County Recorder
Verification Request Process

The county verification guide is an addendum to the county recorders IVES user guide.

Starting a New Verification Request
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To start a new verification request:
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Click on Fee/CAS > New > Verification
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Enter a New Verification Request
County Tab

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help B
g ——
County State Flags

Verification Status
Verification # Date of Verification Userlocation Desc. Verification Status

PENDING

Registrant Information
Event to Verify First Name Middle Name Last Name

Date of Event  State File Number

I
Item(s) to Verify
[ Registrant Name [] Parent's Location of Birth
[] Date of Event [] Sex of Registrant
[[] Mather's Name [C] Time of Event
[ Father's Name [ Date Filed

] Mother's Date of Birth  [] Other
[ Father's Date of Birth

Verification Request Campletion

County Comments Verification Request Completed?
Verification Request Date
Verification Request Completed By

Change Verification Status

On the County tab:

Select the event
Enter first, middle (optional) and last name
Enter Date of the Event
Enter State file number (if known)
Check all items that needs to be verified
If other — specify in the box provided
1. Examples
a. Poor IVES images
b. Incorrect index
» Enter additional comments if necessary in the County
Comments field.
» Enter a “Y” in the Verification Request Completed box.
v The Verification Request Date and Verificaiton
Request Completed By will default with the current
date and the user.
» Click Save
v Upon Save, an email message is sent to the State.

Adding a new event.
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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

File Search Fee/CAS Work OQuese Tools Batch Blank Forms Administration Help x
Refresh Work Quewe Count .

CAS Requests Pending [24)
ICAS Reguests Returns (1)

M App Pending (0]

M Pending Marriage Raturn (1)
Mestages (1)

Verification - Completed (1)
verification - Pending (0]
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Once the verification has been completed by
the State, the county will receive an email.
The county can then retrieve the completed
verification request.

File Search Fee/CAS Requests/Documents Work Queue Tools Batch Help From the home Screen’ Cllck on Work Queue >
A Verification — Completed

Verification # Date of Verification Verification 5tatus Event to Verify First Name Mid|

12 7/25/2018 COMPLETED BIRTH Someone |

Completed verifications will appear. Click the
Display button to open the record.
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File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

County Flags

Verification 5tatus

Verification # Date of Verification Userlocation Desc, Werification Status

2 07/25/2018 Webste COMPLETED
Registrant Information
Event to Verify First Name Middle Name Last Name

BIRTH Someone tlse

Date of Event  State File Number

. Click on the State tab

Requeasted ltem(s) to Verify

Mame on Record Parent's Location of Birth

_ v Review the requested
Date of Event Sex of Registrant
item(s) that are verified by

Mather's Name Time of Event ..

. the State and any additional
pather's Name pate Fled comments or attachment(s)
Mother's Date of Birth Other

Father's Date of Birth

Verification Request Completion
State Comments Verification Completed?

Venfication Complete Date

Verification Completed By

File Search FeefCAS Requests/Documents Actions Work Queue Linking Tools Help

State Flags

o status

Verification # Date of Verification Userlocation Desc, Verification Status
12 Webster COMPLETED

Registrant Information
Event to Verify First Name Middle Name Last Name
BIRTH | Someone Else

Date of Event  State File Number

ltem(s) to Verify

Registrant Name Parent's Location of Birth Once the request item(S) have been

Date of Event Sex of Registrant reviewed, click on the County tab
+| Mother's Name Time of Event

Father's Name Date Filed

Mother's Date of Birth || Other v Click Close Verification, in the
+| Father's Date of Birth . e .
TR Change Verification Status
erification Request Completion . .
County Comments flEld. ThIS Completes the

verification request and will
be removed from recorder’s
work queue.

Change Verification 5Status
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How to Search for a verification request

File Search Fee/CAS Work Queue Tools Batch Blank Fo
New ’ :
!

Applicant
Request
Service
Payment
Deposit To search for a verification request:
Cash Drawer

_ACH Header _ Click on Fee/CAS > Search > Verification
Verification

MESSAGE OF THE DAY —

File Search FeefCAS Requests/Documents Work Queue Tools Batch Help

Search Criteria Results
Verification # Date of Verification Venfication Status Event to Verify
First Name Middle Name Last Name

Date of Event  State File Number

County Completed? State Completed?

Enter the information > Click
Search

v" All completed verifications
will appear in the search
results grid.
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