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SCREEN ACTION 
CFB User Dashboard 1. Locate CFB User   

Dashboard 

Create a New Application 2. Click the New 

Application button 

on the top right of 

the Applications 

pane 

3. Click the 

Application 

dropdown and 

select Business 

License 

4. Click the License 

Type dropdown 

and select Original 

Funeral 

Establishment (FD) 

License 
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Original Funeral Establishment Application Submission 

SCREEN ACTION 
5. With the application 

selected, click the 

green Create 

Application button 

Introduction Tab 6. Read the 

Introduction and 

Privacy Notice 

7. Click the green Save 

& Continue button 
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Original Funeral Establishment Application Submission 

SCREEN ACTION 
Applicant Information Tab 8. Complete all 

required Applicant 

Information fields 

*Note: All required fields 

have a red asterisk 

9. Click the green 

Save & Continue 

button 

Funeral Establishment Tab 10. Complete all 

required Funeral 

Establishment 

Information fields 

*Note: All required fields 

have a red asterisk 

11. If applicable, select 

This is the Main 

Office checkbox 
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SCREEN ACTION
12. Complete all 

required Mailing 

Address and 

Main Office 

Address fields 

*Note: All required 

fields have a red 

asterisk 

13. If applicable, 

select Same as 

Funeral 

Establishment 

Address 

checkbox 

14. Click + Browse 

New Files to 

browse for 

applicable 

documentation 

15. Upload all 

required Proof of 

Zoning 

documentation 

by selecting Click 

Here to Upload 

*Note: Click Here to 

Upload must be 

selected in order to 

proceed 

16. Click the green 

Save & Continue 

button 
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SCREEN ACTION 
Ownership Information Tab 17. Select Type of 

Ownership 

*Note: When selecting, 

additional information 

and/or uploading 

supporting 

documentation will be 

required 

18. Select the Add 

New button to add 

the owner 

information and 

complete all required 

fields 

18-a. For Individual 

Licensed Owner, 

select the Add New 

button to add the 

owner information 

and complete all 

required fields 

18-b. For Partnership, 

click + Browse New 

Files to browse for 

applicable 

documentation and 

upload required 

Partnership 

Agreement by 

selecting Click Here 

to Upload. Next, 

select the Add New 

button to add 

General Partners and 

complete all required 

fields 

18-c. For Corporation, 

complete all required 

fields, and optional 

fields as 

applicable. Then 

click + Browse New 

Files to browse for 

applicable 
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SCREEN ACTION 
documentation and 

upload required 

Articles of 

Incorporation and 

Corporate Resolution 

documentation by 

selecting Click Here 

to Upload. Next, 

select the Add New 

button to add all 

Corporate Officers 

and complete all 

required fields 

*Note: All required fields 

have a red asterisk 

19. Click the green 

Save & Continue 

button 

Designated Funeral Director Information Tab 20. Complete required 

License Number 

and Last Name 

fields 

21. Click the Search 

button to populate 

the remaining 

information 

22. Provide a “Yes” or 

“No” response to 
the statement This 

facility is sharing the 

Funeral Director 

*Note: If Yes is selected, 

click Add New, enter 

Funeral Establishment 

License Number, click the 

Search button, and click 

the Save button 

23. Click the green 

Save & Continue 

button 
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SCREEN ACTION 
Location of Storage and/or Preparation Tab 24. Answer the Storage 

Location Question 

*Note: When answering 

Off-site, additional 

Storage Location 

information is required. 

When answering Shared, 

additional Storage 

Location information is 

required. Click on the 

“Add New” button, 
complete required Funeral 

Establishment License 

Number field and click the 

Search button to 

populate the remaining 

fields, then hit the Save 

button. Complete the 

Miles from Main Office 

field. 

* Note: If shared storage 

location is NOT under 

common ownership, click 

+ Browse New Files to 

browse for applicable 

documentation and 

upload required 

Contractual Agreement 

documentation by 

selecting Click Here to 

Upload. 

25. Answer the 

Embalming 

question 

*Note: When answering 

Yes, answer the 

additional Preparation 

Location Question and 

follow the “On-site”, “Off-

site”, or “Shared” 
instructions similarly to 

step 24, as applicable. 

26. Click the green 

Save & Continue 

button 
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SCREEN ACTION 
Funeral Trust Fund Preneed Reporting Tab 27. Complete the 

Funeral Trust Fund 

Preneed Reporting 

statement 

*Note: When selecting 

Reportable Preneed Trust 

Accounts-Individual 

Trustees or Reportable 

Preneed Trust Accounts - 

Corporate Trustees, 

complete the required 

fields under Trustees 

Information by clicking on 

the Add New button 

and/or completing the 

required fields 

28. Click the green 

Save & Continue 

button 
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SCREEN ACTION 
Certification Affidavit Tab 29. Click + Browse New 

Files to browse for 

applicable 

documentation 

30. Upload all required 

Certification 

Affidavit 

documentation by 

selecting Click Here 

to Upload 

*Note: Click Here to 

Upload must be selected 

in order to proceed 

31. Click the green 

Save & Continue 

button 

Attestation Tab 32. Check the box to 

certify all 

information 

contained in the 

application is true 

and accurate 

33. Type your name in 

the Signature field 

34. Click the green 

Save & Continue 

button 



L a s t U p d a t e d 6 / 1 7 / 2 0 2 4 P a g e 10 | 10 

D C A , O r g a n i z a t i o n a l I m p r o v e m e n t O f f i c e 

CONNECT JOB AID 

Cemetery and Funeral Bureau 

Original Funeral Establishment Application Submission 

SCREEN ACTION 
Fee and Payment Tab 35. Complete the 

required Payment 

Information fields 

*Note: If the ‘Billing 
Information’ is the same 
as the ‘Application’, click 
on Copy Details from 

Application box 

36. Click the green Pay 

and Submit button 
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		31				Pages->8		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 9 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		32				Pages->9		Guideline 3.2 Make Web pages appear and operate in predictable ways		Header/Footer pagination artifacts		Passed		Page 10 contains content but does not define header or footer pagination artifacts. Please confirm this is correct.		Verification result set by user.

		33						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Formulas		Not Applicable		No Formula tags were detected in this document.		

		34						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Links		Not Applicable		No Link annotations were detected in document.		

		35						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Other Annotations		Not Applicable		No other annotations were detected in this document.		

		36						Guideline 1.1 Provide text alternatives for all non-text content		Alternative Representation for Forms		Not Applicable		No Form Fields were detected in this document.		

		37						Guideline 1.2 Provide synchronized alternatives for multimedia.		Captions 		Not Applicable		No multimedia elements were detected in this document.		

		38						Guideline 1.3 Create content that can be presented in different ways		Form Annotations - Valid Tagging		Not Applicable		No Form Annotations were detected in this document.		

		39						Guideline 1.3 Create content that can be presented in different ways		Link Annotations		Not Applicable		No tagged Link annotations were detected in this document.		

		40						Guideline 1.3 Create content that can be presented in different ways		Links		Not Applicable		No Link tags were detected in this document.		

		41						Guideline 1.3 Create content that can be presented in different ways		Other Annotations - Valid Tagging		Not Applicable		No Annotations (other than Links and Widgets) were detected in this document.		

		42						Guideline 1.3 Create content that can be presented in different ways		RP, RT and RB - Valid Parent		Not Applicable		No RP, RB or RT elements were detected in this document.		

		43						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Ruby		Not Applicable		No Ruby elements were detected in this document.		

		44						Guideline 1.3 Create content that can be presented in different ways		Table Cells		Not Applicable		No Table Data Cell or Header Cell elements were detected in this document.		

		45						Guideline 1.3 Create content that can be presented in different ways		THead, TBody and TFoot		Not Applicable		No THead, TFoot, or TBody elements were detected in this document.		

		46						Guideline 1.3 Create content that can be presented in different ways		Table Rows		Not Applicable		No Table Row elements were detected in this document.		

		47						Guideline 1.3 Create content that can be presented in different ways		Table		Not Applicable		No Table elements were detected in this document.		

		48						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - Warichu		Not Applicable		No Warichu elements were detected in this document.		

		49						Guideline 1.3 Create content that can be presented in different ways		Correct Structure - WT and WP		Not Applicable		No WP or WT elements were detected in the document		

		50						Guideline 1.3 Create content that can be presented in different ways		Article Threads		Not Applicable		No Article threads were detected in the document		

		51						Guideline 1.3 Create content that can be presented in different ways		Identify Input Purpose		Not Applicable		No Form Annotations were detected in this document.		

		52						Guideline 1.3 Create content that can be presented in different ways		Header Cells		Not Applicable		No tables were detected in this document.		

		53						Guideline 1.3 Create content that can be presented in different ways		Summary attribute		Not Applicable		No Table elements were detected in the document.		

		54						Guideline 1.3 Create content that can be presented in different ways		Tabs Key		Not Applicable		Document does not have annotations		

		55						Guideline 1.3 Create content that can be presented in different ways		Scope attribute		Not Applicable		No TH elements were detected in this document.		

		56						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Content on Hover or Focus		Not Applicable		No actions found on hover or focus events.		

		57						Guideline 1.4 Make it easier for users to see and hear content including separating foreground from background.		Images of text - OCR		Not Applicable		No raster-based images were detected in this document.		

		58						Guideline 2.1 Make all functionality operable via a keyboard interface		Character Key Shortcuts		Not Applicable		No character key shortcuts detected in this document.		

		59						Guideline 2.1 Make all functionality operable via a keyboard interface		Server-side image maps		Not Applicable		No Link annotations were detected in this document.		

		60						Guideline 2.2 Provide users enough time to read and use content		Timing Adjustable		Not Applicable		No elements that could require a timed response found in this document.		

		61						Guideline 2.3 Do not design content in a way that is known to cause seizures		Three Flashes or Below Threshold		Not Applicable		No elements that could cause flicker were detected in this document.		

		62						Guideline 2.4 Provide ways to help users navigate, find content, and determine where they are		Focus Not Obscured (Minimum)		Not Applicable		This criterion is not applicable to pdf files.		

		63						Guideline 2.5 Input Modalities		Dragging Movements		Not Applicable		This criterion is not applicable to pdf files.		

		64						Guideline 2.5 Input Modalities		Target Size (Minimum)		Not Applicable		Document does not have active elements requiring a minimum target size.		

		65						Guideline 2.5 Input Modalities		Label in Name		Not Applicable		No Form Annotations were detected in this document.		

		66						Guideline 2.5 Input Modalities		Motion Actuation		Not Applicable		No elements requiring device or user motion detected in this document.		

		67						Guideline 2.5 Input Modalities		Pointer Cancellation		Not Applicable		No mouse down events detected in this document.		

		68						Guideline 2.5 Input Modalities		Pointer Gestures		Not Applicable		No RichMedia or FileAtachments have been detected in this document.		

		69						Guideline 3.2 Make Web pages appear and operate in predictable ways		Consistent Help		Not Applicable		This criterion is not applicable to pdf files.		

		70						Guideline 3.3 Help users avoid and correct mistakes		Accessible Authentication (Minimum)		Not Applicable		This criterion is not applicable to pdf files.		

		71						Guideline 3.3 Help users avoid and correct mistakes		Redundant Entry		Not Applicable		No form elements requiring redundant information detected in this document.		

		72						Guideline 3.3 Help users avoid and correct mistakes		Form fields value validation		Not Applicable		No form fields that may require validation detected in this document.		

		73						Guideline 3.3 Help users avoid and correct mistakes		Required fields		Not Applicable		No Form Fields were detected in this document.		

		74						Guideline 4.1 Maximize compatibility with current and future user agents, including assistive technologies		4.1.2 Name, Role, Value		Not Applicable		No user interface components were detected in this document.		

		75						Guideline 4.1 Maximize compatibility with current and future user agents, including assistive technologies		Status Message		Not Applicable		Checkpoint is not applicable in PDF.		
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