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Basic Conventions

» Date Fields - Slashes for date fields are masked in- just type the numerals or click on the calendar. MM/DD/YYYY
» Hyphens for any numeric field are masked, just type the numerals.

» <Tabbing> between fields is the MOST efficient. 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 or press and hold CTRL+2.

» Hovering over the field name will describe what is required in the field.

First Name Middle Name Last Name

Enter the first name of the child. If no first name, check the box that indicates the name has not been chosen yet.

» “Paragraphs” are blue-titled sections that contain one or more fields.
» Some fields are boxes that require only a single letter entry. The fields are not case-sensitive.
» Some items are selected via drop-down lists. Click the arrow to see the list of drop-down options.

» The orange color highlighted field indicates the item is not listed in the drop-down.

Country of birth

Garaponi v




Enter names and literal fields as upper and lowercase letters. The system will default the title case to a capital letter.

If there is a capital letter within the name, right-click and choose “IGNORE CASE RULE” to add another capital letter.
Example: McMichael, McMahon, McKayla, etc.

Enter characters that are LETTERS on the English keyboard.
= An apostrophe, hyphen, and spaces may be used.
= Do NOT use an apostrophe in the name as a substitute for a special character.
= Enter English-alpha characters only.

Enter Today’s Date = Press on the letter T in the date field for today’s date

Enter Prior Date = Once a date has been entered, press on the letter B to go backward to the date you

Enter Unknown Date = Enter 9’s

System
4 January 2024 »

Su Mo Tu We Th Fr Sa
Visual Calendar = click on the calendar icon, then pick the date. 2 s 4 5 6
T 8 9 0 1 12 13

14 15 16 17 18 19 20

2123 24 25 26 27

28 29 30 3

017221202 40|




Start a New Birth Record............... CTRL + 1

SaAVE. ..o CTRL+S

Save Without Edits...................... CTRL +2

Move to Next Field...................... <Tab> key

Move to Previous Field................ Shift +<Tab> key

Clears a field where the cursor is... CTRL+Z

Seletlzt a checkboX...................... Press the spacebar if the cursor is in the field or click with the mouse to select or
unselect.

Close WindOW........oooviii i, Alt + F4



Login

Log into Log into the IVES.

Enter Username and password. Click on
the Login Button.

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

Enter Two Factor authentication code,
using the Win Auth code.

Click the Validate button.

Note: Refer to NX Two-Factor
Authentication (2FA) Setup Instructions.




Home Page

Web Browser Tab
Contains the website for IVE-NX

User Profile

/ Announcement

Main Menus

File - Create new marriages, change requests or inventories. Able to re-login or log out.
Search — Search for records, change requests, document tracking or inventories.
Fee/CAS — Create new or search for applications, verifications or transmittals.

Tools — Create and search for security questions.

Batch — Search and print reports.

Help — Quick access to the user manual and links to the VR portal.

Blank Forms — Blank forms of an application, 3-day waiver, address update and consent to minor.
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Work Queues/Searches

Work Queues

CAS Requests Pending

M App Pending

M Change Request - Pending

M Change Request - Rejected

M Pending Marriage Retum

Werification - Completed

ecBbDeoeeocee

Verification - Pending

Searches

County Reporis

Work Queues

e CAS Requests Pending — Pending application requests for a certified certificate.

M App Pending — Pending marriage records where the license complete is not marked “YES” with the date and signature
on the Application/License tab.

M Change Request Pending — Incomplete marriage change requests.

M Change Request Rejected — Rejected marriage change request by the State.

M Pending Marriage Return — Records waiting for the Certificate of Marriage to be signed and returned.

Verification Complete — Verification requests confirmed by the State.

Verification Pending — Incomplete verification request.

County Reports — Current month Birth/Death match & Seal Reports.

The numbers displayed next to the headings in the Work Queues are not accurate. Please disregard them and always open the
specific Work Queue for proper review.
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Inventory

Note: This process can be used every time a new Header (Store) is created. It is recommended each Header (Store) has no
more than 2000 pages of security paper. All security paper should be entered into 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
go to File > New > Inventory

To enter NEW State or County certified
paper into inventory:

Click the drop-down arrow located next to
the Inventory Item box and choose the
specific certified paper you are stocking
(County Certified Paper or State Certified
Paper).

Click SAVE.

A pop-up message will appear. Click No.




12

Adding the “Receive” safety paper shipment

Click the Clear Transaction Fields button on the Transaction paragraph. This will populate the
Transaction Date and open the fields.

Select the Transaction Type RECEIVE from the dropdown.

Enter the quantity of security paper.

Enter the Begin Number, tab to the End Number. The system will populate the End Number based on
the quantity amount entered in the quantity box.

Click the Create Inventory Transaction button. The paper received will appear in the Available in
Stock and the Transaction Details section.
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Next is to split the received papers to have it available in stock to print.

1. Click the Clear Transaction Field button.

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

3. Then in the Available in Stock section, click on the line for the paper received in stock. This will auto-fill
the quantity and the beginning and end numbers into the Transaction Details section.

4. Click the Create Inventory Transaction button. All paper in the certified paper will be split and displayed
as individual pieces of paper in the Available in Stock section.
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Adding Safety Paper to Existing Store

Note: This process can be used every time a new Header (Store) is created. It is recommended that each Header (Store) has
no more than 2000 pages of security paper. All security paper should be entered into inventory.

On the Home page, Click Search > Inventory

In the Item field, choose the type of

paper (State or County) and click the
SEARCH button.

The results will show a grid of the
inventory store(s).

Double click on the store or Click the
DISPLAY button to open the inventory
store.
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Click the Clear Transaction Field button in the Transaction paragraph. This will populate the Transaction Date
and open the fields.
Select the Transaction Type and RECEIVE from the dropdown.

Enter the Quantity.
Enter the Begin Number, tab to the End Number. The system will populate the end number based on the quantity

amount.

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

In Stock/Tr
Available In Stock

Item
State Certified Paper

State Certified Paper
State Certified Paper
State Certified Paper

State Certified Paper

ion Details

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

Siate Certified Paper _ 7000501 7001000 2930910

-

1-10 of 10 items

Transaction Details

Item Date Transaction

Quantity

Search

Start

Q

Notes

State Centified Paper 11/16/2020 USE

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

i

1
4
1
1

3564000

3563999

3563998

3563997

3564000 D Dez

3563999 D Dez
3563998 D Dez
3563997 D Dez

b

1- 2022 of 2022 items
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Next, split the received papers to have them available in stock to print.

. Click the Clear Transaction Field button.

1
2. Select the Transaction Type and Split-All-To Stock.
3. Then, in the Available in Stock section, click on the line for the paper received in stock. This will auto-fill the

quantity and the beginning and end numbers into the Transaction fields.
4. Click the Create Inventory Transaction button. All paper in the Available in Stock has been split and will show as

individual lines.




Damaging Spoiled Safety Paper
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Damaged paper cannot be reused.
Voided paper can be reused.

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

Select Search > Inventory from the Menu.

In the Item field, choose the type of paper
and click the Search button.

The results will show a grid of the inventory
store(s).

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

Note: When an inventory store is empty,
notify the County Recorder Oversight Manger
to deactivate.
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Damaging Spoiled Safety Paper - Marking “Available” paper as DAMAGED

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

Click the Clear Transaction Fields button.

Choose DAMAGED for the Transaction 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 OR you can manually fill in the quantity, begin number and end number with this
information manually.

4. Click the Create Inventory Transaction button. The Transaction Details grid will reflect the damaged action.

A




Damaging Spoiled Safety Paper - Marking “USED” paper as DAMAGED

If the paper appears in the Transaction Details Grid:

Click the Clear Transaction Fields button.

Enter DAMAGED for the Transaction Type.

Enter the quantity, begin number, and end number.

Click the Create Inventory Transaction button. The damaged paper how shows in the Transaction Details
grid

PN PE




Restocking Paper
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Voided paper can be restocked and reused. Damaged paper
cannot be restocked and reused.

Restocking paper is a two-step process.

It is possible to restock paper that has not been printed on, and IVES has marked it as
USED. The paper must be VOIDED and then RESTOCKED.

Select Search > Inventory from the Menu.

In the Item field, choose the type of paper and click the
Search button.

The results will show a grid of inventory
store(s).

Double click on the header store line in
the grid OR

click the Display button to open the
inventory store.
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1*' Step — VOID Paper

=

Click the Clear Transaction Fields button in the Transaction paragraph.

2. Then go to the Transaction Details section, highlight and click on the USE safety paper in the grid you want
to VOID. The system will auto-fill the Transaction Type, quantity, begin number and end number fields into
the Transaction paragraph.

3. Notice the changed from Create Inventory Transaction to “VOID TRANSACTION.” Click the VOID
TRANSACTION button.

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

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

Repeat this process if there are multiple papers
to be voided.
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g"d Step — Restock Paper

i NS

Click the Clear Transaction Fields button in the Transaction paragraph.

Enter RESTOCK for the Transaction Type”.

Enter the quantity, begin number and end number into the fields.

Click the Create Inventory Transaction button. The safety paper is now restocked in the Available
in Stock section.

Click on the browser tab to close out of inventory.

Transaction

Clear Transaction Fields

Clear Transaction Fields 09/28/2025 [ RESTOCK A | l:l 4320012 4320012

Create Inventory Transaction

Create Inventory Transaction ‘ |

Transaction Date Transaction Type Quantity Begin Number End Number

Notes

Available In Stock/Transaction Details

Available In Stock

Transaction Details

search... Q Search... Q
Item C}uamity Start End StocklD Item Date Transaction Cluantlty Start Notes
State Certified Paper 1 4320012 4320012 3164491 State Certified Paper 09/28/2025 | RESTOCK _ 4320012 4320012 -
State Certified Paper 1 4320015 4320015 3141293 State Certified Paper 09/13/2025 = DAMAGED 4320011 4320011
State Certified Paper 1 4320016 4320016 3141294 State Certified Paper 09/13/2025 = DAMAGED 1 4320014 4320014
State Certified Paper 1 4320017 4320017 3141295 ) MARF
State Certified Paper 09/25/2024  USE 1 4320013 4320013 N
State Certified Paper 1 4320018 4320018 3141296 .
Ctata Cartifiad Danar L | AFIONAQ A290040 444207 - 4 - -;'
W« (1 ) 1- 510 of 510 items W1 ) m 1-29 of 29 items
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Restocking Multiple Paper

After VOIDING each individual paper:

Click the Clear Transaction button in the Transaction paragraph.

Enter RESTOCK for the Transaction Type in the drop-down menu.

Enter the quantities, begin number, and end number into the fields.

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

roNE

=

Click the Clear Transaction button.

Enter the Transaction Type and Split-All-To Stock.

3. Then, in the Available in Stock section, highlight and click on the multiple papers available in stock. This
will auto-fill the quantity and the begin and end numbers back into the transaction fields.

4. Click the Create Inventory Transaction button. All the paper in the Available in Stock has been spilit.

o




Fee/CAS Application Organization

24



25

New CAS Applications for Fee Purposes

This section provided guidance on creating a new application for fee purposes in IVES. On the Home Page,
click Fee/CAS > New > Applicant
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CAS Application - IVES Certificate

Remember: This section is for printing vital records from IVES on certified paper. See Guidelines to Printing Certified Copies
located on the VR Portal.

Fields with RED * next to them are required fields.

Application tab: Fields with RED * next to them are required fields.

Application Status
Enter the Application Type, the Identification and the Date Received using the drop down lists.

Application Information
e Enter the First, Middle (if applicable), and Last Name. of the applicant

e Click the Save button.
e The dialog message appears, “The record saved successfully”.
[ ]

Click OK button.
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Payment Information

If processing a FREE VA, an exchange or a NO Fee cettificate, there is no payment to enter. VA exchanges must be done as a

No Fee Service.
Click the Initialize Payment button to open the payment fields. The Payment Date will pre-populate to the current date.
It also changes the button to Clear Payment Fields.
*Enter the Payment Amount. This needs to be the exact amount owed.
*Choose the Payment Type: Cash, Check Number, or Money Order.
« If applicable, enter the check, credit card, or money order number.
*Click the Add Payment button. The payment grid will reflect the payment.

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

Request Information

Click the Initialize Request Fields button; this will clear and open the fields. It also changes the button to Clear Request Fields.
e Enter the following:
o Event Type (Birth, Death or Marriage)
Event Begin Date (Date of Event)
Event End Date (if different from begin date)
Purpose Type
Relationship of application to the person on the record (If the relationship is “self,” the system will auto-fill the name of the
applicant from the application.)
o First, Middle (if applicable) and Last Name.
Click the Add New Request button. The request will populate in the grid in the REQUESTS section on the bottom of the page.

O0Oo0oo0oo

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.
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Service Information

Service Information

Initialize Service Fields

Inifialize Service Fields

Service Type Fee Type Copies Status
| 3 : - © [

Add New Service

Cost

Add New Service

Service Information.
Click the Initialize Service Fields button. This will clear and open the fields. It also changes the button to Clear Service Fields

e Enter the following:

o Service Type
0 Fee Type
0 Number of Copies
Click the Add New Service button. The service will populate in the grid in the SERVICES section on the bottom of the page.
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Request/Service/Inventory

IVES CERTIFICATES — State security paper only
Services on a birth, death or marriage available in IVES (see Guidelines to Printing Certified Copies located on the VR

Portal).

Requests/Service/lnventory Information

e Click on the correct REQUESTS grid one time.
e Click on the correct SERVICES grid one time.
e Click the Search To Print Event Record button.
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Linking: Event Search BIRTH

Search Criteria Search Result
Group By:
Birth ID : ! Child's First i | Child's Middle ! Child's Last :  Child's Suffix | Child DOB !  County of Birth i Motk

The Search Result grid for the event appears. Click the Display button or double-click on the grid to open the record.
DO NOT PRINT FROM THE SEARCH SCREEN!

On the event, select 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
correctly (name or event date). This may also require changing the search criteria.
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The certificate will appear. If the record is an
image, you must crop the image by following the
instructions found on page 92.

In the top right corner, click the Printer 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 The quantity of certified copies requested in IVES will
correspond to the number of certified copies that will
print. Enter the number of copies requested.

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

e Click the Print button.




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 application.

33
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Request to Inventory Tab

Requests/Services/Inventory

o 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.
e Click the Use Inventory button. The Services grid will be marked as COMPLETED.

Request Information

e Change the Request Status Type in the upper right corner to COMPLETED.
e Click the Update Request button.

e Click on the Application tab.
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To complete the transaction in full, the user is required to manually change the status of the application.

Application Tab
¢ On the Application Status field, change the status from Pending to Completed by using the drop
down menu. Be sure to click the X in the box to clear the Pending and see all options.
e Tab over to the Date Completed field and enter the date (MM/DD/YYYY). Then tab to the
Completed By field, which will auto-populate the name of the IVES user.

e Click the Save button in the upper right corner of the screen.
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New Fee/CAS Application — NON-IVES Certificate

If the request is for a birth, death or marriage record that is NOT available in IVES (see Guidelines to Printing Certified Copies
located on the VR Portal) the user would not select the Search To Print Event Record button.

Instead, simply print the documents using the County Safety Paper and select the Document > Documents > Non-IVES
Certificate(s) from the menu and follow the steps on page 36 for using inventory paper and completing the application.
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Multiple Service Requests

Multiple Certified Copy Requests

If there are multiple requests from the same applicant, repeat the request and service process, starting on
page 29.

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

Make sure the correct Requests line and Services line are highlighted in the Requests/Services
Information grid before you search for the event record.
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Notification of No Entitlement Process

This process is used when it has been determined that an applicant is not entitled to a vital record. The letter is to be printed
on plain paper.

e Create a new Fee/CAS application, add the request and service information, see page 26.
e Under the Request to Inventory tab and Services grid, click on the Documents button.
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Click the No Entitlement Letter Print Document button

Once the document appears, print the Notification of No Entitlement
Letter using the print icon.

Close the document window.

Click on Refresh Record button.
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e Click on the Request to Inventory tab. The Service Status now shows COMPLETED.
e Change the Request Status Type to NO ENTITLEMENT.
e Click on the Application tab

Recommendation: Include a notation explaining the reason the applicant is not entitled to access the record.
Double-click the Notes Count button located at the top of the page. Ex: Date, Note & Name or Initials of user who
entered the note.




1

Change the Application Status to COMPLETED by clicking the “X” to clear the field and select
COMPLETED from the drop-down.

Tab over to the Date Completed field and enter the date (MM/DD/YYYY). Then tab to the
Completed By field, which will auto-populate the name of the IVES user.

Click the Save button in the upper right corner of the screen.
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Notice of Record Search Process

A Notice of Record Search is to be processed when a vital record that has been ordered cannot be found in IVES. A Notice of
Record Search is issued to the customer on state security paper.

e A CAS Application must be created (page 26). At a minimum, county staff should search by name and date of event. A
second county staff member should search for the record to confirm that no record is found in IVES.
e Under the Request to Inventory tab and Services grid, click on the Documents button.
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e Click the Print Document button to view the
Notice of Record Search Document.

e Once the document appears, print the
Notification of Record Search using the
printer icon.

e Close the document window when done

printing.




a4

Click on Refresh Record button.
Click the Reload button
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Click on the Request to Inventory tab. The service status now shows RECORD NOT FOUND.
Highlight the RECORD NOT FOUND service by clicking on the Services grid.

Enter the Inventory Begin # and Inventory End #.

Click Use Inventory Button.
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e A message will appear stating the inventory paper was
successfully used. Click the OK button.

The Service Status will change from RECORD NOT FOUND to COMPLETED when the inventory paper
IS entered.

Change the Request Status Type to RECORD NOT FOUND.

Click the Update Request button.
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Click on the Application Tab.

Change the Application Status to COMPLETED by clicking the X’ in the box to clear, then click on the arrow
down to select COMPLETED status.

Tab to the Date Completed box, enter the date.

Tab to the Completed By box, which will auto populate User’'s name.

Click the Save button.
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Notice of Record Search — Marriage “Single Status”

A Notice of Record Search is to be processed when a vital record that has been ordered cannot be found in IVES. This
process can also be used for evidence of a “Single Status”. The “Single Status” document is issued to the customer on state

security paper.

e A CAS Application and service must be created page 26.
¢ On the Request to Inventory tab, go to the Requests box of the Requests/Services/Inventory Information

section.
e Click on the Display button. This will bring up another screen to enter the marital information.
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- Do
Service Marital Information Flagso Spouse Information

Marital Information

If this is a Marriage or Divorce request, list 'Partner 1' as the one requesting information & 'Partner 2' as a Spouse.

Partner 2 - First Name Partner 2 - Middle Name Partner 2 - Last Name Date Of Marriage

K s

‘ Travis

1. On the Marital Information tab, enter the Partner 2’s First Name and Last Name. Ifitis for a “Single
Status” enter Anyone as the first name and Anyone for the last name. It is not required that a marriage date

be entered on this page.

- Do
NI Marital Information Flagso "Single Status”

Marital Information

If this is a Marriage or Divorce request, list 'Partner 1' as the one requesting information & 'Partner 2' as a Spouse.

Partner 2 - First Name Partner 2 - Middle Name Partner 2 - Last Name Date Of Marriage
Anyone | | I‘ Anyone ‘ ‘ i) ‘
2. Click the Save button.
3. A pop up will appear asking to leave the site, click NO.
4. Click Previous Event button to go back to the Application/Request for Inventory tabs.
5. A pop-up message will appear asking to leave the site. Click Leave.
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6. On the Application, click on the Request to Inventory tab.
7. Under the Request to Inventory tab, click on the Documents button located under the Services grid.
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8. Click the Print Document button to view the Notice of Record
Search Document.

9. Print the Notification of Record Search using the printer icon.

10.Close the document window

11.Click on Refresh Record button.
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13.Click on the Request to Inventory tab. The service status now shows RECORD NOT FOUND.
14.Highlight the Record Not Found service in the Services grid.

15.Enter the Inventory Begin # & Inventory End # used.

16.Click Use Inventory Button.

17.A message will appear stating the paper was successfully used. Click Ok.
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On the Application tab.

e Change the Application Status to COMPLETED by clicking the “X” to clear the field and select COMPLETED from the drop
down.

e Tab over to the Date Completed field and enter the date (MM/DD/YYYY). Then tab to Completed By field, which will auto
populate the name of the IVES user.

e Click the Save button in the upper right corner of the screen.



Search Pending or Processed Applications
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From the IVES Home Screen, click
Fee/CAS > Search > Applicant

On the Search Criteria tab, enter the
information into the fields. The
easiest way to search for pending or
processed CAS applications is by
Date of Application or Applicant
Number (CAS Application #). Click
the Search button.

Search Criteria

Group By:
Date Application ! | Applicant Number ! Application Status ! | Application Date Completed !  Date Received ! | Req or Appl First Name
e e S - N S
09/12/2025 1373554 PENDING 09/12/2025 Travis
09/12/2025 1373556 COMPLETED 09/12/2025 09/12/2025 Travis

application.

The search result will show a grid of all applications that meet the search criteria. The grids can be rearranged by highlighting
the top column title and dragging it to the desired location. Double-click or click on the Display button to open and review the
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Cancelling a CAS Application

Go to the Request to Inventory tab.

e In the Service Information paragraph,
change the “PENDING” status of the
service to “CANCELLED”.

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

e Then highlight and click on the “Request Status Type” drop down button in the Request section above. This will auto fill
the request information fields.

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

e Click the Update Request button. This will update the status on the grid.
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Removing the Payment
e Go back to the Application tab, highlight and click on the payment grid.
e Change the Payment Amount to a Zero (0000). This is the only box you change in the payment fields.
o Payment Date and Payment Type can’t be removed.
e Click the Update Payment button. This will update the status on the grid.

e Change the Application Status to COMPLETED by clicking the “X” to clear the field, select COMPLETED from the drop
down.

e Tab over to the Date Completed field and enter the date (MM/DD/YYYY). Then tab to Completed By field, which will
auto populate the name of the IVES user.

e Click the Save button in the upper right corner of the screen.
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Exchanging Certified Copies — Original CAS Application

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

This process can be initiated on a new Fee/CAS application or from the existing completed CAS application. If multiple copies
need to be exchanged, users can only exchange the certificates submitted by the applicant.

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

Search Fee/CAS (page 54) to find the original CAS
Application & service you are exchanging.
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Search (Applicant)
Search Cnteria

Group By:

Date Application !  Applicant Number ! Application Status !  Application Date Completed Date Received !  Req or Appl First Name

09/12/2025 1373553 COMPLETED 09/12/2025 09/12/2025 ‘

09/12/202% 1373554 PENDING 09/12/202% Travis

09/12/202% 1373556 COMPLETED 09/12/2025 09/12/2025 Travis

The search result will show a grid of all the applications that meet the search criteria. Double click or click on the
Display button to open and review the application.

NOTE: You may have more than one result. If that happens, you will need to verify the date and potentially

open each request and cross-reference the applicant information at the bottom of the request page for your CAS
Application.




Request To Inventory tab

Service Information

e Click the Clear Service Fields button.
Enter Service Type = Certified Copy
Enter Fee Type = Exchange
Enter # of Copies
Click Add New Service button.

This will add the exchange service to the Service
section. Make sure that the correct service line is
highlighted in the Service Information grid.

Continue the process for printing the certificate, using
inventory paper, and completing the application. Follow
the steps starting on page 30 of the manual.
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Request To Inventory tab

To Exchange a VA Copy

e Click the Clear Service Fields button.
Enter Service Type = Certified Copy
Enter Fee Type = Exchange
Enter # of Copies
Click Add New Service button.

This will add the exchange service to the Service
section. Make sure that the correct service line is
highlighted in the Service Information grid.

Continue the process for printing the certificate, using
inventory paper, and completing the application. Follow
the steps starting on page 30 of the manual.
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ACH - Completing Services in IVES

Definition of each status type:

PENDING - service is waiting to be processed.

COMPLETED - service has been processed.

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

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

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 to completing a service:

1. When the service status is changed to COMPLETED or RECORD NOT FOUND, the transaction is applied to the ACH detall
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 something happens during the print process (like the paper rips or the user put the wrong type of paper in), the user
will VOID the service and create a new one. There is no need to zero out the number of copies when voiding.

3. Before the 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.
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ACH - Information

SCHEDULE
See the County Recorder Portal for the current year's ACH schedule.

Services completed (with a status of COMPLETED or RECORD NOT FOUND) from Tuesday through Monday are included in
the following Tuesday ACH file.
County Recorders have all day Tuesday and until 3:00 pm on Wednesday to VOID a service from the ACH week.

o Note — A void is 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 in the current ACH week rather than the prior ACH week.

On Wednesday at 3:00 pm the ACH header report is run again to remove any recently voided services.
The State Vital Records staff has from 3:30 pm to 4:45 pm to enter manual adjustments to the ACH file for any previous ACH
pulls that have been verified to be incorrect.
At 4:45 pm, the ACH file is staged for transfer to the bank.
The file will be transmitted to the bank overnight on Wednesday, and the ACH transfer is expected to be processed and reflected
on Thursday.

If the County Recorder determines that they were overcharged for a prior ACH week, contact the County Recorder Oversight
Manager for further guidance.

DAILY REPORTS
It is recommended to run the following reports on a daily basis in order to detect issues promptly.

Payments Totals: This is simply a report of the payments entered into the system between the dates provided
Service Totals —New: This 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 detall 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 3:00 pm) to void
any transaction that is incorrect by simply changing the service status to VOID.

ACH Header: This 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 filed will appear with the date the transaction
took place).
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ACH Header Report

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

Search (ACH Header)

Clear Search |

| Begin Date of Service End Date of Service Owed To State

Stripoff Date ' ser Location User Location Code

Enter criteria for the week desired OR users can search to populate a listing for ALL ACH periods by entering user county
name only without a date.
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Search (ACH Header)
Search Criteria

()

Group By:

Begin Date of Service {  EndDate of Service i Owed To State { Deposit Date i Stripoff Date i User Location 3  User Location C
05/M16/2017 05/22/2017 10154 05/25/2017 05/24/2017 Polk CNTY-077
05/23/2017 05/30/2017 9789 06/02/2017 06/01/2017 Polk CNTY-077

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 Display button.

The results will appear with the total amount owed to the state and detail list of the services for the ACH period. Each service
can be viewed individually by double-clicking on it.




i} ‘m VRS-NX lowa - Search (ACH Hea X | [ VRS-NX lowa - ACH Detail: 34172 X
<« C ) https:;/fidphvrs.netsmartcloud.com/NXPROD/event/edit?selecti

F) Sharepoint - HHS In.. £ WESNX F) VR Portal £ lowa Legeslature £ Communi

Home File~ Search~ FeeiCAS~ Action ~ Linking ~ Tools - Batch~ Admi

ACH Detail: 3417369

ACH Details

Information

User Location

| Harom

Services

First name

| Valentin

Owed to State Kept by County
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When double-clicking to view the details of an individual transaction, a
prompt to LEAVE will appear.

Click the Leave button.

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

To exit this screen, close the “X” leaving only one
tab open in IVES or click the HOME button.




Accounting Reports

Home

File~ Search~ Fee/CAS~ Tools~

Batch~

Blank Forms~ Administration ~ Help~
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From the Home screen, click Batch > Reports

Available Reports

4 ¥ Reports
4 @avDIT

|d &= Inventory Line Item Report

« [ECORRACCT
» = ACH Header Print/Export
» E=AcH Weekly Fiscal Rpt
-> B= Payment Totals

» = Service Total - NEW
4« BEMARRIAGE

» =M Registrations - County

Report Information
Id: Inve
Name: Inve|
Description:
Type: Rep

Parameter
Set:

Parameters

| ID_TRANS |
ID_TRANSA(

USER_LOCATION |

Export to a file File Format:

Preview Execute Schedule

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 be 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.

Next, click the Preview button. This will bring up the report to
allow users to view and print the report.

Inventory Line-ltem Report - Users can view all inventory
paper that are USE, VOID, RECEIVED, etc.

ACH Header Print/Export — This reports details of service
for each week’s ACH file.

ACH Weekly fiscal Rpt — This is a report of the services
that were processed during the ACH week.

Payment Totals — This is a report of the payments entered
into the IVES system through a CAS Application.

Service Total-NEW - This is a report of the services that
were completed (status changed to COMPLETED or
RECORD NOT FOUND) during the current ACH week.

M Registration-County — This is a report of all registered
marriages.
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Inventory Line Item Report

Users can view all inventory papers that are USE, VOID, RECEIVED, etc.

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

From the Home screen, click Batch > Reports

e Click once on the arrow of the AUDIT
report. This will give you the Inventory
Line-ltem Report from the dropdown.

e Click on the Inventory Line-ltem
Report, this will open the fields to the
right.

e Click ID_Trans_Date, this will open the
field below, enter the date range as:
09/01/2025, 09/15/2025

e Click ID_Transaction, this will open the
field below, enter transaction type such
as USE, ORDER, RECEIVE, etc.

e Click on PREVIEW button to view the
report.
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ACH Header Print Export

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

Available Reports Report Information

4 (5*Reports Id: ACH Header Print/Export

» BAUDIT Name: ACH Header Report to print/export
“ [icorraceT Description:
M & ACH Header Print/Export Type: ReportBuilder
N Parameter -
» PB=ACH Weekly Fiscal Rpt i
Parameters

» = Payment Totals
. Enter Begin Date of 08/05/2025
» P= Service Total - NEW Service:

» B MARRIAGE

- )

Enter Ending Date of 08/11/2025
Service: -

Enter Begin Date of Service: | 08/05/2025 |¢
Enter Begin Date of Service

Parameter Set

Clear

Export to a file File Format: - ‘

@ Execute Schedule

e From the Home screen, click Batch > Reports

e Click once on the ACH Header Print/Export report. This will open the fields to the right to enter the Parameters box.
mm/dd/yyyy

e To set the Parameter Dates, click once in the Enter Begin Date field to activate it. Subsequently, a dialog box displaying
three ellipses (...) will appear below the Enter Ending Date of Service Field. Enter the specific date, then click within the
target date field to populate it with the entered value.

e Repeat the above step to enter the Enter Ending Date.

e Click on the PREVIEW button to view the report.




68

To print the report, click on the Printer icon in the upper right corner of the
window.
Once the record is printed, close the tab to go back to the Available Reports.
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ACH Weekly Fiscal Report

This is a report detailing the services processed during the ACH week, including certified copies of birth, death, and marriage records,
as well as marriage applications. This report provides a detailed breakdown of the allocated amounts. To calculate the total amount to
be transferred via ACH, add the sum of the VR, GF, ME, and MLGF totals. "Total received" represents the total revenue collected by
the county for this ACH transaction. "County remains" indicates the amount retained by the county after applicable deductions.

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

e From the Home screen, click Batch
> Reports

e Click once on the ACH Weekly
Fiscal Rpt. This will open the fields
to the right to enter the Parameters
box. mm/dd/lyyyy
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To set the Parameter dates, click once in the Enter Begin Date field to activate it. Subsequently, a
dialog box displaying three ellipses (...) will appear below the Enter Ending Date of Service Field.
Enter the specific date, then click within the target date field to populate it with the entered value.
Repeat the above step to enter the Enter Ending Date.

Click on the PREVIEW button to view the report.




To print the report, click on the Printer icon in the upper right corner of the
window.
Once the record is printed, close the tab to get back to the Available Reports.

4
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Payment Totals

This is a report of the payments entered into IVES. This report can be run for an individual day or week.

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

Reports

e From the Home screen, click Batch > Reports

e Click once on the Payment Totals report. This will open the fields to the right to enter the Parameters box.
mm/dd/yyyy, mm/dd/yyyy.

e To set the Parameter/Payment Dates, click once in the Payment Dates field to activate it. Subsequently, a
dialog box displaying three ellipses (...) will appear below the Payment Dates field. Enter the specific date,
mm/dd/yyyy, mm/dd/yyyy, then click within the target date field to populate it with the entered value.

e Click on the PREVIEW button to view the report.
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To print the report, click on the Printer icon in the upper right corner of the window.
Once the record is printed, close the tab to get back to the Available Reports.
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Report — Service Total -NEW

This is a report of the services that were completed (status changed to COMPLETED or RECORD NOT FOUND) during the current
ACH week.

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

e To print the report, click on the Printer
icon in the upper right corner of the
window.

e Once the record is printed, close the tab
to get back to the Available Reports.
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M Registration - County

This is a report of all registered marriages. Marriage shows up on this report when the Marriage Return tab is completed in IVES.
County Recorder Offices need to confirm that if there is a marriage listed on this report, there is a Certificate of Marriage to send to the

State Vital Records Office.

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

Reports

Available Reports Report Information

4 7 Reports Id: M Registrations - County

» EAUDIT Name: M Registrations - County
* :CORRACCT Description: I Registrations - County
4 MARRIAGE
Type: ReportBuilder
ld & M Registrations - County Parameter
Set: -
Parameters -

| Filing County of @USERLOCATION_DESC
Marriage:

Filing Date:

Parameter Set

Export to a file File Format: v ‘

Preview Execute Schedule

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

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.
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Available Reports

4 | *Reports
» BAUDIT
» [ECORRACCT
« (EMARRIAGE

Report Information
Id: M Registrations - County
Name: M Registrations - County
Description: M Registrations - County

Type: ReportBuilder

ld & M Registrations - County Parameter

Set:

»

Parameters

I Filing County of @USERLOCATION_DESC
Marriage:

Filing Date: 05/05/2025,08/11/2025

»

4

Filing Date: | 05/05/2025 08/11/2025 “
Enter a range of dates such as: 01/01/2018,06/30/2018

Parameter Set

Clear

Export to a file

File Format: v ‘

e Click on the Filing Date field. This will open the Filing Date field.
e Enter the Filing Date:
o Enter the ACH Period in the designated field. Users must use the correct format as indicated in the

instructions listed below the field. The example shows 01/08/2019,01/14/2019

e Click the Preview button.
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The Marriage Registrations report will appear. Click the print icon located in the upper right corner of the
screen.

e This report should accompany the original certificate of marriage that is mailed to the State.
¢ All marriages listed on this report should have an original certificate of marriage in the envelope being
mailed to the State.
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Forward To The State Request

There will be situations where a Non-IVES record cannot be found/printed at the county level. There are many reasons that this could
happen (sealed record or single-parent birth prior to availability in IVES). In addition, a forward to state request may be one request

within an application that contains multiple requests.

Instructions for creating 2 services in the service screen (Record Not Found and Forward to State)

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

« Enter the Application Type, the Identification and the Date Received.

« Tab to the Applicant Information paragraph, enter the First, Middle (if applicable) and Last Name, State, City, Address, and zip
code. Enter email address or phone number if provided.

* Click the Save button.

* A dialog message will appear, “The record saved successfully”. Click Ok button.

« Note: Leave the Application Status as PENDING to ensure the order remains in the CAS Request Pending Work Queue.
Once the State receives the order, the application status will be updated to HOLD for further processing, resulting in the order
being removed from the CAS Request Pending Work Queue.
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Adding Payment

Click the Initialize Payment button. The Payment Date will pre-populate. It also changes 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 button. The payment grid will reflect the payment.

The system will take you to the Request to Inventory Tab.
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Next, add the Request Information.

e Click the Initialize Request Fields button; this will clear and open the fields. It also changes the button to Clear Request

Fields.

e Enter the following:

0]

O O0O0OoOo

0]

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)
First, Middle (if applicable) and Last Name.

e Click the Add New Request button. The request will populate in the grid on the REQUESTS Section on the bottom of the

page.

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

Name.
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Service Information

Initialize Service Fields

Iniialize Service Fields

Service Type Fee Type Copies Status Cost
| "] [ ] ] .

Add New Service

Add New Service

Next, add the Service Information.
» Click the Initialize Service Fields button. This will clear and open the fields. It also changes the button to Clear Service
Fields.
* Enter the following: Service Type, Fee Type and Number of Copies
« Click the Add New Service button. The service will populate in the grid in the Service Section on the bottom of the page.

e Manually change the “PENDING” status to “RECORD NOT FOUND?” (This ensures that the county keeps their split of the
service fee).
e Click the Update Service button. This updates the status on the Services grid.
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Next, create a Second Service.

e Click the Clear Service Fields button.
e Enter or choose from the dropdown:
0 Service Type: Certified Copy
0 Fee Type — No Fee

o Enter # of Copies
Click the Update Service button. The service will populate in the grid in the Service Section.
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Next, 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 Update Service button. The service will populate in the grid in the Service Section.

Attach the application (refer to the Scan & Attach process in the manual page 84).
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Next, click on the Mailing tab.
e Enter the following: First Name, Last Name, Address 1, State, City and Zip code.
(This address must correspond with the address listed in the applicant tab.)

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

o D
Application Request to Inventory Mailing Billing Reassign Request Flags Return & Notes VPA Returns

Assignments

Reassign Request to this Location Location Code Assigned

‘ entral Location| x ¥ ‘CENTRAL

Next, click on the Reassign Request tab.
e Select “Central Location” from the Reassign Request to this Location dropdown.
e Click the Save 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 button to continue working in IVES NX.
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Scan & Attach Image/Documents

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

Select one of the 2 options:

1. 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.
2. Load PDF/Documents: If you have a scanner that requires you to save it as a PDF or Word Document, use this option. This
is the best option.




87

OPTION 1: Load Image (If you have a scanner that requires you to save it as an image, use this option.

e Scan the application and supporting documentation (if applicable) through your scanner, which will require you to save the
Image as a jpeg or tiff on your computer.

e Onthe CAS application, marriage event or current correction, go to the menu and click Actions > Load Image

The Load Image screen will appear.
e Enter a description for the types of documentation, such as Application, Marriage Application, Marriage Certificate, etc.
e Click the Browse button.




4 I > ThisPC > Desktop v &

Organize * Mew folder

Mame
#F Cuick access

& Certificate.tif
% OneDrive - State of Ic HHS Style Colors.PNG
» [ This PC Birth Worksheets07132023083225,jpg
o _ A IVES TEST
) 30 Objects
2 Forms - Shortcut
» [ Desktop a . lterns to Update
|:f] Documents # | Resource POF
‘ Downloads a . Training
D Music a1 Travel
= Pictures Correction.jpg
, .
B Videos a| Vital Images
_ a1 FAX
2o Local Disk (C:)
Adobe Acrobat
= Vfital Images (V)
E_}' Metwork <
File name: | Certificate tif bl

Uplead frem mobile
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Search Desktop 2

> [ @
Date modified

9/14/2025 T:07 PM

FrE!

e On the open screen, find the saved
'1/ image file. Click on the image file,
which will filter into the “File name”
field.
e Click on the “Open” button. This will
take the user back to the Load Image
screen

/2022 11:16 AM
1/2020 3:09 PM
572019 10:21 AM

15/2023 11:32 AM

Image files (*.tiff,* [fif;*.bmp*.p ~

Open

- Cancel




Load File =

Descriptionil Application

l

Locate File: [ C:\fakepath'\Application-Certified Copies-generic 204

o
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The file name appears in the Load File screen.
Click the OK button.

The File Load screen will appear.
Click the Save to File button.
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The Image Count icon located in the top corner of the page will reflect the attached document.
To view the image, double-click on the Image Count icon.
The Image/Documents will display, double-click on the document, or click the View button.

20



Zoom

Allow users to view
the image at a
closer range.

\

Crop Mode

Allows users to
change the view of
the image.

Crop

Allows users to crop
when all the edits
are complete.
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Rotate

Allow users to
rotate the image.

Edit Annotations

Allow users to
redact the image.

Reset

Reverts back to the
original image.




Editing Images — Crop & Rotate an Image

1. Click the Crop Mode 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.

4. Then click on the Crop button.

92
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5. Preview of the cropped image. Click the OK button.
Users can click on the Reset button to undo any changes.

6. Once the final image is ready, click the Printer button.

N




Redacting Image

1. Click the “Edit Annotations” button.

924

2. The Annotation Editor Screen appears. Right-click on the
mouse and click “New Annotation”.

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

4. Click the Select button

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

6. Then right click on the mouse and click “Edit Selected
annotation”.
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7. Click on the “Fill Color” dropdown.

8. The color palette appears. Click on the color palette, which will
display a small circle.

Click on the circle and drag it to the desired color.

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

9. Next click out of the color palette and click the Select button.




4

10. Preview of the image
showing the redaction.

Click the OK button.

926

y 11. Final view of the redacted
image.

Click the OK button.

/

12. Redacted image ready to print. Click
the Print button.
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Plain Paper Copy of a Vital Record

Counties can only print a plain paper copy of a birth, death, or marriage record that is within their county jurisdiction.
No CAS Application is required to print a plain paper copy. The county retains any fees associated with plain paper copies.

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




2. Enter the information into the fields. Click the Search button.

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

Help~

28

Documents v B Plain Paper Copy

Birth: 3191879

m Mother Mother pg 3 Spouse Fees & Completion Flags

3. The record will display. Click Documents > Documents > [Type of Plain Paper Copy]
This transaction does not require a CAS service.




Transmittal Organization

Record

Fields

Main

Tab

Image count Notes
a A N

/ Not applicable for entry (grayed

Paragraph

(blue-titled section)

/

Part 2: Paper - Control Numbers Used This ACH Period
IVES State SAFETY Paper - FIRST SERIES

[(JControl Numbers - None

First # Used

]

Last # Used

]

IVES State SAFETY Paper - SECOND SERIES

First # Used

[ ]

Last # Used

[ ]

NON-IVES County SAFETY Paper - FIRST SERIES

[IControl Numbers - None

First # Used

]

Last # Used

]

NON-IVES County SAFETY Paper - SECOND SERIES

First # Used

[ ]

Last # Used

[ ]

SUBTOTAL 1st Series

]

SUBTOTAL 2nd Series

[

SUBTOTAL 1st Series

I

SUBTOTAL 2nd Series

[ ]

First Available # NEXT Period

]

First Available # NEXT Period

[ ]

First Available # NEXT Period

]

First Available # NEXT Period

[ ]

[End of Series

* TOTAL SECURITY PAPER - IVES State

[

[JEnd of Series

TOTAL SECURITY PAPER - NON-IVES County

[

29
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Transmittal — Create New

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 the close of business on Wednesday of each week (Thursday if a holiday).

From the home page, click Fee/CAS > New >
Transmittal

This will bring up the Transmittal.

Location and Range
The county of the User is defaulted in the field.

Enter the beginning date of the ACH week or click on the
calendar in that field and choose your date.

Tab and the system will auto-fill the weekend Date and
auto-save the transmittal.
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Reporting Marriages

Part 1: Transmittal Log

e # of Original Marriages - Enter the total number of original marriage certificates received by your office after the marriage
ceremony has been performed. If no original marriage certificates were processed, please enter zero. (This is the number of
marriage certificates being mailed to the state.)

e # of Marriage Applications Processed - Enter the total number of marriage application(s) processed. If no marriage
application(s) were processed, enter zero. (This is the new marriage applications your office has processed).

e Sealing Notices — Year/Week # - Enter the Sealing Notices report name (Year-Week Number).

e Death/Birth Match — Year/Week # - Enter the Birth Death Match report name (Year-Week Number).
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Reporting IVES Papers Used

Part 2: Paper-Control Numbers Used This ACH Period.
The first and second line are for the IVES safety paper. If NO safety paper was used for the ACH week, click the Control Numbers —
None box. This will put zeros in 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. On the 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.
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Reporting NON-IVES Papers Used

The third and fourth lines 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 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. On the 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.




Reporting Damaged, Exchanged or Unaccounted For Security Papers

104

/

/

If there are NO control numbers to report. Click on the ‘Control Numbers- None’ box.
If there are control numbers to report:

Click the Clear Control #s button.

Choose from the type of transaction from the ‘Transaction Type’ dropdown
Choose the type of paper from the “Paper Type’ field.

Enter the beginning safety paper number

Enter the end safety paper number

Click the Save Control #s button. This will populate the itemize grid.

Repeat this process if there are more transactions to report.

User MUST click on the Clear Control #s button each time they add a new transaction type.
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Completion
Completed By

Record Completed Completed Date

[nv]

Event Notes

Completion
Enter a Y in the Record Completed field and click the Save button. The completed date and the name of the person will auto-

fill.
A pop-up message stating, “The record was saved successfully. Do you want to close the current window?” Click the Yes or

No button.

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

County Recorders will have until 3:00 pm on Tuesday to make changes to the current transmittal. To make the changes, you will
have to change the “Y” in the Record Completed field to “N”. This opens all the fields in the transmittal for you to modify. Once

changes are made, then need to change the “N” to “Y” again.




Printing Transmittal

File~ Search~ Fee/lCAS~ Action~ Tools ~

Home Documents~

Weekly Transmittal

Documents 4

Transmittal: 13090

Batch ~
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Administration~ Help~

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

Weekly Transmittal Flags

Review the transmitta/

Click the Printer icon.
The printer dialog box will appear. This dialog box is specific to
general printing, and all printers should be available.
« Choose the correct printer from the Destination field.
* Enter the number of copies requested.
» If applicable, choose additional settings based on YOUR
PRINTER setup.
Click the Print button.




Search For Transmittal

Search (Transmittal)

Search Criteria

Search Result

| County
reate Date

Week Range Begin Date

Week Range End Date
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To search for a transmittal that has been filed in
IVES:

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

The user will need to enter the following to
search for a transmittal:

Clear | Search ° Cou nty

+  Week Range Begin Date (optional)

Transmittal ID

| +  Week Range End Date (optional)

Comy ?

Entering the Week Range Begin and End dates
are optional to search for a specific ACH period.
If no other search criteria are entered, results will
show all transmittals filed for the county location.
Click on the Search button.
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Search (Transmittal)

Search Criteria

Group By:
County ! Week Range Begin Date ! Week Range End Date i Create Date !  Completed? i Transmittal ID ! Is Active :

T T T R N R
Polk 02/12/2019 02/19/2019 02/20/2019 '
Polk 06/18/2019 06/24/2019 06/25/2019 Y 1802 T 0
Polk 07/21/2020 07/27/2020 07/28/2020 Y 7530 T 0
Paolk 07/28/2020 08/03/2020 08/04/2020 Y 7628 T 0
Polk 08/04/2020 08/10/2020 08/11/2020 Y 7733 T 0
Polk 04/02/2019 04/08/2019 04/09/2019 Y 672 T 0
Polk 06/11/2019 06/17/2019 06/18/2019 Y 1700 T 0
FPolk 04/23/2019 04/29/2019 04/30/2019 Y 982 T 0
Polk 04/30/2019 05/06/2019 05/07/2019 Y 1074 T 0
Polk 01/12/2021 01/18/2021 01/19/2021 N 10020 T 0
Polk 06/28/2022 07/04/2022 07/13/2022 N 13056 T 0
f’(]lk 01/03/2023 01/09/2023 01/11/2023 Y 13080 T U’ -
M4 o oo 1162 of 162 items

The search results will appear in the grid.
Double-click to open the transmittal or select the transmittal and click the Display button.

If no other search criteria are entered, results will show all transmittals filed for the county location. (Same as example)
To sort each Group by, click on the heading name you want to sort.




Verification Organization

County

State

109

Not applicable for entry or auto populates
(grayed out)

Paragraph (blue-titled section)




Verification — Request Process
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A verification process is used to confirm information on older county records not available in IVES. The only time a verification is
used for an IVES record is if the indexing is incorrect & or there are illegible images in IVES. Verification of a vital record held by the
county recorder is conducted solely for the purpose of issuing a certified copy upon customer request.

CAS application must be created prior to putting in a verification request.

(0]
0]

(0]

0]
0]
0]

To start a verification request:

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

On the County tab:

e \Verification Status:

Date of Verification
Pick County from the dropdown

¢ Registrant Information:

Event to Verify

Date of Event

State File Number (Optional)
First Name, Middle Name &
Last Name (Optional)




m

e Items(s) to Verify:
o0 Check all items that need to be verified
o Ifitis something other than what is listed to verify type in this box provided (i.e., Poor IVES images or incorrect index)

e Verification Request Completion
o County Comment Box: Enter additional comments, if necessary, in this field.

o Enter a “Y”in the Verification Request Completed box.
o The Verification Request Date and Verification Request Completed By will auto-populate with the current date and

the username once the user tabs into those boxes.
o Click the Save button. The verification is sent to the State Vital Records Office for processing.

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

If the verification is pending, it will appear in the Verification- Pending work queue. Pending means that the verification has not
been completed at the county level and that the Verification Request Completed field has not been changed to a “Y”.

Once the verification has been completed by the county, it will be ready for completion by the State. Once completed by the state,
the system saves it to the Verification — Completed work queues. Additionally, the county will receive an email notification upon
completion. The county can then retrieve the completed verification request.

From the home page, in the Work Queue section, click Verification — Completed.
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Work Queue: Verification - Completed

Search Criteria

Group By:
Verification # ! | Date of Verification ! | Verification Status i | Event to Verify | First Name :  Middle Name : Last Name i Date
S e U T S
03/04/2019 COMFLETED BIRTH Ruth Renee Trumper 12/2°
1213 05/21/2019 COMPLETED BIRTH Douglas Matthew Craig 07/2”
1218 05/22/2019 COMPLETED MARRIAGE Miles Vern Derrick 04/2:
1369 Q7/08/2019 COMPLETED BIRTH Thomas Lowry 04/1°
593 01/10/2019 COMPLETED BIRTH Allen Clifford Fuson 10/1¢
1373 Q7/08/2019 COMPLETED BIRTH Thomas Kirkpatrick Lowry 04/1°
1190 05/14/2019 COMPLETED BIRTH Ronald Duane Conn o7/t
1140 05/07/2019 COMPLETED BIRTH Mark Christopher Boydston 05/1¢
5681 05/11/2023 COMPLETED BIRTH Jack Frost 05/0:
2236 10/30/2019 COMPLETED BIRTH Richard Norman Northup Q72
1686 08/28/2019 COMFLETED BIRTH Allen Frank Givant 03/1¢
‘2355 11/18/2019 COMPLETED BIRTH Lorene Kay Shepherd ‘12.';‘1'.v
PRl o > 1-39 of 39 items

All completed verifications will be displayed in the list. To view a specific verification, double-click the corresponding row, select the
row and double-click on it, or select the row and click the Display button.
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Click on the State tab

The answer(s) will be located in the “Requested Item(s) to Verify” paragraph. 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.
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Once the requested item(s) have been reviewed, click on the County tab

Click on the Close Verification button in the Change Verification Status paragraph. This completed the verification request and will be removed
from the work queue.

Close the browser.
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Search For Verification

To search for a verification request:

Click on Fee/CAS > Search > Verification

You can search by any of the fields provided in this window.
Enter the information, then click the Search button.

All completed verifications will appear in the search results grid.
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Making Notes in a Record

Once in the record, click once on the Note Count button in the upper right corner of the window.

The Notes screen appears. Click on the New button.
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Field Name:--Record-- Field Label:--Record--

Security Function: v Is Active?

B I U ae E

Il
i

x x H

Format +* § (inherited font)

In the open field, type the message, then click the Save button.
RERAN-' ie: Date, note, notetaker's initials
|

v (inherited size) v

Cancel

Note results will appear, displaying the field,

the message, the notation, and the
username.

Click the Close button.
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Marriage Organization

Image Counts Notes Counts # of Alerts

Main Menu Record ID

= D

General Party B Application/License Marriage Return Flags CAS Application

Party A - Current Name

Party A Designation - Optional
| 7] Paragraphs are titles with blue writing

Firat Name maaie name| @Nd separated from each other using a

| | ] white border. ]
Last Nammmage Suffix

| N~

Party A - Name after marriage Fields

First Name me Last Name Suffix

| | | [ -]

Residence Address Information

Country State City - Optional County - Optional

United States v lowa - - v

»
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Marriage Application — Creating New

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 applies to marriage license issuance.

To start a new marriage event:

Click on File > New > Marriage
Short-cut: you can use CTRL+M on your
keyboard to open a new marriage event.

Save without Edits — To save a marriage event
without completing the event and signing the license
as complete, you must enter at a minimum:

e Application Date

e Party A — Current Name

e Party B — Current Name

o Once these fields have been entered,
click File>Save without edits
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Home File~ Search~ Documents~ FeelCAS~ Action~ Linking ~ Tools~ Batch~  Administration~ Help~ | | \ \

e DO
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
| | |
* Filing County Reg Type Code Record Status

| Johnson v / | PENDING v

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, and Record Status are all default fields that cannot
be changed.

Enter the Application Date
e The application date can be backdated up to 3 calendar days only.
e The valid date will auto-populate to include the correct calculation for 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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General Tab and 3-day Waiver

Completed view of the General Tab with no 3-day waiver

Completed view of the General Tab with a 3-day
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Party A & B Tab

Party A and Party B Tabs are identical. Use the instructions below for guidance on completing the Party A and Party B tabs.

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

o X1

General Party B Application/License Marriage Return Flags CAS Application

Party A - Current Name

Party A Designation - Optional

‘ M ‘

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

The following are paragraphs within the Party A or B tabs:

Party A — Current Name

Party A — Name after Marriage
Residence Address information
Birthplace

Parent Names (optional)

Things to Remember
e Optional — All optional fields or paragraphs are labeled as optional. Party designation, city, county, and parents’ names are
optional.
e Designation — Designation of Bride, Groom or Spouse is not required.
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Party A or B — Current Name — Enter the current legal name in each field listed
* First Name
+ Middle Name (if applicable)
» Current Last Name
« Last Name prior to any marriage (generally, this is the name on the birth certificate)
- Suffix (if applicable)

Party A or B — Name after marriage As a convenience, the first and middle name entered in the
* First Name Current Name fields will default to the Name After Marriage
+ Middle Name (if applicable) fields.
* New Last Name .
« Suffix (if applicable) You must enter the Last Name in the Name After
Marriage field.

Things to Remember

* Name after marriage — The name after marriage is the legal name of the individual once they get married. Either Party can
change any part of their name through the marriage process. It will take a Legal Change of Name court action to change their
name after marriage once the marriage ceremony has been performed.




Residence Address Information

Country

United States v

Birthplace

Country

| United States v

Date Of Birth

| [s]

State

lowa v

State

‘ v

Age

]

City - Optional

Consent

]

County - Optional
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Party A or B — Residence Address Information

e Country and State - currently Country and State defaults to the United States and lowa. This information is to be changed to the
appropriate location as needed.

e City and County — Optional boxes - Choose the city and county from the drop-down list.

Party A or B — Birthplace
¢ Country and State - currently, Country and State defaults to the United States and lowa. This information is to be changed to the
appropriate location as needed.
e Enter the date of birth. The age will auto calculate.
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 If either party is under the age of 16, the system will not allow the marriage license to be signed as complete.
e Enter Sex as ‘M’ for male or ‘F’ for female.

Things to Remember
e Location drop-down lists — If a country, state, or city is missing from the drop-down list, enter the location in the field (the field
turns orange). Cities are required to have a zip code before they will be added to IVES.
o0 Also, call the IVES Help Desk to have it added.
e 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.
e Sex — Sex is a required box marking ‘M’ for male or ‘F’ for female.
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Party A & B Tabs

Parent Names (optional):

« Parent Designation Father, Mother or Parent

* To leave the field blank, tab out of the parent designation field
* Enter at a minimum:

+ Parent 1 First Name

« Parent 1 Last Name prior to any marriage
+ Parent 2 First Name

« Parent 2 Last Name prior to any marriage

Things to Remember

Optional — Listing parents is optional
* Not all applicants have two parents, and it is possible for someone to not have parents.

Who should be listed as a parent — The parties to marry can list anyone as their parent.

+ 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 the 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 (driver's license and passport).
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Completed view of Party A or B tab, age 18 or older

Birthplace

Country State

‘ United States v ‘ ‘ Missouri v ‘

Date Of Birth Age Consent Sex

Completed view of Party A or B tab age 16 or 17, requiring a Consent to marry

A validation error will be displayed if the consent field is left blank for
an underage Party A or B.

Click on the to ‘R” rekey to remove the validation error.
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Application/License Tab

Social Security Numbers

Each “Add SSN for Party” button works the same

System accounts for persons with no Social Security number

You can correct an SSN once entered.

The system hides the SSN after the number has been entered.

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

Anticipated Ceremony
¢ Both the Anticipated Ceremony Date and Anticipated Officiant are optional

Anticipated Ceremony
e Once the license box is marked Y’ for complete, any errors or missing information will be displayed on the right-hand side of
the page.
o |If the application is error-free, tab out of the License complete box and the Date Completed and Completed By will auto-
populate.
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SSN Edits

Marriage: New

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

Social Security Numbers Add SSN For Party AorB
Add SSN for Party A Add SSN for Party B
Click the Add SSN Party A/B button

e The dialog box appears that asks for the party’s social

Enter Party 4's SSM Mumber: Enter only 9 numbers without any dashes securlty number.

or spaces. If unknown, enter a g, e Atotal of 9 numbers can be entered.

| e You will receive an error if you do not enter enough numbers
or too many numbers.

“ Cancel e Do not use any dashes or spaces.
¢ Click OK when finished.

idphvrstest.netsmartcloud.com says

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

o |fthe SSN is correct, click the OK button.

e |[fthe SSN is not correct, click the Cancel button and re-
enter.




Message from webpage

Party A's SSN has been updated.
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idphvrstest.netsmartcloud.com says

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

g

idphvrstest.netsmartcloud.com says

You have indicated that Party A's 35N is unknown, is this correct?

e This dialog box appears, showing that an SSN
has been successfully entered for Party A.

e Click the OK button.

Repeat the same me process for Party B.

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

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

e Click the Ok button if correct

e Click the Cancel button if it is not correct, and
re-enter the niimber
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If you click on the Add SSN button after the number has
been successfully entered, the following dialog box appears.

e Click the OK button to correct the number or
e (Click the CANCEL button to exit.

Anticipated Ceremony Information - Optional

Ceremony Date Officiant

_ |a]

Anticipated Ceremony Date & Anticipated Officiant - Optional

e Enter the anticipated ceremony date if known
o The date must be equal to or greater than the valid date of the marriage

application.
e Enter the anticipated officiant




132

License Complete

License Complete

License Completed? Date Completed
[ -]

State Use Only

Completed by

License Complete
e Review all tabs for correct and accurate information
Enter a Y’ in the License Completed field and tab to the Date Completed and Completed by.
o0 The current date will populate in the Date Completed and Username in the Completed by boxes.
o If there is missing information that is required, a pop-up will appear directing the user to correct or add information.

e Click on the SAVE button in the top right corner.

Things to Remember

e License Complete field
0 You must tab through the Anticipated Ceremony date and Anticipated Officiant fields for the License Complete field to

open for entry.
The License Complete field will not open if the required information is missing. Complete all required fields

Message from webpage

The record saved successfully.

Click OK button.

The following dialog box will appear stating the record has been successfully saved.
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Marriage Application Information

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

Batch~ Administration~ Help~

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

Marriage: 1553568 Alens;n - @

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

System
State File Number Application Date County License Number Valid Date

|:| 09/12/2025 077-2025000013 09/12/2025 3

Record Status

3 Day Waiver

* Filing County Reg Type Code

i

For county offices that scan marriage applications before the certificate of marriage is returned to the office:
Itis RECOMMENDED to scan the marriage application in now before going to the CAS Application.
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CAS Application Tab

CAS Application — You must create a CAS Application and add the payment from the Marriage Module for ALL
marriage licenses issued. DO NOT create CAS application through the FEE/CAS Application menu.

Create CAS Application & Request
1. Party A’s name will auto-populate in the field if the record has been saved. The CAS Application & Request can

be switched to Party B by going to the dropdown and changing it from A to B.
2. Enter the mailing address if you are mailing the certified copy to the couple after the ceremony.
3. Click the Create Application & Request button. The total amount owed will auto calculate $35 and the record is

autosaved.
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The Application ID (CAS Application #) & Request ID #

Payment
1. Choose Payment Type; enter the Check/MO number is required; enter the amount collected.
2. Click the Add Payment button
3. A Dialog box will appear stating the record has been successfully saved.
4. Click the OK button.

By adding the payment this will allow you to print the Certificate of Marriage and License to Marry from the
Documents.

CAS
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Printing Marriage Documents

After the CAS Application has been created and the payment entered, documents will be available to print from the Documents
menu.

+ M Certificate of Marriage
* M License to Marry
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Printing Options for Specific Documents

e There are 2 two-sided documents that are available to print from the marriage
event: Application to Marry; Certificate of Marriage.
¢ If you choose either of these documents to print, you will get a pop-up box of
your printer’s default preferences. (Not all dialog boxes will appear as the image
above.)
e Verify the printer and click the Preferences button.
e 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.
e Click OK; Print
o If you have a printer that does NOT print on both sides, follow the above
process. The first page of the document will print; put the printed
document back in the printer (bypass or tray) to print the second page.

Things To Remember:

¢ Marriage regulations have not changed. All the same documents are needed to
process a marriage.
e 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.
o0 All documents will be available for every record created.

REMEMBER!! - Depending on computer programs, not all print screens look the
same!
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Fixing a mistake prior to the Marriage Return Completed

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 SAVE button and reprint the documents.
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Adding Waiver from Marriage Record and CAS

Adding 3-day waiver
Open the marriage event, go to the Application/License tab.
On the License Completed field change the “Y” to a “N”. This

removes the date, user’s name and open all the fields
including the 3 Day Waiver field on the General tab.

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
validation date.
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Go back to the Application/License tab. Change the “N” to a “Y”.
Click the SAVE button.

A dialog box will appear stating the record has been successfully saved.

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

Click the OK button.
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Linking CAS Application

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

A dialog box will appear asking if you want to “Leave site”?

Click the Leave button.

Double click on the application result or click on the DISPLAY button to view the Application request.




142

CAS Application — Adding 3-day Waiver

Adding Payment

e Click the CLEAR PAYMENT FIELDS button this.

e The Payment Date will pre-populate. Choose the
payment type, enter check number (if applicable) and
enter amount paid.

e Click the ADD PAYMENT button. The payment grid will
reflect the payment.
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Service Information

Clear Service Fields

Clear Service Fields

Service Type Fee Type Copies Status

‘ Waiver v ‘ Standard v I:l COMPLETED

Add New Service

Add New Service

Cost

$0.00

Next add the Service Information.

Click the CLEAR SERVICE FIELDS button.
Enter or choose from the dropdown:
Service Type: Waiver

Fee Type: Standard

Copies: 1

Status: Completed

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

Click the ‘X’ on the tab to close out of IVESor click on the Home menu to continue working in IVES.
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Removing 3-day waiver

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

1.

o s

Note:

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

A message will pop-up stating
the Waiver Service was
removed from the order. Click
OK

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

Click the SAVE button.

A message will pop-up stating
the record has been
successfully saved. Click OK

The General tab will show the

3 Day Waiver box changed from a
“Y” to an “N” and the Valid Date
field will also change to the
appropriate validation date.
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Home File~ Search~ Documents ~ Fee/lCAS~ Action~ Linking ~ Tools ~ Batch~ Administration~

Applicant

Marriage: 15533571

To Marriage Change Request
General Party A Party B Application/License Marriage Ret_...

On the CAS Application tab of the marriage record:

6. Go up to the Linking menu > click on Applicant
7. Adialog “Leave Site” message appears > Click
Leave

On the Request to Inventory tab, the service now shows $35 w/the removal
of the $5 waiver service.

Change the payment to reflect the amount.

8. Go to the Payment Information paragraph. Change the payment amount
from $40 to $35.

9. Click the UPDATE PAYMENT 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.
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Marriage Return — Registration

On the Home page, go to the Work Queues located on the right side of the
page.

Click M Pending Marriage Return.
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Marriage Return Tab

o DO
General Party A Party B Application/License Flags CAS Application

Filing
Date of Marriage
State of Marriage Place of Marriage - County City/Town

Record Completed? Date Completed Completed By

o
o
o
]
o
o
<

i

1. Onthe Marriage Return tab, enter the Date of Marriage.
2. A pop-up message will appear to verify the correct couple is being registered. Click the OK button.

State of Marriage defaults to lowa (Marriage must have occurred in lowa).
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= DO
arriage Retul a

CAS Application

General Party A Party B Application/License

State of Marriage Place of Marriage - County City/Town

Record Completed? Date Completed Completed By

[ -]

. Enter the Place of Marriage — County
. Enter the City/Town
. Enter the Date Filed (This should be the SAME date the County Recorder’s Signature will be dated on the Certificate

of Marriage)
. Enter Y’ for Record Complete and tab out of the field. The Date Completed and Completed By will default with the

current date and the user’s name.
. Pop-up messages appear; state the record has been numbered and the record has successfully saved. Click OK.

. Attach Certificate of Marriage & Marriage Application to IVES before going to the CAS Application. Go to page
61 for instructions on how to attach images/documents.
. Go to the CAS Application tab.
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CAS Application Tab after Marriage Return Filed

New Address?

If the address of the couple has change, enter
the new address here. The address will change
in CAS.

Add the No Fee Certified Copy Request to the CAS
Application

On the Add Certificate to Request paragraph, click on the ADD
CERTIFICATE TO REQUEST button.
e You can only click this button once. If the couple wants
more than one certified copy, all additional requests must
be entered into CAS manually.

Popup message confirming the certified copy service has been
added. Click OK.




Home File~ Search~ Documents ~

Fee/lCAS~

Action~ Batch~ Administration~

Linking ~ Tools ~

Marriage: 1553571

General Party A Party B

Linking: Applicant
Search Criteria

Application/License

Applicant

To Marriage Change Request
Marriage Ret.... S
]
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Next link to the CAS Application
From the marriage event:

Go up to the Linking menu > click on
Applicant.

A dialog “Leave site” message appears. Click
the Leave button.

Double click or click on the Display button of

your search result to view the CAS application.

Group By:
Date Application

09/14/2025

09/14/2025

Applicant Number

: Application Status

Application Date Completed

Date Received Req or Appl First Name
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Printing the initial No Fee Certified Marriage Certificate

CAS Application

On the CAS Application, click on the Request to Inventory tab. The No Fee pending service
has been added to the request.

On the Requests/Service/lnventory Information paragraph:
e Click the No Fee pending in the Services grid
e Click the SEARCH TO PRINT EVENT RECORD button
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Group By:

Marriage 1D : i | County License # i | Party A - First Name i Party A - Middle Name

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

DO NOT PRINT FROM THE SEARCH SCREEN.

The marriage record appears. Go to Documents> Documents>
M CERT COPY MARRIAGE COUNTY
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The certificate will appear. In the top right corner,
click the PRINT icon.

The printer dialog box will appear. This dialog box is specific
to general printing, and all printers should be available.
¢ Choose the correct printer from the Destination field.
e Enter the number of copies requested.
e |If applicable, choose additional settings based on
YOUR PRINTER setup.

Click the PRINT button
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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.

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.

e Click the USE INVENTORY button. The Services grid will
be marked as COMPLETED.

e Change the Request Status Type to COMPLETED.

e Click the UPDATE REQUEST button.

¢ Click the “X” on the tab to close out of IVES or click on the
Home menu to continue working in IVES.
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Attaching Certificate of Marriage to IVES

Final Steps

Original Certificate of Marriage documents MUST be mailed to the State for review.

Counties ARE REQUIRED to attach the Certificate of Marriage (w/signature) to the MARRIAGE RECORD in IVES.
Include the front and back sides of the certificate in the attachment.

When loading the file, counties must name the document “Certificate of Marriage” in the Description field.

Do NOT redact the social security number.

It is best to attach the Certificate of Marriage before linking to the Applicant to print the No Fee certificate.

o If the county chooses to attach marriage documents to IVES, the original documents may be destroyed AFTER the
Certificate of Marriage has been filed and sent to the State. Documents that can be uploaded include, but are not limited
to, the marriage application, consent for minor, 3-day waiver, etc.

o Applications for a license to marry are public documents once the license has been picked up or mailed to the applicants.

o0 Counties need to complete the Marriage Application Cancellation Request form located on the County Recorder Portal
when licenses are not picked up within 6 months of the application date. This form is required to be loaded to the
marriage record.

= Notify the County Recorder Oversight Manager once the completed form has been loaded to the record.
= The State will deactivate the record.

NOTE: Certificate of Marriages will not be able to be viewed 24-48 hours after being uploaded. The IVES system will
restrict the county view function in an effort to protect original signatures contained in the Certificate of Marriage.
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Marriage Current Correction/Change Request

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 a data entry error or omission made by the county at the time the event was created and within one year of the
date of the event.

From the Home page, click Search>Marriage

Enter the information into one of the fields.
Click the SEARCH button.




Search (Marriage)
Search Criteria

o B
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Group By

Marriage ... + i SFI i | County License # i Parly A - First Name i Party A - Middle Name i Party A - Current Last Name i Lasi

The search result grid shows all the marriage
records that meet the search criteria.

Double click on the record of choice or highlight the
record of choice and click on the DISPLAY button.

On the marriage record. Go to the menu and
click File > New > Change Requests

Message appears confirming you are leaving the
current site.

Click the LEAVE button.
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Change Request window opens:

1. On the Modification/Correction paragraph select
CORRECTION from the “Modification” dropdown field.

2. On the Documentation paragraph select ERROR-TYPO
from the “Documentation Used” dropdown field.

3. Click the SAVE button.
4. A pop-up message will appear to confirm the record is

saved and will ask if user wants to leave the current
window. Click the NO button.

A popup message will appear indicating counties can only
request a correction for marriage records that are within their
county. — Click OK.
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On the Corrections paragraph, click the
INITIALIZE CORRECTION FIELDS button.

Choose the specific item to be corrected

from the "ltem Description" dropdown menu.
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Tab to the “Corrected Value” field. The current value of the field will be shown in the "Original
Value" field.

8. Enter the Corrected Value
9. Click the Add New Correction button.

a. Grid is generated to show the item to be corrected.
10.Click the SAVE button.

If more than one item needs to be corrected, repeat steps 5 through 9 listed above. The grid at the
bottom of the window will display all fields with corrections requested.
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Attach the supporting documentation (Application for License to Marry OR original copy of Certificate of Marriage).
See Scan & Attach process on page 86 of the manual.

10.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.

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

12.A pop-up message will appear to confirm the record is saved and will ask if user wants to leave
the current window.

13.Click Yes the button.
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Rejected Marriage Current Correction

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

Upon approval of the correction request, no notification
will be issued. It is recommended that counties utilize the
IVES system to verify the status of the marriage
correction and confirm whether the change has been
authorized.
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Work Queue: M Change Request - Rejected
Search Criteria

Group By:
Event State File Number : | First Name (Record) :  Last Name (Record) i | EventID i EventYear i Create Date i | Event H
S R 2 N LT TR
2022000009 Bruce Figgins 1466466 2022 01/24/2022 Marriage
2023000009 Saturday Fever 1553335 2023 04/26/2023 Marriage Ct
The search result will show a grid of all the rejected marriage
correction requests.
Double click on the record of choice or highlight the record of choice
and click on the Display button.
w
4 »
L] < o | 1-3 of 3 items

© 2025 Netsmart Technologies, Inc. Back to top
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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
documentation to the request, adding the item to be corrected, 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 Save button. This will route the request to Vital Records for approval.

A pop-up message will appear to confirm the record is saved and will ask if user wants to leave the current window.
Click the Yes button.
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Remitting Certification 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 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.
a. For example, the report shows 5 marriages, and you have 6 original Certificate of Marriage documents; this would indicate
that one of the marriages is 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.
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Contact Information
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