
File Number Settings for Local Clerks 

As local registrars you are provided with the option to set the file number settings associated with 
your local jurisdiction. File number settings can be established for your county and local (cities, 
village, or township) requirements. 

Access File Number Settings

On the home page screen 
locate the Administration 
section and click on the 
File Number Settings link. 

NOTE: You must have local 
file number administration 
rights for the File Number 
Settings link to appear.

View File Number Settings

On the File Number 
Management page; the 
filing number settings 
shown defaults to the 
current filling year. 

Select the filing year in the 
dropdown to view the file 
number settings. 

NOTE: You can only view 
and manage file numbers 
related to your jurisdiction.
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Create New File Number Settings

On the File Number Management 
page: 

1. Click the New button.  A pop-up 
window will appear.

2. Select the Filing year using the drop 
down. 

3. Select a file number Format using the 
dropdown. 

4. Check the box in front of Prefix and 
enter in a value (optional). 

5. Check the box in front of Suffix and 
enter in a value (optional). 

6. The Desired format will appear after the 
above fields are completed. 

7. Enter a number in the Begin and End 
fields to create a range of file numbers 
used for that particular filing year. 

8. Click the Save button.

NOTE: It is best to always enter 9’s for the 
end file number to ensure that your office 
does not run out of available numbers for 
the year. 

NOTE: Once a file number has been created 
for a filing year it cannot be easily changed. 
If your file number settings are set up 
incorrectly, please do not file any records 
until contacting Vital Records.
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File a Record

On the File Number Selection page
after clicking the Accept & File
button:

Two options will be available:

1. I want to automatically select the 
next available file number.

2. I want to manually specify the file 
number.

Then click the radio button of the 
desired filing method.

File a Manual Specified File Number

Select the Manual radio button:

1. Select the desired Format by using 
the dropdown.

2. Then enter in the File Number you 
would like to use.

3. Click the File Case button.

4. The file number will populate onto 
the electronic death certificate 
with the file number settings you 
created.
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File an Automatic File Number

Select the Automatic radio button:

1. The next available number is 
displayed.

2. If you would like to skip the 
next available number click the 
Skip button.

3. Click the File Case button.

NOTE: Once a file number has 
been skipped you can use that file 
number by entering it manually.
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Look Up Voided Numbers 

On the File Number Management 
page:

1. Enter in the Filing year.

2. Enter in the File Number.

3. Click the LookUp button.

4. If the file number has been 
previously voided, it will 
appear on the list below along 
with the filing year, voided on 
date, and who voided it.

5. If the file number has not 
been voided, a blank list will 
appear, with a message 
stating that there are “No 
Records Found”.
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