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Instructions and Information for

Electronic Death Registration System (EDRS)

Training Request Form

	To Be Completed by Person Requesting Training

	Name & Title
	

	Organization:
	

	Address:
	

	
	

	E-mail:
	

	Phone:
	

	

	Please Check Box for Training Option Requested

	
	

	 FORMCHECKBOX 
  Online  Training
	Participant requesting the online training will be e-mailed the EDRS online training link.   
See Instructions and Information for EDRS Requirements for Online Training. 

	
	

	 FORMCHECKBOX 
  Try On My Own

	Participants requesting “Try it on my own” will be emailed training materials, along with the training usernames and password.  
See Instructions and Information for EDRS Requirements for “Try On My Own” training.

	
	

	 FORMCHECKBOX 
  Web-ex  

Funeral Directors
9:00 a.m. - 11:00 a.m.

Medical Certifiers

12:00 p.m. - 2:00 p.m.

Municipal Clerks

3:00 p.m. -  5:00 p.m.
	Please indicate 1st, 2nd and 3rd preference on web-ex training dates provided.  
See Instructions and Information for EDRS Requirements for Web-ex training. 

	
	
	July 10th , 2012
	
	 September 11th, 2012

	
	
	July 17th, 2012
	
	 September 25th, 2012

	
	
	July 24th, 2012
	
	 October 9th, 2012

	
	
	July 31st, 2012
	
	 October 23rd, 2012

	
	
	August 14th, 2012
	
	

	
	
	August 28th , 2012
	
	

	

	 FORMCHECKBOX 
  Site Visit 


	Please provide the Host information (if different), along with the date and time of the requested Site Visit.  
Name:

Organization:

Address:

E-mail:

Phone:

Date:

Time:

See Instructions and Information for EDRS Requirements for Site Visits.

	To Be Completed by Person Requesting Training

	 FORMCHECKBOX 
  Hands On

         Training  

	     Name:

	

	
	Title:
	

	
	Facility:
	

	
	Phone:
	

	
	E-mail:
	

	Please Check Box for Training Option Requested


	Municipal Clerks and Staff

	Date

Morning Session

Afternoon

Session

August 15th, 2012

9:00 – 11:30

2:00 – 4:30

August 16th, 2012

9:00 – 11:30

2:00 – 4:30

August 22nd, 2012

9:00 – 11:30

2:00 – 4:30

August 23rd, 2012

9:00 – 11:30

2:00 – 4:30

August 29th, 2012

9:00 – 11:30

2:00 – 4:30

August 30th, 2012

9:00 – 11:30

2:00 – 4:30

  

	Please indicate your 1st, 2nd, and 3rd preference in the training session you wish to attend.  


	Medical Certifiers and Staff

	Date

Morning Session

Afternoon

Session

September 12th, 2012

9:00 – 11:30

2:00 – 4:30

September 13th, 2012

9:00 – 11:30

2:00 – 4:30

September 19th, 2012

9:00 – 11:30

2:00 – 4:30

September 20th, 2012

9:00 – 11:30

2:00 – 4:30

September 26th, 2012

9:00 – 11:30

2:00 – 4:30

September 27th, 2012

9:00 – 11:30

2:00 – 4:30

  

	Please indicate your 1st, 2nd, and 3rd preference in the training session you wish to attend.  


	Funeral Practitioners and Staff

	Date

Morning Session

Afternoon

Session

October 10th, 2012

9:00 – 11:30

2:00 – 4:30

October 11th, 2012

9:00 – 11:30

2:00 – 4:30

October 17th, 2012

9:00 – 11:30

2:00 – 4:30

October 18th, 2012

9:00 – 11:30

2:00 – 4:30

October 24th, 2012

9:00 – 11:30

2:00 – 4:30

October 25th, 2012

9:00 – 11:30

2:00 – 4:30

  

	Please indicate your 1st, 2nd, and 3rd preference in the training session you wish to attend.  


Technological Requirements:
To ensure compatibility with the technological requirements of the system, it is necessary for all participants to have the following equipment/software: 

· Laptop or desktop computer 
· Internet connectivity. 

· Windows 2000/XP/Vista operating system (we are reviewing system compatibility on Windows 7). 

· Adobe Acrobat Reader 5.0 or higher (to view/print forms and reports). 

· Internet Explorer 6 SP2 or higher (Other browsers such as Firefox, Chrome, Netscape Navigator, and Safari (on Macs) are not supported at this time, although they are being investigated).

Please be sure to meet the technological requirements prior to receiving any type of EDRS training.

Online Training:
Online training has been developed for funeral directors, medical certifiers, and municipal clerks.  The online training is accessible 24 hours a day, 7 days a week for your convenience.  It is also a great refresher tool for those users who are not using the EDRS as much as others.  

The online training navigates each participant through the screens and sections they are responsible for.  At the end of the training, all participants are required to take a small quiz.  Upon passing results of the quiz, participants must fax in the certificate obtained from the online training along with the completed enrollment form and non disclosure notice to the EDRS fax number at (207) 287-2681.  From the completed faxed enrollment form, participants receive their username, password, and the link to the EDRS production site within two weeks and are added to the participant listing.  

Please remember, once your name, facility or establishment has been added to the participant listing it can not be removed.  Please make sure as a new user you are ready to “go live”.  For those who need more time, please feel free to e-mail us requesting additional time and/or training.  

Web-ex:
Web-ex sessions will be scheduled to occur every other Tuesday starting in the month of January.  The first one will be held on January 17th, 2012.  For those stakeholders (medical certifiers, municipal clerks, and funeral directors) interested in receiving training by web-ex., please fill out the attached 2012 Training Request Form and Schedule (with instructions).  Be sure to indicate what session you would like to attend and fax the completed form to the EDRS fax number (207) 287-2681.  

There is a limited number of participants who can attend a web-ex session, so please be sure to indicate two or more preferences on the web-ex training form.  Participants are selected on a first come first serve basis and there must be at least five (5) or more participants signed up for the web-ex training for the training to occur.  You will receive notification by e-mail on the date and time of the web-ex session along with the web link and the phone number to call for the demonstration. 

The web-ex sessions consist of navigating through EDRS screens and sections that the user type (funeral director, municipal clerk, and medical certifier) is responsible for.   

During the web-ex session, participants will be able to ask questions and will have access to materials they can utilize during and after the web-ex session.  

Those who participated in the web-ex will have two (2) weeks access to the EDRS test site to “play” around with prior to going live.  Training user names and access to the EDRS test site will be provided to you during the web-ex session.

Participants will receive an e-mail containing a blank enrollment form and non-disclosure notice that will need to be completed and faxed to the EDRS fax number at (207) 287-2681.  From the completed faxed enrollment form, participants will receive their username, password, and the link to the EDRS production site within two weeks and will be added to the participant listing.  

Please remember, once your name, facility or establishment has been added to the participant listing, it can not be removed.  Please make sure as a new user you are ready to “go live”.  For those who need more time, please feel free to e-mail us requesting additional time and/or training.  

Site Visits:
Site visits for training on the EDRS will be available upon request.  If you are a funeral director, medical certifier, or municipal clerk who has not yet had training, we will come to you.  Please fill out the attached 2012 Training Request Form and Schedule (with instructions).  

In order for a site visit to occur, the date, time (please dedicate approximately two to three hours), location, and at least five (5) or more participants attending the training must be identified prior to the request being submitted.  The location provided must have wireless internet and have enough space to accommodate the participants attending.  (It is highly recommended for those participants attending the training to “bring their own laptop”.) 

Upon confirmation of the requested site visit, the materials needed for the training session will be e-mailed to the individual requesting the site visit.  The individual requesting the site visit must ensure that the materials provided are distributed and made available to the participants attending the training session prior to or at the time of the training.  

Those participants who attended the EDRS training session will have two (2) weeks access to the EDRS test site to “play” around with before going live.  Training user names and access to the EDRS test site will be provided to you prior to or at the time of the training session by the individual who requested the training.

Participants will receive their username, password, and the link to the EDRS production site within two weeks and will be added to the participant listing.  

Please remember, once your name, facility or establishment has been added to the participant listing it can not be removed.  Please make sure as a new user you are ready to “go live”.  For those who need more time, please feel free to e-mail us requesting additional time and/or training.  

“Try On My Own”:
For those of you who are computer savvy, you may want to try it “on your own”.  Upon completion of the 2012 Training Request Form and Schedule (with instructions), participants will receive an e-mail providing them with access to the EDRS test site along with test training user names and passwords.  The material needed (depending upon user role) will also be provided in the e-mail as well.  Instructional step-by-step training exercises, frequently asked questions, and workflows have been developed for your use and easy navigation through the EDRS test environment.  

Once participants feel comfortable and are ready to “go live”, simply fax the enrollment form and non-disclosure notice to the EDRS fax number at (207) 287-2681.  From the completed faxed enrollment form, participants will receive their username, password, and the link to the EDRS production site within two weeks and will be added to the participant listing.  

Please remember, once your name, facility or establishment has been added to the participant listing it can not be removed.  Please make sure as a new user you are ready to “go live”.  For those who need more time, please feel free to e-mail us requesting additional time and/or training.  

“Hands on” EDRS Training
The location of the “Hands on Training” will be held at the Bureau of Motor Vehicles, 101 Hospital Street, Augusta, ME 04333.   (More complete directions will be included in the confirmation e-mail).  
Most participants prefer the “hands on” training experience.  The hands on training will allow participants to navigate through the EDRS test site on their own with the help of a trainer.  Exercises and materials for the “hands on” training will be e-mailed to the participants prior to the scheduled training.  The exercises and materials e-mailed will be the responsibility of the participant to print and bring with them to the training session.   Participants only need to attend one session.  
If you are one of those people that prefer the hands on experience, please specify the 1st, 2nd and 3rd preference of the date and time of the training session you wish to attend and fax the completed form to (207) 287-2681. Registration of a session will be on a first come first serve basis. Participants will receive a confirmation e-mail within seven (7) to ten (10) days to notifying them of the session in which they are scheduled for. 
For the hands on training sessions to occur on a specified date and time there must be at least five (5) participants attending a session and no more than twenty (20) participants in a session.  
Participants only need to attend one session.  Please be at least five to ten minutes early.
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