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Section 1: General DAVE™ Navigation

Exercise 1.1 — Logging Into DAVE™
Skill Learned: How to log into the DAVE™ application.

1. Double click the DAVE™ icon on your desktop or select DAVE™ from the Favorites
Bookmark) from within your web-browser.

2.  Enter your User Name and Password.

3.  Click the Login button.

Maine
Department of Health and Human Services

Trainmces1 sessccses

You should now be logged into the DAVE™ application HOME Page.

Msin  QrderProcessing  LifgEvents Queues Reporis  Forms  Jable Maintenance Help
MaAINE Department of Health and Human Services

Fast Links

'lem-aw r)Ech::mAcm ')?)jams.u:n ')_;Jjnumsmn ',}jmsm&m 73| Mamage Search

Exercise 1.2 — Messages
Skill Learned: Basic Navigation within the Messages Fast Link.
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The Messages link is one of several links that display upon logging into DAVE™. Messages
can be located either from the Fast Links on the Home page or from the Main menu on the
Home page as shown below.

FAST LINKS HOME PAGE

City of Augusia

Main Order Proce

Home
’}; I Messages ' Change Office

Change Password

Messages

Current Activities |

Logout

Some Messages are text messages sent from one system user to another, while others are
automatically system generated during the registration process.

The Messages window is a grid that displays all of the messages that have been sent to the
user or current office (the office selected at login.) To read a message, click the link in the
From column. The Message Text column displays all or a portion of the message that was
sent, depending on message length. Date Sent displays the date and time the message was
sent.

Retrieve Messages

1.  Click any of the links in the From column of the Messages window to read that particular
message. You can also click on any of the links contained within the message text to open
the message.

e

From Message Text Date Sent

Case ¥E3TH-Licansa Info ApprovedMamags info Approved Adam Robert Mo'Way 3 Ann Sytell WS 25518 P
Total records : 1

2. The Message window is a popup that appears on top of the Message page. After reading
the message, click the Close button.
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.ME e x
] Messag

From: Karen Gary

Sender Office: Office of Vital Records

Subject: License Info Approved/Marriage Info Approved

Date Sent: Friday, Movember 20, 2015

Message Text: Case 39379-License Info Approved/Marriage Info Approved

Adam Robert MeWay, Clara Ann Sybell

3. Place a checkmark in the checkbox next to the Date Sent column header. A checkmark will
be placed in all rows.

s

From Meossage Text Date Semt v
Cacle Sproud Case J009654-Licansg 0o Appraoved/Marnaos Infe Aporoved Andy A Jonss Belinga B Seters Q2016 21553 PM ¥
Cect The amendment submified for 308658  Rickie B Roe Tammy T Toe Event Date Aug-23-2016 has been Approved 17 A v
sacie Sprout Case 308858-Uicanse Info Agproved/Marnace info Approved Rile R Roe Tammy T Toe S2472016 72819 AW v

acie Spr C 306201-Licanss In% Approved/Marmage Info Approved Chostopner C_ Malloy, Alcia A Magies F20B M ZTTA M

4. Clicking the Remove from List button with the Date Sent checkbox selected will delete all
messages from the list.

Note: Deleted messages cannot be restored. Do not delete messages unless you are sure
that you will not need them.

5.  Remove the checkmark from the checkbox next to the Date Sent column header and place
a checkmark in any of the boxes next to a single message.

6. Click the Remove from List button to remove a single message from the list.

i

From Message Text Date Sent o
Karen Qary Case 2937%-Likense Info ApprovedMamage Info ADproved Acam Rooan MeWay, Claa Ann Sybed MRS Z5510PM V)
Total records : 1
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Create Messages

1. Tocreate a message select the Send Message button. The Send Message box will

expand.
| ey
From Message Text Date Sent O
MiB= Smim This i5 a Tralnmg Exsrose test 170 aan 7
Total records : ¥
-
Sond By: + | Notify v
Subject: G

2.  Click the Recipients link. The Choose Recipient box will open. The Type of Search
defaults to “Person”. A search can be made on a “Person” or an “Organization”.
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Recipients: ¥ Remove Recipient

Send By: v [ Notify ]
Subject:

Messages

JorceseRecpenc]

Search

Name First:

Mo data found.

Selected Recipients

Mo data found.

3. Type in the first and last name of the person you wish to send a message to.

4.  Select SEARCH.

Find

5. Place a checkmark in the checkbox next to the name of the person you wish to send a

message.

6. Click the “Add” button.
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-Mess.ages x

Search
Hame First: Last:| Simms Find
Hame Type
Simms, Sofia Laocal Registrar

Total records : 1

Selected Recipients

Name Type

F] Simms, Sofia Local Registrar

Total records : 1

7. Click SAVE. The name will appear near the “Recipients” link.

To remove a recipient, place a checkmark
in the checkbox next to the name and

kg Name Type <I select “Remove Recipient”.

[0 Sennes. Sofia Local Registrar

Send By: » | Noany ~

Typ& your Tast hare and select Send whnen finlshed

8. Toremove a name, place a checkmark in the checkbox next to the name in the Selected
Recipients section, and click on the Remove Recipient button.
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9. Select the Send By dropdown to indicate if the message should be sent using both Email
and Notification, Email only or Notify only.

Selecting Notification and/or Notify will send an “internal” message.
10. Type in a subject.
11. Type the message in the message box.
12. Select the Send button.

13. A popup will appear

”
Message from webpa... @

! . Message Sent

pp—

Exercise 1.3 — Change Password

Skill Learned: How to change your DAVE™ system password. And, how to renew a forgotten
password.

Initially, the Application Support Specialist will provide you with a password that will enable you
to log into DAVE™. This is a temporary password that must be changed when you login for the
first time.

To change your temporary (or current) password:

1. From the Home Page, select Main -> Change Password.
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City of Augusta
Main Order Proce
Home
Change Office

Messages

Current Activities

Logout

2.  Enter your old or temporary password into the Old Password text entry box as shown
below.

3. Enter your new password into the New Password text entry box. Passwords must be at

least 8 characters in length and should be a combination of letters, numbers, uppercase and
lowercase characters. Password cannot exceed 16 characters.

4.  Re-enter the new password in the Confirm Password text entry box. Note: you must enter
the exact same password in the New Password and Confirm Password text boxes.

5. Select the Security Question from the dropdown.
6. Key in the answer to the Security Question.

7. Click the Save button.

Time left batore your password expies 38 Days, 12 Hours, 35 Mimutas

g Password

New Paszword

Confrm Fassword

Secunty Question ' -

Secursty Answer '

8. A message that password and security question have been changed successfully will
appear. Click the Continue button to go to the Home page.

Your passworg ang security question have been changed successfully
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Exercise 1.4 — Forgotten Password
Skill Learned: How to renew a “forgotten” password.

1. Atthe Login screen, type in your username.

2.  Click the “Forgot your password?” link

Maine

Department of Health and Human Services
Username: Passwaord:
Trainmecs1

Version# 13.2.3 42662

Forgot your password?

3. Type in your username and code from the image as shown below.

our Usemame and tha tharaciers in the pichurs balow

“~
WiBAas Type tha tode fom the Image

4, Select the Next button.

5. At “Please answer your security question below” screen, enter the answer to the security
guestion you completed earlier.

Hiaase angwer your secunty queshon below

What s your favortie color?

6. Select the Next button.
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7. A message will appear stating a temporary password has been sent to your email address.

llaque at Wuw Passwaril
Fassword Request Succasstul Atemporary password has baen el 1o your emall addeess

Condinue

8. Select Continue.

9.  You will be returned to the Login screen.

10. Retrieve the automated email message with the temporary password from your email
account.

From: DAVE-no-reply ntp.state.me.us

Maine Center for Disease Control and Prevention User Access Information

Cecile Test

EDRS/EBRS User, you have been assigned the following DAVE system generated password _

11. Copy and paste (or type) the temporary password onto your login
screen in the Password box. Key in your Username.

Maine
Department of Health and Human Services

| Trainmees|
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12. Select the Login button. The Change Password screen will appear. Copy and paste your
temporary password sent to you by email into the ‘Old Password’ text box and complete the
remaining information requested to change your temporary password to a new password of
your choice. Click the Save button.

Your culmens password S [emporary. Please 56l new Password now Defore logging Into e system
Ola Passwora wssssnsnsssnnans]e
New Passwore

Confirm Password

Security Queshon What Is your favorte coie? v |

SeCurtly Answer M

(S oo el

Exercise 1.5 —Logging out of DAVE™
Skill Learned: How to Log out of the DAVE™ application.

1. Locate and select the Logout button in the upper right corner of the DAVE™ Home page.

City of Augusta Welcome back: Trainmecs1 Logout

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

Ma1ne Department of Health and Human Services

}; I Wessages ); I Current Activities )p I Marriage Search ); I gﬁgﬂaﬂ;%@ueue }; I h’l:\zl(a:gaesestart-'Edlt ); I Order Search

2. Another way to Logoff from DAVE™ is to select Logout from the Main menu on the Home

Page.
City of Augirsta Wercome back wcategey (A
L Order Processing  Lifg Events Queues  Reports Forms  Table Mantenance  Help
H
- ipartment of Health and Human Services
1
Change Password
Messages
. Cument Activities 1 - - e p—
2 F]Cu':ﬂl Actyies £3 | i Search N ) Dasth Search 21 [rbredia gt ] Marrisge Search
3 #, - 4 <l ) e § 3

3. Logout Link will direct user back to the Login page.
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Maine

Department of Health and Human Services

Username; Password:

Version # 16.1.0.49059 Login

Forgot your password?

! . R e———

Section 2: Page Controls and Features

Exercise 2.1 — Dropdown Lists
Skill Learned: How to navigate through DAVE™ using the various fields and icons.

Dropdown lists provide you with a pre-defined list of choices. This eliminates the need to
manually type in data, prevents inappropriate data from being entered, and prevents spelling
errors.

One of the first dropdown lists you are likely to encounter is the Sex dropdown list on the
Party A page. To view all options in the list, click the down-arrow on the right side of the
field.

Sex

Notice that clicking the down arrow will reveal the list of options that can be selected from to
populate the field. Some dropdown lists will have more selectable options than can be
displayed on one page. Inthose cases, a scroll bar will appear on the left side of the list.

Sex
Female
Male

It is possible to select an option from the list without actually dropping the list down. If you
already know the option you want to select, just tab to the dropdown, and type the first letter
of the name of the option. In this example, typing ‘F’ in the Sex field automatically brings up
‘Female’.
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Sex

Note: If more than one word in the list starts with the same letter, typing that letter again
will scroll through the list for you.

4. Once the list is highlighted, it is possible to navigate up and down through the list using the
directional arrow keys on your keyboard.

Exercise 2.2 — Standard Date Format

Skill Learned: How to properly enter dates into the DAVE™ system. While processing
registrations, you will frequently be inputting dates. DAVE™ allows you much flexibility in using
several different date formats.

1. Practice entering dates using the various allowable formats shown below. Note the date
format displayed is always the same regardless of the format entered.

If user enters: System will display:

» 10-17-2014 » Oct-17-2014
MM-DD-YYYY:

» 10/17/2014 » Oct-17-2014
MM/DD/YYYY:
MMDDYYYY: » 10172014 » Oct-17-2014
MONDDYYYY: »|OCT172014 » Oct-17-2014

2.  There may be occasions when a date is unknown, such as in the case of legacy records. If
a date, or partial date is unknown, key in one of the unknown date formats shown below.

UNKNOWN OR PARTIAL UNKNOWN DATES
If user enters: System will display:
99-99-9999 999-99-9999
99-99-1990 1990
Jan-99-1990 Jan 1990

3.  Date of Birth, however, will not accept unknown date formats.
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Date of Birth Age Sex

9a-99-0008 |[MW (ay v
Message from webpage @

7

‘ L Invalid Date of Birth. Date of birth cannot be Unknown (99-99-9999).

Exercise 2.3 — Using Calendars

Skill Learned: How to use the Calendar control to input dates without entering them in
manually.

1. In addition to manual date entry, you can also click the Calendar icon next to a date entry
box to bring up a Calendar control.

Date of Birth

Feb-09-1938

2. Once displayed, there are two drop-down lists within the Calendar control; one for selecting the
month and the other for selecting the year.

| February | [ 2016

S50 Mo Tu We Th Fr 3a

1 2 3 4 & G
T g 9 0 11 12 13
14 15 16 47 18 19 20
2 22 23 24 3% 26 AT
28 29

Today Clear Cancel
B 28
3. By default, the current Month, Day, and Year are displayed. Clicking the down arrow next to the

month (in this example February) will open the full list. Or, type the first letter of a month can be

typed for quick select or the up and down arrows on the keyboard can be used to scroll to the
desired selection.
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4,

Selection of any day of any month will populate that date in the corresponding Date Entry text
box in the MON-DD-YYYY format. For example, using “Aug” and “1998” in the dropdown lists and
clicking on 10 for the day will populate the date in Date of Birth field.

o August v (1992 v |

S5u Mo Tu We Th Fr Sa
] 1
L2 3 4 5 B T 8
9 M0 M 12 13 14 15
16 17 18 19 20 21 22
23 24 25 % 2T ™ 29
30 M

Today Clear Caneel

Date of Birth
Aug-10-1953

Date Entry Shortcut: Place the cursor inside a date field and press the F12 button on
your computer keyboard. Pressing F12 will automatically populate the date field with the
current system date.

1.

Exercise 2.4 — Lookup Controls

Skill Learned: How to use Lookup Controls that launch Lists of Values that display a grid of
selectable data.

On the Local Official page shown in the example below, the Local Official Office will
system-fill with the office that is logged in.
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Logout

Criy of Augunta

Waicomn back: Trammecs !

Tabile Maintenance  Help

Marnage Registration Menu
e
E.‘.u_v. £
Fanty A
Party A Parents
Pary A Othes infurmaton
Party A Atroutes
Party B
Pany B Paants
Pamy B Other Infonmatan
Farty B Arbutes

e L
| - 1

308939 :Sam Severs, Ly¥

Vow E

Date Lkense kssuee
Licanse Exgeration Date
Intertons Fhed Oate

Issuing Ofhcal

&1 5 5

‘Waver Supmilied L]

Oficlan
Filng Gicis

n e~ r;(‘ Y
L amdvamrat

Assign Stans

Antachmants

Print Formm

Commsnta

1s5uing OfMcial

Frst

Tite

Last

The Local Official Office is system-
filled with the same office that is
logged in.

v
Conespondents =
Everrd and issuance Histary
Is3w This Hecord

Party A Date Signed Party B Date Sgned
—
Valcate Regisation - :

o ) 0 3

2. The Issuing Official dropdown control provides the ability to perform a search.

3.  Begin typing the last name of the Issuing Official. Enter “Tes”. Notice that as you type, the
list is filtered to include only individuals that contain the letters “Tes” in the last name.

Issuing Official

Local Official Office
| City of Augusta |

Issuing Official
| tes - |

Cecile Test |

| T Found 1 matches
| ]

4. Notice below that once Cecile Test is selected, the name and title information is disabled.
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Issuing Official
Local Official Office

City of Augusta
Issuing Official

Test, Cecile -
First Middle Last Suffix
Cecile Test

Title
Municipal Clerk v |

Exercise 2.5 — Place Lookup
Skill Learned: How to use the Place Lookup.

4
1. Selectthe n house icon adjacent to the City or Town or State to access a lookup
table with dropdowns for Country, State, County, City, and Zip.

Preferred Title
I |
Current Name
First Middle Other Middle Last Suffix
Sam Severs

Copy Current Name

Name Prior to First Marri Place LOOkUp icon
First Last Suffix
Birthplace
Bi Birthplace Country
ﬁ‘ United States
Date of Birth Age Sex
@ () (¥

T (D (3 0

Make the appropriate selections from the dropdowns, and click the Select button. As each
selection is made, the dropdown list below is filtered to include only those places valid for

the place selected. For example, once Maine is selected, the county list will include only
those counties in Maine.
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. Places x

Country

State
Maine

County
Kennebec

City
Algusta

Zip

04330

[d [« [¢

D E

Exercise 2.6 — Help: Tooltips and Marriage Manual
Skill Learned: How to use Tooltips.

When Tooltips is turned on, this permits the user to view what is required in a specific field by hovering
over the field.

Tooltips can be turned on or off by the user. To turn Tooltips on go to the Home page and select the
Help menu and place a checkmark in the Show Tooltips checkbox as shown below. To turn
Tooltips off, remove the checkmark from the checkbox.

Welcome back: Trainmccs1

City of Augusta

Queues Reports Forms Table Maintenance | Help |

Main Order Processing Life Events

Biometric Setup Files

Malne Department of Health and Human Services
Biometric Tester

308951 :Larry L. Lion, Tina Tiger Aug-18-2016 | 1 Show Toottips |

flicense InvalidMarriaoe Invalid/Naot Issued/Not Annroved/Not Renistered/| icense

Below is an example of Tooltips turned on.

Marmage Registration Men 308951 :Larry L Lion, Tj . . .
Liense am«lon & N Tooltips is turned on, when hovering over a field a
= description of what is required in that specific field will popup.

vPaiyA

'ﬁ“‘iiiiffmw Social Securty Number This is useful to have if the user is unclear as to what data is
i e Zz-sesass %=1 required in the field.

xPaiy8 . —

X Pziy B Pamenis Number cf this mamage g v]

X Piy B Oer Informaton

ous & T End: B 0 ™ un-01-
X Pty B Afiribuies Previous Mamiage Ended By | Diw oc ended  Jun-01-2001
Locason Name of Former Spouse

“ennsbe: 2 Mains Lindz Sawyer

et Vo i e s
P Forms

Commens

Comrespondente

Ewvent and Issuance Hisiory
v Issue This Record

\idsie RegisTaton
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Skill Learned: How to access the Marriage Manual.

To access the Marriage Manual on the Home page select the Help link. The manual will open.

Reports Forms Jobs Table Maintenance

—

The Marriage Manual will be located Biometric Setup Files
Lunder the Help Menu once it it loaded Biometric Tester |

into the system. State Office User Guide

,};‘ I Death Search A1 | Us
[ ] Show Tooltips

o

Exercise 2.7 — Predictive Text
Skill Learned: What is Predictive Text?

DAVE™ can anticipate the word being entered in the registration pages for the City, State and
Country fields when only a few letters are typed.

1. Onthe Party A page, go to Birthplace State.
2.  Key in the first 3 letters of the state.

3. DAVE™ will automatically bring up all the states that begin with “Mis”. Select the correct
state.

Birthplace
Birthplace State
Miss|
Mississippi
Date| Missouri
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Section 3: Searching for Cases in DAVE™

Exercise 3.1 — Search by Identifier
Skill Learned: How to search for cases in DAVE™ using pre-defined identifiers.

1. From the Home page select Life Events -> Marriage -> Search.

Weokame back Xcairogky

Main  Order Processng IRECESTUIEEN Queuss Reports  Forms  Table Maintenance  Help
Maine oepartme ™ g Human Services

| Death
ﬁw ' -
| StarvEqi New C J
P P Mo . T .
73 | Messages 771 CumereActes 73] Bin Searcn 77| Deatn Searen 77 ) Now e “EM 7] wamage Search

2.  There are two search options: Search by Identifier OR Search by Registrant or Data
Provider.
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3.  The Search by Identifier function, when used in conjunction with a File Number or Case
Id, will always return a single record.
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4. To Search by Identifier, enter any of the identifiers shown above. In this example, we are
searching based on Case Id.

5.  Click the Search button at the bottom of the page to execute the search and display the
Search Results page.

(] somee s e J o

Casue id SEN Party A Name 3 Party B Name Date of Marrage Place of Marmage
29550 Greeng Barnara Bragy. Patneh Dac-01-2015 Pravew

Total records : 1

6. Inthe example above, we used the Search by Identifier function to find a record based on
its Case ID. However, there are other identifiers that can be used to locate records.

7.  File Number: afile number is composed of two elements: Year and Number. Year
represents the year in which the marriage occurred. Number is the unique state file number
assigned to the record in question. Searching on either of these without the other will
generate an error message.

8. File Date: the date on which registration is accepted for approval. When searching by File
Date, all records filed on that date will be returned.

9. Date of Marriage: allows you to search through a range of dates. By using both a Start

and End date, the system will return all records with a Marriage Date that falls within that
range. If only a Start date is used, then the system will look for an exact match, only.
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10.

11.

12.

Place of Marriage Location Type: is used in conjunction with the Place of Marriage field.
The selection made here will determine the choices available below.

Place of Marriage: The choices available from the Place of Marriage field are based on
the selection made in the Place of Marriage Location Type above.

Flace of Marriage:

H Lookup Button

For example, if City is selected in Place of Marriage Location Type, then clicking the
Place of Marriage lookup button will display a list of cities from which to choose.

[ Place Search

City Name

Abbot

Abbot Village

Acton

Adamstown Township
Addison

Albany Township
Albion

Alder Brook Township
Alder Stream Township
Alexander

Alfred
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13. If County is selected in Place of Marriage Location Type, then clicking the Place of
Marriage lookup button will display a list of counties from which to choose.

i Place Search x
County Name m Reset A
Androscoggin select
Aroostook select
Cumberiand select
Franklin select
Hancock select
Kennebec select
Knoix select
Lincoln select
Orfiord select
Penobscot select
Piscataguis select
Sagadahaoc select
Somerset select
Unknown select
Waldo select
Washington select
York select W

14. For all of these searches, once you have entered the search criteria, click the Search button
to proceed.

Exercise 3.2 — Search by Reqgistrant or Data Provider

Skill Learned: How to use the data entry fields on the right side of the Search page to search
for cases using registrant or data provider criteria, or a combination of the two.

The Search by Registrant or Data Provider functionality uses tab controls to contain search
parameters. When you first access the search page, only one search tab is available: First
Search Person/Organization. Later, we will use the More button to add additional search
tabs.
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1. From the Person/Organization dropdown list, select Party A
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2.  Enter Party A’s First and Last name in their corresponding fields.
3.  Click the Search button to execute the search and retrieve matching records.

4.  All cases where either Party A or Party B first and last name is “Barbara Greene” will display
in the search Results list.

Case id SFN Party A Name | Party B Name Date of Mamage Place of Marmiage

98379 Brady, Patrck Greans Bartira Jan-03.2015 Augusta Prevew

99360 e, Barbara Brady, Patrks Dec-01-2015 Preiaw
Total records : 2

Note: In the marriage module, searches are performed against both Party A and Party B.
As shown above, 2 cases were returned, one where Party A’s name was Barbara Greene
and the other where Party B’s name was Barbara Greene.

5.  However, what if you do not know Party A’s first name? What if you know only the Last
name, but you also know the last name of Party B? In this case, you can search using Party
A and Party B’s last name. From the Person/Organization dropdown list, select Party A
and then type Party A’s Last name, “Greene”.
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6. Locate and click the More button. A Second Search Person/Organization tab will appear.

7. Inthe Second Search Person/Organization section, select Party B from the
Person/Organization dropdown list, enter the Party B’s Last name “Brady”.

8.  Click the Search button. The result of this search will be any case where the last name of
Party A or Party B is “Greene” and the last name of Party A or Party B is “Brady”.

Search by Registrant or Data Provider:

Enter one or more personsforganizations. Last name is required.
First Search Person/Organization

Person/Crganization: Party A ﬂ

First:

Middle:

Last: Greene

Sex [v]

58N

Date of Birth: Start o
End: C
Second Search Person/Organization
Person/Crganization: Party B ﬂ

First:

Widdle:

Last: Brady

Sex [v]

58N

Date of Birth: Start:

0 ) e 3

Note: The More button can be used to add multiple search entities. Adding multiple
search entities will help narrow the list of results returned. However, adding too many
entities can result in no results being returned.
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9. As ageneral rule, build your searches to be as specific as possible to minimize the number
of entries found. In this case, only the expected records were returned.

Case id SFN Party A Name | Party B Name Date of Mamage Place of Marmiage

Stady, Patick Gresns Sarbara Jan-03-2015 AUgUSta

Total records © 2

Exercise 3.3 — Wild Card Searches

Skill Learned: How to perform Wild Card (%) Searches. Sometimes you may not be sure of
the spelling of a name or maybe you only have a partial piece of information to use to locate a
record. Inthese cases, Wild Card (%) Searches can be used to locate records.

Note: Wild Cards are used to represent any missing or unknown text value when
searching for records.

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Last name is required.
First Search Person/Organization

PersonfOrganization: Party A ﬂ

First: Barbara

Middle:

Last: G%

Sex o~

S5N: -

Date of Birth: Start:

End:

1. Using the Search by Registrant or Data Provider section Enter “Barbara” for the first
name and a “G” followed by a “%” sign for the last name. In this example, we were not sure
of the spelling of Party A’s last name, but we did know that the last name begins with the
letter “G”.

2. Inthis case, the percent sign (%) sign tells DAVE™ that we want to view all records where
Party A’s last name starts with “G”, and first name is ‘Barbara’.

3. Click the Search button to execute this search and view the records returned.
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4.  Again, build your searches carefully so that they return the fewest number of records
possible while still returning the desired record. This is especially important for marriage

searches, as the results will include matches on both Party A and Party B names as shown
below.

Case id SFN Party A Name | Party B Name Date of Mamage Place of Marmiage

19379 Brady, Patrick Greans Bartira Jan-03-2015 Augusta Prenew

Dac-01-2015

Note: Wild Card searches will work only when using Search by Registrant or Data
Provider. They will not work with Search by Identifier.

Exercise 3.4 — Soundex Searches

Skill Learned: Use of Soundex to search for cases when the exact spelling of a name is
unknown. The Soundex button is located at the bottom of the main search page next to the
Search button.

OR
Search by Identifier:

Enter one of Mese fems X
Search by Registrant or Data Provider:
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1. From the Search for a Marriage Record page enter “Barbera” for the first name and
“Green” for the last name under Search by Registrant or Data Provider.

In this example, the name we are looking for is “Barbara Greene”. However, using
Soundex we should be able find the case using a sound-alike name of “Barbera Green”.
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2. Next, click the Soundex button, instead of the Search button.

3. Notice that, even though we used an incorrect spelling, Soundex was able to find the
registration we were looking for.

Case id SFN Party A Name | Party B Name Date of Mamage Place of Marmiage
993179 Brady, Patick Greens. Bartira Jan-03.2015 Augusta Prevew
99360 Creena, Barbara Brady, Patrkh Dac-01-2015 Preiaw

7.

Total records : 2

Additionally, Soundex can also be used to search for any combination of Persons and/or
Organizations even when both names have been misspelled.

Select New Search to perform a new Search.

In this example, enter “Barbarah” for Party A first name and “Green” for the last name.
Then select the more button and select Party B. Enter “Patric” for the first name and “Bradi”
for the last. Now select the Soundex button.

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Last name is required.
First Search Person/Organization
Person/Organization:

First:
Middle:
Last:
Sex
S3N:

Date of Birth:

Start:
End:

Farty A [w
Barbarah

Green

A

Second Search Person/Organization
Person/Organization:

First:

Middle:

Last:

Sex

S8N:

Date of Birth:

Start:
End:

Party B [~

Patric

Bradi

(oo | soumter ] svap s J cor

As shown below, we were able to find the correct case even though both names were

misspelled.
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Case id SFN Party A Name | Party B Name Date of Mamage Place of Mamiage

99379 Brady, Patrick Greans Bartira Jan-03-2015 Augusta Prenew

99360 Creana, Barbara Brady, Patrkh Dac-01-2015 Previaw

Total records : 2

Note: Similar to Wild Cards, Soundex searches cannot be used with Search by Identifier. |

Exercise 3.5 — Swap Names

Skill Learned: How to use the Swap Names feature to search for cases when there is some
ambiguity between the First and Last names. The Swap Names button is located at the bottom
of the main search page next to the Soundex button.

In some cases it may be difficult to determine if the names provided are the values for first or last
name. For example, when a person’s last name is typically a first name (e.g. David Gary or Gary
David). When this is the case, a standard search can sometimes fail to retrieve a record.

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Last name is required.

First Search Person/Organization

PersonfOrganization: Party A ﬂ
First: Gary
Middle:

Last David)|

Sex v
S5M: - -

Date of Birth: Start:

o
End: C
-

) D e
W f

1. Enter “Gary” as the First name and “David” as the Last name.

2.  Select the Swap Names button.
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1.

As shown below, cases where the first name is Gary and the last is David as well as cases
where the first name is David and last name is Gary are returned.

Case M SEN Panty A Name § Party B Name Date of Martiage Placa of Marriage

939364 Davd, Gary Meaatiows Kathenng Jan-01-2045 Augusts Frevew

20383 Gary Dl Grady, Karen Nov-14-2015 Erovin

Total records : 2

Note: Like Wild Cards and Soundex, Swap Names cannot be used with Search by
Identifier.

Exercise 3.6 — Search Results

Skill Learned: How to examine the results of your searches and access marriage records once
you have found them.

In this example, we are conducting a Wild Card (%) search for all records with Party A
whose Last name begins with the letters “Br”.

Search by Registrant or Data Provider:

Enter one or more persons/organizations. Last name is required.
First Search Person/Organization
PersonfOrganization: Party A ﬂ

First:

IMiddle:

Last: brio

Sex v
SSN: - -

Date of Birth: Start:

End: I:
-

) o e
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2. This search returned the 5 records shown below.

SFN Party A Name § Party B Name Date of Marriage Place of Marriage

Stagy, Patncs pecw, Sarbara Jan3- 2015 Augusia Provew

Jrown, Hannah Mar-03-2015 Frevew

8r Maya Fen-02-2 Praview
99350 na Br alrics Dex Pravies
ya3ay Dresx Ants Jand1- 2018 Preaview

Total records : 5

3. Notice that when you hover over the column headers in the results page they are underlined
links. These links allow you to change the sort order of the Results page. This can be very
helpful in locating a specific record. In the example below, we have changed the sort order
by clicking the Date of Marriage column header.

SFN Party A Name Party B Name Date of Marriage & Place of Marmiage
2016000002 MonQo, Mark Meastes Jungee, Judy 22-2016 Porfand, Cumperiang Prevew
0, Mark Measies Jungee Prevey
Junot, John Malone, Mary Augisls Ksnnebed Prevesy
518 Benp, Ban B Cnste, Cingy un-27- 2016 Provew

Exercise 3.7 — Preview Case
Skill Learned: How to preview a record prior to opening it.

1.  Still not sure if you have located the desired record? Simply locate and click the Preview
link in any of the search result entries. This will generate a Preview page of that particular

registration.
Case la SEN Party A Namp Party B Name Date of Marniage § Place of Marmage
32 eaf B Hreme, Anta
74 Bravy Greenw, Ba ] Augusta Preview
338 Doin, ~ow Fraview
, ner. Fran Preview link l-r"_ Ervvew
92350 Oreers. Barbars Preview
Tosal recoras - 5
Case ld: 293385
Flle Number Date Fiied:
Pasty A Name: Basi Leaf Party A Bithplace Party A Date of Bath:
Party B Name: Anily Breas Party 8 Bathplace: Party B8 Date of Burth
PMace of Marniage: Date of Marriage: Jar
Date Entered: NOV.18-2(018 Last Updated By: Local Registrar

Satus: MNew EventMNew EvantNANANG Registered

2. Once you have previewed the registration and are sure that you have located the correct
record, click the Party A Name, Party B Name, or the Select link to open the actual record.

Page 34 of 180



3. You should now see the Party A page. Also, on the left side of the Party A Page is the
Marriage Registration Menu.

Mariiage Rogistration Meny J08938 :Sam Severs, Lydia Lisbon Aug-17-2016

First Mdce Ofher Miadie Lag Suffix
Sam Savers

Name Pnor to First Marmage

First Mode Dthar Middle ast Sufix

Burthplace
Birnnplace State Birthgtace Country

Unitea Siates

Dane of Bt 295 Sax

Section 4: Record Validation

Exercise 4.1 — Status Bar

Skill Learned: How to use the Status Bar to help you track missing data that can prevent a
marriage record from being properly registered. It is also a valuable tool for tracking the status of
a marriage case.

DAVE™ provides work flow and data quality management through the assignment of statuses.
The marriage registration process consists of several sub-processes that are often completed by
different users. In order to track these steps DAVE™ assigns one or more statuses to the record
when an action is performed (e.g., the Validate Page button is clicked) or an event occurs (e.g., a
validation rule fails).

The initial status assigned to a new electronic marriage record is /New Event/New Event/
INA/NA/Not Registered /. The goal of all parties in the registration process is to obtain a ‘perfect’
status. A perfect status indicates the highest data quality and completion of all steps in the
registration process (e.g. License Valid/ Marriage Valid/lssued/Approved/Registered).
Sometimes a marriage record may contain values which are valid; however, those values cause
soft edit rule failures. Therefore, it is also possible to have a registered record with a License
Valid with exceptions / Marriage Valid with exceptions /Issue/Approved/ Registered status
or any combination of valid and valid with exceptions.

1. The Status Bar is viewable from any of the Marriage Registration Menu data entry pages.
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STATUS BAR
9 -:Basil Leaf, Anita Brea 01-2015
/New Event/Mew Event/MA/NA/Not Registered

Preferred Title

I |

Current Name
First Middle
Basil

Name Prior to First Marriage

First Middle
Birthplace
Birthplace State
Date of Birth Age
L

Cther Middle Last
Leaf

Cther Middle Last

Birthplace Country
United States

Sex

Suffix

Suffix

D (D (0 60

Example of statuses as the case progresses.

James, Sherry 8. Shawn Jun-27-2016

/License ValidMarriage Invalid/Ready To Issue/Mot Approved/MNot Registeredarriage Pending I

" 308620 :Jeffrey J.

Example of the statuses on a case that is registered.

» 308617 2016000004 :Henry H. He

{License ValidMarriage Valid/lssued/Approved

Exercise 4.2 — Record Validation and Error Correction

inz, Heather H. Gray Jun-27-2016

Skill Learned: How to validate marriage records and prepare them for registration.

1.

2.

Click the Validate Page button to validate the registration data entered into the system.

When you click the Validate Page button, the Validation Results frame will list all of the

errors associated with that page. Notice that a horizontal line separates the Validation
Results window from the data entry page.
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Clicking the Validate Page button reveals two types of errors: “Hard”

Preferred Title edit rule failures (highlighted in red) and “Soft” edit rule failures
(highlighted in yellow.)
Current Name
First Middle QOther Middle Last Suffix
Sam Severs
Copy Current Name

Name Prior to First Marriage

First Middle Qther Middle Last Suffix
Birthplace
Birthplace State Birthplace Country
United States
Date of Birth Age Sex
Al

T (0 G5
T—— e )

Error Message QOverride Goto Field Popup
MGOD05: Party A Current Middle Name cannot be left blank n n
Enter a valid Party A Current Middle Name L Lfix B | Lfix B8 |
MG0020: Party A First Mame Prior to First Marriage cannot be left blank | Tn Hl | Tin “|

Enter a valid Party A First Name Prior to First Marriage.

3. Initially, the Validation Results frame will only display those errors associated with the
current registration page. All of the errors in the example below are related to the Party A
page. However, if you then click the List All Errors button...

Validation Results st All Errors m

Error Message Owverride Goto Field Popup
MGE0005: Party A Current Middie Name cannot be left blank n n
Enter a valid Party A Current Middle Name L] Lfix B8] L fix o8 |
MG0020: Party A First Name Prior to First Marriage cannot be left blank | i H| | o H|
Enter a valid Party A First Name Frior to First Marriage. L Ll
MG0024: Party A Middle Mame Prior to First Marriage cannot be left blank. 0 | T 58 | | T 98 |
Enter a valid Party A Middle Name Prior to First Marriage. Ll il
MG0032: Party A Last Name Prior to First Marriage cannot be left blank | fin 58 | | Tin #8 |
Enter a valid Party A Last Name Prior to First Marriage. L] L]
MG0038: Party A was born in United States, but birth State was not entered n n
Enter Party A birth State [fis B8] [ fis B8]
MG0043: Party A's Date of Birth cannot be left blank. T T

The Party A's date of birth cannot be left blank. [ fix 84| [ fix 4 |
MG0046: Gender of Party A cannot be blank | Tin H| | Ti Hl

Enter a valid value for Gender of Party A
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6.

current registration.

...the Validation Result frame will refresh and display all of the errors associated with the

Notice also that the List All Errors button has now become the List Page Errors button as

shown below. Clicking this button again will remove any errors not associated with the

current registration page.

Click the Hide button to close the Validation Results frame. Re-validate any registration

page to view the Validation Results frame again.

Validation Results

Error Message

MGO005: Party A Current Middie Name cannot be left blank
Enter a valid Party A Current Middle Name

MG0020: Party A First Name Prior to First Marriage cannot be left blank
Enter a valid Party A First Name Prior to First Marriage.

MG0024: Party A Middle Mame Prior to First Marriage cannot be left blank.
Enter a valid Party A Middle Name Prior to First Marriage.

MG0032: Party A Last Name Prior to First Marriage cannot be left blank
Enter a valid Party A Last Name Prior to First Marriage.

MGE0038: Party A was born in United States, but birth State was not entered
Enter Party A birth State

MG0043: Pariy A's Date of Birth cannot be left blank.
The Party A’s date of birth cannot be left blank.

MG0046. Gender of Party A cannot be blank
Enter a valid value for Gender of Party A

MGE0053: Pariy A Father First Name cannot be left blank
Enter a valid Party A Father First Name

MG0057: Party A Father Middle Name cannot be left blank
Enter a valid Party A Father Middle Mame

Error Correction Using the Goto Field Button
To correct an error, click the button in the Goto Field column of the Validation

List Page Errors

Override Goto Field Popup

O

Save Overrides

o B R A

T

Results page. This will place the cursor or “focus” in the field that needs to be corrected.
Use this option if you are on a single registration page with many errors to correct.
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Preferred Title

[v]
Current Name
First Middle Other Middle Last Suffix
Sam Severs
Copy Current Name

Name Prior to First Marriage
First widdie d Clicking the “Fix” button in the Goto Field Suffix
| column sent the focus to this control.

Birthplace
Birthplace State Birthplace Country
United States
Date of Birth Age Sex
R (a) V]

vt v o o
Validation Results L <t Page Errors m

Error Message Override Goto Field Popup
MGED005: Party A Current Middle Name cannot be left blank

Enter a valid Party A Current Middle Mame [
MGD020: Party A First Mame Prior to First Marmiage cannot be left blank

Enter a valid Party A First Name Prior to First Marmage.

Note: “Focus” determines which onscreen element is the target of action. If a text box
“has the focus”, then anything typed on the keyboard appears in the text box. If a
dropdown list “has the focus”, the down-arrow will open the list and the up-arrow will
close the list.

Error Correction Using the Popup Icon
7. Another method of correcting errors is to click the icon in the Popup column...

Validation Results List Page Ermrors m
Error Message Owverride Goto Field

MG0005: Party A Current Middle Name cannot be left blank -
Enter a valid Party A Current Middie Name U

...to launch a popup window containing the error or errors to be corrected. This functionality is
useful when an error is caused by conflicting entries across multiple registration pages. Rather
than searching across many pages trying to determine which field contains the error, Popup
presents all of the conflicting fields in one window.
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In the example above, a conflict between two separate fields generated error number MG0047.
Correcting either of the entries below may correct the issue; however, more than one correction
may be needed in some cases.

Validation Popup

MGO04T: Party A's age is inconsistent with calcualted age.
Please veJify Party's Age.

Date of Birth Age
Feb-01-1888 [ |27

Date of Marriages [Jan-01-2015 | [T

o) e

8.  Correct the error and click the Save button to submit your changes. The popup will close
and your changes will appear on the registration page. Click the Cancel button to close the
popup without making any changes.

Overridable Errors (soft edits) and Non-Overridable Errors (hard edits)

There are two types of errors in DAVE™: Hard edits and Soft edits. Hard edit rule failures are
highlighted on screen in red. Soft edit rule failures are highlighted on screen in yellow.
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Preferred Title

[Groom
Current Name Soft gdits are indicatgd in yellow. Registration is
First Middle omer] PErMitted for soft edits.

Sam

Copy Current Name

Name Prior to First Marriage

First Middle Other Middle Last Suffix
Sam

Hard edits are indicated in red. Registration cannot

Birthplace be permitted until the field has been corrected.
Birthplace State Birthplace Country
Maine United States
Date of Birth Age
Jun02-1988 T A 27 [v]

vt s st [ o s )
Validation Results List Page Emrors m

Error Message Override Goto Field Popup
MGO005: Party A Current Middle Mame cannot be left blank

Enter a valid Party A Current Middle Name L
MG0024: Party A Middle Mame Priar to First Marriage cannot be left blank. O

MG0047: Party A's age is inconsistent with Date of Marriage calculated age.

Please verify Party's Age. 4

Hard edits do not contain a checkbox as these
errors can only be approved by the Vital
Records office.

Notice that the Date of Birth and Age field shown above is highlighted in red. Registration will
not be permitted until this error (and others highlighted in red) have been corrected. Also note
that there is no checkbox in the Override column for error MG0047 which indicates this is a

“hard edit”. The municipal office cannot override hard edit rules. Only the Vital Records office
can override hard edit rules.

Notice that the Middle Names shown above are highlighted in yellow which indicates this is a
soft edit. Using the Override feature described below, this entry (and others highlighted in
yellow) can be accepted as submitted and registration permitted.

Additionally, notice that certain pages on the various registration menus are marked with a red
X, or a green checkmark. These serve as indicators as to which pages contain
errors and which pages contain no errors.

For example, pages marked with a green checkmark *! contain no errors.
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Pages marked with ared #'contain hard edit rule failures that must be corrected before
registration can be completed.

Pages marked with a yellow circle = f contain soft edit rule failures that may be overridden or
that have already been overridden.

Marriage Registration Menu

Pages containing no errors are noted by green checkmarks.

X Party A No further action is needed.
v P e !
Party A Other Information I
« Party A ATTooTE Pages containing overridable errors are noted by yellow
«+Party B circles. Correct errors or override as needed.

# Party B Parents

# Party B Other Information
X P 4
X Local Official

Pages containing non-overridable errors are noted by a red x.
These errors must be corrected.

#® Officiant
¥ Filing Official

Assign Status

Attachments

Frint Forms

Comments

Cormmespondence

Event and Issuance History
« |ssue This Record

Yalidate Registration

In certain instances, a record may still be registered, even if it contains “soft edit” type of errors.
For “soft edit” errors, a checkbox will be provided in the Override column as shown below.

Validation Results List Page Errors [ Save Overrides

Error Message Override Goto Field Popup

T e o 7) 6% E=H
Ehter  vaid Pary A First Nama Prio o Fir Marmage,
Enioe  vab Pary AMeido Nama Pror o Fist Mamaga, | =

Place a checkmark (¥) in the Override box next to the “soft edit” error to be overridden and click
the Save Overrides button. This allows you to process a marriage record even if some errors are
present.
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Note: Before placing a checkmark in the Override box, check if the error can be fixed.
However, if a checkmark is placed in the override box, and if prior to registration the error
can be fixed, then uncheck the checkbox in the Override column, and click the Save
Overrides button. This will clear out the error message.

Note: Anytime the Validate Page button is clicked the system will evaluate all pages and
mark them accordingly with red, yellow, or green indicators.

Preferred Title

Bride [v]

Current Name

First Middie Other Middle Last Suffix
Lydia L. Lisbon
Copy Current Name

Name Prior to First Marriage

First Middie Other Middle Last Suffix
Lydia L. Lisbon
Birthplace
Birthplace State Birthplace Country
Mainz United States
Date of Birth Age Sex
Jun-10-1989 | [l (27 Female[v]

o (5 0
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Exercise 4.3 — Duplicate Record Resolution
Skill Learned: How to use the Potential Duplicates link to resolve duplicate records.

1. When the Validation Registration link is activated from the Marriage Registration Menu

pages, the DAVE™ system runs a search for potential duplicate records if certain data

elements on more than one record exists. This is done to prevent the creation of duplicate

marriage registrations.

Cay of Augusza Wercome nack Trarmecs! b
Man Qrder Processing R "IS70 1008 Queues Repoits  Forms Tabie Maintenance Help

Maine Department of Health and Human Services

E— T —

Marriage Registration Menu MG1213 'Wiiness T Last Name cannot bw laft blank

Erfier & valid Witness 1 Last Name [H @J
X Party A MG1265 Fiace of Mamage ity cannct be left tlank Y
” u,.,: A BPurents Ertar he place of marniage city @ @
X Party A Other Information MG1208 Offcant Address oty cannat be laft blank
X Palty A Aitutes Erdar a vaild cty for the OMiciant’s Address @ [E.I
A FaryB MG1270. Officant's Address strest name cannot be Ief Dilank CRA )
% Party § Farents Ertar a valkd sireet name for OMciant's Address [fa38] [fix 58]
X Party 8 Other Information MG A vaiid sireet number 10r Ina DMciant's Address is required. Enter the bulding number assgned fo
% Party 8 Atriastes s acdress. Do not record 3 rurdl route number or PO Box nuamder. it Ihe number is unknown, enter ¥
' fin fin 58
KFay 8 Mok _ — [fix 387 [fix 58]
's Aco
Validate Registration ants Asareas
'® o 0 H a cannot bo biank e . - -
X Ofcant link. s Addreas [fix B8] [fix &)
X Fiing OMcia
) ot be o Enk |
) Wwikwn The Cficant's first name cannot be blank [E @l
ey Titah
AN MG1283 Officiant Address State cannot be eft biank
= - ress Stat . 113 . . " 14
Enier i Oficiant ke s Sste Click the blue “Potential Duplicates” link to open the
MG1301 Witnees 2 Frst Name cannot De left biank . -
Ermar 3 vahd Witness 2 First Name Duplicate Resolution page.
MG1302 ‘Witness 2 Midais Name cannot b8 sft biank
Emter 3 valid Witness 2 Middie Name Thix 98] | s 98]
MG1313 ‘Witness 2 Last Name cannot be kit blank
Emter 3 vaid Winess 2 Las! Nama [T Bd] [fix 58]
MGI3T7 A potential Oupie abe Mamane recom0 ests 3
Pease verly Party A ang Party B names and dates of Dirth. Potental Duphcates E [E

The rule is only fired when selecting “Validate Registration”. It will not fire when
selecting “Validate Page”.

Note: Edit rule MG3317 (Potential Duplicate) will be triggered if the record being created
has data elements that matches another existing record in DAVE™. That is, if both Party
A’s and Party B’s first, last name, and date of birth matches a record already in DAVE™,

2. If DAVE™ finds potential duplicates an error message (as shown above) will appear in the

Validation Results list containing the following message and link:

“MG3317: A potential duplicate marriage record exists. Please verify Party A and Party B

names and dates of birth. Potential Duplicates”

3. Click the Potential Duplicates link to open the Duplicate Resolution page. This page

lists

all of the records in the DAVE™ database that have been identified as potential duplicates.

MG3317: A potential duplicate marriage record exists.
Please verify Party A and Party B names and dates of birtf§ Fotential Duplicates

AT TN Mk A Blhimab e =f dmis msmerimmes smemememt e L
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4.

Current Case

Click the Compare link. The page will expand to display a preview summary of the potential
duplicate record(s), as shown below, to help determine whether or not the record is a
duplicate record. Once the Compare link has been selected, it will change to a Select link.

Case ld Party A Nathe Party B Mame Duate of Marage Place of Mastiage

F0E942 Seal Scon § Saye Sisan 8 Aug-15-2016

olal records : 2

Case ld: 308542

File Number: Date Fed:

Party A Name: Stott S Sex Party A Barthplace: Mamne
Party B Nome: Susan € Sayior Party 8 Banthploce: Mane
Place of Marmage: Dato of Marmsage: Aug-15:2016
Date Entered: Aug-19-2016 Last Upaated By: Cecis Test

Status: /Licanse Invalid/Marnags invahas

Clicking the “Compare” link expands the window to display e

a preview of other potential duplicate records(s), and at the  }—*=
same time the “Compare” link changes to a “Select” link.

Case Party A Name Party B Name Date of Mamage Place of Mariage
30042 Se@. Scolt S Aayor, Susan 8§ Aug-16-2016
308841 Soal Scett S Sayler, Susan § Aug-18-2018

Tot records | 2
Current Case

Case Id; 305942

Fila Numbar: Date Flled:

Party A Name: 5S¢ Party A Barthploce: Mane Party A Date of Birth: Feb-1{-1288
Party 8 Name: Sus Party B Bathploce: Mane Party B Date of Birfh: May-12-1887
Place of Marmage: Date of Mamage: Aug-18-2015

Date Enteredt: Aug-18-2016

Last Updated By: Cacd

Status: Aconse InvalddMamage InvalidNot IssuociNot Approved/Not Registersalcorse PendngMarriage PenangMarage Potontial Duphcate

th-mm! Duplicats (au]

Case 8 30522
Fila Numbear: Dats Filed
Party A Name: Sco Party A Buthplace: Mains Party A Date of Birth: Fab-10-1983
Party B Name: Susan S Sayior Party B Buthplace: Mane Party B Date of Birth: May-12-1987
Place of Mamage: Do of Mamage: Aug-18-2016
Date Entered: Aug-18-2016 Last Upasied By: Portands Clank
Status: MNew SvertNew SventNANANO! Regstersd
Return t0 Rule Fallares

If the preview summary does not provide enough information to determine if the record is a
duplicate, click on the Select link to open the record and view more details to make a
determination. The Select link will be disabled if the case is not owned by the office logged
into DAVE™.
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Case M Party A Name Party 8 Name Owde of Marriage Place of Marriage
08840 Ingmmin, Donailg Pper. Lsa Aug-18-2016 Select
308949 Drummin, Donald Piper, Lisa Aug-18-2016

Total records : 2

Note: If the Select link is disabled, clicking on the Party A or Party B link of the potential
duplicate case, owned by another local office, will bring up a popup, as shown below “The
case you have selected is owned by another Local Office”. Select the “Cancel” button.
Do not accept ownership.

City of Augusta Wolkcome back Tranmecs? Logout
Man  Order Processing Lifg Events T T Reposts Forms Table Maintenance  Help
MaINE Department of Heslth and Human Services
Gaia PRt A NG Ry Select the “Cancel” button. Ownership of case should
J“ ( - '1 *: k, instead take place at the Start/Edit New Case — Results page.
Current Case /

Case . 308944
File Number Date Filea
Party A Name: Robert Reres Party A Binthpiace: Party A Date of Barth! Jun-08-1599
Party B Name: Detibes Dodge Message from webpage ‘ “\:{;5 0og
Place of Marmage: |
Date Entered: Aug-18-2015 e The case you have '.m-;u:: 5 owned by another Local Office. Prass OK
Status: MLicunse Invalid/Mariage IvasoNG i to take ownership of this Case | -

| , Roturn to Rube Fallires

| o o

6. When you have finished looking over the opened record, click the Return button at the
bottom of the page to return to the Duplicate Resolution window.
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Party A

Preferred Title
( I |
Current Name
First Middle Other Middle Last Suffix
| Donald I I | | Drummin I
Copy Current Name
Name Prior to First Marriage
First Middle Other Middle .. .
| | | Clicking the Return button will return you to
the Duplicate Resolution page.
Birthplace
Birthplace Siate Birthplace Country /
| | | United States P
Date of Birth Age Sex
[Jun-01-1999 |8 (A | | |
vttt e e ] ] sve [
Case Party A Name Paity B Name Date of Matriage Place of Mamage
205950 Drummin. Dooalo Pper, Lisa Aug-18-2018 Selec!
IC940 Drummun, Oonaid Pper, Lisa Aug .20
Total records - 2
Current Case

Case M: 308928

File Number: Date Filed:

Party A Namw: Dongaia Drummn Party A Birthplace: Party A Date of Birth: Jun-0t-1220

Party B Nams: Lisa Piper Party 8 Birthplace: Party 8 Date of Birth: Jun-0t-1929

Place of Marriage:

Date Entered: Auy-18.2018

Date of Marnage: Aug-128-2018

Last Updated By: Cetile Test

Status: JLcense IMGIIMAmSos InvalaiNe: BsusaNot ApprovecNot Regsiemdl cense FerangVMamnsgs FendngMamags Potentisl Duplcats

Potential Duplicate Case

Case : 303550

Flle Number: Date Filed:

Party A Name: Docaia Druemmn Party A Birthplace:
Party B Name: Lisa Pper Party B Birthplace:

Place of Marriage:
Date Entered: Aug 182016

Status:

New Susnt™Naw EvontNANANGt Regstored

Party A Date of Birth; Jun.01
Party 8 Date of Birth: Jun-07-1200

1900

Date of Marriage: Aug-13-2016

Last Updated By: Cecie Test

Rotem to Rulo Fatures

If you are certain that the record you are working on is not a duplicate then click the Return
to Rule Failures button to return to the new record.

Place a checkmark in the checkbox located in the Override column and click the Save
Overrides button to indicate this is not a duplicate record.
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Validation Results Save Overrides

Error Message Override  Goto Field Popup

MG3317. A potential duplicate marriage record exists.
Flease verify Party A and Party B names and dates of birth. Potential Duplicates

9. For records that are duplicates please contact the DAVE Application Support Specialist @
edrs.dhhs@maine.gov to abandon a duplicate record.

Section 5: Entering a New Case

In the exercises that follow, you will learn how to use the License pages of the DAVE™
application to start a marriage record.

Exercise 5.1 — Start/Edit New Case
Skill Learned: How to complete and execute the Start/Edit New Case page.

1. Fromthe Home Page, select Life Events -> Marriage -> Start/Edit New Case.

Logowt

Wailcome back: kcakecky
Hetp

Iable Maintenance

&N
Buth Searth 1 | Dean Searth

! | New Case > 1 =

2. This will bring up the Start/Edit New Case page. Notice that Party A and Party B First,
Last Name and Date of Marriage are all marked with red arrows (*). Fields denoted by
red arrows are required entries that must be completed before you will be allowed to
proceed.

Party A First Name | Party A Last Name: '

Party B First Name Party B Last Name: '

- W

Date of Marmiage:

Cfy of Marnage County of Marnags

Note: Before a new Marriage Record may be created, a search must first be made for any
pre-existing records. This is to prevent the creation of duplicate records.

3. Once you have filled in the required fields, click the Search button to proceed, or click the
Clear button to clear all entries and start over.
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mailto:edrs.dhhs@maine.gov

Party A Last Name v MeWay

Party A First Name: »  Agam
Party B First Name: v Clara Party B Last Name: » Sybedt
Date of Marrloge: v Now-13-2015 ([

County of Mamage

Cry of Mamage

=1~

If no matching records are found, click the Start New Case button. Or, to begin a new
search, click the New Search button.

There are no cases Ihat maleh the Ctesa you have entersd.
1t 5 15 A new case. sefect Ihe Stant New Case bumon or select Ine New Search button o periorm 3 naw search

If a matching event was found, click the underlined link in the Party A Name column to open
the record.

Party B Namo Date of Mamage Place of Mamage
Froven

Nov-18-2015

Total records : 1

v o] e s

—

For the purposes of this exercise, select Start New Case.

Note: All of the column headers on the Search Results page are underlined links. Clicking
any of these links will re-sort the table data accordingly.

Clicking the Start New Case button above will launch the Party A page, as shown below.
The Home Page collapses and the Marriage Registration Menu expands.
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Party A Parenis

Patty A Other Infoemation
Party A Atritniies

Paty &

Farty B Fasents

Party 8 Other information
Party 8 Altritniies

Lotal Oftcigl
’—— -l".’t\l‘)"'———_—j

OmMmciant
Fling Oticial
R
Astigr Statss
Alachments
Print Farms
Commants
Comespandence
Event and Ssuance Hstory
lssue Tres Record
Validsie Regstration

308951 :Larry Lion, Tina Tiger Aug-18-2016
New EVEntNew EentNANANGE Regastersd

Prefamea Title
&3
Current Name

First Vigcle Othee Migdis Last
Lay Uon

Copy Cunent Name

Name Prior 1o First Marmage

First Miggie Othee Miodie Last

Birthgloce
Bithpface State Birtnplace Country

Unied Staies

D of Brth Aga Sex
Eaad

SufMx

Sufix

S i o i

Take Ownership of a Case Started by Another Municipality

There may be occasions when a clerk from one city/town (e.g., Augusta) starts a new case and
the search results (shown below) returns a matching case started by a separate city/town (e.g.
Portland). The clerk who did not originally start the case, can obtain ownership of the existing
case started by another city/town as long as the license has not yet been issued.

1. Click on either Party A name link or Party B name link.

Logout

Weicome hack: Trainmecs!

Table Mamtenance  Help

Main  Order Processing Queues  Reports Forms

Maine Departmont of Health and Human Services

L%y Events

Party B Name Date of Marmage Place of Mammiage

Aug-30-2018

Case M
308359

Party A Kams
Preview

Total records : 1

Tide Thomas T Cheers, Cindy

Start Now Case § Now Search

2. A popup message will appear stating “The case you have selected is owned by another
Local Office. Press OK to take ownership of this case.”
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Case i Party A Name Party B Name Date of Marnrlage Place of Marriags
08955 Doe Thomas T Cheers, Citdy Aug-20-2016 Preves
Total records 2 1

Meisage from webpage

"% The case you have selected is owned by another Local Office. Press OK
10 take owrership of this Case,

[ ok ][ conces | ‘

—_—

Click the OK button to accept ownership of this case, or click Cancel.

(Note: If for example the City of Augusta takes ownership of a case started by the City of
Portland, both cities will be able to access the record.) The Local Official Office will be
system-filled with the town that accepted ownership.

Exercise 5.2 — Party A

Skill Learned: Completion of the Party A page.

308951 :Larry Lion, Tina Tiger Aug-18-2016
T R A ‘ Now EventNew EventNANANCE Registsed

Party A Carents Prefamed Toe
Paity A Othver Infornration Groom o
Palty A AmTutes
Fame 8 Current Naine
Panty & Pasants
First A 0 Las =
Party B Ottes It s Vidcie Other Midde _a t Suftx
Party B Aliritutes Lasty - Hen
Local Oficial
'{l' o 11 Copy Current Name
Oficlant Name Pnor to First Marmage
Fibey, |
_r‘vz'C:Y:::a e ™ Furst Midcie Other Mcdle Last SuMix
22 s deeon < | Larry L Uon
Assign Status
Attachments Birthplace
Pyt Fores Sinplace State Brthplace Country
Commaents
Cormes e Mare Unfiad States
Event and Bsuance ristory
Iss08 Tres Recont Date of Birth Ags Sex
Vatiate Regatraton May-10-1985 (B0 ~ vae B3

(S (0 (0 )

Complete Preferred Title. Preferred title is used to record titles such as Bride, Groom,
Spouse, or None.

Complete the Party A’s Current Name. Enter the First, Middle, and Last name for Party
A. If Party A has more than one middle name, include it in the Other Middle field. Suffix is
used to record generational suffixes such as Jr., lll, etc..
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Complete the Party A’s Name Prior to First Marriage. Enter the First, Middle, and Last
name for Party A. If Party A has more than one middle name, include it in the Other Middle
field. Suffix is used to record generational suffixes such as Jr., lll, etc..

If Party A’s Name Prior to First Marriage is the same as the Current Name, selecting the

Copy Current Name i _ _ _
Copy Current Name button will system fill the Name Prior to First
Marriage with the Current Name.

Complete the Birthplace State for Party A. Country is system-filled with United States.

Enter Date of Birth or use the Calendar icon to launch the Calendar control.

Select the Auto Populate button EJto auto-calculate the Age for Party A. The Age will be
system-filled, with the calculated age (current system date — date of birth).

Select the Sex for Party A from the dropdown.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party A Parents page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Search Results

page.

Exercise 5.3 — Party A Parents

Skill Learned: How to complete the Party A Parents page.

308951 :Larry L Lion, Tina Tiger Aug-18-2016

FatherParant Name Pror to First Mamage

First Middie Last Siffie
Heanry - Lion
FamernParent Birthplacs
(LI
Srthplace State Birtnpiace Country
ﬁ Massachusstts Urited S33tes

MotharParent Name Prioc to First Mamage

Midale Last Sl
Enca E Windsor
Mother$arent Sirthplace
Sirtnplace Siate Binrgtace Country
N  vare Urited States

Complete the Party A’s Father/Parent Name Prior to First Marriage. Enter the First,
Middle, and Last name. If Party A’s Father/Parent Name Prior to First Marriage has
more than one middle name, also include it in the Middle field. Suffix is used to record
generational suffixes such as Jr., lll, etc..
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Complete the Birthplace State for Party A’s Father/Parent. Country is system-filled with
United States.

Complete the Party A’s Mother/Parent Name Prior to First Marriage. Enter the First,
Middle, and Last name for Party A Mother/Parent. If Party A Mother/Parent has more than
one middle name, also include it in the Middle field. Suffix is used to record generational
suffixes such as Jr., Ill, etc..

Complete the Birthplace State for Party A’s Mother/Parent. Country is system-filled with
United States.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party A Other Information page, the Clear button to clear all entries, the Save button
to save changes without leaving this page, or the Return button to return to the Search
Results page.

Exercise 5.4 — Party A Other Information
Skill Learned: How to complete the Party A Other Information page.

Residence Address
Pre Sireet Post Apt#,

Street Name, Rural Route, eic Designator Uirectiona\ Suite #,efc.
Maple Drive = |SE [~] ||Apt5

unty State Country Zip Codd

ennebec Maine United States 04230

consent Form ] Date $igned =

Street Mumber
45

City or Town
Augusta

Mailing Address
P.0. Box 17, Augusta, Maing\04330

Telephone
207-222-2244
Email
Larrylioni@nowhere.com
Vet page | ot  cer | sov s

Enter Party A’s residence address. If the Residence street address has a Pre-Directional
indicator, i.e. East Eastern St. West, then indicate that by selecting “E” from the Pre-
Directional dropdown list. Do NOT type the Pre-Directional indicator in the Street Name
text box.

If the Residence street address has a Post-Directional indicator, i.e. East Eastern St. W,
then indicate that by selecting “W” from the Post-Directional dropdown list. Do NOT type
the Post-Directional indicator in the Street Name text box.

Enter the City or Town, County, State, and Zip Code for Party A Residence. Note that
the Country is system-filled with United States. If Party A did not reside in the United
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States, update the Country and, if applicable, enter the City or Town, County, State, and

/ﬁ\ .

Zip Code of the foreign country. You may also use the Place lookup control
If Party A is less than 18 years of age, a Consent Form must be submitted. Select the
Consent Form checkbox to indicate a Consent Form has been received.

If applicable, enter the date the Consent Form was signed in the Date Signed field.

Enter the Mailing Address if it differs from the Residence address. Such as a P.O. Box
number.

Enter the Telephone number.

Enter the Email address.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party A Attributes page, the Clear button to clear all entries, the Save button to save

changes without leaving this page, or the Return button to return to the Search Results
Page.

Exercise 5.5 — Party A Attributes
Skill Learned: How to complete the Party A Attributes page.

Social Security Number .
292-44-5454 () None () Unknown

Mumber of this marriage 2 ]
Previous Marriage Ended By | Divorce ﬂ Date last marriage ended (or date of death) |Jun-01-2001 C

Location (Court if Divorce/Annuiment) City and State Name of Former Spouse
Kennebec Court, Augusta, Maine Linda Sawyer

Maine Domestic Partnership

Yes| v |

T () 60 6

Enter Party A’s Social Security Number in the Social Security Number field. If Party A has
no SSN then select the None radio button. If Party A’'s SSN is unknown, select the
Unknown radio button.

Social Security Mumber Social Security Number .

000-00-0000 (®) None () Unknown 999-95-9990 (O None @) Unknown
If the “None” radio button is selected the Social If the “Unknown” radio button is selected the
Security Number field will be automatically filled Social Security Number field will be automatically
with 000-00-0000. filled with 999-99-9999.
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Make a selection from the Number of this marriage dropdown list. If this is Party A’s first
marriage key in “1” from the dropdown. This field cannot be blank.

Select from the Previous marriage ended by dropdown if Previous marriage ended by
death, divorce, or annulment. If Party A has not been previously married, leave this field
blank.

Enter the Date last marriage ended (or date of death). If Party A has not been previously
married, leave this field blank.

In the Location field, enter the city and state of death if Previous marriage ended by
death. Or, if Previous marriage ended by divorce or annulment, enter the name of court,
city, and state.

Enter Former Spouse Name, if applicable.

Select “Yes” or “No” from the Domestic Partnership dropdown. If ‘yes’, must be a Maine
Domestic Partnership.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party B page, the Clear button to clear all entries, the Save button to save changes
without leaving this page, or the Return button to return to the Search Results Page.

Exercise 5.6 — Party B
Skill Learned: Completion of the Party B page.

Preferred Title

Bride [v]
Current Name

First Middle Other Middle Last Suffix
Rita Rachel Ras Wit

Copy Current Name

Name Prior to First Marriage

First Middle Other Middle Last Suffix
Rita Rachel Ras Wit
Birthplace
Birthplace State Birthplace Country
Maine JUnited States

Date of Birth Sex

Age
Juro6-1988 |8 (a) (28 [v]

v o L [ o o J o
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Complete Preferred Title. Preferred title is used to record titles such as Bride, Groom,
Spouse, or None.

Complete the Party B’s Current Name. Enter the First, Middle, and Last name for Party
B. If Party B has more than one middle name, include it in the Other Middle field. Suffix is
used to record generational suffixes such as Jr., lll, etc..

Complete the Party B’s Name Prior to First Marriage. Enter the First, Middle, and Last
name for Party B. If Party B has more than one middle name, include it in the Other Middle
field. Suffix is used to record generational suffixes such as Jr., lll, etc..

If Party B’s Name Prior to First Marriage is the same as the Current Name, selecting the
o Ot e

Copy Current Name button will system-fill the Name Prior to First

Marriage with the Current Name.

Complete the Birthplace State for Party B. Country is system-filled with United States.

Enter Date of Birth or use the Calendar icon to launch the Calendar control.

Select the Auto Populate button EJto auto-calculate the Age for Party B. The age will be
system-filled with the calculated age (current system date — date of birth).

Select the Sex for Party B from the dropdown.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party B Parents page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Search Results
Page.

Exercise 5.7 — Party B Parents
Skill Learned: How to complete the Party B Parents page.

Page 56 of 180



Father/Parent Name Prior to First Marriage

First Middle Last Suffix
Jma B. Leever

Father/Parent Birthplace

Birthplace State Birthplace Country
Maine United States

Mother/Parent Name Prior to First Marriage

First Middle Last Suffix
Shirley Ann Knot

Mother/Parent Birthplace

Birthplace State Birthplace Country
Maine United States

D (D 3 0

Complete the Party B’s Father/Parent Name Prior to First Marriage. Enter the First,
Middle, and Last name. If Party B’s Father/Parent Name Prior to First Marriage has
more than one middle name, also include it in the Middle field. Suffix is used to record
generational suffixes such as Jr., lll, etc..

Complete the Birthplace State for Party B’s Father/Parent. Country is system-filled with
United States.

Complete the Party B’s Mother/Parent Name Prior to First Marriage. Enter the First,
Middle, and Last name. If Party B’s Mother/Parent Name Prior to First Marriage has
more than one middle name, also include it in the Middle field. Suffix is used to record

generational suffixes such as Jr., lll, etc..

Complete the Birthplace State for Party B’s Mother/Parent. Country is system-filled
with United States.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party B Other Information page, the Clear button to clear all entries, the Save button
to save changes without leaving this page, or the Return button to return to the Search
Results Page.

Exercise 5.8— Party B Other Information
Skill Learned: How to complete the Party B Other Information page.
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Residence Address

Sireet

Street Number Directional |Street Name, Rural Route, efc Designator
55 Elm Street
City ar Town Coginty State Country
Augusta Kennebec Maine United States 04330

ConsentForm M1 Date bigned [Aug-17-2016 | [

Mailing Address

F.O. Box 444, Augusta, Maing 04330

Telephone

207-222-7777
Email
Party B@nowhere.com|
vt pge [ e i sove f et

1. Enter Party B’s residence address. If the street address has a Pre-Directional
indicator, i.e. East Eastern St. West, then indicate that by selecting “E” from the Pre-
Directional dropdown list. Do NOT type the Pre-Directional indicator in the Street Name
text box.

2. If the street address has a Post-Directional indicator, i.e. East Eastern St. W, then
indicate that by selecting “W” from the Post-Directional dropdown list. Do NOT type the
Post-Directional indicator in the Street Name text box.

3. Enter the City or Town, County, State, and Zip Code for Party B Residence. Note that
Country is system-filled with United States. If Party B did not reside in the United States,
update the Country and, if applicable, enter the City or Town, County, State, and Zip

(1)
Code of the foreign country. You may also use the Place lookup control.

4. If Party B is less than 18 years of age a Consent Form must be submitted. Select the
Consent Form checkbox to indicate a Consent Form has been received.

5. If applicable, enter the date the Consent Form was signed in the Date Signed field.

6. Enter the Mailing Address if it differs from the Residence address. Such as, P.O. Box
number.

7. Enter the Telephone number.

8.  Enter the Email address.

9. Click the Validate Page button to check this page for errors, the Next button to proceed to
the Party B Attributes page, the Clear button to clear all entries, the Save button to save

changes without leaving this page, or the Return button to return to the Search Results
Page.
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Exercise 5.9 — Party B Attributes
Skill Learned: How to complete the Party B Attributes page.

Social Security Number )
12-33-4343 () None () Unknown

Mumber of this marriage 2 B3
Previous Marriage Ended By | Death ﬂ Date last marriage ended (or date of death) |May-11-2015 C

Location (Court if Divorce/Annulment) City and State Name of Former Spouse
Augusta, Maing Roger Ball

Maine Domestic Parinership

No [v]

e () ) 0

Enter Party B’s Social Security Number in the Social Security Number field. If Party B has
no SSN then select the None radio button. If Party B’'s SSN is unknown, select the
Unknown radio button.

Social Security Mumber Social Security Number .

000-00-0000 (®) None () Unknown 999-95-9990 (O None @) Unknown
If the “None” radio button is selected the Social If the “Unknown” radio button is selected the
Security Number field will be automatically filled Social Security Number field will be automatically
with 000-00-0000. filled with 999-99-9999.

Make a selection from the Number of this marriage dropdown list. If this is Party B’s first
marriage select “1” from the dropdown. This field cannot be blank.

Select from the Previous marriage ended by dropdown if Previous marriage ended by
death, divorce, or annulment. If Party B has not been previously married, leave this field
blank.

Enter the Date last marriage ended (or date of death). If Party B has not been previously
married, leave this field blank.

In the Location field, enter the city and state of death if Previous marriage ended by
death. Or, if Previous marriage ended by divorce or annulment, enter the name of court,
city, and state.

Enter Former Spouse Name, if applicable.

Select “Yes” or “No” from the Domestic Partnership dropdown. If ‘yes’, must be a Maine
Domestic Partnership.
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1.

Click the Validate Page button to check this page for errors, the Next button to proceed to
the Local Official page, the Clear button to clear all entries, the Save button to save
changes without leaving this page, or the Return button to return to the Search Results
Page.

Exercise 5.10 — Local Official Page
Skill Learned: How to complete the Local Official page.

Wekome Batkc Tramenccs?
Help

Main Forms

Table Maintenance

Maine Department of HeY d Human Services

v Faty A
v Palty A Paents
o Party A Qe Infarmaton

308851 :Larry L Lion, y, Tiger Aug-18-2016

The Local Official Office will automatically
system-fill with the login office.

Date Lense issuad |

v Party A Altrituies License Expration Cate
vPaty D

« Party 6 Parants Inténticns Fied Date

» Party B Other Indormiaton

v Barty B Aytoutes Issuing Oficsal

- ettt ’ Local Officix Office

: ::rq pivs 158y OMcial
Lo .
" Assign Stanss First Middie Last —
Astachmonrss
Srint Formm Tite
Commants v
Comaspondenco o

Evert and izsuance History
« e Thin Recoett
Vavdats Regstraton

Party A Date Sgned  Party 8 Date Signed
— Kanad

Enter the Intentions Filed Date or use the Calendar icon to launch the Calendar
control.
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< The Date License Issued is system-filled after the
Date License Issued 7 waiver suomitted [] | license has been issued.

License Expiration Date |NOV-17-2016 | [F]

Intentions Filed Date | Aug-19-2016 | [iR]

Issuing Official

Local Official Office The License Expiration Date is automatically
City of Augusta system-filled with the Intentions Filed Date + 90
Issuing Official days.
est, Cecile) -
First Middle Last Suffix
Cecile Test
Title
Municipal Clerk [ |

Party A Date Signed Party B Date Signed
Aug-19-2016 | (IR [Aug-19-2016 | [T

vttt v [ o] o J

The License Expiration Date shall be system-filled with the (Intentions Filed Date + 90
days).

The Date License Issued will be system-filled after the license is issued. (This does not
apply to a STATE user creating a paper record.)

Date License |ssued F

Select the Waiver Submitted checkbox, if a certified copy of a waiver has been obtained for
the required 21-day waiting period for Maine divorces. If the Waiver Submitted checkbox is
not checked, and the 21-day waiting period has not been met, DAVE™ will fire an edit rule
at the time the License is being issued. (DAVE™ calculates if the System Date — Date
Marriage Ended (in Divorce) is <22 days and Party A or Party B are Maine residents.)

Enter the date Party A and Party B signed the intentions in the Party A Date Signed and
Party B Date Signed fields.

The Local Official Office is system-filled with the office selected at login.
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Welkome back: Tranmees1
Help

Table Maintenance

308951 :Larry L. Lion, 1My _Tiger Aug-18-2016

v Paty A
w Party A Pacants . —
v Party A Othe informanon Date License issued ||

The Local Official Office will automatically
system-fill with the login office.

v Py A Alsitules Lcense Exprraton Date
vFaty B

v Farty B Farents Intentons Fied Date

w Party B Other inSotmaton

v Party B Altrites isauing OfMcial

~ : Local Offca Office

% Oficiant
Fang Oftcal Issuing Ofmcial
% Fing O

@

Assign Stanus First \doe Last
ARachments

7. Select the Issuing Official from the dropdown list. The list has been filtered to include only
those users in the office selected at login. Begin typing the last name. Enter “Tes”. Notice
that as you type, the list is filtered to include only those users that contain the letters “Tes” in
the last name.

Issuing Official
tes -

Last Suffix
Cetile Test

T Found 1 maiches

[M]

8.  Select the name of the Issuing Official. Once selected, the name and title information is
system-filled and disabled.

Issuing Official
Test, Cecile -

First Middle Last Suffix
Cecile Test

Title

Municipal Clerk |

Note: If the incorrect Issuing Official name was selected from the dropdown, and the
Validate Page button has already been selected, highlight the name and select the
delete button from your keyboard. This will clear both the name and title fields. The
dropdown list will then expand again with the names of users to select.
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Issuing Cfficial

<

Cecile Test

Highlight the name and depress “delete” if the wrong Issuing Official
was selected. This will clear the name and title fields and expand the
dropdown list.

T Found 1 matches
Municipal Clerk| |

9. Click the Validate Page button to check this page for errors. If no rules fail, the license

information is now complete.

Once the license information is completed and errors, if any, are corrected the Status Bar
will show License Valid. Or, if there are any soft edit errors that were overridden, the Status
Bar will indicate License Valid with Exceptions.

After the License information is either License Valid, or License Valid with Exception, the
Approve License link will appear in the Marriage Registration Menu in the License section

as shown below.

City of Augusta

Main Qrdes Processing Lifg Events Queves

MaINe pepariment of Health and Human suvio{ Status Bar

Prafemeda Tite
Groom |

Curremt Name
First

Lan

First

Lamy
Assion Status Binhploce
BaC emants -
o e '_' Binrgiace State
#rt Fomms
A
Comments ﬁ Mane
PITERDONURNC R
Evert ardl Issuanco Hstory Cane of Betn
v fasue This Recon May-10-1985 | [BF

Vaidats Regstiaton

Name Priar 10 Flest Mart

Wekome back Trammecs ! |
Reporns Forms Table Maintenance pelp
The “Approve License” link will only appear after the
status License Valid, or License Valid with Exception,
appears in the Status Bar.
Middie Other Micde Last Su
8 Lo
Bithplace Country
United States
Aga S
ﬂ 3N Male v

Exercise 5.11 — Affirm/Unaffirm License

Skill Learned: How to complete the Affirmations page. An affirmation is used to record the
fact that the user is affirming that the license information provided is now complete and the

couple can legally be married.

1. Upon completion and successful validation of all license pages the status bar will show
License Valid or License Valid with Exceptions. A License Approval Required Work Queue
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shall be assigned to the case, and an Approve License link will be displayed in the
Registration Menu.

2.  Select the Approve License menu link in the Marriage Registration Menu to open the
affirmation page.

v Party A Pamants
v Paty A Othee Infonmason

ger Aug-18-2016

Until the license is affirmed, the status
remains at ‘Not Issued’. Once the license is
affirmed, the status will change from ‘Not

Prefemrad Tite
Groom w
v Paity A Alnlbutes )

vPaty8 Curront Nama

a8 over = Mdde Issued’ to ‘Ready to Issue’.
v Party 8 Other Intormeson s 5
v Party B Altrioutes Lamy L

Select the “Approve License”
 Fiing Oy link to affirm the license. Last Suh
uon
Assign Status Ginhplace
e Bthplace State BN e COEy
Tt Mana Uniteq States
Lortegponience
Evertt and msuance Hisfory Date of &M Age Sex
vis 5 Recor May-10-1885 |[BR () 31 Male | v

Vaitate REGSIaNon =

3. To approve the License, place a checkmark in the Affirm the following checkbox and click
the Affirm button.

Affirm the following:

rm that | have reviewed the information provided and that this couple is legally entitled to be married.

L] o e

4.  The record will be officially approved and an Authentication Successful message will be
displayed as shown below. Note that the status is now /License Valid/Marriage
Invalid/Ready To Issue/Not Approved/Not Registered/Marriage Pending. The Approve
License menu link has a checkmark indicator to show that the License has been affirmed.
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Marnage Registraton Menis 308951 :Lamry L Llo@ Aug-18-2016

o Paty A
v Party A Farems

« Paty A Omnar Inkonmabion | Authenticabon successiul l
« Fany A Attnoutes

wPay B

v Paty B Pareens

v Parly 8 Other Information
v Faty B Athibutes

| ocs Ofieis : B :
0“ : - Once the License is affirmed, a checkmark
: 0 indicator will appear near the “Approve License”
X Cfciant . . .
« Fiang OMeat link. The Status bar will display “Ready to
Ofes | i Issue”.
Assign Stalus
AR imatits
Print Forms

JOTRGDANASOC A

Unaffirm the License — There may be occasions that once the clerk has already affirmed the
license, that there is a need to go back into the License registration pages and make
corrections. To “unaffirm” the license, click on the Approve License link again, and select
the Unaffirm button.

Note: Once the License has been issued the ‘Approve License” link is no longer
available so the License cannot be ‘unaffirmed’.

» 308951 :Larry L. Lionp=kiagl. Tiger Aug-23-2016
{License ValidMarriage Inval ot Approved/Mot Registered/Marriage Pending

City of Augusta Wistcome back Trainmees! ki
Main  Qrder Processing BRE JSUTUUEN Queues  Reports Forms Tabie Maintenance  Help

Maine Department of Health and Human Services

308951 :Larry L. Lion, Tina T. Tiger Aug-18-2016

v D.IY’:‘f A

v Party A Parents
v Pany A Other Infoemanon This registration is curmently affirmed,

v Party A Aftrouies

v Party 8
v Pty B Parenty

v Party B Other Informanon
v Paity B Altroutes

— To unaffirm the License, click on the
_— ; “Approve License” link to return to the
% Ol Affirmations page, and select
e “Unaffirm”. This step is only available
Assign Stats if the License has not yet been issued.
Attachments
Pt Forms

LTesponoence
Eventt tesuanceE Hstnly
« Issie Ths Record
Vauzate Reogistrabaon
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6.

8.

A popup will then appear, as shown below, asking to select OK or Cancel the request to
unaffirm the license.

Lion, Tina T. Tiger Aug-18-2016

= =1 )

v Faty A

v Party A Paranty

w Party A Dther Informaton This registrathon is culrently affirmed
v Barty A Altritiulng

v Farty B Parents

w Party B Other Infoemstion

w Party B Alrates

o Local OMcial Mezzage from webpage g
v AppTove [

= OMicia o Are you sure you wish to Unaffirmed thes registrstion?

X Flng OMcal
; ——

#int Forrm

Commmnts

Correspondence

Event and Jssuasce sishocy
« #5us This Record

Valgate Registraton

If OK is selected, the “Ready to Issue” status is removed from the Status Bar, the Approve
License link is removed from the Registration Menu, and the Intentions Filed Date on the
Local Official page is also removed. A message will appear “This registration has been
Unaffirmed” as shown below.

This registration has been Unaffirmed.

Make the corrections in the license registration pages as needed. And, because the
License was unaffirmed, the Intentions Filed Date on the Local Official page will need
to be re-entered.
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9.

Martiage Registration Many 308951 :Liffy L Lion, Tina T. T]QQ[ AUQ-1 8-2016
Llosns <

v Pary A Local Officiat
v Party A Parenis 2o =
« Party A Other Information Date Lkense ssuea || = Waver suomtted [
v Party A Alvtxdes License Expration Date | Now-17-2018
whay g
v Farty B Facstis
w Party € Othar informaton
w Party 8 Alssxdes
XLocsl OSce Local Ofcal Office
: Offcian lssuing Official
T»Bl. Ceclo f -
Assign Stats ‘f'n Mode Last
Attachments Cecre | | [Teat
Print Forme Titie
Comments Muncipal ‘._‘ml_v_]
Comespondente -
[ “m 2 Party A Date Signec Farty & Oate Signed
e X [Aug132006 B 192018 | [
Vatidate Regisiranon Aug- ' Aug-

fLiCEnse Iny RIMAITE0S Iy Eid/NOt ESusdNGT ADDHOVENGE RagisteraqiLicenss Pandng/Marmage Panting

Sufx

T ) 0 0 O

Validation Results.

Emor Message

MG3326 Intentions Fike Date cannot b Null
Ploaso varify the Intentions File Date

=
Popup

Oveeride Goto Fislg

Once all corrections are made and the Intentions Filed Date is re-entered, click on the
Validate Page button.

Marmage Hegestration Menu

Liense
v Party A
« Party A Paresty
w Party A Othat information
v Party A Afinbutes
wPaly B

308851 :Lamry L. Lion, Tina T. Tiger Aug-18-2016

fcense VEsdMManage Invald/Not BssoadNot Approves/Not RegisiemdViamags FenorgLense Approva Requrad

Local Officlal

[ waver Suomitted []
License Expiration Oate | Nov-17-2016 | [

Inteeitons Filed Date | Aug-19-2015 | [

Date Licenss Issued

Loca Officiy Office.

‘.'x'r_ of Augusta
tasuing Officia

Test. Cecite -
Frst Middie Last
Cetie Teul
Title

Murcipal Clare! v |

Party A Dato Signod Party B Date Signec
Ag-192016 [ A-192016 |

Vo o) oo s e

10. The Approve License link will appear again. Click on the Approve License link to go to
the Affirmations Page and affirm the license again. The “Ready to Issue” status will re-
appear in the Status bar.
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Exercise 5.12 — Issuing the Marriage License
Skill Learned: How to complete an order for a marriage license and print the license.

1. Fromthe Marriage Registration Menu, select Issue This Record.

Chry of Augusta welcomi back Trammecs !

Main  Order Processing BE STV Queses Reports Forms  Table Maintenance  Help

MaAINE pepartment of Health and Human Services

iy VaROMNTIBgE EwaidReady T

Martiage Registration Menu 308951 :Larry L. Lion, Tina T. Tiger Aug-18-2016

SRUEMNOL ADDroveINot Aegsipsattamiage Fending

it
v Party A
w Paity A Parenty ) -
v Party A Offes Informatan S Ll Snc o= Waiver Suomitted
v Party A Altrioutes License Expiration Date | Nov-17-2018 | B%
vPay B e
v Party B Farnty Intentions Filed Date Aug- 192016 | s
w Party & Otrer Information
w Party S Altrioutes Issuing Oficial
¥ |.ocal fcia Local Officlal OMca
v Aporiva Lense Sty of Augusta
X Officiant B
x Fling Offcis . . -
BEIET e s St
Asugn Staus Cacie Tost
Altachmants Title
Print Forms Mumcos Osn (v
Comments =
SOTMPIKINGY Party A Date Signed Party B Date Sgned

C mﬁmgw' Aug- 103018 | (R [Aug-19.2016 | [
Vatia page [ wext | e save§ et

2. The Marriage Fast Order Page is displayed as shown below. The Applicant information is
system-filled with “Applicant On File”.

3. Inthis example, enter the Party’s Name and Address for Applicant Name and Applicant
Address.
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20151100018 :Applicant On File
fKeyedincomplete

Marriage Fast Order

Applicant:» @ Person (O Organization 1D Type: | [v] other| ] [] Expedite Order
Name

Prefix ~ »First Widdle » Last Suffix

( | [Applicant | [on | [File J [ ]

Applicant Address

Pre Street Post
Street Number Directional Strest Mame Designator Directional Apartment Number
[ J| |
City or Town State Country Zip Code

a | I

I |

Shipping Information
Shipping Name

Prefix  First Middle Last Suffix
L J J JL |
Shipping Address
Pre Street Post
Street Number Directional Strest Mame Designator Directional Apartment Number
[ J |
City or Town State Country Zip Code
| /| | | United States I l

[ Contact Information

Eligibility

Applicant Relationship:» [Olher, specify ] Other Specify: | See paper application

Event Search [

File Number: Year [ Number: [ :]

Party A First [+ Middle: [+ Last ]
Party B First [+ Middle: [+ Last ]
Date of Mamriage  Stat [ [Nov-20-2015 End: O W

Place of Event City: [ [:] Place of Event County [ [:]
MNumber of rows to be retumed: m

Select Date of Event SFN Registrant Name Place of Event
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4.  Select the Applicant Relationship: Registrant/Self

Eligibility

Applicant Relationship:» | Registrant/Self v

5. Select the Source, Priority and Delivery from the dropdown lists.

Service

Source | Walk in[v]|  Prioritys| REGULAR ||| Delivery | [SEE)| v ||

The delivery type for ‘License’
must always be’ Counter’ as the
License must be given in person to
obtain a signature. If, instead
‘mail’ is selected, the error shown
below will popup.

Service

Source» Priority» | REGULAR IDelivefyr !

» Service » Qual Other specify

[IMarriage Certified Copy (I [~ [ ]
[]Marriage Certified Copy Veteran ] [ ] ( J

[IMarriage Insufficient

o

flé Please select a valid combination for the offering "Marriage License”.
[CImarriage Non-Certifie

[CIMiscellaneous Fees

Calcutate Fees

W] Marriage License

l OK | yl

6. Select the Marriage License checkbox. Enter Quantity = 1 and select a Request
Reason.
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7.

8.

9.

Service

Sourcer| Walkin[~ | Priority»| REGULAR || Delivery* | Counter|v |
r Service » Quuantity » Request Reason Other specify

[Imarriage Certified Copy
[IMarriage Certified Copy Veteran
[]Marriage Insufficient Funds [+]
[W]Marriage License 1
[[Inarriage License Reissue
[ImMarriage Mon-Certified Copy
[[IMiscelianecus Fees
Select the Calculate Fees Button.

Service

Source |[[ETMM ~| Prioritys | REGULAR |~ || Deliverys | Counter| |

» Service » Quantity » Request Reason Other specify

[IMarriage Certified Copy
[C1Marriage Certified Copy Veteran

[]Marriage Insufficient Funds

[<] [] [<] [<]

W] Marriage License 1 Legal Purposes

[IMarriage License Reissue B L.
Note: If for any reason once the License is issued,

[IMarriage Non-Certified Copy and another License issuance is required, select the
[]Miscellaneous Fees “Marriage License Reissue” link.

Calculate Fees

Select the checkbox next to the customer’s type of payment. Select Cash. Notice that the
amount is system-filled.

Payments
@ subTotal: $40.00
Payment »|40.00 Total: = £40.00
Paid: £0.00
[Jcheck Balance: =340.00
[ IRefund Change Due:  50.00

Select the Save & Validate Button.
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Event Requested
Event Variage Tip: Clicking the “Yes” under the  Jeceipt Maiing Envelope Mziling
Type: Match column will return you to Label
Relation:  Other, the case
specify '
Status: JLiCense Valich a2 ———————————————— diMarriage Pending
Comments:
Matched Events Services
: Ti Mumber of  Date of Last
Registrant  Match lssuances lssuance Service Name Quantity  Priority Delivery  Fee
tgﬂrr'f L Yes 0 Marriage License 1 REGULAR  Counter $40.008 Issue
ion

Next Order j§ Copy to New @l Take me to Regular Order m Issuance History Clea I Save & Validate | Return

10. If no rules fail, the Issue link will be enabled. Select the Issue link as shown above.

Note: If any edit rules fire, return to the record to make the necessary corrections. The
License will need to be “unaffirmed” prior to making corrections as described above. The
Intentions Filed Date will need to be re-keyed, and the license will then need to be re-
affirmed. Then, select the “Issue this Record” link to return to the order page.

11. The Issuance Page will display. Select the checkbox at the beginning of the row, or if
there is more than one row, click on the All column header and DAVE™ will automatically
place a checkmark in all the rows. Select the Print Issuance link.

Issuance
Applicant . Date I ; ) Security Paper -
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
[} Applicant On  Marriage 081972016 REGULAR Counter Larry L. :
File License Lion =
Total records : 1
Aotions Numbering
Void AutoNumber Ascending
Complete AutoMumber Descending
Delete _—
Beginning Mumber
e

12. Select “Open” from the popup dialog box.
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a lssumnce
|
Applicant Date Secunty Paper "
Name Sorvice Recebved Proeity Detivery Registrand  SFN Number Date Printed
1 Appicant On  Marmoge 0880018 REGULAR Coorher Larry L e
L 2016 | e
Fils Licanss Uion Aug-22-2016 @
Totat records ; 1
Actons Numbenng l
Print ldsuance Vg Autolumoer Ascanding gl
Complete AutoNumDer Dascendng
Delete s
Bapgnning Numbes
Do you want te open of save Ivsancespd! (0.1 KB) from gatewaytest.state. me.us’ Open Save ~ Cancel

13. The browser’s print control will display. The control will vary based on the browser software
and version you are using. Open the license document and a PDF will be rendered to the

page.

State of Maine
Department of Health and Human Services
Marriage License

Case ID- 308951
1. Preferved Title [ Bade X Groom ] spouse  ichack ang)

2. Cwrrent Full Name (First. Middle. Last, Suffto)

<) LanvL.Lion
g' 3. Date of Buth (mmddayy) 4. Age 5. Sex [] Female Male 6. Number of thes Marmage
=|__05/10/1985 31 2
7 Reuidence Address Qv Towwy 8. County 9. State 10. Cosmtry
Aungusta Kemnebeco ME United States
11 Preferred Title BE Brade [0 Grooem [ Spostse  fchock one)

12. Cunyent Foll Nasue (Firsz, Middle, Lz Siffix)

=) TinaT. Tiger
gl 13 Date of Barth }iiu‘n/'&d.‘\j\ﬁi‘l' T Age 15 Sex timale O Male 16. Number of fhus Mamage
= |___05/222000 16 2

17. Readence Addvess (CinsTowny) 18, Covmty 19.State | 20. Country

Augusta Kennebec ME United Srates

License to Many Thus Section to be Congpleted by lssumyg Officzal
= | Cetification Affirmation of Issumg License:
o2 | Taffinm that I have reviewed the nformation provided and tis conple 55 legally ennitled 1o be masried
z 21 Date Intentions Fuled /e ddyyn) 22 Date License Expoes fmmddimny) 23, Date Lacense Issuad mmwiddAniy)
S 08/19/2016 11/20/2016 08/22:2016

14. Select the printer icon in the upper left corner to print the license.
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15. Next, select the checkbox at the beginning of the row and then select the Complete link.

Issuance
Applicant - Date - : - Security Paper .
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
Applicant On ~ Marriage 08192016 REGULAR Counter Larry L S
File License Lion / Aug-22-2016
e records : 1
Note how the date license
Actions Numbering was printed is system-filled.
Print Issuance oid AutoMumber Ascending
Complete AutoNumber Descending
Delete _—
Beginning Number
soe

16. Clicking the Complete link will return you to the order Summary page. All orders should
reach the Completed status as shown below.

Welcome back: Tranmecs?

Mazn Qrder Processing Life Events Queves Reports Forms Toble Maintanance Help
Maine Department of Health and Human Serviggs
Order Processing Mewu 20160800237 The status bar will indicate the order is completed. 2

All orders, unless voided, should reach this status.

APl I at On Flle

Apgacant
Mateh Events

Servces
Payments

Validats Orgar
Prird Foema
AlLscrmeants
Swilch Uses

Soarce: Mall
Received Date: AUG-19-2016

Applicaat Information

ProCheck / ProlD Status:
Fee Effective Date: AUG-12-2016

Payment intormation

Mot o Tyoe anoust | Clicking the

Tess: - an 0 . . .

Attentian: ’.%,a.a g; | ‘Receipt” link will

Phone: - IR i H

o Bua: 54 print out a receipt.
Balance: $0.00

Event Reguesied

Event Type:  Mamage Comespondencs.  Work Orger -\mer. Maling Ervelope  Maling Label
Relation: Other, specdy - See paper apgication
Status: ficense VahtMarnage invalcissuedNat ApprovedNat Regitereciitamage Pendng
Commants
Matched Events Services
Tosal . ~

Registrant Match Numdero! Dae of Last lssuanie Service Name Quantity  Prionty Delivery Fee

fssuances Marage Lcense ) RECGULAR  Coumter $40.00 Issue

LAyl

Yes 1 Au-22-2018 B5.08 AM

) et e () oy

After the License has been issued, the Date License Issued is automatically system-filled by
DAVE™ on the Local Official registration page as shown below.

Page 74 of 180



Date License |ssued Aug-22-2016 Waiver Submitted

—
License Expiration Date | Nov-20-2016

Intentions Filed Date Aug-19-2016

Issuing Official

Local Official Office
City of Augusta

Issuing Official
Test, Cecile -

First Middie Last Suffix
Cecile Test

Title

Municipal Clerk

Party A Date Signed Party B Date Signed
Aug-19-2016 Aug-19-2016

v v J o o s

Note that once the License has been issued, the Status Bar has changed from “Ready to
Issue” to “Issued”.

b 308951 :LarryL.Lio pa T. Tiger Aug-23-2016
fLicense ValidMarriage Invali ot Approved/Mot Registeredfiamiage Pending

Exercise 5.13 — Marriage — Officiant and Filing Official

Skill Learned: How to enter the marriage information after it is returned from the Officiant. In
order to enter the marriage information, you can locate the case using the search feature or by
using the work queues. In this exercise we will use the Search feature.

1. Fromthe Home Page select Life Events -> Marriage -> Search.

Logout

City of Augusta ‘Welcome back: Trainmcesi

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

Maine Departme| ' Fnd Human Services
Death 3

Start/Edit New Case

i i gnTs
’)_;j Messages ’)_;j Current Activities ’)_;j Marriage Search ’)_;j Issignamnacsyoueue ’)aj Elélw%%esestarthmt ); ST:Sgrgﬁmmt??

2.  From the Person/Organization dropdown list, select Party A and enter Last Name.
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Search by ldentifier:

Ertar 005 of thess items

Fie Numbes Year
Numbes
Case la
OFte o Mamage St
Eng
Fie Date
Flace of Marriage Lecation Type |
Flace of Mamage
Place of ssuarce Type ~|

Place of msuarce

MM 1scords 10 clsmay 200

0 B

OoR

Search by Registrant or Data Provider:

Ender ona or mote personsdrganizahons. Last name 15 requred
First Search Persmn\)lumliluon

Person/Organization Party A ~ |

Firat

Maodie

o vl

S8N

Date of Brth Start =
=

Eoso

Case ld SFN Party A Name 3§

-

Select the Party A Name link.

Click the Search button to execute the search and retrieve matching records.

Date of Marriaga Place of Mamage
Aug-21-20M6

5.  The Party A page will display.

Officiant Page

1.  Select the Officiant link from the Marriage Registration Menu.
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Martiage Registration Menu 308951 :Lamry L. Llon, Tina T. Tiger Aug-23-2018

_fLkensa ValaMamage invaldissuediia Anprored/it Reguiereciamage Pending
Party A

Praterred Title

Current Name
Frst Midcie Other Middie
[Lamy | &

Copy Current Name

Nama Prior to Flrst lhm-ol
First roce omw Migde Last Suffie
{Lary |3 Lion

Birthplace o
| Mare | Levind) Sites

Date of Bt Age  Sex
[way-10-1865 | (@R 1) (31 vae [V

Vahaate Page m m m Retam

2.  The Officiant page will display.

Officiant
Date of Marriage » | Aug-23-2016 |[[] Ceremony Type | Civil [~]

Place of Marriage
City or Town County State

| J1 | J

Officiant Name
First Middle Last Suffix
[ J I J | l
Title Other Specify
[ [
Officiant Address
Pre Straat Post Apt#,
Street Mumber Directional Street Name, Rural Route, etc. Designator Directional Suite # etc.
][ B J| [ |
City or Town County State Country Zip Code
| || | || United States | |
Phone Number [__-_ Ext_ ]
Witness Name
Firzt Middle Last Suffix
[ J I I l
Witness Name
First Middle Last Suffix
[ J I I J
Oificiant Email
I |
Date of Commiszion / Expiration
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3.

'ﬁ‘ The date of marriage on the officiant page is system-filled by DAVE™

On the Officiant page, note that the Date of Marriage is system-filled with the ‘required’ date
entered when the case was originally started. If the date of marriage has changed, enter the
correct date.

Date of Marriage » | Aug-23-2016 ':' Ceremony Type ﬂ

Place of Marriage \
—— i

City or Town

using the same date entered on the Start/Edit New Case page. If the
date has since changed, enter the correct date.

Party A Firse Nnmc/ Party A Last Namo v Dty

Party B First Namae: ¢+ Francew Party 8 Last Name: v Franks

Dote of Marriage ' [Aug2z200¢| | B

of Mamage County of iMamage

The Date of Marriage is a required field when
startedit & new case m m

Important: If the date of marriage has changed since the start of the record, and as a

result the change affects the age of one or both parties, an edit rule(s) will fire
indicating which party’s age needs to be corrected.

e e

Error Message Override Goto Field Popup
MG0047: Party A's age is inconsistent with Date of Marriage calculated age.

Flease verify Pariy's Age.

Select the Ceremony Type from the dropdown list.

Enter the Place of Marriage City or Town and County of marriage or use the Place Lookup

ﬁ\. The state defaults to Maine.

Enter the Officiant Name and select a Title from the dropdown list. If the Title is not listed
in dropdown, select the Other Civil or Other Religious from the Title dropdown and specify
the Title in the Other Specify textbox as shown below. Be as specific as possible. For
example, ‘priest’ instead of ‘cleric’.
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7.

Title Other Specify
Other Civil ﬂ Specify title here

Enter the Officiant Address. If the street address has a Pre-Directional indicator, i.e. East
Eastern St. West, then indicate that by selecting “E” from the Pre-Directional dropdown list.
Do NOT type the Pre-Directional indicator in the Street Name text box.

Officiant Address

Street
irectionalf Street Mame, Rural Route, eic. Designator
Drive
State Country
haine United States

If the street address has a Post-Directional indicator, i.e. East Eastern St. SW, then
indicate that by selecting “SW” from the Post-Directional dropdown list. Do NOT type the
Post-Directional indicator in the Street Name text box.

Enter the City or Town, County, State, and Zip Code for the Officiant or use the Place
Lookup ﬁ. The Country is system-filled with United States.

10. Enter the Officiant’s Phone Number.

11. Complete the two Witness Names. Enter the First, Middle, and Last name for each

witness. Suffix is used to record generational suffixes such as Jr., lll, etc.

12. Enter the Officiant's Email address.

13. Enter the Officiant’s Date of Commission / Expiration Date.

14. Click the Validate Page button to check this page for errors.

Filing Official

1.

Select the Filing Official link from the Marriage Registration Menu.

Martiage Registranon Meny 308951 :Larry L. Lion, Tina T. Tiger Aug-23-201%
v Party
v Paty AFas
v Party A Othet irlannato Fling Offcial
v Paty A Aftnt M4
v Pty B First Miade Last Sutix
v Pty B Pares
Farty B Omher it )
« Farty B Omne o Tite
a1y B Atribut
ocal Off e
e Loca! Fiie Date =
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2.  Select the Filing Official from the Filing Official dropdown.

=

Filimg Official
3.  The Filing Official name and title will be system-filled.

Filing Official

Clerk, Augusta -

First Middle Last Suffix
Augusta Clerk

Title

Municipal Clerk [ |

Local File Date (iR

T ) G G

4. Enter the Local File Date or use the Calendar icon to launch the Calendar control. The
Local File Date is the date the municipal office accepted the Officiant’s marriage certificate
for filing.

5.  Click the Validate Page button to check this page for errors.

Once the Officiant and Filing Official pages are complete the Status Bar will change from
Marriage Invalid to Marriage Valid or Marriage Valid with Exceptions. A Filing Approval Required
Work Queue status shall be assigned to the case, and the Approve Filing link shall be displayed
in the Registration Menu.

308951 Lﬁ:ﬁﬂ Tina T. Tiger Aug-23-2016

v Party A
v Party A Farenty
Fiing Offcial

v Party A Othar information

o Famny A Altruees Clers. Augusta

PN = The ‘Approve Filing’ link will become visible when the status has
v Paty B Purents gust reached Marriage Valid or Marriage Valid with Exceptions. And, the

Party B Other infornmstiaon

v Party B AtTocos D license must have been issued.

v Loty Oficis

grlats Aug-23-2016 |5
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Exercise 5.14 — Approve for Filing

Skill Learned: How to complete the Affirmations page. An affirmation is used to record the
fact that the marriage information is complete and the marriage certificate can be approved for
filing.

1.  Upon completion and successful validation of all Marriage pages, a new Approve Filing
page will be made available to the municipal clerk. Select the Approve Filing menu link to
open the Affirmations page.

| Note: The ‘Approve Filing’ link will not be visible until the License has been issued.

Note the status bar indicates ‘Not Approved’ m m m
because the filing has not yet been affirmed. Once =i
the filing has been approved, the status will change
from ‘Not Approved’ to ‘Approved’.

Note: If the Filing Official name keyed into DAVE™ is someone who does not have filing
rights, the ‘Approve Filing’ link will not appear. In addition, if someone other than the
Filing Official is logged in, the Approve Filing link will not appear until the Filing Official
logs into DAVE™ to affirm the record.

2.  To Approve the Marriage Information, place a checkmark in the Affirm the following
checkbox and click the Affirm button.

Marriage Registration Meny 308851 Larry L Lion, Tina T, Tiger Aug-23-2016
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4,

The record will be approved for filing and an Authentication Successful message will be
displayed.

308851 -Larry L Lion, Ting I r Aug-23-2016

‘ I
v Famty A
v Parmy A Parents
v Faty A Ofree Informanon IAumenmalwn successlul,l
v Party A Altrtuins
v Pany & Note that the status has changed from ‘Not Approved’

v Party B Faesnn

to ‘Approve’ once the marriage information has been
affirmed. And, the record is ready to be registered.

If the user affirming the marriage information does not match the name shown on the Filing
Official page, and have filing privileges, the following popup will appear.

Affirm the following: \

[w]1 affirm that | have reviewed the information provided and that this cerfificate is acceptable for filing.

Verification failed. Invalid user.

[S—p——, -

If an error is discovered after affirming the record, and the certificate has not yet been
issued, click on the Approve Filing menu link, and select “Unaffirm”. Make the corrections,
and select the Approve Filing menu link to re-affirm the record again.

Marnage Registsabon Menu 299070 :David D. Durant, Cynthia C. Cyr May-10-2016

» Party A
» Party A Panenty
» Pty A Oty Informabion This rogestrahion s currestly affirmed.

y A Alrttunns
0 m m
Patanty

» Party GO Information
» Party B Armues

» Locs Officly

czTT |

Exercise 5.15 — Registering the Record

Skill Learned: How to register the record.

Note: Access to the Registration Approval link is based on user security privileges.
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Once the License has been issued, and the Marriage registration has been approved for filing, the
record will be assigned a ‘Registration Approval Required’ work queue, and the Registration
Approval link will display under the Other Links sub menu.

1.

2.

» 308964 :Andy A. Jones, Belinda B. Peters Janlidal

{License ‘%fahdfh‘larnage Valn:lflssued!ﬁ\pprwedmnt Registereq/Registration Approval Required

Marmage Registraton Menuy

_ License

Click on the Registration Approval link.

308964 :Andy A. Jones, Belinda B. Peters
Iwsied/Appr

Acenan ValciMarriage Valid!

Party A

Prefared Title
Groam [v |

Current Name

Fust Micdie
Ancly A

Name Prior to First Mamage

First Mddie
Ancly A
Buthplace
Birthplace State

Maine

Dage of Buth Age
Junga-1268 |ER ) (20

Approve Registration

License Information » |
Reject Reason
Marriage Information» |

Reject Reason

(¢}

<]

-01-2018
oved/Nut Rognisre@Hegaiation ApOeova ~1|'uuv'~q
Other Modie Last St
Junes
Other Middie Last St

Jones

Birthplace Country

Mals v

The Approve Registration page will appear.

) 0

Preview

Case Id: 302964

File Number:

Party A Name: Andy A. Jones

Party B Name: Belinda B. Peters
Place of Marriage: Augusta, Kennebec
Date Entered: SEP-01-2016

Status: /License Walid/Marriage Validflssued/Approved/MNot Registered/Registration Approval Required

Date Filed:
Party A Birthplace: Maine Party A Date of Birth: Jun-02-1988
Party B Birthplace: Mains Party B Date of Birth: Oct-10-1983

Date of Marriage: Sep-01-2016
Last Updated By: Cecile Test

Select from the License Information dropdown ‘Approve’.
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License Information »

Approve
Reject

Reject Reason

3.  Select from the Marriage Information dropdown ‘Approve’.

Approve
Reject

Marriage Information »

Reject Reason

4.  Click the Save button. A popup will appear stating “Successfully Saved”.

Information X

Successfully Saved

oK |

5.  The record is now registered. The ‘Registration Approval Required’ work queue is
removed from the status bar, and a new status ‘Registered’ is assigned.

308964 2016000032 :Andy A. Jongs _Belinda B. Peters Sep-01-2016
ILicense Valid/Marriage Valid/lssued/Approved

6. Dave™ assigns a State File Number to the record once it is registered.

- 303964'201 EUDD{JSEI:Andy A. Jones, Belinda B. Peters Sep-01-2016

fLicense . idflssued/Approved/Registered

Otnice a case is registered a State File WNumber (3FIV) is
Preferred Title assigned to the case.

Groom

7. Dave™ also assigns a File Date (date registered).

Record Source » | Electronic[v |

State File Number 000032 File Date Sep-01-2016

8.  Aninternal message is sent to all users affiliated with the municipal office.
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Internal Message..

Send Massage B Remove tom List

From Message Text Date Sent 8

Cacks Sprout Case 163064-Licanss Info AppeovedMarmags info Approved Andy A Jones, Balnds 8 Patirs oG 21sssPe [

9.  An external emalil is sent to the Issuing Official who affirmed the License.

DAVE-no-reply@smtp.state. me.us

Case 308964 -License Info Approved/Marriage Info Approved

Cecile Test

License Info Approved/Marriage Info Approved
Andy A. Jones, Belinda B. Peters

Exercise 5.16 — Issuing the Marriage Certificate
Skill Learned: How to issue the Marriage Certificate.

Once the record is ‘Registered’ the Marriage Certificate can be issued.

IMPORTANT: Before proceeding with issuing a Marriage Certificate (or any other document
requiring safety paper) check that safety paper has been added into the DAVE™ system. See
Section 11 on how to add Safety Paper in DAVE™.

1.  Select the Marriage Registration Menu> Issue this Record link.
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Marriage Registration Menu 299070 :David D. Durant, Cynthia C. Cyr May-10-2016

T fLicense Validfvarriage Valid/lssued/Approved/Mot Registered/Registration Approval Required
b Party A Affirmations
» Party A Parents
» Farty A Other Information Authentication successful.
» Party A Aftributes
» Party B

b Party B Parenis

p Party B Other Information
» Farty B Attributes
Marriage
» Local Official
» Officiant
» Approve Filing
Other Links

Asgsign Status
Attachments
Print Forms

The Marriage Fast Order page will display.

2.  The Applicant name will default to ‘Applicant on File’.
MName

Prefix ¥ First Middle  Last Suffix
| | | Applicant | [on | |File | |

3.  Complete the required fields: Source, Priority and Delivery.
4.  Select the service “Marriage Certified Copy”.
5.  Select the Quantity

6. Select the Reason
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Service
Sourcer| Mail  [v]| Prioritys| REGULAR |~ || Deliverys | MAIL [+

» Service » Quantity » Reguest Reason Other specify

| [LegalPuposes K| I |
I |
I |

W Marriage Certified Copy |

[Imarriage Certified Copy Veteran |

[Itarriage Insufficient Funds

[IMarriage License

["]Marriage License Reissue

[[Iwarriage Non-Certified Copy

<

[IMiscellanecus Fees

Calculate Fees |

7. Click the Calculate Fees button.

8.  Select the Payment type cash.
Payments

[ Cash SubTotal: $15.00
| Total: =3515.00
Paid: 0.00
[1Check Balance: = $15.00
[]Refund Change Due:  $0.00

Payment »|15.00

9. Click the Save & Validate button. The Issue link will become enabled if there are no errors.

Matched Events Services
Total - : - i
Registrant Match Number of Date of Last Issuance | Service Name Quantity  Priority Delivery ~ Fee
Issuances Marriage Certified Copy 1 REGULAR  MAIL $15.00
5“‘3’393 4 Yes 1 Sep-09-2016 02:05 PM

Next Order i Copy to New [l Take me to Regular Order m M Clear § Save & Validate | Return

10. Click the Issue link.
11. The Issuance Page will display. Select the checkbox at the beginning of the row, or if

there is more than one row, click on the All column header and DAVE™ will automatically
place a checkmark in all the rows. Select the Print Issuance link.
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Issuance

Al pPPICant soryice DA Priority  Delivery Registrant SFN Necurtty Paer  Date printed
Applicant Marriage 09092016 REGULAR MAIL James J 2016000034 C

Cn File Certified Day e

Copy
Total records : 1
Actigns Numbering
Void AutoNumber Ascending
Complete AutoMumber Descending

Delete

Beginning Number

12. Select “Open” from the popup dialog box to view the Marriage Certificate.

Do you want 10 open or save lsasances.pdf (150 KB from gatewaytest.state.meus’ Sve * Cancel

NOTE: Be sure safety paper is assigned in the system before printing the certificate. See
Section 11 on adding safety paper to the system.

13. Place the safety paper in the printer.

14. Select the printer icon in the upper left corner to print the certificate.

Department of Health and Human Services
Certificate of Marriage

State File Number 118- 2016-000034

1. Party A Current Full Name

James J Day

2 Name Prior to First Marmiage 3. Residence
James J Davy Augusta. ME

4. Date of Birth or Ape | 3. Sex . Birthplace 7. Wumber of this Mamiage
February 12, 1988 Male |Mame 1

B WName Father Parent 9. Birthplace Father Parent

Joseph J. Day Maine

15. Key in the safety paper number used into the Security Paper Number field as shown below.
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| Issuance

Applicant - Date - - ; Security Paper .
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
Eﬁ\pplicant Marriage 09092016 REGULAR MAIL James J 20160000348 ~50000000350 Sep-09-2016

On File Certified Day

Copy
Total records : 1

Actions Numbering
Print Issuance \oid AutoMumber Ascending

plete AutoNumber Descending

Delete Beginning Mumber

ED ED

16. Next, select the checkbox at the beginning of the row and then select the Complete link.
User is returned to the fast order screen.

The order status is now “/completed”.

|20150900005 :Applicant On File I
ICompleted

Section 6;: Amendments

Exercise 6.1 — Amendments
Amendments are corrections to a registered record.

Skill Learned: How to do amendments to marriage records.
1. Open the reqistered case that needs to be amended.

2. Inthe Marriage Registration Menu select from the Other Links sub-menu the
Amendments link. The Amendments Page will open.
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R. Richards, Brenda B. Brewer Sep-12-2016

AppravedRagisisres

Marnage Registration Menu 308976 2016000035 :Ra
m fcense Valkiarage Vaiissoe

Y

Party A Parants Preferred Title

Party A Other Infarmation Groom v
Party A Atribctos —
:'77:p Current Name
ary arents £
rp ot bl h".:- v:oae Other Modis urast Sute
Farty B Atnbutes i : i
e | EEIEETED
CAciart Name Prior to First Marmiage
First Mode Other Mcddie Last Suft
Ranay R Richae0s
ﬁ-thvuc-
Birthplace State Bitnplace Country
Mars || Uity Siates
Date of Brin Age Sex
Ma113288 [ () 39 Maie [V

s s (0 0 E

Notice when the Amendments link is selected the Marriage Registration Menu is removed
from the page, and the Amendment Page is displayed.

3.  Select the amendment Type from the dropdown.

m 308976 2016000035 Randy R. Richards, Brenda B. Brewer Sep-12-2016

Leenze ValdMamage ValidNssosd/ApprovediRegstersd

Amendmant Pags

Ve7 - Betor 90 Days Amendment Date

Year Amandment Numbar
Qroer Number Persona! Affaavt|
Amenoment Staus Mcrotim Number

Add Documentary Evidencs
[5] [o Jrem

4.  Add a description of the amendment in the Description field.
5.  Click the Save button.

Notice the Amendment Menu will expand as shown below and the Marriage
Registration Menu will appear.
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7.

Marmage Registration Mensy

Lxcenye

Pany A
Party A Parerts
Party A Ot Information
Party A Afintutes
Party 8

Falty B Parerns

Party B Ot Information
Party B Atttibutes
Local Ofcial

[¥]| Amenament Dase
Arnenament Numder
Des¢rotion
Wcrotim Numter

Axemse ValdMarmages ValkitsssedV ApprosedRegmiecsd
me ont Page

Type VE7 - Before 30 Days

Year 2018

Ovoer Number

B % Status Kayed

Sekect Ass Documentstion 10 800 decumentary evidencs 1o this amanament.

Aod Docurmentary Evidence

Page 1o Amend

J0B8976 2018000035 :Randy R. Richards, Brenda B. Brewer Sep-12-2016

Bep-12-2016 | (B8
21832
Fersonal Adawt

oo [

From the Page to Amend dropdown, as shown above, select the registration page that

needs to be corrected.

change the middle name on the record from “R.” to “Robert”.

308976 2016000035 :Randy R. Richards, Brenda B. Brewer Sep-12-2016
Yp———) facense ValkiMartiage Valdissued ADprovediRegsatarad
Proceasing Amendment Page
Wﬁmuh NEATTY Tyee VST - Beforo 0 Days fv] Amendment Date Sop 122016 | (R
Change Mstoey Year 2018 Amendment Number 21832
Amenoment AMmaton Order Number Dascrption Pursonal Affidave
g Amendment Siatus.  Kayed M rotim Number

Marmage Registrabon Menu

Lcanss

Pty A

Party A Farerts

Pary A Other Information
Party A Atvthutes
Party B8

Party B Pamres

Party 8 Gty Information
Party B Avibutes

Local Omcial

Ofciant
Fikng Oficial

denitifire

Select Aod Documentation % 300 GoTUMantary §vioence 1o Mis amanoment

Add Documentary Evidence

Page 10 Amend

Marmage Fling Official

In this example, select the Marriage Party A page in order to

o[

When the Party A page is selected from the Page to Amend dropdown, the Party A page
will appear as shown below.
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8.

9.

Amendment Page

[v] AmendmentDate  [Sep-12-2016 | (gl

Type | VST - Before 80 Days
Year 2016

Qrder Number |

Amendment Status Keyed

21332
| Personal Affidavit

Amendment Number
Description

Microfilm Number |

’ Select Add Documentation to add documentary evidence to this amendment.

Add Documentary Evidence

Page to Amend | Marriage Party A [~]]
I Party A I
Preferred Title
| Groom [~
Current Name
First Middle Other Middle Last Suffix
|Randy | [R. | | | |Richards | |
Name Prior to First Marriage
First Middie Other Middle Last Suffix
|Randy | [R. | | |Richards |
Birthplace
Birthplace State Birthplace Country
| Maine | | United States
Cate of Birth Age Sex
(Mar-11-1885 |[{8 (a) (31 | [Male [v]

Validate Page |§ Validate Amendment m

Click into the field that needs to be corrected. In this example, the Middle name field.

Type in the correct Middle name.
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Preferred Title
Groom

Current Name
First
Randy

Copy Current Name

Name Prior to First Marriage

First
Randy

Birthplace

Birthplace State
Maine

Date of Birth

Mar-11-1985 |8 [

Middie Other Middle
Robert
Middie Other Middle
Robert
Birthplace Country
United States
Age Sex
K

Last Suffix
Richards

Last Suffix
Richards

Validate Page | Validate Amendment m M

10. Click the Validate Page button after making the correction. The Validate Page button will
bring up any errors as a result of the change, if any, on the current registration page.

In the example above, clicking the Validate Page button did not bring up the Error Message
frame because no other fields were affected by this change.

11. The ltem in Error Grid will appear as shown below. The grid recaps the Item as it
Appears and the Item as it Should be.
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Page to Amend | Marriage Party A

Item In Error Item as it Appears Item as it Should be

Party A - Middle R. Robert
Party A - Middle R. Robert

Preferred Title
Groom

Current Mame

First Middle Other Middle Last Suffix
Randy Robert Richards

Copy Current Name

Mame Prior to First Marriage

First Middle Other Middle Last Suffix
Randy Robert Richards
Birthplace
Birthplace Siale Birthplace Country
Maine United States
Date of Birth Age Sex

Mar-11-1985 | [ (A [31 Male

Below is an example where the field Number of this Marriage was changed from 1 to 2.
Selecting the Validate Page button caused an error message to appear. The change made
resulted in another field (Previous Marriage Ended By) to be in error.
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12.

13.

14.

15.

Page to Amend | Marriage Party A Attributes

Item In Error Iltem as it Appears Item as it Should be
Party A - Middle R. Robert

Party A - Middle R. Robert

Party A Attributes - Number of this marrage 1 2

Social Security Number

222_77-8787 (") None () Unknown
Number of this marriage 2
Previous Marriage Ended By Date last marriage ended {or date of death) E

Error Message

MG0052: Previous Marriage Ended by cannot be left blank. Please enter Previous marriage ended by.

Validate Page J| Validate Amendment @ @

Fix any errors that may pop up.

If there are more changes required on the other registration pages, select the Page to
Amend dropdown again and select the page that needs to be amended. Make the
necessary changes. Then select the Validate Page button to check if there are any errors.
Or, select the Validate Amendment button to validate all pages that have been changed.
Once all changes have been made, select the Save button.

The status of this amendment is ‘Keyed’ as shown below.
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m 308978 2016000035 :Randy R. Richards, Brenda B. Brewer Sep-12-2016

uTage Regmiern

Processng Hiskwy

Supporting Information a - faona | .
Aftachmerss Type VET - Belare 20 Days v | Amengment Dale Sep-12-22018 i@
Crangn Hatoty Year 2016 Amendment Number 21832
Amendmnent Afirnaion Oraer Numoes Dascrpson Fersonal Amoan
Correspondence
l Amonament Status Kayed I Mcrofim Namber
Marnage Regiszation Menu
_ Select Add Documentabion fo acd dotumentary ewdence 1 #is amendment
Farty A Parents Add Doclmentasy Dvidence
Farty A Otner Infoematon
Farty A Al utes Page to Amend vl
Paryy 8
Pty B Pacents Iteen In Etror lesn s 4 Appears Hem as it Should be Edit Delete
Farty B Other Infarmation
Farty & Atytutny Party A - Middis R Raben Edit Dette
Locai Ofclal Party A - Maidie R Roben Eot Delate
BT Ve
"-."" . A ALl =
Officiand

el ) o

3

Users can search which amendments have been keyed (but not yet approved) by going to the
Home page>Queues>Amendment Work Queues. From the Queue dropdown select “Keyed”.
The page will open and list all the amendments that have been keyed, but not yet affrmed. Once
the amendments have been affirmed, the amendment will drop out of the Keyed queue and into
a Pending queue. After the amendment has been approved by the VitalRecords office, it will no
longer show in the queue.

City of Augusia

Main Order Processing Life Events Queues Reports Forms Table Mair

Maine Department of Health an coistration Work Queues

Registration Work Queue Summary

|
Order Work Queues |
Keyed g Order Work Queue Summary ]
Display 200 |rows per page. = Issuance Queues -

Issuance Queue Summary
Amendment Work Queues

Amendment Work Queue Summary

From the Amendment Menu, select the Amendment Affirmation link to affirm the changes
made on the record.
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Randy R. Richards, Brenda B. Brewer Sep-12.2016

i 1}

Proceasing Hestary g g

Sanportng frdomason X
AnacPenants Type VST - Beloon 00 Darys hd | Amenamant Done oep 12:2016

Yaat 2015 Amenagment Number 21832

Ordar Number - -
AmRndment St Perdrg < Once the amendment is affirmed,

the Amendment Status.changes
s . Selact Ak Ovx in 200 i yevsesce ) from ‘Keyed’ to ‘Pending’.

b;‘t A
Party A Farcets Add Documentary Evidence

Party A Othar infarmaton

Party A Attributes Page to Amend vl

Fay B

Party 8 Bareets tteen In Ervor ftom as it Appears ftom as it Shousd be Edit Delate
Party 8 Omar infamaden

Farty B Attributes Party A - Mode R Rooo Egt Dolte
Lot OfMcal Pany A - Mode R Robart B0l Dekdss

The affirmation page will open. Place a checkmark in the affirmation checkbox, and select
Affirm.

Affirm the following:
@M priify that this change is being requested due to data entry error. (Note: all other types of errors require
B2l documentation and cannot be submitted electronically.)
s

A checkmark will appear near the Amendment Affirmation link indicating the amendment has
been affirmed.

Once an amendment has been affirmed, the amendment status will change from Keyed to
Pending as shown above.

Amendments Menu .

Amendment
Processing History
Supporting Information
Attachments
nge History
ndment Affirmation
rrespondence

To unaffirm an amendment,_ prior to approval, click on the Amendment Affirmation link and click
the Unaffirm Amendment button. If the amendment has already been approved by the Vital
Records office, the Unaffirm Amendment button will be disabled.
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m 308976 2016000035 :Randy R. Richards,

Brenda B. Brewer Sep-12-2016

Amaendmant Litanss VaMAMITEE VNS SURADOMIVE RS SIE s
fupporting information
This amendment ts cutrently affirmed.

Thange Hutory

o AmEnormsn AMmETen Unaffinm Amendment m
Conespendence

Once an amendment has been approved by the Vital Records office, users in the same office will
receive an internal message. An external email will be sent to the user who affirmed the
amendment.

From Message Text Date Sent ||

Cecilé Bprout ma-::mmmmm 308070 | Randy R Richargs,Brenaa 8 Brewer, Event Date: Sep-12-2010 nas been W127016 15719PM [

DAVE-no-reply@smip.state. me.us

To:
Cc
Subject: Case 308976 Amendment Approved

Cecile Test

The amendment submitted for: 308576: ; Randy R. Richards;Brenda B. Brewer, Event Date: Sep-12-2016 has been Approved.

The Status Bar will show Amendment Exists if there is one amendment that has been approved
on the record.

308976 2016000035 :Randy Robert Richards, Brenda B. Brewer Sep-12-2ﬂ1ﬁ

[License ValidMarriage Valid/lssued/ApprovedRegistered

Exercise 6.2 — Attaching Documents to an Amendment
Skill Learned: How to attach documentation related to an amendment.

Attaching a document to an amendment is very similar to attaching a document to a record which
is described in Section 7.

From the Amendment Menu select the Attachments link.
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308976 2016000035 :Randy Robert Richards,

[License ValidMarriage Valid/ssued/Approved/Registered

Amendment
Processing History Amendment Page

e Type | VST - Before 90 Days v
Change History Year 2016

+ Amendment Affirmation Order Number | |
Correspondence

Amendment Status Complete

The Attachments popup appears. Click on the New Attachment button.

I Attachments

Attachments

Mo data found.

I New Attachment I

The popup expands to display the New Attachment section. Click Browse to locate a file to attach.

Attachments

Attachments

No data found.
New Attachment
Attachment Type | Legal Record| v ||
Upload new attachment Browse... I

=3
New Attachment

Locate the file in in the Windows Upload dialogue box and highlight. Double click on the file.
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Wibmris » Documents » v I +4 l!l’;arch Documents pe '
Organize v New folder =~ 0 @&
3T Favorites Document; library A -

Includes: 2 locations
.Ei Libraries Niria 2 -
E] Documents =2 *
J‘ 5 . Project - PA Death Module Documentation
Music 2
|e=| Pictures & QA
B Videos Ji Snaglt
.. STEVE NM Death Use Cases
1% Computer @ Amendment_Attachment_Sample 3
£, 0sDisk (C:) ‘@] Attachment_Sample L\\‘;—
.| EBC Load File 09132013 |
¢' A J First Changes User Guide
.| Interstate_Exchange_Death_Roster_Load_12_24_2013 v
< | 1 ] r
File name: Attachment_Sample v [A" Files (*.7) ']
[ Open ] [ Cancel ]

The selected file name and path appear in the Upload new attachment field. Click Save.

% Attachments 4
Attachments
No data found.
New Attachment
Attachment Type | Legal Record| ~ ||
Upload new attachment  P:\ATTACHMENT)_Attachments for TESTING EDRS\Court Documentation 1.docx
New Attachment

The Attachments popup displays the file. Links are available to View or Delete the attachment
New Attachment to add additional documents.
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Attachments x

Attachment Hame Date Acquired /
Attachment_Sample docx 3412014 2:22:57 PM View Delete

Total records : 1

New Attachment m

Selecting Delete prompts the following message: “Are you sure you wish to delete this attachment?
Press OK to continue, Cancel to abort.” Select Cancel.

Message from webpage P9

"\ Are you sure you wish to delete this attachment? Press OK to continue,
o Cancelto abort.

OK ] [ Cancel

Exercise 6.3 — Amendment List
Skill Learned: How to use the Amendment List to retrieve existing Amendments.

Note: Access to the Amendment List link is based on user security privileges.

1.  From within an amended record, select Registrar -> Amendment List.
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Marmage Registration Menu 308958 2016000031 :Rickie Ryan Roe, Tammy T. Toe Aug-23-2016 Amendment Exists
13 Micenss ValidWMartage ValdNssusd/ ApprovedRegsiersd

Party A Pasants Pratmed Tite

Party A Otner Infrmation Groom ]
Farty A Altributes —
:WS Current Name
e 'u""'l First Middle Other Middie Lant Sutf
Party g Altriuies Reckw yan Aos
Local Ofelal .
BT —
W‘B&’tm Name Prior to First Martiage
L Fi Middie Other Middie Last Suffe
Registrar i - Ryan Aos
‘__
Other Links Barthplace
Amencrnents Bithplace State Bitrgeace Country
wm Maine Lnitag SZns
AMAThImET
Print Forme
Commants Date of Beth Age Sex
Cormespondencs Aprox-ieca. | B m) (26 Mo [v]
Event and Issuance History

e D (0 0 0

2. The Amendment List page will display a listing of all amendments associated with the
current record. Notice that the Amendment Id and Processing History columns contain
links to specific amendments. Click any of these links to view the amendment.

Amendment List

Amendment Processing Date Date Completed / Amendment Order
Id History  A~mendmentType Received Rejected Status -
" Administrative Correction - e
[2i230] [Hsov]  ariace Aug-242016 /2412016 9:13:07 AM Complete

New Amendment m
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Lo

ESEAEE = Sats)

Ao 24 S

Type Administrative Correction - I
Year 2016

Order Number

Amendment Status Complete

Clicking the Amendment ID will bring you to the

Item in Error Grid.

Select Add Documentation to add documentary evidence to this amendment.

Add Documentary Evidence

Item In Error

Item as it Appears

Item as it Should be

Party A - Middle R. Ryan

FParty A - Middle R. Ryan

FParty B - Date of Birth Jun-02-1990 Jun-02-1999

Party B - Age 26 17

save ] clear | retum]

Previous Reference Number

Date Received Aug-24-2016 | [ille] Date Mailed (=)
Returned as undeliverable (| ——andpC 0L SIS Complaia

Date Retumned Clicking the History link from the Amendment List page
Action [~] will bring up the Processing History page. Users can

view the amendment status.

Facts Supported

Reject Reason [~]

Other Reject Reason

Comment
Status History

Start Date End Date Status User Comment

058/24/2016 09:18 AM
08/24/2016 09:13 AM

05/24/2016 0742 AM
03/24/2016 0742 AM

08/24/2016 09:18 AM
08/24/2016 09:18 AM

Amendment Approval Complete
Complaete

Keyed

Amendment Approval Pending

Trainsup53
Trainsup53

Approved by user

Trainmces1
Trainmces1

e 0 G

Section 7: Other Links

Exercise 7.1— Assign Status

A special status assigned to a record serves as an alert mechanism for the person viewing the record.
The ability to view and/or edit a special status is based on security login privileges.
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The special status functionality is primarily used to assign or remove one of the statuses referenced in
the following table.

Note: Assign status is based on user security privileges. Municipal clerks will be
allowed to place records on Hold.

Records that need to be Voided (already registered), or Abandoned (not yet registered)

can only be done by the Vital Statistics office.

Hold Status — Assigned to prevent the issuance of a certified copy.

Void Status — Assigned when it is determined a (registered) record is a duplicate or invalid record.
(Done at the State level.)

Abandoned Status — Assignhed when it is determined an (unregistered) record is an orphaned record.
(Done at the State level.)

1. From the Marriage Registration Menu, select Other Links > Assign Status.

Marriage Registration Menu

Farty A

Party A Farents

Party A Other Information
Party A Attributes

Party B

Party B Farents

Party B Other Information
Party B Attributes

Local Official

Officiant
Filing Official

SITenanen

Allachments

Print Forms

Comments
Correspondence

Event and lssuance History
Issue This Recaord
“alidate Registration
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2. Inthe Assign Special Status window select the New Special Status button.

Assign Special Status

Special Status

New Special Status

A

3. Make a selection from the Status dropdown list.

| Assign Special Status

Special Status

- — g

Status Reason Dated

b v Save Cancel
New Special Status

In this example, Hold status has been selected. Enter an explanation for the status request in the
Reason field and choose Save.

Assign 5pecial Status

Special Status

Status Reason Dated

v [ Hold[~]| » | Testing | Save Cancel

New Special Status

The status is assigned to the record. The Save and Cancel links are changed to Edit and Delete.

Assign Special Status / X
Special Status /
Status Reason Dated
Hold Testing 08/24/2016 11:44:10 AM Edit Delete

New Special Status

Page 105 of 180



4.  Select Edit to change the Reason associated with the Status. Change the Reason to
“Special Status Test” and Select Save. To change/remove a status select the

[13 ”» H
Delete” link
Assign Special Status x
Status Reason Dated
Hold ¥ | Special Status Test 08/24/2016 11:44:10 AM Save Cancel

New Special Status

A warning message will display. Selecting the OK button will remove the status from the record. For this
exercise, select Cancel.

LAIA_JL 1w iUy aiy —_— i i1 n
Verify enfries for decd Message from webpage M = [fis_
DR_6020: Decede

Verify entries for De o i ’ v fix
indicates an unusu f ) Are you sure you wish to delete status 'Hold', press OK to continue,

‘€W Cancelto abort?

E Assign Special Status x

—
Status Reason Dated

Hold Special StatusTest 2/26/2014 3:46:36 PM

New Special Status m

Select the Close button to return to the Marriage Registration Menu.

Assign Special Status x
Status Reason Dated
Hold Testing 0872412016 11:44:10 AM Edit Delete

MNew Special Status

Upon assigning a special status to a case, it is viewable anywhere the status thread of a record appears
such as the status bar of each registration page. A checkmark next to the Assign Status link in
the Other Links section of the registration menu also serves as an indicator that a special status is
assigned to a case.

Note: The “Issue this Record” link will no longer be visible when a record is in a “Hold”
status. In addition, the “Issue” link in Order Processing will also be disabled.

Page 106 of 180



308958 2016000031 -Rickie Ryan Roe, Ym’ Toe Aug-23-2016 Amendment Exists

Party A Parenty Fratemsed Tite
Othet Informabor

Currenl Naine

Firs Miggie Other Miode Las! Suffix
t d C
Ofciam Name Prior 10 First Marriage
Hing Ofcs
First Miggie Other Miodie Last SufMx
- = =
Ammenoment Lis
Birthplacs
Bimnplace State Bimnpiate Country
Cato of Suth Ags Se
—
fo90 ) (26

[Vakasis oo i G R So ) vt |

Exercise 7.2— Attachments to a Record

There are occasions when vital records personnel need to associate attachments to a vital records
event registration. With paper-based registrations, this is accomplished “manually” by placing a
copy of the attachment in a file. In DAVE™, this is accomplished by scanning the attachment and
storing the scanned image in a database.

Attachments can include everything from copies of identification cards, government-issued licenses,
social security cards, or marriage licenses, to letters sent to authorities, hand-written letters, notes,
or even pictures. In each case, these have to be converted into electronic form in order to be

uploaded to DAVE™.

Only users with appropriate security privileges are able to view, edit, and/or delete attachments by
accessing the Attachments link and selecting the View or Delete links.

1. From the Other Links sub-menu, select Attachments.

Amendments

+ Assign Status
Print Forms
Comments
Comespondence
Event and Issuance History
“alidate Registration

2. The Attachments popup appears. Click on the New Attachment button.
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I Attachments

Mo data found.

I New Attachment I

3. The popup expands to display the New Attachment section.
4.  Select “Legal Record” from the Attachment Type dropdown.

Attachments

Mo data found.

New Attachment

Attachment Type
Legal Record
Upload new attachme
=3
New Attachment

5. Click Browse to locate a file to attach. Locate the file in the Windows Upload dialogue
box and highlight. Click Open.
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= Libraries

1M Computer
&, () osDisk
52 (H:) common (\
L# (L) apps (\\oit-te
s (1) Vital-Recnrd

6. The selected file name and path appear in the Upload new attachment field. Click Save.

-

Organize ¥ New folder =~ [ &
~
¢ Favorites Name Date modified Type
Ml Desktop @ Court Documentation 1.docx 8/18/2014 8:22 AM  Microso
l j' Downloads
‘5l Recent Places  |=

< | m

File name:

~ | AnFiles () v

| Open o] [ Cancel |

E Attachments

Attachments

No data found.

New Attachment

Upload new attachment

[ ] et

Attachment Type Legal Record| v |
P:\ATTACHMENT!_Attachments for TESTING EDRS!\Court Documentation 1.docx

New Attachment

W

7. The Attachments popup displays the file. Links are available to View or Delete the attachment.
Select New Attachment to add additional documents.
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Attachments x

Attachment Hame Date Acquired /
Attachment_Sample docx 3412014 2:22:57 PM View Delete

Total records : 1

New Attachment m

8.  Selecting Delete prompts the following message: “Are you sure you wish to delete this
attachment? Press OK to continue, Cancel to abort.” Select Cancel.

Message from webpage Y

"\ Are you sure you wish to delete this attachment? Press OK to continue,
' Cancel to abort.

oK ] | Cancel

9. Select Close to close the Attachments popup. A checkmark appears on the Other Links menu
indicating an Attachment exists.

Amendments

Assign Status
éﬁac hments
rint Forms

Comments
Correspondence

Event and Issuance History
Yalidate Registration

Exercise 7.3— Print Forms — License Working Copy

Skill Learned: How to print a Working Copy of the marriage license from the Print Forms
menu.

Note: Access to the various Print Forms in DAVE™ is based on user role and security
setup. Individual access to this and other forms may be restricted.

1. Fromthe Marriage Registration Menu, select Other Links -> Print Forms.
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Marriage Registration Menu

License
Farty A
Farty A Parents
Farty A Other Information
Party A Attributes
Farty B
Farty B Parents
Farty B Other Information
Farty B Attributes
Local Official
Marriage
Officiant
Filing Official
Registrar
Amendment List
Other Links
Amendments
+ Assign Status

SITEC NTE TS

0 = |k
Correspondence
Event and Issuance History
“alidate Registration

2. From the Print Forms page, select License Working Copy.

Print Forms

License Working Copy
Marriage Certificate Warking Copy

3.  Selecting any document from the Print Forms page will launch the File Download window,
shown below. Select the Open button.

Do you want to open or save LicenseWorkingCopy.pdf (34.8 KB) from gatewaytest.state.me.us? | Open | | Save |V| | Cancel | x

4. The License Working Copy form will load. The form can be printed as normal by sending
the PDF file to any local or network printer. The License Working Copy contains a
watermark across the page and cannot be used as a legal document.
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Exercise 7.4 — Print Forms — Marriage Certificate Working Copy
Skill Learned: How to print a Marriage Certificate Working Copy.

Note: The ability to print a Working Copy of a registration is based on user security
privileges.

1. Select Marriage Registration Menu -> Other Links ->Print Forms.

Marriage Registration Menu

Farty A

Party A Parents

Party A Other Information
Party A Attributes

FPariy B

FParty B Parents

FParty B Other Information
Party B Aftributes

Local Official

Officiant
Filing Official

Amendment List

Amendments
" Assign Status

Sachmen

omments
Correspondence

Event and Issuance History
“alidate Registration

2. Locate the underlined Working Copy link.

License Working Copy

Marriage Certificate Waorking Copy

3. Clicking any form link will open the File Download dialog box and launch the document for
printing.

Do you want to open or save LicenseWorkingCopy.pdf (34.8 KB) from gatewaytest.state.me.us? Open Save | ¥ Cancel
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4. The Marriage Certificate Working Copy form will load. The form can be printed as normal
by sending the PDF file to any local or network printer. The Marriage Certificate Working
Copy contains a watermark and printed at the bottom is <<<Not a Legal Document>>>,

Exercise 7.5 — Comments

Skill Learned: How to read and enter comments. During the process of entering and
registering marriage records, it is sometimes necessary to store comments or remarks about a
case. These comments can serve as reminders or as instructions to others who will work on the

case.

1. From the Marriage Registration Menu select Other Links -> Comments.

Amendments
+ Asgign Status
+ Attachments

Comments

Correspondence
Event and Issuance History
‘alidate Registration

2. The Comments dialog will appear onscreen as a pop-up window. To add a new comment,
click the New Comment button located at the bottom of the Comments window.

Comments

State File Number: 000031
Registrant Name: Rickie Ryan Roe; Tammy T. Toe

Event Type: Marriage
Event Date: Aug-23-2016
Mo data found.

3.  The Enter New Comment tab will open allowing you to enter new comments.
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Comments x

Comments

State File Number: 000031
Registrant Name: Rickie Ryan Roe; Tammy T. Toe

Event Type: Marriage
Event Date: Aug-23-2016
No data found.

I Enter New Comment I

Comment Type: | =

Comment:

Cancel

Maximum text length: 4000 Characters left: 4000

The first step in adding a new comment is to select a Comment Type. Every comment
must have a type assigned to it. Comment type is based on user security privileges.

Enter New Comment

Comment Type:

General Comments
Crder Processing

Late Filing Reason
Comment: Event

Cancel

Maximum text length: 4000 Characters left: 4000

Comments are limited to 4000 characters. Fortunately, DAVE™ keeps track of the number
of characters used and displays that information onscreen.
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Comments

State File Number: 000031
Registrant Name: Rickie Ryan Roe; Tammy T. Toe

Event Type: IMarriage
Event Date: Aug-23-2016
Mo data found.

Enter New Comment

Comment Type: | General Comments | v |

This record is currently on hold by cps)|

Comment:

Maximum text length: 4000 Characters left: 3960

Clear

Cancel

New Comment Close

1

1

Maximum number
of characters that
can be included in
a comment.

Number of
remaining

characters that can
be added to the
current comment.

When you have finished entering the comment, select the Save button to save the
comment, Clear to clear the entry, or Cancel to close the comment window without saving

changes.

Selecting Save will write the comment to the DAVE™ database and return you to the main
Comments window, shown below. Notice that the entire comment cannot be read in the
Comments window. However, if you hover over the comment, you will be able to see the
entire comment in a popup preview window. Clicking the Edit link will open the Update
Existing Comment tab for you to view and, if necessary, edit the comment. The Delete link
is security controlled and will be disabled.

Comments

State File Number: 000021

Registrant Name: Rickie Ryan Roe; Tammy T. Toe

Event Type: Marriage Hover over the comment to view the
Event Date: Aug-23-2016 entire comment.

Comment Type Eﬁ:gred Entered By Comment

General 08/25/2016 Trainmces!  This record currently on hold by cps. If the comment is ve

Comments :

Edit Delete

This record currently on hold by cps. If the comment is very long then hover over the comment to see it all.
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8.  Once a comment has been added to a record, a checkmark will appear next to the
Comments link in the Other Links sub-menu. This serves as a visual cue to all users that

comments exist on a record.

308958 2016000031 -Rickle Ryan Roe, Tammy T. Toe Aug-23-2018 Amendment Exists

Party A Pargms Pratarred Tills
Farty A Othar informaton
Party A Allribuses

Party B Current Name

Sarty 8 Panents = A
First Mdde Other Mode Last Suffix
Party B Other infarmabon
Party B Allritutes o L e
o Dot
) Copy Corvent Narme
CRcont Name Prior to First Marmage
=nng Oficas
> First Maocie Omer Mdde Last Suffix

Amandment Ls|

Buthplace
Amenaments Brihplace State Bimplace Country
o Assign Stalus
o ATlaLnmEnts

Date of Brin Aps Sex

OES ce >l
Tvert and Issuancs Hissry
iz ;D;,‘_.":nn m m m m m

Note: The ability to Edit or Delete comments is determined by the individual user’s
security configuration.

Comment Icon —Whenever a comment has been added to a record, a Comment Icon will
appear next to the case id on the Marriage Search Results page and also the search result pages
under Work Queues. To view the comment, click on the comment icon to open the comment.
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Casn I8 5FN Party A Ramw | Party B Name Date of Mamiags Place of Marrmagw

Fosiak drmad, S0 S Sunwe, Beatrie B 400208 Frivvew
Total records < 1
Comment Icon m

; Comments

State File Number:
Registrant Name: Sob B Breac Baatnce B Sutter

Event Type: Mamiage
Event Date: Aug-02-2016

- Date

Comment Type Entered Entered By Comment

General o ~ s
Comnments 08302016  Tramsups3  Test Et Deseto

Total records 1 1

oo [ o

Note: Access to comment types are based on user security privileges.

Logout

City of Augusta Welcome back: Trainmccsi

Main  Order Processing | 55271000 Queues  Reports  Forms  Table Maintenance  Help

Maine Department of Health and Human Services

Case Id SFN Party A Name | Party B Name Date of Marriage Place of Marriage
= 303893 Seacon. B0DTn this example, the clerk clicks on the comment icon but the Pi
comment dialog box does not have any comments. Not all comment Total

types are viewable to users. This is a user security privilege.

Comments x |

State File Number:
Registrant Name: Bob B. Beacon; Linda L. Light

Event Type: Marriage
Event Date: Aug-08-2016
Mo data found.

Section 8: Work Queues

In this section, you will learn how to navigate through the various DAVE™ work queues.
Queues are used to manage work flow by grouping records that require similar actions or work
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into queues. This grouping is accomplished through the assignment of work queue statuses
based on validation rule failures.

Exercise 8.1 — Work Queue Summary

Skill Learned: How to access records via work queues. As registrations work their way
through DAVE™, they will pass from one work queue to another. Queues represent the
statuses assigned to records in DAVE™.

1. From the Home Page, hover over Queues. This will show a menu of all the available work
gueues. Queues contain registrations, orders, or amendments having a work queue status.

City of Augusta

Main Order Processing Life Events Queues Reports Forms Table Maintenance

Maine Department of Health aﬂ Registration Work Queues
Registration Work Queue Summary <;‘:
Order Work Queues |
Order Work Queue Summary
Issuance Queues
’}-_;j Messages ’}-_;j Current Activities Issuance Queue Summary ?rggﬁf Queue
Amendment Work Queues

Amendment Work Queue Summary

: —— . HeEport;
f j ) f j ! j Registration Work ' j
,{ ] | Birth Search } ] | ©rder Search } ] Queue Summary F ] Ezg;hnﬁnnual

2.  Select the Registration Work Queue Summary menu link. The summary page displays a
list of all Registration queues containing cases. If a gueue does not contain any cases it will
not be displayed in the list. The default sort order is by Type denoted by an arrow. Notice
however, that the column headers in the summary table are all underlined links. Clicking
any of these links will change the sort order of the table based on that column’s content.

Queue Name Type t Count Age of Didest in Days
Marriage Polantiyl Dupl ae AT 6 )

NMamage L
Marmage
Mamago
Mamags
L U NITE0e
Fing Approvie Required Wotk Oueus Marmage
Dextn

Total Queyes 1 8

3. Selecting Queue Name will sort by the name of the queue.

4.  Selecting Count (number of cases in the queue) will sort the queues in ascending order
based on the number of cases in the queue. Selecting Count again will resort the queues

in descending order.
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5. Selecting Age of Oldest in Days will sort the queues based on the oldest case in the
queue.

6. Click any link in the Queue Name to view a list of the items currently found in that particular
gueue. In the example shown here there are 23 cases in the Marriage Pending queue.
Click the Marriage Pending link to open the queue.

Queur Naime Type t Coumt Age of Oldast in Days

Marriage Patanfiyl Dugnicale Manmage B 63

Marmage Info Remcied Mamage 1 0
Mamage 13 66

L Marnage 2
Martage 3
Fileyg Approval Required Work Queus Mamane 7 53
Deatn

Total Queuses : 8

7. Click any Registrant name or Case Id link to open that case for review or editing.

Jueue [\!ar-':agn:- Pending - Marriage ] v Search Type v alus
Display |200° | rows par page Fiter ~
R S —
Al Casold Feo Number Registrant Date of Event 1 Data Provider
3G5040 Deummen. Dohald | Piper, Lisa Aug-18-2016 City of Augusta
I Name. Jot T l City of Auusta
(2344 Rerse, Robert  Dodge, Debitve AuQ- 182018 City of Aojusta
< ) =7 il > 2010 City of Aogusia

Note: A case can be in more than one work queue. As shown in the status bar below,
this case would be found in the License Pending, Marriage Pending, and Marriage
Potential Duplicate queue.
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Ciy of Augusta

Weicome back: Trainmecst
Help

Maim  Ovder Processing LTSS Queues  Reports Forms  Table Maintenance

MaINE oepartment of Health and Human Services

308947 :John Waffle, Tina Toast Aug-18-2018

riagn Ivvala™Not Issu

Farty A Parents Preferred Title
oy smnsesnad [
Party A Atiibutes —
Fary B Current Nama

Farty 8 Paents

Party & Otar informigton
Party 8 Athibutes

Loca DMcigl

St o i This case is not only in the Marriage
i r Pending Queue, but in the Marriage

Potential Duplicate queue and the
License Pending queue.

8.  From the registration page, select the Return button to return to the queue. Typically, at
this point the next case in the queue would be selected for review and update.

Exercise 8.2 — Work Queues - Filters
Skill Learned: How to refine work queue searches through the use of filters.

1. Openthe Search by Amendment Work Queue as shown below and select any of the
available filters from the Filter dropdown list.

Queue Keyed y{ Search Type _\:‘ Value
Age
Recora Source
Amendment Type
Event Type
Amendment . Date of
) 3 ] F
All Number Amenament |ype Date Receiyved Prionty Evant Type Registrant le Number Event
21804 Acminestrative Conection - Matiage OADE20 Mamage Satimors, Sergamin 8 2010000023  CAMA 6
Total records < 1
Actons Add Print
!;'_"'IV"EIH.'E ';"_'.‘_“.‘ L

CITESRON0SNTS

2. Upon selection of a filter, the Value dropdown list will be displayed. Make a selection from
the Value dropdown list and click Search.
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Queue Keyed v Soarch Type v_! Value
Desplay 200 | rows pet page Fiter Amencment Type v 5 i
o Adminstralive Correchion - Mamage
\ VS7 - Betore 20 Days o Al R [ Creae
T Once a filter is selected, the T
AR Numbes Amondment Type Value drOdeWn W|” fy Event Type Registuant Fila Namber Event
" 21808 Adminsirative Comy dISp|ay. Mariage Baltmaore, Banjamn 8 2010000023 QBI0E2018

3.  The results of this filtered search are displayed below.

Search Type v |

Tols records : 1

Queye Keyed | Value
Disptay 200 rows per page l Fiter Amendment Type v | I [ alue Admumsirative Correction - Marmage od ]
0 s B

Amendmant S 3 _. Date of

Al Number Amendment Type Date Recelved Priority  Event Type Registrant File Numbas Event
ralai] Agminstraive Consction - Mamags o206 MaTiaoe MaIy. Cnnstopher C 2016000028 GANOR06
21737 Agministraive Comaction - Mamags 0672772016 Marmiags Heind, Haary H 2016000008 0272016

] 21715 Agmnatratve Comection - Mamags 06142016 Marmage Daring. Savid Donald 2015000001 0142016

Exercise 8.3 — Work Queue and Work Queue Summary

Total reconts < 3

The Work Queues and Work Queue Summary contain the same files and information.
Selecting one over the other is a matter of preference.

m Reports Forms Tal

an Registration Work Queues

Order Work GQueues

Issuance Queues
Issuance Queue Summary

Amendment Work Queues

Registration Work Queue Summary

Order Work Queue Summary

Amendment Work Queue Summary

Selecting one of the “Work Queues” brings up a Queue dropdown. Once a queue is selected a
list of cases applicable to that Queue will appear.
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U

UG Lcense Pendng - MaTiags v Sgaerh Type v Valus

Ougiay (200 | rows per pags g
s [ o e J e

All Caseid  File Number Regestrant Date of Event +  Data Provider

Oct-12-2016 Aty of Augusta

Selecting one of the “Work Queue Summary” brings up a recap of all the queues. Selecting a
queue would then bring you to the list of cases for that queue.

| J

Queye Name Type & Count Age of Olgest in Days

Daath 2 73

TeQuired Marriage | 18

85

o0

Total Queves : 3

Section 9: Order Processing

Exercise 9.1 — Applicant Page
Skill Learned: How to use the Order Processing menu to begin entering a new order.

Before starting an order:

e Check in DAVE™ to insure that the case is registered and that one or both parties
was either a resident of your municipality or the place of marriage occurred in your
municipality. If neither applies, then you will not be able to issue the license and/or
certificate.

e Safety Paper numbers that will be used for the order have been added into DAVE™.

See Section 11 on how to add safety paper into DAVE™.

1. Fromthe Home Page select Order Processing -> New.
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City off Augusta

Life Events

Queues Reports

Forms Table Maintenance

of Health and Human Services
Search

Birth Fast Order
Death Fast Order

Marriage Fast Order
); I Messages //_"l_] Corrent Activities ’)_;j Marriage Search ’)_;j Issuance CQueue

Summary

WA
77) Glee Summary | 77 ) Order Search 71 peatnsearch 71 gith Searcn

The Applicant page will appear as shown below. The Applicant page is used to gather

information on the person requesting the service to be provided. Later, we will gather
registrant information.

2.  There are two radio buttons at the top of the Applicant page; Person and Organization.

WP izati _
Applicant: » erson | ()|Organization ID Type: Other: [[]Expedite Order

Name \
Prefix » First iddle v Last Suffix

Radio buttons

Fraud Suspect? []

Address
Pre Street Post
Street Number Directional Street Name Designator Directional Apariment Number
<
City or Town State Country Zip Code

United States
Contact Information
Attention:

Fhone Number: = Alternate Number: =

Fax Mumber:
Email:

Shipping Information Same as Applicant? ]

€D ED 0D

3.  Select the Organization radio button and notice that the Name tab is replaced by an
Organization tab, as shown below. If the Applicant is an Organization, use the Lookup

control ( Q ) to complete this page (see Using Lookup Controls — Section 2).

Page 123 of 180



Applicant: » h.4 Person rganization ID Type: B2 Other: [ Expedite Order

Name: » Q%

4. Re-select the Person radio button to view the Name tab and complete the following fields:
First, Middle, and Last name.

Applicant: erson () Organization D Type: ﬂ Other: ] Expedite Order
Prefix  »First Middle ¢ Last Suffix
2
Rickie Ryan Roe Fraud Suspect? [ ]
Address
Pre Street Post

Street Number Directional Street Name Designator Directional Apartment Number
77 ~]| |EIm Street - I~

City or Town State Country Zip Code

Augusta MWaine United States 04330

Contact Information
Attention: Rickie Roe

Phone Mumber: |___ - Alternate Number: |___ - Fax Number:

Email:

Shipping Information Same as Applicant? ]

g C0 T

5.  Next, enter all the applicable text entries for the Address tab. This address will be used for
mailing/delivery of the service requested.

Note: Use the directional dropdown lists for addresses. Do not type directional text in the
Street Name fields.

6.  Enter any applicable information into the Contact Information fields. While these fields are

not mandatory, providing this information will make it easier to contact the customer if follow
up is needed.

7.  The default setting of the Shipping Information Same as Applicant checkbox assumes
that the applicant and the recipient of a registered certificate are the same person. If the
applicant and the recipient are not the same person, then de-select the checkbox and a new
Shipping Information tab will display. Using the same techniques described above,
complete the Shipping Information tab with the recipient’s name and address.
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Shipping Information Same as Applicant} [] I ¢4 De-selecting the Shipping Information
] checkbox will display the Shipping
Information tab.

[Shipping Information

Name
Prefiy v First Middie ¥ Last Suffix
Address
Pre Street Post
Street Mumber Directional Sireet Name Designator Directional Apartment Number
v] v ]
City or Town State Country Zip Code
United States
Contact Information
Aftention:
Phone Mumber. | _ - Alternate Number: | _ - Fax Mumber: _ -
Email:

R o

Re-select the Shipping Information Same as Applicant tab to close the Shipping
Information tab.

Complete the Applicant Name and Address fields and click the Next button to proceed to
the Match Events page.

Exercise 9.2 — Match Events Page

Skill Learned: How to complete the Match Events page and continue entering a new order.
The purpose of the Match Events page is to locate a specific registration and determine
applicant eligibility to receive a certified copy.

Previously, we completed the Applicant page and selected Next. Notice that the page
refreshes and that the menu on the left changes. (See image below.) The Home Page
collapses and the Order Processing Menu expands. As you continue to complete pages and
click each pages Next button you will automatically progress downwards through the Order
Processing Menu.

There are 3 steps to completing the Match Events page. Each step will open up a new window
on the Match Events page. There are three tabs displayed in the image below: Events
Requested, Eligibility, and Event Search. The Event Search tab uses a new feature, the
Instructions icon ( &).
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» 20160800245 :Rickie Ryan Roe
/Order Invalidfincomplste/No Services

I Events REEUEST.EG I

I Eligibility I
Event Type: v | Marriage ﬂ
Applicant Relationship:» ﬂ Other Specify:

| Event Search @ |

File Number: Year: [ NMumber: []

Party A First: W] Middie: [ Last: W]
Party B First: W] Middie: [ Last: W]
Date of Marriage Start: W] : End: | :

Place of Event City: ] Place of Event County []

Mumber of rows to be returned: |200

N S — -

1. Initially, the Events Requested tab is empty. This tab will be populated later. Locate the
Eligibility tab and change the Event Type to Marriage.

Eligibility
Event Type: ¥ | Marriage ﬂ

2.  Select the Applicant Relationship’s to Party A or Party B from the Applicant Relationship
dropdown list. If the applicant’s relationship to the Party A or Party B is not included in the
list, select Other Specify and then manually complete the Other Specify field. In this
example, applicant is Registrant/Self.

Eligibility
Event Type: b Marriageﬂ
Applicant Relationship:» | RegistrantSelf ﬂ Other Specify:

3. Inthe Event Search tab you will enter the search criteria to be used to find the desired

marriage record. Allow the onscreen cursor to hover over the Instructions icon (&) for
more information about this page:

Event Search [&]

) 1. Enter zll event request information provided.

File Number: 2. Deselect the checkbox next to any item that should MOT be included in the search.
3. Select Search or Soundex.

Party A FITST. W] WOoeE, . ] TasT W

Note: The Instructions icon ( i) indicates that onscreen instructions or information are
available for that user interface element. Allow the cursor to hover over the
() icon and the instructions or information will appear onscreen.
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4.

In the example below, we are searching for a marriage registration based on Party A First
and Last name.

Events Requested
Eligibility

Event Type: ¥ Marriageﬂ

Applicant Relationship:» | Registrant/Self

Note: If there is no data in fields that are
checked, DAVE™ will only search on those

Event Search [E | N
fields that are both checked and contain data.

File Mumber: Year: [] Num

Party A First: ] |Rickie iddie: [ |Ryan Last ] |Rog|
Party B First: W] Middle: [ Last W]

Date of Marriage Start: W] C End: O C

Place of Event City: [ Place of Event County []

MNumber of rows to be returned:

] el provous e

Event Search

The amount of information entered in the Event Search tab is dependent upon jurisdiction
business rules. DAVE™ does not require all search elements to be entered when searching for
a record, but providing more information will help limit the number of records returned.

The Event Search section provides checkboxes next to each field, to indicate which fields
should be included in the search. DAVE™ will only look for matches on those elements that
have been checked. For example, if you include an entry in the Party A First field, but do not
check the box next to the field, First name will not be included in the search criteria.

The Event Search tab also serves to preserve the information provided by the applicant.
Applications often contain inaccurate or missing information; therefore, DAVE™ provides a
means to select and record the items that were used as search criteria.

The Event Search section also provides the ability to search for an event by date range when
the exact date of event is not known. To search by date range both the Start date and End
date must be entered. If only a Start date is provided then an exact match on date will be
performed.

The Event Search section provides the ability to search for an event by Year of event and file
Number. If the Search button is selected and only Year or only file Number is entered,
DAVE™ will display the following error message: “Invalid Search Criteria. Both Year and SFN
are required.”

If the Search button is selected and the File Number and Year are both empty and all other

fields are empty, DAVE™ will display the following error message: “Invalid Search Criteria.
Last Name is required.”
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5.  Upon entry of all available search criteria, click the Search button to perform a search and
retrieve a list of potentially matching records, as shown below.

Select Date of Event SFN Registrant Name Place of Event

(] No Matching Event

®) Preview Aug-23-2016 2016000031 Roe, Rickie Ryan; Toe, Tammy T. Augusta, Kennebec

Legacy Record
Total records : 1

Save Maich
Case Id: 308953
File Number: 2016000031 Date Filed: Aug-24-2016
Party A Name: Rickie Ryan Roe Party A Birthplace: Maine Party A Date of Birth: Apr-02-1980
Party B Name: Tammy T. Toe Party B Birthplace: Maine Party B Date of Birth: Jun-02-1999
Place of Marriage: Augusta, Kennebec Date of Marriage: Aug-23-2016
Date Entered: AUG-23-2016 Last Updated By: Cecile Sprout

Status: /License Valid/Marmage Valid/ssued/Approved/Reqistered/Haold

6. When the Select Matching Event window displays, the first record returned in the list is
automatically selected and the details of the pre-selected record are displayed in the
Preview window shown above.

7. Another option is to perform a Soundex search. Soundex is useful when you are unsure of
the spelling of the applicant or registrant’'s name.

8.  Once you have verified that you have found the correct record, click the Save Match button.

Select Date of Event SFN Registrant Name Place of Event
. No Matching Event
) Legacy Record
®) Preview Aug-23-2016 2016000031 Roe, Rickie Ryan; Toe, Tammy T. Augusia, Kennebec

Save Match

9. Return to the top of the Match Events page and notice that the Events Requested tab now
displays the saved match.

Total records : 1
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Events Requested

Id First Middle Last Event Type

1 Rickie Ryan Roe Marriage Save Cancel Preview

10. Notice also the New Event button located at the bottom of the Match Events page.

Events Requested

Id First Middie Last Event Type

1 Rickie Ryan Roe Marriage Edit Preview
Eligibility

Event Type: » | Marriage ﬂ

Applicant Relationship:» | Erer M ~ || Other Specify:

Event Search [H]

File Number: Year: [] Number: []

Party A First: ] Middle: [] Last: W]
Party B First: ] Middie: [ Last: W]
Date of Marriage Start: ] C End: | C

Place of Event City: [#] Place of Event County [ ]

Number of rows to be returned: |200

e [ (9

11. |If the order is for more than one marriage, Clicking New Event clears all onscreen entries
and allows the user to conduct a new search for the next certificate request. This feature
allows for the inclusion of multiple events and/or registrants in a single order. DAVE™
continues to display any previous search results in the Events Requested tab.

12. Select the Next button at the bottom of the Match Events window to proceed to the
Services page. Selecting the Previous button will return to the Applicant page; selecting
Return will return you to the Home Page.

Exercise 9.3 — Services Page

Skill Learned: How to select the proper service(s) to associate with an order. Services
represent the documentation or certified copy requested by a customer.

1. Onthe Services page, locate the Source dropdown list. From this list select the method by
which the request for service was received; Mail, Phone, Walk in, etc.
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Order Processsng Menu 20160800245 :Rickie Ryan Ros

Applicant
Match Everns
SIS N Receivad Date | Aug-25-2016 |[= Fos Effictree Date [Aug-25-2016 | B
Fayments Mai
Surmrary VAL s o Prane w Creat Card? [
Validale Omom Wak in
Print Forms 1 Name: Rackie Ryan Roe
S Applicant Relationship to Registrant: RegistsantSelf
Seiich Uner

Cumently Thera ane N0 SEnLes 1or s event request Flaase cick Add Sennce to 3dd 3 senvice

=J
e e (s s

Received Date and Fee Effective Date are pre-filled with the current system date. Fee
Effective Date is used to determine the date on which the fees are to be applied. This date
can only be changed by the System Administrator. Click the Add Service button to
proceed.

Ocder Processang Mena 20160000245 Rickis Ryan Ros

Azyscant
Mann Eveens
Source |G v Received Date  Aug-25-2018 || Fea Effactve Date |Aug-25-2016 | B8
Fayments —
Summary A thess order Be paid for by Credit Cand? ||
Valuats O
Pren Foems 1 Name: Rickie Ryan Roo
Afa: Pynsnt :
fr“""'," = Applicant Relationship to Registrant: Registiant/Selt
B Usts Curmently thare 200 NG 38rVIces for s avant request Plaase oick Aod Service 10 add 3 Sernce

£ 0 (0

Clicking the Add Service button above will refresh the page and display the Name tab, as
highlighted below. Notice that certain fields are marked with red arrows (*). Fields marked
with red arrows are required entries that must be completed before you will be allowed to
proceed.

For the purposes of this exercise, make the following selections:

e Set Source to Walk In

e Select Marriage Certified Copy from the Service dropdown list

¢ Set Quantity equal to 1

¢ Select Regular from the Priority dropdown list

e Select Counter from the Delivery dropdown list

e Select Personal Records/Use from the Request Reason dropdown list
¢ Click the Save button to proceed
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Source » | Walkin[v] Received Date [Aug-25-2016 | (i) Fee Effective Date [Aug-25-2016 | [{R]

Will this order be paid for by Credit Card? [_]

I1 Name: Rickie R:ﬂf‘l RDEI

Applicant Relationship to Registrant: Registrant/Self

r Service ¥ Quuantity » Priarity ¥ Delivery
Marriage Certified Copy 1' 1 REGULAR |~ | Counter| v |
Reguest Reason Other Specify

Personal Records/Use ' Cancel

4.  Notice that the Name tab now displays the selected Service(s) including any associated
fees.

Source »|Walkin[~]  Received Date [Aug-25-2016 |[{] Fee Effective Date [Aug-25-2016 | (i)
Wil this order be paid for by Credit Card? []

1 Name: Rickie Ryan Roe

Applicant Relationship to Registrant: Registrant/Self

Id jj Service Quantity  Priority Delivery Request Reason Other Fee

1 Marriage Certified Copy 1 REGULAR  Counter Personal Records/Use $15.00 Edit Reverse

(D (o (0

5. If any errors are found in this service request, click the Edit link to make any necessary
changes. The Reverse link is used to remove a service if it is determined that a different
service is needed. For example, if the initial request was a mail request for a Marriage
Certified Copy and it was determined that a Veteran Copy was needed instead, selection of
the Reverse link will insert a negative row and allow a new service to be added.

6. More than one service can be requested per record. If additional services are desired, click
the Add Service button and repeat the steps above. If not, click the Next button to
continue.

7. At this point, all of the navigation buttons at the bottom of the Services page should be
enabled. Click the Next button to proceed with order placement and enter Payments.
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Source » |Walkin|wv]| Received Date |Aug-25-2016 Fee Effective Date |Aug-25-2016

Will this order be paid for by Credit Card? [

1 Name: Rickie Ryan Roe

Applicant Relationship to Registrant: Registrant/Self

Id j| Service Quantity  Priority Delivery Request Reason Other Fee

1  Marriage Ceriified Copy 1 REGULAR  Counter Personal Records/Use £15.00 Edit Reverse

m Previous § Next | Return

Exercise 9.4 — Payments

Skill Learned: How to receive payments for vital records requests. Now that we have located
a record and requested specific services for that record, it is time to collect any fees that are
due.

If the Payer and the Applicant are not the same person or entity, then click the Edit Payer
button. This will allow you to change the Payer without also changing the Applicant.

Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016
Add Payments

[ [E2|g Agd payment

Currently there are no payments for this order. To add a payment select a payment type and click Add Payment.

SubTotal: $15.00
Total: = $15.00
Paid: $0.00
Balance: = 515.00

Change Due: $0.00

Edit Payer | Previous m
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2.

Selecting the Edit Payer button above launches the Payer page, shown below. Notice that

the default setting on this page assumes that the applicant and the payer are the same
person.

Payer: + '® Person Organization

Name

Prefix » First
Rickie

Middle
Ryan

Address

Pre
Street Mumber Directional Street Name

77 Elm
City or Town State
Augusia

haing

Contact Information

Attention: | Rickie Roe

Phone Number: -

Email:

Same As App Iicant

Deselect this checkbox to enable
the onscreen fields.

Fraud Suspeci?

Street Post Apartment
Designator Directional Number
Street h
Country Zip Code
United States 04330
Alternate Mumber: | - Fax Mumber: -

(0 0 (e

3.

Payer: » ® Person () Qrganization

Name

Prefix ¥ First

Middle

Address

Fre
Street Number Directional Street Name

City or Town State

Contact Information
Attention:
Phone Number:

Email:

De-select the Same As Applicant? checkbox to enable the onscreen fields. Enter the
Payer data and click Save.

Same As Applicant? []

rLast

Suffix
Fraud Suspect? []
Sireet Post Apariment
Designator Directional NMumber
=
Country Zip Code
United States
Alternate Mumber: |__ - Fax Mumber:

(0 0 (e

Once the Payer data has been edited and saved, click the Payments link in the Order
Processing Menu to return to the Payments page.
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5.

6.

Apglican
Matzh Everty
erars

A Summary
Vaiaste Ordar
Pant Foom
Altachmants
Sanich User

Payer; » ® Ferson () Organization

Name
Prefx » Firse Midde » Last
|
Address
e Street
Stroet Number Diections Street Name Designator
v
City or Town Siate Coundry
United States

Contact information
Anenhon
Phone Numbar - Alternate Numbar

Email

Same As Appicant? [_|

Suffix L )
Fraud Suspect? |

Post Apartment
Dvochonat Number
- ]

29 Coda

0

Fax Number,

Looking at the Payments page, shown below, notice that the Balance due carries over from
the Services page. In order to reduce the Balance we need to apply payments. From the
Add Payments dropdown list, select Cash and click the Add Payment button.

Received Date: AUG-25-2016

Add Payments

[ il Add Payment

C“rrﬁ Select Payment Type

Fee Effective Date: AUG-25-2016

nts for this order. To add a payment select a payment type and click Add Payment.

SubTotal: £15.00
Total: =§15.00
Paid: 30.00
Balance: =515.00

Change Due: $0.00

T )

The page will refresh and display the Cash grid shown below. Enter the amount of cash
offered in the Amount field and click the Save link.
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Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016
Add Payments

Add Payment

Cash
Payment Date  User Amount
AUG-26-2016  Trainmccs1 15.00 Save Cancel
SubTotal: $15.00 *
Total: =§15.00
Paid: £0.00
Balance: =515.00

Change Due: §0.00

coupoe | oo e

7. The page will refresh again, updating the Balance due to $0. Notice also the Change Due
line. If there had been an overpayment, as would be the case if a customer mailed a $50
check to pay a $20 balance, the amount due back to the customer displays here.

Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016
Add Payments

[ |E3|j Add Payment

Cash
Payment Date User Amount
AUG-26-2016 Trainmees1 15.00 Edit Delete
SubTotal: $15.00
Total: = §15.00
Paid: §15.00
Balance: = E0.00

Change Due: $0.00

T o

8.  Click the Delete link in the Cash payment grid. DAVE™ will post a query message before
deleting the payment. Click the OK button to delete this payment.
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Pavmeants
rayments

Received Date: MAY-03-2016 Fee Effective Date: MAY-09-2016
Add Payments

1 K2|§ Add Payment

Cash
Payment Date  User Amount _
MAY-09-2016  Trainmccst 15.00 EdilDelete
a < SubTotal: $15.00
Message from webpage g Total: =315.00
Paid: $15.00
P Balance: = $0.00

&) » t to delete this Cash P t? :
@ reyou sureyouwan 0 delete 15 Lasi aymen Change Due- SO.OO

T (s

Cancel J

9. Toreceive a payment in the form of a Check, select Check from the Add Payments
dropdown list and click the Add Payment button.

Add Payments

[Check  |E2|@ Add Payment

10. The page will refresh and display the Check/Money Order payment fields. Enter the Check
# presented and the Amount paid by check. Notice that Type is pre-filled with Check.
Click the Save link to accept the check payment.

Payments
Received Date: AUG-26-2018 Fee Effective Date: AUG-26-2018
Add Payments

| [E2|l Add Payment

Check | Money Order

Payment Date User Check # Type Amount
AUG-26-2016  Trainmecesi [ 56722 | | check [~]| [15.00 fsavefancel
SubTotal: §15.00
Total: =§15.00
Paid: $0.00
Balance: =515.00

Change Due: 50.00

T T [

11. The page will refresh and display the Balance and Change Due amounts of $0.00.
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Payments
Received Date: AUG-26-2018 Fee Effective Date: AUG-25-2018
Add Payments

I E3|§ Add Payment

Check | Money Order
Payment Date User Check # Type Amount
AUG-26-2016 Trainmeesi 56722 Check 15.00 Edit Delete
SubTotal: £15.00
Total: =$15.00
Paid: £15.00
Balance: = 30.00

Change Due: $0.00

T (o

12. Click the Delete link in the Check/Money Order payment grid. DAVE™ will post a query
message before deleting the payment. Click the OK button to delete this payment.

Payments
Received Date: AUG-26-2016 Fee Effective Date: AUG-26-2016
Add Payments

[ 3| Add Payment

Check / Money Order
Payment Date  User Check # Type Amount

AUG-26-2016  Trainmcest 56722 Check 15.00 Edi

a , SubTotal: $15.00

Message from webpage g Total: =$15.00

Paid: $15.00

N Balance: = $0.00

k@\ Are you sure you want to delete this Payment? Change Due: $0.00

I (e

Payment by Money Order

13. From the Add Payments dropdown list, select Money Order and click the Add Payment
button.
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Received Date: AUG-26-2018 Fee Effective Date: AUG-26-2018
Add Payments

Add Payment

o payments for this order. To add a payment select a payment type and click Add Payment.

| Money Order |
ReTny SubTotal: $15.00
Total: =§15.00
Paid: $0.00
Balance: =515.00

Change Due: $0.00

T o

14. The page will refresh and display the Check/Money Order payment fields. Enter the money
order number presented in the Check # field and the Amount paid. Notice that Type is pre-
filled with Money Order. Click the Save link to accept the check payment.

Received Date: AUG-26-2018 Fee Effective Date: AUG-26-2016
Add Payments

| [E2|R Add Payment

Check | Money Order
Payment Date  User Check # Type Amount
AUG-26-2016  Trainmces1 [7890 | | Money Orderuﬂ| [15.00 | Sav;lt:ancm
SubTotal: $15.00
Total: =515.00
Paid: 30.00
Balance: =§15.00

Change Due: $0.00

coupone [ rovos v

15. The page will refresh and display the Balance and Change Due amounts of $0.00.
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Payments

Received Date: AUG-26-2016

Add Payments

(— ] [

Check / Money Order
Payment Date  User Check #
AUG-26-2016 Trainmeces1 7890

Fee Effective Date: AUG-26-2016

Type Amount
Money )
Order 15.00 Edit Delete
SubTotal: $15.00
Total: =§15.00
Paid: $15.00
Balance: = $0.00

Change Due: 50.00

corre v L J

Note: Balance must be equal to $0 before a Marriage Certificate will be issued. Order
status will remain invalid if Balance due is greater than $0.

Validate Order

Notice that at the top of each Order Processing page is a Status Bar.

16. Notice that the status of this order is Order Valid/Incomplete/Registration on Hold.

Order Processing Menu

Page 139 of 180

20160800245

Rickk2 Ryan Roe

Jer My Sdncone REQISElorn

Source: Wal in ProCheck [ ProtD Ststus:

Recelved Date: AUG-25-2016 Fee ERactive Date:  AUG-25-2016

AppScant Information Payment Information

Name: Ricke Ryan Roe Type Amaount User

Address: 77 Elm Strest Cash $1500 Ceclle Test

Augusta. Mans 04330 ——

Atlention; Ficke Ros Paid: §1500

Phone: Duwe: $15.00

Email: Balance: S0 00

Evenl Reguesied

Event Type: Marmags Suspend Repect Request  Canespondence ‘Work Quder Amend Recsipt Maling Envelope  Mading Label
Redation: RegetanySer

Status: ‘Lcorso VahdMamage Valkiissued/Approved/Regsiored/Hold

Cammants:

Matched Events Services

Total
Regstrant Match Numberof Date of Last lssuance Service Nams Quantity  Prionty Delivery  Fee
tssusnces Marriage Caned Cogy 1 REGULAR Counter  $1500 lssue

Rrke o8 232046 D2 44

Ryan Roa Te® 1 AuQ-23-2016 D244 FM
o i ot e vt v f s i o
— e
Error Message Eventid Secviceld  Override

OR0001  Event requested has 3 hold status Reter to Holding Clers for processing

1




17. To check an order for any possible errors, locate and click the Validate Order button at the
bottom of the page.

Ortler Processing Manu 20160000245 :Rickie Ryan Roe

Apghcant
Mt Everts
9?‘ e ““ Source: Walk n ProChack / Proll) Ssatus:
An X indicator will appear by the Summary linkif |
there are any issues with the order. '
Amoum User
Agaress: 17 om oo Cash $1500 Cocle Text
Attention: Richss Roe .‘ Paid: $15.00
Phone: Duye: £15 i
Email: Balance: < The Issue link
: remains disabled
Event Requesied .
Event Type: Mamiage s Rty Cotresp Work Ordet Amend R untll a” errors are
Relaton: corrected.
Status: & VaidMamage Vahidissued Approved RegisiarecHold
Comments:
Matched Events Services
Service Name Quantity  Priority Delivery  Fee

Date of Last Issuanie

Marmriage Cenited Copy 1 REGULAR  Counter $15 3
Yas 1 Alg- F206 02 44 PV

o o =
Validation Results m m

Eventid  Service ld  Override
QOPON01 Evant requested has a hold status. Reder io Holding Clerk for procassing 1

18. If there are any errors the Validation Results screen will appear with error(s) message(s)
as shown in the example above. In addition, an “X” indicator will be shown near the
Summary link.

The Issue link will remain disabled until the errors are corrected.

19. Once error messages are corrected, and the order passes all validation rules, then a
message will appear. Click the OK button to clear the pop-up window.
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—_—
Order Processing Many

Apptcan | fOrer Vatcincompleds |
St e : Note .that the order status has_ changed from /Order
Services Source: Vialk \ Invalid/Incomplete/Registration on Hold to /Order
v . G50 H 3 113 9
% Recaived Date:  AUG-25-2016 Valid/Incomplete. The assign status “hold” was removed
s Applicant Information from the record. The order remains ‘incomplete’ until the
ferupa Name: Rk Ryan ioe issuance is completed.
Surlie hy Usnes Address 4
) Rckie Roe Paid $15.00
Note that the ‘X - 823X
T Balance Ehes
indicator no longer The link i bled
appears since the error "=+ S ——— %) € Itshsute n |shena be
T M C Amerd R
was corrected. s S merd now that errors have been
Likense Va corrected.
pnts:

-
l Dedivery ;

Quantity  Priogity Fee

[' RECULAR  Coumar $15

Exercise 9.5 — Order Summary Page

Skill Learned: How to examine the results of an order, place comments on an Order, and
perform other order related functions.

Comments
1. Fromthe Order Summary page, locate and click the Comments link.

Source: Walkin
Received Date: AUG-25-2016

Applicant Information

ProCheck / ProlD Status:
Fee Effective Date: AUG-25-2016

Payment Information

Name: Rickie Ryan Roe Type Amount User
Address: 77 Elm Sireet ;
Cash $15.00 Cecile Test
Augusta, Maine 04330 =1 ceie Tes
Attention: Rickie Roe Paid: $15.00
Phone: Due: $15.00
Email: Balance: $0.00

Event Requested

Event Type: Marriage Suspend Reject Reguest Comespondence  Work Order Amend Receipt

Relation: Registrant/Self
3 jicense ValidMarriage Valid/lssued/Approved/Registered
Wiatched Events Services
Total . " _—
Registrant Match Number of Date of Last Issuance Service Name Quantity  Priority
Issuances Marriage Certified Copy 1
Rickie
Ryan Roe Yes Aug-23-2016 02:44 PM

Validate Order w Issuance History

REGULAR  Counter

Mailing Envelope Mailing Label

Delivery Fee

$15.00 Issue

s v

2. The Comments page pictured below will open. Click the New Comments button.
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Comments x*

Comments

Order Number: 20160800245

Event Type: Marriage

Received Date:  8/25/2016 12:00:00 AM
Registrant Name: Rickie Ryan Roe

No data found.

!
|
3. From the Comment Type dropdown, select Order Processing and enter a comment in the
Comment field.
% Comments x*
Comments

4.

Order Number: 20160800245

Event Type: Marriage

Received Date:  /25/2016 12:00:00 AM
Registrant Name: Rickie Ryan Roe

No data found.

Enter New Comment

-
Comment Type: | Order Processing

Type the comment here_| Save -
Comment: Clear
|

Maximum text length: 4000 Characters left: 3978

Click Save to save your comments.

Comments Hg
Comments

Order Number: 20160300245

Event Type: Marriage

Received Date:  8/25/2016 12:00:00 AM
Registrant Name: Rickie Ryan Roe

Comment Type Emred Entered By Comment

Order Processing 08/26/2016 Trainmces1  Type the comment here. Edit Delete

Total records : 1
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5.

Once you have saved a comment, click the Edit link to re-open the comment entry form and
change your comments. Select the New Comment button to add a new comment, or the
Close button to close the comment dialog box.
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Reject Request
Occasionally, it may be necessary to reject an applicant’s request for a certificate or other
request, as would be the case when the applicant is not eligible to receive the document.

6. Locate and select the Reject Request link on the Order Summary page.

Source: Walkin ProCheck / ProlD Status:
Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016
Applicant Information Payment Information
Name: Rickie Ryan Roe Type Amount User
Address: 77 Elm Sireet ;
Augusta, Maine 04330 Cash_ $15.00 Cecile Test
Attention: Rickie Roe Paid: $15.00
Phone: Due: 315.00
Email: Balance: $0.00

Event Requested

Event Type: Marriage Suspend Correspondence  Work Order Amend Receipt  Mailing Envelope  Mailing Label
Relation: Reqistrant/Self

Status: [License Valid/Marriage Valid/lssued/Approved/Reaqistered

Comments: Type the comment here.

Matched Events Services

Total
Registrant Match MNumber of Date of Last Issuance

Issuances Marriage Certified Copy 1 REGULAR  Counter $15.00 Issue
Yes 1 Aug-23-2016 02:44 PM

Service Name Quantity  Priority Delivery Fee

Rickie
Ryan Roe

Copy to New | Validate Order w Issuance History m @

7. DAVE™ will query to make sure that you want to reject the request. Click Cancel to save
the order.

- -
Message from webpage @

oei Do you want to reject this request?

8. Rejecting a request cannot be undone. A new order will have to be initiated.

Note: Rejecting an order does not delete the service requested (Marriage Certified Copy)
from the order. Instead, rejecting an order adds a negative service that reverses the
original service. In this way, an accurate presentation of the original order is preserved in
DAVE™,
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Work Orders
Sometimes you may not be able to tell from the onscreen information whether or not you are

looking at the right record. Alternatively, you may be dealing with a legacy record that is not in the

DAVE™ database. In cases like these, you can print out a work order to carry to the vault to
assist in performing a manual paper search.

Note: The Work Order link is based on user security privileges.

9. To print a work order, click the Work Order link.

Source: Walk in ProCheck / ProlD Status:
Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016
Applicant Information Payment Information
Name: Rickie Ryan Roe Type Amount User
Address: 77 Elm Street ;
Cash $15.00 Cecile Test
Augusta, Maine 04330 .
Attention: Rickie Ros Paid: $15.00
Phone: Due: $15.00
Email: Balance: $0.00

Event Requested

Event Type: Marriage Suspend Reject Request Correspondence I'-Nark Order gAmend Receipt  Mailing Envelope Mailing Label
Relation: Registrant/Self

Status: ILicense Valid/Marriage Valid/lssued/Approved/Registered

Comments: Type the comment here.

Matched Events Services

Total
Registrant Match MNumber of Date of Last Issuance

Issuances Marriage Cerlified Copy 1 REGULAR  Counter $15.00 Issue
Yes Aug-23-2016 02:44 PM

Service Name Quantity  Priority Delivery Fee

Rickie
Ryan Roe

v v [ s 0

10. A File Download dialog box like the one pictured below will open.

‘ Do you want to open or save REPORT_POS_WORK_ORDER.pdf (38.1 KB) from gatewaytest.state.me.us? Open Save > Cancel

11. Select the Open button to open the Work Order for printing. Click Cancel to close the File
Download dialog box without printing.

Receipts

Sometimes your customers will require a receipt to demonstrate that they have paid for services

rendered. It may even be a requirement in your office.

12. To print a receipt, click the Receipt link. A File Download dialog box will appear.
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1.

2.

Event Requested
Event Type: Marriage Suspend Reject Reguest Correspondence  Work Order Amenl Receipt § Mailing Envelope  Mailing Label
Relation: Registrant/Self

Status: ILicense Valid/Marriage Validlssued/Approved/Registered
Comments: This is a test comment.

Matched Events Services
Total Service Name Quantity  Priority Delive Fee
Registrant Match MNumberof Date of Last Issuance v
Issuances Marriage Certified Copy 1 REGULAR Counter  $15.00 lIssue
Roy R. .
Rogers Yes 1 Apr-25-2016 11:34 AM

Copy to New | Validate Order m Issuance History m

13. Click the Open button to open the Receipt for printing. Click Cancel to close the File

Download dialog box without printing.

Do you want to open or save REPORT POS_RECHPT.pdf (382 XB) from gatewaytest.state.me.us’ Open Swe | v Cancel

Exercise 9.6 — Issuance

Skill Learned: How to issue certified copies in DAVE™,

Click the Issue link to launch the Issuance Page.

Source: Walk in ProCheck / ProlD Status:

Received Date: AUG-25-2016 Fee Effective Date: AUG-25-2016

Applicant Information Payment Information

Name: Rickie Ryan Roe Type Amount User

Address: 77 Elm Street

Cash 31500 Cecile Test

Augusta, Maine 04330 =1 eclle Tes
Attention: Rickie Ros Paid: $15.00
Phone: Due: $15.00
Email: Balance: 50.00

Event Requested

Event Type: Marriage Suspend Reject Reguest Comespondence Work Order Amend Receipt  Mailing Envelope Mailing Label
Relation: Regisirant/Self

Status: [License Valid/Marriage Validlssved/Approved/Registered

Comments: Type the comment here.

Matched Events Services
Total service N Quantity  Priority Deli F
Registrant Match MNumber of Date of Last Issuance rvice Name uaniy rior Ivery ee
Issuances Marriage Certified Copy 1 REGULAR  Counter 515.0
Rickie .
Ryan Roe Yes 1 Aug-23-2016 0244 PM

oy oo i v v Lo o D

The Issuance page is used primarily to print certified copies and licenses. Note that all of
the column headers are underlined. This indicates that, when more than one service exists,
clicking the headers will re-sort the table based on that column’s contents.
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Printing a certificate:
Step 1

1. Place a checkmark in the checkbox in the All column of the record you want to print.

Note: If more than one copy of a certificate is requested, clicking on the “All” column
will automatically place a checkmark in all of the rows.

Issuance x
Applicant . Date - . . Security Paper .
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
Rickie Marriage 08/25/2016 REGULAR Counter Rickie Ryan 2016000031 r
Ryan Roe Certified Roe e
Copy
Total records : 1
Actions Numbering
Void AutoNumber Ascending
Complete AutoMumber Descending
Delate

Beginning Number

2. Click the Print Issuance link to print the service requested. Clicking the Print Issuance
link will launch the Windows file download dialog box. Select Open to open the .PDF file
and print the certificate.

Do you want to open or save Issuancespdf (150 KB) from gatewaytest.state.me.us? Save - Cance

3. Once the record has printed, the Date Printed box is filled with the current day’s date.

Step 2

1. If the service requested requires safety paper (such as the marriage certificate), enter
the security paper number in the Security Paper Number entry box and click the Save
button. If the service requested does not require safety paper (such as a marriage
license) there will not be a Security Paper Number entry box.
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Otiiee Pyocessing Mane

docmcz -
Mt £ et Note that the order status remains at
o Souece: Wl o “incomplete” until all three issuance steps
Ru 1 AUD-I5-2016
: e iy are completed.
Vallitalte O Apphcant Infonmanon
Port Foome Rk mat's
s & ::,:;:;, :‘:.— ‘: —;,; ;:z.e » Type Amount ser
ot Auguista. M D330 i o2 JL famiom
=) Issuance x
Applicant Date Security Paper .
Al Name Service Recetved Pronty Dolivery Rogistrant SFN Number Date Ponted Rano Late
1 Rcwe Marmage Q8252076 REGULAR Countsr Ricke Ryan 201800003 ~ .
RyanRos  Cerified foe I II Aug-20-2016 l =
Copy
Total recods © 1
Actions Numbenng |00 tEskm
Preet issuarce Vo AuloNuToar andin
" Comgiote Autol - ang
Oeee Bagnning Numdee g w
Step 3

1. Once you have printed the certified copy and have distributed it to the customer, use the
Complete link to mark the transaction as completed. This is the final step in processing

an order.
Issuance x
Applicant - Date I . - Security Paper .
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
Rickie Marriage 08/25/2016 REGULAR Counter Rickie Ryan 2016000031 [csoopooooaso |  Aug-29-2016
Ryan Roe Cerlified Roe
Copy
Total records : 1
Actions Numbering
Print Issuance gid AutoNumber Ascending
Complete AutoNumber Descending
Delete A
Beginning Mumber
[save] ciose

Once an order has been marked complete, the Issue link on the Summary page will be
disabled.
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SA180200248 Rickie Ryan Roe =
{Completed

Note that the order status has changed from
‘incomplete’ to ‘completed’ once ALL 3

Source: Walkin .
steps of the issuance are completed.

Received Date: AUG-25-2016 16
Applicant Information Payment Information
Name: Rickie Ryan Roe Type Amount User
Address: 77 Elm Street ;
Augusta, Maine 04330 Cash_ $15.00 Cecile Test

Attention: Rickie Roe Paid: $15.00
Phone: Due: $15.00
Email: Balance: 50.00
Event Requested
Event Type:  Marriage corf The ‘issue’ link becomes disabled once blope  Mailing Label
Relation: Registrant/Self the order is Comp|eted_
Status: {License ValidMarriage Valid/lssued/Approv:
Comments: Type the comment here.
Matched Events Services

Total Service Name Quantity Priority Delive
Registrant Match MNumber of Date of Last Issuance y

Issuances Marriage Ceriified Copy 5] 1 REGULAR Counter  $15.00

Rickie .
Ryan Roe Yes 2 Aug-20-2016 0847 AM

Copy to New | Validate Order W Issuance History m m

Click the Close button to close the Issuance Web Page Dialog.
Locate these other links on the Issuance Web Page.

Void — This link is used to void security paper and reprint a new certified copy. This may be
necessary if a copy did not print properly, the paper jammed, etc.

Issuance
Applicant . Date I - - Security Paper -
All Name Service Received Priority Delivery Registrant SFN Number Date Printed
Roy Rogers Marriage 05/09/2016 REGULAR Counter 2016000012 | -sp000000252 Way-09-2016
Certified
Copy

Total records : 1

Ac"ons %
Print Issuance AutoMumber Ascending
omplete AutoMumber Descending

Beginning Number

e

AutoNumber Ascending/Descending — The AutoNumber feature is used to assign security
paper numbers to a group of certified copies. Copies must be printed before using the
AutoNumber. Follow these steps to use the AutoNumber feature:

a. Place a checkmark in the All column of the records to be updated.
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b. Enter the starting number in the Beginning Number field.

c. Click the AutoNumber Ascending link to start the numbering process from the lowest

numbered security paper to the highest.

d. Click the AutoNumber Descending link to start the numbering process from the

highest numbered security paper to the lowest.

Delete — Using this link removes item(s) from the issuance queue as would be necessary if
the user entered an incorrect quantity on the Services page. Deleting an issuance here
will automatically reduce by one the quantity displayed on the services page.

Exercise 9.7 — Fast Order
Skill Learned: How to complete a fast order.

A Fast Order is completed the same was as a New Order described in Exercises 9.1 through

9.6.

On the Home page select Order Processing>Marriage Fast Order as shown below.
City of Augusta

Order Processing

New
Search

Birth Fast Order
Death Fast Order

Marriage Fast Orde

}; I Messages

The difference between a New order versus a Fast Order is that a Fast Order is on one

continuous page as shown below.
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Marriage Fast O.rder

Applicant:» |® Person (O Organization 1D Type: | Valid Driver License  [v]| Other: | [ Expedite Order
Name
Prefix ¥ First Middle » Last Suffix
| |[David | | Coffes ]
Applicant Address
Pre Street Post

Street Mumber Directional Sireet Name Designator Directional Apartment Number
(5 | [~ [oak | | street | |

City or Town Siate Country Zip Code
A [Augusta | | Maine | | United States | (04330 |
Shipping Information
Shipping Mame
Prefix  First Middle Last Suffix
| ||pavid | [ Coffee 1)
Shipping Address

Pre Street Post

Street Mumber  Directional Street Mame Designator Directional Apartment Number
s | [v]| [oak | | Street [ D

City or Town Siate Country Zip Code
ﬁ | Augusta | | maine | | United States | [04330 |
[ Contact Information
Applicant Relationship:» | Registrant/Self [™]| other Specify: |
File Number: vear [ | Numper.  [] |
Party A First: David | Middle: [ | Last [ |Coffee |
Farly B First M [ Midde: [ [ | Last [+ |
Date of Marriage  Start: [ |. End: | |.

PlaceofEventCity: ™ | | PlaceofEventCounty [1| |

Number of rows to be returned: 200 |

Select Date of Event
O

O

® Preview Sep-09-2016

Page 151 of 180

oo J s

SFN Registrant Name Place of Event
No Matching Event
Legacy Record

2016000033 Coffee, David D.; Milk, Mary M. Kennebec

Total records : 1



Sources | Walk in[ || Prioritys | REGULAR || Deliverys | Counter| v |
» Service v Quantity » Request Reason Other specify

| Marriage Certified Copy 1 Legal Purposes
[IMarriage Certified Copy Veteran

[IMarriage Insufficient Funds

[IMarriage License

[IMarriage License Reissue

[]Marriage Non-Certified Copy

[Miscellaneous Fess

<[

Calculate Fees

Payments

W Cash SubTotal: 515.00

Payment »|15.00 Total: =515.00
Paid: §15.00

[[]Check Balance: = §0.00
[T1Refund Change Due:  $0.00

Event Requested

Event . Reject Request Correspondence Work Order Receipt Mailing Envelope  Mailing
Marriage Label

Relation:  Registrant/Self
Status: [License ValidMarriage Valid/lssued/Approved/Registered
Comments:

Matched Events Services

Total . . o .
Registrant Match Numberof Date of Last Issuance | Service Name Quantity  Priority Delivery Fee

Issuances Marriage Certified Copy 1 REGULAR Counter  $15.00 Issue

David D.
Coffee

Next Order j§ Copy to New Jl Take me to Regular Order w Issuance History Save & Validate

Yes 1 Sep-09-2016 01:37 PM

Section 10: Search For Existing Orders

The previous section detailed the steps necessary to create and process a new vital records
order. This section covers the steps required to search for, and access an existing order.

Exercise 10.1 — Order Processing Search Menu
Skill Learned: How to locate and use the Order Processing -> Search functionality.

1. Fromthe Home Page select Order Processing -> Search. The Search for an order page
will display.
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City of Augusia

Life Events

Health ani

Birth Fast Order
Death Fast Order

Marriage Fast Order

Messages = T
% A )

Activities

Amendment Work Reagistration Work
); Clueue Summary );] Clueus Summary

2.  There are 4 search options to choose from: Search by Order, Search by Event
Requested, Search by Applicant, and Search by Matched Event.

m [Sem:h by Event Requesmd]
Quer Number |
VPS Cuoec Number Fist Name

Setunity Papetr Numiber

Last Name
Tracking Number
Recervec botwnen — anc =
Search by Applicant ISnmch by Matched Event I
Event Type Death v|

Organzaton Name

Search Critoria 1

1€

First Name

Value 1
Last Name -

Search Criteria 2 v
Phore e Vaiue 2

Maxmum racoeds 1o asplay | 200

(IR T § S

Exercise 10.2 — Search by Order
Skill Learned: How to search for an order based on order specific criteria.

1. To Search by Order, you must input at least one of the required pieces of information:
Order Number, Security Paper Number, or Tracking Number. Additionally, you can elect
to search by date range by entering a range of dates in the Received between box. Enter
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2.

3.

your Received between start and end date and click the Search button at the bottom of the

page.

Search By Order

Order Mumber:

WPS Order Number:

Security Paper Mumber:

Tracking Mumber:

Received between [Aug-20-2016 | [{IF) and [Aug-29-2016 | [{R)

The search outlined above returned the following results.

Qe

Orger Number

207508002448
20160800247

20180800248
20150800245
20150800244
20760800243
20150800242
20150800241
20150600240
20163800739
20180800238

Date Recatved

AUG-28-2016
AIG- 262018

ALG-26-2018
AG-25-206
AUG-23-2016
AUG-23-2016
AUG-23-2018
AUG-23-2016
AUG-22-2016
AUG-22-2018
AUG-22.2010

Apphcant Name

Ricue Ros
Test Apghcant

tele

Rickie Ryan Ros
Applicant O Flie
Applcant On Fie
Applicand On File
Applicant On File
Apphcant On File
Applcamt On File
Appixant On File

Event Type

Marriage

Mamage
Marriage

Deatn

Mamage
Marriage
Marrmage
Marriage
Marriage
Marriage
Marriage
Marage

SFN
2096000031

2036000045
2016000015

2015500901
2016000031
2016000031

Registrant Name

Rickie Ryan Roe;Tammy T Toe

QOmr O Omanga Yessm Y Yolow
Cmi O Orange Yessm Y Yelow

Anastania Bracey

Ricke Ryan Roa:Tammy T Toe
Rickis Ryan Roa Tammy T. Tos
James J Tavem Swends B Bar
James J Tavern Smnds B Bar
Larmy L LonTina 7. Tiger

Bob 8 CamesAnn A Glory
Bob & Cames Ann A Glory
Beb 8 Cames.Ann A Glory

Total recoras : 11

To open an order in the list, click the Order Number link. The Summary page of the order
selected will display.
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Order Summary
Source: Walk in ProCheck / ProlD Status:

Received Date: AUG-25-2016

Applicant Information Payment Information

Fee Effective Date: AUG-25-2016

Name: Rickie Ryan Roe Type Amount User
Address: EJQBS%&;LE 0430 Cash 51500 Cecile Test
Attention: Rickie Roe Paid: $15.00

Phone: Due: $15.00

Email: Balance: $0.00

Event Requested

Event Type:  Marriage Correspondence  Work Order Amend Receipt
Relation: Registrant/Self
Status: fLicense ValidiMarriage Valid/lssued/Approved/Registered
Comments: Type the comment here.
Matched Events Services
Total Service Name Quantity Priority
Registrant Maich Number of Date of Last Issuance
Issuances Marriage Certified Copy [ 1
Rickie .
Ryan Roe Yes 2 Aug-208-2016 08:47 AM

Copy to New § Validate Order Issuance History

Mailing Envelope  Mailing Label

Delivery Fee
REGULAR  Counter

o] ]

$15.00 Issue

4.  Select the Return button to return to the Search results page.
number from the search results page.

Order Number Dete Roceived Applicant Name Evant Type SFN

20160800248 AUG-20- 2016 Ricks Row Mamiags 2016000031

20160800247 AUG-26-2016 Test Apphcant Mamage 20168000015
Marriage 26000015

20160800245 AUG-26-2018 o Deatn 2015506931

20180000245 AUG-25-2018 Ricks Ryan Ros Mamage 2016000031

A1808002¢2 AUG-23-2018 Appiicant On File Marrage 2018000031

20100800243 AUG-23. 2010 Appiicant On File Mamtage

20100800242 AUG-23-2014 Appiicant On Fie Martage

20150800241 AUG-23-2014 Appficant On File Mamape

20180000240 AUG-22-2015 Appicant On File Marage

20160800239 AUG-22-2016 Apgiicant On File Marriage

20180800238 AUG-22.2018 Appiicant On File Marriage

Please write down an order

Rogistrant Nama

Rickia Ryan Rog Tammy T Tos

Oy O. Orange Yessum Y Yalow
Oy O, Oranga;Yassm Y Yelow

Anastasia Bracey

Rickie Ryan Roe. Tammy 7 Toe
Rickie Ryan Roe Tammy T Toe
James J Tavarm Brenda B Bar
Jamas J. Tavern Brenda B Bar
Lamy L LonTina T. Tiger

Bob B. Cames Ann A Glory
Bob 8§ Carnes Ann A Glory
Sob B Carnes Ann A Glory

Total records : 11

==

5. Select the New Search Button.

6. Click the Clear button to clear out the previous search criteria.
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Search By Order Search by Event Requested

rst Name

Recenes batween [Aug-20-2015 | B¢ and Aug-29-2016

Search by Applicant Search by Matched Event

Qrganzabon Name Event Type Ceatn V.

mm

7.  This time we will search by Order Number. Enter the order number you recorded in step 4

and select the Search button at the bottom of the page. This type of search will always
return one result.

Exercise 10.3 — Search by Event Requested

Skill Learned: How to search for records based on vital event registrants. The registrant is the

person whose name appears on the certificate. For marriages, the registrant is either Party A or
Party B.

1. Inthe Search by Event Requested section, enter the vital event registrant’s First Name
and Last Name and click the Search button.

Search by Event Requested

First Mame: Rickie

Last Mamea: Roe

2. Notice that in the records returned below that all registrants share the same name. Again,
click any Order Number link to open the order for review/editing.

Page 156 of 180



Order Numbes Date Receved Applicant Naime Event Typeo SEN Registrant Name

Rxcke Roe Marnage Ricke Ryan Roa Tammy T Toe
Rx ks Ryan Ros MImags Ricke Ryan Roa Taamy T Toe
Apglicant On Fila Mamage Rickie Ryan Roe Tammy T Toe

Tolal records : 3

Exercise 10.4 — Search By Applicant

Skill Learned: How to search for an order based on the person or organization that originally
placed the order.

1. To search by Applicant, you must input at least the applicant’'s Last Name. However, to
reduce the number of orders returned by a search, it is highly recommended that both First
Name and Last Name are entered.

Search by Applicant

Crganization Mame:

First Name: Rickie
Last Mame: Roe
Phone: -

2. Supplying additional information such as Phone Number and/or Organization Name will
further narrow the scope of the records returned.

3.  Applicant based searches may not always be successful. When they are successful, they
can return one or many records. This search returns the following results:

Ordes Number Date Received Apphcant Name Event Type SFN Registrant Name

24 AUG-26-2018 Ritue Roe Marrage Rk Ryan Roe Tameny T Toe

Riciue Ryan Ro= Mariage Rike Ryan Roe Tammy ToR

Total records : 2

4.  Click any underlined Order Number link to open an order.

5. Searching by applicant First Name only will generate an error message.
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= —— e B ;
Message from webpage @

y L Invalid Search Criteria. Last Name is required.

Exercise 10.5 — Search By Matched Event
Skill Learned: How to search for an order based on the data values in the match registration.

1. To search for an order by the matched event, you must first select an event from the Event
Type dropdown list. Death is the default event type.

Search by Matched Event

Event Type: Death

Search Criteria 1:
Yalue 1:

Search Criteria 2:
Value 2

2.  Select Marriage from the Event Type dropdown list.

Search by Matched Even

Event Type:

Search Criteria 1-
Walue 1:

Search Criteria 2:
Walue 2:

3. Next, make a selection from Search Criteria 1.
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4.  Enter the corresponding value in Value 1. For example, if you select Party A First Name
for Search Criteria 1, then you would enter Party A’s first name in Value 1. When
searching by event, a valid Search Criteria 1 with corresponding Value 1 data must be
entered.

5. However, when searching based on Party A’s First Name, you must also select Party A’s
Last Name as Search Criteria 2 and complete the Value 2 field.

6. Searching on Party A’s First Name only will generate an error message.

7. Enter valid entries for one or more Search Criteria and Value fields and click the Search
button to proceed.

Search by Matched Event

Event Type: Marriage ﬂ

Search Criteria 1: Party A First Name ﬂ
Walue 1: Rickie

Search Criteria 2: Party A Last Name ﬂ
Walue 2 Roe

8. Event based searches may not always be successful. When they are successful, they can
return one or many records. In our example, the results will include all marriage orders for
Rickie Roe. This search returns the following results:

9. Regardless of the search method used, clicking the corresponding order number will always
open the Summary page for that order.

Otdes Nusnber Date Recerved Applicant Name Evemt Type SFN Registiant Name
Fcke Roe Marriage

ivan Roe Marriage

Apgiicant On Fie Mamage

Total rocords : )

Section 11: Security Paper Management
Skill Learned: How to add, void, view and search for Safety Paper.

Exercise 11.1 — Add Safety Paper in Security Paper Management.
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When adding safety paper to DAVE™ it is faster and easier to add a range of safety paper that is
in numeric order. For example, add safety paper numbers 100001 through 100050. Do not add
more than 499 sheets of paper.

Safety paper assigned to DAVE™ should only be used for the DAVE™ system.

1. Loginto DAVE™.

2. Onthe Home page select Table Maintenance>Security Paper Management.

City of Augusia

Main Order Processing Life Events Queues Reports Forms Table Maintenance Help

Maine Department of Health and Human Services Security Paper Management I

3. The “Select the desired action” dialog box will open as shown below.

4.  Click on the “Add Paper Numbers to Master Inventory” link as shown below.

Select the desired action

Add Change View
IAdd Paper Numbers to Master Inventor-:l Void Security Paper View Security Paper Assignments
Assign Security Paper Delete from Master Inventory Search for Security Paper

Reassign to Master Inventory

5. The “Add Paper Numbers to Master Inventory” dialog box will open as shown below.

Add Paper Numbers to Master lnventory

Paper Type ’ v

Beginning Numbser '

Ending Numdar (To process 3 snghe piece of gapet, leave Ending Number tlank)

6. From the Paper Type dropdown box select “Safety Paper”.
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Add Paper Numbers to Master Inventory

Paper Type ¥

Beginning Number 'Eafet-.-'F'aper E

Ending Mumber (To process a single piece of paper, leave ‘Ending Mumber blank)

7. Inthe Beginning Number text box key in the first safety paper number.

Add Paper Numbers 10 Master Inventory

Paper Type » Safel Faper v

Beginning Number » 100007

Ending Numiber To process 3 single piece of paper. leave ‘Ending Nur

8. Inthe Ending Number text box key in the last safety paper number as shown below.

(Note: Do not add more than 499 sheets of paper.)

9. Select SAVE.

AGd Paper Numbéers 1o Master inyventory

Paper Type b Salety Faper v

Beginning Number  » 100001

Ending Numbet 1000%( To process 3 single plece of paper, lsave Encng Number bian

10. The “Add Paper Numbers to Master Inventory Results” dialog box will open.

11. The message “Paper range was successfully added” will be shown.

Note: At this point the Safety Paper is only stored in the Master Inventory. The next steps
instructs DAVE™ which city/town owns the specified range of safety paper added in the

above steps.

12. Click on the “Assign part of this range” link. This step will instruct DAVE™ which city/town

owns the range of safety paper numbers added in Step 9.
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(Note: If Step 12 is accidentally skipped, go back to the Table Maintenance>Security

Paper Management menu and select the “Assign Security Paper” link.

Add Paper Numbers to Master inventory Results

Faperrange was successfully acded

13. The “Assign Security Paper” dialog box will open as shown below.

Assign Secueity Paper

Paper Type ’ v

Assign to Offce ’ v
Baginning Number » 100001
Enoing Numbar 100040 To process 3 singls piece of papar, Sae Ending Number biank

14. Select the “Assign to Office” drop down box as shown below.

Assign Security Paper

Paper Type ¥ | Safety Paper »

Assign to Office ¥

o City of Auburn

Beginning Number » City of Augusta

City of Augusta-do not use
City of Bangor Maine

City of Bangar(DO NOT USE)
City of Bath

City of Belfast

City of Biddefard

City of Brewer

City of Calais

City of Caribou

City of Eastport

City of Ellswaorth

Citv of Gardiner

Ending Mumber

15. Select your city/town.

16. The “Assign Security Paper Results” dialog box will open.
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Assign Security Paper Results

In the illustration above, the Results shows “Paper range was successfully assigned” to the City of
Augusta.

Exercise 11.2 — Void Safety Paper in Security Paper Management

Go to the Home page.
1. Select the “Table Maintenance” menu.
2.  Select “Security Paper Management”.

3. Click the “Void Security Paper” link as shown below in the Change box shown below.

Select the desired action

Add Change View

Add Paper Mumbers to Master Inventory Void Security Paper View Security Paper Assignments
Assign Security Paper Delete from Master Inventaory Search for Security Paper

Reassign to Master Inventory

4.  The “Void Security Paper” dialog box will open as shown below.
5. Complete all the required fields as indicated by red arrows.

6. Select SAVE.
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Voud Secunty Paper

Paper Typa + I

Assigned to Otfice  » v

NMultiple Ranges

void 3 smgle plecs of paper, lease the Ending Numbar of the rangs biank
Beginning Number » Ending taumber | Sanae
Reason '

Exercise 11.3 — View Safety Paper in Security Paper Management

Go to the Home page.
1. Select Table Maintenance.
2.  Select “Security Paper Management”.

3.  Select “View Security Paper Assignments” from the View box shown below.

Select the desired action

Add Change View
Add Paper Mumbers to Master Inventory Void Security Paper View Security Paper Assignments
Assign Security Paper Delete fram Master Inventory Search for Security Paper

Reassign to Master Inventary

4.  The “View Security Paper Assignments” dialog box will open as shown below.
5.  Select the Paper Type from the dropdown box.
6. Select the Assigned to Office dropdown to select your city/town.

7. Select SEARCH.
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View Security Paper Assignments

Paper Type » I

Assigned to Office (Unassigned) w

The “View Security Paper Assignments” dialog box will open for your city/town as shown below.

View Securnty Paper Assignments
Paper Type [ O atety Paper B
AsSignad to OfMce Cay of Augusts -
T 1 [
|Range Assigned | Sheets Vouded {Sheets Used Sheets Avaiabée

Total records | 5

=

The “Range Assigned” column shown above displays all the safety paper range(s) keyed in.

The “Sheets Voided” column shows a count of all the safety paper that has been voided for that
range.

The “Sheets Used” column shows a count of all the safety paper that has been used in that
range.

The “Sheets Available” shows a count of all the safety paper that is still available for use in that
range.

Click on any one of the numbers shown under the Sheets Voided, Sheets Used and Sheets
Available columns to see the safety paper numbers that were voided, used, or still available for
issuance.

For example, to see which safety paper numbers were voided in the range 332312 — 333000,
click on the number 29 as shown below.
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View Security Paper Assignments

Paper Type [l Safety Paperiid

Assigned to Office City of Augusta w

Range Assigned Sheets Voided Sheets Used Sheets Available
000000100001 - 000000100050 0 0 50
000000332312 - 000000333000 29 631 29
000000574001 - 000000574495 1 255 239
000000574501 - 000000575000 0 0 500
000000900700 - 000000900750 i} i} 39

Total records : 5

The page will expand and a Selected Range Detail box will appear showing all 29 safety papers
that have been voided.

View Security Paper Assignments

Paper Type (B Safety Paper i

Assigned to Office City of Augusta w

Range Assigned Sheets Voided Sheets Used Sheets Available
000000100001 - 000000100050 0 0 50
000000332312 - 000000333000 531 29
000000574001 - 000000574495 1 255 239
000000574501 - 000000575000 1] 0 500
000000900700 - 000000900750 ] i} 39

Total records : 5

Selected Range Detail

000000332387 - 000000332395
000000332434 - 000000332440
000000332627 - 000000332632
000000332682 - 000000332687
000000332905

soorn [ o
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Exercise 11.4 — Search Safety Paper in Security Paper Management

There may be occasions when a safety paper used doing an issuance will trigger a popup
message stating the safety paper has already been used. The following is a great tool when
trying to check the status of a safety paper.

1. Gotothe Home page.

2.  Select the Table Maintenance menu.

3.  Select “Security Paper Management”.

4.  Select “Search for Security Paper” as shown below.

Select the desired action

Aod Change View

5. Complete the “Paper Type” and “Paper Number” dropdown boxes as shown below.

6. Select SEARCH.

Search for Secunty Papsr

Paper Type '

Papar Number * [Zafer

7. The “Search for Security Paper” dialog box opens as shown below.
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Search for Secunty Paper

Paper Type Ll Safedy Faper B4

Paper Number 332387

Search Results

=

The page above contains lots of data regarding the safety paper. It will indicate what city/town it
was assigned to, the order number, applicant number and the clerk’s name as shown above.

In the example below, the City of Augusta clerk is able to see the status of safety paper that was
assigned to the City of Portland.

Search for Sacunty Paper

Paper Typo Ol Sadaty Paper B3
077587

Paper Number

SearchResutte

Select the Return button at any time to go back to the Home page.

Section 12: Legacy Records

Legacy Records are paper records that have already been registered, but have not yet been
keyed into the DAVE™ system.

Note: Legacy Records will be entered into the DAVE™ system at a future date. Clerks
will be notified when this will occur.
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Exercise 12.1 — Entering Legacy Records

1. From the Home page select Life Events>Marriage>Start/Edit New Case.

City of Augusta

Main Order Processing Life Events Queues Reports

nd Human Services

2.  Key in the required fields on the Start/Edit New Case page. Select Search.

Party A First Name: v fee Party A Last Name: » Leang
Party B First Name: » Safia Party B Last Name: » Singer
Date of Marriage: » [Feb-12-1280 | B

City of Marriage Coustty of Marage

o bt

3. On the Marriage Search Results page select the Start New Case button.

Thete are no cases thal masch the crileria you have entered,
If IS 5 3 new case. select the San New Case Dumion of Sakat the New Seaech DUtion 10 peeform a pew search

| )

4.  The Party A page will appear. Under the Marriage Registration Menu, Registrar
submenu, select the Identifiers link as shown below.
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6.

7.

Marnage Regstration Menu 308971 :Lee Leland, Sofia Singer Feb-12-1980
i MNew EveriiNew EvarNATRANCL Rogislersd

aity A pansy

Palty A Paiits

Party A Other information ~oAL]
_V
Barty A Altroxes —
f;::: Curreat Name
Party B Other Informaton o Mt Lt
Farty B Aftrinfes .
Lockl Ofcix
BT
Ociant Name Prior to First Marmiage
Midale Othar Miodhe
Brinplacs State Birmptace Country
nachments ted States
Frint Forms u
Commeans
Cursporoenta DCae of S Age Sex
Eventt and [ssuance Hiwtory = Al v
Issim This Recard
Vaats Registabon

Last Syt
Llflﬂ
Last Sufte

() 0 3 ) G

The Identifiers page appears.

Mamage Registration Menu 308971 :Lee Leland, Sofia Singer Feb-12-1980
) ey EvenUNANANG! Registered
Pt
Party A Parests Racon Source ’
Paity A Omher dormation Paper
Party A Altributes State File Numos ‘ Fie Dans =
Py Loca! Regisiration Numbes Retrésh Report Extract Das =
Party B Pareaty —
Party B Other hrdormaticn Dissolution Date c2]
Party B Alintutes
Locatl Ol m m
Ofcart
Fiing Offciat

The default Record Source is Electronic.
“Paper”.

From the Record Source dropdown select

Since a legacy record is already a registered record, key in the State File Number and the

File Date shown on the paper record.

Identifiers

Record Source 3

000033 | f File Date

| state File Number

"Feb-12-1980 |

Local Registration Number |

|

Dissolution Date

| Refresh Report Extract Date |

|

Validate Page [Sa\re] Return
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WARNING: If these two fields are erroneously left blank, DAVE™ will automatically
assign both a State File Number and a File Date which will NOT match the record.
Please contact the Vital Records office if this occurs.

8.  Click SAVE.

9. The Status Bar will show the State File Number_that was keyed on the Identifier page.
Note that the State File Number is preceded by the year the record was filed.

308971 193ubunn33 :Lee L. Leland, Sofia 5. Singer

Before completing the remaining steps below, please note that there may be data fields in the
DAVE™ registration that we collect information on today,that is not available on legacy records.
Leave those fields blank. E.g., the record may have the age, but not the date of birth.

In addition, any dates that are not available on the legacy records, on the DAVE™ registration
pages enter an unknown date format as discussed in Section 2, and shown below.

If user enters: System will display:
99-99-9999 999-99-9999
99-99-1990 1990

Jan-99-1990 Jan 1990

The Date of Birth, however, cannot be an unknown date format.

Date of Birth Age Sex

99990088 | [T n 2|
e
Message from webpage @

! . Invalid Date of Birth. Date of birth cannot be Unknown (99-99-9999),

T

In cases where the Date of Birth is unknown, leave the field blank. An edit rule will fire as shown
below and will need to be overridden.
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First Middle Other Middle Last Suffix

Bob B.

Birthplace
Birthplace State
Maine

Date of Birth

Bailey
Date of Birth cannot be contain any of the "unknown' date formats. If the
Date of Birth is unkmown, leave the field blank and enter Age.
Edit rule will need to be overndden.

Sex

Age
Al [20 Male

D () 63

Validation Results

Error Message

m

Override Goto Field Popup

MG0043: Party A's Date of Birth cannot be left blank.
The Party A's date of birth cannot be left blank.

10. Complete the Party A page.

An edit rule will fire on the Parties’ Age since DAVE™ calculates the Age based on {Current Date

- Date of Birth}.

»3089?1 1980000033 Lee L Leland Sofla Slnge Feb-12-1980

Date of Marriage.

Preferred Title
I |
Current Name
First Middle Other Middle Last Suffix
Lee L Leland
Copy Current Name The AGE is calculated based on Current Date — Date of
Name Prior to First Marriage Birth. In this example, Fhat would make_ Party A gctually
Eiret Viddle 56 years old the day this legacy record is keyed into
Lee L DAVE™. Therefore, the user would need to edit the age
based on the Date of Marriage — Date of Birth as shown
Birthplace on Legacy Record. The edit rule(s) for both Party A and
Birthplace State Birthplace Coury Party B will need to be overridden.
Maine United States
Date of Birth Age ex
Mar-01-1960 T Al 19 Male
v e s [ s
Validation Results List All Errors m
_Error Message Override Goto Field Popup
MG3318: Party A's age is inconsistent with calculated age.
Please verify Party A's Age. 0
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11. Complete the Party A Parents page.

12. Complete the Party A Other Information page.
13. Complete the Party A Attributes page.

14. Complete the Party B page.

15. Complete the Party B Parents page.

16. Complete the Party B Other Information page.
17. Complete the Party B Attributes page.

18. Complete the Local Official page.

» 308971 1980000033 :Lee L. Leland, Sofia S. Singer Feb-12-1980

fLicense Invalidarriage Invalid/NAMAINOL Registered/License Pending/Marriage Pending

Date License lssusd Jan-01-1280 | waive] The Issuing Official dropdown contains those users that are
current today. Since the municipal clerk back in the year 1980

License Expraton Date | MAR-31-1220 | [T when this paper record was created is not a user today, do not

Intentions Filed Date | Jan-01-1980 | [T select from the Issuing Official dropdown as the user’s name will
- - not be available. Instead, type in the name of the municipal clerk

Issuing Oficial who issued this record in 1980 in the First, Middle, and Last

Local Official Office Name fields as shown here. Once the page is validated, the name
City of Augusta will system-fill the Issuing Official field.

Issuing Official

First Middle Last Suffix
Rebecca R. Rowe

Title

Municipal Clerk v |

Party A Date Signed Party B Daie Signed
Jan-01-1980 | [ [Jan 011980 | [N

D) () 5 €0

19. Because this is a registered paper record, there is no need to select Approve License.
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m 308971 1980000033 :Lee L. Leland, Soﬁa S. Singer Feb-12-1980
- cense Vald ot exceppiionsfiamage InvalldNANANG! Regabeed'Mamiage Panding

X Pty A

« Farny A Parents - - -

v Py A Omer information Date Licenss Issued Jan-0%-1980 | Watver Submitted L]

v Farty A Attributes License Expiraton Date |Mae-31-1380  [B9)

APany 8 =

« Party 8 Parents Intantions Fied Date 43 Do NOT wedact the ‘Agprove Laere’ link as beenan wan slruady

approved ot the time the paper r2cord war done

x Oftciare ":""‘9 ?‘“'
X Fifmg Offcia oue. Revecca
ECTTEE— vaocs s sum
v Igentfters Rebacca R Rowe

Assgn St [Nk ipad mel

ALLSE Sas

Pt Forms Farty A Date Signed Party 8 Date Signed

Commants Jan011960 | @ lanoraese (BN

Comrespongence

Event and Issunnce Hutoty
ol s 0 ) 5
o lssuo The Record

\Vatdate Regittration

20. Complete the Officiant page.
21. Complete the Filing Official page.

If the Filing Official on a registered paper record is not a user of the DAVE system today,
key in the first, middle, and last name of the filing official.

Filing Official

Filing Official

First Middle Last Suffix
R. | Rewe |

Title

Local File Date [Feb 1211880
T () 3 60 &

22. Select the Validate Page button. The Filing Official dropdown will automatically be
system-filled with the name keyed in.

23. The Approve Filing link will NOT be visible as this is already a registered paper record.

Note that once the status is License Valid or License Valid with Exceptions, and Marriage Valid or
Marriage Valid with exceptions, the ‘Registration Approval Required’ status appears.
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} 308971 1980000033 :Lee L. Leland, Sofia 5. Singer Feb-12-1980

/License Valid with exceptions/Marriage Valid with exceplions/NA/NA/MNot Reglis:e’el"?e-; stration Approval Reguired

Filing Official
Rowe, Rebecca -

First Middle Last Suffix
Rebecca R. Rowe

Title
Municipal Clerk [+ |

Local File Date [Feb-12-1380 | [

T () 3 )

24. The record is ready for registration into the DAVE™ system.

Appendices

Appendix 1 — Glossary of Icons and Controls

There are several different types of icons and controls used in DAVE™. Many of these are
industry-standard or universal controls that you may already be familiar with from using other
programs and/or websites. Others, are DAVE™ specific controls that you will not find anywhere
else.

] Auto-populate Button — this control can be clicked on using your mouse’s left click
button. This control is used in conjunction with a dropdown list to auto-fill information
relevant to the entry selected within the dropdown list.

[Auto-populate Auto-populate Tool Tip: this is an onscreen tool-tip that appears whenever the
cursor is allowed to ‘hover’ over an Auto-populate button. This is simply a visual indicator
that the auto-populate feature can be used.

Calendar: this is an onscreen control containing several other controls. There are two
dropdown lists, one for selecting the month and the other for selecting the year. The default
calendar displayed will be for the current month and year with the current day displayed in
red. Clicking any day of any date will cause that date to be displayed in the corresponding
Date Entry text box using a MMDDYYYY format.
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Date Licenss |ssued F‘ Waiver Submitts

]

License Expiration Date C

Intentions Filed Date m
[ August Ty [ 20160 j

50 Mo Tu We Th Fr 5a

Issuing Official

Local Official Office 1 2 3 4 & B
City of Augusta 7 8 9 10 11 12 13
14 15 46 47 18 19 20
Issuing Cfficial 21 22 23 24 3/ W/ 27
28 20 30 A
First Today Clear Cancel

m

- Calendar Icon: this is an onscreen control that can be clicked on using your mouse’s left
click button. This icon is used in conjunction with Date Entry text boxes. Clicking this icon
will bring up the Calendar control that can be used to select a specific date.

" - Checkboxes: these are universal, onscreen controls that can be clicked on using your
mouse’s left click button. Checkboxes are used for making selections among various
onscreen options. More than one checkbox can be selected at a time (compared to
Radio Buttons that can only be selected one at a time.) Checkboxes exist in two
states: Checked and Unchecked. To Check a checkbox just click in the box with your
mouse. Clicking unchecked checkboxes will place a checkmark (¥) in the checkbox.
Clicking a checked checkbox will remove the checkmark.

Waiver Submitted

Validate Page Clear ) )
- m . @ m - Click Buttons: these are universal controls that can be

clicked on using your mouse’s left click button. They are used to accept data inputs, write
information to databases and usually trigger the processing of underlying system code.

Preferred Title

V] - Dropdown Lists: these are universal, onscreen controls that can be selected
from using your mouse’s left click button. Clicking the down-arrow button will cause a list of
selectable options to dropdown. Clicking any option in the list will select it and display it in
the text box field.

Preferred Title

Groom
Bride
Spouse
Mone
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[fix 8] - Fix Icons: this is an onscreen icon that appears only in the DAVE™ Validation
Frame. Clicking this icon will send the cursor to the field containing invalid information so
that it can be corrected.

L) =

Error Message Override Goto Field Popup
MGO005: Party A Current Middle Name cannot be left blank n -
Enter a valid Party A Current Middle Name o Lfix 58 | Lfix B8 |

First

| Labels —are universal controls or fields. Actually, most fields have
labels. A Label tells you what type of information is displayed in a field or what type of
information to place in a field. In our example here, the field has a label containing the word
First. That tells you to place the Party’s first name in this text box field.

£ - Radio Buttons: these are universal controls that can be selected using your mouse’s
left click button. Clicking a radio button will fill in (e) the circle. Unlike Checkboxes,
which allow for multiple selections, only one Radio Button per group of buttons may be
selected at one time. For example, you might use a radio button to indicate the Social
Security Number is either “None” or “Unknown”, but cannot select both.

Social Security Number i
() Mene () Unknown

First

| - Text Entry Boxes: these are universal controls used to record
information. Text Entry Boxes can be formatted to accept only text, a combination of text
and numbers, numbers only or dates. In this example, the Text Box is being used to record
someone’s First name. In this case, the text entry box is formatted to prevent the entry of
any numbers or special characters. Some Text-Entry Boxes are display only.

¥_ validation Checkmark-Green: this is a display only icon. Clicking it has no effect. This
icon is used in the Registration Menu and indicates that a DAVE™ information page
contains valid information.

¥ - Validation Arrow-Red: this is a display only icon. Clicking it has no effect. This icon is
used in the Registration Menu and indicates that a DAVE™ information page contains
invalid information that must be corrected before certification will be allowed.

- Validation Circle-Yellow: this is a display only icon. Clicking it has no effect. This icon is
used in the Registration Menu and indicates that a DAVE™ information page contains
information that may be invalid and must be corrected or overridden before certification will
be allowed.
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Using the three different symbols above (", » and ) helps to support those with color
deficiencies.

Appendix 2 — Usage and Common Conventions

This appendix consists of useful tips and tricks to help you become a more efficient user of the
DAVE™ application. These hints will actually help you with almost any Windows based
application.

1. Focus — Focus determines which field on the page will receive the action. For example, if
an empty text box has the focus then a flashing cursor will appear in the far left hand side
of the box. Anything you type will appear in the text box.

Address
Pre t Apt #,

Street Number Directional Street Name, Rural §  The presence of the cursor tells you that bctional Suite # etc
123 || |East this box has the focus. [

City, Township or Borough_County Stare County Zip Code
ﬁ Albany | NY United States 10011
Locafity If City or AL S within City or Viilage Limits?
Lcty (=] Yes{x]

If a pre-filled textbox has the focus then the text in that box will be highlighted. If you type
here with the text highlighted, the current text will be deleted.

Address
Pre Sizaal E— i

Street Number Ozrgdugngl Street Name, Rural Route, etc The highlighted text within this box
123 | Iw| [East indicates this control has the focus.

City, Township or Borough County Couniry 2ip Code
@  Avany Albany lm United States 10011
Locality if City or Viilage, is Residence within City of Village LImiis ?
ity [=] Yes(x]

o) s ) Gt

If a Checkbox or Radio Button receives the focus then a dotted line will surround the
radio button.
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lace

Zheck one or

i M . i

* sidered himself or herself to be:
] The dotted outline around this radio
Vhite button tells you that this box has [0 Vietnamese [ Samoan

[C] Black or the focus. [ Other Asian [ Other Pacific Islander
Americar . _
American Indian or [[] Japanese [[] Wative Hawaiian [[] Gther{Specify)
Alacka Mative [ Korean [[] Guamanian or

& Asian Indian Chamorro

2. Passing the Focus There are two ways to pass the focus to a field: clicking the field with

your mouse or pressing the Tab key until the desired field is highlighted.

The most common way of placing the focus on a field is by clicking the field with your
mouse. This is also the slowest and least efficient way of passing the focus from one field
to the next.

Instead, learn to use Tab and Shift-Tab to pass the focus back and forth among the fields.
Using Tab will advance the focus forwards. Shift-Tab, which is triggered by holding down
the Shift key while pressing the Tab key, will pass the focus back to the previous field.

Every page is structured a little differently. Exactly where Tab and Shift-Tab sends the
focus will vary, but it should always advance you logically from one field to the next.

Keyboard Shortcuts — Now that you understand what Focus is and how to pass it from
one field to the next, let's see how you can use it to become a more efficient DAVE™
user.

If a Text Entry Box has the Focus, then just start typing to fill in the box. Note: If the text
entry box already contains text, then when it receives the focus that text will be
highlighted. Anything typed while the text is highlighted will replace the old text.

If a Checkbox or Radio Button has the Focus, then pressing the spacebar will check or

uncheck the control.

If a Dropdown List receives the Focus then you have several options:

Use the mouse to click the down-arrow to reveal the list of selectable options. However,
try to avoid using the mouse.

If you know the first letter of the option you want to select, then just type that letter. The
focus will then shift down to the first option in the list beginning with that letter.

If there are multiple selections beginning with that letter, then keep typing it until your
desired option shows up. Then, Tab off of the list to save that selection.

Use the Up and Down Arrows on your keyboard to scroll through the list of options.
When the correct option is highlighted, use the Tab key to save that selection and move to
the next field.

Hold down the Alt key and press the Down-Arrow button on your keyboard to reveal the
list. Then, using either your mouse or the Up and Down Arrows, make your selection and
Tab off to the next field or hit the Enter button.
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If a Click Button receives the focus you have two options:
- Use the Spacebar to “press” the button, or
- Use the Enter key to “press” the button
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