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Creating a Case and Attaching Paper Death Certificate 

1. On the homepage, select Death Search. 

 

 

2. Search for the case by 

inputting specific identifi-

ers. 

 

 

3. Select the case by clicking the link of the name.  

 

 

4. Navigate to the Death Registration Menu.  
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5. Go to Attachments. 

6. Select New Attachments.  

7. Utilize the dropdown to select 

Documentary Evidence, Browse to 

find the appropriate document, and 

Select Save. 

8. Once the death certificate is attached and saved, select Close.  

 

Scan and Save a copy of the 

death certificate to a local drive.  
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9. Go to Assign Status under the Other Links.  

10. Select New Special Status. 

11. Utilize the dropdown to choose Paper Record Entry Required as the Status, and input a Reason. 

12. Click Save. 

 

 



 

Revised 2/9/2021                                                                                                    4 

CT-Vitals Quick Guide 

Creating a Case and Attaching Paper Death Certificate 

13. A banner will be displayed at the top of the screen, and the record will be directed to the State Users.  

 

14. Once the State User completes the record, it will be sent back through the work queues in order to print 

the Vault Copy. Go to the Registration Work Queue Summary. 

 

15. Go to Vault Copy Print Queue. 

16. Select the name of the decedent to enter into the case.  
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17. Go to Print Forms in the Death Registration Menu. 

18. Select Vault Copy in order to print.  

19. The status will need to be deleted in order to re-

move it from the work queue. Go to Assign Status un 

der Other Links.  

20. Delete the status, 

and close.  

 

 


