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.

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.

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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Access File Number Settings

Electronic Death Registration System

Location: loniia Validation Reg

on-LR
Switch Location | Help | Exit Application

You have 0 new messages.

CASE MANAGEMENT WORK QUEUES

ADMINISTRATION /

s

Work Queue Manager

DC Filed new (4)
Ready to be filed (3)

Register Record Filed on Paper

Blank Forms
Reports

View File Number Settings

#acH

Home > File Numbers

EDRS

Electronic Death Registration System

[ Home | Heip | Bt Appicaton

File Number Management

Select the type of file number you will like to manage:

State / @ County City

Filing Year. [=] county Format
Begin: End: Last number used
Enter the file number that you want to mark voided: Void

File Number Filing year Voided On Voided By

-- No Records Found -

Not sure if a file number has previously been voided?

Filing year. File Number. LookUp

New Close




Create New File Number Settings

On the File Number Management
page:

Not sure if a file number has previously been voided?
Filing year: File Number: LookUp

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. Fiing year

County:

4, Check the box in front of Prefix and Fomat. | Seect

enter in a value (optional). Desired format: 999

9999
Begin 99999

-Select-

999999
End: 999999999

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.

. Fili > 2013
8. Click the Save button. T -]
County:
Format: YYYY9999 (]
. [V prefix: e- [T suffix:
NOTE: It is best to always enter 9’s for the Desired format:
end file number to ensure that your office Begin: 1
does not run out of available numbers for End: 9999
the year. é Close

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

Two options will be available:

1. |want to automatically select the
next available file number.
2. | 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:

Select the desired Format by using
the dropdown.

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

Click the File Case button.
The file number will populate onto
the electronic death certificate

with the file number settings you
created.
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File a Record

EcH

Ann Client (Local Staff)

EDRS

Electronic Death Registration System

Home > Death Case > File Numbers

|certificate of Death | File Numbers

Location: Validation Region - Local Registrar
Exit Application

File Number Selection

© | Want to automatically select the next available file number b

Filing Type: @ Death Year Filing Year Year: 2014

Format: e-20149999

Next available number: e-20140001

County: Eaton

skip

© I want to manually specify the file NUMber @ m—

Filing Type: @ Death Year Filing

Year: 2014 County: Eaton
Year
Specify the format and number:
Format: File Number:
File Case Cancel

W@cH EDRS
Electronic Death Registration System

Ann Client (Local Staff)

Location: Validation Region - Local Registrar

Home > Death Case > File Numbers

[certificate OFf Death || File Numbers

Exit Appicaton

File Number Selection

| Want to automatically select the next available file number

Filing Type: @ Death Year Filing Year Year: 2014

Format: e-20149999 Next available number: e-20140001

County: Eaton

Skip

© | want to manually specify the file number

Filing Type: @ Death Year Filing

Year. 2014 County: Eaton

~

File Numbsrl I

Year
Specify the format and number:

Format: -Select- >

-Select-
99

999
9999
99999
999999

File Case Cancel

99999-YY

Specifv/Other




File an Automatic File Number

S— E a
Select the Automatic radio button: VéocH EDRS  rion son Q higan. gou

Ann Client (Local Staff) Location: Validation Region - Local Registrar
Home > Death Case > File Numbers |_Home | Help [ Exit Appiication

1. The next available number is =
d |Sp I ayed . File Number Selection

© | Want to automatically select the next available file number

2. If you would like to skip the
n ext ava i I a b I e num be r CI ick the Filing Type: @ Death Year Filing Year Year: 2014 County: Eaton
S kl p b u tto n Format: e-20149999 Next available number: e-20140001 skip

| want to manually specify the file number
3. Click the File Case button. \

Filing Type: @ Death Year Filing

§ Year: 2014 oy Extor
NOTE: Once a file number has s:;fymefmmmm e

been skipped you can use that file Rt Ay

number by entering it manually. ——r

Look Up Voided Numbers

On the File Number Management
page:

D a
i@oeH EDRS - michiar o

Ann Client (Local Staff) Location: Validation Region - Local Registrar

Home > File Numbers [ Home | Help | ExtApplication

File Number Management

1. Enterinthe Filing year.

Select the type of file number you would like to manage:

. . State © County City

2. Enter in the File Number.

?y"p"g © Deatn Year yg;img
A Year 2014 [=] couny Format: e-YYYY9999

3. Click the LookUp button. e s Nex vatai numeer. 1
Enter the file number that you want 1o mark voided: e- void | [ Export

4. If the file nu mber has been File Number Filing year Voided On Voided By
£-20140001 2014 20140220 1151210 Clienta010

previously voided, it will
appear on the list below along
With the filing yea r[ VOided on Not sure if a file number has previously been voided? /

. . year. 2014 File Number: e-20140001 LookUp
date, and who voided it.
File Number Filing year Voided On Voided By
e-20140001 2014 2014-02-20 11:51:21.0 Clienta1010

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

New Close
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