TerraPro
Users Guide for Ohio Online Death Certificate

(revised 3/1/2023)

B Terrapro 9.00.25 Single User - 99 Joseph P. Samy

e - When adding a new case to TerraPro, click “Enter Case Online” to

First Call Information

open your internet browser to the Ohio Vital Statistics Website. (or
direct your browser to https://vital.odh.ohio.gov)

If you do not have a user @ ’ Qs GERTTHDIPHIS,......,
name and password, contact
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Password must be at least seven characters long, with one special character i.e. *, %, § ¢

Password must be changed every 42 days.

If you have any questions or need help with the change password process please contact

Message Center

After logging in, the ODH application screen will appear:

Click on the EDRS button. (Use the Support Site Button to add or change user information.)
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If you receive a change password notification when logging into the IPHIS system, please proceed to change your password. The curre
policy for changing passwords is listed below.

IPHIS_EDRS  Support Site Password cannot be similar to your old password

Password must not contain any part of your username.

Cmer ]| IPHIS

Password must be at least seven characters long, with one special character i.e. =, %, § o an upper case letter, and at least one nur
Password must be changed every 42 days.

Ohio Vital Records

If you have any questions or need help with the change password process please contact the helpdesk at (614) 752-5190. Version 3.0 TEST

1. Telephone support for the EDRS application will be available by calling 614-752-5190 and selecting option 3. The hours of operation
the Help Desk effective January 1, 2007 are:

January 1st - 10:00 AM to 3:00 PM (el ]
Name: FHOME
User ID: FHOME
Server Name: 10.64.88.157

Open Database: (13DBS and

Location: FUNERAL HOME

Citris Prowy Mode

Function Group:D-FHOME - Death Funeral Home Exlry
Gui Grovp: D-FH-DIR - Death - Funeral Home (GUlgip]

Monday thru Friday - 7:00 AM to 7:00 PM
Saturday - 9:00 AM to 5:00 PM
Sunday - Closed

NOTE: The above times are subject to change based on call volume.

Message Center

The Message Center displays any information or error messages that may occur.
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Enter case information as instructed at your training session.
When you are finished entering all the information, choose Batch/Exports:
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https://vital.odh.ohio.gov/

Click OK on this informational screen that appears:
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Moke: You cannot make any changes to the export specifications because of the security settings on yvour userid.
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A screen similar to this should appear. Make sure the Main Output check box is checked, and that the —
filename for Main Output reads EXACTLY as indicated above. The Error log also needs to read
EXACTLY as indicated above. EXCEPTION: If you are using TerraPro Cloud, the V:\ in the Main
Output and Error Log needs to be changed to find the Ohio folder under your Drive D: TerraPro-
XXX where XXX is your mapped T: drive. Use the File Folder icon to select this folder. It will look
something like Client\\D$\TerraPro-XXX\Ohio\funhome20070506.txt when correct.

Next, fill in the death dates you would like to extract information for (usually the date of death for the case
you just entered. However, if you want to bring several cases into TerraPro, you could enter a range of

dates.)

Click on Start Extract. Then system should report how many records extracted.



Running export...

Record: processed: |2 Recaords wiitten: |2 Total records: |2 Errurs:lg
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You may now exit from the ODH website.

Once back in TerraPro, click on Update from EDRS button:
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(If there was more than one case for the death dates you specified above, you will be presented with a list of
names to choose from. Pick the one you are entering, and press CTRL-W.)

The data entered online will be filled in automatically. (Ohio users, the city of birth is omitted from their
data and will have to be entered manually.)

Any questions, call David Haldeman at 513-484-9729 or email at dhaldeman@terradise.net



