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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 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 → 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 

3 



● Clicking Start New Case will bring you to this page 
 

 
 

● 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 
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● If this is the case you are needing to work on, click Select to open the case 
 

 
 

3) Locating a Case 
● If you know a case has already been started, you can search the case by going to: 

○ Life Events → Death → Locate Case 
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● Once you click Locate Case, you will be brought to this page 

 

 
● 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 

 

 
 

● 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 
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● 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 you as the medical certifier, 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  
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● You can also access Messages under Fast Links on the Home Page 
 

 
 

● 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. 
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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: Pronouncement 
 

● 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 Decedent Page, but you will click the 
Pronouncement 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 in the Medical Certification Section by saving your work as you go 
and clicking Validate Page after you complete the last page (Other Factors) 
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■ If you choose to validate your information this way, clicking the Next button 
goes to the next page and saves your work 
 

 
 

● A red box means that field must be completed and validated by the system before you 
can sign the case 

 
  Example: 

   
● Sometimes a doctor may have already completed this page if the death occurred in a 

hospital, assisted living facility, etc.  
● If it has not been completed by another doctor, the medical certifier must at least 

complete the one required field 
○ If an exact time of death is not known, enter an approximate time and in the Time 

of Death Modifier Field select the appropriate option 
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● Once you have entered the time of death and modifier 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 Cause of 
Death 

 
Return to Table of Contents 
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Guide 3: Cause of Death 
 

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

 
 

● If you click the NCHS Recommendations for Entry of Cause of Death Link at the top 
of the page, a window will pop up with instructions for completing this page (see below) 
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● You can also refer to the Instructions for Completing the Cause-of-Death Section of the 
Death Certificate for further guidance 
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● WV DAVE will check what you enter in cause of death fields for any errors 

  

 
 
 

 
 
 

● When there are no errors found, you will see a green check mark beside the entry 
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● NCHS / CDC will not accept terms like “cardiac arrest” or “respiratory failure” 
 

 
 

 
 

● If you feel listing a mechanism of death such as cardiac arrest is the most appropriate 
cause of death, then you must add “due to” on Line a and list additional causes on the 
lines below 
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● You can edit an entry by clicking on the Pencil Icon 

 

 
 

● If you misspell something in a cause of death field, WV DAVE will underline the 
misspelling 

 

 
 

● Right click on the word to see correct spellings 
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● Or, if you click on the ABC Icon and something is misspelled, the entry will become red 
○ Click on the entry to see correct spelling/word suggestions 

 

 
 

● Each cause of death entry requires an Approximate Interval Onset to Death 
○ Terms such as “Unknown” or “Approximately” are accepted 
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○ You also use years, months, days, etc. Please do not just enter a number and 
nothing else. 

 

 
 

● Part II, other significant conditions is where you would enter other 
conditions/diseases that attributed to the person’s death 

○ “If two or more possible sequences resulted in death, or if two conditions seem to 
have added together, report in Part I the one that, in your opinion, most directly 
caused death. Report in Part II the other conditions or diseases.” - Instructions 
for Completing the Cause-of-Death Section of the Death Certificate   

● Once you have completed the Cause of Death Page and no errors are found, you will 
see a green check mark beside of the Cause of Death Page in the Medical 
Certification Menu 

 

 
 

● If there are no errors, click Next to move to the next page, which is Other Factors 
Return to Table of Contents 

20 



Guide 4: Other Factors 
 

● Once you navigate to the Other 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 

○ Click Validate Page at any time to check what you have entered  
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● If you select anything other than Natural for Manner of Death, the case will 

automatically be referred to the OCME 
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○ If something other than natural is selected for Manner of Death, the OCME will 
complete an injury page in the case in WV DAVE before you can certify/sign the 
case 

 

 
 

● If the case needs to be reviewed by the OCME, you can refer the case by going to the 
Death Registration Menu → Other Links → Refer to Medical Examiner  
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● After you click Refer to Medical Examiner you will see this screen 

 

 
 
 

● The Status Bar will show that medical examiner review is required and that it has been 
referred to the medical examiner  

 

 
 

● Once the OCME is requested they will be the one to finish completing the death 
certificate and certify/sign the case 

○ Typically the OCME will start and complete a case if it is anything other than 
natural causes, but you might have to refer a case to the OCME 

 
● Once you have entered all of the information, click Validate Page to verify the 

information you entered is validated by the system 
● Now you need to certify/sign the case 

 
Return to Table of Contents 
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Guide 5: Certifying/Signing a Death Case 
 

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

 

 
 

● Clicking the Certifier Page will bring you to this screen 
 

 
 

● Your name, address, title, and license number will already be entered 
● You will only need to select Certifier Type 
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● After selecting Certifier Type, click Save/Validate Page and this is what you will see 
 

 
 

● After checking the Check Box and Clicking the Certify Button you will see this 
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Return to Table of Contents 
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Guide 6: Guide 12: Other Links Section 
 
As a Medical Certifier, there are certain pages you will have access to under the Other Links 
Section  
 

 
 

1) 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) 
 

 
 

● If you click on the Comment Indicator Icon, a window will open up showing all the 
comments on the case 

 
 

 
1) 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 to 

review before certifying  
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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 
 

 
2) Relinquish Case 
● The ONLY time you would relinquish a case is if you are not the Medical Certifier on 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 
 
Return to Table of Contents 
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Guide 7: 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  
● Once you have affirmed/signed a case, you will need to Uncertify the case to make 

changes to the Medical Certification Section 
○ To Uncertify a case, go to the appropriate case, and click on the Certifier Page 
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● Clicking on the Certifier Page, you will see this pop up box 
 

 
 

● After clicking Uncertify, this window will pop up 
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● Click Ok to Uncertify the case 
● Now you can make an necessary changes 
● After making the changes to the case, be sure to validate the changes and certify/sign 

the case again 
 

2) Amendments 
● For a case that is registered, 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 
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● Click New Amendment and you will be brought to this screen 
 

 
 

● Here you will need to select the Amendment Type 
○ For Funeral Directors the only option is Personal  

● After selecting Personal, 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 
Personal Information Section (Funeral Home Section) 
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● After you click the page you need to amend, you will see a screen like this 
 

 
 

○ 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 

 

40 



 
 

● 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 
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● Clicking Amendment Affirmation will bring you to this page 
 

 
 

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

 
 

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

 
 

 
Return to Table of Contents 
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Guide 8: Status Bar 
 

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

 
 

● The second status in the Status Bar refers to the Medical Certifier’s Section which is 
Medical Certification 

 
● If you, as the Medical Certifier, haven’t complete all of the pages, haven’t 

signed/certified the case or there are errors the Status Bar would say Medical Invalid 
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● If you, as the Medical Certifier, have completed all of the pages, there are no errors, 
and you have signed/certified the case the Status Bar would say Medical Valid 

 

 
 

● The Status Bar will also tell you whether the case is registered or not 
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● The Status Bar will also tell you whether the Funeral Director has completed their 
section and signed the case 

 

 
 

● The Status Bar will also tell you whether you, the medical certifier, has completed their 
section and signed the case 

 

 
 

Return to Table of Contents 
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