Health

(Funeral Homes)

EVERS DEATH ADMINISTRATOR GUIDE

Remember that only the Administrators and their Deputies can create user’s accounts!!!

This Administrator Guide includes
1. How to create new user accounts
How to complete Biometric Enrollment

How to reset passwords
How to remove users

Log into NYCMED via the following link: www.nyc.gov/nycmed

/=) NYCMED Login - Internet Explarer
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NYC  Heaih

Promoting and Protecting the City's Health
Health

A NYCMED

Enter your NYCMED username
Sign-Up For a NYCMED Account and password and click Sign in

NYCMED is the point of entry for providers to access many Ko o s o e o et s st e

Learn about and access other reporting platforms and services at both the city and federal level in this section as well

HEALTH ALERT NETWORK

The Health Alert Network (HAN) contains public health information for medical providers, including: up-to-date health alert information delivered
to your inbox and archived on the web, an online document library on public health topics, and an online community to exchange information and
ideas with your colleagues. All medical providers in New York City may access the HAN

Join HAN

Goto HAN @ Unsubscribe HAN

For Assistance with your NYCMED
login call the NYCMED helpdesk

APPLICATIONS

Agency Services Community Services

* EVERS - Electronic Vital Events Registration System * Apply for Food Protection Course

» Dog Licensing Application Childcare Connect

+ DOHMH Site Locator Environmental Data Exchange Network
DOHMH Site Lecator - Animal Services + Epi Query

DOHMH Site Locator - Child Care Locator
DOHMH Site Locator - Farmers Market
DOHMH Site Locator - Hepatitis Health Research Training Program
DOHMH Site Locator - NYC Condoms Healthy Start Brooklyn

DOHMH Site Locator - Seasonal Influenza « Local Law 37

DOHMH Site Locator - Ryan White Services NYC Condom Crder Form

Secure File Transfer Service NYC Pesticide Use Reporting System
Water Tank

Group Child Care and Summer Camp Orientation
Health Academy Training Courses

How to add a Funeral Director who already has an EVERS account
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311 | Search all NYC.gov websites

Select Language Text-Size

Sign in with your NYCMED Account

Sign in

Create an account

don't

Need Help? | don't know my usemame or having other problems
signing in?

he
Helpdesk:1-883-NYCMED-9

Provider Services

Public Health Emergency Response Network Auxiliary Distribution
Program (PHERN ADP)

Levels of Service (LOS)

EVERS Training Application

City Health Information (CHI) Subscription
Immunizatien Facilities Registration

Disease Reporiing Central

Early Intervention Transportation Provider eBilling

« Electronic System for HIV/AIDS Reporting & Evaluation
Health Alert Network (HAN)

» HIV Care Status Report

Medical Reserve Corp Scheduling

Hoow -

Page | 1rev. 7/19/16


http://www.nyc.gov/nycmed

owowo i s
!GE; - Il hitps://2816-healthpsi.nyc.gov/NYCMED/Account/Login Pj |§‘ | NYCMED x |_- A

Eile Edit View Favorites Tools Help x @Cm\wn - Selecl x

B v E) v [ d v Pagev Safetyv Toolsv @v

3

™ Suggested Sites (137)

Suggested Sites (132) u Suggested Sites (395)

Suggested Sites (81) [ Suggested Sites (70) [ Suggested Sites (41)

Select Language | ¥  Text-Size

Promoting and Protecting the City's Heath
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Health

M NYCMED  Ceollaboration-

NYCMED

Welcome JASON BOURNE (JBOURNE@HOTMAIL.COM)

+ Change Password
+ Update Profile

Logout

HEALTH ALERT NETWORK

The Health Alert Network (HAN) contains public health information for medical providers, including: up-to-date health alert information delivered to your inbox and archived on the web, an online document library on public
health topics, and an online community to exchange information and ideas with your colleagues. All medical providers in New York City may access the HAN.

GotoHAN@ | JoinHAN | Unsubscribe HAN

APPLICATIONS

Agency Services Community Services Provider Services

+ EVERS - Electronic Vital Events Registration System.
* Dog Licensing Application

DOHMH Site Locator

DOHMH Site Locator - Animal Services

DOHMH Site Locator - Child Care Locator

+ Public Health Emergency Response Network Auxiliary Distribution
Program (PHERN ADF)

* Levels of Service (LOS)

* EVERS Training Application

+ City Health Information (CHI) Subscription

+ DOHMH Site Locator - Farmers Market + Health Academy Training Courses + Immunization Facilities Registration
+ DOHMH Site Locator - Hepatitis + Health Research Training Program + Disease Reporting Central
* DOHMH Site Locator - NYC Condoms * Healthy Start Brooklyn + Early Intervention Transportation Provider eBilling
* DOHMH Site Locator - Seasonal Influenza * Local Law 37 * Electronic System for HIV/AIDS Reporting & Evaluation
* DOHMH Site Locator - Ryan White Services * NYC Condom Order Form * Health Alert Network (HAN)
.' * Secure File Transfer Service * NYC Pesticide Use Reporting System * HIV Care Status Report
; + Water Tank + Medical Reserve Corp Stheduling

+ Mental Health Provider Porial

+ Mental Health Maven System

+ Public Health Emergency Response Network (¥}
1 + OSCR

BA% v 4

The City of New York

Department of Health and Mental Hygiene

Username: Password:

Version #: 13.2.4.42558

Forgot your password?
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1. HOW DO I CREATE A NEW USER ACCOUNT?

Click on Table Maintenance - Security = Users

Welcome back: MayaFD

Testing Funeral Home, Inc

Table Maintenance

Forms

Order Processing Life Events Queues Reports

The City of New York DepadmeniofHealw
v [secury —— oses | —
Search Current New User

Main

Users

Last Name Office

Username

Create User Affirmation Screen

Check the affirmation box, click Affirm and then place finger on the biometric device.

Table Maintenance Help

Main Order Processing Life Events Queues Reports Forms

The Clty of New York Department of Health and Mental Hygiene

the following:

Cq;:e User Affirmation
A

hereby certify that | am authorized to create users.

Found AES3500

e J o)

Reports Forms Table Maintenance Help

Main Order Processing Life Events Queues

The Clty of New York Department of Health and Mental Hygiene

Create User Affirmation

Affirm the following:

[v | hereby certify that | am authorized to create users.
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User Account Screen

Enter Username, and click Next. DO NOT CHANGE THE START DATE.
Note: You cannot enter password and expiration date. Passwords and expiration dates will be system generated and
emailed to the user.

1 Main Order Processing Life Events Queues Accounting Reports Forms Table Maintenance Help

The Clty Of New York Department of Health and Mental Hygiene

Select to Setup a New User

1. User Account

1. User Account

Step1of@

2. Name and Address Username: » PDirectar
3. Contact Information
. Password: b

4. Licenses

5. Office Affiliations Confirm Password: »

6. User Types .

7 User Roles Login(s) Attempted: 0

3. Business Functions

9. Finish Password Expires:
Start Date: ' Do Not Change

JAN-01-1900
End Date:
Cancel

Name and Address Screen

Enter User’s full Name.
Leave Title field blank. Enter the Address of the facility, and then click Next.

= =]
Select to Setup a New User 2. Name and Address Step 20f 9
‘1. User Account
2. Name and Address User Name
3. Contact Information Frefix ~ *First Middle ¥Last Suffix
4. Licenses Test Funeral
5. Office Affiliations Title
G User Types ﬂ
7. User Roles
2. Business Funclions Address
9. Finish Borough |Manhattan =
Street  Pre , Street Street Post Suite
Mumber Directional Mame Designator Directional Number
125 [ =] [worn Street -
ﬁ b City or Town County b State Country } Zip Code
Mew York Mew York Mew York United States 11232
Same as Mailing Addressi¥ |
Mailing Address
Borough |Manhattan A
Street  Pre Street Street Post Suite
Number Directional Name Designator Directional Mumber
125 [ =l [worn Street -
ﬁ City or Town County State Country Zip Code
New York New York MNew York United States 11232
coce o | e [
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Contact Information Screen

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 3. Contact Information

1. User Account
2. Name and Address Work Mumber: 718 234-3434 B
3 ntact Information
4 Licenses Cell Number - ]
5. Office Affiliations
7. UserRoles
! _ Fax Number: Bl
8. Business Functions
9. Finish E-mail: 3 |te5temai|@yah00.com |

Preferred Method of Contact:

Step3of9

Licenses Screen

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 4. Licenses

User Account
Name and Address
. Contact Information

Funeral Director
License:

FD License Start Date:

12345

JAN-01-2013 FD License End Date:

. User Types
. UserRoles
. Business Functions

1
2

3

4.

5. Office Affiliations
G

7

g

9. Finish

Cancel

—

One of your responsibilities, as an EVERS administrator, is to update the license numbers of the funeral directors at

your facility when the license numbers expire.

Office Affiliations Screen

Main Order Processing Forms

The City of New York pepartment of Health and Mental

Life Events Queues Reports Table Maint

New User

5. Office Affiliations

Select to Setup a New User

User Account
Name and Address
Contact Information

Office Type: | Funeral Home j

Office Affiliations Assigned to the user

Licenses
ce Ammliations

1.
2
3
4.

6. User Types ﬂ
7. UserRoles

8. Business Functions
9. Finish

Cancel
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Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 5. Office Affiliations

. User Account

Licenses

Office Affiliations Office Affiliations Assigned to the user

Step5of 9

1
2. Name and Address Office Type:|Funeral Home j
4 Testing Funeral Home, Inc

3. Contact Information
G

. User Types
7. UserRoles

===

8. Business Functions
9. Finish

=

User Types screen

o | v |

Select User Types, Offices, and click Add to add the user type and Office Affiliation.

Main Order Processing Life Events Queues Reports Forms Table Maintenance H

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 6. User Types

1. User Account . ectU ; - Office Affliation:
5 Name and Address ease select User type for eac! : ce Affiliation:
3. Contadt Information User Types Funeral Director hd
4. Licenses Offices: |Testing Funeral Home, \ncd
5. Office Affiliations
[ Ty
7. UserRoles
3' S_U?ITEB Functions User is authorized to sign for the following events:
. Finis

" Death [” Fetal Death " Top

For Funeral Directors, check all boxes to authorize the user to sign for each event. Click Next.

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 6. User Types

1. User Account L
5 Name and Address Flease select User type for each Office Affiliation:
3. Contact Information User Types
4 Licenses Offices: [Testing Funeral Home, Inc =
7. UserRoles
8. Business Functions Remove User Type Office Affiliation
9. Finish
- Funeral Director Testing Funeral Home, Inc

User is authorized to sign for the following events:
¥ Death ¥ Fetal Death W ITop

Step6of 9
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User Roles Screen

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

New User

Select to Setup a New User 7. User Roles

1. User Account

2. Name and Address Offices: Testing Funeral Home, Inc[¥]

3. ContactInformation User Types:  Funeral Director

4. Licenses ] _

5 Office Affiliations Roles Roles Assigned to the user

External: Funeral Home User Role

INVALID-NO NOT LISE Fxternal Administrator Role
r

inistrator

st-DO NOT USE

External: Funeral Director Role

6. User Types

Step 8 of O

e, Inc 'I

UserTipes FUneral Oirectar

“ Llcenses. X Roles: External: Funeral Director Role

5. Office Affiliations

6. User Types i Busil Functi

7 User Roles Amendment Override Correction Fee Service -
Issuance Queue Delete Link
Preview S5N

9. Finish * Statuses Available to Birth: Facility User

* Statuses Available to Combined Birth Certifier And Death Physician Role

* Statuses Available to External: Fetal Death Certifier

* Statuses Available to External: ITOP Certifier

* Statuses Available to Funeral Director Status Mask

* Statuses Available to Internal: Help Desk Administrator

* Statuses Available to Internal: Key Entry x

Additional Busi Functi Assigned to the user

User Summary Screen

The User Summary screen appears once you have successfully created the account.

The following popup will also appear on the User Summary screen. Click OK

i Password has been sent to the user at the email address on file.
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You can update any part of the account by clicking on the hyperlinks below each section.

=
Userld: 25344 Hame: TestFuneral Work Humber: Medical License:
User Name: TesiFD Title: 718 234-3434 Bt NP1 Number:
Password Expiration: 08/05/2013 User Address: Cell Humber: Funeral Director License:
Start Date: 01/01/1900 :Jiivggpkh I?Igfve\tmrk 11232 Home Number: 1
End Date: User Mailing Address: -Bxd
Logon Attempts: 0 125 Worth Street Fax Number: -Ext

Mew York, Mew York 11232 E-mail:

testemail@yahoo.com
Preferred Contact:E-mail

I Update Login Information I I Update Contact Information I I Update Licenses I

Testing Funeral Home, Inc
Test Funeral is authorized to sign for the following events: Death, Fetal Death, ITOP

User Type Office Roles

Funeral Director Testing Funeral Home, Inc External: Funeral Director Role

Total records : 1 Total records : 1 Total records : 1

Update Offices/Roles/Business Functions

Biometric Enrollment m =

2. HOW DO | BIOMETRICALLY ENROLL FUNERAL DIRECTORS AND DEPUTY ADMINISTRATORS?

Please note that only Funeral Directors and EVERS administrators should enroll their fingerprints.

Click on Biometric Enrollment on the User Summary screen.

=]

Userld: 25344 Name: TestFuneral Work Number: Medical License:
User Name: TestFD Title: 718 234-3434 Bxt NPl Number:
Password Expiration: 08/05/2013 User Address: Cell Humber: Funeral Director License:

\
Start Date: 01/01/1900 ?ﬁfﬁﬁ?kh S:fve‘trorkﬁm Home Number: 1
End Date: User Mailing Address: - B
Logon Attempts: 0 125 Worth Street Fax Number: -Ext

Mew York, New York 11232 E-mail:

testemail@yahoo.com
Preferred Contact:E-mail

Update Login Information Update User Update Contact Information Update Licenses

Testing Funeral Home, Inc
Test Funeral is authorized to sign for the following events: Death, Fetal Death, [TOP

User Type Office Roles
Funeral Director Testing Funeral Home, Inc External: Funeral Director Role

Total records : 1 Total records : 1 Total records : 1

Update Offices/Roles/Business Functions

Biometric Enroliment

Lel
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Testing Funeral Home, Inc

Main Order Processing Life Events Queues Reports Forms Table Maintenance

The City of New York Department of Health and Mental Hygiene

Biometric Enrollment for TestFD

Biometric Setup Files

1
r. Add a Finger

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Biometric Enrollment for TestFD

Selectthe finger you wish to enroll from the list.
Click enroll then follow the instructions below the sensor.

Tip: For the best results, make sure the core of the finger is visible.

Found AES3400 Selectthe finger to add | Left Thumb 'I -
| ———

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Biometric Enrollment for TestFD

Selectthe finger you wish to enroll from the list.
Click enroll then follow the instructions below the sensor.
Tip: For the best results, make sure the core of the finger is visible.

Selectthe finger to add | Left Thumb  |=
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Main Order Processing Life Events Queues Reports Forms ‘Table Maintenance Help

The City of New Y 0rk oepartment of Health and Mental Hygiene

Biometric Enrollment for TestFD

7

Select the finger you wish to enroll from the list.
Click enroll then follow the instructions below the sensor.

i3
/4

! Tip: For the best results, make sure the core of the finger is

Lift and Replace Finger Select the finger to add | Left Thumb

Testing Funeral Home, Inc

Main Order Processing Life Events Queues

The City of New Yor

Biometric Enrollment for TestFD

Finger Chipset Enroliment Date

Left Thumb AES3400 5712013 1:32:54 PM Delete

Add a Finger | Test a Finger | Biometric Setup Files m

The City of New Yo

Biometric Enroliment for TestFD

"o

Place the finger to identify on the sensor.

Place Finger

Main Order Processing Life Events Queues Reporis Forms Table Maintenance Help

The City of Ni

Biometric Enroliment for TestFD

"o

Finger was identified as Left Thumb. ===
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3. HOW DO | ADD A FUNERAL DIRECTOR THAT ALREADY HAS AN EVERS ACCOUNT?
Click on Table Maintenance - Organizations - Data Providers

Enter the Funeral Director’s Last Name or License Number and Click Search Current

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York DepartmentofHul
TR

Data Providers
License Number Data Provider Type
Director] | | | -|

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Data Providers

Search Current [ Search All 8 New Data Provider

Last Name License Mumber Data Provider Type

Director | ‘ | 'l
Last Name First Name Facility Start Date End Date Data Provider Type
Director Anita A Anderson Funeral Services, Inc. 111900 Funeral Director

Total records : 1

You will see the User Summary of the existing account; however you will not be able to update any part of
the account until you Update Offices/Roles/Business Functions.

User Summary =l
Userld: 25198 Name: Anita Director Work Number: Medical License:
User Name: ADanielsFD Title: 212 785-2000 B NPI Number:
Cell Number:

Password Expiration:
Start Date: 01/011900

User Address:
125 Waorth Street
Mew York, New Yaork 10013

Home Number:

Funeral Director License:
15255

End Date: User Mailing Address: -Ed
Logon Attempts: 0 Fax Number: - Ext
E-mail:

edrs@health.nyc.gov
Preferred Contact:E-mail

Update Login Information

Update User Update Contact Information

Update Licenses

A. Anderson Funeral Services, Inc.
Anita Director is authorized to sign for the following events: Death, Fetal Death, [TOP

User Type Office Roles

Funeral Director A Anderson Funeral Semvices, Inc. External: Funeral Director Role

Total records : 1 Total records: 1 Total records : 1

I Update Offices/Roles/Business Functions I

slomzinc Enrollinsni m |
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The City of New York pepartment of Health

Order Processing

Life Events Queues Reports Forms Table Maintenance Help

Update User

Select to Update a User

1. User Account

2. Name and Address
3. Contact Information
4

Licenses

User Types
UserRoles
Business Functions
Finish

woeoNom

5. Office Affiliations

Office Type: | Funeral Home

/
Office Affiliations Assigned to the user

A Anderson Funeral Semices, Inc

Available Office Affiliations

Testing Funeral Home, Inc

=

Cancel

Main  Order Processing  Life

The City of |

ne

Update User (ADanielsFD)

Select to Update a User

1. User Account

2. Name and Address
3. Contact Information
4. Licenses

5. Office Affiliations

7. UserRoles
8. Business Functions
9. Finish

Main Order Processing

6. User Typeg= Step6of 9

Please selectl’ each Office Affiliation:

Funeral Director hd

User Types

Offices: |Testing Funeral Home, Inc ;l

Remove User Type Office Affiliation

([ | Funeral Director A. Anderson Funeral Services, Inc.
- Funeral Director Testing Funeral Home, Inc

User is authorized to sign for the following events:
¥ Death W Fetal Death W rop

Cancel

Total
ﬁ_l

Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Update User (ADanielsFD)

Select to Update a User

User Account
Name and Address
Contact Information
Licenses

Office Affiliations
User Types

Bl o oW

Business Functions
Finish

8.
9.

7. User Roles
Offices: Testing Funeral Home, Inc
User Types: Funeral Director

Roles Roles Assigned to the user
External: Funeral Home User Role External: Funeral Director Role
INVALID-DO NOT USE: External Administrator Role
External: Funeral Home Administrator
External: Deputy Funeral Home Administrator
External: Funeral Director Queue Rest-DO NOT USE

=
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Select to Update a User

1. User Account

2. Name and Address
3. Contact Information
4. Licenses

5. Office Affiliations

6. User Types

7. User Roles

w

Finish

8. Business Functions

Offices: Testing Funeral Home, Inc ;l
UserTypes:  Funeral Director
Roles: External: Funeral Director Role

Busi Functions

Amendment Override Correction Fee Service
Issuance Queue Delete Link

Freview 35N

* Statuses Available to Birth: Facility User

* Statuses Available to External: ITOP Certifier

* Statuses Available to Internal: Key Entry

* Statuses Available to Combined Birth Certifier And Death Physician Role
* Statuses Available to External: Fetal Death Certifier

* Statuses Available to Funeral Director Status Mask
* Statuses Available to Internal: Help Desk Administrator

Additional Business Functions Assigned to the user

Step 8 of 9

Cancel

oo | e

User Summary

Userld: 25198

User Name: ADanielsFD
Password Expiration:
Start Date: 01/01/1900
End Date:

Logon Attempts: 0

Update Login Information

Name: Anita Director
Title:

User Address:
125 Worth Street
Mew York, New York 10013

User Mailing Address:

Update User

Work Number:
212 7858-2000 Ext

Cell Humber:

Home Number:
-Ext

Fax Number: -Ext
E-mail:
edrs@health.nyc.gov

Preferred ContactE-mail

Update Contact Information

Medical License:
NPl Number:

Funeral Director License:
15255

Update Licenses

A, Anderson Funeral Services, Inc.

Anita Director is authorized to sign for the following events: Death, Fetal Death, ITOP

User Type

Funeral Director

Total records : 1

Office

A Anderson Funeral Senvices, Inc.

Testing Funeral Home, Inc

Total records : 2

Roles

External: Funeral Director Role

Total records : 1

Update Offices/Roles

Biometric Enrollment m 1
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4. HOW DO | RESET PASSWORDS?

First locate the user account by clicking on Table Maintenance = Security 2> Users.

Order Processing Life Events Queues Reports

The City of New YOrk pepartment of Heal

Forms

Users

Username Last Name
| [directod

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Users Search Current | Search All

Username Last Name Office
| [director | [
Logon
Userld User Name Last Name Office Password Expiration Tries Start Date End Date
25198 ADanielsFD Director Testing Funeral Home, Inc 0 1M1/1900

I Total records : 1

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

User Summary

Userld: 25198 Name: Anita Director Work Number: Medical License:
User Name: ADanielsFD Title: 212788-2000 Bxt NPl Number:
Password Expiration: User Address: f;e" Number: Funeral Director License:
Start Date: 0110111900 :ﬂ‘tﬁ?ﬁ ;):\?ve\t'ork 10013 Home Number: e
End Date: User Mailing Address: -Exd
Logon Attempts: 3 Fax Number: -Ext
E-mail:

edrs@health.nyc.gov
Preferred ContactE-mail

I Update Login Information I Update User Update Contact Information Update Licenses

A. Anderson Funeral Services, Inc.
Anita Director is authorized to sign for the following events: Death, Fetal Death, [TOP

Roles
Services, Inc.
Funeral Director External: Funeral Director Role
Testing Funeral Home, Inc
Total records : 1 Total records : 2 Total records : 1
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Click on Send user temporary password, and then click Finish

Office of Vidal Records - Burtal Desk Welinme batk pyendes
Maim  Order Processing  LifgEvents Queses  Accounling Eeponis  Forms Table Maintenance  Help

The City of New York pepartment of Health and Mental Hygiene

Salect 1o Updare a Liser 1. Usar Account Sep1al g
2 Mamg and Address Lsssimanre: ¥ DOEnEss
3. Contsd Informaton
4 L - - Password ¥ Passwoed and Confinm Pastword
Licwnass 30 niol nieed b B fe-anbered unless
5. Office Ailiabons Confirm Password: 13 thiy reisd 1 b modified
B Usar Typas I Send user lmporany passwond I
T. Lisatd Rioles
Losin{s] Attamgied: Q
8 Business Funclions o
—_—
9. Finish
Password Expires: -
—_—
. " =
Start Date: JAM-1-1500
—
Emd Dt

The password will be sent to the user’s email address on file. Click OK

Message from webpage il

4 l\ Password has been sent to the user at the email address on file,

5. HOW DO | REMOVE USERS IN EVERS THAT ARE NO LONGER IN MY FUNERAL HOME?

One of your responsibilities, as an EVERS administrator, is to remove the office affiliation of any user that is no longer
in your funeral home.

Many users will only have one office affiliation. However, some users may have more than one office affiliation. The
process to remove a user that has one office affiliation is a little different from removing a user that has more than
one affiliation. Follow the steps below to remove a user that has only one office affiliation.

Select Table Maintenance = Security = Users.
Type in the Username or Last Name of the user you want to remove from your facility, and click Search Current.

Main Order Processing Life Events Queues Reports Forms Help
The C lty of New York Department of Health arl
@

Username Last Name Office
Cne

e o
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From the search results, click on the correct User Name

Main  Order Processing  Life Events  Queue: Reports  Forms  Table Maintenance  Help

The Clty Of NeW Y Department of Health and Mental Hygiene

Users Search Current Search All

Username Name Office
I _one | |

User Nam Name Office Name Start Date End Date

One, Funeral Testing Funeral Home, Inc 01/01/1900

Total Records: 1

From the User Summary screen click on Update Offices/Roles/Business Functions

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The Clty of New York Department of Health and Mental Hygiene

User Summary

Userld: 58138 Name: Funeral One Work Number: Medical License:
User Name: Funerall Title: Bt NPI Number:
P iration: . Cell Number: - N )
assword Expiration: 02/23/2016 User Address: N Funeral Director License:
. 125 Worth Street 12574
Start Date:  01/01/1900 New York, New York 10013 Home Number:
End Date: User Mailing Address: -Ed
Logon Attempts: 0 125 Worth Street Fax Number: -Ext
New York, New York 10013 E -
-mail:
funerald4@test.com

Preferred Contact:

Update Login Information Update User Update Contact Information Update Licenses

Testing Funeral Home, Inc
Funeral One is authorized to sign for the following events: Death, Fetal Death, ITOP

User Type Office Roles Additi Busil Fi

Funeral Director Testing Funeral Home, Inc External: Funeral Director Role

Total records : 1 Total records : 1 Total records : 1 Mo data found

I Update Offices/Roles/Business Functions I

Biometric Enrollment

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City Of New York Department of Health and Mental Hygiene

Update User

Select to Update a User 5. Office Affiliations

Step 5 0f 9
1. User Account
2. Name and Address Office Type: | Funeral Home _'||
3. Contact Information ~ . L N
4. Licenses Available Office Affiliations Office Affiliations Assigned to the user

Testing Funeral Home, Inc
6. User Types

7. User Roles

3. Business Functions
9. Finish

Cancel == Bacik Next ==

Select the facility and move it to the left side by clicking the left arrow.

Page | 16 rev. 7/19/16



Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The Clty Of New York Department of Health and Mental Hygiene

Update User

Select to Update a User 5. Office Affiliations Step50f 9
1. User Account

2. Name and Address Office Type: | Funeral Home _,”

3. Contact Information

4. Licenses Available Office Affiliations Office Affiliations Assigned to the user

5. Office Affiliations Testing Funeral Home, Inc

6. User Types

7. User Roles

8. Business Functions
9. Finish

b

=<

Cancel

Message from webpage il

455 Removing this office affiliation will end date the user.

-
Do you wish to proceed?

Cancel

Click OK on the pop up message.

Your facility will be removed from the user and the account will be deactivated at midnight of the day
it was end dated.

Main  Order Processing  Life Events  Queues Reports Forms  Table Maintenance  Help

The Clty of New York Department of Health and Mental Hygiene

Username Last Name Office
| [one |
User Name 1 Name Office Name Start Date End Date
ﬂ Funeral1 One, Funeral Testing Funeral Home, Inc 01/01/1900 10/D6/2015 23:59:59

Total RelFords: 1

Follow the steps below to remove a user that has more than one office affiliation.

Select Table Maintenance = Security = Users.
Type in the Username or Last Name of the user you want to remove from your facility, and click Search Current.

Order Processing Life Events Queues Reports Forms Table Maintenance

The City of New York DepaﬂmentofHeaIW

|
. (Users™]

Username LastName Office
| [director | [
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From the search results, click on the correct User Name

Main Order Processing Life Events Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Search Current |8 Search All

Users
Usemame Last Nafe Office

| | diyaﬁor
o Logon
Userld User Hame Last Hame Office Password Expiration Tries Start Date End Date
25198 ADanielsFD Director Testing Funeral Home, Inc 0 11/1900

Total records : 1

From the User Summary screen click on Update Offices/Roles/Business Functions

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The Clty of New York Department of Health and Mental Hygiene

User Summary

Userld: 25193 Name: Anita Director Work Number: Medical License:

User Name: ADanielsFD Title: 212768-2000 Bt NPI Number:

Password Expiration: User Address: Cell Humber: Funeral Director License:
. 125 Worth Street : 15255

StartDate: 01/01/1900 Mew York, New York 10013 Home Number:

End Date: - Ext

Logon Attempts: 0

User Mailing Address:

Fax Number: - Ext

E-mail:
edrs@health.nyc.gov

Preferred ContactE-mail

Update Login Information

Update User Update Contact Information Update Licenses

A. Anderson Funeral Services, Inc.
Anita Director is authorized to sign for the following events: Death, Fetal Death, ITOP

User Type Office Roles

A_Anderson Funeral Services, Inc
Funeral Director External: Funeral Director Role

Testing Funeral Home, Inc

Total records : 1 Total records : 2 Total records : 1

,— ,— l_ l_ l_ l_ m Local intranet

-

fa - B - g

Note: If user is affiliated with more than one facility; the EVERS administrator can only remove his/her facility from
the user’s profile. The other facilities will be greyed out.
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Main  Order Processing  Life Events  Queues

Reports  Forms  Table Maintenance  Help

The Clty Of New York Department of Health and Mental Hygiene

Update User

Select to Update a User 5. Office Affiliations

1. User Account

Step 50f9

2. Name and Address Office Type: | Funeral Home

=

3. Contact Information
4. Licenses

Available Office Affiliations

Office Affiliations Assigned to the user

5. Office Affiliations

6. User Types

7. User Roles

8. Business Functions
9. Finish

A_Anderson Funeral Services Inc

Testing Funeral Home, Inc

Cancel

Select your facility and move it to the left side by clicking the left arrow.

Main  Order Processing  Life Events  Queues

Reports Forms  Table Maintenance  Help

The Clty Of NeW York Department of Health and Mental Hygiene

Click

Update User

Step 50f9

Select to Update a User 5. Office Affiliations

1. User Account

2. Name and Address Office Type: | Funeral Home
3. Contact Information

4. Licenses Available Office Affiliations

Office Affiliations Assigned to the user

Office Affiliations Testing Funeral Home, Inc

6. User Types

7. User Roles

8. Business Functions
9. Finish

A. Anderson Funeral Services, Inc

Cancel

et == on steps 5 to 7 of the Update User screens. Click —"I on Step 8.

Step8of9

Select to Update a User 8. Business Functions

1. User Account

2. Name and Address Offices: A Anderson Funeral Services, \nc.Ll

3. ContactInformation UserTypes:  Funeral Director

4. Licenses

- Roles: External: Funeral Director Role

5. Office Affiliations

6. User Types Available Business Functions

7. User Roles Amendment Override Correction Fee Service -
Issuance Queue Delete Link

= Preview SSN
9. Finish * Statuses Available to Birth: Facility User

* Statuses
* Statuses /
* Statuses
* Statuses /
* Statuses

ailable to Combined Birth Cerifier And Death Physician Role

lable to External: Fetal Death Certifier

lable to External: ITOP Certifier

ailable to Funeral Director Status Mask

lable to Internal: Help Desk Administrator

* Statuses Available to Internal: Key Entry e

Additional Business Functions Assigned to the user

A B2 BN 2

Cancel

SRS W—
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Your facility will be removed from the user at midnight of the day it was end dated.

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

The City of New York Department of Health and Mental Hygiene

Username Last Name Office
adanielsfd director testing
R Legon
Userld User Hame 4 Last Name Office Password Expiration Tries Start Date End Date
25198 ADanielsFD Directar Testing Funeral Home, Inc i} 1111900 05/07/2013 16:29

Total records : 1

For questions regarding EVERS, please contact:

Constituent Services Unit

New York City Department of Health and Mental Hygiene
(646) 632-6705

evers@health.nyc.gov

Have you seen our website yet? Go ahead, take a look now! http://www.nyc.gov/evers
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