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OCME Portal User’s Guide

About this guide

This guide describes how to use the OCME Portal application, and is intended for
Commonwealth of Massachusetts staff only.

This guide is organized as follows:

e The first chapter describes general features of the system, such as different
types of pages and buttons, procedures for navigating, and system
requirements.

e The second chapter describes the Cremation module.
e The third chapter covers the Funeral home module.
e The fourth chapter describes the Livery service module.

e The final chapter describes how users can edit their user profile and recover
their password. It also describes how administrators can edit their
organization’s profile and user roster.

Refer to Contents for a detailed listing of the contents of this guide.

What you need
To use the OCME Portal application, you need to have the following:
e A personal computer
e A web browser installed on the computer
e Aninternet and CJIS network connection
e Your login credentials (login ID and password)

If you need assistance with any of these items, please contact your manager or
your IT representative.

Revised 09/15/2026 Page ii



OCME Portal User’s Guide

Conventions
This guide uses the following conventions:

o Bold-face text indicates a button that you click, a field you can enter
information into, or another screen item that accepts an action from you.

e [talic text indicates the name of a screen element (the title of a page, for
example).

e Links are always in blue underlined text; if you are viewing an electronic
copy of this document, you can select these links to see additional
information elsewhere within the document. Note that depending on your
system settings, the color of the link text may change after you have
selected it.

Note that since computers differ widely in terms of screen size and other technical
aspects, there may be slight differences between the screen images in this
document and what your computer displays. These differences are in format only,
and do not affect the operation of the system.

Revised 09/15/2026 Page iii



OCME Portal User’s Guide

Contents

Each entry in this table of contents is a link—select any entry to go directly to the
corresponding section of this guide.

ADbOUL this QUIE.......cccourririiriinrreniiiiiiiiiiiniiininininittiteneseeesessssssssssssssssssssssssssssssssses ii
WAt YOU NEEA.....eiiieiieeteete ettt s saee e s ba e e s e e e st e e ssbeesabaessbaessraasns ii
CONVENTIONS ..ottt e e s s bt e s e sbe e s snae e s snnaeas iii

CONLENLS .....eeeeeeeetrrrerrererseees et et re e e s e s e s s ssssssssssssssssssssssssssssssssssssssnsnanes iv

10X g0 Yo 11 Lo oo T o N 1
OCME OVEIVIEW...cuuiiiiiiiiieiiieecit ettt st st s ssr e s sb e s b s sb e s bt e sneesbaesns 1

Cremation MOAUIE.......ooiiieeeeeeeee e s s s s 1
REIEASE MOAUIE ...t e 2
User management MOAUIE ..ottt 2
N F= 1Yo =14 o] o HR PP PP TSP PPROPPPRROPRPONt 2
REQUITEA FIEIAS.c..eieeiieeieeteeieeee ettt sttt sbe e b e sanesaaesaneeaee 3
L] o o = [0 =1 PP PP RO PPPRPPPRRROPRPOINt 4
LOGGING 1N ettt ettt st e e st e s s bt e s st e e s sasaeessasaeesnseessssseessssseesssnsassnns 6
LOGQING OUL.cciiiiieiiiiieeeieeeeieeeeiteeesrte e st e s sre e s sbae e s sate e sssbeessssaessnseessssseesssssessnssenes 10
Automatic (INACiVItY) [0GOUL......ccuicieieieieteetetereet ettt 10

Cremation MOdUIe..........eeiiiiiiiiiiiiinnerecettesesssss s ssssssssssssssssssssssssssnns "
View registered deCRUENTS.......ii ittt ettt 11
Search for registered deCeAENLS .....ocueveiiiriieneeeeeee et 13
View cremation authorizationS.........coeereerienieneeeeeeeeeee e 14
Search for registered deCeAENTES .....cccvii ittt sae e ae e 16
Crematory Profile ...t re e s sae e s e e s aa e e bae e aeeens 17

Funeral home module ..............uuueeeeiiiiiiiiiiiiiiiiiniiinnnneenennereenee e 20

Revised 09/15/2026 Page iv



OCME Portal User’s Guide

RegiSter @ CrematioN........couveeiriieriiee ettt e e s sare e s s srreessaseeessaneees 20
View exiSting regiStrationS . .....cc.uiieeeeeiieeeeeriteee e e e s srre e e s s snneeee s 24
Search existing regiStrations ..ottt 26
Update a registered Cremation ........ccooceerieenieeniieeeiiecee ettt 27
REQUESE @ refUNG ..ottt 31
View or print CONfirMatioN .......cooiiiiiiiniienecrecceceee e s re s s 34
View cremation authorizationS........c.coeeierienienieeeeeee e 37
Search for registered deCeUENTES .....cc.vii ettt se e e 39
ASSOCIAtioN APPLICATIONS ...eeeiiiiiieeee et 41
Create NEW aSSOCIATION ....iii ittt ettt et e e s e s e e e s ree e snneeens 41
View and edit pending asSOCIatioNS ......c.cevverierierieerieeeeeeeeee e 46
Search for pending asSOCIatiONS.......ccevvieriieriierieerecreere e 48
Submit statement of ID SEAICh ...coueeiirieeeeeeeeeeee e 49
Approved/closed asSOCIAtiONS .......ccceeeeiererierieceteee ettt a e e s e nees 51
Search for approved/closed assSOCIatioNS.........cccvveceeerieeserieeseneese e 54
MaNaGiNG PICK-UPS....eeiiiiiieeieeieestee sttt sttt et e st e e srt e st e s abessabeessteesaseesane 56
PeNAING FEQUESTES.....eiiiieiieeeeeeete ettt ettt e s ae e st e sabeesaseesabaesanees 56
Schedule NEW PICK-UP .iooiiiriiiieiieceeeeeet ettt 60
Manage eXiSting PICK-UP....ccoviiriieriieniieiiee et esressre e saeesreesreesseesseesanees 67
View completed PiCK-UPS ...ttt st s e see st esseeessenessaessaaesseneens 71
FUNEral NOME Profile ..o s s 74
Funeral NOME SUPPOIT ..o ittt 78
Livery service module..............eueeeiiiiiiiiiiiiiiiiiiiininiiiiiininneeeeeesesssssssssssssssssssssssssses 82
Pending PICK-UP rEQUESTS.....cccuiiriiirieerrterre ettt sttt essare s nessatessateessseesans 82
Schedule New PICK-UP FEQUESTES......coviiirieiiieniecrte ettt st sre e s sn e s sneesaeen 85
Manage eXiStiNg PICK-UPS....ccoviiriiirieinitenieenieessee et e ssee st e e sreessaressaesssseessseessseesans 89
View completed PiCk-UPS. ...ttt st 94
LIVEry SErviCe Profile ...ttt s s s s 96

Revised 09/15/2026 Page v



OCME Portal User’s Guide

LIVEIY SEIVICE SUPPOIT....iiiieiieeieitteestieessireessreeessireesssreesssaessssseessssseessssseesssssessnsnes 101
User management MOdUIe...........iiiiiiiiiiiiiiiiiiiiiiiiiiiieceeceeeeeeeeeeeesessssssssssssssssssses 104
UPAate Profile.. ittt st st 104
RESELt YOUI PASSWOIA ....eeiiiiiiiiieiieete ettt sttt st e s bt e sne e sseessneesnaeeas 105
ManNage USEIS/Profile ....c.cicueeeiieisieieeceeesee et 111
VIBW USEI FOSTOI ..ttt s s 112
SEANCIN USEI FOSTEI ..ttt ettt s s be b reesneens 113
Edit USEr Profile...uiiiiicee e e 115
CrEATE NEBW USEI ..eiiiiiiieiiiiee ettt ettt st e s s re e st e e s sabe e s s nbe e s s naeessaneeas 116
LAV Lo T o T 0 113 0 o 119

Revised 09/15/2026 Page vi



OCME Portal User’s Guide

Introduction

This section provides general information about the OCME Portal, as well as
conventions associated with different fields and symbols used in the OCME Portal
application. It also describes recommended practices for navigation and other
aspects of using the system.

OCME overview

The OCME Portal is intended to improve communication between the Office of the
Chief Medical Examiner (OCME) and its customers. The portal also streamlines
processes and expands the visibility of all cremations and OCME cases in the
Commonwealth of Massachusetts. Email alerts, status updates and notes provide
funeral homes with frequent communication, allowing all parties to understand
where in the process each cremation or OCME case resides.

The OCME Portal consists of 3 modules:
e Cremation Module
e Release Module
e User Management Module

The following sections describe these modules in detail.

Cremation module

MA General Law requires that when a decedent is to be cremated or buried at sea,
there is a view and verification of identification that must be completed before the
cremation is legally authorized to proceed. Any decedent (non-OCME case) that
will be cremated in the State of Massachusetts must be registered through the
Cremation module of the OCME Portal.

NOTE: If it becomes an OCME case, it can be transferred to the Release module.
Any OCME case that is also a cremation should begin in the Release module.
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Release module

The Decedent Release Module handles OCME cases. Funeral homes register
decedents within this module and submit decedent vitals and documentation.
Once the OCME reviews and approves a decedent application, the funeral home
may schedule a date and time to pick-up the decedent.

User management module

The User Management module is where administrators can manage the facility
location(s) and users. In this module, administrators can create new users, update
current users, and reset user passwords.

Navigation
For best results, use Google Chrome as your internet browser.

Navigate through the OCME Portal by using only the links and other navigation
tools contained on system pages. Do not use any other method of navigation,
including the navigation tools contained in your web browser.

When you log in to the portal, the screen displays the OCME Portal home page
corresponding to your role:

e Ifyou are associated with a crematorium, the system displays the Decedent
Cremation Portal page.

e Ifyou are associated with livery service, the system displays the Welcome to
the OCME Decedent Release Portal page.

e If you are associated with a funeral home, the system displays the Welcome
to the MA OCME Portal page.

Each of these pages includes a link to every portal function you are authorized to
use.

Revised 09/15/2026 Page 2



OCME Portal User’s Guide

In addition, each page in the portal includes a navigation bar that links to all
available functions.

(gy) Release Portal e o
I ] Q Search OCME
\@r OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups v Livery Home Profile Livery Service Support Manage My Info v

Like the home page, the navigation bar varies according to which module is
currently active.

Required fields

You must complete all required fields on a page before the system allows you to
save your work and continue. The system marks each required field with a red
asterisk (*), as shown in the following example.

First Name * Middle Name Last Name *
Firstname Middle Name Lastname

Email Address * User Type Printed Signature
flast@email.ext Crematory Admin Firstname Lastname

Phone Number *

Format: 555-555-5555

== | 123-456-7890 x | 001

In this example, the First Name, Last Name, Email Address, and Phone Number
fields are all required fields.

Fields not marked with red asterisks are optional fields. Note that even though a
field is not required, completing it makes searches and other system operations
more precise and more dependable.
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If you fail to complete a required field and then attempt to continue with the
procedure, the system displays an error message listing the omission. To continue,
select OK, and complete the required field.

List pages

List pages in the OCME Portal are pages that list large numbers of records (names
of persons, for example).

10 +| entries per page Search:

Name 4 Email Funeral Home User Type Status Action
Test User testuser1@email.ext TestFH1 Crematory Admin Active Edit
Test User2 testuser2@email.ext TestFH1 Crematory User Active Edit
Test User3 testuser3@email.ext TestFH2 Crematory Admin Active Edit
Test User4 testuser4@email.ext TestFH3 Crematory Admin Active Edit
Test User5 testuser5@email .ext TestFH3 Crematory User Active Edit
Test User6 testuser6@email.ext TestFH3 Crematory User Active Edit
Test User7 testuser7@email.ext TestFH3 Crematory User Active Edit
Test User8 testuser8@email.ext TestFH3 Crematory User Active Edit
Test User9 testuserd@email.ext TestFH3 Crematory User Active Edit
Test User 99 testuser99@email .ext TestFH4 Crematory Admin Active Edit

Showing 1 to 10 of 16 entries . 2 Next »

By default, the system sorts the listing by a specific column. The system marks this
column with a small up-arrow to the right of the column heading. It also slightly
shades the column. In the following example, the system sorts the listing by the
Name column, in alphabetical order (A to Z). To reverse the sort order (Z to A),
select the small down-arrow.

You can sort the listing by any column that has the up- and down-arrow in the
heading. In this example, you can select the Name, Email, Funeral Home, User Type,
Status, or Action column heading to sort the list by that column.
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At the upper left of the page, the system displays the number of entries per page
(70, in this example). To change the number of listings per page, select the down-
arrow to the right of the field and select the value you want (25, 50, or 100).

To search the listing, enter a search term in the Search box at the upper right of
the page. As you type, the system removes any listings that do not include the
search term.

To view other pages of the listing, select the page number in the lower right
portion of the screen, Prev (the previous page), Next (the next page), << (the first
page), or >> (the last page).

The Action column displays the actions available for each listing. In this example,
you can select Edit to edit the individual listing; other list pages display View in the
Action column (select View to see additional information about the listing).
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Logging in

To log into the OCME Portal:

1. Launch your internet browser (Google Chrome is recommended).
2. Navigate to the MA OCME Login page.

3. Select Log in/Register in the Login without a State Account section of the page.

PN
l\@) Office of the Chief Medical Examiner (OCME)

MA OCME Login

To access the MA OCME Portal, choose the option that applies to you. If you are unsure which sign-in option to use, refer to this guide.

Login without a State Account Login with a State Account
(External Users) (Internal Users)
For external partners and users without a state- For Commonwealth employees using a state-issued
issued account. account

LOGIN / REGISTER -> LOGIN WITH STATE ACCOUNT -

The screen displays the My Mass Gov Business Account page.

4. Type your email address and password in the corresponding fields.

Note that passwords are case-sensitive.
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5. Select LOG IN.

@ MyM aSSG oV Already have a MyMassGov account?

Email

BUSINESS ACCOUNT

firstname.lastname@email.ext

OCME Portal is using MyMassGov to allow you to log in to Password

your account safely and securely.

First time using MyMassGov? Forgot Password

CREATE AN ACCOUNT
LOG IN

A
Learn more about MVM«‘JSSGOVI——'

The screen displays the Verify your account page.

6. Select either Text Me or Call Me.
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7. Select SEND VERIFICATION CODE.

@ MyMassGov

BUSINESS ACCOUNT

Verify your account

We'll send a verification code to the phone number on file

KUX-KXKXK-5279

Choose how you'd like to receive the code

Text Me

Call Me

SEND VERIFICATION CODE

The screen displays the Verify your account page, which now includes the Enter
Code field.

8. Check your phone for a call or text, and make a note of the verification code.

Note that it may take up to 30 seconds for the code to arrive.

9. Type the code in the Enter code field.
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10. Select VERIFY.

@ MyMassGov

BUSINESS ACCOUNT

Verify your account

We'll send a verification code to the phone number on file

The verification code has been sent to the phone number
you provided. Enter the code you received by text or phone
call into the "Enter code” box on this page and select
"VERIFY'".

KAAX-XKXK-5279

Choose how you'd like to receive the code

@ Text Me

Call Me

Enter code

| 548334 |

VERIFY

Get a new code

The screen displays the page corresponding to your role and permissions.

This completes the procedure for logging in.
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Logging out
Always log out of the OCME Portal when you have finished using it or whenever
you must leave your computer unattended:

1.

Select Log out (at the top of every page in the portal).

£ Firstname Lastname (Livery Service Admin) & Log out

I" = > Release Portal .
\-\7{,/’ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups + Livery Home Profile Livery Service Support Manage My Info «

The system logs you out of the OCME Portal, and the screen displays the MA
OCME Login page.

{\@f' Office of the Chief Medical Examiner (OCME)

MA OCME Login

To access the MA OCME Portal, choose the option that applies to you. If you are unsure which sign-in option to use, refer to this guide.

Login without a State Account Login with a State Account
(External Users) (Internal Users)

2. (Optional) Close your internet browser.

This completes the procedure.

Automatic (inactivity) logout

If the system does not detect any user activity within 20 minutes, the system logs
you out of the OCME Portal and displaysw a message on the MA OCME Login page
indicating that your session has expired.
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Cremation module

This chapter describes Cremation module functions:

e View registered decedents

e Search for decedents

e View cremation authorizations

e Crematory profile (administrators only)

The following sections describe these procedures in detail.

View registered decedents

To view registered decedents:

1.

Log in to the OCME Portal (see Logging in).
The screen displays the Decedent Cremation Portal page.

Select View Registered Decedents.

. > Cremation Portal
@ Y OFFICE OF THE CHIEF MEDICAL EXAMINER

Home | View Registered Decedents I View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info +

The screen displays the View Registered Decedents page.

The bottom portion of the page displays a listing of registered decedents.
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3. (Optional) To sort the listing, follow the procedure described in List pages.

Search Registered Decedents

Decedent First Name

Decedent First Name

Status

All

Dropoff Date

Month Date

Select ~ DD

Year

m Clear Cancel

10 ~| entries per page

Funeral Home Name
TEST FUNERAL HOME
TEST FUNERAL HOME
TEST FUNERAL HOME
TEST FUNERAL HOME
TEST FUNERAL HOME
TEST FUNERAL HOME

TEST FUNERAL HOME

Showing 1 to 7 of 7 entries

View Registered Decedents

Decedent Last Name

Decedent Last Name

Dropoff Window Time

v --Select

First Name Last Name
JOHN DOE
JOHN DOE
JOHN DOE
JOHN DOE
JOHN DOE
JOHN DOE
JOHN DOE

Status

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Submitted

Place of Viewing

--Select--

Search:

DropOff Window
09/30/2025 AM
05/16/2026 AM
02/22/2020 AM
01/14/2026 AM
01/14/2026 AM
01/14/2026 AM

01/01/2026 AM

v Action

View

4. (Optional) To view additional information about any entry in the listing, select

View in the corresponding row.

The screen displays the View Registered Cremation page for the entry you

selected.

5. To return to the View Registered Decedents page, select Close (at the bottom of

the page).
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This completes the procedure.

Search for registered decedents

To search for registered decedents:

1. Log in to the OCME Portal (see Logging in).

The screen displays the Decedent Cremation Portal page.

2. Select View Registered Decedents.

‘e Cremation Portal
[§ Ju ]
\g{! OFFICE OF THE CHIEF MEDICAL EXAMINER

Home | View Registered Decedents I View Cremation Authorizations

Manage Users/Profile Manage My Info +

The screen displays the View Registered Decedents page.

3. Complete at least one search field.

Note that you can complete any number or combination of search fields.

4. Select Search.

Status

All

Month

January

Dropoff Date

View Registered Decedents

Search Registered Decedents

Decedent First Name Decedent Last Name

Decedent First Name Decedent Last Name

Dropoff Window Time

W AM (before 12:00 PM)

Date Year

v DD 2025

jClear

Place of Viewing

Funeral Home v

The screen displays the results of your search in the lower portion of the page.
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5.

(Optional) To clear the search fields, select Clear.

The lower portion of the page displays the original listing of decedents.

6. (Optional) To return to the Decedent Cremation Portal page, select Cancel.

This completes the procedure.

View cremation authorizations

To view cremation authorizations:

1.

Log in to the OCME Portal (see Logging in).
The screen displays the Decedent Cremation Portal page.

Select View Cremation Authorizations.

(gy Cremation Portal N
‘g OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents I View Cremation Authorizations | Crematory Profile Manage Users/Profile Manage My Info

The screen displays the Cremation Authorizations page.

The bottom portion of the page displays a listing of cremation authorizations.
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4. (Optional) To sort the listing, follow the procedure described in List pages.

Cremation Authorizations

Search Registered Decedents

Decedent First Name

Decedent Last Name

Place of Viewing

| Decedent First Name ‘ | Decedent Last Name ‘ ‘ --5elect-- w
Select Crematory Dropoff Window Time
| All Faith's R ‘ | ~-Select-- R ‘
Authorization Date
Maonth Date Year
Select - ‘ ‘ oo ‘ ‘ Yy ‘
m
|. 10 v.| entries per page Search:
Funeral Home Name Decedent Name Place of Viewing Authorized Date v Status
Test Funeral Home DOE, JOHN Crematory 08/06/2024 Authori;
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authori;
Test Funeral Home DOE, JOHN Crematory 042042021 Authoriz
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authori;
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory 0472042021 Authori:
Test Funeral Home DOE, JOHN Crematory 04/19/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory G4/19/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory 04/19/2021 Authori;
Test Funeral Home DOE, JOHN Crematory /1742021 Authori;
4 »

Showing 1 to 10 of 200 entries

2 3 4 5 20 Mext

4. (Optional) To view additional information about any entry in the listing, scroll to
the right and select View in the corresponding row.

The screen displays the View Registered Cremation page for the entry you
selected.
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(Optional) To view the cremation authorization certificate, select View
Cremation Authorization (at the bottom of the page).

The screen displays the Cremation Authorization Certificate page, which includes
a toolbar that allows you to manipulate, save, or print the certificate.

To return to the Cremation Authorizations page, select Back (at the bottom of
the page).

This completes the procedure.

Search for registered decedents

To search for registered decedents:

1.

Log in to the OCME Portal (see Logging in).
The screen displays the Decedent Cremation Portal page.

Select View Cremation Authorizations.

£y, Cremation Portal o
| J Q S h OCM t
A g OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents I View Cremation Authorizations | Crematory Profile Manage Users/Profile Manage My Info

The screen displays the Cremation Authorizations page.

Complete at least one search field in the Search Registered Decedents portion of
the page.

Note that you can complete any number or combination of search fields.
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4. Select Search.

Cremation Authorizations

Search Registered Decedents

Decedent First Name Decedent Last Name Place of Viewing

Jehn Doe Funeral Home w
Select Crematory Dropoff Window Time

--Select-- ~ -Select-- w
Authorization Date
Month Date Year

April w DD YYYY

m ‘ Clear

| Cancel

The screen displays the results of your search in the lower portion of the page.
5. (Optional) To clear the search fields, select Clear.

The lower portion of the page displays the original listing of decedents.
6. (Optional) To return to the Decedent Cremation Portal page, select Cancel.

This completes the procedure.

Crematory profile

Users assigned the role of Crematory Administrator can update their facility’s
profile information in the OCME Portal. If you have questions regarding your role
or permissions, contact your manager or technical support staff.

To update your facility’s profile information:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Decedent Cremation Portal page.
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2. Select Crematory Profile.

£ -:-r\’; Cremation Portal

\d___,) OFFICE OF THE CHIEF MEDICAL EXAMINER

Q Search OCME portal

Home View Registered Decedents View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info

The screen displays the Cremation Profile page.

3. Make the required changes.

Note that the Crematory Name, Location, Address 1, City, State, Zip Code,
Route, and Phone Number fields are required fields. You can change the

information in any of these fields, but you cannot leave any of them blank.

4. Select Update.

Modify Crematory

Edit Crematory

Crematory Name * Location * Address 1%

| Test Crematory | | Cityname | | 123 Test Blvd

Address 2 City * State *

| Address 2 | | Cityname | | Maszachusetis

Zip Code * Fax Route *

| 01234 | | 234.567-8901 | | South Shore Route w |
Contact Person Motes

| Firstname Lastname | Memo

Phone Number *

Format: 555-555-5555

| BN | 123-456-7890 |

j(aHCEI
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The system saves your changes, and displays the Decedent Cremation Portal
page. The page includes a message confirming that the system has made your

changes.

~=.  Cremation Portal
o
@ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents View Cremation Authorizations

Crematory Profile

Q. Search OCME portal

Manage Users/Profile Manage My Info -~

)
() Success

Crematory details has been updated successfully!

Decedent Cremation Portal

View Registered Decedents View Cremation
Authorizations

Manage Users/Profile

This completes the procedure.
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Funeral home module

This chapter describes Funeral home module functions:

The following sections describe these procedures in detail.

Register a cremation

View existing registrations

Search existing registrations

Update a registered cremation

Request a refund

View or print confirmation

View cremation authorizations

Search for registered decedents

Association applications

Manaqing pick-ups

Funeral home profile

Funeral home support

Register a cremation

To register a cremation (non-OCME cases only):

1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.
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2. Select Register a Cremation.

2 Release Portal
@

] Q, Search OCME portal
OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select Register New Cremation.

L= Cremation Portal

( @) Q_ Search OCME portal
Y,/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home I Register New Cremation I View Existing Registrations View Cremation Authorizations Manage My Info v

The screen displays the Register New Cremation page.
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4. Complete all fields on the page (virtually all fields are required fields).

Register New Cremation

Decedent Information

* Indicates required field

/N Warning
Do not submit registration for a decedent released from OCME custody. Cremation authorization may be obtained through the OCME Release
Portal. Contact 857-377-2150 for assistance.

Funeral Home Location *

Select Funeral Home Location from the options listed

‘ TEST FUMERAL HOME v ‘

Decedent First Name * Decedent Middle Name Decedent Last Name *
‘ JOHN ‘ ‘ JAMES ‘ | DOE ‘
Decedent DOB * Select the transfer date to the crematory * Date of Death *

Maonth Date Year Manth Date Year Month Date Year
January ~ ‘ ‘ 1 ‘ | 1950 ‘ September ~ ‘ | 4 ‘ | 2026 ‘ September w ‘ | 3 ‘ | 2026 ‘
Flace of Viewing * Place of Cremation *

Funeral Home - ‘ ‘ Blue Hill ~ ‘
Select Time Range * Please enter time details Location of Death *
‘ AM {before 12:00 PM) d ‘ ‘ 9:00 AM ‘ | Massachusetts e

Time of Death #*

Hours Minutes Meridiem

| 0s s | |

Additional Notes/Comments

Test comments here.

5. Scroll down as necessary to view the Upload/Attach Documents section of the
page.
6. Upload the decedent’s death certificate using either of the following methods:

e Drag the file containing the death certificate form to the Death
Certificate/Attestation Document drag-and-drop box.
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Select Choose file. In the Death Certificate/Attestation Document drag-and-
drop box.

The screen displays a file navigation window.

Navigate to the death certificate document that you want, select it, and
select Open.

The system uploads the document, and displays the document name in the
Death Certificate/Attestation Document drag-and-drop box.

(Optional) Add any other documents using the procedure described in the

previous step and the Informant Verification Form or Other Documentation drag-

and-drop box.

8. Select the appropriate button:

To submit the form and implement the new association, select Submit.

To save your work in draft form, select Save as Draft. You can return to the
form at a later time, make changes if necessary, and then submit it.

To cancel the form, select Cancel. Note that doing this deletes all your
responses on this form.

Upload/Attach Documents

Death CertificatefAttestation Document * Informant Verification Form Additional Documentation
Drag and drop file here or Drag and drop file here or Drag and drop file here or

Suppaorts: JPEG, |PG, PNG. PDF (25 MB max Supports: JPEG, JPG, PNG, PDF (25 MB max Supports: |PEG, |PG, GIF, BMP. TIFF, PDF, DOC,
LS. XLSX, TXT, CSV, RTF {25 MB ma

() Please Note
All mandatory fields must be entered & payment processed in order to receivie confirmation for drop-off and a Cremation Authorization

Certificate.

| Save as Draft ‘m

‘ Cancel

This completes the procedure.
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View existing registrations

To view existing cremation registrations (non-OCME cases only):

1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.
2. Select Register a Cremation.

> Release Portal

: @ i Q, Search OCME portal
\.\_//’ OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

000

T

NON-OCME CASES ONLY

Register a Cremation Decedent Release

Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

Select View Existing Registrations.

I ':"\‘I Cremation Portal
\@/ OFFICE OF THE CHIEF MEDICAL EXAMINER

0

Home Register New Cremation I View Existing Registrations | View Cremation Authorizations Manage My Info v

The screen displays the Existing Registrations page.

The top portion of the page includes a search facility (refer to Search existing
registrations).

The bottom portion of the page displays a listing of cremation authorizations.
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4. (Optional) To sort the listing, follow the procedure described in List pages.

5.

6. To return to the Existing Registrations page, select Close.

This completes the procedure.

10 | entries per page

Funeral Home Name *

TEST CREMATORY

TEST CREMATORY

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

TEST FUNERAL HOME

Decedent Name

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

DOE, JOHN

Place of Viewing

Crematory

Crematory

Funeral Home
Funeral Home
Funeral Home
Funeral Home
Funeral Home
Funeral Home
Funeral Home

Funeral Home

Drop Off Window

08/13/2026 AM

08/05/2026 AM

06/25/2026 PM

06/16/2026 AM

05/31/2026 AM

05/28/2026 AM

05/28/2026 AM

05/14/2026 AM

03/27/2026 AM

02/10/2026 AM

Search:

Date Submitted

08/14/2026 3:27PM

07/31/2026 10:04AM

06/17/2026 9:42AM

06/10/2026 1:58PM

05/28/2026 10:55AM

05/21/2026 1:57PM

05/22/2026 12:42PM

05/01/2026 2:42PM

03/18/2026 5:26PM

03/24/2026 5:47PM

Showing 1 to 10 of 40 entries

Statu

Subm

Subm

Subm

Subm

Subm

Subm

Subm

Subm

Subm

Subm

the right and select View in the corresponding row.

(Optional) To view additional information about any entry in the listing, scroll to

Revised 09/15/2026

Page 25



OCME Portal User’s Guide

Search existing registrations
To search for existing registrations:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Register a Cremation.

(@‘ Release Portal
b\ / OFFICE OF THE CHIEF MEDICAL EXAMINER

N

Q Search OCME portal

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select View Existing Registrations.

Q_ Search OCME portal

I = | Cremation Portal
\@/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation I View Existing Registrations | View Cremation Authorizations Manage My Info v

The screen displays the Existing Registrations page.
4. Complete at least one search field.

Note that you can complete any number or combination of search fields.
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5. Select Search.

Existing Registrations

Existing Registrations

Decedent First Name Decedent Last Name Status

Decede irst Nam Decedent Last Name All v

Place of Viewing

Funeral Home v

Drop off Date Range From Drop off Date Range To

Month Date Year Month Date Year
August v DD 2026 Select v

m :]C‘car

The screen displays the results of your search in the lower portion of the page.
6. (Optional) To clear the search fields, select Clear.
The lower portion of the page displays the original listing of decedents.

This completes the procedure.

Update a registered cremation
To update a registered cremation:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.
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2. Select Register a Cremation.

=,

. Release Portal
)

] Q, Search OCME portal
w>” OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select View Existing Registrations.

£ = Cremation Portal

@ 3 Q_ Search OCME portal
Y,/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation I View Existing Registrations | View Cremation Authorizations Manage My Info v

The screen displays the Existing Registrations page.

4. Scroll down to the bottom of the page to see the listing of cremation
authorizations.

5. Scroll to the right to see the Action column.
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5. Select View in the row corresponding to the cremation you want to update.

10 v entries per page Search:

Place of Viewing Drop Off Window v Date Submitted Status Action
Funeral Home 08/13/2026 AM 08/14/2026 3:27PM Submitted View Confirmation
Funeral Home 08/05/2026 AM 07/31/2026 10:04AM Submitted View | View Confirmation
Funeral Home 06/25/2026 PM 06/17/2026 9:42AM Submitted View | View Confirmation
Crematory 06/16/2026 AM 06/10/2026 1:58PM Submitted View | View Confirmation
Funeral Home 05/31/2026 AM 05/28/2026 10:55AM Submitted View | View Confirmation
Funeral Home 05/28/2026 AM 05/21/2026 1:57PM Submitted View | View Confirmation
Crematory 05/28/2026 AM 05/22/2026 12:42PM Submitted View | View Confirmation
Crematory 05/14/2026 AM 05/01/2026 2:42PM Submitted View | View Confirmation
Funeral Home 03/27/2026 AM 03/18/2026 5:26PM Submitted View | View Confirmation
Crematory 02/10/2026 AM 03/24/2026 5:47PM Submitted View | View Confirmation

4 >

Showing 1 to 10 of 40 entries . 2 3 B Next »
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The screen displays the View Registered Cremation page.

View Registered Cremation

View Registered Cremation

Funeral Home Location

TEST FUNERAL HOME

Decedent First Name Decedent Middle Name Decedent Last Name
TEST DECEDENT MIDDLE NAME DATA
Decedent DOB Select the transfer date to the crematory * Date of Death
Month Date Year Month Date Year Month Date Year
April v 05 1978 August v 13 2026 May v 06 2019
Place of Viewing * Reason for Viewing at Funeral Home * Place of Cremation *
Funeral Home v Cremation Occurring at Harmony Grove v Springfield v
Select time range * Please enter time details Location of Death
AM (before 12:00 PM) v Enter time details Massachusetts Clarksburg v

Time of Death
Hours Minutes Meridiem

1 12 AM v

7. Make the required changes.
Note that you cannot change information in any of the gray fields.

Note also that you can change information in the required fields, but you
cannot leave a required field blank.

8. Select Update (at the bottom of the page).

The screen displays the View Registered Cremation page, which now reflects the
changes you just made.

This completes the procedure.
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Request a refund
To request a refund:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Register a Cremation.

(@‘ Release Portal
b\ / OFFICE OF THE CHIEF MEDICAL EXAMINER

N

Q Search OCME portal

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select View Existing Registrations.

£oa Cremation Portal N o
( @J Q Search OCME por
\__// OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation I View Existing Registrations | View Cremation Authorizations Manage My Info v

The screen displays the Existing Registrations page.

4. Scroll down to the bottom of the page to see the listing of cremation
authorizations.

5. Scroll to the right to see the Action column.
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6. Select View in the row corresponding to the cremation you want.

10 ~| entries per page Search:

Place of Viewing Drop Off Window v Date Submitted Status Action

Funeral Home 08/13/2026 AM 08/14/2026 3:27PM Submitted iew § View Confirmation

.

Funeral Home 08/05/2026 AM 07/31/2026 10:04AM Submitted View | View Confirmation
Funeral Home 06/25/2026 PM 06/17/2026 9:42AM Submitted View | View Confirmation
Crematory 06/16/2026 AM 06/10/2026 1:58PM Submitted View | View Confirmation
Funeral Home 05/31/2026 AM 05/28/2026 10:55AM Submitted View | View Confirmation
Funeral Home 05/28/2026 AM 05/21/2026 1:57PM Submitted View | View Confirmation
Crematory 05/28/2026 AM 05/22/2026 12:42PM Submitted View | View Confirmation
Crematory 05/14/2026 AM 05/01/2026 2:42PM Submitted View | View Confirmation
Funeral Home 03/27/2026 AM 03/18/2026 5:26PM Submitted View | View Confirmation
Crematory 02/10/2026 AM 03/24/2026 5:47PM Submitted View | View Confirmation
4 >

Showing 1 to 10 of 40 entries . 2 3 4 Next »

The screen displays the View Registered Cremation page.
7. Scroll to the bottom of the page.

8. Select Request a Refund.

Application Status History

Name Status Activity Date v Comments
A. Admin Submitted 09/03/2026 11:18AM
A. Admin Submitted 08/14/2026 3:31PM

Request a Refund Cremation Repayment Update

The screen displays the Request a refund window.

9. Complete all fields in the window (all fields are required).
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10. Select Submit.

©

Request a refund

Payment Confirmation Number Address * City *

EP15835 123 TEST AVE CITYNAME

State * Zip Code *

Massachusetts 01234

Phone Number *

Format: 555-555-5555

== 111-222-3333 X | Extension

Reason

Payment submitted twice (by mistake).

The screen displays the View Registered Cremation page, which now reflects the
refund request you just made.

Comments (Comments attached below are visible to Funeral Homes & Crematories.)

Enter Comments

Refund Status

Pending Review

Refund Comment

Payment submitted twice (by mistake).

Application Status History

This completes the procedure.
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View or print confirmation
To view or print a confirmation:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Register a Cremation.

(@‘ Release Portal
\.\_ / OFFICE OF THE CHIEF MEDICAL EXAMINER

>

Q Search OCME portal

Welcome to the MA OCME Portal

=R

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select View Existing Registrations.

£oa Cremation Portal
2

Q_ Search OCME portal
OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation I View Existing Registrations | View Cremation Authorizations Manage My Info v

The screen displays the Existing Registrations page.

4. Scroll down to the bottom of the page to see the listing of cremation
authorizations.

5. Scroll to the right to see the Action column.
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Select View Confirmation in the row corresponding to the cremation you want.

Action
View | View Confirmation
View | View Confirmation

View | View Confirmation

<

iew |

View Confirmation

<

iew | View Confirmation

View |
View | View Confirmation
View | View Confirmation

View | View Confirmation

View | View Confirmation

10 ~| entries per page Search:

Place of Viewing Drop Off Window v Date Submitted Status
Funeral Home 08/13/2026 AM 08/14/2026 3:27PM Submitted
Funeral Home 08/05/2026 AM 07/31/2026 10:04AM Submitted
Funeral Home 06/25/2026 PM 06/17/2026 9:42AM Submitted
Crematory 06/16/2026 AM 06/10/2026 1:58PM Submitted
Funeral Home 05/31/2026 AM 05/28/2026 10:55AM Submitted
Funeral Home 05/28/2026 AM 05/21/2026 1:57PM Submitted
Crematory 05/28/2026 AM 05/22/2026 12:42PM Submitted
Crematory 05/14/2026 AM 05/01/2026 2:42PM Submitted
Funeral Home 03/27/2026 AM 03/18/2026 5:26PM Submitted
Crematory 02/10/2026 AM 03/24/2026 5:47PM Submitted

4

Showing 1 to 10 of 40 entries . 2

>

w
IS

Next »

Select Print/Save as PDF.

View Confirmation

Your cremation has been registered successfully!
Please drop off the decedent at the selected crematory by

08/16/2026 before 12:00 PM

Funeral Home: Test Funeral Home

Decedent Name: Doe, John
Decedent DOB: 04/05/1978
Drop off Location: Springfield
Drop off Date: 08/16/2026

Drop off Time Range: AM (before 12:00 PM)

Crematory Notes: Open most holidays

0850444

439

(1) Please securely affix this receipt to the body.

Print/Save as PDF
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The screen displays the print preview page.

8. Select how you want to print the document:

To print the document to a file, select Adobe PDF in the Printer field.

The screen displays a file navigation window.

Navigate to the location where you want to store the document and select

Open.

To print the document on a printer, select the printer you want from the

listing in the Printer field.

9. Select Print.

Print ?
Total: 1 sheet of paper
Please drop off the decedent at the selected crematory by

Printer 08/16/2026 before 12:00 PM

Funeral Home : TEST
[Adobe PDF g ] Decedent Name : TEST DATA

Decedent DOB : 04/05/1978
Copies Drop off Location : Springficld

Drop off Date : 08/16/2026
1 Drop off Time Range : AM (before 12:00 PM)
Crematory Notes : Open most holidays
Layout
QO Portrait Hlm | ”"“H | | ‘l
A
o Landscape
Pages
Q an
QO egi1s58n3
Color
Calor ~
More settings
t og P

The system prints or saves the document as you specified.
10.Select Close.
The screen displays the Existing Registrations page.

This completes the procedure.
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View cremation authorizations
To view cremation authorizations:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Register a Cremation.

(@‘ Release Portal
\.\_ / OFFICE OF THE CHIEF MEDICAL EXAMINER

>

Q Search OCME portal

Welcome to the MA OCME Portal

=R

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.

3. Select View Cremation Authorizations.

A2 Cremation Portal
N2

Q Search OCME portal
OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation View Existing Registrations I View Cremation Authorizations | Manage My Info v

The screen displays the Cremation Authorizations page.

The bottom portion of the page displays a listing of cremation authorizations.
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4. (Optional) To sort the listing, follow the procedure described in List pages.

Cremation Authorizations

Search Registered Decedents

Decedent First Name

Decedent Last Name

Place of Viewing

| Decedent First Name ‘ | Decedent Last Name ‘ ‘ --5elect-- w
Select Crematory Dropoff Window Time
| All Faith's R ‘ | ~-Select-- R ‘
Authorization Date
Maonth Date Year
Select - ‘ ‘ oo ‘ ‘ Yy ‘
m
|. 10 v.| entries per page Search:
Funeral Home Name Decedent Name Place of Viewing Authorized Date v Status
Test Funeral Home DOE, JOHN Crematory 08/06/2024 Authori;
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authori;
Test Funeral Home DOE, JOHN Crematory 042042021 Authoriz
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authori;
Test Funeral Home DOE, JOHN Crematory 04/20/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory 0472042021 Authori:
Test Funeral Home DOE, JOHN Crematory 04/19/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory G4/19/2021 Authoriz
Test Funeral Home DOE, JOHN Crematory 04/19/2021 Authori;
Test Funeral Home DOE, JOHN Crematory /1742021 Authori;
4 »

Showing 1 to 10 of 200 entries

2 3 4 5 20 Mext

5. (Optional) To view additional information about any entry in the listing, scroll to
the right and select View in the corresponding row.

The screen displays the View Registered Cremation page for the entry you
selected.
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. (Optional) To view the cremation authorization certificate, select View
Cremation Authorization (at the bottom of the page).

The screen displays the Cremation Authorization Certificate page, which includes
a toolbar that allows you to manipulate, save, or print the certificate.

. To return to the Cremation Authorizations page, select Back (at the bottom of
the page).

This completes the procedure.

Search for registered decedents

To search for registered decedents:

. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Register a Cremation.

Q. Search OCME portal

|@‘\ Release Portal
\\k// OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

=R e

NON-OCME CASES ONLY
Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Decedent Cremation Portal page.
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3. Select View Cremation Authorizations.

( % Cremation Portal
\@ / OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Register New Cremation View Existing Registrations I View Cremation Authorizations I Manage My Info v

The screen displays the Cremation Authorizations page.

4. Complete at least one search field in the Search Registered Decedents portion of
the page.

Note that you can complete any number or combination of search fields.

5. Select Search.

Cremation Authorizations

Search Registered Decedents

Decedent First Name Decedent Last Name Place of Viewing
John Doe Funeral Home v
Select Crematory Dropoff Window Time
--Select-- w -Select-- w
Authorization Date
Month Date Year
April - DD YYYY

| Cancel ‘

The screen displays the results of your search in the lower portion of the page.
6. (Optional) To clear the search fields, select Clear.

The lower portion of the page displays the original listing of decedents.
7. (Optional) To return to the Decedent Cremation Portal page, select Cancel.

This completes the procedure.
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Association applications

The OCME Portal includes the following procedures for managing association

application:

Create new association

Edit pending associations

Submit statements of ID

Approved/closed associations

The following sections describe these procedures in detail.

Create new association

To create a new association:

1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q, Search OCME portal

|’@\ Release Portal
\-\ )J OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.
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3. Select Association Applications > Create New Association.

{ 3 i Cremation Portal aQ s
'\Q/ / OFFICE OF THE CHIEF MEDICAL EXAMINER E

Home Register New Cremation View Existing Registrations I View Cremation Authorizations I Manage My Info v

The screen displays the Create Decedent Association page.

4. If your funeral home has more than one location, select the appropriate
location in the Funeral Home Name/Location field.

5. Complete as many fields as possible in the Decedent Information section (all

fields except Decedent Middle Name and Decedent SS Number are required).

Create Decedent Association

Funeral Home Name/Location *

TEST FUNERAL HOME v

Decedent Information

* Indicates required field

Decedent First Name * Decedent Middle Name Decedent Last Name *
John Decedent Middle Name Doe

Decedent Gender * Decedent Marital Status * Decedent 55 Number
Male v Widowed v Decedent 5SS Number

Decedent DOB *

Month Date Year
January ~ 01 1946
Last Known Address * Country *
1234 Test Lane UNITED STATES
City * State/Province * Zip Code *
Cityname Massachusetts v 01234

6. Scroll down as necessary to view the Decedent Disposition section.
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7. Complete both fields as possible in the Decedent Disposition section (both fields

are required).

Decedent Disposition

Will the decedent leave the country? *

Will the decedent be cremated? * (@) Yes

Yes (@) No

No

8. Scroll down as necessary to view the Next-of-Kin Information section.

9. (Optional) To view guidelines on adding information for next-of-kin, select View

Next of Kin Guidelines.

10. Complete all fields in the Next-of-Kin Information section (all fields are required).

11.(Optional) If it is necessary to add information for another next-of-kin:

a. Select Add Additional Next of Kin.

@ View Next of Kin Guidelines

Next-of-Kin First Name *

Jane

Relationship to Decedent *

Daughter

Next-of-Kin Address *

123 Test Blvd

Next-of-Kin City *

Cityname
Phone Number *

== | 123-456-7890 X | 001

(® Add Additional Next-of-Kin

Next-of-Kin Information

Next-of-Kin Last Name *

Doe

Next-of-Kin State/Province *

Massachusetts

Next-of-Kin Email Address *

jane.doe@email.ext

Next-of-Kin Country *

UNITED STATES

Next-of-Kin Zip Code *

01234

The screen displays another set of information fields.
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b. Complete all fields.
c. If appropriate, repeat steps a and b for each additional next of kin.
12.Scroll down as necessary to view the Required Documents section.

13.(Optional) To view guidelines on release authorization forms, select View
Release Authorization Form Guidelines.

Required Documents
Upload/Attach Documents

(i) View Release Authorization Form Guidelines

Release Authorization Form * Additional Documentation
& M
Drag and drop file here or Drag and drop file here or
=D
Supports: PDF (25 MB max) Supports: GIF, BMP, TIFF, PDF, DOC, DOCX, XLS,

XLSX, TXT, C5V, RTF (25 MB max)

Comments

Comments

14.Upload the Release Authorization form using either of the following methods:

e Drag the file containing the Release Authorization Form to the light blue
Release Authorization Form drag-and-drop box.

e Select Choose file.
The screen displays a file navigation window.
Navigate to the Release Authorization form you want, select it, and select
Open.

The system uploads the document, and displays the document name in the
Release Authorization Form drag-and-drop box.

15. (Optional) Add any other documents using the procedure described in the
previous step and the Additional Documentation drag-and-drop box.
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16. (Optional) Add any comments in the Comments field.
17.Scroll down as necessary to view the Acknowledgements section.

18.Read each acknowledgement and select the corresponding check box
(required).

Acknowledgements

I acknowledge that I will provide the OCME Friends & Family letter to the legal next of kin or their designee claiming the deceased

**By checking this box, I acknowledge that I am signing this document electronically and that my electronic signature shall serve as the legal equivalent of an

originalfink signature for the purposes of this form

I acknowledge that the email address provided for the legal next of kin is used solely for the purpose of the OCME to notify the individual(s) of

final death certificate completion.
checking this box, I acknowledge that 1 am signing this document electronically and that my electronic signature shall serve as the legal equivalent of an

nk signature for the purposes of this form.

I acknowledge that, when applicable, Iwill complete and return the Statement of Identification form via Submit Statement of ID link within 10

days of receipt.

document electronically and that my electronic signature shall serve as the legal equivalent of an

cking this box, I acknowledge t

signature for the purposes o

19.Scroll down as necessary to view the note and the page buttons.
20.Read the note.
21.Select the appropriate button:
e To submit the form and implement the new association, select Submit.

e To save your work in draft form, select Save as Draft. You can return to the
form at a later time, make changes if necessary, and then submit it.

e To cancel the form, select Cancel. Note that doing this deletes all your
responses on this form.

(D) Please Note
Upon submittal, you will receive email notifications throughout the approval process. All comments and forms sent from the OCME can be found in

the individual associations.

This completes the procedure.
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View and edit pending associations

To edit a pending association:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q. Search OCME portal

(ﬁ‘ Release Portal
\\._7_//- OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.

3. Select Association Applications - Edit Pending Associations.

‘/"”‘"\,I Release Portal
\@/’ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications ~ Manage Pick-Ups v Funeral Home Profile Funeral Home Support Manage My Info v

Create New Association

Weld TVIE Decedent Release Portal

Edit Pending Associations

Submit Statement of ID

Approved/Closed

Associations

@© Impc

The screen displays the Pending Associations page.

The bottom portion of the page displays a listing of pending associations.
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4. (Optional) To sort the listing, follow the procedure described in List pages.

Pending Associations

Decedent First Name

View/Edit Pending Associations

Decedent Last Name

‘ Decedent First Name

‘ ‘ Decedent Last Name

Showing 1 to 10 of 33 entries

4 Location * Last Updated Date Time v Action

Status Funeral Home Name/Location
‘ All ~ ‘ ‘ -Select-- w |
o
|E| entries per page
OCME # Decedent Name Status
DOE, JOHN Awaiting Review
DOE, JOHN Awaiting Review
DOE, JOHN Awaiting Review
2026-20000 DOE, JOHN Awaiting Review Boston
2025-20000  DOE, JOHN Awaiting Review Boston
2025-99999 DOE, JOHN Awaiting Review Boston
2025-44444  DOE, JOHN Awaiting Review Boston
2025-88888 DOE, JOHN Awaiting Review Boston
2025-55555  DOE, JOHN Awaiting Review Boston
202510101 DOE, JOHN Awaiting Review Boston

Search:

08/22/2026 2:22PM View
04/14/2026 8:52PM View
04/01/2026 2:49PM View
03/30/2026 11:27PM View
12/31/2025 2:13PM View
12/31/2025 2:11PM View
08/11/2025 1:46PM View
08/11/2025 1:44PM View
08/11/2025 12:29PM View
08/10/2025 12:16PM View

. 2 3 4 Mext

5. (Optional) To view additional information about any entry in the listing, select

View in the corresponding row.

The screen displays the View Decedent Association page for the entry you

selected.

6. To return to the Pending Associations page, select Close (at the bottom of the

page).
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This completes the procedure.

Search for pending associations

To search for pending associations:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q, Search OCME portal

(@‘ Release Portal
\-.\__1/—/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.

3. Select Association Applications 2> Edit Pending Associations.

(%) ReleasePortal B Bt O
3 Search OCME portal
\.@/‘ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications ~ Manage Pick-Ups v Funeral Home Profile Funeral Home Support Manage My Info v

Create New Association

Weld TVIE Decedent Release Portal

Edit Pending Associations

Submit Statement of ID

Approved/Closed
Associations

@ Impc
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The screen displays the Pending Associations page.

4. Complete at least one search field in the View/Edit Pending Associations portion
of the page.

Note that you can complete any number or combination of search fields.

5. Select Search.

Pending Associations

View/Edit Pending Associations

Decedent First Name Decedent Last Name OCME #

Decedent First Name TEST OCME #

Status Funeral Home Name/Location

All v --Select-- v

m jC|ear

The screen displays the results of your search in the lower portion of the page.
6. (Optional) To clear the search fields, select Clear.
The lower portion of the page displays the original listing of decedents.

7. (Optional) To return to the Welcome to the MA OCME Decedent Release Portal
page, select Cancel.

This completes the procedure.

Submit statement of ID search

To search for a statement of ID:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.
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2. Select Decedent Release.

(&y) Release Portal )
u | Q. Search OCME portal
\.\_/f OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.

3. Select Association Applications > Submit Statement of ID.

£ > Release Portal
@V/ OFFICE OF THE CHIEF MEDICAL EXAMINER

\ o Q Search OCME porta

Home Association Applications ~ Manage Pick-Ups v Funeral Home Profile Funeral Home Support Manage My Info v

Create New Association

Welc( '‘ME Decedent Release Portal

Edit Pending Associations

Submit Statement of ID

Approved/Closed

Associations

@ Impc

The screen displays the Submit Statement of ID Search page.

4. Complete at least one search field in the View/Edit Pending Associations portion

of the page.

Note that you can complete any number or combination of search fields.

Revised 09/15/2026



OCME Portal User’s Guide

5. Select Search.

Submit Statement of ID Search

Statement of ID Search

/M Note

If Staternent of Identification form is required after funeral services have been performed, please find the Association below and click Select.

Decedent First Name Decedent Last Name OCME #
Decedent First Name DOE OCME #
Barcode ID Status
Barcode ID Mot Submitted v
Check-In Date
Month Day Year
Select ~ DD YYYY

NOTE: Please attach the Statement of Identification form in the Required Forms section.

The screen displays the results of your search in the lower portion of the page.

6. (Optional) To clear the search fields, select Clear.
The lower portion of the page displays the original listing of decedents.

7. (Optional) To return to the Welcome to the MA OCME Decedent Release Portal
page, select Cancel.

This completes the procedure.

Approved/closed associations

To edit a pending association:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.
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2. Select Decedent Release.

Q. Search OCME portal

> Release Portal
@

/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY
Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the OCME Decedent Release Portal page.

3. Select Association Applications - Approved/Closed Associations.

& ':'“'\‘ Release Portal

| J Q, Search OCME porta
\J_,)/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications ~ Manage Pick-Ups + Funeral Home Profile Funeral Home Support Manage My Info +

Create New Association

Welc« 'ME Decedent Release Portal

Edit Pending Associations

Submit Statement of 1D

Approved/Closed

Associations

@ Imge

¢ The Release Portal is now available for all OCME locations in Massachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
when scheduling your pick-up

The screen displays the Approved/Closed Associations page.

The bottom portion of the page displays a listing of pending associations.

Revised 09/15/2026 Page 52



OCME Portal User’s Guide

4. (Optional) To sort the listing, follow the procedure described in List pages.

Pending Associations

Approved/Closed Associations

Decedent First Name Decedent Last Name OCME #

‘ Decedent First Name ‘ ‘ Decedent Last Name | | OCME #
Status Funeral Home Name/Location

‘ All ~ ‘ ‘ --Select-- ~ |

m Clear Cancel

|E| entries per page Search:

OCME # Decedent Name Status Location 4 Last Updated Date Time

0000-00000 DOE, JOHN Closed Boston 08/28/2026 1:20AM
2026-78784 DOE, JOHN Approved Boston 04/23/2026 10:57AM
2025-00002 DOE, JOHN Approved Boston 12/31/2025 2:10PM
2025-00004 DOE, JOHN Approved Cape Cod 12/11/2025 1:36PM
0000-00000 DOE, JOHN Approved Boston 10/06/2025 2:55PM
2025-07090 DOE, JOHN Closed Boston 09/23/2025 8:23AM
2025-22293 DOE, JOHN Approved Boston 08/09/2025 12:36AM
2025-00003 DOE, JOHN Closed Boston 08/05/2025 7:45PM
2025-89798 DOE, JOHN Closed Boston 08/02/2025 2:01AM
2024-00001 DOE, JOHN Approved Westfield 03/04/2025 4:36PM

v Action

View

View

View

View

Showing 1 to 10 of 49 entries . 2 3 4 5 Next

¥

5. (Optional) To view additional information about any entry in the listing, select

View in the corresponding row.

The screen displays the View Decedent Association page for the entry you

selected.
6. To return to the Approved/Closed Associations page, select Close.

This completes the procedure.
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Search for approved/closed associations

To search for pending associations:

1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q. Search OCME portal

(ﬁ‘ Release Portal
\\._7_//- OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the OCME Decedent Release Portal page.

3. Select Association Applications > Approved/Closed Associations.

£ ' Release Portal
‘\@,)' OFFICE OF THE CHIEF MEDICAL EXAMINER

Q Search OCME porta

Home Association Applications Manage Pick-Ups v Funeral Home Profile Funeral Home Support Manage My Info v

Create New Association

Welc¢ ‘ME Decedent Release Portal

Edit Pending Associations

Submit Statement of ID

Approved/Closed

Associations

(@ Impc

The screen displays the Approved/Closed Associations page.
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4. Complete at least one search field in the Approved/Closed Associations portion of
the page.

Note that you can complete any number or combination of search fields.

5. Select Search.

Pending Associations

Approved/Closed Associations

Decedent First Name Decedent Last Name OCME #
Decedent First Name Doe OCME #
Status Funeral Home Name/Location

All v -Select-- b

The screen displays the results of your search in the lower portion of the page.
6. (Optional) To clear the search fields, select Clear.
The lower portion of the page displays the original listing of decedents.

7. (Optional) To return to the Welcome to the MA OCME Decedent Release Portal
page, select Cancel.

This completes the procedure.
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Managing pick-ups
The OCME Portal includes the following procedures for managing pick-ups:

e Pending requests

e Schedule new pick-up

e Manage existing pick-up

e View completed pick-ups

The following sections describe these procedures in detail.

Pending requests

To manage pending requests:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q. Search OCME portal

(@\‘ Release Portal
\\._ //- OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.
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3. Select Manage Pick-Ups > Pending Requests.

Py
l\@ )

Release Portal

Home Association Applications v

OFFICE OF THE CHIEF MEDICAL EXAMINER

Q, Search OCME porta

Manage Pick-Ups Funeral Home Profile Funeral Home Support Manage My Info v

Pending Requests

Welcome to the OL

(O Important Notes:

¢ The Release Portal is now available fo
when scheduling your pick-up

Jt Release Portal

Schedule New Pick-
Up

Manage Existing
Pick-Up

View Completed Pick-

Ups sachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent

The screen displays the Manage Pick-Ups page.
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4. (Optional) To sort any of the 3 listings (Outgoing Pending Pick-Up Requests,
Accepted Pick-Up Requests, or Rejected Pick-Up Requests), follow the procedure
described in List pages.

Manage Pick-Ups

Outgoing Pending Pick-Up Requests
Outgoing requests have not yet been reviewed by the livery service.

Please contact the livery service if they do not respond to request within a reasonable amount of time to allow for planning.

| 10 V| entries per page Search:
Livery Service Name 4 OCME# Decedent Name Requested Delivery Date/Time Action
Test Livery Service, Inc. 2024-2020 JOHN DOE 09/04/2026 1:00PM Modify | Cancel

Showing 1 to 1 of 1 entry .

Accepted Pick-Up Requests
Accepted requests indicate the livery service has agreed to schedule and complete the pick up/delivery services.
| 10 V| entries per page Search:

Livery Service Name 4 OCME# Decedent Name Requested Delivery Date/Time Scheduled Pick-Up Date/Time Action

Test Livery Service, Inc. 2026-78784 JOHN DOE 04/26/2026 5:30AM 07/27/2026 4:15PM

Showing 1 to 1 of 1 entry .

Rejected Pick-Up Requests

Rejected requests indicate the livery service cannot perform the scheduled pick up.

Please reassign the livery request or schedule your own pick up.

No Items Found.

5. (Optional) To modify an outgoing pending pick-up request:
a. Select Modify in the row corresponding to the request you want to modify.
The screen displays the Modify Pick-Up window.

b. Select Yes.

Revised 09/15/2026 Page 58



OCME Portal User’s Guide

The screen displays the Modify Request window.
c. Make the required changes.
d. Select Update.

The screen displays the Manage Pick-Ups page; the listing in the Outgoing
Pending Pick-Up Requests section of the page now reflects the changes you
just made.

6. To cancel an outgoing pending pick-up request:
a. Select Cancel in the row corresponding to the request you want to cancel.
The screen displays the Cancel Pick-Up Request window.
b. Select Yes.

The screen displays the Manage Pick-Ups page, which displays a message at
the top of the page confirming that the system has canceled the listing. The
listing in the Outgoing Pending Pick-Up Requests section of the page is no
longer present.

This completes the procedure.
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Schedule new pick-up

To schedule a new pick-up request:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

("““\ Release Portal i
u | Q. Search OCME portal
\\._y:/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the OCME Decedent Release Portal page.

3. Select Manage Pick-Ups = Schedule New Pick-Up.

(// \‘\". Release Portal & Ty ‘
\ 3 Search OCME portal
\.____A/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications v Manage Pick-Ups »~ Funeral Home Profile Funeral Home Support Manage My Info v

Pending Requests

Welcome to the O(C 1t Release Portal

Schedule New Pick-

up

Manage Existing
Pick-Up
@ ImportantNotes: View Completed Pick-
e The Release Portal is now available fol Ups sachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
when scheduling your pick-up

The screen displays the Schedule New Decedent Pick-Up page.
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4. Select the Location field.
The screen displays a dropdown menu.
5. Select the location you want.

6. Select Next.

Schedule a Pick-Up

Schedule New Decedent Pick-Up

* Indicates required field

/N Note

A pick up can only be scheduled when the OCME has approved the submitted Association Application and the decedent is ready for pick up.

Location *

‘ Boston ~

The screen displays the Schedule New Decedent Pick-Up page.
7. Select the Organization Name field.
The screen displays a dropdown menu.

8. Select the organization you want.

Schedule a Pick-Up

Schedule New Decedent Pick-Up

* Indicates required field

Location: Boston

Organization Name

l |

TEST FUNERAL HOME 50UTH
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The screen inserts the name into the Organization Name field, and adds a
listing of all eligible decedents associated with that organization.

9. Select the check box associated with the decedent you want.

Note that you can select multiple decedents.

Schedule a Pick-Up

Schedule New Decedent Pick-Up

* Indicates required field

Location: Boston

Organization Name Selact Decedant{s) 202522293 - DOE, JOHN
5- - 3

TEST FUNERAL HOME
2025-00002 - DOE, JOHN
2933-434 - DOE, JOHN

2024-10101 - DOE, JOHN

7770-00777 - DOE, JOHN

10. Scroll to the bottom of the page, as necessary to view all decedents.
Note that the screen displays an information box for each decedent you chose.

11.Use the Would you be using a Livery service for this pick-up? field to specify
if you want to use a livery service or not:

e If you do not want to use a livery service, select No. Proceed to step 13.

e If you want to use a livery service, select Yes. The screen displays some
additional fields. Proceed to step 12.

12.1f you want to use a livery service:

a. Complete as many of the livery service fields as possible.
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b. Select Next.

OCME #: 2025-22293 OCME #: 2024-2020
Name : DOE, JOHN Name: DOE, JANE
Address :123 TEST DR, CITYNAME Address : 987 TEST BLVD,CITYNAME
01444-4444 UNITED STATES UNITED STATES
DOB : 04/02/1087 DOB : 11/11/2000
Would you be using a Livery service for this pickup? * (@) Yes No

Livery Service

TEST LIVERY SERVICE e

Set Delivery Date/Time:

Meonth Date Year
September v 04 2026
Time:
Haour Minute
12 AM w ag w

Comments

Test comments.

-] —

The screen displays the Select a Pick-Up page.

c. Proceed to step 13.
13.Complete the pick-up date and time fields (these are required fields).

Note that if you selected more than one decedent (as shown in this example),
you must select the gray box for the first decedent and complete the pick-up
date and time fields. Then select the gray box for the next decedent and
complete the fields for that decedent. Continue this procedure until you have
completed the pick-up date and time fields for all decedents.
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14.Select Next.

Select a Pick-Up

Select Pick-Up Date & Time

/% Note

We appreciate if you would schedule the pick up of the decedent within 72 hours.

Location: Boston

Organization Name: TEST FUMERAL HOME

() Please click within one of the following gray boxes to select a pick-up time.

Decedent Information

OCME #: 2025-22393 OCME # : 2024-2020
Mame : DOE, JOHN Name : DOE, JANE
Address : 123 TEST DR., CITYNAME Address : 967 TEST BLVD., CITYNAME, MA
01444-4444 UNITED STATES 01444-4444 UNITED STATES
DOB : 04/02/1987 DOB: 11/11/2000
Date & Time: Friday 09/04/2026 1:20PM Date & Time: Friday 09/04/2026 3:25PM
Date *
Month Day Year Select Available Time *
| September w | | 04 | | 2026 | | 3125PM w

m jBac k

The screen displays the Confirm Details page.

15.Select the I have read and agree to these terms check box.
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16. Select Submit.

Schedule a Pick-Up

Confirm Details

Decedent Information

OCME # : 2025-22293 OCME # : 2024.2020

Name : DOE, JOHN Mame : DOE, JANE

Address : 123 TEST DR., CITYNAME, MA Address 1937 TEST BLVD., CITYNAME, MA&
01444-4444 UNITED STATES 01444-4444 UNITED STATES

DOB : 04/02/1987 DOB : 11/11/2000

Date & Time: Friday 09/04/2026 1:20PM Date & Time: Friday 09/04/2026 3:25PM

Please read and agree to the following terms:
Pick-up must occur at designated time only. You may show up 10 minutes prior to the pick-up. Pick-Up will be forfeited if you are more than
15 minutes late. Flease bring with you the following documents:

s Pick-Up Voucher
s [dentification

» Death Certificate printed from VIP (¥ou should always carry this when transporting the body])

[ have read and agree to the above terms.

Back m Cancel

The screen displays the Confirm Schedule Pick-Up page.
17.(Optional) To print a copy of this page, select Print.

The screen displays a print preview page; select the printer and print
parameters you want, and select Print.

18.(Optional) To save a copy of this page, select Save as PDF and select the option
you want:

e To view the document, select Open.
The system launches Adobe Acrobat and displays the document in PDF
format.

e To save the document, select Save as.
The screen displays a standard file navigation window.

Revised 09/15/2026 Page 65



OCME Portal User’s Guide

Navigate to the location where you want to store the document, and select
Open.
The system saves the document in the location you specified.

e To save the form document in your computer’s Downloads folder, select

Save.

19.To return to the Welcome to the OCME Decedent Release Portal page, select Close.

You may show up 10 minutes prior to the scheduled time. Appointment will be forfeited if you are more than 15
minutes late. Please bring with you the following documents:

» Pick-Up Voucher

s Identification

« Death Certificate d Mﬂ always carry this when
B cO?P
UNCON FIRY Smmn

255075

Pick-Up Code : 925607315

This completes the procedure.
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Manage existing pick-up

To manage current pick-up requests:

1.

Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

Select Decedent Release.

Q. Search OCME portal

(ﬁ‘ Release Portal
\\._7_//- OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the OCME Decedent Release Portal page.

Select Manage Pick-Ups = Manage Existing Pick-Up.

I 'A"\.I Release Portal
@f OFFICE OF THE CHIEF MEDICAL EXAMINER

AL

Q Search OCME porta

Home Association Applications v Manage Pick-Ups ~ Funeral Home Profile Funeral Home Support Manage My Info v

Pending Requests

Welcome to the OC nt Release Portal

Schedule New Pick-

Up

Manage Existing
Pick-Up

@© ' Important Notes: View Completed Pick-

e The Release Portal is now available fol Ups sachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
when scheduling your pick-up

The screen displays the Manage Existing Decedent Pick-Up page.
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The bottom portion of the page displays a listing of pick-ups.

4. (Optional) To sort the listing, follow the procedure described in List pages.

Decedent First Name

Manage Pick-Ups

Edit Existing Decedent Pick-Up

Decedent Last Mame

‘ Decedent First Name

| ‘Uc:cde"tL:s:l\J:mc

Barcode 1D OCME #

‘ Barcode ID | ‘ OCME #
Date

Maonth Day Year

‘ Select v ‘ DD ‘ ‘ Y |

| 10 V| entries per page

OCME # Decedent Name
2020-133456 DOE, JOHN
245245245 DOE, JOHN
1111-2222 DOE, JOHN
2025-22293 DOE, JOHM
2024-00001 DOE, JOHH
2024-2020 DOE, JOHW
2222.3333 DOE, JOHN
1231-82 DOE, JOHN
2024-09090 DOE, JOHN
2025-89777  DOE, JOHN

Showing 1 to 10 of 10 entries

Scheduled Pick-Up Date/Time
05/05/2026 8:204M
09/04/2026 12:30PM
059/04/2026 11:40AM
05/04/2026 6:20PM
09/04/2026 3:50PM
09/04/2026 3:25PM
05/04/2026 3:00PM
05/04/2026 2:35PM
09/04/2026 2:10PM

09/04/2026 1:45PM

Barcode ID

925607315

021938818

713292738

550746064

BEEE397T2

814393237

816573723

034381283

503829613

029803766

Search:

Action

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

Modify | Cancel | View Confirmation

5. (Optional) To search for a pick-up, complete at least one search field in the

upper portion of the page, and select Search.

The screen displays the search results in the lower portion of the page.

Revised 09/15/2026

Page 68



OCME Portal User’s Guide

6. (Optional) To modify a pick-up:

a. Select Modify in the row corresponding to the pick-up you want to modify.

The screen displays the Modify Decedent Pick-Up page.

b. Make the required changes.

c. Select Submit.

The screen displays the Manage Existing Decedent Pick-Up page, with a
message confirming that the system has implemented the change you

requested.

7. (Optional) To cancel a pick-up:

a. Select Cancel in the row corresponding to the pick-up you want to modify.

The screen displays the Cancel a Pick-Up page.

b. Select Cancel Pick-Up.

Cancel a Pick-Up

Click Cancel Pick-Up to remove this Pick-Up from the system.
Appointment Date/Time: Friday September 4th, 2026 at 12:30PM
OCME #: 2452-45245
Decedent Name: TEST TEST
Address: TEST, TEST, MA 11111-1111, UNITED STATES

Date of Birth: 11/11/2000

Close ]

The screen displays a small window asking you to confirm the cancellation.

c. Select Yes.
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The screen displays the Manage Pick-Ups page, with a message confirming
that the system has implemented the change you requested.

Manage Pick-Ups

(~) Success ‘

Appointment cancelled successfully!

Manage Decedent Pick Up

‘ Schedule New Decedent Pick-Up ‘
Edit Existing Decedent Pick-Up

8. (Optional) To view the confirmation form for a pick-up:

a. Select View Confirmation in the row corresponding to the pick-up you
want.

The screen displays the Confirm Schedule Pick-Up page.
b. (Optional) To print a copy of this page, select Print.

The screen displays a print preview page; select the printer and print
parameters you want, and select Print.

c. (Optional) To save a copy of this page, select Save as PDF and select the
option you want:

e To view the document, select Open.
The system launches Adobe Acrobat and displays the document in PDF
format.

e To save the document, select Save as.
The screen displays a standard file navigation window.
Navigate to the location where you want to store the document, and
select Open.
The system saves the document in the location you specified.

e To save the form document in your computer’s Downloads folder, select
Save.
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d. (Optional) To return to the Welcome to the OCME Decedent Release Portal

page, select Close.

s Identification

UN cO N FIR A

You may show up 10 minutes prior to the scheduled time. Appointment will be forfeited if you are more than 15
minutes late. Please bring with you the following documents:

» Pick-Up Voucher

» Death Certificate d PM! always carry this when
trﬁoﬁe bagy)

Pick-Up Code : 925607315

This completes the procedure.

View completed pick-ups
To view completed pick-up requests:

1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.
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2. Select Decedent Release.

> Release Portal
@

2 Q. Search OCME portal
OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the OCME Decedent Release Portal page.

3. Select Manage Pick-Ups > View Completed Pick-Ups.

> Release Portal i
@. Q. Search OCME portal
\J OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications v Manage Pick-Ups ~ Funeral Home Profile Funeral Home Support Manage My Info v

Pending Requests

Welcome to the OC nt Release Portal

Schedule New Pick-

Up

Manage Existing
Pick-Up

@ AmpoitantiNotes: View Completed Pick-

* The Release Portal is now available f@ ¢ Jachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
when scheduling your pick-up

The screen displays the View Completed Pick-Ups page.

The bottom portion of the page displays a listing of pick-ups.
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4. (Optional) To sort the listing, follow the procedure described in List pages.

Manage Pick-Ups

View Completed Pick-Ups

Livery Service Name Decedent Name
Livery Service Name Decedent Name

From Date To Date

Month Date Year fonth Date Year
Select w 0] Y'Y Select v [5]8} Y

m Clear Cancel

Mo Items Found.

5. (Optional) To search for a pick-up, complete at least one search field in the
upper portion of the page, and select Search.

The screen displays the search results in the lower portion of the page.

This completes the procedure.
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Funeral home profile

To manage your facility’s profile:

1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

£we Release Portal .
| @ u | Q. Search OCME portal
\\.P,f OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY
Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.

3. Select Funeral Home Profile.

= Release Portal
( @ z’l Q Search OCME porta
\~:-,_L;/ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Association Applications + Manage Pick-Ups + Funeral Home Profile Funeral Home Support Manage My Info v

The screen displays the Update Funeral Home Profile page.

4. Make any changes necessary.

Note that you can change the information in any field, but you cannot leave a

required field blank.

5. To upload your Funeral Directory License, use either of the following methods:
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e Drag the file containing your license to the light blue drag-and-drop box.

e Select Choose file.
The screen displays a file navigation window.
Navigate to the file you want, select it, and select Open.

The screen displays the file name in the space below the light blue drag-and-
drop box.

Does this funeral home offer livery service? * Yes (@) No

Upload Funeral Home Director License *

Oy

Drag and drop file here or

Supports: JPEG, |PG, GIF, BMP, TIFF, PDF, DOC,
DOCY, XLS, XLSX, TXT, CSV, RTF (25 MB max)

Screen Shot 2020-02-24 at3.5 | .png (0.00

& B

ME)

6. (Optional) To delete an uploaded document, select the Delete symbol (the
trash can) in the corresponding row.

The screen displays a confirmation window; select Yes.

7. (Optional) To download an uploaded document, select the Download symbol
(the arrow and tray symbol) in the corresponding row.

The screen displays a file navigation window; navigate to the location you want
and select Open.

8. (Optional) To add another location:

Revised 09/15/2026 Page 75



OCME Portal User’s Guide

a. Select +Add Additional Location.

Choose file

Supports: JPEG. PG, GIF, BMP. TIFF, PDF, DOC,
DOCX, XLS, XLSX, TXT, CSV, RTF (25 MB max)

Screen Shot 2020-02-24at 3.5  png (0.00

MEB)

® "

The screen displays the Add Additional Location window.
b. Complete as many fields in the window as possible.

The Organization Name, Street Address, City, State, Zip Code, and Phone
Number fields are required.

c. Select Add.

®

Add Additional Location

Organization Name * Street Address * City *

| TEST FUNERAL HOME SOUTH | | 123 South Test 5t ‘ ‘ Cityname

State * Zip Code * Organization Email Address

| Massachusetts | | 00000 ‘ ‘ Organization Email Address

Website Establishment License *

| Website | | 12345

Does this funeral home offer livery service? * () ves (@) No

Phone Number *
Format: 555-555-5555

| == | 123-456-7890 X | Extension

Cancel
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The screen displays the location you just added.

(P Add Additional Location
| 10 V| entries per page Search:
Organization Name 4 Address City State Zip Code Phone Number Livery Service? License
TEST FUMERAL HOME SOUTH 123 South Test St Cityname  Massachusetts 00000 123-456-7890 MNo

4

Showing 1 to 1 of 1 entry

d. Repeat steps a-c for each location you want to add.

e. To edit the information for any location, scroll to the right, select Edit in the
corresponding row, make the necessary changes, and select Update.

f. To delete any location, scroll to the right, select Delete in the corresponding

row, and then select Yes.

9. When you have completed making your changes, select Update.

OO0 FOTTerar FTOTIE DITECtor CICeETSe

L

Drag and drop file here or

Choose file

Supports: JPEG, JPG, GIF, BMP, TIFF, PDF, DOC,
DOCX, XLS, XLSX, TXT, C5V, RTF (25 MB max)

Screen Shot 20200224 at35  .png (0.00

&
ME)
@ add Additi ]
| 10 V\ entries per page Search:
Organization Name *  Address City State Zip Code Phone Number Livery Service? License
TEST FUNERAL HOME SOUTH 123 South Test 5t Cityname  Massachusetts 01234 123-456-7390 No

4

Showing 1 to 1 of 1 entry

| jcan(EI

Revised 09/15/2026 Page 77



OCME Portal User’s Guide

The screen displays the Welcome to the MA OCME Portal page, which now
includes a message confirming that the system has implemented your changes.

Release Portal

3 @ 7 Q, search OCME portal
o OFFICE OF THE CHIEF MEDICAL EXAMINER

(¥) Success X

Funeral home details has been updated successfully!

Welcome to the MA OCME Portal

This completes the procedure.

Funeral home support
To access funeral home support resources:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the MA OCME Portal - Release Portal page.

2. Select Decedent Release.

Q. Search OCME portal

|’@\ Release Portal
\.‘ ‘/k OFFICE OF THE CHIEF MEDICAL EXAMINER

Welcome to the MA OCME Portal

NON-OCME CASES ONLY

Register a Cremation Decedent Release Manage Users/Profile

The screen displays the Welcome to the MA OCME Decedent Release Portal page.
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3. Select Funeral Home Support.

y Release Portal
@‘,}' OFFICE OF THE CHIEF MEDICAL EXAMINER

£
| Q, Search OCME portal
\\._.

Home Association Applications v Manage Pick-Ups v Funeral Home Profile Funeral Home Support Manage My Info +

The screen displays the Support page.
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Support

MNew System Features

*  View New Fealures here

=  Paich Release - 01.08.2025 here
*  Paich Release - 01.23 2025 here
=  Paich Release - 07.28. 2025 here
=  Paich Release - 03.27 2026 here
®  Palch Releace - 0514 2026 hera

Training Material

*  Far more informatian an how Lo use this apglication:
@ View'Download Use Lraining guide PDF hera

@ Help guide on updating your Funeral Home License hare

= M ypou have any questions, please reach ot W aur support by filling oul te Fform below or call the support line at 401-475-8776

= PLEASE MOTE: The suppaort callifemails are directed to tech support At Stonewall Solutions. For all case/policy related questions, pleass contact
the OCME directly.

Submit Issue f Question / Feedback

Funeral Home MamefLacation Hame * Ermail Address *
| TEST FUMERAL HOME | | Harme | | Best Email Lo reach you
Phone Mumber = Best time to reach you
Hours Minutes
| [(201)555-5555 | | 9 AM - | | a0 - |

Subject *

Detailed description of your isswe, guestion, or fesdback

Dedailed descriplion

Lt question, or leedback

Drag and drop file here or

Supgports: PEG, PG, GIF, BMIF, TIFF. PDF, DOC,
DO, XLS, XL5X, TET, O3V, RTF (25 MB. mao

H
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4. (Optional) To view details on any software update, select the corresponding link
in the New System Features section of the page.

5. (Optional) To view the available training materials, select the corresponding link
in the Training Materials page.

6. (Optional) To submit an issue, ask a questions, or send feedback on the OCME
Portal:

a. Complete the name, address, and subject fields.

b. (Optional) Include a screen image or other file using either of the following
methods:

e Drag the file containing your license to the light blue drag-and-drop box.

e Select Choose file.
The screen displays a file navigation window.
Navigate to the file you want, select it, and select Open.

c. Select Send.

The screen displays the Welcome to the MA OCME Portal page, which now
includes a message confirming that the system has received your message.

5> Release Portal o
k ig,\ ] Q search OCME portal
¥,/ OFFICE OF THE CHIEF MEDICAL EXAMINER

(%) Success

Support details has been sent successfully!

Welcome to the MA OCME Portal

This completes the procedure.

Revised 09/15/2026 Page 81



OCME Portal User’s Guide

Livery service module

This chapter describes Livery service module functions:

e Pending pick-up requests

e Schedule new pick-up

e Manage existing pick-ups

e View completed pick-ups

e Livery service profile

e Livery service support

The following sections describe these procedures in detail.

Pending pick-up requests
To manage pending requests:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the OCME Decedent Release Portal page.

2. Select Manage Pick-Ups > Pending Requests.

(y) ReleasePortal
\@ ' OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups ~ Livery Home Profile Livery Service Support Manage My Info +

Pending Requests

Welck 9CME Decedent Release Portal

Schedule New Pick-

up
Manage Existing
Pick-Up

®© 1Impc View Completed Pick-
e TheF Ups ble for all OCME locations in Massachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
wher

The screen displays the Manage Pick-Ups - Outgoing Pending Pick-Up Requests
page.
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3. (Optional) To sort any of the 3 listings (Outgoing Pending Pick-Up Requests,
Accepted Pick-Up Requests, or Rejected Pick-Up Requests), follow the procedure
described in List pages.

Manage Pick-Ups

Outgoing Pending Pick-Up Requests
Outgoing requests have not yet been reviewed by the livery service.

Please contact the livery service if they do not respond to request within a reasonable amount of time to allow for planning.

| 10 V| entries per page Search:
Livery Service Name 4 OCME# Decedent Name Requested Delivery Date/Time Action
Test Livery Service, Inc. 2024-2020 JOHN DOE 09/04/2026 1:00PM Modify | Cancel

Showing 1 to 1 of 1 entry .

Accepted Pick-Up Requests
Accepted requests indicate the livery service has agreed to schedule and complete the pick up/delivery services.
| 10 V| entries per page Search:

Livery Service Name L OCME# Decedent Name Requested Delivery Date/Time Scheduled Pick-Up Date/Time Action

Test Livery Service, Inc. 2026-78784 JOHN DOE 04/26/2026 5:30AM 07/27/2026 4:15PM

Showing 1 to 1 of 1 entry .

»

Rejected Pick-Up Requests

Rejected requests indicate the livery service cannot perform the scheduled pick up.

Please reassign the livery request or schedule your own pick up.

No Items Found.

4. (Optional) To modify an incoming pending pick-up request:
a. Select Modify in the row corresponding to the request you want to modify.
The screen displays the Modify Pick-Up window.

b. Select Yes.
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The screen displays the Modify Request window.
c. Make the required changes.
d. Select Update.

The screen displays the Manage Pick-Ups page; the listing in the Incoming
Pending Pick-Up Requests section of the page now reflects the changes you
just made.

5. To cancel an incoming pending pick-up request:
a. Select Cancel in the row corresponding to the request you want to cancel.
The screen displays the Cancel Pick-Up Request window.
b. Select Yes.

The screen displays the Manage Pick-Ups page, which displays a message at
the top of the page confirming that the system has canceled the listing. The
listing in the Incoming Pending Pick-Up Requests section of the page is no
longer present.

This completes the procedure.
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Schedule new pick-up requests
To schedule a new pick-up request:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the OCME Decedent Release Portal page.

2. Select Manage Pick-Ups = Schedule New Pick-Up.

|T Release Portal ( .
1 | -, Search OCME porta
.@,‘ OFFICE OF THE CHIEF MEDICAL EXAMINER “

Home Manage Pick-Ups ~ Livery Home Profile Livery Service Support Manage My Info -

Pending Reguests

Welc

Schedule New Pick-

TCME Decedent Release Portal

Up

Manage Existing
Pick-Up

@ Impc View Completed Pick-
« Thef Ups ble for all OCME locations in Massachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent

wher

The screen displays the Schedule New Decedent Pick-Up page.
3. Select the check box associated with the decedent you want.

Note that you can select multiple decedents.
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4. Select Next.

Schedule a Pick-Up

Schedule New Decedent Pick-Up

* Indicates required field

/™ Please Note

Only requests that you have accepted are available to schedule for pick-up.

Organization Name Select Decedent(s)

o - a
TEST FUNERAL HOME B 20266202 - DOE, JoHN

OCME & : 2026-6202

Name : DOE, JOHN

DOB : 01/01/2000

Funeral Home Name : TEST FUNERAL HOME
Address -

123 Test Blve, Cityname, MA 01234

The screen displays the Select Pick-Up Date & Time page.
5. Complete the pick-up date and time fields (these are required fields).

Note that if you selected more than one decedent, you must select the gray box
for the first decedent and complete the pick-up date and time fields. Then
select the gray box for the next decedent and complete the fields for that
decedent. Continue this procedure until you have completed the pick-up date
and time fields for all decedents.
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6. Select Next.

Select a Pick-Up

Select Pick-Up Date & Time

/A Note

We appreciate if you would schedule the pick up of the decedent within 72 hours.

Organization Mame: TEST FUNERAL HOME

Decedent Information

OCME # : 2026-6202

MName : DOE, JOHN

DOE : 01/01/2000

Funeral Home Name : TEST FUMERAL HOME
Address :

123 TEST BLYD., CITYNAME, MA 01234

Date & Time: Saturday 09/05/2026 8:45AM

Date *
Maonth Day Year Select Available Time *
| September B4 | | a5 | | 2026 | | :45AM w

m jBack

The screen displays the Confirm Details page.

7. Select the I have read and agree to these terms check box.
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8. Select Submit.

Schedule a Pick-Up

Confirm Details

Decedent Information

OCME #: 2026-6202

Mame : DOE, JOHN

DOB : 01/01/2000

Funeral Home Mame : TEST FUNERAL HOME
Address :

123 TEST BLVD., CITYNAME, MA 01234
Date & Time: Saturday 05/05/2026 8:45AM

Please read and agree to the following terms:
Pick-up must occur at designated time only. You may show up 10 minutes prior to the pick-up. Pick-Up will be forfeited if you are more than
15 minutes late. Please bring with you the following documents:

s Pick-Up Voucher
s [denuification

s Death Certificate printed from VIP (¥You should always carry this when transporting the body)

I have read and agree to the above terms._

—[]Ea

The screen displays the Confirm Schedule Pick-Up page.

9. (Optional) To print a copy of this page, select Print.

The screen displays a print preview page; select the printer and print
parameters you want, and select Print.

10. (Optional) To save a copy of this page, select Save as PDF and select the option
you want:

e To view the document, select Open.
The system launches Adobe Acrobat and displays the document in PDF
format.
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e To save the document, select Save as.
The screen displays a standard file navigation window.
Navigate to the location where you want to store the document, and select
Open.
The system saves the document in the location you specified.

e To save the form document in your computer’s Downloads folder, select
Save.

11.To return to the Welcome to the OCME Decedent Release Portal page, select Close.

You may show up 10 minutes prior to the scheduled time. Appointment will be forfeited if you are more than 15
minutes late. Please bring with you the following documents:

+ Pick-Up Voucher

« Identification

= Death Certificate d Mﬂ always carry this when
BT or
UNCO NFIRY

833507315

Pick-Up Code : 925607315

This completes the procedure.

Manage existing pick-ups
To manage current pick-up requests:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the OCME Decedent Release Portal page.
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2. Select Manage Pick-Ups - Manage Existing Pick-Up.

f\ Release Portal . o
k \@ ] Q. Search OCME porta

./ OFFICE OF THE CHIEF MEDICAL EXAMINER
Home Manage Pick-Ups ~ Livery Home Profile Livery Service Support Manage My Info -

Pending Reguests

Welc« OCME Decedent Release Portal

Schedule New Pick-

Up

Manage Existing
Pick-Up

@ tmp View Completed Pick-
s TheF Up ble for all OCME locations in Massachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent

wher

The screen displays the Manage Existing Decedent Pick-Up page.

The bottom portion of the page displays a listing of pick-ups.
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3. (Optional) To sort the listing, follow the procedure described in List pages.

Manage Pick-Ups

Edit Existing Decedent Pick-Up

Decedent First Name

2026-6202 DOE, JOHN

Showing 1 to 1 of 1 entry

09/05/2026 8:45AM

Decedent Last Name

Decede nt F Name Decedent L Name
Barcode 1D OCME #
Barcode [D ME #
Date
Month Day Year
Select e DD VYYY
m
10 ™| entries per page
OCME # Decedent Name Scheduled Pick-Up Date/Time -

Search:

Barcode ID  Action

S022B2668 Madify | Cancel | View Confirmation

4. (Optional) To search for a pick-up, complete at least one search field in the

upper portion of the page, and select Search.

The screen displays the search results in the lower portion of the page.

5. (Optional) To modify a pick-up:

a. Select Modify in the row corresponding to the pick-up you want to modify.

The screen displays the Modify Decedent Pick-Up page.

b. Make the required changes.

c. Select Submit.
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The screen displays the Manage Existing Decedent Pick-Up page, with a

message confirming that the system has implemented the change you

requested.

6. (Optional) To cancel a pick-up:

a. Select Cancel in the row corresponding to the pick-up you want to modify.

The screen displays the Cancel a Pick-Up page.

b. Select Cancel Pick-Up.

Cancel a Pick-Up

Click Cancel Pick-Up to remove this Pick-Up from the system.
Appointment Date/Time: Friday September 4th, 2026 at 12:30PM
OCME #: 2452-45245
Decedent Name: TEST TEST
Address: TEST, TEST, MA 11111-1111, UNITED STATES

Date of Birth: 11/11/2000

Cancel Pick-Up Close ]

The screen displays a small window asking you to confirm the cancellation.
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c. Select Yes.

The screen displays the Manage Pick-Ups page, with a message confirming
that the system has implemented the change you requested.

Manage Pick-Ups

(7} Success X

Appointment cancelled successfully!

Manage Decedent Pick Up

‘ Schedule New Decedent Pick-Up ‘
Edit Existing Decedent Pick-Up

7. (Optional) To view the confirmation form for a pick-up:

a. Select View Confirmation in the row corresponding to the pick-up you
want.

The screen displays the Confirm Schedule Pick-Up page.
b. (Optional) To print a copy of this page, select Print.

The screen displays a print preview page; select the printer and print
parameters you want, and select Print.

c. (Optional) To save a copy of this page, select Save as PDF and select the
option you want:

e To view the document, select Open.
The system launches Adobe Acrobat and displays the document in PDF
format.

e To save the document, select Save as.
The screen displays a standard file navigation window.
Navigate to the location where you want to store the document, and
select Open.
The system saves the document in the location you specified.
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e To save the form document in your computer’s Downloads folder, select
Save.

d. (Optional) To return to the Welcome to the OCME Decedent Release Portal
page, select Close.

‘You may show up 10 minutes prior to the scheduled time. Appointment will be forfeited if you are more than 15
minutes late. Please bring with you the following documents:

» Pick-Up Voucher

» Identification

+ Death Certificate d Mﬁ always carry this when
B cOr
UNCON FIRY i

607

Pick-Up Code : 925607315

This completes the procedure.

View completed pick-ups
To view completed pick-up requests:
1. Log in to the OCME Portal (see Logging in).

The screen displays the Welcome to the OCME Decedent Release Portal page.
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2. Select Manage Pick-Ups > View Completed Pick-Ups.

(./'“\l Release Portal
‘Q@,;’ OFFICE OF THE CHIEF MEDICAL EXAMINER

Q, Search OCME porta

Home Manage Pick-Ups -~ Livery Home Profile Livery Service Support Manage My Info -

Pending Requests

Welct OCME Decedent Release Portal

Schedule New Pick-
Up

Manage Existing

Pick-Up
© Im View Comnpleted Pick-
= Th Ups He for all OCME locations in Massachusetts (Boston, Cape Cod, Westfield). Please notice the location of the decedent
wh

Within this portal, Funeral Homes and Livery Services can submit Decedent Association Applications, track them through the approval process, and
schedule the pick up of Decedents.

For the training guide, video, and support contact information, click here

The screen displays the View Completed Pick-Ups page.
The bottom portion of the page displays a listing of pick-ups.
3. (Optional) To sort the listing, follow the procedure described in List pages.

Manage Pick-Ups

View Completed Pick-Ups

Livery Service Name Decedent Name
Livery Service Name | | Decedent Name
From Date To Date
Month Date Year fMonth Date Year
(s «|[oo |[wrr | [seex o |[oo |[ww |

m Clear Cance'

Mo Items Found.

4. (Optional) To search for a pick-up, complete at least one search field in the
upper portion of the page, and select Search.
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The screen displays the search results in the lower portion of the page.

This completes the procedure.

Livery service profile
To manage your facility’s profile:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the OCME Decedent Release Portal page.

2. Select Livery Home Profile.

(gy ReleasePortal ; .
1 | -, Search OCME porta
@ *  OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups Livery Home Profile Livery Service Support Manage My Info -

The screen displays the Update Livery Home Profile page.
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3. Make any changes necessary.

Update Livery Service Profile

‘ Massachusetts ‘ ‘ 02118

Primary Organization Name * Street Address * City
‘ TEST LIVERY SERVICE ‘ ‘ 12345 TEST STREET ‘ ‘ Boston
State * Zip Code *

Organization Phone Mumber *
Format: 555-555-5555

4

Showing 1 to 3 of 3 entries

‘ BN | 857-377-2189 % | Extension

Organization Email Address Website Establishment License *

‘ tiscontact@email.ext ‘ ‘ https/tishome/ ‘ ‘ 1234567

Daes this funeral home offer livery service?* (@) Yes () No

(¥) Add Additional Location
|. 10 V.| entries per page Search:
Organization Name * Address City State Zip Code  Phone Number Livery Service? License Numbe
Test Fourth location Sunset eve Boston Massachusetts 01234 (232) 455-5555 No 23332CRT
Test Second Location test upd test update  Massachusetts 55555 B888-838-BREZ Yes B LY
Test Third Location 13 PARK STREET BOSTON Massachusetts 01244 2311111111 No 2344442

Note that you can change the information in any field, but you cannot leave a

required field blank.
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4. (Optional) To add another location:

a. Select +Add Additional Location.

Update Livery Service Profile

Primary Organization Mame * Street Address * City
| TEST LIVERY SERVICE | | 12345 TEST STREET | Boston
State * Zip Code *

| Massachusetts. ‘ ‘ 02118 ‘

‘Organization Phone Number *

Format: 555-555-5555

| E‘ 857-377-2189 | X | Extension

‘Organization Email Address Website Establishment License *
tiscontact@email ext ‘ ‘ httpsitishome/ ‘ ‘ 1234567

Does this funeral home offer livery service? * . ) Yes | | Mo

(¥) Add Additional Location

|E| entries per page Search:

Organization Name * Address City State Zip Code Phone Number Livery Service? License Numbe
Test Fourth location Sunset eve Boston Massachusetts 01234  (232) 455-5555 No 23232CRT

Test Second Location test upd test update  Massachusetts 55555 GEB-BEE-BBEE fes 4444444444444
Test Third Location 13 PARK STREET BOSTON Massachusetts 01244 231-111-1111 No 23444432

4 >

Showing 1 to 3 of 3 entries .

The screen displays the Add Additional Location window.

b. Complete as many fields in the window as possible.

The Organization Name, Street Address, City, State, Zip Code, and Phone
Number fields are required.
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c. Select Add.

Add Additional Location

Organization Name * Street Address * City *

| Test Livery Service ‘ | 12345 Test Street | ‘ Boston

State ¥ Zip Code * Organization Email Address

| Massachusetts ‘ | 02118 | ‘ tlscontact@email.ext

Website Establishment License *

| Website ‘ | 1234567

Does this funeral home offer livery service? * (@) Yes () Mo

Fhone Mumber *

Format: 555-555-5555

BN [ 123-444-5555 x | Extension

Cancel

The screen displays the location you just added.

|. 10 vll entries per page Search:

Organization Name * Address City State Zip Code Phone Number Livery Service? License Numb

g geatio =N Eosign Idassachusaiis [0k R SR Lo Aasa2CRT
Test Livery Service 12345 Test Street  Boston Massachusetts 02118 123-444-5555 Yes 1234567

= - r— . S — = wé
Test Third Location 13 PARK STREET ~ BOSTOMN Massachusetts 01244 231-111-1111 Mo 2344442
4 »

Showing 1 to 4 of 4 entries

d. Repeat steps a-c for each location you want to add.

e. To edit the information for any location, scroll to the right, select Edit in the
corresponding row, make the necessary changes, and select Update.

f. To delete any location, scroll to the right, select Delete in the corresponding
row, and then select Yes.
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5. When you have completed making your changes, select Update.

Update Livery Service Profile

Primary Organization Mame * Street Address ¥ City

| TEST LIVERY SERVICE ‘ ‘ 12345 TEST STREET ‘ | Boston
State * Zip Code *

| Massachusetts ‘ ‘ 02118 ‘

Organization Phone Number *

Format: 555-555-5555

| BN | B857-377-2189 ‘ % | Extension

Organization Email Address Website Establishment License *
tiscontact@email.ext ‘ ‘ https/tishome/ ‘ | 1234567

Does this funeral home offer livery service? * (@) Yes () No

(¥) Add Additional Location

|E| entries per page Search:

Organization Name * Address City State Zip Code Phone Number Livery Servica? License Numb
Test Fourth location Sunset eve Boston Massachusetts 01234 (232) 455-5555 Mo 23232CRT

Test Livery Service 12345 Test Street  Boston Massachusetts G2118  123-444-5555 fes 1234567

Test Second Location test upd testupdate Massachusetts 55555 ©BBB-B88-BRES Yes 444444444444,
Test Third Location 13 PARK STREET  BOSTOMN Massachusetts 01244 231-111-111 Mo 2344442

4 »

Showing 1 to 4 of 4 entries

The screen displays the Welcome to the MA OCME Portal page, which now
includes a message confirming that the system has implemented your changes.

This completes the procedure.
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Livery service support

To access livery service support resources:

1. Log in to the OCME Portal (see Logging in).
The screen displays the Welcome to the OCME Decedent Release Portal page.

2. Select Livery Service Support.

I,/a.\,‘ Release Portal ; e
k | Q, Search OCME porta
A @, OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups Livery Home Profile I Livery Service Support I Manage My Info -
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The screen displays the Livery Service Support page.

Livery Service Support

MNew System Features

" View New Fealures here

®  Paich Release - 01.08.2025
®*  Paich Release - 01.23.2025
®=  Paich Release - 07.28 2025 hes

®*  Paich Release - 03.27 2026 hes

® Patch Release - 05.14.2026 hes

|I't|

Training Material

= For more infarmation on how Lo use this application:
¢ View/'Download Uhe Lraining guide PDF hers

@ Help guide on updaling your Funeral Home License bare
" [lypow ave any questions, plaase readh sl @ aur suppart by Dilling oot the far below or call the support line at 400-475-8776

®*  PLEASE MOTE: The support callsfemails are directed to tech support at Stonewall Solutions. For all casefpolicy related guestions, please contact
the OCME directly.

Submit Issue / Question / Feedback

Livery Sarvice Narme Marme * Erniail Address *

| TEST FUNERAL HOME | Harme | | Be=t Email Lo reach you
Phone Numier * Best time o reach you ™

Format: 555-555-5555 Haurs Minutes

|- [201) 555-5555 | ‘ 9 AM o | a0 d |

Detailed description of your issuee, question, or feedback

Detailed descriplion of your Biue, question, or leedbadk
)
Amtach Filles
L
Drag and drop file here or

Supporis: FEG, PG, GIF, BMF, TIFF, FOF, DOC,
DK, XLS, XL5X, TXT, O3V, ATF (25 MEB o
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3. (Optional) To view details on any software update, select the corresponding link
in the New System Features section of the page.

4. (Optional) To view the available training materials, select the corresponding link
in the Training Materials page.

5. (Optional) To submit an issue, ask a questions, or send feedback on the OCME
Portal:

a. Complete the name, address, and subject fields.

b. (Optional) Include a screen image or other file using either of the following
methods:

e Drag the file containing your license to the light blue drag-and-drop box.

e Select Choose file.
The screen displays a file navigation window.
Navigate to the file you want, select it, and select Open.

c. Select Send.

The screen displays the Welcome to the MA OCME Portal page, which now
includes a message confirming that the system has received your message.

This completes the procedure.
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User management module

This chapter describes the functions available in the User management module:

e Update profile

e Reset password (an SSO function)

e Manage users, profiles, and organizations

The following sections describe these procedures in detail.

Update profile

All users have the ability to manage their own user profile. This function is present
in all OCME Portal modules.

To update your user profile:
1. Log in to the OCME Portal (see Logging in).
The screen displays the portal home page corresponding to your user role.

2. Select Manage My Info > Update Profile.

£ Release Portal _7 o
" E‘F / Q, Search OCME porta
_j OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Pick-Ups « Livery Home Profile Livery Service Support Manage My Info ~

Update Profile
Welcome to the OCME Decedent ReIerrl—vrm—

The screen displays the Update Profile Information page.

3. Make the required changes.

Note that you can change the information in any field (except the User Type
field), but you cannot leave any required field blank.

Your system administrator can change the User Type field, if required.
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4. Select Update.

Update Profile Information

First Name * Middle Name Last Name *
Firstname Middle Name Lastname

Email Address * User Type Printed Signature
first.last@email.ext Livery Service Admin Firstname Lastname

Phone Number *

Format: 555-555-5555

= | 123-456-7890 x | Extension

jcan(9|

The screen displays the User Profile Information page again, now with a
message confirming that the system has implemented your changes.

5. To return to the portal home page corresponding to your user role, press
Cancel.

This completes the procedure.

Reset your password
To reset your SSO password:

1. Launch your internet browser (Google Chrome is recommended).

2. Navigate to the MA OCME Login page.
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3. Select Log in/Register in the Login without a State Account section of the page.

@ Office of the Chief Medical Examiner (OQCME)

MA OCME Login

To access the MA OCME Portal, choose the option that applies to you. If you are unsure which sign-in option to use, refer to this guide.

Login without a State Account Login with a State Account
(External Users) (Internal Users)
For external partners and users without a state- For Commonwealth employees using a state-issued
issued account. account

LOGIN / REGISTER > LOGIN WITH STATE ACCOUNT -

The screen displays the My Mass Gov Business Account page.

4. Select Forgot Password.

v,' MyMaSSG OV Already have a MyMassGov account?

Email

BUSINESS ACCOUNT |

OCME Portal is using MyMassGov to allow you to log in to your Password

account safely and securely.

First time using MyMassGov?

CREATE AN ACCOUNT

The screen displays the Forgot your password? page.

5. Type your email address in the Email field.
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6. Select SEND VERIFICATION CODE.

¥ MyMassGov

BUSINESS ACCOUNT

Forgot your password?

Don't know your password? Reset it after confirming your
email address.

Email

‘ firstname.lastname@email.ext

SEND VERIFICATION CODE

Cancel

The screen displays the Forgot your password? page again, now with the
Verification code field.

7. Check your email, and open the message from
MyMassGovlogin@noreply.mass.gov.

8. Note the verification code provided.

Commonwealth of Massachusetts

Hello,
Thanks for verifying your brent.hosage@xfact.com account

Your code is

272159

This code will expire in 5 minutes and can only be used once.
Copy and paste the code into the verification code field at MyMassGov

(formerly Login.mass.gov) to complete the verification process.

If you did not request a verification code, please disregard this message.

9. Type this verification code in the Verification code field.
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10. Select Verify.

¥ MyMassGov

BUSINESS ACCOUNT

Forgot your password?

Don't know your password? Reset it after confirming your
email address.

We sent a code to your email. Enter it in the "Verification
code” box. If you didn't get it, make sure your email address
is correct, look in spam, or select "Get a new code.” The
code expires in 5 minutes.

Email

‘ firsthame lastname@email ext

Verification code

‘ 272158 ‘

VERIFY

Get a new code

Cancel

The screen displays the Verify your account page.

11.Select Text Me or Call Me.
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12.Select SEND VERIFICATION CODE.

¥ MyMassGov

BUSINESS ACCOUNT

Verify your account

We'll send a verification code to the phone number on file

XXX-XXX-5279

Choose how you'd like to receive the code

@ Text Me

Call Me

SEND VERIFICATION CODE

The screen displays the page again; it now includes the Enter code field.
13. Get the verification code from your phone (either text or call).

14. Type the code in the Enter code field.
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15.Select VERIFY.

¥ MyMassGov

BUSINESS ACCOUNT

Verify your account

We'll send a verification code to the phone number on file

The verification code has been sent to the phone number
you provided. Enter the code you received by text or phone
call into the "Enter code” box on this page and select
"VERIFY".

KXK-KXX-5279

Choose how you'd like to receive the code

@ Text Me

Call Me

Enter code

‘ 684070 |

VERIFY

Get a new code

The screen displays the Password Rules page.
16. Review the password rules and choose a suitable new password.
17.Type your new password in the New Password field.

18. Type your new password in the Confirm New Password field.
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19.Select CONTINUE.

¥ MyMassGov
BUSINESS ACCOUNT

Passwaord Rules

" Between B and 64 characters
' Must meet at least three of the following requirements:
« Contains a special character (e.g., @ # $ % " &%)
Contains a number
Contains an uppercase character
Contains a lowercase character

New Password

CONTINUE

Cancel

The screen displays the OCME Portal home page corresponding to your user
role.

This completes the procedure.

Manage users/profile

Users assigned the role of Administrator can update their facility’s user roster and
the associated profile information in the OCME Portal. If you have questions
regarding your role or permissions, contact your manager or technical support
staff.

Note that this section shows how a user assigned the role of Administrator within
the Crematory Module manages users. If you are an administrator within another
module, the process is the same even though there are slight differences in the
screen displays.
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View user roster

To view the user roster for your facility:
1. Log in to the OCME Portal (see Logging in).
The screen displays the Decedent Cremation Portal page.

2. Select Manage Users/Profile.

(&y Cremation Portal
\@ OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info

Q, Search OCME portal
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The screen displays the Manage Users page.

Manage Users

Search User

Showing 1 to 10 of 16 entries

First Name Last Name Email Address

‘ First Name ‘ ‘ Last Name | ‘ Email Address

User Type Status

‘ All R ‘ ‘ All R |

[ C l = ] [ Can ce' ]

|. 10 v'| entries per page Search:

MName 4 Email User Type Status Action
A. Admin aadmin@crematoryname.com Crematory Admin Active Edit
A User ausenf@crematoryname.com Crematory User Active Edit
B. Admin badmin@crematoryname.com Crematory Admin Active Edit
C. Admin cadmin@crematoryname_com Crematory Admin Active Edit
C. User cusen@icrematoryname.com Crematory User Active Edit
D. User dusen@crematoryname_com Crematory User Active Edit
E. User eusen@icrematoryname.com Crematory User Active Edit
F. User fuser@erematoryname. com Crematory User Active Edit
G. User guser@erematoryname.com Crematory User Active Edit
H. Admin hadmin@crematoryname.com Crematory Admin Active Edit

2 Next

3. (Optional) To sort the listing, follow the procedure described in List pages.

This completes the procedure.

Search user roster

To search the user roster for your facility:
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1. Log in to the OCME Portal (see Logging in).
The screen displays the Decedent Cremation Portal page.

2. Select Manage Users/Profile.

( - Cremation Portal
\@  OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info +

Q Search OCME portal

The screen displays the Manage Users page.
3. Complete at least one search field in the Search User portion of the page.
Note that you can complete any number or combination of search fields.

4. Select Search User.

Manage Users

Search User

First Marme Last Name Email Address
First Mame Last Name Email Address
User Type Status
Crematary Admin ~ All v

m Clear ] [ Cancel ]

The screen displays the results of your search in the lower portion of the page.
5. (Optional) To clear the search fields, select Clear.

The lower portion of the page displays the original listing of decedents.
6. (Optional) To return to the Decedent Cremation Portal page, select Cancel.

This completes the procedure.

Revised 09/15/2026 Page 114



OCME Portal User’s Guide

Edit user profile

To edit the profile information for a user associated with your facility:

1. Log in to the OCME Portal (see Logging in).

The screen displays the Decedent Cremation Portal page.

2. Select Manage Users/Profile.

(&y Cremation Portal
\@U OFFICE OF THE CHIEF

MEDICAL EXAMINER

Home View Registered Decedents View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info

The screen displays the Manage Users page.

3. Select Edit in the row corresponding to the user you want.

| 10w | entries per page

Name 4
A Admin

A, User

B. Admin

C. Admin

C. User

D User

E. User

F. User

G. User

H. Admin

Showing 1 to 10 of 16 entries

Email

aadmin@crematoryname.com
ausen@crematoryname.com
badmin@crematoryname.com
cadmin@crematoryname.com
cusen@crematoryname.com
dusen@crematoryname . com
eusen@crematoryname.com
fuser@crematoryname.com
guser@crematoryname.com

hadmini@crematoryname.com

Funeral Home

Search:

User Type
Crematory Admin
Crematory User
Crematory Admin
Crematory Admin
Crematory User
Crematory User
Crematory User
Crematory User
Crematory User

Crematory Admin

Status Action
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit
Active Edit

2 MNest

The screen displays the Modify User page.

4. Make the required changes.
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Note that the Crematory Name, Location, Address 1, City, State, Zip Code,
Route, and Phone Number fields are required fields. You can change the
information in any of these fields, but you cannot leave any of them blank.

4. Select Update.

Modify User

Edit User

* Indicates required field

First Name * Middle Name Last Mame *
A Middle Name Admin

Email Address * User Type *
aadmin@crematoryname.com Crematory Admin R

FPhone Number

= X xter

Status*® ®) Active Inactive
Update User Cancel

The system makes the changes you specified, and the screen displays the page.

Manage Users

(1 Success X

User details have been updated successfully!

Search User

This completes the procedure.

Create new user

To edit the profile information for a user associated with your facility:

1. Log in to the OCME Portal (see Logging in).

Revised 09/15/2026 Page 116



OCME Portal User’s Guide

The screen displays the Decedent Cremation Portal page.

2. Select Manage Users/Profile.

jo)

OCME portal

( - Cremation Portal
X @’.' OFFICE OF THE CHIEF MEDICAL EXAMINER

Home View Registered Decedents View Cremation Authorizations Crematory Profile Manage Users/Profile Manage My Info

The screen displays the Manage Users page.

3. Select Manage Users > Create New User.

~ Cremation Portal
\m{, OFFICE OF THE CHIEF MEDICAL EXAMINER

Home Manage Users

Create New User

Ma

Search User

The screen displays the Create User page.
4. Complete as many fields on the page as possible.

The First Name, Last Name, Email Address, and Select User Type fields are
required.
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5. Select Create User.

First Mame *

Firstname

Email Address *

Phone Number

Create User

Create User

* Indicates required field

=N | SB7-654-3210

Middle Name

Middle Mame

Select User Type *

flastname@crematoryname.com Crematory User

Clear ] [ Cancel ]

Last Name *

Lastname

The screen displays the Create User page again, now with a message confirming

that you have successfully created the user.

The system removes the information from all fields on the page, enabling you

to create another user (follow steps 4 and 5 to do so).

6. To return to the Manage Users page, select Cancel.

The screen displays a small message asking you to confirm you want to leave

this page.

7. Select Yes.

The screen displays the Manage Users page.

This completes the procedure.
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Revision history

The OCME Portal User’s Guide is updated as new versions of the software are
released and additional functions become available.

The following table summarizes the key changes made, including the date and

nature of changes.

Version

Date

Nature of changes

1.0

January, 2025

Initial release OCME Portal Version 1.0).

2.0

September 15, 2026

Updated to reflect new sign-in procedure.
Updated to adhere to Massachusetts Design
System standards.
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