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VRS-NX IA

Welcome to IVES-NX, the future of IVES

s _

Login

Reset password

Security Question

Please answer the security question below and click OK. {The answer is case-sensitive.)

who am |

Answer l [Enter your answer l

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Log into the IVES-NX

Note: Passwords must be at least 8 characters, and contain
an uppercase and lower case letter, a number and a special
character.

(Note: Very important you use this link to bookmark.
Below the login box, you can bookmark the application for
future use.)

Answer your security question.

This question will be asked every time you login to the
system. There are no requirements for lower, upper
case, or special characters or numbers. However, the
question answer is case sensitive.

Only click ﬂ button.




Home Page
Web Browser Tab

q q .
Contains the website for Profile
[0 vRs-nx \etsm@ x  + - x
& c @ idphvrs.netsmartcloud.com/NXPROD/home/main?selection=vrsuser%3D33147__key%253D0%25252f0HOIbez%25252bxUObyZ 2kf1uvXjOGI%25252ffBkQIBwculwgsQloG2ifzfGQL3DCgAP8YoDJsSuyBrDMIgWo%25252bUpNpPc%25252bTxqwl...  O» 3¢ &= L & @
p y y { a a y arj pNp 1 )
i apps M inbox ] VRS-NXPROD @ VRS-MXDEV O] ves-NxuaT I ves-NXTest [T IVES-NX TRAIN Trello low legislature VRPortal WM Vital Records - Home itk Webex [State of lowa] IDP... 4% https://data.idph.st coc B8 Govbelivery () Zoom »

Home File~ Search~ Fee/CAS~ Tools ~ Batch ~ Blank Forms~ Administration~ Help~

Work Queues &
CAS Requests Pending Work Queues
_ W Ao enaing CAS Requests Pending — Pending
VRS-NX IA I0WA Department ‘ . . e
o PUBLIC HEALTH W Change Reques! - Pending application requests for a certified
M Change Request - certificate.
Rejected
1 M Pending Marriage Return M App Pending - Pending marriage

Verification - Completed records where the license complete is

Main Menus Verteaton - Pencing not marked “yes” with the date and
signature on the Application/License

File - Create new marriages, change requests or inventories. Able to re-login or log out. tab.
Search — Search for records, change requests, document tracking or inventories. M Change Request Pending —

Fee/CAS — Create new or search for applications, verifications or transmittals. incomplSteimaniag=ehanaaiericsts

I M Change Request Rejected — Rejected

Tools — Create and search for security question. .
marriage change request by the State

Batch — Search and print reports. . .
M Pending Marriage Return — Records

Blank Forms — Blank forms of an application, 3-day waiver, address update and consent to ~ waiting for the Certificate of Marriage
minor. to be signed and returned.

Verification Complete — Verification

Help — Quick access to user manual, forms, links to VR portal, seal and birth/death match )
requests confirmed by the State

reports, etc.

Verification Pending — Incomplete
verification request
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Entering Inventory

Note: This process can be used everytime a new Header (Store) is created. Recommend each Header (Store) has no

more than 2000 pages of control paper.

Home  File~

New

Relogin

Log Out

Home File~ Search~ Fee/CAS~

Search~

Fee/CAS~ Tools ~

IMarriage

Change Requests

Inventory Orders

Action~ Tools~ Batch~ Help~

Batch~

Certified Paper Assignment

Blank Forms~

CTRL+M

Entering Inventory

To create a new Header (Store) and enter the new
batch of control paper numbers, Users must go
through the Inventory process. From the main menu
File > New > Inventory

Inventory: New

Item Information Missing Stock

Item/Summary
Inventory Item

-

County Certified Paper
State Certified Paper

TG T T

Headerid

R s —

Quantity Ordered

Location Of Owner

Polk

Count Per Unit

Each v

Quantity Received

lowa Department of Public Health/Bureau of Health Statistics

Image count: 0 | Notes count: 0 Alens:ﬂl

Owner

Store

Quantity Shipped

Revised 2/25/2021

Quantity Available

e EX

To enter NEW State Paper inventory

Click on the drop down arrow under Inventory Item field, and
click State Certified Paper.{mmm

‘ Click SAVE - Receive pop up message — Click OK

Message from webpage

The record saved sucessiully.




Transaction

Clear Transaction Transaction Date Transaction Type Quantity Begin Number End Number

11/05/2020 | B2 v 500 7000001 7000500
COMBINE -

Create Inventory Transaction Notes DAMAGED
ORDER
RECEIVE

Available In Stock/Transaction Details RESTOCK

Available In Stock SHIP Transaction Details

SPLIT-ALL-TO-STOCK

TEeATL ey Search... Q.

Adding the “Receive” safety paper shipment

e Clicking the Eoam button on the Transaction paragraph. This will populate the Transaction Date and open the fields.
e Select the Transaction Type RECEIVE from the dropdown.

e Enter the quantity.
e Enter the Begin Number, tab to the End Number. The system will populate the End Number based on the quanity amount.

Create Inventory Transaction
e Click the button. The paper received will appear in the Available in Stock and the Transaction Detail section.

Available In Stock/Transaction Details

Available In Stock Transaction Details

Search... Q Search. Q,

Item Quantity Start StockiD Item Date Transaction Quantity | Start Notes

suecovesrae EECCEETEECTE T T

- 4 3

4 4 1 > » 1-1of1items 4 4 1 > ¥ 1-1 of 1 items
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Transaction

Clear Transaction Transaction Date

Create Inventory Transaction

Create Inventory Transaction

Available In Stock/Transaction Details

11/05/2020 | 5

Notes

Available In Stock

Item Quantity

oo e o ]

Transaction Type

COMBINE

DAMAGED

ORDER

RECEIVE

RESTOCK

SHIP
SPLIT-ALL-TO-STOCK
=Sedrerr

StockiD

Quantity Begin Number End Number
0 0 0
Transaction Details
Search Q
ltem Date Transaction Quantity | Start Notes

e e R R I

Next is to split the received papers to have it available in stock to print.

) CIick Ll button.

e Enter the “Transaction Type”, Split-All-To Stock.
e Then in the Available in Stock section, click on the line for the paper received in stock. This will auto-fill the the quantity and the begin and end number into

the Transaction fields.

e Click the dsbes MlEsssedl button. All the paper in the Available in Stock has been split and will show as individual lines.

Available In Stock/Tr Details

Available In Stock

Search

liem Quantity Start

StocklD

State Certified Paper _ 888000001 888000001 417022

a

Transaction Details

Search Q

Item Daie Transaction Quantity Start Notes

T R TR T

State Certified Paper 888000002 888000002 417023 State Cerlified Paper 10/12/2020 Split-All-To-Stock 888000001 888000500
State Certified Paper 1 888000003 888000003 417024
State Centified Paper 1 888000004 888000004 417025
State Certified Paper 1 888000005 888000005 417026
State Certified Paper 1 888000006 888000006 417027 - 3
“ . 1 > » 1 - 500 of 500 items “ “ 1 > » 1-20f2items
il el
. N . . . .
e Click the X’ on the tab to close out of IVES NX or click on the Home menu to continue working in IVES NX.
[ VRS-NX Netsmart - Inventory: 2© X =
C (d @ idphvrstestnetsmartcloud.com/NXTEST/event/edit?selection=eventedit%3DINVENTORYHEADER-2
2 Apps B inbox [ vRS-MxPROD @ VRS-NXDEV [ rves-nxuUAT ] WES-Nx Test [ IVES-NX TRAIN Trello
Home  Filev  Search~  Fee/CAS-  Action~  Tools-  Batch~  Administration~  Help~
lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 7




Home File~ Search~ Fee/CAS~ Tools ~ Batch~ Blank Forms~

New 4 IMarriage CTRL+M

To enter NEW County Paper inventory
Change Requests
retean From the main menu, click File > New > Inventory

Log Out

Inventory Orders

VRS

Certified Paper Assignment

Home File~ Search ~ FeelCAS~ Action~ Tools ~ Batch~- Help~

-
el —

Item/Summary

Inventory Item Location Of Owner owner

v Polk Store v

County Certified Paper
Unit Count Per Unit

State Certified Paper
T Each v

Headerid Quantity Ordered Quantity Received Quantity Shipped Quantity Available

Click on the drop down arrow under ITEM, and click County Certified Paper. _

‘ Click SAVE - Receive pop up message — Click OK and repeat the same steps as described above.

Message from webpage

The record saved sucessfully.
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Adding Safety Paper to Existing Inventory Store

Home File~ Search~ Fee/CAS~ Tools ~ Batch~
Birth
Death
Marriage
Change Requests
Change Requests Details
Document Tracking
Inventory Transactions
Inventory Orders
Inventory Stock

Certified Paper Assignment

Search (Inventory)
Search Result

Item Location of Owner

County Certified Paper On Hand
State Certified Paper

© 2020 Netsmart Technologies, Inc

Search (Inventory)

Search Criteria  [EESEHGIECNTE
Flatview E

Group By:

Item i LocationofOwner i Owner £ Category ¢ OnHand

State Certified Paper  Polk Store Certified Paper
State Certified Paper =~ Polk Store Certified Paper
State Certified Paper ~ Polk Store Certified Paper 500
State Certified Paper | Polk Store Certified Paper
State Certified Paper  Polk Store Certified Paper
State Certified Paper  Polk Store Certified Paper
State Cerlified Paper ~ Polk Store 888800001-888800500 500

3O IO

On the Home page, click Search > Inventory

531
533
535
536
537
539
540

542

]
Clear | Seareh
Owner

- - In the “Item” field, choose the type of paper and

Headerid click the @ button.

P FPPS P—s Pr— P— The results will show a grid of the inventory store(s).

Double click on the store OR click the m button
to open the inventory store.

R I I I R B
o o © © o o o
© o o o © o o

1-80r8items
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Inventory: 2201

Item Information Missing Stock System

Item/Summary
Inventory item

State Certified Paper v

General Category

Headerid
2201

Transaction

Clear Transaction

Create Inventory Transaction

Creale Invenitory Transaction

Available In Stock/Tr tion Details
Available In Stock

Quantity Ordered
0

Transaction Date

021152021 | (3l

Notes

Item Quantity

State Certified Paper _ 3562983 3562983 2822483

Location of Owner

Polk

Unit
Each

Start

Count per unit

Quantity Received

2017

Transaction Type

COMBINE
DAMAGED
ORDER
RECEIVE
RESTOCK

SHIP

SPLT-ALL-TO-STOCK

“JCaTeiT:

StocklD

owner
STORE

Quantity Shipped

0
Quantity

v 0
Transaction Details
s
Item Date

Image count: 0 | Noles count: 0 AWEHSZn

Quantity Available

7

Begin Number

1]

Transaction

Quantity

T R (R T

End Number
0
Search. =
Start Notes

Adding the “Receive” safety paper shipment

e Clicking the il button on the Transaction paragraph. This will populate the Transaction Date and open the fields.
e Select the Transaction Type RECEIVE from the dropdown.

e Enter the quantity.

e Enter the Begin Number, tab to the End Number. The system will populate the End Number based on the quanity amount.
Create Inventory Transaction
e Click the button. The paper received will appear in the Available in Stock and the Transaction Detail section.

Available In Stock/Transaction Details

Available In Stock

Item
State Certified Paper

State Certified Paper
State Certified Paper
State Certified Paper

State Certified Paper

Quantity
1

1
1
1
1

Start
3563065

3563066
3563594
3563595

3563596

End
3563065

3563066

3563594

3563595

3563596

Search,

StockiD
2809306

2809307

2809835

2809836

2809837

Stale Certified Paper _ 7000501 7001000 2930910

-

1-100f 10 items

Transaction Details

Item Date Transaction

Quantity

Search...

Start

Q

Notes,

State Certified Paper 11/16/2020

State Certified Paper 11/16/2020 USE
State Certified Paper 11/16/2020 USE
State Certified Paper 11/16/2020 USE

.

1
1
1
1

3564000

3563999

3563998

3563997

3564000 D Dez
3563999 D Dez
3563998 D Des
3563997 D Dee

>

1-2022 of 2022 items

lowa Department of Public Health/Bureau of Health Statistics
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Transaction

Clear Transaction Transaction Date Transaction Type Quantity Begin Number
COMBINE =

Create Inventory Transaction Notes

- DAMAGED
Create Inventory Transaction

ORDER
RECEIVE

Available In Stock/Transaction Details RESTOCK

Available In Stock SHIP Transaction Details
SPLIT-ALL-TO-STOCK
ST -
liem Quantity Start End StocklD liem Date Transaction

Quantity

End Number
(1]
Search Q
Start Notes/

Stale Certified Paper 1 3563066 3563066 2809307 State Centified Paper 11162020 USE
Stale Certified Paper 1 3563594 3563594 2809835 State Certified Paper 1MHEP020 | USE
State Certified Paper 1 3563595 3563595 2809836 State Certified Paper 162020 USE
State Certified Paper 3563596 3563596 2809837 State Certified Paper 11/16/2020 USE

_ .-

1-100f 10 items - “ 1 LRI

3564000

3563999

3563998

3563997

3564000 D Dez
3563999 D Dez
3563998 D Dez
3563997 D Dez

3

1- 2022 of 2022 items.

b

Next is to split the received papers to have it available in stock to print.

Click s button.

e Enter the “Transaction Type”, Split-All-To Stock.

into the Transaction fields.

Available In Stock/Transaction Details

Available In Stock Transaction Details
Search. Q Search. Q
tem Quantity Start End StockiD ttem Date Transaction Quantty | Start Notes,
St Cerueu Faper T 3055 som30Es Zoussor =
s contearoper | oatoet | speavosocs w0 | mwoon oo | B
State Certified Paper 1 3563594 3563594 2800835
State Certifed Paper 02152021 Receive 500 7000501 | 7001000
State Cerified Paper 1 3563695 3563595 2809836
State Cetified Paper 11612020 | USE 1 3564000 | 3564000 | DDez
State Centfed Paper 1 356359 356359 2809837
State Certfied Paper 1162020  USE 1 3563999 3563999  DDez
State Certfied Paper 1 7000501 700001 2930911
State Certied Paper 1162020 | USE 1 3963998 3963998  DDez
State Certified Paper 1 7000502 7000502 2030012 -
O ED O 1-509 01 509 tems. w)(IC 1 G0 1-2023 012023 items

[0 VRS-NX Netsmart - Inventory: 2 X+
C {} @ idphwrstestnetsmartcloud.com/NXTEST/event/edit?selection=eventedit%3DINVENTORYHEADER-2

5 oapps N mbox [

XPROD @ VRs-NXDEv [IJ wves-nxuar [ ives-NxTest [ IvES-NXTRAIN Trelle

Search - Fee/CAS~ Acti Tools~ Batch~ Administration ~ Help~

e Click the X’ on the tab to close out of IVES NX or click on the Home menu to continue working in IVES NX.

Create Inventory Transaction
e Click the button. All the paper in the Available in Stock has been split and will show as individual lines.

e Then in the Available in Stock section, click on the line for the paper received in stock. This will auto-fill the the quantity and the begin and end number

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Home File~ Search ~ Fee/CAS~ Tools ~ Batch ~

Birth

Death

Marriage

Change Requests

Change Requests Details

Messages

Document Tracking
=T

Inventory Transactions

Inventory Orders

Inventory Stock

Certified Paper Assignment

Search (Inventory)

Search Criteria Search Result

Item Location of Owner
County Certified Paper l ©On Hand

State Certified Paper

©® 2020 Netsmart Technologies, Inc

Search (Inventory)

Search Criteria LRI RGN
Fltvew

Blank Forms~  Help~

VRS-NX IA

Damaging Spoiled Safety Paper

The” Inventory” allows users to monitor what
documents were printed, restocked or damaged.

Select Search> Inventory from the Menu.

Clear |SSearch
Owner

v v

In the “lItem” field, choose the type of paper and

click the m button.

Headerid

[imoges:0 J otes:o | oispor |

Group By:
Item i LocationofOwner i Owner :  Category i OnHand i Headerid i Isactive i #oflmages i #ofNotes
s R E S I R R N T The results will show a grid of the inventory store(s).
State Certified Paper Polk Store Certified Paper 533 T o 0
State Certified Paper Polk Store Certified Paper 535 T o 0
State Certified Paper Polk Store Certified Paper 500 536 T o 0 m
Sate Certiec Papes | Folk Soe | Cetneapaper s . o o Double click on the store OR click the button
State Certified Paper  Polk Store Certified Paper 539 T 0 0 to open the inve nto ry Store.
State Certified Paper  Polk Store Certified Paper 540 T 0 0
State Certified Paper  Polk Store 888800001-888800500 500 542 T 0 0
L n > oo 1-8of8items

lowa Department of Public Health/Bureau of Health Statistics
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Marking “Available” Paper as DAMAGED

Transaction

Clear Transaction

Create Inventory Transaction

Transaction Date

Notes

Create Inventory Transaction

Available In Stock/Transaction Details

Available In Stock

Item

State Certified Paper

State Certified Paper
State Certified Paper
State Certified Paper
State Certified Paper
State Certified Paper

el 4 1 > »

Quantity

12/02/2020 | (3

Start

1334038

1334039

1334040

1334041

1334042

Transaction Type Quantity Begin Number

v 0 0

Transaction Details

Search... Q

StocklD Item Date Transaction

_ (EERREE S 1Bt State Certified Paper 12/02/2020 Use

1334038 418077

State Certified Paper 12/02/2020 Use
o0 MBS State Certified Paper 12/02/2020 Use
1324040 18079 State Certified Paper 12/02/2020 Use
fa SgiEn State Certified Paper 12/02/2020 Use
1334042 418081 - q
1- 464 of 464 items < “ 1 > M

Quantity

End Number

o

Search...
Start End
1334032 1334032
1334033 1334033
1334034 1334034
1334035 1334035
1334036 1334036

Notes

»

1-48 of 48 items

Available In Stock

Item

State Ceriified Paper
State Certified Paper
State Certified Paper
State Certified Paper
State Certified Paper

i

1

5. Click the

Quantity

1
1
1
:
1

1334039

1334040

1334041

1334042

1334043

If the paper is still in the Available in Stock Grid:

1. ciick the Il btton.

Choose DAMAGED for the “Transcation Type”.
3. Click on the safety paper from the Available in Stock section. This will auto-fill the quantity, begin number and end number into the field.

Search.

1334039

1334040

1334041

1334042

1334043

4. Click the button. The Transaction Detail Grid will reflect the Damaged action.

Available In Stock/Transaction Details

Transaction Details.

Q Search... =
StockiD Item Date Transaction Quantity Start End Notes
RS State Certified Paper 1200212020 Use 1 1334034 1334034
416073 State Certified Paper 120212020 | Use 1 1334035 1334035
50 State Gertified Paper 120212020 Use 1 1334036 1334036
_-
418082 - 7
1-463 of 463 items. 0l “« 1 > 1-49 of 49 items

I

‘X’ on the tab to close out of IVES NX or click on the Home menu to continue working in IVES NX.

lowa Department of Public Health/Bureau of Health Statistics

Revised 2/25/2021

13



Marking “USED” paper as DAMAGED

Transaction

Clear Transaction Transaction Date Transaction Type Quantity Begin Number End Number
[ Clear Transaction l 12/02/2020 | B 0 0 ]
Create Jnvem.orv Transaction Notes
e e Taee
Available In Stock/Transaction Details
Available In Stock Transaction Details
Search Q, Search Q
[tem Quantity StockiD ltem Date Transaction Quantity | Start 1 End Notes
Al BRI _ S 18515 s State Certified Paper 11/04/2020 | Use 1 1334012 1334012
RIS ERIEE LR R il RAtiFE State Certified Paper 11/04/2020  Use 1 1334013 1334013
State Cerlified Paper 1 1324041 1324041 418080 State Certified Paper 11/04/2020 | Use 1 1334014 1334014
State Certified Paper 1 1334042 1334042 418081 State Certified Paper 11/04/2020  Use 1 1334015 1334015
StSitertined Paper ! 1aga04 1204 418082 State Cerlified Paper 11032020 | USE 1 1334016 1334016 B Birt _
State Cerified Paper 1 1334044 1334044 418083 N
4
o o o o
L]
- If the paper appears in the Transaction Details Grid:
. Clear Transaction
1. Click the _ button.
qow H ”
2. Enter DAMAGED for the “Transaction Type
. Enter the Quantity, Begin Number, and End Number.
. Create Inventory Transaction . . S
4. Click the _ button. The damaged paper now shows in the Transaction Detail Grid.
Available In Stock/Transaction Details
Available In Stock Transaction Details
Search Q Search Q
Item Quanmy StockID Item Date Transaction Quanuty Start t End Notes
SEEESITAUR B il g State Certified Paper 11/04/2020 _ Use 1 1334013 1334013
StaleCenmed Paper 1 1334041 158400 478080 State Certified Paper M/0412020 | Use 1 1334014 1334014
SR il Lo e gt State Certified Paper 1210212020  Damaged 1 1334014 1234014
State Certified Paper 1 1334042 1324043 418082 Stale Certified Paper 11/04/2020 | Use 1 1334015 1334015 I
State Certified Paper 3 | 1334044 1334044 418083 - »
0l < 1 > » 1- 462 of 462 items - 1 > » 1-52 of 52 items
—— ——,
. o . . ..
5. Click the X’ on the tab to close out of IVES NX or click on the Home menu to continue working in IVES NX.
lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 14




Restocking Paper

Home File~ Search Fee/CAS~ Tools~ Batch~ Blank Forms~ Help~

Birth

Death

Marriage

VRS-NX IA

Change Requesis

Restocking paper is a Two- Step process.

Change Requesis Details

Document Tracking

To restock paper that has not been printed on, but IVES marked

Inventory Transactions it as USED. The paper must be VOIDED and then RESTOCKED.
inerioryGritrs ATTENTION ALL USERS!

Inventory Stock Using someone else’s user name to log in is a violation of security provisions for Select Search> lnventory from the Menu.
electronic filing. You MUST use your own user name to log in. Email
IVESHelpDesk@idph.iowa.gov to request additional user names, or call (866) 309-
0831.

Certified Paper Assignment

Search (Inventory)

Search Criteria Search Result
Clear | Search
Item Location of Owner Owner

. - - In the “lItem” field, choose the type of paper and click

- the [l button.

State Certified Paper

© 2020 Netsmart Technologies, Inc

o
51

Search (Inventory)

Search Criteria Search Result
e = [ osver |

ST The results will show a grid of inventory store(s).
Item i Locationof Owner : | Owner : Category i OnHand : Headerd : Isactive i #ofimages : #ofNotes i
T S S T S N A CO (R
State Cerfified Paper  Polk Store Certified Paper 533 T o 0 m
State Certified Paper | Polk Store Certified Paper 535 T 0 0 Double CIICk on the Header Store OR CIICk the
State Certified Paper  Polk Store Certified Paper 500 536 T 0 0 .
State Certified Paper  Pokk Store Certified Paper 537 T [ 0 bUtton to open the invento ry store.
State Certified Paper  Polk Store Certified Paper 539 T 0 0
State Ceriified Paper  Polk Store Certified Paper 540 T [ 0
State Cerlified Paper  Polk Store 888800001-838800500 ~ 500 542 T (] 0

« ° > 1-80f 8 items

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 15



Transaction

Clear Transaction Transaction Date

| Clear Transaction | | 102020 £

—> Create Inventory Transaction Notes

Create Inventory Transaction

Transaction

Clear Transaction Transaction Date

20

_> VOID TRANSACTION Notes

Available In Stock/Transaction Details

FATET In Stack

Transaction Type Quantity
v 0
Transaction Type Quantity

USE 1

15t Step — VOID Paper

Clear Transaction Item
1. Click the button in the Transaction paragraph. _-

State Certified Paper

2. Then go to the Transaction Details section, highlight and click on the
USE safety paper of the grid. The system will auto-fill the Transaction
Type, Quantity, Begin Number and End Number field.

I Transaction Details I

3. Notice the subtitle changed from “Create Inventory Transaction” to .

“VOID TRANSACTION”. Click the

4. A confirmation pop-up message to VOID the transaction will appear.

Click the ﬂ button.

¥
gavrstest.netsmartcloud.com says

Are you sure you want to VOID this transaction? |

“ Coneel

5. The Transaction Detail section now reflects the safety paper as VOID.

Repeat this process if there are multiple papers to be voided.

VOID TRANSACTION < I

button.

lowa Department of Public Health/Bureau of Health Statistics
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State Certified Paper
State Certified Paper

State Certified Paper

Date

11/05/2020

11/05/2020

11/06/2020

11/09/2020

Transaction Details

Item

State Certified Paper
State Certified Paper
State Certified Paper
State Certified Paper

State Certified Paper

Begin Number

Begin Number

8800001

Transaction

USE

USE

USE

Date

11/04/2020
11/05/2020
11/05/2020
11/06/2020

11/08/2020

Transaction

VOID

USE

USE

USE

USE

Quantity

Quantity

End Number
0
End Number
8800001
Search... Q
Start ¢ Notes

8800002

8600003

8800004

8800005

Search...

Start

8800001

8800002

8800003

8800004

8800005

8800002 B Birtt
8800003 B Birtt
8800004 B Birtt
8800005 B Birtt

End

8800001

8800002

8800003

8800004

8800005

¥

1-12 07 12 items

Notes

B Birtt:
B Birtt;
B Birtt
B B\mv

»

1-12of 12 items
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m VRS-NX Netsmart - Search (App! X | m VRS-NX Netsmart - Search (Inve: X m WRS-NX Netsmart - Inventory: 5° X + = s
< cC 0 8@ qavrstestnetsmartcloud.com/WebSvclA_3/event/edit?selection=eventedit®3DINVENTORYHEADER-551-preload%252da4d03be6d94d2aabb4c58e0209cchBkey=_ key=id%3Dtn6HRSVSCYg86wHWIvdWNtEzqBL6droQRTh8PA%2FXhTZCAia3slA..  O» 3¢ .E‘B » ™
i Apps M inbox ] VRS-NX Netsmart-.. VRS-NX Trello lowa legislature VR Portal WK Vital Records - Home % Webex [ [State oflowa] IDP... 3 httpsi//data.idphst.. CDC  §8 GovDelivery ) Zoom Imported From IE

Home File~ Search~ Fee/CAS~ Action~

Batch~  Help~

Inventoryheader: 551 Alens:n

Headerid Quantity Ordered Quantity Received Quantity Shipped Quantity Available

851 0 501 0 493

Transaction

Clear Transaction Transaction Date Transaction Type Quantity Begin Number End Number

Create Inventory Transaction Notes

Available In Stock/Transaction Details

Available In Stock Transaction Details
Search Q, Search... Q,
ltem Quantity Start StockiD Item Date Transaction Quantity Start End Notes
State Certified Paper 11/04/2020 VOID 1 8800001 8800001 B Birtt
State Certified Paper 8800010 8800010 419555 5 =
State Certified Paper 11/05/2020 USE 1 8800002 8800002 B Birtt
State Certified Paper il 8800011 8800011 419556 _ -
State Certified Paper 11/05/2020 USE 1 8800003 8800003 B Birtt
State Certified Paper 1 8800012 8800012 419557 7 =
State Certified Paper 11/06/2020 USE 1 8800004 8800004 B Birtt
State Certified Paper 1 8800013 8800013 419558 F = 5
State Certified Paper 11/09/2020 USE 1 8800005 8800005 B Birtt .
State Certified Paper 1 8800014 8800014 419559 5 ] 3
o 4 1 > > 1- 492 of 492 items el 4 1 > > 1-13 of 13 items

2"d Step — Restock Paper

1. Click the_ Sl itk button in the Transaction paragraph.

2. Enter RESTOCK for the “Transaction Type”
3. Enter the Quantity, Begin Number and End Number into the fields.

. Create Inventory Transaction . . . . .
4. Click the button. The safety paper is now restocked in the Available in Stock section.
5. Click on the browser tab to close out of inventory.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 17



Transaction

Clear Transaction Transaction Date

Create Inventory Transaction Notes

Create Inventory Transaction

10/12/2020 | (3

Transaction Type
RESTOCK

Quantity

b 4

Begin Number

880000003

End Number
880000006

Restock Mutliple Papers

O

section.

After VOIDING each individual paper:

Click the_ TR ey, button in the Transaction paragraph.

Enter RESTOCK for the “Transaction Type”
Enter the Quantities, Begin Number and End Number into the fields.

. Create Inventory Transaction . . . .
4. Click the button. The multiple safety papers are now restocked in the Available in Stock

Transaction

Clear Transaction Transaction Date

Create Inventory Transaction Notes

Create Inventory Transaction

Available In Stock/Transaction Details

10/12/2020 | B

Available In Stock

Item Quantity

Transaction Type

[SPLIT-ALL-TO-STOCKENESVERE 4

Search..

Q

StockiD

County Certified Paper 880000007

County Certified Paper 1 880000008

County Certified Paper 1 880000009

County Certified Paper 1 880000010

County Certified Paper 1 880000011
« 4 1 > M

880000007
850000008
880000009
880000010

880000011

417537

417538

417539

417540

417541 -

1- 485 of 495 items

lowa Department of Public Health/Bureau of Health Statistics

Quantity
4

Transaction Details

Item Date

County Certified Paper 10/12/2020
County Certified Paper 10/12/2020
County Certified Paper 10/12/2020
County Certified Paper 10/12/2020
County Certified Paper 10/12/2020

Revised 2/25/2021

Begin Number

830000003

Transaction

VOID
VOID
VOID
VOID

Restock

End Number
880000006

Click T button.

Enter the “Transaction Type, Split-All-To Stock.
Then in the Available in Stock section, highlight
and click on the multiple papers avaliable in
stock. This will auto-fill the the quantity and the
begin and end number back into the Transaction
fields.

Click the Mt MESeasdl hutton. All the

paper in the Available in Stock has been split.
Click on the browser tab to close out of
inventory.
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New Applications for Fee Purposes

Home File~ Search~ Fee/CAS~ Tools ~ Batch~ Blank Forms ~ Help~

- ; These will be vital records that users print on certified paper.

Search »

Deposit

On the Home Page, click Fee/CAS > New > Applicant

Cash Drawer

Verification

Transmittal CTRL+T

Home File~ Search~ Documents ~ FeelCAS~ Action~ Linking ~ Tools ~ Batch~ Administration ~ Help~

. =
o]
Requesttoinventory  Mailing  Billing  Reassign Request  Flags  Return & Notes  Marriage Returns

Application Status

Applicant Number “Date Of Application *Application Type Assigned To Queue Priority Order/Tracking Number
02/08/2021 | - v NORMAL v
Identification Date Received Application Status Date Completed Completed By
b =] PENDING -

Applicant Information Application tab:

“First Name Middle Name “Last Name

e Enter the Application Type, the Identification and the Date

Country State Name city .
United States » lowa v v Recelved'
fode 2 aliig Foms - Cripany £ B Rpriicable e Tab to the Applicant Information paragraph, enter the First

Name, Last Name and mailing address.

Els Applicant Address Same As Mailing?

Total § Charged - Total $ Paid = Amount Due ° Clle the m button.

$0.00 $0.00 $0.00
e The dialog message appears, “The record saved successfully”.
Click Ok button.

Message from webpage

The record saved successfuly

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 19



Applicant: 1276798
Application Request to Inventory Mailing Billing

Sam

Country
United States -

Address 2

s Applicant Address Same As Mailing?

Total $ Charged - Total $ Paid
$0.00 $0.00

Payment Information

Payment Date Payment Typs Check Num

Reassign Request Flags Return & Notes

State Name

lowa

Zipcode

50263

Amount

= Amount Due

$0.00

Applicant ID Payment ID

Image count: 0 | Notes count: 0 A\ensjn

Marriage Returns

Testing
City Address 1
Waukee v 12 Street
Phone - Primary Fax - If Applicable Email
Initialize Payment
Search Q ¥ i :
Modify Date Create Date Retur...
= Payment Date Payment Amount

Payment Type Check/CC/MO #

Add Payment
»

No items to display

Adding Payment

If processing a FREE VA, an exchange or a NO Fee certificate, there is no payment to enter. Skip this step.

o Click the ’ button. The Payment Date will pre-populate. It also change the button to “Clear
Payment Fields”.

e Enter the Payment Amount

e Choose the Payment Type, enter Check Number (if applicable).

e Click the ! button. The payment grid will reflect the payment.

If there are two payments for one application, the payment must be entered as one item.

lowa Department of Public Health/Bureau of Health Statistics

Revised 2/25/2021 20



Home File~ Search~ Documents ~ FeelCAS~ Action~ Linking ~ Tools~ Batch~ Administration ~ Help~

. |
Applicant: 1258073 wers [
IVIILETTI N Request to Inventory Mailing Billing Reassign Request Flags Return & Notes Marriage Returns

Request Information

Initialize Request Fields Event Type Event State File Number Event Begin Date Event End Date Purpose Type
Initialize Request Fields
Relationship First Name Middle Name Last Name Suffix Request Status Type
Nichols

Add New Reguest

Request to Inventory Tab

Next add the Request Information. Click the button, this will clear and open the fields. It also change the button to

“Clear Request Fields”.

Enter the following:
e Event Type
e Event Begin Date
e Event End Date (if different from begin date)
e Purpose Type
e Relationship (If the relationship is “self” the system will auto-fill the name of the applicant from the application)
e First, Middle (if applicable) and Last Name.

Note: If the State File Number is available, enter it and the system will auto-fill the Event Date, First, Middle (if applicable) and Last Name.

" Add New Request

Click the button. The request will populate in the grid on the REQUESTS Section on the bottom of the page.

Requests/Services/inventory Information
REQUESTS

RequestiD  Event FirstName  Middle Na... | LastName

:

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 21



=
Application [ELSNTSICIVUSTCHAN Mailing  Billing  Reassign Request  Flags  Return & Notes  Marriage Returns

Service Information

Initialize Service Fields
Initialize Service Fields
Service Type Fee Type Copies Status Cost

$0.00
Add New Service
Requests/Services/Inventory Information
REQUESTS SERVICES
— a Search a Search To Print Event Record
RequestiD Event First Name Middle Na Last Name RequestiD Event Type Senvice Type Fee Type Copies | STotal Status c.

Inventory End #

Use Inventory

Next add the Service Information.

Enter the following:
e Service Type
e FeeType
e Number of Copies

Click the Issisa Sskadll button. The service will populate in the grid on the SERVICE Section on the bottom of the page.
RequestiD Event Type Service Type Fee Type Copies $Total Status

1377263 BIRTH Certified Copy _ $15.00 PENDING .

Initialize Service Fields
Click the _ button. This will clear and open the fields. It also change the button to “Clear Service Fields”.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Requests/Services/Inventory Information
REQUESTS

Search... Q,

RequestiD Event First Name Middle Na... = Last Name RequestiD Event Type

SERVICES

e Search To Print Event Record
Search... N
Search To Print Event Record
Service Type Fee Type Copies STotal Status

Inventory End #

IVES CERTIFICATES

Use Inventory

:

i GG Services on a birth, death or marriage available in IVES (see Guidelines to
I Printing Certified Copies located on the VR Portal).

On the Requests/Service/Inventory Information paragraph:

e Click on the correct REQUESTS grid one time.
e Click on the correct SERVICES grid one time.

.
e C(Click the button.

Linking: Event Search BIRTH

Search Criteria Search Result
Flat View Images: Display

Group By:

Child's First i | Child's Middle :  Child'sLast : Child'sSufix : | ChildDOB : CountyofBirth : Mother's First : Mother's Last

1-10f1items

The Search result grid for the event appears. Click the button or double click on the grid to open the record.

DO NOT PRINT FROM THE SEARCH SCREEN.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Home  File~ Search~

Documents - Fee/CAS~ Action~ Tools ~ Batch~

o
Birth: 3034689 .

B Plain Paper Copy
m Mother Mother pg 3 Spouse Fees & Compl——.—. e

System

Administration~ Help~

On the event, select Documents > Documents >

Documents Certificate type of document should appear.

Note — if the record was not found, check the requested

information fields to ensure the information is entered

i siocned correctly. This may also require to change the search
R criteria.

State File Number Date Created

2021000044

]
[
F

02/08/2021

The certificate will appear. If the record is an
image, you must crop the image by following

STATE OF IOWA
lowa Department of Public Health

CERTIFICATE OF LIVE BIRTH

114-2021-000044

Ta FIRST NAME

Copper

2 DATE OF BiRTH
01/01/2021

T MIDDLE NAME.  any

3 TIMEOF BIRTH
08:00 AM

e AST NAME (SURNANE)
Nichols

REGISTRANT

pR==rry
Male

T SRR Fany

5 CoUNTY OF SIRTH

Polk

& DATE FILED BY REGSTRAR

02/08/2021

7 FACILITY OF BITH (OR STREET ADDRESS]
MercyOne Des Moines Medical Center

& AT, TOWN, OR LOGATION OF BIRTH
Des Moines

STATE OF IOWA
lowa Depariment o Public Heath
CERTIFICATE OF LIVE BIRTH

1142021000044

MercyOne Des Moines Medical Center

Siver

0510411994

NONOTATIONS

Lifiwn, £ Bid

County of lssuance: Page

s, K,
DATESSUED DEPUTY STATE REGISTRAR

Print

Destination

Pages

Copies

More settings

m cancel

1 sheet of paper

& HP LaserJet Professic +

All -

g

lowa Department of Public Health/Bureau of Health Statistics

the instructions found on -

In the top right corner, click the E icon.

The printer dialog box will appear. This dialog box is specific to
general printing and all printers should be available.

e Choose the correct printer from the Destination field.

e Enter the number of copies requested.

o Ifapplicable choose additional settings based on YOUR
PRINTER set up.

e (Click the m button.

Revised 2/25/2021
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] VRS-NX Netsmart - Applicant: 12 X ) [{] VRS-NX Netsmart - Linking % | [ VRS-NX Netsmart - Birth: 30346 I] Netsmart VR PDF Viewer - +

est.netsmartcloud.com/NXTEST /report/repori™ection=selection%3Dkey%253DdNg0aa258e4 -8e72-4d55-a52c-3c8d2ad\90451%257Cemail %253 Dfalse%257Cprint%253Dtrue%25 7 Csave%2 53Ditrue%2 57Cevent%253DBIRTH%257 Ceventid...  ¥r

i Apps B inbox [ vRs-nxPrOD @ vRs-nxDev [ ves-nxuar [ ves-n I 1vES-NX TRAIN Trello lowa legislature VR Portal N Vital Records - Home i Webex [ [State oflowa] IDP... &} hitps:/dataidph.st.. coc §8 GovDelivery (@) Zoom

VR Document Service

STA

lowa Departmen

CERTIFICATE OF

DF IOWA
Public Health

BIRTH

114-202-000044

1a FIRST NAME
Copper
1b. MIDDLE NAME. if any

1c. LAST NAME (SURNAME]
Nichols

1. SUFFIX. f any

= GENDER
Male
5 COUNTY OF BIRTH 6. DATE FILED BY REGISTS
Polk 02/08/2021
& CITY, TOWN, OR LOCATION OF BIRTH
Des Moines

-
3
[4
=
@«
(Y
w
[

Once the record is printed, close all the tabs
to get back to the Applicant tab to enter the
safety paper number and complete the

7_FACILITY OF BIRTH (OR STREET ADDRESS)

MercyOne Des Moines Medical Center

8a CURRENT LEGAL FIRST NAME AND MIDDLE NAME
Silver

b, CURRENT LEGAL LAST NAME. SUFFIX

Nichols

10a. FIRST NAME AND MIDDLE NAME PRIOR TO ANY MARRIAGE
Silver

106, LAST NAME, SUFFIX PRICR TO ANY MARRIAGE

Moon

application.

FATHER

11. STATE OF RESIDENCE
lowa

12 COUNTY OF RESIDENCE
Dallas

13. BIRTHPLACE
lowa

14. DATE OF BIRTH [OR AGE)
05/04/1896

153, CURRENT LEGAL FIRST NAME AND MIDDLE NAME
Bronze

Nichols

150, CURRENT LEGAL LAST NAME, SUFFIX

163, FIRST NAME and MIDDLE NAME PRIOR TO ANY MARRIAGE
Bronze

Nichols

185, LAST NAME, SUFFIX PRIOR TO ANY MARRIAGE

17. BIRTHPLACE
lowa

1B. DATE OF BIRTH (OR AGE)
05/04/1894

NO NOTATIONS

lowa Department of Public Health/Bureau of Health Statistics

Revised 2/25/2021
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Applicant: 1258073 Alens:n E

Application Request to Inventory Mailing Billing Reassign Request Flags Return & Notes Marriage Returns

Relationship First Name Middle Name Last Name Suffix Request Status Type
Mother / Parent 1 v Copper Nichols PENDING w

Update Request

Service Information
Clear Service Fields Service Type Fee Type Copies Cost Status

Clear Service Fields Certified Copy v Standard v 1 $15.00 PENDING v

Update Service

Requests/Services/inventory Information

REQUESTS SERVICES
Search... O\ Search... Q Search To Print Event Record
Search To Prnt Event Record
RequestiD Event First Name Middle Na... = Last Name RequestiD Event Type Senvice Type Fee Type Copies | S$Total Status C..
[l 3 | |
4 “« 1 > 3
‘ Ll 1 > »

Inventory End #

Use Inventory

Use Inventory

On the Request to Inventory tab:
On the bottom right of the Requests/Services/Inventory Information paragraph:

e Enter the first piece of security paper number in the Inventory Begin # field.

e Enter the last piece of security paper number in the Inventory End # field. If it is one piece of paper, enter the same number in each field.
e Click the m button. The service grid will be marked as COMPLETED.

e Change the Request Status Type to COMPLETED

e Click the button.

e Click on the Application tab.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021



m VRS-MX Netsmart - Applicant: 1. X + = x
qavrstest.netsmartcloud.com/WebSvclA_3/event/edit?selection=eventedit%3 ANT- -preload%2541fcd7cef313407bb09f78ed3eadec2&key=_ key=id%3DwtMHWPyuqOgLd2qFYpSyQdVT8i... 2
< & ] loud WebSvclA_3/! ‘edit?selecti dit%3DAPPLICANT-12148 load%2541fcd7cef313407bb09f7f8ed3eadec2 &ki k d%3DwiMHWPyugqOglLd2g)FYpSyQdVTSi or 3¢ ‘Eﬂ = o

1 i https//dataidph.st coc GovDelivery o Zoom Imported From IE

I Apps M Inbox m VRS-NX Netsmart -... WRS-NX Trello lowa legislature VR Portal WP Vital Records - Home ity Webex [State of lowa] IDP...

Home File~ Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Help~

= 3
Request & Service Mailing Billing Reassign Request Flags Return & Notes Marriage Returns

Application Status
Applicant Number *Date Of Application “Application Type Assigned To Queue
12148 11/03/2020 COUNTER v v Normal

Identification Date Received Application Status Date Completed Completed By
power attorney paj » 11/03/2020 | B Completed v 11/05/2020 | B Nichols, Sammui

Applicant Information

Priority

*First Name Middle Name “Last Name Country

Silver Nichols United States v
State Name City Address 1 Zipcode

lowa v v v

In order to complete the transaction in full, the user is required to manually change the status of the application.

On the Application tab

e On the Application Status field change the status from “Pending” to “Completed”. Be sure to click the X on the field in order to see all options

Application Status

Pending @ v

e Enter the date in the Date Completed field.

e C(lick the m button. The system will auto-fill in the name of the person who completed the application.

e C(Click the ‘X’ on the tab to close out of IVES NX or click on the Home menu to continue working in IVES NX.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 27



Home File~ Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Administration ~ Help~

Documents ] Cover Letter

Applicant: 1276798

Cover/Receipt
Application Request to Inventory Mailing Billing Return & Notes Marriage Returns
A e No Entitlement Letter s

Update Request Non-IVES Certificate(s)
Update Request Natice of Record Search

R Service Location Update

Image count: 0 | Notes count: 0 [ \en:s:n m

LN x;

Service Information

Clear Service Fields Receipt

Clear Service Fields Retum Letter

Service Type Fee Type Copies Status Cost

Certified Copy v Standard v 1 PENDING v $15.00

Update Service

Requests/Services/Inventory Information
REQUESTS SERVICES

Search Q Search.. Q,

RequestiD Event First Name Middle Na.. Last Name RequesilD Event Type Service Type Fee Type Copies $Total Status

Inventory End #

= Use Inventory

4 » 2
-

NON-IVES CERTIFICATES

If the request is for a birth, death or marriage record that is NOT available in IVES (see Guidelines to Printing Certified
Search To Pnnt Event Record

Copies located on the VR Portal), the user would not select the button.

Instead simply print the documents using the County Safety Paper and select the Documents > Documents > Non-IVES
Certificate(s) from the menu and follow the steps on page 26 & 27 for using inventory paper and completing the
application.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 28



Multiple Requests

If there are multiple requests from the same applicant, repeat the process request and service process, starting on page 21.

The grid will populate accordingly. Each request and service is tied by the Request ID.

Make sure that the correct Request line and Service line is highlighted in the Request/Service Information grid before you search for the event record.

el

Application Request to Inventory Mailing Billing Reassign Request Flags Return & Notes Marriage Returns

Service Information

Clear Service Fields
Clear Service Ficlds

Service Type Fee Type

Copies Status Cost
Certified Copy - Standard - 1 COMPLETED v $15.00
Update Service
Update Service ]
Requests/Services/Inventory Information
REQUESTS SERVICES
Search O\ Search (1 Search To Print Event Record
Search To Print Event Record
RequestiD Event First Name Middle Na Last Name RequestiD Event Type Service Type Fee Type Copies $Total Status B
1377240 MARRIAGE Sam Testing Z 1377240 MARRIAGE Ceriified Copy Standard 1 $1500  PENDING ¥B Inventory Begin #

Inventory End #

Use Inventory
1 13

» . 1 > » " “ 1 » »

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 29




Search Pending or Processed Applications

Fee/CAS~ Tools~ Batch~ Blank Forms~ Help~

New 3

From the IVES-NX Home Screen,

Search 3

Request Click Fee/CAS > Search > Applicant

Service

Payment
Deposit

Cash Drawer

ACH Header
Verification H I
Transmittal s
Js
Transmital Detail
w

naa4

Search (Applicant)

Search Criteria Search Result
rexvev [ [mcces:o [ oo |

Group By:
Date Application  }  Applicant Number  Stats i | Prioity i | DateReceived 3 ReqorApplFirstName : ReqorAppllastName § Company/Agenc
T e e e K I S N
10/12/2020 12060 Pending Normal 10/12/2020 Penny Nichols
10/12/2020 12084 Pending Normal 10/12/2020 Test
10/12/2020 12065 Pending Normal 10/12/2020

< o > il o 1-dofditems

lowa Department of Public Health/Bureau of Health Statistics

Search (Applicant)

Search Criteria Search Result

Date Application

10/12/2020

Date Received
Company/Agency Name

Applicant Last Name

Refund Date

Refund Sent to Fiseal

User location Code

Applicant Number status

Priority
Req or Appl First Name Req or Appl Last Name
Phone Applicant First Name
Bad Check Warning Application Type

Returned Mail

T
Clear | Search

v

Enter the information in the fields.

Click the @ button.

The search result will show a grid of all the applications
that meet the search criteria. The grids can be
rearranged simply by highlighting the top column title
and dragging to the desired location.

Double click or click on the m button to open and
review the application.

Revised 2/25/2021
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Service Information

Clear Service Fields

Service Type

Copies Status
Certified Copy v Standard v 0 - jcANCELLED) x
,
Update Service COMPLETED
FORWARD TO STATE
PENDING
Requests/Services/Inventory Information RECORD NOT FOUND
REQUESTS SERVICES voID
Search Q Search
RequestiD Event First Name: Middle Na Last Name RequestiD Event Type

Applicant: 1276823

B VULl Mailing  Billing

Request Information
Glear Request Fields. Event Type

BIRTH

Relationship

First Name

seif v sam

Update Request

Service Information

Clear Service Fields
Clear Service Fieids
service Type

Certified Copy

Update Service

q i y
REQUESTS

Search

RequestiD Event First Name | Middle Na.

Fee Type

Reassign Request

Fee Type

Standard

Q

Last Name

lowa Department of Public Health/Bureau of Health Statistics

Cancelling an Application

Service Type Fee Type Copies | $Total

Image count: 0 | Nofes count: 0 Alens:n

Flags  Retum&Notes  Mamiage Returns

Event State File Number Event Begin Date Event End Date

02011989 | Bl 02/01/1989 | &
Middle Name Last Name Suffix
Nicnols
Copies status Cost
0 CANCELLED $15.00
SERVICES
Search o
RequestiD Event Type Senvice Type Fee Type Copies | STotal | Status

Revised 2/25/2021

1377263 BIRTH Ceriified Copy _ $15.00 | PENDING . =

Cost
$15.00

On the application you wish to Cancel. Go to the Request
to Inventory tab.

= In the Service Information paragraph, change the

Status

“PENDING” status of the service to “CANCELLED”.

Click the button, which will update the
service grid showing the service is cancelled.

Previous Event ~ Save

Purpose Type

Drivers License Or Permit v

Request Status Type
CANCELLED] x 7
COMPLETED

COUNTY SEARCH
PENDING

RECORD NOT FOUND

search To Print Event Record

Inventory Begin #

Then highlight and click on the pending requests grid
located in the Request section. This will auto fill the
request information fields.

Change the status from “Pending” to “Cancelled” in
the Request Status Type field.

Click the button. This will update the
status on the grid.
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Payment Information

Payment Date

Payment Type

Clear Payment Fields

Search.. Q

Check Num Amount Applicant ID Payment ID Modify Date Create Date Retur_..
oz252021 | B o]
Payment Type
S
Removing the Payment
Payment

Applicant: 12197

Request & Service

Application Status
Applicant Number
12197

Identification

Drivers License v

Applicant Information
“First Name

Copper

State Name

lowa

Phone - Primary

Total $ Charged
$20.00

Payment Information

Payment Date

Payment Type

Go back to the Application tab, highlight and click on the payment grid. This
will auto fill the payment information fields.

Change the the Payment Amount to a zero.

. Update Payment . . q
Click the button. This will update the status on the grid.
-
Mailing Billing Reassign Request Flags Return & Notes Marriage Returns
“Date Of Application *Application Type Assigned To Queue Priority
11/19/2020 COUNTER : 4 Normal v

11/19/2

Fax - If A

- Total §
$20.00

Check Num

Date Reci Iii '

Middle Name

city

pplicable

Paid

Amount

Applicant ID

Application Status

Cancelled
Closed

‘Closed By Audit
‘Completed

Hold

Pending

Return

Email

= Ameunt Due

$0.00

Payment ID

Modify Date

lowa Department of Public Health/Bureau of Health Statistics

Date Completed Completed By

Complete the Application

Then go to the Application Status, change the “Pending” to “Cancelled”. Be sure to click

Application Status

. X . Pending @v
the X on the field in order to see all options

e Enter the Date of Completed.

e Click the button. The system will auto-fill in the name of the person who completed
the application.

e Click the X’ on the tab to close out of IVES NX or click on the Home menu to continue
working in IVES NX.
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Exchanging Certified Copies

NOTE: Users can only exchange certified copies (state or county) issued from their county. DO NOT CHANGE
THE TRANSACTION TYPE OF EXCHANGED PAPER TO VOID IN INVENTORY.

Home File~ Search~ FeelCAS~ Tools ~ Batch ~ Blank Forms~ Administration~

Help~

New ’
[ Request
service
Payment
Deposit
ACH Header
ACH Detail
Verification
Transmittal

Transmittal Detail

oy o

From the Home screen, click
Fee/CAS>Search>Applicant.

Search (Applicant)

Search Criteria Search Result

Date Application Applicant Number

Date Received Req or Appl First Name
Sam

Tracking Number CompanyiAgency Name

Applicant Last Name Application Type

User location Code

lowa Department of Public Health/Bureau of Health Statistics

Status

Event Type

Req or Appl Last Name
Testing

Applicant First Name

Assigned to (Queue)

Revised 2/25/2021

v On the Search (Applicant) screen:

v e Enter the first and last name of the person on the
certifcate in the Req or Appl fields. The name is
on the certified copy that you are exchanging.

e C(Click the W button.
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Search (Applicant)

Search Criteria Search Result

Flat View m Click the m button or double click on the

line on the grid.

Group By:
Date Application  #  Applicant Number | Status ! EventType ! | Date Received !  RegorAppl FirstName ! RegorApplLast Name # | Tracking Nul
NOTE: You may have more than one result. If
I e N I S S N .
02152021 1276798 PENDING 02/01/2021 Sam Testing that happens’ you WI” nEEd to Open eaCh
@ T request and cross-reference the applicant

information at the bottom of the request page.

Service Information

Clear Service Fields

Service Type Fee Type Comies status cost
Certiied Copy = o — = . PENDING - $000 On the Appliction, click the Request to Inventory tab:
e o Click the ERESEMEIISIN button
Requests/Services/inventory Information e Enter Service Type = Ce rtified Co py
ReauesTs seRvices
. - . searon e Enter Fee Type = Exchange
RequestiD | Event FirstName | Middie Na Last Name RequestiD Event Type Service Type Fee Type Copies | $Total | Status ¥ - a
e —— — g . — ———— e F— S e Enter # of Copies
I O i S CO T e _
invento o Click Mt button.
‘ 5 - i This will add the exchange service to the Service
thih 2 ALY AL A AT section. Make sure that the correct Service line is
highlighted in the Service Information grid.
Continue the rest of the process on printing the
certificate, using inventory paper and completing the
application. Follow the steps starting on page 23 of
the manual.
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Home

File - Search - Fee/CAS~ Tools - Batch ~

Reports

Available Reports

4 % Reports
+ auDIT

» Inventor_v' Line ltem Repcn
4 [ CORRACCT

> ACH Header Print/Export
4 ACH Weekly Fiscal Rpt
4 Payment Totals

> Service Total - Current

> Service Total - Historical

> Service Total - NEW
+ BMARRIAGE

> I Registrations - County
» [ESYSTEM

Blank Forms ~

Accounting Reports

Help~

From the Home screen, click Batch > Reports.

VRS-NX A

Report Information
Id:
Name:
Description:
Type:
Parameter Set:

Parameters

lowa Department of Public Health/Bureau of Health Statistics

Parameter Set

i

Revised 2/25/2021

All reports under the AUDIT, CORRACCT and MARRIAGE folders are
available for the county to use.

Click on the report. This will open the fields to the right to enter the
date range. Some will require the dates to entered in the form of
mm/dd/yyyy,mm/dd/yyyy (notice comma separation) and others will
need to enter the dates in separate fields.

Then click the B4 button. This will bring up the report to allow
users to view and print the report.

e Inventory Line Item Report - Users are able to view all
inventory paper that are USE, VOID, RECEIVED, etc.

e ACH Header Print/Export — Report of detail service of each
week’s ACH file

e ACH Weekly fiscal Rpt — Report of the services that were
processed during the ACH week.

e Payment Totals - Report of the payments entered into the
system.

e Service Total-Current — Report of the services that were
completed (status changed to COMPLETED or RECORD NOT
FOUND) during the current ACH week.

e Service Total-Historical — Reports of service totals beyond the
ACH week.

e Service Total-Current — Report of the services that were
completed (status changed to COMPLETED or RECORD NOT
FOUND) during the current ACH week.

e M Registration-County — Report of all registered marriages.
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ACH

COMPLETING SERVICES IN IVES
Definition of each status type:

o PENDING - service is waiting to be processed

o COMPLETED - service has been processed

e  CANCELLED - service has not been processed and never will be

e RECORD NOT FOUND - the record cannot be found by the user attempting the search

e FORWARD TO STATE — service is being forwarded to the state to process because the record is not found or not available to the user

e VOID - service was completed but should now be void because of an error or an issue with the printer, etc. If money was received for the service that
was voided, then generally another service will be added to replace it.

Below are the rules that apply for completing a service:
1. When the service status is changed to COMPLETED or RECORD NOT FOUND, the transaction is applied to the ACH detail table (which means it will be

included in the ACH pull).
2. Once a service status is COMPLETED or RECORD NOT FOUND, the only way to reverse the transaction is to change the status to VOID. Once the status
is VOID, the service cannot be edited.

Example: If anything happens during the print process (like the paper rips or you put the wrong type of paper in) you would VOID the service and create a
new one. You no longer need to zero out the number of copies when voiding.

3. Before a service is completed, the status can be changed to CANCELLED. CANCELLED services do not appear in the ACH detail table and are not a part
of the ACH pull. Once the status is CANCELLED, the service cannot be edited.
SCHEDULE

The weekly schedule is displayed in a section later in this document titled ‘ACH SCHEDULE’, but as an overview:

e Services completed (with a status of COMPLETED or RECORD NOT FOUND) from Tuesday through Monday are included in the following Tuesday ACH
file.

e County Recorders have all day Tuesday and Wednesday until 3:00pm to VOID a service from the ACH week.
o Note — A void is really the only type of adjustment that can be done on the prior week’s services. If the status of a service is changed to anything
other than VOID, it will be reflected on the new ACH week that you are currently in, not the previous ACH week.
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e On Wednesday at 3:00pm the ACH header report is run again to remove any recently voided services.

e The State Vital Records staff has from 3:30 to 5:00pm to enter manual adjustments to the ACH file for any previous ACH pull that have been verified to
be incorrect.

e At 5:00pm the ACH file is staged for transfer to the bank

e Overnight Wednesday the file is transmitted to the bank and the pull should reflect Thursday’s date (when the withdrawal actually takes place).

o |[f at a later date the County Recorder believes they were charged too much for a previous ACH week, they should complete the online ACH Adjustment
Form located on the Vital Records Portal.

DAILY REPORTS

It is recommended to run the following reports on a daily basis in order to detect issues in a timely manner.
e Payments Totals — is simply a report of the payments entered into the system between the dates provided

e Service Totals —Current —> is a report of the services that were completed (status changed to COMPLETED or RECORD NOT FOUND) between the dates
provided.

WEEKLY REVIEW

Once the state has run the weekly process to create the ACH detail file, the ACH transactions are available for the county to view and print. This will help verify
that everything is accurate. The county has all day Tuesday and all day Wednesday (until 3:00pm) to void any transaction that is incorrect simply by changing the
service status to VOID.

e ACH Header-is a printable report of the services that were processed between the dates provided. The parameter dates should be Tuesday through
the following Monday. The ACH Date field will be blank until the file is ‘finalized’ and sent to the bank. This report can also be printed at a later time (at
which time the ACH Date field will appear with the date the transaction took place).
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Home  File~  Search~

Fee/CAS~ Tools ~ Batch ~ Blank Forms~

Help~

Search (ACH Header)

EXETL o=l search Result

Begin Date of Service

Deposit Date

Is Active?

i

Search (ACH Header)

[ [

Group By:

Begin Date of Service = End Date of Service
01/13/2015 00:00:00 01/19/2015 00:00:00
02/23/2015 00:00:00 02/23/2015 00:00:00
02/24/2015 00:00:00 03/02/2015 00:00:00
05/01/2015 00:00:00 05/25/2015 00:00:00
05/20/2015 00:00:00 05/28/2015 00:00:00
06/01/2015 00:00:00 06/15/2015 00:00:00
01/01/2015 00:00:00 06/20/2015 00:00:00
01/01/2018 00:00:00 01/31/2018 00:00:00

-

New 3

Search » | Applicant
Request
Service
Payment
Deposit

Cash Drawer

ACH Header

Verification

Transmittal

Transmital Detail

End Date of Service

Stripoff Date

i | OWED_TO_STATE : Deposit Date i Stripoff Date
252 03/05/2015 00:00:00  03/05/2015 00:00:00
16
244

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

Polk

OWED_TO_STATE
User Location

Polk

User Location Code

[imsges. W ntesio ) oy |

i Userlocation } UserLocation Code

oo

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

CNTY-077

lowa Department of Public Health/Bureau of Health Statistics

The details of each week’s ACH file
are available under the menu
Fee/CAS — Search — ACH Header

Clear |"Search

Enter in criteria for the week desired OR
user can do a search to populate a listing
for ALL ACH period by entering user county
name only without a date.

The results will appear either with a single
or multiple results depending on the
search.

Double click on the desired ACH period or
highlight and click on the W button.

Revised 2/25/2021
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Home File-  Searchv Documents- FeelCAS~ Action-  Tools~

Batch-  Administration-  Help~

ACH Header: 4974

County Information
User Location Description

Begin Date of Service

Owed To state

Detail Information (services)

User Location

End Date of Service

Adjustments are Included
N

User Location Code

nsoscoun:o | waes comn:o JRU o [ soe |

User Location Code

iy
8
e s

Search,

No fems to display

ACH Details

The results will appear with the total
amount owed to the state and detail list of
the services for the ACH period.

102 f15419 Each seviice can be viewed in detail by

double-clicking on it.

Fund 2
VR
Fund 3
GF

COUNTY L

[Warren [enTy-0s1
Services

First name Last Name RequestlD  ServicelD

‘Dean [Wamer

Service Completed Date Owed to State Kept by County

[02/24/2015 [31.00 [4.00

Record is Adjustment? Adjustment Notes

N No Notes

Event Type Service Type Fee Type Copies Service Total
[MARRIAGE [ Application Standard [1 35.00
Funds

Fund 1 State or Local Amount

4.00

State or Local Amount

S

13.00

State or Local Amount

S

18.00

lowa Department of Public Health/Bureau of Health Statistics
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Documents-  FeelCAS-  Action~ T

ACH Header: 4974 mmn ﬁ

County Information
User Location Deseription User Location Code.

Printing the Report
o e e T S— Open the ACH Header Report, click on the

Print Report
3 _ button.

B - No fems to aispiay

Warren
Begin Date of Service End Date of Service Deposit Date Stripoff Date
02/24/2015 03/02/2015 03/05/2015 03/05/2015

OWED_TO_STATE Adjustments Included

252.00 N

RequestlD First Last Completed  Event Service Fee Type Copies Keptby CountyTo State Total  Ag) The re po rta p pea rs, Cl ICk the p ri nt | con I nt h €
11052 Dean Warner 02/24/2015  MARRIAGE  Application Slandard 4.00 3100 3500 u p pe r Ieft h an d corner

11045 Ellen-One Warner 02/25/2015  BIRTH Certified Copy Standard 4.00 16.00 20.00

11045  Ellen-One Wamner 02/25/2015  BIRTH Certified Gopy Standard 4.00 16.00 2000
11046 Dale Warner 02/25/2015  DEATH Certified Copy Standard 8.00 3200  40.00
11046 Dale Wamer 02/25/2015  DEATH Fact of Death Standard 4.00 16.00  20.00
11047 Dean Warner 02/25/2015  MARRIAGE  Application Slandard 4.00 3100 3500
11048 Deldra Warmer 02/2512015  MARRIAGE Application Standard 4.00 3100 3500
11049 Loretta Warner 02/25/2015  MARRIAGE Application Standard 4.00 3100 3500
11050 Gloria Warner 02/25/2015  BIRTH Plain Paper Copy No Fee 0.00 0.00 0.00

11051 Hannah Wamer 02/25/2015 MARRIAGE Certified Copy Standard 4.00 16.00  20.00

11082 Jeanetta Warner 02/27/2015  BIRTH Cerfified Copy Standard 4.00 16.00 20.00

N057N1A  RIBTH Dlain Panar Cany  Standard & 00 nnn &0n
Page: 279.40 x 21590
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Forward a Request to the State

There will be situations where a record cannot be found at the county level. There are many reasons that could happen (it’s not always the case
that the record is sealed). In addition, it may only be one request within an application that contains multiple requests.

Home File~ Search~ Fee/CAS~ Tools~ Batch~ Blank Forms~ Help~

— !

Deposit

On the Home Page, click Fee/CAS > New > Applicant

Cash Drawer

Verification

Transmittal CTRL+T

Home File~ Search ~ Documents - Fee/CAS ~ Action~ Linking ~ Tools ~ Batch~ ‘Administration ~ Help~

Applicant: New Alens:‘gﬁ Temneen

Requesttolnventory ~ Mailing  Billing  Reassign Request  Flags  Return& Notes  Marriage Returns

Application Status . . .
Applicant Number *Date Of Application *Application Type Assigned To Queue Priority Order/Tracking Appllcatlon tab'
v v NORMAL v

e Enter the Application Type, the Identification

Identification Date Received Application Status Date Completed Completed By .
: = PenonG - and the Date Received.

RpICAT RrToTmaT or e Tab to the Applicant Information paragraph,
First Name Middle Name Last Name Company/Agency Name enter the First Name' Last Name and mailing
Country State Name City Address 1 a d d ress .

United States - lowa v v
Address 2 Zipcode Phone - Primary Fax - It Applicable Email [} CIICk the m button.

T N e The dialog message appears, “The record
Total s charged otar s Paie = ount e saved successfully”. Click Ok button.

$0.00 $0.00 $0.00

Message from webpage
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Payment Information

Payment Date

Initialize Payment Fields
Search Q :
Payment Type Check Num Amount Applicant ID Payment ID Modify Date Create Date Retur.
Payment Date Payment Amount
Adding Payment Payment Type CheckiCCIMO #

e Click the ' button. The Payment Date will pre-populate. It also change

the button to “Clear Payment Fields”.
e Enter the Payment Amount
e Choose the Payment Type, enter Check Number (if applicable).

e Click the

Add New Payment

s iGMS button. The payment grid will reflect the payment.

The system will take you to the Request to Inventory Tab.

Home File - Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Administration - Help~

- =
Application Mailing  Billing Reassign Request  Flags  Return & Notes  Marriage Returns

Request Information

Initialize Request Fields Event Type Event State File Number Event Begin Date Event End Date Purpose Type

Initialize Request Fields

Relationship

Add New Request

First Name Middle Name Last Name Suffix Request Status Type

Nichols

Next add the Request Information.

e C(lick the button, this will clear and open the fields. It also change the button to “Clear Request Fields”.

e Enter the following: Event Type, Event Begin Date, Event End Date (if different from begin date), Purpose Type, Relationship (If
the relationship is “self” the system will auto-fill the name of the applicant from the application) and First, Middle (if
applicable) and Last Name.

e Note: If the State File Number is available, enter it and the system will auto-fill the Event Date, First, Middle (if applicable) and
Last Name.

e Click the ' button. The request will populate in the grid on the REQUESTS Section on the bottom of the page.
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Service Information

Initialize Service Fields Service Type Fee Type Copies Cost Status
Initialize Service Fields

Add New Service

Next add the Service Information.

Intialize Service Fields
e C(lick the _ button. This will clear and open the

fields. It also change the button to “Clear Service Fields”.

e Enter the following:
e Service Type

e Fee Type

e Number of Copies

o Click the st 5alsdill button. The service will populate in the grid on

the SERVICE Section on the bottom of the page.

Service Information

Clear Service Fields

Clear Service Fields

Service Type Fee Type Copies Status Cost
Certified Copy v Standard v it - [RECORD NOT FOUNIERS $15.00

CANCELLED

Update Service

- COMPLETED

— FORNARD TOSTATE
PENDING

Requests/Services/Inventory Information

REQUESTS SERVICES VCID
Search.. Q =
“ ” “ ”
RequestiD Event First Name Middle Na... Last Name RequestiD Event Type Service Type Fee Type d Manua" Change the PEN DI NG Status to RECORD NOT FOUND

BT R N oo ewm | cotmeacopy | smsan |1 (this ensures that the county keeps their split of the service fee).

Click the button. This updates the status on the
service grid.
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Service Information

Clear Service Fields
Clear Service Fields

Service Type

Certified Copy -

Update Service

REQUESTS

Search

RequestiD Event First Name:

Middle Na

Fee Type
No Fee
——

Q

Last Name

Service Information

Clear Service Fields
Clear Service Fields

Service Type

Certified Copy v
Update Service

Servi y

REQUESTS

Search

RequestiD Event First Name:

Middie Na.

Fee Type
No Fee
Q
Last Name

Copies
1
SERVICES
RequestiD Event Type Service Type
1377242 BIRTH Certified Copy

Status Cost
PENDING v $0.00
Search Q
Fee Type Copies  $Total  Status .
RECORD NOT
Standard 1 $15.00
FOUND

[e—
Copies
v 1
SERVICES
RequestiD Event Type Service Type
1377242 BIRTH Certified Copy

lowa Department of Public Health/Bureau of Health Statistics

Status Cost
[FORWARD TO STATERRS $0.00
CANCELLED

COMPLETED
PENDING

RECORD NOT FOUND
VOoID

Search,

Fee Type Copies | STotal Status G

RECORD NOT
FOUND

Standard 1 $15.00

Revised 2/25/2021

Next create a Second Service

Click the B button.

Enter or choose from the dropdown:
e Service Type: Certified Copy
o Fee Type —No Fee
e Enter # of Copies

Click the button. The service will populate in
the grid on the Service Section.

Then highlight and click on the pending services grid located
in the Service section. This will auto fill the request
information fields.

Manually change the “PENDING” status to “FORWARD TO
STATE”.

Click the button. The service will populate
in the grid on the Service Section.

SERVICES
Search Q
RequesiiD Event Type Sevice Type Fee Type Copies | STotal | Staius c
RECORD NOT =
1377242 BIRTH Cerified Copy Standard 1 $1800 | o0 ¥

ND
FORWARD TO
1377242 BIRTH Certified Copy No Fee Y
STATE

Attach the application (refer to the Scan & Attach process in
the manual).
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[0 VRS-NX Netsmart - Applicant: - X =+ = X

< c 0 & idphvrstest.netsmartcloud.com/NXTEST/event/edit?selection =eventedit%3DAPPLICANT-1276800-preload%250644f105e9a54bfc815039257a84a7b7 8tkey=__key=id%3DLWVgzrVDFvKI 1gzySixVeNIjyvuCD02hIHKd 16%2BDmemjaru90eExTYicRw... o+ 3 ETﬁ i'o » ™
55 Apps M Inbox [ VRS-NXPROD @ VRS-NXDEV [ IVES-MXUAT ] IVES-MXTest ] IVES-NX TRAIN Trello lowa legislatura VR Portal I8 Vital Records - Home  ihis Webex [State of lowa] IDP... %5 httpsi//dataidphst.. coe GovDelivery (@) Zoom »

Home File - Search - Documents - Fee/CAS~ Action~ Linking - Tools - Batch - Administration - Help~

) —
Applicant: 1276800 Alens:n Previous Event ~ Save
Application Request to Inventory Mailing Billing Flags Return & Notes Marriage Returns

Assignments
Reassign Request to this Location Location Code Assigned
Central Location v CENTRAL

Next, click on the Reassign Request tab.

e Select “Central Location” from the Reassign Request to this Location dropdown.

e Click the E button. The forwarded request will appear in the State Office work queue to be
completed.

e Click the X’ on the tab to close out of IVES NX or click on the Home menu to continue working in
IVES NX.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021 45



Scan & Attach Image/Documents

Home File~ Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~

Document Tracking

Applicant: 1270878

Review Overrides/Queries
Request to Inventory Mailing Billing Return & N¢
Scan Image

Application Status
Load Image

Applicant Number *Date Of Applici Mication Type
1270878 01/29/2021 Load Document il
Identification Date Received 'SPy Images/Documents ication Status
o f  Show Notes INDING

Image/Documents can be attached to any CAS application, marriage record, or correction request.

e Select Action from the menu
e Select one of the 3 options:
1. ScanImage (if you have a scanner attached to your computer and it allows you to load the image to the

application —> use this option)

2. Load Image (if you have a scanner that routes it to a file document requiring you to save it as a file -> use this
option)

3. Load Documentation (if you have a scanner that requires you to save it as a PDF or Word Document -> use this
option).

**Note: everyone has different scanners which works in various ways. So the instructions below gives you 3 different
options you have to scan and attach document(s).

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021



OPTION 1: Scan Image (if you have a scanner attached to your computer and it allows you to load the image to the
application)

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking ~ Tools~ Batch~ Help ~

Document Tracking
Applicant: 12178

Review Overrides/Queries

Request & Service Mailing Billing eturn & Notes Marria
Scan Image

Application Status Load Image 1. On the record or application, click
Applicant Number *Date Of Applici Mication Type Action >Scan |mage
12178 11/09/2020 Load PDF/MWord Documents JUNTER R
Identification Date Received Display Images/Documents lication Status
Drivers License v 11/09/2020 | Show Notes nding v
Image Scan

Source: Canon DR-C240 TWA ¥

2. Image Scan dialog will appear. Make sure your
scanner name is in the source field.

Click the m button.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Canon DR-C240 on ST - 0000 X

User Preference : Basic IBnghlnessI Image prncessingl Feed\ngl Dthersl f
Full Automatic Mod
LA Autbmati: Moo Calar mode - IZSE-Iavelﬁray ;I
Setting. | )
Page Size : ILETTEH ;I
Save. | Brea.. |
Dotz per inch : |3UU dpi j I
Scanning Side : ISimp\ex ;I
Setting... | h

SavalY).. |
DeletefJ] |
FRestorel]] |
Back LUpps].. |

Setting.

I Automatically straightens skewsd

AboutiZ)

3. The property dialog will appear.
Click the Scan button.

Scan I Cancel Default Help |

Image Editor

Image Scan

Source: Canon DR-C240 TWAIN ¥

AP N

4. The Image Scan Dialog will appear.

Click the ﬂ button.

File Name: |e7f4c852-6d8d-4a16-9a93-0ed2921a554a

File ype:  TIFF v IsActive?
Display Name/Description:

Zoom: (4

> Rotate: (4| e

ORI Toggle Annotations

5. The Image Editor dialog will appear.

Save 1o File

Click the &% |button.

lowa Department of Public Health/Bureau of Health Statistics
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Image count: 1 | Notes count: 0 - Iertszn

. Images/Documents
)

Active:true

lowa Department of Public Health/Bureau of Health Statistics

177

.
6. The icon located on the top

E corner of the page will reflect the attached
image/document.

+ x

—

To view the image/document, click on the

Image count: 1 |8
icon.

Double click on the document or click the
button.

1-10f1items

Revised 2/25/2021

49



OPTION 2: Load Image (If you have a scanner that requires you to save it as an image -> use this option)

Home File~ Search ~ Documents ~ Fee/CAS ~ Action~ Linking ~ Tools v

Scan the application and supporting documentations
(if applicable) through your scanner which will

Document Tracking

Applicant: 1278172

- Review Overrides/Queries require you to save the Image as a jpeg or tiff on your
Application Request to Inventory Mailing Billing
Scan Image computer.
Load I
Applicant Number “Date Of Applica 1
1278172 02/12/2021 Load Document )
1. From the menu click Actions > Load Image

Identification Date Received LIP3y Images/Documents l

Drivers License v E Show Notes )
Load Image

2. The Load Image screen will appear —Enter a
description for the document.

Browse
- Click on the button.

Description:  Application|

Locate File:

CE
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€ Open
&« < A4 I s ThisPC » Desktop
Organize = MNew folder

- Google Drive # A = TESTIMAGEFORSAM

v | O Search Desktop §al

v [ @=r———| 3. Open screen appears, click on the O (3 panels) icon
on the upper right hand corner. This will allow you to
. preview the image/document.

Bl adde
e

Software Programmer

[ Desktop E] Picturel
NX Testing 5 payroll
*. Registration a7 Vital Images
3| Training |&] IDPHLogoWhiteBoxBlueType2inchRGE
1 FAX
@ OneDrive g E-leave
I This PC MX Testing
— ) Training
) 30 Objects PDF
I Desktop NX-Birth Test Script
@ Documents Vehicle Requests
; Downloads
J‘! Music
&=/ Pictures
m Videos

‘am Local Disk (C:)
- Google Drive File

=x data (\witalimac

¥ Network v

— Administraton and Operations.
wntent Adrms

4. Find the saved image file. Click on the image file which
. / will filter into the “File name” field.

Communication

5. Click on the “Open” button. This will take the user
back to the Load Image screen.

File name: | TESTIMAGEFORSAM

Load Image

Description:  Application

C\fakepatmM\TESTIMAGEFORSAM.tiT
CIE

Locate File:

6. The file name appears in the Load Image

screen. Click the m button.

lowa Department of Public Health/Bureau of Health Statistics
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File Load

File Name:
File Type: {iff
Is Active? Description:  application

N

TIFF

7. The File Load screen will appear. DO NOT ENTER A FILE NAME

8. Click the button.

‘ reaecourt+ I

Pickup Or Mail Certificate

Mail

city

Waukee -

| Images/Documents

application worksheet application application
Active:true Active:true Active:true Active:true

-
9. The icon located on the top corner

of the page will reflect the attached
image/document.

To view the image, double click on the icon on the
top right hand corner of the page.

The image will display, double click on the document or click the

button.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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OPTION 3: Load PDF or Word Document (If you have a scanner that requires you to save it as a PDF or Word
Document -> use this option)

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking - Tools ~|

Scan the application and supporting documentations (if

Document Tracking applicable) through your scanner which will require you
Applicant: 1278172 to save it as a PDF or a Word Document on your

Review Qverrides/Queries

S - . computer.
Application Request to Inventory Mailing Billing
Scan Image

Application Status
Load Image
Applicant Number *Date Of Applici )|

1. On the record/application, from the menu
1278172 02/12/2021 Load Document )

Actions > Load Document
Display Images/Documents

Identification Date Received l
Drivers License  w E  sShow Notes )
Load File
Display Name/Description:  Application| 2. The Load File screen will appear —Enter a
description for the document.
Locate File:

Click on the E&e&a button.

CED
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¢ Open

”~
s Quick access

|j Documents
; Downloads
&= Pictures
% Health_Statisi
= Google Drive
[ Desktop

MNX Testing
*. Registration

% Training
@ OneDrive

3 This PC
) 3D Objects
[ Desktop

%=l Documents =

Organize « Mew folder

<

4 B s> ThisPC » Desktop

Application-Certified Copies-generic
M5 MX Test lterns 10,14

Export (1)

=] TESTIMAGEFORSAM

Birth Parent Handout-Mewborn Certs
B VR Staff Contact List

M5 WVA_Sceanario?_MotMaturalBurial Mew
M= WVA_Cash Drawer_Scenario
VRS_MX_File_menu

VRS_MX_Search (002)

s WVA_Messages_Scenario

M% 3rd Quarter CRI Mewsletter-Draft

M% Motification - Transition to Mon-Birthing.
Public Health Disaster Proclamation - 20
M MX - Small minor details fixes

M Scan & Attach

M5 MX - County Recorder User Guide

L

v O Search Desktop

APPLICATION FOR AN
WA VITAL RECORD

 Subemit ol e Tolowing:

I3 fom pobla in L3 fund;
Ieepy of curant govermman i

phicmn 15
CISGHATSRE BT BE SOTARIED Wi £4 Ml LING THE RESOEST.

OIO THE EVENT GCCUR I IDWAT I yes, aonflnue.
i, o st gy e el i et ot

L eamT e, e e Chesmam i o

-

T

e

P = DL T T CX L e W

—_—=

[T R —

.
“
P P -
.
T
.

[EE = R

N e =L = . S BTSN

PR P ——

W TR i et

n EEmme- Closms Chismyaser Chims Clasrsssuimgs

File name: | Application-Certified Copies-generic

v| All Files

Open Cancel

Display Name/Description:

Locate File:

Load File

Application

C\fakepath\Application-Certified Copies-generic. pdf

o

lowa Department of Public Health/Bureau of Health Statistics
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3. Open screen appears, click on the O (3 panels)
icon on the upper right hand corner. This will allow
you to preview the image/document.

4. Find the saved image file. Click on the image file
which will filter into the “File name” field.

5. Click on the “Open” button. This will take the user
back to the Load Image screen.

6. The file name appears in the Load File

screen. Click the m button.
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File Load

File Name:

Is Active? Description:

File Type: pdf Sex Function:

application

A

FR—————

7. The File Load screen will appear. DO NOT ENTER A FILE NAME

8. Click the button.

Pickup Or Mail Certificate

Mail v

city

Waukee

| Images/Documents

application worksheet application
Active:true Active:true Active:true

lowa Department of Public Health/Bureau of Health Statistics

‘ fmage count: 4 e

application
Active:true

-
9. The icon located on the top corner

of the page will reflect the attached
image/document.

= e dote ko o R
To view the image, double click on the icon on the

1-40f4items

top right hand corner of the page.

The Image/Documents will display, double click on the document
or click the button.
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Editing a Certificate Image
Cropping, Rotating and Redacting

Zoom

Allow users to view the \
image at a closer range.

Image Editor

» | Rotate: (<=l

Toggle Annotations Edit Annotations

Administraton and Operations
m&i‘smtenl Administrator

Crop Mode
Allows users to change
the view of the image.

Problem Solving and Client Communication
Financial Service Representative
Sun Ty £

Property Manager
S0 o age feb 2008 - Apr 7008 (3 months)
Crop .,
Allows users to crop e e
when all the edits are

complete.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021

Rotate

Allow users to rotate the
image.

Edit Annotations

Allow users to redact the
image.

Reset

Reverts back to the original
image.
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Image Editor

Zoom: [ 4) [» /Rotate: [ 4 | e

Edit Crop Mode Crop =)o~ Toggle Annotfations ~ Edit Annotations

&

Software Programmer H H

Operations
inistrator

Mmmlst{iwn ai\ﬁd“
m‘ ontent

Dbl Cakidan ad PMllact o omsoilon stae

Image Editor

Zoom: | 4 * Rofate: | ) e >

Edit 'Cmp Mode | [CLTR ool Toogle Annotations  Edit Annotations

Administraton and Operations
ontent

Problem Solving and Client Communication
Financial Service mg_w
S bk £

m Cancel

lowa Department of Public Health/Bureau of Health Statistics

Crop & Rotate an Image

1. Click button.

2. Move and drag the crop screen sides and
corners until it frames the image.

3. If the image needs to be rotated, click on

the “Rotate” arrows or the “Rotate” slide
bar to tilt the image. If not then go to step

4. Then click on the FE 20 button.

Revised 2/25/2021
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Image Editor

Toggle Annotations Edit Annotations

Admmlsualnn and Operations
B.Enmm Administrator

102008 ep 20073y § ot
op:

5. Preview of the cropped image.
Click the n button.

mfofmahon Te(hno\ogy Inlem

Marcamil Sarsnar n 2006
Conarees ond siea b uuau- e s
b o Cemnbi

Problem Solving and Client Communication
Flr\amalSemce Representative
2066 an 200 (5 )
Tl s ey o by
that e thee ek needs -8 oo

Users can click on the - button to
Property Mamsn_,m —— undo any changes. Do not click the
z : cancel button.

eneza l'\ml': :wor

Database and Software Deveiopme nt

Web Developer
Frstace

1 2063 - Cumeat (7 yoars, 4 mosehs)

dataisase sysiam far a0 intra DHS course.

o

Administraton and Operations
Web,go"'e"t Administrator
fpr s e o ont)

o Fermed smelavaie ctorson e el Sroreront
et webste such 5 Bling uso reprs, seting

ST S 6. Final image. Click the E
Information Technology Intern

el BarkhesCoporaan 200 - Ag 00 (4 )
S S RIS o R PR

Managed 25.50 requests daly to wm K oo wsers. peswiros and

e e button.

Problem Solving and Client Communication
Financia Serice Representative
St 2008 - on 2009 (9 o)

rsolved confusion over plcies to ensure e’ sasfacton and
Understanding of bank senvces. Paciced ear, constont communiction
Wi cther departments 1 obai iformation needed to answer lent HSues
Property Manager
o b 2008 - Ar 2008 (3 onihs)
e vl s

. enabing ho -bmly
Cumanty maitains the o webete. | i SZ0st0rgelcom ) Handed
Customer payments, move: 1S, Move-outs, and ncres, Mantaned,
nspected, and leaned the property and SO0+ renta it daly. Tdenied
a1 presented markeing opporLe 1o th Business o

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021



Redact an Image

Image Editor

Zoom: | < » |Rotate: | < om—— >

Edit Crop Mode Crop Reset Toggle Annofations ~ Edit Annotations

Software Programmer

\ E-mail  Address
We

“mgd 1. Click the “Edit Annotations”
= button.

Dbl Cakidue mad Pl Fasiocs ilae bl

Annotation Editor

Right-mouse click to show popup menu.

: i

Software Programmer 3 ] ]
2. Annotation Editor
e e “”"‘ﬂ;ﬁ:ﬁ&:ﬁ:ﬁ%’ﬁ;ﬂ”‘ Screen appears. Right

click on the mouse and

wzizs| click “New Annotation”.
ntern

Show Browser Menu

b ™ Script Editor

softmere problems.

3. Annotation Edit dialog
box appears. Choose
“Rectangle” from the Type
dropdown box.

4. Then click the

button.

Annotation Edit

Type: Rectangle

lowa Department of Public Health/Bureau of Health Statistics

Administraton and Operations
"W‘eg rEbﬂlent Adrministrator

SESUNITY, AN retel dedsicns. Maintsined SharPe
Thed

Iibraries

problen:

Managed 2550 regues)

EX- o]
Rt sy A DS Edit Selected Annotation )
L .......< >
L L .
Seubre probirea. ° Clear Al Annotations

raguat 1

Problem Solving and Clier . .
Fh‘lancialSG?u‘\nic;g Representa  SCript Editor

Sunfrus Bark

Sian agad cie

Revised 2/25/2021

Intran el weba e soch @ bubdeg

a 1
Crterved and assste

% rellatignsh s day By providing i
Cha (Pt B ¢ Bk ok and goas. Pursissd S0k

_~ 5. Move the rectangle to the
location that requires
redacting. Drag the sides and
corners of the rectangle to
cover the area.

Pefarvried BAmINSIFat e % chg

MNew Annotation

(
o

e

6. Then right click on the
mouse and click “Edit Selected
annotation”.

Show Browser Menu

il recomemandat
Lons 10 problems and

L T I
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» 8. The color palate appears.
Click on the color palate which
T will give you a tiny small circle.

Type: Rectangle

Annotation Edit Click on the circle and drag it to
Z-Order: 0

Stroke: v Fill Color: v desire color.

. . Stroke Width: 1px
7. Click on the “Fill Color” [l e

Opacity: ¢ e
z-Order: 0 dropdown.
Stroke: » Fill Color: «

Stroke Width: 1px

Note: color white is upper left hand
corner, #ffffff and the color black is
lower bottom left hand corner,
#000000

Opacity: < | T —— >

o Lo o

» | 9. Then click the out of the color
palate and click the @ button.

Annotation Editor Image Editor
Right-mouse click to show popup menu. Zoom: | 4 > /Rotate: | 4 e >
é i ST R Y Ve S Tl Toggle Annotations  Edit Annotations
Software Programmer 3 F 5 }
Software Programmer 1 ]

Administraton and Operations
MWeb Content Adminisrator

e Administraton and Operations
‘ontent Administrator

11. Final view of the redacted

10. Preview of the image
image, click the m button.

showing the redaction, click

the m button.

Problem Solving and Client Communication
Financial Service Represent
ot bk Ly

Problem Sobing and Clent Communication

inancial Servi
St b

Database and Software Development
Web

r
ki 001 amwn

ﬂ Cancel
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Software Programmer

Administraton and Operations

lowa Department of Public Health/Bureau of Health Statistics

12. Redacted image ready to print, click H button.
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Plain Paper Copy of a Vital Record

Home File~ Search - Fee/CAS~ Tools~ Batch ~ Blank Forms ~ Help ~|

Birth
Death
Marriage

VRS-NX |

Change Requests

Change Requests Details

Messages

Document Tracking

Counties can only print a plain paper copy of a birth, death or
marriage record that is within their county jurisdiction.

1. From the Home page, click Search > [Pick Event Type]

Inventory
Inventory Transactions
Inventory Orders
Inventory Stock

Certified Paper Assignment

Search (Birth)
Search Result

Child's First

Child's Suffix

Mother's Last
Alert Count
BIRTHID

Date Modified

E—
Clear |SSearch
Child's Middle Child's Last

e i ) 2. Enter the information into the fields.
e Click the m button.
bt Greind et Fied

Adoption Pending - Co.

Home File~ Search~ Documents ~ Fee/CAS~ Action~ Tools ~ Batch~ Help~ 3 The record Wl“ dISplay

Birth: 2790090 |

Child Mother Mother pg 2 Spouse Fees & Completio

Flags System
Year Of Birth Local File Number
2020 1A-Test2-2020000196

Click Documents > Documents > [Type of Plain Paper Copy]

n

This does not require a CAS service.

BIRTHID

2790090
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Transmittal Process

The weekly transmittal is based on the ACH week that provides a comprehensive audit of all transactions for the week.
The transmittal is to be completed by close of business on Wednesday of each week (Thursday if holiday).

Home File~ Search~ Fee/CAS~ Tools ~ Batch~ Blank Forms~ Help~
From the home page, click Fee/CAS > New > Transmittal
New » Applicant
Search v | Deposit This will bring up the Transmittal.
Cash Drawer
Verification

Home File~ Search~ Documents FeelCAS ~ Action~ Batch~ Help~

Transmittal: New Alens:

Location and Range

Week = Tuesday through the next Monday ACH Period

Week Begin Date Week End Date County Location and Range
e [ Polk
r—— The county of the User is defaulted in the field.

Su Mo Tu We Th Fr Sa

1 2 3 Marriage Registration Report This Peried

o E e e , , Enter the beginning date of the ACH week or click on the
2 G 1 Certificate Of Marriages Marriage Applications Processed
"otz o1a 1 calendar in that field and choose your date.

Tab and the system will auto-fill the Week End Date and auto
save the transmittal.
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Part 1: Transmittal Log

# of Original Marriages # of Marriage Applications Processed

3 1

Sealing Notices - Year/Week #

2020/01

Death/Birth Match - Year/Week #

2020/01

Part 1: Transmittal Log

3. Enter the Sealing Notices report name (Year-Week Number).

4. Enter the Birth Death Match report name (Year-Week Number.)

1. Enter the total number of original marriages. If no original marriages were processed enter zero.

2. Enter the total number of marriage application(s) processed. If no marriage application(s) were processed enter zero.

lowa Department of Public Health/Bureau of Health Statistics
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Part 2: Paper - Control Numbers Used This ACH Period
IVES State SAFETY Paper - FIRST SERIES

[JControl Numbers - None

“First # Used “Last # Used "SUBTOTAL 1st Series First Available # NEXT Period [JEnd of Series

IVES State SAFETY Paper - SECOND SERIES

First# Used Last # Used SUBTOTAL 2nd Series First Available # NEXT Period “TOTAL SECURITY PAPER - IVES State

NON-IVES County SAFETY Paper - FIRST SERIES

[JControl Numbers - None

“First # Used “Last # Used *SUBTOTAL 1st Series First Available # NEXT Period [JEnd of Series

NON-IVES County SAFETY Paper - SECOND SERIES

First# Used Last # Used SUBTOTAL 2nd Series First Available # NEXT Period “TOTAL SECURITY PAPER - NON-IVES County

Part 2: Paper-Control Numbers Used This ACH Period.

EControl Numbers - None

The first and second line are for IVES safety paper. If NO safety paper was used for the ACH week, click the Control Numbers — None box . This
will put zeros the First Number Used, Last Number Used and the subtotal field.

1. Enter the “First Number Used” of the ACH week and the “Last Number Used” of the ACH week. The system will auto calculate the “Subtotal” amount of

IVES safety paper used.
2. Enter the first available number for the NEXT period. If the safety paper is at the end of the series, click the “End of Series” box.
3. Onthe second line if there is another series to report enter the first and last number used; If no, Tab to the “Total Safety Paper-IVES State” field. The

system will auto calculate the “Total Safety Paper “used.

EControl Numbers - None

The third and fourth line are for NON-IVES safety paper. If NO safety paper was used for the ACH week, click the Control Numbers — None box
This will put zeros the First Number Used, Last Number Used and the subtotal field.

1. Enter the “First Number Used” of the ACH week and the “Last Number Used” of the ACH week. The system will auto calculate the “Subtotal” amount of

NON-IVES safety paper used.
2. Enter the first available number for the NEXT period. If the safety paper is at the end of the series, click the “End of Series” box.
3. Onthe second line if there is another series to report enter the first and last number used; if no, Tab to the “Total Safety Paper-IVES State” field.

Click the B85 button.
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Detailed Control Numbers Audit

[Jcontrel Numbers - None Clear Control #s

Transmittal Type Paper Type Begin End Save Control #'s

N \

Transmittal Type Paper Type

Search... Q
| -

IVES
Damaged
Non IVES
Exchange

Unaccounted For

3

< o v No items to display

Detailed Control Numbers Audit. This section accounts for all control numbers associated with all types of transaction (Damaged, Exchange, Unaccounted
and Wallet).

If there are NO control numbers to report. Click on the ‘Check if None’ box.

If there are control numbers to report:
e C(lick the button.

e Choose from the type of transaction from the ‘Transaction Type’ dropdown.
Choose the type of paper from the ‘Paper Type’ field.
Enter the begin safety paper number
e Enter the end safety paper number
Save Confrol #s

e C(Click the button. This will populate the itemize grid.
e
- | - —
T

Repeat this process if there are more transactions to report. Users MUST click on the button each time they add a
new transaction type.
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Completion

Record Completed Completed Date

N »

Completed By

Completion

e EnteraYinthe Record Completed field and click the ﬂ button. The completed date and the name of the person will auto-fill.

e A pop up message stating, “The record save successfully,” click the n button.

e Click the X’ on the tab to close out of IVES NX

Message from webpage

File ~ Search ~ Documents ~ FeelCAS ~

Printing the Weekly Transmittal

Action~ Tools ~ Batch~

. Documents
Transmittal: 34

Location and Range
Week = Tuesday through the next Monday ACH Period

Week Begin Date Week End Date

[ weekly Transmittal

County

10/01/2020 | 3 10/07/2020 | (5 Polk

IDPH Frotocting and lmarovin
i the Health of lowans
Ve

Weekly T

lowa Department of Public Health/Bureau of Health Statistics

On the weekly transmittal, from the menu click
Documents>Documents>Weekly Transmittal
from the menu.

Review over the transmittal.

Click the ﬂ icon.

The printer dialog box will appear. This dialog box is specific to general printing
and all printers should be available.

o Choose the correct printer from the Destination field.

o Enter the number of copies requested.

o If applicable choose additional settings based on YOUR PRINTER set up.

Click the Frint button.

Click the ‘X’ on the tabs to close out of IVES NX.
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Home  File~

Search~ Fee/CAS~

Tools ~ Batch~

Blank Forms~

Searching for the Weekly Transmittal

New

Search

Search (Transmittal)

Search Criteria Search Result

County

Create Date

Search (Transmittal)

Search Criteria

Search Result

Fatview

Group By
County 3
Polk
Polk
Polk
Polk
Polk
Polk
Polk
Polk
Polk

Polk

lowa Department of Public Health/Bureau of Health Statistics

Week Range Begin Date 3

09/20/2020
09/07/2020
09/25/2020
09/14/2020
09/25/2020
09/15/2020

09/15/2020
09/01/2020

09/19/2020

»

Applicant

Request

Service

Payment

Deposit

Cash Drawer

ACH Header

Verification

To search for a transmittal that has been filed in IVES

From the main menu, click on Fee/CAS > Search > Transmittal

(L USERS

Ser ramedn log

Week Range End Date
09/26/2020
09/14/2020
09/25/2020
09/20/2020
10/01/2020
09/21/2020

09/21/2020
09/07/2020

09/25/2020

IST nise vour owr

Week Range Begin Date Week Range End Date

Completed?

i | Create Date
09/24/2020
092512020
09/25/2020
092512020
09/25/2020
092512020
09/25/2020
092812020
10/01/2020

10/01/2020

3
oo N e LR R CR R TN
) ° e

i Completed? i TransmittallD : IsActive : #ofimages I #ofl
Y 14 T 0 0
N 17 T 0 0
N 19 T 0 0
Y 20 T 0 0
Y 21 T 0 0
Y 22 T 0 0
N 18 T 0 0
Y 28 T 0 0
N 32 T 0 0
N 3 T 0 0

T
1-110f 11items

Transmittal ID

User will enter their county location.

The following may be entered to search for a transmittal:

Clear | Search
Week range begin date, Week range end date, Create User

Name, Create Date or Transmittal ID.

Click on the m button.

If no other search criteria is entered, results will show all
transmittals filed for the county location.

The search results will appear in the grid.

Double click to open transmittal or select the transmittal

and click the m button.

A previously filed transmittal may be printed at any time.
Data previously entered on a transmittal that has been
successfully saved and filed will need to go through the
correction process.

Revised 2/25/2021
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A verification process is used to confirm information on older county record not available in IVES or illegible images in IVES. Verification of a vital

Verification Request Process

record in the custody of the county recorder will only be performed when customers need a certified copy.

Home  File~  Search~  Fee/CAS~

New

Search

Verification: New

Verification Status

Verification #

Registrant Information
*Event to Verify

BIRTH v

First Name

Item(s) to Verify

[JRegistrant Name
[[JDate of Event
[Mother's Name
[JFather's Name
[Mother's Date of Birth

[JFather's Date of Birth

Tools ~ Batch ~ Blank Forms ~ Help~

» Applicant
’ Deposit
Cash Drawer
Transmittal CTRL+T

Transmital Detail

“Date of Verification

20 Polk
Date of Event State File Number
i
Middle Name Last Name

[JParent's Location of Birth

[]Sex of Registrant

[JTime of Event

[(Date Filed

Cjother

lowa Department of Public Health/Bureau of Health Statistics

To start a verification request:

From the main menu, click on Fee/CAS > New > Verification

Userlocation Desc.

Image count: ¢ | Notes count: 0 JF-YERES 0

Verification Status

On the County tab:

Select the event
Enter Date of the Event
Enter State File Number (if known)
Enter first, middle (optional) and last name of the registrant
Check all items that needs to be verified
If other — specify in the box provided
1. Examples
a. Poor IVES images
b. Incorrect index

YV VVVYYVYYVY

Revised 2/25/2021
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Veriication RERESE Compition » Enter additional comments if necessary in the County

County Comments Comments field.

> Enter a “Y” in the Verification Request Completed box.
The Verification Request Date and Verificaiton Request
Completed By will default with the current date and the
user.

Verification Request Completed? Verification Request Date Verification Request Completed By

Change Verification Status

> Click the ﬁ button. An email message is sent to the
State.

Close Verification Cancel Verification

The Cancel Verification button can be used if the current request is no
longer needed.

Retrieving Completed Verification from the State

Home File~ Search - Fee/CAS~ Tools ~ Batch~ Blank Forms~ Help~

Work Queues

CAS Requests Pending @

I

yr

VRS-NX |A

CAS Requests Retums @

Once the verification has been completed by the

State, the system saves it to the Verification —

i o Completed work queues. In addition to the county
receiving an email notification of the completion.

I App Pending [7]

M Pending Mamage D)
Return

‘ Vertcaton - Compited €D The county can then retrieve the completed

ATTENTION ALL USERS! e
Verification - Pending @ verification request.

Using someone else’s user name to log in is a violation of security provisions for
electronic filing. You MUST use your own user name to log in. Email

IVESHelpDesk@idph.iowa.gov to request additional user names, or call (866) 309- From the home page, in the Work Queue SeCtion,
0831. . vy .
click Verification — Completed.

Messages

No messages o show.
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Work Queue: Verification - Completed

Search Criteria Search Result
e [ ooy |

15 07/05/2018 COMPLETED BIRTH Josh The Man 07/05/2018
16 07/05/2018 COMPLETED BIRTH Bob Bob Bob 07/05/2018
R 071052018 COMPLETED BIRTH ~ ~ A 071082018 All completed verifications will be list. Select the
18 07/05/2018 COMPLETED BIRTH Sal 07/05/2018 e . . .
9 COMPLETED | 20 verification by double clicking the row, or select the
22 07/05/2018 COMPLETED BIRTH Jack Smith 07/05/2018 r'OW and CliCk on the m button.
23 07/05/2018 COMPLETED BIRTH Ester Smithe 07/05/2018
25 07/05/2018 COMPLETED BIRTH Baby Otto 07/05/2018
26 07/05/2018 COMPLETED BIRTH Baby Harold 07/05/2018
28 07/05/2018 COMPLETED BIRTH Baby Boy 07/05/2018
31 07/05/2018 COMPLETED BIRTH W W w
32 07/05/2018 COMPLETED BIRTH z z 07/05/2018
33 07/05/2018 COMPLETED BIRTH Panchita Gomez 07/05/2018
07/05/2018 COMPLETED BIRTH Panchito Hernandez 07/05/2018

1- 16 of 16 items

Home File~ Search~ Fee/CAS~ Action~ Tools~ Batch- Help~

vetcator: 3 - =

Verification Status

Verification # Date of Verification Userlocation Desc. Verification Status

36 07/05/2018 Polk

Registrant Information

Event to Verify First Name Middle Name Last Name
BiRTH Fappy & Ly Click on the State tab

Date of Event State File Number

The answer(s) will be located on the “Requested Item(s)

Requested ltem(s) to Verify H n
e _ to Verify paragraph”.

e crEvent Any additional comments by the state will be in the
State Comment field. If a replacement copy was
requested, the copy will be attached to the verification.

Mother's Name

Father's Name

Mother's Date of Birth
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Verification: 36

Happy Go Lucky

Item(s) to Verify

Registrant Name Parent's Location of Birth
Date of Event Sex of Registrant
Mother's Name Time of Event

Father's Name Date Filed

Mother's Date of Birth

Father's Date of Birth Other

Verification Request Completion

County Comments

asdr

Verification Request Completed? Verification Request Date

¥

Change Verification Status

Close Verification Cancel Verification

Close Venfication

lowa Department of Public Health/Bureau of Health Statistics

Image count: ¢ | Notes count: 0 Alerts:n

Once the request item(s) have been reviewed, click
on the County tab

Click on the button, in the Change

Verification Status field. This completes the
verification request and will be removed from the
work queue.

Close browser.

Verification Request Completed By

thomas - county polk

Revised 2/25/2021
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Search for a Verification Request

Home File~ Search~ Fee/CAS~ Tools ~ Batch~ Blank Forms~ Help~
New 3
Search 3 Applicant
Request
Service
Payment
Deposit

Cash Drawer
ACH Header
Verification
Transmittal

Transmital Detail

Search (Verification)

Search Criteria Search Result

Verification # Date of Verification
First Name Middle Name
Date of Event State File Number

State Completed?

lowa Department of Public Health/Bureau of Health Statistics

To search for a verification request:

Click on Fee/CAS > Search > Verification

L USERS!

Iser name to log il
JST use your own
wa.gov to reques

Clear
Verification Status

Event to Verify
Last Name

County Completed?

Revised 2/25/2021

v

Enter the information then click the button.

All completed verifications will appear in the search
results grid.




Making Notes

Applicant: 12198

Application Request & Service Mailing Billing Reassign Request Flags Return & Notes

Request Information
Clear Request Fields Event Type

Clear Request Fields Birth v

Relationship First Name
seit v Copperl ‘

Show Page Errors

Save Request Site Information

Service Information

Notes
Insert Current Date
Clear Field

Ignore Casing Rules
Clear Service Fields

Clear Senvice Fields

Insert Default Value

Notes

Field Name:REG_FIRST_NAME Field Label:First Name

Security Function: v Is Active?
B I U a E == E EEE x| B
Format v § (inherited font) v (inherited size) v
v vy 2

This is 2 test demo|

=]

lowa Department of Public Health/Bureau of Health Statistics

Event State File Number

Middle Name

1. Place the cursor on the field
that requires an explanation
and right-click on the mouse to
bring up the dropdown
options. Select “Notes”

3. On the open field, type the message,
then click the E button.

Notes Id

No notes to show

Notes

FieldName Note CreateDate Modify Userid Modify User Modify Date IsActive Application Function

e
2. The Notes screen appears,

click on the button.

Notes  Field Name
id

Note

213 REG_FIRST_NAME Thisisatest

dema

Notes
Create Date Modiify. Modiify. Modify Date Is Application
Userid  User Active Function
2020-12- 26617 Nichols 2020-12- true ﬂ
01T10:24:47.6260182- Sammui 01T10:24:47.6260182-
06:00 06:00

i

5. Note result appears, showing the

Revised 2/25/2021

field the message, the notation and

the user name. Click the
button.
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Start a New Marriage Event

lowa Code 595 governs the process of applying for and receiving a marriage license in the state of lowa.
IAC641-98(144) is the section of administrative rules that apply to marriage license issuance.

Home File~- Search~ Fee/CAS~ Tools - Batch ~ Blank Forms~ Help~

N e 'I"Ilf ’

Change Reqguests
Relogin
Change Requests Details rJ
Log Out IMessages |A
Inventory __| To start a new marriage event:
Inventory Orders Click on File > New > Marriage
Certified Paper Assignment V' Short-cut: you can use CTRL+M on your keyboard to
open a new marriage event.
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General Tab

Home File - Search ~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools - Batch~- Help~

0 Image count: 0 ||

Marriage: New

General Party A Party B Application/License Marriage Return Flags CAS Application

Siaten a=
State File Number County License Number Application Date Valid Date 3 Day Waiver
[ & N

*Filing County Reg Type Code Record Status

The marriage event is separated by tabs: General; Party A; Party B; Application/License; Marriage Return; Flags; CAS Application.

The new marriage event will always open to the General tab. The Filing County, Reg Type Code, and Record Status are all default fields that can not
be changed.

Enter the Application Date
e The application date can be back-dated up to 3 calendar days only.
e The valid date will auto populate to include the correct calculate of the 3-day waiver.

If there is a 3-day waiver, enter ‘Y’
The valid date will re-populate with the new date.

Things to Remember

e County License #: Once the license has been marked complete by the user on the Application/License tab, the County License # will
populate.

e State File Number: Once the Certificate of Marriage has been returned to the county for filing, and the Marriage Return tab is completed,
the State File Number will populate.
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Completed view of the General Tab with no 3-day waiver:

Home  Filer Search~  Documents~  Fee/CAS~  Action-  Linking~  Tools~  Batch-

ol =

[ UM PartyA  PartyB  Application/License  Marriage Return  Flags ~ CAS Application

System
State File Number County License Number Application Date Valid Date 3 Day Waiver
11/02/2020 | N »
“Filing County Reg Type Code Record Status
Palk Pending

Completed view of the General Tab with a 3-day waiver:

Home File~ Search~ Documents~  Fee/CAS~  Action~  Linking~ Tools~ Batch~

wefl =

Party A  PartyB  Application/License  Marriage Return ~ Flags  CAS Application

System

State File Number County License Number Application Date Valid Date 3 Day Waiver
1110212020 | (3 1110212020 Y i

*Filing County Reg Type Code Record Status

Polk Pending
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Party A & B Tab

The fields on tabs Party A and Party B are identical.
Use the below instructions for guidance on both Party A and Party B tabs.

Home  File~  Search~ Documents- Fee/CAS~  Action-  Linking-  Tools~  Batch-  Help~

0 Image count: 0 | Notes count: 0 IFNELZE 1

Marriage: New

General m PartyB  Application/License Marriage Return Flags  CAS Application

Party A - Current Name
Party A Designation - Optional

First Name Middle Name Current Last Name

Last Name Prior To Any Marriage Suffix

Party A - Name After Marriage<
e i e e i The following are paragraphs within the Party A & B tabs:
v" Party A— Current Name
Residence Address Information .
country stte ey -optionai v" Party A— Name after Marriage
United States v lowa
v"  Residence Address Information
Birthplace v’ Birthplace
Country state
United tates . v" Parent Names (optional)
Date Of Birth Age Consent .
- . Things to Remember
S S e Optional - All optional fields or paragraphs are labeled as optional.
bt o . o On Party A & B tabs, Party designation, city, county, gender and
Parent 1 - First Name Middle Name Last Name Prior To Any Marriage parent names paragraph are Optional.
Party A - Parent 2 Designation
Parent 2 - First Name Middle Name Last Name Prior To Any Marriage Suffix

v

Paragraphs are titles with blue writing, and separated
from each other using a light blue border.
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01 VRS-NX Netsmart - Marriage: Ne X 4+
<« Cc 0O @ idphvrstest.netsmartcloud.com/NXDEV/event/edit?selection=eventedit%3Dnew-328key=_ key%3Did%253DUdt5p8RuroCQpshhNYFK8SIDYIYzpVIK883iHISBWEedqO8ZOLrqqySvWoCcmoO%252BIVPDIIC2%252FXrq4jX8nRLGKSipuuC... o 3% %EE »
I

[State of lowa] IDP... 5} https://dataidph.st. coc §8 GovDelvery (@ Zoom mported From IE

20 Apps W8 inbox  [I] vRs-nxDeEv [ vRS-NXUAT ] vRS-NXTest ] VRS-NX TRAIN Trello lowa legislature VR Portal 0 Vital Records - Hom

Home File~ Search~ Documents ~ FealCAS ~ Action - Linking ~ Tools~ Batch~ Help ~

General m Party B Application/License  Marriage Return ~ Flags  CAS Application

Party A - Current Name

Party A Designation - Optional
First Name Middle Name Current Last Name

Last Name Prior To Any Marriage Suffix

Party A - Name After Marriage

First Name Middle Name Last Name Suffix

Party A or B — Current Name — Enter the current legal name in each field listed
v First Name
v" Middle Name (if applicable)
v' Current Last Name
v' Last Name prior to any marriage (generally, this is the name on birth certificate)
v Suffix (if applicable)

Party A or B — Name after marriage

v" First Name As a convenience, the first and middle name entered in the Current
v" Middle Name (if applicable) Name fields will default to the Name After Marriage fields.
v" New Last Name . . .

L . You must enter the Last Name in the Name After Marriage field.
v Suffix (if applicable)

Things to Remember

marriage ceremony has been performed.
e Designation — Designation of Bride, Groom or Spouse is optional and not required.

Name after marriage — The name after marriage is the legal name of the individual once they get married. Either party to a marriage can change any
part of their name through the marriage process. It will take a Legal Change of Name court action to change the Name After Marriage once the

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Home

Marria
General

Party
Party £

FirstN

File ~ Search~ Documents ~ Fee/CAS ~

Save without Edits - To save a marriage event without completing the event and
New »

signing the license as complete, you must enter at a minimum:
Save CTRL+1

|cation/License ° Application Date
Save Without Edits CTRL+2
e Party A—Current Name
Relogin e Party B— Current Name
o Once these fields have been entered, click File>Save without edits

Log Out

Residence Address Information

Country State City - Optional County - Opticnal
United States v lowa v v v
Birthplace
Country State
United States = v
Date Of Birth Age Consent Gender - Optional
= v

Party A or B — Residence Address Information

v
v

Country and State - currently Country and State defaults to United States and lowa. This information is to be changed to the appropriate location as needed.
City and County — Choose the city and county from the drop-down list.

Party A or B — Birthplace

v
v

Country and State - currently Country and State defaults to United States and lowa. This information is to be changed to the appropriate location as needed.
Enter the date of birth. The age will autocalculate.

o If either party to be married is 16 or 17, they must submit a Consent to Marry form, and the Consent box must be marked with a ‘Y’.

o Ifeither party is under the age of 16, the system will not allow the marriage license to be signed as complete.
Enter gender as ‘M’ for male, ‘F’ for female, ‘U’ for unknown.

Things to Remember

Location drop-down lists — If a country, state, or city is missing from the dropdown list, enter the location in the field (the field turns orange). Also, call the IVES Help Desk to
have it added.

Consent — The consent box will gray-out if the person to marry is 18 or older. The consent box must be completed if the person is 16 or 17 years old.

Gender - Gender is optional and self-reported. Options are F, M, U.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Completed view of Party A or B tab age 18 or older:

Residence Address Information
Country

United States

Birthplace
Country

United States

Date of Birth

04/05/1996 |

State

lowa

State

California

Age
24

City - Optional

v Waukee

Consent

Completed view of Party A or B tab age 16 or 17 requiring a Consent to Marry form:

County - Optional

v Dallas

Gender - Optional

F »

Residence Address Information
Country

United States

Birthplace
Country

United States

Date Of Birth

06/05/2003 | (5

lowa Department of Public Health/Bureau of Health Statistics

State

lowa

State

Florida

Age

City - Optional

v Clive

Consent

A

County - Optional

v Dallas

Gender - Optional

P
«

v

Validation Errors

Party A * Birthplace * Consent
lMust be 18 and at least 16
years of age. Consent to
IMarriage is required.

ﬂ Bypass:. 1 2

Revised 2/25/2021

M w

A validation error will appear if the
consent field is left blank. Click on
the Eto rekey.
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Parent Names - Optional

Party A - Parent 1 Designation

Parent 1 - First Name Middle Name Last Name Prior To Any Marriage Suffix

Party A - Parent 2 Designation

Parent 2 - First Name Middle Name Last Name Prior To Any Marriage Suffix

Party A & B Tabs:

Parent Names (optional):
v' Parent designation is Father, Mother, Parent and is optional
o To leave field blank, tab out of parent designation field
v' Enter at a minimum:
o Parent1 First Name
o Parent 1 Last Name prior to any marriage
o Parent 2 First Name
o Parent 2 Last Name prior to any marriage

Things to Remember

e Optional - Listing parents are optional
o Not all applicants have two parents, and it is possible for someone to not have parents.
e  Who should be listed as a parent — The parties to marry can list anyone as their parent.
o The applicant can enter one or both parents regardless of birth certificate information. It is not required to list two parents on
marriage documents.
It is recommended to list the parent/parents as stated on birth certificate.
If they choose to list someone who is not listed on their birth certificate, the applicant needs to consider how this will impact them
when applying for identification documents (drivers license and passport).

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Marriage: New

Application/License Tab

General Party A Party B Marriage Return Flags CAS Application

Social Security Numbers

Add SSN For Party A Add SSN For Party B

Anticipated Ceremony Information - Optional

Ceremony Date Officiant

|

License Complete

License Completed? Date Completed Completed By

v

State Use Only
X

0 Image count: 0 | Nofes count: 0 JEFNCI SR ;‘]

Application/License Tab:
Social Security Numbers:

ARV

Anticipated Ceremony:

Anticipated Ceremony:

page.

You can correct a SSN once entered.

v" Each “Add SSN for Party” button works the same
System accounts for persons with no social security number

The system hides the SSN after the number has been entered.
The system asks for verification that the correct number has been entered.

v" Both the Anticipated Ceremony Date and Anticipated Officiant are optional

v" Once the license box is marked ‘Y’ for complete, any errors or missing information will be displayed on the right hand side of the

v If the application is error-free, tab out of the License complete box and the Date Completed and Completed By will auto populate.

lowa Department of Public Health/Bureau of Health Statistics
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How the Add SSN buttons work

Click the Add SSN Party A button

Marriage: New

General Party A Party B Marriage Return Flags CAS Application

Social Security Numbers
Add SSN For Party A Add SSN For Party B

Add SSN For Party A ' Add SSN For Party B

idphvrstest.netsmartcloud.com says

Enter Party A's SSM Mumber: Enter only 9 numbers without any dashes
or spaces.|f unknown enter a 9.

Party A 55N - Input Required

idphvrstest.netsmartcloud.com says

Is this the correct SSM for Party A7 987-98-7987

v’ The dialog box appears that asks for the party’s social security number.
v’ A total of 9 numbers can be entered.
v You will receive an error if you do not enter enough humbers or too many numbers.

v Do not use any dashes or spaces.
v' Click OK when finished.

Completed view after 9 numbers have been entered.

| idphvrstest.netsmartcloud.com says [

| Enter Party A's SSN Number: Enter only 9 numbers without any dashes
or spaces.If unknown enter a 9.

037987987|

n cances

b v Once the SSN is entered, and you click OK, a dialog box will
| appear that repeats the number.

v’ If the SSN is correct, click the “ button.

Cancel

v If the SSN is not correct, click the button and reenter.

v’ This dialog box appears showing that a SSN has been successfully

Message from webpage

Party A SSN has been updated to the following $87-98-7987

entered for Party A.
v' Click the ﬂ button.

Repeat same process for Party B.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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idphvrstest.netsmartcloud.com says

The SSN has already been entered, do you want to continue and

| overwrite the existing S5N?

SSN Edits

If you click on a Add SSN button after the number has been successfully
entered, the following dialog box appears.

v’ Click the ﬂ button correct the number;

Cancel

v Click the button to exit.

idphvrstest.netsmartcloud.com says

Enter Party A's 55N Mumber: Enter only 9 numbers without any dashes
or spaces.|f unknown enter a 9.

9|

Cancel
t n

idphvrstest.netsmartcloud.com says

| You have indicated that Party &'s SSN is unknown, is this correct?, ’

!

Message from webpage

Party A SSN has been updated.

If someone does not have a SSN, enter the
number ‘9’ and click the n button.

The following dialog box states that ‘You have indicated that Party
A/B’s SSN is unknown, is this correct?

v Click the “ button if correct

v Clickthe ™ button if it is not correct, and re-enter number.

The following dialog box will appear stating that
the SSN has been updated.

lowa Department of Public Health/Bureau of Health Statistics
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Anticipated Ceremony Information - Optional

Ceremony Date Officiant

i

Anticipated Ceremony Date & Anticipated Officiant
v"  Enter the anticipated ceremony date if known
o The date must be equal to or greater than the valid date of the marriage application.
v"  Enter the anticipated officiant

Things to Remember

e License Complete field
o You must tab through the Aniticpated Ceremony date and Anitipcated Officiant fields for the License Complete
field to open for entry.
o The License Complete field will not open if required information is missing. Complete all required fields.

License Complete
License Completed? Date Completed Completed By

v

State Use Only
X

License Complete
v" Review all tabs for correct and accurate information
v' Entera ‘Y’ in the License Completed field and tab.
o If there are no errors with the record, the current date and user name will default in the next fields.
o If there is missing information that is required, a pop up will appear directing the user to correct or add
information.

v" Click on the Rl button in the top right corner.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Message from webpage

The following dialog box will appear stating the

The record has been successfully saved

The record saved successfully record has been successfully saved. Click Ok

ﬁ button.

Home File~ Search ~ Documents ~ FeelCAS~ Action~ Linking ~ Tools~ Batch~

=
m Party A Party B Application/License  Marriage Return Flags CAS Application

System

State File Number County License Number Application Date Valid Date 3 Day Waiver
077-2020000168 11/17/2020 1112112020

*Filing County Reg Type Code Record Status

Folk Pending

The license will receive a County License #. The County
License # can be found on the General Tab.
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CAS Application Tab

Home File~ Search~ Documents ~ Fee/CAS ~ Action - Linking ~ Tools ~ Batch~ Help~

General Party A Party B Application/License Marriage Return Flags ‘CAS Application

Create CAS Application & Request

Create CAS Application Under Which Name?

- Last ame PickupOr Ml Cortcste CAS Application — You must create a CAS Application and add the
CEW : C::" ’ payment from the Marriage Module for ALL marriage licenses
= i * | issued. DO NOT create CAS application through the FEE/CAS
R . Application menu.
et Apploaton & Ragusst ot Amount oved
Create CAS Application & Request
Removelaver : 1. Party A’s name auto populates in the field but can be switched to Party B

by change the “A” in the to a “B” in the dropdown.

st 2. Enter the mailing address.
Payment Type Check/MO Number Amount § B

3. Click button
Add Payment Print Request Receipt

The total amount owed will autocalculate and the record is autosaved.

Create Application & Request Total Amount Owed

Add Certificate to Request $35.00
Pickup Or Mail Certificate Address Change?
ail
Country State city
T Payment:
Adaress Zipeods 1. Choose Payment Type; enter Check/MO number is required; enter amount
collected.
Add Certificate To Request Certificate Added To Request? A e
Click button.
in Dialog box will appear stating the record has been successfully saved. Click
ApplicantiD RequestiD PaymentiD CAS Created By the ”OK” button.

Message from webpage

een added to CAS.

en Completed

o |
The application ID is at the bottom of the screen under paragraph CAS IDs.
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Documents ~ Fee/CAS ~ Action~

Home  File~  Search~

Marriage: 25697

Linking ~

Tools~

Batch~

Help~

Completed view of CAS Application

General Party A Party B Application/License Marriage Return Flags CAS Application

Create CAS Application & Request
Create CAS Application Under Which Name?

A v
First Name Last Name

Mister Potato Head
Country State

United States v lowa
Address Zipcode

20 Spud Ave 50263

Create Application & Request Total Amount Owed
Create Application & Request $0.00

Remove Waiver

R —

Payment
Payment Type

Cash v

Add Payment Print Request Receipt

Check/MO Number

Pickup Or Mail Certificate

Mail -

city

v Waukee

0 Image count: 0 | Notes count: 0 Alensin

<€

#1: Applicant and Mailing

e ee———

Add Certificate to Request
Pickup Or Mail Certificate

Mail N
Country State
Inited Staies lowa
Address Zipcode

#2: Click Create Application & Request

Amount

$35.00 (

#3: Add payment type and amount

Address Change?

#4: Click Add Payment button

city

Do Not click Add Certificate to Request at this point!

Add Certif ac -r Certificate A

CAS IDs

ApplicantiD RequestiD
12185 13174

PaymentiD

9661

lowa Department of Public Health/Bureau of Health Statistics
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Printing Marriage Documents

Home File~ Search~ Documents~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~

. m I 3-Day Waiver Application
Marriage: 25698

M Address Update

General Party A Party B Application/License Ma \pplication
M Application for License

After the CAS Application has been created and the
payment entered, documents will be available to print
M Consent for Minor

from the Documents menu.

M Consent for Minor BLANK

System

State File Number

*Filing County M License to Marry

Polk M Plain Paper Copy

IMarriage Order Receipt

Printing Options for Specific Documents
s — —— v' There are 2 two-sided documents that are available print from the
Genersl marriage event: application to marry; Certificate of Marriage.
Select Prnter v If you choose either of these documents to print, you will get a pop-up
=5 HP L aser)et Professional P1102w EHVR_6015 on idphfss . . .
0 Microsoft XPS Document Writer =VR_0050-1 on idphfs5 box of your printer’s default preferences. (Not all dialog boxes will
= 5end To OneMote 2010 E¥IVR_9050-2 on idphfs5 .
appear as the image above.)
4 | 1 | b
/ . . .
e rency — Verify the printer, and click the Preferences button.
v Use the tabs to locate the Print on Both Sides or Print Double Sided
option; choose this option to print that document on both sides.

Page Range
s v" Click OK; Print

@ Al Number of copies: 1 =

) Sefection © Curent Page o If you have a printer that does NOT print on both sides, follow
(") Pages: 1-2 Collate
: B the above process. The first page of the document will print; put

Enter either a single page number or a single 1121

pecerenge. Foreransle, 12 the print document back in the printer (bi-pass or tray) to print

Location:
Comment:

[Pt ][ Concel | the second page.
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(= Printing Preferences
=

[ Advanced | Paper/Qualty | Effects | Finishing | Services
Prirt Task Quick Sets

[Untited |

¥ Piint On Both Sides{anually) H=—

I~ Fiip Pages Up

uniuicy

Booklet Printing
[

1 - | Pages per Shest

-

Document Options

P [V Print On Both Sides{Manually)
[Figh. then Dewn El ' Potiai

¢ Landsoape

I~ Flip Pages Up

I Rotate by 180 degrees

Booklet Printing

[
ff vl

OK Cancel | | Help ]’I

Remember: Your print boxes may look different than the above images.

Things To Remember:
v' Marriage regulations have not changed. All the same documents are needed to process a marriage.
v Print the appropriate documents from the Documents print menu.
o If you do not need a 3-day waiver or Consent for Minor, do not print them.
o All documents will be available for every record created.
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Fix a Mistake prior to the Marriage Return

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking - Tools~ Batch~

]
General Party A Party B Marriage Return Flags CAS Application

Social Security Numbers
Add SSN For Party A Add SSN For Party B

Anticipated Ceremony Information - Optional

Ceremony Date Officiant
License Complete
License Completed? Date Completed Completed By
A 20/20/1117 Nichols, Sammui

State Use Only

) =

If a spelling mistake or any other errors were found prior to the couple getting married.

Go to the Application/License tab. Change the “Y” in the License Completed field to an “N”. This removes the date, user’s
name and open all the fields.

Make the necessary change(s).

Go to the Application/License tab. Change the “N” in the License Completed field to a “Y” and tab out of the field.

Click the m button and reprint the documents.

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Adding Waiver from Marriage Record and CAS

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking - Tools~ Batch~

Marriage: 25694

Image count: ¢ | Notes count: 0 n\ens:ﬁ el

General Party A Party @ arriage Return Flags CAS Application

Social Security Numbers

Add SSN For Party A Add SSN For Party B Addlng 3-day waiver

Open up the marriage event, go to the Application/License

Anticipated Ceremony Information - Optional
Ceremony Date Officiant tab
On the License Completed field change the “Y” to a “N”. This
License Complete removes the date, user’s name and open all the fields
License Completed? ate Completed Completed By

= pE— including the 3 Day Waiver field on the General tab.

Nichols, Sammui

State Use Only

Home File~ Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Help~ 184

Marriage: 25697 A\ens:ﬁ

y A Party B Application/License Marriage Return Flags CAS Application

State File Number County License Number Application Date Valid Date 3 Day Waiver
077-2020000170 11/17/2020 ﬁ 11/21/12020 N »

“Filing County Reg Type Code Record Status

Polk Pending

Go to the General tab. Change the “N” to a “Y”, click out of the 3 Day
Waiver field, the Valid Date field will change to the appropriate Epphonion D -
validation date.

Valid Date 3 Day Waiver
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Home File~ Search ~ Documents - Fee/CAS~ Action~

Linking ~ Tools~ Batch~

Marriage: 25697

ee———

LY | Application/License

General Party A

Marriage Return Flags CAS Application

Social Security Numbers

Add SSN For Party A Add SSN For Party B

Anticipated Ceremony Information - Optional

Ceremony Date Officiant

01012021 | £ Woody

License Complete
License Completed? ate Completed
N v

State Use Only

Completed By

X

Home File ~ Search~ Documents ~ Fee/CAS~ Action~

Linking~ Tools~ Batch~ Help~

Applicant

Marriage: 25697

To Marriage Change Request
General Party A Party B Marriage RetL... RS S PR SSER

Social Security Numbers

Add SSN For Party A Add SSN For Party B

Linking: Applicant

Search Criteria Search Result
——
Flat View Export ~

Group By:

Date Application 3 Applicant Number i Status § | Priority

Date Received Req or Appl First Name Req orAppl Last Name i Company/Agenc

ol o o)

lowa Department of Public Health/Bureau of Health Statistics
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Go back to the Application/License tab. Change the “N” to a “Y”.
Click the & button.

Dialog box will appear stating the record has been successfully
saved. Click the “OK” button.

Message from webpage

The record has been successfully saved

Linking to Fee/CAS Record:
From the marriage event, click Linking > Applicant

Dialog Leave site message appears. Click the “Leave”
button.

E i v
Leave site?

} Changes you made may not be saved. |

Double click on the application result or click on the

-’ button to get to the Application request.
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Payment Information

Payment Date Payment Type Check Num Amount Applicant ID Payment ID

Service Information

Clear Service Fields

Clear Service Fields

Service Type Fee Type
(Waiver| % k= Standard
Add New Service
Requests/Services/Inventory Information
REQUESTS
Search... Q
RequestiD Event First Name Middle Na.. Last Name

4 »

PO T (I T TS A

© 2021 Netsmart Technologies, Inc

lowa Department of Public Health/Bureau of Health Statistics

Clear Payment Fields

Clear Payment Fields

]

Search

Adding Payment

Clear Payment Fields

Click the button this.

The Payment Date will pre-populate. Choose the payment

type, enter check number (if applicable) and enter amount
paid.

Click the button. The payment grid will reflect the
payment.

Payment Information

Search. Q

Payment ID Modify Date Create Date Retur..

m 1111812020 1111812020 - i

11712020 11712020

Payment Date Payment Type CheckNum | Amount Applicant ID

11712020 Ccash $35.00 12185 9661

Modify Date Create Date Retur.
Payment Date Payment Amount
111812020 | (5 $0.00
Payment Type Check/CC/MO #
v
Add Payment
1-10f1items
Copies Status
0 PENDING v
SERVICES
Search.
RequestiD Event Type Service Type Fee Type Copies $Total Statl

v e o
R 1 I M

Next add the Service Information.

Ciick the IRl b.tton.

Enter or choose from the dropdown:
e Service Type: Waiver
e Fee Type: Standard
e Copies: 1
e Status: Completed

Click the button. The service will populate in the
grid on the Service Section.

SERVICES Search For Event Record Refresh Grids

e ror e

Search A
Event Iype service 1ype tee Iype Copies | Siotal | Staws C.| Requestin
[aveuce L ptsin—ows 1 s covees v s
Marriage Waiver Standard 1 $500  Completed Y | 13174 .

1

Click the ‘X" on the tab to close out of IVES NX or click on the
Home menu to continue working in IVES NX.

Revised 2/25/2021
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Remove Waiver from Marriage Record and CAS

Marriage: 25699

General Party & Party B ApplicationiLicense Marriage Return Flags CAS Application

Create Application & Reguest Total Amount Owed

Remove Waiver

Payment

Fayment Type Check/MO Number Amount
Cash - $40.00

Add Payment Print Request Receipt

P o e

Marriage: 25699 Message from webpage

General Party A Party B Application/Licen The Waiver Service was removed from order.

Create Application & Request Total A
Create Application & Request i $35.00
Remove Waiver
Payment
Payment Type Check/MO Number
Cash v
Add Payment Print Request Receipt
P o

lowa Department of Public Health/Bureau of Health Statistics

Removing 3-day waiver

Open up the marriage event, go to the CAS Application tab. On the CAS
Application tab:

1. Click on the Remove Waiver button which will change the Total
Amount Owed from $40 to $35.

2. Message pop-up stating the Waiver Service was removed from
order > click OK

3. Go to the Payment paragraph>change the Amount to $35.

4, Click button.

5. Message pop—up stating the record has been successfully saved >

click OK

Note: The General tab will show the 3 Day Waiver box changed from a
“Y” to a “N” and the Valid Date field will also change to the appropriate
validation date.

Amount

$35.00

The record has been successfully saved.
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Marriage: 25699 Alens:n

m PartyA  PartyB  Application/License  Marriage Return Flags  CAS Application

System
State File Number County License Number Application Date Valid Date 3 Day Waiver
077-2020000172 11/18/2020 11/18/2020 N
“Filing County Reg Type Code Record Status
POk Pending

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking ~ Tools~ Batch~ Help ~

. Applicant . . . .
Marriage: 25699 On the CAS Application tab of the marriage record:
To Marriage Charlge Request

. o > dli .
General Party A Party B Application/License Marriage RetL... SRS M 6 G_O e e Ll_nkmg HENHEZElcKon Appllcant
7. Dialog Leave Site message appears > Click Leave.

Create CAS Application & Request

Home File-  Search~ Documents~  FeelCAS~  Action-  Linking~  Tools~  Batch~  Administration~  Help~

On the Request to Inventory tab, the service now shows
$35 w/the removal of the S5 waiver service.

Applicant: 395958 Leave site?

Changes you made may not be saved.

YL Requesttoinventory  Mailing  Biling  Reassign Request  Flags  Return & Notes  Marriage Returns

“First Name Middle Name g

Leave Cancel

Silver

SERVICES Search For Event Record Refresh Grids
Country State Name ci
United States v v
Address 2 Zipcode Phone - Primary Fax - If Applicable Email Search. Q
3 Event Type Service Type Fee Type Copies | $Total | Status C.. RequestiD
@' Applicant Address Same As Mailing? MARRIAGE _ $39.00 | Compicicd 91 -
M4 1 roow
Total $ Charged - Total $ Paid = Amount Due
$40.00 $40.00 $5.00

Payment Information

Change the payment to reflect the amount.

Clear Payment Fields

Search Q
Payment Date Payment Type Check Num ‘Amount Applicant ID Payment ID Modify Date Create Date Retur.
orszvs  Joreomowo | s Jowoss  Jowse  Jomwon  Jomsoow | g PZ’:?:::EE PZ’::’”"" 8. Gotothe Payment Information paragra ph
F— Change the payment amount from $40 to $35.

CREDIT CARL v

Updste Paymert 9. Click the button.
10. Click the ‘X’ on the tab to close out of IVES NX or

click on the Home menu to continue working in
IVES NX.

Update Payment
« o e 1-10f 1items

Dispiay
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Marriage Return

Certificate of Marriage is signed and returned to the issuing office for filing.

Home File~ Search~ Fee/CAS~ Tools ~ Batch ~ Blank Forms~ Administration~ Help~

Work Queues

CAS Requests Pending

e\tpe E- (L
W ..)Hri M App Pending

VRS-NX IA I L M Change Request - Pending

M Change Request -
Rejected

M Pending Marriage Return

On the Home page, go to the Work Queues located on the Verification - Completed
right side of the page. 5 Verification - Pending
Click M Pending Marriage Return. enable more Work Queues; a few are working, and we will slowly
monitor system performance. Records are still accessible by going
mmougrT o oearor menu - not all fields are required to search.

Messages

No messages to show.
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Marriage Return Tab

Home File~ Search~ Documents ~ Fee/CAS ~ Action~ Linking ~ Tools~ Batch~

Help~

Marriage: 25697 »

General Party A Party B Application/License Marriage Return Flags CAS Application

Filing
Date Of Marriage
&=
State Of Marriage Place Of Marriage - County City/Town
ywa - -
Date Filed Record Completed? Date Completed

Completed By
= v

Marriage Return:

1. On the Marriage Return tab, enter the Date of Marriage.
2. Pop up message will appear to verify the correct couple is being registered. Click the “ button.

idphvrstest.netsmartcloud.com says

You are about to register a Marriage record for: ‘

“MISTER POTATO HEAD
&
+MISS SPUD

| If this is not the correct record, close it and do net save your changes.

“ Conee

State of Marriage defaults to lowa (Marriage must have occurred in lowa).
3. Enter the Place of Marriage — County

Enter the City/Town

Enter the Date Filed

Enter ‘Y’ for Record Complete and tab out of field. The Date Completed and Completed By will default with the current date and the user’s name.
Pop up messages appear; states the record has been numbered and the record has successfully saved. Click OK.

ey @ g

Message from webpage

Information

The record has been successfully saved.
The record numbered. .

8. Go to the CAS Application tab

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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CAS Application Tab after Marriage Return Filed

Home File~ Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Help~

="
General  PartyA  Party B Application/License  Marriage Return ~ Flags [e GFA 0oty

Create CAS Application & Request
Create CAS Application Under Which Name?

. New Address?
First N; Last N Pickup Or Mail Certificats

— e " If the address of the couple has change, enter the new
P o o _ address here. The address will change in CAS.

United States x: lowa v Waukee v
Address Zipcode

20 Spud Ave 50263 v

Create Application & Request Total Amount Owed
Create Application & Request $0.00

Remove Waiver

Payment

Payment Type Check/MO Number Amount
Cash ¥ $35.00

Add Payment Print Request Receipt

Add the No Fee Certified Copy Request to the CAS Application

Add Certificate to Request

Pickup OF Mal Certficate Address Change? On the Add Certificate to Request paragraph, click on the
Mail - N -
Add Certificate To Request
| Aad Certicate To Request IR
United States lowa

v' You can only click this button once. If the couple wants more than one
Adress Spesds certified copy, all additional requests must be entered into CAS manually.

Add Certificate To Request Certificate Added To Reguest?
Add Cerlfcate o Request Pop up message confirming the certified copy service has been

added. Click OK.

CAS IDs
ApplicantiD RequestiD PaymentiD CAS Created By
12185 13174 9661 Nichols. Sammui

Message from webpage

Certified Copy Service Added to Order
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Home File- Search- Documents- Fee/CAS-  Action-  Linking~  Tools~ Batch~  Help~ Next link to the CAS Application

. Applicant From the marriage event:
Marriage: 25699
To M Ch Ri t . . q a
B . o Harmage Hhange Reques I Go up to the Linking menu > click on Applicant.
General Party A Party B Application/License Marriage RetL... LN
Create CAS Application & Request Dialog Leave site message appears. Click the Leave button.

3 -
Leave site?

} Changes you made may not be saved.

m Canee!

CAS Application: Printing the Initial No Fee Certified Marriage Certificate

Home File~ Search ~ Documents ~ FeeiCAS~ Action~ Linking ~ Tools~ Batch~ Administration ~ Help~

Applicant: 1276701 image count:0 [ - —
Application Mailing Billing Reassign Request Flags Return & Notes Marriage Returns CAS Appllcatlon
Self Silver Nichols
Update Request On the CAS Application, click on the Request to Inventory tab.

. ,
S— The No Fee pending service has been added to the request.

Service Information

Clear Service Fields

On the Requests/Service/Inventory Information paragraph:
service Type Fee Type Copies Status . . . .
Certited Copy . i . 3 e . e Click the No Fee pending service grid

Update Service Search To Prnnt Event Record

e Click the button.

Requests/Services/Iinventory information

REQUESTS SERVICES
Search Q Search Q Search To Print Event Record
‘Search To Print Event Record
RequestiD Event First Name Middle Na. Last Name RequestiD Event Type Service Type Fee Type Copies $Total Status Cc

1377138 MARRIAGE m-m 1377138 MARRIAGE Application Standard $3500 | COMPLETED | Y Inventory Begin #

lnvenmry End #

Use Inventory

- : = —
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Linking: Event Search MARRIAGE

Search Criteria Search Result

Fa view Ea

Group By:

State File Number i Yearof Mamiage : Application Date : County License# : \ValidDate :  FilingCounty : Record Status

2021000641 2021 02/11/2021 077-2021001003 02/15/2021 m Registered
“« o« >

Search~ Documents ~ Fee/CAS~ Action~ Linking ~ Tools~ Batch

Documents 3 I 3-Day Waiver Application

43408

M Address Update
rA Party B Application/License Ma =
M Application for License

oplication & Request

M CERT COPY MARRIAGE COUNTY
lication under which name?

M Certificate of Marriage

I Consent for Minor

M Consent for Minor BLANK

M License to Marry

M Plain Paper Copy

Marriage Order Receipt

DUBDE v

114-2021-000641
STATE OF IOWA
I0WA DEPARTMENT OF PUBLIC HEALTH
CERTIFICATE OF MARRIAGE
Mariage Caremony Pertormed i the Stte of lowa.

022512021 022512021

NO NOTATIONS

lowa Department of Public Health/Bureau of Health Statistics

The Search result grid for the event appears. Click the m button or

& | pary - st am double click on the grid to open the record.

1-10f 1items

DO NOT PRINT FROM THE SEARCH SCREEN.

The marriage record appears. Go to Documents>
Documents> M CERT COPY MARRIAGE COUNTY

The certificate will appear.

In the top right corner, click the E icon.

Revised 2/25/2021
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Print 1 sheet of paper

114-2021-000641 Destination & HP LaserJet Professic ~

e e ) The printer dialog box will appear. This dialog box is specific to

Marage Caramany Paromed e St

general printing and all printers should be available.

3 can Polk
H
077:2021001003

Copies 1

e [ More settings v

e e Choose the correct printer from the Destination field.

e = e Enter the number of copies requested.

e Ifapplicable choose additional settings based on YOUR
PRINTER set up.

e Click the B button.

THS COPY NOT TERED PAPER
o \Q
S 11V )
° DATEISSUED  COUNTYREGISTRAR DEPUTY STATE REGISTRAR
Couny of tssuance: Polk

N m Caneel

X \ 1 VRS-NX Netsmart - Linking X | [T VRS-NX Netsmart - Marriage: 25 X [] Netsmart VR PDF Viewer - X+ -

wrstest.netsmartcloud.com/NXDEV/report/report?sé gn=selection%3Dkey%253 DACMGEO67c10-a9da-4c77-8baT7-196847 RPaa%257Cemail%2 53Dfalse%257Cprintde25.

true%257Csave%253Dfalse%257Cevent %253DMARRIAGE%257 Ceven... ¥t 'Eiﬁ '
SN Webex B [State of lows] IDP..  4ff https//dataidphast coc G GovDelivery (@ Zoom Imported From IE

s B inbox [ vRs-nxDev [ vRs-nxuaT ] VRS-NXTest [ VRS-NX TRAIN ello lowa legislature

STATE OF 10WW§
I0WA DEPARTMENT OF PUBLIC ™iig
CERTIFICATE OF MARRIA

Marriage Ceremony Performed in the State of lowa

# counry. Polk

= wuuser: 077-2020000167

PRI A
et wooie e SUFFE 22y

Ken Doll Doll

PARTY A~ WAME AFTER NARRIAGE

HP wooLE st SUFTIE itany
Ken — Dol

&

oW OR LOCATION

Once the record is printed, close all the
browser tabs to get back to the Applicant
page to enter the safety paper number and
complete the application.

o Us, fregneouriny)
lowa Dallas Clive

TAECE o o ) aTe oF o Ve
Florida 05/06/1996

PARENT - NAME PRIGR (FARENT -VANE PRIGR 10 ANY ARRIAGE

=
Male

PRI E
et wooLE st SR 3y
Barbie

Girl
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Update Request

[ eremet ]

Service Information

Clear Service Fields
service Type Fee Type Copies
Certiied Copy - No Fee - 1

Update Service

Requests/Services/inventory Information
REQUESTS SERVICES

RequestiD | Ever FirstName | MiddleNa. . | LastName RequestiD Event Type Service Type

-
v —ome | o R

Standard 1

1376562 Application
R

PENDING

Cost

$0.00

search To Print Event Record

Search To Print Event Record

c

$3500 | COMPLETED | Y inventory Begin #

oo roons ||

1-20f2items inventory End #

Use Inventory

[ ey

On the Application, click on Request to Inventory tab.

On the bottom right of the Requests/Services/Inventory
Information paragraph:

e Enter the first piece of security paper number in the
Inventory Begin # field.

e Enter the last piece of security paper number in the
Inventory End # field. If it is one piece of paper, enter
the same number in each field.

o Click the BESEilll button. The service grid will be
marked as COMPLETED.

e Change the Request Status Type to COMPLETED
ks button.

e C(lick the e

Updal
o Click the X’ on the tab to close out of IVES NX or click
on the Home menu to continue working in IVES NX.

Archiving and Scanning

Final Steps

applicants.

v’ Original Certificate of Marriage documents MUST be mailed to the State for review.
o A copy of the original Certificate of Marriage is to be retained at the county for 6 months.
v Counties MAY scan all the marriage documents to IVES.
o If the county chooses to scan and attach all marriage documents into IVES, the original documents may be
destroyed AFTER the Certificate of Marriage has been filed and sent to the State.
o Applications of license to marry are public documents once the license has been picked up or mailed to the

o Counties need to email the State when licenses are not picked up within 6 months of the application date.
= The State will deactivate the record.

lowa Department of Public Health/Bureau of Health Statistics

Revised 2/25/2021

104




Marriage Current Correction

County Recorders can request a current correction to a registered marriage record for marriage records registered in their jurisdiction. The
recorders will complete a correction request and submit it to Vital Records for approval.

Current Correction is data entry error or omittance made by the county at the time the event was created and within one year of the date of the

event.

Home  File~ Search~ Documents~  Fee/CAS~

Birth
Marriage: 25

Death

General Part ense |

Create CAS Aj
Change Requests

From the Home page, click Search>Marriage

Create CAS App

A v Change Requests Details

Cirré Maman

Search (Marriage)

State File Number

County License #

Party A - First Name

Peter
Last Name prior to any marriage
Party B - Middle Name

Party B-Last Name after Marriage

Date Filed

Record Completed?

Messages

Year of Marriage

Valid Date

Party A - Middle Name

Party A-Last Name after Marriage

Party B - Current Last Name

Place of Marriage - County

MarriagelD

—
Clear |SSearch
Application Date

Filing County

Record Status

Party A - Current Last Name

Pan

Party B - First Name

Last Name prior to any marriage

Date of Marriage

License Completed?

User Location

lowa Department of Public Health/Bureau of Health Statistics

Enter the information into the fields. Click the W button.
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Search (Marriage)

Search Criteria Search Result
o oo o B2

- The search result grid shows all the marriage records that
State File Number | Year of Mamiage i | Application Date  : | County License# i  ValidDate : | FilingCounty 3  RecordStatus { Party A- First Name meet the SearCh criteria.
2020 07/30/2020 077-2020000097 0713012020 Polk Peter
T (N N N S I | Double click on the record of choice or highiight the record
o 2020 08/04/2020 077-2020000110 08/04/2020 Polk Pending Windy Of ChOIce and C|ICk on the m button
al “ 4 M 1- 3 of 3 items

File~ Search~ Documents - Fee/CAS~ Action~ Linking ~ Tools~ Batch~ Administration ~
] New » Marriage CTRL+M
Marria
Save
General Flags CAS Application
Save Without Edits  CTRL+2 Inventory
Party o 28 On the marriage record. Go to the menu and click File
nventory Orders
Party £ Rejogin > New > Change Requests
Bridd Certified Paper Assignment
FirstN Log out Middle Name Current Last Name
Tinker Bell
Last Name Prior To Any Marriage Suffix
Bell

i

Leave site? Message appears confirming you are leaving the current site.
Changes you made may not be saved

. Leave
Camcel Click the - button.
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Mote that you will receive an approval on a Change Request only for those
MARRIAGE records that are within your County. Requests made on records
outside your jurisdiction will be declined by the State.

Change Request window opens:

The pop up message will appear notifying counties can
only request a correction for marriage records that are
within their county. — Click Ok.

Home  File~ Search -

Fee/CAS~ Action~ Linking ~

Tools~ Batch~ Help~

Change Requests: New

System
Event State File Number
2020000037

Original Record Data
First Name

Snow

Date of Occurrence

AR

07/2020
State of Occurrence

lowa

Modification/Correction
Event

Mariage

Adoption/Paternity WQ

Documentation

Documentation Used

Court Case Number

lowa Department of Public Health/Bureau of Health Statistics

Flags

—

Event Local File Number

077-2020000040

Middle

Date of Birth

10/08/1997

City of Occurrence

Des Moines

Maodification

Affidavit/Correction Number

' Court

County

Record Status

Image count: 0 | Notes count: 0 Alerts:n

Reg Type Code

Last Name Suffix
e On the Modification/Correction paragraph select CORRECTION from the
Meother's Maiden “« o pe . ” .
. Modification” dropdown field.
On the Documentation paragraph select ERRO-TYPO from the
“Documentation Used” dropdown field.
Click the @ button.
Pop up message confirm the record is saved and asking if user wants to
leave the current window. Click the u button.
The record saved successfully.
Do you want to close the current window?
o e
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Corrections

Add Item For Correction Item Description

Add ltem For Corection

original Value

General / System / County License #

| General / System / Filing County
10/08/1997
General f System / Reg Type Code
State Approved Item? General / System / Date Filed

Party A [/ Party A - Current Name / Party A Designation (optional)

-

Party A / Party A - Current Name / Designation

Template For Cert Comments Party A/ Party A - Current Name / First Name

Corrections

Add Item For Correction Item Description

Add ltem For Comection Party A / Birthplace / Date of Birth

5. On the Corrections paragraph, click the

Add Item For Cormection
button.

6. Select the item to be correct from the “ltem
Description” dropdown list.

7. Tab to the “Corrected Value” field. The current
value of the field will display in the “Original Value”
field.

Original Value
10/08/1997

Corrected Value
‘ |

Print Notations On Certificate? Date
11/06/2020 | 5

State Approved Item?

v N v

Template For Cert Comments

Save Item To Be Corrected

‘Save ltem To Be Comected

item Description Original Entry Corrected Entry Approved Print On Cert?

8. Enter the Corrected Value

5. Click the bbbl 1 tton,

e Grid is generated to show the item to be
corrected.

If more than one item needs to be corrected, repeat
steps 5 through 9 listed above. The grid at the

Search

Wording

T N K A A L ) ©0ttom of the window will display all fields with

lowa Department of Public Health/Bureau of Health Statistics Revised 2/25/2021
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Home File~ Search ~ Fee/CAS~ Action~ Linking ~

Tools~

Batch - Help~

Change Requests: 2115308

Change Request Approval Flags

Approval
Initial Entry Completed & Ready To Approve By State?

L4

Optional: Reason For Change

Image count: 1 | Notes count: 0 -\ Ierts:n

Date Completed Completed By

i

Click the button.

10. Attach the supporting documentation (Application for License to Marry OR original copy of Certificate of
Marriage). See Scan & Attach process on page 46 of the manual.

11. Click on the Approval tab, enter Y in “Initial Entry Completed & Ready to Approve by State” field and

tab to the “Date Completed” field. The system will auto-fill the date and the name of the User.

12. Click the ﬁ button. This will route the request to Vital Records for approval.

13. Pop up message confirm the record is saved and asking if user wants to leave the current window.

The record saved successfully.
Do you want to close the current window?

] - |
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Rejected Current Marriage Corrections

Work Queues
CAS Requests Pending @

CAS Requests Returns 0

IDWA Department _

if PUBLIC HEALTH M App Pending (2]
M Change Request - (0]
Pending

M Change Request - (2]
Rejected

M Pending Marriage @
Return

Messages 0
Verification - Completed @

Werification - Pending 0

Work Queue: M Change Request - Rejected

Search Criteria Search Result

Group By:

Event State File Number  § | First Name (Record) ! Last Name (Record) ! | EventID

If the correction request is rejected by the State, it will
appear in the M Change Request-Rejected work
queues.

Click on M Change Request-Rejected

EventYear i | CreateDate : Ewvent : ModificationType

The search result will show a grid of all the
rejected marriage correction requests.

N R R = N MM | Double clck on the record of choice or highlight

2020000089 Tinker Bell 25686

2020000084 Peter Wolf 25620

| 4 o » L

lowa Department of Public Health/Bureau of Health Statistics

11/D5/2020 Marriage - Correction the record of choice and click on the
11/06/2020 Marriage = Correction b utton
1-30of 3items
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Change Requests: 2115311 “E"s’ﬁ
Change Request

Approval

Initial Entry Completed & Ready To Approve By State? Date Completed Completed By
N » 7=

Optional: Reason For Change

Some Items Were Updated Previously? Signed? Signed By Date Signed
N v =

Go To Update Event

Remove Notations To Print On Certificate Rejected Flag
N REJECTED v

Reason/Notes For Rejection
Please Provide Supporting Documentation —

Click on the Approval tab. Users will notice the Y in “Initial Entry Completed & Ready to Approve by State” field has been reverted back to an N, along
with the removal of the date and the person that completed the request. This allows the user to make the necessary update to the request.

Review the message in the “Reason/Notes for Rejection” field. Make the necessary change(s), which could be attaching supporting documentations to
the request, adding the item to be correceted, missing item to be corrected, etc.

Once the change(s) have been corrected, go to the Approval tab, enter Y in “Initial Entry Completed & Ready to Approve by State” field and tab to the
“Date Completed” field. The system will auto-fill the date and the name of the User.

Click the ﬁ button. This will route the request to Vital Records for approval.

Pop up message confirm the record is saved and asking if user wants to leave the current window. Click the H button.

The record saved successfully.
Do you want to close the current window?

ﬂr
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Remitting Certificate of Marriage Documents

1) County recorders will print the Marriage Registration Report weekly in accordance with the ACH periods.
a) The total number of marriages filed in IVES during the ACH time period will show on the Marriage Registration Report. The total number of
marriages is entered on the Weekly Transmittal Report

2) The Marriage Registration Report should be used to audit marriages filed during the ACH period. If a discrepancy is found during the audit,
further investigation will be required to reconcile the issue.
For example, the report shows 5 marriages and you have 6 original Certificate of Marriage documents, this would indicate that one of the

marriages was not marked as filed in IVES.

3) The Marriage Registration Report, along with all original Certificate of Marriage documents, must be mailed to the state within 2 business days
after the ACH period ends.

Marriage Registration Report

Home File~ Search ~ Fee/CAS~ Tools ~ Batch ~ Blank Forms~ Administration~ Help~

Reports

From the main menu on the Home page,
click Batch > Reports

VRS-NX A
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» BauDIT
» ECORRACCT
4 IEMARRIAGE

» EESYSTEM

Report Information

Available Reporis -
4 (3 Reports ld:

Name:

Description:

» =M Registrations - County Parameter Set:

Parameters

Parameter Set

From the list of Available Reports, click the
MARRIAGE arrow dropdown.

Click M Registrations — County
This action will open up the Report Information
and the Parameters.

Available Reports

4 (i Reports
» BAuDIT
» B CORRACCT
+ EEMARRIAGE

» BSYSTEM

Export to a file

Report Information
Id: M Registrations - County
Name: I Registrations - County
Description: I/ Registrations - County
Type: ReportBuilder

[d & M Registrations - County Parameter Set:

Parameters

FILING_COUNTY: @ USERLOCATION_DESC
Filing Date:

Parameter Set

i

File Format: v

3

Click on the Filing Date field. This will open the
Filing Date field.

lowa Department of Public Health/Bureau of Health Statistics
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Available Reporls Report Information

4 Reports Id: M Registrations - County
» [BAuDIT Name: I Regisirations - County
» [ECORRACCT Description: )M Registrations - County
‘ V‘MARR'AGE Type: ReportBuilder
N Parameter Set:
» ESYSTEM —_
Parameters

| FILING_COUNTY: @USERLOCATION_DESC

Filing Date:
lling Date: .
a range of dates such as: 01/01/2018,06/20/2018
Parameter Set

Exportto afile File Format: -

FILING_COUNTY aqual Polk Marriage Registrations Run Date: 12/30/2020
Filing Date batwaen 12/0172020, 1212812020 STATE OF IOWA

IOWA DEPARTMENT OF PUBLIC HEALTH

FILNGDATE  DATE OF MARRIAGE GCOUNTY STATE FILENO.  PARTY A-LAST NAME PARTY A - FIRST NAME PARTY B - LAST NAME PARTY B - FIRST NAME

Entering the Filing Date:

e Enter the ACH Period in the designated
field. Users must use correct format as
indicated in the instructions listed below
the field. The example shows
01/08/2019,01/14/2019

e Click B4 button.

12/08/2020  12/08/2020 Testing Testing

12/07/2020  12/01/2020 Polk 2020000098 Doo Scooby Poodle Lady

12/10/2020  12/10/2020 2020-000102 Smith King

1211512020 12/15/2020 2020-000103 Prump Harriette

12/15/2020  12/15/2020 2020-000104  Abc Abc Bbb Aaa

Marriage Registrations report appears.
Click the print icon located in the
upper right corner of the screen.

12152020 12/15/2020 2020000105  Cowboy Woody Peep Bow

12/15/2020  12/15/2020 2020000106 Jordan Robert Bayliss Kelsey

12/28/2020  12/27/2020 2020000108 Hammes Michael Greiner Sarah

12/28/2020  12/28/2020 2020-000109  Jones Taylor Consani Shelby

Total Number Filed: 9 Page 10f1
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Basic Convention

1.

2.

3.

4.

10.

Asterisk in Red — Absolute (hard edits) required fields.
Date Fields — Slashes for date fields are masked in/just type the numerals or click on the calendar. MM/DD/YYYY
Hyphen - For any numeric fields that require hyphens are mask in — just type the numerals (i.e. Social Security Number)

Tabbing - Most efficient between fields is to tab. However, the mouse can be used to click into the next field, but validation messages may
fire if the user skips around.

File > Save Without Edits - To avoid the system running through the validation edits when the record is not complete, go to the main menu
bar and select save without edits.

Hover — Hovering on the field name will describe what is required in the field.

Orange Field - The orange color field indicates the item is not listed on the dropdown.

Legal Document hd

Clear Dropdown Fields — To clear the dropdown field click on the “X”.
Application Status

PENDING x ¥

clear

Validation - Validation edits will fire upon existing fields, as well as upon saving a record as complete, when the data entry is incorrect.

Validation Errors

Party A > Party A - Current Name
* First Name
This is a required field

E Bypass

Ignore Casing Rules - Allow users type to type a word that contains more than 1 upper case letter. The process to save the word is to right
click in the field and choose Ignore Casing rules and retype the word.

Middle Name

dovel]

Show Page Errors
State Name Site Information
lowa Show Browser Menu

Reset Query
Notes
Insert Current Date

_ Clear Field

h Ignore Casing Rules
Insert Default Value

Properties
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Keyboard Shortcuts for Vital Records System

Move to next field Tab key
Move to next Tab Ctrl - Tab Key
Move to previous field Shift - Tab Key
Move to previous Tab Shift - Ctrl - Tab Key
Move to first field of next section Ctrl-P
Clear a field — clears field where cursor is Ctrl -z
Enter today’s date in a date field T
Select a checkbox Hit spacebar or click — this places a checkmark OR clears a checkmark
Close Window Alt - F4
Save Ctrl-S
Use % for wild cards (for example) Anderson could be end as (son or
Wild Cards . .
sen). Use wild card as “Ander%” and both results will appear.
Date Range Search (MM/DD/YYYY+ MM/DD/YYYY)
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