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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 
● If you are associated with more than one facility/office choose the one handling the 

case you are working on 
○ You will see the facility/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, go to: 

○ Life Events → Death → Start/Edit New Case 
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https://davewv.vitalchek.com


 
 

● Clicking Start/Edit New Case will bring you to this page 
 

 
 

● On this page, you must enter the correct information in the required fields First Name, 
Last Name, Date of Death, and Sex 

● Click Search 
● The search is very precise. If another case has been started but just one letter in the 

name or number in the date is off, it will not show that a case exists. Be careful that you 
are entering the correct information. 

● 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 and assigned to you then you can search 

the case by going to: 
○ Life Events → Death → Locate Case 

 

 
 

● There are no required fields on this page, but you must enter something so the system 
can locate the correct case. If you have the case number, you may enter it alone and 
Search 
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● 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 
 

 
 

 
4) Going to a case directly from WV DAVE Messaging 
● When someone requests a funeral home, you will receive an email like this 
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● You will also receive a message in WV DAVE 
○ To review your messages, login to WV DAVE and go to Messages from the Home 

Page  
■ Go to: Main Menu → Messages  

 

 
 

● You can also access Messages under Fast Links on the Home Page 
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● Once you click on Messages, you will see this screen 
 

 
 

● To go directly to this case and begin entering information, click on the Decedent Name 
Link in the message 

 
 

Notes 
 
Required fields have an indicator beside the field box and the field box is outlined in red. 
 
Example: 

 
 

Please confirm proper spelling of decedent 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: Completing The Personal Information: Decedent Page 
 

● Once you have started a new case or located and opened the case you are needing to 
work on, you will see this 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 save/check what you have entered 
○ If you prefer, you can review any errors all at once after you have entered all of 

the information in the Funeral Director Section by saving your work as you go 
and clicking Validate Page after you complete the last page (Decedent 
Attributes) 

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

  
  Example (from the Resident Address Page): 

    
● After you enter the SSN, click anywhere on the screen outside of the box and Verify 

SSN will become a link 
 

 
 

○ Click Verify SSN to make sure the SSN is a valid number (ensure that the name, 
sex, SSN, and date of birth are correct before clicking Verify SSN as this will lock 
those fields). 

● When entering dates, you can enter the date manually (MONDDYYYY, MM/DD/YYYY, 
MM-DD-YYYY, MMDDYYYY) or you can click on the Calendar Icon to select the date 
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● Click the Arrow Icon to populate the age 
 

 
 

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 decedent’s 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 Resident 
Address 
 

 
 
Return to Table of Contents 
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Guide 3: Completing the Personal Information: Resident Address 
 

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

 
 

● If you click Validate Page, the fields you must complete will be highlighted in red and 
yellow 
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● When you enter the zip code, if it is one that is already loaded into the system, it will 
automatically populate the City, County, State, and Country fields. 

● 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 

14 



 
● To override a yellow error, go to the Validation Results at the bottom of the page after 

clicking Validate Page 
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● In the Validation Results Box, click the Checkbox beside 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 Place of Death 

 

 
 

 
 

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 4: Completing the Personal Information: Place of Death 
 

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

 
 

● You must select something for Type of Place of Death 
 

 
 

● You must enter the Facility Name if the place of death is anything other than 
Decedent’s Home or Other (Specify) 

○ If the Death Pronouncer or Medical Certifier starts the case, the facility name and 
address will be already be entered based on which facility they logged into WV 
DAVE as, but you can update the place of death facility if needed 
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● If you don’t know the full name of the facility, you can enter part of the name and the 
percent sign (%) and click Search 

 
 

● Next, click Validate Page to verify the information you entered is validated by the 
system 
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● If there are no errors, click Next to move to the next page, which is Family Members 
 
 

 
Notes 
 
A valid street number is required if the place of death was the decedent’s home 
 
You must specify, if you select Other (Specify) 
 
Return to Table of Contents 
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Guide 5: Completing the Personal Information: Family Members 
 

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

 
 

● If you click Validate Page, the fields you must complete will be highlighted in red and 
yellow 
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● Once you have entered the decedent’s 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 Informant 
 
Return to Table of Contents 
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Guide 6: Completing the Personal Information: Informant 
 

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

 
 

● If you click Validate Page, the fields you must complete will be highlighted in red and 
yellow 
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● Enter the informant information and click Validate Page to verify the information you 
entered is validated by the system 

● If there are no errors, click Next to navigate to the next page, which is Disposition 
 

 
Return to Table of Contents 
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Guide 7: Completing the Personal Information: Disposition  
 

● Once you navigate to the Disposition Page, this is what you will see 
○ If you start the case as the Funeral Director, your name, license number, 

address, and the funeral home you are associated with will automatically 
populate into those fields 

 

 
 

● If you click Validate Page, the fields you must complete will be highlighted in red and 
yellow 
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● For Place of Disposition, you can click on the Magnifying Glass Icon to bring up a 
search window 
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● If you don’t know the full name of the place of disposition, you can enter part of the 

name and the percent sign (%) and click Search 

 
 

● If the method of disposition is cremation, after you validate the page, the Status Bar 
will have “Cremation Clearance Required”  

 

 
 

● You must attach a signed Cremation Authorization Form by going to: 
○ Death Registration Menu → Other Links → Attachments 
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● Clicking Attachments will bring up a window like this 

 

 
 

● Click New Attachment to add the Cremation Authorization Form 
 

 
● Once you click Save, the attachment will upload to the case in WV DAVE and you will 

see this 
 

 
○ If you click the View Link, you will download what you just uploaded to your 

computer 
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○ Clicking the Delete Link, will bring up this window 

 
 

● After an attachment has been added to the case, you will see a check mark appear 
beside Attachments under the Other Links Section 
 

 
 
 

● Next, click Validate Page to verify the information you entered is validated by the 
system 

● If there are no errors, click Next to move to the next page, which is Decedent Attributes 
 

Notes 
 
The Funeral Director can’t affirm/sign the case until the Cremation Clearance is approved by 
The Office of Chief Medical Examiner (OCME) 
 
The OCME can’t approve the Cremation Permit until the Medical Certifier has certified the 
case 
 
Return to Table of Contents 
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Guide 8: Completing the Personal Information: Decedent Attributes 
 

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

 
 

● If you click Validate Page, the fields you must complete will be highlighted in red and 
yellow 
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● Once you have completed this information, click Validate Page to verify the information 
you entered is validated by the system 

● If there are no errors, click Save  
● Next you will need to affirm/sign the case 

○ If all the pages have a green check mark or you have overridden any yellow 
errors 

 
Return to Table of Contents 
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Guide 9: Affirming/Signing a Case 
 

● Once you have completed all of the required fields in the Personal Information Section 
(Funeral Home Section) and corrected any red errors and overrode any yellow errors, 
you can affirm/sign the case 

○ A Sign Page will populate in the Personal Information Section if you are ready to 
sign 

 

 
 

● Click the Sign Page and you will be brought to this screen 
 

 
 

● After clicking Affirm, you will see this screen 
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● You are finished with your section as the Funeral Home 
● If you need to change anything later and the case has not been registered with the 

State Vitals office, you may Unsign the case, make your changes and Sign it again. 
● Next, you can Request Medical Certification if there’s no certifier on the case and you 

know who the certifier is. 
 
Return to Table of Contents 
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Guide 10: Requesting Medical Certification 
 

1) How to know If you need to request request medical certification 
● If there isn’t a link available, medical certification has probably already been requested 

 

 
 

● The status bar will also tell you if medical certification has been requested 

 
 

● If you click on the Certifier Page under the Medical Certification Section, you can see 
whether a certifier is assigned to the case 
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● If there is a medical certifier assigned to the case, the information will be entered 
 

 
 
 

2)  To request medical certification 
● Go to: Death Registration Menu → Other Links → Request Medical Certification 
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● Once you click Request Medical Certification, this is the page you will see 
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● First, you must add the Certifier by clicking on the Magnifying Glass Icon beside 
Certifier Name to bring up a search window 

 

 
● You can enter part of the Medical Certifier’s name and the percent sign (%) and click 

Search 
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● After you click Select, you will be taken back to this screen and you will see that the 
name of the medical certifier you selected has populated 

 

 
 

● Now you must add the Facility/Office by clicking on the Magnifying Glass Icon beside 
Facility/Office Name to bring up a search window 
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● After you click Select, you will be taken back to this screen where you will see that the 
name of the medical certifier and the office you selected have populated in those fields 

 

 
 

● After clicking Save, the request is sent to the medical certifier 
● If you click on the Certifier Page under the Medical Certification Section, you will now 

see the certifier you requested for medical certification is shown as the medical certifier 
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Return to Table of Contents 
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Guide 11: 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 Death 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 

43 



Guide 12: Other Links Section 
 
As a Funeral Director, there are certain pages you will have access to under the Other Links 
Section  
 

 
 

1) Attachments 
● This is where you will upload the signed Cremation Authorization Form for the OCME 
● After completing the Disposition Page, you must attach a signed Cremation 

Authorization Form by going to: 
○ Death Registration Menu → Other Links → Attachments 
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● Clicking Attachments will bring up a window like this 
 

 
 

● Click New Attachment to add the Cremation Authorization Form 
 

 
● Once you click Save, the attachment will upload to the case in WV DAVE and you will 

see this 
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○ If you click the View Link, you will download what you just uploaded to your 

computer 
○ Clicking the Delete Link, will bring up this window 

 

 
● After an attachment has been added to the case, you will see a check mark appear 

beside Attachments under Other Links 
 

 
 
 

2) Comments 
● This is where you can leave/read comments regarding the case  
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● If there isn’t a checkmark beside the Comments Page and you click on the Comments 
Page, this is what you will see 

 

 
 

● If there are comments on a case, you would see this 
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● To view the comment you can hover your mouse over the comment 

 

 
 

● You an also view the comment by clicking the View Link on the right side of the 
comment pop up window 
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● Clicking View Link, will bring up this window 

 

 
 

● When you are finished viewing the comment, click Close 
● To add a comment, click on the Comments Page  
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● Clicking New Comment will pop up a window that looks like this 
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● You can also tell if a case has a comment after searching for a case using Search or 
Locate Case  

○ Life Events → Death → Search or Life Events → Death → Locate Case 
 

 
● The search results will pop up and you will see an icon beside the case that indicates 

the case has a comment or comment(s) 
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● If you click on the Comment Indicator Icon, a window will open up showing all the 
comments on the case 

 

 
 

3) Print Forms 
● Print Forms can be found by going to: Death Registration Menu → Other Links → 

Print Forms 
○ Print Forms is where you can print a Working Copy of a death certificate 
○ Printing a working copy of a death certificate and having the informant/family 

review it is a good way to make sure information added is accurate and complete 
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● After clicking on Print Forms, this is what you will see 
 

 
 

● Click on Working Copy to download a working copy to your computer 
● In Print Forms, you can also print the Cremation Clearance Form if cremation is the 

method of disposition, you have paid,and OCME has approved it 
○ Click on Cremation Clearance Form to download the form to your computer 

 
4) Relinquish Case 
● The ONLY time you would relinquish a case is if you are not the Funeral Home/Director 

handling the case 
● Relinquish Case can be found by going to: Death Registration Menu → Other Links 

→ Relinquish Case 
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● Clicking Relinquish Case will bring up this pop up window 
 

 
● Click OK to relinquish the case and Cancel to retain the case 

○ Only relinquish the case is you are sure it is not your case 
 
4) Transfer Case 

● If you are not the funeral home handling a case, and you know which funeral home is, 
you can transfer the case to the correct funeral home by going to: Death Registration 
Menu → Other Links → Transfer Case 
 

 
 

● Clicking Transfer Case will bring up a window like this 
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● As a Funeral Home/Director, you can only transfer the Personal Ownership of the 
case 

● Use the Magnifying Glass Icon to search for the funeral home you are transferring the 
case to 

 

 
 

● Once you click on the Magnifying Glass Icon, a search window will pop up that looks 
like this 
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● Enter part of the name of the funeral home and the percent sign (%) and click Search 
 

 
 

● After clicking Select, you will be brought back to this page 
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● You will see that the funeral home you are transferring to is now listed in the box for 
personal ownership 

 

 
 

Note: You have to wait to check the box until after you have entered the funeral home 
 
Return to Table of Contents 
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Guide 13: Status Bar 
 

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

 
 

● This is a case that was created by the death pronouncer, but hasn’t yet been worked on 
by the funeral director or medical certifier 

○ The first status in the Status Bar refers to the Funeral Director’s Section which is 
Personal Information 
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● You can see in the Status Bar that the funeral home has been requested for this case 
 

 
 

● If you, as the Funeral Home handling the case, completed all the pages in the Funeral 
Home Section or Personal Information Section, but had to override a yellow error, the 
Status Bar would say Personal Valid with Exceptions 
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● If you, as the Funeral Home handling the case completed all the pages in the Funeral 
Home Section or Personal Information Section, and had no errors, the Status Bar 
would say Personal Valid  
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● After you have affirmed/signed a case, the Status Bar will go from unsigned to signed 
 

 
 
Return to Table of Contents 
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Guide 14: 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 affirmed/signed a case, you can make any changes  
● Once you have affirmed/signed a case, you will need to Unsign the case to make 

changes to the Personal Information Section 
○ To Unsign a case, go to the appropriate case, and click on the Sign Page 
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● Clicking on the Sign 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 for less than a year, you have to create an 

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

List Page under the Registrar Section 
■ The Registrar 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 
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● Here you will need to select the Amendment Type 
○ For Funeral Directors the only option is Medical <1 Year 

● After selecting Medical <1 Year, click Save to be taken to the next page 
 

 
 

● For the Page to Amend field, you have the option to choose any of the pages in the 
Medical Certification 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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○ You will see an Amendments Menu has also been added to the Death 
Registration Menu on the left 

 
● After you make the change, click Save and your change will be brought up for review 

 

 
 

● 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  
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○ 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 
 

 
 

● If you have multiple changes, you will have multiple checkboxes to click 
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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 
 

 
 

● When receiving a message in WV DAVE, you can click the Case ID Link or Decedent 
Name Link to go directly to that case 
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Return to Table of Contents 
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Guide 15: Placing an order for death certificates 
 

Once a case has been registered, you will be able to order certified copies 
 

1) Go to the case you need to order copies for and click on the Order Certified Copies 
Page under Other Links 

 

 
 

● Clicking on the Order Certified Copies Page will bring you to this screen 
○ Every time you click on this link a new order is created in WV DAVE  
○ Only click this link if you are needing to submit a NEW order 
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● The applicant field will automatically be populated with the funeral home the case was 
completed by 
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● If you Uncheck the checkbox for Shipping Information Same as Applicant the 
following fields will pop up for you to enter shipping information  
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● Click Save 
● Then click Next to bring you to the Services Page in the Order Processing Menu 
● On the Services Page, click Add Service to order certified copies 

 

 
 

● Clicking Add Service will bring you to this screen 
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● Required fields will have a red arrow indicator beside of the field name 
● For Service, you would select Death Certified Copy to order death certificates 

 

 
● Next enter the Quantity you need to order 
● The only option available for Priority is Regular 
● The only option for Delivery is Mail 
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● Request Reason isn’t required, but you can select a reason out of these options 

 
 

● Then click the Save Button 
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● You can add other services (for example: order a Veterans Affairs copy) in one order 
● When you have added all of the services you need, click Next to go to the Payments 

Page 
●  

 
 

● Click WV E-Pay to complete payment information 
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● Clicking OK will take you to the State Treasurer’s Office to complete payment 
information 
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● If you are paying with a credit card, select Credit Card and enter the required 
information 
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● After clicking pay, you will be brought to this page 
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● If you are paying with a check, click Check and enter the required information  
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Note: Make sure you enter the account information in the correct fields 
 

 
● After you click Pay, you will receive a payment confirmation 
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● After clicking Continue, you will see this screen 
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● Click, Next to go to the order summary 
● After reviewing the order and ensuring it for accuracy, click Submit Order to submit the 

order for processing 
 

 
 

● Clicking the Receipt Link will allow you to download and save/print a copy of the 
receipt for your records 

86 



 

 
 
 

● After clicking Submit Order you will be taken back to the case 
 
 
 

2) Locating an order you have already placed or checking on an order 
● Go to the Order Processing Tab and click Search 
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● Clicking Search will bring you to this page 
 

 
 

● Here you will enter the order number from the receipt you saved/printed off when you 
placed the order 

○ You can also search using other criteria, but using the order number is the most 
efficient way to locate the correct order 
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● Clicking Search will bring you to this page 
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● The Status Bar at the top will tell you the status of the order 
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● The Status Bar on the Order Summary Page will tell you the status of the case 
● The status of the case determines if the certified copy can be processed by the State 

Office 
 

 
 
Return to Table of Contents 
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