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Registering a Case  

1. Go to  the Registration Work Queue 

Summary. 

2. Select Local Affirmation Required. 

3. Select the decedent name to enter the case. 

4. Go to the Disposition page in the Death Registration 

Menu. 
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5. Verify the Filing Registrar 

Information.  

6. Validate the Page.  

7.  Go to the Local Registrar Affirm page in the 

Death Registration Menu. 

8. Check the box, and click Affirm.  The record is now Registered.  

 

Ensure the appropriate office 

and name is entered into the 

fields. This item can be manually 

entered if the option is not listed.  
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9. To print the Vault Copy, navigate to Print Forms in Other Links.  

 

10.  Select Vault Copy.  

11. Open the PDF.  

 

12. Select the Print icon to print from a local device.  

 
Vault Copies will continue to be 

printed on the designated Vault 

paper.  


