EDRS Sign-In

1. Connect to the Internet and access your Internet Web Browser.

2. Type the EDRS website https://edrs.nj.gov into the Browser Address Bar and press Enter.

3. Move to User Name and type in your User ID.

4. Move to Password and type in your Password.

5. Click the Sign on button.

6. The EDRS Welcome screen will appear.

The Welcome Screen

EDRS Menu:
Use the left Mouse button to click and select a menu option from the EDRS Welcome Menu.  The Menu options that are available depend on the type of User ID signed into the program.
To Do:

Active Cases in EDRS will list in the To Do section at the top of the Welcome screen and display a Status and Action to be taken.  Click on the Case ID number to open the Case.
Recently Accessed Cases:

Cases that were recently worked on but do not have a To Do item appear on the Recently Accessed Cases list.
User Information
Upper Right hand corner displays User Name and Municipality.

Footer Information:  Located at the bottom of the screen:  

· About EDRS - Mission Statement

· Forms – Access to Funeral Directors and Medical Facility worksheet Instructions on completing the Death Certificate, Single Page Death Certificate for Medical Certifier Fax Hybrid.

· Help – See the section on the back of this tri-fold.



Accepting/Rejecting A Case
1. Click on the Case ID from the To Do Section

2. On the right, click View Case
You can review on the screen or print to review.

3. Click in the Summary tab.
4. Click on Accept/Reject
5. If medical portion was faxed, verify it is lined up properly then click Next.
6. Verify information in Accept Case section matches the information on the death certificate.
7. Click Next
8. If the case is acceptable, click Affirmation box, then click Accept Case.

· Print the Local copy of the death certificate.

        If the case is not acceptable:

· Click Reject Case
· Enter Reason for rejection.
· Click box(es) indicating medical or funeral director (or both) contains errors.
· Click Submit.
Issuing the Burial Permit
If the Medical Certifier has electronically completed the death certificate or the medical portion of the paper death certificate has been faxed into the EDRS and the Funeral Director has electronically signed and submitted the case to the Local Registrar:

The Funeral Director is instantly able to print the burial permit in his office and the burial permit fee is charged electronically.

The Local Registrar only issues a burial permit and collects the burial permit fee when a paper death certificate is filed and a yellow paper burial permit is issued.
Printing the Permanent Local Copy
If the case is not open, select Find Case
1. Enter Decedent’s First and Last Name.
2. Enter Date of Death.
3. Enter County of Death.
4. Enter Municipality of Death.
5. Click Find Case.
6. Click Case ID of Appropriate Case.
7. Click View Case.
8. Click Printer Friendly Version. 

Finding a Case After Accepting
If the Case is not open, select Find Case
1.  Enter Decedent’s First and Last Name.
2.  Enter Date of Death.
3.  Enter County of Death

4.  Enter Municipality of Death.
5.  Click Find Case.
6.  Click Case ID of Appropriate Case.
7.  Click View Case.
Your Financial Account

The Local Registrar has advised the State Registrar of the financial account into which local fees should be deposited.

When a record is submitted electronically by the Funeral Director to the Local Registrar the Burial Permit Fee is electronically debited from the financial account of the funeral home and transmitted to the State EDRS account.  The fees collected are transferred from the State EDRS account to the Local Registrar’s financial account within 3 business days.

The municipal fees assessed for certified copies ordered via the EDRS are debited from the funeral home and remitted to the Local Registrar in the same manner as identified above.

Certified copies or burial permits not ordered through the EDRS must be paid for in person.

Issuing Certified Copies
Copies ordered electronically will appear in the To Do
Section and the Action Column will indicate Issue Copy.

1. Click Case ID.
2. Click Issue Certified Copy (On the right menu bar).
3. Under ordered, click Issue.
4. Click Issue Copies.
5. Load safety paper (REG-42A) into your printer.
6. Click Printer Friendly Version.
7. If a Printer Error Occurs, Select Reprint from the Certified Copy Request Section.

For Walk in or Non-Electronic Orders for Copies the Registrar must charge and accept payment for this transaction

      1.    Click Find Case.
      2.    Enter Decedent Name, Date and Place of 

             Death.
      3.    Click Case ID.
4.    Click Issue Certified Copy (On the right menu                                

       bar).
5. Under Walk In Orders, Enter the Number of 

Copies.
6. Click Issue Copies Button.
7. Load Safety Paper (REG-42A) into your Printer.
8. Click Printer Friendly Version.
9. If a Printer Error Occurs, select Reprint from the Certified Copy Request section.

On-Line Help and Support
On-line help and support is available for users of the EDRS system.  The on-line help is designed to walk you through a step-by-step process for the help you request.  Most times, you will find the on-line tutorials can answer many of your EDRS questions.
General Information:

1. Click Welcome on the Left Hand Menu Bar

2. Click Help located on the bottom right

3. Items with a “?” represent information on the topic listed.

4. Items with a Book present additional “?” pages related to the topic.

Tutorials:

The EDRS has several visual tutorials to provide a step-by-step visual and audio guide for EDRS help.  Ensure your speakers are on:

1. Double click the Tutorials Book
2. Click the Tutorial Topic you wish to view
3. On the right hand portion of the screen click the link for View Tutorial for the item you wish to view.

4. You can rewind, fast forward, etc by using the controls at the bottom of the window that is displaying the tutorial.

5. Click the X in the upper right hand corner of the tutorial window to close the tutorial.

6. You can view another tutorial by clicking it or click the X in the upper right hand corner of the help window to close help.

24 Hour EDRS Help Desk
Users of EDRS should direct all questions to the 24 hour-a-day help desk operated by the NJ Department of Health and Senior Services.

By phone:  866-668-3788 or
By email:  helpdesk@doh.state.nj.us
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