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Special Situations & Tools 
 
Picking up a Case Started by a Medical Examiner or Medical Certifier  
 
When a Medical Examiner or Medical Certifier starts a case in OVERS, the Funeral 
Director will need to take ownership of the case before completing the death report. To 
take ownership of the death report you will need to search for it using Start/Edit New 
Case. This is the only search feature that will find cases not already assigned to your 
facility.  
 
From the top Menu Bar, choose Life Events, then Start/Edit New Case. Enter the First 
Name, Last Name, Date of Death, Gender, Date of Birth and County of Death. Click 
the Search button.  
 

 
 
After clicking the Search button, a Results page will appear as shown below. Open the 
desired report by clicking on the Decedent’s Name.  
 

 
 
A dialog will pop up asking if you want to take ownership of the report. Click OK to take 
ownership of the case. 
 

 
 
If your search returns no results and you are confident the report has been started in 
OVERS, you may try your search again or contact the Medical Examiner or Medical 
Certifier who started the report in OVERS before starting a new case to obtain the 
information added to the report. This will avoid creating a duplicate report. 
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Drop to Paper 
 
The Drop to Paper link is used to print a paper death report when a case is started in 
OVERS but will be completed on paper by the medical certifier.  
 
Once a report is dropped to paper, previously authenticated signatures are printed 
along with all filled-in data. The paper document is then considered the official 
source of the death report information. All “authenticated” information will be locked 
in OVERS at the time a death report is dropped to paper to ensure the paper document 
matches the electronic report. 
 
To access the Drop to Paper link, select Print Forms from the Other Links sub-menu. 
The Print Forms page will appear. The Drop to Paper link will only be available after 
you have signed your portion of the report. Click Drop to Paper.  
 

 
 
The following message will appear on screen. The message reminds you that you will 
not be able to make change changes to this case after you drop the report to paper. To 
continue, click OK.  
 

 
 

Selecting OK will launch the File Download page. Select Open to view the document. 
Once the document displays, you can print the report. 
 
Note: Reports can only be dropped to paper once. After it is dropped to paper, the link 
will not be available to drop to paper again.  
 
If you find you have made an error after you have dropped the death report to paper, 
you may call the OVERS Help Desk for assistance. 
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Refer to Medical Examiner 
 
The purpose of the Refer to Medical Examiner page is to notify 
a Medical Examiner of a death that was due to or may have 
been due to unnatural causes. In some cases, this step may be 
required by law. 
 
To begin, go to the Other Links section of the Death 
Registration Menu. Click on Refer to Medical Examiner. 
 

You will be taken to the Refer to Medical Examiner page shown below. Notice that the 
Message box is pre-filled with information about the case. This message can be left as 
is, or you may add your own message at the end of the pre-filled message. 
 

 
 
First, search for the Office then for the specific Medical Examiner by clicking on the 
magnifying glass icon. Enter the first part of the name you are looking for, followed by 
the wildcard symbol, %. Choose the Office or Medical Examiner by clicking on the 
Select link. 
 

 

Click Save to complete the referral and send a message to the Medical Examiner. 
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Disposition Approval 
 
The Disposition Approval page is used to approve the transport of a decedent’s 
remains. The Disposition Permit serves the permit to transport the decedent’s remains 
authorize the crematory or cemetery for final disposition. 
 
There are two options for printing a disposition approval permit in OVERS. To create a 
disposition permit you can either open a blank permit and type the information into the 
form or you can print the permit with the data pre-filled from the death report. 
 
Blank Permit 
 
To access a blank copy of the 
Disposition Approval permit, 
choose Forms from the top 
menu bar, then Print Forms.  
 
You will be taken to the Print Forms page. Click Final Disposition to open a blank 
disposition permit. You may type the information in the form prior to printing it on paper. 
 
 
Auto-Filled Permit 
 
After the death report is completed, you can access the auto-
filled Disposition Approval permit by selecting Disposition 
Approval from the Other Links sub-menu.  
 
There are two affirmation checkboxes on the Disposition 
Approval page: 

1. Authorization for Final Disposition is used when the 
Personal Information pages have been completed and the Medical Certification 
portion has been certified.  

2. Alternate Authorization for Final Disposition is used when only the Personal 
Information pages have been completed. 
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Place a checkmark in the appropriate Authorization for Final Disposition check box. 
Use the Lookup tool by clicking on the magnifying glass to search for the medical 
certifier responsible for the medical portion of the report.  
 
After the medical certifier is chosen, the details will appear on the Disposition 
Approval page. Enter the Date Contacted and Time Contacted. An example is shown 
below. Click Save. 
 
Next, click the Print Forms link in the Other Links sub-menu. You will be taken to the 
Print Forms page shown below 
 

 
 
The Final Disposition link is now available. Click Final Disposition and open the 
document. The Disposition Approval permit will appear on screen, filled in with the 
information provided on the Disposition Approval page. 
 
Print a Working Copy 
 
The working copy is a version of the death report that you can 
print to help review the information entered before signing a 
death report. 
 
To print a working copy of the death report, go to the Death 
Registration Menu. Under Other Links, click Print Forms.  
 
You will be taken to the Print Forms menu shown below. Click 
on Working Copy.  
 

 
 
The File Download box will appear. Click Open.  
 
The form will open using Adobe Reader. To print a paper copy, choose File then Print. 
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Relinquish a Case 
 
Once a Funeral Home Director has taken “ownership” of a death 
report, no other Funeral Home facility or office will be allowed to 
make changes to the record. The Relinquish Case link allows a 
Funeral Director to relinquish control of the report so that a 
different Funeral Home can finish the death report. 
 
From the Death Registration Menu, select Relinquish Case 
from the Other Links section.  
 
The Relinquish Case box shown below will appear. Click OK. The case will be 
released and another Funeral Home facility will now be able to locate and complete the 
report. Any information provided on the Disposition page will be removed. You will not 
be able to view or edit the report after you relinquish the case. 
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Transfer a Case 
 
It may sometimes be necessary for a medical facility such as a 
Funeral Home to transfer ownership of a case to another, 
similar, facility. In these situations, the transferring facility would 
use the Transfer Case page to transfer ownership to the 
appropriate facility.  
 
From the Death Registration Menu, select Transfer Case in 
the Other Links section.  
 
Notice that there are two options on the Transfer Case page: Transfer Personal 
Ownership and Transfer Medical Ownership. Funeral Directors can only transfer 
Personal Ownership.  
 
To transfer ownership, place a check mark in the Transfer Personal Ownership To 
box. Next, click on the magnifying glass icon next to the facility field. Enter a Facility 
Name in the box and click Search. Select the correct facility.  
 
The Message box is pre-filled with information about the case. You may add text at the 
end of the pre-filled message only. Then click Save to transfer the case. 
 

 
 
Making Changes to a Report 
 
Once the report is signed you can still access and view the report for six months. 
However, you will not be able to edit the report without unsigning it (if it has not yet been 
registered at the State level) or requesting an amendment (if it has already been 
registered at the State level).  
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Unsign  
 
Until the report is dropped to paper or registered at the State office and assigned a 
State File Number (SFN), you may unsign it if you need to make edits. To do this, click 
on the Sign link. Notice that the Affirm button has changed to the Unsign button. To 
unsign a report so that you can edit it, click the Unsign button.  
 

 
 
A popup message will ask you to confirm that you want to unsign the death report. Click 
OK. 
 

 
 

Make the necessary edits. Once you have completed edits to the death report, validate 
and sign the report as you would for any other death report.  
 
Amendments 
 
It may sometimes be necessary to make corrections to a death certificate after it has 
been registered at the State and assigned a State File Number (SFN). Requesting an 
amendment in OVERS significantly shortens the processing time necessary to change a 
death record. 
 
After a record is registered, different options will appear under 
the Other Links sub-menu. To request an amendment to a 
record, select Amendments from the Other Links section of the 
Death Registration Menu.  
 
The Amendment Page will appear. Choose the Type of amendment from the 
dropdown list. Your only option is Personal. Then click Save. 
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The page will refresh and automatically show an Amendment Date, Amendment 
Number, Year and Amendment Status. In addition, a new dropdown list appears for 
Page to Amend. Choose the page that contains the information you need to change. 
 

 
 
The page will refresh to show the Page to Amend on the Amendment Page. Make the 
necessary changes, then click Save.  
 
The page will refresh and show the information that you will change. In this case, the 
decedent’s mother’s name has been changed from Rhonda to Samantha. If the 
changes are correct, click Save.  
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While you are working on an amendment, a new menu 
appears above the Death Registration Menu, called the 
Amendments Menu. To complete the amendment, click 
Amendment Affirmation in the Amendments Menu.  
 
You will be taken to the Affirmations page. As with signing a death record, click the 
check box to affirm the statement on the screen. Then click Affirm. Place your finger on 
the fingerprint scanner attached to your computer. When your fingerprint is accepted, 
the amendment request will be sent to the State office for review. The amendment is not 
complete until it is approved by the State office. You will receive an automated e-mail 
from OVERS when the amendment is approved by the State office. 
 
Searching for the Amendment Status 
 
Once an amendment is started, it appears in the 
Amendment List. From the Death Registration Menu, 
select Amendment List under the Registrar sub-menu to 
find the status of amendment requests. 
 
In the example shown below, three personal amendment requests were submitted to 
the State office.  

‐ The first request was completed by the Funeral Director and is pending review at 
the State office.  

‐ The second amendment request was completed by the Funeral Director and 
completed, or approved, by the State office. 

‐ The third request has been Keyed, or typed into OVERS, but Requires 
Affirmation using fingerprint verification by the Funeral Director. 

 
To view, edit or affirm an amendment request, click on the Amendment Id number to 
the left.  
 

 
 
 
 
 
 
  


