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Uniform Accounting Network — Cemetery Manual

Introduction
Using This Manual

Parts of the Manual

Overview

Welcome to the Uniform Accounting Network program. This manual is a reference guide for the
UAN Cemetery Software, a component of the Uniform Accounting Network. The Cemetery
Program is designed to assist in the task of managing and tracking cemeteries. It allows a
computer database of cemeteries and graves to be created. A local government can add
cemeteries to the database, customize the organization of each cemetery, sell the grave sites and
record data on who is buried in each grave. A search utility is built into the software to provide
the ability to search based on names or dates. This utility also aids in finding specific graves,
names of decedents and other data for administrative or public genealogical research purposes.
In addition, a customized deed application allows for a blank deed, a single grave deed or a
multiple graves deed to be printed for a single owner. Various summary reports are also
available.

This manual contains procedures for the operation of the UAN Cemetery software and the
structure of the manual has been designed to guide you through each application of the system.
The manual has been divided into five main parts: Transactions, Reports, Maintenance,
Search Utility and Appendices. The order of the parts and the chapters within each part follow
the layout of the menu options in the software.

Part 1 - Transactions

Part 1 of the UAN Cemetery Manual contains a chapter for each application listed on the
Transaction menu of the UAN Cemetery Software. These applications include Grave
Information, Customize Deed and Cemetery Design.

Part 2 - Reports

Part 2 of the UAN Cemetery Manual contains a chapter for each report grouping listed on
the Report menu of the UAN Cemetery Software. These include the Cemetery Summary,
Grave Listing, Receivables, Occupied Graves, Occupied Graves-Detail, Available
Graves, Grave Sales and Military Veterans.
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Introduction
Using This Manual

Parts of the Manual

Part 3 - Maintenance

Part 3 of the UAN Cemetery Manual contains a chapter for each application located on
the Maintenance menu of the UAN Cemetery Software. These applications include
Establish Cemetery, Section Name, Lot Name, Grave Name, War Name, and Entity
Maintenance.

Part 4 — Search Utility

Part 4 of the UAN Cemetery Manual contains one chapter on the grave search utility in
the UAN Cemetery Software.

Part 5 — Appendices

Part 5 of the UAN Cemetery Manual consists of the appendices. These are Appendix A:

Glossary and Appendix B: Frequently Asked Questions. Additional appendices may be
added later.

Create New Cemetery

Listed below are the steps needed to create a new cemetery for the time.

1.  Create the Cemetery, Section, Lot, and Grave names. (See Chapters 5-8.)
2.  Design the Cemetery. (See Chapter 3.)
3. Record Owner and Burial information. (See Chapter 1.)
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Part 1

UNIFOrm ACCOUNTING NETWONrK

Transactions

The chapters in this part of the manual are:
e Chapter 1: Grave Information
e Chapter2: Customize Deed

e Chapter 3: Cemetery Design
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Introduction
Part 1

Transactions

| Overview |

The Transactions functions are accessible through the drop down menus across the top of the screen or by
selecting the specific transaction option from the center screen menu as shown below. This area is where
grave owner and burial information is recorded, deeds can be customized and printed, and the cemetery
layout is designed.

Transactions

Grave Information

Customize Deed

Cemetery Design

Conversion LHility

Screen Function Buttons |

In the Transactions menu options there are four main function buttons to select from:

Record is the function to use when entering data into the system. For example, owner and burial
information must first be entered under the Record function. The Record function is further
explained at the beginning of each chapter in the instructions for this function.

Edit is the function to use when modifying or correcting any items previously recorded.

Delete is the function that is used to delete entries no longer used or recorded erroneously.
Selections for deletion are made by clicking on the " in the Select column beside the item to be
deleted. Multiple selections can be made to delete more than one item in an area.

Display is the function that is used to view all the transactions that were entered in the Record
option.

Another function button for Deed is available under Grave Information (see Chapter 1). In addition,
certain fields are required to be filled to process the information. These fields are denoted with a blue,
instead of white, background.
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Cemetery Transactions
Grave Information

Record Owner

¥ GRAVE INFORMATION - RECORD

Residing Entity Type
Residing Entity Name

Residing County Name

Record | Edit | Delete |Displa1| -Deed | dwner | Burial |Iransfer|
[Cemetery | 'l
Section | j Lot | j Grave j
First Middle Last
Name J
Address
City State v| Zip

Relation
Phone ( ) -
Sale / Transfer Information
Deed Number Date 7/
Price 0.00 Paid |
Process | Cancel
Sections Lots [ Graves | Graves Sold | Graves Available
0 0 0 0 0

Overview |

The Record Owner application is used to record the information of an individual purchasing a grave.

| Steps to Access |

Select Cemetery.

Select Transactions.

Select Grave Information.

Select the Record and Owner buttons.
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Cemetery Transactions
Grave Information

Record Owner

| Data Entry |

Required Fields

Cemetery

Section

Lot

Grave

First and Last Name of Owner

agrOdE

Optional Fields

1 Middle Name

2 Address

3. City, State, and Zip
4. Relation

5 Phone

6 Sale Date

7 Deed Number

8 Sale Price

9 Sale Paid

| Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:

The cemetery, section, lot, and grave information must be created under Maintenance and
combined under Cemetery Design before an owner can be recorded.

After a new owner has been recorded, a message box will appear asking if a deed should be
printed for the owner. Selecting ‘Yes’ here will bring up the ‘Deed’ function.

If a deed number is entered, it will appear in the upper right hand corner of the deed.
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Cemetery Transactions
Grave Information

Record Owner

| Example 1-A |

The following is an example of recording an owner:

' GRAVE INFORMATION - RECORD =1E3
Record | Edit | Delete |Di5|1-la1| -Deed | Cwiner | Burial |Iransfer|
Cemetery |A -|  ARLINTGON CEMETERY Cemetery
Section |G j Lot |11DE j Grave |9 j
First Middle L ast
Name |HOWARD | | j
Address |
|
City | state | <] zip| -

Residing Entity Type |
Residing Entity Name |

Residing County Name |

Relation
Phone [{ } -

Sale / Transfer Information

Deed Number | 22589 Date |06/26/2007 E
Price | 7000.00 Paid ¥

Process | Cancel

Sections Lots [ Graves [ Graves Sold | Graves Available
10 2770 8308 7189 1119
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Cemetery Transactions
Grave Information

Record Owner

| Example 1-B |

The following is an example of creating a deed after the owner information is processed. This s the

Entity Information page:

¥ GRAVE INFORMATION - -DEED

Record | Edit | Delete |Displa3g| -Deed |

lcemetery A vl ARLINTGON CEMETERY Cemetery
j Lot |110E

Entity Information ‘

Section |G

Owner Information

First Trustee | Brad Pitt

Second Trustee |Angelina Jolie

Third Trustee |Georue Bush

Fourth Trustee |Dick Cheney

Fifth Trustee |

Sixth Trustee or Clerk |

County Name |Momgomer_v

Location of Plats |Ar|i|1gto||

Entity Full Name |Jefferson Township

Process | Cancel

=03
|

Owner | Burial |

j Grave |ﬁ j

Signature Day

M Print Notary Information

[ Print Letter Paper

Sections Lots | Graves |
10 2770 8308

Graves Sold |

Graves Available
1119
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Cemetery Transactions
Grave Information

Record Owner

| Example 1-C |

The following is an example of creating a deed after the owner information is processed. This is

the Owner Information page:

% GRAVE INFORMATION - -DEED

Record ‘ Edit | Delete ‘Displa}[‘ -Deed ‘

Cemetery | P v| ARLINTGON CEMETERY Cemetery

Section |G j Lot |11UE j Grave |'3

EER

Owner ‘ Burial | ‘

Entity Information Owner Information

Purchaser |HOWARD SHERMAN

Five million dellars and no cents
Sum

histhertheir |his -

K

Residing Entity Type |tuwnship

Residing Entity Name |ieffersun township

Residing County Name |lTlDIltgﬂ-mery
Residing State |0hiD

¥ Print Notary Information

[ Print Letter Paper

Signature Day

Term & Conditions j
Header J
Process | Cancel
Sections Lots [ Graves [ Graves Sold | Graves Available
10 2770 8308 7189 1119
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Cemetery Transactions
Grave Information

Record Owner

| Data Entry (for Deed) |

Entity Information

Required Fields

1.  Entity Full Name (automatically pulled from Entity Maintenance area)
2. Signature Day (day the trustees will sign the deed)

Optional Fields

Name of First Trustee (automatically pulled from Entity Maintenance area)
Name of Second Trustee (automatically pulled from Entity Maintenance area)
Name of Third Trustee (automatically pulled from Entity Maintenance area)
Name of Fourth Trustee (automatically pulled from Entity Maintenance area)
Name of Fifth Trustee (automatically pulled from Entity Maintenance area)
Sixth Trustee or Clerk (automatically pulled from Entity Maintenance area)
County Name (automatically pulled from Entity Maintenance area)

Location of Plats (name of the office in which the plats are held)

=

N UL

Owner Information

Required Fields

Purchaser (name of the individual or company purchasing grave)

Residing Entity Type (Entity Type of the individual or company purchasing grave)
Residing Entity Name (Entity of the individual or company purchasing grave)
Residing County Name (County of the individual or company purchasing grave)
Residing State (State of the individual or company purchasing grave)

agrOdDE

Optional Fields

1.  Sum (automatically pulled from recording/editing owner information where a sale price was
recorded)

his/her/their (one of the three options, ‘their’ is default)

Terms and Conditions (miscellaneous information about the grave, section, lot and grave are
automatically carried over from recording/editing owner information)

wn
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Cemetery Transactions
Grave Information

Record Owner

| Example 1-D |

The following is a sample of a deed:

DEED FOR CENMETERY LOT

Fov. Code. 3oz, 317 87, (4, 73712, 31 Ceed #45658 0

L o BLUE Section EAST Coraee 103

E DWW ALL IIETT Py THESE FFESEITT.
Thol e 17 wedersioreed Searge Flodova loe, Abrofove Lieole. Thvodose Fooceoell, de Bor Couely of Broww oed
Slale af O, e aved i e sidana i af Boe sowe af Tooevely Padlaes asd &a Cove I 10w padd by Tashea Howng Seelli
af e Tamwesoiy af Cramge Cosely of Braoee aed Sla ke of Dfoda, Bor moeeiel odoenea Fis Foondd g oc e aionbed 0o, ol Foovndtg
SEANT, F ARGAN, SELL ATTD COITVEY la 1o ;odd [agowo Hooweny Sl ore ol 1006 foeirs fonener, e o doroeive
desendod dal or posen of dosed dv Brooee Coelral Coweelony Doveelang, b-oeils Lol BLLE Seeliae EAST Craoe 20 as
desendod upae Bor ol of foid Comerlony are Sde v Bor 0ffee of for Tow-esoiy af caid Chrarae.
Term & ©nndibons:
Lal BL PF Srliawe EAST Grane 704

T HAVE AMD TO HOLD 1fwe ravee 1o 1fe sadd Jaseea FHeeeng Seelli amd 1oeie fovies, 10 B0 200d e 10
parpases oOF Beninl avdy, Feifecl b R daees af TRis Sl ke segacdieg Coveelonies ared 1hoe raedes aed segadalions af i
afenrs oo oo brod of ;oo Cowee ke g,

In Witness Whezeot, e oo foe e 0 o0l ou s o ds are 170l 56 dog of Soplemsier A0, 200,

Sgned and ackno wle dged

n presences o f

ire Bromeve Cowrely Do,

The Stat= nf Thin, Connty, =.
He It Fememberd, Thalaw 1heis iy af A n bafre
wee, 1o sfiserder, a ire ared o Fadd Courely,

o el by e eeee 1or aBOCAe me veeel

- ire Courely,
Slale of Do, oed o sacd offoess odiramiedged 1w sigreded oed meadieg of 1 jDregoies cosmsquarese B Be |Fondis
cadurelany ael ord doed, 1 15 anes ared punmases [Fonnade e Ko ol

INTesHimony Wherment, I ore oo b mubee sdiod ey o, e ffioad ey
aficd ol o ane Bor dasy aved gvar dasl afareracd
|SEaL]
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Cemetery Transactions
Grave Information

Record Burial

T GRAVE INFORMATION - RECORD E]@]['S__(]‘

Record ‘ Edit ‘ Delete |Di5|1-la1| -Deed | Owner | Burial |1ransfer‘

|Cemetery "l
Sectiun| j Lut| j Grave j

First Middle Last Maiden
Name | | j
Date of Birth / / E Date of Death / / E Date of Burial /[ / E
Age 0 Permit # Sex  Male [~ Communicable Disease
Grave Status l—_l ™ Female [ Resident
Cause of Death " Unknown [ Veteran
War History
Place of Death J
OpeniClose Fee 0.00 [ Paid
Bequest 0.00 [ Paid
Exhumation Fee 0.00 [ Paid
Other Fee 0.00 [ Paid [
=
Comments
=

Erocess‘ Cancel ‘

Sections Lots Graves | Graves Sold | Graves Available
0 0 0 0 0
| Overview |

The Record Burial option is used to create and edit burial information for an individual. The system
will allow for more than one burial level.

| Steps to Access |

Select Cemetery.
Select Transactions.
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Cemetery Transactions
Grave Information

Record Burial

Select Grave Information.
Select the Record and Burial buttons.

| DataEntry |

Required Fields

1. Cemetery

2. Section

3. Lot

4.  Grave

5. First Name of Occupant

6. Last Name of Occupant

7. Grave Status

Optional Fields

1.  Middle Name

2 Maiden Name

3. Date of Birth

4.  Date of Death

5.  Date of Burial

6. Age

7 Permit #

8. Sex

9. Communicable Disease (Place a ™ to select as ‘yes’)

10. Resident (Place a ¥ to select as ‘yes’)

11. Veteran (Place a ¥ to select as “yes’)

12.  War History (Double click to select wars. The Veteran selection box must be selected before
war selections can be made.)

13. Cause of Death

14. Place of Death

15. Open/Close Fee - I Paid (Place a ™ to select the fee as paid.)

16. Bequest - [ Paid (Place a ¥ to select the fee as paid.) A date field is also available.

17. Exhumation Fee - I Paid (Place a ¥ to select the fee as paid.)

18. Other Fee - Paid (Place a ¥ to select the fee as paid.)

19. Bequest Information

20. Comments

Note: Please refer to the Glossary (Appendix A) for a more detailed description of some of these
field names.
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Cemetery Transactions
Grave Information

Record Burial

| Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:

The cemetery, section, lot and grave information must be created under Maintenance and
combined under Cemetery Design before a burial can be recorded.

If there is already a burial in a particular grave, the system will ask if there is another level
to be added to the grave.
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Uniform Accounting Network - Cemetery Manual

Cemetery Transactions
Grave Information
Record Burial

| Example 1-E |

The following is an example of recording a burial:

¥ GRAVE INFORMATION - RECORD

Recori | Edit | Delete ‘ Display | Deed ‘ owner ‘ Burial ‘1ransfer|
Cemetery |2 -| ARLINTGON CEMETERY Cemetery
Section |G j Lot |6W j Grave |3 j
First Middle Last Maiden
Name |CHARLES E |ACTON | ~|

Date of Birth [02/14,1955 E| Date of Death [08/13/2007 B Date of Burial [08/17/2007 B
Age | 52 Permit # | 38796 Sex & Male M Communicable Disease

Grave Status |R v| T Female v Resident
~
Cause of Death |inﬂuenzn Unknown .p Veteran
- War History
Place of Death |resulence PERSIAN GULF, DESERT STORM J

Open/Close Fee IW v Paid
Bequest|  258.00  Paid |08/16/2007 -]
Exhumation Fee Iw M Paid
Other Fee Im v Paid J

Bequest Information

Comments =
Process | Cancel
Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119
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Cemetery Transactions
Grave Information

Record Transfer

Record | Edit | Delete |Display[ | -Deed | Owner | Burial |1|:|||sfe||
ICemetery | v|

Section | j Lutl j Grave j
" Buy Back

" Transfer By Owner Eirst Middle Last

Name j
Address
City State vl Zip

Residing Entity Type
Residing Entity Name
Residing County Name

Relation
Phone ( ) -
Sale / Transfer Information
Deed Number Date [/ [~]
Price 0.00 Paid [
Process | Cancel
Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119

| Overview |

The Record Transfer option is used to transfer the ownership of a grave from one party to another.
The grave can be transferred to another owner or back to the entity.

| Steps to Access |

Select Cemetery.

Select Transactions.

Select Grave Information.

Select the Record and Transfer buttons.
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Cemetery Transactions
Grave Information
Record Transfer

| Data Entry |

Required Fields

Cemetery

Section

Lot

Grave

Buy Back or Sold by Owner

First and Last Name of New Owner (only if sold to another owner)

SIS ol o

| Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:
The grave must already be under ownership of a party other than the entity.

A transfer cannot be recorded for graves that contain burial information.
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Cemetery Transactions
Grave Information

Record Transfer

| Example 1-F |

The following is an example of recording a transfer:

% GRAVE INFORMATION - RECORD

Record | Edit | Detete | Display | .Deed |

A=)

Owner | Burial |1|anste||

lcemetery |A v| ARLINTGON CEMETERY Cemetery

Residing Entity Type |

Residing Entity Name |

Residing County Name |

Relation
Phone |[{ ) -

Section |C j Lot |3E j Grave |4 j
" Buy Back
* Transfer By Owner Eirst Middle Last
Name [JOHN P [ADAMS ~|
Address |
|
City | state [oh +|  zZip| -

Sale / Transfer Information

Deed Number |gg7 Date |12/10/1958 |E|
Price | 12 00

Process | Cancel

Graves Sold
7189

Graves |
8308

Lots |
2770

Sections
10

| Graves Available
1119

Chapter 1 - Issued 11/06
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Cemetery Transactions
Grave Information

Create Deed

% GRAVE INFORMATION - -DEED

Record | Edit | Delete |Display:| -Deed | owner | Burial | |
Cometery |A ~|  ARLINTGON CEMETERY Cemetery
Section |G j Lot |110E j Grave |6 j
Signature Day
Entity Information I Owner Information
First Trustee |Bra(l Pitt W Print Notary Information

Second Trustee |Angelina Jolie

o I Print Letter Paper
Third Trustee |George Bush

Fourth Trustee |Dick Cheney
Fifth Trustee |
Sixth Trustee or Clerk |

County Name | Montgomery

Location of Plats |Ar|ington

Entity Full Name |Jefferson Township

Process | Cancel

Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119

| Overview |

The Deed function button under Grave Information is used to create and print the deed for a grave.
This option may only be accessed when an owner is currently shown on the screen under the Edit or
Display functions. It will also be available after an owner has been successfully recorded.

| Steps to Access |

Select Cemetery.

Select Transactions.

Select Grave Information.

Select the Edit or Display button
Select the Owner button.

Choose the Owner Name from the list.
Select the Deed button.
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Cemetery Transactions
Grave Information

Create Deed

| Data Entry |

Required Fields

Cemetery

Section

Lot

Grave

Entity Full Name (Entity Information Page)
Purchaser (Owner Information Page)

Residing Entity Type (Owner Information Page)
Residing Entity Name (Owner Information Page)
Residing County Name (Owner Information Page)
0. Residing State (Owner Information Page)

RBOooOo~NoOR~WNE
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Cemetery Transactions
Grave Information

Create Deed

| Example 1-G |

The following is an example of selecting an owner on the edit screen in grave information:

Record | Edit ‘ Delete |Displa1‘ -Deed ‘ Owiner ‘ Burial | ‘
Cemetery |A ~|  ARLINTGON CEMETERY Cemetery
Section |F j Lot|3w j Grave |2 j
Owner FOX j
First Middle Last
Name [DELLA | Fox M
Address |
City | state| < zip| -
Residing Entity Type |
Residing Entity Name |
Residing County Name |
Relation
Phone |{ } -
Sale / Transfer Information
Deed Number | 22398 Date [10/02/1979 B
Price 9 00 Paid v
Process | Cancel
Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119

Chapter 1 - Issued 11/06
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Cemetery Transactions
Grave Information

Create Deed

| Example 1-H |

The following is an example of creating a deed after the owner information is processed. This s the

Entity Information page:

& GRAVE INFORMATION - EDIT

o=1Ey

Record | Edit | Delete |Displa3,{| -Deed | Cwner | Burial | |
lcemetery [ ~|  ARLINTGON CEMETERY Cemetery
Section |F j Lot |3W j Grave |2 j
Owner |FOX -
First Middle Last
Name [DELLA | [Fox -
A(I(Iress|
|
City | State | v| zip| -

Residing Entity Type |

Residing Entity Name |

Residing County Name |

Relation
Phone |( } -

Deed Number | 72308
Price | 00

Sale / Transfer Information

Date |10/02/1979 |~

Paid v

Process | Cancel

Graves
8308

Lots |
2770

Sections
10

Graves Available
1119

| Graves Sold |
7189

Chapter 1 - Issued 11/06
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Cemetery Transactions
Grave Information

Create Deed

| Example 1-1 |

The following is an example of creating a deed after the owner information is processed. This s the
Owner Information page:

% GRAVE INFORMATION - -DEED

Record | Edit | Delete | Display | -Deed | Owner | Burial | |
Cemetery |A ~| ARLINTGON CEMETERY Cemetery
Section |G j Lot |11“E j Grave |'3i j
Signature Day
Entity Information Owner Information
Purchaser |HOWARD SHERMAN [l
Sum Five million dellars and no cents J
J v Print Notary Information
his/heritheir |his -
- [ Print Letter Paper
Residing Entity Type |township I
Residing Entity Name |iefferson township
Residing County Name |'“°'“Q°““‘-W
Residing State |0hi°
Term & Conditions j
Header J
Process | Cancel
Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119

| Data Entry |

Entity Information

Required Fields

1.  Entity Full Name (automatically pulled from Entity Maintenance area)
2. Signature Day (day the trustees will sign the deed)

Optional Fields
1.  Name of First Trustee (automatically pulled from Entity Maintenance area)
2. Name of Second Trustee (automatically pulled from Entity Maintenance area)
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Cemetery Transactions
Grave Information

N O~ W

Create Deed

Name of Third Trustee (automatically pulled from Entity Maintenance area)
Name of Fourth Trustee (automatically pulled from Entity Maintenance area)
Name of Fifth Trustee (automatically pulled from Entity Maintenance area)
Sixth Trustee or Clerk (automatically pulled from Entity Maintenance area)
County Name (automatically pulled from Entity Maintenance area)

Location of Plats (name of the office in which the plats are held)

Owner Information

Required Fields

agrOdDE

Op
1.

wn

Purchaser (name of the individual or company purchasing grave)
Residing Entity Type (Entity Type of the individual or company purchasing grave)
Residing Entity Name (Entity of the individual or company purchasing grave)
Residing County Name (County of the individual or company purchasing grave)
Residing State (State of the individual or company purchasing grave)
tional Fields
Sum (automatically pulled from recording/editing owner information where a sale price was
recorded)
his/her/their (one of the three options, ‘their’ is default)
Terms and Conditions (miscellaneous information about the grave, section, lot and grave are

automatically carried over from recording/editing owner information)

Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:

An owner must already be on the screen using the Edit or Display function buttons in order
to bring up the Deed application.
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Cemetery Transactions
Grave Information

Create Deed

| Example 1-J |

The following is a sample of a deed:

DEED FOR CEMETERY LOT

Prv. Code.&oer 31 707, .1s, 7.2, 31 Deod #d4ad328
Lat BL UE Sechiad EALT Chreme TS

EXOYY ALL MHY Iy THHEH P EHEHMT:
The wr. thr undragnad Crorge Wohingion. Abmcthion Linein. Thadere Romeds in che Coundy of Srown omd
Furte o Ohip, for end i1 ronaider o, of theaum o Ty Collers md o Ceno. o ua poid by kahue Menng Smich
o the Towmhip of Trmgr Cruny of Srown md SoeerofTOhin thereenp wher o (a her iy e ok ged. de herey
GEANT, FTAEGATH EBLL AND COMUBY i che amd fmhux Moy Smalih od thor hara forees. thefbiiouidng
dacrifdd o or pereed of b i Srewn Conrel Coraoiny Coociemy. c-wd Lot SLLE Scgiin SATT Creee (] @
doerifed upon thepin of s Crrcery, o fiiein. dhe ofier of the Towmhip ofand Cremgr.
Tm & Cox dibinas:
Lot BLUE Soiin £AST S M3

TO HATHAND TO HOLD dx amur & de and kdhue ory Sooh ed thar hera, i B vadd e che
purprEa of urid by, aubyert @0 the b of thia Sicee regerding Cerortrisa mmd che rulc md reguloions o che
offirers heoing ronirel ofand Crrocier i

Ix ¥riams "Fhmanf e bechocune o0 eur bmda en chio Sthdog o Spembe 4000 2003

Eigazedmsd Askanwrle dgud

i pamsmnam of

in. Br o, Srardyy. Thic,

Tha b xitw of T kin, Conaty, .
e B Emxmmhiemd, Tho oncha doy of .0, b
e ihe aubae e, £ nerd for amd Cound,.
peraenily, ceree the s ooe nueroed
n Ceunuy.
Smme oy Jhin. nd @ audch gficera. e iord che agning mmd ing of the pregoing 1, o br thor

erluery ot ond dod. for dee wao md parpeea ther cin o tond.
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Cemetery Transactions
Customized Deed

Customize Deed

E CUSTOMIZE DEED E@El

Owner Name || Y||
Select Section Lot Grave la
v
Select All ‘ Clear All |
Print Blank Deed

Process | Cancel

Cemetery Section | Lots | Graves Graves Solid Graves Available
1 10 2770 8308 i 7189 ' 1119 |
| Overview |

The Customize Deed application is another area where deeds can be created. It allows a deed to be
printed for a single grave just like under the Grave Information area; however, it also provides the
ability to print one deed for an owner of multiple graves. This area also provides the ability to print
a blank deed for manual entry purposes.

| Steps to Access |

Select Cemetery.
Select Transactions.
Select Customize Deed.
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Cemetery Transactions
Customized Deed

Customize Deed

| Data Entry |

Required Fields
1. Owner Name

| Example 2-A |

The following is an example of selecting to print one deed for an owner of multiple graves:

U¥ CUSTOMIZE DEED

Owner Name | FRANK H KLINGER -
Select Section Lot Grave |_|
v c 36E 4
u C 36E 5
- C 36E B
v C 360 1
u c 36w 3

Select All | Clear All |

Print Blank Deed

Erocess‘ Cancel |

Cemetery Section Lots | Graves Graves Sold Graves Available

1 10 2770 8308 7189 1119
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Cemetery Transactions
Customized Deed

Customize Deed

| Example 2-B |

The following is an example of creating a deed for an owner of multiple graves. This is the
Entity Information page:

X CUSTOMIZE DEED

Signature Day

Entity Information Owner Information
06/28/2007 | -|
First Trustee |I}onaltl Aukerman M Print Notary Information

Second Trustee |Steve Denlinger

Third Trustee |Lon Chambers
Fourth Trustee |
Fifth Trustee |
Sixth Trustes or Clerk |
County Name | Montgomery
Location of Plats |hownsllil}

[ Print Letter Paper

Entity Full Name |Jefferson Township

Process | Cancel

Cemetery Section | Lots | Graves Graves Sold Graves Available

1 10 2770 8308 7189 1119
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Cemetery Transactions
Customized Deed

| Example 2-C |

Customize Deed

The following is an example of creating a deed for an owner of multiple graves. This is the

Owner Information page:

% CUSTOMIZE DEED

Purchaser

Sum

hishertheir

Residing Entity Type
Residing Entity Name
Residing County Name
Residing State

Term & Conditions

Entity Information

Owner Information

| Frank H Klinger

No Dollars and No Cents

their =

o L

|onio

Lot 36E Section C Grave 4
Lot 36E Section C Grave 5
I ot 36F Section . Grave &

-

[~
=

Lot 36E Section C Grave 4, Lot 36E Section C Grave 5, Lot j

Signature Day

06/28/2007 | -|

M Print Notary Information

[ Print Letter Paper

Header |35E Section C Grave 6, Lot 36W Section C Grave 1, Lot
36W Section . Grave 3 j
Process | Cancel
Cemetery Section | Lots | Graves Graves Sold Graves Available
1 10 2170 8308 1119
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Cemetery Transactions
Customized Deed

Customize Deed

| Data Entry |

Entity Information

Required Fields

1. Entity Full Name (automatically pulled from Entity Maintenance area)
2. Signature Day (day the trustees will sign the deed)

Optional Fields

Name of First Trustee (automatically pulled from Entity Maintenance area)
Name of Second Trustee (automatically pulled from Entity Maintenance area)
Name of Third Trustee (automatically pulled from Entity Maintenance area)
Name of Fourth Trustee (automatically pulled from Entity Maintenance area)
Name of Fifth Trustee (automatically pulled from Entity Maintenance area)
Sixth Trustee or Clerk (automatically pulled from Entity Maintenance area)
County Name (automatically pulled from Entity Maintenance area)

Location of Plats (name of the office in which the plats are held)

N~ LDNE

Owner Information

Required Fields

Purchaser (name of the individual or company purchasing grave)

Residing Entity Type (Entity type of the individual or company purchasing grave)
Residing Entity Name (Entity of the individual or company purchasing grave)
Residing County Name (County of the individual or company purchasing grave)
Residing State (State of the individual or company purchasing grave)

agrOdDE

Optional Fields

1.  Sum (automatically pulled from recording/editing owner information where a sale price was
recorded)

his/her/their (one of the three options, ‘their’ is default)

Terms and Conditions (miscellaneous information about the grave, section, lot and grave are
automatically carried over from recording/editing owner information)

wn

| Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:

Owner information must have already been recorded before using this application.
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Cemetery Transactions
Customized Deed

Customize Deed

Example 2-D |

This is a sample of a multiple grave deed:

DEED FOR CEMETERY LOT

Pow. Code. o, 3™ 07, W=, 312 31

Lot GREEN Seciox WEST Groves 102 104, 39

THOW ALLMEN TY THHE HI EHEENT:

The we the undoraigned Grorge o hingion. «brehem Lineoin. Theedore Som odlc i che Ceany of Srown o
Fodr o Thin for end in roraideredon of the 3um of fe Ol md Mo Cmoo. Co w1 pod by Joee 8. Croeer of the
Townuhip of Oenge Couney of Prown xnd Fooe of Jhin che rocope wher o & hocby minoudcdged. do hercy
G EANT, GAEG AIM, EELL AMD CONWEY v the 30d Jer K. Croeer end ther heirs jerever. (he fbliouins
deaeraed o or poreel o e i Srewn Cedrd Coreery ey, (e-wi, el SREOM JToruen LYE 3T Crerea (A2
003, 39 = deacr dexd wpene the plss o 3 Sy, oo il i ¢ e officre e Townahip of aad Crenge

Tawam & Cox ditioss:

L EREEM Souvio n IWEST Emwo (13, fddd. 33

TO HATHE AND TO HOLD thraxmcic the 3nd Joe . Erooer md thor hora. o be wacd for he pu rpoas
of Burid only Jub)ord v chre oy of chis J0c rording Cemocierisy md chie no e mud reguie iona of” the oficoa
heoing conird of amd Corodery

Tx Witames ¥¥imsmpt n'choor heres nee =t eo.r hneds en chis Eth dey o Sepoember 4 00 2003

Eagamdmz d A sl morrledgmd

im pamsmas mo £

in frown Cl:u..n.n‘.. (=] T

The Bt of Okin, C oraty, .
Tm It Emxnsomh ma d, Thet on chai doy of A0, L L
mr. thraubacridier. & e erd fibr 3md Counoy.

prraonxlily rwoc the deoecnomed

[ Cems iy,
S q'!:“‘ll:p xnd @ auch H_|'I:I.'I.'l'l :l.".rwul:r:lgnl che :I:!l.l:rl.: und :l.'-l:l:n.: p_|'d'|r_|'nrr=n:r|.g CMogEnes Lo b cher
polumiry et nd doed. feor the wam end parpomon theron m e ionecd.

In T tivon my Wi maant, ) heor ereunie subaeribed m. neme end effiied my,
offind iocl on thrdigy snd poxer (o¢ efor cood.
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Cemetery Transactions
Cemetery Design

Record Design

" CEMETERY DESIGN E@Ef
Record | Delete | Display | Cemetery <

Select Section Name | 2 Select Lot Name | 2

W W

Select Al | -Clear All ‘ Select Al | Clear All ‘

Select Grave Name ~

W

Select Al | Clear All ‘

Process | Cancel

Sections Lots | Graves | Graves Sold | Graves Available
0 0 0 0 0
| Overview |

The Cemetery Design application allows cemetery grave sites to be automatically created. This
automated application creates the cemetery design by combining the selected sections, lots and
graves. Grave sites may be recorded in groups and then individual grave sites can be deleted if
necessary.

| Steps to Access |

Select Cemetery.

Select Transactions.
Select Cemetery Design.
Select the Record button.
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Cemetery Transactions
Cemetery Design

Record Design

DataEntry |

no

Select the Record function button to set up a new cemetery.

Select the Cemetery to set up section, lot and grave information.

Select the Sections to include in the cemetery by placing a check mark in the appropriate box
located on the left side of the Section Name grid box.

Select the Lots to include in the cemetery by placing a check mark in the appropriate box
located on the left side of the Lot Name grid box.

Select the Graves to include in the cemetery by placing a check mark in the appropriate box
located on the left side of the Grave Name grid box.

Click Process to create the graves and complete the cemetery design.

After the Cemetery has been recorded, the Delete function button can be used to remove any
graves not available in the cemetery (if necessary).

Choose each grave not to be included in the cemetery by placing a check mark in the
appropriate box located on the left side of the grid.

Data Validation |

The system will validate the data entered on the screen based on the following data validation rules:

At least one cemetery, one section, one lot and one grave must be established before the
Cemetery Design application is available.

The Cemetery Design application will only add graves that have not already been created
for the selected cemetery.

Graves that contain owner and/or burial information cannot be deleted.
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Cemetery Transactions

Cemetery Design

| Example 3-A

Record Design

This is an example of setting up a cemetery with 3 sections, 3 lots per section and 3 graves per lot:

Before Processing:

5% CEMETERY DESIGN - RECORD

Record | Delete | Display Cemetery A =
Select Section Name I; Select Lot Name -
L e} e iE
= =] = 1w
= < [ 2E
=3 o [ 2
I E [ 2E
= 5 ~ = B -
Select All -Clear All | Select All Clear All |
Select Grave Name IL
— 1
= 2
v 3
Ml 4 |
— E
— 3 =
Select All | Clear All |
Process Cancel
Sections Lots | Graves | Graves Sold | Graves Available
10 2770 8308 7189 1119

After Processing:

252 CEMETERY DESIGN - RECORD

EBecord | Delete Display Cemetery A =
Select Section Name Eo> Select Lot Hame |“
- ~
Select All -Clear All Select All Clear All

Select Grave Name 25

~

Select All | Clear All |

22 graves were recorded .
Sections Lots [ Graves [ Graves Sold [ Graves Available
10 277TS 8330 7189 1141

The system automatically created 22 available graves.
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Cemetery Transactions

Cemetery Design

| Example 3-B |

Record Design

This is an example of setting up a cemetery with 4 sections, 6 lots per section and 20 graves per lot.

Before Processing:

X CEMETERY DESIGN - RECORD
Record | Delete | Display Cemetery A =~
Select Section Name IL Select Lot Name E‘
ol A O 1E
= B [~ 1w
= c v 2E
= =) [~ 23
I E [~ 3E
= F = £ 3w ~|
Select All -Clear All | Select All Clear All |
Select Grave Name I;
v 1
v ]
v 3
v 4
= E
o [ [=]
Select All | Clear All |
Process Cancel
Sections Lots I Graves I Graves Sold I Graves Available
10 2775 8330 7180 1141
IET CEMETERY DESIGN - RECORD =13
Record | Delete | Display | Cemetery A =~
Select Section Name |4* Select Lot Name |A
- ~
Select All -Clear All Select All Clear Al
Select Grave Name 25
~
Select All | Clear All |
| cancel ,
80 graves were recorded
Sections | Lots | Graves | Graves Sold | Graves Available
10 2780 8410 7189 1221

The system automatically created 80 available graves.
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Cemetery Transactions
Cemetery Design

Record Design

Example 3-C

This is an example of deleting grave 3 from all Lower sections. If grave number 3 does not exist in

the Lower section then they can be deleted by selecting all the number 3 graves
Lower section.

Before Processing:

SEE CEMETERY DESIGN - DELETE

associated with the

Record | Delete | Displaw Cemetery |A -
Select Cemeterny Section Name Lot Name Grave Name -

[ 1= I I 1E 2
— A A 1E e
[ I I 1E 4
[ I I 1E o
= o o 1E =]
[n I I 1w 1
1 A fa 1w 2
] A A 1w 3
] I I 1w 4
[ A A 1w <]
[ A A 1w G
el I I 2E 1
- A A 2E 2
] I I ZE 3
1 A fa 2E 4
] A A 2E 5

| A A ZE & a

Select All Clear All |

Process Cancel
Sections Lots I Graves I Graves Sold I Graves Available
10 2780 410 7189 1221

After Processing:

Record | Delete | Display | Cemetery A =~

IEL CEMETERY DESIGN - DELETE (=113

elect Cemetery Section Name Lot Namme Grave Name

—

L J

L . . . P
BEEEEEEEEEEEREEEE
BEEEEEEEEEEEREEEE
P RNARAY g RN B s RN N 23 UNR NN g IR LN I

=

Select All

Clear All |

ssi| cancel

Selected record was deleted

Lots I I
2780

Graves Sold
T189

Graves
8402

Sections
10

Grawves Available
1213
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Cemetery Reports

| Overview |

The Cemetery Reports area contains all of the cemetery reports which provide detailed cemetery
information as well as useful listings such as available graves and grave listing. The reports
include the Cemetery Summary, Grave Listing, Receivables, Occupied Graves, Occupied
Graves—Detail, Available Graves, Grave Sales and Military Veterans reports. Also, most of the
reports provide different sorting and selection options for the report data.

Reports

Cemetery Summary

Grave Listing

Available Graves

Reserved Graves

Occupied Graves

Occupied Graves - Detail

Grave Sales

Receivables

Bequest - Detail

Military Veterans

|  Cemetery Summary |

The Cemetery Summary report provides information about the cemetery/cemeteries set up in the
system. Information concerning graves available, sold and totals are listed here. There is also
information about grave sales, fees receivable and fees received.
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Cemetery Reports

| Grave Listing |

The Grave Listing report lists the section, lot, grave, owner and occupant information for each
grave.

| Available Graves |

The Available Graves report lists all graves available for purchase along with the grave’s section
and lot information.

| Reserved Graves |

The Reserved Graves report lists all selected graves that currently have an owner but do not have
an occupant. The report includes owner, section, lot and grave information.

| Occupied Graves |

The Occupied Graves report lists all selected graves that currently have an occupant with section,
lot and grave information. Information can be sorted by Grave or Occupant.

| Occupied Graves - Detail |

The Occupied Graves — Detail report lists all selected graves that currently have an occupant.
Detailed information about Date of Birth, Death, Burial and Permit number are also available on
this report.

| Grave Sales |

The Grave Sales report lists all graves sold along with the owner name, section, lot, grave, sale
date and sale price of the grave.
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Cemetery Reports

| Receivables |

The Receivables report lists all outstanding fees due to the Cemetery by owners. The report can
be sorted by grave or owner. It also lists the section, lot, grave, date of sale, sale amount and
outstanding receivables.

| Bequest - Detail |

The Bequest Detail report lists those graves that have been recorded with bequest information.
The report includes occupant, section, lot, grave, bequest amount, bequest date and additional
bequest information.

| Military Veterans |

The Military Veterans report lists all occupants who have the “Veteran’ designation marked in
the burial section of the grave information. The report lists the occupant’s name, age, section,
lot, and grave information as well as the wars served in by the occupant.
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Introduction
Part 3

Maintenance

| Overview |

The Maintenance functions are accessible through the drop down menus across the top of the screen or by
selecting the specific maintenance option from the center screen menu as shown below. The maintenance
area is where the main setup for a cemetery takes place. It is where the cemetery, section, lot, grave and
war names are established as well as where the detailed entity information is located.

Maintenance

Estahblish Cemetery

Section Hame

Lot Hame

Grave Hame

War Name

Entity Maintenance

Screen Function Buttons |

In the Maintenance menu options there are four main function buttons to select from:

Record is the function to use when entering data into the system. For example, a grave to be set
up is first entered under the Record function. The Record function is further explained at the
beginning of each chapter in the instructions for this function.

Edit is the function to use when modifying or correcting any items previously recorded.

Delete is the function that is used to delete entries no longer used or recorded erroneously.
Selections for deletion are made by clicking on the " in the Select column beside the item to be
deleted. Multiple selections can be made to delete more than one item in an area.

Display is the function that is used to view all the transactions that were entered in the Record
option.

In addition, certain fields are required to be filled to process the information. These fields are denoted
with a blue, instead of white, background.
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Cemetery Maintenance
Establish Cemetery

Record Cemetery

¥ ESTABLISH CEMETERY

Record | Edit | Detete | Display |

Cemetery Id

Name |

Address

City State Zip
Process | Cancel
Sections Lots Graves | Graves Sold | Graves Available
0 0 0 0
Overview |

The Record Cemetery application is used to establish a Cemetery in the system.

| Steps to Access |

Select Cemetery.

Select Maintenance.

Select Establish Cemetery.
Select the Record button.

Chapter 5 - Issued 11/06
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Cemetery Maintenance
Establish Cemetery

Record Cemetery

| DataEntry |

Required Fields
1. Cemetery ID
2. Name

Optional Fields
1. Address
2.  City, State, Zip Code

Note: The word ‘Cemetery’ will automatically be attached to the cemetery name that is entered
in this field. Thus, if the cemetery name is Bluefield Cemetery, then only ‘Bluefield’ needs to be
entered in this field.

| Data Validation |

The system will validate the data entered on the screen based on the following data validation
rules:

The cemetery Id must be between 1 to 8 characters.
The cemetery name cannot be longer than 35 characters.
A cemetery can only be edited, deleted or displayed once it has been recorded.

A cemetery cannot be deleted once section, lot and grave information has been attached to it
under Cemetery Design.
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Cemetery Maintenance
Establish Cemetery

Record Cemetery

|  Example5-A |

The following is an example of recording cemetery information:

F ESTABLISH CEMETERY - RECORD

Record | Edit | Delete | Display |

Cemetery Id | Greend|

Name |Greene Memeorial
Address |123 High Street

City [Napoleon State | OH Zip (435459998
Process | Cancel
Sections Lots Graves | Graves Sold | Graves Available
0 0 0 0 0
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Cemetery Maintenance
Section Name

Record Section Name

UE SECTION NAME

Record | Edit | Delete | Display |

Section Name |

Process | Cancel
| Cemetery Section | Lots | Graves Graves Sold Graves Available
1 10 2780 8402 7189 1213

| Overview |

The Record Section Name application is used to create section names for a cemetery. Cemetery
sections are large areas within the cemetery such as Lower Level, Hillside, North End or
Northeast. Section names can also be numeric such as 1, 5 or 10. The sections can be added to
any cemetery once created.

| Steps to Access |

Select Cemetery.

Select Maintenance.
Select Section Name.
Select the Record button.

Chapter 6 — Issued 11/06 Page 1



Uniform Accounting Network — Cemetery Manual

Cemetery Maintenance
Section Name

Record Section Name

| DataEntry |

Required Fields
1.  Section Name

| Data Validation |

The system will validate the data entered on the screen based on the following data validation
rules:

The section name can only be between 1 to 24 characters.
A section name can only be edited, deleted or displayed once it has been recorded.

A section name cannot be deleted once it has been added to a cemetery and attached to lots and
graves under Design Cemetery.

| Example 6-A |

The following is an example of recording a section name:

255 SECTION NAME - RECORD

ecord Edit Delete Display

Section Name |west

Process Cancel
Cemetery Section Lots | Grawves Graves Sold Graves Available
1 10 2780 8402 7189 1213
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Cemetery Maintenance
Lot Name

Record Lot Name

EF 0T NAME

Record | Edit | Delete | Display |
Lot Name |
Process | Cancel
Cemetery Section | Lots | Graves Graves Sold Graves Available
1 10 2780 8402 7189 1213
| Overview |

The Record Lot Name application is used to create lot names for a cemetery. Cemetery lots are
smaller units within cemetery sections and often consist of a set number of graves. The lots can
be added to any section once created.

| Steps to Access |

Select Cemetery.

Select Maintenance.
Select Lot Name.

Select the Record button.

Chapter 7 — Issued 11/06 Page 1



Uniform Accounting Network — Cemetery Manual

Cemetery Maintenance

Lot Name

Record Lot Name

| DataEntry |

Required Fields
1. Lot Name

| Data Validation |

The system will validate the data entered on the screen based on the following data validation

rules:

The lot name can only be between 1 to 24 characters.

A lot name can only be edited, deleted or displayed once it has been recorded.

A lot name cannot be deleted once it has been added to a cemetery an attached to sections and

graves under Cemetery Design.

| Example 7-A |

The following is an example of recording a lot name:

ZE5 LOT MAME - RECORD

Record | Edit | Delete | Display

Lot Name Smith

Process | Cancel

| Cemetery | Section Lots | Graves

1 10 2780 8402

Grawves Sold Graves Available

7189 1213
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Cemetery Maintenance
Grave Name

Record Grave Name

%5 GRAVE NAME (=03
Record | Edit | Delete | Display |
Grave Name |
Process | Cancel
Cemetery Section | Lots | Graves Graves Sold Graves Available
1 10 2780 8402 7189 1213
| Overview |

The Record Grave Name application is used to create grave names for a cemetery. Cemetery
grave names are for individual grave sites within a cemetery lot. The graves can be added to any
lot once recorded.

| Steps to Access |

Select Cemetery.

Select Maintenance.
Select Grave Name.
Select the Record button.
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Cemetery Maintenance
Grave Name

Record Grave Name

| DataEntry |

Required Fields
1. Grave Name

| Data Validation |

The system will validate the data entered on the screen based on the following data validation
rules:

The grave name can only be between 1 to 24 characters.
A grave name can only be edited, deleted or displayed once it has been recorded.

A grave name cannot be deleted once it has been added to a cemetery and attached to lots and
sections under Cemetery Design.

| Example 8-A |

The following is an example of recording a grave name:

2L GRAVE MAME - RECORD

Record | Euit | Delete | Displagl

Grave Name B3

Process | Cancel

Il Cemeterny | Section Lots | Graves Graves Sold Graves MAvailable

1 10 2780 8402 7189 1213

Chapter 8 — Issued 11/06 Page 2




Uniform Accounting Network — Cemetery Manual

Cemetery Maintenance
War Name

Record War Name

LT WAR NAME

Record | Edit | Detete | pisplay |

War Code
War Name |
Process | Cancel
Cemetery Section Lots | Graves | Graves Sold Graves Available
1 10 2780 8402 7189 1213

| Overview |

The software has a built in list of wars such as the Civil War, the Korean War and the World
Wars. These war names cannot be deleted. The Record War Name application is used to create
additional war names for occupants who have served in a war. The war names can be added to
burial information once created.

| Steps to Access |

Select Cemetery.

Select Maintenance.
Select War Name.
Select the Record button.
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Cemetery Maintenance
War Name

Record War Name

| DataEntry |
Required Fields

1.  War Code

2. War Name

| Data Validation |

The system will validate the data entered on the screen based on the following data validation
rules:

The war code can only be between 1 to 5 characters.
The war name can only be between 1 to 27 characters.
A war name can only be edited, deleted or displayed once it has been recorded.

A war name cannot be deleted once it has been used in burial information.
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Cemetery Maintenance
War Name

Record War Name

Example 9-A |

The following is an example of recording a war name:

L WAR NAME - RECORD

Record | Edit | Delete | Display |

War Code |aas3

War Name |World War 2

Erocess| Cancel |

Cemetery Section Lots | Graves | Graves Sold

1 10 2780 8402 7189

Graves Available

1213
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Cemetery Maintenance
Entity Maintenance

352 ENTITY, MAINTENANCE - EDIT

Edit Entity Information

Edlit Display

First Trustee
Second Trustee
Third Trustee
Fourth Trustee
Fifth Trustee
Sixth Trustee or Clerk
Entity Type
Entity Name
County

Location of Plats
Entity Full Name

|D0na|{| Aukerman

|Steve Denlinger

| Lon Chambers

TOWNSHIP ~

| JEFFERSON
| MONTGOMERY

fon file in the office of the)

| Township

| Jefferson Township

Process | Cancel

| Overview |

The Edit Entity Information application is used to modify the entity information that is used

when creating deeds.

| Steps to Access |

Select Cemetery.

Select Maintenance.

Select Entity Maintenance.
Select the Edit button.
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Cemetery Maintenance
Entity Maintenance

Edit Entity Information

|  DataEntry |

Required Fields

1. County Name

2.  Entity Type

3.  Entity Name

4.  Entity Full Name

Optional Fields

1 Name of First Trustee

2. Name of Second Trustee
3. Name of Third Trustee
4 Name of Fourth Trustee
5 Name of Fifth Trustee

6 Location of Plats

7 Clerk Name

| Data Validation |

The system will validate the data entered on the screen based on the following data validation
rule:

Entity Maintenance information can only be recorded once. Select Edit to update entity
information.

Chapter 10 — Issued 11/06 Page 2




Uniform Accounting Network — Cemetery Manual

Cemetery Maintenance
Entity Maintenance

Example 10-A |

i ENTITY. MAINTENANCE - EDIT

Edit | Display |

First Trustee
Second Trustee
Third Trustee
Fourth Trustee
Fifth Trustee
Sixth Trustee or Clerk
Entity Type
Entity Name
County

Location of Plats
Entity Full Name

Edit Entity Information

The following is an example of editing entity information:

|Donal(l Mallard

|Michael Field

| Rose White

TOWNSHIPF -

| JEFFERSON

| MONTGOMERY

| Township|

(on file in the office of the)

| Jefferson Township

Process

Cancel
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Search Utility

E SEARCH E]@EI

Search For Search Criteria Search Value
I - | | [ ]
Owner Name Deceased Name ~
w
Cemetery
Section

Lot

Grave

* Display Screen
" Edit Screen

Search Cancel

| Overview |

The Cemetery Search Utility is used to search the directory of grave owners and burials to
quickly pull up owner and deceased information. Searches can be performed for data based on
several different criteria. The Search For field is used to search for entries based on date of birth,
date of death, deceased first name, deceased last name, owner first name, owner last name,
previous owner first name or previous owner last name.

The Search Criteria can be based on three different conditions (see Example 11-A). The
‘Containing’ criterion searches for any item that contains what is entered in the Search Value
field. The *Equal To’ criterion searches for exactly what is entered in the Search Value field.
The “Starting With’ criterion searches for any item that starts with the value entered in the Search
Value field.
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Example 11-A |

The following example displays the three search criteria:

L SEARCH

Search For Search Criteria Search Value

Equal to
Starting with

Owner Name sed Name -~

Cemetery
Section
Lot

Grave

* Display Screen
" Edit Screen

Search Cancel

The retrieved information from the search will include a list of owners and deceased matching
the search description and their cemetery, section, lot and grave information (see Example 11-B).
By choosing either Display Screen or Edit Screen and clicking on an owner or deceased name in
the list, the system will show either the Display Screen or the Edit Screen of Grave Information
for the selected individual (see Example 11-C).
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| Example 11-B |

The following is an example of performing a search for all owners whose last name starts with
the letter *J’:

I SEARCH =1{c3

Search For Search Criteria Search Value
| COwner Last Name j | Containing j |B
Owner Name Deceased Name IL
MARY K. BEACHLER

BERLIM O BEACHLER
BERLIMN O BEACHLER
BERLIM O BEACHLER
BERLIM O BEACHLER
MELL BOOMNE
RALPH W BOONE
RALPH W BOOMNE
ANMNA BROCK -

Cemetery A ARLINTGON CEMETERY
Section A
Lot 109W

Grave 1

+ Display Screen
" Edit Screen

Search Cancel
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| Example 11-C |

The following is an example of using the search utility to display the grave information of an

owner:

5% GRAVE INFORMATION - EDIT

Record | Edit | Delete |Displa3,{| -Deed | Owner | Burial |

Cemetery |0 -| ARLINTGON CEMETERY Cemetery

|
City | State | - ze| -

Residing Entity Type |

Residing Entity Name |

Residing County Name |

Relation
Phone |{ } -

Section |_n, j Lot |1l]9‘W j Grave |1 j
Owner |BEACHLER ~|
First Middle Last
Name |BERLIN |o |BEACHLER ~|
Address |

Sale / Transfer Information

Deed Number Date |08/18/1976 | -
Price |130.00 Paid ¥

Process | Cancel

Sections Lots | Graves | Graves Sold |
10 2780 8402 7189

Graves Available

1213
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Appendices
The appendix in this part of the manual is:
e Appendix A: Glossary

e Appendix B: Frequently Asked Questions
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Glossary

BEQUEST - A bequest is something left to someone through a will.

BURIAL - A burial is the process of placing the deceased into the grave.

CEMETERY - A cemetery is a place for burying the dead.

CEMETERY DESIGN - Cemetery design is an application to build a cemetery based on previously
created sections, lots and graves. The application automatically combines selected sections, lots and
graves. Selected lots are created in each selected section, and selected graves are created in each
selected lot. The cemetery can be further customized by deleting any graves that do not exist.

DEED - A deed is a legal document which transfers property to another.

DEED NUMBER - The deed number is an optional field that is entered by the user. If a deed
number is entered, it will be printed on the deed.

DISINTERED - This is a description for grave status that should be used when an occupant has
been removed from a grave.

EXHUMATION FEE - An exhumation fee is the fee charged for opening up a grave.

GRAVE - A grave is the actual burial spot and is the smallest unit in the cemetery.

LEVELS (BURIAL) - This refers to putting more than one occupant in a single grave.

LOT - Alot is a smaller unit within a cemetery section and often consists of a set number of graves.
NOTARY INFORMATION - This information can be printed on a deed if a notary was used.
OWNER - The owner is the person who purchases a grave.

RECEIVABLES - Receivables are monies owed to an entity for services already performed.
SEARCH CRITERIA - In the cemetery software, search criteria is a tool for looking up items in
the cemetery's database. The search criterion tells the system how to look up the value entered in the

search value field. Examples of search criteria are ‘Containing’, ‘Equal To” and *Starting With’.

SEARCH VALUE - The search value is exactly what is to be looked up.
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SECTION - A section is any distinct area within the cemetery such as lower level.

SIGNATURE DAY - This is the day that the deed will become a legal document by way of
signatures of the governing board.

TRANSFER - A transfer is used when there is a transfer of the ownership of a grave. This option
can only be used for graves with no occupants. The grave can either be bought back by the entity or
sold by the owner to a third party.
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Frequently Asked Questions

1. Why will the system not allow an owner to be recorded?

Cemetery, Section, Lot and Grave information must be recorded in the Maintenance area and
the cemetery must be designed in the Transactions area before an owner may be recorded.

2. Why will the system not allow a deed to be printed?
The owner information must first be brought to the screen by one of the two methods. One,
the owner information may be brought up by using the Edit or Display options under Grave

Information. Two, the search utility may be utilized to select owner information.

3. When editing the name of a War under Cemetery > Maintenance - War Name >
Edit, why is there an error stating “There are no existing records to display”?

The user must first create a war before one can be edited. The existing wars that came with
the program cannot be edited or deleted.

4. Why am | unable to delete a Grave, Lot, or Section name?
Once a grave, lot or section has been assigned to a cemetery (under Cemetery —>
Transactions - Cemetery Design) it cannot be deleted. The Cemetery that the grave, lot or
section reside under must first be deleted. This is done by going to Cemetery —->
Transactions - Cemetery Design and then clicking on “delete”.

5. How do I design a cemetery?

Go to Cemetery - Transactions - Cemetery Design - Record. Cemetery name, section
name, grave name and lot name are all required fields.

6. How can I print a blank deed?
Go to Cemetery = Transactions - Customize Deed. The “Print Blank Deed” option can be
used to print it out. Also, any deed can be printed by selecting the owner and then using the
process button.

7. How can I find names and locations of military veterans?

Go to Cemetery - Reports - Military Veterans and chose a cemetery.

Appendix B - Issued 11/06 Page 1




Uniform Accounting Network - Cemetery Manual

Appendix B
Frequently Asked Questions

8. Why are multiple levels allowed in one grave?
In some instances, more than one person will be buried in a single grave. The system allows
each person to be listed on a separate level. This allows individual information to be kept
separate while still allowing multiple burials in one grave.

9. How can | change my Entity’s information?
Once an Entity has been created it can only be edited. Go to Cemetery - Maintenance -
Entity Maintenance - Edit. Once changes have been made, use the “Process” button to
save the changes. *Remember that the entity type, county, entity name and entity full name
are all required fields and cannot be left blank.

10. How do I record a grave sale?
Go to Cemetery - Transactions - Grave information. Click on the Record and Owner
buttons. Fill out all of the required fields and any desired additional field and click on the
“Process” button.

11. How do I record a burial?

Go to Cemetery - Transactions - Grave information. Click on the Record and Burial
buttons. Fill out all of the required fields and click on the “Process” button.

12. How do I record the change in ownership for a grave or a buy back?

Go to Cemetery - Transactions - Grave information. Click on the Record and Transfer
buttons. Either Buy Back or Transfer by Owner must be selected.

13. How can I print a deed?
There are several ways to print a Deed. During the sale of a grave, the system will ask if you

want to print the deed or not. To reprint a deed, go to Transactions and Customize Deed.
Select the owner and grave site for which you wish to print out a deed.
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Frequently Asked Questions

14. How can | change the names of the Cemeteries, Lots, Sections or Graves?
Go to Cemetery - Maintenance and then select Establish Cemetery, Lot Name, Grave Name
or Section Name. Use the Edit function to make desired changes. Use the Record function
to add new entries. Remember to Process to save any changes.

15. Which report lists grave owners and grave occupants?

The Grave Listing report includes owner and occupant information for all graves. This
report is found in Cemetery - Reports - Grave Listing.

16. Which report lists all occupied graves?

The Occupied Graves Report and the Occupied Graves Report Detail list all occupied
graves. These reports are found in Cemetery - Reports.

17. What is the difference between the Occupied Graves Report and the Occupied Graves
Detail Report?

Both reports display the Occupant, Section, Lot, and Grave names. The Occupied Graves
Detail report goes further to list the date of birth, date of death, burial date, permit number
and whether or not were a resident.

18. Which report lists the number of graves sold?

The Cemetery Summary Report lists how many graves exist and how many have been sold.
This is found in Cemetery - Reports - Cemetery Summary Report.

19. Which report lists how much in sales comes from each Cemetery?

The Cemetery Summary report displays fees receivable and fees already received. This
report splits up the sales and statistical information by cemetery and totals each section.
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