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Purpose of This Document

This guide explains how to create an account on the NYC OBS Applicant Portal.

All fields marked with a red asterisk (*) are required.

Step 1 — Accessing the Registration Form

Go to the registration page using the link provided to you. You will see the Registration Form.

Step 2 — Enter Your Account Information

Fill out your information:

● First Name* — Enter your first name.

● Last Name* — Enter your last name.

● Email* — Enter a valid email address.

● Phone* — Provide a valid phone number in the format (000) 000-0000.
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Step 3 — Submit the Form

At the bottom of the page:

● Click Submit to send your registration form.

● Click Cancel if you do not wish to continue.

Once your registration form is successfully submitted, you will see the following confirmation page:

Step 4 — Verify Your Registration

Shortly after submitting your registration form, you should receive a verification email similar to the 
following:
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Click the "Click here to complete your registration" link. You will be directed to the following page:
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Step 5 — Enter Your Account Details and Reset Code

Fill in the Change Password fields:

● Login* — Enter the email address you used for registration.

● Reset Code* — Enter the one-time-use reset code from your account verification email.

● New Password* — Enter a password that meets the following criteria:
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○ Must be at least 8 characters

○ Must include at least one uppercase character

○ Must include at least one numeric character

○ Must include at least one special character

● Confirm New Password* — Re-enter your new password.

If you successfully verify your account and change your password, you will be directed to the login page.

Step 6 — Log In to Your Account

Log in using your account credentials:

● Login* — Enter the email address you used for registration.

● Password* — Enter the password you created in the previous step.

Click the Sign In button to log in to your account.
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Purpose of This Document

This guide shows how to access and complete the Pre-Screen Questionnaire.

Step 1 — Accessing the Pre-Screen Questionnaire

Log in to your account. After logging in successfully, you will see the Home Page:

Click the Check Eligibility button. You will then be directed to the Pre-Screen Questionnaire.

Step 2 — Answer the Pre-Screen Questionnaire

The Pre-Screen Questionnaire asks questions one at a time. When the questionnaire first loads, it shows 
only the first question:

If you select No, you will be asked if you would like to continue or exit.
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If you select Exit, you will see a description of your possible ineligibility based on your response. Clicking 
the "Exit" link will redirect you to the Home Page.

If you select Continue, you will be presented with a comment box where you can provide an explanation 
for your response. The next question will also appear.
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If you select Yes, the next question appears.

The last question includes additional information about your relationship to the decedent. You can view 
the definition of each relationship by clicking the info icon.

Step 3 — Complete the Questionnaire to Access the Application Link

Once you complete the questionnaire, you will see a link to the application.

If you responded "Yes" to all questions, you will see the following message:

● Clicking Go to Application for Burial Allowance directs you to the Burial Allowance Application.

● Clicking Answer a New Pre-screen Questionnaire starts a new questionnaire for a different 
individual.

● Clicking Go Back returns you to the Home Page.
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If you responded "No" to at least one question, you will see the following message:

● Clicking Apply Anyway generates a link that directs you to the Burial Allowance Application.

● Clicking Answer a New Pre-screen Questionnaire starts a new questionnaire for a different 
individual.

● Clicking Exit returns you to the Home Page.

Multiple Pre-Screen Questionnaires

If you have answered more than one Pre-Screen Questionnaire, the next time you visit the Pre-Screen 
Questionnaire page you will see a list of the questionnaires you have started:

● Click the View button for the questionnaire you would like to view or edit.

● Click Answer Pre-screen Questionnaire for a new individual to start a new questionnaire.

You can return to the list of questionnaires at any time by clicking View List of Pre-screen 
Questionnaires at the top-right corner of the page:
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Purpose of This Document

This guide shows how to complete the Application for Burial Allowance.

Accessing the Application

After completing the Pre-Screen Questionnaire, you should have a direct link to the application.

If you responded "Yes" to all the questions, click the "Go to Application for Burial Allowance" link to go 
to the application:

If you responded "No" to at least one question, click the "Apply Anyway" link to go to the application:

Alternatively, you can access the Application from your Home Page. After completing the Pre-Screen 
Questionnaire, the Check Status button should show on your Home Page.



NYC Department of Social Services How to Apply for Burial Allowance

NYC DSS — BAITS User Guide Page 4 of 28

Application Elements

After clicking the link, the Application will open to the Decedent Information section. For each section of 
the application, some details are shown at the top of the section regarding the information collected for 
the section you are currently viewing.

Required Fields

● Fields indicated by a red asterisk (*) or a red border are required fields. If you do not complete 
these fields, or fill them in incorrectly, you will get warnings at the bottom of the page and will not 
be able to proceed to the next section.

Additional Questions

● Some fields ask additional questions depending on your response. A section will pop up to collect 
the additional information.
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Side Bar

The side bar provides multiple indicators and can be used to navigate through the application.

● Click the button for the section you want to navigate to. You can only navigate to sections you 
previously completed. You cannot use grayed-out section buttons.

● Side bar indicators:

○ The section highlighted in yellow indicates the current section that you are in.

○ Grayed-out sections cannot be accessed unless you complete the prior sections.

○ An exclamation point indicates that a section is incomplete.

○ A check mark indicates that a section is completed.
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Warnings and Bottom Navigation Buttons

At the bottom of the page, there are the following elements:

● Field warnings for the current section you are on:

○ This list shows when you try to navigate to the next section without completing the current 
section.

○ Make the corrections as listed and then navigate to the next section to remove these 
warnings.

● Button for the previous section:

○ Click this button to go to the previous section.

● Button for the next section:

○ Click this button to go to the next section. Please note that this button will not work until you 
complete the current section.

● Save button:

○ Click this button to save your progress. The "Last Saved on" time stamp should update shortly 
after clicking the button. The "Click here to Exit" link should also show. Clicking this link will 
direct you back to the Home Page:

● Overall completion status of your application:

○ When your application is incomplete, the following message will show:

○ When your application is complete, the following message will show, as well as the Submit 
button:
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Multiple Applications

To start a new application for a different individual, click the "Go Back to the Application List" button. 
This will show the following page:

Click "+ Create New Application". The following section will show:

Enter the name of the Decedent and the Date of Death. Then click "Create Application" to generate the 
new application form. After clicking this button, your list of applications will show, including the 
application you just created.

Click the Claim ID of the application that you would like to view and/or edit.
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If you started more than one application, you will be directed to this list after clicking "Check Status" on 
the Home Page.

Filling Out the Application

Section A — Decedent Information

Additional notes on information collected in this section:

● Decedent Address:

○ If the last address of the decedent is known, you will be asked to provide the address as well 
as how long the decedent lived there.

● Social Security Number (if known):

○ After initially typing the SSN, it will be hidden. If you would like to edit or check that you 
entered it correctly, click the "Show" button.

○ Once you have confirmed that your entry is correct, click the "Hide" button to hide the SSN.

● Decedent Burial:

○ If the decedent has been buried, please provide the burial date if known.

● Decedent Cremation:

○ If the decedent has been cremated, please provide the cremation date if known.

● Decedent Spouse Information:
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○ If the decedent is married, the following information of the spouse is collected.

▪ It is assumed that the applicant is the spouse, so the applicant's information is 
automatically entered into these fields.

● Decedent Legal Guardian Information:

○ If the decedent is under the age of 21, you need to select the type of legal guardian:

● If Parent is selected, the following information of the parents is collected:

○ For the second parent, only their name is required.
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● If Legal Guardian is selected, the following information is collected:
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● For both types of Legal Guardian, it is assumed that the applicant is the legal guardian, so the 
applicant's information is automatically entered into these fields.

Section B — Veteran Status
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● If you answer "Yes" to any questions regarding the decedent's relationship with a veteran, you will 
be asked about the corresponding Branch of Service:

● If you answer "Yes" to any questions regarding veteran benefits, you will be asked to provide 
additional information.

Section C — Financial History

● If the decedent was employed, you will be asked about their employment details if known.
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● If the decedent received any assistance from HRA, you will be asked to identify the applicable 
assistance and the corresponding case number if known.

● If the decedent received any Social Security Administration benefits, you will be asked about the 
amount they received.
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Section D — Estate Information

● If you answered "Yes" to any of the questions in this section, you will be asked about relevant 
contact information.
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Section E — Decedent's Assets

● If you select "Yes" to any of the asset types, you will be asked to provide a dollar amount if known.

● If you select "Yes" to the question regarding the Public Administrator, you will be asked about 
additional details and relevant contact information:
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Section F — Applicant Information

● The name, phone, and email fields will be populated with the information you provided when you 
registered.

● Select your relationship with the decedent from the drop-down list.
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● If you select Spouse or Legal Guardian, the information you entered in Section A will populate the 
Applicant Information.

● If you have an Authorized Representative, you will need to provide the following information for 
the Authorized Representative:

Section G — Legally Responsible Relative (LRR) Information

● If you fit the description of an LRR as stated, select "Yes". If you select "Yes", additional information 
will be collected.
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● You will be asked what type of LRR you are. Regardless of your selection, your name, SSN, date of 
birth, contact information, and address will be asked. All these fields will be populated with the 
information you have entered in Section A, except for Date of Birth.

● If you are an LRR, you will also need to provide any HRA assistance or Social Security Administration 
benefits you receive.
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● If you are an LRR, you will be asked if you are able to pay for the funeral costs:

Section H — Funeral Costs

Information about the funeral costs is collected based on whether it has been paid or not, or whether 
arrangements have been made.

● If funeral costs have not been paid and funeral arrangements have not been made, you do not 
need to provide further information.
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● If funeral arrangements have been made, you will need to provide the funeral home information 
and funeral cost details.

● If funeral costs have been paid and the applicant did not pay, you will need to provide the lender's 
information, as well as the funeral home information and funeral cost details.
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Application Review and Submission

Use this section to verify that the information you entered is correct and complete.

● For each section, the completion status is shown.

● Check the box on the section header to collapse the section.



NYC Department of Social Services How to Apply for Burial Allowance

NYC DSS — BAITS User Guide Page 23 of 28

● Once you are sure that the information you entered is correct and complete, click the "Submit" 
button.

● You will be asked to confirm your submission. Select "Yes" to complete your submission:

● After clicking "Yes", you will see the status of your application at the top of the page.
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● After this point, you can only view your application in read-only mode.

Application Status Bar

At the top of the page, you will see the different steps your application has gone through. This status bar 
shows the status of your application in real time, including the time stamp of when your application 
proceeded to each step.
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Hover over each status to view its description.

Uploading Documents

As part of your application, you are required to upload at least the following documents:

● Original Death Certificate

● Original itemized funeral bill notarized by the funeral director

● Copy of the funeral contract

● Funeral Director's Affidavit (Form M-860n for Bill Unpaid/Partially Paid)

To upload these documents, go to your Home Page. On your Home Page, click the "Upload Document" 
button:

You will then be directed to the following page:
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Click the "Upload New Document" button. The following section will appear:

To use this section to upload a document:

1. Select the File Type from the drop-down menu.

2. Enter any notes regarding the file you are uploading.

3. Click the "Click here to attach a file" button. From the file explorer window that pops up, select a 
file you would like to upload and click "Open".

4. Click the "Upload Document" button.

a. If your upload is successful, you will see the following confirmation:
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b. If your upload failed, you will see the following warning:

● Clicking "Upload another Document" or "Retry" will show the section in step 1.

● Click "View Document List" to see your uploads.

● To remove an uploaded document, click the "Delete" button.

○ You will be unable to delete a document once a case worker reviews and accepts your 
document upload.

● Any documents requested by the case worker will show under the list of required documents, as 
below:

Multiple Applications

If you have more than one application, you will be directed to the list of applications after clicking 
"Upload Documents" on the Home Page.
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Click the Claim ID of the claim that you would like to upload documents for.
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