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Amending a Death Case 

2. Select the Type and add 

the person who is re-

questing the Amendment 

in the Description field. 

Then click Save.  

3. Make a selection for the Page to Amend  

and select Save. 

4. The specific page will be demonstrated and available to make  the appropriate changes. 

• Make the necessary corrections.  

1. Enter into a case and Select 

Amendments under the Other 

Links section in the Death Regis-

tration Menu. 
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 5. Once corrections have been made, select 

Save.   

 

 6. The changes will display to review. Select Approve Amendment.  

7. Ensure that a copy of the amendment 

documentation is scanned and inserted 

into the record as an attachment. Select 

Attachment under Other Links.   

8. Click New Attachment.  
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 9. Choose Documentary Evidence as the Type, attach the file by browsing the computer, and click save.  

 10. The Vault Copy can now be printed. Select Print Forms in the 

Other Links section.   

11. Click the link for Vault Copy.  

12. A PDF will generate that can be opened and printed by a local device.  


