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Purpose of This Document

This guide shows the different actions a Funeral Home User can perform in BAITS.

Funeral Home — Home Page

On your Home Page, you will see links to the following modules:

● Invoices — this module allows you to submit an invoice to OBS for a case.

● Upload Documents — this module allows you to upload files for a case.

● Funeral Home Profile — this module allows you to update your company information.

Invoices

After clicking the "Invoices" link on your Home Page, you will be directed to the following dashboard, 
where you see all the invoices you have submitted to OBS:

Use the available search filters to find a specific invoice.

Submit an Invoice

To submit an invoice, click the "Submit an Invoice" button on the dashboard:
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You will then be directed to the following page:

Complete the form:

● BAITS Claim Number [BUR-20XX-XXXX]

● Decedent Last Name — must match the records in BAITS

● Decedent Date of Death — must match the records in BAITS

● Date Services Rendered

● Invoice Amount

● Payment Status
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● Applicant Information:

○ Contact Name

○ Contact Phone

○ Contact Email

● Funeral Director Signature

You must complete the form correctly for the invoice to be submitted. Any entries that need correction 
will show as follows:

● Use the "Clear Form" button to clear your inputs.

● Use the "Cancel Submission" button to cancel your submission and go back to the Invoice 
Dashboard.

View an Invoice

To view an invoice you previously submitted, click the BAITS Claim Number from the dashboard:

You will then be directed to the following page:
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● It shows the invoice and its change history.

● To edit the invoice, click the "Edit Invoice" button. The invoice will then change to edit mode, and 
you can update the details of the invoice.

● To go back to the invoice dashboard, click the "Go Back to Invoice List" button.

● To delete the invoice, click the "Delete Invoice" button. You will be prompted to confirm the 
deletion:

Upload Documents

After clicking the "Upload Document" link on your Home Page, you will be directed to the following 
page:
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Enter a BAITS Burial Claim Number, the decedent's last name, and date of death. All three inputs must 
match the OBS records for you to be able to upload a file for a case.

● If your inputs do not match the records, you will see the following:

If your inputs match the OBS records, you will see the following:

Click the BAITS Burial Claim Number of the case you will be uploading a file for.

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

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 the applicant reviews and accepts your 
document upload.

Funeral Home Profile

After clicking the "Funeral Home Profile" link on your Home Page, you will be directed to the following 
page:
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Funeral Home Details

● Click the "Update Details" button under the Funeral Home Information section to update your 
Funeral Home details:

● Once you have made your updates, click "Save Changes".

● To discard your changes, click "Cancel".

Funeral Home User Details

● Click the "Update Details" button under the Funeral Home User Information section to update your 
contact information:



NYC Department of Social Services

NYC DSS — BAITS User Guide Page 11 of 11

● Once you have made your updates, click "Save Changes".

● To discard your changes, click "Cancel".
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Purpose of This Document

This guide shows the different actions an OBS user can perform in the Funeral Home Database module.

Accessing the Funeral Home Database

● As a Case Worker or an OBS Supervisor, you can access the Funeral Home Database by clicking the 
"Funeral Home Database" link on your Home Page.

Funeral Home Database

● After clicking the "Funeral Home Database" link on your Home Page, you will be directed to the 
following dashboard:

● There are two tabs on this dashboard:

○ Unverified Funeral Home Registrations

▪ This is the list of Funeral Homes that registered in the BAITS Funeral Home Portal that 
have not been reviewed by OBS.

○ Funeral Home Database

▪ This is the list of Funeral Homes known to OBS.
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Verifying a Funeral Home Registration

● To verify a Funeral Home Registration, on the Unverified Funeral Home Registration tab, click the 
"Review" button on the Funeral Home Registration that you would like to verify. The following 
section will show:

● On the right side is the Funeral Home Profile. On the left side is the Funeral Home Database Search.

● Use the Funeral Home Database Search by using the available search filters, and then click the 
"Search" button.

○ By default, the Taxpayer Id is used as the search filter.

○ The search only shows the top 10 most relevant results. The search filters stack on top of each 
other, so use multiple filters to effectively search the database.

▪ For example, if you would like to find a Funeral Home in Brooklyn with a "99" in their 
Taxpayer Id, you would use the following search filters:



NYC Department of Social Services How to Use the Funeral Home Database

NYC DSS — BAITS User Guide Page 5 of 7

● If you find a match in the Funeral Home Database, click the "Select" button on the Funeral Home 
that matches the registration. This will populate the DSS Ref Code field on the left side:

● Click the "Set DSS Ref Code and Verify" button to tie the Funeral Home Registrant to the selected 
Funeral Home in the Database.

● If you do not find a match, click the "Add to Funeral Home Database" button.

● You will then be prompted to identify whether the new Funeral Home is an existing NYC Vendor:
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● A Funeral Home that is an NYC Vendor will be paid differently compared to a Funeral Home that is 
not an NYC Vendor.

● Make your selection and click the "Add to Database" button. A new DSS Ref Code will be 
automatically generated for the new Funeral Home, and it will be searchable in the Funeral Home 
Database.

Funeral Home Database Search

● Click the "Funeral Home Database" tab on the dashboard:

● Use the available search filters to look for a specific Funeral Home in the database to view its 
details.

● The search filters stack on top of each other, so use multiple filters to effectively search the 
database.
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○ For example, if you would like to find a Funeral Home in Brooklyn with a "99" in their 
Taxpayer Id, you would use the following search filters:
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