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HOW DO I REPORT BIRTHS IN EVERS? 
 

 Log into NYC MED first via web address www.nyc.gov/nycmed 
 

 
 

Enter your NYCMED username 
and password and click Sign in 

For Assistance with your NYCMED 
login call the NYCMED helpdesk 
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Log into EVERS.  This username and password can be obtained from your system administrator. 
 
 

 
 
 
 

Type your EVERS user 
name and password.  
Remember, these are 
case sensitive. 
 
Click Login 

Click here to Access EVERS 
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You must enter Last Name, Date of Child’s Birth, Sex, Child’s Medical Record Number and Mother’s 

Medical Record Number to start your case.  The required fields are marked by a   
 
Please Note:  Medical Record numbers are required to be entered twice to verify accuracy.  (The 
medical record numbers are not required fields for midwives who are not associated with a 
hospital.) 
 

 
 
On a brand new case you will get the following screen: 
 

 
 
The system creates a new record and takes you to the Child page where you may begin entering 
data.  The information you entered into the Start New Case page will be filled into the appropriate 
data fields by the system. 

 Click SEARCH 

Click here if your case 
is not listed in the 
search results 

First click Life Events, Birth, and Start Edit New Case 

The home page will show “Fast 
Links” for you to quickly access 
commonly used EVERS features 
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The certificate is divided into two sections:  Parent Information and Facility Information. 
 

 
 
Pages (or screens) are grouped into sections with related information, and follow the order of the 
data items found on the worksheets.  The pages under “Parent Information” consist of information 
mostly from the Mother’s Worksheet (form VR-203), while the pages under “Facility Information” 
consist of information from the Facility Worksheet for Newborn Registration (form VR-204) 
 
 
Child Page 
Enter data on the Child page, validate the page and then go to the next page.   
 

 
 
Validate Page checks for errors and save the data.  There are two types of errors, Hard Edits which 
appear in Red, and Soft Edits which appear in Yellow.  Hard Edits are errors that must be addressed 
and corrected or the birth certifier will not be able to sign the certificate.  Soft Edits are errors that 
must be addressed, and if needed, must be overridden or the birth certifier will not be able to sign 
the certificate.  See page 6 for how to override soft edits. 
 
 

Note that the status bar is always displayed 
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Mother/Parent Page 
If the mother/parent’s maiden name is the same as the current legal name, click on Copy Current 
Legal Name and override the Error Message.   
 

 
 
Clicking the Auto-calculate button  will auto-fill the age field, calculated from the date of birth 
that was entered. 
 
The  icon is called the Places icon.  It allows for selection of a place from a drop-down list.  Use of 
this icon is strongly recommended as it will fill in proper capitalization, spelling, and placement of 
place names.  Data can also be entered by typing the information directly into each field, but it is 
NOT the preferred method. 
 
Example of a Soft Edit: 
If you get the below error message, the system is indicating that the mother/parent’s current last 
name and maiden name are the same and prompting you to verify if the information is correct or 
not.  If the information is correct, then you MUST override the error message.  First, check the 
Override box, then click Save Overrides.   
 

 
 
Please note the errors will remain yellow after being overridden, but the birth certifier will be able 
to sign the certificate. 
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Mother/Parent Address Page 
If the Usual Residence Address and the Mailing Address are the same, click on the Same As 
Residence Address checkbox to copy the information from the Residence Address fields into the 
Mailing Address fields.  
 

 
 

If you check No Mailing Address   You must enter a no mailing address 
comment.  Click on Comments, click New Comment, select Comment Type: No Mailing Address. 
Click Save and then click Close. 
 
Example of a Hard Edit:   

 

 
 
Hard edits are indicated in red and will remain red until the missing/correct data is entered for the 
case.  Hard edits, unlike soft edits, cannot be overridden.  Therefore, correct data MUST be entered 
in the field in order to continue with and complete the certificate.  Enter the missing information, 
Validate Page and click Next to go to the next page. 
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Mother/Parent Attributes Page 
 

 
 

The  icon is called the Look-up icon.  If you are specifying a non-Hispanic ancestry, you must 
choose the ancestry from the Look-up menu.   
 

 
 
A pop up window will be displayed as follows: 

 
 
 
 

If the Ancestry is Hispanic, 
check the Hispanic button, 
then click on the dropdown 
and specify the Hispanic 
Origin.  
 
If the Ancestry is Non-
Hispanic, click the Lookup and 
enter the Non-Hispanic origin.  
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Enter the first letter of the ancestry, and then the % sign to do a wild-card search.  For example, to 
search for and select ancestry “African American” you would enter A% in the Description field and 
click the Search button.  Clicking the Search button will display all records starting with an A in the 
search results list as shown below: 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the select link beside the 
ancestry you want and it will 
populate the Non-Hispanic 
ancestry field on the screen as 
indicated below: 
 

Click the Eraser if you 
wish to clear the Non-
Hispanic data. 
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Mother/Parent Health Page 
Enter all necessary information on mother/parent’s health. Validate Page and then Click Next. 
 

 
 
 
Paternity Page 
You must answer the “Are you entering Father/Parent’s information” question on the Paternity 
page.  Select the appropriate choice from the drop-down and Validate Page.   
 

 
 
You will only be able to see the Father/Parent and Father/Parent Attributes screens if your answer 
is “Yes, Married” or “Yes, Paternity Acknowledgment.”  (Please refer to guidelines for using the 
print AOP function in EVERS). If you selected either of the “Yes” answers, entered the father’s 
information, and subsequently wish to remove the father’s information for any reason (for example, 
the Office of Vital Records asks you to remove the Father because of an error or information missing 
on the AOP), you can change the answer to “No” and the father’s information will be removed from 
the record. 
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Father/Parent Page 
Enter father/parent’s information accordingly.  See page 5 (Mother/Parent Page) for instructions. 
Validate Page and then Click Next. 
 

 
 
Father/Parent Attributes Page 
Enter father/parent’s information accordingly.  See pages 7-8 (Mother/Parent Attributes Pages) for 
instructions. Validate Page and then Click Next. 
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Place of Birth Page 
 

 
 
The system automatically fills in the place of birth information based upon the user profile of the 
person who is logged in to enter the data.  Therefore, if logged in as a hospital or birthing center 
site, the information for the Place of Birth page should fill in automatically. 
 
The facility name and address entered by the system should be correct and cannot be edited.  If 
there are errors in the name or address of your institution, you must notify the Constituent Services 
Unit at (646) 632-6705. 
 
If the birth occurred at a location other than the usual site (e.g. home birth, en route to the 
hospital in an ambulance, or other location such as street), you may change the Type of Place 
selection and provide the location of birth information. 
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Prenatal Page 
Enter information from the Facility Worksheet for Newborn Registration (form VR-204).  
 
 

 
 

Click Validate Page and then 
click Next. 
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Pregnancy Factors Page 
Enter information accordingly, Click Validate Page and then click Next. 
 

 
Labor Page 
Enter information, click Validate Page and then click Next. 
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Delivery Page 
 
 
 
 
 
 
 
 
 

 
 
 

The Indications for Forceps section is displayed on the Delivery page only if the answer to “Was Delivery 
with Forceps Attempted but Unsuccessful?” is “Attempted and successful” or “Attempted and 
unsuccessful.” 
 
The Indications for Vacuum section is displayed on the Delivery page only if the answer to “Was Delivery 
with Vacuum Extraction Attempted but Unsuccessful?” is “Attempted and successful” or “Attempted 
and unsuccessful.” 
 
 

If Cesarean, was a Trial of Labor Attempted? and Indications for C-Section are displayed on 
the Delivery page only if the response to “Final Route and Method of Delivery” is “Cesarean.” 
 
“Complications from any of the above?” refers to Anesthesia only and will disappear if “None 
of the above” or “Unknown” is selected for Anesthesia. 
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Newborn Page 
Enter information accordingly, click Validate Page and then click Next. 
 

 
 
Newborn Factors Page 
Enter information accordingly, click Validate Page and then click Next. 

 

 
 

If APGAR Score at 5 Minutes 
is more than 5, the 10 
Minutes is greyed out. 

 
Please Note:  If you select “Yes” 
for any of the above Congenital 
Anomalies the system will 
automatically enable the 
“Diagnosed Prenatally?” question.  
If you select “Yes” to “Diagnosed 
Prenatally?” the system will 
additionally enable the “If Yes, 
please indicate all methods used:” 
section for each anomaly 
automatically.  
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Admissions and Discharges Page 
Enter Admissions and Discharge information, click Validate Page and then click Next. 
 

 
 
Attendant/Certifier Page 
 

 
 
You must use the Lookup  to enter the Certifier Information. 
 
 
 
 

Attendant at Birth 
can be typed into 
the Attendant fields 
or selected from the 
Attendant Look-up 
menu. (Follow the 
same steps used for 
selecting a Certifier 
below.) 
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To access and select the Certifier from the Look-up menu, click on the Look-up icon .    
 

 
 

A pop up window will be displayed as follows: 
Enter Certifier Last Name and click Search 

 

 
 

 
 

 
 
 

Click select and 
the Certifier fields 
will be populated. 
 

The name, title and 
address of the Certifier 
you selected will appear 
on the screen in grey.   
 
Click Validate Page 
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Certify Page 
 
In order to certify a birth case, you must: 
 
• Have the Certifier role assigned to your user account. 
• Be biometrically enrolled. This means that you must have at least one fingerprint 
   associated with your account for the system to verify.  (The Facility EVERS Administrator will 
enroll your fingerprints.) 
• Have a biometric device attached and installed on your workstation. (See your 
   System Administrator, IT department, or the Biometric Set-up instructions.) 
• Be logged into your account. 
• Have your name entered into the Certifier’s information on the Attendant/Certifier 
   page in the birth record. 
 
EVERS will allow you to certify and authenticate the case only after all pages in the case have been 
validated and all edits have passed (green arrows) or soft edits have been overridden and/or 
corrected (yellow arrows).  Once the case has achieved valid status, you will notice a Certify link 
appear under the Attendant/Certifier Page link on the left hand side of the screen in the Birth 
Registration Menu. 
 

 
 
 
 
 
 
 

Click on Certify 



 

Page | 19 .  rev 7/14/16 
 

 
 
You will notice the instruction ‘Place finger’ appears under the square. 
 

 
 
Place the finger on the biometric device as instructed by your System Administrator 
during your initial biometric enrollment.  
 

Check the 
Affirmation box 

Click Affirm 

Note that 
the 
biometric 
box is white 
and not 
green  
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Upon certification, if there is no Acknowledgment of Paternity (AOP) to be submitted with the case 
(you indicated the parents are married or you did not enter the father’s information), the record will 
be automatically registered.  If you indicated there is an AOP with the case, the record will be placed 
in a queue to be reviewed for registration approval after the AOP form is received by the Office of 
Vital Records. 
 
The case is now completed.  If you click on the Return button, the system will take you to the Child 
Page.  You are no longer able to edit any information on any of the pages (the data will be greyed-
out).  At this point, you may either Logout or you can go to Main Menu on the left hand side and 
Start a New Case or search for another case using the Locate Case option/link. 
 
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 

If you see the above two screens in succession, your 
certification/authentication was successful.  You now have a check 
mark next to the Certify link in the Birth Registration Menu. 
 

mailto:evers@health.nyc.gov
http://www.nyc.gov/evers

