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The example and screen shot convention in this guide are representative of the commands
above the screen, providing a visual as to their location in the application, or specific to
the positioning of a field on the screen. The record data visible does not necessarily
represent the required entries and processing for that specific event.
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The Correspondence Accounting System (CAS)

Local Health Department Clerk — Overview of Functionality

The clerk will receive a service application from the customer. A record for the request
will be entered into CAS by the clerk. The payment will be collected, the record located
and printed onto security paper for the customer.

Local Health Departments (LHD) accepts only walk-in applications for certificates.
o All requests for other services are referred to the state DVR.
o Only those records stored electronically are available for producing
certified copies at the LHD. Requests for earlier events are forwarded to
the state DVR for processing.

Process Flow for: the “Applicants at Local Health Department” Request

> Applicant brings completed form, identification, and supporting documentation to
the Clerk.
Clerk verifies applicant is entitled to a certified copy of the certificate and
approves the request.
Clerk makes photocopy of supporting documentation and attaches to application
paperwork.
Clerk creates a record of the service application in CAS.
Clerk accepts payment, issues receipt, and records payment in CAS.
Clerk searches for event record via CAS and VRS.

YVVV VYV V¥V

If event year is 1939 or later it will be found in VRS:

» Clerk prints certified copy of birth and gives it to applicant

> Clerk updates status of services, requests, and application and closes transaction
If event year is earlier than 1939 it will not be found in VRS:

» LHD Clerk faxes application and identification to state DVR for fulfillment

> State clerk fulfills request and mails certificate to applicant
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Introduction to CAS (Correspondence Accounting
System)

Application for Service Screen

» The information on a person applying for a service is entered on this screen.

» All fees and charges (returns, refunds or waivers) that effect the balance are found
on this screen.

» Various status messages, user and date fields allow strict tracking and reporting
on transactions.

Summary Windows

» There are 2 summary windows on the bottom portion of the Application for
Services screen.
0 Requested Event Record summary
o Payment for Services summary

Requested Event Record Window

» The information relating to the Event Record requested (Birth, Death, etc.) is
captured on this screen.
o Data on the relationship of the applicant and the purpose for the request
o All additional services: certified copies, verifications, paternity letters, etc.
o0 Multiple services can be made on a request
0 Multiple request can be made on one application
» The fee type entry allows for different pricing to be entered on an “as needed”
basis (military waivers, senior discounts, etc)

Payment for Services Window

» Multiple payments types are accepted; even for a single service.
» Payments can be made over time, by credit card, cash, check, etc.
o Credit Card Payments — 2 types:
= Enter credit card information and initiate the credit authorization
dynamically
= |Import the Vital Chek orders with credit card information on them
» The date/time is of payment is entered and the user cash drawer designated
0 Reports can be ran for specific hours and/or for a department or a specific
user

Page 5 of 53



Division of Vital Records
Maryland Project
VRS and CAS at the Local Health Department

Search for Event

> By clicking this button, the information regarding the event record requested is
passed to the Vital Records software search screen.
o The information on the search screen can be modified by the user and the
search executed again.
» This feature allows notification of the record existing in the VR system saving
time for the searching staff.

Hotkeys and Shortcuts in CAS

ALT + A signifies pressing the ALT key AND the A key at the same time.

To choose the menus at the top of each screen, press the ALT and the underlined
character at the same time. Or you can press the ALT key and use the arrow keys to
move to the selection you want.
e Create a new Application, use the ALT + A key combination.
e Tab through the fields with the TAB key.
e Once in your cursor is in a tabbed section (on either the Application screen or the
Request screen), you may tab through the various tabbed sections by using the
CTRL + TAB key combination. To reverse the direction of navigation, use the
SHIFT + CTRL + TAB key combination.

The buttons also have underlined characters on them. To execute that button, press the
ALT + CHARACTER key combination.

For example:

ALT + P — Payment button
ALT + U - Update Application button
ALT + R - Create a new Request

The record grid at the bottom of the screen can contain multiple Requests. You can tab
into that section and then use the up and down arrow key to select the correct record you
wish to modify. Now press the tab key to take you to the UPDATE SELECTED
REQUEST button and press ENTER, or simply press ALT + Q once you have the
record selected. OR you can double click the record you want with the mouse.

Page 6 of 53



Division of Vital Records
Maryland Project
VRS and CAS at the Local Health Department

Entering a CAS Record

Click Fee/CAS — New Application
Bl Netsmart YRS

File Search |Fes/CAS ork Queue  Tools Batch  Blank Forms  Administrakion  Help

[ [ Search For Applicant

Search For Request

= Division of Vital Records
Enter the:

> First Name & Last Name
» Address & Contact information
» Num Requests & Appl Status

| Mew Application

Click Update Application (Saves the information entered)
Click Create New Request (Opens the Requested Event Window for entry)
Appli[:atinn for Services

File Search Print Document Tracking  [maoes  BACK (Alk-B)

Applicant 1D Date Received Date Entered  Date Updated
| |i]w3w2ma |
Applicant | M ailing Inh:ul Hefund!HeturnedI
First M amne Last Mame
v Copy ta Mail I I I ;I
Addr I .&ddr2|

Ciy | Stats | Zp | |
Phane I[ ] - Wu:urkl[ | - Email.f-I 1D Mbr I

Returned IW Mum Requests I—
Fefunded IW -
Bzl B e oLl s i Tl | TotaldmtWaived | 5000 Date Complsted [ |1
Tot Services Im Record Payment ”W |Jpdated By: I

Tatal Amaunt Charged | $0.00  Balance Due | $0.00 2
‘ Update Application
Ewvent |Status |First I arne |Last I arne |F|equest Tu:ulall
L Create Mew Bequest |
Update Selected Reguest |
Payment Date  [Payment .. % | Chétdo Mum | Payment .-’-'«mtIFleturnedl Return Reason |d
_I Update Payment |
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Enter the:

» Event Type

> Applicant Relationship, Purpose, Request Assigned Section

> First Name, Middle Name, and Last Name (for the event requested)

> Begin Event Date for Search and End Date (REQUIRED ENTRIES)
Note: Must have a Service on the application to be able to search the system.

> Click Update Request

» Click New Service

0 Select a Service Type, Sub Type, Copies (tab off field)
» Click Update Service
» Click the X to close the screen and return to the application screen

Requested Event Record

MNexk Request

Docurnent Tracking  Payment

Prexv Reguest BACK [Al-E) 4

File Search Prink

MNew Bequest | I 1 of I Request D I 12503 Applicant 10 I 10159 zeived DatEI'II:I,-’S D 4

Event Type Applicant Relationzhip Purpoze Request Aszigned To
Eomcl = =l =
Requested Rec Info 1 | Maiing Info 2 | Mates 7 |
First Name |Carla Middle | Last  [Edwards
Sex IF_ Begin Event Date for Search ID?.-’21 £2008  End Date I‘I 04302008 State File 1:t|
City M unicipality I Caunty I ;I
—Services Wanted with Event Record
Service Type IFee Type IEepies IEest |Disceunt|5tatus I s
ervice
b Birth - Nomal 1 41200  $0.00 Pending : | e
= 2 (B ed/ A aived
3 [

fSewiee Tupe Sub Type Copies Service Cost Disc/wWaived

New gewicehgi,th Copy = [Momal = 7 sz $0.00

Semice Status Semvice Date Izer 21 Child &busz 1
| Pending x| Jrossozoe fauTo $12.00 $1.00
Request status | Pending x| Date [10/30/2008 By |[4lesia Preece Update Request |
pdated By I,ﬁ.lesia Preece,CC Search far Event |

Created By Imegia
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Recording the Payment in CAS

Note: Collect payment for the service before searching and printing the record. The field
in RED is the payment amount to be collected from the applicant.

Click - Record Payment

Application for Services

File Search Print Document Tracking  Imaoces  BACK (AlE-E)

Applicant 1D [Date Received [Date Entered  Date Updated
| 10159 |1n;3wzuna 1043042008 |1w3wznna

Applicant | M ailing Inh:ul Hefundf’HetumedI

Firzt Mame |azt Mame

v Copy to bail |T.:..:|.j IHDSS | LI

Addr1 |58 Main Addi2 )

City  |Baktimore Slate IMD Zin |2a122 |
Phone |(8951888-8888  Work |[789)783-7987  Email 4 10 Nbr [

Returned I F0.000 Mum Bequests I 1

Refunded I $0.00 I - I
Credit Card Fee (Mot included in Total) Total Amt ' aived I F0.00 Date Completed I

Tat Services #1200 Record Payment I F0.00 Updated By: I
Tatal Amount Charged I #1200 Balance Dus -
|update Applicatiunél
Event IStatus IFirsl I ame ILasl Fame IFlequesl Tu:ntaII

Biirth Pendi Cail Edward 12.00
l g eI = ek 9 Create Mew Fequest |

Update Selected Reguest |

Fayment Date | Papment .. IEh.-’MD Mum | Fayment ﬁ.mtlHetumedIHetum Reason I

Update Payment |
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Select - Payment Type; Enter - Payment Amount

Payment for Services Screen !E

File Search Print B&CK (Al-B)

Current Payments for:
v Payment Date Type of Papment FPayrnent Amount ﬂ

Appicant D | 1027 08/01/2008

Firzt Mame Last Mame
IMar_l,l ID'CDnnell

»

4
L

Payment Diate FPayrment Type Faurment ArmoLnk Returned Feazon Aeturned
Wl [0s/01/2008 =l | | | =]
. g0 .
D ate/Time Entered Cash —
I I Check —
Credit Card
Intermet %
—Check Infarmation—————| U5 Cert Maotes
Wital Chek =
Check Number I [rate pdated Last Updated By
rCredit Card Information First Middle Last
Marme on Card I I I

Bark Hesponse Message Auth Code I Process Credit Card
Charge Status I Arnount Charged to Credit Card I

Click - Update Payment button

Payment for Services Screen !E

File Search Print BACK (Al-B)

C t P ts for:
; urrent Fayments for Payrent D ate Type of Payment Faprnent Amount | -
Applicant |0 | may i 0/ /2008 $11.00

First Mame Last Mame
IMar_l,l ID'EDnneII

Reazon Returned

Payment Date  Payment Type Payment Amount Returned
New Payment | [08/01/2008 " [Check = [ s |

D ate/Time Entered Uzer Cazh Drawer

Update Payment

! ! ; N
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The system will fill in the Date/Time Entered and the User Cash Drawer id.

Paymem for Services Screen !E

File Search Print BA&CK (Al-E}

C t P ts for:
) Hien” Tayments or Pavment [1ate Tupe of Payment Faprment Armount ;I
Applieant 1D | e 08/01/2008 $11.00
Firgt Mame Last Mame _I
b ary |I:I'I:Dnne||
Pavment D ate Fapment Tupe Fayment Armoumnt Returned Feazon Returned
Mew et | [g/01 /2008 k. x| ] #noo | | =]

Date/Time Entered Uzer Cazh Drawer

0340142008 10:00:33 &M Ifd

—Check Informatior Maotes

Eheck Number IEEE??‘I D ate Updated Last Updated By

~ |nam1 42008 10:00:33 |DvH Frant Desk Clerk
&

Firzt iddle Last
Mame on Card I I I

Bank Response Meszage I Auth Code I Process Credit Card
Charge Status I Amount Charged to Credit Card I

—Credit Card |nformation

Data Entry Tips for the Recording of Payments

» Payments can be made by: cash and check.

» Multiple payments may be entered.

» The Check Number field is not mandatory but is available for use.

» The Date Updated and the Last Updated By entries are system filled.
» Click the Update Payment button to save the information.

Click X to close screen

Pamnent for Services Screen
Fil= Zearch Print BACK (Al-B)

Current Payments for:

Lpplicant D I 1Mz

Firzt Mame Lazt Mame
I"-.-\-"inston IEdwards

| |081122008

Pavment D ate Pavrnent Type Pavrnent Srnount Returned Reazon Returned
New Eapment | [07/31/2008 [Cash = [ som | | =]

Date/Time Entered Uszer Cazh Drawer
[07/31./2008 34535 PM [supvr
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Printing the Receipt

Click — Print — Print Applicant Receipt

il A pplication for Services

File=  Search | Print Document Tracking  Irmades  BACK (AIE-E)
Applicant [0 Prink: Applicant Receipt Date Entered  Date Updated
| 10155 |10/30/2008 1043042008 | [10/30/2008
Applicant | M ailing Info I Refund/Returned I //
. Firgt Marne Lasgt Mame
v Copy to bai ITDdd |Hoss | |

Addr |38 Main Addr2 |

|281 22 |

D Mbr

IBaItimDre

State IMD Zip

Phone |[388)385-8588  work |(FE9I789-7987  Email

City

—

Credit Card Fee [Mat included in Total) I

Returned I $0.00 Mum Requests I 1
Fefunded I $0.00 I vI

Total Amt W aived I $0.00

D ate Completed I

Tot Services

I 1200 Record Payment ” $0.00

|dpdated By: I

Total Amount Charged I 1200 Balance Due -
|Mpdate Applicalionél
Ewvent Status |First M arne |La$t M armne |F|equest Tu:utall
L Birth Pending Carla Edwards

12.00
5 Create Mew Bequest |

Update Selected Reguest |

Payment Date  |FPapment ... & Il:hf'lMl:l MHum IF'a_l.Jment AmtlHeturneleetum Reazon I

Update Payment |

Click — Printer icon to send the receipt to the printer

m Print Preview !EI
Ei) = [T 62 1 Close
Fent County Health Department
RECEIFT
Applicart SUNls Gas ToEl Application Fee: $15.00
g:gn:ﬁ;ﬂa: ':,,- ToEl nEked: $0.00
Wtio: .
Application StEmE: ToEl Retpded: $0.00
Compkied By Manla Praace,C Total Retarved: $0.00
L ne COnys ToEl Rem ted: $15.00
Evant Sarvlas Typs Arrt Ham s Lart Mam=a Coplan Faw Each
Birth Birth Copey Brad Kk 1 Fsm
=]
Fage 1 of 1 S
LI I T [ F— ] o D T
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Searching for the Event Record

Filz  Search | Prink Document Tracking  Lmages  BA&CK (4lE-B)

Applicant [T
I 10159 (10/3042008

Applicant I kM ailing |nfo I Refund/Returned I

Date Entered Date Lpdated
1043002008 | [10/30/2008

_ First M arne Last Marme
¥ Copy ta b ail ITodd IFIosS I LI

Addr |58 Main addez |

Citys [Battimors State IMD Zip |2EI‘I22 |
Phone [[S22)228-B288  ‘wWork [(729)725-7987  Email 4 1D Mbr |

Returned IW Mum Fequests |—1
Refunded IW Iﬁ
Credit Card Fee [Mot included in Tatal] | Tatal Amt wwhaived | $0.00)  Date Completed |—
Tat Services Iw Recard Payment IIW Updated By I
[ #1200

Toatal Amount Charged I #1200  Balance Due

E\deate Applic

Ewent IStatus IFirst I arne |Last W] IFquuest Totall

Birth Fendi Carl Edward 12.00
L 4 Siielint) Sl HAATCS € Create Mew Bequest |

Update Selected Reguest |

Fayment D ate Fapment ... = Il:h.-"h-'lo M urn IF'a_l.Jment Ak I FIetumedI FReturn Feason

Update Payment |

Click - Search for Event
Requested Event Record !EI

File Search Print Mext Reguest Prev Reguest  Document Tracking Pavment  BACEK (Al-B)

Mew Bequest | I of I 1 Reqguest|D I 12502 Applicant 1D I 10159 zeived Date|1 0/230/2008

Ewent Type Applicant Relationzhip Purpoze Request Szzigned To
[eih = | =l = =

Requested Rec Info 1 | Mailing Info 2 | Motes 7 |

First Mame ICarIa Middle I Last IEdwards
Sex [F | Begin EvertDate for Search [07/21/2008  End Date [10/30/2008 State File #]
Ciby /M unicipality I County I =]
i Services Wanted with Event Record
Total Cost
Service Type IFee Type ICDpies ICDst IDiscountIStatus I
T|Birth Copy Mormal 1 $1200  $0.00 Pending | sz
— Dizcounted W aived
I +0.00
Service Type Sub Type Copiez Service Cogt Dizewaived
Mew Service | | Birth Copy | | Homal =N 1§ s1200]  s0.00f Update Servies |
Service Status Service Date Uzer 221 Child Abus
| Pending | |10s30-2008 j=uTO $12.00 #1.00

Request status | Pending | Dae [10430/2008 By [4lesis PreeceC Update Request

Updated By Ip'l'-.lesia Preece CC Search for Event

Created By I,.-}._|esia
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Printing the Certified Document from CAS

Highlight the record, Click — Displa
Bl Metsmart YRS - Search - BIRTH

File Search Requests ‘Work Quene  Tools
BRI

SEARCH CRITERIA
State File Mum “rear af Birth | Child DoB | Child's Last name | Child's first name | bother's curent last name | Mother's maiden laz

Batch  Administration  Help

RESULTS [chok columm bitle to =ort)

Reset/Clzar

Search | Dizplay ‘

Records Found 1

Click — Requests; Click the appropriate print item.
Bl Netsmart YRS - Search - BIRTH

=] B3
wiork Queus  Tools  Batch  Administration  Help

File Seal
W
Print: B! Office Copy (Book) RESULTS [click colum tite to sart)

Print: B: Affidavit of Parentage

Print: C: B Book Copy t name | Child's firzt name |kather's curent lazt name |bMother's maiden laz

State File Mur

Print; C: B Certificate

Click Print icon in upper left corner
mprint Preview

| &B L_j L___] 62%: 1 Close

CERTIFICATE OF LIVE BIRTH
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The system will confirm the number of the security paper for the certificate.

Click Ok/Enter
General Information Form

The beginning document number should be: 1121

Setting the Status of a Service & Reguest

Click the Service Status drop down arrow; Click — Complete; Click — Update Service

Click the Request Status drop down arrow; Click — Complete; Click - Update Request
X out of screen

'l A pplication for Services

_ O
File Search Print Document Tracking Images BACK (AlE-E)

Bl Requested Event Record !E

Eile Search Printk MNext Request Prev Reguest Document Tracking Payment  BACK (Alt-B)

FMew Eequeatl I 1 of I 1 RequestID I 12503 Applicant |0 I 10759 zeived Date | 10./3 &

Event Type Applicant R elationzhip Purpoze Request Azzigned To
Era— = = =]

Riequested Rec Info 1 | Mailing Info 2| Motes 7 |

First Mame |Carla Middle | Last  |Edwards

Sen IF_ Beqin Ewent Date for Search IEIF".-"E‘I £2008  End Date |1 043042008 State File ttl

City/Municipality I

CooLrity I LI
—Services Wanted with Event Record
Service Tyupe IFee Tupe IEDpies IEDst IDiscountIStatus I L=
»|Birth Copy Normal 1 $1200  $0.00 Pending : [ =0
= Dizcounted s
0
Service Tupe Sub Tupe Copies Service Cost Disc/waived
Mew Service | IBirth Cop ;I INDlmaI ;I I 1 I $12.00 +0.00 Update Service
Service Statug ervice Date ger 221 Child Abusz
IF'enu:Iing 1043042008 TO $12.00 $1.00
Fequest statuz | Complated Date (10/30/2008 By I.-'l‘n.lesia Presce.C Update Request |
Cancelled

Updated By |.-'-‘a.|eaia Preece,CC
Created By I,-'l'.,lesia

Search for Event I

Page 15 of 53



Division of Vital Records
Maryland Project
VRS and CAS at the Local Health Department

Handling Multiple Requests on a Service Application Record

Cllck Next Re uest_or Prev Request

File Search Print Document Trg \CACE [Alk-B)
Bl Pequested Event B

File Search Print Mext Requ Prew Request  Document Tracking  Payment  BACK (Al-E)

ew Bequest | uf ezt [0 I 0 &pplicant 1D I 10159 zeived Date I‘l 04302008

Event Type Applicant Relationshi Purpoze Fequest Azzigned Ta
| Birth =l | | B =

Requested Fiec Info 1 | Mailing Info 2 | Notes 7|

First Name |Cara Middle | Last  |Coopel |

Completing the Application for Service

When ALL requests on the application are COMPLETED the system will set the
Application Status to COMPLETE; Click - Update Application; Click — X

ad Application for Services o ] 3|

File Search Print Document Tracking Images BACK (Al-B)

Applicant (D [Date Received [Date Entered D dated
| a0e |DB.-’28.-’2EIEIE! 08/28/2009 |08/25/2009
Applicant I b ailirng InfDI Refund/Aeturmed |
_ First Wame Lazt Name
[ Copy to Mail I.-“.‘-.Iegia IF'reece I j

Addr] IBEI President Avenue Addr I

Ciy  |Balimare State IMD Zip |21221 |
Phone I[ | - Wu:urkl[ ] - Email4 1D Mbr I

Returned Im Mum Requests I_'I
Refunded Im Im
B! EadlFe el In Tehel) | Totaldmtwaived | 9000 Date Completed [08/28/2008 |
Tat Services Iw Record Payment ”w Lipdated By:

Alesia Presce.

T atal Amount Charged I F20.00 Balance Due I $0.00
Update Application
Ewvent Status IFilst M armne ILast M ame: IFlequest TDtaII
L Birth Completed  Jonny Jenzen $20.00

Create New Bequest |

Update Selected Reguest |

Papment Date |Payment Type | Ch'bdo Hum |F'ayment .ﬁ.mtlHetumed |F|etum Feazon

08/28/2003  Cash $20.00 Update Payment |

[
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Processing a Refund in CAS

When a refund of a payment is required use the steps below to make the update in the
CAS record. The CAS record is located and open for processing.

Click — Refund/Returned; Enter the Refund Information Fields: Refund Date,
Refund Reason, Refund Amount (negative entry) and Comments; Click - Update
Application

Bl Application for Services

File Search Print Cocument Tracking  Images  BACK (Al-B)

Applicant [0 D ate Received [Date Entered  Date Updated
| 10153 |w3wznaa |1w3w2ma |1nx3wzuna

\

Applicant | Mailing Info  Frefund/Retumed

—HRefund Infarmation —Return Information (Updated from Payment Screen)———
Refund Date I Return Date I
Refund Reazon I j Return Reasan I LI
Refund &rnoumt I $0.00 Returs Aot I $0.00
Cormrmerts Commetits I

Feturned Iw Mum Requestz |—1
Refunded IW Im
Credit Card Fee (Notinchidedin Total) | TolaldmiWwaived [ 9000 DateCompleted [
Tat Services IW Record Payment ”W |pdated By: |
- w200

T atal Amaount Charged I #1200 Balance Due

Eﬂpdate Application:

Ewvent Status IFirst Marne ILast Marne IHequest TDtaII
L Birth Pending Carla Edwards $12.00 |

Create Mew Bequest

Update Selected Reguest |

Favment Date  |Payment ... © | Chto Mum F'a_l,lment.-’-'«mtlHeturneleeturn Reazon I

|Update Payment |
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Click - Record Payment

e 1 ittt 1 i
Credit Card Fes [Mat included in Tatal) I Tatal Amt '/ aive .00 [rate Campleted I
Tot Services I $1200  Record Payment 1700 Updated By: I

Tatal Amaunt Charged | #17.00 Balance Duge %| $0.00

i1~ . [T = [T [ v ol

‘ﬂpdale Applicalinnél

Enter a ‘negative’ New Payment to post the refund.

Click — New Payment; Select Payment Type; Key the negative Payment Amount;
Enter a Y in the Returned box; Select a Reason Returned; Click — Update Payment;
Click X to close out of screen

Bl Payment for Services Screen !E

File Search Print BACK {al-B)

Current Payments for:

: Payrment D ate Type of Payment Fayprnent Amount |~
Applicant 1D I 1 040942002 Cazh [$12.00)

Firzt Marme Last Mame l 07222008 Cazh $0.00
L JLuke | |oFr2zs2008 Check $12.00
\ l 07 /22,2008 US Cert $0.00 _I

Fayment Date Fayment Type Fayment dmount Returned Reazon Returned

4IN ewEayment | [10/09/2008 [Cash = [ wzo [+ o |

Dates/Time Entered Uzer Cazh Drawer Update Payre

|
| | | I

Click — Update Application; Click X to close the record

Bl Application for Services

File Search Print Document Tracking Imaoges  BACK (Alk-B)

Applicant 1D [ ate Received Cate Entered Da
| 10159 |1 0/30/2003 |1 0/30/2008  [10/30/2002
Applicant | Mailing Info | Fefund/Returned |
; First Mame Lazt Hame
[+ Copy to bail |Todd |F|oss | LI
Addr! |38 Main Adarz |
City IBaItimore State IMD Zip |2EI‘I 22 |
Phone |[851888-8888  \work [[7E91789-7987 | Email 4 D Mbr |

Returned Iw Mum R equests |—1
Refunded Iw Im
Credit Card Fee [Notincluded in Tatal] | Totalamtwaived | $000  DateCompleted |
Tot Services IW Fecord Payment ”W pdated Bw:
Total Amount Charged I 1200 Balance Due _

| P Teoo | F TP | P | =SS |
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Searching for a CAS Record

There are two choices for locating existing CAS records: Search for Applicant or Search
for Request.

Click - Fee/CAS \

File Search |FeefCAS | Work Queue Tools Baktch  Blank Forms  Administration  Help

[ [ Search for Applicant
Seatch for Request

Mew Application

vz Division of Vital Records

Search for CAS Record with Applicant Information

The record can be located by using any of the fields known for the applicant by entering
the information. If the specific field entries are not known, the record can be searched for
by the Date Received search fields.

After entering the search criteria known — Click - Search for Application

Sear[:h for Applicant Record !EI X

File Search Back (al-B)

Find the Applicant recaord by filling in only the information needed. vou can uge the wildcard % to leave out parts of the field
except for the Dates. For example uze BECX to find all the names starting with BEC. The zearch iz not caze senzitive,
Double Chek on a record in the gnd to dizplay it Or zelect it and then click the Digplay Selected Applicant Record BUTTOM.

Applicant (D Pricrity Beginning Date Received Ending Date Received

Clear Screen | Il LI A S

Lpplicant First Mame Applicant Lazt Mame Buzinesz Mame x
| | | =l

Application Status Location
| Search for Application I
| =] =
Date I.-'-‘-.pplic:ant Firzt Mame I.t'l'-.pplic:ant Last Hame IBusiness Hame Type I.-’-'-.pplication Status |L4
KN 2]
Dizplay Selected Applicant Record %
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The system will display a search results screen.
Click on the record to select it; Click Display Selected Applicant Record

Search for Applicant Record !E

File Search Back {Alk-E)

Find the Applicant record by filling in only the infarmation needed. v'ou can use the wildcard % to leave out partz af the field
ewxcept for the Datez. For emample use BECX to find all the names starting with EEC. The zearch iz not caze zensitive.
Double Click on a record in the grid to display it. Or zelect it and then click the Dizplay Selected Applicant Record BUTTOM.

Applicant 1D Fricrity Eeginning Date Received Ending Date Received
Uz Sl | | =] [o7so1rz2008 08/14/2008
Lpplicant Firgt Mame Lpplicant Lagt Mame Businesz Mame
Application Status Location
I LI I LI I Search for Application |
D ate |.t'l'-.pp|icant Firzt M ame I.-'l‘n.pplic:ant Last Mame IBusiness MHame IT_l,lpe I.-'l'«pplicatic-n Statuslil
|| 07/01/2008 Win Fennedy Express Cone
3 o7/m /2008 Jobeny | I Done
|07/ /2008 Giriggs Counter Cone
|07/ /2008 Mitchell Internet Done _I
| |07/05/2005 Michele Elizs Internet
|| 07/08/2008 Apers
|| 07/08/2008 Welk wiek, Express Cone
|| 07/09/2008 MARY 0 FPEDERSEM whaiting/MextDay Done -
Ll I I »
Dizplay Selected Applicant Recaord I

The system will display the record for processing.

File Search Print Document Tracking  Images  BACK (AlL-B)
[ ate Entered Date Updated

Applicant [T [rate Received

e

Applicant | I ailing Infu:nl Flefunu:la"Fletumeu:II

Firzt Mame Lazt Mame

v Copy ta Mail I I I LI

Addr] I Addr2 I

Cip | State | Zp | |
Phore |[ 1 - whork | 1 - Email 4 1D N |

Retumed I #0000 Mum Reguestz I
Refunded I $0.00 I vI

Cradit Card Fes [Not included in Total) | Total Amt'waived | $000  Date Completed |
TotSewices | 4000  Record Pament || 8000 Updeted By: |

Tatal Amount Charged I $0.00° Balance Due | $0.00

| Update &pplication I

| [Fwent I5tats | First Name 11 ast Name IR rmRst Tatall
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Search for CAS Record with Request Information

The CAS record can be located by entering known information on the requested event.

Click — Fee/CAS - Search for Request

File Sear Fee/Cas | Work Queue  Tools Batch  Blank Forms  Administration  Help

3 Search For Applicant
Seatch for Requesk

Mew Application I’%

Division of Vital Records

Enter the search criteria; Click — Search for Request

Search for Request Record !E

File Search Back (Alk-B)

Find the Request record by filling in anly the infarmation needed. 'ou can use the wildzard % to leave out parts af the field
ewcept for the Dates, For esample uze BECX to find all the names starting with BEC. The zearch iz nob caze senzitive,

Applicant D Request ID Beginning Spply D ate Ending Apply D ate
LClear Screen | I Il IT IT

Requested Firzt Mame Requested Last Mame Request Azsigned To File Mumber Azzigned
| | | =l
Spouze First Hame Spouze Lazt Mame Location
I I I Search for Request
Caompleted By Lazt todified By R equest Status Yital Chek Order Mumber
Requested First Namel Requested Last Namel.&pplicatiun Date |Event |S|:u:uuse First Mame |S|:uuuse Last Namel.&pl
[« | [

Dizplay Selected Applicant/Fequest Record
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The system will display a search results screen.

Click the record to select; Click — Display Selected Applicant/Request Record

Search for Request Record
File Search Back {al-B)

I=]ES

Request 1D

Applicant 1D
Clear Screen | I I

Requested First Mame Requested Last Hame

Beainning Apply D ate
I_f’_a’_

Request Azsigned Tao

Find the Request recard by filling in only the information needed. ou can use the wildoard % to leave out parts of the field
except for the Dates. For example uze BECE to find all the names starting with BEC. The search iz not case sensitive.

Ending Apply D ate
I_a’_e’_

File Humber Aesigned

I Iiones I

Spouse First Mame Spouse Last Mame Lacation

= |

Completed By Lazt Modified By

Reguest Status

Search far Request |

Wital Chek Order Number

] |

| 4 Morgan Birth
Cara Jones 08/11./2008 Birth
korgan Jones 0a/14,2008 Birth
kargan Janes 0a/14,2008 Birth
KN

Spousze Firgt Hame | Spouze Last Mame| =

SiE

| Dizplay Selected Applicant/Request HecordJ

The system will display the record for processing.

Bl /' pplication for Services !EI
File Search FPrint Document Tracking [maoes  BACK (Alk-B)

Applicant 1D

Date Received

Applicant | b ailitng [ rfio I Fefund/Fetuned I

Date Entered  Date Updated

Firzt Mame Lazt Mame
[v Copy ta kail I I I ;I
Addrl I f-‘-.d-:lr2|
City | State | zip | |
Fhone I[ 1 - ok, I[ 1 - Email.fi D Mbr I
Returned I $0.00 Mum Reguests I
Refunded I 0.00 I vl

Credit Card Fee [Mot included in Total) I Tatal Amt W aived I $0.00
I .00 Record Payment || $0.00

Total Amount Charged I F0.00 Balance Due I $0.00

Taot Services

Date Completed I

Updated By: I

| [ | 5tahus [First Mame 11 ast Mame
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Search for a Birth
To search for an existing or already started birth record:

Click - Search — Birth

)
File Fee/CAS ‘Wark Tools Batch  Blank Forms — Administration  Help
| sinh “
Ducumd«& Tracking

Division of Vital Records

Note: A new search screen will appear.

Enter known information to search for a record.

Click: Search button to execute.

Bl Metsmart YRS - Search - BIRTH

File Search Requests ‘Work Queue Tools Babch  Administration  Help
D& |E| &

SEARCH CRITERIA | RESULTS [click calumn title to zort)

"State File Mumber——— ‘

Ewent year  Date aof Birtth Child Lazt Mame [Soundes) Child'z firgt nanm
IM o b IN Sond ! othore Frat ! . The more information
IU er b aiden Mame [Soundex) Iu:n er's Firzt Mame entered intothisscreen,the
- more accurate the search
Bith Facilty results. This is called data
! =] filtering.
Record Status Child's Last name
Search [Dizplay Fezet/Clear
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Note: A search results screen will appear based on the information entered.

Click on the record to select (highlight)
Click the Display button or press Enter to view the record.

-“w_ Metsmart YRS - Search - BIRTH E

File Search Requeskts ‘ork Queue Tools  Batch  Adminiskration  Help

RG]
SEARCH CRITER A RESULTS [click colurmn title ta sart)
State File Mum  |Ewvent Year|Record Status |Date of Big BN =t Marne: [Soundex] | Child's first name |kother Last Man ~

2008000045 2008 OE/26/2008  |B420 Johiy B420 B420

2008000045 2008 OE/23/2008  |H1EO Herbert H1E0 H1E0

2002000044 2008 OE/22/2008 GBSO George GBS0 B400

2002000043 2008 OEAME/2008  |GE3S bwity GE35 5630

2008000042 2008 05172008 | GE35 Sally GE3R AR3N

2002000041 2008 OEAME/2008 GB35 Jimn GB35 5530

2002000040 2008 OE/05/20028  |F534 Babwy k500

20080000339 2008 05/28/2008 |51582 Billy 5152 5h30

2008000038 2008 OB/05/2008 |F534 Babw k500 J40a

2008000037 2008 OE/04/2008  |S4E0 Swee S4E0 F110

2008000036 2008 05/28/2008 5530 bwity 5h30 BRSO -

| _*lJ
Search Dizplay I Reset/Clear |

Records Found 74

\
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Document Tracking

The Document Tracking System is used to track any document printed or issued from
the system. It is used to see who printed a document, when it was printed, and other
associated information pertaining to the printing of the document. Most importantly, it is
used to track numbered security paper used in the printing of the certified copies.

The Document Tracking System has an Event table, a Search Screen, a GUI Role, and
security associated with it. Each time a document is printed, an entry is made in the
DOCTRACKING table.

Additionally associated with the document tracking process is the DOCSEQUENCE
table. This table houses information regarding the different places that security paper has
been sent to, where the documents can print from, and what numbers are available.

The DOCSEQUENCE table is maintained via the Table Maintenance utility as a
planned schedule of the use of security paper on various printers — as opposed to the
DOCTRACKING table which contains a history of what actually happened. The
DOCTRACKING Event is driven by the entries in the DOCSEQUENCE table and by
the actual printing of the documents.

Receiving Security Paper from DVR

When a shipment of security paper is received by the local health department from the
state office, a record (new row) must be created in the DOCSEQUENCE table to track
the usage. The main menu has an option for Administration and Table Maintenance
available. Within the Table Maintenance area is where the DOCSEQUENCE table is
selected and updated.

Click — Administration — Table Maintenance

uNetsmart YRS !El E
File Search Fee/CAS ‘Work Queue Tools Batch  Blank Forms | Administration | Help
[+ v ‘ o] | & | ‘ Table Maintenance... ‘

Relate Event l&%d Lookup Tahles
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To create a new row in the table, the “Do not create a new record” check box must be
unchecked. The box can only be “unchecked” while on the Record List tab.

After the box is unchecked, the appropriate record should be highlighted (this will be the

template for creating the new row in the table); Click - Update Data tab.
Table Maintenance M=] E3

File Search Feef/CAS ‘Waork Queue Tools Batch  Administration  Help

Irl."v||@| /

A DO CSEQLENCE Show ALL recards [include ISACTIVE =F] [~ Do not create new record Ii\

4
Choose a field(z] to - .
FILTER the tahle on: | - : j || Filter the Tab'ﬂl
I j I j I Clear Filker I
RECORD LIST [Click on column title to sort by that column] | UPDATE DATA |
DOCSEQUENCEID |LOCATION |PRINTER_COMMON_MAME | FORM_TYPE |DﬁTE_INVENTDHIED|NE><Tﬂ
L 15 CEMTRAL COFIER SECURITY PAPER 0a/03/2002
|| 16 CEMTRAL PRIMTER1 SECURITY PAFPER 09/20/2008
Enter the security paper shipment information; Click - Insert as New button
&l Table Maintenance M=l E3
File Search Fee/CAS ‘Work Queue Tools Bakch  Administration  Help
* [ | | @ |
TablEZIDDESEQUENEE j Show ALL records [include ISACTIVE =F1 [ Do not create new record [
Chooze a field(z] to - .
FILTER the table on: | = : j || Filter the Tab'ﬁ|
I j I - I Clear Filker |
RECORD LIST [Click an calumn title to sort by that colurn] ; UPDATE DATA
LOCATIOMN |Kenﬂ PRIMTER_COMMOMN_MAME |PHINTEH1 =

FORM_T%FE ISEELIFIITY PAPER

DATE_INVENTORIED IDEIH2D;"2EIEIB MNEXT_DOC_MNUM I 10000

FORMS_aWaILABLE IN_ FORMS_0IDED IN_ MODIFY_DATE |05x1axznua

MODIFY_USERID I 10081

YOIDED _PAFER_WOTES I

LEIW_DEIC_NUM’ 35939 HIGH_DOC_MUM I 10000 j

Feload | Delete ‘

Inzert az M Archive+tew Cancel Deactivate

a1}

A

Previous | [k

s

=

nserts the data above as a new record, without deactivating the previous wersion
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Any Document Tracking Event record can be modified by an authorized user to indicate
specific documents that were voided, and the reason, or that were used in a photocopier.

Document tracking on ALL request/applications — Click - Document Tracking from
menu BEFORE locating or creating a specific request.

Applil::ation for Services

Eil= Search

Print

Docurnent Trackil

Applicant 1D Date Received
| [dosz0.2008

Applicant I k ailing Info I F efund /R eturned I

First M are

Imnmages

EB&CK (alE-B)

Lasgt Mare

Date Entered  Date Lpdated

I~ Copy to Mail | | | =
Addr I Addr2 I
Clity I State I Zip I I
Phone [[ ] - T [ Ernail 4 1D Mbr |
R eturned I F0.00 Fum Feguests I
Fefunded I F0.00 I -I

Credit Card Fee [Mot included in Tatal] I

T otal Amt W aived I $0.00

T ok Services | $0.00] | Aecord Bayment || $0.00
T otal Amount Charged I F0.00 Balance Dus I F0.00

O ate Completed I

Updated By: I

| Update Application I

| E wenk I Stakus | Firzt M ame I Last Mames | Feguest Totall
H I

Create Mew RBequest

Update Selected Reguest I

Fapment Diate IF'a_l,Jment B ICh.-’MD Pum IF'a_l,.lmenl At I Fieturnedl Feturn Reason I;I
4| _I Update Payment I
=]

Highlight the print event to view; Click — Display (to view details of the document)

Eile Search Printk Document Tracking Images EBACK (Alk-BE)
B8l Hetsmart YRS - Search - DOCTRACKING [_ O] x|

File Search Requests Tools EBatch Administration Help

@ v |E|S

SEARCH CRITER A RESULTS [click columr title ta =art)
State File Hum Document Wame Printed |Date Printed | Type Paper | Begin Document Mum [press F1)] |End Diocument By =
(] L
2DDBDDDD2D B Hospital Copy of Certific 06/09./2002 o] u]
20028000020 B Hospital Copy page 2 | 06/09/2008 u] u]
2002000020 B Matkher ‘Worksheet Spal 060920082 u] u]
2002000020 B Multiple Birth "W orkshes 0640920082 o] u]
2008000002 Test [tem to Print 0E/09/2008 u] u]
2002000009 C: B &postille 01042002 u] u]
2002000003 C: B &postille 0EA10/2008 o] u]
‘i B Facility “worksheet | 06/20/2008 a a
W B Facility Worksheet | 08/20/2008 u} o
W B Maother “Worksheet | 06/20/20082 o] u]
W B Multiple Birth works 06/20/2008 u] u] -
N _>|_I
Search ot Allowed Dizplay Rezet/Clear I

Records Found 100
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Document Tracking on a Specific CAS Application for Service Record

While the CAS record is open: Click — Document Tracking

File Search Print rogent Tracking Imaoes BACK (AlE-E)
Applicant [D [rate Received [ate Entered D ate pdated
| 10155 |io/30/2008 103002008 [10/30/2008

Applicant IMaiIing Infol Hefundf’Heturnedl

. Firzt Mame Lazt Mame
[V Copytobal |Teq [Smith | =

Addrl I?B? Southzide Weszt Addr2 I

Ciy  [Baltimore State MD | Zip  [8122 |
Phane |(8771878-7878  work |[7891887-8978  Email 4 1D Mbr |—

Click on the record to select it; Click — Display (to view details of the print job)

File Search Printk  Document Tracking  Images  BACK {Al-EB)

[l Netsmart VRS - Search - DOCTRACKING

File Search Requests Tools Batch  Administration  Help

&0 [5]e)
SEARCH CRITERIA RESULTS [chck column title to zort)
2005000084 C: B Certificate 08/ /2008 1] 0
<] | 2l
Search Wob Allowed Dizplay ‘ Fezet/Clear |

Records Found 2
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Correcting a Security Paper Entry

If a birth record is printed on a sheet of security paper and the number does not match the
number in the system, it can be corrected using the Document Tracking utility. To
correct the number in the system, locate the CAS record, open the Document Tracking
utility and enter the number in the correct fields.

After locating the correct CAS application record; Click — Document Tracking.

Applicatinn for Services _ O

File Search Print Document Tracking  Images  BACK (Al-B) Motes

Applicant [0 Date Receive plication Method  Aszsigned Staff Agzigned Sectn Date Entered  Date Updated
| 3 |ossm/2009 =l =l x| |osémszn09 fos/012009

Applicant | M ailing Infol Envelope F'acking§| Internal Nutesﬂl Flefundf'Hetumede

Firzt M ame Lazt Mame Buginess Name |

Select the record that needs correcting; Click — Display (or double click on the record)

npplicatinn for Services M|=] 1

File Search Print Document Tracking Images BACK (AlE-B)  Motes

IS[=] B3

BliNetsmart ¥RS - Search - DOCTRACKING

File Search Reguests Tools Batch  Administration Help

CENEIE)
SEARCH CRITERIA RESULTS [click column title to zort)

State File Hum State File Humber | Document Mame Printed | Date Printed | Type Paper  |Begin Document Hum [press F1] |Ei
: " e e v
20030000004 C: B Certificate 0540142009 0 i
20030000004 C: B Certificate 0540142009 0

[ | i

Search Dizplay [ ‘ Rezet/Clear |

Records Found 3
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Key the correct number of the security paper in the Begin Number and End Number
fields. The number will be the same for a single sheet of paper.

Note: The clerk will need to research the reason for the mis-match in the system, using
the DOCSEQUENCE table entries.

Enter number in each field.

i Application for Services _ O] =

File Search  Print  Document Trackino  Imaoes  BACK (AlE-EY  Mobes

Bl DOCTRACKING - 2009 - Netsmart YRS =] E3
File Search Reguests Acktions Linking Toaols  Administration  Help

[ Epe ||E Rt ﬂH(NuAIEIls} v||@|

Tracking Information | Systern |r‘|f|:||

—General
Documnent Mame D ate Printed Time: Location Frinted l l
[

|C: B CERTIFICATE |o5/01/2003 [21134  |CENTRAL

Frinter M ame Frinted By Type Paper Begin Murmber End Humber
| |x.\LE5|A | =] |324?5 |324?51
Type of Event Ewent [0 State File Mumber

[EIRTH 7255423 20030000004

Applicant D Request [0

Click — Save
ad Application For SErvices g =
File Search  Print  Document Tracking  Imaoes  BACE (Ak-BY  Motes
Bl DOCTRACKING - 2009 - Netsmart ¥RS =] E3
File Search Reguests Actions Linking Tools  Administration  Help
[ ke |‘\B? ﬂ“(HuAIerts} v”@|
Tracking |nformation | Stk I
Save
Generat
Document Manme [rate Printed Time Location Printed
|C: B CERTIFICATE [05/01/2009 21134 |CENTRAL =
Frinter M ame Frinted By Type Paper Beqgin Humber E nd Murmber
| [SLESIA | N I EELEG f3247d]
Click — X (to exit the utility)
_ 1O} x

ad Application for Services
File Search Prink  Document Tracking  Imaoes  BACK (Al-EY  Mokes

BADOCTRACKING - 2009 - Netsmart YRS 4
File Search Requests Actions Linking Tools  Administration  Help

BN ‘|E g ﬂ“mnmens} '||9‘

Tracking |nformaticn I System Info |
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Processing a Single Sheet of Security Paper

If a single sheet of paper needs to be processed, the DOCSEQUENCE table must be
loaded with the sheet number as a “new row” for the printer. When adding the row for
the single sheet, the system will insert it at the end of the active rows in the table. The
paper can then be loaded (on the bottom of the currently active sheets in the drawer) in
the printer for use in issuance of certificates.

Steps:
1. Update the DOCSEQUENCE table with a “new row” for the sheet of security

paper
2. Mark it as “Y” for forms available for printing
3. Place the sheet in the printer drawer in the correct order (after the currently active

sheets)
4. The system will advance to this sheet at the end of the row containing the

currently active sheets

Resetting the Next Available Security Sheet Number

If the security paper and the table become out of sequence, correct the number in the
Document Tracking utility on the specific print job (if needed) and reset the Next Doc
Number in the DOCSEQUENC E table in the appropriate row. Click the Update button
on the bottom to save the changes.

RECORD LIST [Click o colurn title to sort by that columin] UPDATE DATA

LOCATION |CENTHAL FRINTER_COMMON_N&ME |FRINTER1 FORM_TYFE SECURITY PAFER

DATE_INVENTORIED [08/03/2002 NEXT_DOCMUM [ 23233 FORMS_AVAILABLE [N FORMS_YOIDED [l
MODIFY_DATE [05/15/2005 MODIFY_USERID [ 10037 \
VOIDED_PAPER_NOTES |
LOW_DOCNUM [ 23a01 HIGH_DOC UM [ 23280 USE_HIGH_TOLOw |

LOCATION_DESC | REG_TYPE_CODE [
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Voiding Security Paper

To document the voiding of a sheet of security paper, open the Application for Service,
and select the Document Tracking menu item. The system will display the list of
documents printed for this Application of Service. Select the printed document you need
to void by following the steps below.

Open the Application for Service; Click - Document Tracking
Application for Services

File Search Print  Document Track’l%g Images  BACK (Alt-B)

Applicant (D [rate Recei [ate Entered Date Updated
| 10155 |10/30,/2008 4 1043042008 [10/30/2008
Applicant IMaiIing Infol Flefundf'FletumedI
. Firzt M ame Lazt Mame
W CopytoMal [Ted [Smith =

Click the Document to Void

Application for Services !E

File Search Print Document Tracking  Images  BACK (alk-B)

el Netsmart YRS - Search - DOCTRACKING

File Search Requests Tools EBatch Administration Help

IR
SEARCH CRITER A RESULTS [click column title ta sort)

State File Murn |D0cument Marne Printg ate Printed |Type FPaper |Begin Document Mum [press F1] IEnI:I Docurnent Murm
2002000084 C: B Apostille 0a/01/2008 1] 1]
2008000084 C: B Certificate 1] 1]
:I 124 C: B Certific:ate 2
2002000084 C: B Certific-ate 0a/04/2008 1] 1]
2008000084 C: B Certificate 08/04/2008 1] 1]

Applicant Receipt 03/02/2003 1] 1]

&ppl Aot [tape] 03/02/2008 1] 1]
Ki i i

Search Dizplay I Rezet/Clear |
g

Records Found 7

Page 32 of 53



Division of Vital Records
Maryland Project
VRS and CAS at the Local Health Department

Enter Y in the Were Docs Voided
Enter the Begin Void Num

Enter the Void Range End

Enter the Reason

Click Save

Rl DOCTRACKING - 2009 - Metsmart YRS

File Search Requests _Actions Linking Tools  administration  Help

B @ | E] e - || @ |

Tracking Informatio stem Info |
—General

Document Mame D ate Printed Tirne Location Printed

|C: B CERTIFICATE Joznzezoos 4056 |24 =]

Frinter Marme Frinted By Type Paper Begin Mumber End Mumber

| JoLESIA | = o o

Type of Event Ewent ID State File Humber

|BE63 |2009000071 34
Request ID ~

21

—oid Informatiory
“were Docs Woided Begin®oid Mum  “oid Bange End  Reazon

IY_ IEIEISF" IF'rinter jammed
Woided by D ate Waoided
Jslesia Preece.CC | 3M12/2009

200900001 34 Update Complete

Notice the Document Voided Flag Set to Yes

Bl Metsimart VRS - Search - DOCTRACKING

File Search Requests Tools Batch  Administration  Help

e v | | & | N
RESIILTS [click colurnn title b zort]

SEARCH CRITERIA
Evvert |Event D |L|:u:atiu:|n Prirted |Vnid Flag I.ﬁ.pplicant D |Hequest D |Event Yearl DDCTHAEKINGID'

&PPLIC 16 2014 M 16 21 2009 54

2009

‘BIRTH |BEE3
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Modifying a Record or Voiding a Range of Security Paper Numbers

Update the entries in the DOCSEQUENCE table, again using Table Maintenance. The
typical Vital Records operation has certain printers that handle the special numbered
paper (security paper). The special printers in these locations should have common
printer names that people generally refer to. These printers are assigned a special paper
form type and a group of numbered blank certificates.

(Access the Administration — Table Maintenance option if you are not already in the
utility.)

Select the DOCSEQUENCE table in the drop down

Table Maintenance !E
File Search Fee/CAS ‘WaorkQueue Tools Batch  Administration  Help
[+ v | | &5
TablE:IDDESEE!LIENEE LI Show ALL records (include ISACTIVE =F] [~ Da not create new recard  [v
Choos EDUCATION -
FILc'erES ETHMICITY =l Filter the Tat-IE|
EVENT_STATUS L L| |
FACILITY Clear Filker
FACILITYEIR =l 4|
FACTYPE
REQFIPS_55 ~ |sart by that calumin) | UPDATE DATA
DOCSEQUENMCEID | LOCATION PHINTEH_EDMMDN_NAME|FIIIFEM_TYF'E |DATE_INVENTDHIED|NE><T_D -
Ld 1 CEMTRAL PRINTER1 SAFETY MUMBERED 0240372001
|| 2 ROD-015  PRINTER1 SAFETY MUMBERED  02/03/2001
|| 3 ROD-017  PRINTER1 SAFETY MUMBERED  02/03/2001

Click on the record to update; Click UPDATE DATA

il Table Maintenance — (O X
File Search FeefCA5 ‘Work Queue Tools Batch  Administration  Help
T
TaI:uIE:IDEIESEDLIENEE j Show ALL records [include ISACTIVE =F) [~ Do not create new record v
Chooze a field(z] to - .
FILTER the table on: | = : j|| Filter the Tab'ﬂl
I d I j I Clear Filker b
RECORD LIST [Click an calumm title ta sart by that calurin] | LUPDATE DATA |
DOCSEQUEMCEID|LOCATION |PH|NTEH_EDMMDN_N:’-‘-.ME|FEIHM_TYF'E |D:’-'4TE_INVENTIIIFHED|NE><T -
5 et 2014 K.entPrinter SECURITY PAPER 09/20/2008
24 2014 K.ent Printer 1 x SECURITY PAPER 01272009
25 2014 k.ent Printer 1 7 SECURITY PAPER 0/A2/2009
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Note: When a large number of forms are voided prior to, or during, paper loading, those pre-
printed document numbers are normally identified in this table. If a set of numbered forms is split
between two printers, this can be recorded (even after the fact) with this screen as well.

Tahle Maintenance -EI
File Search Feg/ZAS ‘Work Queue Tools Baktch Administration Help

= [ | | &3 |
TabIEZIDDCSEQUENCE LI Show ALL records [include ISACTIVE =F1 [T Do not create new record v |

The value for LOCATION must correspond to the USERLOCATION_CODE
entered in the previous step. above.

T =T =71
D LIST [Click on column tit‘—_\t by that colurnn] UPDATE DATA
LOCATIOMN |CENTHAL 1 / PRIMTER_COMMOMN_MAME |F'F|INTEF|1 =
FDHM_T[%'E |SAFETYNUMBEF|ED 3 > DATE_INWENTORIED |sz03£2001
2 4 ME=T_DOC_MILkM | 3001 FORMS_aWalLABLE IN_
L
5 FORMS_WOIDED |N_ MODIFY_DATE |11.-'E|2x'2l3l:|2
MODIFY_USERID 100 S
@vaED_PﬂPEH_NDTES |

LD'W'_DDC_NUM I 2001 HIGH_DOC_MLUIM I 2000

E USE_HIGH_TO_LOw [

LOCATION_DESC |

REG_TYPE_CODE |
STATE_FILE_NUMBER |
|

LOCaL_FILE_NUMBER

EVEMT_VEAR I -
[ »

Reload | Delete |

ezt

Imgert az Hews Update | Cancel D eactivate

1. PRINTER_COMMON_NAME is next defined here. This is the name that will be selected
in Step 3, below.

2. FORM_TYPE should be whatever form name you are using in your manual process. The
naming convention you use here is what will appear with in the Document Tracking Event.

3. DATE_INVENTORIED is entered to indicate when the form inventory was verified.

4. NEXT_DOC_NUM is normally left blank. The Document Tracking System will maintain
this number.

5. FORMS_VOIDED, when set to Y, indicates that an entire set of forms is to be skipped by
Document Tracking.

6. VOIDED_PAPER_NOTES is completed to describe why a set of records is being skipped.

7. LOW_DOC_NUM and HIGH_DOC_NUM define the range of document numbers
included in this set.

8. USE_HIGH_TO_LOW issetto Y if the forms are printed in reverse order— from the high
number input on this screen to the low number. Reverse counting has been found necessary
by some sites due to how a given printer receives its paper.

9. This setting tells the system if the paper in this record is AVAILABLE (in the printer.)
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Tracking Death Security Paper

The process will allow the tracking of security paper in EVRS that is being used to issue the death
certificates from the copy machine.

The issuance events are:

During the processing of the death certificate request, the clerk will create a record in CAS.

In the CAS record, the clerk will select the Death Event and the Death PhotoCopy.

The fee associated with that event will display on the screen.

The clerk will copy the death certificate onto security paper at the appropriate copier.

In the CAS record, the clerk will use the Print — Death Photo Copy from the menu bar. This
will trigger the blank sheet to be processed and pull the next security paper number associated
with the physical paper in the copy machine.

The number on that paper should match the number that displays on the screen.
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Configuration Instructions:

The first step is to configure the CASERVICEFEE table with a record matching the CAEVENT
with the appropriate fee. The CASERVICEFEE table must be configured to handle every event
and type of document that requires tracking of the security paper issuance. The screen shot below
is an example of the appropriate configuration of a record in the CASERVICEFEE table. This has
been done for the local health departments at Vital Records. If you need a service type added,
contact Vital Records.

Table Maintenance
File Search Fee/CAS “WorkQueue Tools Batch  Administration  Help
0y @
Table:|EASEFNICEFEE j Show aLL records (include ISACTIVE =F) [~ Do not create new record v
ST =i
| j | j | Clear Filter
RECORD LIST [Click on colunn title ta sort by that column) UPDATE DATA
CAEVENT_TYPE [Death CASERVICE_TYPE  |Death PhotaCopy
CAFEE_TYPE  [MNormal BEGIN_COPES | 1 END_COPES | 9
FIRST_COPY_COST | #1200 FIRST_COPY_DISCOUNT | ¢0.00
ADDITIONAL_COST_PER_CORY | #1200 DISCOUNT_PER_CORY [ 0,00
ACTUAL_COSTING.Y [ ACTUAL_TOTAL COST [ $0.00
ACTUAL_TOTAL_DISCOUNT [ $0.00 EFFECTVE_BEGIN_DATE [
EFFECTIVE_LEND_DATE | MODIFY_USERID [ 222 MODIFY_DATE [11/12/2009
RESTRICTED_ACCESS | CAFEE_LOC_CODE [zm4
FUNDI_NAME | FUNDI_&MT_COPYD [ $0.00
FUNDI_&MT_COPv2 [ 3000 FUND1_ACTUAL [ $0.00
FUNDZ_NAME | FUNDZ_AMT_COFY1 [ $0.00
FUNDZ AMT_COPY2 | §000  FUND2ACTUAL | $0.00
FUND3_MAME | FUNDZ_AMT_COPY1 [ $0.00
FUND3AMT_CORY2 [ 3000 FUND3ACTUAL [ 000
FUND&_NAME | FUND4_&MT_COPYD | $0.00
FUND4_AMT_COPY2 [ s0.00 FUNDA_ACTUAL [ $0.00
FUNDE_NAME | FUNDS_AMT_COFY1 [ $0.00
FUNDS_AMT_COPY2 | 3000 FUNDSACTUAL | $0.00
DEFAULT_STATUS [Pending CAN_SEARCH_FROM_HERE [
Frevious Mest Lpdate Cancel | Deactivate | Reload ‘ Delete
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The second step is to configure the USERLOCATION with the DOCSEQUENCE record to track
the physical security paper number.

The Document Tracking System is used to track any document printed or issued from
the system. It is used to see who printed a document, when it was printed, and other
associated information pertaining to the printing of the document. Most importantly, it is
used to track numbered security paper used in the printing of the certified copies.

The Document Tracking System has an Event table, a Search Screen, a GUI Role, and
security associated with it. Each time a document is printed, an entry is made in the
DOCTRACKING table.

Additionally associated with the document tracking process is the DOCSEQUENCE
table. This table houses information regarding the different places that security paper has
been sent to, where the documents can print from, and what numbers are available.

The DOCSEQUENCE table is maintained via the Table Maintenance utility as a
planned schedule of the use of security paper on various printers — as opposed to the
DOCTRACKING table which contains a history of what actually happened. The
DOCTRACKING Event is driven by the entries in the DOCSEQUENCE table and by
the actual printing of the documents.

Any Document Tracking Event record can be modified by an authorized user to indicate
specific documents that were voided, and the reason, or that were used in a photocopier.

Configuring Document Tracking

In order for the Document Tracking System to function to its full capacity, it must be
configured and maintained. Printer locations must be established; common names for the
printers must be indicated, and the planned schedule of paper usage must be specified.
Further, individual users must associate each of the documents to which they have
security with the specific printer (by common name) to which the document will be sent.

Step 1

The first step is to set up various locations for the users and their printers. To do this, we
will use the Table Maintenance utility (Administration/Table Maintenance menu
path) to configure the USERLOCATION table. This has been done for you at Vital
Records in anticipation of January 1, 2010 go live date. Follow these steps if you need to
add additional equipment.
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el Netsmart YRS
File Search Feg/CAS ‘Work Queue Tools EBakch  Blank Forms | Adminiskration | Help
(= [ | ] ‘ @ | | Table Maintenance. ., |

Relate Event and Lu:nclf@p Tables

These USERLOCATION sites (table entries) are also the localities where the printers
are found, and where the numbered documents are to be sent. Normally, these are the
various hospitals, local registrar locations, and the central site.

Click = USERLOCATION in drop down list

Bl Table Maintenance !E
File Search Fee/CAS ‘Work Queue Tools Bakch  Administration  Help
&2 E| &

Tah|EZ|USEHLDE&TIDN LI Show ALL records (include 1ISACTIVE =F1 [~ Do ot create new record v

EIPII?I'DE ﬁgﬁ'&é\EETETK ;! .I Filter the Tal:ulel
Select the location to update; Click UPDATE DATA

el Table Maintenance !E

File Search Fee/CAS Work Queue Tools Batch  Administration  Help
& | E| &

TablE:ILISEFELEIC.-’-‘-.TIEIN ;I Show ALL records (include ISACTIVE =F1 [T Do not create news record [

i e — : :: |l Ftr the e
Clear Filter
[ =l =l —l

RECORD LIST [Chick on column title to sort by that column] | LUFPDATE DATA

USERLOCATIOMID(USERLOCATION_CODE |USERLOCATION_DESC |LDE.E".L_F'ﬂ
CEMTRAL

Anne Awndel Medical Center

Calvert bemarial Hozpital

Carrall Hozpital Center

Chester River Hospital Center

Civista Medical Center

Department of the Air Force

Franklin Square Hospital Center
Frederick Memorial Healthcare System
arrett County Memarial Hozpital

Greater Baltimore Medical Center -
<] | _>I_I

Cei == = R R S R B ) IR A T R L

-
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Update the information for the location selected; Click UPDATE

Table Maintenance !E
File Search Fee/CAS ‘Work Queue Tools Bakch  Administration  Help
05| @

Table: I JSERLOCATIOMN ;I Show ALL records [include ISACTIVE =F1 [ Do not create new record W

Chooze a field(z] to - .

FILTER the table or: | =] : j || Filter the Tab'El

I LI I LI I Clear Filter |
RECORD LIST [Chck an column title to zort by that column) LUPDATE DATA
JSERLOCATION_CODE IEENTFI.-‘-‘«L —

USERLOCATION_DESC IEENTH.!‘-\L

LOCAL_FILE_NUM_LOC_CODE | MODIFY_USERID 281
MODIFY_DATE |11,a23x2m35 For the purposes of Document

Tracking, only the first two
ISSUE_NAME_LFM | fields must be entered:
ISSUE_NAME_FIRST | USERLOCATION_CODE
|
|

and
USERLOCATION_DESC.

ISSUE_MAME_MIDDLE

ISSUE_MAME_LAST

ISSUE_SIG I g2

ISSUE_COUNTY |

ISSUE_CITY |

CASERVICEFEE_LOC_CODE |

Presvious @t

Update | Cancel | Deactivate

[mzert az Mew

Reload | Delete Q

Note: There are scroll bars on the right of this screen. Other fields, such as
ISSUE_COUNTY, ISSUE_CITY and related address fields are found on the lower half
of this screen.

Step 2

Next, create and update the entries in the DOCSEQUENCE table, again using Table
Maintenance. The typical Vital Records operation has certain printers that handle the
special numbered paper (security paper). The special printers in these locations should
have common printer names that people generally refer to. These printers are assigned a
special paper form type and a group of numbered blank certificates.
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Click - Administration — Table Maintenance
Select the DOCSEQUENCE table in the drop down

(ol x]

Bl Table Maintenance
File Search Fee/CAS ‘Work Queue Tools

e v ||@

Batch  Administration  Help

LI Show &LL records [inchude ISACTIVE =F]1 [ Do not create new record v

Table: | DOCSEQUENCE
Choos EDUCATION =
FILc'erI-iS ETHHICITY [ I Filter the Tat-IE|
EVENT_STATUS o =l
FACILITY Clear Filker
FACILITYEIR =l —l
FACTYPE
REQFIPS 55 = |sort by that column) | UPDATE DATA
DOCSEQUENCEID|LOCATION |PRINTER_COMMON_NAME | FORM_T'PE |DATE_INVENTORIED | NEXT_DO «
» 1 CEMTRAL  PRINTERT SAFETY MUMBERED  02/03/2001
B 2 RODO15  PRINTERT SAFETY MUMBERED  02/03/2001
B 3 ROD-017  PRINTERT SAFETY MUMBERED  02/03/2001

Click on the record to update; Click UPDATE DATA

Bl Table Maintenance
File Search FeefCAS ‘Work Queaue  Tools

Batch  Administraktion Help

[0l ]

TG

LI Show ALL recaords [include ISACTIVE =F) [T Do not create new record v

Table: | DOCSEQUENCE
Chooze a field(z] to - .
FILTER the table ar: | - : :ll || Filtes the Tc"h'ﬁl
I j I j I Clear Filker
RECORD LIST [Chck on columi title ko sort by that calumn) | UFPDATE DATA
DDESEQUENEEIDlLDEﬁ.TIDN FRINTER_COMMOMN_MAME |FORM_TVFE |D.-’-'~TE_INVENTDF|IED|NE.‘><T_D -
1 CENTRAL  {3allehn=tah] SAFETY MUMBERED  02/03/2001
024034200

|w

2 ROD-015  PRIMTERT

.8

S&FETY MUMBERED

Note: When a large number of forms are voided prior to, or during, paper loading, those pre-
printed document numbers are normally identified in this table. If a set of numbered forms is split

between two printers, this can be recorded with this screen as well.
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Tahle Maintenance -EI
File Search Feg/ZAS ‘Work Queue Tools Baktch Administration Help

= [ | | &3 |
TabIEZIDDCSEQUENCE LI Show ALL records [include ISACTIVE =F1 [T Do not create new record v

The value for LOCATION must correspond to the USERLOCATION_CODE
entered in the previous step. above.

T s =
D LIST [Click on column tit‘—_\t by that colurnn] UPDATE DATA
LOCATION [CENTRAL 1 /) FRINTER_COMMON_NAME [PRINTERY [=
FDHM_T%E [S&FETY NUMBERED 3 ) DATE_INVENTORIED [02/03/2001
2 4 )NEXT_DOC_ MUM [ 3001 FORMS_&vAILABLE W
5 FORMS_VOIDED [N MODIFY_DATE [11/02/2002
MODIFY_USERID 100
@umow_mpm_mows [
LDW_DDC_NUM W HIGH_DOC_MURM W
E USE_HIGH_TO_LOw [
LOCATION_DESC |

STATE_FILE_MUMEER

REG_TYPE_CODE |
|
LOCAL_FILE_MUMEEFR |

EVEMT_VEAR I -
[ »

ezt

Imgert az Hews Update | Cancel D eactivate Reload | Delete |

PRINTER_COMMON_NAME is next defined here. This is the name that will be selected
in Step 3, below.

FORM_TYPE should be whatever form name you are using in your manual process. The
naming convention you use here is what will appear with in the Document Tracking Event.
DATE_INVENTORIED is entered to indicate when the form inventory was verified.
NEXT_DOC_NUM is normally left blank. The Document Tracking System will maintain
this number.

FORMS_VOIDED, when set to Y, indicates that an entire set of forms is to be skipped by
Document Tracking.

VOIDED_PAPER_NOTES is completed to describe why a set of records is being skipped.
LOW_DOC_NUM and HIGH_DOC_NUM define the range of document numbers
included in this set.

USE_HIGH_TO_LOW issetto Y if the forms are printed in reverse order— from the high
number input on this screen to the low number. Reverse counting has been found necessary
by some sites due to how a given printer receives its paper.
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Step 3

The final step is: Every user must assign each document to a specific printer via the
Preferences utility. Using the Tools/Preferences menu path, bring up the utility.

Click — Tools - Preferences
il Metsmart YRS

File Search Fee/CaAS ‘Work Queus Batch B?‘VS Administration  Help

[ v | ) | @ | Calendar
| Preferences. ., o |
Send Message,l’Er-xf\}ﬂail r Vital ReCOI'dS

Mainkain E-Mail Groups. ..

Click - Pri ters; Select Document; Select Print; Select Printer Common Name; Save

JPrefr :nces

Printers lempu:urar_l,ll gppearancel Qperati-:unl

—Select Frint Type and et F'rnta

Affidasit Docurmen -
Apnother Mame _I

B Ahztract Counby
B Abgtract State
B Bazeball Abstract County

B Bazeball Abstract State

B Record Certifier LI

N
Prirter
I Client'\WRSDE MO#\Lexmark Optra M -

Privter Corrman Marme or Form Tope far Tracking

|PRINTER i |

Save Cancel | Help

=

Select the document you wish to have associated with a printer.

2. Using the Printer dropdown menu, select the printer from which the document is
to be printed.

3. Using the Printer Common Name dropdown to select a printer common name -

as specified in the DOCSEQUENCE table.

Note: This last step may not always be required by your department with all

documents. However, it is necessary for those documents that are being tracked

by numbered security paper.
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CAS Instructions

As is currently configured in the system, these features in CAS are available for the county clerk
at the local health department user role.

When issuing a death certificate on security paper and in the REQUESTED EVENT RECORD
screen: Event Type = Select Death; Service Type = Select Death PhotoCopy; Click Print - Death
PhotoCopy.

Example of CAS Requested Event Record screen:

Requested Event Record
Print Mext Request Prej@@quest  Document Tracking  Pawment  BACK (Al-E)

File Search

NI Pt Death PhatoCopy est D | 12524 Applicant D | 107172 seived Date [12/02/2000

Ewvent Type Applicant Belationship Purpose Request Azsigned Section
Death ;I IHeir ;I IEstatef'Estate Settlement ;I IEep}l Room ;I
Fequested Rec Infa 1 I M ailing |rfa 2 I Spouse Info 3 I b othier /F atker 4 I M arme Chg & I WE Mum B | Maotes 7 I
First Name: [Fialph Middle | Last  [Schwartz
Sew IF Beqgin Ewvent Date for Search I'l 2/02/2008 | EndDate I'I 2/02/2008 State File ﬁl
Citp/ b unicipality I County I County I ;I
—Services Wanted with Event Record
- - - Total Cost
Service Tppe |Fee Tope |Ee|:u|es |Ee$t |D|$eeunt| Status |
P[Death PhatoCopy ~ Normal 1 $1200 $0.00 Completed : #12.00
— Digcounted W aived
I $DTE"
Service Type Ab Tupe Copies Service Cost Disc/w aived
e S | [Death PhatoCopy v |Nomal =l 7] szm g000  Update Service |
Semvice Status Semice Date Uzer
| Completed x| J1zezezo08 HaUTD
Request status IEempIeted LI Date |12f|:|2f'2008 Update Request |
Azzigned —_—— e
Staff I LI Rq Updats IW'” Kennedy, fd Search for Event

Fq Create Iwin

The system will display the number it is tracking for this death certificate. If the number does not
match the physical copy it will need to be corrected in the DOCTRACKING feature.
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Click — Ok/Enter

General Information Form

The beginning document number should be; 23203

After selecting “OKk,” close the request screen. If the document number printed does not match the
document number, select document tracking and display the proper record.

[& heeps:;

v| ﬂ‘ || 4| X ﬁ

% (Comcast, ~ .~ Search || & || Eveiticd ~ (& Security » [0 + (3] = (€ Channels » nm ~

i @8 sugoest i Applicalion for Services
~ File Search Print Document Tracking Images BACK (Al-B) Motes

(€ Citrix Access Flatform =
- el Netsmart VRS - Search - DOCTRACKING

File Search Reguests Tools Batch Administeation Help
ERCEA =)

SEARCH CRITERIA

iy

Sip Favorites | 5

RESULTS [click column title ta sart]

Applications
f: Top @ Up
B @
Server Help D
Desktops
o i \
Netsmart Passw
Training Rese
I | L.

ge = Safety = Toals - @- 2

Fieset/Clear

[ ||Records Found 1 I Il !

A

H to approved
monitoring of all
and could be

ware, and other

ate of Maryland and

Bs been delayed.
e to continue

ED IN THE CURRENT
| FURTHER NOTICE!

will find dummy

Thank You for Your Patience!

For Additional Questions Please Email us at EvrsHelp@dhmh.state.md.us

v

/' Trusted sites

[ /= Comeast.net,.. /= Cit [ M Adobe Read. .,

1@ 5 wi

i4 start

45 v Hio0% <

&, ADF B7°F sacem
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Correct the entry by entering the number from the paper into the Beginning and End number
fields on the Tracking Information screen. Save the record and exit the screen. Exit the
Doctracking screen.

[ (D H9-050 & (&) = VRS and CAS at the Local Health Department v & Compatibility Made] - M - B X u

R | Hame ‘ Insert Page Layout References Mailings Review View @
[z I S (17 T e e e 1 ) : 34 Find ~ |
Y mmesvewroman  -|u -4 &|[#)] 3= - 4= - || E[4)][0]) AaBby AaBbC AsBbce saBbc - A BT

Pf;. Replace

_[Ofx]|* = o & setea~ |
- (F Editing |
_ ol x| S

Paste g I u- B
sy |B L Application for Services

|Clipboard ||

File Search Requests Administration  Help

D8 b [ ED|E Y 4 [[cNo atenss | @]

Tracking Information I System \nrnl

5 Linking Toals

—Generat

Dacument Mame Date Printed Time Locatian Printed

[PEATH PHOTOCORY [t705/2008 " [3:4308 [CENTRAL =l

Printer Name Frinted By Type Paper Beai el End Mumber
|DEATHUNIT COPIER ~  [DKROEGER |SECURITY PAPER R I (EEEL |197274
Tupe of Event Ewert I State File Number

[arRUEANT [ |

Applicant D Request ID
|4‘I 42

-~ oid Information
‘Were Docs Woided  BeginWoid Mum  “oid Range End  Reason

v 0 [0 |
Woided by Date Yoided

| e

© Page:450f45 | Words: 4127 | 8 |

Update the application and close the record.

[ (o =R A= ) N~ VRS and CAS at the Local Health Department v & ympatibility Mode] - M rd — m X u
pooay o —— o] il e
b | Home | Insert Page Layout Referances Mailings Review View
=T

Times Mew Roman -l -|[AT A= 94 Find ~ I
=) J

Paste B 7 U -
aste B 7 U -
% 7 | .

@'@ AaBbt! AaBpC AaBbCc AaBbC %

= - = = 2. Replace
—  Change
A ~pplication for Services _[olxl|* = S5iess | G setea-

File Search Print Document Tracking Images BACK (Alt-B)  Motes L} Editing

Clipboard =

St L Applicant D Date Received Application Method — Assigned Staff Assigned Sectn Date Ertered Date Updated |0 0 7 °
41 [1/09s2008 | [mail = ~ ~| [11/09s2008  [77 052009

Applicant | Mailing Inte | Envelops Packing 3| Internal Mates 4 | Refund/Retumned 5 |

. First Mame Last Mam: Busingss Mame
[~ CopytaMail | [ [S carpeli Funeral Home -
Al [108 Virginia Avenus addz |
City Cumberland Sl IMD Zip [z1502 Country [UNITED STATES
Phone [ ] - woork [1 1 - Email | -ID Nbr [
Retumned FO.00 Mum Requests I il
Fefunded | 40.00  Appl Status | Completed -~

11/09/2009

Credit Card Fee (Not included in Totall T otal Amt Wakved $0.00  Date Completad
Tot Services $E0.00 | Aecord Bayment | F60.00 | Updated By:

Total smourt Charged [ #E000  Balance Dus [ $0.00

Diesitee Kioeger

[Event [Status [First Mame [Last Mame [Fequest Tatal]

Dieath Completed b B £0.00
EEEE Smeete a fown = Create Mew Bequest |
Update Selected Aeguest |

Update Payment |

|Date of Payme|Payment Type |[ChiMo Mum |Fayment Amt|Returned |FRetun Reason
|»[11/09/2005  Check $60.00

Page 46 of 53



Division of Vital Records
Maryland Project
VRS and CAS at the Local Health Department

LHD Statistical Extract (LHD Stat User Role Only)

The local health department statistician can run the extract report for their area on an as needed
basis. After generating the report, it is saved to file in Excel spreadsheet format. The file can be
imported into Excel upon demand. This section of the guide will walk the user through the steps
for the creation of the Excel file.

The report is generated by the LHD Stat user rolg

Click — Batch - Reports
Rl Metsmart YRS

File Search FeefCAS ‘Work Queus  Tools

= [ | ] | @ | Others Processing. ..

MurnberChange. ..

Exports...
i (‘ al Records

Adminiskration  Help

Imports...

Reports... \dministration
Ewert Mattlf'ESetuD snt of Health and

Event Makch Fun y'giene
VikalZhek Web Load

Enter a “Date Range” in the Value for the Date of Birth parameter; Click — Preview;

Metsmart Technologies Report Center [_[O]

Feport Selection |

Awailable Reports —FReport; LHD Estract
= Fﬁ BIRTH F'arameterID',a_-,'TE OF BIRTH Enter Date of Birth range
...... — zeparated by comma, in
F LHD Extract Walue [10/01/2003.12/21/2009 _| mmnAdd Ay format.

[y CORRACCT

Parameter W alues Yiew Report Description |

DATE OF BIRTH: 10/01/2009,12/21/200¢
FIPS_CHTY: @USERLOCATION_COUMNTY
FIPS_MOM_RES_CHTY: @USERLOCATION_COUNTY

58

Save Parameter SEQ elete Parameter S et |

Brint | Schedule | LCloze |
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Click — Printer icon

ccccc

Page 1 af 1

Click — Print to File; Select Excel File in the type box; Click - OK
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Print I
—Prinker
Mame: I(}ﬁ Client/aLESIAPH// /1592 168.0.25/HP Lazer)et 3100 j Properties |
Type: Client/aLES|APH/ 1921680, 25/HF Lazer)et 2100
YWhere:
—FPage Range —LCopie
e+ Al Mumber of copies: ‘
" Cunent Page
" Pages I ¥ Collate
Enter page numbers and/or page ranges
Trated by commas. For example, 13,512,
Fi Al pages inrange j
v —Frint to File
Tupe: E =cel File -
[uattro File -
Where: _I
Graphic File
HTHL File
#HTHML File
RTF File ok | cancel |
FDF File (=

To select the location to save (store) the file, click the browse icon or type in the path in the box.
W —Frint to File

Type: I Excel File j

Select the folder and enter the file name; Click — Save; i\
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Save As ﬂ
Save Ia LHD Monthly E stracts j pr= IiF v

Hiztony

D P

[

by Documents

File name: ID ecember Estracy - Eh‘
Save as ype: I Eucel files j Cancel |

TRR AR E T T

After clicking the check box for Print to File, and the selection of the format (Excel) including the
path for saving the file; Click — OK;
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Print I
—Printer

Mame: Itﬁ Client/aLESIAPHA/A132.168.0.25/HP Laserlet 3100 j Froperties |
Tope: Client/aLESIAPHA 321680 25/ HP Laserlet 3100
Where:

—Page Range —Copie
e Al Nurnber of copies: ‘
" Cument Page
" Pages ¥ Collate
Enter page numberz and/ar page ranges ﬁ ﬁ
separated by commas. For esample, 1.3.5-12.

Prirt I.-'l'-.ll pages in range j
—Iv —Frirt b File

Twpe:  |Excel File =]

Where: IE:'&Dncuments and Settingz\Aleziapity Documentz\LHD Monthly E:-:tr@ts'x _I

k. Cancel |
"

The application informs the user the data is being accessed. The informational message windows
will automatically close when the data has been written to the Excel file. The application does
not require a response from the user. (The cancel option is available if needed.)

Acceszsing data...

The informational message window will automatically close when the data has been written to the
Excel file.
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FAARARAA A AARARFC % FOICAIIC FFFFSFATAAR  AARCCHA
i ool o o - ok i i i

Frinting page 1 for report Report on the
C:A\Docurments and
SettingsAlesiapihdy DocumentzssLHD
tanthly Extractzh\December
Eutract =LS

I FITIINTTITTTTTTITTITTTT X X2
FTTTTTTFTTTrFTTETTTETTTTT T rrrrr o]l
T AT T I FS TS AL CCTTTTT X T2

RRRRRhh RARRRAF 23 Fewdhid g 3aaazalhhhh hihhidh

To write over an existing file while saving the information, the application will ask the user “if
they want to replace the file.” This message only appears when the file already exists in the
folder.

Click — Yes to write over the file, No to go back and select a new file name.

Prinkt

Printer

Marne: Ilifﬁ Client/aLESIAPHA//192 168.0.25/HP Lazer)et 3100 j Properties |
HEREIEESE | Type Client/ALE SIAPH//4192.168.0.25/HP Laserlet 3100 it oL, L
L Page Range Cope
WERELLRRERD I A | |— T ‘ . | P | | inn
E: Warning E

i ChDocuments and Settings)Alesiapiiy DocumentsiLHD Maonthly ExtractsiDecember Extract. kLS already exists.
Do you wank ko replace it?

v —Frint to File

Twpe:  |Excel File =l

L
[
on

Where: IE:'\Du:u:umentS and SettingzhalesiapMy DocumentzhLHD Monthly Extractsh _I

] I Cancel | -

L I Y
L L L U Y
LU L L LY L
L L L Ty
T I TSCTTITTITSTTTT
N N K A R B KR K KR K B
CCCCCCCC®ECCCECEE ¥
CCrcreccx<C<¥<CCCT

x

-

.

L]

Ly Iy Ly ey
Mfm e Rmm mm———————

Click — X to close Print Preview
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[ print Preview

ig o =] 3 o Close

When the data is extracted and the Excel file created, the user can close the Report Selection
window. The data can now be imported into Excel by the user.

Click — Close

E Netsmart Technologies Report Center [_ [ <]

Repart Selection |

Available Reportz —FReport: LHD Extract
=y BIRTH Pa’amEterlD.&.TE_DF_BIHTH = | Enter D'ate of Birth range
Lo r& LHD Extract zeparated by comma, in
i Walue
IFH CORBACCT I'ID.-"EH £2009,12421./2009 _I rorn/dd Ay format.

Parameter Values Yiew Feport Description |

FIPS_MOM_RES_CHTY: @USERLOCATION_COUNTY

Save Parameter Set | Welete Parameter Set |

Preview Print | Schedule | Cloge %
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