COUNTY RECORDER MARRIAGE GUIDE
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Introduction

The county recorder marriage quide is an addendum to the county recorder IVES user guide.

For installation, log in, operator and CAS instructions, refer to the county recorder IVES user
guide.

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 apply to marriage license issuance.

Start a New Marriage Event

File | Search Feef/CAS Work Queue Tools Batch Blank Forms Admip’ ration Helo

New Event Marriage CTRL+M

Messages

New Special

Inventory

Re-Login Inventory Orders

Certified Paper Assignment

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.101

May &, 2016 To start a new marriage event:

Click on File>New Event> Marriage

v’ Short-cut: you can use CTRL+M on your keyboard to
open a new marriage event.
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Entering a New Marriage Event
General Tab

~" Marriage (Event Year = 2016) — O *

File Search Feef/CAS Requests/Documents Actions Work Queue Linking Tools Help

Party A Party B Application/License Marriage Return

General

System

State File Number County License # Application Date Valid Date 3 Day Waiver
i) [ =

Filing County Reg Type Code Record Status

| Pocahentas PENDING

The marriage event is separated by tabs:

General; Party A; Party B; Application/License; Marriage Return; Flags; CAS Application.
v The new marriage event will always open to the General tab.

First, enter the Application Date
v" The application date can be back-dated up to 3 calendar days only.
o Short-cut: Enter ‘T’ for the current day’s date; press ‘B’ to backdate the day field.
v" The valid date will auto populate to include the correct calculate of the 3-day waiver.
If there is a 3-day waiver, enter ‘Y’
v" The valid date will re-populate with the new date.
The Filing County, Reg Type Code, and Record Status are all default fields that can not be changed.

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

~" Marriage (Event Year = 2016) — O *

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

General Party A Party B Application/License Marriage Return Flags CAS Application
Systam
State File Number County License # Application Date Valid Date 3 Day Waiver
09/10/2016 | [N |
Filing County Reg Type Code Record Status
Pocahontas ‘ PENDING

Completed view of the General Tab with a 3-day waiver:

" Marriage (Event Year = 2016) — O *

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

General Party A Party B Application/License Marriage Return Flags CAS Application
System
State File Mumber County License # Application Date Valid Date 3 Day Waiver
09/06/2016
Filing County Reg Type Code Record Status
Pocahontas | PENDING
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Party A & B Tab

The fields on tabs Party A and Party B are identical.
Use the below instructions for guidance on both Party A and Party B tabs.

| Marriage (Event Year = 2015

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

General Party B

Party A - Current Mame

Pad% A Desi?nation (optional)

First Name Middle Name
Party A - Name after marriage
First Name Middle Name

Residence Address Information
Country
IUmted States 'l

City (optional)

Birthplace
Country
IUnitr_-\d States 'l

Date of Birth Age Consent Gender (optional - EM,U)

I

Marriage Return Flags

Application/License

Current Last Name

CAS Application

Last Name prior to any marriage

Parent Names (optional) <

Par‘t% A Parent 1 Designation

Parent 1 First Name Middle Name
Party A Parent 2 Designation
Parent 2 First Name Middle Name

Last Name Suffix
State
[Iowa 'l
County (opticnal)
State
[Iowa ']
Last Name prior to any marriag Suffix
Last Name prior to any marriag Suffix

Suffix

Party A & B Tabs:

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

v Party A—Current Name

v/ Party A— Name after Marriage
v" Residence Address Information
v’ Birthplace

v' Parent Names (optional)

[ )

optional.

Paragraphs are titles with blue writing, and
separated from each other using a light blue border.

Things to Remember

Optional — All optional fields or paragraphs are labeled as optional.
o On Party A & B tabs, Party designation, city, county, gender and parent names paragraph are
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File Search FeefCAS Requests/Documents Actions Work Queue Linking Tools Help

Application/License Marriage Return Flags CAS Application

Party A - Current Name

Pan% A Desi?nation (optional)

First Name Middle Name Current Last Mame Last Mame prior to any marriage Suffix

Party A - Name after marriage

First Name Middle Name Last Name Suffix

Party A & B Tabs:

Party A or B — Current Name — Enter the current legal name in each field listed
v First Name
v" Middle Name (if applicable)
v' Current Last Name
v" Last Name prior to any marriage (generally, this is the name on birth certificate)
v Suffix (if applicable)

Party A or B — Name after marriage As a convenience, the first and middle name entered in the Current
v First Name Name fields will default to the Name After Marriage fields.

Middle Name (if applicable)

New Last Name

Suffix (if applicable)

You must enter the Last Name in the Name After Marriage field.

ASRNRN

Things to Remember

e Name after marriage — The name after marriage is the legal name of the individual once they get married.

Either party to a marriage can change any part of their name through the marriage process. It will take a Legal
Change of Name court action to change the Name After Marriage once the marriage ceremony has been
performed.

e Designation — Designation of Bride, Groom or Spouse is optional and not required.

e Save without Edits — To save a marriage event without completing the event and signing the license as

complete, you must enter at a minimum: Marisge et
o Application Date A L T —
New Event "
o Party A—Current Name save LS
o Party B—Current Name New Special

Save Without Edits

=  Once these fields have been entered, click File>Save without edits
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Residence Address Information

Country

State

[United States v| [Iowa M |

City (optional)

County (opticnal)

Birthplace
Country State
[ United States - | [Iowa -

Date of Birth Age

!/

Consent Gender (optional - EM,U)

Party A & B Tabs:
Party A or B — Residence Address Information

v

v

Country and State - currently Country and State defaults to United States and lowa. This information is to be changed to the
appropriate location as needed.
City and County — Choose the city and county from the drop-down list.

Party A or B — Birthplace

v

v

Country and State - currently Country and State defaults to United States and lowa. This information is to be changed to the
appropriate location as needed.
Enter the date of birth. The age will autocalculate.
o Ifeither 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 Ifeither party is under the age of 16, the system will not allow the marriage license to be signed as complete.
Enter gender as ‘M’ for male, ‘F’ for female, ‘U’ for unknown.

Things to Remember

Location drop-down lists — If the individual was born in a country that does not have states, choose OTHER from the STATE
drop down and complete the type-field. Also, call the IVES Help Desk to have the state added.

Residence Address Information

Country State
[United States M | [O‘ther

M | Type here

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.

Gender - Gender is optional and self-reported. Options are F, M, U.

Completed view of Party A or B tab age 18 or older:

Residence Address Information

Country

State

[United States

A | [Iowa A |

City (opticnal)

County (optional)

Adair M [Adair -
Birthplace

Country State

[United States v| [Iowa -
Date of Birth Age  Consent Gender (optional - FM,U)

01/01/1997 19 M
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Completed view of Party A or B tab age 16 or 17 requiring a Consent to Marry form:

Residence Address Information

Country State

IUnited States '| [Iowa

City (optional)

County (opticnal)

Adair - Adair -
Birthplace

Country State
IUnited States 'l [Iowa M

Date of Birth Age Cons2t Gender (optional - FM,U)

01,/01/1999 17 Y M

Parent Mames (optional)

Part% A Parent 1 Designation

Parent 1 First Name Middle Name Last Name prior to any marriage Suffix
Party A Parent 2 Designation
Parent 2 First Name Middle Name Last Name prior to any marriage Suffix
Party A & B Tabs:
Parent Names (optional): Parent Mames (optional)
v Parent designation is Father, Mother, Parent and is optiofat >

o To leave field blank, tab out of parent designation field
v' Enter at a minimum:

Parent 1 First Name

(@)

o Parent 1 Last Name prior to any marriage
o Parent 2 First Name
o

Parent 2 Last Name prior to any marriage

Things to Remember

° Optional — Listing parents are optional

Party A Parent 1 Designation

Father
Mother
Parent

ne

Party A Parent 2 Designation

M |

Parent 2 First hlame

o Not all applicants have two parents, and it is possible for someone to not have parents.

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

e}

two parents on marriage documents.

It is recommended to list the parent/parents as stated on 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 (drivers license and passport).

The applicant can enter one or both parents regardless of birth certificate information. It is not required to list
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Application/License Tab

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

Social Security Mumbers

‘Adac i\ P A Add \ - ¥

Anticipated Ceremony (optional)
Anticipated Ceremony Date Anticipated Officiant
[/

License Complete
License Completed? Date Completed Completed by
i

State Use Only
X

Application/License Tab:

Social Security Numbers:
v' Each Add SSN button works the same
System accounts for persons with no social security number
You can correct a 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.

DN N NN

Anticipated Ceremony:
v' Both the Anticipated Ceremony Date and Anticipated Officiant are optional
Anticipated Ceremony:
v' Once the license box is marked ‘Y’ for complete, any errors or missing information will be displayed in a dialog box.
v'  If the application is error-free, tab out of the License complete box and the Date Completed and Completed By will
autopopulate.

How the Add SSN buttons work General Party A Party B

Social Security Numbers
Click the Add SSN for Party A button

Anticipated Ceremony (optional)
Anticipated Ceremony Date Anticipat
/f
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( B Party A 55N - Input Required h v’ The dialog box appears that asks for the

L=
party’s social security number.
Efr:t:;:”ﬁhr i: frimdr;hnége; i-gi;z'_-'h;fﬂ v A total of 9 numbers can be entered.
unknown enter a 3. v" You will receive an error if you do not enter
enough numbers or too many numbers.
v Do not use any dashes or spaces.

v' Click OK when finished. €=

Completed view after 9 numbers have been

( |

B ' Party A S5M - Input Required 2|

Enter pattner A's 55N Mumber: Enter only 9
numbers without amy dashes or spaces. K

k: rtera 3.
unknown enter a

st

LS -
3N for Party A |—| v Once the SSN is entered, and you click OK, a
dialog box will appear that repeats the
Is this the correct 55N for Party 47 154-69-8215 number.

v |If the SSN is correct, click YES.
v If the SSN is not correct, click NO and
es l ’ Mo ] reenter.

v’ This dialog box appears showing
that a SSN has been successfully
entered for Party A.

Repeat same process for Party B.

Party A 55M has been updated to the following: 154-68-8215
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If you click on the Add SSN button once a number has been entered:

Party A S5N exists L J

The S5N has already been entered, or you have indicated something is incorrect,
do you want to continue and overwrite the existing S5M7

If you click on a Add SSN button after
the number has been successfully
entered, the following dialog box
appears.

v" Click NO to exit;

v" Click YES to correct number.

-

B ' Party B 55N - Input Required L J

enter the number ‘9’ and click OK.

Enter partner B's S5N Mumber: Enter only

If someone does not have a SSN, numbers without ary dashes or spaces. K

ke nter a 3.
unknown enter a

Unknown 55N | |

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

ves | [ No

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

v/Click YES if correct

v Click No is not correct, and re-enter number.

The following dialog box will appear stating that
the SSN has been updated.

Party B 55N has been updated.
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Anticipated Ceremony (optional)

Anticipated Ceremony Date Anticipated Officiant
i

Anticipated Ceremony Date & Anticipated Officiant
v'  Enter the anticipated ceremony date if known

o The date must be equal to or greater than the valid date of the marriage application.
v'  Enter the anticipated officiant

Things to Remember

e License Complete field

o You must tab through the Aniticpated Ceremony date and Anitipcated Officiant fields for the License
Complete field to open for entry.

o The License Complete field will not open if required information is missing. Complete all required
fields.

License Complete

License Completed? Date Completed Completed by
i

State Use Only
X

License Complete

v" Review all tabs for correct and accurate information
v' Entera ‘Y’ in the License Completed field and tab.

o If there are no errors with the record, the current date and user name will default in the next fields.
o If there is missing information that is required, a pop up will appear directing the user to correct or add

information. g x
v Click on Save in top right corner when completed. —

General Party A Party B Application/License Marriage Return CAS Application The license will receive a
System County License #. The County
State File Number] C?unfy L|cense ; r'-‘:.;jp_hfai_nf:_n-:Date Vahd _De_it.e. ! 3 Day Waiver License # can be found on the
Filing County Reg Type Code Record Status General Tab.

| Pocahontas PENDING
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CAS Application Tab

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

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

Create CAS Application & Request

Create CAS Application under which name? First Name Last Name Pickup or Mail Certificate
® Party A O Party B Ryan Reynolds Mail ”
Country State City

United States ¥ | |lowa -
Address 1 Address 2 (optional) Zipcode

Total amount owed

Payment
Payment Type Check/MO Number  Amount

Print Request Receipt

Add Certificate to Request
Address Change? Pickup or Mail Certificate

N Mail v
Country State City
United States v | lowa i
Addrass 1 Address 2 (optional) Zipcode
CAS IDs

ApplicantlD RequestlD PaymentlD CAS Created by

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
v' Choose Party A or Party B
o  That name after marriage will default
v'  Enter the mailing address

v Click Create Application & Request button - - Total amount owed
reate Apphcation & Reque

v' The total amount owed will autocalculate

Payment:
v' Choose Payment Type; enter Check/MO number is required; enter amount collected.

v' Click Add Payment button. > m"—'_

v' The application ID is at the bottom of the screen under paragraph CAS IDs.
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Completed view of CAS Application

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

General Party A Party B Application/License Marriage Return Flags CAS Application
Create CAS Application & Request

Create CAS Application under which name? First Name

Last Name Pickup or Mail Certificate

@ Party A o} Party B |Ryan | |Reynolds | Mail v

Country State City

| United States v ‘ lowa v |Po|k ‘

Address 1 Address 2 (optional) Zipcode ( #1: Malllng

123 Cherry Lane | [ | 50319 |

— Total amount owed
Create Application & Request 35.00 (——m #2: Click Create Application & Request

Payment

Payment Type Check/MO Number  Amount

CASH o| 3500 | € #3: Add payment type and amount

Add Payment €

#4: Click Add Payment button

Print Request Receipt

Add Certificate to Request

Address Change? Pickui or Mail Certificate

Country State City
| United States v ‘ lowa e |
Address 1 Address 2 (optional) Zipcode

[ a N N N A ¥ ]

N
Ald Zertn.-ate Re Ju st

CASIDs
ApplicantlD ReguestlD  PaymentlD CAS Created by

170 | [1219 | [a165

Nichols, Sammu

Do Not click Add Certificate to Request at this point!
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Linking to CAS Record (Marriage Application)

h  FeefCAS Requesis/Doouments  AdSons  Work Oueue Linking  Tools  Help

Farty A Party' B Apphcationlioense Marrisge Breturn

Creste CAS Application &L Reguest
Create CAS Apphcation under which name? First Name

Fiag=

CAS Application

Pickup or Mail Cestificate
Felail et

Last Mama
= Party A Farty B Ryan Raymeoidis
Country State City
United S2ates ~ | |lgwa -

Address 1 Addrgss 2 (optonal) diprace
Total amdant owed
| Create Application & Request e
Payment
Payment Type Check/MO Mumber  Amournt
CASH - 3500
—_—e
Print Request Receipt
Add Certificate o Request
Address Change? Pickup or Mail Certificate
N bl -
Country State City
Wnited S3ates = | o -
Address 1 Addness 2 lopteomal) Dipoode
Add Certricate 1o Request
CAS IDs

ApplicantiD RequestiD  PaymentiD CAS Created by

File Search FeefCAS Requests/Documents Work Queue Tools

Search Cnitena

Batch Help

Linking to CAS Record
The CAS Application with the Request and
Payment is created. To get to the
application to view the service and
complete the application you will need to:
v' Go up and click on the Linking
menu at the top of the page
v’ Click on Applicant

Date Application Applicant Number Status
10/13/2016 11170

Priority
COMPLETED NORMAL Ryan

{

Req or Appl First Name Req or Appl Last Name Cempany/Agency N

This will give you the results of the CAS
application for Party A or B (which ever
one you picked).
v’ Click Display or double click on
the grid to open up the
application.

Reset/Clear w Records Found: 1

Revised 12/16/2016
Page 15



File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Return/Info

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
11170 [ 0/13/2016 | | Mail ¥ | | MARRIAGE LICENSE ¥ | | NORMAL M
Identification Status Date Completed (mm/dd/yyyy) Completed By
4 PENDING vl LA/ e
: _ The application shows the requests for the
Applicant Information
First Name Middle Last Name Company/Agency Name marriage application service as COMPLETED.
Ryan Reynoldss .
, The payment of 535 is added.
Country State Name City
United States v | |towa > v Change the Status on the
Address 1 Address 2 (optional) Zipcode app/ication from PENDING tO
Phone (Primary) Fax (if appli Email Is Applicant Addres: as ma COMPLETED > type in the Date
(rrw)_wew_weax (er)_wrn_wr
Completed > Save > Close
Services
Total Amount Charged - Total Ameount = Amount Due State Amount Local Amount Thls WI” remove yOUf appllcatlon from the
- CAS pending work queue.
Reguest and Payment Information

a new request or payment the first time. (The Applicant Number must b nt)

You must save the record before trying

Requests E Payments E
Event First Name Last Name Status Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Payment ID
MARRIAGE Ryan Reynoldss COMPLETED 35.00 10/13/2016 | CASH | 35.00 | 11170 | 9165

Printing Documents

|+ |Marriage (Event Yea

File Search Fee/CAS | Requests/Documents Actions Work Queue Linking Tools Help
Documents » M 3-Day Waiver Application
General Party A Fary o AppIIY M Address Update

CAS Application

Create CAS Application & Request M Application for License
Create CAS Application under which name? Fir M Certificate of Marriage st Name

@ Party A O Party B T M Consent for Minor phnson

Country State M Lioense to Marry After the CAS Application has been created and the

United States ] [lowa Marriage Order Receipt payment entered, documents will be available to print
Address 1 Address 2 (optional) Zipcode =

101 South Main cac13 from the IVES Requests/Documents print menu.

Total amount owed

S50
Payment

Payment Type Check/MO Number  Amount

[ 1
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General

Select Printer

v

== HP Laserlet Professional P1102w

YR 6015 on idphtfsS

=0 Microsoft XP5S Decument Writer
=0 Send To OneMote 2010

Comment:

Page Range
@ Al
() Selection () Currert Page

() Pages: 12

page range. For example, 5-12

« Lom b v
Location:

= YR_9050-1 on idphf<5
= YR_0050-2 on idphf<5

Mumber of copies: 1

Collate

Enter either a single page number or a single = = v

P Printing Preferences [
e
Advanced | Paper/Quality | Effects | Finishing | Services |

Print Task Quick Sets

[Untitied

Document Options
[v Print On Both Sides(Manually)]
I Flip Pages Up

Booklet Printing
[al} hd

1 | Pages per Shest

-

‘F\ighl, then Down J

A

|
L

Printing Options for Specific
Documents

There are 2 two-sided documents that are
available 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.)
Verify the printer, and click the
Preferences button.
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.
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 print document back in
the printer (bi-pass or tray) to

]U[I(Il

L

8.5 by 11 inches

Document Options

¥ Print On Both Sides(Manually)

Orientation

& Porrait

[ Flip Pages Up

" Landscape

™ Rotate by 190 degrees

Booklet Printing

print the second page.

L0

v

oK | [ Cancel |[ Hep |

Remember: Your print boxes may look different than the above images.

Things To Remember:

v' Marriage regulations have not changed. All the same documents are needed to process a marriage.

v 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.

o All documents will be available for every record created.

Fix a Mistake

v If you find a spelling mistake or other error, simply correct the information, click Save and reprint

document.
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Adding Waiver from Marriage Record and CAS

General Party A Party B Application/License Marriage Return Flags CAS Application
Create CAS Application & Request

Create CAS Application under which name? First Name Last Name Pickup or Mail Certificate
'®) Party A ) Party B Kit Kat

Country State City

| United States = | lowa i

Address 1 Address 2 (optional) Zipcode

Total amount owed

5500 —

Payment

Payment Type Check/MO Number  Amount Adding 3_day waiver

| CAsH v 35.00

Add Payment Open up the marriage event, go to the CAS
Application tab. On the CAS Application tab:
Waiver Service Added o Order 1. CI_|ck on the Add Waiver button which

General Party A Party B Flags CAS A will change the Total Amount Owed

Create CAS Application & Request from $35 to $40

Create CAS Application under which Last Name _ : B

© party A O Party 8 ot 2. Message pop-up stating the Waiver

Service Added to Order > click OK

Country 3 v
[ United States ] [iowa ‘] 3. Go to the Payment paragraph>change
Address 1 Address 2 (optional) Zipcode the Amount to $40

4. Save E

Total amount owed q
4000 Wl 5 Message pop-up stating the record has

been successfully saved > click OK
Payment

Payment Type Check/MO Number Amount
| cAsH v

Add Payment

Print Request Receipt

Note: The General tab will show the 3 Day
Waiver box changed from a “N” to a “Y” and
the Valid Date field will also change to the
appropriate validation date.

The record has been successfully saved.

General Party A Party B Application/License Marriage Return Flags CAS Application
System
State File Mumber County License # icati Valid Date 3 Day Waiver
077-2016005124 1/02/201¢ 11/02/2016 Y
Filing County Reg Type Code Record 5t
Polk | PENDING
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" Marriage (Event Year = 2016)

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

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

Create CAS Application & Request
Create CAS Application under which name? First Name Last Name Pickup or Mail Certificate
® party A ) Party B Kit Kat Mail s

On the CAS Application tab of the marriage record:
File Search FeefCAS Requests/Documents Work Queue Tools Batch Help

e v" Go up to the Linking menu > click on
Search Criteria Results Applicant

Date Application Applicant Number Status Priority  Req or Appl First Name Red v" Double click on the appIication result to get

The marriage application request now shows S40
w/the added $5 waiver service.

Application Mailing Billing Flags Reassign Request Refund/Return/Info
Application Status Service Type Fee Type Copies  Status ﬁ
Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to L= Standard SIOMPLFTED =

P PR N . fvent Type Service Type Fee Type Copies Service Total Status Search? SenvicelD

- I mo/e 1o | | Mail | MARRIAGE G MARRIAGE | Application | standard[1 | 3500 |cOMPLETED|Y | 18174 _
Services arver anda Y o177
Identification Date Received (mm/dd/yyyy) Status e [samass ] soo]cowrieeelv
= /o PENDING

Applicant Information

First Name Middle Last Name Company/Agg

& kat You will need to change the payment to reflect the
Country State Name City amount.

United States v | lowa ‘ :

Address 1 Address 2 ( Zipcode ) L.
v" Double click on the existing payment >
Phone (Primary) Fax (if applicable) Is Applica change the amount.
(e e e
v' Save > Close
Services

State Amount Local Amount

Total Amount Charged - Total Amount Paid = Amo

Request and Payment Informaticn

You must save the record before trying to add a new r payment the first time. (The Applicant Number must be present)
Requests a

Payments E
Event First Name Last Name Status

Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Payment ID
MARRIAGE | Kit | kat COMPLETED | 40.00 | 11/2/2016 | CAsH | 3500|11190 | o182

Payment for Services

Payment

Payment Date Payment Type Check/MO Number Payment Amount
11/02/2016 | [cash .
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Remove Waiver from Marriage Record and CAS

General Party A

Party B Application/License Marriage Return Flags CAS Application
Create CAS Application & Request
Create CAS Application under which name? First Name Last Name
® Party A ) Party B Kit Kat
Country State City
United States ¥ | |lowa ~
Address 1

Address 2 (optional) Zipcode

Total amount owed

Pickup or Mail Certificate
Mail v

Add Waiver

| Create Application & Request — RRFTYH LB ElLE
Payment

Payment Type Check/MO Number Amount

CASH v 4

Print Request Receipt

The Waiver Service was removed frem order,

General

Party A

Party B
Create CAS Application & Request

Application/License Marriage Return Flags CAS Application

Create CAS Application under which name? First Name

Last Name
® party A O Party B Kit Kat
Country State City

United States v| | lowa “
Address 1 Address 2 {optional) Zipcode

Total amount owed

Al

l
»

Payment
Payment Type
CASH o

Check/MO Number

Amount

Print Request Receipt

The record has been successfully saved.

Removing 3-day waiver

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

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

2. Message pop-up stating the Waiver

Service was removed from order > click
OK

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

4. Save E

5. Message pop—up stating the record has
been successfully saved > click OK

Note: The General tab will show the 3 Day
Waiver box changed from a “Y” to a “N” and the
Valid Date field will also change to the
appropriate validation date.

General

Party A

Party B Application/License Marriage Return

System

State File Mumber County License # Application Dat

077-2016005122 10/27 /2016

Valid Date

3 Day Waiver

10/31/2016 M

Filing County
Polk

Reg Type Code Record Status
PENDING

Flags

CAS Application

Revised 12/16/2016
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~" Marriage (Event Year = 2016)

File Search Feef/CAS Requests/Documents Actions Work Queue Linking Tools Help

General Party A Party B Application/License Marriage Return Flags CAS Application
Create CAS Application & Request

Create CAS Application under which name? First Name
® Party A ) Party B Kit Kat Mail ¥

Last Name Pickup or Mail Certificate

On the CAS Application tab of the marriage
record:

File Search Fee/CAS Requests/Documents Work Queue Tools Batch Help

Search Criteria Results

v" Go up to the Linking menu > click on
Applicant

v" Double click on the application result
to get to the Application request.

Date Application Applicant Mumber 5tatus  Priority  Reg or Appl First Name Req or Appl
10/28/2016 11186 Pending NORMAL Kit

Application Mailing Billing Flags Reassign Request Refund/Retumn/Info The marriage application request now shows
Application Status . .
Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) $35 W/the removal Of the $5 L el

11186 [ 10/28/2016 | | Mail - | MARRIAGE LICENSH

Identification Date Received (mm/dd/yyyy) Status B ;\i“\;. — ;: mfﬁ“““ | ==

v I/ PENDING v B MARRIAGE | Appication | standara | 1 ssoo|coweumen|v  |wenss [N

Applicant Information

First Name Middle Last Name Company/Agency Na

Kit Kat You will need to change the payment to

Country State Name City reerCt the amount.

United States ¥ | | lowa v

Address 1 Address 2 Zipcode v Double click on the existing payment >
Phone (Primary) Fax (if applicable) Is Applicant Addreg Change the amount.

(th)_xx-xiu-xw fxwt}_ttx]wxx / Save > Close

Services

erpaid State Amount Local Amount

31.00 4.00

Total Amount Charged - Total Amount Paid

Reguest and Payment Information

You must save the record before trying to add a new

Requests E

Event First Name Last Name Status
MARRIAGE Kit Kat COMPLETED 35.00 10/28/2016 CASH

or payment the first time. (The Applicant Number must be present)

Payments E

Total Assigned To Payment Date Payment Type Check Num Amount Receipt No Returned Payment ID
40.00 11186 9178

Payment for Services

Payment

Payment Date Fayment Type Check/MO Mumber Payment Amount
10/28/2016 | cast y
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Work Queues

Refresh Work Queue Count Work Queue  Tools Batch Blank Forms
Refresh Work Queue Count

CAS Requests Pending (28)

W App Pending (0)

M Pending Marriage Return (5)
Messages (0]

CAS Requests Pending &

M App Pending &—

M Pending Marriage Return

CAS Requests Pending: The CAS Requests Pending work queue contains all CAS applications that are marked as
PENDING on the application screen. Applications found in the CAS pending work queue are either certified copy requests
submitted funeral directors, county has not received the payment, and CAS applications created from the marriage
module. CAS applications that are marked COMPLETED will be removed from this work queue.

Friority Igentication Date Recaived (mam/dd/yyyy) Status
-] [normar - - 11 PENDING -]

Social Security Numbers

Anticipated Ceremony (optional)
Anticipated Ceremony Date Anticipated Officiant
I

mplete
mpleted? Date Completed Completed by
rr

State Use Only

M Pending Marriage Return: The M Pending Marriage Return work queue shows the marriage records that have been
marked ‘Y’ in the LICENCE COMPLETED box with the completed date and signature. The records that appear in this work
gueue, the Marriage Return tab is not complete as the county is waiting on the —

Certificate of Marriage to be signed and returned. poes e —— S —

Anticipated Ceremony (optional)

Anticipated Ceremany Date Anticipated Officiant
07/06/2016

License Complete
License C Dste Completed Completed by
Y 07/06/2016 | [Bird, Melissa R.

State Use Only

X

Refresh Work Queue Counts: The numbers displayed beside each work queue represents the number of records in that

work queue. Click on Refresh Work Queue Counts to display the most recent

count of records. e R _ans
Refresh Work Queue Count
CAS Requests Pending (28)
M App Pending (0)
M Pending Marriage Return (5)
Messages (0)
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Marriage Return Tab

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

Date of Marriage Place of Marriage - County City or Location

03/06/2016 Dallas Waukee

Date Filed

Record Completed? Date Completed Completed By

Marriage Return:

v" Once a Certificate of Marriage is sighed and returned to the issuing office for filing, the user needs to mark the
marriage as complete in IVES.

> v Onthe Marriage Return tab, enter the Date of Marriage —a pop up will appear to verify the correct record is being
registered, the Place of Marriage, and the County and City or Location
o  This must be in IOWA.
v'  Date Filed field defaults to the Date of Marriage — Recorders can change the date to match their signature on the
certificate.
v'  Enter ‘Y’ for Record Complete and tab out of field.
v'  The Date Completed and Completed By will default with the current date and the user.

r B
Please Verify Registrants . ﬂ

You are about to register a Marriage record for:

S5 PN Verify Registrants pop-up will

PARTY A NAME
& .
B ATV B MAIDEN NAME appear after entering the Date

If this is not the correct record, close it and de not save your changes, Of Marrlage- Verlfy>CIICk OK-
I you have saved the record, type the eriginal values back in, save the
changes and go to the correct record.

A

e
,

./.._.-\.

i 1 Record Murmnbered, Please redisplay record to see other fields that were .
"W updated automatically. numbered. Click OK.

This pop-up will appear that
states the record has been

A pop-up will appear that shows
that the record was successfully
saved. Click OK.

AOT CLICK SAVE AT TOP
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CAS Application Tab after Marriage Return Filed

File Search Fee/CAS Requests/Documents Actions WorkQueue Linking Tools Help

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

Create CAS Application & Request

Create CAS Application under which name? First Name Last Name Pickup or Mail Certificate
© party A O Party B Ryan ' Reynolds | Ml v
Country State City

| United States v | lowa v |PD||'<

Address 1 Address 2 (optional) Zipcode

123 Cherry Lane | | | 50319 |

Total amount owed
SH

Payment

Payment Type Check/MO Number  Amount

CASH v | | |35.00

Print Request Receipt

Add Certificate to Request

Address Change? Pickup or Mail Certificate

n

Country State City New Address?
| United States " | lowa =

If the address of the couple has change, enter the
Address 1 Address 2 (optional) ipcode . .
| | ‘b new address here. The address will change in CAS.

— Add Certified Copy Request to the CAS Application

To add the certified copy request to the CAS

CAS IDs
ApplicantD RequestiD PaymentiD CAS Created by application, go to the CAS Application tab, click on
1170 12199 9165 Nichols, Sammu the Add Certificate to Request button.

v' 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.

Revised 12/16/2016
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Linking to CAS Record (Initial No Fee Certificate)

File Search Feof/CAS RegquestsMooumenis  AcSons  Work O Linking Tools Help

Gereral Farty A Party B ¥ VLiCenee X CAS Application
Creste CAS Application &L Reguest

Create CAS Apphcation under which name? First Name Pickup or Mail Cestificate

= Pty A Party B Ryan Flail L
Country State City

Initesd States Lt lewa .

Address 1 Addrgss 2 (optonal) diprace

Total amaunt [
[ Create Appication & Reauest ™ b s B Linking to CAS Record

Payment The No Fee Certiifed copy request is
Payment Type Check/MO Mumber  Amournt . .
EasH . 3500 added to the CAS application. To get to
[ Adapwment the application to complete the service
eipeeele
v' Go up and click on the Linking
Add Certificate o Request
.AN:I'drass Change? P::c.up or Mail Cartificate menu at the top of the page
, .
Country Seate cay v’ Click on Applicant
Wnited S3ates | | lgwa -
Adhdress 1 Addness 2 lopteomal) Dipoode
CAS IDs

ApplicantiD RequestiD  PaymentiD CAS Created by

File Search FeefCAS Requests/Documents Work Queue Tools Batch Help

Search Cnitena Results

Date Application Applicant Number Status Priority  Req or Appl First Mame Req or Appl Last Name Company/Agency N
10/13/2016 11170 COMPLETED NORMAL Ryan

This will give you the results of the CAS
application for Party A & B (whichever one
you picked).
v’ Click Display or double click on
the grid to open up the
application

{

Reset/Clear w Records Found: 1
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Printing the Initial No Fee Certified
Copy of Marriage Certificate

File Search Fee/CAS Requests/Documents Actions Work Queue Linking Tools Help

Application Mailing Billing Flags Reassign Request Refund/Retumn/Info

Application Status

Applicant Number  Date of Application (mm/dd/yyyy) Application Type Assigned to (Queue) Priority
11170 0/13/2016 | Mail ¥ | | MARRIAGE LICENSE ¥ | NORMAL v
Identification Date Received (mm/dd/yyyy) Status Date Completed (mm/dd/yyyy) Completed By
| v | COMPLETED | Ly
Applicant Information
First Name Middle Last Name Company/Agency Name
|R)ran | | |Reynold55 | ‘ v ‘
Country State Name City
| United States e | lowa < | l:l
Address 1 Address 2 (optional) Zipcode
Phone (Primary) Fax (if applicable) Email Is Applicant Address same as mailing?

|(tn) R _wHAE | |(‘xn] Hok Wk | | |

Services

Total Amount Charged - Total Ameount Paid = Amount Due State Amount Local Amount

31.00 4.00

Request and Payment Information

‘You must save the record before trying to add a new request or payment the first time. (The Applicant Number must be present)

Requests E Payments ﬁ

Event

MARRIAGE Ryan

Reynoldss PENDING 35.00 35.00 11170

CAS Application
v The request for the No Fee certified has been added
to the Marriage Application request changing the
status to PENDING.
v Double click on the marriage request.

First Mame Last Namel Status Total Ass) 3 ate Pavment Type Check Num Amount Receipt No Returned Payment ID
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File Search FeefCAS Requests/Documents Actions Work Queue Linking Tools Help

Service I Search - Marriage

Requestad Recol

Type of Event
MARRIAGE

First Name

File Search Fee/CAS Requests/Documents Work Queue Tools Baich Help

Documents 3

M 3-Day Waiver Application
M Address Update

I: State File Number Event Year Application Dat‘ M Application for License

Ryan

Y 2016 9/26/2016 | M CERT COPY MARRIAGE COUNTY
M Certificate of Marriage

M Consent for Minor

Record Status Party A - First Name

Purpose of Regl

Marriage
M License to Marry
Service Totals fol M Plain Paper Copy

Total of Services Marriage Order Receipt

Service Informat

To add a service
To change servic
To view the deta

Services Q

mmsc e s o ] <752 70071

Search Event

Search

System

Request Status Date Status Changed Changed By Applicant ID Request Queue Assignment Tracking Number (Ups/VC/FedEx)
PENDING v | |09/26/2016 Nicho - 1134 v

Location Code User Location Description User Location Current Work Assignment to other location

CNTY-089 Van Buren

0 Alerts:

CAS Service
v Highlight the pending service>click on Search for Event Record> go to
Request/Documents> Documents> M CERT COPY MARRIAGE COUNTY
v' Use State IVES paper (blank paper). Enter the state safety paper number> click OK
v Save and Close
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Printing Certified Copy Images

Printing Certified Copy Images
v Create CAS application and enter service.

v Highlight the service, Search for the Event Record>go to Request/Documents> Documents> Choose

o M CERT IMAGE MARRIAGE COUNTY
=  Use State IVES paper (blank paper).

Example after State scans Certificate of Marriage:

v" From the Request/Documents menu, view of M CERT IMAGE MARRIAGE COUNTY document

-';__.‘L Search - Marriage

File Search Fee/CAS Requests/Documents Work Queue Tools Batch Help

Documents » | M 3-Day Waiver Application
M Address Update
M Application for License

Search Criteria

State File Number Event Year Application Dat|

| Record Status Party A - First Name

2016004090 2016 10/13/2016 M CERT IMAGE MARRIAGE COUNTY

I REGISTERED

M Certificate of Marriage
M Consent for Minor
M License to Marry

Marriage Order Receipt

{

Ryan

Reset/Clear w Records Found: 1
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Save without Edits

The marriage event can be saved once the following fields have been completed:
Application Date and Valid Date
v" Remember: Valid Date is a default based off the 3-Day waiver information
Party A & B — Current Name
v’ First Name
v Current Last Name
v’ Last Name prior to any Marriage
Party A & B — Name After Marriage
v’ First Name
v Last Name

Party A - Current Name

Paﬂf A Desi?nation (optional)

First Name Middle Name Current Last Name Last Name prior to any marriage
John Smith Smith

Party A - Name after marriage

First Name Middle Name Last Name Suffix
John Smith

Suffix

Once the fields have been completed:
File>Save without Edits

New Event

App.l-i—r:aﬁon/license Marmage Return ’F!ags CAS Appﬁc.-‘ﬂion

Save
New Special

Save Without Edits

Middle Name Current Last Name Last Name prior to any marriage Suffix
Close Green Green
Party B - Name after marniage
First Name Middle Name Last Name Suffix
Sue Smi!ﬂ
Residence Address Information
Country State
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CAS Application — After Save without Edits, you can click on the CAS tab and create and application,
request and pament

Create CAS Application & Request
v" Choose Party A or Party B
o That name after marriage will default
v'  Enter the mailing address
v" Click Create Application & Request button
v' The total amount owed will autocalculate

Payment:
v' Choose Payment Type; enter Check/MO number is required; enter amount collected.
v" Click Add Payment button.
v" The application ID is at the bottom of the screen under paragraph CAS IDs.

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

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

Create CAS Application & Request

Create CAS Application under which name? First Name Last Name Pickup or Mail Certificate
@ Party A U Party B Tucker Johnson Mail -
Country State City #1: Ma“ing

United States v| [Iowa -

Address 1 Address 2 (optional) Zipcode

#2: Click Create Application & Request

Payment

Payment Type Check/MO i bty | #3: Add payment type and amount

> #4: Click Add Payment button

Things To Remember:
v" Do NOT print the document listed under Request/Documents
o These documents will not be complete until after you finish the application process and mark the
License as complete.
v If you need to change the Application date, simply enter the new date, and tab out of the field. This will
update the Valid Date of the marriage.
o Thisis only required if the application process is being completed after the 3 day waiting period has
passed or the applicants come back with a 3-day waiver.
v" Once you have completed all the information in the IVES system, and the record is marked License Complete,
click on the SAVE button. This will update the documents so all the information prints correctly.
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Searching for Marriage Records through CAS

Searching for Marriage records in CAS
v" The Search for Event Record button looks for the name listed as Party A on a marriage record
v’ If the search information listed in the CAS request screen is Party B, you will receive a pop-up that

states ‘No Record Found’ "Netsmart VRS [—c—

When this happens, go to the @ rorecorssFouna
Linking>Event Alt Search

This will search the name in the Party B field

File Search Fee/CAS Requests/Documents Actions Work Queue | Linking Tools Help
Applicant

Service Marital Information Flags Event Alt Search

Requested Record Information Event Search

Type of Event Date of Event or Beginning Date (mm/dd/yyyy) End Date - if exact date is known
[ |

I MARRIAGE v | | 05/27/1951 05/27/1951 (“

File Search FeefCAS Requests/Documents Work Queue Tools Batch Help

State File Number Year of Marriage Application Date County License # Valid Date

Filing County Record Status

Party A - First Name Party A - Middle Name Party A - Current Last Name Party A-Last Name after Marriage
Party B - First Name Party B - Middle Mame Party B - Current Last Name Party B-Last Name after Marriage

Place of Marriage - County Date of Marriage Date Filed MarriagelD License Completed? Usdr L

Searching for Marriage records from Marriage Search Screen

v" From home screen, Search>Marriage
o The search fields include Party A name and Party B name <€
o If you receive a pop-up stating No Record Found, you need to search the other Party

name fields.

Revised 12/16/2016
Page 31



Redacting Marriage Certificates

Service Marital Information Flags

Requested Record Information

Type of Event Date of Event or Beginning Date (mm/dd/: ) End Date - if exact date is known enter here alse (mm/dd/, il
MARRIAGE v | |01/13/1973 01/13/1973

First Name Middle Name Last Name Generational Identifier
Purpose of Request Relationship
Insurance Benefits - Spouse -

Service Totals for this request
Total of Services for this Request State Amount Local Amount

Service Information
To add a service, click the Add New Service button or click the + (Plus) button.
To change service infermation. select a row and then change the infoermation in the fields at the top of the paragraph.

To view the details of a service, double click an entry or select an entry and press ENTER key.

m Service Type Fee Type Copies Status F
*| | standard <l PENDING - SHE SEHEE

Certified Copy
Event Type Service Type  Fee Type Copies Service Total Status Search? ServicelD
MARRIAGE  Certified Copy Standard 1 20.00 PENDING 2o ——

servces (o) On the CAS Service, click on Search for

Event Record button
Search

Select Requests/Document>Documents>M CERT IMAGE MARRIAGE COUNTY

! Search - Marriage

File Search Fee/CAS Requests/Documents | Work Queue Tools Batch Help

M CERT IMAGE MARRIAGE COUNTY

Enter safety paper number > Click OK
i - o X

A

Please enter the beginning document sequence or a range
of document sequences separated by a comma.

H Is high to low?

& E2 bmage Document

s =% e x

CO e 0o BRE 0000 &

Eopie

o STATE OF I0WA
st 1OWA DEPARTMENT OF HEALT
CERTIFICATE OF LIVE BIR

“ Sociange
peRuanent #CHLOS  FIRST Tiaaparert Labes MIDDLE
ok [ NVE 2

) Phoenix Alexander (
SEX T DATE OF BIRTH (Wo., Day, 7} T HOUR GF &H
2 Male | 10-12:2002 [ »  0LO9PM.

Ah
FACKITY WAVE 7 ve Dwet 253 memse] AT, TOWN, OR

@  lowa Lutheran Hospital “ Des Moin

i

PLACE OF BRTH

Y Hospital
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Process to Redact marriage image

Right click on the image and select the shape you want to use.

Q Ede bnage/Document - =3 . ey x )
CO iy 00 BB 2000 Jd&

STATE OF IOWA
IOWA DEPARTMENT OF HEALT
CERTIFICATE OF LIVE BIR

WWE! CLLUOWW b Co

. Ractangpe
FERUANENT FCHLDS  FIRST Tisipesert Labe MIDDLE
BLATK NG ANE ]
PRoenix Alexander
FOR SEX T DATE OF BIRTH (Mo, Doy, Vr) T HOUR GF &H
BSTRUCTIONS |
st 2 Male | 10-12-2002 2 01:09P.M.
HANDEOON 1 s g
FACKITY RAME (1 70k Madiucon, gve Swef 253 sumber) TITY. TOWN, OR LOCATION

«  lowa Lutheran Hospital “« Des Moin
PLACE OF BRTH

. Hospital

PP 0000 4&&

v)

E
| 2 .
H STATE OF IOWA
S o=s x {OWA DEPARTMENT OF HEALT
E Vost  »| Do \TE OF LIVE BIR
| —_—
¥ring o From
Send To Bk (
""" WGUR OF BT
Properter.

[  01:09P.M.
SV YO, RUGSATOR

. Des Moin

FACRLITY RAME ¢

@ lowa Lutheran
PACEOF BRTH

Hospital

o

Select Modify>Properties. This will launch a dialog box for altering the color, size of lines and fill. Choose color

as needed (generally black). Click OK to accept changes.

, _
. atmroationropeieini o e

Fill Color Fill Color

Line Color Line Color

Line Width [

Line Width

Cancel

Aguamarine
Azure

Beige

Bisque
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Move and re-size the shape to redact a field on the document.
CO w 30We HEE 0000 &&

3

g {

§ STATE OF IOWA

S; 1OWA DEPARTMENT OF HEALT
B TYPE CERTIFICATE OF LIVE BIR

OR PRINT

~
PERMANENT FCHILOS  FIRST MIDDLE
auackin | NAVE 1
1 Phocnix Alexander (
SEX DATE OF BIRTH (Mo, Day, Yr) HOUR OF SIRTH

FOR
INSTRUCTIONS 4 )
" see N @ B 10-12-2002 » 01:09P.M.
CITY, TOWN, OR LOCATION

——_ X
FACILITY RAME (I 0L il L0n, Gve ST7001 373 7umber)

o lowa Lutheran Hospital ‘. Des Moin
PACE OF BIRTA

L".

Click OK on the image

The next screen to appear is the Print Preview screen where you can print the document. Click on the print icon

IOWA DEPARTMENT OF PUBLIC HEALTH

CERTIFICATE OF MARRIAGE

Tows Se Deperment of Bt 87-17207
BIVISION OF WITAL STATISTICS Sicne File No.
Cherckee County: MABRIAGE RECORD
57

Groon

st | Ligense No.

L .
MAME: (s Dmiplag St Crdezdgn?

usEAL
RESIDERCT: = Toza.
=3 )

23 1
Sioeat droe, o vl Fruie Wambar

red | FACE OF
HTR:

131 Marus T

BATE O . lat ) B
p mmzl_n Alzld:r | va

NG 14 [2 FaosllsesEg

The Printer option will appear; your default printer will be highlighted. Click the Print button
E;qprint IEI

Select Prirter

@M\crosoﬂ: APS Document Writer
¥ Recorder Copier on storyapp

#=h5end To OneNote 2010
78 VRS- TRAV-L:ATV-ORV-5

@Recorder Printer 1 on storyapp.

i VRS-TRAY-2ZBOAT

1 |

Status Ready
Location:
Commert

Page Range
@ Al
() Selection () Cument Page

() Pages: 1

Erter either a single page number or a single
page range. For example, 5-12 A

T 3

[ Prirt to file

MNumber of copies: 1 <

Collate:

N\
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Archiving and Scanning

Final Steps
v Original Certificate of Marriage documents MUST be mailed to the State for review
v" Counties MAY scan all the marriage documents to IVES.
o If the county chooses to scan and attach all marriage documents into IVES, the original
documents may be destroyed AFTER the Certificate of Marriage has been filed and sent to the
State.
o Applications of license to marry are public documents once the license has been picked up or
mailed to the applicants.
o Counties need to email the State when licenses are not picked up within 6 months of the
application date.
=  The State will deactivate the record.

Scanning & Attaching Documents

File Search FeefCAS  Reguests/Docaments  Actioss  Work Ouewe  Linking  Took  Help

General Party & Party 8 . Decument Tragking a ags CAS AppSication
Social Securtty Mumbars L
Review Ermors'Oueries
M ks 4 m oL Scan Image
Load benage From Fe
Anticipated Ceremony (optional) voad PDE Werd Dotument
Anticipated Ceremony Date  Anticipated Off Display Image/ Document

Tiip# From kmage
Showw Nates

Licende Lomplee

License Completed? Date Completed Completed by

Stabe Lie Only
X

Have the marriage record open

e Select Actions from the menu
e Select one of the 3 options:
1. ScanImage

2. Load Image from File
3. Load PDF/Word Documentation
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OPTION 1: Scan Image (if you have a scanner attached to your computer and it allows
you to load the image to the application)

Actions = Work Queue Linking Tools

E Document Tracking h

Click Scan Image from the Action Menu
T Review Errors/Queries
| Scan Image

Load Image From File
Load PDF/Word Document

Display Image/Document

=

Show Notes

& Mew Image/Docum..  — O X 1

Enter Image/Document Description New Image/Document screen will appear —

Marriage Applicatio] |

Enter a description for the document.

Click OK

OK N
Insert document (application) to be scanned

into the Scanner

Depcnphon
Drefal cefrg:

The Properties Dialog will appear — Select OK
Delo 0% Cancel Heig
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I Cispiay Image/Docament Selecton

Multiple images. exist for thes event. Phease select one record and double-click or pre<s "Sedect” or

Delete’ to delfete the necoed.
The Display Image/Document Selection will appear

with the file you scanned.

Set Actrve/Tnactive

Daie Created Event Name Is Actve? Description  State File #  Docurnent ID
Il B 5142015  USERFLE True

Click Close

This will bring you back to the marriage record.

OPTION 2: Load Image from File (If you have a scanner that requires you to save it as
an image -> use this option)

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

Dopument Tracking

i Beevsew Errors/Cueries
SCan Image |

oad e . . . .
sl Ll ' On the application, click on the Actions menu>Load Image

From File

Load PDEvard Document

Shaw Mates

& Mewlmage/Docum.. — O ot

New Image/Document screen will appear —

Enter Image/Document Description Enter a description for the document.

Marriage Appliication

Click OK

oK Cancel
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Organize = MNew folder

o=
= Recent Places

= Libraries
@ Documents
J’ Music
[E=] Pictures
E Videos

1% Computer
& Local Disk (C)
ca Local Disk (D:)  ~

i ! FITE TOTaEr
0 Favorites
|| Birth CERT IMAGES
| | Shortcut
Bl Desktop @, 147KB

E-leave

A Internet Shortcut
182 bytes

A payroll
Internet Shortcut
189 bytes

Marriage Application

JPEG image
92.1KB
N vr (idphfsSdata) (H)
t_;y"’ Shortcut
A=, 6ilbytes

A window will appear that allows you to
select your saved image file.

|

=

File name:

f the paragraph.

=Ta gged Images(*.tif. * tiff)

All Supported Media Formats (".bmp;™ jpg;™ jpeg;™tif; " tiff)

Bitmap Images(*.bmp)

QOrganize «

Mew folder

Search Desktop

0 Favorites
.. Birth
Ml Desktop

o
=l Recent Places

= Libraries
@ Documents
J’ Music
[E5] Pictures
B videos

. Computer
& Local Disk (C:)
a Local Disk (D:)

i [ t FIETOIdEr

. | Shortcut
[P, 147k

E-leave

- Internet Shortcut
182 bytes

. payroll
L5 Internet Shortcut
189 bytes

’ CERT IMAGES

Marriage Application
PR

921KB

4, Find your saved image file

Name” field.

Click Open

/

/Click on it, this will filter into the “File

wr (idphfsidata) (H)

== Shortcut

- [, 611bytes

File name: Marriage Application-TIF.jpg
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WH9I-0F&D -

|2y qjoe s | Draft Forward A Request To The State.docx - Microsoft v

'x Edit Image/Document
E
B Description Security Function Set Active/Inactive
Pal

lijakjhu

Is Active?

o ®

Marriage

APPLICATION FOR A SEARCH FOR AN IOWA RECORD

Reduasts require the applicant's current government-issued photo identification (i.e., driver's license)
and signature signed in front of a notary public or in the presence of an lowa Regisirar of Vital Records,
3
2
B

() g o

PERSON'S MAIAE AS IT APPEARS ON THE RECORD.

BATE OF BIRTH - BE SPECIFIC = o, G, ¥oar
L
PLACE OF BIRTH (Cty andior County)

5 | PARENI'S HAME ERIOR TO ANY MARRIAGE = rrat ottt s

5 ) 7 PARENT'S FULL NAME = rve, s, 1 i fusranat

B VAS THE MOTHER MARRIED AT THE TME OF COMCEPTION OR BIRTH? - [lves TIwa [luknown
T. LEGALACTIONS TOBRTHRECORD [Jnoes  Dlasspen  Clpssriy Esisnment [
Ta. IF LEGAL ACTION OCCURRED, LIST PREVIOUS NAYE on ban contcar)

B PURPOSE FOR COFY [y

13, HOW ARE YOU RELATED TO THE PERSON NAMED 0N THE RECORD?
1. NAME AND ACORESS OF PERSCN TO RECEIVE THIS CORY: (MUST BE AGE 18 OR g

128, Mawe of ApplicantRecipinnt
12b. Strect address and P.0. Box (1 any)

13c. City. State #nd Zip Code

Save to DB

@ BB (Sl

:-El-ahl

The image will appear
|, Click Save to File

L *Note: you can choose the type of file you
want to save by clicking on the dropdown

OPTION 3: Load PDF or Word Document (If you have a scanner that requires you to

save it as a PDF or Word Document -> use this option)

I Depainiraiendt Trasching

M Buirvuiray Irocer ) Cusind b B
SLAN r
Lizasd imuage Friom File [

Ledwd FOF Nerd Desumasnt
Document

Scan the application and supporting documentations (if
applicable) through your scanner which will require you to
save it as a PDF or a Word Document on your computer.

On the application, click on the Actions menu>Load PDF/Word

S MoSey

& Mew lmage/Docum... — O =L

Enter Image/Document Description

Marriage Appliication

oK Cancel

New Image/Document screen will appear —
Enter a description for the document.

Click OK
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-

Organize « New folder - O @

- Libraries Adobe Acrobat Document

Internet Shortcut

J’ Music

- 130 MB -
0 Favorites T
. a IVES User Access Form &
. Birth ——— | Participation Agreement (10-30-1...

Bl Desktop Adobe Acrobat Decument

=l Recent Places = IVES-Minimum-Recommended
specs.pdf + H
el A window will appear that allows you to select

% Documents ” payroll your PDF or Word Document.

189 bytes
[E5] Pictures
B videos Marriage Application/pdf i
- B8 s55kE ‘;
18 Computer Supply Order Form.pdf =
% Local Disk (C:) 5 Adobe Acrobat Document
. .
o Local Disk (@)~ B -
File name: ~ | PDF Dacuments(™.pdf} -
PDF Document: df)
‘Word Documents(®.doc, *.docx) |
g

" Request

" Select document file

0 R

Organize = New folder = O @
- 130 MB o
- Favorites F
IVES User Access Form &
i Birth ——— | | Participation Agreement (10-30-1...
Bl Desktop Adobe Acrobat Document
] Recent Places = IVES-Minimum-Recommended
- specs.pdf
o b
53 Libraries Adobe Acrobat Document
@ Documents L payrall
J’ Music | 4 Internet Shortcut
189 bytes
[ Pictures —
B Videos Marriage Application.pdf
- BN 555 kB v
1% Computer Supply Order Form.pdf
% Local Disk (C:) : Adobe Acrobat Docum
o ;
o Local Disk (D) = 195 KB
File name: Purple Dot.pdf ~  [PDFDocu i pdf) -
[ open™ I+ Cancel |
" @& Edit Image/Document - —— e — B )

Description Security Function Set Active/Inactive

Marriage

APPLICATION FOR A SEARCH FOR AN IOWA RECORD

Requests require the applicant's current government-issued photo identification {i.e., driver’s license)
and signature signed in front of a notary public or in the presence of an lowa Registrar of Vital Records.

PERSON'S NAME AS IT APPEARS ON THE RECORD

DATE OF BIRTH ~ BE SPECIFIC = tonih, Day, Year

PLACE OF BIRTH (City and/or County) /

PARENT'S NAME PRIOR TO ANY MARRIAGE = Firt, hdcls, Last (Sumama) /

2 PARENT'S FULL NAME — Frst tacte, Last (Surmame)

WAS THE MOTHER MARRIED AT THE TIME OF CQ PTIONORBIRTH?  [JYes [INo  [JUnknown

Cladopton  CJPatemity Establishment ~ CJ Legal Change of Name

L, Find your saved PDF or Word Document

, Click on it, this will filter into the “File Name”
field.

Click Open
L p

The image will appear with the
description of the image

L. Click Save to File

The screen will disappear and bring
you back to the application or
service screen.
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Blank Marriage Forms

Blank Marriage Forms

v Blank Marriage Forms are available to print from the Home Screen>Blank Forms.

File Search Fee/CAS Work Queue Tools Batch | Blank Forms = Administration Help

M 3-Day Waiver Application

M Address Update
Iowa TEST M Application for License
Department of Publi A
Office of Vital Recor

lowa

MESSAGE OF THE DAY

BA 2.0.1 - Release 2.0.107
Junei6, 2016
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