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County Recorder 
Verification Request Process 

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

 

 

Starting a New Verification Request 

 

 

 

 

 

 

 

 

 

To start a new verification request: 

Click on Fee/CAS > New > Verification 
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Enter a New Verification Request  
County Tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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. 

 The Verification Request Date and Verificaiton 

Request Completed By will default with the current 

date and the user. 

 Click Save 

 Upon Save, an email message is sent to the State. 

  

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 

 

 

 

 

 

 

Once the verification has been completed by 
the State, the county will receive an email. 
The county can then retrieve the completed 
verification request. 
 
From the home screen, click on Work Queue > 
Verification – Completed 
 
Completed verifications will appear.  Click the 
Display button to open the record.  
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Click on the State tab 
 
 Review the requested 

item(s) that are verified by 
the State and any additional 
comments or attachment(s) 

 
 

Once the request item(s) have been 
reviewed, click on the County tab 
 
 Click Close Verification, in the 

Change Verification Status 
field.  This completes the 
verification request and will 
be removed from recorder’s 
work queue. 
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How to Search for a verification request 

 

 

 

 

 

 

 

To search for a verification request: 

Click on Fee/CAS > Search > Verification 

 

Enter the information > Click 

Search 

 All completed verifications 

will appear in the search 

results grid. 

 


