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1. Electronic Death Case Registration for Funeral Home Users 

 Purpose 

The eVital system allows funeral home users to electronically submit death registrations with 
the New York City Department of Health and Mental Hygiene’s Bureau of Vital Statistics 
(BVS).  

 Scope 

This user manual provides step-by-step instructions for completing the web forms required to 
claim a new Death Case.  

 Claim a New Death Case 

Note: You must have an authorized Funeral Home Role to access this section in eVital. 

1. At the Dashboard, click the menu icon .  
2. In the All Categories menu, highlight and select Life Event.  

 
Figure 1.3-1 

3. Under Life Events, select Death.  
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Figure 1.3-2 

4. Next, highlight and select Claim New Case.  

 
Figure 1.3-3 

5. The Search New Case web form opens. Type the First Name, Last Name, Date of 
Death, Sex, Date of Birth and SSN into the corresponding fields. Note: Only Last 
Name, Sex and Date of Death are required.  
 

6. Click Search.  
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Figure 1.3-4 

7. If the system locates one or more cases that match your criteria, these appear in the 
Search Results. If this occurs, continue to Step 8. If the system does not find a case, 
continue to Step 7a. Note: You can also filter your case search by entering the Case 
ID into the Filter field. 

 
Figure 1.3-5 

a. If the system does not find a case that matches the information you entered, a 
notice appears stating that there are no matching cases. If you need to edit the 
search information, click the expand icon  on the Search Death Case banner 
to reopen the case information.  
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Figure 1.3-6 

8. Click Preview to view the Case Information. When you are finished, click Dismiss to 
return to Search Results. 
 

9. To claim the case, click Claim Case.  

 
Figure 1.3-7 

10.  A notice appears that tells you this is an unclaimed case. To claim the case, click 
OK. To return to the search results click Cancel.  
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Figure 1.3-8 

11. The Payment Services web form appears. To pay the fee, select the Payment 
Method from the dropdown list. Then click Add Payment. To cancel, go to step 11a. 
 
a. To cancel, click Close Payment. Figure 4.1-9. 

 

Figure 1.3-9 

12. Enter your Payment Information. When you are done, click Continue. Note: To 
cancel and return to the previous page, click Previous Page.  
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Figure 1.3-10 

13.  A payment authorization page will appear. To complete the payment, place a check 
in the payment authorization box. Then click the Pay Now button. Continue to Step 
14. If you wish to edit your credit card information, continue to Step 13a.  
 
a. Click the Previous Page button to edit your card information.  

 
Figure 1.3-11 

14.  After you have authorized the payment, the Payment Services screen reopens, with 
a confirmation that your payment has been processed. Click the Close Payment 
button.  
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Figure 1.3-12 

15. You will be directed to the Decedent web form. Continue to Section 4.2.1, Decedent. 
Section 1.4.1: Decedent Personal Information. 
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 Personal Information 

Note: You must be assigned a Funeral Home Role to access this section in eVital. 

1.4.1 Decedent (Funeral Home Users) 

1. The Decedent web form under the Death Registration - Personal Information 
menu opens. The Final Disposition, Medical Record Number, First Name, Middle 
Name, Last Name and Sex fields will populate.  

 
Figure 1.4-1 

2. In the SSN Available field, select Available, Unknown or None.  If you selected 
SSN Available, enter the social security number (SSN) in the SSN field. Note: If 
previously completed, these fields will automatically populate. 

 
Figure 1.4-2 

3. Click inside the Date of Birth Known field to open the dropdown list. Select Known 
or Unknown. If you selected Known, complete Step 3a. If you selected Unknown, 
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continue to Step 4. 
 

a. Click the calendar icon  in the Date of Birth field. Use the Calendar control to 
select the date or type the date into the field. Type the age into the Age field.  

 
Figure 1.4-3 

4. Type the City or Town and State into the corresponding fields. Select from the 
Country field dropdown list. Select from the Ever in the Armed Forces? field 
dropdown list.  

 
Figure 1.4-4 

5. Click Save. If all fields contain valid information, you will receive a No Validation 
Error notice.  

6. If all fields contain valid information, a green dot appears next to Decedent in the 
Personal Information menu, and you may continue to Section 1.4.2, Resident 
Address. 
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Figure 1.4-5 
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1.4.2 Resident Address 

Resident Address 

1. In the Death Registration - Personal Information menu, click Resident Address.  

 
Figure 1.4-6 

2. The Resident Address web form opens.  

 
Figure 1.4-7 

3. Type the decedent’s Resident Address into the corresponding fields. Click in the 
Inside City Limits field. Select Yes, No or Unknown from the dropdown list. Note: 
This field indicates if residence address is within New York City limits.  

4. Click Verify Address.  
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Figure 1.4-8 

5. Click Save. If all fields contain valid information, you will receive a No Validation 
Error notice. 
 

6. If all fields contain valid information, a green dot appears next to Resident Address 
in the Personal Information menu. You may continue to Section 1.4.3 Family 
Members. 

 
Figure 1.4-9 

 

1.4.3 Family Members 

Family Members 

 In the Death Registration - Personal Information menu, click Family Members.  
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Figure 1.4-10 

 The Family Members web form opens.  

 
Figure 1.4-11 

 Click inside the Marital Status field and select the answer from the dropdown list. If 
the Father/Parent reported the decedent, check the box marked Is Father 
Informant. 
 

 Then type the Father/Parent’s First, Middle and Last Name into the corresponding 
fields.  

 Select the Suffix, if applicable. Note: This field is not required. 
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Figure 1.4-12 

 If the Mother/Parent reported the decedent, check the box marked Is Mother 
Informant. Then type the Mother/Parent’s First, Middle and Last Names into the 
corresponding fields.  
 

 Click in the Suffix field. Select the Suffix from the dropdown list. Note: This field is 
not required and may remain blank. 

 
Figure 1.4-13 

 Click Save.  
 

 

 If all fields contain valid information, you will receive a No Validation Error notice.  
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 If all fields contain valid information, a green dot appears next to Family Members 
in the Personal Information menu. You may continue to Section 1.4.4, Informant. 
 

 
Figure 1.4-14 
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1.4.4 Informant 

Informant 

 In the Death Registration - Personal Information menu, click Informant.  

 
Figure 1.4-15 

 The Informant web form opens.  

  
Figure 1.4-16 

 Type the Informant’s First, Middle and Last Names into the corresponding fields. 
Select the Suffix, if applicable.  
 

 Click inside the Relationship to Decedent field. Select an answer from the dropdown 
list.  
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Figure 1.4-17 

 Type the Informant Address in the corresponding fields. Then click inside the 
Country field. Select the Country from the dropdown list.  
 

 Click Verify Address to confirm the address details and provide additional or different 
information as prompted. 

 
Figure 1.4-18 

 Type the First, Middle and Last Names, and Suffix of the Individual Authorizing 
Disposition. If the name is the same as the Informant, check Same as Informant. 
The Name and Address fields will then populate.  
 

 Select from the dropdown the relationship of the Individual Authorizing 
Disposition.  
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Figure 1.4-19 

 Type the Authorizer Address into the corresponding fields. If Same as Informant is 
checked, these fields will automatically populate.  

 
Figure 1.4-20 

 Type the Phone and Email for the Authorizer into the corresponding fields.  
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Figure 1.4-21 

 Click Save. If all fields contain valid information, you will receive a No Validation 
Error notice.  
 If all fields contain valid information, a green dot appears next to Family Members in 
the Personal Information menu. You may continue to Section 1.4.5, Disposition. 

 
Figure 1.4-22 
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1.4.5 Disposition 

Disposition 

 In the Death Registration - Personal Information menu, click Disposition.  

 
Figure 1.4-23 

 The Disposition web form opens.  

 
Figure 1.4-24 

 Click inside the Method of Disposition field. Select the Method of Disposition from 
the dropdown list. Continue to Step 4, unless one of the following occurred. If you 
selected Anatomical Donation or Interim, then continue to Step 3a. If you selected 
Other, continue to Step 3b. 
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a. For Anatomical Donation, complete the Interim Disposition Date, Interim at 
and Specify Interim fields which appear below the Date field. 
 

b. If you selected Other, complete the Specify field. 
 Type the Date of Disposition into the corresponding field or click the calendar icon 

 to use the Calendar control to select the date.  

 
Figure 1.4-25 

 Type the Place of Disposition into the corresponding field, or use the Place of 
Disposition Lookup control to find the location. Complete the Place of Disposition 
Address fields.  

 
Figure 1.4-26 

 Type the Funeral Director License Number into the corresponding field. You can 
also search for the number by using the License Lookup button.  
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 Type the Funeral Director’s First, Middle and Last Names, and Suffix into the 
corresponding fields.  

 
Figure 1.4-27 

 Type the Funeral Home Name, Business Registration Number and Address into 
the corresponding fields. Then click Verify Address. 

 
Figure 1.4-28 

 If another funeral director is working on the record, check the box marked Trade Call. 
If Trade Call is checked, complete the Information to be Printed on Death 
Certificate fields outlined in Steps 9a-d. If Trade Call is not checked, continue to 
Step 10. 
 
a. If this is a Trade Call, type the Funeral Director’s License Number and First, 

Middle and Last Names to be printed on the certificate.  
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Figure 1.4-29 

b. Type the Funeral Home Name and Address (to be printed on the certificate) into 
the corresponding fields.  

 
Figure 1.4-30 

c. Click Verify Address. 
 

d. If the case is no longer a Trade Call, check This is no longer a Trade Call 
Case. If this does not apply, leave the box unchecked. 
 

 Click the calendar icon  in the Date Signed field. Use the Calendar control to 
select the date, or type the date into the field. 
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 Click Save. If all fields contain valid information, you will receive a No Validation 
Error notice.  
 
 If all fields contain valid information, a green dot appears next to Disposition in the 
Personal Information menu. You may continue to Section 1.4.6, Decedent 
Attributes. 

 
Figure 1.4-31 
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1.4.6 Decedent Attributes 

Decedent Attributes 

 In the Death Registration - Personal Information menu, click Decedent Attributes.  

 
Figure 1.4-32 

 The Decedent Attributes web form opens.  

 
Figure 1.4-33 

 Type the Decedent’s former Occupation and Industry into the corresponding fields. 
Then click inside the field marked Decedent Education.  

 
 

 Select the corresponding Decedent’s Education from the dropdown list.  
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Figure 1.4-34 

 Select the Decedent’s Ancestry by marking the appropriate answer. Then, click 
inside the Origin field and type to search the list of origins and select one from the 
dropdown list.  

 

Figure 1.4-35 

 Select the Decedent’s Race by marking the appropriate answer(s).  
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Figure 1.4-36 

 Click Save. If all fields contain valid information, you will receive a No Validation 
Error notice.  

 If all fields contain valid information, a green dot appears next to Decedent 
Attributes in the menu. You may continue to the next web page. 

 
Figure 1.4-37 

 

 

  



NYC eVital Manual 10/5/2017 
 

Page 30 of 34 Content is subject to change. 

 Other Links (Funeral Home Users) 

1.5.1 Order Certified Copies 

1. Under Other Links in the Death Registration menu, click Order Certified Copies.  

 
Figure 1.5-1 

2. The Order Certified Copies list opens. Click the order number to view a completed 
order.  

 
Figure 1.5-2 

3. The Place Order form opens. Review the Shipping Address and Order Details. If 
you wish to place the order, click Payment.  
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Figure 1.5-3 

4. The Process Payment web form opens. Click in the field marked Select Form of 
Payment. Select from the dropdown list. Then click Add Payment.  

 
Figure 1.5-4 

5. After you have clicked Add Payment, the Billing Address and Payment 
Information form opens.  

 

1.5.2 Relinquish Case 

1. Under Other Links in the Death Registration menu, click Relinquish Case.  
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Figure 1.5-5 

2. The Relinquish Death Case web form opens, as shown in Figure 1.5-6. Click in the 
field marked Relinquish Reason to open the dropdown. Select the reason from the 
list.  
 

3. If Other, then type any additional reason into the Relinquish Reason Other space. 
Then click Relinquish.  

 
Figure 1.5-6 

 

1.5.3 Cremation Clearance 

1. Under Other Links in the Death Registration menu, click Cremation Clearance.  
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Figure 1.5-7 

2. The Cremation Clearance web form opens. Complete the form as required. 

 
Figure 1.5-8 

 

1.5.4 Case Status History (Funeral Home Users) 

1. Under Other Links in the Death Registration menu, click Case Status History.  
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Figure 1.5-9 

2. The Case Status History opens. You can check on the status of a case by Status 
Name, Status Date, Status Set By, Comment and Reject Reason.  

3. Use the arrow icon  to change the order of the results from ascending to 
descending.  

 
Figure 1.5-10 

4. You can also use the Filter function by typing the case information into the Filter 
field.  
 

 


