 
a duplicate case for the same decedent. Duplicate cases cannot be deleted from 
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Action Description and Guidance 
the database. 

 

Read the confirmation message to be certain you understand what actions should 
be taken.  

• Click Return to Search to cancel and start again, following the guidance 
given in the confirmation message. 

Click Create Entirely New Case to proceed with creating the new case. 
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Action Description and Guidance 

View the 
Decedent Page 

When accessing an existing case or creating an entirely new case, the case 
always opens to the Decedent page.  

When creating a new case the search criteria you entered on the Start/Edit New 
Case page automatically transfers to the new case. The information may later be 
edited if needed. 
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9. Personal Information Pages 
in the Death Registration Menu 

The Personal Information section is located at the top of the Death Registration Menu. Personal 

Information pages are typically completed by a Funeral Director. However, an ME/Coroner may complete 

the Personal Information when disposition will be delayed and a Funeral Director is not involved with the 

case. When limited Personal Information is known about the decedent, you will be able to enter 

Unknown. 
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Menu Section Includes These Case Pages 

Personal 
Information 

• Decedent 
Visible to all. 

• Resident Address 
Visible if ME/Coroner indicates that they will be responsible for entering 
Personal Information. Otherwise this page is only visible to the Funeral 
Director. 

• Family Members 
Visible if ME/Coroner indicates that they will be responsible for entering 
Personal Information. Otherwise this page is only visible to the Funeral 
Director. 

• Informant 
Visible if ME/Coroner indicates that they will be responsible for entering 
Personal Information. Otherwise this page is only visible to the Funeral 
Director. 

• Disposition 
Visible if ME/Coroner indicates that they will be responsible for entering 
Personal Information. Otherwise this page is only visible to the Funeral 
Director. 

• Decedent Attributes 
Visible if ME/Coroner indicates that they will be responsible for entering 
Personal Information. Otherwise this page is only visible to the Funeral 
Director. 

 

NOTE: Remember to Validate Page after completing each page in EDRS. Validate Page both saves 

your data and checks it against EDRS rules for expected data.  

To avoid error messages, wherever available use the Look-up tool  and Places look-up tool  to 

select people, facilities, and places from the EDRS database rather than typing in the information 

manually. 

For additional instructions and guidance, see the Validation Results section in Chapter 7. How to 

Use EDRS Case Pages. 

 

Decedent 

The Decedent page displays to all users when they access a case. It contains essential information about the 

identity of the decedent. The Decedent page information prints out on the Death Certificate on the following 

items: 1, 2, 5, 6A, 6B, 6C, 7A, 8, 12. 
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Who is Responsible for this Page:  

• ME/Coroner, and  

• Funeral Director if Funeral Director is involved at this time 

Data Contained on this Page: 

Field Name Description and Guidance 

Will Medical 
Examiner/ 
Coroner be 
responsible for 
Personal 
information? 

Options: Yes, No 

Default answer: No 

Guidance: 

• Enter No if a Funeral Director is or will be involved in the case to handle 
disposition or transport.  

o For the case to be Registered electronically, the Funeral Director will 
need to take ownership of the case, complete the Personal Information, 
and sign the case electronically. 

o When you enter No, the Decedent page remains the only Personal 
Information page available to the ME/Coroner and their staff.  

o The only fields on this page that may be edited by the ME/Coroner are 
the Decedent’s Legal Name and Sex. 

o If you enter No, then skip to Chapter 10. Medical Certification Pages in 
the Death Registration Menu. 
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• Enter Yes if a Funeral Director is not involved in the case at this time and you 

intend to proceed with electronic Registration. 

o When you enter Yes, five (5) more Personal Information pages become 
available for you to complete.  

o Where the requested information on the Personal Information pages is 
not known, enter Unknown. 

Alternative: 

• If Disposition is on Hold pending investigation, and a Funeral Director has not 
been engaged at this time for disposition or transport, then you have the 
option to answer No to this question, complete the Medical Certification 
pages, Certify the case, and then Drop to Paper to complete the 
Registration process on paper.  

• See explanation of Drop to Paper in Chapter 3. Glossary of Terms and 
Case Status Bar.  

• See also the Print Forms section in Chapter 11. Other Links Pages in the 
Death Registration Menu. 

Decedent’s 
Legal Name 

Fields:  

• First 

• Middle 

• Last 

• Suffix 

Enter all name fields in proper noun case: first letter of each name field should be 
upper case; other letters should be lower case unless those letters are upper 
case in the legal name. 

Name fields allow for special characters such as apostrophe, hyphen, space, and 
accent marks.  

Although the Middle name field is optional, it is preferable to enter the full middle 
name if known. EDRS also allows you to enter just middle initial. If only entering a 
middle initial, you do not need to enter a period after the initial. 

If the First or Last name are unknown, enter Unknown. These fields will need to 
be Amended/Corrected at a later date when the decedent’s name becomes 
known. 

The printed Death Certificate will print the name as entered in these fields, along 
with any Aliases you enter below. 

NOTE: When creating a new case the First and Last name fields will be 

automatically filled in from the Search information entered on the Start/Edit 

New Case page. The name fields may be edited on the Decedent page if 

needed.  
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Field Name Description and Guidance 

Aliases If the decedent was also known by another name (or names), click Add/Edit 
Alias Names to open a pop-up window for entering and/or editing additional 
names.  

If one or more Alias names were previously entered and saved, then those names 
will be listed on the Aliases pop-up window. 

 

• Click Edit to the right of an Alias name to make changes to the name.  

• Click Delete to the right of an Alias name to remove that Alias name. 

• Click the New Alias button to add a name. The window provides fields for you 
to enter the new Alias name. 

 

Fields: 

• First 

• Middle 

• Last 

• Suffix 

Click Save, and then click Close to return to the Decedent page. 

The printed Death Certificate will include Alias names on Line 1, noted as AKA 
(also known as). If more than one Alias name was entered, then on the printed 
certificate the additional names will be separated by a comma. 

Sex Options: Female, Male, Unknown 

Social Security 
Number 

Enter the decedent’s Social Security Number (SSN).  

If the decedent did not have an SSN, then select None. The SSN fields will 
automatically fill in with all zeros (0). 

If SSN is not known, select Unknown. The SSN fields will automatically fill in with 
all nines (9). 
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Field Name Description and Guidance 

NOTE: If the ME/Coroner is not going to be responsible for Personal 

Information based on the answer to the first question at the top of the 

Decedent page, then this field will not be editable by the ME/Coroner. 

Date of Birth You may enter the decedent’s Date of Birth as all numerals, no punctuation, or 

you may select the date from the Calendar tool . 

Guidance:  

• If entering Date of Birth as numbers, enter 03221940. This number will 
automatically convert to Mar-22-1940. 

• If using the Calendar tool, click the Calendar icon . Select the Year first. 
Then select the Month. Then select the Day by clicking on the date in the 
calendar image. When you select the day, the selected date enters in the 
Date of Birth field and the Calendar tool closes. 

NOTE: If the ME/Coroner is not going to be responsible for Personal 

Information based on the answer to the first question at the top of the 

Decedent page, then this field will not be editable by the ME/Coroner. 

Age Fill in Date of Birth first, and then click the Autofill icon  to automatically 
calculate and enter the decedent’s Age. 

Fields: 

• Years 

• If Under 1 Year: 

o Months 

o Days 

• If Under 1 Day: 

o Hours 

o Minutes 

If Age is less than one (1) day, then you will need to enter the Hours and 
Minutes manually in those fields. 
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Field Name Description and Guidance 

NOTES:  

When reporting an infant death, both a Birth Certificate and a Death Certificate 

need to be Registered with New York State. 

If there was no sign of life following birth, then it is a fetal death rather than an 

infant death. ME/Coroners in New York State are to report Spontaneous Fetal 

Deaths on paper form DOH-3547. 

If a pregnant mother and fetus both die and no expulsion of the fetus occurs, 

then only the mother’s death certiIficate is needed, not a separate Death 

Certificate for the fetus. 

 

NOTE: If the ME/Coroner is not going to be responsible for Personal 

Information based on the answer to the first question at the top of the 

Decedent page, then this field will not be editable by the ME/Coroner. 

Verify SSN When a Social Security Number has been entered in the field above, then the 
Verify SSN link becomes active as a required action. If the verification is 
successful (status of PASSED), then the Verify SSN feature reports the 
decedent’s death to the Social Security Administration.  

Required fields for SSN verification: 

• First name 

• Middle name or initial (optional) 

• Last name 

• Sex 

• Social Security Number 

• Date of Birth 

The SSN Verification Status message to the right of the Verify SSN link will 
advise you on the success or failure of the verification.  

EDRS gives you up to five (5) attempts. If you cannot achieve a status of 
PASSED, then it paper form SSA-721 must be submitted to the Social Security 
Administration.  

If Social Security Number field is entered as None or Unknown, then the Verify 
SSN link remains inactive and does not result in an error message when you 
Validate Page. 

Decedent’s 
Birth Place 

Fields: 

• City or Town 

• State 

• Country (defaults to United States) 
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Field Name Description and Guidance 

Click the Places tool  to browse and select the place from the EDRS 
database.  

Alternatively, you use the Predictive Text feature to help you find and select the 
location. To use the Predictive Text feature, begin typing the location in the fields 
provided. As you type, matching locations from the EDRS database will pop up in 
a short list right at the field for you to select.  

Guidance for using Predictive Text:  

• Enter the larger entity first, such as State, rather than beginning with the 
smaller entity of City or Town. After you have already selected the State 
then when you begin entering the City or Town name, the Predictive Text 
pop-up list will only include valid matches that are within the selected State. 

• If you enter the smaller entity first, then you might select a City name that is 
located in a different state. Now when you enter the State, no matches will be 
found if the selected City does not exist in that State. You will end up typing 
in the State name entirely by hand rather than selecting from the database, 
which will result in a Validation Error. 

NOTE: If the ME/Coroner is not going to be responsible for Personal 

Information based on the answer to the first question at the top of the 

Decedent page, then this field will not be editable by the ME/Coroner. 

Served in US 
Armed Forces? 

Options: Yes, No, Unknown 

Associated Field: Specify Years 

If you enter Yes, then enter the specific years that the decedent served in the 
military, using a hyphen (-) to indicate a time span.  

Example: 1990-1998 

NOTE: If the ME/Coroner is not going to be responsible for Personal 

Information based on the answer to the first question at the top of the 

Decedent page, then this field will not be editable by the ME/Coroner. 

 

Resident Address 

The Resident Address page is where the decedent’s home address is entered. This information prints out on 

the Death Certificate on the following items: 16A, 16B, 16C, 16D, 16E, 16F. 
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Who is Responsible for this Page:  

• Funeral Director, if handling disposition, or 

• ME/Coroner if Funeral Director is not involved with the case 

Data Contained on this Page: 

NOTE: This page contains locality fields of City, County, State, and Country, which are 

geographically coded (geo-coded) in the EDRS database for statistical reporting to CDC-NCHS. It is 

important that you select the locality entries from the database rather than typing them in manually. If 

you manually type them in, you will receive error messages when you Validate Page. 

Follow the guidance below to select your City, County, State, and Country locality entries from the 

EDRS database. 

Field Name Description and Guidance 

Address Section heading. 

Enter the complete physical address where the decedent resides (where they live 
or sleep most of the time). For the City and County, the physical location may not 
match the mailing address, because mailing addresses can pertain to the location 
of the U.S. Post Office that serves that property, which could be in a different 
municipality and even a different County than the physical location. 

Street Number Enter the number associated with the property where the decedent resides. 
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Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name, 
Rural Route, 
etc. 

Enter the name of the street or route.  

If the street is rural route or highway, you may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator is 
part of the name. Examples: County Road 158, Rural Route 9J, US Highway 20. 

Street 
Designator 

Select from the drop-down list.  

Examples of Options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  

Post 
Directional 

If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 

City, Township, 
or Borough 

The City, Township or Borough should be the physical location of the property 
where the decedent resides (where they live or sleep most of the time). This may 
not necessarily be the property’s mailing address. 

General guidance for selecting the Resident Address City, Township, or 
Borough is that it should be the municipality where the property taxes are paid.  

NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps you 

to select the correct one, because many municipalities in the State have the 

same or very similar names in different locations.  

Because the municipality name includes this designator, you will see on the 

printed Death Certificate that the associated item’s locality checkbox for City, 

Village, Town is not checked when the case is printed from EDRS. The 

checkbox is now only used when completing the Death Certificate on paper 

triplicate form instead of entering the case in EDRS. 
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Field Name Description and Guidance 
To enter the City, Township or Borough: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use the 
Predictive Text feature, begin typing in the name of the municipality in the 
City, Township or Borough field. A list of matches will pop-up for you to 
select the correct one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City, Township or 
Borough, County, State, and Country. 

NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, it is highly recommended that you enter locality fields in the order of 

largest entity to smallest (right to left) – Country, then State, then County, 

then City. 

This process will pre-filter each Predictive Text list to include just those entries 

that are within the locality already selected.  

Otherwise, if you select the smallest entity first (City), you might choose one 

from the wrong region. Then when you try to enter the larger entity the 

Predictive Text feature will not be able to give you a database entry to select, 

and you will get errors when you Validate Page. 

County 
• Use the Places look-up tool  to browse and select. 

Or 

• Use the Predictive Text feature to select the County by beginning to type in 
the name in the County field. A list of matches will pop-up for you to select 
the correct one by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected.  

State Spell out the name of the State, no abbreviations.  

The default State is New York. This can be edited if the decedent lives outside of 
New York State.  
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Field Name Description and Guidance 
If changing the State:  

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the State by beginning to type in the 
State field. A list of matches will pop-up for you to select the correct one by 
clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Country Spell out the name of the Country, no abbreviations.  

The default Country is United States. This can be edited if the decedent lives 
outside of the Country. 

If changing the Country: 

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the Country by beginning to type in 
the Country field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Zip Code Enter the five-digit zip code of the decedent’s mailing address. 

City, Township 
or Borough if 
mailing 
address is 
different than 
above 

If the mailing address of the decedent is a different municipality than the physical 
location you entered above, then in this field you may enter the city, town, village, 
hamlet, or borough named in the decedent’s mailing address.  

A municipality entered in this field will print in item 16D on the Death Certificate, 
after the street address. 

If not applicable or not desired, you may leave blank. 

 

Family Members 

The Family Members page identifies the decedent’s spouse and parents are entered, as applicable. This 

information prints out on the Death Certificate on the following items: 13, 14, 17, 18. 
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Who is Responsible for this Page:  

• Funeral Director, if handling disposition, or 

• ME/Coroner if Funeral Director is not involved at this time 

Data Contained on this Page: 

Field Name Description and Guidance 

Marital Status Select from the drop-down list. 

Options: Married, Widowed, Divorced, Never Married, Separated, Unknown 

Other Specify This field is not currently used. 
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Field Name Description and Guidance 

Surviving 
Spouse’s Name 

If applicable, enter the decedent’s spouse’s name, even if separated but still 
legally married.  

Fields: 

• First 

• Middle 

• Last 

• Suffix 

For Last name enter the name given on the spouse’s birth certificate. 

Name extension such as Jr., Sr., III, etc. may be entered in the Suffix field, if 
applicable.  

If Surviving Spouse’s Name is not known, enter Unknown for First and Last 
names. 

Birth Name of 
Father/Parent 

Fields: 

• First 

• Middle 

• Last 

• Suffix 

“Birth Name” refers to the name as given on the individual’s birth certificate. 

Name extension such as Jr., Sr., III, etc. may be entered in the Suffix field, if 
applicable. 

If Father/Parent is not known, enter Unknown for First and Last names. 

Birth Name of 
Mother/Parent 

Fields: 

• First 

• Middle 

• Last 

• Suffix 

“Birth Name” refers to the name as given on the individual’s birth certificate. 

Name extension such as Jr., Sr., III, etc. may be entered in the Suffix field, if 
applicable. 

If Mother/Parent is not known, enter Unknown for First and Last names. 
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Informant 

The Informant page identifies the person who supplied the personal facts about the decedent and their 

family. The Informant does not need to have been present at the death. This information prints out on the 

Death Certificate on the following items: 19A, 19B. 

 

Who is Responsible for this Page:  

• Funeral Director, if handling disposition, or 

• ME/Coroner if Funeral Director is not involved at this time 

Data Contained on this Page: 

Field Name Description and Guidance 

Informant Name Fields: 

• First 

• Middle 

• Last 

• Suffix 

Name extension such as Jr., Sr., III, etc. may be entered in the Suffix field, if 
applicable. 

If an Informant has not yet been identified, enter Unknown for the First and 
Last name. This should be corrected/amended later if/when an Informant is 
located. 
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Field Name Description and Guidance 

Relationship to 
Decedent 

Select from the drop-down list. 

Examples of Options: Aunt, Brother, Domestic Partner, Mother, Other Specify, 
etc. 

If the relationship is not known, select Not available. 

If the Informant is a police detective or other investigative authority, select 
Other, Specify, and then enter their title or role in the Other specify field. 

If an Informant has not yet been identified, leave the Relationship to Decedent 
field blank. This should be corrected/amended later if/when an Informant is 
located. 

Other specify If Other, Specify was selected in the Relationship to Decedent field, then 
enter here a brief description of the person’s relationship to the decedent or their 
title or role. 

Address Section heading. 

Enter the complete mailing address of the Informant. 

Street Number Enter the number associated with the property where the Informant resides. 

Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name, 
Rural Route, etc. 

Enter the name of the street or route.  

If the street is rural route or highway, you may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator 
is part of the name. Examples: County Road 158, Rural Route 9J, US Highway 
20. 

Street 
Designator 

Select from the drop-down list.  

Examples of Options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  

Post Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 
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Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 

City or Town 
NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps 

you to select the correct one, because many municipalities in the State have 

the same or very similar names in different locations.  

The Town/Village designator will be included in item 19B on the Death 

Certificate. This is accepted in New York State even though that information 

may not be part of the official mailing address. 

To enter the City or Town: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use the 
Predictive Text feature, begin typing in the name of the municipality in the 
City or Town field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City or Town, 
State, and Country. 

NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, it is highly recommended that you enter locality fields in the order of 

largest entity to smallest (right to left) – Country, then State, then City or 

Town. 

This process will pre-filter each Predictive Text list to include just those 

entries that are within the locality already selected.  

Otherwise, if you select the smallest entity first (City or Town), you might 

choose one from the wrong region. Then when you try to enter the larger 

entity, the Predictive Text feature will not be able to give you a database 

entry to select, and you will get errors when you Validate Page. 
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State Spell out the name of the State, no abbreviations.  

The default State is New York. This can be edited if the Informant lives outside 
of New York State.  

If changing the State:  

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the State by beginning to type in 
the State field. A list of matches will pop-up for you to select the correct one 
by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Country Spell out the name of the Country, no abbreviations.  

The default Country is United States. This can be edited if the Informant lives 
outside of the Country. 

If changing the Country: 

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the Country by beginning to type in 
the Country field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Zip Code Enter the five-digit zip code of the Informant’s mailing address. 

 

Disposition 

The Disposition page identifies how, where, and under whose authority the decedent’s body will be 

disposed or transferred. The Disposition page also identifies the Filing Registrar responsible for the 

case. This information prints out on the Death Certificate on the following items: 20A, 20B, 20C, 21A, 

21B, 22A, 22C, Recorded District (top of Certificate).  
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Who is Responsible for this Page:  

• Funeral Director, if handling disposition, or 

• ME/Coroner if Funeral Director is not involved at this time 

Data Contained on this Page: 

Field Name Description and Guidance 

Method of 
Disposition 

Select from the drop-down list.  

Options: Burial, Cremation, Donation, Entombment, Hold, Removal From State. 

Guidance: 

• If disposition is on Hold pending investigation, enter Hold as the Method of 
disposition, and for the Date of Disposition enter the date placed on Hold. 
For Place of disposition enter the location where the body is being held, 
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Field Name Description and Guidance 
such as the ME’s office. Then proceed with registering the case. When the 
body is ready for final disposition the case will need to be amended/corrected. 

• If the body is being donated for research or education, enter Donation as the 
Method of disposition, enter the date donated as the Date of Disposition, 
and enter the recipient’s location as the Place of disposition. If a Funeral 
Director has not been engaged, enter Unknown in the Funeral Director and 
Funeral Home fields. Proceed with registering the case. 

• If organs and/or tissue are being harvested for anatomical gift, and then final 
disposition of the body will occur, the Method of disposition entered should 
be the final disposition method, such as  Cremation or Burial, and the Date 
of Disposition should be the planned date of final disposition. Proceed with 
registering the case. (Anatomical gifts are not reported on the Death 
Certificate.) 

• If the body is being transferred out of the state or out of the country for final 
disposition, enter Removal From State as the Method of disposition, and 
for the Date of Disposition enter the date the body is being transported out 
of the state. For Place of disposition you will enter the location where the 
final disposition will occur. Proceed with registering the case. 

Cremation 
Clearance 

Cremation Clearance is required in a few southern counties in New York State, 
based on the Place of Death. 

This process is currently being handled external to EDRS using the established 
process in the local registration district. The Cremation Clearance field is 
disabled. However, when Cremation is selected as the Method of Disposition, 
two error messages will appear in Validation Results to remind you that you may 
still need to apply and receive approval for cremation.  

In districts where Cremation Clearance is required, document the Cremation 
Clearance in a Comment within the case (see the Comments section in Chapter 
11. Other Links Pages in the Death Registration Menu.) 

In all registration districts, including those where Cremation Clearance is required 
and where it is not required, you will need to Override the two Cremation 
Clearance error messages in Validation Results. For instructions on how to 
Override error messages, see the Override an Error Message section in 
Chapter 7. How to User EDRS Case Pages. 

Date of 
Disposition 

Enter the planned date of disposition by selecting the date in the Calendar tool 

, or by typing the date in the field. 

See instructions for entering dates in in the Elements on a Case Page table, 
topic 5. Data Entry Fields, in Chapter 7. How to Use EDRS Case Pages. 

Guidance: 

• If method of disposition is on Hold, enter the date placed on Hold as the Date 
of Disposition. 

• If the body is being donated for research or education, enter the date donated 
as the Date of Disposition. 

• If organs and/or tissue are being harvested for anatomical gift and then final 
disposition will occur, enter the planned date of final disposition as the Date 
of Disposition. 
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Place of 
Disposition 

Section heading. 

Place of Burial, 
cremation, 
removal, or 
other 
disposition  

Enter the name of the place where disposition will occur.  

Use the Look-up tool  to search for and select the place.  

Guidance:  

• If method of disposition is Burial or Entombment, enter the name of the 
cemetery (or name of the mausoleum or other location where entombment is 
occurring). 

• If method of disposition is Cremation, enter the name of the crematory where 
cremation will occur. 

• If method of disposition is Donation, enter the name of the institution where 
the body is being donated. 

• If method of disposition is on Hold, enter the place where the body is being 
held. 

• If method of disposition is Removal From State, enter the name of the place 
where disposition will be occurring (for example, the name of the out-of-
state/country cemetery). 

City or Town Enter the City or Town where disposition will occur (the location of the Place of 
Burial, cremation, removal, or other disposition specified above).  

If you were able to select the Place using the Look-up tool  , then this field will 
already be filled in. 

Guidance: 

• If method of disposition is Cremation, enter the City or Town where the 
crematory is located. 

• If method of disposition is Donation, enter the City or Town where the 
institution receiving the body is located. 

• If method of disposition is on Hold, enter the City or Town where the body is 
being held. 

• If method of disposition is Removal From State, enter the City or Town 
where disposition will be occurring. 

State Enter the State where the disposition will occur (the location of the Place of 
Burial, cremation, removal, or other disposition specified above).  

If you were able to select the Place using the Look-up tool  , then this field will 
already be filled in. 

Guidance: 

• If method of disposition is Cremation, enter the State where the crematory is 
located. 

• If method of disposition is Donation, enter the State where the institution 
receiving the body is located. 
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• If method of disposition is on Hold, enter the State where the body is being 

held. 

• If method of disposition is Removal From State, enter the State or Province 
where disposition will be occurring. 

Country Enter the Country where the disposition will occur (the location of the Place of 
Burial, cremation, removal, or other disposition specified above).  

If you were able to select the Place using the Look-up tool  , then this field will 
already be filled in. 

Guidance: 

• If method of disposition is Cremation, enter the Country where the crematory 
is located. 

• If method of disposition is Donation, enter the Country where the institution 
receiving the body is located. 

• If method of disposition is on Hold, enter the Country where the body is being 
held. 

• If method of disposition is Removal From State, enter the Country where 
disposition will be occurring. 

Funeral 
Director 

Section heading. 

If a Funeral Director has taken ownership of the case, then that Funeral Director’s 
information will already be filled in within this section based on their user profile.  

If a funeral firm staff user took ownership of the case, but not a Funeral Director, 
then the Funeral Director fields may still be blank until a Funeral Director at that 
funeral firm accesses the case, and then their information will automatically fill in. 

You may also use the Look-up tool  to browse to and select the name of the 
Funeral Director who is engaged to handle disposition. For the largest number of 
search results, enter part of their name followed by the wildcard % character. You 
may also enter the wildcard % character at the start of the name to further 
increase search results. 

If needed, use the Eraser tool to remove a currently filled-in Funeral Director 
name and information from this section. 

Guidance: 

• Do not manually type in the Funeral Director’s name in the Name fields. The 
information must be selected from the Look-up tool or automatically filled in 
by EDRS, or else the Funeral Director may not be allowed to electronically 
Sign the case. 

• If a Funeral Director is not yet engaged for disposition, then enter Unknown 
in required Funeral Director fields. 

• If method of disposition is Removal From State, enter the information of the 
New York State Funeral Director handling the transfer.  

License 
Number 

This field is the New York State registration number of the Funeral Director 
engaged to handle disposition (or transport). 
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Field Name Description and Guidance 
The License Number will automatically fill in when the Funeral Director access the 
case for the first time, or when the Funeral Director is selected using the Look-up 

tool .  

Auto-fill Option: Instead of using the Look-up tool to search for the Funeral 
Director, you can type in their License Number and then click the Auto-fill tool 

 to automatically fill in the rest of their information from the EDRS database. 

First This field will automatically fill in when the Funeral Director’s information is 
selected or auto-filled from the EDRS database. 

Names should be entered in proper name case: The first letter should be upper 
case followed by lower case letters for the rest of the name. The name may 
include special characters such as apostrophe ( ‘ ), hyphen ( - ), and space. 

Middle If applicable, this field will automatically fill in when the Funeral Director’s 
information is selected or auto-filled from the EDRS database. 

Options: The Middle name may be spelled out, or include just the middle initial, or 
the field may be left blank. 

Last This field will automatically fill in when the Funeral Director’s information is 
selected or auto-filled from the EDRS database. 

Names should be entered in proper name case: The first letter should be upper 
case followed by lower case letters for the rest of the name. The name may 
include special characters such as apostrophe ( ‘ ), hyphen ( - ), and space. 

Suffix If applicable, this field will be automatically filled in when the Funeral Director’s 
information is selected or auto-filled from the EDRS database. 

Names should be entered in proper name case: The first letter should be upper 
case followed by lower case letters for the rest of the name. The name may 
include special characters such as apostrophe ( ‘ ), hyphen ( - ), and space. 

Funeral Firm When a funeral firm has taken ownership of the case, their funeral firm 
information will automatically fill in on the Disposition page based on the 
office/facility the Funeral Director or funeral firm staff user selected upon EDRS 
sign-in. 

The ME/Coroner will find that most fields in this section of the page cannot be 

accessed for editing, including the Funeral Firm Look-up tool  and Eraser tool 

. 

NOTE: If a Funeral Director is not yet engaged for disposition, then enter 

Unknown for all Funeral Director fields. 

License 
Number 

This field is the New York State registration number of the funeral firm engaged to 
handle disposition. 

This field will automatically fill in when the funeral firm takes ownership of the 
case, based on their selected office/facility upon sign-in.  
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NOTE: If the Funeral Director is performing a Trade Call for another funeral 

firm, then the printed Death Certificate may name a different funeral firm than 

the one displayed on the Disposition page. 

Name The Name field is the only editable field in the Funeral Firm section of the page.  

If a Funeral Director is not involved with the case, the ME/Coroner should enter 
Unknown for the Name of the funeral firm. 

Otherwise, this field will automatically fill in from the Funeral Director’s selected 
office upon EDRS sign-in. 

Street Number This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank. 

Pre Directional If applicable, this field will automatically fill in from the Funeral Director’s selected 
office upon EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Street Name or 
PO Box, Rural 
Route, etc. 

This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Street 
Designator 

This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Post 
Directional 

If applicable, this field will automatically fill in from the Funeral Director’s selected 
office upon EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Apt #, Suite #, 
etc. 

If applicable, this field will automatically fill in from the Funeral Director’s selected 
office upon EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

City or Town This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

State This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  
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If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Country This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Zip Code This field will automatically fill in from the Funeral Director’s selected office upon 
EDRS sign-in.  

If a Funeral Director is not involved with the case, this field will remain blank and 
may not be manually edited by the ME/Coroner. 

Filing Registrar 
Information 

Section heading. 

NOTE: Please review the field naming the Filing Registrar Office. If the field is 

not already filled in, or if it specifies the wrong Filing Registrar Office for the 

Place of Death, then as the person responsible for the Disposition page, you 

are responsible for ensuring the case gets assigned to the correct Registration 

Office. 

Filing Registrar 
Office 

The Filing Registrar Office should automatically fill in based on the Place of 
Death. The registration office named in this field will be able to access the case. If 
this field is not correctly filled in, the correct Registrar will not be able to access 
the case. 

Automatic assigning of the Filing Registrar Office is based on the City or Town 
where the death occurred. EDRS may not always be able to reconcile that 
jurisdiction automatically. 

As the person responsible for entering the decedent’s Personal Information in the 
case, you need to verify that the Filing Registrar Office field is filled in correctly 
based on the Place of Death.  

Review the Filing Registrar Office 

1. After the Place of Death page has been completed and Validated, review the 
Filing Registrar Office on the Disposition page. 

2. If the currently assigned registration office is not correct, first delete the 
existing information in the Filing Registrar Office field.  

3. Next, click in the blank Filing Registrar Office field, and begin typing in the 
name of the correct registration office.  

4. A list of possible matches will pop up. Select the correct Filing Registrar 
Office in the pop-up list.  
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NOTE: Be sure the Filing Registrar Office field is blank (cleared of all data) 

before you start typing. If not, you may not get a pop-up list of registration 

offices to select, and then the case may not get assigned to the correct 

registration office. 

Recorded 
District 

This field will automatically fill in when the Filing Registrar Office is filled in.  

See detailed guidance above for Filing Registrar Office field. 

Filing Registrar This field will automatically fill in when the Local Registrar or Sub-registrar access 
the case and view the Disposition page. 

Associated fields: 

• First 

• Middle 

• Last 

 

Decedent Attributes 

The Decedent Attributes page includes demographic information about the decedent, such as occupation, 

ethnicity, and race. This information prints out on the Death Certificate on the following items: 9, 10, 11, 15A, 

15B, 15C.  
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Who is Responsible for this Page:  

• Funeral Director, if handling disposition, or 

• ME/Coroner if Funeral Director is not involved at this time 

Data Contained on this Page: 

Field Name Description and Guidance 

Decedent’s 
Usual 
Occupation (Do 
not enter 
retired) 

Enter the decedent’s usual occupation/type of work.  

Guidance: 

• If the decedent was retired at the time of death, still enter their usual type of 
work they did before retiring. Then in the Kind of Business or Industry field 
enter the type of industry they formerly worked in. Leave the Name and 
Locality of Company or Firm field blank. (Per CDC-NCHS guidance, do not 
enter the name of the former employer if they were retired at the time of 
death, and do not enter retired.) 

• If the decedent was a homemaker in their own home, enter Homemaker. 
Then in the Kind of Business or Industry field enter Own home. You may 
leave the Name and Locality of Company or Firm field blank. 
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• If the decedent was a homemaker/domestic help in another person’s home, 

enter Homemaker or enter Domestic help. Then in the Kind of Business or 
Industry field enter Another person’s home. 

• If the decedent was a minor: 

o If the minor is under age 14, leave all three of the following fields blank: 
Decedent’s Usual Occupation, Kind of Business or Industry, and 
Name and Locality of Company or Firm.  

o If the minor is age 14 through 17 and was not attending school and not 
working (if, for example, they were disabled or institutionalized), then 
leave all three of the following fields blank: Decedent’s Usual 
Occupation, Kind of Business or Industry, and Name and Locality of 
Company or Firm. 

o If the minor is age 14 through 17 and was attending school, then in the 
Decedent’s Usual Occupation field enter Student. In the Kind of 
Business or Industry field enter their level in school (for example, 
middle school, high school, or college). In the Name and Locality of 
Company or Firm field enter the name and location of the school they 
were attending. 

• If the decedent was an adult full-time student age 18 or older, then in the 
Decedent’s Usual Occupation field enter Student. In the Kind of Business 
or Industry field enter the type of school they were attending (for example, 
college, trade school, business school, graduate school). In the Name and 
Locality of Company or Firm field enter the name and location of the school 
they were attending. 

Kind of 
Business or 
Industry 

Enter a description of the type of business or industry the decedent worked in. 

See Guidance above for what to enter here if the decedent was retired, a 
homemaker, a minor, or an adult full-time student. 

Name and 
Locality of 
Company or 
Firm 

Enter the name of the employer and the City and State where the decedent 
worked. 

See Guidance above for what to enter here if the decedent was retired, a 
homemaker, a minor, or an adult full-time student. 

Decedent’s 
Education 

Select the level of education completed.  

If level of education is unknown, select Unknown. 

Ancestry Section heading. 

Decedent of 
Hispanic 
Origin? (check 
all that apply) 

Click in one checkbox to indicate if the decedent was – or was not – of Hispanic 
origin. If they were of Hispanic origin, select which group/country. 

Race Click in one or more checkboxes to select the race(s) the decedent considered 
themself to be. Check as many checkboxes as apply. 

If checking Other (Specify) to indicate a different race than those available in the 
list, type in the other race in the space provided. 
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10. Medical Certification Pages 
in the Death Registration Menu 

The Medical Certification section is located in the middle of the Death Registration Menu. If you are an 

ME or medically licensed Coroner, you are responsible for completing the Medical Certification pages.  

If you are a Coroner who does not have a medical license, then although you still own the Medical 

Certification pages, you share the responsibility for completing this section with a Medical Certifier whom 

you will designate or assign to the case. You may use features in the Other Links section of the Death 

Registration Menu to share the case with a Medical Certifier who is not directly affiliated with your 

Coroner office. That Medical Certifier will serve as Coroner’s physician. 
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Menu Section Includes These Case Pages 

Medical 
Certification 

• Pronouncement 
Visible to the ME/Coroner and their staff, and to the Coroner-designated 
physician (Medical Certifier), as applicable. 

• Place of Death 
Visible to the ME/Coroner and their staff, and to the Coroner-designated 
physician (Medical Certifier), as applicable. 

• Cause of Death  
Visible to the ME/Coroner and their staff, and to the Coroner-designated 
physician (Medical Certifier), as applicable. 

• Other Factors  
Visible to the ME/Coroner and their staff, and to the Coroner-designated 
physician (Medical Certifier), as applicable. 

• Injury  
When the Manner of Death is not Natural, this page is visible to the 
ME/Coroner and their staff, and to the Coroner-designated physician 
(Medical Certifier), as applicable. 

• Certifier  
Visible to the ME/Coroner and their staff, and to the Coroner-designated 
physician (Medical Certifier), as applicable. 

• Certify  
Visible to MEs, medically licensed Coroners, or other Medical Certifier 
(Coroner-designated physician) associated with the case. The Certify page 
becomes visible after the case has a status of Medical Valid or Medical Valid 
with Exceptions. If the ME/Coroner is also responsible for the Personal 
Information (as indicated on the Decedent page), then the case must have a 
status of Personal Valid or Personal Valid with Exceptions before the case 
can be Certified. 

• Coroner Certify  
Visible to non-medically licensed Coroners after the case has a status of 
Medical Valid or Medical Valid with Exceptions. If the Coroner is also 
responsible for the Personal Information (as indicated on the Decedent 
page), then the case must have a status of Personal Valid or Personal Valid 
with Exceptions before Coroner Certifying. The Coroner should Coroner 
Certify after the case has been medically Certified. 

 

NOTE: Remember to Validate Page after completing each page in EDRS. Validate Page both saves 

your data and checks it against EDRS rules for expected data.  

To avoid error messages, wherever available use the Look-up tool  and Places look-up tool  to 

select people, facilities, and places from the EDRS database rather than typing in the information 

manually. 

For additional instructions and guidance, see the Validation Results section in Chapter 7. How to 

Use EDRS Case Pages. 
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Pronouncement 

The Pronouncement page identifies when the death event occurred and the Manner of Death. This 

information prints out on the Death Certificate on the following items: 3A, 3B, 27. 

 

Who is Responsible for this Page:  

• ME/Coroner 

• ME/Coroner’s staff 

• Medical Certifiers 

• Medical Facility Users (patient intake, medical records, nurses, etc.) 
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Data Contained on this Page: 

Field Name Description and Guidance 

Date of Death Enter the date that the death occurred. 

You may enter the Date of Death as all numerals, no punctuation, or you may 

select the date from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the Date of Death field and the Calendar tool closes. 

• If the Date of Death is unknown, according to CDC guidelines you should 
enter the best approximation. 

• If the Date of Death cannot be determined by approximating, then enter the 
date found or the date pronounced. Do not enter 99-99-9999 or 999-99-9999 
to represent unknown. 

Time of Death Enter the time that the death occurred.  

Enter the hour in the first field, enter the minutes in the second field, and select 
AM or PM from the drop-down list. 

Guidance:  

• Hours and minutes will each be saved in the EDRS database as two-digit 
numbers, but you can enter the smaller numbers as a single digit, and then 
when you Validate Page, EDRS will convert them to two-digit format.  

 Example: 1:6 
 Converts to: 01:06 

• If Time of Death is unknown, according to CDC guidelines you should enter 
the best approximation. Then supply qualifying information in the Time of 
Death Modifier field. 

Time of Death 
Modifier 

Select from the drop-down list.  

If left blank, the Time of Death is presumed to be the Actual Time of Death. 

Options:  

• Actual Time of Death 

• Approximate Time of Death 

• Court Determined Time of Death 

• Presumed Time of Death 

• Unknown Time of Death 
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Date 
Pronounced 
Dead 

Enter the exact date that the decedent was legally pronounced dead.  

You may enter the date as all numerals, no punctuation, or you may select the 

date from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the Date Pronounced Dead field and the Calendar tool closes. 

• You must enter the actual date pronounced. An entry of all 9s for unknown is 
not acceptable. 

Time 
Pronounced 
Dead 

Enter the exact time that the decedent was pronounced dead.  

 

Enter the hour in the first field, enter the minutes in the second field, and select 
AM or PM from the drop-down list. 

Guidance:  

• Hours and minutes will each be saved in the EDRS database as two-digit 
numbers, but you can enter the smaller numbers as a single digit, and then 
when you Validate Page, EDRS will convert them to two-digit format.  

 Example: 1:6 
 Converts to: 01:06 

• Although the system allows you to enter all 9s to indicate an unknown time 
pronounced, an entry of unknown is not acceptable. 

Manner of 
Death 

Select the Manner of Death from the drop-down list.  

Options:  

• Natural 

• Accident 

• Suicide 

• Homicide 

• Pending Investigation 

• Undetermined Circumstances 

NOTE: If the Manner of Death is anything other than ‘Natural,’ the case must 

be owned by an ME or Coroner. If a medical facility owns the case, then it will 

not pass Validation. 
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Place of Death 

The Place of Death page identifies specifically where the death event occurred, as well as providing 

some additional information about medical events leading up to the death event. This information prints 

out on the Death Certificate on the following items: 4A, 4B, 4C, 4D, 4E, 4F, 4G, 7B. 

On the Place of Death page the Facility Name and Address automatically fill in as the office/facility 

selected upon EDRS sign-in when the case was created – the office that owns the case. For deaths 

occurring outside of a medical facility and for cases owned by an office not directly affiliated with the 

Place of Death, you will need to edit the Facility Name and Address. 

 

Who is Responsible for this Page:  

• ME/Coroner 

• ME/Coroner’s staff 

• Medical Certifiers 

• Medical Facility Users (patient intake, medical records, nurses, etc.) 

Data Contained on this Page: 

Field Name Description and Guidance 

Type of place of 
death 

Select the Type of place of death from the drop-down list. This information is 
required by the CDC. 

The Type of place of death is an important field. It filters the list of Facilities that 
are available to select in the Facility Name field, and it controls the functionality 
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Field Name Description and Guidance 
of several fields on the Place of Death page. You should select the Type of 
place of death before entering other Place of Death information. 

Options: 

• Hospital DOA 

• Hospital ER 

• Hospital Hospice 

• Hospital Outpatient 

• Hospital Inpatient 

• Nursing Home 

• Private Residence 

• Hospice Facility 

• Other, Specify 

• Unknown 

Guidance: 

• Select Hospital Hospice if decedent died in a hospital and was under the 
care of a Hospice provider. 

• Select Hospice Facility if the decedent died in an inpatient medical facility 
operated by a Hospice organization in which the inpatient facility meets New 
York State Article 40 criteria to be categorized as a Hospice Facility.  

o If the Place of Death was a residential facility operated by a Hospice 
organization but does not qualify as an Article 40 Hospice Facility, then 
the Type of place of death should be entered as Other, Specify, and 
then described in the Other Specify field. 

• Select Private Residence if the decedent died at their own home (their usual 
place of residence). Private Residence means the decedent’s residence.  

o This includes Assisted Living residences and other residential facilities 
that are not classified by New York State as a medical facility or hospice 
facility.  

o It also includes deaths occurring at the decedent’s place of residence 
while under the care of a visiting Hospice organization. When you select 
Private Residence, the Address fields automatically fill in with the 
address from the Resident Address page (the decedent’s home 
address).  

o If the decedent died while visiting another person’s home, then select 
Other, Specify. 

• Select Other, Specify if the decedent died any location not listed, including, 
for example, another person’s home, a place of business, in a moving vehicle 
or vessel, by the roadside or in a rural area. Then enter a description in the 
Other Specify field.  
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Other Specify When you select Other, Specify as the Type of place of death, this field 
becomes available for you to enter a description of the place. 

Guidance: 

• Use Other Specify when the decedent died in a place not included in the 
drop-down list for Type of place of death. Select Other, Specify as the 
Type of place of death if the decedent died in another person’s home (not 
their own home), as well as at a place of business, in a moving vehicle or 
vessel, by the roadside or in a rural area. Then enter a description of the 
place in the Other Specify field. 

Facility Name If the death occurred in a medical facility (hospital or nursing home), then after 

selecting the Type of place of death, the Look-up tool  will appear for you to 
search and select the medical facility from the EDRS database. 

If the Type of place of death is Hospital Hospice or Hospice Facility, then type 
in the name of the facility.  

Guidance: 

• If the Facility Name field is filled in, then the Facility Name prints out in item 
4C on the Death Certificate, even though the street address is still captured 
as required data. If Facility Name is not filled in, then the street address 
prints out in item 4C on the Death Certificate. 

• You do not need to enter a Facility Name if the death occurred at a 
residential facility that is not categorized by New York State Article 40 as a 
Hospice Facility. Instead, enter select Other, Specify as the Type of place 
of death, describe the place in the Other Specify field, and leave Facility 
Name blank. 

• You should not enter a Facility Name if the death occurred at the decedent’s 
Private Residence while under the care of a visiting Hospice organization. 
(Facility Name field is grayed out/not editable when Private Residence has 
been selected as the Type of place of death.) 

Date Admitted If the death occurred in a medical facility (hospital or nursing home) or in a 
Hospice Facility (as defined by New York State Article 40), then enter the date 
admitted to the facility. 

If not applicable, leave blank. 

Address Section heading.  

If the Place of Death is a medical facility selected using the Look-up tool  or 
automatically filled in based on the case owner’s office/facility selected upon 
EDRS sign-in, then the full address will be filled in automatically and the individual 
Address fields will not be editable. To edit the information you will need to use the 

Look-up tool  to select a different facility.  
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NOTE: All Address fields will be editable if the Type of place of death is a 

Hospital Hospice, Hospice Facility, Private Residence, or Other, Specify. 

If the Type of place of death is Unknown, then only the locality fields will be 

editable: City or Town, County, State, and Country, and the other fields will 

be left blank.  

 

NOTE: If the Facility Name field is filled in, then the Facility Name will print in 

item 4C on the Death Certificate in lieu of the street address, even though the 

street address is still required by EDRS.  

If the Facility Name field is not filled in, then the street address will print in 

item 4C on the Death Certificate. 

Street Number Enter the number associated with the property where the death event occurred. 

If death occurred in a rural area, this might be a mile marker. 

Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name of 
PO Box, Rural 
Route, etc. 

Enter the name of the street or route.  

If the street is rural route or highway, you may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator is 
part of the name. Examples: County Road 158, Rural Route 9J, US Highway 20. 

Guidance: 

• If the place of death (or place found) is in a rural area not near a road, then 
enter the address at the nearest road and describe the location in the Other 
Specify field above. 

Street 
Designator 

Select from the drop-down list.  

Examples of Options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  
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Post 
Directional 

If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 

City or Town 
NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps you 

to select the correct one, because many municipalities in the State have the 

same or similar names in different locations.  

The Town/Village designator will be included in item 4D on the Death 

Certificate as part of the locality name, and the checkboxes for City, Village, 

Town will remain blank. This is accepted by New York State. 

 

For Place of Death City or Town it is preferred that you select the City or Town 
from the EDRS database so that EDRS can automatically assign the case to the 
local Filing Registration Office: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use Predictive 
Text, begin typing in the name of the municipality in the City or Town field. A 
list of matches will pop-up from the EDRS database for you to select the 
correct one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City or Town, 
County, State, and Country. 

NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, enter locality fields in the order of largest entity to smallest (right to 

left): Country, then State, then County, then City or Town. 

This process will pre-filter each Predictive Text list to include just those entries 

that are within the locality already selected.  
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Otherwise, if you select the smallest entity first (City or Town), you might choose 
one from the wrong region. Then when you try to enter the larger entity, the 
Predictive Text feature will not be able to give you a database entry to select, and 
then you will get errors when you Validate Page. 

NOTE: If the death occurred within the five boroughs of New York City, then the 

case must be entered and registered using the New York City death 

registration system instead of New York State EDRS. 

County Enter the County within New York State where the death event occurred.  

Use the Places look-up tool  or Predictive Text feature to select the location 
from the EDRS database. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

State State must be New York (spelled out).  

Country Country must be United States (spelled out). 

Zip Code Enter the five-digit zip code. 

Medical Record 
Number 

This field is optional. It is not queried by New York State. 

Was Decedent 
Transferred 
from Another 
Institution? 

This question pertains to transfer from another medical facility either in relation to 
the death event, or shortly before their death.  

Select from the drop-down list.  

Options: No, Yes 

If Yes, the page will refresh to display the Transfer Facility field and associated 
Address fields.  

Transfer 
Facility 

Visible when the selected answer is Yes to Was Decedent Transferred from 
Another Institution. 

Use the Look-up tool  to search and select the medical facility from which the 
decedent was transferred. When you select a facility, the Address fields will 
automatically fill in.  

NOTE: To expand your search in the Look-up tool , enter a portion of the 

name of the facility, followed by the wildcard % character. You may also enter 

the wildcard % character before the name. 

If the medical facility cannot be found using the Look-up tool , you may type it 
in.  
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Address Section heading. Visible when the selected answer is Yes to Was Decedent 
Transferred from Another Institution. 

The Address fields automatically fill in when the Transfer Facility is selected 

using the Look-up tool . 

City or Town If not already filled in:  

• You may use the Places look-up tool  to select the State, County, and 
City or Town where the medical facility that the decedent was transferred 
from is located. 

Or 

• You may use Predictive Text feature to select the State, then County, then 
City or Town.  

County If not already filled in:  

• You may use the Places look-up tool  to select the State, County, and 
City or Town where the medical facility that the decedent was transferred 
from is located. 

Or 

• You may use Predictive Text feature to select the State, then County, then 
City or Town. 

State If not already filled in:  

• You may use the Places look-up tool  to select the State, County, and 
City or Town where the medical facility that the decedent was transferred 
from is located. 

Or 

• You may use Predictive Text feature to select the State, then County, then 
City or Town. 

Was Decedent 
Hospitalized in 
Last 2 months? 

Select from the drop-down list. 

Options: No, Yes 

If Infant under 1 
year 

Section heading. 

Birth Facility If the decedent was less than 1 year old, use the Look-up tool  to search for 
and select the Birth Facility. 

If the facility of birth cannot be located using Look-up tool, you may type it in.  

If the infant decedent was not born in a medical facility, then type in a description 
of where the delivery occurred. 
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Cause of Death 

The Cause of Death page identifies the immediate cause of death and the sequence of events, 

conditions, illnesses, or injuries that led up to and contributed to the immediate cause.  

The page consists of two parts:  

• Part I is for reporting the sequence of events that resulted in death.  

o To accurately depict the sequence of events, each condition reported in Part I should cause the 
condition reported in the line above it.  

o All Part I entries must include the interval of onset for that condition – how long before death the 
condition began. Onset refers to when the condition/disease likely began, which may not 
necessarily be when it was diagnosed. 

o Not all Lines are required for all cases.  

o The lowest Line entered in Part I should include the underlying disease, injury, or circumstances 
that set off the chain of events that led directly or inevitably to death. 

• Part II is for reporting all other important diseases or conditions that were present at the time of death 
and which may have contributed to the death, but did not directly lead to the underlying cause of 
death listed in Part I.  

This information prints out on the Death Certificate on the following items: 30 Lines (A), (B), (C) and 

PART II.  

NOTE: Part I Line d on the Cause of Death page does not have a corresponding space to print out 

on the New York State Death Certificate. However, CDC-NCHS requests that Line d be filled in when 

it is applicable so that the complete data are reported to CDC.  

Solution: 

Beginning spring 2019, any Line d content present in the EDRS case will be added to Line (C) on the 

printed Death Certificate. Before that system change is implemented, if you want Line d information 

to print out, you may add the Line d information to Line c in the EDRS case. 

Validation Criteria for Cause of Death 

For statistical reporting to CDC-NCHS and New York State, Validate Page on the Cause of Death page 

looks for specific terminology and a particular hierarchy of data reported in Parts I and II. For example, 

validation criteria looks for the following: 

• If Manner of Death (on the Pronouncement page) is Natural, then the immediate and leading 
causes of death should not contain trauma-related terms. If the death was not from trauma but you 
are getting an error message about a possible trauma term, please refer to the following guidance: 

o Validation Results will question Cause of Death terminology that can commonly accompany a 
trauma event, even if the Manner of Death specified is Natural and no trauma occurred in this 
case. If you get an error message for using a possible trauma term for a non-traumatic Cause of 
Death, add “non traumatic” to the Cause of Death statement, and Validate Page again. Then 
Override the error message and proceed with completing the case. The error message will 
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remain on the page, the field will remain shaded yellow, and the page Validation indicator on the 
Death Registration Menu will appear as a yellow dot. This will not prevent you from Certifying the 
case as long as the error has been Overridden. 

o Remember also that if the Manner of Death is not Natural, then the case must be owned by an 
ME/Coroner and the ME/Coroner will need to be a Certifier on the case. 

• Cause of Death Part I statements should reflect the standard descriptions of International 
Classification of Diseases (ICD) to aid in statistical reporting and classification. Enter descriptions in 
English; avoid entering abbreviations or numeric ICD codes. 

• If Cause of Death Parts I or II include statements indicating possible drug-related overdose or use of 
opioids, Validation Results provides advice on how to enter the information for improved statistical 
reporting and tracking. Validation Results will suggest certain terminology to use and where to place 
those terms. 

Be sure to also review the guidance given on the Cause of Death page in EDRS, and in the NCHS 

Recommendations for Entry of Cause of Death (see link on the Cause of Death page). 

NOTE: You may also want to use the Check Spelling button located at the bottom of the page to help 

you in preparing this portion of the Death Certificate. 
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Who is Responsible for this Page:  

• ME/Coroner 

• Medical Certifier, if Coroner is not medically licensed 

Data Contained on this Page: 

Field Name Description and Guidance 

PART I Section heading.  

General Guidance for Part I: 

• Each Line in Part I includes a column to the right to enter the Approximate 
Interval Onset to Death. This information is required for each Cause of 
Death entered.  

o The Approximate Interval Onset to Death may be entered in any 
applicable unit of time: seconds, minutes, hours, days, months, years. 

o Give your best estimate for how long the condition or disease was 
present.  

o If you are not able to estimate how long the condition was present, then 
you may enter Unknown.  

• If Cause of Death is under investigation and cannot yet be determined, you 
may enter Pending investigation in Part I on the Cause of Death page, and 
select Pending Investigation as the Manner of Death on the 
Pronouncement page. After the investigation is completed you will need to 
submit a correction/amendment to the Death Certificate to incorporate the 
Cause of Death determination. 

• If after a thorough investigation Cause of Death cannot be determined, then 
per the guidance provided by the CDC the ME/Coroner may enter Cause of 
death not determined at autopsy and toxicological examination in Part I on 
the Cause of Death page, and select Undetermined Circumstances as the 
Manner of Death on the Pronouncement page. 

• When entering the Cause of Death, use descriptive language; avoid entering 
abbreviations or numeric ICD codes.  

Line a  

Immediate 
Cause (Final 
disease or 
condition 
resulting in 
death) 

Enter the final disease, injury, or complication that resulted in death. 

Approximate Interval Onset to Death: In the field to the right on Line a, enter 
the approximate interval of onset leading up to death for the Cause of Death 
entered on this line. Indicate how many seconds, minutes, hours, days, months, 
or years the condition or disease was present. Give your best estimate. 

Line b  

Due to or as a 
consequence 
of 

Enter the condition/disease/injury that directly caused or contributed to the final 
condition or disease which was entered in Line a.  

Approximate Interval Onset to Death: In the field to the right on Line b, enter 
the approximate interval of onset leading up to death for the Cause of Death 
entered on this line. Indicate how many seconds, minutes, hours, days, months, 
or years the condition or disease was present. Give your best estimate. 
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Line c  

Due to or as a 
consequence 
of 

If applicable, enter the underlying condition/disease/injury or circumstances that 
led to the condition or disease which was entered in Line b.  

Approximate Interval Onset to Death: In the field to the right on Line c, enter 
the approximate interval of onset leading up to death for the Cause of Death 
entered on this line. Indicate how many seconds, minutes, hours, days, months, 
or years the condition or disease was present. Give your best estimate. 

Line d  

Due to or as a 
consequence 
of 

If applicable, enter the condition/disease/injury or circumstances that led to the 
condition or disease which was entered in Line c. 

Approximate Interval Onset to Death: In the field to the right on Line d, enter 
the approximate interval of onset leading up to death for the Cause of Death 
entered on this line. Indicate how many seconds, minutes, hours, days, months, 
or years the condition or disease was present. Give your best estimate. 

NOTE: This line does not have a corresponding item on the Death Certificate. 

Beginning spring 2019 any information entered in EDRS on Lines c and d will 

both print out in item 30 (C) on the printed Death Certificate. 

PART II Section heading. 

Other 
significant 
conditions 

Enter any other diseases or conditions that were present at the time of death and 
which may have contributed to the death, but did not directly lead to the 
underlying cause of death listed in Part I. Significant chronic diseases may be 
included here if relevant. 

 

Other Factors 

The Other Factors page identifies additional information related to the decedent and the reporting of the 

death. This information prints out on the Death Certificate on the following items: 28, 29A, 29B, 30 PART 

II DID TOBACCO USE CONTRIBUTE TO DEATH, 33A, 33B. 
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Who is Responsible for this Page:  

• ME/Coroner 

• Medical Certifier, if Coroner is not medically licensed 

Data Contained on this Page: 

Field Name Description and Guidance 

Autopsy 
Performed 

Select from the drop-down list. 

Options: No, Yes, Refused, Unknown 

If Yes, were 
findings used 
to determine 
cause of death? 

This field is available only when the answer to Autopsy Performed is Yes. 

Select from the drop-down list. 

Options: No, Yes, Unknown 

Guidance: 

• If autopsy results are not yet available and are therefore pending, you may 
enter No, and then later submit a correction/amendment to the Death 
Certificate if final autopsy results warrant changing the Cause of Death.  



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

128 

Field Name Description and Guidance 

If decedent was 
female, was 
decedent 
pregnant within 
the last year? 

If decedent is female and of childbearing age (between the ages of 10 and 65), 
select from the drop-down list. 

Options: 

• Not pregnant within past year 

• Pregnant at time of death 

• Not pregnant, but pregnant within 42 days of death 

• Not pregnant, but pregnant 43 days to 1 year before death 

• Not Applicable 

• Unknown if pregnant within the past year 

If decedent is male as defined on the Decedent page, then this field will 
automatically be filled in as Not Applicable, and the field will not be editable. 

If decedent is female but not of childbearing age (younger than 10 or older than 
65), then this field will automatically be filled in as Not Applicable, and the field 
will not be editable. 

Date of Delivery This field becomes available when the answer to the preceding question is: 

• Pregnant at time of death 

• Not pregnant, but pregnant within 42 days of death 

• Not pregnant, but pregnant 43 days to 1 year before death 

You may enter the date as all numerals with no punctuation, or you may select 

the date from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the Date of Delivery field and the Calendar tool closes. 

Did tobacco 
use contribute 
to death 

Select from the drop-down list. 

Options: No, Yes, Probably, Unknown 
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Was Case 
Referred to 
Coroner or 
Medical 
Examiner? 

Select from the drop-down list. 

Options: No, Yes, Unknown 

If the case is owned by an ME/Coroner, then this field automatically fills in as Yes, 
and the field cannot be edited. 

If case is owned by a medical facility who referred it to an ME/Coroner for review 
using the Refer to Medical Examiner feature, then this field automatically fills in 
as Yes, even though the medical facility still owns the case, and even if the 
ME/Coroner Declined the referral – the referral still occurred and is documented 
in this field. When the system automatically fills this field in with Yes, the field 
cannot be edited. 

ME Case 
Number 

Enter the ME/Coroner’s case number.  

If the ME/Coroner used the ME Review Case feature to take ownership of the 
case or Accept or Decline a referral, then the ME Case Number that was already 
entered on the ME Review Case page automatically fills in on the Other Factors 
page. 

 

 

Injury 

The Injury page identifies the circumstances, timing, and location where an injury occurred that caused 

or contributed to the death. The Injury page is visible only when Manner of Death on the 

Pronouncement page is not Natural. The information on the Injury page prints out on the Death 

Certificate on the following items: 31A, 31B, 31C, 31D, 31E, 31F. 

NOTE: If the Injury page is available, and thus the Manner of Death is not Natural, then an 

ME/Coroner must own that case and will Certify on the case. 
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Who is Responsible for this Page:  

• ME/Coroner 

• Medical Certifier, if Coroner is not medically licensed 

Data Contained on this Page: 

Field Name Description and Guidance 

Date of Injury Enter the date the injury occurred. 

You may enter the date as all numerals with no punctuation, or you may select 

the date from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the Date of Injury field and the Calendar tool closes. 

• If Date of Injury is unknown, you may enter all 9s in the Date of Injury field 
in the date format as MMDDYYYY (99999999). When you move to the next 
field, this number will automatically convert to 999-99-9999 (representing 
Mon-DD-YYYY format). 
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Time of Injury Enter the time when the injury occurred. 

Enter the hour in the first field, enter the minutes in the second field, and select 
AM or PM from the drop-down list. 

Guidance:  

• Hours and minutes will each be saved in the EDRS database as two-digit 
numbers, but you can enter the smaller numbers as a single digit, and then 
when you Validate Page, EDRS will convert them to two-digit format.  

 Example: 1:6 
 Converts to: 01:06 

• If Time of Death is unknown, you may enter 99:99 for the time. The AM/PM 
drop-down field will automatically be filled in with Unknown. 

Injury at Work Indicate if the injury occurred at the decedent’s place of work. Select from the 
drop-down list. 

Options: Yes, No, Unknown 

Place of injury 
Description 

Enter a general description of the type of place where the injury occurred.  

Examples: restaurant, vacant lot, construction site, office building, decedent’s 
home. 

Do not enter specific names of buildings, businesses or people. 

Injury Location Section heading.  

In the following fields enter the complete address where the injury occurred. 

NOTE: If using the Predictive Text feature in the locality fields, enter the largest 

entity first, and then move to the smaller entity fields to the left (enter Country, 

then State, then County, then City or Town). 

Street Number Enter the number associated with the property where the injury occurred. 

If injury occurred on a highway, or in rural area, this might be a mile marker. 

Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name or 
PO Box, Rural 
Route, etc. 

Enter the name of the street or route.  

If the street is rural route or highway, you may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator is 
part of the name. Examples: County Road 158, Rural Route 9J, US Highway 20. 
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Street 
Designator 

Select from the drop-down list.  

Examples of Options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  

Post 
Directional 

If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 

City or Town 
NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps you 

to select the correct one, because many municipalities in the State have the 

same or very similar names in different locations. 

To enter the City or Town: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use the 
Predictive Text feature, begin typing in the name of the municipality in the 
City or Town field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City or Town, 
County, State, and Country. 
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NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, it is highly recommended that you enter locality fields in the order of 

largest entity to smallest (right to left) – Country, then State, then County, 

then City or Town. 

This process will pre-filter each Predictive Text list to include just those entries 

that are within the locality already selected.  

Otherwise, if you select the smallest entity first (City or Town), you might 

choose one from the wrong region. Then when you try to enter the larger 

entity, the Predictive Text feature will not be able to give you a database entry 

to select, and then you will get errors when you Validate Page. 

 

NOTE: If injury occurred outside of the United States, use the Places look-up 

tool  or Predictive Text feature to select the Country from the EDRS 

database. For Mexico and Canada, the States/Provinces and some Cities are 

available to select. For other Countries, after selecting the Country from the 

list, type in the other locality information. 

County Enter the name of the County where the injury occurred. 

Use the Places look-up tool  or Predictive Text feature to select the location 
from the EDRS database. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

State Enter the full name of the State (or Province) where the injury occurred.  

Example: New York (spelled out) 

Use the Places look-up tool  or Predictive Text feature to select the location 
from the EDRS database. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 
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NOTE: If injury occurred outside of the United States, use the Places look-up 

tool  or Predictive Text feature to select the Country from the EDRS 

database. For Mexico and Canada, the States/Provinces and some Cities are 

available to select. For other Countries, after selecting the Country from the 

list, type in the other locality information. 

Country Enter the name of the Country where the injury occurred.  

The default Country already filled in is United States (spelled out). You may 
change the Country if injury leading to death occurred in another Country. 

NOTE: If injury occurred outside of the United States, use the Places look-up 

tool  or Predictive Text feature to select the Country from the EDRS 

database.  

For Mexico and Canada, the States/Provinces and some Cities are available 

to select.  

For other Countries, after selecting the Country from the list, type in the other 

locality information. 

Zip Code Enter the five-digit zip code. 

Describe how 
injury occurred 

Enter a brief but specific description of how the injury occurred. Explain the 
circumstances or cause of the injury and, if known, the type of activity the 
decedent was engage in when the injury occurred.  

If transportation 
injury Specify 

If the injury involved a transportation vehicle or vessel, select the decedent’s role 
from the drop-down list. 

Options: Driver/Operator, Passenger, Pedestrian, Other Specify 

Other Specify If you entered Other Specify to the previous question, then enter in this field a 
description of the decedent’s role. 

If you entered a different answer to the previous question, then this field will 
remain blank and will not be editable.  

 

Certifier 

The Certifier page identifies the signing (Certifying) individual(s) who will affirm that the death event 

occurred as described in the case. The Certifier page lists their name, title, credentials, and address. 

This information prints out on the Death Certificate on the following items: 25A, 25B, 25C, 26A. 

Some section of the Certifier page only become visible when needed based on other information entered 

on the page.  
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Much of the information on this page fills in automatically based on user profiles in EDRS as the 

Certifier(s) access the case. If Certifier information needs to be changed, click the Eraser tool  to clear 

out (delete) the existing information from the corresponding fields, and then click Validate Page to clear 

the data that may have previously been saved in the case. Then click the Look-up tool  to search and 

select the correct certifier. 

NOTE: Only the individuals listed on the Certifier page will be allowed to medically Certify and 

Coroner Certify the case.  
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Coroner’s Physician Section on the Certifier Page: 

 

Attending Physician Section on the Certifier Page: 

 

Who is Responsible for this Page:  

• ME/Coroner 

• Medical Certifier (Coroner-designated physician) if Coroner is not medically licensed 



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

137 

Data Contained on this Page: 
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Certifier Type Select the Certifier Type from the drop-down list.  

Options: 

• Attending Physician 

• Physician Acting on behalf of Attending Physician 

• Medical Examiner/Deputy Medical Examiner 

• Nurse Practitioner 

• Physician Assistant 

• Coroner 

This is an important field that affects the availability of some other fields and 
functionality in the case. 

This field pertains to the Certifier who “owns” the case, and that person’s name 
and address will be filled in directly below the Certifier Type field. 

Guidance: 

• If the case is owned by a non-medically licensed Coroner, then the case will 
need to have two (2) Certifiers – the Coroner as Coroner Certifier, and the 
Coroner-designated physician as Medical Certifier. In that case this field 
pertains to the Coroner Certifier.  

o In the Certifier Type field, select Coroner. 

o Below the Certifier Address fields, click in the checkbox Coroner is not a 
physician. 

• If the case is owned by an ME, medically licensed Coroner, then the ME or 
medically licensed Coroner is the only Certifier on the case – the Medical 
Certifier.  

o If the Medical Certifier is an ME, then in the Certifier Type field, select 
Medical Examiner/Deputy Medical Examiner. 

o If the Medical Certifier is a medically licensed Coroner, then in the 
Certifier Type field, select Coroner. 

• If the case is owned by a medical facility (Natural death only), then the case 
has only one Certifier – the Medical Certifier. 

o If the Medical Certifier is an Intern or Resident, then in the Certifier Type 
field, select Physician Acting on behalf of Attending Physician.  

o The License Number field will remain blank.  

o Click in the checkbox Intern/Resident (If Not Licensed).  

o Click in the checkbox Certifier is not attending physician. 

o Enter the Attending Physician’s information. See detailed 
instructions below for completing that section of the Certifier page.  

o If the Medical Certifier is the Attending Physician, a Nurse Practitioner, 
or a Physician Assistant, then in the Certifier Type field, select their 
corresponding title/role. 
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Certifier Name Section heading. 

The certifier’s information should automatically fill in from their user profile when 
they access the case. 

If needed, use the corresponding Look-up tool  to search and select the 

Certifier from the EDRS database, or use the Eraser tool  to clear the 
previously entered information. 

License 
Number 

Automatically fills in from the selected Certifier’s user profile. 

Intern/Resident 
(If Not 
Licensed) 

Click in this checkbox if the Certifier is an Intern or Resident. 

If the Certifier is an Intern or Resident, then also be sure of the following: 

• The Certifier Type selected is Physician Acting on behalf of Attending 
Physician.  

• Check in the checkbox Certifier is not attending physician. 

First First name of Certifier, automatically filled in from their user profile. 

Middle Middle name or middle initial of Certifier, automatically filled in from their user 
profile. 

Last Last name of Certifier, automatically filled in from their user profile. 

Suffix If applicable, name suffix of Certifier, automatically filled in from their user profile. 

Examples: Jr, Sr, 3rd.  

Some Medical Certifiers have included their professional credential in this field, 
such as MD, DO. 

Title The Certifier’s Title automatically fills in from the Certifier’s user profile. 

Associated field: 

• Other Specify 

Any other Title automatically entered in the Other Specify field also comes from 
the Certifier’s user profile. If this field is not used in the user’s profile, then it 
remains blank here and is not editable. 

Certifier 
Address 

Section heading. 

NOTE: The Certifier Address fills in automatically from their user profile. You 

may edit the address if a different address is desired on the Death Certificate 

by checking the Edit Certifier Address checkbox. 
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Edit Certifier 
Address 

Checkbox that allows you to change the Certifier Address fields. Click in the 
checkbox to allow the corresponding address fields to become editable. 

Guidance: 

• Use this checkbox if the Certifier Address that automatically fills in from the 
user profile is not the address the Certifier wants to have printed on this 
Death Certificate. 

• Be sure to Validate Page after making edits to save your changes. 

• There is no need to uncheck the checkbox after saving your changes. If you 
uncheck the box and then check it again, the address changes you made will 
be deleted. 

Street Number Enter the house or property number portion of the street address. 

Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name, 
Rural Route, 
etc. 

Enter the name of the street or route. You may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator is 
part of the name. Examples: County Road 158, Rural Route 9J, US Highway 20. 

Street 
Designator 

Select from the drop-down list.  

Examples of Options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  

Post 
Directional 

If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 
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City or Town Enter the City or Town.  

NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps you 

to select the correct one, because many municipalities in the State have the 

same or very similar names in different locations. 

To enter the City or Town: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use the 
Predictive Text feature, begin typing in the name of the municipality in the 
City or Town field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City or Town, 
State, and Country. 

NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, it is recommended that you enter locality fields in the order of largest 

entity to smallest (right to left) – Country, then State, then City. 

This process will pre-filter each Predictive Text list to include just those entries 

that are within the locality already selected. 

If you only type in the City or Town manually without selecting the item in the 

list from the database, then when you Validate Page you will likely get an 

error message that the City or Town is not valid for the State entered. 
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State Spell out the name of the State, no abbreviations.  

The default State is New York. This can be edited if the decedent lives outside of 
New York State.  

If changing the State:  

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the State by beginning to type in the 
State field. A list of matches will pop-up for you to select the correct one by 
clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Country Spell out the name of the Country, no abbreviations.  

The default Country is United States. This can be edited if the Certifier’s address 
is outside of the Country (such as in Canada). 

If changing the Country: 

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the Country by beginning to type in 
the Country field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Zip Code Enter the five-digit zip code of the Certifier’s address. 

Date Signed You may leave this field blank. The signing date for the Certifier will automatically 
fill in when the case is Affirmed (electronically Certified) by the Certifier. 
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Coroner is not a 
physician 

This checkbox will need to be selected for all cases owned by a non-medically 
licensed Coroner. However, it is not necessary to manually click in the checkbox, 
because the checkbox automatically becomes checked when the non-medically 
licensed Coroner Requests Non-affiliated Certification from a Medical Certifier.  

When this checkbox is selected, a new Coroner’s Physician section appears 
below the checkbox: 

 

When the non-affiliated medical certifier Accepts the request, their information 
automatically fills into the fields in the Coroner’s Physician section of the page. 

NOTE: This checkbox should never be checked when the case is owned by an 

ME, medically licensed Coroner, or a medical facility or private practice 

physician.  

Coroner’s 
Physician Name 

Section heading. This heading includes the Look-up tool  for 

searching/selecting the Medical Certifier and the Eraser tool  for clearing 
(deleting) an existing entry before making changes.  

• This section is automatically filled in when the non-medically licensed Coroner 
shares the case with a Medical Certifier using the Request Non-Affiliated 
Certification feature.  

o A non-medically licensed Coroner may use Request Non-Affiliated 
Certification to share the case with any licensed Medical Certifier who is 
not directly affiliated with the Coroner’s office – a primary care physician, 
an ME or medically licensed Coroner’s affiliated with a different office, or 
other Coroner-designated physician, etc.  

• If the Medical Certifier/Coroner-designated physician for the non-medically 
licensed Coroner is already directly affiliated with the Coroner’s office, then 
this field will not fill in automatically and will have to be filled in by the Coroner 
or the Medical Certifier. 

o Being directly affiliated means the Medical Certifier has an EDRS role 
assignment in the Coroner’s County DOH office, in which case they can 
access the case directly when they select the County DOH office upon 
EDRS sign-in. 

o If the Medical Certifier/Coroner’s Physician information needs to be filled 

in or changed, you can either use the Look-up tool  to select them by 
Name, or you can type in their License Number in the field below. 
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Field Name Description and Guidance 

License 
Number 

If you used the Look-up tool  to select the Medical Certifier/Coroner-designated 
physician, then the License Number field will have been automatically filled in.  

Alternatively, you can type in the Medical Certifier’s New York State medical 

license number and then click the Autofill tool  to automatically fill in the Name 
and Title of the Medical Certifier/Coroner-designated physician from their user 
profile in the EDRS database.  

First First name is automatically filled in from the Medical Certifier/Coroner-designated 
physician’s user profile. 

Middle If applicable, Middle name is automatically filled in from the Medical 
Certifier/Coroner-designated physician’s user profile. 

Last Last name is automatically filled in from the Medical Certifier/Coroner-designated 
physician user profile. 

Suffix If applicable, Suffix is automatically filled in from the Medical Certifier/Coroner-
designated physician’s user profile. 

Title Title is automatically filled in from the Medical Certifier/Coroner-degnignated 
physician’s user profile. 

Associated field: 

• Other Specify 

If Other Specify is filled in on the user profile, then it is automatically filled in here 
and cannot be edited. 

Date Signed You may leave this field blank. The signing date for the Medical 
Certifier/Coroner’s Physician will automatically fill in when the case is Affirmed 
(electronically Certified) by the Medical Certifier/Coroner-designated physician. 

Certifier is not 
attending 
physician 

When this checkbox is selected, a new Attending Physician section appears 
below the checkbox: 
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Guidance: 

This checkbox should be checked under the following situations: 

• The Medical Certifier is not a licensed physician (for example, PA or NP), or 

• The Medical Certifier for the case is an ME/medically licensed Coroner who 
was not present at the death event and is not familiar with the decedent’s 
medical history. 

Attending 
Physician Name 

Section heading, with Look-up tool  and Eraser tool for entering and 
deleting the information. 

• You can either use the Look-up tool  to select the Attending Physician by 
Name, or you can type in their License Number in the field below.  

• If the Attending Physician is not found in the EDRS database using the 

Look-up tool  or the License Number, then you will be able to type in all of 
the Attending Physician’s information. 

Guidance: 

• Supply the Attending Physician’s information if the death was attended and 
pronounced by a different physician other than the Medical Certifier (for 
example, a hospital emergency department physician), or if the decedent’s 
personal physician is known and they or their staff are providing information 
for the case. 

• If the Attending Physician is unknown, then you may leave this section blank, 
but still check the box above indication that the Medical Certifier is not the 
Attending Physician. 

License 
Number 

New York State medical License Number of the Attending Physician.  

This field can be used to automatically fill in all of the Attending Physician’s 
information from the EDRS database user profile.  

Type in the License Number, and then click Auto-fill tool  to automatically fill 
in all fields from the EDRS database.  

Use either this option with Auto-fill , or use the Look-up tool . If the Attending 
Physician is not found in the EDRS database by either of these methods, then 
you may type in all of the Attending Physician’s information. 

First Attending Physician’s First name.  

This field automatically fills in from the EDRS database user profile when the 

Attending Physician is selected using the Look-up tool , or after entering the 

License Number and clicking the Auto-fill tool .  

If the physician was not found in the EDRS database, then you may type in all of 
the Attending Physician’s information.  
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Middle Attending Physician’s Middle name or middle initial.  

When applicable, this field automatically fills in from the EDRS database user 

profile when the Attending Physician is selected using the Look-up tool , or 

after entering the License Number and clicking the Auto-fill tool .  

If the physician was not found in the EDRS database, then you may type in all of 
the Attending Physician’s information. 

Last Attending Physician’s Last name.  

This field automatically fills in from the EDRS database user profile when the 

Attending Physician is selected using the Look-up tool , or after entering the 

License Number and clicking the Auto-fill tool .  

If the physician was not found in the EDRS database, then you may type in all of 
the Attending Physician’s information. 

Suffix Attending Physician’s name Suffix.  

As applicable, this field automatically fills in from the EDRS database user profile 

when the Attending Physician is selected using the Look-up tool , or after 

entering the License Number and clicking the Auto-fill tool .  

If the physician was not found in the EDRS database, then you may type in all of 
the Attending Physician’s information. 

Title Attending Physician’s Title.  

This field automatically fills in from the EDRS database user profile when the 

Attending Physician is selected using the Look-up tool , or after entering the 

License Number and clicking the Auto-fill tool .  

If the physician was not found in the EDRS database, then you may manually 
enter all of the Attending Physician’s information. If manually entering the 
information, select the Title from the drop-down list 

Options: 

• Doctor of Medicine 

• Doctor of Osteopathy 

• Medical Examiner 

• Other Specify 

Associated Field: 

• Other Specify 
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Attending 
Physician 
Address 

Section heading. 

NOTE: The Attending Physician Address fills in automatically from the EDRS 

database user profile if you selected them using the Look-up tool  or by 

using the Auto-fill tool  after typing in their medical License Number. You 

may edit the address if a different address is desired on the Death Certificate 

by checking the Edit Address checkbox. 

Edit Address Checkbox that allows you to change the Attending Physician’s Address fields. 
If you auto-filled the Attending Physician’s information from the EDRS database 

using the Look-up tool  or by using Auto-fill tool  after typing in their Medical 
License Number.  

Click in the checkbox to allow the corresponding address fields to become 
editable. 

Guidance: 

• Use this checkbox if the Attending Physician Address that automatically 
fills in from the user profile is not the address that individual wants to have 
printed on this Death Certificate. 

• Be sure to Validate Page after making edits to save your changes. 

• There is no need to uncheck the checkbox after saving your changes. If you 
uncheck the box and then check it again, the address changes you made will 
be deleted. 

Street Number Enter the house or property number portion of the street address. 

Pre Directional If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Street Name, 
Rural Route, 
etc. 

Enter the name of the street or route. You may include letters and numbers, as 
applicable. 

All words in the Street Name should begin with an upper case letter.  

Designators such as Avenue, Road, etc., should be entered in the Street 
Designator field, not here. The exception is rural routes in which the designator is 
part of the name. Examples: County Road 158, Rural Route 9J, US Highway 20. 

Street 
Designator 

Select from the drop-down list.  

Examples of options: Avenue, Boulevard, Court, Parkway, Road, Street, etc. 

The list of options is quite long. Rather than scrolling through the entire list, you 
can begin typing the street designator, such as turn, and the list will jump to 
Turnpike, highlighting it in the drop-down list.  

To select the highlighted option, press Enter on your keyboard, or click on the 
desired option.  
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Post 
Directional 

If applicable, select from the drop-down list.  

Options: E, N, NE, NW, S, SE, SW, W 

If not applicable, leave blank. 

Apt #, Suite #, 
etc. 

If applicable, enter the unit numbers and/or letters.  

If not applicable, leave blank. 

City or Town Enter the City or Town.  

NOTE: Municipality names in the EDRS database include the designator of 

Town, Village, or Borough after the name of the municipality. This helps you 

to select the correct one, because many municipalities in the State have the 

same or very similar names in different locations. 

To enter the City or Town: 

• Use the Places look-up tool  to browse and select the locality. 

Or 

• Use the Predictive Text feature to select the municipality. To use the 
Predictive Text feature, begin typing in the name of the municipality in the 
City or Town field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

 
The Predictive Text feature is available in all locality fields – City or Town, 
State, and Country. 

NOTE: In the Predictive Text example shown above we see multiple matches 

from different regions. To help you avoid selecting an entry from the wrong 

region, it is recommended that you enter locality fields in the order of largest 

entity to smallest (right to left) – Country, then State, then City. 

This process will pre-filter each Predictive Text list to include just those entries 

that are within the locality already selected. 

If you only type in the City or Town manually without selecting the item in the list 
from the database, then when you Validate Page you will likely get an error 
message that the City or Town is not valid for the State entered. 
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State Spell out the name of the State, no abbreviations, such as New York.  

If changing the State:  

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the State by beginning to type in the 
State field. A list of matches will pop-up for you to select the correct one by 
clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Country Spell out the name of the Country, no abbreviations.  

The default Country is United States. This can be edited if the Attending 
Physician’s address is outside of the Country. 

If changing the Country: 

• Use the Places look-up tool  to browse and select. 

Or  

• Use the Predictive Text feature to select the Country by beginning to type in 
the Country field. A list of matches will pop-up for you to select the correct 
one by clicking on it. 

NOTE: If using the Predictive Text feature, enter locality fields in order of 

largest entity to smallest (right to left). This process prefilters each field’s 

entries to just those that are within the locality already selected. 

Zip Code Enter the five-digit zip code of the Attending Physician’s address. 

Deceased last 
seen alive by 
attending 
physician 

Enter the date the decedent was last seen alive by the Attending Physician. 

You may enter the date as all numerals with no punctuation, or you may select 

the date from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the corresponding Date field and the Calendar tool closes. 
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• If the date Deceased last seen alive by attending physician is unknown, 

you may leave the Date field blank. If left blank, you will then need to Override 
the error message that says the date last seen by attending physician should 
not be left blank. 

Attending 
physician 
attended 
deceased - 
Start Date / End 
Date 

Enter the date range when the decedent was under the care of the Attending 
Physician.  

You may enter the Start and End Dates as all numerals with no punctuation, or 

you may select the Start and End Dates from the Calendar tool . 

Guidance:  

• If entering date as numbers, enter in the following format: 08202018. This 
number will automatically convert to Aug-20-2018. 

• If using the Calendar tool, click the Calendar icon . The Calendar tool 
displays the current Year and Month. If these need to be changed, select the 
Year first. Then select the Month. Then select the Day by clicking on the date 
in the calendar image. When you select the day, the selected date enters in 
the corresponding Date field and the Calendar tool closes. 

• If a dates Attending physician attended deceased is unknown, you may 
leave the Start and End Dates blank. If left blank, you will then need to 
Override the error message that says the Start and End Dates should not be 
left blank. 

 

NOTE: Review a Working Copy of the Death Certificate to confirm case accuracy and completeness. 

 

NOTE: After case information is complete and the case status bar indicates Medical Valid or Medical 

Valid with Exceptions, you will need to Certify (or Coroner Certify) the case.  

The Certify or Coroner Certify page(s) are only available in the Death Registration Menu when case 

status is Medical Valid or Medical Valid with Exceptions.  

To access the Certify or Coroner Certify page to Certify the case, click the Certify (or Coroner 

Certify) link in the Death Registration Menu.  See the Certify and Coroner Certify sections later in 

this chapter. 

Users who are not Certifiers may not be able to see these links because they do not have the 

necessary credentials or role to Certify the case. 

 



 

Updated February 26, 2019 EDRS User Manual for Medical Examiners and Coroners 

151 

Certify 

After case information is complete and the case status bar indicates Medical Valid or Medical Valid with 

Exceptions, the Medical Certifier must Certify the case.  

NOTE: Before Certifying the case, review a Working Copy of the Death Certificate to confirm case 

accuracy and completeness. Working Copy is available on the Print Forms page 

The Certify feature in EDRS includes Affirmation statements in which the Medical Certifier attests to the 

accuracy and truthfulness of the information entered in the case and attests to the Certifier’s authority to 

Certify the case. Affirming these statements represents Certifying the case. Upon Affirming these 

statements, EDRS inserts an electronic signature onto the Death Certificate. For the ME and medically 

licensed Coroner, this information prints out on the Death Certificate on the following items: 25A 

Signature and date blocks. For Coroner’s Physician (including ME serving as Coroner’s Physician), this 

information prints out on the Death Certificate on the following items: 25B Signature and date blocks. 

The Certify page is only available in the Death Registration Menu when case status is Medical Valid or 

Medical Valid with Exceptions. If the ME/Coroner is also responsible for entering Personal Information, 

as indicated on the Decedent page, then the case data status must also be Personal Valid or Personal 

Valid with Exceptions before you can Certify the case. 

 

NOTE: Users who are not Certifiers will not see the Certify link because they do not have the 

necessary credentials or role to Certify the case. 
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Who is Responsible for this Page:  

• ME or medically licensed Coroner  

• Medical Certifier, if Coroner is not medically licensed 

Data Contained on this Page: 

Field Name Description and Guidance 

Certify Link 
(on Death 
Registration 
Menu) 

1. Click the Certify page link on the Death Registration Menu.  

 

NOTE: The Certify page cannot be accessed from a Next button on the prior 

page, because only case content pages can be accessed from a Next button. 

You must click the Certify link on the Death Registration Menu to access the 

Certify page. 
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Affirmation 
Statements 

2. Read the affirmation statement(s).  

 

3. Click in the checkboxes to the left of the affirmation statement(s) to attest to 
the accuracy of the case and your authority to Certify. 

Affirm button 4. Click the Affirm button at the bottom of the page to Certify the case. 

5. Click Return, or click on a desired page in the Death Registration Menu. 

Certifying of the case on this Affirmations page inserts your electronic signature onto the Death 

Certificate, which you can review as a Working Copy on the Print Forms page. 

After a case has been Certified you cannot edit the case, but you may still view all of the case pages and 

you may still view and print a Working Copy of the Death Certificate.  

If you need to make any changes to the case after you have Certified it, you will need to “Uncertify” the 

case to make your changes. See Making Changes After Certifying – Uncertify the Case. 

Making Changes After Certifying – Uncertify the Case 

If you need to make changes to the case after the case has been Certified, and thus locked from further 

editing, you may be able to Uncertify the case to restore your editing ability. However, Uncertify is only 

available if the case has not yet been Registered.  

Check the case status bar to determine if the case has been Registered. 

 

NOTE: If the case is owned by a non-medically licensed Coroner, then if changes are needed after it 

has been both Medically Certified and Coroner Certified, both Certifiers will need to Uncertify for 

editing to be enabled in the case. After the changes have been made and Validated, both Certifiers 

will need to Certify again. 
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Certify Link 
(on Death 
Registration 
Menu) 

1. Click the Certify page link on the Death Registration Menu to access the 
Affirmations page.  

 

Uncertify 
button  
(on the 
Affirmations 
page) 

2. On the Affirmations page, click the Uncertify button.  

 

3. A message pops up asking you to confirm that you want to Uncertify the case. 
Click OK.  

4. Click Return, or click on the desired page in the Death Registration Menu. 

NOTE: Uncertifying removes your electronic signature from the Working Copy 

of the Death Certificate, until you re-Certify the case. 

Edit Desired 
Fields, Validate 
Page 

5. Make your desired changes in the case, and click Validate Page on each 
page that you edit. 

6. Review and address any Error Messages you may receive in Validation 
Results. 
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Certify Link 
(on Death 
Registration 
Menu) 

7. When your editing in complete and all updated pages have passed Validation, 
click the Certify page link on the Death Registration Menu.  

Affirmation 
Statements 

8. Read the affirmation statement(s) and click in the adjacent checkbox(es) to 
attest to the accuracy of the case and your authority to Certify.  

 

Affirm button 9. Click the Affirm button at the bottom of the page to re-Certify the case. 

10. Click Return, or click a desired page in the Death Registration Menu. 

 

Coroner Certify 

After case information is complete and the case status bar indicates Medical Valid or Medical Valid with 

Exceptions, the non-medically licensed Coroner must Coroner Certify the case.  

NOTE: Before Coroner Certifying the case, review a Working Copy of the Death Certificate to confirm 

case accuracy and completeness. Working Copy is available on the Print Forms page 

The Coroner Certify feature in EDRS includes an Affirmation statement in which the non-medically 

licensed Coroner attests to the accuracy and truthfulness of the information entered in the case. Affirming 

this statement represents Coroner Certifying the case. Upon Affirming this statements, EDRS inserts an 

electronic signature onto the Death Certificate. This information prints out on the Death Certificate on the 

following items: 25A Signature and date blocks. 

The Coroner Certify page is only available in the Death Registration Menu when case status is Medical 

Valid or Medical Valid with Exceptions. If the non-medically licensed Coroner is also responsible for 

entering Personal Information, as indicated on the Decedent page, then the case data status must also 

be Personal Valid or Personal Valid with Exceptions before you can Coroner Certify the case. 
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NOTE: Users who are not Coroner Certifiers may not be able to see the Coroner Certify link because 

they do not have the necessary credentials or role to Coroner Certify the case. 

 

Who is Responsible for this Page:  

• Non-medically licensed Coroner 
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Data Contained on this Page: 

Field Name Description and Guidance 

Coroner Certify 
Link 
(on Death 
Registration 
Menu) 

1. Click the Coroner Certify page link on the Death Registration Menu to 
access the Affirmations page.  

NOTE: The Coroner Certify page cannot be accessed from a Next button on 

the prior page, because only case content pages can be accessed that way. 

You must click the Coroner Certify link on the Death Registration Menu to 

access the page. 

Affirmation 
Statement 

2. Read the affirmation statement, and click in the adjacent checkbox to attest 
to the accuracy of the case.  

 

Affirm Button 3. Click the Affirm button at the bottom of the page.  

4. Click Return, or click on a desired page in the Death Registration Menu. 

Coroner Certifying of the case on this Affirmations page inserts your electronic signature onto the Death 

Certificate, which you can review as a Working Copy on the Print Forms page. 
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After a case has been Coroner Certified you cannot edit the case, but you may still view the case pages 

and view and print a Working Copy of the Death Certificate. 

Making Changes After Coroner Certifying – Coroner Uncertify the Case 

If you need to make changes to the case after the case has been Coroner Certified, and thus locked 

from further editing, you may be able to Coroner Uncertify the case to restore your editing ability. 

However, Coroner Uncertify is only available if the case has not yet been Registered.  

Check the case status bar to determine if the case has been Registered. 

 

NOTE: If the case has been both Medically Certified and Coroner Certified, both of these Certifiers 

will need to Uncertify for editing to be enabled in the case. After the changes have been made and 

Validated, both Certifiers will need to Certify again. 
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Item/Field Name Description and Guidance 

Coroner Certify 
Link 
(on Death 
Registration 
Menu) 

1. Click the Coroner Certify page link on the Death Registration Menu to 
access the Affirmations page.  

 

Uncertify button  
(on the 
Affirmations 
page) 

2. On the Affirmations page, click the Coroner Uncertify button.  

 

3. A message pops up asking you to confirm that you want to Uncertify the case. 
Click OK.  

4. Click Return, or click on the desired page in the Death Registration Menu. 

NOTE: Uncertifying removes your electronic signature from the Working Copy 

of the Death Certificate, until you re-Certify the case. 

Edit Desired 
Fields, Validate 
Page 

5. Make your desired changes in the case, and click Validate Page on each 
page that you edit. 

6. Review and address any Error Messages you may receive in Validation 
Results. 
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Item/Field Name Description and Guidance 

Certify Link 
(on Death 
Registration 
Menu) 

7. When your editing in complete and all updated pages have passed Validation, 
click the Certify page link on the Death Registration Menu.  

Affirmation 
Statements 

8. Read the affirmation statement(s) and click in the adjacent checkbox(es) to 
attest to the accuracy of the case and your authority to Certify.  

 

Affirm button 9. Click the Affirm button at the bottom of the page to re-Certify the case. 

10. Click Return, or click a desired page in the Death Registration Menu. 
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11. Other Links Pages 
in the Death Registration Menu 

Additional functions display under the Other Links section of the Death Registration Menu. The below 

functions are available for all roles. Options that are role-specific are covered in those respective 

sections of this manual. 
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Menu Section Description and Guidance 

Other Links • Comments 

• ME Review Case 

• Non-Affiliated Certification Request Review 
Available to Medical Certifiers, MEs and medically licensed Coroners when a 
case owner has issued a Request for Non-Affiliated Medical Certification. A 
Request for Non-Affiliated Certification may be issued by a non-medically 
licensed Coroner or by a medical facility. 

• Remove Non-Affiliated Request 
Available after a Request for Non-Affiliated Certification has been issued by a 
non-medically licensed Coroner, ME/Coroner Staff member, or medical 
facility, and the Request has not been accepted or declined by the non-
affiliated Medical Certifier. 

• Print Forms 

• Relinquish Case 

• Request Non-Affiliated Certification 
Available to non-medically licensed Coroners and all ME/Coroner Staff. 

 

Comments 

The Comments feature is available in the Other Links section of the Death Registration Menu. 

Use Comments to enter special information or actions about the case. Comments may be used to 

provide extra information about the case. For example, a Comment is typically added to document 

Cremation Clearance in jurisdictions that require it. Comments do not print out on the Death Certificate or 

Burial Transit Permit. They are intended for case communications and historical purposes. 

All users who have access to the case can view Comments that have been added to the case. When a 

comment has been added and saved in a case, a black checkmark symbol  appears at Comments on 

the Death Registration Menu. 
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Who Can Access This Feature: 

• ME/Coroners and ME/Coroner staff 

• Medical Certifiers and medical facility users 

• Funeral Directors and funeral firm users 

• Local Registrars, Deputy Registrars, and Sub-registrars 

How to Use This Feature: 

Action Description and Guidance 

Other Links > 
Comments 

The Comments page lists any existing Comments that have been saved in the 
case, along with some case information.  

Example: No Comments exist:  

 

Example: One prior Comment exists: 

 

• Edit link - The page expands to display the existing Comment, allowing you to 
edit/update its contents. 

• Delete link - Removes the existing Comment from the case. 
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Action Description and Guidance 

New Comment 
button 

1. Click the New Comment button to add a new Comment to the case. The 
window expands to display data entry fields. 

 

2. In the Comment Type field, use the drop-down arrow to select Other 
Comments.  
(The types of Comments available to you is determined by your EDRS Role.) 

3. Click in the Comment field, and enter your comment text. 

Save button 4. After entering a new Comment or editing an existing Comment, click the Save 
button to save your new or edited comment. 

Close button 5. Click the Close button to close the Comments page and return to the case. 

 

 

ME Review Case 

The ME Review Case feature is available in the Other Links section of the Death Registration Menu. 
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The ME Review Case feature used for two purposes:  

• To Accept or Decline ownership of a case that has been transferred to the ME/Coroner by a medical 
facility using the Refer to Medical Examiner feature 

• To Take Control (take ownership) of a case currently owned by a different office, such as a medical 
facility which has not referred the case to the ME/Coroner. This may be used if a medical facility 
created and currently owns a case that should be an ME/Coroner-owned case.  

NOTE: ME Review Case should not be confused with Non-Affiliated Certification Request Review.  

●  ME Review Case transfers case ownership to you. Once you Accept ownership, the original 

owner can no longer edit the case and will not be able to Certify the case. 

●  Non-Affiliated Certification Request Review allows you to serve as Medical Certifier on the 

case, but not own the case. The original case owner remains as owner. If the owner is a non-

medically licensed Coroner, then the Coroner remains as Coroner Certifier on the case while the 

ME or medically licensed Coroner who Accepted the Request for Non-Affiliated Certification 

becomes the Medical Certifier on the case. 

  The Non-Affiliated Certification Request Review page link is only available when a Request 

Non-Affiliated Certification has been issued to you. 

ME Review Case: Accept or Decline a Referral to ME/Coroner 

Use this procedure when an existing case is being transferred to your office via the Refer to Medical 

Examiner feature. When Refer to Medical Examiner has been issued to you, you will receive a 

Message in EDRS requesting your review of the referred case.  

Who Can Access This Feature: 

• ME/Coroners 

• ME/Coroner staff 
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How to Use This Feature: 

Action Description and Guidance 

Main > 
Messages 

When case ownership is being transferred to the ME/Coroner’s office via the 
Refer to Medical Examiner feature, the ME/Coroner will receive a Message 
about the referral. The message includes a direct link into the case. 

1. From the EDRS home page, go to your Messages page. 

2. On the Messages page locate a case inviting you to please review the case 
that was referred to you.  
 
The message text gives the Case ID number, the decedent’s name, Date of 
Death, and the name of the office/facility that referred the case to you.  

 

Access the 
Case 

3. In the message text, click the decedent’s name link at the end of the 
message. The link takes you directly into the case.  
 
You cannot yet edit the case, but you can review all pages. 

View the Case 
Data to 
Determine if 
You Should 
Own the Case 

4. Use the page links in the Death Registration Menu to view the information 
already entered on the Medical Certification pages to determine if you should 
Accept or Decline the referral.  

NOTE: Accepting the referred case transfers case ownership to you. The 

original owner will no longer have access to the case.  

Guidance: 

• As ME/Coroner you would Accept if you should own the case and become 
the Certifier on the Death Certificate based on the circumstances of the 
death.  

• You would Decline if you find it not necessary for you to become the Certifier 
on the Death Certificate.  
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Action Description and Guidance 

Other Links > 
ME Review 
Case 

5. Click ME Review Case in the Other Links section of the Death Registration 
Menu. 

 

Accept or 
Decline the 
Case 

6. In the Referral Action field, use the drop-down list to select:  

o Accept Referral, or  

o Decline Referral 

7. In the ME Case Number field, assign a reference number for this case 
according to the established case tracking process in your office. 

8. In the Message field, an automatic message has filled in indicating your 
selected Referral Action – Accept of Decline. You may customize/add to 
the message by clicking in the message field at the end of the system-
generated message, and typing in any additional message text you want to 
include.  
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Action Description and Guidance 

Save button 9. Click the Save button to save the action and send a message back to the 
originator. 

 

Guidance: 

If you Accepted the referral:  

• The case has now been transferred to you, and you now have full editing 
rights in the case. 

• Click on the Decedent page link in the Death Registration Menu to begin 
working in the case now. 

• For future access to this case you may use Death > Locate Case and your 
Work Queue.  

If you Declined the referral: 

• The original case owner still owns the case. You can view the case, but you 
cannot edit it. 

• Click the Return button to go back to your Messages, or click Main > Home 
in the top menu bar to go to the EDRS home page.  

• For future viewing of this case, use Death > Start/Edit New Case.  

 

ME Review Case: Take Control of a Case Owned by a Medical Facility 

Use this procedure on an existing case to take case ownership away from the current owner. A typical 

use for this is when a medical facility has created a case and currently owns the case. They may have 

made the pronouncement of death, but you feel the case needs to be owned and Certified by the 

ME/Coroner instead of a Medical Certifier at the hospital or nursing home.  

Another use for this may be when a death occurs at home. The decedent’s physician or other visiting 

health care provider may have created the case and provided some of the medical information, but 

because it was an unattended death you may need to Certify the Death Certificate. In that situation, if the 

current case owner has not yet transferred the case to you using the Refer to Medical Examiner feature, 

you can simply Take Control of Case.  

Take Control of Case requires that you Search for the case using Start/Edit New Case. To conduct the 

search you will need to know the following: 

• Decedent’s first and last names as entered into the case 

• Date of Death (for unattended deaths, they case may have an estimated Date of Death at this time) 

• Sex 
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Who Can Access This Feature: 

• ME/Coroners 

• ME/Coroner staff 

How to Use This Feature: 

Action Description and Guidance 

Death > 
Start/Edit New 
Case 

1. To search for an existing case, use Start/Edit New Case: 

o Click Life Events in the top menu bar, then click Death, and then click 
Start/Edit New Case. 

 

o Or in the Fast Links on the EDRS home page, click Death Start/Edit 
New Case. 

 

Enter Search 
Criteria 

• Enter your search criteria. Enter just the required fields for best search 

results. The required fields are outlined in red: First and Last names, Date of 

Death, and Sex. 

 

2. Click the Search button. 
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Action Description and Guidance 

Access the 
Case 

3. In the Search Results, click the Decedent’s Name access the case.  
You cannot yet edit the case, but you can review all pages. 

 

Guidance: 

• If you are not sure if a case in Search Results is the desired case, you can 
click Preview on the right side of the page to view a summary of the case. 

View the Case 
Data to 
Determine if 
You Should 
Own the Case 

4. When viewing the case, use the page links in the Death Registration Menu to 
view the information already entered on the Medical Certification pages to 
determine if you should Take Control of Case.  

NOTE: Taking control of the case takes ownership away from the current 

owner, transfering ownership to you. The original owner will no longer have 

access to the case. 

Guidance: 

As ME/Coroner you would Take Control of Case if you should own the case and 
become the Certifier on the Death Certificate based on the circumstances of the 
death. 

Other Links > 
ME Review 
Case 

5. To proceed with taking ownership of the case, click ME Review Case in the 
Other Links section of the Death Registration Menu. 
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Action Description and Guidance 

Take Control of 
the Case 

6. In the Referral Action field, use the drop-down list to select Take Control of 
Case. 

7. In the ME Case Number field, assign a reference number for this case 
according to the established case tracking process in your office. 

8. In the Message field, an automatic message has filled in indicating that you 
have reviewed the case and are taking control of it. You may customize/add 
to the message by clicking in the message field at the end of the system-
generated message, and typing in any additional message text you want to 
include.  

Save button 9. Click the Save button to save the action and send a message back to the 
original owner of the case. 

 

Guidance: 

• The case has now been transferred to you, and you now have full editing 
rights in the case. 

• Click on the Decedent page link in the Death Registration Menu to begin 
working in the case now. 

• For future access to this case you may use Death > Locate Case and your 
Work Queue. 
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Non-Affiliated Certification Request Review – Accept or Decline a 
Request 

The Non-Affiliated Certification Request Review feature is available under specific circumstances in 

the Other Links section of the Death Registration Menu.  

The purpose of Non-Affiliated Certification Request Review is for a Medical Certifier (including 

ME/medically licensed Coroner) to Accept or Decline a Request for Non-Affiliated Certification. The 

Non-Affiliated Certification Request Review feature is only available to an ME, medically licensed 

Coroner, Coroner-designated physician, or other licensed Medical Certifier after a Request Non-

Affiliated Certification has been issued to that individual.  

A non-medically licensed Coroner uses Request Non-Affiliated Certification to share a case with a 

Medical Certifier or ME who is not directly affiliated with the Coroner’s office. Non-affiliated means the 

Medical Certifier does not have an EDRS role assigned at that office.  

NOTE: An ME or medically licensed Coroner should only receive this type of Request from a non-

medically licensed Coroner.  

A medical facility where a death occurred can also issue a Request Non-Affiliated Certification to a 

Medical Certifier who is not directly affiliated with their facility. However, they should not use that 

feature to involve an ME/Coroner in a case that they own. 

Guidance: 

●  As ME/medically licensed Coroner, if you receive a Request Non-Affiliated Certification from a 

medical facility or health care practitioner, you should first Decline that request. Then after 

Declining, if it is appropriate for you to be Certifier on the case, you should own the case. Use ME 

Review Case to Take Control of Case, thereby transferring ownership to you. 

ME Review Case vs. Non-Affiliated Certification Request Review 

The key difference between this feature and the ME Review Case feature is: 

• Non-Affiliated Certification Request Review adds a Medical Certifier to the case while the case 
remains owned and fully accessible by the original owner. When the Request Non-Affiliated 
Certification is issued by a non-medically licensed Coroner, the case has two Certifiers: the Coroner 
and the Medical Certifier (or ME). 
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• ME Review Case transfers case ownership to the ME/Coroner, removing the original owner’s access 
to the case. 

Who Can Access This Feature: 

• MEs and medically licensed Coroners who receive a Request for Non-Affiliated Certification 

• Medical Certifiers 

How to Use This Feature: 

Action Description and Guidance 

Main > 
Messages 

When a Request Non-Affiliated Certification has been issued by a non-
medically licensed Coroner or a medical facility that owns the case, the recipient 
of the Request will receive a Message about the Request. The message includes 
a direct link into the case. 

1. From the EDRS home page, go to your Messages page. 

2. On the Messages page, locate the case inviting you to complete the medical 
certification.  
The message text gives the Case ID number, the decedent’s name, and the 
Date of Death.  
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Action Description and Guidance 

Access the 
Case 

3. In the message text, click the decedent’s name link at the end of the 
message. The link takes you directly into the case.  
 
You cannot yet edit the case, but you can review all Medical Certification 
pages.  

 

View the Case 
Data to 
Determine if 
You Should 
Become the 
Medical 
Certifier 

4. Use the page links in the Death Registration Menu to view the information 
already entered on the Medical Certification pages to determine if you should 
Accept or Decline the Request.  

Guidance: 

• If the Request was issued by a non-medically licensed Coroner, then as ME, 
medically licensed Coroner, or Medical Certifier, when you Accept you 
become the Coroner’s Physician named in the lower portion of the Certifier 
page, and the Coroner who owns the case will be the Certifier named at the 
top of the Certifier page.  

• You would Decline the Request if you feel you are not the appropriate 
Certifier for the case.  

• You would also Decline the Request if it was issued by a medical facility or 
health care practitioner to an ME or medically licensed Coroner. As 
ME/Coroner, if your Certification is necessary on a case currently owned by a 
medical facility or health care practitioner, then you need to take ownership of 
the case instead of being an adjunct Certifier on the case. Under this 
scenario, after Declining the Request you would Take Control of Case 
using ME Review Case. 
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Action Description and Guidance 

Other Links > 
Non-Affiliated 
Certification 
Request Review 

5. Click Non-Affiliated Certification Request Review in the Other Links 
section of the Death Registration Menu. 

 

Accept or 
Decline the 
Request 

6. In the Referral Action field, use the drop-down list to select:  

o Accept Request, or  

o Decline Request 

7. In the Message field, an automatic message has filled in indicating your 
selected Referral Action – Accept of Decline. You may customize/add to 
the message by clicking in the message field at the end of the system-
generated message, and typing in any additional message text you want to 
include.  

Guidance: 

• If you are Declining a Request, you should customize the Message to inform 
the requester of your reasons for Declining.  

Save button 8. Click the Save button to save the action and send a message back to the 
requester. 

 

Guidance: 

If you Accepted the referral:  

• You are now the Medical Certifier on the case, designated as Coroner’s 
Physician. You now have full editing rights in the case. 
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Action Description and Guidance 

• Click on the Decedent page link in the Death Registration Menu to begin 
working in the case now. 

• For future access to this case you may use your Work Queues, or 
Messages, or Death > Start/Edit New Case. Because you do not own the 
case, you cannot use Locate Case to access it. 

• Your information has automatically been filled in on the Coroner’s Physician 
section of the Certifier page. 

If you Declined the referral: 

• Click the Return button to go back to your Messages, or click Main > Home 
in the top menu bar to go to the EDRS home page.  

 

Remove Non-Affiliated Request 

The Remove Non-Affiliated Request feature is available under specific circumstances in the Other Links 

section of the Death Registration Menu.  

The purpose of Remove Non-Affiliated Request is to enable a previously issued Request Non-

Affiliated Certification to be withdrawn (canceled). This link becomes available to non-medically 

licensed Coroners and medical facilities only after they have issued a Request for Non-Affiliated 

Certification while the request has not yet been Accepted or Declined. (MEs and medically licensed 

Coroners do not have this link on their Death Registration Menu.) 

Examples of When This Feature Might be Used: 

• A non-medically licensed Coroner has issued a Request Non-Affiliated Certification to a physician 
whom is not available to complete the requested Medical Certification. The Coroner should use 
Remove Non-Affiliated Request to withdraw the original Request so that a Request can be issued 
to a different Medical Certifier. 

• A nursing home or hospital has issued a Request Non-Affiliated Certification to a Medical Certifier 
believed to be the decedent’s primary care physician. The Requester then discovers that the Request 
was issued to the incorrect physician. Rather than waiting for the Requested physician to Decline the 
Request, the nursing home or hospital can use Remove Non-Affiliated Request to withdraw the 
original Request so they can issue a new Request to the correct primary care physician. 
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• A hospital issues a Request Non-Affiliated Certification to an ME/Coroner for a non-natural death. 
Instead of just sharing the case with the ME/Coroner, the hospital should have used the Refer to 
Medical Examiner feature to transfer case ownership to the ME/Coroner. The hospital can use 
Remove Non-Affiliated Request to withdraw the original Request, and then use Refer to Medical 
Examiner to transfer the case to the appropriate ME/Coroner.  

Who Can Access This Feature: 

• Non-medically licensed Coroners  

• ME/Coroner staff 

• Medical Certifiers and medical facility users 

How to Use This Feature: 

Action Description and Guidance 

Other Links > 
Remove Non-
Affiliated 
Request 

The Remove Non-Affiliated Request feature is only available after a Request 
Non-Affiliated Certification has been issued to a Medical Certifier who has not 
yet Accepted or Declined the Request. 

Verify in the case status bar that the Request has been issued and is still pending 
(not yet Accepted or Declined). Status will include: Non Affiliated Medical 
Certification Requested. 

 

To Withdraw/Cancel the Request: 

1. Access the case in EDRS, and click Remove Non-Affiliated Request. 

 

2. A confirmation message appears for you to verify you want to withdraw the 
existing request for non-affiliated certification. The message includes the 
name and title of the Medical Certifier who received the Request for Non-
Affiliated Certification. 
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Action Description and Guidance 

OK button Click OK to proceed with withdrawing the existing Request Non-Affiliated 
Certification. 

Case status of Non Affiliated Medical Certification Requested is now removed 
from the case status bar. The case is available to be Medically Certified by a 
different Certifier, affiliated or non-affiliated with the office that owns the case. 

 

Print Forms 

The Print Forms feature is available in the Other Links section of the Death Registration Menu. 

 

Who Can Access This Feature: 

• ME/Coroners and ME/Coroner staff 

• Medical Certifiers and medical facility users 

• Funeral Directors and funeral firm users 

• Local Registrars, Deputy Registrars, and Sub-registrars 

How to Use This Feature: 

The following printable forms are available within a case in EDRS. 
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Option Description and Guidance 

Working Copy 
of Certificate 

Generates a current draft copy of the case, formatted in Death Certificate form. 
The Working Copy is used for internal review of the case to help easily spot 
omissions and errors.  

All Signers/Certifiers should review a Working Copy of the Death Certificate 
before Signing/Certifying the case to verify that all information is complete and 
accurate. 

The Working Copy generates as an Adobe® Acrobat® PDF file that requires you 
have Adobe Acrobat installed on your computer to view and print the Certificate. 
Upon clicking the link to Working Copy, your internet browser application may 
prompt you to Open or Save the file. Choose Open to view the Working Copy 
Certificate on your computer screen, and then you may use Acrobat’s print option 
to print out the draft Certificate on your local computer printer. 

A Working Copy of a Death Certificate may be generated at any time by any 
EDRS user who can access the case. Depending on current case status, the 
Working Copy will include electronic signatures of the Medical Certifier and 
Funeral Director, if they have already Certified/Signed the case. A Registrar’s 
electronic signature is never included on a Working Copy. 

The Working Copy contains a “watermark” message in the left margin of the 
Certificate indicating that it is not the official Death Certificate unless signed by the 
Registrar.  

Burial Permit Issued to the Funeral Director to commence disposition of the body. The permit is 
printable (viewable) up to five times from the system after the Death Certificate is 
registered. Contact the Registrar if the permit needs to be reprinted. 

Vault Copy Displays for the Registrar only after the case has been Registered, and 
represents the official Death Certificate. This is the version used to generate 
copies for electronically filed cases if requested. The vault copy should also be 
printed and filed by the Local Registrar’s office to be a source for corrections. 

Drop to Paper The Drop to Paper option in EDRS allows a case to be started electronically, and 
then converted to a non-electronic case after it is partially completed. Dropping a 
case to paper is not simply a print-out of the Death Certificate; this option locks 
the electronic case so that it cannot be completed electronically.  

The Drop to Paper option should rarely be used. It is only appropriate to use 
the Drop to Paper option when another party who needs to work on the case is 
not able to use EDRS to complete their portion of the Death Certificate 
electronically. Drop to Paper is only available when the case is owned by one 
office/facility, and the case has been Certified or Signed. 

Examples of Appropriate Use of the Drop to Paper Option: 

1. A medical facility where a death occurred has completed and certified their 
portion of the case. A Funeral Firm has not been engaged to handle 
disposition or transport of the body.  

a. The body will be held at the medical facility for now. 

b. The medical facility may Drop to Paper, and provide the Drop to 
Paper print-out to the Local Registrar to Register the case on paper, 
external to EDRS. The Drop to Paper print-out becomes the official 
Death Certificate. 
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Option Description and Guidance 
c. On the Drop to Paper print-out the Method of Disposition will be 

manually entered as Hold. 

d. The Local Registrar will issue a Hold permit to the medical facility.  

e. When a Funeral Firm as available to pick up the body and proceed 
with disposition, they will submit a Correction/Amendment on paper 
using the established paper process for submitting corrections.  

2. A Medical Examiner/Coroner (ME/Coroner) has possession of a body in 
which the circumstances of the death or the identity of the decedent are under 
investigation. Disposition is delayed while the investigation is pending. A 
Funeral Firm has not been engaged to handle disposition or transport of the 
body.  

In this scenario the ME/Coroner may choose Drop to Paper, or they may 
choose to continue the case electronically. See Note below for the fully 
electronic option. 

If choosing Drop to Paper: 

a. The body will be held at the Medical Examiner’s facility/lab while 
under investigation. 

b. The ME/Coroner may choose to Drop to Paper, and provide the Drop 
to Paper print-out to the Local Registrar in the district where the death 
occurred. The Local Registrar will Register the case on paper, 
external to EDRS. The Drop to Paper print-out becomes the official 
Death Certificate. 

c. On the Drop to Paper print-out the Method of Disposition will be 
manually entered as Hold. 

d. The Local Registrar will issue a Burial Permit to the ME/Coroner that 
specifies Hold. (Some offices/facilities may refer to this as a Hold 
Permit.) 

e. When the investigation is complete and a Funeral Firm has been 
engaged to handle disposition or transport, the Funeral Director will 
submit a Correction/Amendment on paper using the established 
paper process for submitting corrections. 

NOTE: An ME/Coroner does not need to Drop to Paper under this scenario. 

Instead, they may keep the case entirely electronic by taking responsibility for 

the Personal Information (on the Decedent page), and then completing the 

known personal information while entering Unknown for information that is not 

yet known. In the electronic case you will enter Hold as the Method of 

Disposition. The Local Registrar will be able to Register the case 

electronically. When Method of Disposition is Hold, you will need to obtain a 

Hold permit (Burial Transit Permit) from the Local Registrar. 

3. A Medical Facility or ME/Coroner completes a case electronically. Disposition 
will be handled by a Funeral Director/Funeral Firm that is not set up in EDRS.  

a. The Funeral Director transports the body to the Funeral Firm to 
prepare for Disposition.  
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b. Because the Funeral Director and Funeral Firm are not yet set up in 

EDRS, the medical owner of the case Drops to Paper after they 
Certify the case, and they deliver the Drop to Paper print-out to the 
Funeral Director. 

c. The Funeral Director manually completes the personal and 
disposition information of the Death Certificate on the Drop to Paper 
print-out. 

d. The Funeral Director delivers the completed and signed Drop to 
Paper print-out to the Local Registrar in the district where the death 
occurred.  

e. The Local Registrar manually signs the Drop to Paper print-out, and 
manually issues a Burial Transit Permit on paper to the Funeral 
Director.  

f. The Local Registrar delivers the manually completed and signed Drop 
to Paper print-out to NYS.  

The Drop to Paper option is located on the Print Forms page within an EDRS 
case. For Drop to Paper to be available, the case must have been Certified or 
Signed, and the case can currently have only one owner – either a medical owner 
(medical facility or ME/Coroner), or a personal owner (funeral firm), but not both. 
The Drop to Paper link is not available when these conditions have not been met. 

Remember: after a case has been Dropped to Paper, EDRS users can no longer 
edit or add information to the case. 

 

NOTE: If the body is being transported out of the country, additional documentation is generally 

required outside of EDRS. The documentation required is usually defined by the foreign government 

receiving the body. The Funeral Director must consult with  

●  The County Health Department or other authorized medical entity for appropriate health 

certifications,  

●  The local registrar, NYS Department of State, and/or Federal Department of State for appropriate 

seal or stamping, and  

●  The foreign government (embassy/consulate) to ensure compliance with all transport and receipt of 

the body. 
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Relinquish Case 

The Relinquish Case feature is available in the Other Links section of the Death Registration Menu. 

The Relinquish Case feature is used to release data ownership on a case so that a different office/facility 

can take ownership of it. Relinquish Case does not directly transfer the ownership to a different 

office/facility. The other office needs to search for the case and then take ownership. 

Two Types of Information Relinquished: 

Relinquish Case releases ownership of the Medical Certification pages, or the Personal Information 

pages, depending on which type of information is owned by the office doing the Relinquishing. If a case 

currently has two owners – one for Medical Certification, and another for Personal Information – then 

when the medical owner Relinquishes the case, only the Medical Certification pages are released; the 

other ownership is not affected.  

Owners of Medical Certification can be a medical facility, medical practitioner, or ME/Coroner. Personal 

Information is owned by a funeral firm, or it could be owned by the ME/Coroner who also owns the 

Medical Certification pages in the case. If an ME/Coroner owns both the Medical Certification pages and 

Personal Information in a case, as indicated on the Decedent page, then when the ME/Coroner 

Relinquishes the case, they release ownership of both the Medical Certification pages and the Personal 

Information, making the case available to be picked up by a medical facility and a funeral firm. 

Uses of Relinquish Case: 

• An ME/Coroner’s office might need to use Relinquish Case if they currently have ownership of a 
case and then later determine that the Death Certificate should be prepared by a medical facility 
because of the circumstances surrounding the death. The ME/Coroner will use Relinquish Case to 
release their ownership of the case, and will notify the medical facility that the case is available for 
them to search, take ownership, and complete the case. 

• A medical facility creates a case while signed in under the wrong office. This can occur when a 
medical practitioner has an EDRS role at multiple facilities. To transfer the case to the correct medical 
facility they will use Relinquish Case to release the first facility’s ownership of the Medical 
Certification pages in the case, then sign in under the correct office/facility, search for the case, and 
take ownership. The case is now owned by the correct medical facility. 
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• A Funeral Director takes ownership of a case while signed in under the wrong office. This can occur 
when a Funeral Director has an EDRS role at multiple funeral firms. To transfer the case to the 
correct funeral firm they can use Relinquish Case to release their ownership of the Personal 
Information in the case, then sign in under the correct office/facility, search for the case, and take 
ownership. The case is now owned by the correct funeral firm. 

• A funeral firm takes ownership of a case. The decedent’s family decides to work with a different 
funeral firm. The funeral firm that owns the case uses Relinquish Case to release their ownership of 
the Personal Information in the case. The other funeral firm can now search for and take ownership of 
the case.  

Who Can Access This Feature: 

• ME/Coroners and ME/Coroner staff 

• Medical Certifiers and medical facility users 

• Funeral Directors and funeral firm staff 

How to Use This Feature: 

Action Description and Guidance 

Other Links > 
Relinquish 
Case 

Relinquish Case releases data ownership of a case so that a different 
office/facility can own the case. After Relinquishing the case, you will no longer be 
able to access or edit the case.  

NOTE: ME/Coroners will still be able to access any case, but if they don’t own 

it, they cannot edit the case. 

1. When signing into EDRS, select the office that currently owns the case, and 
use Death > Locate Case to access the case for editing. 

2. Click Relinquish Case under Other Links on the Death Registration Menu. A 
message appears asking you to confirm that you want to Relinquish 
ownership of the case. 

 

OK button 3. Click the OK button to Relinquish the case.  
The case will close and you will be returned to the EDRS home page. 
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NOTE: After you Relinquish a case, you no longer own the case, can no longer edit the case, and will 

no longer be able to access the case using Locate Case (unless you take ownership of the case 

again). As an ME/Coroner or ME/Coroner staff, you will still be able to access the case from 

Start/Edit New Case. 

 

Request Non-Affiliated Certification 

The Request Non-Affiliated Certification feature is available in the Other Links section of the Death 

Registration Menu. 

The purpose of Request Non-Affiliated Certification is to enable unlicensed Coroners and medical 

facilities (such as nursing homes and hospital emergency departments) to obtain medical certification on 

a Death Certificate from a physician or other Medical Certifier who is not directly affiliated with the 

office/facility that owns the case.  

“Non-affiliated” means that the medical certifier does not have an EDRS role assigned in the office/facility 

that owns the case. It also implies that they should remain non-affiliated and not be assigned an EDRS 

role within that office, which would then give them full access to all EDRS cases owned by that office. 

This feature is predominantly used by Coroners who do not have a medical license and therefore must 

obtain Medical Certification from a Coroner-designated physician, primary care physician, or ME. After the 

case has been Medical Certified by the non-affiliated Medical Certifier, the non-medically licensed 

Coroner will need to Coroner Certify the case. Thus, these Death Certificates have two Certifiers. 

This feature is also used by medical facilities where a death occurred requesting Medical Certification by 

the decedent’s primary care physician or medical specialist who does not have an EDRS role assigned at 

that facility where the death occurred. In this scenario. The non-affiliated Medical Certifier is the only 

Certifier on the Death Certificate. 

Who Can Access This Feature: 

• Non-medically licensed Coroners 

• ME/Coroner staff 

• Medical Certifiers at a health care offices/facilities 

• Medical facility staff users 
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How to Use This Feature: 

Action Description and Guidance 

Other Links > 
Request Non 
Affiliated 
Certification 

Use the Request Non-Affiliated Certification feature to share a case with a 
Medical Certifier who is not directly affiliated with the office/facility that owns the 
case.  

1. Create/access the case in EDRS. Complete as much of the information as is 
readily known. 

NOTE: To avoid confusion or error, it is recommended that the office/facility 

that owns the case complete the Pronouncement and Place of Death pages 

before using Request Non-Affiliated Certification. This is because the case 

owner is typically who has first-hand knowledge of this information. 

2. Click Request Non Affiliated Certification in the Other Links section of the 
Death Registration Menu. 

 
The Request Non Affiliated Medical Certifier page appears for you to 
specify the Medical Certifier to whom you want to send the Request.  
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Action Description and Guidance 

Look-up the 
Certifier Name 

3. In the Certifier Name field click the Look-up tool . The Lookup Certifier 
page appears. 

 

4. In the Last Name and/or First Name field, enter a portion of the desired 
Medical Certifier’s name. Use the wildcard % symbol before and/or after the 
information to increase search results.  
Click Search, or press the Enter key. 

 

5. In the search results list, click select on the desired individual, or simply click 
on their name. 
 
The Lookup Certifier page closes, and the selected Certifier name now 
appears lower on the Request Non Affiliated Medical Certification page, in 
the First Name, Middle, and Last fields. 
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Look-up the 
Certifier’s 
Facility/Office 

6. In the Facility/Office Name field click the Look-up tool . The Lookup 
Medical Facilities page appears. 

 

7. For best results, in the Facility Name field just enter the wildcard % symbol. 
Click Search, or press the Enter key. Search results will list every 
office/facility the selected Medical Certifier is affiliated with in EDRS. 

 

8. In the search results list, select the office most closely associated with the 
decedent’s medical information/records by clicking select, or by clicking on 
the facility name. Please see Guidance below. 

Guidance: 

• If multiple health care offices/facilities are listed for the Medical Certifier, you 
should not select an office where the decedent never received health care.  

• For example, if a decedent resided at Nursing Home A, was transferred to 
Hospital B where they died, then when selecting the non-affiliated Medical 
Certifier’s office, you should select Nursing Home A or you should select the 
Medical Certifier’s private practice. You should not select a different medical 
facility where it would not be appropriate to share this decedent’s personal 
and medical information. 

• If the desired Medical Certifier does not currently have an office/facility listed 
that is appropriate for this case, then you might suggest to the Medical 
Certifier that they request an EDRS role be assigned at an appropriate office, 
or that they create an Independent Medical Certifier Office in EDRS. 

The Lookup Medical Facilities page closes, and the selected Facility Name now 
appears lower on the Request Non Affiliated Medical Certification page, in the 
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Action Description and Guidance 

Office field, below the selected Medical Certifier’s name. 

 

Review 
Message 

In the Message field, an automatic message has filled in requesting Medical 
Certification. The automatic message includes the Case ID number, the name of 
the decedent, and the Date of Death.  

9. You may customize the message by clicking in the message field and typing 
in additional information you want to include in the message that will be sent 
to the non-affiliated Medical Certifier.  

Guidance: 

• Do not include medical information in the message text.  

• When the non-affiliated Medical Certifier receives the message, it will include 
a direct link into the case. 

• The message and link to the case will be sent to the Medical Certifier at their 
office/facility which you selected. If the Medical Certifier is affiliated with 
multiple offices, then when signing into EDRS they must sign into the office 
that you selected for them to access your Request message and access the 
case. Therefore, when issuing a Request for Non-Affiliated Certification, 
you should also notify the Medical Certifier directly that you have issued the 
Request to them in EDRS, and inform them which of their offices you issued 
the request to. 

Save button 10. Click the Save button to save your Request and send a message and case 
link to the selected non-affiliated Medical Certifier. 

 

11. To continue working in the case, click on a page link in the Medical 
Certification or Personal Information section of Death Registration Menu. 
Alternatively, you may click the Return button to exit the case. 
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