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Ctrl + Tor [c] + [T]
Ctrl + Tand [7] or [
Tab or |fab

1st Letter of a Word

Space Bar or
Arrow Keys or [<]| or[>]

Down Arrow or !

Escape or esc
Ctrl + Sor cr| +[5]
State Abbreviations

?orE

Enters current date in any date field.

Enters the current date and you can populate a day before or after.
Moves forward from one box/field to another box/field.

Moves backward from one box/field to another box/field.

Activates the next button on the page.

Enters selection from pick list of a dropdown list. Scroll through that letter.
Selects a radio button or check box.

Moves from one radio button to the next. Right to Left or Left to Right.
Opens a dropdown list.

Closes a dropdown list.

Saves the current record.

Selects the associated State by typing the first letter.

Saves the current record.



Diacritical Marks

TxXEVER will allow the use of Diacritical Marks. To insert a diacritical mark within
a name, Press and Hold the “"ALT"” key and type the 3 digit code. Release the
“ALT"” key and the respective diacritical mark will appear. Example: ALT+128 = C

ALT Code ALT Code

128  C Diacritical Mark 212 E Diacritical Mark
142 A Diacritical Mark 214 I Diacritical Mark
144  E Diacritical Mark 216 I Diacritical Mark
153 O Diacritical Mark 222 I Diacritical Mark

154 U Diacritical Mark 224 O Diacritical Mark
165 N Diacritical Mark 227 O Diacritical Mark
181 A Diacritical Mark 229 O Diacritical Mark
182 A Diacritical Mark 233 U Diacritical Mark
183 A Diacritical Mark 235 U Diacritical Mark
199 A Diacritical Mark 237 Y Diacritical Mark

211 E Diacritical Mark



LIBRARY MAINTENANCE

Log into TXEVER via the web https://txever.dshs.texas.qov/TxEverUl
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Welcome to the Texas Department of State Health Services!

Click here to open the
TxXEVER log in page

What about the Library Maintenance?

This section is a guide for local facility administrator
and state administrator.
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LOG IN to TXEVER
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https://txever.dshs.texas.gov/TxEverUI/Welcome.htm

Library Maintenance
Common Navigation Buttons

E : SEARCH for : UNDO last
: : a specific - :
. . . entry

|
L . .
: CLEAR ' DELETE
all field in - .
. : current
: entry : : entry : :

: : : EDIT : : :
. . : . : SAVE : .
: Start a NEW : : currently : : : :

. . . . . : current : .
entry « display : : C : current entry :
. : entry . . .
entry : : : : form :

Navigation Buttons
These buttons are common throughout the Library Maintenance in Birth and Death Modules



DEATH MODULE
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Physicians
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JP/MEDICAL EXAMINER
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CONFIGURATION »  HELP . 7

Euneral Directors




LIBRARY MAINTENANCE IN DEATH MODULE

THIS SECTION IS FOR LocAL ADMIN AT FUNERAL HOMES AND LOCAL
REGISTRARS ACTING AS FUNERAL HOMES LOCATIONS.

The process discuss in this section refers to the steps a local
administrator or system administrator needs to take for adding
users to library tables containing user information incorporated in
a certificate of death.

This section is a step-by-step walk through guide.



Funeral Directors Library Table

Step 1: Select "DEATH"”
Module Tab to access the

User Maintenance
A

t.dshs.texas.gov/TxEVERUI/Death/Home.aspx /

ipto main content GLOBAL BIRTH DEATH FETALDEATH ITOP FEE MARRIAGE ADOPTION REGISTRY IMAGING ¢ | & |ﬁ | Lot

"'.'dﬂn::?‘\ﬁ;-, XA =
0:“ E;E:th and%uman Texas Department of State CE:E
",s Services Health Services FUNCTION » TOOLS . REPORTS + CONFIGURATION » HELP « \__;‘;

Library Maintenance p ||: Place Of Death
Utilities b Place Of Disposition
Imports b Physicians

Extract [

Physicians Offices/Practices

JP/ME OFFICE

JP/MEDICAL EXAMINER

Funeral Homes

Step 2: Click the dropdown arrow
next to "TOOLS"” to be taken to the
— “Library Maintenance”

Funeral Directors

Step 3: Select “"Funeral Directors”




Texas Department of Sta{e

ABC FUNERAL HOME
]

ALL FAITHS FUNERAL HOME-AUST... ~ RRTAGE ADOPTION REGISTRY IMAGING

ALISTIM FUNERAL HOME
BROWN'S MEMORIAL FUMERAL H._..
CARMNES FUNERAL HOME
EAST FUMERAL HOME - ARKANSAS

91 & | M| Logout

Step 5: Fill in all Health Services oL DESHIATION FUNERAL 1. FUNCTIONS . RECORD . TOOLS.
available fields and oesT
select a value from
dropdown lists / / fStep d6' SzleCt
/ FUNERAL DMRECTORS from dropdown
/ ¢ Indicate dstor fiald list "ALWAYS"” so
Prefix: / neeates ymancareny : that the facility
[ e / Licemse Mumber: b .
7 ecome available
First Name: * / TO Emall: throughout the
middle Name: / ccEmail: system
Last Mame: * 1 Fax £ Oy - 7
Suffix: —Select 3 value-- Display in List: * ALWAYS
Funieral Homes: * —Select a value--
lﬂ.earl ll:lele:e] lEEE.I!‘d'I] lL.‘:cc]
select a funeral home to filter the grid below: LINCOLM FUNERAL HOME =
Step 4: Click on Middle Mame | Last Name - Suffix Funeral Horme e Mumber | To Email CC Email Faos? Dis
“ o OR FARIMELLI LINCOLM FUNERAL H victor farinalli@dsh: ALY
02 S5 L s D KURT JR. LINCOLM FUNERAL H_123%, N\\_kertiflicf com {231)412-3123 AL
Step 7: Click on the
“SAVE" button
< >
Pageaf 1 i Displaying Records 1-2 of 2

2 Records

Helpful Tip: fields marked with a red
asterisk (*) are mandatory

S esssmsmmmmmny



Search/Update Funeral Directors Library Table
Method 1

FUNERAL DIRECTORS

* Indicates a mandatory field

Prefix: = License Number: *
First : Step 1b: Click on the 10 Email:
“SEARCH"” button
Middle
Last Name: = Py -
suffix: ~Salect a value—- v ALWAYS v
Funeral Homes: * —Salect a value-- .
| [ ] | Edit ] | Save ] | Clear | Delzts ] Seanch ] | Lindo ]
-
Select a funeral home to filter the gnd below: g - ST -

Prafix First Mamge Email CC Email Faos? Dis
First Name: Middle Hame: Last Name: License: —
VICTOR por farinelli@dsh ALY
GAETAN b -
OR. JOHM Find | Clear ri@licf.com (231412-3123 ALY
Prefix First Nap Middle Mames Name Sufitc Funeral Home Licenss Mumbs
CARPENTIER WEED-CORLEY-FISH 123458
CARFENTIER WEED-CORLEY-FISH 123458
>
Step 2b: Enter a value in > Displaying Records 1 -2 of 2
the search field, then click |1 3 Displzying Records 1 - 2 of 2 2 Records
on the “"FIND"” button
[ ok | aos




Step 4b: Click
“EDIT” button to update details for the selected
user and proceed as to step 5 above shown,
or
click "DELETE"” button to delete the user from
the table

First Name: ¥

Middle Name:

Last Mame: *

Funeral Homes: *

[mew | | [Ede | | [z | [l |[oelte| [isech] [lundo ]

Salacta funuﬂhurutol’ltuﬂleg‘ld below: WEED-CORLEY-FISH FH SOUTH-ALISTIN g

Prefix First Mamg Middle Mame | Last Name - Suifix Fun=ral Home: License Mumber | To Email CC Email Faom Ciis

CARPENTIER WEED-CORLEY-FISH | 123458 gaetan.carpeniienid juanita. moshierg

Step 3b: In the list

1 below, select one - >
pageD : Funeral Director Displzying Records 1 - 1 of 1

1 Records




Search/Update Funeral Directors Library Table

Method 2

Step 2c: In the list
below, select one
Funeral Director

al Homees: *

Prefix First Mame

Page[l  |of1

Step 3c: Click

“EDIT” button to update details for the selected
user and proceed as to step 5 above shown,

or

click "DELETE" button to delete the user from

the table

NEPTUNE S0CIETY - AUSTIN
OKLAHOMA FH LOCATION
REGISTRAR - CITY OF ALSTIN AS FUNERAL H...
TEXARKANA FUNERAL HOME-ARKANSAS

UT SOUTHWESTERN AS FUNERAL DIRECTOR-...
WEED-CORLEY-FISH FH NORTH-ALISTIN
'WEED-OORLEY-FISH FH SOUTH-AUSTIN

U d
7
7’7
7’7
Ve
7/
7
»
Select a funeral home to filter the grid below: WEED-CORLEY-FISH FH SOUTH-ALSTIN E
Middl= Mame | Last Mams - Suffix Fun=ral Horne License Mumber | To E CC Email Faoz D5
LRF ~ EEL R H gae I e t3 o i
>
{::' Step 1c: Select a Displaying Records 1 - 1 of 1
Funeral Home from 1 Records

the dropdown list




