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1.0 About the RIVERS Fetal Death Application Funeral Home Training

Guide

This guide is intended to provide step-by-step exercises that will allow the user to explore
functions and features related to funeral home functions. Individual tasks will help users gain
experience in various processes of the system. The tasks will also allow the user to understand
general concepts associated with the application.

Sectionl. System Access and Fetal Death Registration contains exercises designed to
familiarize users with steps required for Fetal Death Registration from logging into RIVERS and
a funeral home location to completing different areas of a particular fetal death record.

Exercises provided in this section include:

Exercise 1 — Login

Exercise 2 —Accessing the Fetal Death Registration Screen
Exercise 3 — Search for a Record

Exercise 4 — Cancel Changes

Exercise 5 — Update a Record

Exercise 6 — Abandon a Record

Exercise 7 — Return to the Main Menu

Exercise 8 —Unresolved Field List

Exercise 9 — General Fetal Death Registration Data Entry Processes
Exercise 10 — Accepting a Record

Exercise 11- Burial Transit Permit

Exercise 12- Cremation Permit

Exercise 13- Perform Electronic Verification

Exercise 14- De-Verify a Record

Exercise 15- Disinterment Permits

Exercise 16- Start a Demographic Amendment

Exercise 17- Submit a Demographic Amendment

Exercise 18- Cancel a Demographic Amendment

Exercise 19- View Corrections/Supporting Documents
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2.0 System Access

2.1 Login-System Access— Exercise 1

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

To complete this exercise, the user will need:
v' Live Internet connection

v" Widely used javascript enabled standard web browser (i.e. IE8+, Mozilla Firefox,
etc.)

v’ Java runtime
v" Adobe acrobat reader for forms and letters
v MS Excel for accessing/running reports
1. Launch your internet browser (i.e. IE8+, Mozilla Firefox, etc.)
2. Enter the following address in the URL box or select from Favorites:
3. The application splash page will load, as pictured below:
https://rivers.rihosting-by-genesis.com/RIUTV2/Welcome.htm

3= Rhode Island
ToF

"¢ Department of Health

Welcome to the
Rhode Island
Department of Health

FORGOT PASSWORD?

Contacting the Rhode Island Department of Health

Please visit RIDOH'S for mportant updales, training guides, and informational materiats
Click the following Bnk to reach us by email or by phone at 1-866-694-0571 (at the prompt, press 1 for support).

1. RIVERS Splash Page

4. Click the Login to RIVERS button.

5. The Terms of Use Screen will load, as pictured below:


https://rivers.rihosting-by-genesis.com/RIUIV2/Welcome.htm
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RIVERS Terms of Use

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

Are you in agreement with above stated terms & conditions?

Yes No

2. RIVERS Terms of Use

6. Click the Yes button to confirm agreement with the terms of use.
a. Click the No button to be returned to the RIVERS splash page.
7. The RIVERS login screen will display:

~_¢gj_*° Rhode Island

Department of Health

LoGIN

User Name: | |

Password: ‘ ‘

Forgot Password? LogIn

Current Date: 21-Jun-2021 | Build Number: 1.0.0.0 ©2021 |

3. RIVERS Login Screen

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

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

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

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

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

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

SELECT LOCATION

Location:
--Select a value-- W

OK
4. Select Location

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

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

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

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

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

Session Time Out:

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

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

Skip to main content

GLOBAL DEATH EETALDEATH ITOP FEEE

Q| & | | Logout
-, Rhode Island

¢ Department of Health

HALEY KRAUSE , Welcome to the Rhode Island Department Of Health

INoTIFICATIONS

Current Date: 21-Jun-2021 | Build Number: 1.0.0.0

©2021 |

5. RIVERS Main Page

17. Exit the application by using the mouse to point to the ‘Log Out’ icon or to the

Function - Exit Application menu item and then click once with the left mouse
button.

10
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3.0 Fetal Death Registration

3.1 Accessing the Fetal Death Registration Screen— Exercise 2

This exercise provides an overview of how to begin the Fetal Death Registration process
as well as how to save a new record. The user will also learn about potential processes
associated with suspected duplicate/plural records.

To complete this exercise, the user will need to:
v Complete Exercise 1- Login
v’ Have the proper security access to complete Fetal Death Registration

1. Select the Fetal Death = Function = Fetal Death Registration menu item to
initiate a new fetal death record.

2. The Initial Fetal Death Registration Screen will appear as shown below:

I H 7 ®EH A P H = =

EFR: Unresohved Work Gusus Fillsr: FETAL DEATH REGISTRATION Unresolwed Work @usus:
—Sedect & wake— ket —Sedlert & valu— e

i

Iea) Help tips
()

Unresolved ! Stakeliolders o
]

Record type: Plurality: Delivery Order:
Fetus
Delivery Parent 1 | Is Fetus Unnamed?

First M . Middle Name:
Deliveny Parent 1 Dem fret fame
Farent 2 Last Name: Sufix:
Cause Of Death Date OF Delivery: Time of Delivery:
Demographic
aEp Sex:
Comments
Fleid Meme: Title Preference First Name:
Fieid Stanas:
= Middle Name: Last Name:
[Dietault Mods
Suffin: Delivery Parent 1 Medical Record Number:
Date of birth: Age at Child’s Birth:

FaciLiTY INFORMATION & PLACE oF DELIVERY

Name: Facility Name Other [Specify):
Type: Type Other [Specify):
Address: Street type:

Apt: State:

County: City/Town:

Zip: Zip Ext:

License Number:

6. Fetal Death Registration Initial Screen

3.2 Search for a Record— Exercise 3

This exercise provides an overview of how to search for a record in the fetal death

11
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application.
To complete this exercise, the user will need.:
v To complete Exercise 1- Login
v To create and save several records without releasing the records to the State.

Searching for a record in the application can be accomplished using the following
options:

e Search Screen

e  Work Queue Search

3.2.1 Search Screen

1. Click on the ‘Search’ icon or select the Record = Search menu item.

2. The Search Record Screen will be displayed, as shown below:

Fetal Death Search

-
®  wild-Card O Soundex
] DELIVERY PARENT 1 INFORMATION
|| State file Number: | | | Delivery Parent 1
Medical Record
EFR Number: Number:
i . . - v Delivery Parent 1
Delivery Order: Select 2 value- Current Legal First

Fetus First Name:
Fetus Middle Name:

Fetus Last Name:

Name:

Delivery Parent 1
Current Legal Middle
Name:

Delivery Parent 1

Fetus Suffix: --Select 3 value-- bt Current Legal Last
4 N :
! | Fetus Date of Delivery:| _y ar.ne
(ex. DOVOOV2021 if Delivery Parent 1
month and day are not Maiden Last Name:

known, 02/0002021 if
i day is not known.) *

Fetus Sex: --Select & value-—- X

Delivery Parent 1 Date | _ 7/
of Birth:

Fetus Time Of Delivery; _ :_
Fetus Time AMPM: --Salact 2 value-- ¥ W

State file Mumber| EFR Mumber Delivery Onder Fetus First Name| Fetus Middle Mam Fetus Last Mame| Fetus Suffic Fetus Date of Dl Fetus S=0 A

W
L4 >

[ S| [ o] G ] [_Gime |

7. Fetal Death Search

3. Enter all available information regarding the record that is being located.

v" Tip: Text fields such as names do not have to be complete. Enter the
first several letters instead of the entire text when spelling is in

12
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question but include other items to reduce the number of matches.

v Tip: Choosing Wild-Card allows the user to enter text fields such as
names do not have to be complete. Enter the first several letters instead
of the entire text when spelling is in question but include other items to
reduce the number of matches.

v Tip: Choosing Soundex still requires the user to enter at least the
Decedent’s date of death. If the user also decides to search by a name,
the full name must be entered, and the application will search for not
only all exact matches but names that sound similar as well.

4. Click on the ‘Search’ button to search the database.

5. Records that match the search criteria will populate in the grid in the lower
half of the screen, as shown below:

Fetal Death Search

~
(ypeofSearch _________________________________ _______________________________________|

8.

6.

®  Wild-Card Soundex
DELIVERY PARENT 1 INFORMATION
State file Number: Delivery Parent 1
Medical Record
EFR Mumber: Number:
Deli Order: — wale— Delivery Parent 1
elivery Urder Seler alvahie Current Legal First
Fetus First Name: Name:
Fetus Middle N . Delivery Parent 1
e Current Legal Middle
Fetus Last Name: Name:
Delivery Parent 1
Fetus Suffix: —-Selact 3 value— Current Legal Last

Fetus Date of Delivery:| 00/00/2021]

(ex. D0/00S2021 if
month and day are not
known, 02/00/2021 if
day i= not known.} *

Fetus Sex: --Select 3 value—-
Fetus Time Of Delivery: __:__
Fetus Time AMPK: —-Select a value—-

State file Mumber| EFR Mumber
2021000035 DODDDD00I0D0190 SINGLE
000000000000191 SINGLE
000000000000234 SINGLE
DODDDDD0000449 SINGLE
DODDDDDDI0D0E41 SINGLE
D0D0000D00005TE SINGLE

DO00000000005TS SINGLE

Fetal Death Search Results

Delivery Order

Fetus First Name| Fetus Middle Nam Fetus Last Mame| Fetus Suffix

SARAH
NANCY
oD
DAVE
HENRY
JASON
EMMA

Name:

Delivery Parent 1
Maiden Last Name:

]

]

Delivery Parent 1 Date | _/ [
irth:

of B

Fetus Date of Del Fetus Sex A

ANNE RICHMOND 2021/08/25 FEMALE
MARIE SIMMONS FEMALE
oD oo
JOHNSON
DD HALL
THOMAS WILLIAMS 2021708027 MALE
MATALIE HILL 2021/08/30 FEMALE v
>
Search ][_relmws)][ Clear ][ Clos=

down the ‘Ctrl’ key and clicking on records.

screen.

Click on the appropriate record to select. Select multiple records by holding

Click on ‘Select Record(s)’ to retrieve record(s) to the Work Queue.

Select a record from the work queue by clicking on it to retrieve it to the

13
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9. The sel
appear

ected record will be retrieved by the system and its information will
on the screen as an active record for additional review and/or

processing.
3.2.2 Work Queue Search

The Work Queue in the Fetal Death Registration Data Entry process will contain
the following:

1.

Fetal death records associated with the user’s login location that still
require some type of action.

A list in the work queue sorted by the date of delivery that will display
the fetus’s last name, fetus’s first name, and fetus’s date of delivery.

From the dropdown list, set the filter to one of the options listed below, as

shown below:

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

Data Entry Incomplete: All records with incomplete data entry fields.

Late Records: All records that are considered late at 5 days old or
older.

Awaiting Demographic Verification: All records that the
demographic data is complete and are awaiting demographic
verification.

Ready for Release: All records that have been data entered and are
ready for release

2. From the record list, select the appropriate record by clicking on it, or with the
focus on the list, start typing the fetus’s last name (if available).

O & B ¢ 8 K «

Unresolved Work Queue Filter:

All Unresolved

EFR:

| Help tips
(1)

Unresolved ! StakeHolders

Fetus

Delivery Parent 1

Delivery Parent 1 Dem

Parent 2

Cause Of Death

Demographic

Comments

bH ==
Unresolved Work Queue:
[Eeciect i
GARDEN, , 2021/04/15
ANDERSON, KING, 2021/05/12
SDG, DFG, 2021/05/17
., 2021/05/18
00, INFANT, 2021/05/20

FeTus's GENERAL INFORMATION
Plurality:

FETAL DEATH REGISTRATION

~

[

Record type: Delivery Order:

[ Is Fetus Unnamed?

First Name: Middle Name:

Last Name: Suffix:
Date Of Delivery: Time of Delivery:

Sex:

ActiviTy: DeLVERY PARENT 1 CURRENT LEGAL NAME

Field Name:
Field Status:

Action:
Default Mode

Title Preference First Name:

Middle Name: Last Name:
Suffix: Delivery Parent 1 Medical Record Number:

Date of birth: Age at Child's Birth:

14
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9. Unresolved Work Queue

3. The selected record will be retrieved by the system and its information will
appear on the screen as an active record for additional review and/or
processing.

3.3 Cancel Changes— Exercise 4

This exercise provides an overview of how to cancel an update to a record in the fetal death
application. The user may cancel changes made to a record since it was last saved in Fetal
Death Registration Data Entry.

To complete this exercise, the user will need.:
v To complete Exercise 1- Login
v’ To create and save several records without releasing the records to the state

v To open a saved record and make an update to a record without saving the
change.

To cancel changes made to a record:

1. While a record is on screen, select the Record = Cancel menu option or the button.
The following message will load:

Fetal Death Registration

Are you sure you want to cancel the changes to the record?

10. Cancel Changes

2. Click Yes to confirm cancelation of the changes made to the record. The changes will
be canceled, and the record will be restored to its previously saved state.

3.4 Update a Record— Exercise 5

This exercise provides an overview of how to update a record in the fetal death
application.

To complete this exercise, the user will need.:
v" To complete Exercise 1- Login

v" While a record with unsaved changes is on screen, select the Record = Save
menu option, or click the Save button.

v The message below will load:

15
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Fetal Death Registration

Record Successfully Updated.

11. Record Successfully Updated

v All previously unsaved changes made to the record will be saved.

3.5 Abandon a Record— Exercise 6

This exercise provides an overview of how to abandon a record in the fetal death
application. The funeral home facility manager can choose to abandon a record up until
the record is released and assigned a State File Number (SFN).

To complete this exercise, the user will need:

v" To complete Exercise 1- Login

v To create and save several records without releasing the records to the State
To abandon a record:

1. Select the Record > Abandon menu item or the Abandon icon. The following
message will appear:

Fetal Death Registration

Are you sure you want to abandon the record?

12. Abandon Record?

2. Select No to cancel the action and the user will return to the record. Select Yes to

continue the Abandon Record Process. Provide a reason for abandoning the record in

the comment box:

16
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Enter the reason:

2l 500

[ ok I Close ]

13. Abandon Record- Enter Reason

3. After providing a comment and clicking OK, the following message will appear, and
the record will not appear in the Unresolved Work Queue any longer:

e

Abandon process completed successfully.

[ o ] '

T o ey

14. Abandon Process Completed Successfully

3.6 Return to the Main Menu— Exercise 7

This exercise provides an overview of how to return to the main menu of the fetal death
application. The user may return to the RIVERS Fetal Death Application Main Menu
screen at any time by selecting the Function = Home menu item.

To complete this exercise, the user will need:
v" To complete Exercise 1- Login
v" To access the Fetal Death Registration Screen

1. Select the Function > Home menu item on the Fetal Death Registration Data Entry
Screen to return to the Main Menu.

3.7 Unresolved Fields List— Exercise 8

This exercise provides an overview of how to check and use the Unresolved Fields list.
To check if all data items were completed, use the Unresolved Fields List to identify
areas that require some sort of action before the record is resolved. The Unresolved Fields
List displays individual data fields that need to be completed for a specific record before
it can be resolved.

To complete this exercise, the user will need:

17
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v" To complete Exercise 1- Login

v’ Access to the Fetal Death Registration Screen

v" To retrieve a record using the Search Screen or the Unresolved Work Queue.
1. Retrieve an existing record.

2. On the Fetal Death Registration screen, click Unresolved/StakeHolders at the top to
open the Unresolved Fields list.

®Unresolved List (ORecord Stakeholders

|
- Method Of Disposition

- POD - Section

- POD - Block

- POD - Lot

- POD - Space

- (Dem) Fetus First Name

- (Dem) Fetus Middle Name
- (Dem) Fetus Suffix

- Place Of Disposition Type
- Date of Dizposition

- Public Expense Burial?

REGORD STATUS |

Demographic Data Entry Incomplete
Medical Certification Not Complete
Demographic Verification Not Complete
Release Not Complete

15. Unresolved Fields

3. To be directed to a particular unresolved field, click the field’s link. The application
will navigate to that particular field directly so that it may be resolved.

4. Click Unresolved/StakeHolders again to close the list and return to the data entry
screen.

3.8 General Fetal Death Registration Data Entry Processes— Exercise 9

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

The following tabs are available for the Funeral Home to complete:
e Delivery Parent 1
e Delivery Parent 1 Dem
e Parent 2
e Demographic

Note: Both Fetus and Cause of Death tabs will be available for the
Funeral Home to view but will not be able to be edited.

18
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3.8.1 Double Data Entry

Certain fields within the Fetal Death Registration Data Entry screen will require
that the user enter the value into the main data entry screen and then confirm the
entered value by entering it again in a separate data entry interface. Fields that
require double data entry will present users with the following screen when the
user tabs off the field:

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

Re-enter Value:

oK |

16. Double Data Entry

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

screen. If the value entered in the Double Data Entry screen matches the value
entered on the main data entry screen, the user will be moved to the next data

field. If the values do not match, the following message will appear:

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

o ]

17. Double Data Entry Error

Click OK to close the message and return to the data entry screen. The value
entered into the field will be cleared and the double data entry process will be
required again.

3.8.2 Screen Tab Navigation

When the last field on the Delivery Parents 1 tab is resolved the next field that
needs a response is on the Delivery Parent 1 Dem tab.

Pressing Tab from the final field on the Delivery Parent 1 tab automatically
advances the focus to the Save button. Press tab one more time to highlight the
Next button at the bottom of the screen. Once highlighted, the user can press
Enter to load the Delivery Parent 1 Dem tab.

3.8.3 Funeral Facility Profile

Funeral facility name and profile is based on the login profile of the user who
originally initiated the record. The address fields are retrieved from the database
and cannot be directly modified on the screen.
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FunerAL HoME INFORMATION

Funeral Home: Funeral Home Address:

A D GIVENS FUNERAL HOME > ST ADDR

Funeral Home Street Type: Funeral Home Apt-Nbr:

ALLEY e

Funeral Home State: Funeral Home County:

RHODE ISLAND bt NEWPORT bt
Funeral Home Town: Funeral Home Zip:

PINK CITY e 02222 e
Funeral Home License Number: Funeral Director:

1200337 XF ABIGAIL KAUFFMAN =
Funeral Director's First Mame: Funeral Director's Middle Name:

ABIGAIL

Funeral Director's Last Name: License Number:

KAUFFMAMN 17345

Date Verified:

f

18. Name and Address of Funeral Facility
3.8.4 Ethnicity and Race Fields Properties

This exercise highlights the features and functionality of the Ethnicity and Race
sections.

3.8.4.1 Ethnicity

1. Ethnicity allows selecting one choice from the available options. Use
the mouse or the spacebar key on the keyboard to check and select the

single desired choice.

2. To change the choice, the selected choice must first be unchecked by
clicking on it again and then a different choice can be selected.
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Unresolved ! StakeHolders
DELIVERY PARENT 1 MISGELLANEOUS INFORMATION

Education:
Fetus

Fseedavaue-
e
R B O No, Not Spanish/Hispanic/Latino O White
[J Yes, Mexican/Mexican-American/Chicano [ Black or African-American
Parent 2 O Yes, Puerto Rican O American Indian or Alaska Native
(Name of the enrolled or principal tribe)
Cause Of Death O Yes, Cuban
Demographic O Yes, Dominican
Comments [ Yes, Guatemalan [ Asian Indian
[ Yes, Other Hispanic (Specify) O Chinese
Delivery Parent 1 Education: O Filipino
g O Unknown [ Japanese
ﬁmng Record [ Korean
[ vietnamese
[0 Other Asian (Specify)
[ Native Hawaiian
[J Guamanian or Chamorro
[J Samoan
[ Cape Verdean
[ Portuguese
[ Other Pacific Islander (Specify)

[ Other (Specify)

O Unknown

19. Ethnicity and Race Field Properties

3.8.4.2 Race
1. Race fields allow multiple choices.

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

3.9 Accepting a Record— Exercise 10

The objective of this exercise is to familiarize the designated funeral home user with
entering and verifying the demographic fields of a record. The process will go from
accepting a designated record to entering in the demographic information.

1. Retrieve an existing record using the Unresolved Work Queue Filter. The following
message will appear. Select Accept.
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Fetal Death Registration

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

Accept || Reject

20. Record Designation

Note: Selecting Reject will prompt the user to enter in a reason for rejection:

Fetal Death Registration

Enter the reason:

150

[ Ok I Close ]

21. Enter Reason for Rejection

2. Once the record has been accepted, the following prompt will appear:

Fetal Death Registration

Record accepted successfully.

22. Record Accepted Successfully

3. Select OK.
3.10 Burial Transit Permit— Exercise 11

The application provides funeral home users the ability to print the Burial Transit Permit
after the record is completed.

1. Retrieve a record to the registration screen.
2. Select the Record - Print - Burial Transit Permit menu item.

3. The application will open the PDF version of the form that allows printing.
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3.11 Cremation Permit— Exercise 12
3.11.1 Generate a Cremation Permit

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

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

2. Generate a Cremation Permit by selecting Record-> Generate Cremation
Permit:
RECORD «
New
Search
. Save
!'. Cancel
Abandon
Merify
De-verify
Print I
1 Release
Medical Designation

Refer to Medical Examiner

‘ View/Upload Record Documents
Relinguish
' Generate Cremation Permit

Eeminder to Medical Certifier

23. Generate Cremation Permit

3. The following message will appear:

Death Registration

Are you sure you want to generate cremation permit?

I [ Yes ] [ Mo ]

24. Generate Cremation Permit Message

4. The system will then display a “Generate Cremation Permit Successfully”
message:
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Death Registration

Generate cremation permit successfully.

25. Generate Cremation Permit Successfully

3.11.2 Print a Cremation Permit

The Cremation permit is able to be printed after being accepted by the Medical

Examiner’s Office:

1.

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

ON

Unresolved Worl

—-Select 2 value-

Fetal Death Waorksheet

] Blank Fetal Death Worksheet
Burial Transit Permit

! Cremation Permit

jon |

1ln Manns

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

Belease
Medical Designation
Befer to Medical Examiner

View/Upload Record Documents

Relinquish

Generate Cremation Permit

Reminder to Medical Certifier

26. Printing a Cremation Permit

3. The Cremation Permit will then print.
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4.0 Demographic Verification

4.1 Perform Demographic Verification— Exercise 13

This exercise provides an overview of the Demographic Verification process.
Demographic Verification serves as a means to electronically ‘sign’ a fetal death record
after reviewing values of demographic data items on the fetal death record. Verification
is required before a record can be released and registered.

Before demographic verification can be successfully performed, Fetal Death Registration
Data Entry must be completed. Check for unresolved data fields before verifying a
record.

1.

7.

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

OR

Use the Search Screen method by clicking on the ‘Search’ button or selecting the
Record = Search menu item.

Select a record from the Work Queue dropdown list or from the Search Screen grid.

When the appropriate record appears on the screen, select the Record = Verify
menu item to initiate the demographic verification process.

The Demographic Verification Screen will display the following information:

a. Fetus’s Information: Fetus’s Name (First, Middle, Last, Suffix) and Date of
Delivery

b. Verifier Information: Funeral Home, First Name, Middle Name, and Last
Name

Review the information to verify that the user is demographically verifying the
correct record.

Click on “Verification if all data items are correct.

a. If the user would like to view a preview of a Fetal Death Worksheet for the
record, click on ‘Preview’ to load a new browser window containing the
Fetal Death Worksheet in a PDF format. If so desired, the user may print the
Fetal Death Worksheet from this screen.

b. If all data items are not correct and need to be edited, click on ‘Cancel’ to
correct the information in the Fetal Death Registration data entry screen. Save
the corrections made to the record and return to Step 1 of this exercise to
reinitiate demographic verification.

If the record is complete the application will display the statement shown below: “/
verify that to the best of my knowledge the demographic information on this record is
complete and accurate.”
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| FETUS INFORMATION

 First Name: TANYA
Middle Name: ANNE
Last Name: PHILIPS
. Suffioc
Date of Delivery: 05/25/2021
VERIFIER INFORMATION
- Funeral Home: A D GNENS FUNERAL HOME
First Name: ABIGAIL
| Middle Hame:
i Last Name: KAUFFMAN

' Preview “ Close “ Verification |

PLEASE ENTER PIN

D | verify that to the best of my knowledge the demographic information on this record is complete and accurate.

| | Verifier Pin:

| Forgot my PIN | | Ok | Clase |

27. Fetal Death Verification

8. Check the box, enter the user’s PIN and click on ‘OK’ to complete demographic
verification.

9. If the correct PIN has been entered, the application will issue the message below:

Fetal Death Registration

Record successfully verified.

28. Record Successfully Verified

10. Click ‘OK’ to close the Demographic Verification screen.
4.2 De-Verify a Record— Exercise 14
This exercise provides an overview of how to de-verify a record.
To complete this exercise, the user will need:
v To Complete, Save, and Verify a Fetal Death Record
v" Access to the Fetal Death Registration Screen

26



GENESIS

SYSTEMS INCORPORATED

v" To retrieve the verified record using the Work Queue Search or the Search To
de-verify the record, select Record = De-verify. The following message will
appear:

Fetal Death Registration

Are you sure you want to deverify the record?

[ Yes ] [ Mo ]

29. De-verify Record?

1. Select “Yes”. The record will be de-verified and the following message will appear:

Fetal Death Registration

Dewverification completed successfully.

30. De-verification Completed Successfully
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5.0 Funeral Home Processes

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

5.1 Disinterment Permits— Exercise 15

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

Skip to main content GLOBAL. DEATH  FETAL DEATH 9 & | ) Logout

FUNERAL HOME PROCESSES Unresolved Work Queue:

—Select 3 value— -l

PLEASE SELECT RECORD TO PROCEED

Current Date: 10-Aug-2021 | Build Number: 1.0.0.0 ©2021 | Genesis Systems, Inc.

31. Funeral Home Processes

2. Search for records for Disinterment Permit requesting.

Fetal Death Search

z ~
®  Wild-Card O Soundex
1 DELIVERY PARENT 1 INFORMATION
3
State file Number: I\ I Delivery Parent 1
| WMedical Record
EFR Number: Number.
Dl Order: — = ~ Delivery Parent 1
elivery Order paekalvaue Current Legal First
Fetus First Name: Name:
. Delivery Parent 1
BECSHRCHE e Current Legal Middle
Fetus Last Name: Rame
Delivery Parent 1
Fetus Suffix: —Select 2 value—- bt Current Legal Last
g Name:
I | Fetus Date of Delivery:| _f_f X
(ex. 00/00/2021 if Delivery Parent 1
kmnnth aggj%% Er231 r!?t Maiden Last Name:
nown, i "
¢ | dayis not known.) * Et?g\-iﬁp_‘ Parent 1 Date |_( [
Fetus Sex: -Select 2 value- ~7
Fetus Time Of Delivery: _:__
Fetus Time AMPM: -Select 2 value- X v
State file Number| EFR Number | Delivery Order | Fetus First Name| Fetus Middle Nami Fetus Last Mame| Fetus Suffic | Fetus Date of Del Fatus S A
v
< >

| seweh ||selemRecodigf[ Clexr | Cese |

32. Fetal Death Search
3. Select a record from the search results grid and then select Select Records.
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4. The record will load in the Funeral Process Screen:

# K4 H
FUNERAL HOME PROCESSES pressveawen: Gue:

UECEDENT 5 ACTUAL |NFORMATION

Dade OF Dain:
DR
Decedent's First Kams:
DARRYL
Decedent's Midde Hame:
4
Dececent's Lasi Nama:
DAREY
Decedents Sumx
1
Decedent's Bax:
MALE
Decedent's Date Of Eirin:
D21
Decsdents BisisCouniry Of Eirih:
RHODE | SLAND
Edrin Sisie File Humiber:
Tims OF Death:
wi:00
Aotus Tims O Death Indioador:
am

PARENT 5 |NFORMATION
FainerFarent 2 First Hame

DARREN

FainarFarent 2 Last Mams:

Motheriarent 1 First Name:
DEERA
Motter/Parent 1 Last Hame

LN
DISPosITION AND FagiLITy
Medhod OF Disposiion:

BURLAL
Fasolitly Hame:
BENE 45 FUNERAL HOME
Funeral Servioe Licensee:
AEMDANL WAUFFMAN

ERTIFIER:

Carimer Hame:

AENDAN KAUFFMAN

DWRSY, DARRYL, (47212021

RECORD INFORMATION

‘Hade File Numbsr:

oty

a0z

| FLace UF LieaTH InFoRmaTion |
Piaoe Of Death:
GENEHIE HDEPTAL
[Plsss Of Daai County:
ERIETOL
Place Of Deadh Town:

EARRINGTON

Manner Of Deain:

HATURAL

33. Funeral Home Processes- Record Loaded

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

&
s, <
*eyr ot

X | v 10 &
DISINTERMENT REQUEST

Registrant Name: Mothers Maiden Hame: Date of Delivery:  SFH EFR
PETER ALAN ANDERSON JENNIFER MARIE ANDERSON 08/26/2021 2021000102 1000000000000558!
-
o Fetus [ Is Fetus Unnamed?
First Hame: Middle Name:
« Delivery Parent 1 sz7zR ALAN
o Delivery Farent 1 Dem Last Hame: Safiic
ANDERSON
o Pasent 2 Date Of Delivery:
08i28/2021
# Cause Of Death
S DELIERY PARENT 1 INFORMATION
+ Demographic Title Preference First Hame:
FARENT JENNIFER
————— Middle Name: Last Name:
Comments MARIE ANDERSON
o Disinterment Approval Sufes [E IS
1021381
m"g'h’ aditons| Detais - Method of Disposition: if Other (Specify):
BURIAL
=
Retnaving R Unknown Section/Block/Lot/Space Number: Section Number:
2}
Block Number: Lot Number:
Space Number: Public Expense Burial?:
NO

34. Disinterment Permit Request

6. Edit any one the information with a wrench icon beside it.

X d «v O 04
DISINTERMENT REQUEST
Registrant Name: Mothers Maiden Hame: Date of Delivery: SFM: EFR:
INFANT TESTACK ABBY TEST KAUFFMAN 07/21/2021 2021000057 00000000000036

COMPLETE SECTION A OR B, NOT BOTH

© Provide Details for section A

 Fetus NEXT OF KIN OR PERSON AUTHORIZED BY NEXT OF KIN DETAILS

+ Delivery Parent 1 I'am next Of Kin.
| have been authorized by next of kin to deceased above.
+ Delivery Parent 1 Dem Name

« Parent 2 Address:

+ Cause Of Death State ~Gelect a value—- hd
Demaographic R I

Comments

) Provide Details for section B

To BE COMPLETED ONLY WHEN AUTHORITY FOR DISINTERMENT 1S DEGREED BY COURT
« Disinterment Approval  name of court

e r— I —Select a value— =
IVITY:
Please enter Additicnal Details- | -ocated In:
Section B:
false Case#:
Resoned Date Issued:
! g
Adiion:

35. Disinterment Permit Request- Editing Information

5.1.1 Scan Documents

To scan supporting documentation:
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I.
Supplemental Documents section located at the bottom of the screen and
then click the Scan Document icon.
Supplemental Desuments
Decument Type:
W
Who Issued:
Issue Date: T
Date Of Document: |
)| B & B3
Confirm Changes

Add any supporting documentation at this time by completing the fields in the

36. Supplemental Documents

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

the New Data section.
2. The Scan Documents window will appear.
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Document Type:

Who Issued:
Date lssued:
S
Image Description:

List of Scanners:

Scan Type:

Scan Document ” Sawve Document ” Clase ]

37. Scan Documents

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

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

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

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

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

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

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

2. The File Upload screen will appear.

|
File size should not be greater than 4mb.

Mo file selected.

38. File Upload

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

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

{
File size should not be greater than 4mb.

SKMBT_C45218022113450.4ifF.pdf

39. Upload File
6. Click the Save button.
The following message will appear:

7
8. Click OK to close the message.
9

Save the changes by clicking the Save button in the New Data section of the
Corrections screen.
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6.0 Demographic Amendments

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

To complete these exercises, the user will need:
v Access to Demographic Amendments
6.1 Start a Demographic Amendment— Exercise 16
1. Select the Function>Demographic Amendment menu item.

2. The Demographic Amendment screen will load:

Skip to main content GLOBAL DEATH  FETAL DEATH 9 | & | | LogOut

Rhode Island
s Department of Health

DEMOGRAPHIC AMENDMENT Unresclved Work Queue:
--Select a value—- a 2

PLEASE SEARCH RECcORD To PROGEED

Current Date: 25-Aug-2021 | Build Number: 1.0.0.0 ©2021 | Genesis Systems, Inc.

40. Demographic Amendment

3. Retrieve an existing record. It will then appear within the Demographic Amendment
screen, as shown below:
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a4 H 4

rF H

FUNERAL HOME PROCESSES

- DEMOGRAPHIC AMENDMENT IN PROGRESS
SetBy: {

et By : EFLAHERTY
Set Om : 8/6/2021 9:17:16 AM
Commeant: Set By System

+ DEMOGRAPHIC AMENDMENT PENDING
Set By : EFLAHERTY

St On - 8162021 9:17:16 AM
Commeant: Set By System

.%6 2021 9:19:11 AM : EFLAHERTY
JECT THE RECORD IN CORRECTION/AMENDMENT REVIEW: TEST

FETUS INFORMATION

State flls Number:
0210000
Record Type:
FETAL DEATH AT THI$ FACILITY
Pluraiity:
SINGLE
Delivery Order:
SINGLE
Fetus First Name:
SARAH
Fatus Middis Names:
ANNE
Fatus Last Nams:
RICHMOND

Fatus Sutfix:

Fetus Date of Delivary:
asReN
Fatus 3au:
FEMALE
Placs of Delivery Nams:
KENT BIRTHING CENTER
Piace of Dalivery State/Country:
RHODE ISLAND

Piace of Delivery County:

41. Demographic Amendment

5. Click the Record = Demographic Amendment button to open the record for
demographic amendment.

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

appropriate field.

6. Enter the corrected value into the field.

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

DELIVERY PARENT 1 INFORMATION

Delivery Parent 1 Cumsnt Lagal First Nams:
JUNET
Delivery Parent 1 Cumsnt Lagal Middis
Name:
ELIZABETH
Delivery Parent 1 Cumrsnt Legal Last Name:
RICHMOND
Marftal Status:
NEVER MARRIED
Delivery Parent 1 Malden Last Nams:
RICHMOND
Delivery Parent 1 Malden First Nams:
JANET
Delivery Parent 1 Malden Middls Name:

ELIZABETH

either the Scan Document or Upload Document icon.

Unresolved Work Queue:

UCHMOND, SARAH, 2021/05/2 |~
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6.1.1 Scan Supporting Documentation
To scan supporting documentation:

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

Supplemental Desuments

Decument Type:
W
Whe Issued:
Issue Date:
Date Of Document:
J| B X B
Confirm Changes

42. Supplemental Documents

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

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

Who Issued:
Date lssued:
S

Image Description:

List of Scanners:

Scan Type:

Scan Document ” Sawve Document ” Clase ]

43. Scan Documents

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

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

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

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

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

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

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

9. The File Upload screen will appear.

|
File size should not be greater than 4mb.

Mo file selected.

44. File Upload

10. Click the Browse button to open the File Upload screen.
11. Locate the desired .tif or .tiff file and click the Open button.

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

{
File size should not be greater than 4mb.

SKMBT_C45218022113450.4ifF.pdf

45. Uploaded File

13. Click the Save button.

14. The following message will appear:
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DEMOGRAPHIC AMENDMENT

Document information saved
successfully.

46. Document Information Saved Successfully

10. Click OK to close the message.

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

6.2 Submit a Demographic Amendment— Exercise 17
1. Select the Process = Accept menu item or click the Accept icon.
2. The following message will appear:

DEMOGRAPHIC AMENDMENT

Do you wish to submit this record? i

47. Submit Record?

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

DEMOGRAPHIC AMENDMENT ®

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

|
v || Mo | |

48. Mark as High Priority?

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

5. The Enter PIN screen will appear:
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Fin

49. Enter Pin

6. Enter in a valid PIN and click the OK button.

7. The following message will appear:

DEMOGRAPHIC AMENDMENT X

Record submitted successfully

oK
50. Record Submitted Successfully

6.3 Cancel a Demographic Amendment— Exercise 18
To cancel a demographic amendment correction:

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

6.4 View Corrections/Supporting Documents— Exercise 19
To view corrections/supporting documents:

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