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I Setting Up Adobe Reader DC for VRIMS in FIREFOX

e Vital Records strongly recommends using Firefox as the default browser to access VRIMS.
e Open FIREFOX and click on Tools and then Options.

File Edit View History Bookmarks Took Help
Downloads Ctrl+)

Add-ons Ctrl+Shift+A

a o Sign In To Sync...

Web Developer

Vermont Department of Health X

I} Most Visited @@ Getting Started

or

e Inthe Options window, under General, go to the Applications section

File Edit View History Bookmarks Tools Help

=+ Vermont Department of Health % [ et X
(] '@ € Firefo about:preferences T:I Search
£} Most Visited @ Getting Started Verment Electronic De... & Google &) Citrix Access Gateway @ State of Verment Train... % ° VT elicense Online Pa...

2 Find in Options

'I:I' General

Q Search Choose how Firefox handles the files you download from the web or the applications you use while

Applications

browsing.

n Privacy & Security S )
P Search file types or applications

s Firefox Account Content Type ~ | Action
«| Adobe Acrobat Forms Document (applic... E Use Adobe Acrobat Reader DC (default) "
= Adobe Acrobat Forms Document (applic.. Bl Use Adobe Acrobat Reader DC (default)
| Adobe Acrobat XML Data Package File E Use Adobe Acrobat Reader DC (default)
@ Citrix ICA Client @ Use Citrix Connection Manager (default)
= irc 21 Always ask
= Ircs £ Always ask
= mailto [Z] Use Outlook (default)
EJ Podcast I Preview in Firefox
Portable Document Format (PDF) B Use Adobe Acrobat Reader DC (def.. =
B Video Podcast | Portable Document Format (PDF) .

ST P 0o o AR A A _aTo . fa_f_ . an

e Scroll down to Portable Document Format (PDF) and select “Use Adobe Acrobat Reader
(default)”
e Close Options Tab



Il. Logging In and Out of the System/ Password Reset

Log in to VRIMS directly from our website.
https://www.healthvermont.gov/stats/vital-records/information-town-and-city-clerks
e  Click the blue “VRIMS LOGON” box and the Windows Security appears below.

e Enter username and password and click OK.

" il

Windows Security [E= |

The server apps-test.health vermont.gov is asking for your user name and
password. The server reports that it is from
vdhwebapps-test.ahs.statevt.us,

| Uzer name |

| Password |

[] Rermember my credentials

| ok || cancel

Figure 2-1. Windows-Security Login Window.
The VRIMS main page will open (see Figure 3-1).

Logging Out

e Click on the Logout button as seen in Figure 2-2.

o The system will say, “You have been logged out. Please close the browser.”

Start Menu | User: John.doe | Organization: VSARA | Logout

\ \ \ T

Clicking on the Start

IMenu option will take The User showsthe The Organization is the Clicking on the Logout
the user back to the usermame of the organization the useris option will log the user
main menu to select an application user. affiliate d with. out of the application.

action.

Vital Records Issuance Management System TEST #~~ . VERMONT

DEPARTMENT OF HEALTH

Figure 2-2. Top Bar Navigation.
Resetting your VRIMS password

o Click on the forgot password link located below the VRIMS LOGON box.
o  Passwords expire every 180 days. We recommend you set a reminder on your calendar.
e Passwords cannot be reset more than once within a 24 period.

e  Five unsuccessful attempts to log in to VRIMS will lock your account. Wait 30 minutes and try again.


https://www.healthvermont.gov/stats/vital-records/information-town-and-city-clerks

lll.  Printing Certified Copies of Birth and Death Certificates

In order to print a certified copy or copies of a birth or death certificate dated January 1, 1909, and later, you
will need to enter information from an application that has been completed by a person eligible to request a
copy.

To print a certified birth or death certificate, perform the following steps:

e Onthe main page, click on the Print Birth Certificate or Print Death Certificate buttons as seen in
Figure 3-1 below (Process for Birth and Death are the same except for where shown):

Vital Records Issuance Management System TEST #~~ VERMONT

DEPARTMENT OF HEALTH
Start Menu | User: mary.bourassa | Organization: VDH Vital Records | Logout

Welcome, please select an action from the options below

Birth Certificate

‘ Print Birth Certificate ]. Generate List of Registered Births
Report Pre-1909 Birth Issued ‘

Death Certificate

‘ Print Death Certificate I. Generate List of Registered Deaths
Report Pre-1909 Death Issued J

Other Actions

Report Other Certified Copies ‘ Process Web Orders

CPA Numbers Report ‘ Import Web Requests I
) )
Report Voided Paper ‘

Figure 3-1. Home Screen.
e The Certified Request window will open.
e Required Fields are indicated with a red Asterisk.
> Select from Certificate Type: Birth (or Death) Certified
» Enter Number of Copies
» Town of Birth for Foreign Born Adoption Indicator for Birth Certificates



o |If certificate is a foreign-born adoption certificate, select checkbox for Foreign Born
Adoption, otherwise enter the name of the Town of Birth.

o See figure 3-2 below.

e

Certificate Type: * Number of Copies: *
| Birth Certified v ] 1
Fill out all required
fields.
Child's Information
First Name: Middle Name: Last Name: *
Doe
Date of Birth
Month: * Day: * Year: * Clicking this will make
Town of Birth grayed out
1 1 2001 and N/A.
Town of Birth: *

[ Foreign Bom Adoption | Monkton (Town of) v
Mother's/Parent’s Name
First: Middle: Last Name at Birth:

Mary Doe
Father's/Parent's Name
First: Middle: Last:

Michael Doe

Proceed |<——— (Click Proceed to continue Cancel | +— C!iii;‘:an:: f’l‘t:c:::::::;k »

Figure 3-2. Certified Request Screen.

e Enter other required information and click Proceed. (Click Cancel to cancel this search and return to

the Main screen.)



L ememGemfate

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton
Mother Name: Mary Doe Father Name: Michael Doe

Child First Name: Child Last Name: Date of Birth:
Doe 1/1/2001

Birth Certificate Number:

Cancel Click Cancel to retum back to

Find <4——— Click Find to find certificate. N

Figure 3-3. Search Screen for Record.

e The search screen, figure 3-3, shows the items that were specified in the certificate request screen.
e To search for the certificate click Find.
» When searching for death records, the user may also search by a date range
o The application will return search results, as seen in Figure 3-4, or a message indicating that no
records were found.
> If death record not found, remove date of death and search by first and last name.
> If the desired record was not found, go to Appendix 1: Printing Record Not Found Letter.

L mpmeEes ]

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton

Mother Name: Mary Doe Father Name: Michael Doe

Child First Name: Child Last Name: Date of Birth:
Jane Doe 1/1/2001

Birth Certificate Number:

Click New Search to £
| NewsSearch |- combiors e || cancel | e
5 Main Action Menu.
certificate.

Number of records found: 1

Certificate #  Last First Middle Sex Date of Birth Town of Birth Town of Residence Date Registered

1442001843477 Doe Jane Mary F 01/01/2001 Randolph (Town of) Randolph 01/01/2001 etails
- -
N
Record Not Fo (print letter) |
Click Certificate# to proceed Click Details for more
to printing. information.

Figure 3-4. Search Results found.

s |f the search does not produce the desired result, the user may click on New Search and the user will
be presented with the search screen in Figure 3-3 above.



e  Clicking on the Details link (birth certificates only) for a specific record will display the parents’
names.
e |If desired record is found, Click on the Certificate #.
1) Once selected, the user will be taken to an Applicant Information screen. See Figure
3-5.

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Jane Doe | Date of Birth: 01/01/2001 | Sex: Female | Town of Birth: Randolph

Mother Name: Mary Doe Father Name: Michael Doe
Fill out all required fields.

Applicant Information
First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *

James Jones ‘4Jr V‘ 51511975

Address:
Street 1: * Street 2:
1 Elm Street Suite 205

City/Town: * State: * Zip: *
Monkton v ‘ | VT v ‘ ‘ 05469 v

Country: *
UNITED STATES v

Phone: * Email:

1112223333

Relationship to Registrant: *

Court Appointed Executor/Administrator v

Identification Document: *

U.S. Employment Authorization Document / Card (Form 1-765) v
ID Number: * Expiration Date: * 1 i
Lok JpTton Click Print Certificate to print : ‘;"“‘ '":,""‘:'f:e ‘,""""“‘,"'ed Click Cancel to return back to
80808088 7/7/12020 the Certified Copy. s el the Main Action Menu.
information is not available.
Applicant Attestation * M Mmion; * 6/6/2018
P / »

Print Certificate l ‘ I Appli Infor ion letter Cancel

Figure 3-5. Applicant Information Screen.

o If this certificate has been indicated as “Do Not Issue,” the system will present a message stating that
this certificate cannot be issued. See Figure 3-6.
2) Go to Appendix 2: Print Do Not Issue Letter.

Message from webpage

The selected record cannot be issued from the system. Please contact
I % the State Registrar for additional information

Figure 3-6. Do Not Issue warning message.



e Required Fields on the Applicant Information Screen are marked with a red Asterisk.

o  For Death Certificates only: if applicant is a Funeral Director, most information will be prepopulated
in the system when applicant’s facility name and applicant’s name are chosen from drop down lists.
See Figure 3-5-2.

Print Death Certificate

Certificate Type: Certified Copy
Decedent Name: Doe | Date of Death: 01/01/2018 | Sex: Male | Town of Death: Monkton

< Is applicant a Funeral home employ@

| Funec-
[mar\/s act46 funeral facility (Randolph) l marys common funeraidirector v ]

Fill out all required fields.

Applicant Information

First Name: * Middle Name: Last Name: * Suffix Date of Birth: *
marypublic public publicname Sr. v| 1/1/1960
Address:

Street 1: * Street 2

1 contactpublic 2 contact public

City/Town: * State: * Zip: *

[ Panton v][vi v][os4e1 ~

Country: *

[ UNITED STATES v

Phone: * Emait

(802) 999-1111

Relationship to Registrant: *

Authority for Final Disposition v

Applicant Organization.

marys actd6 funeral facility (Randolph)

Identification Document: *

[U S. Employment Authorization Document / Card (Form I-765) ™ ]
ID Number: * Expiration Date: * Glick incomplete Applicant
Click Print Certificate to print i bacl
5784787 21212020 ice bt Information Letter f required || 1ok Cancel o return backto

. . . P the Main Action M =
information is not available. € Main Action Menu

< of Attestation: * | 1/1/2018 / /

Applicant Attestation * &

l Print Certificate ‘

Figure 3-5-2. Applicant Information Screen (Funeral Home Employee).

e All required fields must be entered for the user to proceed to printing of the certificate.
> If application is incomplete, go to Appendix 3: Print Incomplete Applicant Letter.

o  Click Print Certificate to proceed to entering CPA numbers, see Figures 3-7.



Print Birth Certificate

Print Certified Copy Step 1: Enter Certified Paper Audit (CPA) Numbers

Printing a Certified Copy requires that you enter the Certified Paper Audit (CPA) Numbers from the security paper you will be using.
Please enter the numbers below and then proceed to Step 2.

1 vt 0777777 [0 Printed
2 vT 0777778 ] Printed Enter CPA number in top line,
click Set CPA Numbers, and
sequential numbers will fill in.
3 vt 0777779 (] Printed
4 vt 0777780 [J Printed
Proceed | | Cancel

Click Save Request to record Click Cancel to return back to
theissuance of this certificate. the Main Action menu.

Figure 3-7. Step 1 Print Certified Copy - Enter Multiple CPA Numbers (for multiple copies).

Enter CPA number (7-digit number, including leading zero, from back of security paper).

o For multiple copies, enter first CPA number and then click “Set CPA Numbers” for the system

to generate remaining sequential numbers
e Click Proceed.
e The screen in Figure 3-8 will appear.
e Click Print.
> The certificate appears in separate .PDF window for printing, as seen in Figure 3-9.
>  Print the document out of Adobe directly onto the CPA Paper.
» “X”(close) out of the Adobe window to get back to VRIMS to complete the process.
» Click Printing Complete when certificates are successfully printed.
1) If printing was not successful on any of the CPA sheets used, the user may click
Return to CPA Numbers and print again. Go to Appendix 4: Return to CPA Numbers.




Print Birth Certificate

Print Certified Copy Step 2: Generating PDF

REMINDER: PLEASE LOAD APPROPRIATE PAPER IN PRINTER BEFORE PRINTING

Click 'Print’ to generate PDF file ... please wait.

b

If printing was not successful and you need to update the CPA Ni
used before printing again select Return to CPA Numbers.

m to CPA Numbers

all printing was successful select Printing Complete.

Click Return to CPA Numbers if
printing is unsuccessful to update
CPA Numbers to printagain.

Click Print to print certified
copy.

Click Printing Complete when
finished printing.

s of the paper being

Figure 3-8. Step 2 Print Certified Copy-Generate PDF.

VERMONT CERTIFICATE OF LIVE BIRTH

Child's Name: Jane Mary Doe Jr.

Time of Birth: 11:11 AM
Birth Order: None applicable

Date of Birth: January 01, 2001
Plurality: Single

Type of Birthplace: Hospital City or Town of Birth: Randolph
Facility Name (if not in facility, street address and number): Gifford Medical Center

Parent's Name: Mary Doe Sr.
Last Name at Birth: Rae

Date of Birth: July 11, 1970
Birthplace: Vermont

Residence Address: 1 Elm Street

City or Town: Randolph State: Vermont

Parent's Name: Michael Doe Sr.
Birthplace: Vermont

Certifier: Hannah C. Allen Title: Licensed Midwife

Date Certified: January 01, 2001
Attendant: Glenn B. Adams Title: DO
Registration: _&,...[)ece Jean DeCell, State Registrar

Printed from the ic Birth

System on: D 11, 2018

Date of Birth: December 21, 1970

Date Registered: January 01, 2001

1442001-843477
STATE FILE NUMBER

Sex: Female

Figure 3-9. Sample Certified Birth Certificate
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IV.  Printing Noncertified Copies of Birth and Death Certificates

Noncertified copies of birth and death certificates dated on or after July 1, 2019, must be issued from VRIMS

and noncertified copies of birth and death certificates dated between January 1, 1909, and June 30, 2019,
may be issued from VRIMS. A noncertified copy is printed on plain paper. The copy will contain a
“Noncertified” watermark and a statement that it was issued from the Electronic Birth Registration System
(EBRS) or the Electronic Death Registration System (EDRS).

To print a noncertified copy of a birth or death certificate, perform the following steps:

e On the main page click on the Print Death Certificate or Print Birth Certificate button.
e The Print Death Certificate or Print Birth Certificate window opens.
e Required Fields are:

> Certificate Type - use the drop-down to select Noncertified.

» Number of Copies

e  Click Proceed. (Click Cancel to cancel this search and return to the Main screen.)

Print Death Certificate
Certificate Type: Noncertified Copy
Date of Death: (] Search in date range
First Name: Last Name:
Date Registered: [J Search in date range
Death Certificate Number:
Find - Click Find to continue. Cancel e Rk Canc.el e r.eturn LS
[ the Main Action Menu.

Figure 4-1. Search Screen for Noncertified Death Certificate.

e The screen reflected in Figure 4-1 shows the items that were specified in certificate request screen.
> If nothing was entered in the certificate request screen, theses boxes will be blank.

e To search for the certificate the user must Enter at least two of the Name or Date variables, including
date ranges (available for death certificates only).

e Click Find. (Clicking Cancel returns the user to the Main screen).

e The application will return with search results or a message indicating that no records were found.

11



Certificate Type: Noncertified Copy

Date of Death: [ Search in date range
First Name: Last Name:
John Doe
Date Registered: [J Search in date range
Death Certificate Number:

Click New Search to

> 2] Click Cancel to return back to
Find New Search |- start new certificate CanCal < o Mena:

search.

Number of records found: 3

Date of Town of Town of Father's Last Mother's Last
Certificate # Last Fi Middle S
ertificate St L Death Residence Death Name Name
1441954200759 Doe John Male 12/19/1954 Grafton Waterbury
1441953200765 Doe John Male 6/12/1953 Brattleboro Brattleboro
W Doe John James Male 1/1/2018 Randolph Randolph

Record Not Found (print letter)

Click Certificate# to proceed
to printing.

Figure 4-2. Search Results found.

e |f desired record is found, Click on the desired Certificate #. See Figure 4-2.

> If initial search does not produce the desired results, the user may click on New Search and the

user will be presented with the search screen in Figure 4-1.
> If this certificate has been flagged by the State Registrar as “Do Not Issue”, the system will
present a message stating that this certificate cannot be issued (Figure 4-3).
1) Click OK and the Applicant Information screen opens.
2) Go to Appendix 2: Print Do Not Issue Letter.

| =2
Message from webpad® sue Sms P S Sems o B ‘ws = -l

y The selected record cannot be issued from the system. Please contact
j the State Registrar for additional information

Figure 4-3. Do Not Issue warning message.
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e

Certificate Type: Noncertified Copy
Is applicant a Funeral home employee: No Applicant data is required.
Applicant Information
First Name: Middle Name: Last Name: Suffix: Date of Birth:
Address:
Street 1: Street 2:
1 Elm Street Suite 205
City/Town: State: Zip:
| Monkton v|[vr v||os469 v]
Country:
| UNITED STATES v
Phone: Email:
Relationship to Registrant:
[ v
Identification Document:
[ v
ID Number: Expiration Date:
Applicant Attestation O Date of Attestation:
Print Certificate Printing Complete Return to Start Cancel
\ \
5 A 3 3 Click Cancel to retum back to
CHCCPYIRt Certifcatetd it the main Select Action Menu.

Figure 4-4. Applicant Information Screen (Non-Funeral Home Employee)

e Applicant Information is not required for a noncertified copy.
e  Click Print Certificate to proceed (Figure 4-4).
» The certificate appears in separate .PDF window for printing, as seen in Figure 4-5. To Print, click
on the print icon within Adobe.

13



“X” out of the .PDF document window to get back to VRIMS after printing.

Click on Printing Complete return to Start.

VERMONT CERTIFICATE OF DEATH AMENDED
John James Doe, IT
Aliases: johany
Date of Death: Jasusry 01, 2018 Time of Death: 11.00 AM  Age: 58 Years ;‘:2{33“‘”
Date of Birth: Jazuary 01, 1960 Birthplace: Randolph, VT Sex: Male
Mother's/Parent’s Birth Name:
Father's/Parent’s Birth Name:

Marital Status: Never married or in Civil Union  Spouse/Civil Union Partner;
Residence: 1 Main St, P.O. Box 99, Randolph, VT

Hispanic Origin: Unknown Race: Asian Indian

Occupation: wknows Business/industry: umknown
Education: High school graduate or GED completed

Everin U.S. Armed Forces: No Veteran of Any War: No

Hospice Care (in past 30 days): No
Place of Death: Gifford Medical Center, Randolph, VT

Informant: Jane Doe; 2 Main St, Randolph, VT 05060 Relationship: Sister
Disposition Date: Place of Temporary Storage: Ascutney Cemetery Vanlt, Windsor, VT
Method: Temporary Storage Place of Final Disposition:

Funeral Director/Authorized Person:

Address: Gifford Medical Center, 44 South Main Street, Randolph. VT 05060

Cause of Death and Interval (Onset to Death): Manner of Death: Namral

A. failing health (1)

Other Contributing Conditions:

Did Tobacco Use Contribute to Death: Yes Pregnant at Time of Death: Not applicable

Date Pronounced Dead: January 01,2018 Time Pronounced Dead: 11.00 AM

Medical Examiner Contacted: No Autopsy Performed: No

Injury Date/Time: Injury at Work: Transportation Injury:

Injury Place: Injury Location:

How Injury Occurred:

Medical Certifier: Kylie Abe; 111 Colchester A 222WP2, Burlington. VT 05401

Title of Certifier: Medical Examiner  Date Certified: Janusry 01, 2018 Other Attending Physician:

Registration: /@4-002% Jean DeCell, State Registrar Date Registered: September 27, 2018
Printed from Vermont Electronic Death Registration System on: January 02, 2019

Date Amended
112018

This is a noncertified copy of a death certificate issued from the Vermont Electronic Death Registration System
and shall not serve as prima facie evidence of the facts stated therein. 18 V.S.A. § 5016 (c) (2).

Figure 4-5. Sample Noncertified Death Certificate
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V.

Printing File Copies of Birth and Death Certificates

A file copy of a birth or death certificate is printed to replace an original, filed certificate with an updated

(corrected or amended) version.

To print a birth or death certificate file copy, perform the following steps:

On the main page, click on the Print Birth Certificate or Print Death Certificate button.

The Print Birth/Death Certificate window opens (Figure 5-1).

Required Fields are:

» Certificate Type - use the drop-down to select Birth File Copy.

» Number of Copies - this will automatically be entered as “1” copy and will not be editable.

Print Birth Certificate

Certificate Type: * Number of Copies:

[
’ Birth File Copy v g

Child'’s Information

First Name: Middle Name: Last Name:
Date of Birth
Month: Day: Year: Sex:

Town of Birth:
LI Foreign Born Adoption v
Mother's/Parent's Name
First: Middle: Last Name at Birth:
Father's/Parent's Name
First: Middle: Last:

Proceed 14— Click Proceed to continue

Cancel

-

Click Cancel to retum back to
the Main Action Menu.

Figure 5-1. File Copy Request Screen.

Enter registrant’s name and date of event.

Click Proceed. (Click Cancel to cancel this search and return to the Main screen.)

15



Certificate Type: File Copy
Child First Name: Child Last Name: Date of Birth:
Jane Doe 1/1/2001
Birth Certificate Number:
a— < Click Cancel to retumn back to
Find - Click Find to continue. Cancel |-— b R N

Figure 5-2. Search Screen for Birth File Copy.

e The page reflected in Figure 5-2 shows the items that were specified in certificate request screen.

e To search for the certificate the user must Enter a at least Last Name and DOB/DOD.

e  Click Find (Clicking Cancel returns the user to the Main screen).

e The application will return with search results, as seen in Figure 5-3, or a message indicating that no
records were found.

Certificate Type: File Copy

Child First Name: Child Last Name: Date of Birth:
Jane Doe 1/1/2001
Birth Certificate Number:

Click New Search to - b
‘_ e mh for . diffe’e"t ‘— Chd Cam'e' m '?tur" k to the
5 Main Action Menu.
certificate.

Number of records found: 1

Certificate #  Last First Middle Sex Date of Birth Town of Birth Town of Residence Date Registered

mzmm Doe Jane Mary F 01/01/2001 Randolph (Town of) Randolph 01/01/2001 )hml;
7 Click Details for more
Click Certificate# to proceed information.
to printing.

Figure 5-3. Search Results Found.

o If the desired results are not found, the user may click on New Search and the user will be presented
with the search screen in Figure 5-2.

16



> If this certificate has been flagged by the State Registrar as “Do Not Issue”, the system will
present a message stating that this certificate cannot be issued and will return the user to Main

Menu. See Figure 5-4.

Message from webpage

The selected record cannot be issued from the system. Please contact
& I . the State Registrar for additional information

Figure 5-4. Do Not Issue Warning Message.

» Otherwise, the user will be taken to the print screen. See Figure 5-5.

Print Birth Certificate

Print File Copy Step 2: Generating PDF

REMINDER: PLEASE LOAD APPROPRIATE PAPER IN PRINTER BEFORE PRINTING

’ Print ‘ Click 'Print’ to generate PDF file ... please wait.

mplete \ If all printing was successful select Printing Complete.

N

Click Printing Complete
when finished printing.

Click Print to print file copy.

Figure 5-5. Print Screen.

e  Click Print and the file copy opens as a PDF for printing. See Figure 5-6.
e  Print the certificate directly from Adobe.

e “X” (close) out of Adobe document to return to VRIMS to complete the process.



e  Click Printing Complete after PDF has been printed.

VERMONT CERTIFICATE OF LIVE BIRTH

1442001-843477
STATE FILE NUMBER

Child's Name: Jane Mary Doe Jr.

Date of Birth: January 01, 2001 Time of Birth: 11:11 AM Sex: Female
Plurality: Single Birth Order:

Type of Birthplace: Hospital City or Town of Birth: Randolph
Facility Name (if not in facility, street address and number): Gifford Medical Center

Parent's Name: Mary Doe Sr.
Last Name at Birth: Rae

Residence Address: 1 Elm Street
City or Town: Randolph

Parent's Name: Michael Doe Sr.
Birthplace: Vermont

Certifier: Hannah C. Allen
Date Certified: January 01, 2001
Attendant: Glenn B. Adams

Registration: (&, Lol Jean DeCell, State Registrar

Date of Birth: July 11, 1970
Birthplace: Vermont
State: Vermont

Date of Birth: December 21. 1970

Title: Licensed Midwife
Title: DO

Date Registered: January 01. 2001

Figure 5-6. Sample File Copy.
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VI. Reporting Pre-1909 Birth and Death Certified Copies

This function is used to report the issuance of a certified copy of a Pre-1909 Birth or Death certificate.
These certificates are not maintained in VRIMS and are issued by copying a record onto engraved
security paper. The user enters a full request record containing information provided to them by the
applicant into VRIMS and reports the security paper used to issue the copy and the date the request was
filled.

To record the issuance of a pre-1909 birth or death certificate, perform the following steps:

On the main page click on the Report Pre-1909 Birth Issued or Report Pre-1909 Death Issued button.
e The Report Pre-1909 birth/death Issued window opens (Figure 6-1).
e Required Fields are highlighted with red asterisks.

Issue Pre-1909 Death Certificate

Certificate Type: Number of Copies: *

Pre-1909 Death 1 Fill out all required

fields.

Decedent’s Information

First Name: Middle Name: Last Name: *
Jane Doe
Date of Death
Month: * Day: * Year: * Sex: * Town of Death: *

01 01 1901 Female v | | Manchester v

Mother's/Parent’s Name

First: Middle: Last:

Father's/Parent's Name

First: Middle: Last:

. . ] Click Cancel to return back to
-¢——  Click Proceed to continue Cancal - M R s,

Proceed ->

Figure 6-1. Pre-1909 Request Screen.

e  Click Proceed. (Click Cancel to cancel and return to the Main screen.)

o The user will be taken to an Applicant Information entry screen.

19



e Required Fields are highlighted with a red asterisk.
o If all required fields are not entered, the user may not proceed to printing of the certificate.

e  Click Proceed to proceed to entering CPA numbers, see Figure 6-2

Please enter the Certified Paper Audit (CPA) Number(s) issued for this request:

1 vt 0777777

0777778

Enter CPA number in top line,
click Set CPA Numbers, and
sequential numbers will fill in.

vT
3 vt 0777779
vT

0777780

Date Request Filled: *

11/1/2018 < Enter the date that the
request was filled.
Save Request Cancel
Click save Request to record Click Cancel to return back to
theissuance of this certificate. the Main Action menu.

Figure 6-2. Report Issuance of multiple copies of a Pre-1909 Certificate.

e Enter CPA Number/s and Date Request Filled.

e Click Save Request and user will be taken to the confirmation screen. See Figure 6-3.

You have successfully reported that CPA Number 0777777 was used for issuing a

Pre-1909 Death Certificate

Zackto Stan Meny @ Click here to retum to Start Menu

Figure 6-3. Confirmation message.

e Click Back to Start Menu.

The Issuance of a Pre-1909 Birth or Death Certificate has been recorded.
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VIl. Generating Lists of Birth and Death Records

To generate a list of registered births or deaths for your town, perform the following steps:

e Onthe main page, click on the Generate List of Registered Births or Generate List of Registered
Deaths button.
e The Generate List of Registered Births/Deaths screen appears. See Figure 7-1.
e Required Fields are:
» Town Office - This will be set to the town to which the user is associated.

» Search Option — Select one.

Generate List of Registered Births

Town Office: *

v i(— Select Town Office.

D Specific Date of Birth O Specific Date of Registration
Search options. Select

D Date of Birth in Range O Date of Registration in Range ——— only one at a time.

D Year of Birth D Year of Registration

Generate List Clear

Figure 7-1. Main Search Screen.

e Specific Date Searches

» Required Fields are the specified date
e Range Search
» Required Fields are:
1) Start Date
2) Specified Range — Select from drop-down (1 Week, 1 Month, 3 Months, 6
Months or 1 Year). (End Date will be calculated by the system.)
e By Year Searches

» Required Fields are the Specified Year.

e Once search method has been selected and required fields entered, Click Generate List.



» Search results should reflect content of birth/death certificate with the exception that unknown
dates will be presented as 99(month), 99(day), 9999(year).
» See Figure 7-2, Sample of Generated List.

Generate List of Registered Births

Town Office *

Burhingtor ty Clerk v

Date of Birthx *
Generate List Clear
Date Date of Last First Middle Suffix Sex Town of Town of State File
Registered Birth Name Name Name = Birth Residence Number
Create Report <«—— (Click to generate report. Cancel

Figure 7-2. Specific Date of Birth Search Results.

e User can click on the blue Date Registered, Date of Birth/Death or Last Name header to sort the
columns in ascending or descending order.
e To generate report, click Create Report button, See Figure 7-2.
» The report appears in a separate tab or window where it can be Viewed, Printed or Downloaded
(Figure 7-3).
» This report contains the same data as seen above from Generate List, but it is in a report form

and can be exported in various formats.
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Fie E5 Viem Fowcetes cch Mg
ot » ' 1 - -
Births Registered for Burlington City Clerk
Date Gerecated Jamuary 05 201%

Selecton Date of Bety

Date of Betr 550008

Town of

Sex Town Of Binh Ressdence Qeysfence Street Nurmber

F Burtngton Colchester 43 Mzoe Drne sezoocesETess
" Burtngton Uaoe 35 Omt e ao00eEsaTE
M Burington Hewsburg TT Sre Srrmer lesnommsasaas
F Burtngton Colcraster 220 Cece- e LaLlooTIIanes
“ Burtrgton Burirgioe BN e e T o e
F Burington Sheurre 777 aca e LedlotegaTet
’ Burngion Brandon 12 Oy Bteet N e by e ]
F Burngton Evven £ Ope Stee LeRIICITEN
F Bunngton Unsesi IR 3o SeeT L0006
M Burtngton S Bunngron OFDherry Soeer | 34430032306

Fage toft

Figure 7-3. Specific Date of Birth Generated Report.

e Inthe top, gray bar in the report, there are several different buttons. See Figure 7-4 below.

Search within
report.

Fie I Ve Tooot Uk M

! o : I - o .
Birth¥ Registered for Burlington City Clerk
e Carerhe?  Jamuar, "
Page navigation “Open or Save As”
section. dropdown.

Figure 7-4. Report Top Navigation Bar.
4
° This button will take the user back to the first page of the report if they are on any other page.

° This button will take the user back one page from any page they are on.

[ Jofes

. The user enters desired page number.
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b

. This button will take the user forward one page from any page they are on.

Pl
. This button will take the user to the final page of the report if they are on any other page.

search box.

=

In this field, the user can add anything they want to search for in the white

This drop-down box reveals several options as seen in Figure 7-5 below.

Selecting this drop-down
button reveals several
options for formats the
report can be opened or
saved as.

XML file with report data rlington Cit)' Clerk

CSV (comma delimited) |

PDF

MHTML (web archive)
Excel

TIFF file

Word

Figure 7-5. Report Open and Save File Options.

e When finished with the list, close out of the tab or window that the report was opened into.

e Click Cancel or Return to Start Menu.
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VIIl. Reporting Other Certified Copies (Marriages)

This function is used to report security paper that was used to issue certified copies of marriage and civil
union certificates on file in your office. These certificates are not maintained in VRIMS and are issued by

copying a certificate onto security paper.

To report the security paper, perform the following steps:

e On the main page click on the Report Other Certified Copies button.
o The Report Other Certified Copies window opens (Figure 8-1).
e Required Fields are:

» Certificate Type — Marriage or Civil Union.

» Number of Copies — enter the number copies issued.

Other Type of Certificates
‘Zeniﬁcate Type: * Number of Copies: *
Marriage v ‘ 1

< Click Cancel to return back to

‘ Proceed ‘ <4— Click Proceed to continue : Cancel the Main Action Menu.

Figure 8-1. Data Entry Screen for Other Certificates Issued.

e  Click Proceed. (Click Cancel to cancel and return to the Main screen.).
o User will be taken to the CPA Numbers screen. See Figure 8-2.

CPA Numbers used for Marriage Certificate
Please enter the Certified Paper Audit (CPA) Number(s) issued for this request:
1 vt 0777777 CPA Numbers

i line,
By 0777778 Enter CPA number in top
vT 5 click Set CPA Numbers, and
sequential numbers will fill in.

3 vt 0777779

4 vt 0777780

Date Request Filled: *
Enter the date that the

1419018
11/1/2018 - request was filled.
Save Request ‘ Cancel
Click Save Request to record the Click Cancel to return back to
issuance of this security paper. the Main Action menu.

Figure 8-2. Report Issuance of multiple pieces of Security Paper.
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e Enter CPA Number/s and Date Request Filled.
e Click Save Request and user will be taken to the confirmation screen. See Figure 8-3.

You have successfully reported that CPA Number 0777777 was used for issuing a

Marriage Certificate

Back to Start Meny <@ Click hereto return to Start Menu

Figure 8-3. Confirmation message.

e  Click Back to Start Menu.
e The Issuance of a security paper has been recorded.
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IX. Reporting Voided Security Paper

This function is used to report security paper that has been voided. This function serves only the means to
report the action that occurred outside the system (physically marking and/or destroying the paper). It’s the
clerk’s responsibility to ensure the paper is destroyed after entering the number(s).

To record the security paper as voided, perform the following steps:

e On the main page click on the Report Voided Paper button.
e The Voided Paper window opens (Figure 9-1).
» Certificate Type defaults to “Voided Paper” and cannot be changed.
» Number of Copies — enter the number of pieces of security paper that you need to void.

Voided Paper

the Main Action Menu.

Certificate Type: Number of Pages: *
Voided Paper 1
Proceed -4— Click Proceed to continue Cancel -+ ok Cancelospchmpiback o

Figure 9-1. Voided Paper Request Screen.

e  Click Proceed. (Click Cancel to cancel and return to the Main screen.)
o A new screen will appear for the user to enter the serial number of security paper that was voided. If
more than a single sheet was indicated, the Set CPA Numbers button will be present. See Figure 9-2.
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Please enter the Certified Paper Audit (CPA) Numbers of the paper you have voided

1 vt 0777777 Set CPA Numbers
~
2 vt 0777778
3 vt 0777779
Step 1: Enter CPA number in top
line, click CPA Numbers, and
4 w1 0777780 sequential numbers will fill in.
5 vt 0777781
Date Voided: *
6/2/2018 Enter the date that the

security paper was voided.

Important - Voiding of the security paper requires that you follow appropriate steps to mark/destroy the paper per direction of the Vital
Records Office. By submitting the number you are simply notifying Vital Records that you have taken this action.

¢ Click Save to record the ¢ Click Cancel to return back to
voiding of this security paper. Cancel the Main Action Menu.

Figure 9-2. Report Void of Multiple Pieces of Security Paper.

e Required Fields are:

» Paper Number — Enter from the back of the voided paper the seven-digit number, including
leading zero. If multiple sequentially numbered papers are to be voided, click the Set CPA
Numbers and the system will generate the remaining numbers.

» Date Voided — Enter the date the paper was voided.

e Click Save. The screen in Figure 9-3 will appear.

You have successfully reported that you have voided paper containing the following

CPA Number(s) 0777777

Back to Start Meny «¢———————— Cclick hereto return to Start Menu

Figure 9-3. Confirmation message.

e Click Back to Start Menu to return to main menu.
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X. Running the CPA Numbers Report

This function is used to run reports for your town of certified engraved paper used and reported in the VRIMS
Application.

To get a report of Security Paper Used, perform the following steps:

e On the main page click on the CPA Numbers Report button

e The CPA Numbers Report window opens. See Figure 10-1.

e Required fields are (both dates reflect the date the transaction was recorded):
» Start Date
» End Date

CPA Numbers Report

Please indicate the date range for which you want to run the report.
The report will include all CPA numbers reported (saved in VRIMS) within this date range.
Note: the Date Reported may be different than the Date Request Filled (date when the certificate was issued).

Start Date: * End Date: *
Enter Start Date and End Date
12/10/2018 12/11/2018 Rangeforreport.
Create Report - Click Create Report to create the ’ Cancel ‘ Click Cancel to return back to

CPA Numbers Used Report. the Main Action Menu.

Figure 10-1. Data Entry Screen for CPA Numbers Report.

e Click Create Report. (Click Cancel to cancel and return to the Main screen.)

o The user will be taken to the Report screen, which is opened in a new tab. See Figure 10-2.
> To print or save a copy of the report, see Figure 10-3.

e Close (‘X’) report window when finished to return to application.

Produce Vital Record Copy @
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D PA.| p-aclz @ Produce Vital Record Copy

it View Favorites Tools Help A
4 4 [ Jof2 > Pl [ |FndInNet - l
New “report”
CPA Paper Used window.
Start Date: 12/10/2018  End Date: 12/11/2018 % Reauested “Search Range”.
CPA Number User Organization Date Request  Certificate Type Date
Filled Requested Reported
VT0000001 Cynthia Hooley VOH Vital Records 120072018 Civil Union 12102018
VT0000002 Cynthia Hooley VDH Vil Records 1200772018 Civil Union 121102018
VT0000002 Cynthia Hooley VDH Vital Records 121102018 Birth Certfied 12102018
VT0000003 Cynthia Hooley VDH Vital Records 1200772018 Civil Union 121102018
VT0000004 Cynthia Hooley VOH Vital Records 121062018 Marriage 121102018
VT0000005 Cynthia Hooley VDH Vital Records 121062018 Mamisge 121102018
VT0000006 Cynthia Hooley VOH Vital Records 121012018 Divorce 12102018
V/T0000007 Cynthia Hooley VDH Vital Records 121012018 Divorce 121102018
VT0000008 Cynthia Hooley VOH Vital Records 12012018 Divorce 121102018
VT0000008 Cynthia Hooley 'VDH Vital Records 12/102018 Birth Certified 121102018
VT0000009 Cynthia Hooley VOH Vital Records 1200372018 Givil Union Dissolution 121102018
VT0000010 Cynthia Hooley \VDH Vital Records 121032018 Civil Union Dissolution 121102018
VT0000011 Cynthia Hooley VDH Vital Records 121102018 Birth Certified 121102018
VT0000016 Cynthia Hooley VDH Vital Records 121102013 Pre-1909 Birth 121102018
T0000017 Cynthia Hooley VOH Vital Records 121102018 Pre-1909 Birth 121102018
VT0000018 Cynthia Hooley VOH Vital Records 121102018 Pre-1909 Birth 121102018
VT0000019 Cynthia Hooley VOH Vital Records 121102018 Pre-1909 Birth 121102018
0000050 Cynthia Hooley VDH Vital Records 117302018 Voided Paper 1211172018
\T0000051 Cynthia Hooley VDH Vital Records 117302018 Voided Paper 121172018
T0000052 Cynthia Hooley VOH Vital Records 117302018 Voided Paper 1211172018
V70000053 Cynthia Hooley VOH Vital Records 117302018 \oided Paper 121172018
VT0000054 Cynthia Hooley VOH Vital Records 117302018 Voided Paper 1211172018
VT0000055 Cynthia Hooley VOH Vital Records 11302018 Voided Paper 121172018
VT0000111 Cynthia Hooley VOH Vital Records 121102018 Pre-1909 Birth 12102018
VT0000112 Cynthia Hooley VOH Vital Records 121102018 Pre-1909 Birth 12102018
VT0000113 Cynthia Hooley VOH Vital Records 12102018 Pre-1909 Death 12102018
VT0000114 Cynthia Hooley VDH Vital Records 12102018 Pre-1909 Death 12102018
VT0000115 Cynthis Hooley VDH Vital Records 12102018 Pre-1909 Death 12102018
VT0123456 Robert Martin VOH Vital Records 12112018 Death Certified 121172018
VT0122456 Cynthia Hooley VOH Vital Records 12102018 Birth Certified 12102018
V10552233 Robert Martin VOH Vil Records 121112018 Bith Certfied 121172018
VT0555123 Robert Martin VDH Vital Records 121102018 Voided Paper 12102018
VT0S55124 Robert Martin VOH Vital Records 121102018 Voided Paper 12102018
VT0555125 Robert Martin VDH Vital Records 12102018 Voided Paper 12102018
VT0S55126 Robert Martin VOH Vital Records 121102018 Voided Paper 12102018
December 27,2015 <——  Report Date Page10f2 <—— Page Number
Figure 10-2. Sample Report of CPA Numbers Used.
e To Print or Save report, use file options at top of screen as shown in figure 10-3:
Theresults of the search may include several pages of information. The The user may also use Find
user may move through the pages by entering either the desired Page to search for specific
Number or using the arrows to go to the next or last page. information.
File Edit l/l;c/ Favoriﬁ,{ Tools Help
* 1 4 F 3
T S O —TT
CPA Paper Used
Start Date: 12/10/2048 End Date: 12/11/2018
User Organization Date Request  Certificate Type Date
Filled Requested Reported
Cynthia Hooley VDH Vital Records 120072018 Civil Union 12/10/2018
Cynthia Hooley VDH Vital Records 12/07/2018 Civil Union 12/10/2018
Cynthia Hooley VDH Vital Records 12/10/2018 Birth Certified 12/10/2018
Cynthia Hooley VDH Vital Records 12/07/2018 Civil Union 121072018
Cunthia Hooley VNH Vital Records 1amamnie Marmana T Y TS
Toprinta COIT.V of ﬂlne To save a copy of this report, click here for
report, select File/Print. available formats (as seen below).
XML file with report data I
CSV (comma delimited)
PDF
MHTML (web archive)
Excel
TIFF file
Word

Figure 10-3. CPA Report file options.



Appendices:

Appendix 1 - Printing Record Not Found Letter

If a search results in the requested record not being able to be found, the user can print a Record Not

found letter which can be given/mailed to the applicant.

e Click on the Record Not Found (print letter) (Figure A-1).
» The system will present the Applicant Information screen, see Figure Al1-2, for entering
information to generate the Record Not Found Letter.

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton

Mother Name: Mary Doe Father Name: Michael Doe
Child First Name: Child Last Name: Date of Birth:
Jane Doe 1/1/2001

Birth Certificate Number:

Find ‘ New Search Cancel

Number of records found: 1

Certificate # Last First Middle Sex Date of Birth Town of Birth Town of Residence Date Registered
1442001843477 Doe Jane Mary - 01/01/2001 Randolph (Town of) Randolph 01/01/2001 Details

Click Record Not Found to

l Record Not Found (print letter) . - it NGk Eoud Letter,

Figure A-1. Record Not Found.
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o G

Certificate Type: Certified Copy
Child Name: Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton
Mother Name: Mary Doe Father Name: Michael Doe
Applicant Information
First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *
James Jones 5/5/1975
Address:
Street 1: * Street 2:
1 Elm Street Suite 205
City/Town: * State: * Zip: *
| Monkton v|[vr v||os469 v |
Country: *
| UNITED STATES v
Phone: * Email:
Relationship to Registrant: *
[ v
Identification Document: *
[ v
ID Number: Expiration Date:
Applicant Attestation * | Date of Attestation: *
Print Record Not Found letter — \oih oo Mot found | concel

Figure A1-2. Record Not Found Applicant Information.

e Enter appropriate fields for generating letter.
e Click Print Record Not Found Letter.
e The system may present an informational warning message of fields not entered. See Figure A1-3.
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4 To print letter to applicant you should provide the following
. 4 information:

Phone Number,
Relationship to Decedent,
Identification Document,
ID Number,

ID Expiration Date

To Print without Applicant Information, click <OK>.,

To return to enter Applicant Information, click <Cancel>,

I [ Cancel J

Click Cancel to retum back to

Click OK to print without the application page to add
additional information. additional information before
printing.

Figure A1-3. Applicant Information Warning.

e  Click OK to continue to printing letter without additional information.
e  Click Cancel to return to Applicant Information page to enter additional information.
e See sample letter in Figure Al1-4.
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December 19, 2018

James Jones

1 Elm Street
Suite 205
Monkton, VT 05469

Dear James:

We received your request for a certified copy of a vital record but unfortunately, we
were unable to locate a matching record within the statewide registration system.

Please find enclosed your payment and your request.

Sincerely,

Enclosure

Figure Al1-4. Sample Record Not Found Letter.

34



Appendix 2 - Printing Do Not Issue Lette

If this certificate has been indicated as “Do Not Issue,” the system will present a message stating that this

certificate cannot be issued. See Figure A2-1.

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Donald Doe | Date of Birth: 5/5/2005 | Sex: Male | Town of Birth: Monkton
Mother Name: Mary Doe Father Name: Michael Doe

Cannot be issued

The selected record cannot be issued from the system. Please contact Vital Records Manager for additional information - i

Applicant Information
First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *

1

James Jones Jr v

Address:
Street 1: * Street 2:
1 Elm Street Suite 205

City/Town: * State: * Zip:*
Monkton v ‘ ’ VT v ’ ‘ 05469 vJ

Country: *
UNITED STATES v

Phone: * Email:

Relationship to Registrant: *

v
Identification Document: *

v
ID Number: Expiration Date:
Applicant Attestation * O Date of Attestation: *

3 Click Print Do NotIssue
‘ Print Do Not Issue letter |<€— ", . o print Cancel

Figure A2-1. Applicant information for Do Not Issue Letter.

e Enter appropriate fields for generating letter.
e  Click Print Do Not Issue Letter to proceed to printing letter. See Figure A2-2.
» The system may present an informational warning message of fields not entered. See Figure
A1l-3 above.

35



e VRIMS will issue a Print Reminder page
e  Click Print to generate letter. See sample in Figure A2-3.

December 20, 2018

James Jones

1 Elm Street
Suite 205

Monkton, VT 05469

Dear James:

We received your request for a certified copy of a vital record but unfortunately, we are
unable to complete your request. Please contact the Vital Records Office at the
Department of Health for further information: vitalrecords@vermont.gov or 802-863-
7275.

Please find enclosed your payment and your request.

Sincerely,

Enclosure

Figure A2-3. Do Not Issue Letter sample.
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Appendix 3 - Printing Incomplete Applicant Letter

When processing a Certified Copy order with incomplete Applicant Information, the certificate cannot
be printed. The user may elect to print an Incomplete Applicant Information Letter.

e Click Incomplete Applicant Information Letter as in figure A3-1

Print Birth Certificate

Certificate Type: Certified Copy
Child Name: Jane Doe | Date of Birth: 1/1/2001 | Sex: Female | Town of Birth: Monkton

Mother Name: Mary Doe Father Name: Michael Doe Fill out all required fields.

Applicant Information
First Name: * Middle Name: Last Name: * Suffix: Date of Birth: *

James Jones v | 771975

Address:
Street 1: * Street 2:

1 Elm Street Suite 205

City/Town: * State: * Zip: *
Monkton v LVT v [05469 v}

Country: *
UNITED STATES v

Phone: * Email:

8021112222

Relationship to Registrant: *

V' |Required

Identification Document: *

V |Required
J

ID Number: Expiration Date:

Applicant Attestation * a Date of Attestation: * Required

Print Certificate Incomplete Applicant Information letter Cancel

Click Incomplete Applicant
Information Letter to generate letter.

Figure A3-1. Incomplete Applicant Information letter function.
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e The system will present a Print Reminder screen
e Click Print.
e See sample letter in Figure A3-2.

December 20, 2018

James Jones

1 Elm Street
Suite 205
Monkton, VT 05469

Dear James:
We were unable to complete your request for a certified copy of a vital record because
there was not enough information provided.

Please find enclosed your payment and your request.

Sincerely,

Enclosure

Figure A3-2. Incomplete Applicant Information letter.
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Appendix 4 - Return to CPA Numbers

If there is a printing error or some other factor that requires a certified copy to be printed again, the
user can change the CPA numbers associated with this order.

e Click on Return to CPA Numbers as seen in figure A4-1

Print Birth Certificate

Print Certified Copy Step 2: Generating PDF

REMINDER: PLEASE LOAD APPROPRIATE PAPER IN PRINTER BEFORE PRINTING

| Print ‘ Click 'Print’ to generate PDF file ... please wait.
‘ Reﬂ)‘n oA If printing was.no.t succes.sful and you need to update the CPA Numbers of the paper being
\ % used before printing again select Return to CPA Numbers.

Pﬁn}\ﬂg Complete ‘ all printing was successful select Printing Complete.

\

Click Print to print certified c,hd,( Re.turn toCAINmbers i
printing is unsuccessful to update
CPA Numbers to printagain.

copy.

Click Printing Complete when
finished printing.

Figure A4-1 — Return to CPA Numbers

e VRIMS will return to the CPA number selection screen as seen in figure A4-2.

o Uncheck the Printed checkbox for the sheet that need reprinting.

e Edit the CPA Number where additional paper is needed.

o  Click Print Again and user will again be presented again with the print screen, see Figure A4-1.



If you need to reprint due to an error, UNCHECK the box next to each CPA number that was not successfully printed. If different paper will be used,
overwrite the CPA number(s) with the new number(s). Then, select Print Again. The system will record this updated information and bring you back to
the page for generating the PDF. If all printing was successful select Printing Completed.”

1 vt 0777777 ¥ 1:UncheckPrintedcheckbox.
2 0777778

vT
2: If additional paper is needed,
enter new CPA number.
3 vT 0777779 Printed
4 vT 0777780 Printed

3: Click Print Again

Print Again | Printing Completed ] Cancal

Figure A4-2. Print Again screen.

e If CPA sheet cannot be used (is damaged, misprinted), the paper must be voided, and the void
reported through this system. See Section IX. Reporting Voided Paper.

e  When all pages have printed successfully, click on Printing Complete to be brought back to the Select
Action screen.
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