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House Keeping
 This is the one meeting were it is ok to answer phone calls, 

but please continue the call outside of the class room.

 Restrooms

 Vending machines

 We will be taking small stretch breaks throughout the day.

 In case of fire or emergency, evacuate the building using 
emergency procedures.

 In case of tornado, seek shelter in the men’s and women’s 
restrooms.

 In case of a medical emergency, call 911.  

 Lunch



AGENDA

9:00 AM Introductions

9:15 AM Statistics and Trends for 2017 and Current

9:30 AM Working with Vital Records
Your responsibilities 
How much help is too much help - give it 
to the experts
Entitlement
Iowa Administrative Code, Chapter 
22…certified vs. plain paper
Resources

10:30 AM Iowa Vital Events System (IVES) 
CAS Review

Work Queues
Exchanges 

Forward to State 
Sealing & Birth Death Match
Manage IVES Inventory

11:30 AM Lunch


1:00 PM Iowa Vital Events System – Continued

ACH Review 

Transmittal

Verification

1:45 PM Site Visits

2:00 PM Fraud

2:30 PM Break

2:45 PM Marriage Application/Return 

3:45 PM Re-cap & Closing

4:00 PM Adjourn



Statistics & Trends



Statistics & Trends



Working with Vital Records
Group Activity



Working with Vital Records
Group Activity

Scenario #1
 You are presented with an application for 

a certified copy of a birth record.  
◦ The applicant is saying he is the father of the 

child.  
◦ He has presented paperwork from the court 

that shows he is the permanent guardian of 
the child, however, when you look at the birth 
record in IVES his name is not listed as the 
father on the child’s record.



Working with Vital Records
Group Activity

Scenario #2
 You are presented with an application for 

a certified copy of a birth record. 
◦ The applicant is stating they are the spouse of 

the decedent.  
◦ She does not have the same last name of the 

decedent, and states that they were common 
law married. 



Working with Vital Records
Group Activity

Scenario #3
 You receive an application for a certified 

copy of a death record.  
◦ The applicant is stating they are a step-child of 

the decedent.



Working with Vital Records
Group Activity

Scenario #4
 You receive an application for a certified 

copy of a death record.  
◦ The applicant is stating they are husband, 

however, after accepting the application, and 
reviewing the record, the marital status is 
divorced.



Working with Vital Records
Group Activity

Scenario #5
 You receive an application for a certified 

copy of a death record via mail.  
◦ The purpose is foreclosure of the decedent’s 

property, and the bank who is foreclosing is 
requesting the certified copy.



Working with Vital Records
Group Activity

Scenario #6
 You receive an application for a certified 

copy of a birth record.  
◦ The individual does not have a valid 

government issued photo ID.



Working with Vital Records
Group Activity

Scenario #7
 You receive an application for a certified 

copy of a birth record.  
◦ The parent is applying, and you accept the 

application appropriately.  
◦ After reviewing IVES, you note a flag on the 

record ‘Termination of Parental Rights’.  
◦ The flagged parent is the applicant.



Working with Vital Records
Group Activity

Scenario #8
 You receive an application for a certified 

copy of a birth record for the wallet 
exchange.  
◦ The applicant is the paternal grandmother, and 

she has the wallet card to exchange for the 
long form.  
◦ You accept the application, and after reviewing 

the record, there is no father listed on the 
birth record.



Working with Vital Records

What are your responsibilities…
Let’s Review!

• Iowa Code 144
• Administrative Rules IAC 641-95



Working with Vital Records

How much help is too much help
Give It To The Experts!

Chapter 22 Review
Public Inspection vs. Entitlement

Entitlement to Vital Records in Iowa



Resources
Vital Records Portal
https://idph.iowa.gov/health-statistics/vital-records/crportal 

www.legis.state.gov

www.idph.iowa.gov

Help Menu



Working with Vital Records
Internal Resources



CAS Review

Work Queue

 Work Queues are pending
records and requests.  

 It is important that users check these work queues 
through out the day. 



CAS Review
Exchanges

 Counties can ONLY exchange what the county service.

 V.A.  - One copy is allowed to be printed per event.  If a copy needs 
to be exchanged, the service type would no longer be V.A. Purposes 
but Certified Copy.  The Fee Type would need to be changed to 
Exchange.  Once the certificate has been printed, then it needs to 
be stamped for V.A. purposes.



CAS Review
Exchanges (continue)

Wallet – The initial wallet exchange you choose Wallet Exchange as 
your Purpose of Request and Choose Wallet Exchange as the Service 
Type with the Fee Type as No Fee.   The applicant must have the 
wallet card for you to process the exchange.  If the applicant wish to 
keep the wallet they will need to apply through the state.

Customers are allowed one wallet exchange.  If a mistake occurred 
during printing, you will need to process it like a regular exchange. 



To State

 Frequently Asked Questions
◦ When to use Forward to State?
◦ What kind of documentation do I need to attach?
◦ Why do I need two services?
◦ Where do I scan and save the image? How do I 

know the image got attached?
◦ Are these requests expedited?
◦ How do I track my request?
◦ No fetal deaths – Why?

http://www.bing.com/images/search?q=clipart+computer+forward&id=FD39AF0F6A7415DD8F76F0CD22320DB991ED8B23&FORM=IQFRBA


HOW TO PROCESS 
TO STATE

How-To-Training Webinar
Located in the “Help Menu”

http://www.bing.com/images/search?q=clipart+computer+forward&id=FD39AF0F6A7415DD8F76F0CD22320DB991ED8B23&FORM=IQFRBA


Group Activity



Seal a Record

How many different way’s to seal a 
record?



Birth/Death Match

How do you mark your birth record?





Managing Inventory

 Ensure all safety paper is in 
a secure location

 Void & Restock paper 
(process)

 Damage paper (process)

 Tracking paper (Document 
Tracking)

 Logging paper – Weekly 
Transmittal

 Ordering paper (process)



Managing Inventory

Inventory 
Definitions

DAMAGED– safety paper that 
have been spoiled which can no 
longer be issued or used.  The 
paper must be marked DAMAGED 
(i.e. paper got jammed in the 
printer, wrong record was printed 
on the safety paper, torn paper, 
image is not readable, etc.).

VOID - The ONLY time you will 
use VOID is to restock the paper 
(i.e. inventory shows paper was 
USED but it didn't get printed).

RESTOCK – Placing the paper 
back into inventory to be used.

USE – paper has been used to 
complete a service.



Managing Inventory

Document 
Tracking

Users can monitor what safety paper goes 
with the application or who processed the 
application by using Document Tracking.  

Document Tracking can be found in the 
Search menu or under the Actions menu 
when you have your application open.



Managing Inventory
Supply Ordering Process

 The online supply order form is located on the county recorder vital records portal 
page, under the Forms – Internal Use header.  It is pdf field-fillable document can be 
sent electronically, no more faxing.

 The online form are used for items that must be ordered and shipped from the Vital 
Records office (includes: State Certified paper, County Certified paper. Special 
Registration paper and the Large pre-addressed postage paid mailer). All the 
remaining forms/documents should be printed, as needed, from the vital records portal 
page.

 Supply orders will be processed once a month. All orders must be received by the 
close of business on the 15th of each month.

 Orders will be processed and shipped on the 16th (or next business day).

 An invoice is sent with the county safety paper request.

 County Recorder pays invoice.

 Confirmation email sent to the recorder.



Iowa  Vital Event System (IVES)
ACH Review

ACH SCHEDULE 

ACH runs completed services (with a status 
of COMPLETED or RECORD NOT 
FOUND) from Tuesday through Monday.  

County Recorders have all day Tuesday 
and Wednesday until 3:00pm to VOID a 
service from the ACH week. 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 
on the new ACH week. 

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

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



Iowa Vital Events System (IVES)
Reports

 Inventory Line Item – This report allows you 
to view inventory paper that have been used, 
voided, damaged, etc.

 ACH Weekly Fiscal Rpt – This report shows 
the number of copies printed, breakdown of the 
money and the total amount.

 Payment Totals – This report is able to view the 
money collected on the application.

 Service Totals-Current – This report will 
ONLY pick up services for the time frame 
specified if the service has not been ACH’ed.

 Service Totals-Historical – This report picks 
up all services that have been completed.



Iowa Vital Events System (IVES)
Reports

ACH Header
 This report allows you 

to view details of the 
ACH week.

 Provides the amount 
owed to the State.

 Provides an index of all 
ACH periods.  This 
allows you to review 
“all” ACH weeks.



Iowa Vital Event Systems
Verification System

DEMO

 Guidelines for verification – allow 24 
hours

 Question – when I get the verification –
when do I update my books



Iowa Vital Event System (IVES)
Weekly Transmittal 

Group Activity



Weekly Transmittal

This form is used to 
record weekly 
transmittals and certified 
papers.

Please make sure you 
are utilizing the current 
Transmittal form January 
24, 2018.  This can be 
found in the VR portal.



Iowa Vital Event System (IVES)
Weekly Transmittal - Group Activity

Let’s Complete a Transmittal
Weekly Activity is as follows:
 Tues - 2 Births - Wallet Exchange (1993) & 1 Death – (1945)

 Wednesday - 3 Marriage Returns (5/2018)

 Thurs  - 1 Birth (1977) , 1 Marriage (10/1950)

 Friday – 2 Births  - Wallet Exchange (1993-2001)

 Mon  – 1 Death (2018)

 Tues - 1 Death (2018) 

 How many items are included in the envelope?

 Inventory - Security paper numbers:

 State Paper:  9999001  ~ County Paper: 8888001



Iowa Vital Event System (IVES)
Weekly Transmittal- Group Activity

Let’s Review the Results
Weekly Activity is as follows:
 Tues - 2 Births - Wallet Exchange (1993) and 

1 Death – (1945)

 Wednesday - 3 Marriage (5/2018)

 Thurs  - 1 Birth (1977), 1 Marriage (10/1950)

 Friday – 2 Births-Wallet Exchange(1993-2001)

 Mon  – 1 Death (2018)

 Tues - 1 Death (2018) 

 How many items are included in the envelope?

 Security paper numbers:

State:  9999001  ~ County Paper: 8888001



Reporting to State -Transmittal Process

 Transmittal logs must be sent within one week of the completed ACH period.
 Week Range should match the time frame of the ACH period.
 The total number of marriages registered in IVES for the transmittal time 

period should equal the total number of paper Certificate of Marriage 
documents mailed each week.

 Transmittal log MUST accompany the original Certificate of Marriage(s) 
documents registered within the same time frame of the ACH week. 

Iowa Vital Event System (IVES)
Weekly Transmittal



Transmittal Process (continued)
 Do NOT send original Certificate of Marriage documents without a 

transmittal log.
 Transmittal logs may be emailed/faxed ONLY if NO original Certificate of 

Marriage document(s) were registered in IVES during the time frame of the 
ACH and no original documents are being mailed.

 Email/fax transmittal logs (when there are no certificate of marriage 
documents) to lainda.drake@idph.iowa.gov. Do not email to the ACH email 
address.

Iowa Vital Event System (IVES)
Weekly Transmittal

mailto:lainda.drake@idph.iowa.gov


Site Visits



Site Visits



Fraud



Marriage Processing 
Application

Accepting an Application for 
Marriage

 Ensure all required fields on the paper 
application have been completed. 

• This includes “last name prior to 
any marriage”. 

 An ‘X’ should appear in fields that are 
not required and information is not 
provided.  

 There should be no scribbles, 
parentheses, symbols, or white out. 

• “Full legal name change adopted 
through marriage” must be clear 
and legible. 

VOID 6-month Marriage 
Application 

 The 6-month benchmark for IVES 
marriage applications (where the 
applicants failed to retrieve their 
License to Marry) has passed. 

 Email your field representative, 
Sam Nichols or Sandra Lyles. 

 Subject line: Void 6-Month 
Marriage Application Body: 
Indicate Party A & B and county 
license number 



Marriage Processing
Return Marriage - Group Activity



CERTIFICATE OF MARRIAGE 
REVIEW

It’s your turn to be the Reviewer… 
Let’s review some Certificates of  Marriage

RULES:
• I will Flash a Certificate of  Marriage – you decide whether it 

meets the guidelines or should it be Rejected!
• You each have two sheets (Red & Green ) 
• You will Flash GREEN for “Pass” or  
• RED to “Reject”.



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



CERTIFICATE OF MARRIAGE REVIEW



Marriage Processing
Return Marriage

Accepting a Signed Certificate of Marriage Document
 No alterations to fields 1a through 12.

 No cross-outs or scribbles in the signatures of the parties to marry, 
witnesses or officiant fields 13a, 14a, 15a, 16a or 17a

 No more than a single line cross-out in any other fields (excludes 
fields 1a through 12)

 No white out on the document. 

 No large stains (coffee, beverage, other) on the document.



Marriage Processing 
Return Marriage

Accepting a Signed Certificate of Marriage Document 
(Continued)
 Counties must ensure they are entering the Date of Ceremony 

(field 18a) from the paper Certificate of Marriage into IVES as the 
Date of Marriage on the Marriage Return tab.
 Do not use the date from the Date Signed fields 13c, 14c, 15c, 16c or 

17c.  

 The Date Filed (field 19b) on the paper Certificate of Marriage 
must match the Date Filed in IVES on the Marriage Return tab.

 The Date of Marriage must appear correctly on the back of the 
paper Certificate of Marriage.



Marriage Processing
Return Marriage

Issuing a certified copy of a Certificate of Marriage after filing
 The free certified copy issued at time of registration must be 

printed from IVES as a data record.

 DO NOT issue certified copies of the original Certificate of 
Marriage paper document that has the signatures on it.  



Questions….



Thank You  
Contact Information 

Melissa Bird

Deputy State Registrar/Bureau Chief 

515-281-6762

melissa.bird@idph.iowa.gov

Sandra Lyles

Field Representative

515-725-2963

sandra.lyles@idph.iowa.gov

Sam Nichols

Field Representative

515-281-5002

sammui.nichols@idph.iowa.gov

IVES Help Desk

866-309-0831

IVESHelpDesk@idph.iowa.gov
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