Health

HOW DO | SUBMIT PERSONAL AMENDMENTS IN EVERS?

The Personal amendment should only be used to correct items on the personal information section of
the death certificate (which also includes the disposition page) if the funeral home was responsible for

the Personal Information prior to the death being registered.

The only exception to the above is if a case was previously filed with an interim disposition by the
funeral home. If such is the case, the Funeral Home Change from Interim Disposition amendment
should be used to update the disposition page and not a Personal amendment.

There is no fee for the Funeral Home Change from Interim Disposition amendment.

(Please refer to “How do | Submit Funeral Home Change from Interim amendments in EVERS” for
instructions on how to do a Funeral Home Change from Interim Disposition amendment).

There is a S40 corrections fee for a Personal amendment. The fee must be paid first before you create
the amendment or you will not be able to affirm the amendment. Please refer to how do | order death
certificate-related services in EVERS for instructions on how to submit the 540 corrections fee for the

amendment.

Submitting Personal Amendments

Step 1: Locate Case and Submit order for Correction Fee first
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The Clty Fetal Death » | Start/Edit New Case nd Mental H
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Decedent's Information

First: |

L =

Last:
55N
ME Case Mumber:

Borough =) Place nfDeath'lz

Gender.
Caseld:

Place of Death Location Type:

Select Life Events/Death/Locate Case
Enter information to locate case. For
example, Case ID, decedent’s name and
click the Search button

Date of Death:
Date of Birth:
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Step 2: Click on the decedent’s name from the search results screen and select Amendments under
Other Links.
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The City of New York Department of Health and Mental Hygierfe

| 427785 Little Mickey APR-17-2013 Amendment Exi

[Personal Valid With ExceptionsiFact of Death Valid/Medical V, With Exceptions/iRegistered/Signed/Pronounced/Certified/NAICD Coding

Required/GIS Coding Required/Burial Permit Ready to P

Decedent

Resident Address

Family Members will medical institution be responsible for wdl disposition? |Ves =|

Informant X

Disposition Infant Identifier j
Decedent Aftributes Decedent Name Presumeg? Confirmed D 7]

Decedent's Legd me

Cause of Death

Middle Other Middle Last Suffix
Amendment List Mickey
ATETE I | Add/Edit Alias Names
+ Comments
Cremation Clearance Gender Social Security Number
Order PermitiCopies Male [*] [ooo-00-0000 & none © Unknown

Step 3: Select Personal from the amendment Type dropdown and then click Save.
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The City of New York Department of Health and Mental Hygiene 3a. Select Personal from the
427786 Little Mickey APR-17-2013 Amendment Exists amendment Type dropdown.

[Personal WValid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/R~
Required/GIS Coding Required/Burial Permit Ready to Print

Type Personal ;l';r."nendmentDate

Year Amendment Number

Order Number Description personal amendment 3b. Enter a Description
Amendment Status Microfilm Mumber

of the Amendment you
Mew Burial Permit Required E are Submlttlng

3c. Click Save — ’ @ w

Step 4: From the Page to Amend dropdown, select the page you want to amend.

The page you want to
amend will appear below
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The Clty of\New York Department of Health and Mental Hygiene

| 427785 :\ittle Mickey APR-17-2013 Amendment Exists Tl e kel g2 e

Amendment {Personal ValN! With Exceptions/Fact of Death Valid/iMedical Valid With Exceptions/Registered/Signed/R i
Required/GIS §oding Required/Burial Permit Ready to Print correction.

Amendment Affirmation

Death Registration Menu Type

Year
Decedent Order Number
Resident Address
Family Members

Personal =] Amendment Date nav-032013 |f - CAUTION!!! You have
2013 Amendment Number 21834 .
access to every data field

Description personal amend

eyed (Requires Affirmation) Microfilm Mumber on the page, please make

Amendment Status

:;.forma.?.t I Pageto Amend |Death - Family Members | | sure you 0n|V make
isposition
Decedent Attributes Itern In Error Item as it Appears Item as it Should be Changes to those data

items you wish to correct.

Cause of Death Mew Burial Permit Required

Al di tList "

mendmentLis Marital Status | Mever Married > | Other Specify

Amendments Surviving Spouse’siPartner's Name 4a- Ma ke the correction

+ Comments First Widdle Last (if wife .

Cremation Clearance then click Save at the
Order Permit/Copies

E e — Father's Name bottom of the page.
Validate Registration First Widdle Last

Unknown Unknown y

AT
Cancel Amendment Validate Page Validate Amendment Save | Clear || Return
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The following information
will populate; Item in Error,
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Item as it Appears, and Item
The City of New York pepartment of Health: 35 it Should be.

427785 Little Mickey APR-17-2013 Amendmeweess

egistered/Signed/Pronounced/Ce CIICk Edit If you WISh tO

Amendment Personal Valid With Exceptions/Fact of Death Valid/Medical Valid Wit/
z Required/GIS Coding Required/Burial Permit Ready to Print ] q
Amendment Affirmation
change the information
Death Registration Menu Type [Personal WAY-03-2013 entered. Click Delete if
Year 2013 ! ent Number 21934 . h
Decedent Order Number TEEE e you wish to remove

Resident Address

Family Members Amendment Status  Keyed (Requires Affirmation)

the information

Informant Page to Amend | =l
Disposition \/
Decedent Attributes Item In Error | liem as it Appears I | [temn as it Should be I Edit  Delete

Family Members-Marital Status Mever Married Divorced Edit Delete

New Burial Permit Required | 7|

Cause of Death

Amendment List

Coct ereman mm

P

Click here only if you wish
to Cancel the amendment.

You can make corrections on additional pages by selecting them from the Page to Amend dropdown,
and clicking Save after completing each page.

Step 5: Click Amendment Affirmation under the Amendments Menu on the upper left hand side of the
screen.
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The City of New York Department of Health and Mental Hygiene

427785 Little Mickey APR-17-2013 Amendment Exists

(Personal Valid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/Registered/Signed/Fronounced/Certified/NAICD Coding
Amendment Afirmation Required/GIS Coding Required/Burial Permit Ready to Print

Affirm the following:

el certify that this change is being requested due to error or newly received information. (Mote:
Applications requiring documentary evidence cannot be submitted electronically )

Place Finger
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Please Note: If the $40 correction fee was not submitted you will get the following message

Main  Order Processing m Queues  Forms  Help

The City of New York Department of Health and Mental Hygiene

-—:
427785 Little Mickey APR-17-2013 Amendment Exists
gistered/Signed/PronouncediCerified/MAICD Coding

Amendment {Personal Valid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/|
Amendment Afirmation Required/GIS Coding Required/Burial Permit Ready to Print

Affirm the following:

Please submit an order for a corrections fee service. You may affirm the amendment after the order has
been submitted.

e

You can access order processing without leaving the
case by clicking the Return button

Refer to How do | order death certificate-related services in EVERS for instructions on submitting the $40

correction fee.

From the Order Summary screen click Return to go back to the Amendment Affirmation Screen to affirm

the amendment.

Welcome back: MayaFD

Colonial Funeral Home

Main Order Processing Life Events Queues Forms Help
The City of New York Department of Health and Mental Hygiene

427785 -Little Mickey APR-17-2013 Amendment Exists
[Personal Valid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/Registered/Signed/Pronounced/Certified/NANCD Coding

Amendment
Amendment Affirmation Required/GIS Coding Required/Burial Permit Ready to Print

Affirm the following

W | certify that this change is being requested due to error or newly received information. (Note:
Applications requiring documentary evidence cannot be submitted electronically.)

Funeral Director place his/her

finger on the biometric to affirm —
Em

J Local intranet v | W00 -
v

|Done

Important Note: To be able to affirm an amendment, you must have rights as a Funeral Director and
must be logged into your Funeral Director’s account.
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The City of New York Department of Health and Mental Hygiene

427785 Little Mickey APR-17-2013 Amendment Exists

Amendment {Personal Valid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/Registered/Signed/Pronounced/Certified/NAICD Coding
Required/GIS Coding Required/Burial Permit Ready to Print

Amendment Affirmation

I Authentication successful. I

Clzar| @
If you see the above message, your affirmation was successful.

The amendment has now been submitted to the Office of Vital Records. When you return to the
Amendment List, you should see that the amendment now has a Pending Approval status.
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The City of New York Department of Health and Mental Hygiene

427785 Little Mickey APR-17-2013 Amendment Exists

(Personal Valid With Exceptions/Fact of Death Valid/Medical Valid With Exceptions/Reqgistered/Signed
Required/G1S Coding Required/Burial Permit Ready to Print

ronouncediCerified/MAICD Coding

Decedent
Resident Address
Family Members

premen enament Frecessing Amendment Type Date Received Date Completed / Rejected Amendment Status Order #
Disposition ld History

Decedent Attributes 21927 History Cause of Death Query MAY-02-2013 ending Approval

21930 History City to Private (Non-Cremation)  MAY-02-2013 Cxncelled
Cause of Death . . X

219831 History City to Cremation 1 MAY-02-2013  5/3/2013 11:01:07 AM Congplete
Amendment List 21932 History City to Cremation 2 MAY-03-2013  5/3/201312:08:21 FM Comyglete

21933 History Fersonal MAY-03-2013 d

Amendments 21934 History FPersonal MAY-03-2013 FPending Approval
« Comments
Cremation Clearance
Order Permit'Copies m
Print Forms
Validate Registration

Once the Office of Vital Records has approved and completed the amendment, the status will show as
Complete and the correct information will show in the appropriate field in the record.

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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