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Guide 1: Logging In and Starting a New Case or Locating a Case 
 

1) Logging in to WV DAVE 
● Login in at: https://davewv.vitalchek.com/web/Logon.aspx 
● If you are associated with more than one facility or office, you will choose the facility or 

office the case you are working on is associated with after logging in 
○ You will see the facility or office you are working under at the top of the screen 

once you have logged in 
 

 
  

○ To change the facility you are working under, go to the Main Menu and click 
Change Office 

○ This will bring you back to the login page where you will change the office 
and reenter your password to log in again 
 

2) Starting a New Case  
● To start a new case or see if a case has been started, got to: 

○ Life Events → Birth → Start/Edit New Case 
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● Clicking Start/Edit New Case will bring you to this page 
 

 
 

● On this page, you must enter a Date of Birth and Sex, but you should enter as much 
as information as you can 

● Click Search 
● If a case with the criteria you entered hasn’t been started, you will see this screen 

 

 
 

● Click Start New Case to start a case with the criteria you entered 
● Clicking Start New Case will bring you to this page 
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● If a case already exists with the search criteria you entered you will see a page like this 
 

 
 

● To verify the case is the one you are looking for you can click the Preview Link on the 
right side which will bring up a preview of the case under the search results 

 

 
 

● If this is the case you are needing to work on, click Select to open the case 
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3) Locating a Case 
● If you know a case has already been started, you can search the case by going to: 

○ Life Events → Birth → Locate Case 
 

 
 

● Once you click Locate Case, you will be brought to this page 
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● There are no required fields on this page, but you must enter something so the system 
can locate the correct case 

● Then click Search 
 

 
 

● If this is the case you are needing to work on, click Select to open the case 
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Notes 
Required fields have an indicator beside the field box and the field box is outlined in red. 
 
Example: 

 
 
Please confirm proper spelling of first and last name to avoid duplicate cases and also because 
the search will only bring up exactly what you enter 
 
Return to Table of Contents 
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Guide 2: Child  
 

● Once you have started a new case or located and opened the case you are needing to 
work on, you will see this page 

 

 
 

● The case will automatically open to the Child Page 
● If you click Validate Page before entering any information, you will see the fields that 

must be completed and the error messages for each field at the bottom of the page 
○ Click Validate Page at any time to check what you have entered 
○ If you prefer, you can review any errors all at once after you have entered all of 

the information by saving your work as you go and clicking Validate Page after 
you complete the last page (Newborn Factors) 

■ If you choose to validate your information this way, clicking the Next button 
goes to the next page and saves your work 
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● A red box means that field must be completed and validated by the system before you 
can sign the case 

 
  Example: 

    
 

● A yellow box means the field has an error, but the error can be overridden (there are no 
fields with yellow errors on the Child Page) 

  
  Example (from the Mother/Parent Address Page): 
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● Once you have entered the required information click Validate Page to verify the 

information you entered is validated by the system 
● If there are no errors, click the Next Button to go to the next page, which is 

Mother/Parent 
 

 
 
Return to Table of Contents 
 

10 



Guide 3: Mother/Parent 
 

● Once you navigate to the Mother/Parent Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● When entering dates, you can enter the date manually (MONDDYYYY, MM/DD/YYYY, 
MM-DD-YYYY, MMDDYYY) or you can click on the Calendar Icon to select the date 

● Click the Arrow Icon to populate the age 
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Note: Months, Days and Hours, Minutes are shown as required, but they are only required if the decedent is 
under one year old or one day old, respectively. The red box indicating an error will go away for the other fields 
(month, days, hours and minutes) once you enter the date and click Save or Validate Page 
 

● Once you have entered the required information, click Validate Page to verify the 
information you entered is validated by the system 

● If there are no errors, click the Next Button to go to the next page, which is 
Mother/Parent Address 

 

 
 
Return to Table of Contents 
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Guide 4: Mother/Parent Address 
 

● Once you navigate to the Mother/Parent Address Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● Clicking the House Icon will bring up a window that will allow you to select the criteria 
by Country, State, County, City, and Zip Code, filtering the options as you go 

 
 

● To override a yellow error, go to the Validation Results Box at the bottom of the page 
after clicking Validate Page 
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● In the Validation Results Box, click the Checkbox beside of the appropriate error 
message that you wish to override, then click Save Overrides 
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● Next, click Validate Page to verify the information you entered is validated by the 
system 

● Then, click Next to move to the next page, which is Mother/Parent Attributes 
 

 
 
 

 
 
Notes 
 
You can still affirm/sign a case if there are yellow errors that have been overridden 
 
You can always come back and add information later, as long as the case hasn’t been 
registered by the State Office (the status bar at the top of the page will tell you whether the 
case is registered or not) 
 

 
 
It is best to complete as much of the information as possible 
 
Return to Table of Contents 
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Guide 5: Mother Attributes 
 

● Once you navigate to the Mother Attributes Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Mother Health 
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Return to Table of Contents 
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Guide 6: Mother Health 
 

● Once you navigate to the Mother Health Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
 

22 



 
● If you select Yes for Tobacco use during this pregnancy, the 4 follow-up questions 

are required 
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● If you select No, those questions will be grayed out and you will not be able to enter 
any data in those fields 
 

 
 

● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 
Then, click Next to move to the next page, which is Marital Status 
 

Return to Table of Contents 
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Guide 7: Marital Status 
 

● Once you navigate to the Marital Status Page, this is what you will see 
 

 
 

● There are only 2 questions on this page initially, and both must be answered 
● Other questions will populate and be required based upon the mother’s marital status 

○ If you select Never Married for Marital Status, you will see this screen 
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Note: Paternity Information is Required 
 

  
 

 
 

○ If you select Currently Married for Marital Status, you will have these options 
for the following question 
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■ If you select Yes, spouse is legal parent, you will see this 
 

 
Note: Paternity Information is Required 
 

  
 

 
 
 

■ If you select Yes, but spouse is not legal parent, you will see this 
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Note: Paternity Information is Required 
 

  
 

 
 

■ If you select Mother refusing husband information, you will see this 
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○ If you select Divorced/Widowed for Marital Status, you will have these options 
 

 
 

■ If you select Yes, Spouse is legal parent, you will see this 
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Note: Paternity Information is Required 
 

  
 

■ If you select No, you will see this 
 

30 



 
Note: Date of Divorce is required 

  
 

■ If you select Unknown, you will see this screen 
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Note: The following Paternity Information is required 
 

 
 

 
 

■ If you select Yes, but spouse is not legal parent, you will see this 
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Note: The following Paternity Information is required 
 

 
 

 
 

■ If you select Mother refusing husband information, you will see this 
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Note: The Date of Divorce is required  
 

 
 

○ If you select Unknown for Marital Status, you will see this 
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● If you select Currently Married and Yes, the spouse is the legal parent you will see 
new pages related to the father are added to the Parent Information under the Birth 
Registration Menu 
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Return to Table of Contents 
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Guide 8: Father/Parent  
 

● You will only have this page if the spouse is the legal parent  
● Once you navigate to the Father/Parent Page, this is what you will see 

 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 
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● Then, click Next to move to the next page, which is Father Attributes 
 
Return to Table of Contents 
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Guide 9: Father Attributes 
 

● You will only have this page if the spouse is the legal parent  
● Once you navigate to the Father Attributes Page, this is what you will see 

 

 
 

● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 
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● Then, click Next to move to the next page, which is Informant 
 
Return to Table of Contents 
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Guide 10: Informant 
 

● Once you navigate to the Informant Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

 

 
 

● Then, click Next to move to the next section, which is Facility Information 
 
Return to Table of Contents 
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Guide 11: Place of Birth  
 

● Once you navigate to the Place of Birth Page, this is what you will see 
 

 
 

● The facility name and address will already be populated with the facility you are logged 
in with 

● If you need to change the facility data, click the Clear Icon  
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● Once the facility data is correct, click Validate Page to verify the information you 
entered is validated by the system 

 

 
 

● Then, click Next to move to the next page, which is Prenatal 
 

Return to Table of Contents 
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Guide 12: Prenatal 
 

● Once you navigate to the Prenatal Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Pregnancy Factors 
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Return to Table of Contents 
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Guide 13: Pregnancy Factors 
 

● Once you navigate to the Pregnancy Factors Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Labor 
 
Return to Table of Contents 
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Guide 14: Labor 
 

● Once you navigate to the Labor Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Delivery 
 
Return to Table of Contents 
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Guide 15: Delivery 
 

● Once you navigate to the Delivery Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Newborn 
 
Return to Table of Contents 
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Guide 16: Newborn 
 

● Once you navigate to the Newborn Page, you will see this 
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Note: There are many required fields on the Newborn Page, please be as accurate as possible when entering 
data on this page 
 
 

● Reminder - APGAR Scoring Chart 
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● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Then, click Next to move to the next page, which is Newborn Factors 
 
Return to Table of Contents 
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Guide 17: Newborn Factors 
 

● Once you navigate to the Newborn Factors Page, this is what you will see 
 

 
 

● If you click Validate Page before entering any information, you will see the fields that 
must be completed and the error messages for each field at the bottom of the page 
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● If there were no conditions or anomalies, select None of the above or None of the 
anomalies above 

● After entering the required information, click Validate Page to verify the information you 
entered is validated by the system 

● Next you will need to sign/certify the case 
 
Return to Table of Contents 
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Guide 18: Certifying/Signing a Birth Case 
 

● Once you have completed a case, click on the Attendant/Certifier Page Link by going 
to: Death Registration Menu → Medical Certification → Attendant/Certifier 

 

 
 

● After clicking the Attendant/Certifier Page you will see this page 
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● If you started the case as the Medical Certifier, your information will automatically be 
populated in the certifier section 

 

 
 

● You can use the Magnifying Glass Icon to search for and add the attendant 
 

 
 

● Clicking the Magnifying Glass Icon will bring up this search window 
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● You can enter part of the Medical Certifier’s name and the percent sign (%) and click 
Search 

 

 
 

● After you click Select, that attendant’s information will populate in the fields under 
Attendant at Birth 
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● Next, click Validate Page to verify the information you entered is validated by the 
system 

● If there are no errors, a Certify Page will appear under Facility Information in the Birth 
Registration Menu 

● Click on the Certify Page 
 

 
 

● After clicking the Certify Page, you will see this 
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● Click the Checkbox and click the Affirm Button to sign the case 
 

 
 

● You will see this screen after affirming the case 
 

 
 
Return to Table of Contents 
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Guide 19: Paternity Affidavits  
 

1) Submitting a Paternity Affidavit as an Attachment 
● To submit a Paternity Affidavit before a case has been registered, go to the 

appropriate case and click the Attachments Page under the Other Links Section 
 

 
 

● Clicking the Amendment List Page will bring you to this screen 
 

 
 

● Click New Attachment Button to add the Paternity Affidavit 
 

 
 

● Clicking New Attachment will bring up this screen 
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● After clicking Save, you will see the Paternity Affidavit has been added 
 

 
 
 
2) Submitting a Paternity Affidavit as an Amendment after a case has been registered 

● To submit a Paternity Affidavit after a case has been registered without Father’s 
information having been entered, go to the appropriate case and click the Amendment 
List Page under the Registrar Information Section 

○ The Registrar Information Section will appear once the case is registered  
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● Clicking the Amendment List Page will bring you to this screen 
 

 
 

● Click New Amendment and you will be brought to this screen 
 

 
 

● Here you will need to select the Amendment Type 
○ For Paternity Affidavits you would select Paternity 
○  
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● After selecting Paternity, click Save and you will be able to amend fields related to 
paternity and the father 
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● After entering all of the necessary information, click Validate Amendment 
● Then you will be brought to this page to Affirm the amendment 

 

 
 

● Once you have clicked Affirm, you will see this screen 
 

 
 

Notes 
 
If you entered the father’s information correctly, certified the case, and it has been registered, 
you can upload the Paternity Affidavit under attachments without needing to submit an 
amendment 
An amendment is only needed if the father’s information needs changed or added 
 
Return to Table of Contents 

71 



Guide 20: Linking a Plural Birth 
 

● When you enter the first birth for a plural birth you will need to select the plurality on the 
Newborn Page 

 

 
 

● After you certify the first plural birth, click on Link Plural Delivery Page in the Other 
Links Section under the Birth Registration Menu 
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● Clicking Link Plural Delivery will bring you to this page 
● Click Link New Case Button to create the next birth in the plural delivery 

 

 
 

● Clicking Link New Case Button will bring you to this page 
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● Enter the information for the other delivery in the plural birth 
● For Event Type select either Birth or Fetal Death 

 

 
 

● WV DAVE will search for any cases that match the criteria you enter 
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● If a case isn’t found matching the criteria you entered, click Start New Case 
● Clicking Start New Case will bring you to this page 

 

 
 

● When you click Compare you will see a preview of the linked cases 
 
 

75 



 

 
 
 

 
 

● If you determine the cases should be linked after comparing them, click the Select Link 
and you will be brought to that case 
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● Some of the information you entered for the first case will automatically populate in the 
second case 
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● After entering the required information, click Validate Page to verify the information you 

entered is validated by the system 
● If there are no errors, certify the case as you did the first case in the plural birth 

 
 

 
Notes 
 
Since this is a twin delivery, in the second case you would select 2 for Number Now Living 
with the date of delivery for the plural birth as the Date of Last Live Birth (See example below) 
 

 
 
Return to Table of Contents 
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Guide 21: Making Changes to a Case & Creating Amendments 
 

1) Making Changes to a Case 
● If a case has not been registered, you can make a change without submitting an 

amendment 
○ If the case doesn’t have a State File Number (SFN) when you look up a case, 

that means it is not registered  
 

 
 

○ The SFN is also located at the top of a case, and you can tell by the Status Bar 
whether a case is registered or not 

 

 
 

● If you haven’t certified/signed a case, you can make any changes (a case can’t be 
registered until you have certified/signed the case) 
 

● Once you have certified/signed a case, you will need to Unaffirm the case to make 
changes to the case 

○ To Unaffirm a case, go to the appropriate case, and click on the Certify Page 
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● Clicking on the Certify Page, will bring you to this page 
 
  

 
 

● After clicking OK, you will see that the case is unsigned 
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● After making the changes to the case, be sure to validate the changes and sign/affirm 
the case again 

 
2) Amendments 
● For a case that has been registered, you will need to submit an amendment to make 

changes 
○ To make an amendment, go to the appropriate case and click the Amendment 

List Page under the Registrar Information Section 
○ The Registrar Information Section will appear once the case is registered  

 

 
 

● Clicking the Amendment List Page will bring you to this screen 
 

 
 

● Click New Amendment and you will be brought to this screen 
 

81 



 
 

● Here you will need to select the Amendment Type 
○ To make a change to the information you entered in the case select, 

Administrative Error - Birth 
 

 
 

● For the Page to Amend field, you have the option to choose any of the pages in the 
Parent Information Section and the Facility Information Section 
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● After you click the page you need to amend, you will see a screen like this 
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● After you make the change, click Save and your change will be brought up for review 
○ You will see an Amendments Menu has also been added to the menu on the left 
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● Click the Edit Link or Delete Link if you realize you made a mistake and need to edit 

your amendment or delete it  
 

 
 

● If you need to make another change on a different page, choose a different Page to 
Amend  

○ That will bring up the next page you wish to amend 
○ You can make multiple changes under one amendment so you don’t have to go 

in and create a new amendment for each change 
■ Be sure to click Save after each page you amend 

● Once you are finished making changes and you have reviewed them for accuracy, go 
to the Amendments Menu to the left and click on Amendment Affirmation 

 

 
 

● Clicking Amendment Affirmation will bring you to this page 
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● Once you have clicked Affirm, you will see this screen 
 

 
 

● The State Office will have to approve the amendment 
● Once it is approved you will receive a message in WV DAVE and an email to the email 

address you entered when setting up your user account in WV DAVE 
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Return to Table of Contents 
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Guide 22: Status Bar 
 

● The Status Bar is located at the top of a case and provides information about that case 
 

 
 

● The first two statuses in the Status Bar refers to the Birth Certifiers Sections Parent 
information and Facility Information 

 
1) Legal Status (Parent Information Section) 
● If you, as the birth certifier, did not complete all the pages in the Parent Information 

Section or completed all the pages, but have a red error, the Status Bar would say 
Legal Invalid 
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● If you, as the birth certifier,completed all the pages in the Parent Information Section, 
but had to override a yellow error, the Status Bar would say Legal Valid with 
exceptions 

 

 
 

● If you, as the birth certifier, completed all the pages in the Parent Information Section 
and had no errors, the Status Bar would say Legal Valid  
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2) Medical Status (Facility Information Section) 
● If you, as the birth certifier, did not complete all the pages in the Facility Information 

Section or completed all the pages, but have a red error, the Status Bar would say 
Medical Invalid 

 

 
 
 

● If you, as the birth certifier,completed all the pages in the Facility Information Section, 
but had to override a yellow error, the Status Bar would say Medical Valid with 
exceptions 
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● If you, as the birth certifier, completed all the pages in the Facility Information Section 
and had no errors, the Status Bar would say Medical Valid  

 

 
 
 

Return to Table of Contents 
 

91 



Guide 23: Removing An Override/Updating Information 
 

● Go to the appropriate case and the page the override is on 
 

 
● Click Validate Page to show the errors and the overrirde 
● In the Validation Results Box, uncheck the Checkbox for the error you want to 

remove the override from, then click Save Overrides 
●  
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● Update the field you had previously left blank or incomplete. 
● Click Validate Page  
● The field will no longer be highlighted yellow 

 

 
 

● The Birth  Registration Menu will update and the page that you updated will now have 
a green check mark, if he information is valid\ 
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Notes 
 
You can only remove an override if you were the person who overrode the rule 
 
Only yellow errors can be overridden  
 
Return to Table of Contents 
 

94 


	 
	 
	 
	Guide 1: Logging In and Starting a New Case or Locating a Case 
	Guide 2: Child  
	Guide 3: Mother/Parent 
	Guide 4: Mother/Parent Address 
	Guide 5: Mother Attributes 
	Guide 6: Mother Health 
	Guide 7: Marital Status 
	Guide 8: Father/Parent  
	Guide 9: Father Attributes 
	Guide 10: Informant 
	Guide 11: Place of Birth  
	Guide 12: Prenatal 
	Guide 13: Pregnancy Factors 
	Guide 14: Labor 
	Guide 15: Delivery 
	Guide 16: Newborn 
	Guide 17: Newborn Factors 
	Guide 18: Certifying/Signing a Birth Case 
	Guide 19: Paternity Affidavits  
	 
	Guide 20: Linking a Plural Birth 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Guide 21: Making Changes to a Case & Creating Amendments 
	 
	Guide 22: Status Bar 
	Guide 23: Removing An Override/Updating Information 

