Marriage Current Correction Process

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

submit it to Vital Records for approval.

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

Requesting a Current Correction

 Search for the marriage record
e Open the record
v" Click on the File Menu

v" Select New Event — Change Requests

~" Marriage (Event Year = 2019)
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v" Pop up message is a reminder stating counties only can request a marriage correction on
marriage records where the record was registered in their jurisdiction — Click Ok.
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Mate that you will receive an spproval on a Change Request anly for those
MARRIAGE records that are within your County. Requests made on records
outside your jurisdiction will be declined by the State.
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Under the Modification dropdown list, select CORRECTION.
Under the Documentation Used dropdown, select ERROR-TYPO.

SAVE the change request
Click the Add Item for Correction button

Select the item to be corrected from the Item Description dropdown list
The current value of the field will display in the Original Value box
Enter the Corrected Value

Click the Save Item to be Corrected button

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

v’ If more than one item needs to be corrected, repeat steps 4 through 9 listed above. The
grid at the bottom of the window will display all fields with corrections requested.
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¥ Change Requests (Event Year = 2013)
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« Submit the change request

1. Attach supporting documentation (Application for License to Marry or original copy of Certificate

of Marriage).
2. On the Approval Tab, enter Y in Initial Entry Completed and Ready to Approve, any optional
notes if needed.

3. Save the record. This will route the request to Vital Records for approval.
o0 Another pop up message will display referencing counties can only request a marriage
correction for marriage records that are registered in their jurisdiction — Click Ok

4. Close correction request.
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e Pending correction request will be in the M Change Request — Pending work queue.

Work Queue Tools Batch Blank Forms
Refresh Work Queue Count
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e Rejected current corrections
If the correction request is rejected by Vital Records, it will appear in the M Change Request
Rejected work queue.
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To review the rejected correction request:
e Check the Work Queue for record(s) that have been rejected by Vital Records

v

v
v
v

Click on the Work Queue menu

Select M Change Request - Rejected

In the Work Queue window, highlight the name of the appropriate record
Click on Display or double click to open the record

» Review Notes for reason rejected

v" On the Approval tab review Reason/Notes for Rejection
v" Make needed changes to the request

e Resubmit the request

v
v

On the Approval Tab enter Y in Initial Entry Completed and Ready to Approve
Enter any optional notes if needed.

v Save the record. This will route the request back to Vital Records for approval..
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