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2.0 Introduction

2.1. Scope

This document serves as a training guide for Local Health Department users of

the Indiana Electronic Birth Registration System (IN EBRS). The topics covered
in this document address functionalities specific to the scope of responsibility of
Local Health Department users within the IN EBRS.

2.2. Management/Technical Issues

Any management issues and/or problems that may affect the implementation
and/or use of the LHD Users Training Guide should be reported immediately to
the following Genesis team members for the development of counter measures,
solutions and/or alternatives:

Project Manager: Annachristine M. Hoover
Technical Lead: Thomas Young
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3.0 Training Topics

The training topics listed below pertain to functionalities that are specific to Local

Health Department Users of the IN EBRS. Each topic will be addressed

separately in the pages to follow.

Accessing the IN EBRS
Navigating the IN EBRS
Printer Set-up
Accessing User Parameters
IN EBRS Main Menu
Batch Printing
Paternity Affidavit Review
Legal View Screen
Accessing a Record in Legal View
Legal Corrections
Statistical Corrections
Net Change History
AOF History
Issuance History
Record Flags
Issuance Bridge
Back Data Entry
In-House/Registration
Adding an Attendant/Certifier to Library Maintenance Tables
Adding a Birth Record
Electronic Certification
Searching for a Birth Record
Updating an Unresolved Birth Record
Releasing a record to Batch Printing
Printing Forms
Printing Reports
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3.1. Login

1. To access the IN EBRS, click on the IN EBRS icon on your desktop.

IM EBRS

2. Login to the EBRS by entering your username and password in the

appropriate fields provided and Click OK.

User Mame: I
Password: I

Change

Password L | Lsieel

[~ Demo Mode

Passwords must be between 6-8 characters in length and must contain at least 1 letter and 1

number.

3. The window (below) will appear only if you are assigned to more than one
location. Select a location by picking from the selection in the drop-down

list and click OK.

Please select the location you are in

Location Mame: I

-

LCancel |
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3.2. Logout

Exit or Logout of the IN EBRS using one of the following methods:

e Select Exit from the Processing menu in the main window of the IN EBRS.
e From the Main Menu, click on the [X] (close window option) located in the
upper right hand corner of the screen to close the application.

T, e Bt yue, (B, VL, HOSFT 1A ARSI

B IGH AGOBS DL 0 S | Jone vk | 8] bt St | H] 00 ot o it [ 3 Claxtroms Rguiees, . = BLAGT -
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3.3. Navigating the IN EBRS

Using the Mouse

Use the mouse to navigate the IN EBRS. Click on the various items (hyperlinked
text and/or icons) on the menu to perform functions related to Birth Registration.

Using Your Keyboard

TAB: The 'TAB' key is the Windows standard for moving from one control to
another. A control refers to anything on the screen that either accepts user input
or enables action. When you are 'on' a control, the control is said to 'have focus'.
A flashing cursor, bolded text and in some cases, a dotted line frame will indicate
where focus is located. You can also change focus by clicking on another control
with the left mouse button.

Shift + Tab: Holding down the shift key and pressing Tab simply reverses the
‘'TAB order' and moves focus back to the previous control.

Enter: The ‘Enter’ key typically means 'Execute’. It is the equivalent of double
clicking using the mouse. If a control has focus and the Enter key is pressed,
whatever action is associated with that control will be initiated.

Alt + key: The sequence of holding down the Alt key and then pressing one of
the letter keys on the keyboard is referred to as a 'Hot Key'. The screen will
provide a visual cue to indicate what Hot Keys exist to perform a function.

Left/Right/Up/Down Arrows: These keys are used to navigate within a field or
within a "pick list'. Within a field, the left and right arrows will move the cursor
back and forth to let you change a specific letter, etc. The backspace and delete
keys also operate within a field to allow editing. Within a drop down list (pick list),
the Up and Down arrows can be used to navigate through the list. Also the PgUp
and PgDn keys can be used. In a drop down list, once you have selected the
choice you want (highlighted) by placing focus on it with the arrow keys, pressing
Tab will accept the selected choice and move focus to the next field.
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Alt+Down Arrow: This key sequence has significance for a special type of field
referred to as a 'Drop Down Box'. It is also known as a ‘Combo Box' or ‘Pick List'.
The small arrow pointer (drop down arrow) on the right side of the field indicates
that a list is available for you to select from. You can, of course, click on the drop
down arrow to cause the list to open and then use the mouse to scroll through
and select a choice. If you prefer to keep you hands on the keyboard, you can
hold down the Alt key and press the 'Down Arrow' on the keyboard. This will
open the pick list and you can use the Down and Up arrows to navigate through
the list.

Minds Eye (Type Ahead Logic)

Type Ahead logic provides another way to save time by eliminating the number
of keystrokes to pull up an item from a drop down box. In the drop down boxes
for States, Counties, Towns, Attendants/Certifiers, and facilities we have
introduced this 'Type Ahead' feature. This simply means that when you have
focus on these fields you can simply begin typing and the list will filter as you
type. Where this deviates from typical combo boxes is the typing is not limited to
1 character. If focus is on the State field and you type 'C’, focus will be on
‘California. If you then type an 'O, the field will filter down to 'CO'lorado and if
you then type an 'N' the field will filter to 'CON'necticut. This is a more advanced
type ahead method than used in typical Windows applications where normally
the first 'C' would yield California, pressing the 'O' would give you Oregon and the
'N' would probably produce 'Norway' or 'North Carolina.' In our 'State’ lists you
can also type the two character standard abbreviation such as 'OK' or 'OH' or ‘NJ'
to immediately focus on the correct choice.

Space Bar

For the most part, you will find it more convenient to use the mouse to click on
'‘Check Boxes' to turn them on or off. But if you wish, you can also use the Tab
key to advance to the checkbox and then press the Space Bar to toggle the
checkbox item on or off. Using the Tab key can be a time saving step.

Tool Tips
Tool Tips can be very helpful if the user needs to know what a certain icon
represents. Simply hover the mouse over the icon and the Tool Tip will display.

L ADEHZXE 2 1

|Save the current record
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Registration Toolbar

The toolbar within Registration provides quick and easy access to the most

commonly used commands:

Icon Hot Key

Registration Function

ﬂ, Alt+F+ X

Exit the Application

i Alt+G+F

Find Records

Ctrl+ F

M Alt+G+N Create a New Record
Ctrl + N

E Alt+G+S Save the Current Record
Ctrl+S

(7 Alt+G+A Cancel

X Alt+G+D Delete Record

% At+G+P Print Menu

2, At+G+R Refresh Record Queue
F5

4 Move to the First Record

4 Alt+ G +1 Move to the Previous Record

b At+G+E

Move to the Next Record

M Alt+G+L

Move to the Last Record

= Alt+G+V Move to the Previous Screen Tab
=) Alt+G+C Move to the Next Screen Tab
al"r:- At+E+U Cut
Alt+E+O Copy
@ Alt+E+P Paste
l:ﬂl At+H+H Topic Help
F1
@ Alt+H+S Search Online Help
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Hot Keys

Hot keys provide shortcuts to perform various actions using the keyboard. Hot
keys can be accessed using the ALT key in combination with the underscored
letter in various menu items.

#~ Request Screen, INHOUSE FACILITY - ACMHOOVER

Reguest functions Edit Window Help
D ew cein | gy T4

T CTRL + N = Create New Record
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3.4. Utilities Set Up and Configuration

3.4.1. Printer Setup

The Printer Setup function provides the capability to select a specific printer to be
used for each printed form. The hardcopy output will be directed to the specified
printer each time that particular form is generated. For example, your facility may

want to direct birth certificates to one printer and reports to another printer.
Configuring forms/reports is specific to each individual workstation. If you

attempt to run a report that has not been configured in the Printer Setup, an error
will occur, so please remember to set-up your forms/reports prior.

Main Printer Tray Setup Window

Main Printer Tray Setup

Available Reports:

Current Printer:

Burnp Liility Listing

Certified By Cerifier

Corrections Listing

Facility Report Card

Facility Unresolved Birth Pecords
Mewspaper Listing

Motification Letter (Wo Father)
Matification Letter (Twa Parents)
Operator Productivity Report
Paternity Afficawvit

Permanent Public Recard Abstract
Permanent Fublic Record Listing
Social Security Letter

Statistical Report

Unresokved Binh Pecords List
“erification of Birth Facts

Death Reports

Fee Repors
Birth Abstract
Birth Cerificate-Fee Version
Birth Certificate-Stillbith
Caombo Birth Abstract

T

hp color Lagerlet 2550 PCL G

Fiery ¥3e J1C-M PS

ActiveTouch Document Loader

1-Step RoboPDF

WGEMNESIS_HBGTYHP Color LaserJet 4600 PCLE
WGEMESIS_HBGT Lexrmark TE22

Mot assigned

Current Tray:

Save Repont Configuration Exit

The Main Printer Tray Setup window is divided into three frames:

Available Reports

This frame will display all available reports and forms to a user.

Current Printer

This frame will display all available printers that are currently mapped to your
workstation and available for selection.

Current Tray

This frame will display the tray options for the corresponding printer that is

selected under Current Printer.
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3.4.2. Assigning Forms or Reports to Printers:

1. From the main menu, under Utilities, click Printer Setup.

£ Electronic Registrar, LAWRENCE COUNTY HEALTH DEPARTMENT - AMHOOVER

Processing Security Library Maintenance | Utilities Window Help

http:/iwww.genesisinfo.com

IN Birth Registration Information

Brinter Setup

View Error Logs
Change Password

Reset System Flags
Field Help Utility 2005

User Parameters

2. The Main Printer Tray Setup screen will be displayed.

i
Avallable Reports:

Current Frintar

——  Birth Baparts —— -
|

Sump Wiy Lisbeg

Cerifed By Conifies

Comections Listng

Facdmy Hegon Cand

Facdmy Unrescded Hith Facoeds
Mersspaper Listng

Hiotfication Lo (Mo Father)
Hotficetion Leger (Two Panenis)
Operator Productivty Faport
Faleany Al el

Fermersnl Public Fecord Absract
Permanent Public Record Listing
Social Sacurity Lefar

Cantisical Fapon

Unresobsed Buth Records List
werification of Bith Facts

Dipaih Heporis

Fes Faports
Blrth Absinact
Birth Corificase-Foe Yersian
Bty Canfcasa-Shilkei
Como Brh Abskac
Confidental Vanhicaban

Lnwistown Jed Flace Coloe
Lewasioaen 15t Flone Calor

HF LasesJet B Semas POL
hp deskjes 6127 seres

File Print FadEx Kinko's
Canon CLOF 460F5

Annechli?

preed | mcdir

Current Tray:

sy One
Mot aagigea

G Raport Configrention [Exit

3. In Available Reports, select the report or form to be configured.

4. Under Current Printer, select the printer that you would like to direct the

report or form to.
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5. Under Current Tray, select the desired printer tray/settings.

6. Click on the Save Report Configuration button to save printer assignment.

Notes:

e This process must be repeated for each report.

e If a printer is changed on the system, any forms or reports that had been
configured for the previous printer must be re-configured for the new printer.
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3.4.3. User Parameters

Certain characteristics of the system can be tailored according to user
preference. This includes items such as color schemes, time-out durations, and
directory paths for certain files, etc. In some cases, the tabs in this area allow for
changing settings and in other cases they provide a source for information about
current settings. User Parameters contains four tabs: Directories, Visual
Cueing, Admin and Preferences.

As a hospital user, the tabs that will be of main concern to you are two tabs:
Directories and Visual Cueing. The following pages will provide details about
these two tabs specific to the scope of our responsibility within the IN EBRS.

Directories

Directories |

-Directories

~Web VR2000
Application Location Name: |M|M

Application Location: IC:\,WINNT

Application Import: |C:\WINNT\Web WR2000 mport,

Application Export: |C:\,WINNT\,Web WRZ0DMExport,

Application Errors: IC:\WINNT\Web WR2O00MErrar,

fb L

Application Log: |C:\WINNT\Web WR2000Log,

This tab contains all of the locations for each directory used by the IN EBRS.
Application location name and application location are set when the system is
installed and therefore, cannot be manually changed. The remaining items on
this tab are application import, export, errors and log. These four sections
indicate the directory paths for the import, export, errors and log files. They can
be manually changed at any time by clicking on the associated ellipses.
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Visual Cueing

“isual Cueing |

-Colors

~¥isual Cueing Unresolved Colors

I Genesis

Text

Background

Changing the colors on this tab will only change vour Visual Cueing colors. Yisual Cueing is the process of
changing the background and text colors to signal & problem to the user. The Genesis default Yisual Cueing color
scheme consists of a vellow background with Black text. Changing these colors will MOT affect yourWindows
color scheme. To change the Windows color scheme. click Start, Settings, Contral Panel. Display. and choose the
Appearance tab. Warning: Changing Windows colors will change colors far all Windows applications.

~Visual Cueing Resolved Colors

Text

I Genesis

Background |

The default visual cueing color schemes are as follows:

e Unresolved fields: bright yellow background with black text

e Field in focus: light yellow background with black text

e Resolved fields: white background with black text

e Disabled fields: gray background with white and/or black text

However, these colors may be changed to accommodate vision-impaired users.
This is simply done by clicking on the text or background buttons and selecting
the preferred color. The resolved colors can also be changed in this manner.
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3.4.4. Accessing User Parameters:

From the Main Menu, click on Utilities, then User Parameters from the choices
available in the drop-down list.

Proceuseg Securty Librsy Messsearcs (idas [Pedew ey

T wer e G Ty AT Pansd Byuims Flags
[
T BAres Fa iR asan mrarmanan Bt Sea
[romy -
‘....'l- """“'ll (rimge Farvnard
-i' ;;E -
Hﬁr /
-
it
1T
[ IEEETIC &R QY. P Pl | e it | ] Pty o g | ] T P it || S Ml Bgmarns

dE s
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3.5. INEBRS LHD Birth Men

u

# Electronic Registrar (WebBirth2005), DUNN MEMORIAL HOSPITAL - AMHOOVER

Functions Files Reports Queues Utilitie

s Library Maintenance Window Help |

Exit Application

Batch Printing

Legal View Screen

Back Data E

ntry

L

Electronic Certification

Inhouse/Registration

Main
Birth
Menu

Menu items can be accessed either by using your mouse or using your keyboard
(Alt + Hotkey combination, i.e. Alt + H to access Help).
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3.6. Batch Printing

Batch Printing or your record acceptance process provides a means to assign a
sequential Local File Number (LFN) and File Date (FD) to each eligible record. It
is also at within the batch printing process were copies of Certificates of Live
Birth (COLB) and Notification Letters are printed (as applicable).

Records are available for LHD batch printing when the following statements are

true:

¢ Legal Release from Facility or In-house Registration
¢ Not held in Paternity Review Queue

¢ Not held in AOF Validation Queue

¢ Not held in Demographic Review Queue

3.6.1. Batch Print Eligible Records

1. From the Birth Menu, click on the Batch Print icon @ or select Batch

Printing from the Functions menu. The Batch Printing screen will open:

»- Funclions Files Hepors Queues Ulikies Library Mainterance Window Help =lEl =]
=Rl A
File Dinte; Local File Number for 2006 year, Local Fike Numbertor 200¢
11/24/2006 000023 | 000001
CLOCALFILENUMBER | FILECATE | DOOHEATCHFRINT | DLOCALREGRRINT | ONOTIRICATIONFRINT | FACILITYNAME CHILDSNAME MOTHERSMAME |CCHILDSOA"

Unprinded Unginnilied Unprinted WOMEN'S HOSFITAL OF INDIANAROLIS FA FA Fa_ LA NARZI0E
Unprinted Lingrintad Unprinted WOMEN'S HOSPITAL OF INDIAHAPOUS PETERSOM. JASOH SMITH. LEAMHE  11/21/2006

Seleci Unprinted Selectio [Pt Select Fange 1o Feprin Print Cancel

The default screen will display all eligible records for LFN and File Date
assignment, as well as printing of the Certificates of Live Birth and Notification
Letters as appropriate.
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2. Click on the ‘Select Unprinted’ button to select all eligible records for batch
printing.
3. Click on the ‘Print’ button to initiate batch print of the COLBs and
corresponding Notification Letters.
4. Click on ‘Yes’ in the verification message to confirm assignment of LFNs
and File Date to the batch of records prior to printing.
5. The system will prompt if the printing was successful. Select the

applicable answer.
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3.6.2. Re-print following a Printer Error

IN EBRS provides the ability for you to re-print COLBs and Notification Letters
(as applicable) when you encounter errors associated with the printer. In cases
where the forms fail to print due to printer error, the LFN and File is nevertheless
assigned. This feature provides the user with the means to re-print forms
associated with printer errors as soon as printer errors are resolved.

1. From the Birth Menu, click on the Batch Print icon @ or select Batch
Printing from the Functions menu. The Batch Printing screen will open:

PENTTE— L 0 DO b [ D Pkl TP VDAV | LD Bty Prasspss )

S — = _u- Litrwy vy e (i adfix]

ADmy oL "
P L ozl P Ve oy TTO8 v Lo Faw Pt o 7004 yuw
T i ==h pe===n

Sabuct Lprrie [ ket i fiaFrd | St Frargs b Floprnd [ l p—

o R O = B I e T L i e i NN |y ey ey g PR ERE T [ N T

Selectto BePrint

2. Click on the Select to Reprint button ‘to access the
screen that lists records with LFNs and FD assigned but failed to print due
to printer error(s).

3. Click on the Print button to initiate re-print.

Genesis Systems, Inc. — CONFIDENTIAL - Not to be Released Without Written Consent.




Document ID: Version:
. IN-01-0074-LHD Users Training Guide-A-061124 A
Genesis Systems, Inc. | Issue Date:
November 27, 2006

Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 23 of 69

3.6.3. Re-print using LFN Record Range

IN EBRS provides the ability for you to re-print COLBs and Notification Letters
(as applicable) for a range of records (current and/or previous year), on demand.

Please follow the steps below to re-print using LFN record range.

1. From the Birth Menu, click on the Batch Print icon @ or select Batch
Printing from the Functions menu. The Batch Printing screen will open:

s B g [t HOL, | ARSRINCH CODMTY LA 1H (4 PAS TR - AISSMAR - | LIS iy Frame] oL
i (s npot et s L Mt e =inizf
Shusy Loy

L= Hornl ¥ o oy 008 v Lo Faw Pt o 7004 yuw
]a'iil: I et T

St Laprrimd Gt s FiaFved | Latmet framgn bz Fiepred ] o pm——

o e O = B I e T L i i NN |y ey ey g PR, TP, [T

Select Bange to Reprint

2. Click on the Select Range to Reprint button ‘ to access
the Range Print Certificate window.
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3. Select Local File Number Year from the drop down box.

. Range Print Certificate x|

Lacal File Mumber *'ear

—Year: 2006

Firzt Local File Murmber iz 000001

Fleaze enter first Lozal File Murmber for the range:

Last Lozal File Humber iz 000022

Fleaze enter lazt Lozal File Murmber for the range:

[T Certificate Of Live Birth [COLE] [~ Maotification Letter

OE.

Cancel

4. Enter the desired re-print range on the fields provided (First LFN and Last

LEN).

Note: To print a single record, enter the same LFN in both range fields (First LFN and Last LFN).

5. Select the form or forms to be printed by marking one or both checkboxes
that correspond to the form(s) you wish to print.

6. Press the OK button to initiate printing.
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3.7.

Paternity Affidavit Review

All records associated with a Paternity Affidavit (generated at the hospital) will be
held in the Paternity Affidavit Review Queue. As a LHD user, you will have the
ability to either ‘Accept’ or ‘Reject’ paternity affidavits associated with the record
as appropriate.

3.7.1. Review Records with Associated PAs

1. From the Birth Menu, click on Queues and select PA Review.

# Electronic Registrar (WebBirth2005), LAWRENCE COUNTY HEALTH DEPARTMENT - AMHOOVER

Functions Files Reports | Queues Utilities Library Maintenance Window Help

PA Review

2. Select a specific facility from the drop down list to review associated
records OR select ALL FACILITIES (default) to review all records from all

facilities.

Please, Select the Facility :

. Select Facility

x|

oK

Cancel
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3. The Paternity Affidavit Review Screen will be displayed, along with the first

record’s identifying information.

=18l 1

5 Eunctions Pafernity Queve Fdes Bepors Queves Liibes Library Mantenance Window Help
FAOE D Sru 4 W R
Facility Mame:
PLCFAtLmES =
Current Record ©

HMother's, Father's, and Child's Information

Mother's Name: rﬂNNF" JANICE SLEATER

Father's Name: rﬁ.&ckHI'ART. ROBERT

Child's Mame: W JOAN
Child's DOB: [1112/2008
Patomity Adficdewit Mumbar (55

Date Patemay Afidavit Signad 142006

F Auo Increment

4. Select a record to review from the PA Review Record Queue to display

the record’s identifying information.

5. Review the record and then click on either Accept E or Reject ﬂ as

appropriate.

e Accepting the record will clear the record from the queue and make the

record available for subsequent LHD and ISDH processing.
*
(Tip: Click on the ‘Refresh’ A icon to update the queue)

e Rejecting the record will associate the record with a rejected Paternity,

remove Father’s information from the record and replace Child’s Last Name

with Mother’s Legal Last Name.

Genesis Systems, Inc. - CONFIDENTIAL - Not to be Released Without Written Consent.




[ Document ID: Version:

‘ . IN-01-0074-LHD Users Training Guide-A-061124 A
Genesis Systems, Inc. | issue Date:

November 27, 2006

Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 27 of 69

3.8. Legal View Screen

The Legal View Screen provides you with functionalities related to Customer
Service and Issuance for eligible records. The system supports access to the
following functionalities from the Legal View Screen:

Corrections
Statistical Corrections
Legal Corrections

Net Change History

AOF History

Issuance History

Set or Re-set Record Flags

Issuance Bridge

It is important to note that a record must be retrieved to the Legal View
Screen first, in order to use/apply the functionalities listed above.
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[ e 7] | reciPieie | i P Vi ’
halay vk e AR Lncmr fan |' Erm Lormer e |
gy Fam hama i Do |' r
| =T =
Chl i Flars 1 O PP [urpamreer
o' Lirsf B | I E
=T [ N ——
Rhattars bt |
A T
g - | I = Rt o LRSS Vs |
D Dot of Pl | Panuiy | (LT P |
il | . il = Nty |t Ry |
- = sty Sl | =
peae | - Hisftae . D ol [l i-__.__ = |
oty [ 1
| Pocedfees | ot |
=
E mrtued i el
Toar of Cmatn S (e Cendcmy & |' Fit's Firsl imew |
| Lexal [wmh Cotdcsin § |' F g sl Vg |
F ity | i | i |
= Fiahurs Sl || E|
-7 Cimin Uty £ 554 L T
LY | Lif e |
Famanr Cummen Bameg e F i T e o ey | -l
M g E@dslio=0n e s | | mapsetide. | Ejsasminen. | ] sm—"te s |in.u..n.¢. || = i AT s

Note: Not all records available to the Legal View Screen will have all customer service and/or
issuance processes available to them as the system will disable links based on the status of the
record.
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3.8.1. Retrieve a Record in Legal View Screen

1. From the Birth Menu, click on Legal View icon ) to access the Legal
View Screen.

# Flectronic Registrar (WebBirth2005), LAWRENCE COUNTY HEALTH DEPARTMENT - AMHOOVE

Eunctiunws Reports Queues Utilities Library Maintenance Window Help

View Screen

- v | O 0 (O L 11 D Pl T S | Vi i 1 sl uf
r’b-rn—-!.-pm-i:—l'l-h-&—h!.—-u—:n-— adfix]
SNDES L RS v w0 oy IRy
[ Wi Bwerdn 3
| T T | tecaibmse ﬁ i Pl i ’7

[Ruv Ty Se— [ i D Ii_____

s Wit b I Lo g Dot

Cadety Laret S I I =

L I R
Wotary P Hams [
S — - | e e M |
=] L Ao s Lbatna Nawe
) \iEW™S
e LEgal View creen_
u-i Rt 1 [ ot [ I g i
<] Pt | |
|
[——

Fam of Coat sty feh Catiema & ﬁ Farary Pt tiwre |
I Ll Dt i b & ﬁ [T |

¥ s Lat e |
= ]‘—' Chom Gt = BT I e =
¥ s Cans of Pt li g ]—
Fampah Commst imd l i g Trsramgey | Pz of B | |
Benf (G ADA B IO D e | | Hjmvenatinn | ) i pn | o nen ey [ At Ra # dese Ji= A sam
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2. Click on the Search icon

. Search

to access the Legal View Search screen.

¥ - Child's Information ~Mother's Infi
First Narne: I Mather's Medical Record Number: I
Middle Mame: | Infant's Medical Record Mumber. |
Suffix
First Mame:
Last Mame: | j |
; ; Middle Name: |
Date of Birth
Maiden Name: I
Birth Order. M Sex b
Last Name: I
Father's Suffix [
Record Inft i
First Name: |
Local File No: State File No
Midldle Name | Local Locatar No: State Locator No ’7
St Record Type: I j
Last Mame: | j
County OF Birth: I j
Number of Records Found: o
Find Select Recard(s) Clear Exit Shown: 0 to: 0

ol Lle

3. Enter identifying information

about the birth record you wish to view and/or

retrieve and click on the Find button. (When available, enter the Local File

Number and Child’s Date of

Birth in the appropriate fields.)

Note: Child’s Date of Birth is a mandatory field.

4. Records that match the search criteria will be displayed in the record grid.

Eind sehect Record(s) Clear

Humbar of Records Found: 1
Ext Shown: 1 w1

|Childs 0 ____ | Chid's Diate of Birth | Chikf First Narme | Chid's Macdie Nanso | Chid's Last Narne | Chud's Sufloe | Bith Osder | Child's Sax | Father's Firat Namo | Father's Middlo Nam | Falher's Last Na
=

5120000004580 11102006 B CRAMER

SINGLE MALE
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5. Select the appropriate record from the grid (single-click to highlight) and

click on the ‘Select Record(s)’ button.

6. The system will retrieve the record from the database and display it on the

Legal View screen for viewing and/or processing.
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3.8.2. Perform a Legal Correction

The IN EBRS provides the LHD user with ability to perform legal corrections to
eligible records on demand. Legal Corrections pertain to modifications that are
made to legal items on a birth record.

The following types of Legal Corrections are available:

Legal Name Change

Correction Affidavit

Gender Change

Paternity Affidavit at LHDs (PALHD)

Paternity Affidavit Upon Marriage (PAUM)

Court Order Determination of Parentage (CODP)
Correction by Notification

Note: Certified abstracts that are issued after a correction will reflect the amended data.

To perform a Legal Correction please follow the steps below:

1. Retrieve the record that requires a correction to the Legal View Screen

using the Legal View Search ﬂ

2. Click on the Legal Correction icon E or select Legal Correction option
from the Legal View Screen menu. This will open the Correction Type

window:

=
| <]

CORRECTION AFFID&MIT

CORRECTION WOTIFICATION

CAOURT ORDERED DETERMIMNATION OF PARE
GEMDER CHAMGE

LEGAL MAME CHAMGE

FATERMITY AFFIDAMIT

FPATERMITY UPOM MARRIAGE

3. Select the appropriate correction type.
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4. The Corrections Screen will be displayed:
Functions Files Reports Queues LUltilities Library Maintenance Window Help ;lilﬁl‘

ERE AT

Zf;ﬁf;fmpm"g fioid volues = Local File Mo ’W Stete File Mo IW
Birth County Literal (BDE)
Eirth Order of This Child SINGLE Local Locator No: State Locator No:
Birth State Literal (BDE)
Birth Town Literal (BOE) 10/16/2006
File Date:
Certifier HOOVER, ANNACHRISTINE
Child's Date of Birth 10/10/2006
Childs Death State _ Child's Inf
Childs Death State File Mumber
Childs Death Year Child's First Name: |DANE
Child's First Mame DANE
Child's Last Name GENESIS
Child's Middle Name Child's Middle Name: |
Child's Sex MALE
Child's Suffix
Child's Time of Birth 1000 ik (Leed e |GENES'5
Child's Time of Birth AMPM A
Facility Name Literal .
Fﬁtha‘?‘[s Age ot Child's Birth Date 3% s i |
Father's Date of Birth 01/01/1970
Father's First Name ROZZ
Father's Last Mame GENESIS
Father's Middle Name
Father's Place of Birth ALABAMA
Father's Social Security Number 111111111
Father's Suffix 1
Fee Print Counter
INFORMANT ADDR1 LITERAL
Informant Address?2 Literal
Informant Mame Literal
Local Death Cerlificate Number
Local Locator Number
Maother Married to Father af Child? MO
Mother's Age at Child's Birth Date 32
Mother's Date of Birth 01/01/1974
bother's First Mame (Maiden) DELANA
Mother's Last Name (Currant) GENESIS
Mother's Last Name (Maiden) SMITH
Mother's Middle Name (Maiden)
Maother's Place of Birth INDIANA
Mother's Residence City Name INDIANAPCOLIS
Mother's Residence County MARION
Mother's Residence State INDIARNA,
Mother's Residence Street Address PLACETON m Support Documents ‘ f Save | Done |

5. Double-click on the field value to display the Field Edit frame and modify:

Father's Last Name GEMNESES - Edit

Father's Middle Name 0 /
Father's Place of Birh ALABAMA Mether's Date of Birh
Father's Social Security Mumber 111-11-111

Father's Suffix 1

Feg Print Countar Wa1/1574 . .
INFORMANT ADDR1 LITERAL 2. Edit Field
Informant Address? Literal

Informant Mame Literal

Local Death Certificate Number Comment

Local Locatar Mumber

Mother Married to Father of Child? XL}

Mother's Age at Child's Birth Date 32 |

Mather's Date of Birth

other's First Mame (Maiden) DELANA,

Mother's Last Name (Currant) GENESIS

Mother's Last Name (Maidsn) SMITH 3. Ad d CO mm ent
Mother's Middle Name (Maiden)

Mother's Place of Birth INDIARNA, 5

Mother's Residence City Name INDIANAPCOLIS 1' DO u b I e-CI I C k

Mother's Residence County MARION 1

Mather's Residence State INDIANA 0 FI el d Val ue

Maother's Residence Street Address PLACETON Support Documents ‘ Save |

Done |

6. Modify the applicable data and enter a comment in the Comment box (as

needed).

Genesis Systems, Inc. - CONFIDENTIAL - Not to be Released Without Written Consent.



Document ID: Version:
. IN-01-0074-LHD Users Training Guide-A-061124 A
Genesis Systems, Inc. | Issue Date:
November 27, 2006
Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 33 0f 69

7. If supporting documents are available, click on the Support Documents
button to open the Document Control screen (grid):

Father's Last Name

Father's Middle Mame

Father's Place of Birth

Father's Social Security Nurmber

Father's Suffix

Fee Print Counter

INFORMANT ADDR1 LITERAL

Informant Address?2 Literal

Informant Mame Literal

Local Death Cerlificate Number

Local Locator Number

Maother Married to Father af Child?

Mother's Age at Child's Birth Date

Mother's Date of Birth

Mother's First Name (Maidan)

Mother's Last Name (Currant)

Mother's Last Name (Maiden)

Mother's Middle Name (Maiden)

Maother's Place of Birth

Mother's Residence City Name

Mother's Residence County

Maother's Resicence State

Maother's Residence Street Address

GENESIS

ALABAMA
TH-11-1111
1l

NO
32

DELANA
GENESIS
SMITH

INDIARNA
INDIANAPOLIS
MARION
INDIARA
PLACETOMN

- Edit

Mother's Date of Birth

Mo1/1974

Comment,

' Suppon Documents Save | Done

N

8. Click on the Add New button to add supporting documents for the current
correction.

w. Document Control

Type Of Document | By Whom lssued And Signed | Date Of Original Entry | Date |ssued / Signed

Addd Mew

Update

9. This will open a data entry section for the Supporting Documents
information:

Type Of Document

Date Of Original Entry:

By Whom lssued And Signed:

—

Date Issued:

A 4

A A
Cancel

10. Enter the applicable data in the fields provide and click on the Save

button.

You can add up to six (6) supporting documents for each correction session.
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11.Press the Done button on the Document Control screen when you are

finished entering the supporting documents.

x|
Type Of Document | By Whom lssued And Signed | Date Of Original Entry | Date |ssued / Signed
Addd Mew
Update
Delete
=
Dorne >
Exit

12.Click ‘Save’ and ‘Done’ on the Corrections screen to apply the
modification and complete the correction session.

Father's Last Mame GEMEEIS - Edit

Father's Middle Name "

Father's Place of Birth ALABAMA Mafher's Date of Birh

Father's Social Security Mumber 111-11-1111

Father's Suffix [

Fee Print Counter IW

INFORMANT ADDR1 LITERAL

Infarmant Addresse Literal

Informant Name Literal

Local Death Certificate Number Comment

Local Locator Number

Mather Married to Father of Child? NO

Mother's Age &t Child's Birth Date 32 |

Maother's Date of Birth

Mother's First Name (Maiden) DELANA

Mother's Last Name (Current) GENESIS

Mother's Last Name (Maidsen) SMITH

Mother's Middle Name (Maiden) I I
Mather's Place of Birth INDIANA

Mother's Residence City Name INDIANAPOLIS ‘ ‘
Mother's Residence County MARION

Mather's Residence State INDIANA

Mother's Residence Street Address PLACETON B Support Documents ‘ S | Blaie |

13.The system will issue a correction session number to acknowledge that a
correction has taken effect.

Legal Corrections x|

-
LY 1 ) Correction number For this session is 147,
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14.Click on the ‘OK’ button to close the Corrections screen and return to the

Legal View Screen.

Note: Click on the Refresh button to view the corrections made record.

5 Ubeutromic Kegrdras (WebdieUhr 00 ), LAWHLRCE COUNTY HEAL TH DEPARTMENT - AMBOOVIR - [View Reconds]

=8l

& Funchons Legal View Screen Files Ed4 Hopods Uucors Ulibes Library Matenance Window Help ~lelx
RO A S LRG> > i o e e P - N
View Recor
it = Find Recond I
[ <] | LocalFileNo ,— Srata Fila Mo ’—
Child's Information Local Locator No: ,— Stata Locator No ]—
Childn Firet Nama: ] Fila Dote. )
Child's Middla Nama ] Local Healh Deparrant
Child’s Last Hame: | I -
Child's Suflix |—:| Mather's Information
Mather's First Hams |
Tine of Bith Rvet [ | Makher's Middle Mama [
Chikfs Date of Bith i? euity [ ] Mathers Maidan Name: |
o | -] Bt O [ - Mothar's Last Nama |
Ptace Of Bith | F-| Mothats Suffac -l
Smo] Mathiar's Date of Bith: I =) Aga
i
]| Place of Bith. | zl
Father's Infarmatian
Year cf Death Stats Daath Canificats # ,— Fathars First Name: ]
| Local Death Certificate # ,— Fathars Middia Name |
Father's Last Name ]
Fathars Suffx B
k B Dats 55A ,—_.-_.-_
Fathers Date of Bath I Agu
Fetiesh Curent Recard | ViewFlag Comments ‘ Flaca of Buin | |
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3.8.3. Perform a Statistical Correction

The IN EBRS provides the LHD user with ability to perform statistical corrections
to eligible records on demand. Statistical Corrections pertain to modifications

that are made to statistical items on a birth record. Statistical Corrections are not
captured in a record’s Net Change History.

To perform a Statistical Correction please follow the steps below:

1. Retrieve the record that requires a correction to the Legal View Screen
using the Legal View Search ﬂ See section Retrieve a Record in Legal

View Screen.

2. Click on the Statistical Corrections icon found in the Legal View Screen

menu.

# Electronic Registrar (WebBirth2005), WHITE COUNTY HEALTH DEPARTM

- Eunctions Legal View Screen ;i-les\ﬁdit Reports Queues LUtiliti

TSm0 A&

MG EHENSe 40 «

View Records

Nt
Statistical Corrections |

IChiId's Last Mame: THOMAS - Child's First Mame: SCOTT - Child's D

3. The corrections screen will be automatically displayed:

EL
EEd
B
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4. Double-click on the field value that you would like to change to display the

Field Edit frame and modify as appropriate.

Haby Iranstered MO

Child's Last Name: ITHOMAS

Child’s Suffix: I j

- Edit

BreastFed

VES

El

YES
UNKNOWN

2. Edit Field

Birth \Weightin Grams a4z

Birth Weight Pounds:Ounces 06:15

BreastFed

Calculated Gestation 39

Charact L&D - Abruptio Placenta MNo

Charact LD - Antibiotics Mo

Charact L&D - Augrmentation Mo -
Charact L&D - Clinical Mo 1 DOUble_C“Ck
Charact L&D - Epidural or spinal anesthesia | No on F|e|d Value
Charact L&D - Fetal Intolerance MNo

Charact L&D - Induction Mo

Charact L&D - Moderate Heavy meconium s| Mo

Charact L&D - None “es

Charact L&D - Mon-‘ertex MNo

Charact LD - Steroids Mo

Charact L&D - Unknown Mo

Child's Medrec Mumber

Congenital Anom - Anencephaly MNo

Congenital Anom - Cleft Lip Mo

Congenital Anom - Cleft Palate Mo

Congenital Anom - Congenital Mo

Congenital Anom - Cyanaotic Mo

Congenital Anom - Down Syndrarne Mo

Congenital Anom - Down Syndrome Kansoty

Congenital Anom - Gastroschisis Mo

Congenital Anom - Hypospadias Mo

Congenital Anom - Limk MNo

Congenital Anom - Meningomyelocele Mo

Congenital Anom - Microcephalus Mo

Sawve Done

5. Click ‘Save’ and ‘Done’ on the Corrections screen to apply the
modification and complete the correction session.

6. The system will display the following message following the successful
saving of the statistical correction performed.

Statistical Corrections |

.
‘:!J) Statistical Corrections were saved successfully,

7. Click on OK to exit the Corrections screen.
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3.8.4. View a Record’s Net Change History

The Net Change History screen displays all legal changes/corrections performed
on a record.

1. To view arecord’'s Net Change History, please follow the steps to retrieve
a record in Legal View Screen. See section Retrieve a Record in Legal
View Screen.

2. Once the record is retrieved in Legal View Screen, click on the Net
Change History icon @ to view a record’s Net Change History.

w. Yiew Mat Changs Wistony

B ) st o Facoeds 3 "

ginal Literal | Hew Literal Conechan Humber Comechion Type

Fienaew UID | Fniew DTS 1

THORIZ AT

T 11 4f2005 607 06 Fid
TIN32004 11:15:44 Akl 7

1 ALITHOREZATION | BWERWE
dd ALUTHORIZATION WRONG CITY | TOMY

“-Child's Racs QOTHER
Flace of Birh Mama WIDPWIFE HIOKE BIRTH

3. Click on the Close button to close the View Net Change History screen.
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3.8.5. View a Record’s AOF History

Records with library maintenance table entries that were ‘added on the fly’ (AOF)
during the data entry process at facilities or during In House/Registration and
were verified in the AOF Validation process at the ISDH are included in a
record’s AOF History.

. To view a record’s AOF History, please follow the steps to retrieve a

record in Legal View Screen. See section Retrieve a Record in Legal
View Screen.

. Once the record is retrieved in Legal View Screen, click on the AOF

History icon @ to view a record’s AOF History.

. Click on the Close button to close the AOF History screen.
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3.8.6. View a Record’s Issuance History

A record’s Issuance History reflects details related to the issuance (printing) of
certificates, including Requestor’s First and Last Name, Type of Certificate
printed, UserlID of the person who issued (printed) the certificate and the
date/time the issuance was performed.

1. To view arecord’s Issuance History, please follow the steps to retrieve a
record in Legal View Screen. See section Retrieve a Record in Legal
View Screen.

2. Once the record is retrieved in Legal View Screen, click on the Issuance
History icon @ to view a record’s Issuance History.

Ise

%3 Print Issuance History

Number of Records : 1

Requestor FirstMame | Requestar Last Mame |Form Printed |User | Date Printed
Shartala Patil COMBO BIRTH ABSTRACT | SHANTALA | 11/10/2006 11:45:51 AM

Close

3. Click on the Close button to close the Issuance History screen.
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3.8.7. View Flags Associated with a Record

Record Flagging refers to a process of marking a record to indicate a special
circumstance. Each ‘flag’ is associated with a corresponding message and in
some cases will cause the system to restrict some functions from being
performed on the record (i.e. Issuance) or to warn the operator of a special
circumstance (i.e. Missing Child) with appropriate instructions. The message
associated with a given flag will appear on screen when a record is retrieved on
the Legal View Screen or when you click on View Flag Comments.

1. To view arecord’s Issuance History, please follow the steps to retrieve a
record in Legal View Screen. See section Retrieve a Record in Legal

View Screen.

2. Once the record is retrieved in Legal View Screen, click on the Record

Flag icon 4 o0 view a flags associated with the record.

Child’s Information Flags
State File Murnber 000135 r Donmlssue
™ Requite ID
Child's First Name |DON [Ep——

Child's Middle Name ||_0U|S

Child's Last Mame |MENDEZ

Child's Suffix | j
Child's Sex: |MALE

Child's DOB |11J’D9f2005

-

I Putative Father

[ Medical History

[ Cettificate has been printed 10 times

Administrative Flags

a 2 u 14

Save

Exit
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3.8.8. Set or Remove a Record Flag

1. To set or remove a record flag, please follow the steps to retrieve a record
in Legal View Screen. See section Retrieve a Record in Legal View

Screen.

2. Once the record is retrieved in Legal View Screen, click on the Record

Flag icon ﬂ to view a flags associated with the record.

El

~ Child’s Information

State File Nurnber:

Child's First Narne

Child's Middle Name:

Child's Last MName:

Child's Sex:

Child's DOB:

Child's Suffix:

000135

g IDON

g ILoms

g |MENDEZ

| r

IMALE

| 11/09/2006

Flags

B
I~ Require ID
[~ Missing Child
= Deceased

[~ Putative Father

[~ Medical Histary

[" Cedificate has been printed 10 times

—Administrative Flags
1 L= L= 4 (W
(3 7 ra I 1o
Save Exit

3. Click on the check box of each applicable flag to set or remove and enter
comments as necessary.

Click on the Save button to save your changes.

5. Click on the Exit button to exit the Record Flags screen.
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3.8.9. Issue or Print Certificates

The Issuance Bridge function provides the means for authorized users to print
certified copies of forms/certificates using the Issuance Bridge in the Legal View
Screen.

The following certificates can be issued using the Issuance Bridge function:

Birth Certificate — Long Form
Confidential Verification
Birth Abstract

Combo Birth Abstract

Wallet Birth Abstract

1. Please follow the steps to retrieve a record in Legal View Screen. See
section Retrieve a Record in Legal View Screen.

2. Click on the Issuance Bridge icon to initiate the issuance process.

3. Select from the list of certificate types to print.

# Electronic Registrar (WebBirth2005), WHITE COUNTY HEALTH DEPARTMENT - AMHOOVER - [View Records]

e Eunctions Legal View Screen Files Edit Reports Queues Utilities Library Maintenance Window Help

SNDEY UL BSnnbBnBa @K «r 0| @B

View Records Birth Certificate-Long Form
[Child's Last Name: THOMAS - Child's First Name: SCOTT - Confidential Verfication own of E+| | Local File No:
Birth Abstract
~Child's Information Combao Birth Abstract Local Locatar Mo
Wallet Birth Abstract
Child's First Name: ISCO'I_I' File Date:
Child's Middle MName: I Local Health Department;
. |‘u"u’HITE COUNTY HEALTH
Child's Last Name: ITHOMAS
Child's Suffix: j Mother's Information
’V Mather's First Name:
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4. The Issuance Bridge screen will display the window below:

-Injx]

Requestar's Firzt Mame I

Requestar's Lazt Mame : I

| (0] 8 I Cancel |

5. Enter the Requestor’s Last and First Names (if available).

6. Click the OK button to print the requested certificate to the printer
specified in the Printer Setup utility.

Printing Notes:

For records with a Date of Death and Place of Death indicated, a ‘Deceased

watermark will be printed on the issued (printed) certificates.
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3.9. Back Data Entry

The Back Data Entry process provides the means to enter Legacy (Missing) and

Belated record types so that they can be made available on the system for

subsequent use.

3.9.1. Add a Missing or Belated Record

1. From the Birth Menu, click on the Back Data Entry icon ﬂ to access the

BDE screen.

2. Click on the Create a New Record icon

[

IN EBRS. Enter information in the Child’s Info screen.

to begin a new record in the

2 Functions Files EDE Erary Edit Repots Queuss Utibties Library Mai Window Help =181 x|
SHuE Lods s« « v n|eml ynawl
| C—m = |Crarvemt Recend: [ =l
Child's Infa 1 Fathar's/Mather's Info
Recond Type. | ] Lecal File Number. Ii State File Number. Ii
Local Lacator No: I State Locator No: I
Filie Dt |_:_.f_
Death Year: I
e | State Dosth Cortiicate No. Ii
Madie Name | Local Desth Cortécate No |
Last Name: | Death State: I ﬂ
Suffix | - Hospital Of Buth | =l

S R m— = [
e ———

I Do Nat lssua Issue Commen: [

™ Legal Released
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3. Click on the Father's/Mother’s Info and enter all available information.

o Eunctions Files BOE Entry Ed2 Bepotts Queves Urilties Libeary Maintanance Window Help .1!]54
R R ey - Y e
[l Recards x| Crurzest Rocerd: | k|
Child's Info 1 Father'sfMother's Info)
Mother's Infbrmation
First Mame: | Place of Birth: | j T
Mliddle Narng. [ . A
State Of Residence: [ j
Logal Last harne:
- s -
Maiden Name: I
Sl — City Of Residence: | j
Is Mather Marmied: [ 2
Pt o | Place of Dk = Dt of ik
el e ﬁ
Last Nana: =
| ' - o [
| Coeciion Number | Amandmarn/Auhonization indicator | Field Name | Comment | Dats
Add New
[ o |
[o= 1|

4. Click on the Save icon

to save the record in the IN EBRS.
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3.9.2. Add Supporting Documents to BDE Records

1. Add a new record in BDE (Legacy (Missing) or Belated type). See section

Add a Missing or Belated Record.

2. To enter supporting documents using the Amendment Editor, click on the

Add New button.

3 Eunctions Files EDE Entry Ed2 Repons Queuss LUtilties Libeary Mastenance Window Help _.15_]54
R R ey - Y e
|2l Fecards = Furremt Reard: I £
Chil's Indo 1 Fathor's/Mother's Info
Mather's bufirmation
First Narne: | Place of Birth: | j i
Mhddle Narne: [ fd
State Of Residence. [ k| L
Loggal Laest Narne
| S ~
Maidan Name: I
Sl I—;| City Of Residence: | ﬂ
Is Mather Marmied: [ j
~ Faiker's Ind
Firgt Name: | Place of Birth: [ j DR EGE
Pl Mg, | s T
Last Naene: | [ B
N
| Comection Number | Amendmeni/Authorizafion Indicator | Field Name | Comment | Dafe
Add New
Delata I

3. Enter the available (applicable) information in the fields provided in the
Amendment / Authorization screen and press the ‘OK’ button.

-

T
Akt P
=1 £ ocioion
el | L
Fusd ame | El
s
Commoon Coxm |
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4. The Supporting Documents button will be enabled once the OK button is
clicked. Please click on the Supporting Documents button to add the

supporting documents information.

5. Click on the Add New button to add supporting documents related to the

record.

6. This will open a data entry section for the Supporting Documents
information:

By Whom Issued And Signed: Date Issued:

Type Of Document Date Of Original Entry:
A
Save

A —
Cancel

7. Enter the applicable data in the fields provide and click on the Save
button. You may add up to six (6) supporting documents for each

correction session.

8. Press the Done button on the Document Control screen when you are

finished entering the supporting documents.
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3.9.3. Issue or Print Certificates in BDE

The Issuance Bridge function found in BDE provides the means for authorized
users to print certified copies of forms/certificates without having to retrieve the
record in the Legal View Screen.

The following certificates can be issued using the Issuance Bridge function:

Birth Certificate — Long Form
Confidential Verification
Birth Abstract

Combo Birth Abstract

Wallet Birth Abstract

The above certificate types can be created for the record in focus in the Back
Data Entry Screen.

1. Click on the Issuance Bridge icon to initiate the issuance process.

2. Select from the list of certificate types to print.

Birth Certificate-Long Form
Confidential Merification
Birth Abstract

Combo Birth Abstract
Wallet Birth Abstract

3. The Issuance Bridge screen will display the Issuance Bridge window
below:

i

Requestor's First Mame I

Fiequestor's Last Name I

(]9 I Cancel

4. Enter the Requestor’s Last and First Names (if available).

5. Click the OK button to print the requested certificate to the printer
specified in the Printer Setup utility.

Printing Notes:
For records with a Date of Death and Place of Death indicated, a ‘Deceased’
watermark will be printed on the issued (printed) certificates.
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3.10. In House/Registration

In House/Registration area of the IN EBRS application provides the capability for
the LHD to key the following types of records:

e Home Births
¢ Non Participating Facility Births
e Foundlings

3.10.1. Adding a New Birth Record
Please follow the steps below to add a new birth record in the IN EBRS:

1. Click on the Registration icon found in the Birth Menu to access the
registration screen.

2. Click on the Create a New Record icon
IN EBRS.

to begin a new record in the

# Electronic Registrar (WebBirth2005), WHITE COUNTY HEALTH DEPARTMENT - AMHOOVER - [Registration]

*++ Functions Registratiy_ﬂlaﬁdit Reports Queues Utilities Library Maintenance Window Help
TN Z YHADLEY S 1« » nE kBB
A

4
MMR: I SFN: | LFN: | I LL UNRESOLVED|

General ] Moather 1 T Mather 2 I Father

Hellol This is a new design DESCRIFTION

Mothe
Record Type? I j Numbs
Child's Place of Birth Local |

Name: I j
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3. Enter all available information in applicable fields in the General Tab.

5 L gt il T AV |, PN MW i B A P - i ST - |y
v Pumnees Aegsisas Fies D80 Geperiy Qowset [Ridws Lirey lesieorcs Yodew e
ISR LADEHSXSin s e iRBUE

e | sou | v | TR Ef #

- 1 [ il wpe: | ew T 1 o il g

Pzt Topre [Pacuairaton i

Morte § Lipd o Racoed
Fomc el Typw? j [ [ li
Tema of Bt Lol
ot o —

Hasw | = | -
Typm Cauey Dt of
= Lo
St Gty O FA Sagrad
[
oS ot Loaat Pt rﬁ
First Name: Middle Name: Last Name: Suffixc:
I I I J Birth Order:
Mother's Current Legal Name
Number Of Infants Alive:
First Name: Middle Name: Last Name: Suffixc:
I I I Child's Sex:
i Mother's Mailing Address -
Building Number: Pre Direction Street Name: Street Type: Post Direction: Apt:
State / Country: County: City: Mather's Residence Address
i Ext Inside City Limits?
_Zl - Mother's Mailing Address

4. Click on the Save icon &= to save/initiate the record in the IN EBRS.
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5. Enter all available information in applicable fields in the Mother 1 Tab.

[ = Muther of Hispanic Origin? Cuck anly ne]

Mathes's Infarmation ™ 00. No. mat Spanish/Hispanic/Lating
™01 Yes, Muxican, Meocan Amencan, Chicina
Mothess SEH
| ™02 Yos, Pusno Rican
Wil infant Bl Placed for Adoptian? ™ 03 Yes. Cuban

I =l ™ B4, Yes. other SpanishHispareLatma

SN for Baby? | ..I [Specity)

™ 59 Unknown i SpanatHispamciLabng

Mather Of Hspanic Orgin? Mother's Race |

" | Mot 1 1 oner 2 1 fore 1 e | T | -
s Lt of Bt (B griimsan]
Mother's Information " Mother's Information
Date of Bith lf Age Educanan | |

Sate, Tartory, or Foregn Country of Bith Decupaton Typw of Busmess{industng |

6. Enter all available information in applicable fields in the Mother 2 Tab.

Deneral l Motree 1 ] Mothes 2 I Eahee I Medical 1 I Meodca 2 I

Halp For This Field is Mot 2vailabie.

Mother's Health Information Clgarette Smoking Defore and During Pregnancy
Dnd Mether Recene WIC Food For Herself Bacause she lﬁ
was pragnant with thiz child?
Three Maonths Bafors - Cig / Day Packs / Day
Farat Theee Morith - Txgs / Day. Packs / Duy
Mpther's Waight (Pounds).
Bacond Thiss Manths Ciga / Day Packs / Doy
Froprognancy
Iother's Height (Feet ’— Third Trimester - I ’— Packs |
Inctigs) |__ AL Dalrory g £l e

Mother's Informaton

Mother's Namo Prior 10 Her First Mariage

1]

Wil @ Patarmity Alidart Be Complheled?

First Hame. Middle Hame Last Hame: Suffix
| ! | E
Maritad Stotus I Mother Marriod to the Fathue of This Child?
| | I - |
Paternity Affidavit Number:
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7. Enter all available information in applicable fields in the Father Tab (when
there is a father associated with the birth record).

Ganara L omer 1 I Mgrar 2

Fatner [ Vescsi | | Macca 3 1

‘athar's Fust Name (Ragistrason)

Father's Infermatian

.

Dt e Bt ot
Stata, Temtory. of Forsign Country of Birth:
Fathor's 354 Fi

Type of Busmessindusing

Fasthor of Hispanic Origin? (Chock only one)

™ 00 Mo, not SpansshHispanic/Lating

7 01 Yes. Meucan, Mesocan Amancan, Chizano

Fathar's Curtont Logal Hame T Father's Infarmation

First Hama |

j Education
Dccupabon

MiddSs Hame:

Last Name:

Suffr.

™02 Yos. Puerto Rican
™ 03 Yes. Cuban
™ 04 Yoa othar Spanish/Hespanic/Lating

{Specify)

T~ 89, Unknown # Spanish/HispanicLating

Fathar Of Hispanie Ongin? ‘ Fathars Race ‘

8. Enter all available information in applicable fields in the Medical 1 Tab.

Help For This Field fs Not Aveilable.

Srensal Cue Risk Factors In This Pregnancy (Check all that apply)
I—ﬂ 00 Mone
Pranatal Ca?
Disbts
. o
Do of First Vinat - o par i
Source of Prenatal Care 02 Gosational (diagnasis in this prsgnancy]

Date of Last Visit —

Total Humber of Prenstal Visds For This Pregnancy

Dutw Lt lormal Mesnsars Began ]

[~ 03 Progeegnancy (chitnic)

| 04 Geslnticnal (PiH. prasciampsin)

r 05 Eclampia
06 Previcus pretarm birth

Pregnancy History 07 Othor prindous poor prigancy outcom ncludes pornasl death, tmali-4orgostatonal
sas/inrautanne grewth strictad birk)
Ciate of Last e Birth
Live Birthn Now Livng: _ [~ 08 Progasncy e hari At
04 Faniy or

Live Brthrs Now Dead

" of Ofhae Pragraacy Dite of Last Ot P y 10 Azsisted reproduciive Iechnology

Cluteomas: Discams E 11 Mathar hao & prisecun ceaannan osnen

wrves: rowmeryt [N
Risk Factors In This Pregnancy Infiections w =
13 Geoup B Srep
Obstatric Procedures Onset of Labor 99 Usknown

Genesis Systems, Inc. - CONFIDENTIAL - Not to be Released Without Written Consent.




Document ID:

Version:

. IN-01-0074-LHD Users Training Guide-A-061124 A
@ Genesis Systems, Inc. | issue Date:
e November 27, 2006
Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 54 of 69

9. Enter all available information in applicable fields in the Medical 2 Tab.

[r— il [ i gnar 2 | Farer | [ | edical 2 I Gaer
Characteristics of Labor & Delivery
Charsctenstics of L&D Method of Detevery mamal Mortidty {Check All That Apply}

Child's Hoalth information ) b
U bnducton of labor

Birth Waight -

Obstatnc Eetimate of Gadtation [Weaks): FioE s ST
Gramy.
Gaicuistod Gewtation (Weska) - 03 Monvenes presentation
Pounds.
Oze r ms g
Apgor Score . pnos o deleny
=t 5 mirutes: = 10 minutes:
.- "
(i P - arees o 100.4 degrees
E
Abnormal Conditions cf tha Nawbom Cangsnital Anomalies )
r 1
Was Infant Translered within 24 hours of Dalivery? il
08 Felal ElTakarwas wich S s
takan in-itero 1 turher felal
Specty Facity, [ - e &
b ol A LTk of fcsth ] e U8 Epiduel or spmel engsihusie dunng lebor
i Ieiland Bimnng Broarstied ot Deachargo? - 10 Abrupbo Placenia
3, Unkaown
Hepatitis B Immusization geen =| Datwe Grun P_a’_

10. Enter all available information in applicable fields in the Medical 2 Tab.

gerern 1 Momer | ] Vgrer 2 I faer | Maccal ) Il Veics] Il Canifee
[anancdact (Faqistation)
AtandantCertifisr
Is Conifior the Same as Amendant? .I
Atigndant |
Trpe Canifiar I B
Addross
Typs
Stote:
Addrens:
Y Stats:
Zp City:
Licansa numbar; Zip
Date Conifiod: Hckite Jmte:
Principal Source Of P For This
e = over oy |
Infant's Mecical Riscoed Hamber: |
Niwhoin Screoning Murmber |
VWias the Mother Transiamed to this Facilty foe Delvery? G|
Spocty Facily _____________________________ 0

11.Click on the Save icon

to save the record in the IN EBRS.

Genesis Systems, Inc. - CONFIDENTIAL - Not to be Released Without Written Consent.




Document ID:

Version:

| . IN-01-0074-LHD Users Training Guide-A-061124 A

| Genesis Systems, Inc. | issue Date:
s November 27, 2006
Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 55 of 69

12.Check the Unresolved Fields List for fields that are still detected by the
system as having the status of unresolved, by clicking on the record status

frame of the registration screen.

per | el 1 e | e 1 Ve ‘Coifiee
AnnndsmTendie
s Cartiia tha Same 2 Aliandani? YES -
f R AN =
Attangars .
" " -
s 2 NoRTH LERDAN
Type Mo
5 POANA
o Ay 2 NORTH MERIDAN
i FOMIARDLS
o Sture DA
= i cey NAAPOUS
Licensa mambar 2 a5
Dst Corned:  TWITT06 12:11:86 PM AR SR
Ity Mot A ord Harmites Ie:-‘
N Scrmmesg umiber | B
Wt the Mo Teanatored L2 thes Facilty for Dalbvry? @ =
Sovedy Faciny 0
— -

13.The Unresolved Field List will identify any field (hyperlinked) that is still
considered unresolved by the system. If there are any unresolved fields
that are identified in this window, please complete (resolve) them as the
record will not be available for release to the Local Health Department

Batch Printing process until all fields are detected as resolved.

THE UMRE SOLVED FIELDS LIST Hegistration

All Fields Resolved!

Exit
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3.10.2. Adding an Attendant and/or Certifier in Library Maintenance

The purpose of adding an attendant and/or certifier in library maintenance is to
populate the Attendants/Certifiers list that users from your facility can select from
when assigning an attendant and/or certifier to a birth record.

Please follow the steps below to add an attendant and/or Certifier in Library
Maintenance:

14.From the Birth Menu, under Library Maintenance, select
Attendant/Certifier.

L st By [t UL [0S o Hulde T ARSI
L,-ﬂ—!hﬁl—hﬂ—h'l_l—hmhup
SNDeF huE

(1

15.Click on the Add New Record icon

in the Attendant/Certifier Library
Maintenance Table window to create a new entry.

s Whaaded e v, R NH PECLIAL WP ERL  ATRERFER

Attendant/Certifier

il Fe |u..'.'n - 1.' MG M0 BT
Lani famrem |n'-'4urld el BT Bl

Ame [sTTENCanTCEHTRER = Vo JRiTat koL VAR | el

T i = recosw [ 3 1— hﬂ“

- 5 oty ?
NP1 Numbier 1— aave
Attendants/Certifiers 3 Recoms

| CERTIFIERFIRSTNAME | CERTIFIERLASTNAME | CERTIFERROLE | CERTIFERTYPE | CERTIFIERTYFEOTHER |LICENSE | ADDRESS:

HOOVER ATTENDANT/CERTIFIER MO 2 NORTH MERIDIAN INDIANAPOUS
| CLAYTON HOOVER ATTENDANT/CERTIFIER MO 2 MORTH MERIDLAN LAWRENCEFORT
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16. Enter all available information in the appropriate fields and click on the
Save button to add entry to the library maintenance table.
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Attendant/Certifier

Lanrame. | e | =

R | | temn | |
T | A memi———3 F%
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L Save '

Attendants/Certifiers 3 Reords
|CERTIFERROLE | CERTIRERTYPE |CERTIFERTYPEOTHER |LICENSE |ADDRESS TOWNNAME
| ATTENDANT/CERTIFER MO 2 NORTHMERIDIAN 5T INDIANAFOUS
| ANNACHRESTINE i ATTENDANTAERTIFER MO 2 MORTH MEFIDLAN INDIANAFOILIS
| CLAYTON HOOVER ATTENDANT/CERTIFIER WD 2 NORTH MERIDIAN LAWRENCEFORT
17.Your entry should be immediately available in the list of
Attendants/Certifiers for your facility.
3 Recoras

Attendants/Certifiers

ASTNAME |CERTIFIERROLE _ |CERTIFIERTYPE CERTINERTYFEOTHER |LICENSE [ADDRESS  [TOWNNAME
ATTENDANT/CERTIFIER MD. 2NORTHMERIDIAN ST. INDIANAFOLIS

ATTEMDAMT/CERTIFIER MO 2 HORTH MERIDIAN INDIANAFQLIS

2 NORTH MERIDLAN LAWRENCERORT

HOOVER
HOOVER ATTENDANT/CERTIFER MD
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3.10.3.

Electronic Certification

Electronic Certification of a birth record is performed by the Certifier identified on
the birth record in the Certifier Tab of the registration screen. If a certifier is NOT
identified on the record, he/she will NOT be able to perform electronic
certification on the birth record.

Please follow the steps below to perform electronic certification on a birth record.

1. Certifier must be logged in to the IN EBRS to access the Electronic
Certification function. Please follow the directions contained in this
document (Login).

2. From the Birth Menu, click on the Electronic Certification icon =

3. Select a certifier from the drop-down list in the Certifier window and enter
the four-digit PIN.

Certifier: || j
PIM:
0K Cancel

If this is the first time that a certifier is accessing the electronic certification function of the IN EBRS,

the system will prompt the user to enter the temp PIN and specify a new PIN.

Genesis Systems, Inc. - CONFIDENTIAL - Not to be Released Without Written Consent.




Document ID: Version:
. IN-01-0074-LHD Users Training Guide-A-061124 A
Genesis Systems, Inc. | Issue Date:
e November 27, 2006
Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 59 of 69

4. All records assigned to the certifier will appear on the certification screen.

al B
anz

NN CTE e

—marT—

TR i [ .

5. Select the record(s) you would like to certify by checking (or unchecking)
the box(es) (under the Certify Toggle column) that corresponds with the

birth record(s) you wish to certify.

= Blectromic Regisbrar (WebBarlh2005 ), DUNN MEMORIAL HOSPITAL - AMHOOVER - [Elecironic Cerlification]

xwmmpmmﬁumwwm

ﬂiﬂﬁaﬂﬂ. 1@ 0 BIREB LY

6. Click on the Certify Record icon to certify the selected record(s).
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7. Please re-enter your four digit PIN when prompted by the system and click

OK.

Please enter your PIN number...

| certify that the birth represented here did take place at the date and time
specified.

PIM:

QK Cancel

8. To print a print a listing of the records that were certified during this

session select Yes; to close the window without printing select No.

%

\ ? ) Would you like to print a listing of the records just certified ?

Yes Mo |

9. To exit the Electronic Certification screen click on [ X ] located at the top

right hand corner of the screen. (Note: 2" ‘X’ from the top).

B _is!

=8l

Plurality | Birth Order
Pluralityll | SINGLE
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3.10.4. Searching for a Birth Record

There are two ways to search for and retrieve a birth record in the
Registration/Inhouse section of the IN EBRS.

1. Unresolved Work Queue — contains all the unresolved birth records for
your location.

2. Search Engine — will retrieve all records (both resolved and unresolved)
associated with your location.

Unresolved Work Queue

1. Expand the drop-down list by clicking on the arrow to view/select the
appropriate unresolved record.
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The following filters can also be applied to the Unresolved Work Queue to
increase the specificity of your search: Uncertified Records and Unsent
Paternity.

= adinl
% Pawtme Fagmrsn Fies £ Bapsts (usses (Albes (dwwy Merisemcs e alti=
i ‘lﬂﬁ.*'.‘lll’-lﬂ!th e Ml B OY

s, ]_ INCEEENE -E[ g

[ — ] il T T TlLl'l!-l"II PAFEERSTY I = T Iz T .- |
S I
2. Click on the Search icon i to access the Registration Search screen.
Tum Ham ’ Lt s bk Hac 3o Lt l e
] | s betart 1 Unctc i e et Frmr |
it | | o || - |
matm [ Gl
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S Do ]‘ Bas ]‘
ittt e :l
ity o bt S - |
Wt P |
ARnrterterivhan
- | il |
b | E
Filer: [ —J
Humiber of Records Found: o
Eina Galact Recaidin) Clear I Exit Shewn: L] w 0

3. Enter identifying information about the birth record you wish to view and/or
retrieve and click on the Find button.

Note: Child’s Date of Birth is a mandatory field.
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4. Records that match the search criteria will be displayed in the record grid.

Eind

sehect Record(s)

Clear Eat

| Child's 10}

| Chiles Do of Birth | Chil's First Name | Chid's Middi Namw |
=

Sl?llO.ﬂOﬂD.lF.aﬂD 11102006 i

Chil's Larst Harne | Chid's Sufie | Birth Ovdor | Child's Six | Fathor's Fiest Name | Father's Middls Name | Father's Last Na

CRAMER SINGLE MALE

5. Select the appropriate record from the grid (single-click to highlight) and
click on the Select Record(s) button.

6. The system will retrieve the record from the database and display it on the
registration screen for viewing and/or further editing.
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3.10.5. Updating an Unresolved Birth Record

Editing and/or updating fields in a birth record is possible for records that have

not yet been released (legal and/or statistical) after Electronic Certification.

Please follow the steps below to update an unresolved birth record:

1. Retrieve the unresolved record to the Registration screen using either the
Unresolved Work Queue or the Search Engine.

2. Check the Unresolved Field List for fields that is still considered
unresolved by the system.

Note that each field listed in the Unresolved Field List is a hyperlink to the direct location of the field
in question. Clicking on the hyperlink will bring you directly to the selected unresolved field.

3. Update the unresolved fields in the birth record.

4. Verify that all fields are resolved by checking the Unresolved Fields List.

5. Click on the Save icon b=l to save the changes you made on the record.
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3.10.6. Releasing an In House/Registration Record for Batch Printing

In order for a birth record to be eligible for release for Batch Printing process, all
applicable fields must be detected as resolved by the system. When the IN
EBRS detects that all fields are completed when the record is saved, the system
will ask you the following (as applicable):

Would you like to legally release this record to the system?
Would you like to statistically release this record to the system?

Answering ‘Yes’ to each prompt will lock that portion of the record in the system
preventing further editing.

Answering ‘No’ to each prompt will not release the applicable portion to the
system.

Answering ‘Yes’ to both prompts will lock the entire record (no longer editable in
Registration/Inhouse) and releases the entire record for Batch Printing Process.
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3.11. Printing the Permanent Public Record Form
The following forms are available for printing using the IN EBRS:

e Permanent Public Record

1. Please follow the steps to retrieve a record in Legal View Screen. See
section Retrieve a Record in Legal View Screen.

2. Click on the Printer icon S

found in the Legal View Screen and select
the Permanent Public Record.

# Electronic Registrar (WebBirth2005), WHITE COUNTY HEALTH DEPARTMENT - AMHOOVER - [View Records]

e Functions Legal View Screen Files Edit Reports Queues Utilities Library Maintenance Window Help

SN0 UL AGnahEnRasd e | 3a@)ua

View Records

|Chi|d's Last Name: THON

Child's Information—

Permanent Public Record

Child's First Name: ISCO'I_I'

Child’s Middle Name: |

Child's DOB: 11/30/2006 - Child's Town of Ej Local File N

Local Locat
File Diate:

Local Healt

3. The IN EBRS automatically sends the form to be printed to the printer
specified in Printer Setup Utility.
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3.12. Printing Reports
The following reports are available for printing using the IN EBRS:

Facility Unresolved Birth Records
Operator Productivity

Statistical Report

Newspaper Listing

Unresolved Birth Records
Facility Report Card

Corrections Listing

Permanent Public Record Book

1. Click on Reports found in the Birth Menu.

# Flactronic Registrar (WebBirth2005), CAMERON MEMORIAL COMMUNITY HOSPITAL, TNC. -

Eunctions Flles Repors | Qugues Utilities Library Maintenance Window Help
"

2. Select the report you wish to print from the list.

Functions Files | Beports Queues Utilities  Library Maintenance Window Help

= = 10 &, Facility Unresolved Birth Record List
Mewspaper Listing

Cperator Productivity Report
Statistical Repart Listing

Unresolved Birth Records
Facility Report Card

Corrections Listing

Fermanent Public Record Book

Genesis Systems, Inc. — CONFIDENTIAL - Not to be Released Without Written Consent.




Document ID: Version:
. IN-01-0074-LHD Users Training Guide-A-061124 A
Genesis Systems, Inc. | Issue Date:
November 27, 2006
Title: Approved By: Page No:
IN EBRS Training Guide — LHD Users Annachristine M. Hoover 68 of 69

3. The system will display the report in Print-Preview mode.

ek | AT Lt
T

T | S s

4. Click on the Print Icon found on the top left corner of the screen.

Haal"

| € Back P Fonverd

Facility Unresolved Birth Records

CAMERON MEMORIAL COMMUNITY HOSPITAL, Il

" Mother's | Mother's Name (Last, .
ChlldrlisLta"s;:zma, Medical First, Middle) Plurality
Record No.

Child's DOB

11/21/2006 FORD, HENRY 4 SMITH, TWINS
HANNAH

Totals

5. Click on OK to print.
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