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1.0 About This Document

The RIVERS Web-Enabled Electronic Fee & Issuance System improves timeliness and
accuracy of transactions related to such in the State of Rhode Island.

The topics presented in this document represent a comprehensive overview of the features and
functionality of the Fee & Issuance module, as it pertains to the RIVERS application.

1.1 Intended Audience

This user guide serves as a comprehensive reference for City/Town users of the RIVERS
Fee & Issuance module.
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2.0 Glossary
Below is a brief introduction to some of the topics that will be covered in the user guide.

2.1 Fee Requests

There are three types of requests available in the Fee & Issuance module: Counter
Requests, and Third Party — Rhode Island.gov and Third Party — Online Import.

2.2 Transaction Information Panel

The New Request Data Entry screen contains multiple panels which enable a wide
variety of functionality. The first panel is the Transaction Information panel, which
allows users to:

e Select the type of certificate requested

e Enter relationship information

e View and adjust the total amount due for a transaction
e Print certificates

» Indicate that the record had to be issued from paper records, and record
information about paper documents

e |[ssue a refund

» Indicate why a request cannot be completed, and automatically print the
Record Not Found letter, Need More Information letter

2.3 Payment Information Panel

The Payment Information window is used to enter the type of payment(s) and record
the amount of each type of payment. A grid is located within the Payment
Information panel and populates with dollar amounts and information about each
payment once they have been added to the system. Payments will be applied on a FIFO
(First-in and First-out) basis.

2.4 Search Transactions
The Search Transactions functionality allows users to search for records in the system.
2.5 Paper Inventory Management

Paper Inventory can be managed by tracking the on-hand supply of paper, as well as
record actions such as adding to the supply or subtracting from the supply. The State
office will have the ability to track paper inventory at local Vital Record offices, in
addition to other State offices.

2.6 Supervisor Override

A supervisor override is required when certain processes are initiated in Fee & Issuance.
A supervisor override is required in the following situations:
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e Refunds
e Making adjustments to cash drawers or costs

This functionality will not have its own chapter but will be discussed in each section
where it is applicable.
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3.0 System Overview
3.1 Navigation, Data Entry and Tool Tips

The RIVERS Fee module is designed with intuitive interfaces for a seamless user
experience. Mouse navigation, keyboard navigation, and Genesis’ proprietary tools help
streamline workflows.

3.1.1 Using the Mouse

Click hyperlinked text and icons to perform functions. The mouse can also be
used to navigate from one field to another during data entry.

3.1.2 Using the Keyboard

Use the following keys to navigate through the Fee module without using the
mouse:

Tab Key: Moves cursor from one field to another. When a field is selected, the
field will be highlighted with a green background, blue background, and in some
cases, a frame will form around the selected field to aid the user.

Shift + Tab: Reverses the tab order and moves focus back to the previous control.

Enter: Initiates the action selected. Pressing Enter is equivalent to double-
clicking the mouse.

Left/Right/Up/Down Arrows: Used to navigate within a field or within a pick list.
The

PgUp and PgDn keys may also be used.

Down Arrow for Drop-down Box: Pressing the Down Arrow key in a
selected drop- down box will reveal available selections in a list form. Use the
Up or Down arrows to scroll through the list.

Type-ahead Logic: Type-ahead logic provides another way to save time by
eliminating the number of keystrokes to pull up an item from a drop-down box.
This feature allows users to begin typing and the list will filter according to what
the user types.

Space Bar: Used to toggle a check box item on or off.
3.2 System Help Features

3.2.1 Field-Level Help

Field-level Help provides specific help information related to the field selected,
which is displayed in the Field-level Help frame between the data entry tabs and
the data entry screen, as shown below.
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1. Field Level Help

3.2.2 System-Level Help

System-level Help provides a searchable help index with various help topics
pertaining to the functions and processes available within the RIVERS system.
Go to Help—>Help to access System-level Help.

3.3 Technical Support Resources

3.3.1 RIVERS Help Desk Technical Support

The RIVERS Help Desk is the main source of technical support for users of the
Fee module.

In order to report an issue to the Help Desk, select Report RIVERS Issue(s) on
the RIVERS Welcome Page screen as shown below:

;AL Rhode Isiand
'\\‘ ¢ Department of Health

Welcome to the
Rhode Island
Department of Health

EQRGOT PASSIHOSD?

Contacting the Rhode Island Department of Health

Vi ool W sta R T s
20 W Sy ok b e i by e 0 Uy s 904 IO €17 ot e e, e ¥ o veggar)|

NEW USER
ENROLLMENT

2. Report RIVERS Issues
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4.0 Login & System Access
The following technical requirements are needed to access the RIVERS Fee module:
e Live Internet connection
e Widely used JavaScript enabled standard web browser (IE11+, Mozilla Firefox, etc.)
e Javaruntime
e Adobe Acrobat reader for forms and letters
e MS Excel for accessing/running reports
If one or more requirements are missing, the Fee module will not be accessible and/or will not
function properly.
4.1 Accessing the Fee Module
1. Open the updated version of the web browser to establish a live internet connection.

2. Type the application address in the URL box or select from
Favorites:

3. The application splash page will load, as pictured below:

{*1_‘. Rhode Istang
~7 Depariment of Health

Weicome to the
Rhode Island
Department of Health

Contacting the Rhode [slund Department of Health

Vs vt b iy b mErted eruRe i) e anl TETTTEl vew I
1790 Poe Ay W8 B 0D WA Wy det D P 8 A A YT B T (T A T B T

NEW USER
ENROLLMENT

3. Login to RIVERS

4. Click the Login to RIVERS button. The Terms of Use Screen will load, as pictured
below:
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3 %L . Rhode Island

M5 Department of Heaith

RIVERS Terms of Use

WARNING: THIS 25 A RHOOE SSUAND DEPARTMENT OF HEALTH INFORMATION
RESOURCES SYSTEM THAT CONTAINS STATE ANLUOR U 8 GOVERNVENT SEOSMATION
HY USING THS SYSTEM YOU ACKNOWLEDCE AND AGIREE THAT YOU HAWE NO RICHT OF
PROVACY IN CONNECTION WITH YOUR LISE OF THE EVSTE YOURACCESS TO THE
INFORMATION CONTAINLD WATIEN IT 0IY ACCESSING AN i TS SYSTEM YOU ARE
CONSENTING TO THE MONITORNG OF YOUR USE OF THE SYSTEM AND TO SECLSITY
AESESSMENT AND AUDSTIG ACTIITIES THAT MAY BE USED FOR LAY ENFORCEMENT
DR OTHER LEGALLY PERMSSIBLE PURPOSGES. ANY UNALITHORIZED LISE OR ACCESS
OFANY UNALITHORIZED ATTERR TS TO USE ORACCESS THIS SYSTERM MAY SBECT
YOU TO DISCIPUNARY ACTION SANCTIONS, CIVIC PENALTIES. OR CREAMAL
PROSECUTION TO THE EXTENT PERMITTED UNDER APFLICAELE LAW

Are you & sgreement with above stated terms & conditions ?

(=] =

4. Terms of Use

5. 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.
6. The RIVERS login screen will display:

;AL Rhode Istand
3 ; Department of Heaith

e

Pasemard.

farat Pammey! Leg n

wrmanl Dot 21 121 | Buis Nembon 1.0.0.0

5. RIVERS Login Screen

7. Enter in a user name and password and click the Log In button.
8. The Select Location window will be displayed.
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SELECT LOCATION

Location:
‘ --Select a value-- |V

6. Select Location

a. Select the appropriate facility from the available choices in the drop-down list.

b. If the user works at multiple physical locations, the drop-down list will
contain all physical locations assigned to their user account.

c. Click OK. The main page of the RIVERS application will be displayed:

SUUM NS Gl GLOBAL DEATH  SETALDEAIM [TOP  I%E AL f Ll

AL Rhode Island
33V Department of Heaith

HALEY KRAUSE , Weicome to the Rhode Island Department Of Health

7. RIVERS State Main Page

NOTE: The highlighted tab at the top of the screen determines what
menus and sub-menus will appear.

9. Click the Fee tab to go to the Fee Home screen.
4.2 Fee Dashboard

From the Fee Home screen, users may access the Fee Dashboard by clicking on the
Show Dashboard button, as pictured in the above screenshot. The Fee Dashboard
provides a summary of all completed and pending Fee transactions in the RIVERS Fee
and Issuance Module. The dashboard provides a summary of the total # of each
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transaction type, the average days to completion for the transaction type and the date of
the latest transaction of the transaction type.

MANSACTION INTCRMATION

Totad 4 Trmsacooms Mg Days OF Frocess” | Lanes! Transacson Cetan
DEATHADDITIONAL YEAR SEARCH FEE 172 cor DOt
DEATHAMENDMENT. YATHN | YEAS 1 [
DEATHDEATH CERTIFICATE " o4r
DEATHLEGAL AMENDMENT ! e
DEATHLEGAL AMENDMENT BY COURT ORDER ¢
DEATHAVERIFRCATION OF DEATH 0
FETAL DEATHADOITIONAL YEAR SEARCH FEE ™ o4
FETAL DEATHAMENCHVENT- WITHIN 1 YEAR i L
4 q L}
13 Q7 v
3 C AN
TICAL CORRECTION 1 3
FETAL DEATH-VERIFICATICN OF FETAL DEATH 1
Paoel1 {1 O Dapteywng feconts L - 13of 13

8. Fee Dashboard Transaction Information

Users may click the More Details link (pictured in above screenshot) for a specific
transaction type in order to gain further information about the individual transactions that
have been completed or those that are pending in the RIVERS Fee Module.

Hespmest Details
| 1

Feqrster Nare Trasscson Tipe Tasasacton Crestert On - Tiansacion Compieted On  Taansacton Statis
ADJU CHEOK CD ADCIMIONAL YEAR SEARCH Pee 1
ADJU CHECX CO ADOMONA, YEAR SERRCH FEE

ALJU CrECK Ot ADOITIONAL YEAR SEARCH Pee

ADJU CHECK CO YEAR BEANCH FES

ADJ)) CHECK CD e YEAR SE

AU CrEcK L 4 YEAR SEARCH Pre

ATJU CHECX GO ONAL YEAR SEARCH FEE

ADJU CHECK CD AL YEAR SEARCH res

ADJUCHECK CD OMNAL YEAR SEARCH FES

ADJY CHEDX GO

ADJUCHECK CD

) VAN RCHMDND
ALAN HICHMOND
) ALAN RICHNOND ADDITIONAL YEAR
ADCANONALY

ADDITIONAL YEAR

COMPLETED

NOT SEARCHADLE £

NOT SEARCHASLE

WD ALAN RICHMONT

9. Fee Dashboard Request Details

The Request Details screen provides details on individual transactions of a certain type
that include the Requestor Name, Transaction Type, Date of Transaction Creation, Date
of Transaction Completion and the user assigned to the transaction.
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4.3 Session Time Outs

If the system has not detected activity within 20 minutes, the session will time out. Two
minutes prior to a session time-out, the system will issue the following warning message:

Timeout Alert

The application will time-out in 81 seconds. Please click Yes to continue editing.

T T -y

10. Timeout Alert

If the system appears to stop responding (i.e., no choices in some pick-lists, cannot
save a record, cannot retrieve a record, etc.), the session has likely timed-out. The
following message will appear when a time out occurs:

Timeout Alert

The application has timed-out. Please login again.

11. Application Timed Out

To resume working after a session timeout, exit the system and log on again. Frequently
saving work will help to prevent session timeouts.

For security purposes, log out of the system if you will not be using it for an extended
period of time and then log on again when needed.

4.4 About Passwords

Users are assigned a temporary password when they sign up to use the system.
This temporary password must be changed upon the user’s first login to the
system. At the time of a user’s first login into the application, the following
screen will appear:
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CHanGE PasswoRrD

Password must meet the following criteria:

- Must have at least one numeric character

- Must contain at least one of the [@#$%"] symbols
- Must be a minimum of 6 characters long

- Should not duplicate the previous 2 passwords

Old/ Temporary Password: || |

New Password: | |

Confirm New Password: | |

Save
WARNING!

BY ACCESSING AND USING THE DEPARTMENT OF HEALTH
REGISTRATION SYSTEM YOU ARE CONSENTING TO SYSTEM
MONITORING FOR LAW ENFORCEMENT AND OTHER PURPOSES.
UNAUTHORIZED USE OF OR ACCESS TO THIS COMPUTER SYSTEM MAY
SUBJECT YOU TO STATE AND FEDERAL CRIMINAL PROSECUTION AND
PEMNALTIES, AS WELL AS CIVIL PENALTIES.

12. Change Password

The new password must initially meet all of the following requirements, although a
system administrator may change password requirements at any time:

e Must have at least one numeric character
e Must contain at least one of the [@,!,#,3,%,*]
e Must be a minimum of 6 characters long

e Should not duplicate the previous 2 passwords

If the new password does not meet these requirements, the message below will appear:

20



GENESIS

SYSTEMS INCORPORATED

User Maintenance |

Password check failed.
Password must meet the following criteria:
- Must have at least one numeric character
- Must contain at least one of the [@!#%$%*] symbols
- Must be a minimum of & characters long
- Should not duplicate the previous 2 passwords

13. Password Check Failed

Passwords expire at intervals determined by system administrators. Users will
be alerted when they attempt to log on with an expired password.

A user may also change a forgotten password at any time by clicking the Forgot
Password

button located on the Login screen.
4.5 Log Out/Exit the System

Exit or log out of the Fee module using one of the following methods:

1. From the Main menu, select Function=>Exit
Application

OR
2.Click Log Out.
Skp fo main content GLOBAIL DEATH FETAL DEATH FEE mor

". Rhode Island
s Department of Heaith

- K
S

ABIGAIL KAUFFMAN , Welcome to the Rhode | g tment Of Health

14. Log Out/Exit the System

NOTE: Clicking the [X] in the upper right corner of the browser window will
close the system, but it is recommended that you exit by pressing Logout or the
Exit System menu option instead. This will ensure that the session fully closes to
prevent possible problems when logging on again
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5.0 Fee Module Overview and Navigation
5.1 Fee Module Overview

The Fee module provides users with the ability to:
e Create requests for vital records services and certificates
e Assign a department to a particular request
e Enter/edit requestor information on a request
» Enter/edit service transactions on a request
e Enter/edit payment information on a request
e Search vital record databases
» Print vital records retrieved from vital record databases
» Manage security paper inventories

e Generate reports on transactions, revenue sources, and all items recorded
through the module

The Fee module is designed as an order placement and fulfillment system, integrated
with a point-of-sale system that facilitates payment collection, accommodating counter,
mail, email, and internet orders. The module provides for cash, cashier check, credit
card, money order, debit, gift card, and accounts receivable payment methods for orders.

Requests may be initiated as new or retrieved from a work queue. The Fee module is
divided into three distinct sections: Requestor and Shipping Information, Services
Requested Information, and Payment Information.

Once a transaction is paid for in full, the user matches the service to a vital record and
processes the service, either printing a certificate or processing a different type of request.

5.2 Fee Module Navigation

5.2.1 Functions

The Functions toolbar is the main navigational tool within the Fee module.
From this toolbar, users will be able to navigate to alternate areas of the Fee
module, as well as perform actions.

Stup 10 main content GLOBAL DEATH FETAL DEATH ¥EE mor

3 ". Rhode Island
LY, 7 Department of Health

ABIGAIL KAUFFMAN , Welicome to the Rhode | m tment Of Health

15. Functions Toolbar
There are ten options in the Functions drop-down menu:
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1. Home: Goes to the Fee Home screen.
2. Fee Registration: Goes to the Fee Registration section.

e

-

16. Fee Registration

3. Switch Location: Allows users assigned to more than one location in the
systemto switch locations.

SELECT LOCATION

Location:
‘——Select a value-- |"r

17. Select Location

4. Exit Application: Logs users out of the system and directs them back to the

Login screen.
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6.0 Fee Requests and Transactions

In order to create a new request in the RIVERS Fee module, the starting cash must be entered
into the system.

To enter in the Starting Cash in the fee module, go to Functions > Fee Registration. The Fee
Registration screen allows users to initiate a New Request, Search Transactions, or to enter
Starting Cash.

’x New | } ( Search |

Startini

18. Fee Registration

Press Starting Cash to load the Starting Cash screen. The Starting Cash screen will load and
allow for the entry of Starting Cash Amount:

Amount: | 0.00

19. Enter Starting Cash

6.1 New Request
Press New Request to load the New Request Data Entry screen.
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20. New Request6.1 Functions Toolbar

From the New Request Data Entry screen, the following new actions will be available
in the Functions toolbar:

e Home
e New Request

Search Transaction

Search In-Progress Records

e Switch Location
e Exit Application

In addition to the new actions in the Functions toolbar, new toolbars and options will
generate under the Functions toolbar:

6.2 Actions Toolbar
The Action toolbar displays actions available on the New Request Data Entry screen.
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21. Actions Toolbar

New: Create a new record

Search: Search for an existing record

Save: Save the existing record, if all mandatory fields have been entered
Cancel: Cancel changes on the current record

Delete Request: Delete an existing request

Complete Request: Complete an existing request

Clone: Clone an existing request

NOTE: Cloning a record clones the Requestor’s Information only. It
does not clone Identity Information or any other information.

Suspend: Suspend request

First Record From Work Queue: Goes to the first record in a work queue
from the current position in the work queue

Previous Record From Work Queue: Goes to the record immediately
preceding the current record in the work queue

Next Record From Work Queue: Goes to the record immediately after the
current record in the work queue.

Last Record From Work Queue: Goes to the last record in the work queue
from the current position in the work queue

6.3 Work Queue

The Work Queue in the New Request Data Entry screen lists all records in a user’s
queue that are ready for action or review. The Work Queue can be found on the upper
right side of the page under the Actions toolbar.

% Rhode Island

W7 Department of Health

I N EHd I BON N

Request #

Fgy' Help tips
O

Request Date Request Tozal Costs) Request Babnce's NEW REQUEST Work Quevs Filter Work Queue

SMITH, JOMN , 06/23/2021

)

22. Fee New Request Work Queue

The Work Queue is a drop-down menu that contains pending records. The most recent
records appear at the bottom and the oldest records appear at the top.
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The number on the right side of the Work Queue displays how many records in the
work queue. The number will update in real-time as records are resolved, or as more
records are added to the Work Queue.

The Refresh icon to the left of the number can be used to refresh the numbers in the
Work Queue.

When searching for records, users can select some or all of the records from search
results and create a personal work queue.

6.4 Information Toolbar

The Information toolbar will populate with all of the information for the respective
fields when an existing record is selected from the Work Queue.

# Rhode Island

Department of Health

¥,

I EHd 2RV BOK LN

Request #: Roquest Date: Request Total Cost($) Roguest Batance(s) NEW REQUEST Work Quoue Filter: Work Queue:
000000000008 6/23/2021 0.00 0.00 —Select a value— v (s, donn, 052372001 |+ 2% 1
" {SMITH, JOHN , 06/23/2021
{01 Help tips . —

23. Information Toolbar

When a record is selected, the record information populates the Information toolbar.

6.5 Creating New Requests

On the New Request Data Entry screen, select New from the Actions toolbar to
capture and/or edit requestor information, as well as assign requests to appropriate
departments for processing.

Request Typa- * -Sedect 8 value - Accounts Recevable St o value w Form 1D #4: ® S & T -
First Name Mkdle Nams Other Farm 1D &4
Lasi Nama. * Suttix SILICT A VALUL - Form 1D #1 Info
No Retum Address Provaded Form 10 &2 Golect 5 valu= v
Adtvess 1 * Address 2 Ottvot Form 1D #2
SateCountry . Serlect 3 viie v Chy Town Form 1D 22 Info
({Oick checkbax
o fiker foroxin
countngs onlyY? 5
2ip Zp Ext $how Document
Fnona ) Emai TrassactonType Usefiame | Depamare
Raquestor 15 Minor?
Pnorty Commest
Save Raquent

24. Creating New Requests
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6.5.1 Requestor Information

The Requestor Information panel is used to record how a request was received.

REQUESTOR INFORMATION
Request Type: * COUNTER v

First Mame:

Last Name: *
Mo Return Address Provided: [

Address 1: *

State/Countryy. ¥ | _Select a value— =7
(Click checkbox [

to filter foreign

countries only)?

Zip:

Phone:

Requestar is Minor? ]

Priority Comment:

25. Requestor Information

Accounts Receivable:

Middle Mame:
Suffix

Address 2
CityTown:

Zip Ext:

Email:

4

The Requestor Information section contains the following fields:

Request Type*

—-5elect a value--

—SELECT A VALUE--

Accounts Receivable (Not Available at a City/Town location)

First Name
Middle Name
Last Name*
Suffix

check box is selected)*
Address 2

Address 1 (Required unless the No Return Address Provided

State/Country (Required unless the No Return Address

Provided check box is selected) *

NOTE: Clicking the checkbox will populate Countries within the
drop-down box, as well as the States.
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OR

City/Town

Zip (Required unless the No Return Address Provided check box is
selected) *

NOTE: Becomes mandatory after a state is selected from the drop-
down menu

Zip Ext.
Email
Phone
Priority Comment
o Comments can be added after a request has been completed.

NOTE: All fields marked with a red asterisk (*) are mandatory
fields.

In addition to the above fields, two additional check boxes can be selected in the
Requestor Information panel:

No Return Address Provided

Requestor is Minor

6.5.2 Identity Information Panel

The following fields are available:

Form ID #1*
Other Form ID #1
Form ID #1 Info*
Form ID #2
Other Form ID #2

Form ID #2 Info

NOTE: All fields marked with a red asterisk (*) are mandatory
fields.

Some of the fields above are dependent upon what is selected in preceding fields.
For instance, the first field, Form ID #1, is a drop-down menu with the following

options:
[ ]
[ ]

DMV ID
Real ID
Military 1D
Passport
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e State Issued ID

e Other
e NolID
IDENTITY INFORMATION
Form ID#1: * “Select a value— v
Other Form ID #1: DMV ID
_ REAL ID
Form ID #1 Info: MILITARY 1D
Form 1D #2: PASSPORT
STATE ISSUED ID
Other Form ID #2:
OTHER
Form ID #2 Info: NO ID

Show Document

TransactionType UserName Department

| Save Request

26. Identity Information

If Other is selected in this drop-down menu, the Other Form ID #1 field will

become enabled for data entry.

Once this field has been resolved, any additional information can be entered

into the Form ID #1 Info field.

NOTE: Up to one additional forms of ID can be entered, but are
not mandatory. When all mandatory information is entered,
press Save Request.

NOTE: Comments can be added after a request has been completed.
A notification will appear indicating that the record updated successfully.

Fee Registration

Request saved successfully.

27. Request Saved Successfully Message
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Once the request has been saved, the final element in the Identify Information
panel, the Show Document button will enable. Clicking this button will allow for
the user to view all documents uploaded/scanned as a part of this request.
Uploading/scanning documents to a request is explained later in this document.

Once the request has been saved, the other three sections of the New Request
Data Entry screen can be accessed:

e Transaction Information
e Payment Information

e Shipping Information

Transacthon Catsgory Y

Selct 3 value v, -Sedact & value- »
Adjustiment Transachions

Roquestor Roelationshig x Transaction Resson * Quantity * Cost

2 valus - Celoct 2 velon =

Depanmant Assigr * Transaction Resson - Othoe Transachion Conyrans

lssued From Pepe
No Fae

No Sgnature

s | conce
28. Transaction Information

Once the record has been saved, the action buttons will be enabled for selection.
6.5.3 Transaction Information Panel

The Transaction Information panel provides options to add, edit, delete,
void, find record, print, add DCN, reenter DCN, or add letters for a registered
record.
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Add New Edit Delete Volid Find Record Print Add DCN  Reenter DCN  Add Letter
29. Transaction Information Panel

6.5.3.1 Add New in the Transaction Information Panel

To add new transaction information to a request, select Add New, which
will open the Transaction Information window:

The first field is the Transaction Category field, allowing the user to
select the module to which the transaction is applicable.

The Transaction Type field allows users to select the specific type of
transaction associated with this record.

NOTE: Depending on what is selected from the Transaction
Category, the options in Transaction Type will change.

For example, when Death is selected in the Transaction Category field,
the Death Requested Registrant Information panel generates below the
Transaction Information panel.

6.5.3.1.1 Transaction Types

If Death is selected as the Transaction Category, the following
Transaction Types will become available in the drop-down menu:

e Adjustment

e Convenience Fee

e Death Certificate

e Death Certificate — Without Cause
e Expedite Fee

If Fetal Death is selected as the Transaction Category, the
following Transaction Types will become available for selection
from the drop-down menu:

e Adjustment

e Certificate of birth Resulting in a Stillbirth
e Convenience Fee

e Expedite Fee

o Fetal Death Certificate
6.5.3.1.2 Requestor Relationship

Once a Transaction Type has been selected from the drop-down
menu, the Requestor Relationship must be selected from the next
drop-down menu.
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NOTE: Different options are available depending upon
which Transaction Category is selected.

The following selections are available:
e Adult Child of Registrant
e Adult Sibling of Registrant

o Not available when Fetal Death is selected as
the Transaction Category

e Father of Registrant

e General Public

e Grandparents of Registrant

e Legal Guardian of Registrant
e Legal Representative

e Mother of Registrant

e Spouse of Registrant

o Not available when Fetal Death is selected as
the Transaction Category

e Other (Direct and Tangible Interest)
e Funeral Home of Record

Transaction Information -

Transaction Category; * Transaction Type: *

DEATH 2 DEATH CERTIFICATE e
Adjustment Transactions:

—Select a value— ¥

Requestor Relationship: * Transaction Reason: ™ Cluantity: * Cost
7 —Select a value— b

ADULT CHILD OF REGISTRANT Transaction Reason - Other:

Transaction Comments:
ADULT SIBLING OF REGISTRANT

FATHER OF REGISTRANT
GEMERAL PUBLIC % %
GRANDPARENTS OF REGISTRANT
LEGAL GUARDIAN OF REGISTRANT
LEGAL REPRESEMNTATIVE

MOTHER OF REGISTRANT ) i i

SPOUSE OF REGISTRANT Registrant Middle Name: Reqgistrant Last Mame:
OTHER. (DIRECT AND TANGIBLE INTEREST)

FUMERAL HOME OF RECORD Registrant Sex: Registrant Date of Death: *

30. Requestor Relationship

6.5.3.1.3 Transaction Reasons
e Driver’s License
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o [Estate

e Foreign Government
e Insurance

e Newborn

e Other

e Other Government

e Records

e School

e Social Security

e Travel/Passport

e Veteran’s Benefits and Work
e Welfare

e WIC
Trumoction Indoemation ]

T on Category = Transection Type ~
CEA™ ~ Select a walue Y.

Aigrstmont Transachons

Roguettor Retanonshp * Transaction Reason: Guantty * Cost
Subect 4 vl - LBt o ke - 11.0¢
Depestimenl Assign *
Sabt 3 vabie -
vaed) From Papey
No Fuo

No Sgnature
31. Transaction Reason

6.5.3.1.4 Quantity

Quantities can be entered as any whole number. The Cost field
will auto-populate depending on the value entered in the
Quantity field. In this particular example, note that 5 has been
entered into the Quantity field, and that 5 of these Transaction
Types costs $22.00. Also note how the Cost field is disabled
indicating that it does not require user input and is auto-
populated.

NOTE: Each different Transaction Type has a different
Cost associated with it. These values have already been
implemented into the system per the State of Rhode
Island’s specifications.
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Transaction Catagoty. * Transaction Type: ©
DEATH \ o DEATH CERTIFICATE =

Adustment Transaceons

Transaction Redsan. * Quantity: *

Dapartment Assign Transaction Rewsan - Other Transachon Commenss |

Sefect 3 value ».
Ssusd From Paper
No Fae

No Signature

32. Quantity Field

NOTE: The Cost of a document can be adjusted through
the Transaction Type=>Adjustment process.

6.5.3.1.5 Department Assign
Options available for selection are:
e Administration
e Adoptions
e Amendments-Unsealed
e Analytics
e Communications
e Field Services
e Front-Lobby
e General
e Mail-In
e Paternities
e Records Management
e Registration
e Registries
e Special Issuance-Central Print Room

Transaction Reason - Other: Indicate a reason for a transaction.
Transaction Comments: Write specific comments related to a
transaction. Courtesy Letter check box:

Issued From Paper check box: Indicate that the transaction was
issued from paper
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No Fee check box: Indicate a zero dollar transaction.

No Signatures check box: Indicates that the State Registrar’s
signature will not appear on request.

The final two features in this section of the window are the Upload
Document and Scan Document buttons.

Heguesior Restonshe lmnsacson Hoasor Quantry
Deparynent Assign * TEaNSSCHOnN FRoaason - Offwe Iansachan Comrments

Issued FFrom Paper

No Fee

33. Department Assign
Upload Document: Upload and attach a document to a transaction

Scan Document: Directly scan a document and attach it to a
transaction.

6.5.3.1.6 Upload Document

To upload a document to a particular record, press Upload
Document, which will generate the following window:

Document Type: [| ] b

Who lssued:

Document
Number:

Date lssued: _‘llr_llf
‘ Upload Document | Close |

m

L e T e —

34. Upload Document

Enter the Document Type, Who Issued the document, and the
Date Issued into the corresponding fields and then click Upload
Document.
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Upload Document

Document Type: DRIVERS LICENSE

Who Issued:

STATE
Documont 123456789
Number:
Date Issued: l07/01/2021| I

| Upload Document | Close |

35. Upload Document Button

Pressing Upload Document will generate the Document Upload
window. To attach a document, click Choose File and locate the

file. Then, click Open. This will load the document file path into
the field.

Document Upload

Choose Files | Mo file chosen

| Upload | | Cancel | [

36. Upload Document

To continue the Upload process, click Upload. To return to the
previous screen, click Cancel. A notification will appear when the
file has successfully uploaded or if the upload has failed.

Fee Registration X

File uploaded successfully.

37. File Uploaded Successfully Message

Once the document has been uploaded, a State User will have the
ability to view the document and download it from the Identity
Information panel on the New Request Data Entry screen.

To do this, save the transaction and return to the New Request Data
Entry screen and click the Show Document button on the Identity
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Information panel. The following screen will open ina new browser
window:

@ 65.61.13.205/RI_VERS/RIUI/FeeUl/GUI/ Utilities/ShowDocuments.aspx?nRequestid=59 - Google Chro.. — O X

A Not secure | 65.61.13.205/RI_VERS/RIUI/FeeUl/GUI/Utilities/ShowDocuments.aspx?nRequestld=59

97£69d8¢a22145f089c8a3a77ebed568 jpg ?ggg?g STATE 07/02/2021 Download

38. Show Document

At this point users may choose to click the Download link
to initiate the process of downloading/saving the uploaded
document or close the browser window to return to the
RIVERS Fee module.

Once the transaction has been created, the document has been
uploaded, and the transaction is searchable, the request can be
viewed in the Fee User Work Queue. See
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6.5.4 Disinterment Permit Requests

To make a Disinterment Permit Request, first select the Death module from the
top of the RIVERS screen.

Skmtomancontent  GLOBAL = DEATH FEE  MARRIAGE 1 & )| LogDu

. Rhode Island
.7 Department of Health

TIMOTHY BREWER , welcome to the Rhode Island Departm s

| Summsscxmaiess |

e Dessrs Van
SASeme e S Qites
Levers iocgtiae

B0 Agrream o

Next, from the Function menu, select Disinterment Permit Requests. This will
open the Disinterment Permit Request Review screen.

Skop Lo main content GLOBAL DEATH FEE MARRIAGE Q14 | M) LogOu

. Rhode Island
Department of Health

DISINTERMENT PERMIT REQUEST it Ve Ot ] S Wi it -
REVIEW ~Selact » vakoe- y >

Prease Seircr Recomo To Paoceeo

Cument Date 04-Aug-2022 | Bulld Number 1.0.0.(0 ©2021 | Genests Sy
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Select a file from the Unresolved Work Queue to review.

Skip 10 main contont GLOBAL DEATH FEE MARRIAGE

N #_ Rhode {sltand
w077 Department of Health

DISINTERMENT PERMIT REQUEST oot ctriet e oo ke ST
REVIEW SFI 2022000693, 2002002/80, LARA, SMA P (» T
Duscmen St By Sal O Tz
GReTEAENT 350557 4 PROGRERS ALSUOIA AR TN M FETEVSVETEM
DENTRIENT SRORST SRNDnG AVEMORS 4280w FETEY SVETRM
T
Catw O Datt e e Wit
oo e
Dasuswnts Fout Ramy Biobe Fis lime
(TN IRND
Tecasess \tzhe Hime
M
Iecmdeets | s Marw
LANA
Lo wtet s sty
|
Durmtunt's San
MALE
Deawawnt's Oute OF Batr
e
Tirnatunt <« RENe sastty U Ban
NLREAUA
Frm Mk S e

Click “Go” at the bottom of the screen. You will see that the only editable field is
Demaographic 5.
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5]

Rhode Island

DISINTERMENT PERMIT REQUEST REVIEW

Department of Health
X g 9.
EDR Fagal sst Narne
002000000152479 SANAFP LARA

Dute of Death N
20220203 2022000059

TN oo OF Beeroamon

v Damographic 1
v Demogragne 2
' Damographic 3
v Demogragine 4

v Demogragnse 5

v Madcal 1
v Medcal 2
v Madcal 3
v Medical &
Comments

Dizintarmant
Approval

P e
e

Meathod:
BURAL

{Specify):

Place of Disposition Type:

cEvETER

Place of Disposition:
NEWSORT CENETERY LENTER

Street Type:

CoUsT

City/Town:

NAARAGANSETT

Zip:

02874

Date Of Despositioa:

WEONR022

Tomb:

1

Place of Disposition (Spacify):

Street Aodress)

anpREss

State Country: (Pleasa click checkbox 1o filter
coantries anly)

[[] =wooe mAao

City{Other):

Zip Ext:

23R

Public Expense Burial?

vES

Lot o

)

Nase Ano ADORESS OF FusERa FacsLTy

Facibny Name:

HENSORT SUMEAAL HOME

Suyeet Address:

120 AVEMUE STREET MAM VASKET VIEW 7D NORTH 12234
StateCountry:

RHODE SLAND

Coanty:

HEWFORT

Zip Ext:

1234

Funeral Service Licensee:

DEVID (e BR

Funeral Service Licensee (Other):

Addibonal Funeral Service Provider Address:

Focility Nome{Other):

Street Type:

WALL

City/Town:

HEVEORT

Zip:

03840

Funeral Home License Number:
A

License Number:

()

Additional Funeral Service Provider:

Date Verified:

B

Fields that have been edited appear with a red exclamation point next to them.
Clicking the exclamation point will tell you the edit history of the field.
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z of Disposition Type: Place of Disposition {Specify):

TERY

= of Disposition: Street Address:
LasE=sl Disinterment Permit Request (Review)
it Type: ck checkbo;
T Lot Number: 1
Town:
AGANSETT)
Flg - g

Of Disposition:
Public Expense Burial?

2022
e YES
Lot:
1232

Name AnD ADDRESS OF FUNERAL FacILITY

itv Nama* Farility NamaiMthar:

When you are finished with the file, select the Disinterment Approval tab at the
bottom of the page.

v Demograptec 2 Prack O Desroniion
o Demograptic 3 | Piace of Dinpossion Type: Place of Dispositen (Specity]
CEVETEN
v Damegupte: 4 Mace of Ixsposmion: Street Address:
NEASONT SEETENY CENTEN SOngar
Stigat Type: State/Country: (Mleeso chick checkbox 0 Siser
v Demoguetic 5 2s20as countries only)
City/Town: fodyaed noae
v Waccr | NAPRADAMEET CitytOthary:
o Woihia 2 D
s %' 2p Eut
v Wedo 3 Date Of Dsposition: "
oxIsTI Pabiic Expense Burial?
v IR 4 cs
Tomt: &8
{ Lot v

NAME Ano ADDRESS OF F omeaes |aciary

Facony Rame: Foclity Name|Othar):
MEANCRT SRAN, ~O0E
Stusal Addiuss Stroat Type:
Feetea 120 AVEALE T REET B M HRET wiSgy S0 A0S TH Wi e
Ronresing Resard Stme Coontry: City/Town
RHCDE BUAND o
County: 2ip:
MR e
Ip Ext: Funeral Home License Number:

173
Fumeral Service Licensee
CEVID ¥ i &0

Fumeral Sarvice Licensee (Othery

Addinonal Feneral Service Provider Addss:

14

Licemse Number:

s

Additionai Funaral Sarvice Provider:

Date Weritaa

ROENENT'S UBual OCCURanon InFoasanan

Decedent’s usual occoupation:

A

Professeonal

Kind of Business/industry:

Drcapent's EDUCATION

Decedent's Education:

THORACE O LB S

[ R PP - | 8 Aala Mot

7 Woerkimam | lradata
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Once within the Disinterment Approval screen, fill in the appropriate information.

v d X wm
DISINTERMENT PERMIT REQUEST REVIEW

FoR Raggintram Wasre Dt of Death 2
DOODDIDO0I524T0 SANAF LARA 20230203 2022000089

m COMPMETE SECTION A Or B, NOT BOTH

Pronce Delale for secton A

v Demograpfuc 1
De o X7 L IN PERSON AUTHORIZED BY NEXT OF 51N DETAILS

v Damograghic 2 { am naxt Of ¥in

| have been authorzed by nexd of kn fo decoased above
v Demegaphic 3 jame

' Demographc & Addresz

¥ Demograghc 5= Stme Sebect & Valis b
¥ Medc | Otte = N/ (=
v Meacal 2

Provide Detalls tor section B

v Medcal 3
Nama of court
v Meocai 4
Sne R =
Comments ~Suect A Vs
— L OC2ied In
Dizintarman Caze ®
_Aeewd  Dale ksusd
Fot e
Fas
Aon
VE0Ney Fee o

4 Windows Dovenlond| | 2 Apple Downiosd | | 1 Windows Update |

{Jeh PAnT PLuse 0,00 TorsiEEnon WAITING

Finally, select Process from the top menu, and the appropriate action you wish to
do with the file.
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PROCESS -

Accept

Save

Bejzct

Wiew Comrections/Supporting Documents
S G Helpdezk
\ ontact Helpdes
(2022000039

Selecting “Accept” will prompt you with a pop up window asking if you’d like to
accept the file and remove it from the Unresolved Work Queue.

Selecting “Save” will save the file in its current state, without removing it from
the Unresolved Work Queue.

Selecting “Reject” will prompt you with a pop up window asking you to enter a
reason for rejection of the record.
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Uil p b

PLace OF DisposimioN

Enter the reason:

isition
ETERY CE
lease click
150
sition:

| wrial?

Lot:

MName AnD Aporess OF FuneraL FaciLimy

Earilituv Mamaolintharis

Selecting “View Corrections/Supporting Documents” will open a pop up
window giving you an overview of all of the corrections made to the document
and any supporting documents attached to the file.

View Correctionsf Supporting Documents
a3 - Figld Mame = | Oid Data | Mew Data | Comment -

| - Lot Mumber 1 1232
apl
= —
apl
apl
rapl
9 -
i 4 3
2 Evidence Documents
. Delete | Document |Type Izsue Date Document Date Izsued By | Use =
3
4
’ M
4 3
I - e .
T20 BVENUE STREET AT MARRET VIEUY RO NORTH 12259 WELT
ard State/Country: City/Town:
RHODE ISLAND MEWPORT
County: Zip:
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Selecting “Exit” takes you back to the Disinterment Permit Request Review
screen without saving any changes made.

6.5.5 Requested Information Panel

Selecting a Transaction Category (i.e., Death, or Fetal Death), will cause the
system to generate the Requested Information panel at the bottom of the
screen.

Transaction Information -
[ TmansacmiowlwFOomRMamon |

Transaction Category, * Transaction Type. *

[oeat v | ~Select avalve— v

Adustment Transacticns

Seect 2 value w
Requestor Relationship' * Transacbon Reason * Quantity; * Cost
> Selact a value- v
Department Assgn * Transaction Reason - Other Transaction Comments
-

Issued From Paper

No Fee

No Signature

D KEQUESTED NEGISTRANT INFORMATION

Registrant First Name Registrant Middie Name Registrant Last Name
Registrant Suffix Regsstrant Sex Registrant Date of Death *
—SELECT A VALUE- > —~Salect 3 value— V. !

Registrant County of Death Registrant City of Death SFN

~-Sedect a value— ». ~Select a value— ™.

Parent 1 First Name Parent 1 Middle Name Parent 1 Maiden Name
Parent 2 First Name Parent 2 Middle Name

Parent 2 Last Name

Parent 2 Suffix

—~Select a value— .

39. Death Requested Registrant Information

For this example, Death was selected as the transaction type. Regardless of the
transaction category selected, all of the fields are the same in the Requested
Information section.

NOTE: The only absolute mandatory field (denoted by the red asterisk) is
the Registrant Date of field. The blank at the end of that field will be
replaced with Death, or Delivery depending on the Transaction
Category selected.

The following fields are available in the Requested Information panel:

e Registrant First Name
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e Registrant Middle Name
e Registrant Last Name
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e Registrant Suffix

e Registrant Sex

e Registrant Date of _*
e Registrant County of _
e Registrant City of __

e SFN

e Parent 1 First Name

e Parent 1 Middle Name
e Parent 1 Maiden Name
e Parent 2 First Name

e Parent 2 Middle Name
e Parent 2 Last Name

e Parent 2 Suffix

When all known information has been entered, and all mandatory fields have been
resolved, press Save.

If the record was saved successfully, the following window will appear:

Fee Regisiration

Transaction saved successfully.

-

40. Transaction Saved Successfully Message

Once OK has been selected, the record information will populate into the
Transaction Information panel on the New Request Data Entry screen.
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Department of Heaith

’.# Rhode Istand

AN R 7y 2O W 4« r

Tireyes 3 i pww N Pemest Tl ©rwil ey Ve % Wxd G P e

NEW REQUEST

ORISR Humn 106 o0 " SehaT 3 abar-
(d Pt enrler Rigatsd Dals of Duam
==
Y ) M T ——

Tagoant Trpe © SOUNTER - Aczouns Recansbie Seeet ¥ vitae- ” Fae: D W1 2 1D -
Faw Nurve TEsT Wi hane Lthr F D
Lt Mo * Tt Suts ~SELECT A VAL Faont D 81 0he 1
o Fetan Add ees Prywond FemD 2 SO0 2 Vi Y.
Adbeent ' m fd2rwne Ctb bere D W2
I-:'_I:: [?.:'::r‘w N A 20T Foom 0 92 oy
e v et
P 123341 p En
Prere vl NemeTive Useilemn  Owpmtwend

ERATHCERICATE  pealaisnk
TEATHCERTINCATE  MaBiuse

=Sy
ArooRo RETIE

EIT Newambr Al SRAMTIeeeat SN Nopabact s hae
RLETSTE DEATZEAT™M CERTVICATE an Zn
NOT SEARCHAnLE DEATOZATH CERTIMCATE zm uw
0T SEARCHAME OEAT L6 AT CERTWACATE 2n n
NOT SEARCHABLE DEATSDEATH CERTINCATE © am
ST MSRTHAN (RS TR St CENTICATY ne e

41. Record Information Saved

It is at this point that users will have the ability to use the other options on the
toolbar at the bottom of the Transaction Information panel.

e Edit the selected transaction in order to either add more data, or edit

the data already entered.
o Delete a selected transaction.

¢ Void a transaction after it has been printed.

e Search the system for registered records matching the data entered in

the transaction.
e Print the transaction.
e Add security paper DCN to the record.
e Reenter security paper DCN to the record.

e Add letter is performed only when the record has been printed. Attach

specific letters to specific documents.
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6.5.6 Status Column within the Transaction InformationPanel

The Transaction Information panel features a column that displays the current
status during the

Create New Request process.

0 o

| Stab | Transscnen Amoent(s) - Adjusled Ameunt) | SFN Ragiaranoy Hame
SEARCHAEBLE FETAL DEATHFETAL DEATH CERTIFICATE 200

| STARCHADLE PRYAL DEATHFETAL OUATH CEATIFICATE 1300 1m0

| BEARCHABLE FETAL DEATHFETAL DEATH CEATIFICATE 1500 Bw

Add New Edit Delete Vold Find Record | Print Reenter DCN Add Letter

42. Status Column in Transaction Panel

The Status column displays one of several statuses indicating the next step
necessary to continue with the transaction. Transaction Information statuses
include:

e Searchable: When a record indicates that it is Searchable, users can
navigate tothe Search Registered Record button to perform the
search.

e Ready to Print: When a record is in the Ready to Print status, users
may then select the

e Print button to print the request.

NOTE: In order to Print a record, users must first have a printer
setup to their username.

e Printed: When a record is in the Printed status, this is the
point at which a Security Paper DCN can be added to the
record by clicking the Add DCN button.

e Completed: When a record is in the Completed status, this
indicates that the process has reached an end. When all line items
in the Transaction Information panel are in Completed status,
this is the point at which the request may be completed — as long
as the other panels are resolved.

e Ready for Shipping: The Ready for Shipping message will only
generate in the Status column when it is directly attached to a
shipment. To resolve this status, users must reconcile the
Shipment Information panel.
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As previously stated, for all transaction types, requests may be completed and
fulfilled before payment has been received. In the case of a Counter request,
payment must be recorded before the status of the transaction will be updated to
Searchable. For all other request types, the status will be set to Searchable when
the request is saved.

6.5.6.1 Fee Record Search

To open the Fee Record Search screen, click the desired transaction in the
Transaction Information grid and click the Find Record button located
below the Transaction Information grid.

The Fee Record Search screen will open:
v ]

® | Wikdcard Soarcs Sounder Samrch Ruguest SIS Soect 3 veie- = Ordes Ongh. _Select 3 ol > Wy Recend Expadis Roguests

Request Numbaot Request Type Seloct 3 v v, Paymeot Memoz Seect 3 volue

L e T

Reniee Murter Femuest Dew Secraet T Regensta Pt Harn Rewsewn Nete Hevs Raciwytcs Lol Farms Revertr S

43. Fee Record Search

From the Fee Record Search screen, users are able to search for, view
and assign the record to the relevant transaction

6.5.6.2 Search for a Record

To search for a record on the Fee Record Search screen:

1. Enter the known record information into the search fields in the
Requested Information section of the Fee Record Search screen.

N

Click the Search button to execute the search.

w

If a matching record or records is found, the search results grid will be
populated with the matching record(s):
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® Wadcad ] Tos S FRaque e 3 wlue. » \‘ Sehect 2 vl > My Recond Expadie Roquant
LTI ——

| ' Serd Foaty. " " w  Paymant Nahatt ~SHat 3 vahae- .
l Reguest Segin { Iieq d Oat . 3 Fimtwigtn -
| st Ns Last Mam M I

Sufts SLECT A VALt y e 1

dresa 2 St ' ) S -
ey Tuan Iy
farcace -y Faper DCN

s LudNgoty SONCT & s > ans Trps Sebiel 4 vahae-

Aezzert Nemte Nepars! Oobe Feqern! “yw Pezamrtn Soof Hwwe Nezewe oo Aare Payartbs Last Hawe Fevrmrtn 1o
PACOIVHE | e eeces counTER TS

44. Fee Record Search Results

a. If a matching record is not found, the following message will be
displayed:

Fee Registration X

No records Found for given search criteria.

[ Mot Issuedé ] [ Suspend ] [Cﬂmplete Transactiun] [ Cancel ]

45. No Records Found for Given Search Criteria

i. To suspend the transaction, click the Suspend button and the
system will display the following message:

Fee Registration

Request Suspended Successfully and Suspension letter added
successfully.

46. Request Suspended Successfully Message

ii. Tocomplete the transaction, click the Complete button and the
system will display the following message:
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Fee Registration

Printing not found letter will close the current transaction.

47. Printing Not Found Letter

b. Click the OK button and the system will display the following message:

Fee Registration X I

Mot found letter added successfully.

48. Not Found Letter Added Successfully

c. Click Not Issued button and the system will display the following
message:

Fee Registration

Do you want to set "Mot Issued” for this transaction?

49. Not Issued Button

6.5.6.2.1 Search Fee

The Search Fee functionality is an automatic $2 fee that will be
added onto a transaction during the assigning of a record after the
user has conducted two searches where no records were found.

The Search Fee will be added onto any additional searches made
after the initial two searches resulting in no records found.

6.5.6.2.1.1 Search Fee Checkbox

After the three searches were conducted for a record, the
Search Fee Checkbox will become checked:

(® Wildcard Search (O Soundex Search Search Fee Search Fee Count: 1

50. Search Fee Checkbox
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Note: The fee will only be placed on a transaction if
the user selects “Ok” from the following prompt:

Fee Registration

There is an additional fee of two dollars ($2.00) for searching.

l DK ” Cancel ]

51. Additional Fee of Two Dollars for Searching

This indicates that every search moving forward will have
the additional Search Fee added.

6.5.6.2.1.2 Search Fee Counter

The system will keep track of the number of searches for a
record that will be charged with the Search Fee:

@ Wildcard Search Soundex Search Search Fee Search Fee Count: 4

52. Search Count
6.5.6.2.1.3 Adjust Search Counter

The Search Fee functionality allows for the Search Count
to be adjusted upon supervisor pin approval:

| |
Search  # iew.  AssIan _J; st Search Count J[ Ciear | Lance|

53. Adjust Search Counter Button
1. Select the Adjust Search Counter.

2. Enter in the corrected count into the Adjust Search
Counter:

Adjust Search Counter *

. Enter Search Counter: | | |

I Ok I Cancel ]

Lrs

54. Adjust Search Counter Screen

3. Once the correct amount is entered, the system will ask
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for a supervisor pin and then will correct the Search
Counter at the top of the Fee Record Search.

6.5.6.3 View a Record

1. Enter the known record information into the search fields in the
Requested Information section of the Fee Record Search screen.

Click the Search button to execute the search.

If a matching record or records is found, the search results grid will be
populated with the matching record(s)

4. Click on the desired record in the search results grid to select it and
click the View button.

5. A PDF window containing a watermarked version of the record will
open:

6.5.7 Assign a Record to aTransaction

1.

Enter the known record information into the search fields in the Requested
Information section of the Fee Record Search screen.

Click the Search button to execute the search.

If a matching record or records is found, the search results grid will be
populated with the matching record(s)

Click on the desired record in the search results grid to select it and click the
Assign button.

The system will issue a message that the record has been assigned
successfully. On the Transaction Information grid, the status of the
transaction will be set to Ready to Print andthe SFN column will be
populated with the assigned record’s SFN.

6.5.8 Editing an Existing Transaction

Selecting Edit from the Transaction Information panel will load the
Transaction Information window with the transaction information already
populated.

A transaction cannot be edited once the transaction status is Ready to Print.

A user can edit the following fields on the Transaction Information screen once
a transaction has been saved:

e Requestor Relationship
e Transaction Reason
e Quantity
e Department Assign
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e Transaction Reason-Other

Additionally, all fields in the_Requested Registrant Information section can also be
edited.

6.5.9 Making anAdjustment to a Transaction

Users may make adjustments to existing transactions by adjusting the amount of
transaction copies being requested.

To make an adjustment:
1. Click Add New in the Transaction Information panel.
2. Selection the Transaction Category.
3. The Adjustment Transactions will be enabled and a mandatory field.
4. Select the Transaction Reason.
5. Enter the Transaction Reason — Other.
6. Enter the adjustment cost in the Cost field.

[ TRAMBACTIONINFORMaATION |

Transaction Category Transaction Type, "
DEATH v ADJUSTMENT V.

Adustment Transactions *

DEATH CERTIFICATE (§ 22.00) v
Requestor Relationship Transaction Reason: * uantity: * Cast
act @ value 22 .00
; -t INSURANCE v 1 22.00
Department Assian = =
RPSIVICIR A Transaction Reason - Other * Transaction Comments
ct @ value v
TEST
Issued From Papes
No Fee
No Signature Uptoad Docurment | Sean Document

55. Adjustment

7. The Supervisor Override screen will appear and will require a supervisor with
the appropriate permissions to enter their PIN and a reason for the adjustment.
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Pin: | |
Reason:

[ Ok H Cancel ]

56. Supervi;ol;’ Overr/de
8. Select Save. If the adjustment saves successfully, a notification will appear.

Also, the price reflected in the Transaction Information panel will be
updated in a new line.

6.5.10 Adding/Viewing Comments on aTransaction

Users may add new comments to existing transactions and view comments
previously added to a transaction.

1. Select Add/View Comments to open the following window:

Comment:
CJHigh Priority

500 |

Add ] [ Cancel

57. Add/View Comments

In the Comments field, enter a comment (up to 500 characters), check
the high priority checkbox if desired and press Add.
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Also, the bottom panel of the Add/View Comments screen will list any past
comments with a stamp that details the date, time, and user that submitted
the comment.

6.6 Payment Information Panel

The Payment Information panel is the second panel in the New Request Data
Entry screen. Users can add payment information in this panel once a transaction
has been created in the Transaction Information panel.

The total dollar amount within the Transaction Information panel is linked to the
Payment Information panel. When adding new payment information, the dollar
amount cannot greater than the total in the Transaction Information panel.

Fayment Date  Payment Type Refarence » Amourtis) Receipt ¥ Payers Name Comment

58. Payment Information

The Payment Information buttons include:
Add New: Add new payment information to the panel
Edit: Edit previously entered payment information
Delete: Delete any existing payment information within the panel
Re-assign: Re-assign specific and existing payment information within the panel
Receipt: Create a receipt for an existing payment transaction
6.6.1 Adding New Payment Information
Select Add New to begin adding a new entry in the Payment Information panel.

Paymant Date  Paymars Type Redcence ®  AmoumiS) Reoept # Payers Name Comment

Luz Delete  Re-assign  Receipt

59. Add New Button Payment Information
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This will generate the Payment Information window with the Payment
Information panel, and the Payer(s) Information panel.

Payment Infocmation

Payment Type Payment Date Amount Recetved: *
—~Select 3 value-— v
Rederence ¥ Reterence Date

Payment Comments

inveece Total Total Amount Tendared Bakance Due
S5 00 860 2200

Payer(s) Same as 3 Requesior

First Name Mijdie Name Last Name *
oMY
SuMx Address 1 Address 2
SELECT A VALUE v ABC

StasasCountry (CACK checkbox 1o Altar City/Town Z

o Zip
foroign countnes only)?
12045
ALANAMA v
{ Emal Phane
Jp Ext

[ Towinsns | cancel | seb-Tora |

60. Payment Information Panel

The following fields are present in the Payment Information panel:
e Payment Type*
e Payment Date
e Amount Received*
e Reference #
e Reference Date
e Payment Comment
First, select the Payment Type from the drop-down menu:
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Paymeant Information -

. . . 2 oy Nat » 0 .
Payment Type Payment Date Amount Receved
 [FSe=ct & vatuo-] v

CASH Reference Date

CASHIER CHECK
CHECK
CREDIT/DET CARD

MONEY ORDER
PRYHEN COmMmEms

61. Payment Type

The following payment types are available:
e Cash
e Cashier Check
e Check
e Credit/Debit Card
e Money Order

Depending on the Payment Type selected, different fields will become
mandatory fields.

e Cash: Amount Received

e Cashier Check, Check, or Money Order: Amount Received,
Reference #, Reference Date

e Credit/Debit Card: Amount Received, Upload Receipt, Scan Receipt.

For this example, Cash will be selected as the payment type received. Once the
payment type is selected, enter all known information, and enter a comment in the
Payment Comments section, if applicable.

NOTE: When entering an amount into the Amount Received field, it
cannot be greater than the total dollar amount in the Transaction
Information panel.

Puymeet Dute - FPayridn! Tyoe Netwenca ®  Amouni(l) Receen 3 Pagers Nane [=_ T
Lo 3 ) CASH 200 DO00OR0ORON0GE  SMITH
orRyadt CASM 2100 0000000000004 TARTH
L Fora A CASH 20 0000000500064 ST
| Add New Edit | Delete | Reassign | Receipt

62. Payment Information Panel with Entries
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6.6.2 Payer Information Panel

The Payer(s) Information panel contains all of the information about the
person making a payment towards a transaction.

Payment Information -

Payment Type: * Payment Date Amount Receved *

v —

Reference # Reference Date

Payment Commenis

Invoice Total Total Amount Tendered Balance Due
65.00
[—MU_

B Payer{s) Same as a Raquestor

First Name Middle Name Last Name "
SMITH
Suffin Adddress 1 Address 2
SELECT A VALUE ! ASC
State/Country (Chck checkbox 10 fiter City/Town Zip
foreign countries only)? *
12345
ALABAMA . Email
mai Phone
ZipExt

[ zotakmone | concet. | soTol |

63. Payer(s) Information Panel

Fields in the Payer(s) Information panel include:

e Payer(s) Same as a Requestor) checkbox
e First Name

e Middle Name

e Last Name*

e Suffix
e Address 1
e Address 2

e State/Country™
e City/Town
e Zip
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e Zip Ext.
e Email
e Phone

Within this panel, users have two options: to either enter all of the information

manually, or to select the Payer(s) Same as a Requestor check box at the top
left corner of the panel.

The Payer(s) Same as a Requestor check box should be selected if the payer is
the same as the requestor, because it minimizes data entry and helps reduce errors.

If the payer is the same as the requestor, the information will automatically load
into the fields. Uncheck the box to enter a different payer; all of the fields will
become enabled.

D ven) bwpomagrion

Payesis) Same a5 & Requestor

Fast Name

Mddia Name Last Name: *

Address 2

Phare

64. Payer(s) Information Empty Fields

Next, enter all known payer information.

NOTE: Click the checkbox next to the State/Country field to populate
Countries within the drop-down box as well as States.

Once all mandatory fields have been filled and all additional information has been
entered, click Total/Done. To cancel the payment, click Cancel.
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[[ Payer{s) Same a5 3 Requestor

Fst Name Middie Name Last Name: *
SMITH
Suffix Address 1 Address 2
SELECT A VALUE v ABC
State/Country (Click c'\ck’ux 1o filter City/Town Zip

foresgn countries only)?
12345
L ABAMA -

Emait Ph
Phone
Zp Ext :

[ [rotoons | concl|_sob-tatal | |

65. Total/Done Button

If the record saves successfully, the following message will appear:

Fee Regisiration x|

Payment saved successfully.

e

66. Payment Saved Successfully Message

After selecting OK, the payment will display in the Payment Information panel.

Papnernt Date Pyt Type Nadopncn & Amseil) Nacwpt & Fapers ams Connent
2 Cass 2m 00000000000864  SMITH
Cass 20 00002000020364  SWITH
CASH 2m DI0OODI0O00NGE  SMITH
CASH 20m DO00I0I0000M64  SMITH

0
‘ T — T [
m SR D ——s ..x.!:;'_;. <O ._....._‘..:.‘ l .A..—,._‘.l._.,’

67. Payment Information Updated

6.6.2.1 Subtotal Button

The Subtotal button is used with multiple tenders to reconcile the
payment due. In the screenshot below, for example, the Balance Due is
$40.00 and a payer wants to pay $20.00 of this transaction: $10.00 in
cash and $10.00 on a credit/debit card.

63



GENESIS

SYSTEMS INCORPORATED

Payment Inteemstion

|

Payment Type * Fayment Dife Amount Recenved

~Select & valve— -
Retaronce Dato

Refesanoe =

l Payment Comenens

nvoce Total Tetal Amount Terdered Balance Due

Payerin) Sare a5 a Reguestor

First Naene Madie Name Liast Name *
SMITH

St Address 1 Aduress 2

1 IAL v 4
St z et to Sz CoyiTown z
l OrEgn counties Goly)?
L2345
ALARANA v =
p Emal Fhone
Dp Ex

Totwose | coscel | suTmal

68. Sub-Total Button

To apply the first payment method:

1. Enter Cash into the Payment Type drop-down menu.
2. Enter 10.00 into the Amount Received field.

3. Click Sub-Total.

The Balance Due is now $20.00
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Payment Information

| PAYMENT INFOSMATION

Payment Type: * Payment Date Amount Receved "
~Select a vaiue b e
Refetence # Reference Date

Payment Comments
PAYMENT DETAILS

Invoice Total Total Amount Tendered Balance Due
128 00 108.00 20 00

Payer{s) Same as a Requestor

|

First Name Middie Name Last Name *
SMITH
Sutfix Address 1 Address 2
< VALUE - ABC
State/Country. (Click ¢ h-\ kbox 1o filter City/Town Zip
foreign countries only)? *
12345
ALABAMA N/
Email Phone

ZipExt

[Lrctavmone | cancei [ subtetal |

69. Remaining Balance Due

To apply another payment method:

1. Go to the Payment Type field and select Credit/Debit.
2. Enter 10.00 into the Amount Received field.

3. Click Total/Done.

In this example, the payer does not want to pay any more toward the
balance. Press Total/Done to save the current payments, which will then
be reflected in the Payment Information panel.

The following message will appear indicating that the payments were
made successfully:

Fee Registration X

Payment saved successfully.

70. Payment Saved Successfully Message
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NOTE: If Cancel was pressed by mistake instead of Total/Done,
the payments taken will not be recorded and will not be reflected in
the Payment Information panel

6.6.3 Editing a Payment

In order to edit a payment from the Payment Information panel, highlight the
record and press Edit.

PAYMENT INFORMATION

Pyyment Date  Paymest Type Reference @ | AmountiS] Receiot# Payer's Nawe Commest =
0T022021 CASH 200 0000000000005 SIMTH
0022021 CASM 200 0000000000068 SWNTH
0722021  CASH 200 0000000000005 SNETH
010272021 CASH 1000 00000000000054  SVITH
070221 CASM 1000 00000000000064 | SMITH |
1200 00000000200054  SWITH

07022021 CREDIT/DERIT CARD

| AddNew

71. Edit Payment Information

Clicking Edit will cause the Payment Information screen to load.

Payment luformation

| PAVMENT INFORMATION

Payment Type - Payment Date Amount Recened
CASH = 07/02/2021
Reference 2 Reforence Dato

 AdaVew Comments

Ifvoice Totasl Totsl Arvaunt Tendered Batance Due
l 128400 11800 10 0¢

8@ Payer(s) Same a3 a Reguestor

First Name Middle Name Last Name *
SMITH
Suffix Address 1 Address 2
SELECT A VALUE N ABC
Stata/Country (Click checkbox to filter City/Tawn 7o

foreign countnes only)?
v
E 1 u‘l *"rlw

(Takmons. | Gooea ]
72. Edit Payment Information Screen

A user can edit the following fields on the Payment Information screen once a
payment has been saved:
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e Payment Type

e Reference # (if applicable)

e Reference Date (if applicable)
Additionally, all fields in the Payer Information section can also be edited.
6.6.4 Deleting a Payment

In order to delete a payment from the Payment Information panel, highlight the
record and press Delete.

Paymemt Date  Payment Type Refmonce # | Amount(S} Receipt s Payers Nama Cooment
CASH 20 0200000000004 SMITH
CASH 200 0200000000084  SMITH
CASH 20 02000000000004  SMITH
CASM 200 00000000000004  SMITH
CASH w0oo 0200000000008 SMITH
CASH 1000 00000000000054  SMITH

73. Delete Payment Information

Clicking Delete will ask for confirmation of the deletion.

Fee Registration X

Do you want to delete this
i record?

74. Delete this Payment Entry

If Yes is selected, the Supervisor Override window will appear. A supervisor
will be required to enter their PIN and a reason for payment deletion, and then
press OK.
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Pin: | |
Reason:

’ Ok ] [ Cancel

75. Supervisor Override for Deleting Payment

The following message will appear if the record is deleted successfully:

Fee Registration ] [
|

Payment deleted successfully. 1

[ ok ]

76. Payment Deleted Successfully Message

Users will then be returned to the main screen and see that the record has been
successfully removed from the Payment Information panel.

Fayment Oate  Faymernz Type Retermce # Anun(B | Receipt # Poyers Nare Commarnt

77. Payment Information Entry Removed

If the supervisor is not available, or is unable to enter a PIN, press Cancel.

If the supervisor incorrectly enters their PIN, the following rejection message
will appear, and after pressing OK, will return the user to the Supervisor
Override screen.
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Pin:
e Fee Regisiration

Invalid pin.

78. Supervisor Override Pin - Invalid

6.6.5 Re-Assigning a Payment

When there are multiple transactions for an individual record, the Re-Assign
function allows payments received to be assigned to specific transactions.

For example, in the screenshot below, there are eight charges on the account
that display in the Transaction Information panel:

Sy Tesrmacson Aot Amssyad Araand) SN Regmraets Nyrw
COMPLETED CEATH DEATH CERTIFICATE nm nn
READY TO PRINT DEATHNO #F N0 LETTER ') [T

COMPLE CEATHLERTH & 113 um nn
READY TO PRaNT FETAL DEATH-CERTIF E OF BATH RESULTING 1 A STLLERT 2200 . 2021 MO0b0e ROCHK NN QARDEN
AEARCMARLE DEATH-OEATH CERTIFICATE- WITMOUT CAUSE nm nn
CONMLETED CEATH-ADATTMENT 32 00 nm

Payrvest Daw Prprart Thoe Neletasce ¥ Avmuel3) Fucand Papes Mare Corvrast
TR CA nm Q00000000000 TMETH
OIAAIIY  CASH nm 0O0000000O00RY  VETH
OTAMIY  CASM nm COM0000000004  SMITh
CASM 7m 0O0000000C0054  SMITH

CREOTDERIT CARD. we 000000000000NS M TH

AddNew  Edt  Delet  Reasgn  Receipt

79. Re-Assigning a Payment

In the Payment Information panel, there is one payment for $22.00. To assign

the $22.00 to a specific transaction, select the $22.00 payment from the Payment

Information panel and press Re-Assign.
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FAYMENT INFORMATION

Faymant Date  Payment Tipe ReMrence #  Amoushs) Recect® Payers Name Comment
07022921 CASH 2%

o7 CASH 2200 000M0DI00N0S4  SMTH
L igrira-rd CASH 20 S0000000000084  SWITH
o202t | CABH | 2200
OTR27021  CASH 030 00000000000084  SWITH
0782201 CREDITIOERIT CARD 00 0000000000054  SMITH

Add New Edit  Delete j Receipt
80. Re-Assign Button

This will generate the Re-assign Payment window, so that the payment can be
assigned to the correct transaction.

|
Paid Amount 10.0% Batance Amount

Ragravant Nane Tratcacan Trze « Trarsacton Date  Trassacson Arvoun

' ok | Camw '

81. Re-Assign Payment Window

In this window, all of the transactions from the Transaction Information panel
are present. From left to right, the columns are as follows:

e Registrant Name

e Transaction Type

e Transaction Date

e Transaction Amount
e Transaction Balance
e Pay InFull

e Amount Paid

In order to assign the $22.00 to a specific transaction, select the Pay In Full
check box on the same line of the transaction that needs to be reconciled, and
select OK.

If the payment was re-assigned successfully, the following message will appear.
6.6.6 Generating a Receipt
To generate a receipt for a payment, select the payment and press Receipt.
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PAYMENT INFORMATION

Payment Date | Payment Type Reference # Amount’S) Receipt # Payers Namo Comment

07822921 CASH 2200 0000000000058 SMITH
0702201  CASH 2200 00000I00000064  SMITH
070272021 CASH 2200 0000000000006 SMITH
OIR22021 | CASH | 1000 | coooooeo00006¢ | stk
OTA22021  CREDVI/DEBIT CARD 1000 0000000000008 SMITH
070272021  CREDST (REFUND 00 0000000000054 SMITH

SNy &

82. Generate Payment Receipt

This will generate a receipt as a PDF that can be printed and provided to the
payee.
NOTE: Receipts can be printed even after the record has been completed.

6.7 Shipping Information Panel

The Shipping Information panel provides the ability to initiate shipment of transaction
requests after payment has been reconciled. This panel is composed of an information
field, and three action buttons at the bottom of the panel.

Sheping Metnod | Shipping Address Encloses Note Tracxing No
HAND DELIVEREL 12345 ALABAMA 12345

83. Add New Shipping Information

Actions available on the Shipping Information panel include:
e Add New: Add anew shipment
e Edit: Edit an existing shipment
e Delete: Delete an existing shipment
6.7.1 Add New Shipment

In order to add a new shipment to the Shipping Information panel, first select
Add New.

This will generate the Shipping Information window:
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i [m | Gus
84. Shipping Information Window

The Shipping Information window is divided into two separate panels, and two
additional sub-panels. The first panel within the window is the Shipping
Information panel at the top of the window.

The following fields are available in the Shipping Information panel:
e Shipping Method*
e Address Same as Requestor checkbox
e First Name
e Middle Name
e Last Name*
e Suffix
e Address 1
e Address 2
e State/Country
e City/Town
e Zip
e Zip Ext.
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e Email

e Phone

e Tracking Number
e Tracking Date

e Shipping Note

@ Acdress Same a3 Reguestor

Vidie Narv Last Name

85. Shipping Information

In addition to the fields, there is an Address Same as Requestor check box to the
right of

Shipping Method. When checked, all of the fields within the window will auto-
populate.

NOTE: When this option is selected, all of the fields relating to the
requestor and their address will be disabled. In order to enable these
fields, uncheck the box.

NOTE: If Hand Delivered is selected, both the check box and all of the
address-related fields will be disabled.

To start a shipment, select a Shipping Method from the drop-down menu.
Available shipping methods are:

e Hand Delivered
e Standard

e Overnight (Will require a Supervisor’s pin)
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Shapping Information

Shepina Memod: Address Same as Reguesio
MAND DELIVERED »
( W N Last Name
HAND DELIVERED Wikl Name ast Name
STaMDARD

VERMIGHT Address 1 Address 2

86. Shipping Method Options

After a shipping method has been selected, either check the Address Same as
Requestor box or fill in the Shipping Information fields manually.

Once the shipping information has been confirmed, a Shipping Note, Tracking
Number, and Tracking Date can be added, if needed. Users will have the
ability to save the shipment and return to the shipment at a later time to edit.

Shipping Information -

Shipping M n
|| =eera Method Address Same as Requestor

STANDARD ~
First Name Middie Name Last Name *
SMITH
Suffix Address 1 Address 2
SELECT A VALUE v >
City/Tow
State/Country (Click checkbox to filter City/Town Zip
foreign countries only)? 12345
12345
Email Phone
ALABAMA v
ZpExt Tracking Number Tracking Date

Shipping Note

87. Tracking Number, Date, and Shipping Note

6.7.2 Enclose(s) Information Panel

In the Enclose(s) Information panel, users can determine what
documents need to be included in a shipment.

Within this panel are two sub-panels: Transactions and Enclosed.

FETAL DEATH

88. Shipping Enclose(s) Panel

The Transactions sub-panel contains all of the documents that have previously
been initiated in the Transaction panel and paid for in the Payment Information
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panel. Each item in the Transactions sub-panel can be selected or expanded
depending on the type of document requested.

NOTE: The plus (+) sign next to each folder indicate that they can be
expanded, and the minus (-) signs indicated the folder can be collapsed.

_mﬂlw_
[Encdoseg——————————————— |

!
UEr\TH
JFETAL DEATH

89. Folders in the Enclose(s) Panel

Once the document has been selected, click the Add arrow to the right of the
Transactions sub-panel to move it to the Enclosed sub-panel to enclose the
document in the shipment. Any amount of documents may be enclosed in a
shipment. To remove a document from the Enclosed sub-panel, click the Remove
arrow to the right of the Transactions sub-panel.

e — '
| liansaction
# _JDEATH

4 () FETAL DEATH
-
s

90. Add and Remove Arrows

ORMATIO
I —

Once all of the documents have been added for the shipment, click Save. To
cancel the process, click Cancel.

75



GENESIS

SYSTEMS INCORPORAT

Shipping Leformation -

Sheong Method *

AONESS Sarme 35 Reguesion

STAMDARD -
Middie Name 2at Name *
Furst Naow ddie Narr Last Narme
Agaress 1 Adyess
Suft es
B
5 -
& ” Caty Town >
St wntry (GReK chackbon (o Al - LOWET Zo
fo countnes only) “
Emant Phone
" -
o Ext Tracking Numbes Yencking Date
Neeng Nobe

4 3 DEATH S|SEARCH & COPY | [DEATH CERTIFCATE | |
3 JOEATH CERTWICATE ()
# _IND RECORD FOUND LETTEN
g JOEATH CEMTICATE: WITHOUT CAUSE ol

} STMENT
% 1DEATH CERTIFCATE (

Sane ! .

91. Documents Added for Shipping

NOTE: If the Shipping Method requires a different shipping cost other
than the default cost, select No. This will cause the message to close and
the cursor will appear in the Shipping Cost field so that a shipping cost can
be recorded.

If the shipment information saves successfully, the following message will
appear:

Fee Registration

Shipment saved successfully.

92. Shipment Saved Successfully Message

Additionally, the shipment will appear in the Shipping Information panel:
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Hrporg MEod  ThDOSg Adtiasd Erizasa MNite Traseng Kz
HAND DELIVERED ABC ALARAMA 17343
STANDARD ASC ALABAVA 12345 SEARCH & COPY 1 {DEATH CERTIFCATE |

93. Shipping Panel Updated

6.7.3 Editing a Shipment

After a shipment has been created, press Edit on the Shipping Information
panel to correct shipment information, if needed.

HIPFING INFORMATION

Shpong Withod  Snpong Address Encioses HES TrackngNo
HAND DELIVEREL ABC ALABAMA 12345
STANDARD ABC ALABAMA 12345 SEARCH & COPY 1 (CEATH CERTIFICATE )

oy e

94. Edit Shipping Information

This action will re-generate the Shipping Information window with the
previously entered information pre-populated in each field.

Shpp Method %
| it Address Sarme ms Requeston

ETANORED -
Firet Mame Migdle Name Last Kame *
SNIT
- Adaress | Admss 2
Safix = 2
A
FLECT A VALl w
| Sneountry (Cack chockbax to fitor CoyTown 2ip
foiesgn cournines only )7 345
Ermal Prong
A ALAMA v
e Tracking Nyeosr Trackng Dang

Shpprg Note

MNCLOSELG) INFORMATION

oo R e e e e e ]
¥ _JOEATY T SEARCH & CORY 1 [CERTIFICATE OF RINTI RESULTING IN A STRLIINTH
# | JFETALDEATH

e e

95. Edit Shipping Information Panel
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A user can edit the following fields on the Shipping Information screen once a
shipment has been saved:

e First Name

e Middle Name
e Last Name

e Suffix

e Address1

e Address?2

e State/Country
e City/Town

e Zip

e Zip Ext

e Email

e Phone

e Tracking Number
e Tracking Date
e Shipping Note

Additionally, selections made in the Enclose(s) Information section can also be
edited. Once the information has been edited, click Save. To cancel the process,
press Cancel. When Save is selected, the following message will appear:

Fee Registration

Shipment updated successfully.

&

96. Shipment Updated Successfully Message

The new shipping transaction will then display in the Shipping Information
panel.

6.7.4 Deleting a Shipment

To delete a shipment, select the shipment from the Shipping Information panel
and then press Delete.
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Shppng Menod - Shpping Adaross

HAND DELIVEREL ASC ALABAMA 12383
STANDARD ASC ALABAMA 123483
STANDARD ABC ALABAMA 12328

Encoses

Note Trackiog No . -

SEARCH & COPY 1 (DEATH CERTIFICATE |
SEARCH & COPY 1

(DEATH CERTIFICATE- WITHOUT CAUSE )

SEARCH & COPY 1 (CEATIFICATE OF BIRTH RESULTING IN ASTIL

o) [ )

Pressing Delete will generate the following message:

Fee Registration X

Do you want to delete this
record?

-~

[ | T

L — —

97. Delete this Record? Yes/No

Select Yes to delete the shipping request. Select No to keep the shipping request.

Fee Registration

98. Shipment Deleted Successfully Message

Shipment deleted successfully.

=
1
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7.0 Searching for Existing Transactions

RIVERS has a comprehensive search functionality that can run queries on all
existing transactions in the system.

To search for a transaction:

1. From the RIVERS Fee module, go to Functions—> Fee Registration. Once Fee
Registration is selected, the following page will generate:

: . Rhode Island
% W7 Department of Health

99. Search Transaction

2. Select Search Transactions. The following page will load:
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#_ Rhode Island

: Department of Health

A SR

SEARCH TRANSACTION

i] Wildcard Search ) Soundex Search Request Status. —Select 3 value— |» ' Orders Origin -Select 3 value— ¥ My Record (] Expedite Requests

Roquest Numbers Request Type —Salect 3 value- ~.
RequestBeginDate: | _J_/ Request End Date T

First Nama Last Nama

Suffix ~SELECT A VALUE- v Sacurity Paper DCN

Barcode

Trans Catogory  --Selectavalie- v Trans Typo | —Select a vale— -

Current Date’ 06-Jul-2021 | Build Number: 1.0.0.0

PAYMENT INFORMATION

Payment Method ~Salect 3 value— %
Recelptinvoices

Payment Date LY Sy (LN

Reference#

Referance Dats I_J

©2021 |

100. Search Transaction Screen

Or, from within the Fee module, go to Functions->Search Transactions.

7.1 Navigating the Search Screen

The Search screen is composed of several panels with different fields that can be used to

search for a transaction.
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7.1.1 Requestor’s Information Panel

.. Rhode Isiand
"7 Department of Health

SEARCH THRAN SAC NON

* Wikdcars Search Scuncer Seartn Roqost Shus  -Setect 2 wolue— @ Oers 0000 . Seict 3 valie~ = My Record Lxpmcitn Roguests

AYMENT O VoM

Rncamnl Nustiors Quequent Tyom Sclect 8 vahot - Prryrrawt Mwthes Sefect & vk -

Roquest Bugn Dete: ;| Requent £nd Date = Recopt irvaces

Fesl Namo Last Namo Payrorm Cato EaY ¥
HSuftx SELECT A VAL - Socurty Peper DEN Tteq o me

Barcos FRetarveico Dune

Trares Catogory Sabact & wae » Trans Type Skt 4 ewher v

101. Search Transaction Screen Components

The following fields are available on the Requestor’s Information panel:

Request #: The unique request number, if known

Request Type: A drop-down menu with the following options:
» Counter
» Third Party — GoCertificates
» Third Party —Vital Chek

Request Begin Date: The earliest date that the request could have
been initiated.

Request End Date: The latest date that the request could have been
initiated.

First Name: First name of the requestor

Last Name: Last name of the requestor

Suffix: Suffix of the requestor

Barcode: Scannable barcode

Security Paper DCN: Document Control Number
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L". Rhode Island

~ Department of Health

N, ARV
SEARCH TRANSACTION
® Wildcard Search Soundex Search Roguest SIahn ekt o wabse— v Ondars ORgIn St & value- ™ My Rocord (] Expecie Requots
Roguedt Nurmbes Regms Type Sedect 8 vahure— - Paymant Method ket & v -
Requost Begn Oale 4 Regaest End Dade G Foec g rryoces
Fest Nome Lant Nearme Payrmeee Dato JJ
St SELECT A VALUE - - Securty Paper DEN Ftorencou
Barcooe Raforonce Date PO

RAMSAL TROM [ OMatATION

Tonos CONGOTY | —Select & vl v T Type _Geinct & vl v

102. Payment Information for Search Transaction

The following fields are available on the Payment Information panel:

e Payment Method: A drop-down menu that consists of the following
options:

o Cash
o Cashier Check
o Check
o Credit/Debit Card
o Money Order
* Receipt/Invoice #: The unique receipt or invoice number, if known
e Payment Date: The payment date of the transaction, if known.
o Reference #: The unique reference number, if known.
» Reference Date: The date that the reference number was created

TRANSACTION INFORMATION

Trans Category: |--Select avalue— |¥| Trans Type: |--Select a value— ¥

103. Transaction Information Type
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The following fields are available on the Transaction Information panel:

e Trans Category: Search transactions related to a specific module
within RIVERS. Options include:

o Death
o Fetal Death

TrANSACTION INFORMATION

Trans Category: |--Select a value— v Trans Type: |--Select a
DEATH
FETAL DEATH S -
[ Search Se

-

104. Transaction Category

Once a selection is made from the Trans Category field, another panel will
generate that corresponds to the selection made in the Trans Category field.
The panel generated is the Requested Information panel. The blank at the
beginning of Requested Information is meant to signify that the panel name
changes depending on the category selected.

For example, if Death is selected from the Trans Category drop-down menu,
then the generated panel will display as Death Requested Registrant
Information.

e Trans Type: Depending on the Transaction Category selected above,
the Trans Type field will display options for the specific document
that the transaction is attached to (i.e., Correction, Death Certificate,
etc.).

Trans Category: |peaTH ¥| Trans Type: [ v

ADJUSTMENT
COMVENIENCE FEE
Registrant [DEATH CERTIFICATE
DEATH CERTIFICATE- WITHOUT CAUSE
EXPEDITE FEE

Ranictrant Qoffiv Ranictrant ¢ ————

Registrant First Name:

105. Transaction Type

7.1.2 Requested Information Panel

As mentioned above, a fifth panel will generate once a Trans Category is
selected. The generated panel will have fields that specifically pertain to the
transaction information that was requested.
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L e
Trans Calegory  DEATH v | Trans Type  —Selact a vake— v

DEATH REQUESTED REOIs TRANT INFORMATION

Rogstrant First Name Roo-\nm MidSe Narne Regestrant La,l Neme

Ragestrant Sumx Registrant Sex Regetrant Date of Death *
SELECT A VALUE- v ~/Select & value- » 1

Regstrant County of Daagh Regsirant City of Daath SFN

~Select 0 value—- e —Kelact 8 varloe— ~

Patont 1 First Name Paront 1 Middle Name Parunt 1 Maiden Natme

Parent 2 First Name Pasurit 7 MidSe Neme Parent 2 Last Name

Parent 2 Suffx

~Select 2 value-- .

106. Requested Registrant Information Panel

7.1.3 Search Information

Search results will appear in the Search Information panel.

SEARCH TRANSACTION

EE Wildcard Search () Soundex Search Hoquest SIS —Select & value— ¥ Orctors ONg . —Gelect o value— ¥ My Record (7] Expedie Roguosts
Request Nutrbers: Request Type ~Sabict a value-- > Payment Mothod —Seect 8 vishoe— -
Roquest Bogn Date | 4 RequestEndDate |4 | ' Rucopt Iivvoco:

First Namo Last Nemo Paymont Date 8 W ==
Suftix ~SELECT A VALUE-- - Socurtty Papar DCN Raferonces
Barcode Roference Dato BE =

Trans Categoly.  .Selectavaloe- ¥ TrENS TYDE.  .Select & vakue— -

EARCH INFORMATION
e TT——

107. Search Information Panel

7.2 Performing a Search

To perform a search, enter all known information into the corresponding search fields.
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B Wildeard Search Sountdex Ssarch Regusest Stahes. | Cujarr o volpe—- v Onders Oron | _Suect § valie- > My Record Expedin Roguests

Raquest Numbsaiw 1 Raquest Type “Sedect & vl - Poyment Method alect & valus-- -

Roques! Beon Date J J Request Erd Data ) Rocopt/invaoos

Sufx SELECT A VALUE- - Security Papar DN Roturencas

108. Enter Known Information

The last two search-related criteria are the Search Type option and the Request Status
option.

7.2.1 Search Type

There are two search types:

e Wildcard Search: Takes information entered into the fields and
looks for exact matches to the information entered.

e Soundex Search: Takes information entered into the fields and
searches for exact matches, as well as matches that sound similar to
the data entered.

7.2.2 Request Status

From the Request Status drop-down menu, select Complete or Incomplete. This
option is useful when searching for transactions that are known to be complete or
incomplete.

7.2.3 My Record

The My Record check box will initiate a search only for records that are
attributed to the user that is currently logged on to the system. The check box
is checked, by default.

Once all known information is entered, click Search.

Search

. SelectAll  GotoRequest ~  Clear

109. Search Button

Click Search to generate results in the Search Information panel.
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Reques Dmie Saquest Type Requesir Fryt Narre Raguestor Mo NyTe Requeeir Last Narme Reqomstor St

TN CH COUNTER ST

COUNTTR TODAY

110. Search Information

Three actions are available after the search results load:
e Select All: Select every record that appears in the search results.

e Go ToRequest: Go to the selected request. If multiple requests
are selected, then every request will be opened in succession. The
requests will display with the most recently created request at the
beginning and end with the oldest created request.

e Clear: Clear all search results, as well as all information entered into
the search fields on all search panels.
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8.0 Fee Module Tools
From the Fee module, open the Tools drop-down menu on the Functions toolbar.

8.1 Printer Setup

From the Fee Home page, go to Functions—>New Request and then from the
New Request Data Entry, go to Tools>Utilities>Printer Setup.

PRINTER SETUP

s Poimiy Proom .09 Cousertiun Actrve

Pt Tray
' y Select o valse—-

List of Proters ~Seiact 8 vakre- -

Available Print Processes Assigned Print Procssaes

CINDUSTMENT DIRECT PAYMENT FORMLETTER
[ AR PAYMENT RECEIPT

) COURTESY LETTER

£ DEATH AMENDMENT- WITHIN 1 YEAR

{1 DEATH CERTIFICATE

=3 DEATH CERTIFICATE- WITHOUT CAUSE =

£1 DEATH CORRECTION

) DEATH LEGAL AMENDWENT -

11 DEATH LEGAL AMENDWMENT BY COURT ORDER

1 DEATH VERFICATION OF DEATH =)
L

= FETAL DEATH AMENDMENT- WITHIN t YEAR
) FETAL DEATH CERTIFICATE
= FETAL DEATH CERTIFICATE OF BIRTH RESULTING INA STILLEIRTH
) FETAL DEATH CORRECTION
29 FETAL DEATH DEMOGRAPHIC AMENDMENT "
1 FETAL DEATH MEDICAL AMENCMENT
“FFTN DEATH STATISTICAL CORRECTION
ﬁFFTN DEATH VERFICATION OF FETAL DEATH
nms FFICIENT FUND LETTER
FINC RECORD FOUND LETTER
1) PAYMENT RECEIPT

111. Printer Setup
The Printer Setup screen is divided into two panels, with two drop-down menus, a list of
Action icons, and one User Printer History icon.

8.1.1 User Printer History

Selecting the User Printer History iconwill generate a window that
shows users of all of the previous print-related options selected.
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User Printer History

DELETE USER ASSIGNED PRINT PROCESS(ES). a
SIS | HKRAUSE

=55 KONICA MINOLTA CB52SERIESPCL (TRAY 3)
= = AUTOMATIC-FEEDER

=ADJUSTMENT DIRECT PAYMENT FORM LETTER
=JAR PAYMENT RECEIPT
=|COURTESY LETTER
=] DEATH AMENDMENT- WITHIN 1 YEAR
=] DEATH CERTIFICATE i
= DEATH CERTIFICATE- WITHOUT CAUSE
=] DEATH CORRECTION
=] DEATH LEGAL AMENDMENT
=] DEATH LEGAL AMENDMENT BY COURT ORDER
=] DEATH VERIFICATION OF DEATH
= FETAL DEATH AMENDMENT- WITHIN 1 YEAR
= FETAL DEATH CERTIFICATE |
=]FETAL DEATH CERTIFICATE OF BIRTH RESULTING IN A STILLBIRTH
= FETAL DEATH CORRECTION
= FETAL DEATH DEMOGRAPHIC AMENDMENT
= FETAL DEATH MEDICAL AMENDMENT
=) FETAL DEATH STATISTICAL CORRECTION
= FETAL DEATH VERIFICATION OF FETAL DEATH
= INSUFFICIENT FUND LETTER
=]NO RECORD FOUND LETTER
=] PAYMENT RECEIPT
=]RETURNED REQUEST LETTER
= SUSPENSION LETTER

|

112. User Printer History

8.1.1.1 List of Printers

The List of Printers drop-down menu displays a list of all of the
printers that the computer recognizes as a print destination.

109 . " AUTWE

et & vtan- -~ Bebact i wnban

« COURTESY LETTER | Mwosit x
£ DEATH AMENDMENT. “wros
B DEATH CERTIFICATE E0HIZA VNG TA (Y2 Scsnal

o DEATH LEGAL AMEN]
£ DEATH LEGAL AMENI
£ DEATH VERIFICATION
SIFETAL DEATHAMENT ™
FIFETAL DEATH CERTH i

M FETAL DEATH CERTY Adete 7D {ASTHILMRTH

113. List of Printers
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Once a printer is selected from the List of Printers drop-down menu, the
Print Tray drop- down menu will populate with available tray options.

Vs 209 Lm0 Aok

ot v ADHICA MINCCTA CE525eresi Cyont e

£ ADJUSTRHENT DIREGT PAYMENT FORM LETTER
AR PAYNENT RECEFT

= COURTESY LETTER

0 DEATH AMENDMENT. WATHIN 1 YEAR

£ DEATH CERTIFICATE

) DEATH CERTIFICATE. WITHOUT CAUSE - ing
£ DEATH CORRECTION

= MUEATL § EAAL ALICRING €T

114. List of Trays Available

8.1.2 Available Print Processes

The Available Print Processes panel lists the processes that can be performed
from the selected printer. Select a print process from the Available Print
Processes panel and then press the Right Arrow key.

e 308 Corsscion Active

w Dynren Hy oy

ml of Pratiees Pordt Topey

KDRDCA MINOLTA JA32%erwmPlL & Atomatc-Fescer ot

DADJUSTMENT OIRECT PAYMENT FORM LETTER

EIAR PAYMENT RECEFT

FICOURTESY LETTER

§1 DEATH CERTIFICATE

5] DEATH CERTIFICATE- WITHOUT CAUSE =
£ DEATH CORRECTION

%) DEATH LEGAL AMENDMENT

=) DEATH LEGAL AMENDMENT 8Y COURT ORDER
71 DEATH VERIFICATION OF DEATH

I FETAL DEATH AMENDMENT- WITHN { YEAR i
=3 FETAL DEATH CERTIFICATE

1 FETAL DEATH CERTIFICATE OF BRTH RESULTING INA STILLBIRTH

=3 FETAL DEATH CORRECTION

£1FETAL DEATH DEMOGRAPHIC AMENCMENT "
T FETAL DEATH MEDHCAL AMENDMENT

FIFETAL DEATH STATISTICAL CORRECTION

1) FETAL DEATH VERFICATION OF FETAL DEATH

=3 INSUFFICIENT FUND LETTER

TINO RECCRD FOUND LETTER

3 PAYMENT RECEPT

115. Available Print Processes

The selected processes will then appear in the Assigned Print Processes panel.
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Gen Pyt £ W 209 Cospecnon Active

rn FPRnTe TNy
161 of Printers KONICA MINOLTA CE82500mesTL ¥ Prve Tray Mstomatc-Feeder -
Avaliable Print Processas Assigned Print Processes:

TJADAISTMENT DRECT FAYMENT FORM LETTER
AR PAYMENT RECEIPT
FTJCOURTESY LETTER

bg DEATH AMENDMENT . WITHIN 1 YEAR

$YDEATH CERTIFICATE

TIADJUSTMENT DIRECT FAYMENT FORM LETTER
£1AR PAYMENT RECEIFT

FICOURTESY LETTER

] DEATH AMENOMENT- WITHIN 1 YEAR
F1DEATH CERTIFICATE

F)DEATH CERTIFICATE- VATHOUT CAUSE == F1DEATH CERTIFICATE- WITHOUT CAUSE
£]0EATH CORRECTION ] DEATH CORRECTION

SOEATH LEGAL AMENDMENT o 1 DEATH LEGAL AMENDMENT

¥ DEATH LEGAL AMENDMENT BY COURT ORDER §7 DEATH LEGAL AMENDMENT BY COURT ORDER
5DEATH VERIFICATION OF DEATH - 21 DEATH VERIFICATION OF DEATH

TIFETAL DEATH AMENDWENT- WITHN 1 YEAR & [ FETAL DEATH AMENDMENT- VATHIN 1 YEAR
LFETAL DEATH CERTIFICATE ; 1] FETAL DEATH CERTIFICATE

ZIFETAL DEATH CERTIFICATE OF DIRTH RESULTING IN A STILLBIRTH T »» I FETAL DEATH CERTIWICATE OF BIRTH RESULTING IN A STILLBIRTH
$JFETAL DEATH CORREGTION 73 FETAL DEATH CORRECTION

SIFETAL DEATH DEMOGRAPHIC AMENDMENT i Z]FETAL DEATH DEMOGRAPHIC AMENDWENT
SIFETAL DEATH NEDICAL AMENOMENT {]FETAL DEATH MEDICAL AVENOMENT

LIFETAL DEATH STATISTICAL CORRECTION éFE TAL DEATH STATISTICAL CORRECTION
SIFETAL DEATH VERIFICATION OF FETAL DEATH ZFETAL DEATH VERIFICATION OF FETAL DEATH
T7INSUFFICIENT FUND LETTER 73 INSUFFICIENT FUND LETTER

FINO REGORD FOUND LETTER £]NO RECORD FOUND LETTER

£]PAYMENT RECEIPT > 1] PAYMENT RECEIPT

116. Assigned Print Processes

Toremove a process, highlight the process in the Assigned Print Processes panel
and then press the Remove icon.

To add all processes to the Assigned Print Processes panel, click Add All.

Toremove all processes from the Assigned Print Processes panel,
click Remove All. When all print processes have been assigned, press
the Save icon.

8.1.3 Changing the Printer

To change the printer, remove the processes that were assigned to the
previous printer, and then add the new printer and new processes.

8.2 Paper Inventory

The Paper Inventory tool tracks the inventory and order of
security paper. To access the Paper Inventory screen, go to
Tools—>Paper Deposit/Ship.
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%;_ Rhode Istand

vy "

> Department of Health

PAPER INVENTORY

Form Name: *

Recelved From

Starting Control & »

On Hand

$hip Toe »

Twe Farm hame
DEPCSIT wY iy

B aam
HF e
e awan
DEFOEIT &5°x 1t

PFROAL AS 4

ragell  |ets

117. Paper Inventory

(R P

Form Name

& Depoan

we i>

AMERICAN BANOTE CORF

o |

Sl o e )Y

oy ong Daw Recorvas Fan
ursiar AVEFGCAN RAMMNGTE CORN
orssgur AMEIOCAN BANENGTE COonr
TR AMERICAN DANENOTE CORF
OTRL202 ANERCAN RANOTE CORP
064029 AVERICAN BANSNOTE CORF

AN AN R AT SRR

Next, enter the Deposit/Ship Date that needs action.

1 Shlp

Deposiv'Snip Date: «

[araire

-

Rt Coma s Fxd Comoa s 30 T3 Narw

1
ot
"
o
it
e

!
"y
L
(25
e

waary)

FR0OT SSLAND CEPMRTNENT [
IICOL SSLAND DEPARTNENS €
AEWPORT OITY CLERE-A

FHCOE FLAND CEMARTNENT C
FHOO0E SLAND DEPSRTNENT C
SR A LT BT £ ™

Begtamymg Hiede - 39 o 11

Then, enter information into the Received From, Quantity, and Starting Control #

field.

NOTE: If an existing Starting Control # is entered and a user tries to save the
record, the following message will appear:

Paper Inventory -

Duplicate control number(s) found.

]

118. Duplicate Control Number(s) Found

Click OK to return to the previous screen.

NOTE: The On Hand field auto-generates.

NOTE: Based on the quantity entered, the Ending Control # field will

auto-generate.
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8.2.1 Paper Inventory Voiding
To begin paper inventory voiding, go to Tools—=>Paper Void. The
following screen will appear:

21" Rhode Istand

%: Department of Health

PAPER INVENTORY VOID

veat
Form Name. Ayl » Dwoosdt Dae ad o A
Vold J Contrel & {From):
Contrel £(To):
Seiect ANl
Vo Poer tzape Secumy Fapo hunse | Pom ware Verdtr e Pornty Ospast Sms Vet Moasin

119. Paper Inventory Void

8.2.2 Void Tab
8.2.2.1 Voiding Security Paper

Since none of the fields are considered mandatory fields - those
marked with a red asterisk (*), the search can be processed based on
the form type alone.

After entering all necessary information, click Search. To clear all
fields and restart the search, press Clear.

Search results will appear in the grid at the bottom of the screen.

vor Fapw nacea | Securty Pager fiumter Fom Sarm Yeroor Wane weamiory Degost Daw  Vous Reanae
Yo ' ES T ANERCAN DANGOT 067X
var 7 (T EL AMERICAN RANNOT D673I6T1
e 4 (TS AMERICAN BANOVNOT 06252021
Yoy L LR L ANERICAN BANNNOT 06232021
Yo L EF x AMERICAN BANSONOT 06232001

Fogm | =l o o DGy Maconds 1 - 30 of 11ea

120. Voiding Security Paper Results
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To void a record, check the box on the record’s line and press Void.

After selecting Void, a message will appear asking for confirmation of the
void.

Paper Inventory Void

Do you wish to void selected record(s)?

()]

AR R R T R e

121. Void Selected Record(s)? Yes/No

To confirm the void process, select Yes. To cancel the request and
return to the previous screen, select No.

On the Void Record screen, complete the requested information and click
the OK button.

Void Record

PIN: | |

Enter the reason;
Select a value... Bz

g
Do you have the possession of the old Security Paper 7

HALEY KRAUSE

L

Ok " Cancel

122. Void Record Screen
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The following message will appear:

Paper Inventory Void X I

Record voided successfully.

123. Record Voided Successfully Message

8.3 Import
8.3.1 Download Import Logs

To download import logs, go to Tools—> Import->Download Import Logs.
The Download Import Logs window will appear.

DOWNLOAD IMPMORT LOGS

Start Date: ¢ End Date: ¢

Emer Log Date Impert File Name Dowrlnas &is Downioad P

L sewch | cancs )
124. Downloaded Import Logs

Enter the Start Date and the End Date for the import log date range. Then select
the appropriate remit type from the Remit Type dropdown list.
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8.4 End of Day

The first set of functions that need to be discussed are the End of Day functions. By
navigating to the Functional Toolbar, selecting Tools, then placing the mouse cursor on
End of Day, the menu will expand and accept user selection.

The options available for user-selection, as well as a brief explanation of each option are

as follows:

Close Drawer: This function enables a user to stop cash operations from
continuing on a specific drawer. This is a function that sometimes runs in
concurrence with a shift-change in order for supervisory entities to easily
delineate between one user’s transactions and another user’s transactions for
Loss Prevention purposes.

Prepare Daily Close: This function enables users to prepare a bank deposit
based upon the totals of the cash drawer/s

Make Bank Deposit: This function will reconcile all of the cash drawer/s and
enable users to confirm the deposit

Closed Cash Drawers Summary Report: This is a report that can be
generated that will show all of the closes for the date range selected.

Cash Drawers Summary Total Report: This is a report that can be
generated that will show all of the transaction of the date range.

Individual Cash Drawer Summary Report: This is a report that can be
generated for a single cash drawer

Individual Cash Drawer Detail Report: This is a report that can be
generated that will be a lot more detailed than the Summary Report

8.4.1 Close Cash Drawer

The Close Drawer functionality enables users to stop all transactions on a drawer
until it is re-opened for use. As mentioned above, this sometimes coincides with
user lunch breaks, shift changes, or other such processes that will render the
drawer unused for a period of time, or by the same user as before.

In order to get started, users will navigate to the End of Day option from the
Functional Toolbar, then to Close Cash Drawer. This will generate the
following screen:
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Cashi$) Check($) CreditiDebit Card($)

120,00 0.00

Refung($i:
0.00

125. Cash Drawer Total All Since Last Closing

Money Crder|$)

(IR

04 00

Cashiler Checks|$)

0.00 0.00

Patgrat Tyiw Amsccrt Paay’sy

GASH

As shown above, not only will this page list the total dollar amount of each
specific transaction type, but it will also show any refunds initiated on that
drawer, as well as each and every transaction in order from oldest to newest.

From this point, users have five options:
o Soft Close Drawer

e Adjustment
e Close Drawer

e Summary Report

e Detail Report

saft Clo

SO OB DIdwel Agjusiment

126. Cash Drawer Options

To close the drawer, users must select the Close Drawer button at the bottom of
the screen. Doing so will generate the following message, confirming that the user

wishes to perform the action:
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Fee Registration

Do you wish to 'Close' the drawer at this time?
Closing the drawer will indicate that you are removing the money and
will reset the cash drawer to zero.
Select 'Yes if you wish to close the drawer.

[ Yes; J[ No }

127. Fee Registration- Close Drawer

To cancel this process, select No. To proceed with the closing of the drawer,
select Yes.

If the user selects Yes, the application will begin reconciling the drawer.

NOTE: Depending upon the quantity and volume of transactions
performed on this drawer prior to the last close, this process may take
some time.

Once the application has completed the reconciliation process will be complete,
and the following message will be displayed:

)

Close Drawer successfully.

128. Close Drawer Successfully

Once the user selects OK, they will note that all of the transactions have been
cleared, and that the cash drawer has been closed.

A pop-up window will appear asking to print the closed drawer. The message
following message is generated:
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Close Drawer

User: HKRAUSE

Date : 7/6/2021 10:28:50 AM

Total Amount : $150

‘ Print || Close |

129. Close Drawer- Print

8.4.2 Adjusting a Cash Drawer

Lastly, it is important to discuss the Adjustment button located at the bottom of
the screen. The Adjustment button empowers supervisor, and users with the
appropriate permissions / privileges, with the ability to make either a positive or
negative adjustment to a drawer in order to reconcile a monetary overage or
shortage.

1. To begin, users will start by selecting the Adjustment button at the bottom of
the screen

Doing so will generate the following prompt, requiring user input:

Fee Registration »

Do you want to adjust drawer?

[ Yes H No ]

130. Fee Registration- Adjust Drawer

Selecting No will return users to the previous screen, whereas selecting Yes will
require proper authentication to proceed.
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Supervisor Override - |

Pin: | |

Reason:

e

[ Ok ][ Cancel ]

131. Adjust Drawer- Supervisor Override

Supervisors, or users with the appropriate privileges / permissions, must enter
their unique user PIN and a reason for the adjustment to proceed.

Upon doing so, the System will validate the credentials provided to ensure that the
user performing the adjustment has the appropriate authority to do so. Users must

then proceed to enter the amount they wish to adjust the drawer by, and select the

Save option to proceed, or the Cancel button to cancel the adjustment.

2. For this example, let’s input ‘10’ to signify that we would like to adjust the

drawer by $10.00 — indicating that the drawer has an overage of $10.00.

NOTE: If the drawer was short by $10 instead of over, the user would
type ‘-10’ into the Adjustment window. The RIVERS Fee & Issuance
system allows for both positive and negative adjustments.

Amount: 10.00

Save I Cancel ]

132. Drawer Adjustment Amount

3. Click Save
If the adjustment is saved successfully, a message will appear indicating as such:
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Close drawer adjustment saved successfully.

133. Closed Drawer Adjustment Saved Successfully

The adjustment will then appear at the bottom of the panel with its own specific
line of detail, and the adjustment is complete.

8.4.3 Individual Cash Drawer Summary Report

The third option was to create a Summary Report. Clicking on the Summary
Report button will generate the following Individual Cash Drawer Total
Report window:

Individual Cash Drawer Summary Report

[] All Since Last Drawer Closing

From Date: * To Date: *

| 07/06/2021 07/06/2021

‘ :
Report Format: @ EXCEL (O PDF

[ Generate [ Close ]

134. Individual Cash Drawer Summary Report

The first checkbox at the top of the window is labeled All Since Last Closing.
Checking this box will create a report that details transactions that occurred on the
selected drawer since the last time it was closed.

NOTE: This will make the From Date and To Date fields no longer
mandatory since the date range will be auto selected within the System.

Users also have the option at the bottom of the window to select the type of file
that they wish the data exported to (Excel or PDF).

Selecting Excel will generate a window that will indicate the download progress
of the file. Once the file has downloaded, it will appear at the bottom of the
window, and can be opened by clicking on it.

Opening the file will generate the report and open it in the selected format.
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A B C D E F G H | J
1 INDIVIDUAL CASH DRAWER SUMMARY REPORT
2 |Printed On: 7/6/2021 10:30:54 AM
3 |Date: From 07/06/2021 To 07/06/2021
4 |UserlD: HKRAUSE

10
"
12
13
14
15
16

Payment
Date

07/06/202
1

Type of Amount Refunds Cash

Payment

ADJUSTM 20.00 0.00
ENT

Sub Total 20.00 0.00

Report Totz 20.00 0.00

Total Receipts to Deposit

Drawer
Total

20.00

20.00

20.00

20.00

135. Individual Cash Drawer Summary Report

Total Total Total Total
Cashier Cash Check Money
Check Orders
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00

Total
Credit/De
bit Card

NOTE: If PDF is selected as the output file type, then that is the file-type
that will generate and download to the user’s PC.

Alternatively, should a user wish to select a range of dates, they may refrain from
selecting the All Since Last Closing checkbox and enter-in a range of dates
starting with the From field and finishing with the To field.

NOTE: This report may also be navigated to by selecting the Tools option
from the Functional Toolbar, then End of Day, then Individual Cash
Drawer Summary Report

8.4.4 Individual Cash Drawer Detail Report

The last option available to the user is the Detail Report button. This button will
generate a window similar to that of the Summary Report Button; but provide a
much more detailed report when generated.
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Individual Cash Drawer Detail Report

g All Since Last Drawer Closing

From Date: * To Date: *
| 07/06/2021 07/06/2021
|

Report Format: (@ EXCEL () PDF

[ Generate I Claose ]

136. Detail Report

The first checkbox at the top of the window is labeled All Since Last Closing.
Checking this box will create a report that details transactions that occurred on the
selected drawer since the last time it was closed.

NOTE: This will make the From Date and To Date fields no longer
mandatory since the date range will be auto selected within the System.

Users also have the option at the bottom of the window to select the type of file
that they wish the data exported to (Excel or PDF).

Selecting Excel will generate a window that will indicate the download progress
of the file. Once the file has downloaded, it will appear at the bottom of the
window, and can be opened by clicking on it.

Opening the file will generate the report and open it in the selected format:
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| INDIVIDUAL CASH DRAWER DETAIL REPORT

1
2 |Printed On: 7/6/2021 10:34:10 AM

3 |Date: From 07/06/2021 To 07/06/2021
4 |USER ID: HKRAUSE

Payment Date Requestor Registrant Receipt Payment Type Reference

5 Name Name Number Number
6 |07/06/2021
7 ADJUSTMENT
8
9 ADJUSTMENT
10 ADJUSTMENT
1 20.00
12 MNet Receipts 20.00
13
14
15 Total Net Receipts 20.00
16
17
18 Net Cash Rece Cash 0.00
19 Check 0.00
20 Money Orders 0.00
21 Credit/Debit Card 0.00
22 Adjustment's 20.00
23 Cashier Check 0.00
24 Refund 0.00
25
26

20.00

27 Total

137. Individual Cash Drawer Detail Report

Payment
Amount

10.00
10.00

NOTE: If PDF is selected as the output file type, then that is the file-type

that will generate and download to the user’s PC.

Alternatively, should a user wish to select a range of dates, they may refrain from
selecting the All Since Last Closing checkbox, and enter-in a range of dates

starting with the From field and finishing with the To field.

NOTE: This report may also be navigated to by selecting the Tools option
from the Functional Toolbar, then End of Day, then Individual Cash

Drawer Detail Report
8.4.5 Cash Drawers Summary Total Report

Another option available to users in the End of Day section, it is the Cash
Drawers Summary Total Report. Similar to the two aforementioned reports, a

window will generate requiring user input:
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Cash Drawers Summary Total Report

g All Since Last Drawer Closing

From Date: * To Date: *

S Y A

User Name: |
--Select a value-- v

Report Format: (@ EXCEL () PDF

[ Generate I Close ]

138. Cash Drawers Summary Totals Report

This report is broader in the sense that it can be generated for any date, as well as
any specific user.

sear

Cash Drawers Summary Total Report

[] All Since Last Drawer Closing

From Date: * To Date: *

Y A Y A

User Name:

—Select a value ]V

CHARLES CLERK
CHARLES TOWN
ED FLAHERTY
ERIC TRINH
HALEY KRAUSE T

L N

139. Cash Drawer Summary Total Report Drop-down Menu

Users must simply select the user from the drop-down menu that they wish to
audit, and then generate the report for whatever set of dates desired. If the user
generating the report wishes to see all activity since the last closing of the drawer,
they may select the All Since Last Closing checkbox, and ignore the From Date
and To Date fields.
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Users also have the option at the bottom of the window to select the type of file
that they wish the data exported to (Excel or PDF).

Selecting Excel will generate a window that will indicate the download progress
of the file. Once the file has downloaded, it will appear at the bottom of the
window, and can be opened by clicking on it.

NOTE: If PDF is selected as the output file type, then that is the file-type
that will generate and download to the user’s PC.

Alternatively, should a user wish to select a range of dates, they may refrain from
selecting the All Since Last Closing checkbox, and enter-in a range of dates
starting with the From field and finishing with the To field.

8.4.6 Closed Cash Drawers Summary Report

The final option available to users in the End of Day section, it is the Closed
Cash Drawers Summary Report. Similar to the three aforementioned reports, a
window will generate requiring user input:

Closed Cash Drawers Summary Total Report X

From Date: * To Date: *

A S

User Name:

--Select a value-- 25
Report Format: @ EXCEL () PDF

[ Generate [ Close ]

140. Closed Cash Drawers Summary Total Report

This report is broader in the sense that it can be generated for any date, as well as
any specific user.
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Closed Cash Drawers Summary Total Report X
From Date: * To Date: *
A 1
User Name: I
L
--Select a value-- "7 i

CHARLES CLERK

CHARLES TOWN

ED FLAHERTY

ERIC TRINH

HALEY KRAUSE i

Generate [ Close ]

141. Cash Drawer Summary Total Report Drop-down Menu

Users must simply select the user from the drop-down menu that they wish to
audit, and then generate the report for whatever set of dates desired.

Users also have the option at the bottom of the window to select the type of file
that they wish the data exported to (Excel or PDF).

Selecting Excel will generate a window that will indicate the download progress
of the file. Once the file has downloaded, it will appear at the bottom of the
window, and can be opened by clicking on it.

NOTE: If PDF is selected as the output file type, then that is the file-type
that will generate and download to the user’s PC.

Alternatively, should a user wish to select a range of dates, they may refrain from
selecting the All Since Last Closing checkbox, and enter-in a range of dates
starting with the From field and finishing with the To field.

8.4.7 Prepare Bank Deposit

The next function available to users in the End of Day section of the application
is the Prepare Bank Deposit function. Navigating to the Functional Toolbar
and selecting End of Day, then Prepare Daily Close will generate the following
window:
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Recsaipts listed in the grid represent un-deposited monay that will be inciuded In the deposit now being
prepared. If any of the listed items should not be included in the current deposit, that item needs to be

unchecked.
Include Fayment Date | Fayers Namo Fayment Type Amcunt($) | User iD
07012021 TEST TEST CASH 22 HKRAUSE
/] 07022021 SMTH CASH 2 HKRAUSE
orazro2 STH CASH 2 HKRAUSE
o7Tx22021 ST CASH » HKRAUSE
07022021  SMTH CASH 2 HKRALUSE
07022021 SINTH CASH 10 HKRAUSE
07TX272021 SMITH CREDIT/OEBIT CARD Fi HKRALSE l
07052021 ADJUSTMENT ADJLSSTMENT 10 HHRAUSE
D7/082021 ADULISTIMENT ADJUSTMENT 10 HKRALSE
'
1
1. Total Cash 140.00
2. Total Checks: 3
3. Total Monsy Orders: 0
4. Total Credit/Debit Charges: 2.00
5. Total Cashier Check Charges 0
6. Total Amount; 142.00

[Pres tremsactiors | [ comme J[ cancs |

142. Prepare Daily Close

NOTE: If the Prepare Bank Deposit window generates and there are not
records in the grid, it is likely because the cash drawer has NOT been
closed.

To begin preparing the deposit, users must first start by assessing which
transactions they wish to include in the deposit.

NOTE: There are checkboxes next to each of transactions. If one of the
transactions needs to be de-selected, simply uncheck the box next to the
transaction that needs to be removed. Doing so will generate the following
message:
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e pegrmon
|

If you continue, the selected item will be removed from
this deposit. Continuing will require the username and
password of a Fee Supervisor and will cause an entry to
be posted in the Fee Audit Log. Do you wish to
continue?

| ves ][ mo |

143. Fee Registration Alert Menu

Selecting Yes will require a Supervisor Override to proceed.

Supervisor Override - |

Pin:

Reason:

e

[ Ok ][ Cancel ]

144. Supervisor Override

If the override was successfully approved, the System will indicate as such with
the following message:

Payment removed from deposit list.

145. Payment Removed
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Once users have entered in the amounts that are desired, and checked their work,
they may select the Commit button at the bottom of the screen.

[Print Transactionsj[ Commit j[ Cancel ]

146. Commit Button

A window will appear asking the user to confirm their selection.

Do you want to save the
prepare daily close?

l Yes ] [ No ]

147. Save Prepared Bank Deposit

Selecting No from the options presented will cancel the deposit and return users
to the previous screen, whereas selecting Yes from the options presented will
generate the bank deposit.

In the event that the amounts do not match what is entered into the System, such
as in the above example, a window will appear notifying users that the amounts
do not match and they will be returned to the previous screen to reassess the
deposit.

F’in\ |

[ Ok I Cancel ]

148. Enter PIN
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The cash amount provided does not match.

149. Cash Amount Provided Does Not Match

If the user has made a successful deposit, and all balances, the following message
will appear indicating as such:

Fee Registration

Bank deposit prepared successfully.

150. Bank Deposit Prepared Successfully

8.4.8 Make Bank Deposit

The next function available to users in the End of Day section of the application
is the Make Bank Deposit function. Navigating to the Functional Toolbar and
selecting End of Day, then Make Bank Deposit will generate the following

window:

Deposit Date: o7/06/2021 1. Total Cash ! |
| YT E— 2. Total Checks: | |
st X - $2 X |- 3. Total Money Orders: D

$5 X - $10 X N = 4. Total CreditDebit —

Charges:
X = 50 X =

s20 X [ S50 X 5. Total Cashier Check [N

s100X B = ConxX = I Charges:

Total Cash 6. Total Amount 0.00
Amt

commk.| [ cancal

151. Make Bank Deposit

To start, users must first enter the date that they wish to make the deposit for, then
fill-in all of the appropriate values in all of the appropriate fields on the right side
of the window.
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Deposit Date: 07/06/2021

152. Make Bank Deposit- Deposit Date

Once all of the information has been entered into the appropriate fields, users
must select the Commit button at the bottom of the screen. Selecting the Cancel
button will discontinue the process and return users to the previous screen.

Once the user has selected the Commit button, the following window will appear
asking the user to confirm their action:

Do you want to save the
make bank deposit?

| ives || N0 |

153. Save to Make Bank Deposit

Selecting the Yes button will initiate the saving process, and the Enter PIN
window will appear requiring users to enter their unique PIN before the deposit
can be logged:

| Pin

L I

154. Enter Pin

If the deposit was made successfully, a message will appear indicating as such,
and the user may navigate to their next task.

8.4.9 Reprint Deposit Form

The next function available to users in the End of Day section of the application
is the Reprint Deposit Form function. Navigating to the Functional Toolbar
and selecting End of Day, then Reprint Deposit Form will generate the
following window:
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Reprint Deposit Form *

Deposit Date: * Deposit Humber: *

08/ 132021 ] —Select 3 value-- e
Please enter either valid date or like mmi0Myyyy or like 0000yyyy

I [”| Generate Bank Deposit Reconciliation Report !

[Lereate | Cose ]

— e AL a b =

155. Reprint Deposit Form

1. To generate the Reprint Deposit Form, select the Deposit Date, and Deposit
Number.

2. Click Generate GL Extract or Generate Bank Deposit Reconciliation Report.

3. Once selected, click Generate.
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9.0 Reports

Reports available in the Fee module include:

Above Average Production Per Processor Report

Activity Report

Average Days to Completion Report
Client Balance Report

Credit Card Transaction Report

Days in Production Report

Issuance and Activity History Report
Orders by Source Report

Production Detail Per Person Report
Production For Per Team Processor
Production Review Per Team Processor
Records Issued by Issuance Type Report
State Registrar Destruction Report
Statewide Activity Report

Total Open Request by Processor

Total Revenue Report

Unmatched Posted Payments Report

Unresolved Printed Transactions Report

9.1 Running a Report
A report options screen will appear:

Above Average Production Per Processor *

From Date: To Date: *
(A | ]
Report Format: (@) EXCEL i) PDF

[ Generate "

Close

]

156. Running a Report Example

From this point, enter search criteria, select the file output type, and then click Generate.
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NOTE: Similar to previous screens, fields marked with red asterisks (*) are
mandatory fields and must be resolved in order for the report to generate.

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

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

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

The Email Configuration functionality found within the Fee Configuration module will allow the
user to create new automated emails that will be sent from the RIVERS system. The Email
Configuration functionality will also allow for authorized users to edit the existing automated
emails being sent from the RIVERS system.

10.1 Configure a New Automated Email
To configure a new automated email:

1. Select the Fee tab at the top of the Home Screen in order to arrive to the correct
module and select the Configuration->Email Configuration menu item to load the
Email Configuration screen as shown below:

T ‘. Rhode Island

7 Department of Health

EMAIL CONFIGURATION
Choses PacaHcldel

Subject

Reguest Ledabin
Tianasmn Troe
Tiamaeman Tape
Regiest v
Fesent v

Regian D20 Daw

SRS Crpen 0 of 4090 sowed charsctecs antared
Srsmey D3ewgrrwen Mo Active? |

Narzmtnn Cezswd Uew Sava Cleac

Srypry dote

Shoeey ik

&uw En Bagy e S Enui Evenl Use 0 dzhee | BseTive g
CERTFICATE COPy, Prease Fro me Mg Cantioae CODy QUi Dy your #fce Aave ves  WOMNSENE
Passs vk bt 088 81 132855 Vekcorae i 13 e ccien

Thes 8 v mtsmaficaly generane ol Plosm fo oot Rexpond ix thy el o3 & ssperm

Sewsk n progrens word  Thes & & pencing teguest & Fee mocule b B <283 Pesse compieis the ecort & e o Rayw s Lo Fa R RS LR
Prease vt rey S85 41 13 20685 VERSRIUAVIom Tim 1) sewagiite 1o Jeticy

Thea n o0 sdamatead, gensred amad Pladss o et Repant e i o sl o8 & agon
oo Preans vint bt 0L 41 1D 20550 VIRSRIAVCONS n 1 senipdes Se detes RwveE . VNN ST

Thes = 31 sdseuscaly gerscsng omad Plaam 0o 1t Temond 1 e & mal 88 5 wpom

Certtomn Cogy Poaas Fec Su s2ached Cordicate copn renpeuad by yo sfice BRAE e V0NRMIITO»
Predse vivh hot VES 59 1) 2058 vERSRIUN VK OnE M 1) serigdine Te Selma

157. Email Configuration

2. Complete the Subject field.
3. Being composing the body of the automated email.

4. When the need for a placeholder is determined, highlight the desired placeholder(s)
and click the green arrow icon to place the placeholders in the body of the email.

5. Click the Active checkbox.
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6. Click the Save button to save the new email.

a. Click the Clear button to clear the data entered into the Subject and Body
fields.

10.1.1 Edit an Existing Automated Email
To edit an existing automated email:

1. Select the Fee tab at the top of the Home Screen in order to arrive to the
correct module and select the Configuration>Email Configuration menu
item to load the Email Configuration screen as shown below:

> Rhode Island

3 W'/ Department of Heaith

ERANL CONFIGOSATION
Chvarme Mazeticion
Solgect  cemrpacare ooy

Womast | e o

Bedy Plasw Fod the sttached Cartfann opn recumtss by your sHce

Trrnchan Tiom Pegte vint Netpct i85 A1 13 205FE_VERSRILIWaamm 45 90 senuatine T setay

Timaste: Tne Thes 6 an aienad Gy gunaraled o-riad. Padss 33 000 Nipoed 1 D ool o &

2 rwpeams Ty o-rwd vl et Se procemeed
Moyl »

Rasait &
Pned Mt Lo
Sweng Cerer -

Sy Cxvm

T T N5 o 000 alkywest chmracn witwred

Twrrg Compreert V0 Aztten! B

Timnactus (et Use Sevy Claer
EECTOR

g e

Tvw Zumt Lyt Tock B Srime Sxut Broet e D Acew OenTes
ey TN2en ot B sw boml Te e by 1ogy rwaed vy e e
Phrans i W W 0T 1T LI VAT T T b vemrpriae B duan

The @ sy garciEnd » e o P © W & el 95 8 A

Semth nangem neod Thee B 1 peng soset! n Pam reacies o e £330 Flasse tomgets Pe e of e R E - G200RI SN
Pette oo Wy =3 87 13 2001_VERSSIA Metorms b b vewpd e Su detate

TR Uk 30 ety gut i & Fuaie o au FARoed 1 B 6 us 55 4 migee
wuat Preats vad hes 45 00 (R VERESLA Weore I 1 vewtadse e tnais ReoE - 00K L ATOT 4

Then tx an st atcelly grwrend o et Taate d vt Rescoed & e aonsd 2t 8 wapent

Tent e Coge Poase Pyt vt 40p0hed Cotitcds w0y ressbed By pmr ol naer - ST
Fitane oot M OWE AT T) DML VIR i TR 1 s gl e B e

158. Email Configuration Loaded Email

2. Highlight the email to be edited in the email grid located at the bottom of the
screen.

The selected email will load in the Email Configuration screen

4. Make the desired edits to the email content and click the Save button to save
the changes.

a. Click the Clear button to clear the data entered into the Subject and
Body fields
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