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2 How to Login to VitalChek Product Suite

How to Login to Upon entering VitalChek Product Suite, the User will be presented with
VPS a Enter Security Credentials login page

Enter Security Credentials
User ID (email address)

Password (case-sensitive)

Login
g I Youur Passeword ?
VPS Version 2.0
Step 1 Enter User ID
User ID (email
address)
Step 2 Enter Password (case-sensitive)

Password (case-sensitive)

Step 3 Click the Login box. If the User attempts to login unsuccessfully 5 times, user will
be locked out and will need to reset password

Login

Step 4 After Login, VPS displays
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3 How to Print Batch Receipts

How to Print Receipts are created and printed using the Batch Receipts process

Batch Receipts Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Batch Receipts

Ordess *  Fulfllmeat * Clsaost * Dichiowd = Adminkwation = Adfiagion Vial Racords Bur.. [$506E) = 0
Craate Recegt Rispiint Resaipt

Froduect
tirth mmih

Digdivery Meihod - Uther Criferin
Fagular Mail
Exprass Courkr DMmE2013
Ko Camies -
Pririty Mail Al e
Wil Call

Crepte Recaipis @ Clear

Step From the Fulfillment menu, select Batch Receipts. Opens on Create Receipt tab.

Ordiss = Fulllmeat = Chisatel = Dichbawd = Adminbwaton = Adiagion Vial Raconds Bur.. [4906E) = t}
Craate Receigt Rigpiint Ressaipt

Product
Hrth lemih

Diefivery Meihod - Cither Criferin
Fgular Mail Group Ovders Dnly
Exnprass Courkr Evaint Date Baloie MMm&E2013
Ko Camies . =
Fricsiny Mail Order Sourcs al
Wil Call

Crepte Recaipis ™ Clear

Step Select the Product(s) to include in the batch.

2 Note - if user does not select any Products, all available will be included in the batch.
Product
[C] Birth [C] Death

Step Select Delivery Method to include in the batch.

3 Note - if user does not select any Delivery Methods, all available will be included in the batch.
Delivery Method -
[C] Regular Mail
5 How to Use the VitalChek Product Suite

[C] Express Courier
[CI No Carrier
[C] Priority Mail




Step Select any Other Criteria.
4

Other Criteria

[C] Group Orders Only
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Note - if user does not select any Other Criteria, all available will be included in the batch.

[C] Event Date Before 01/08/2013
Order Source All -
Step Click Create Receipts button
6
Orders = Fullliment = Chssost = Dichbowd = Adminkiadion = Adisgion Vial Racords Bur.. [$2268) = ﬂ
Creato Recesgd | Rupiint Ricaipt
Product
Barth Immih
Diesrvery Method - Cthar Criterin
Raguilar Mail Group Ovders Dnly
Esprass C o Evani Dain Balors N1 eE]
Ko Carier .
Prioainy Mail irdes Sourcs Al
Wil Call
Lrepie Recnipis | ] Clear

Note - Once the user has clicked the Create Receipts button, all selection criteria (steps 2-4) will
be locked and may only be changed after clicking the Clear button to clear the selections

Step
7 replaced with Print button.

Ovders = Fuffiliment + Closeowl + Dashboard =

Create Receipt Reprint Receipt

Prodduct

Batch Receipts are created and confirmation message displays, Create Receipts button is

Administration =  Adinglon Vitsl Records Bur . (45265) = Q

Recaipis were created for the current selection criterka, Use Print bution to print them &

Birth

Delivery Mathod

Regular Mail
Express Couwrier
Mo Camiar
Priarity Masl
Wil Call

1 Primt h

Click Print button to display receipts in .Pdf window

Death

Clear

Step Receipts are displayed in a .Pdf

Other Critaria

Group Orders Only

Event Date Before

Ordar Sounce ﬂ
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0' LexisNexis®  vitaichek Product Suite | gutacne.com

(== ] el

Orders = Fulfiliment = Closeout = Dashboard = Adminisiration = Adinglon Vital Records Bur.. (49268) - Q

“ Recalpts were created for the current salection criteria. Use Print button to print them.,

L BatchReceipt, 10/an2014144043CST m"'“m‘“““mm"ﬁ""ﬁ__“élw
[File Edit View Window Help x

@@-@@._IH|IIS| E-‘J.ﬁ%'|.nt'.‘ 'l'unEsES'rgn Comment
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Certihcate Recmesied Ever Dais Carbficate Hokder Hames Shipping Method
1MAEIR Bath Suslewiie irieesl [ g I
CiEh Raised Seal]

[Barth Siaslewsde
(it Faioest) Seal|

s sing teet

Scroll to view entire receipt

Meod of Dalsry B“unhmun.v,-u
Vr;’lall:hﬂk-.f?'-" minni
LTI Jutcton cote s "
—— AR I MRS
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D35 /T 1RITENE B0 B O Apency Fet (L1
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" I Ghipping fERE ]
v:n#ﬁ 400
tadan -
Kama: TEST PERSON -1 Mame: TEST PERSOM -1
Aderess 10 1 JAMES STREET Aneress 1 F1 JAMES STREET
Adgrens T Adgres T
Ery BAST EYRACISE £ry; BEAST STRACUSE
State WY State: WY
Dpeostac 13087 D 13087
oy iRy
Breas Brone: |S85) 1234887
Front: [SE5-1II-48T
Bgce EMBLOYMENT Eocumant Type: BIRTH CERTIFIEATE
mpscaits: FATHER Copms 1 Agency Fes: 119,00
NI o8 Camhare TEST PERSON -1
Gener MALE

EveaE Dute: WTITNTT
Courty of Bvar BUTLER
CBy o Eveet ABERDEEM
Foaptat 8T, JOBEPH MOUNT STERLING

Faners Mame: A0 FERION -1
WOmEnE Ml B0 BOTHER -1

e L]
rarshuay Cfios of vRa disbebon
E‘D_-'-T"'I 1.“?“:":.?. Mithad of Del .
[y P bmat Doy A

Lrttce Tyor BNTH

RSt SERCHE  THET PUEROM .Y
bl UL DI

L ] AmorTIECn Cook e
e oL Tt Agpiy P $oa00
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Step Click Print button to print receipts

9

Step Click red X to close out of the .Pdf
10

) LexisNexis®  vitaiChek Product Suite S 5

Chawwi ID s}

= Fuffiliment = Closeowt ~ Dashboard =  Administration = Adinglon Vital Records Bur.. (49268) - o

|pts wers created for the curment salection cridaria, Use Print bution fo primt them

= "L BatchReceipt_10/an2014144043CST.pdf - Adobe Reader [IEEY =
| File Edit View Window Help "
@ﬁ@@;ﬁ%lifﬁ|.&96%'|u" TuulsESig ment

-
on Wiksl Hecords Buresy

Arfingt
Bistch Raport for 1M00014 3:40 PV Cantesl $34 Tima
Trtal Musnbseer of Dl F =
Total linsmber of Lins e 2

Chrcar 8 Certihcaie Recmesied Evend Daie Cerbficabs Holder Hams Shippng Method
1108522 Barth Sanlewede sl heEsling, el uwes |
(T Raisesd Sead)
152N Darth Sialewide s besing, feat uPs
(it Raiped Sl

Step User is returned to VPS, Create Receipts screen
11

Ovders =  Fulfiliment = Closeowl = Dashboard =  Adminisiration =  Adinglon Vital Records Bur.. (45268) = 6-

[T Receipts were created for the current selaction criteria, Usae Print button to print them

m Reprint Receipt

Product
Birth Daath

Dlivary Mathod - Othar Critaria
Regular Mail Group Orders Only
Express Courier Event Date Before
Wi Carriar
Pricrity Makl Crder Source Al ﬂ
Wil Call

- Primt @ Clear

Note - If receipt criteria was selected (step 2, 3 or 4 above) - to print additional receipts
with new criteria/selections - click the Clear button to clear current selections and then
repeat steps 6 - 10. Previous selections will remained checked until the Clear button is
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clicked. ‘

How to Use the VitalChek Product Suite



- How to Use the VitalChek Product Suite

4 How to Create Batch Receipts Using a Saved Config

How to Create Batch Saved configs can be used to create batch receipts.
Receipts using a Saved  Users must have a role of Supervisor or Manager to be able to
Config view and access Batch Receipts.
Saved Configs -
Config ID Seqg Mo Saved Config Name Actions
1 Group Orders Expedited E
| } Birth Expediiad E
1 Siillbirth Expediied E
Dieaih Expedite: -
Mardage Expeditad E
3 Liworos Expadibad L]
12 ) Group Drdens Heqgilka =
] Birth Regy .
8 3 Stillbirth Regular -
[; ] 10 Diwath Regular 3
il 11 Marriage Regqular "
11 14 L¥ennos FHagular >

Step From the Fulfillment menu, select Batch Receipts. Opens on Create Receipt tab. Agencies
1 that have saved config options will display the Saved Configs table

| Create Asesipt = Reprind Receipd  Reprint Receipl Summary

Saved Configs -

Config ID Seq No Saved Config Mame Actions

Create Receapis L Cleasr

10 Epcunl How to Use the VitalChek Product Suitd
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Step
2

Step

11
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There are 2 ways to create Batch Receipts:

1. Individual Saved Configs:

Click the Arrow icon from the Actions column to create to the receipts from the
selected column

Actions
= -
The Receipts created message displays

O Receipts were created for the current selection criteria. Use Print button to print them.

| Create Receipt l Reprint Receipt Raprint Receipt Summary
Saved Configs
Config 1D Seq No Saved Config
Click the Create Receipts button to display the selected receipts

Create Receipts

2. All Receipts
Click the Create Receipts button to display all available receipts

Create Receipts

Batch Report and Receipts are created and displays in .pdf window

7L BatchReceipt_101an2014144043CST pof - Adobe Reader [y
Flie Edit View Window Help X
c:;‘J EJ & & B H | :1_ ! Ell El':'_‘ﬁ_‘"_-'_ Pl Tools | Sign | Comment

&

Aringicn Ve Records Bureay
Biatch Raport for 1100014 345 PM Central 384 Tima
Tistil My ol Oiisra: 3 =
Total eemsbar o L e 2

Drcler @ Carhihcale Recpsaied Evend Daie Carbhcabs Hobder Hams Shippang Methaodd

MM ELR Barth Sialewade irieesl LEElng W 12 |
i Rasses] Sesal)

THRIRY [Darth Sislewiie Arrves0 bsshng st UPS.
(i Faied eal]

Froduct Birth Statewsde (With
Raised Seal)

I"ri[al-lf_‘l"pgk; e Methed of Dellvery: UPS Alr
__E!
Ariington Vital Racords Bursau Auorzason Cose: TestOR How to Use the VitalChek Product Suite
Ol Mumitss” 13000337 L L e T
Orper Soure: Phone
Dials | THFse LNOSONL 02 33 P CST w!, Fas 7y m
Line fem: 1 of' 4 her Agency Fee #.0)
Cosis LI ML Fas $2 0

e ERI Bl



- How to Use the VitalChek Product Suite

Step Print Batch Receipts by clicking on printer icon

4
=
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5 How to Reprint a Batch Receipt

How to Reprint a Receipts that have been previously batched and printed can be
Batch Receipt reprinted using the Reprint Receipt tab.

Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Batch Receipts.

Craate Recaipi Reprint Recaipt

Show Batches Created On or Afer 0182013 A Saarch

Step From the Fulfillment menu, select Batch Receipts. Create Receipt tab is displayed.

Ordess = Fullimest = Chsaoet * Deshbawd = Adminsweion = Adisgion Wial Reconds Bur.. [$526E) = 0
| Creat Receige | Rupiing Reeip
Froduct
Barih Imath
Diefivery Method - Othar Criferin
Fagular Mail Growp Oeders Dnly
Exprass Courkr Evant Dwiz Balore [1E2013
o Carrles
Prioainy Wail Cirdes Sourcs ) t
Wiii Cai
Crepde Hecuipis & Clear

Step Click Reprint Receipt tab

2
Crasie Heceipt | Reprird Receipt |

Ehira Barchis Craated On of A 01aez013 =] Saaich

Step Manually enter search date to Show Batches Created after that date, or use the calendar icon to select a
3 date

Show Batches Created On or After 01/08/2013 2 S

0 January 2013 (]

Su Mo Tu We Th Fr Sa

1 2 3 4 5

i T a 10 11 12

13 14 15 16 17 18 19

20 M 22 B M B
2T 28 29 30 M

Today Done
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Step Click Search button
4

‘ L0 Search |

5 display receipts in .pdf

Create Receipt W

Step Available receipts for the selected date are displayed in the Search Results window; click on image icon to

- How to Use the VitalChek Product Suite

Show Batches Created On

Search Results

Click to

[o1n0z014 a

Search

Page (lof1) .

Step Batch Report will display in .pdf window

dis ]H.V . Page (1of1) T N :ﬁEI {Total Records 2)
piay \ | BaichID | Baich Print Date Time Receipis in Batich  User
@ | | 1038706 | 01/10/2014 02:40:13 PM CST 2 Allisan K
L@ | 1038705 | 01/10/2014 02:31:26 PM CST 2 Allison K

15:] {Total Records 2)

Vi Assmpt
rigrion Vi Besorss Burmu
DHE | TEE WINGE BIEE PR GET
TR e YT
e e 1
UM Tyne BITH STATEWINE [WITH MADEED PR&LI
NETE OF CEarEraes TRET FRITRO

Mathod of Delvery
RS A
| mmymEnEy

6
L BatchReceipt_10)an2014144043CST palt - Adobe Reader  lesll=k
| File Edit View Window Help *
@ﬂ@@jﬁl_l_.fﬁtllﬁiﬁ%;'ll" TunEsESign Comment
Aufingion Vs Records. Bures 7
Blatich Raport for 1100014 385 PM Cantral 33 Tims
Tl Mussbser of Ordesrs: F =
Toal Hesmbar of Linea Mamm: 3
Chrgesr & Certihcais Recpeassd Ewent Dais Carshiais Holder Hams Bhippang Metod
AMMAERS Bath Sisliwele ireesl [PTETE s I
N Ralsad Seal|
THHIELS [Barth Sisleswide AR eing jeat RS
i Pl Sl |
Frocuct Birth Statewsde (With
v{. . Raised Seal)
italCheks=- Mated of Doy LIPS Air
A ringron Vitsl Reacorde Bursau Auhorzyion Coge THWT-_
Ofger Mumites’ 13000337 wnupmu
Oirder Source: Fhone
Dals F T 1NOSOI4 0233 PR CST Agancy Fae 1m0
Lime fiem: 108§ Omher Agency Fee .00
DEiey AIROAK L™ $2. 00
Shipping ol
VM Hangisg §uss
Totad Qe Fess 5
roam e
Hame: TEST TEATIHG Hame: TEST TESTIHG
ADSress 10 13 ANY 5T ANSreRs 1 12 ANY ST
Address I Adaress
Ch‘ EAST SYRACUSE Cq' EAST SYRACUSE
Staie- WY Siaie WY
DESuREl 13087 DetaEal 13087
Ermgit Fhone |565)-B5E-SB5E
Sheng [SIN]-545A48
Feason: INCOME TAY Docurmaest Type: BIRTH STATEWIDE WITH
s SELP MAFSED SEAL)
Copex: 1 Apenoy Fee: EX3L0D
Harme gn Cerificais TEST TEITIRG
GanaT PEMALE
Ewerr Dabe- WM
Couity of Swenl HALE
ity of Ewent: ABERMATHY
Fa@ery Wame DAD DADS
WO M0 NaTe BOM MOTHERE
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Step Reprint Batch Receipt(s) by clicking on printer icon

4
=
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6 How to Reprint a Batch Receipt Summary

How to Reprint a Note - Reprint Receipt Summary tab only displays for agencies
Batch Receipt with a scheduled job for batch receipts.

Summary Receipts that have been previously batched and printed can be
reprinted using the Reprint Receipt tab

Users must have a role of Clerk, Supervisor or Manager to be able
to view and access Batch Receipts

Step From the Fulfillment menu, select Batch Receipts. Create Receipt tab is displayed.

1 Creals Recoipl Apprrt Sacept Aeprr Secem Som—any

Barth Daath Harmage Doyegar

Dotivery Wethed __________________________[ther Critesla

Regular Mal Group Ordars Only
Express Couner Ewent Date Bafore [12755730:0
40 CaThE
Craabe Enraipbs Claar fave A
sawrd Configs

Step Click Reprint Receipt Summary tab
2

Create Receipt Reprint Receipt Reprint Receipt Summary

Show Summaries for Batches Created After [12/30/2010 Search

Document ID Create Date Comments Printed

Step Manually enter search date to Show Batches Created After that date, or use the calendar icon to
3 select a date

lo1/07/2011

<< < January, 2011 {b}} X

Sun Mon Tue Wed Thu Fri Ea:l

1

2 3 4 5 g 7
3 10 11 12 13 14
2 17 18 19 20 21
5 24 25 26 27 28
6 31

01/07/2011:Clean!  Today
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Step Click Search button

4 Search |

Step Search Results are displayed

Show Summaries for Batches Created After 12/21/2010 search |

Search Results

Document ID Create Date Comments Printed

N LT T T e

2021 12/28/2010 04:30:12 AM  Receipt Summary includes 1 batch. (43808) u

......

GE 3 12/23/2010 04:30:31 AM  Receipt Summary includes 1 batch. (43791) [

Step Click Document ID number link to select Batch to reprint summary.
6

Step Batch Summary Report will display in a .pdf

Iﬂ_d&v I.: [0 11 nl-:w.r\,.. = ol -

wad

Puerta Rico Department of Health
Batch Swmmary Report for 152017 §:00 AM Cantral Std Tima
Tetal Humber of Orders: 1

Ordar # Certificate Requested Event Date Certificate Holder Hame Shipping Method
12017824 Deeath Cemécabe 1273172000 Tesl, Tesl UPFSs

Step Click printer icon to print report

8
=
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7 How to Ship Funeral Home Orders

How to Ship Funeral Orders placed using the Funeral Home Portal (Web Portal) may
contain multiple certificates. Orders may be shipped via UPS or the
Home Orders United States Postal Service (USPS)

| —
@ LexisNexise VitalChek Funeral Home Portal

Priority Mail Orders w/Delivery Conf. (USPS):

When shipping certificates for Funeral Home Portal orders sent via Priority Mail
w/Delivery Conf. please use the following guidelines:

1 envelope per VPS order, address labels must be handwritten
Orders with 1 - 50 certificates will be mailed in letter envelopes

Orders with 51- 100 certificates will be mailed in legal envelopes

UPS Shipping:

When shipping certificates for Funeral Home portal orders sent via UPS please use the
following guidelines: .

1 envelope per VPS order, address labels will be generated in VPS
Orders with 1 - 50 certificates will be mailed in letter envelopes

Orders with 51- 100 certificates will be mailed in legal envelopes

18 How to Use the VitalChek Product Suite
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8 How to Generate Shipping Labels

How to Generate
Shipping Labels

view and access Shipping functions.

Shipping Labels

‘Generate Labels Vaid Labels UFS Manifest Mail Wil Call

Order Mumbsr | | Sushenit

Ovdder NMumdbser Tracking Mum b Status Certificate Holder

Chesar

Shipping labels are generated to address and send certificates.

Users must have a role of Clerk, Supervisor or Manager to be able to

NOTE - Funeral Home Portal orders (Web Portal) are not able to be
generated using VPS, UPS labels for these orders must be hand written.
See How to Ship Funeral Home Orders (Section 7) for more info.

Ship To

Ordar Coiant 0

Shipping Address

1

Shipping Labels

Generate Labels Vaid Labels UPS Manifest Mail Wil Call

Owder Mumbar (| Suhemit

Ovder Mumber Tracking Mumbser Status

Clear

Step Enter Order Number and click Submit button

automatically submit

Order Number | 13004991 Submit

Ordar Numbar Cantificate Holdar

+ 13004991

Tracking Mumbsar Ststus.

bes! testing

Step Click Generate Labels button

= Generate Label

Step Shipping label message is displayed; click Print button

Shipping Labels were created for given orders. Use Print button to print them.

Shipping Labels

‘Generate Labels Void Labels UPS Manifest Mail Wil Call

Oirdigr Mumibsar Subamit

Tracking Muwrmbsri Satus Cantificate Holdar

12123456291 0068168

Order Humbar ]
e 13004931
- Frint [~ Clear

test besting

19

Cartificate Holder

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.

Ordaer Count 0

Ship To Shipping Address

Note - User can also enter Order Number and a plus sign ("+") at the end of the number. Order will

Step Order(s) will be displayed in table. Check box will be checked to generate shipping label

Ship To Shipping Addrass

best besting 12 Any 5t

Ordar Count 1

Ship Ta

best testing

Shipping Address

12 -"'.'|5.' 5t
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Step Shipping label will generate and appear in a pdf window
6

w—_ UpalsbelPageEeanl]. I TIEHD05 591902 pdf - Adobe Acrcbat Pro ==l
File Edt View Window Hedp =
Boe- DO R @CcPLDE .
| 1 1||&@ | = (e |ﬁ5.7‘i|'|| =H B Tools = Comment | Share

" =
- rm._ D—_ 1
o | — o —
o 0= g —
= i — —
- < o= % e
— T E—
o > = i% —
gr é < H—
g , '_:'E;'I‘-ﬂ ﬂ:? I
£ B ,E_J’..H_ | —
Py Rozw | ===\
g 3o Wi~ = | e—
¥Rz 92 FET f——=1IK
fodgs i | = ggg
§24E31 2 & Y L
FE5a%F #F =] 228

QUE 14,1 Winimage 34 IV [42H2

Step Click printer icon to print label(s)
7

[P UpilabelPageEeanl.] TSEMD0SSR19002. odf - Adcke Acrcbat Pro
File Edit View Window Hedp

Bowe:  DEOOE| @020 0L

1| (N O (R (e - || 5 8

Click to prlnt
l o

]

—_

T —

20
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9 How to Void Shipping Labels

How to Void Shipping labels can be voided using the Void Labels tab

Shipping Labels Users must have a role of Clerk, Supervisor or Manager to be able to view
and access Shipping functions

Shipping Labats
Generate Lab=sls Vol Labels UPS Manilest Mail Wil Call

Order Number || Submit Ovrder Count 0
Uhrdder Musmibsar Tracking Numben Status Camilicave Holder Ship To Shipping Address

Cancel

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.
1

Shipping Labels

| Generate Labels Vaid Labels UPS Manifest Mail Wil Call

Chrdder Mismihssr | Sishamuit Oirchar Coant O

Ouder Mumber Tracking Numbser Slatus. Certilicate Hobder Ship To Shipping Address

Clhear

Step Click Void Labels tab. Labels can only be voided the day the label was generated, prior to the
2 manifest being created.

Shipping Labats
Generate Labels Woid Labels UF5 Manilest Mail Will Call

Order Humber || Submit Ovder Count
Ui My bsert Tracking Numbei Status Camiticate Holder Ship To Shipping Address

Camcal

Step Type the Order Number and click Submit button
3

Shipping Labsls
Gunesnie Labals Viid Labels UPS Manilust Mail Wil Call

Ordar Humbar Sulanic

Dicdar Humba Tiaching Mumbsc Stalus Larlilcals Haldar

Step Order is displayed in the table with check box checked by default

4
Ganssate Labuis Woid Labels WUFS Manifus Bl ‘il Calll
Urcder Sumber bt Lirder O ounk ¥
Cuder Mumbiar Tracking MumbisiSuapes e e Holder Ship To Ehipping Addréss
¥ 130 1212 3456639100631 63 In=l jamling tm=l fesing 12 dryp 51
Woid Lakbeals Lancal
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Step Click Void Labels button
6

Void Labels

Step Labels voided successfully message appears
7

Labels voided successfully.
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10 How to Print a Detail Report with Manifest

How to Print a Detail The User can generate and print a Detail Report with a UPS
Report with a UPS Manifest from the UPS Manifest tab.
Manifest Users must have a role of Clerk, Supervisor or Manager to

be able to view and access Shipping functions.

Shipping Labels
Generate Labels Void Labels UPS Manifest I Mail Will Call

Print Detail Report wiManifest
@ Generate Mew Manifest
Heprint Previous Manitest

Generate

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed
1

Shipping Labels

I Generate Labels Vaid Labels UPS Manifest Mail Wil Call
Chrder Mismhsar | St Cirdar Couant 0

Ovder Mumber Tracking NMumbser $atus. Certificate Hokder Ship To Shipping Address

Clesan

Step Click UPS Manifest tab. Generate New Manifest screen displays with Generate New Manifest
2 button pre-selected

Shipping Labels

Generate Labels Void Labels UPS Manifest  Mail Will Call

Print Detail Report wiManifest
% Generate New Manifest
Reprint Previous Manifest

Generate

Step Check Print UPS Detail Report w/Manifest
3

Print Detail Report wiManifest

'-'-‘ Generate New Manifest
2 Reprint Previous Manifest

Generate

23
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Step Click Generate button
4

Generate

Step Manifest/Detail Reports window displays
5
UPS Manifest Mail Will Call

e Print Detail Report wiManitest
2 Generate New Manifest
Reprint Previous Manifest

Generate

Manifest | Detail Reports

Click image icon to

_ H view report
= etall Report

Step Detail Shipping Report displays in .pdf
6

BBe © i (e el 5]

Fenbscky Ofice of Waal Siobstics

Dl DRG0
Detall Shipping Repor
Cipeabon. alnon k Shippesd i
oy Hauirnbsis SO000 RET Dinb Trappsst 01712001 Rurwil
okt Do D321 Traing Muamter. 121238581 300009767 1029 Pl R
Docirrst Ceresd BETH
i of Copees: 1 Aipraneda, G 3000

Step Click printer icon to print
7
Step Email notification is sent to customer order with UPS tracking information.

8 Note - if the manifest is not created, email will be automatically sent to the customer the

evening the order was batched.
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Thazk vou for cdhoosing VtalChelk. The folloving message comoams vour order from Adimgton Vital Records Burean. Vour request has been processad
and 55 being shipped vis LIPS 1 Serailed badow

Ttem Record Owdered Qv | Price Extra Copies . Total

rE::l Srareswide (Passed Seal) ;ren 1 §39.00 500 529,00
Agency Expedie Fee 200
Processing: | 51000

Shipping- | S15.00
Tax 500
Towal-| 35000

Yeoer coder has o ansigned s UPS traching sessber of 1212345613 10009024, Ven may view the satus of vour package oz the LIPS webaite: Chick
here for UPS Shipping Siamus

[f verm bave any addinional guestions or would Bee to e-mall ViealThek abom this coder, please wisit bigps, ViatChek solutivas usikhelp com

Plzase do not reply 1o this email as it is gemerated aurcmsatically and replies are mot monitored
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11  How to Generate a New UPS Manifest

How to Generate a New The User can generate and print a UPS Manifest from the UPS

UPS Manifest Manifest tab.

Users must have a role of Clerk, Supervisor or Manager to be
able to view and access Shipping functions.

When a manifest is created, an email is sent, notifying the
customer their order has been shipped.

Shipping Labels
Generate Labels Void Labels UPS Manifest  Mail Will Call

Print Detail Report wManifest
@ Generate Mew Manifest
Reprint Previous Manifest

Generate

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.
1

Shipping Labels
Generate Labels  Void Labels  UPS Manifest ~ Mail  Will Cal

Chrder Mimmshssr | S hamiit Ordar Count O

Ovder Numiber Tracking Numbseri Status. Certificate Hobder Ship To Shipping Address

Clesar

Step Click UPS Manifest tab. Generate New Manifest screen displays and Generate New Manifest button
2 is pre-selected.

Shipping Labels

Generate Labels Void Labels UPS Manifest Mail Will Call

Print Detail Report wiManifest

@ Generate Mew Manifest
Reprint Previous Manifest

Generate

Step Click Generate button
3

Generate

Step Manifest/Detail Reports box displays
4

Manifest / Detail Reporis

26 Click image icon to view Manéfies Use the vitalChek Product Suite
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Step Manifest Report displays in .pdf
5

B
PICKUP SUMMARY BAR CODE REPORT
SHIPDATE: JAN 13, 2011

SHIPPING RECORD: 1616 2399 14
ACCOUNT NUMBER: 123 - 456

CUSTOMER
MARK CASE
VITALCHEK NETWORK INC
SUITE 400
6 CADILLAC DRIVE
BRENTWOOD TN 37027

94 123 456 1616 23991 00004 7

Step Click printer icon to print

6

Step Email notification is sent to customer order with UPS tracking information.
7

Note - if the manifest is not created, email will be automatically sent to the customer the
evening the order was batched.

Vil kel Shipping Metilication

Thamdk vou for dhoosing VRalChek. The folloving message conoams vour onder from Adimgion Vital Fecords Burewa. Your request has been processad
and 5 bang dhipped wvia LIPS 04 derailed bedem,

JETE Record Ordered Qv | Price Exira Copees Tofal

Bondk | Sparewide (Ragoed Seal) ivem ||
test

$23.000 | 500 523,04
Agency Expedite Fee 200
Processing | 510000
Shipping- | $15.00
Tax 500
Toual- | 551.00

Yoar ovder has bedm assigned a UPS tadaag samber of 1212345013 10029024, YViow smay view the satus of vour package om the UPS webaive: Chick

bere for UPS Shipping Stams

L vorm Bave any addinional geestions or would Bee ro e-mail Vil Chek abom this onder, please visit katps: Vst Chek-solutions tusthelp com

Please do not meply 10 this email as it is gemerated automaticafly and replies are mot monitored
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12  How to Reprint a Previous UPS Manifest

How to Reprint The User can generate and print a Previous UPS Manifest from the
a Previous UPS UPS Manifest tab
Manifest Users must have a role of Clerk, Supervisor or Manager to be able to

view and access Shipping functions

Shipping Labels

Generate Labels Void Labels UPS Manifest I Mail Will Call
Print Detail Report wiManifest

@ Generate New Manifest
Heprint Previous Manitest

Generate

3

28

Step From the Fulfillment menu, select Shipping Labels. Generate Labels tab is displayed.
1

Shipping Labels

| Generate Labels Void Labels UPS Manifest Mail Wil Call

Chrder Mismhsar | St Cirdar Couant 0

Ovder Mumber Tracking NMumbser $atus. Certificate Hokder

Clesan

Step Click UPS Manifest tab. Generate New Manifest screen displays with Generate New Manifest
2 button pre-selected.

Shipping Labels

Generate Labels Void Labels UPS Manifest  Mail Will Call
Print Detail Report wiManifest

@ Generate Mew Manifest
Reprint Previous Manifest

Generate

Step Check Reprint Previous Manifest button

‘ UPS Manifest Mail Will Call

[C]  Print Detail Report w/Manifest

) Generate New Manifest
@ Reprint Previous Manifest

Ship To Shipping Address

How to Use the VitalChek Product Suitéd
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Step Click Generate button
4

Generate

Step Reprint Previous Manifest box displays defaulted to current date.

> Enter a date to for which to reprint the manifest for or use the calendar to select a date.

UPS Manifest Mail Will Call

[C1  Print Detail Report w/Manifest

©) Generate New Manifest
@ Reprint Previous Manifest

Detail Report Date | 01/01/2013

Generate

Step Manifest/Detail Reports box is displayed
6

Manifest / Detail Reporis
Click image icon to view Manifest

= ifest

Step Manifest Report displays in .pdf
7 [ huipa:iga. vps. vitaichek comiemcution-sta - VialChek Product Suits - Windows Intarot Explorss
= d FAE \,f_'_ 2 a®[em- o -

PICKUP SUMMARY BAR CODE REPORT

SHIPDATE: JAN 13, 2011
SHIPPING RECORD: 1616 2399 14
ACCOUNT NUMBER: 123 - 456

CUSTOMER
MARK CASE
VITALCHEK NETWORK INC
SUITE 400
6 CADILLAC DRIVE
BRENTWOOD TN 37027

L _________________________________________________|
94 123 456 1616 23991 00004 7
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Step Click printer icon to print

8
=
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13  How to Process Regular Mail

Regular mail orders (United States Postal Service/USPS) are processed
through the Mail tab.

Users must have a role of Clerk, Supervisor or Manager to be able to
view and access Shipping functions.

How to Process
Regular Mail

Shipping Labels
Gaenerate Labals Void Labels UPS Manifest Wil ‘Will Call
Cirdar Mumbeas : T Subenii Cirdbar Conand ©

Owdier Musmibser Centificate Holder Ship To Shipping Address

Clear

Step 1 From the Fulfillment menu, select Shipping Labels. Generate Labels tab is
displayed.
Shipping Labals

Gennrate Labels  Woid Labels U5 Masmiem)  Mail Wil Call

Chrdir Mumlbsr || Subanil Didinr Count 0

Adpdar Mumber Tracking Humder! Simius Comicaie Holdor Ship o Shipping Address

[ Lo

Step 2  Click Mail tab to display Mail screen

Shipping Labels

Genesnie Labals Wi Lahels UPS Manilne Muil ‘Wil Call
Cirder Kb Subumit Chrdlen Caumt @

Crder Mumbser I rac kimg Mumberi Stanus Lerifticame Molder Ship 1o Shipping fddmses

LF] Llear

Step 3  Enter Order Number

Order Number |13004991 Submit

Step4  Click Submit button

Submit

Step 5 Order information is displayed

Shipping Labaks

enarabe Labels Woid Labals UUPS Mamiext | Mail | Wil Call

Carrder Mum beer | Skl Uirder Lounk 1

Ciitific i Holder Ship To Shippireg Addriss

tast lestng How to Use the VitalChek Product|Suite

Oi-thed Waitished i
31 ) | MI052 85 teal f2ming

Ugsclate Wil Daie|=| L lear
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Step 6  Click Update Mail Date(s) button.

Step 7 Confirmation message displays

All orders entered have been marked as shipped
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14 How to Search for Orders Using Advanced Criteria

Order Search

How to Search for Orders
Using Advanced Criteria
Order Search

Orders may be searched using Advanced Search Criteria.

Advanced Criteria can only be used when at least one
type of other search criteria is entered

Step 1 Select at least one of the
Advanced Criteria

Order Status
Payment Status
Entitlement Status
Order Source
Operator

Order Date(s)
Event Date
Ship Method
Shipped

Event Type
Product

None v

Show only Orders on

1. Select the Product

Product

Exclude Closed, Canceled and Declined Orders

Include orders not ready for processing

Note - to search by Custom Fields:

2. Select custom field from drop down
3. Enter search criteria in search field

Advanced Criteria items to search by

All v

All v

All v

All v

All v
0 0

All v
All v
All v

All v

Hold

Death Authonzed Copy v

|Securit*,-‘ Paper Nu v |

Secunty Paper Number
Certificate Number

sled and Declined Orders

33 Show only Orders on Hold How to Use the VitalChek Product Suitg
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Step 2 Click Search button

e Search

Step 3 Search results are displayed. Click on highlighted Order Number to view order in
Order Details screen

/ CIicEﬁtHi.lﬂ vie‘lw nrgveﬁll;lhmldn?]
o Applc ot Phone | Mathod | Swesd

Ta-T52d | LIPS &

Carder Faymeni Prodisct :"T_lm:::'e Ewaril Dats

Llrgler
Sistus

Muinibar
—— ™
13006142 | #6203 | Open | Unzubmitted | - 'Ifl ‘_'u‘" =k ast Tent 1

-mnpniry Taxs 615k

1304135 | 29ME3 | Ops B153-37T2.T534 | UFS Ak

Paga [1al1) 1 15w | (Tonal Reconds 2)

Step 4 Click on highlighted Order Number to view order in Order Details screen

Note  Search results can be exported to excel by clicking the Export button.

Results are displayed in an Excel spreadsheet and can be saved or printed
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15 How to Use Quick Search

Quick Allows orders to be searched by the order number or the Client ID (Agency
Search specific order identification number)

Quick Search '
Client ID .

Step 1 Enter VPS order number into Quick Search box or the Client ID in the Client ID

field
Quick Search e
Client 1D al

Step 2  Click magnifying glass icon

Jo

Step 3  Search results are displayed in Order Details screen

Order: 13005520

Order Details Comespondence Owder Summary Commenis

Applicant Data -
First Mame | iesl Address Type  Domestic = City |Flind
Midklle Mame fip Code | 48604 Siate (Ml =
Last Mame | lesling Address 1 | 3217 Sutlon Country |United States of Ame =
Cuffix - Address 2 Phone | (B15)372-T524
Fmail Fax
_— I'f:l:fll:!: AR IR TR = S5H | 55h5 iLas1 4 ar all ¥ StatuslAmempts Fassad
Coertificate Data -
Sedeci Maw Prodect - Fuded
Lima Heim Prodisct iy Lasi Mame Fimst Naime Ewvant Lata Chity County
1 Birth Cartificata I City of Arfingtan 1 Tast Tast Q34121985 Abbatt Hill
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16 How to Close Orders with a Check

How to Close Orders
with a Check

Orders are closed out using the End-of-Day process in the Close
Orders tab.

Users must have a role of Manager to be able to view and
access Closeout functions.

Note - The Closeout process submits each agencies closeout to
a queue. The length of time to complete a closeout may vary
depending on the number of closeouts in the queue.

Pesioem End of Day

Sedact Ordars fon Cloan

Fesform End of Dy

3

Frocess Lloss

4

Salect Ovders lor Closs

36

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed

Close Qvders Hapring Hepon Incompkn Closas

Orders o Close Ordars bo Luclude

Step Enter Check Number from the pre printed check paper

Close (vders Huapring Hapom

I ia T s

Step Click Show Orders in Grid Button to view all available order to close

Show Orders in Geid «

Step Available order to close are displayed in Orders to Close table

Dudein o Choan Cirders ba Eachude

Ok Muimbar

Procees. Closs Shuorer Circdars in Grid

Procees. Closs Shuorer Circdars in Grid

Check Bumiar 1111911

Frocess Closs Show Ordeds i Giid

How to Use the VitalChek Product Suite



Step

Step

Step Available Close Reports screen appears when reports have been generated

7

Step Click Report link to view report required

8

37
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Note - To exclude order(s) from the close:

1. Click to highlight order in Orders to Close table

2. Click Exclude button - (or click Exclude All button - to exclude all orders from the
=
close process). To move orders back and include in the close, click the Include button

—
(or Include All button to include all orders in the close)
3. Order(s) will move to the Orders to Exclude table and will not be included in the close

Note - To move multiple orders - click & hold the Control button while clicking the orders to be
moved; this will allow the user to select multiple orders at one time

Click Process Close button

Process Close

Close job report screen appears while close is processing
Farlonm End of Day

:mberia

DatelTime | Q1022002 016 Ald
Closa job hes béssi submined. This page will nelresh suomascally ewary 15 seconds.

Ridrash

Available Close Reports

&= | Detail Report

& | Summary Report

+  Approve Close @  Cancel Close

Available Close Reporis
= g” ail Repert— Glick image icon

+ Approve Close @ Cancel Close

How to Use the VitalChek Product Suite
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Step
9

Step
10

Step
11

Step
12

38

Selected report appears in a .pdf window. Reports can be printed by clicking the printer icon.
Detail Report:
Udd' \J; [T @@ - =y (e =

Hentucky Office of Vital Statistics
Detail Report for 12302010 04:25 PM C5T
CheckiTan Number(s): 52321112010123004 2555388
Clasing by: ALL
Manual Close Initlated by Allison K.

Closed Orders
Camier  iguncy o
e D Cader Scarce  Juath Code Event information W Fen Fis e Foes Total Fen
arfareswel: 10 TE4 ‘Weh TesdOH 9.0 $ITH SHLOY 000 S350
Buriy Cnridbcaie MDD
Biob Husdson
Todaks: 1 5400 §17.50 S0 0.0 53550
Summary Report:
BB @ eer e Al

Kantucky Office of Vital Statistics
Summary Report for 12002010 04:25 PM C8T
CheckiTan Number{s): 2232111201 0123004255388
Closing by: ALL
Manual Close Initiated by Allison K.

Product Typs ity Agency Fee Ottt Aegisrecy Fost Tetal Agency Fee
Barih Caarifezaie 1 51000 3000 510500
Tostalks; i 1080 0.0 $i050
Ovdar Scurce Canaritity Agancy Faa Othan fugancy Fos Tetal hgency Fea
Wah i 1000 000 21000
Totaks: 1 10,00 . 0o $1000

Click Approve Close button to continue processing the close

+ Approve Close

Check paper confirmation message appears. Make sure the printer has pre-printed check paper with
the number entered in the Check Number box

Print Check | o 0K al
Print Check x
A Make sure the printer has the check paper loaded. Click OK when you are ready to print the checkis)
| v oK f
R —————

Click OK button

Check displays in a .pdf
'j'kj'u—"".":l- [Tre ®m[me- o 2 -

How to Use the VitalChek Product Suitéd

1142011

o p——



How to Use the VitalChek Product Suite -

Step Click printer icon to print check on check paper

13
=
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17 How to Reprint a Report

How to Reprint a Close reports can be reprinted from the Reprint Report tab.

Close RePOI't Users must have a role of Manager to be able to view and access
Closeout functions

Close Orders Reprint Report InComplata Chosas

Close Date | 0100252013 £ haarch

Clospouts

DateiTims Tan. Number Amowni User Mama

Available Reports for

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed
1

Pariom End of Day

Cloeia O Rapain R it (o it 1 bt

Process Close Show Urders m God

Salect Ordems for Closs

Deders o Closs Ordere to Exclude

Step Select Reprint Report tab to display Reprint Report screen
2

Close Orders Repsint Report Incomplate Chosas

Close Liate | 01201 =} Search

Closaouts

DataiTms Tun. Numbar Amouwnd User Mame

Available Reports for ;
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Step Close Date defaults to current date, or select another date from calendar icon and click
3 Done

Close Date|01/02/2013| | e Search
(4] January 2013 0
Su Mo Twu We Th Fr Sa
1|l 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
| 20 21 22 23 24 25 26
27T 28 29 30 M
Today Done
Step Click Search button
4
e Search
Step Available closeouts from selected date are displayed
5
Clos=a Qiate. 1/DAR2013 H Saarch
Closaouts
DatedTima Txn. Mumber Amoant User Mame
L3 DURA2073 20 AM P51 S0 307 D2 1002010 SH0.00 Allison
- DUR2073 049: 1640 AM PST SES11200300 0211 16401 S40.00 Allison
Step Click on Date/Time line to select closeout
6
Closeouts
DateTime Txn. Number Amount Uiser Man
01022013 080926 AM PST CABNS201301 0210092601 La0 00 Allisan

— -

- FiE BRI T PO A BT AR DT

............. 54 4 04N oA T

Step Available Reports for selected date are displayed
7

Available Reports for : Jan 2, 2013 10:09:26 AM

& | Detail Report

& | Summary Report

Step Click on image link to display selected report in .pdf
8

Available Reports for : Jan 2, 2013 10:09:26 AM

41 E.qgRetail Report Click on image to

view report

How to Use the VitalChek Product Suite
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18 How to Process an Incomplete Close

How to Process an Closes that were interrupted during the closeout process, or
Incomplete Close Incomplete Closes, can be completed from the Incomplete
Closes tab.

Users must have a role of Manager to be able to view and access
Closeout functions.

Note - The Closeout process submits each agencies closeout to a
queue. The length of time to complete a closeout may vary
depending on the number of closeouts in the queue.

Close Orders Raprint Report Incomplete Closes

Rafrash

Closeouls

Jab 1D Status DalelTime User Name

Step From the Closeout menu, select Perform End-of-Day. Close Orders tab is displayed
1

Pardoim End of Day

Choga Drdlars Rapaint Rapon Btz i it C borssi s

Frocess Llose Show Ordess m Grid

falect Orders for Closs

Ceders in Closs Orders to Exclude

Step Click Incomplete Closes tab
2

Closa Ordans Raprint Report Incomphete Closes

Rafrash

Closeouls

Job 1D Status DiatelTime User Hame

Step Click Refresh button to display incomplete closes in the Closeout table

3
Refresh
Clossouns
Jab (D Sranus Dt Tiime Usei Nams
[ 2685679 Ready Tor Completion 01022013 0916 AM PS5 KirkA.
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Step Click the arrow link to select and complete the close
4

Click to select Refiresh

oS

1]
[ 258579 Ready for Completion 010272013 0316 AM PST EirkA,

Stanus Datel Time User Mame

Step The Available Close Reports screen is displayed with payment information
5

Available Close Reports

@ | Detail Report

& [ Summary Report

+  Approve Close @  Cancel Close

Step Click Report link to view report required

6
Available Reports for : Jan 2, 2013 10:09:26 AM
Elﬂetail Report Click on image to
™ |§ummarg,r Report view repcrt
Selected report appears in a .pdf window. Reports can be printed by clicking the printer
icon.
Detail Report:
dd"' 11': [0 dd | @ @ s - | B ]
Fertucky Cifice of Vital Statistics
Detail Report for 12130020110 04:25 PM CST
CheckiTan Mumber(s): 223211120101230042550 388
Closing by: ALL
Manual Close Initiated by Alllson K.
Closed Orderns
Unar D O char Scawce  Muth Code Event infcrmation W Fan CF:..:" A?:::? T:' Totsd Feu
S 30 TR sk ToaeadiTH 5400 TS0 S0 %00 S¥5.50
Bt Lol LIELE
44 Bob Hudsen How to Use the VitalChek Product Suite
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Summary Report:
EX-IELY [T |eef= - | o

Fantucky Cffice of Vital Statistices
Summary Report for 127302010 04-25 PM C5T
CheckiTxn Mumbser(s): 52321112010123004 2550388
Closing by: ALL
Manual Close Initiated by Alllson K.

Prodhiet Typss Chaniity Agendy Fae Outii Agpisiecy Fios Tistal Ageiay Fae
Bhith Cartalee: 1 $10.00 000 $10100
Totak: 1 10,80 0. (53 $10.80
Dircher Scamcn Chmaritity Agency Fee Db figency Fes Total Agenay Fee
Weh 1 $1000 000 1000
Tokaks: 1 10,00 0.0y $1000

Step Click Approve Close to complete close process
7

v+  Approve Close

Step Payment information is displayed and closeout process is complete

Note - Agencies that close with a check, see How to Close Orders with a
Check (Section 16) to complete closeout

Available Close Reports

E | Detall Report

B | Summary Report

Your ACH payment has been scheduled. Transaction number: 58809201 3010210092601
Amount $80.00

o OK
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19  How to Enter Applicant Data

How to Enter Data about the person placing the order is in the Applicant Data section.
Applicant Data Required fields are shaded yellow.

Applicant Data -
First Name Address Type Domestic | = City ;
Middle Name Zip Code State | | =
Last Name | i Address 1 Country ' - i
Suffin |- Address # Fhone
Email i Fax -

Agencies that use Authentication to verify identify will display the Authenticate section in the
Applicant Data

“._H‘:‘E | 55N | (Last 4 or all 9) Authenticate Status/Attempts
Step 1 Enter First Name of the person placing the order
First Name
Step 2 Enter Middle Name of the person placing the order
Middle Name
Step 3 Enter Last Name of the person placing the order
Last Name
46 How to Use the VitalChek Produgt Suite




Step 4

Step 5

Step 6

Step 7

47
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Choose suffix (Mr., Mrs. Ms..) from the drop down list

Suffix | | =

Enter Email address of the person placing the order

Email

Select Domestic, International, Military for person placing the order

Address Type Domestic | »

Enter Zip Code of person placing the order. This will populate the City and

How to Use the VitalChek Product Suite
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State fields
Zip Code

Step 8 Enter street Address of person placing the order

Address 1

Step 9 Enter additional Address information line of person placing the order (if
needed)

Address 2

Step 10 Enter City of residence of person placing the order (if not correctly pre-
populated from the zip code)

City

48 How to Use the VitalChek Produgt Suite




Step 11

Step 12

Step 13
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Select State of residence of person placing the order (if not correctly pre-
populated from the zip code) from the drop down list

State -

Enter Country of residence of person placing the order

Country i “ -

Enter 10 digit Phone number (plus extension, if required) of person placing
the order

Phone

How to Use the VitalChek Product Suite



- How to Use the VitalChek Product Suite

Step 14 Enter 10 digit Fax number of person placing the order
Fax i
Authentication
DOB Enter Date of Birth of person placing the order (2 digit month, 2 digit day

and 4 digit year)

DOB [T

(MMDDYY YY)

SSN Enter Social Security Number of person placing the order. Can enter last 4
numbers of SSN or all 9

SSN | | (Last 4 or all 9)

Authentication Click Authenticate button to submit and process Authentication information

Authenticate

Status/Attempts Status displays the results of the Authentication process (Passed or
Failed)and Attempts displays the number of times the applicant clicked the
Authenticate button to submit the information.

Status/Attempts

Note - Applicants have 3 attempts to pass the Authentication section. After
3 failed attempts, applicant must submit required documentation to verify
identity and continue processing order.
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20 How to Enter Birth Certificate Data

How to Enter Birth Information about the certificate(s) is entered into the Certificate
Certificate Data Data section. Required fields are shaded in yellow.
Certificate Data -
Select New Product ﬂ Add
Line # Product Qty LastName = First Name & Event Date City County
1 Birth Certificate /| 1 | testing test 01/01/1950 | Abbott Hill w7 E

Step 1 Select a Birth Certificate option from the Select New Product drop down list that
displays available certificates for the selected Agency.

Note - Agencies that offer only 1 product will default to the available product.

Certificate Data

Select New Product | vﬁn}
¥ “'.'l_.
Line ltem Product J .
- Birth Certificate / City of Arlington
Shipping ] Birth Certificate / Statewide

Death Certificate f City Of Arlington

Select Shipping Method

Step 2 Click Add button

Add

Step 3 Birth Certificate page displays
Bifth Comilicae | City of Arfimgion

Froduct Infomsation

Event Dwie (mmiddiypyy] - Ly B 1 - Halaiion b T - Comriry O Llse b
Cousty | Tamant | s i
Product Cusntity - Misc Faa —
Girth Ceriifcale ¢ City of Ardnglon § 23 []-- Minc Foe
Certificas Depls
Cartificals Holded Dala- ¥ ather Duata = — Mot Data
Firsk M pme- First Mame Firsi Mamme
Mithll Nasa | Middis Nema : Midill Mase
Lawni Mmoo 7 La=mi Mpme 3 7 i npder Mprra H
Subfte | = Hhil Leeing Ho = Suffex i St b=
Gander
51 How to Use the VitalChek Product Suite

oK Cancal



- How to Use the VitalChek Product Suite

Step 4 Enter Event Date in mm/dd/yyyy format. This is the date that the event listed on
the certificate occurred.

Event Date (mm/ddfyyyy)

Step 5 Select City from the drop down list. This is the city where the event occurred.

City

Note: If the city where the event occurred is not in the list, select Not in List
option.Other City field is displayed. Type the Other City name.

iCity | Mot In List W
Other City|

If the applicant does not know the city where the event occurred, select Not in List
and enter County (step 6).

Step 6 Select County from the drop down list. This is the county where the event occurred.

Country . .

Step 7 Select Relationship from the drop down list. This is the relationship between the
the person who is ordering the certificate ("Applicant”) and the person who is listed
on the certificate ("Certificate Holder")

Relationship =

Step 8 Country of Use is only required when the Applicant is requesting an Apostille.
Select the county that the Apostille is being used for from the drop down list.

Country Of Use -

Step 9 Enter the Product Quantity, (number of certificates)

Product Wuantity

LI

Birth Certificate | $23.00 1

Step 10  Enter Certificate Holder Data, starting with the First Name of the person that is
listed on the certificate

Certificate Holder Data

First Name

Step 11  Enter the Middle Name (if required) of the person that is listed on the certificate

Middle Name
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Step 12

Step 13

Step 14

Step 15

Step 16

Step 17

Step 18

Step 19

Step 20

Step 21

Step 22

Step 22

Step 23
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Enter the Last Name of the person that is listed on the certificate\

Last Name

Select a suffix from the drop down list

Suffix A

Select Yes or No from the Still Living drop down list

Still Living | -

Select Male or Female from the Gender drop down list

Gender hd

Enter Father Data, starting with the certificate holders father's First Name

Father Data

First Name

Enter the (certificate holders) father's Middle Name (if required)

Middle Name

Enter the (certificate holders) father's Lasts Name

Last Name

Select a Suffix for the (certificate holders) father (if required)

Suffix >
Enter Mother Data, starting with the certificate holders mother's First Name

Mother Data

First Name

Enter the (certificates holders) mother's Middle Name (if required)

Middle Name

Enter the (certificate holders) mother's Maiden Name

Maiden Name

Select a Suffix for the (certificate holders) mother (if required)

Suffix =

Click OK to continue order to Cancel to cancel product information

OK How to Use the VitalChek Produ
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21 How to Enter Death Certificate Data

How to Enter Death Information about the certificate(s) is entered into the
Certificate Data Certificate Data section. Required fields are shaded in yellow.

Canilicate Dala -
Salect New Product | Dealh Caniicste | City O #;.I.i - Ao
Line Last First Event "
BT Product Oty Name Mame Date City County
1 Death Camificaie [ Ciy O Adinglon 1 fEsdingG [ mmAsary Arbnghan T arral ﬂ F

Step Select a Death Certificate option from the Select New Product drop down list that displays
1 available certificates for the selected Agency.

Note - Agencies that offer only 1 product will default to the available product.

Certificate Data

Select New Product | ;&I)

Line ]

em Produc

] Birth Certificate / City of Arlington ‘
| Birth Certificate / Statewide

k| ]
2 Death Certificate / City Of Arlington |

1 |

Step Click Add button
2

Add

Step Death Certificate page displays

Diath Corifcate ¢ Ciy 04 Arfissgian
Prcdiicn bl o
Ewant Dlste (mmiddiygyy] 7 Ly a.;';ll]‘::.lll = | Holatioaship i - Cospmiry UH Llsa i =
I gty Tamant ” Risksiii : .
Produs i Quaniing Misc Fow
Daath Certificess | Ciey OF Arngoos 5 #1.00 1400 1k Misc Foe
Certificme Deimis
Camifals Holder Dotz Spousiie Dala
Firsk Mames- el Hame
Middle Mars Widdie Hame
L=k Mame Las1 Hame
Sudin - Stz -
Gander
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Step

Step

Step

Step

Step

Step

Step
10

Step
11

Step

56

Enter Event Date in mm/dd/yyyy format. This is the date that the event listed on the
certificate occurred.

Event Date (mm/ddiyyyy)

Select City from the drop down list. This is the city where the event occurred.

City

Note: If the city where the event occurred is not in the list, select Not in List option.Other
City field is displayed. Type the Other City name.

ity | Mot In List e
Other City|

If the applicant does not know the city where the event occurred, select Not in List and enter
County (step 6).

Select County from the drop down list. This is the county where the event occurred.

Country i -

Select Relationship from the drop down list. This is the relationship between the the person
who is ordering the certificate ("Applicant”) and the person who is listed on the certificate
("Certificate Holder")

Relationship -

Country of Use is only required when the Applicant is requesting an Apostille. Select the
county that the Apostille is being used for from the drop down list.

Enter the Product Quantity, (number of certificates)

Product Quantity
Death Certificate / $ 21.00 /4.00

3

1

Enter Certificate Holder Data, starting with the First Name of the person that is listed on the
certificate

Certificate Holder Data

First Name

Enter the Middle Name (if required) of the person that is listed on the certificate

Middle Name

Enter the Last Name of the person that is listed on the certificate
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12

Last Mame

Step Select a suffix from the drop down list
13 S—
Suffix >

Step Select Male or Female from the Gender drop down list

Gender -

Step Enter Spouse Data, (if applicable)

Spouse Data

First Name

Step Enter the Spouse's Middle Name (if applicable/required)
16

Middle Name

Step Enter the Spouse's Lasts Name (if applicable)
17

Last Name

Step Select a Suffix for the Spouse
18 —
Suffix =

Step Click OK to continue order to Cancel to cancel product information
19

OK
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22 How to Enter Marriage Certificate Data

How to Enter Marriage
Certificate Data

Certificate Data

Select New Product

Line Item Product Qty Last Name

-

]

First Name

Ewvent Date

Information about the certificate(s) is entered into the
Certificate Data section. Required fields are shaded in yellow.

Add

City County

Step 1

Certificate Data

Select the Marriage Certificate option from the Select New Product drop down list
that displays available certificates for the selected Agency.

Note - Agencies that offer only 1 product will default to the available product.

Select New Product |

Line ltem Product

Shipping

Step 2 Click Add button

Add

Step 3 Marriage Certificate page displays
Marriage

Pindiict lilormsdation
Everd Datn {mmiddsyyry ) . Lty
County

Fmoduct Luantity
Warrimge § 30,00 1300

Conificete Dtsdls
Lrnom Data

First Haima

Muiclie Rame

axi Kams
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Birth Cerificate / Statewide

Death Certificate / City Of Arlington
SE'|E'Ct Shippi“g ME[hﬂd R e i
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Einde [ata
Firsc M
Mirirle M

Maian Mpma
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Step 4 Enter Event Date in mm/dd/yyyy format. This is the date that the event listed on the
certificate occurred.

Event Date (mm/ddiyyyy)

Step Select City from the drop down list. This is the city where the event occurred.

City | .

Note: If the city where the event occurred is not in the list, select Not in List
option.Other City field is displayed. Type the Other City name.

City | Not In List w
Other City|

If the applicant does not know the city where the event occurred, select Not in List
and enter County (step 6).

Step 6 Select County from the drop down list. This is the county where the event occurred.

Country ) I

Step 7 Select Relationship from the drop down list. This is the relationship between the the
person who is ordering the certificate ("Applicant”) and the person who is listed on the
certificate ("Certificate Holder")

Relationship -

Step 8 Country of Use is only required when the Applicant is requesting an Apostille. Select
the county that the Apostille is being used for from the drop down list.

Country Of Use >

Step 9 Enter the Product Quantity, (number of certificates)

Product Quantity

Marriage § 20.00 /3.00 1~

Step Enter Groom Data, starting with the First Name of the Groom that is listed on the
10 certificate

Groom Data

First Name

Step Enter the Middle Name (if required) of the Groom that is listed on the certificate

Middle Name
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Step Enter the Last Name of the Groom that is listed on the certificate
12

Last Name

Step Select a suffix from the drop down list
13 S
Suffix -

Step Enter Bride Data, starting with the Bride's First Name

16
Bride Data

First Name

Step Enter the Bride's Middle Name (if required)

Middle Name

Step Enter the Bride's Maiden Name
18

Maiden Name

Step Select a Suffix for the Bride (if required)
19 —
Suffix =

Step Click OK to continue order to Cancel to cancel product information
20

OK
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23 How to Enter Divorce Certificate Data

How to Enter Divorce Information about the certificate(s) is entered into the
Certificate Data Certificate Data section. Required fields are shaded in yellow.

Ceriificate Data -
Select New Product j fdd
Line Item Product Qty Last Name First Name Event Data City County

Step 1 Select the Divorce Certificate option from the Select New Product drop down list
that displays available certificates for the selected Agency.

Note - Agencies that offer only 1 product will default to the available product.

Certificate Data

Select New Product |

Line Item Product Birth Certificate
Stillbirth Certificate

Death Certificate
Divorce Cerificate

Shipping Marriage Certificate

Step 2 Click Add button

Add

Step 3 Divorce Certificate page displays

Oivorne Cetificme

Product Infomation

Event Dam jmmdddhyyyyl | Cligy T| Relatinnship T| Councory O Lsa T
| ity ;I Hmp mon j
Product Quanting
Devorea Cairtilicans § 6.0 1600 |. ~

Certifimte Deinds
GG [hard B Dists

Fusl Hams I A Firsd Name

Pl Maitia ) Middle Maim
Lasi Hama | % Kaiden Hame
Sulfix | Sullix -
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Step 4 Enter Event Date in mm/dd/yyyy format. This is the date that the event listed on the
certificate occurred.

Event Date (mm/ddiyyyy)

Step 5 Select City from the drop down list. This is the city where the event occurred.

City | v

Note: If the city where the event occurred is not in the list, select Not in List
option.Other City field is displayed. Type the Other City name.

City | Mot In List W
Other City|

If the applicant does not know the city where the event occurred, select Not in List
and enter County (step 6).

Step 6 Select County from the drop down list. This is the county where the event occurred.

Country i -

Step 7 Select Relationship from the drop down list. This is the relationship between the the
person who is ordering the certificate ("Applicant”) and the person who is listed on the
certificate ("Certificate Holder")

Relationship x

Step 8 Country of Use is only required when the Applicant is requesting an Apostille. Select
the county that the Apostille is being used for from the drop down list.

Country Of Use =

Step 9 Enter the Product Quantity, (number of certificates)

Product Quantity
Divorce Certificate § 6.00 /6.00 1

Step Enter Groom Data, starting with the First Name of the Groom that is listed on the
10 certificate

Certificate Holder Data

First Name

Step Enter the Middle Name (if required) of the Groom that is listed on the certificate
11

Middle Name

Step Enter the Last Name of the Groom that is listed on the certificate

Last Mame
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Step Select a suffix from the drop down list

13 —
Suffix -
Step Enter Bride Data, starting with the Bride's First Name
16
Bride Data
First Name

Step Enter the Bride's Middle Name (if required)
17

Middle Name

Step Enter the Bride's Maiden Name
18

Maiden Name

Step Select a Suffix for the Bride (if required)
19 p—
Suffix x

Step Click OK to continue order to Cancel to cancel product information

OK
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24 How to Enter Official Records Data

How to Enter Official Information about the certificate(s) is entered into the
Record Data

Certificate Data

Certificate Data section. Required fields are shaded in yellow.

Select New Product L fdd
Line Item Product Qty Last Name First Name Event Date City County
Step 1 Select Official Record option from the Select New Product drop down list that

displays available certificates for the selected Agency.

Note - Agencies that offer only 1 product will default to the available product.

Order Details
Select New Product | Official Records - Add
Step 2 Click Add button
Add
Step 3 Official Record page displays

Official Records

Product Information

Amount

Document Number

Document Type

Certified Copy

OK Cancel
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Step 4 Enter Amount of the Payment

Step 5 Enter the Document Number

Step 6 Enter the Document Type

Step 7 Confirm if certified copies are required, Yes or No

Step 8 Click the OK button to continue order or Cancel to cancel product
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25

How to Enter Shipping Data

How to Enter Shipping information, including shipping method and address, is in the
Shipping Data Shipping section. Required fields are highlighted in yellow.
Note - Some Shipping fields may pre-populate based on Agency
requirements
Shipping -
Select Shipping Method TJ Same As Applicant Signature Required
First Name Address Type | Demestic E City
Middle Name . Lip Code i - State . EI
Last Hame - Address 1 : Country E|
S uffi T Address 2 Phone
Step 1 Select Shipping Method from drop down list of available types of delivery methods
Select Shipping Method E|
Step 2 It the person who the order is shipped to is the same as the person who placed the
order (Applicant), check Same As Applicant box. Information will populate and
Shipping section will collapse
Same As Applicant
Note Signature Required check box indicates that a signature is required at the time the
certificate is delivered. Will be pre populated based on agency required
Signature Required
Step 3 Enter First Name of the person the order ships to
First Name
Step 4 Enter Middle Name of the person the order ships to
Middle Name i
Step 5 Enter Last Name of the person the order ships to
Last Name
Step 6 Select Suffix of the person the order ships to from drop down list
Suffix | | =
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Step 7 Select address type from drop down (Domestic, International, Military)

Address Type Domestic -

Step 8 Enter Zip Code of shipping address. The Zip Code entered will automatically
populate the City and State fields

Zip Code

Step 9 Enter shipping street Address

Address 1

Step 10 If necessary, enter additional shipping Address information

Address 2

Step 11 Enter shipping City if not correct from Zip Code entry (step 8)

City

Step 12 Enter shipping State if not correct from Zip Code entry (step 8)

State A

Step 13 Country defaults and locks on United States for Domestic orders (step 7). orders
that ship to an International address will need a Country selected from the drop
down list

Country *

Step 14 Enter 10 digit Phone number of person the order is shipped to

Phone
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26 How to Enter Payment with a Personal Check
(electronic)

How to Enter Payment with a Payment can be made using a personal check
Personal Check (electronic) in the Payment section

P ymsa it
Same As Applicant Same As Shipping Muttiple/Partial Payments

[Fis clairmer

Tha Customar authorizes thae Marchamt (VitalChak) 1o convert their check 1o an Electronic Funds Transfer ar Paper Draft, and 1o
diehit their account Tor the tolal fransacBion amound. In the ewent thal the dafl or EFT i returned unpaid, the Cuslomer agrees
Uil @ Tese of 530.00 o &5 allowable by Law may be changed (o their a0ooum via drall or E

Ones this request 5 completad. ® cannod be cancellad becauss the funds are g iaraniaed. Hthae cusiomar has ary quastions
regarding this autharization, they may cortact Cusiomer Serdce at 8884121838

Click here 1o indicate that the caller has been informed of the above disclaimer

Rlowting Mo, Account Ho. Check Numbar
Howtng Mo, Cont coEnt Mo, Cont Lhack Mo, Lonf
Livwers Liceivss No Isguing State v Liate o1 Birth
55N
First Naime .ﬂ.dnlr':ls;: i et L Liry
Middle Flp Coda State r
Hame
Last Hame Address 1 Country |United Stabes of Aru ¥
Suffis . Address 3 Phone
1K Langal

Step 1 Select Personal Check from Select New Payment drop down.

Note - Agencies that offer only 1 payment type default to that available payment
type.

Paymamt —
Select New Paymant v Acdd
¢ Type Aimount Credit Card First Marme Slalus

Parsonal chack [Electronic)
Business chack (Ekeciranic)

Step 2 Click Add button

Add
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Step 4

Step 5

Step 6
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Payment screen for Check selection is displayed

FPaymsant

Same As Applicant Same As Shipping MultiplePartial Payments
[iisclaimer
The Customer authorizes the Marchant (VitalChek) io convert fheir check to an Electronic Funds Transfer or Paper Diraft, and fo
dehit their account for the tolal fransacion amound. In the ewent that the drafl or EFT is refurned wunpaid, the Customer agrees
Il & Tese of 530.00 or as allowable by law may be charged (o their acooum vie drall or EFT
Cinca this request |s completad. | cannod ba cancellad because the funds ara guaraniaed. i the cusiomar has ary quashons
regarding this autharization, they may comlact Customer Sarvice at 888.412-143

Click here (o indicate that the caller has been informed of the above disclaimer

Routing No. Account No. Check Number
Houting Mo, Cond ocount Mo, Cond Lheck Mo, Lonf
Uriwers Licemnss Mo lsguing State L Caie of Birtl
55N
First Name 'a":lulr_:ls;: WO (Lt L] ity
Middle Flp Cioda State T
Hame
Last Hama Address 1 Country |United Sates of Arm ¥
Suffix . Audcdress 2 Phone
LK Lancal

Check Same as Applicant box if the person making the payment is the same as the
person placing the order. Checking Same as Applicant will remove name and
address information from screen.

Same As Applicant

Check Same as Shipping if the person making the payment is the same as the person
placing the order. Checking Same as Shipping will remove name and address
information from screen.

Same As Shipping

Multiple/Partial Payments - Check box indicating the total amount due will be
paid in multiple or partial payments

Multiple/Partial Payments

When the Multiple/Partial Payments box is checked, the Payment
Amount field displays, enter the amount of the payment

Multiple/Partial Payments Payment Amount |0.00

Check Disclaimer Confirmation box indicating the caller has been informed of the
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Step 7

Step 8

Step 9

Step 10

Step 11

Step
12

Step 13

Step 14

70

Disclaimer

isclairmer
T
dehit their account for the fola

Lincs thes reqissst |5 0 cancallad ha

regarding this awthar

."II efad R cannod bs
zatian, they may conlact Cusiomer

alse the fumds ars guaraniesd. o the clEsiomar has ary Quashions
nE 44 4
sarace ab oS4,

Click here 1o indicate that the caller has been informed of the above disclaimer

Enter Routing No. (number) of the checking account used for payment

Routing No.

Reenter Routing No. (Conf.) for confirmation of the checking account routing
number used for payment

Routing No. Conf

Enter Drivers License No. (number) of the person who is making payment (using
their checking account)

Drivers License No.

Note - SSN (Social Security Number) of the person making payment on the order
(checking account holder) may be required based on Agency

SSN

Enter Account No.of the checking account used for payment

Account No.

Renter Account No. (Confirmation) of the checking account used for payment

Account No. Conf

Select the state where the Drivers License was issued from using the
Issuing State drop down selection

Issuing State -

Enter Check Number of the check used for payment

Check Number

Reenter Check No. (Conf) of the check used for payment

Check No. Conf
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Step 15 Enter Date of Birth of person making the payment (checking account holder)

Date of Birth

Step 16 Complete all name and address fields.

Note - clicking to select Same as Applicant or Same as Shipping will populate
address fields

Step 17  Enter First Name of person making payment on the order (checking account holder)

First Name

Step 18 Enter Middle Name of person making payment on the order (checking account
holder)

Middle Name

Step 19  Enter Last Name of person making payment on the order (checking account holder)

Last Name

Step 20 Select Suffix of the person making payment on the order (checking account holder)

Suffix T =

Step 21  Enter Address Type of the person making payment on the order (checking account
holder)

Address Type Domestic | =

Step 22 Enter Zip Code of the person making the payment on the order (checking account
holder)

Zip Code

Step 23  Enter Street Address of the person making payment on the order (checking account
holder)

Address 1

Step 24 Enter additional Street Address of the person making payment on the order
(checking account holder)

Address 2
Step 25 Enter City of the person making the payment on the order (checking account holder)

City
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Step 26 Enter State of the person making the payment on the order (checking account
holder)

State -

Step 27 Enter Country of the person making the payment on the order (checking account
holder). Note - this defaults to United States of America

Country -

Step 28 Enter 10 digit Phone number of person making payment on the order (checking
account holder)

Phone

Step 29  Click OK button

OK

Step 30 Check payment confirmation is displayed

Faymeent -
Select New Pagpiment - Add
a | s Ao Lardifuect Last Nams First Mams SEodus
1 |PC .00 GEER Lesting test i

Step 31  Authorize Payment button will display, click to authorize payment

e Llaid

HMgency 8.00
Expedite 500
Misc 0.on
VitalChek 10.00
Shipping 16.50
Other 0.00
Total 39.50

'\ Updatel5ave

Authorize Payment
Cancel Order

Copy

Copy Auth

Step 32  Order is authorized and the following is displayed:

Your order has been authorized.
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Authorized message appears:

Payment Status changes to Paid in Full:

Status

Entitlement |QC Apprweda

Order Open
Payment Paid in Full

Payment information in Status section displays Authorized

Fagimeim -
Sabect Hew Paymeant v Add
¥ Type Ammeint Card/Acct Last Hame First Hame Status
VP
PC 16 50 BEES teabeg (] Aurthorzed =]
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27 How to Enter Payment with a Credit Card

How to Enter Credit Card payment information displays in the Payment section
Payment with a
Credit Card
Pagment
Same As Applicant Same As Shipping MultiplePartial Payrments
Card No Expiration Date| MMAYYYY)
First Mame Address Type |Domeatic q Ciey
Middlz Mame: Zip Code State --]
Last Mame Address 1 Country | Unitad Stalas nf.ﬁ.-nn-Tl
Suffix T Address Phone
0K Cancel

Step 1 Select Credit Card from Select New Payment drop down.

Note - Agencies that offer only 1 payment type default to that available payment
type.

Paymaent L

Select Mew Payment  Credit Card =] Budd

# Type  Amownt Cardifoct Last Hame First Mame States | County

Step 2 Click Add button

Add

Step 3 Payment screen is displayed for credit card payments

Payment
Sarme As Applicant Same As Shipping Multipbe/Partial Payments
Card Mo Expiration Dute] MMNYY)
First Mame Address Type |Domestc Tl Citty
Middle Mame Zip Code State .-]

Last Mame Address 1 Country | Uniad Stales nl’.ﬁ."nn'?l

Suffix e Address 2 Phane
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Step 4 Check Same as Applicant box if the person making the payment is the same as the
person placing the order. Checking Same as Applicant will remove name and
address information from screen.

Same As Applicant

Step 5 Check Same as Shipping if the person making the payment is the same as the person
placing the order. Checking Same as Shipping will remove name and address
information from screen.

Same As Shipping

Multiple/Partial Payments - Check box indicating the total amount due will be
paid in multiple or partial payments

Multiple/Partial Payments

When the Multiple/Partial Payments box is checked, the Payment
Amount field displays, enter the amount of the payment

Multiple/Partial Payments Payment Amount |0.00

Step 6 Enter Credit Card No. (number)

Card No.

Step 7 Enter credit card Expiration Date (MM/YYYY)

Expiration Date(MM/YYYY)

Step 8 Complete all name and address fields.

Note - clicking to select Same as Applicant or Same as Shipping will populate
address fields

Step 9 Enter First Name of person making payment on the order (credit card holder)

First Name

Step 10  Enter Middle Name of person making payment on the order (credit card holder)

Middle Name

Step 11 Enter Last Name of person making payment on the order (credit card holder)

Last Name
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Step 12

Step 13

Step 14

Step 15

Step 16

Step 17

Step 18

Step 19

Step 20

Step 21

Step 22

76

Select Suffix of the person making payment on the order (credit card holder)

Suffix |-
Enter Address Type of the person making payment on the order (credit card holder)
Address Type Domestic | =

Enter Zip Code of the person making the payment on the order (credit card holder)

Zip Code

Enter Street Address of the person making payment on the order (credit
card holder)

Address 1

Enter additional Street Address of the person making payment on the order (credit
cardholder)

Address 2
Enter City of the person making the payment on the order (credit card holder)
City
Enter State of the person making the payment on the order (credit card holder)
State | | v

Enter Country of the person making the payment on the order (credit card holder)

Country i ” |

Enter 10 digit Phone number of person making payment on the order (credit card
holder)

Phone

Click OK button

OK

Credit card payment information is displayed
Paymem =

Sabect New Payment it j ' ik

5

= Iype A nt Landifcet Lt Mamse First Mams Seoqus
CC 0.00 MC 0248 testing 1est i .
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Step 24 Authorize Payment button will display, click to authorize payment

rivd Lidild
HMgency 8.00
Expedite 500
Misc 0.on
VitalChek 10.00
Shipping 16.50
Uther 0.
Total 39.50

'\ Update/Save

Authorize Payment
Cancel Order

Copy

Copy Auth

Step 25 Order is authorized and the following is displayed:

Your order has been authorized.

Order: 13001474 \

Order Details ‘ Correspondence Ord

Applicant Data
Authorized message appears:

Payment Status changes to Paid in Full:
Status
Entitlement |QC Apprweda

Order Open
Payment Paid in Full

Payment information in Status section displays Authorized

Paymsant -
[ Type  Amowunt Cardificct  Last Name  Fiost Hame Stalus County
[HH 53.96 MC 0243 leslineg 1esl Authorized | Hill =]
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28 How to Void a Payment

Payment

How to Void a Orders that have been "Paid in Full” can be voided.

Order 13002422

Step Click the Void button
2

Void

ét?mr

1 Vol Comment

78

Update/Save

Print Receipt

Copy Auth

A Enter commant and clics

CIEC b

Step View the order to be voided in one of the Order Create tabs (Order Details,
1 Correspondence, Order Summary, Comments or Attachments)

Order Detais Correspordencs Crder Summary Comnnenis

Applican Daia - Seafus
Erfillemen T AGPETVEL | W
First Mama  test Address Typa | ComeslE A City | Syracuss arder Cren
hll 14
Wuzdia Mame Zip Code | 13057 st MY :| Payment Pad in Ful
Last Mame | tesiing Address 1 | 13 Ary 5t Coumiry  (Lireled Slakes of A 'ﬂ O Hiodd
Sl kY Address 2 Phome | [380)535-20585 Sourse |EhOne | w
Email Fan
Fie# Cata
A ENTY 200
DOB raoirinnd | 98M (6555 51 4 o gl SususAmEmpts  Passod Expadite 030
s Misz (]
WiaICheE 1205
Ehipping 1000
Camnifieans Daia - osher (i1
Tokal 1.5
Select Mew Produs] b gl
- Upats Gxe
Life ¥ Pragduct Oty Last Mais | First Mame | Ever Dale Gty C ity
Birin Ceriiioat: R — = — I = Prifl Reosips
City of Anngion 1 AN 11| 01A0aiD | AbboR Hil _ -
Waid
SEhigping =
Copy
Select Shipping Methes |UPE A W Fame A Gpphcant |[§F Sigruatune Requined  |[oF
Capy furth

Note - Based on agency requirements, a Void Comment dialog box may appear; enter
the reason for the void and press OK

Joid this o BT PAYTTIET

HRLELT
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Step Order is voided and Payment Status changes to Refunded
3

Status

Entitlement |Ent ApprwedB

Order Open
Payment Refunded
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29 How to Copy Orders

How to Copy Users can use the Copy process to duplicated orders
Orders

Update/Save
Authorize Payment

Cancel Order

Copy

Step 1 Locate order to copy using any search criteria

Step 2 Once order is displayed in the Order Details tab, click Copy button

Update/Save
Authorize Payment

Cancel Order

Copy

Note - Agencies that use Authentication will see the Copy Auth check box. Check box
to copy the Authentication to the new order

UGS A S

Authorize Payment

Cancel Order

\ Copy

[ Copy Auth

Step 3 Newly created order is displayed in Order Details with new order number
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30 How to Send New Correspondence

How to Send New Correspondence tab contains information on all written
New communication (e-mail/letter) available to send to the customer.
Correspondence

Ordar: 13005037

Order Details | Cormrespondence Owder Summary Commaems Atachments

Hew Comespondence Previous Comespondence

Dalivary [ype Emai b

Email | akirkvitahchek com

Mewd Clarification

Paymant Dechned

Entitlemer
Expired 1D
legible 1D

Order Woided

Proal of Linkage

B Preview @ Cancel Make this comespondence Fublic

Step From the Order Details for the order, click Correspondence tab. New Correspondence tab is
1 displayed.

Order: 13000587
Order Details Correspondence I Order Summary Comments Atltac humenis

Mew Correspondence Previous Comespondence

Delivery Type |Email '».d'1|

Email casandra thomasi@lexisnexis com

Heasons

MNeed Clarification
Payment Declined
Entitkemant
Cxparad L
llagible 1D

Order Voidad

Generate = Preview @ Cancel Make this correspondence Public

Step Select Delivery Type from the available drop down list; Delivery Type defaults to email if an email
2 has been provided

New Correspondence Previous Correspondence

Delivery Type |Email | =
Email | akirki@vitalchek.com
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Step Applicant's Email is autopopulated from order detail, revise if needed

Email | akirki@vitalchek com

Step Check box for the type of correspondence to send in the Reasons section
4

I Reasons

Need Clarification
Payment Declined
Entitlement
Expired ID
liegible ID

Order Voided

DEEDEEE

| Generate | | ] Preview || @ Cancel

Step If US Mail is selected -

5
New Correspondence Previous Correspondence
Delivery Type  US Mail| = —
Email | If US Mail is selected as
Reasons D'E"‘h'eﬁ' T?PE
ﬁ Neead Clarification
Payment Daclined
Entitlement
Expired ID
lllegible 1D Click Preview button to
Order Voided view and print
Proof of Linkage ZEDFFESPOI'ITJE nce
= Praview @ Cancel
If Email is selected -
Click Generate to send an email
Order Summarny Comments Attachments
New Cormespondence Previous Correspondence
Delivery Type .V
Email |casandra.thomas@lexisnaxis.com
Reasons

Meed Clarification

Payment Declined

Entilernant

83 Expired ID How to Use the VitalChek Product Suite
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or Preview to view the correspondence and then click Send

VitalChekse-

Casandra Thomas
8041 Vineyard Ln
La Viergne, TH 37056

Subject: ACTION RECANRED - Impaniant Remindsr Ragarding Your Vitsl Recond Onde
ﬁneuta;."-’nuilllm Wital Reconds Bureau

Order Dabe: 121002013

Order Numbar: 13000587

PIN: BEET36

Thank you Tor your retent reguest for 8 silal recond. Please read e importand informalion below reganding your reguest

Wour grder is curently on hold because suflicient prool of your ent@emaent or legal right fo #his recond is required by B vilal record agency. Please subenit a valld form of
||:|§|'ﬂﬂlﬁt¢'l‘=ﬂf bl documentation proving woll sre amiiad o the cetthcate baing requecied Examples: cout Esuad poear of aforney. guardiarshin Dapers, alainer ktler,
o

To compizie your onder, please fax e requesied informaton to 877 -858-5936.
For secunty purposes and o protedc] Bwe confidentsify of your parsonal information. plaase do nod reply to this &-mail In addiion, please do mof share. copy, or otharsse -

Prosida o Drder nUmMber andior FIM 1o avons

Sincansly
Al on Vital Records Bureau
gTT-252- 1060

Note - when checked, the Make this correspondence Public check box will allow VitalChek
employees to see the correspondence sent

«d Clarification
yment Dacined When checked, the Make this
.'”:f’: correspondence Public box will
i allow VitalChek employees to see
&r Voided
S of Linkage /
= Preview e Cancal ||_ Make this correspondence Public

Step Correspondence sent message appears
6

0 Your correspondence has been successfully sent
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31 How to View and Resend Previous Correspondence

Previous Correspondence listed in the Previous Correspondence section.

New Cormespondance Praviows Cormespondance

Date Letter Type User Delivery  Visibility Emeail Address

@ | 1310220004 | ey croated | YEE SYEET | pma Public akirk @vitakchalk.com
I'-._E.._:I".'.-".Z 211325 :‘;:;L.I;;‘-I-I:I-de '!.'S'IS_ISTMEIII Emall pubilic aldrk@vitaichakcom
5.'25".13 43708 Ei?;__ldmd Allison K. Email ﬁﬁlﬁ:’"’.r’ aldrk @vitalchelk.com

- L HS

YitalCheksgs- -
i Lol Doy

Trank yod b pacang pou’ ore wh VIR REE I AL 0 COSTIIS 20N I y0ut Croet continTees.

Furthins Cels Vorday. Decsemisar 0] 2072 (000 PR CEY
Orcler Murnber 330512
e P i .

"y W W 00 Tl (O S T e bt 8] O B, O ¥y ek i Faaal

Th M1lmh“lllmnpwﬂthmbul+rswww | i el 0 Aol 0 B REy, Pl L T e B 1 P ol welt e S
Srourges Urew poe doeursgels Fuen bren sebre@ed A anll Lt 3485 by b apoeesal oo sal] be oo lecked by g-masl zree poar decora=ls hiee baan revasad

[k T —_——

How to View and Resend Correspondence that has been sent to the customer is

1 displayed.

Order: 1005027

Order Details m Owder Summary Comments Anachments

MWew Comespondence Pravious Comespondence

Dalivery Type |Emai b
Email | akirkivilabchak com

Meed Clarification
Paymant Daclned
Entitlernam
Exgired 1D

legible 1D
Order Woided
Prosal ol Linkage

B Preview @ Cancel Make this comespondence Public

Step Click Previous tab. Previous Correspondence is displayed

2
Mew Cormespondance Previowes Correspondance
Dale Letter Type Lisar Delivery  Wisibility Email Address.
@ | 2210 | oner Created o) M Email Public akirkigvitalchek.com
= I"__E."]L'-'-"Z 2:12:35 :‘;‘Ec"":;‘.};'_:lmu FSE-IS'”'"E'" Emall Pubilic akirk@witalchak.com
= I';,.'ils".” 4:37m08 Ei?l';”“d Allison K. Email ﬁ:?ﬁn';-" akirk@witalchak.com
H [ s 5] A - Fid
VitalChekizz- o Sl e
i L™ Company
Thank yo far piacing o oreweh ViThat i kL8 Caemeny Sakow i yoar orde: confinmisce
Furchma Duin Wioretuy. Dwcadar ] 2273 (200 PR G2T
85 e T How to Use the VitalChek Product Suite
E
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Step From the Order Details for the order, click Correspondence tab. New Correspondence screen is
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Step Click Reprint button to reprint previously sent correspondence or Resend to resend via email
3

test testing
12 any st
East Syracuse, NY 13057

Subject: ACTION REQUIEED - Important Reminder Regarding Your Vital Record Order
Agency: Arlington Vital Records Bureau

Order Date: 01/08/2014

Order Number: 13003367

PIN: 891330

Thank vou for vour recent requesgbr a vital record. Please read the important information below reg

request.

Your crrdﬂr iz currently o hold because ~uffic1n=:nt proof of vour enfitlement or lagal ﬂght to tth rece

P o el [ Tl = A Ny, R, [ [ e S

Reprint Resend

Step Reprint button opens up the printer dialog box to print correspondence.
|

General | Optionz

Select Printer
B Add Printer

" ABWDCLRADMIN an by, '|:|I‘_I_I1

Resend button automatically emails to the email address in VPS.

Step Correspondence successfully resent message appears

5
Your correspondence has been successfully resent
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32 How to Add Comments to an Order

How to Add Comments to Comments are added to an order in the Comments section,
an Order from the Comments tab

Ordar Detalls Cormaspondanca Cirdar Summary Commants Attachmants

Comment Liaie User Visabdlicy Loamamee nit

= D1MT2013 12:56 PM CST Allisan ¥ Aqency only add commants hara

Full Camment Text

add comments here

Mew Comimsemt

Maks this commant public Add Mew Comment
Step 1 Enter comment text in the New Comment box
New Comment
1
Make this comment public Add Mew Comment
Step 2 Check the Make this comment public to allowVitalChek staff to view comment, or

leave unchecked to keep comment viewable by agency staff only

New Comment

Make this comment public Add Mew Comment
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Step 3 Click Add New Comment button to add comment to order

Add New Comment

Step 4 Comment details will be displayed in the comment information box
Order Deqails Conrespondence Cder Summary | Comments I Ariachiments
Comment Date Use Visibility Comament r
1] Q1MT2013 12:56 PM C5T Allian K Agency onky add comments hena
Step 5 Click on image icon in comment information box to display the complete comment

in Full Comment Text box

Ordar Detalls Cormaspondancs (rdar Summary I Commeants | Artachmanis

Comment Daie Lhser Visibidlity Lopamamea mi

= 01072013 12:56 PM CST Allisan K Aqgency only add commants hara

%

Click to display in Full Comment Text box

Full Commenl Text

add comments here ‘

Comment is displayed in full comment box

Wew Comameent

Maks this comimant public Add Mew Comment
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33 How to Unlock Users2

Step From the Administration menu, select User Maintenance. User Maintenance screen is
1 displayed

User Maintenance

® First Mame [
* Last Name : |
Search _ Cancel ' Add New User
User 1D First Hame Last Name Locked Last Login Date

Step 2 Enter (at least) first letter of First Name of User
Step 3 Enter (at least) first three letters of Last Name of User
Step 4 Click Search button

Search |

Step 5 Search result are displayed

User ID First Name Last Mame Locked Last Login Date

test pErson F 10/28/2010

Step 6 Click on highlighted User ID to display Edit User screen

Edlit Usaer

User Il emad pddress) wpatest | Somad oo
First Mame [ent
LY TP P—

Sy Dot [oct 72, oo
Erad Dot [owz 31, 1950
Loiad
Expirad
B |
Rtiels | ST WO Sanager ¥ SUpETYEOT Cliark
Agency(sl  Ariizgro ital Facords BursEu
et TRarimah R T ad
Sdd
Ry &
B Eeman i B
1 »
SEvE Cancal

Step 7 Uncheck the Locked box
Locked Iv

Step 8 Click Save button

Save |

Step 9 User saved confirmation message appears. User is sent an email with instructions to reset
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their password.

@ User Information save successfully.
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34 How to View Comments

How to View Comments

Ordar Dedails Cormespondancs

Comments are viewed in the Comments section, from the
Comments tab

91

Comment Date box

Ordar Details Corraspandancs Ordar Summary
Comment Data Lhsar
] 01072013 12:56 PM CET Allisan ¥

Full Comment Text

add commeents here

Hew Comment

Maks this commeant public Add Mew Comment

Oirder Summary i nits Aitach
LComment LDatg Lksar Visibaliry LogamaTeg it
] 0172013 12:56 PM CST Allizan ¥ Agency only | add commants hara

Full Commzml Text
add commaents here
New Comment

Make this commant public Add Mew Comment

Step 1 From the Orders Section, with Order displayed, click Comment tab.

Details on the comments that have been added to the order will be displayed in the

Commsants | Attachmants
Wisabaliry Coamamei vt
Agency only add commanits hara
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Step 2 Click on the image icon to display comment

Drder Details Correspondence hrder Summary | Cmments | Artachinents

Comment Date Ui Visibility Coamament
B || 0072013 1256 P CST Allisan K Agency only | add commenis hare
Step 3 Full text comment will be displayed in the Full Comment Text box
Comment Date User Visibility Comment
[ @] 010720131256 PMCST | Allison K Agency only | add comments b

Full Comment Text

add comments here
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35 How to View Attachments

How to View The Attachments tab contains images that have been attached to the
Attachments order, i.e. identification verification and entitlement documents.

Qircler: 12005027

Drcker Details Corespoddenss Oided Swimenarny Commends m

FAeceived Date Status Urseer Comments Comment Dats
S 1210202 0212 PM CST Panding Add Hew Coamime il

File Name : G8585_2012_80_Weblpinad_13008027_301212100212247 20 1

iatus - Change Status Oeto Page | 1 [double dick on image o enlarge] Page 1 af 1

%NEW YORK STATET_ 2

DRIVER LICENSE

ID: CLASSD

DOCUMENT
SAMPLE, LICENSE

2345 ANYPLACE AVE
ANYTOWN NY 12345

' i DOB: 06-09-85 s,

[[L]

Step 1 When viewing the order, select Attachments tab.

Order: 13005027

Order Details Correspondence Order Summary Comments m
Step 2 Images that have been attached to the order will be displayed

Oirder: 13005027

Orcher Details Cofretpoandinss Oided Suimenarny Commems m

FAeceived Date Status Urseer Comments Comment Dats
S 1210202 0212 PM CST Panding Audd Merw Coamimie il

File Name : G8586_2012_80_Weblpioad_13008027_301212100212247 20 1 |

AN VAAD L T AT )

93 Tintus = Change Status Goto Page | 1 HausHow to-Useithe-VitatGhek-Product Suitg
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Step 3 Double click on the image
Step 4 Image will be enlarged and displayed in separate window
@ hitpe//quigmncptakhstkngnostige B« @ 8 6 X || @ ViosiChet Procect Sete ‘_J K
= I P =
s i & B pl -
~
(. NEW YORK STATE
l__ENHANCED
DRIVER LICENSE
ID: CLASSD
DOCUMENT '
SAMPLE, LICENSE
2345 ANYPLACE AVE L
ANYTOWN NY 12345
94
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How to Comment on Attachments

TEius

How to The Attachments tab contains images that have been attached to the
Comment order, i.e. identification verification and entitlement documents.

on Attachments

Circer: 13005027
Orcher Details Corespondencs Oided Swimenarny Commends lﬁ

'

File Name : G8585_2012_80_Weblpinat_13008027_301212100212247 20 6

RArceived Date Slatus Wrseer Comments Comment Date

12M020M2 02:12 PM CET Panding Audd N Coamiime il

- Change Status Ot Page | 4 [double dlick on image o erfarge] Page 1 of 1

%NEW YORK STATE 2

I i DOB: 06-09-85 s,

[ ENHANCED )
DRIVER LICENSE |°

ID: CLASS D
DOCUMENT

SAMPLE, LICENSE

2345 ANYPLACE AVE

ANYTOWN NY 12345

Step
1

Step
2

95

When viewing the order, select Attachments tab.

Order: 13005027

Order Details Cormespondence Order Summary Comments m

Images that have been attached to the order will be displayed
Drcler: 13005037
Drcler Details Correspondenss Order Sumenary Commens m

Received Date Slatus Liseer Commenis Comment Dabs
S 12102012 02:12 PM CET Painding Budd Hew C camiii i

How to Use the VitalChek Product Suitd
Fibe Name : C9686_2012_50_WeblUplcad_13008027 20421 210021224720 5

----- - Vi TR . | B e T Bama | i Pk dele Sl am tes o oo Lo o oleoe b Eaas d &
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Step Click Add New Comment link
3

i 12102012 O2:13 PMCET Panding

Step Comment box will display

=] LEXISINEXIS VitalChek Product Suite

) Page 1o

Step Enter comment in Add New Comment box
5
]
Mo records found. _

 FullCommentTest

-

Enter comments about the attachement here &

_ AddNewComment | o  Cancel
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Step Click Add New Comment button
6
Step User is returned to the Attachments tab, comment is added to the image and User and
7 Comment Date are displayed
Order Details Correspondence Order Summary Comments  Attachments
Received Date Status User Comments Comment Date
@ || 1211020120212PMCST | Pending | Allison K Enter comments about | 477913
Click to view full comment text
Step Full Comment Text is displayed
8
®
Comment Date Usar Commants
. Enter comments about
E P 11 Allison K the attachameanl hara
Full Comyment Text
Enter comments aboul the attachement hare -
New Comment [}
fdd New Comment @ Cancel
97
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37 How to Change the Status of an Attached Image

How to Change the Status Identification verification and entitlement documents that
of an Attached Image have been uploaded to an order via the web will be visible

in the attachments tab.
Oireler: 13005027

Orcher Details Corespondencs Oided Swimenarny Commends | Anackmenls |

RArceived Date Slatus Wrseer Comments Comment Date
£ 12102012 0212 PM CET Painding Audd M ool

File Name : (B886_2013_50_Weblipioad_12008027_20121 210021224720 F

Sastus - Change Status Ot Page | 4 double click on image 1o enlarge)] Page 1o 1

(_NEW YORK STATE,
CQhT . | >

[ ENHANCED
DRIVER LICENSE |~

ID: CLASS D

DOCUMENT
SAMPLE, LICENSE

2345 ANYPLACE AVE
ANYTOWN NY 12345

L-_‘A DOB: 06-09-85 N

Step 1 When viewing the order, select Attachments tab or view the order from the

Scanned Image Queue (How to View Orders in the Scanned Image Queue
(Section 38))

Order: 13005027
Order Details Correspondence Order Summary Comments | Attachments l

Step 2 Images that have been attached to the order will be displayed

Qireder: 13005027

Drder Details o F e it Orilsd Suiminarny Este T | Anachments |

FAeceived Date Status Urseer Comments Comment Dats
98 Ry | 1IN PMEST | Pending AL B SW 6 Use the VitalChek Product Suitd
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Step 3 Double click on the image to enlarge (if necessary)
Step 4 !mage will be enlarged and displayed in separate window. Click Next to view next
image
T —— e T T [T ™
M 1 i i _ _ e - i

s elle 2 i

C‘.,,._,NEW YORK STATE >
‘ T e —
DRIVER LICENSE E

ID: CLASSD |= «=
DOCUMENT -

SAMPLE, LICENSE

2345 ANYPLACE AVE 5

ANYTOWN NY 12345

-

r 1 B

Step 5 Select the Status for the image from the drop down list

File Name : 09586_2012_50_WebUpload_13005027 201217

Status E ‘ Change Status | Goto F

Approved

[leqible
Insufficient
Duplicate

Scanned

Step 6 Once a Status has been selected, the Change Status button will be visible

File Name : 09586_2012_50_WebUpload_13005027_2

Status | Approved v| ‘ Change Status
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Step 7

Image Status changes

Owdar: 13005037
Chdier Datails Cormes pondence Order Summany Comments | Attachments
Recalwad Date Status User Commenis Comment Date

Ermter comments about

13
the attachement here 072013

& | 12002002 0212 Fr.w Appraved Allizon K

Note - once (1 or more) images have been approved, the Print All Approved
Attachments button displays. See How to Print All Approved Images (on-line
documentation)

Dwdar Dedalls CofmaRpondance Cirdar Summary Commants Attachments
Recered Dake Slabus Lser Commeenks
&l 100213 0151 PR COT Approei i M omimesn
] 1002013 01:51 PR COT Appnoeed My oMl
] THAUGE0T 3 U151 Pl L0 llegEle ddd Mesw U omimenl

Prnd Al &pproved
Amachments

File Hasma | 15855_2013_40_WebUpload 131008487 _2013100101 51 1856501

100
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How to View Orders in the Scanned Image Queue

How to View Images in the This Queue contains scans of images that have been
Scanned |mage Queue attached to orders for documentation and identification

requirements. Orders in this queue are awaiting
entitlement verification.

Scanned Image Qeaun
Stmit Dimie 12rdi2s2 End [nde 0Mm120m3 Cirdder Source Al ,.:
- Saaich : Claai
Page  [1of1) 1 15 =] {Toil Hocoms 1)
i Imagu D Fayssanl = Caitificala Evanl Pipmplin: e
Huriibai it Stalia  Silus Hroduct Huoldai Dhatia Applicant Ship To Phona
130IS0ET 131163092 FET] Ussashirined | Bird Dasl Hestings Q2031981 | s lesinga W sl i Enga :I LE
Page [1al1) 1 1:ITI {Total Haeeoids 1)

Step 1

Step 2

Step 3

Step 4

Step 5

101

From the Fulfillment menu, select Scanned Image Queue. The Scanned Image Queue
search screen displays.

Scaniad lmage Qe

Seart Duabs Emadl Davin: Orded Soaurce Al -

# Saarch 3 Claai

Enter a Start Date, or the date to begin searching for images

Start Date

Enter an End Date, or the date to search up until

End Date

Select an Order Source (defaults to All)

Order Source Al (=]

Click Search to search for all orders with selected criteria

s Search
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Step 6 Available orders display in grid. Click the underlined Order Number link to view the
image in the attachments tab.
Scanned Image Cweun
Stmrt Dmie 12idi2edz End [ase Do12013 Cirdler Source A&l =l
pul Taaich Tl
Page  [Vof1) 1 16 [=] (Toml Hecends 1)
Rt B | S SO | e TG eom et e
13005037 13193012 | Ogan | Usssbmined | Bt tasl tasinga 02031981 | tastlestnga sl lisnga F T2
Fage [1al1) 1 150=] {Total Hecards 1)
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39 How to Change the Entitlement Status

How to The entitlement status for the order is displayed in the Entitlement Status
Change the section

Entitlement

Status Status

Entitlement | Ent Approve| =

Step 1 Awaiting Ent status is displayed in the Entitlement Status section

Status

Entitlement |Awaiting Ent «

Step 2 Select approval status (per Agency) from Entitlement Status drop down selection

Status

Entitlement |Awaiting Ent = |

Order

Payment J
_ Awaiting Ent |

Source E ib ‘

Step 3 Confirmation message appears. Click OK

Windows Internet Explorer E|

x_:':./ Do ywau wish ko change the entitlement skatus?

[ Ok ] [ Cancel

Step 4 Entitlement status is changed
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Status

Entitlement --Enlﬁnpprwe- -
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40 How to Select an Agency

How to Select an Users that are able to access more than one Agency will see the
Agency

Select Agency screen upon login.

Select Agency

Agency | Select Agency -

Selact

Step 1

Step 2

Step 3

Step 4

Users that are able to access more that one Agency will see the Select Agency
screen after login.

Select Agency

Agency | Select Agency -

Select

Using the drop down arrow, select from available Agencies

Click Select button to choose Agency.

Select |

VPS opens to selected Agency

selection

Step 1

Step 2

105

Once logged into VPS, Users that have access to more than one Agency may change the Agency

Click Switch Agency from the Agency name menu item

Arlington Vital Records Bur.. (49268) -

Switch Agency

l——

Select Agency screen is displayed. Follow steps listed above to change Agency
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Select Agency

Agency

Select Agency

Select

106
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41 How to Create a New Password

e Password must be at least 8 characters, and no more than 20
Password e Password must be at least one upper and one lower case character
Rules e Password must contain at least one numeral, and cannot start with a

numeral
Step 1 VPS Administrator will create a User, using the email as User ID
Step 2 User will receive an email with link to create password
- VIPFS Web Client New LUser Activation o =
DolatRephyi@vitale bk com 85 e Dt 28 (5 dinyd agsd | +

"'_:-_-. '_-"-l:".:'i"ff MMiad 35 3 By UBE A0 TR VRS \Web Clesl Belons yow can ene 1 8yEle vou musl SCIRaRE our Bl oent and e

e e e Click link to activate

He: i 8 e o e 1ty i o e T A AT e AT )

NEETE: Thes achsation sk will mgpie on 11042808 (500 Al
Step 3 VPS User Activation screen is displayed

User Activation
User Name: |vpsweb2.0@gmail.com %
Mame: |training vps
New Password: ||
Confirm Password:
Activate Account
Step 4 Enter New Password using Password Rules
Step 5 Confirm New Password
Step 6 Click Activate Account
Step 7 Password successfully changed screen displays
Password successfully changed. Please log back in using your new password
Emder Security Credentials
User ID {email sddrass) |
107 B (casesensiive OV tO"Use the-VitalChek Product Suite
Login
+
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‘ Step 8 Enter User ID and Password to login
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42 How to Reset a Forgotten Password

How to Reset a Upon entering VitalChek Product Suite, the User will be
Forgotten Password presented with a Enter Security Credentials login page

Enter Security Credentials
User ID (email address)
Password |case-sensitive)

Login

Forgot Your Password ?

VPS Version 2.0

Step To reset a forgotten password, Enter User ID (email address)
1

Step Click the Forgot Your Password? link
2

Step Request Password Reset screen will be displayed
3

Request Password Reset

or securmty reasons the link can only be used for 2 days. if you do not recene your email within fiteen minutas check
your spam loldar

User ID (email address) :

Request Cancel

Step Enter User ID (email address) if not prepopulated from login page.
Step Click Request button
Step Email confirmation message appears

An email will be sent to this address with password reset instructions.

Step VPS Password Reset Instructions email is sent to User

7 .
VPES Wab Client Password Reset Instructions et
DoMotHe ply il ita Kohak com (o = O 28 devs ago] | 4 R
T Rl requadtad IRaT yoor padiwcrd B4 tekel 08 the W | TS TR et TR e igncnd Thi ksa
Pladis chok of the bk biloms 15 sl L
big Ugh ven el alched com*praeh s srtsihanie Bl Bk BRIFHUIOhE Y w30 10

HOTE Thif Sctrafads bk well gapers &6 10303010 83 39 B

Step Click link in the email to display the Password Reset page.
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Password Reset

User Name: |ypsweb2 0@amail.comnr

Wame: |trainingvps

New Password: || e el

ssuml M

Confirm Password:

Change Password

Step Enter a New Password

Note: Password Strength indicator displays weak-good-strong based on password
selection. See How to Create a New Password (Section 41) for Password Rules

Step Confirm New Password
Step Click Change Password button
Step Success message appears confirming Password Reset Complete

e Password successfully changed. Please log back in using your new password.

Step Enter User ID and new Password to login

b Password successfully changed. Please kog back in using your new password.

Enter Securnity Credentials

User 1D {email addrass) |

Password [case senaitive)

Login

Forgot Your Password ?

VPGS Version 2.0
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43 How to Change an Expired Password

How to Change an Passwords expire every 90 days. If the password expiration date
. has passed, user will be prompted to enter the User ID, Old
Expired Password Password and New Password on the Change Password screen.

@ LexisNexis'  vitaichek Product suite

B3 Your password is expired.

Change Password

Old Password

New Password

Confirm Password

Change Password Cancel

Step 1 Enter Old Password

Step 2 Enter a New Password
Step 3 Enter new password again in Confirm Password
Step 4 Click Change Password button

Step 6 User is returned to login screen; Password successfully changed message displayed

Password sucoessfully changed. Please log back in using your new password

Enter Security Credentials

Usar ID {email sddrass) I
Paseword [case sensitive)

Lagin
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44 How to Reset a Password

Users that have attempted to Login to VPS unsuccessfully 5 times or more,

How to
Reset a will be locked out of VPS and User ID is disabled message will appear. User
will need to contact their Administrator to unlock them. Once the
Password Administrator has unlocked the User, the User can reset their password using
the Forgot Your Password link.
m You hivwve attamipied too many loeging, plesss CoNURCT 56 pEpo

Entar Security Cradentialks
Usar I jemall addness)
Passwoard [case-sensitive]

Lagin

VPS Vearsion 2.0
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45 How to Add New Users

How to Add Add New User screen contains information on VPS Users. Required
New Users information is highlighted yellow.
Users must have a role of Administrator to be able to view and access
Administration functions.
Aidd New Uses
Psar ||'|I :II.'. ail
Firsl Hame
Stam Dwie | 122RG112
Loched
Expired
Reobes Adminisrarcs Wanmger SUpE s Clerk
ALy frmilabie Salected
Bawi Cancel

Step From the Administration menu, select User Maintenance. User Maintenance screen is

1 displayed
lines b ssnroranca
ul Hams
T
npd rmed
Saaich Cheai Acdd Horm Ut
Unenr M Firat Nama Loml Miarre Lol E xymred Land Logm Linis

Step Click Add New User button

Add New User

Step Add New User screen in displayed. Required fields are highlighted yellow

HAidd Mew User

IBsar 10 |emsail
addre==]

Firs1 Rama
a=i Hame
Stam Dae | 1272802012
End Dain | 120000
Locked
Expired
Hin

Rokis A

SHA TR Eanmger SUpe e sor Clerk

Agaacy tiemilabie Salecind
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Step

Step

Step

Step

Step
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Enter User ID; must be a valid email address

User ID (email
address)

Enter User's First Name

First Name

Enter User's Last Name

Last Name

note - Start Date defaults to current date, if another End Date is required, click in date field
or click on calendar icon to display the calendar. Click on required date to select.

Start Date | 12/28/2012

note - End Date defaults to Dec 31, 2999. If another End Date is required, Click in date field
or click on calendar icon to display the calendar. Click on required date to select.

End Date | 12/31/2999

Enter a PIN number for users that will be operating a point of sale (POS) device.
PIN must be 1 - 4 digits and unique; no other user in the agency may use the same
number

Pin

Select a Role for the User by checking the box(es) next to the role. When choosing a role,
determine what functions the user will perform in the agency. A User may have an
Administrator role along with one other role (Manager-Supervisor-Clerk).

e Administrator - Administers users for an assigned agency

e Manager - Agency Supervisor role plus performs End of Day

e Supervisor - Agency Clerk role plus void and issue credits

e Clerk - Enters, inquiries, modifies orders

Roles Administratos Manager Supervisor Cherk

Available Agencies are displayed in the Available table on the left side.

To add the User to an Agency, click Agency name to select it and click Add button - to
move it to the right table.

To add to all Agencies displayed, click the Add All . button.

Agency Available Selected

' /" Clickto add 1 agency

“"Click to add all agencies
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Step Selected Agency will be displayed in the right table
10

Al abbe o0 e b

Step Click Save button
11

Save

Step Confirmation message that User is receiving an email to activate their user ID is displayed
12

User information saved successfully. Activation email has been sent.
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46 How to Search for Users

How to Search for VPS Users are located using the User Maintenance screen.

Users Users must have a role of Administrator to be able to view and access
Administration functions.

Usar Maintenance

First Name
Last Name
Fxpired
Search Cheaa Add Mew User
User Name First Name Last Name Locked Expined Laszt Login Date

Step From the Administration menu, select User Maintenance. User Maintenance screen is displayed

nnl Hams
i, M

e
Seaich Choan Huaded Harw Uy

Uinar Mame i rat Mame Lami hiarms Loched Expared Lant Login Dt

Step Enter (at least) first letter of First Name of User

First Name

Step Enter (at least) first three letters of Last Name of User

Last Name

Step Check Expired to include expired users in search or leave unchecked to exclude expired users
Expired

Step Click Search button

) Search

Step Search result are displayed

Search Chzar Al New Llaer

User Mame lastN Last Login Date

s = CliCk[inK'to diSblay Edit User'Screen...:

Step Edit User screen displays

7 Exit Uses
Usr !'””‘I:_::’.': wiraveati 2 0§D pmal com
First Hame | iraining
Lasi Hame | wps I
Star Dale | 152B2012
Erd Diwie | 049172013
New Paasmnrd
Confirm Pessword
117 . How to Use the VitalChek Product Suite
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47 How to Reset a User's Password

How to Reset a Administrators are able to reset user's passwords.

Users Password Users must have a role of Administrator to be able to view and access
Administration functions.

Addd New Uss

User ID jemail
address)

First Nama
Last Hama
Star Date | 122872012

End Date |12/3172893

Liocked
Expired
Pin
Roles Administratos Manamger Suparvisor Clark
B
ey Awailable Selected
Aflrgion Vilal Recards Bureau
Denton Couniy Cherk
Tri Ciounty Haafth Dapt
=
Save Cancel

Step From the Administration menu, select User Maintenance. User Maintenance screen is
1 displayed

liser Masnienanca

1wl Hams
ik | Haire

nparmad
Seaich Cloai Ak Horm Unent

Uneer Mame Farat Marme Lami Marms Loched E xgared Lanf Logm Lisia

Step Search for User by entering First and Last Name data.

nul Harrs
prl Hars

apd v
Swaich C i Audd Ham Usn

Unenr Mame sk Name Lani Mams Loched E agmred Lani Logm Liska
Step Click Search

o Search

Step Search results are displayed. Click underlined User Name link
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4

User Name

wpswehd li@gmail.com

Step Edit User screen is displayed

5

Edlit User

Usier 1D fegmail
midme)

Firsl Hame

Lasi Hame

Stan Daie

Emad [lmin

Mew Hamewnrd
Confinm Pessweord
ocked

E i -

Fin

Hiodns

fgency

First Hamsg
training

wiewarah 2 1§D gmad com

iraining

pa I

122873012

D123

| Adminiziraior Mansper
HAgmilable

e

ar

‘Wirdhnglan Sla ke Cente’ For Meaallh 5L kb

Savi

Step Enter a New Password

- How to Use the VitalChek Product Suite

Last Name Locked Expired Last Login Date
VP 1212
Supardlsor Chark
Salecnad
ringin T
Cancal

Mew Password

Step Enter new password again in Confirm Password field

Confirm Password

Step Click Save

Save

Step User Information saved successfully message is displayed

11

Saving User Information was successful.

Step When User logs into VPS, the Change Password screen will display

12
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Change Password

Old Password

Mew Password

Confirm Password

Change Password Cancel
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48 How to Cancel an Order

How to Cancel an Orders can be cancelled at any time until they have been paid. Once
Order an order has a paid-in-full status, the payment must be voided, and
then the order can be cancelled.

Step View the order to be Cancelled in one of the Order Create tabs (Order Details,

1 Correspondence, Order Summary, Comments or Attachments)
Orger: 13003422
Qrger Deais CErrds pocdena Crdar Summary ComrEriag Aflacnmenin
Applican Dma - Seatus
_— Ertttisment | Eniopp -.-":|
Firsl Mame | el Addreis Type |Domeslic bl ity | Syraiss Order Cpen
WhEE s Mame Zip Code | 13057 SEibE (MY % Faymemt Relnded
Lasl Mame | [esing Addreis 1 | 12 Any S Coumiry  |Uniled Siales of Ame| v
= Source | Fhone H.-'l
LF o Address 2 Phone | [D05)53-5855
imail Fam Fee Cata
BTN 23,00
L epsiits (BN
...}:‘B LIRS0 | §%M 5555 s34 o gl g sutusAmempls  Passed \.'n.aI:M":: ::.'
shipping B.00
Other 0.0
Cerficats Dala = Teeal
SERCE Mew Produds] LYy T Lpdadatei Sanne
Lifiie Pradiiet Ay Lasd Wik | Firsl Mame | Byenl Dale ity County Authorize Payment
Birin Gttt f— - n e ol F
City of Aningion | 1 | =30 el A3 | AbboR Hil | . d P —
Enigping = Cepy
Select Shipping Methed UPE A w0 Bare AR Apgkcant [ Sigrature Regquined B8 Lapy futh

Step Click the Cancel Order button
2

Cancel Order

Step Cancel Order message is displayed. Click OK to confirm.

3 F g
Message from webpage = |

| Do you wish to cancel your order?

QK | | Cancel

Step Order is cancelled and Order Status changes to Cancelled
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Status

Entitlement | Ent Approved

= Order Cancelled
Payment Refunded

Source | Phone
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49 How to Reinstate a Cancelled Order

How to Reinstate a Orders that have been cancelled can be reinstated
Cancelled Order

Step View the Cancelled order in one of the Order Create tabs (Order Details,
1 Correspondence, Order Summary, Comments or Attachments)

Oreder: 130034232

Order Detals Correspondende Crdar Summary ORI TS AT TS,

Applicant Data - Seatus
ErtilEmenn Nl Approwed
First Mame  |jest Address Typa | il City | Syracuse Oroer Canmee
Middla Hame Zip Coda | 12057 Sivim | WY Faymem  Relnded
Last Hame | Iesiing Address 1 | 12 Amy 5 Country | Unked Stales of America
Source | Prone
Suiix Address 2 Preone | (555 6465-0550
Emai Fax Fee Data
agensy m
Expadite 0.0
COB hiniins0 | 84M |565S Lasl 4 or all o SassusiAnempis  Passed _:“'“ AL
wmrrTer iR 125
Ehipping 18,00
Cgher 0.0
Cemificats Data - Total =
Selct Mew Produs R Fugd Riinslle Onskes
Line ¥ Fraduet Ay Last Marse  First Mame | Eveni Dale City County Copy
Birin Cartitcal [— - n 5oy el F
ity of Aringion 1 m=Ang fesl MAMA%0 | AbboR Hil . o Capy Auth
Shigping =
Selech Shipping Methed | LHS A Same A% hpphcant Sigratars Required

Step Click the Reinstate Order button
2

Reinstate Order

Step Order is reinstated, Order Status changes to Open and Authorize Payment button is
3 displayed.

Status

Entitlement | Ent Approve =

= Order Open
Payment Refunded

kirk
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50 Definitions

Glossary
Also known as AVS. An identity theft prevention measure which
Address verifies that the credit card billing address provided by the customer
Verification matches the address that is on file with the financial institution. Once
System the credit card is charged, an AVS response will be generated in the
form of a single letter code. When failed, a photo ID is required
A role that is assigned in VPS allowing the user to add, update,
Administrator deactivate, reactivate, and reset password for users within assigned
Agency. Agencies must have at least one Administrator
Attachments Contains images that have been attached to the order, i.e. identification
Tab verification and entitlement documents and image details
An identity theft prevention measure where the applicant’s name, date
of birth, and partial or full social security number is matched to the
Authenticate information on file with the Social Security Administration. When
failed, a photo ID is required. ProChek is the name of the service that
processes authentications
Batch Term used to describe the group of receipts that are created from orders that
Receipts have been paid in full, with all entitlement requirements met (if applicable)
Business Term used to describe agencies or offices that use VPS
Units
Contains an overview of outstanding orders and order history organized by
Dashboard various criteria including: Shipping type, Order Entitlement and Authorization
status
Declined Payment was not authorized by the bank (the card has not been
Payment charged); the response from the bank will be: “declined payment”
Detail Report that is generated during the Closeout process showing
Report individual orders that are being closed
Agency-specific requirements detailing who is eligible to receive certificates
Entitlement and the documentation required. Proof of identity is verified through online
Authentication process, ProChek (see Authenticate) or by submitting
acceptable forms of identification.
A role that is assigned in VPS allowing the user to enter, search, and
Manager . . .
modify orders, as well as perform voids and Closeout functions
Order The information retained in the VPS system regarding the payment
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Order
Closeout

Order Details
Tab

Order Grid

Order Receipt

Password

Product

Roles

Scanned
Image Queue

Shipping
Manifest

Summary
Report

Supervisor

User

User Name
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The end of the day process in the VPS system through which the
business unit receives a check or ACH deposit for payments taken from
consumers Orders included in the Close Process are changed to a
‘Closed’ status, and Detail and Summary Close Reports are generated

Order details tab contains information about the order including: Applicant
data, Certificate data, Shipping, Payment, Correspondence, Order Summary,
Comments, and Attachments

This is a list of orders. In the Order Closeout window, the ‘Orders to
Close’ Grid displays orders that are in an ‘Open - Paid in Full’ status,
and are available for closeout. Orders can be moved from the ‘Orders
to Close’ grid to the ‘Orders to Exclude’ grid during the Closeout
process if the user chooses to not include those orders in the Closeout
process

The receipt displaying the order and payment information, can be
printed from the VPS System

The individual code that allows users to access the VPS System

The items that can be paid for using the VPS, or any VitalChek remote
processing option (i.e. birth/death/marriage certificates)

Users in VPS are assigned a role (Supervisor, Manager, and/or
Administrator). Each role has specific permissions that allow the user
to complete their job duties

This queue contains a list of orders that have unreviewed, scanned,
and uploaded images attached. The attached images are to fulfill
needed documentation and identification requirements. Orders in this
gueue are awaiting entitlement verification by the agency.

VPS users have the option to create a Shipping Manifest that contains the
details of all orders that are being sent via UPS for the selected date. When the
Shipping Manifest is created by the VPS User, the UPS tracking information is
automatically emailed to customers. UPS drivers will scan the Shipping Manifest
bar code when UPS packages are picked up.

Report that is generated during the Closeout process showing a
summary of all orders that are being closed

A role that is assigned in VPS allowing the user to enter, search, and
modify orders as well as perform voids

The term for any person that has been given access to the VPS system

The unique identifier that allows the User to logon to the VPS System.
Must be unique to the VPS System across all business units
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VPS VitalChek Product Suite; the VitalChek software application

A LexisNexis Company that is the official source for government-issued
vital records and offers payment solutions that help Government

VitalChek Agencies automate payments of fees, utility bills, license renewals,
citations, monthly payments and more
Void The steps that are completed to cancel a payment

Transaction

The steps Agencies take to complete vital record requests/process orders; the
Work Flow full-cycle daily process used from initial placement of an order to completing
all end-of-day functions for the office
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51 How Do | Contact UPS for Pick-Up

How Do | Contact UPS Agencies may have a daily schedule where UPS picks up packages
for Pick-UP everyday. Agencies that do not have a daily pick-up scheduled
will need to contact UPS to schedule a pick-up as needed.

UPS can be contacted:

1. www.UPS.com

United States
(s

by LIPS & Shipping Tracking Freight  Locations Cuppoit Fumireas Sohaiom

® Track

Making eBay Shippﬁg Easy

e I’Is.mu time and maney on

SN . your eBay shipments —
Type: -
':J'.'l\.llg'l Ll »

¥ Cigabe a Shipimenl

Sign up now »

Do piots b oii-priniteed labets?
Top =

Plckup Ciry:

Mews and Information RS Pesanraam 0
Logistics
: 2001 Bptey Iefsrmiption =
¥ Find Locatiom = fravwels
Finad publabad 2011 shippng afes for sesdng your UPS shipments (o everywhere
¥ Order Supplies deatnalions Bound tha workd
P Dadel . Dlasiias | Sk e S '

2. 1-800-PICK-UPS (742-5877) and say "schedule a pick-up”
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52 How to Log on to the POS Terminal

How to Log On to the POS Each person that accepts payments at the counter
Terminal has an individual Operator ID to login to the Point

of Sale (POS) terminal.

Users log onto the POS terminal before each
transaction.

Step 1 User inputs POS Operator ID and then presses the green enter button to logon to the
terminal
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Step 2 User is now logged onto the terminal and Select Operation screen displays

| .'I &Vmﬁme VX 520

| | SELECT OPERATION

1. Payment ;
2. Void |
3. Print Last Receipt
4. Admin

4 N - Y

TR
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53 How to Log Off the POS Terminal

How to Log Off the POS Terminal

Users are automatically logged off the POS terminal at the end of each transaction or by
selecting the Cancel button.

O perator 1D

B

leep @@l
(1) [ (3=

131 How to Use the VitalChek Product Suite



- How to Use the VitalChek Product Suite

54 How to Run a POS Transaction

How to Run a POS The POS terminal is used to run payments, or transactions.
Transaction

Hext Generation POS -
Agency
Ciperator 10

Step 1 Inform the cardholder of the VitalChek fee

Step 2 User inputs POS Operator ID and then presses the green enter button to
logon to the terminal

Note - if the Operator ID was entered incorrectly or does not have
the authority for the transaction, an error message will be displayed

132 How to Use the VitalChek Product Suitd




How to Use the VitalChek Product Suite -

Step 3 Select Operation screen displays

| | SELECT OPERATION

1. Payment
2. Void
3. Print Last Receipt !

o
-
o
4, Admin !J
d

[, S— —_—

N - 3\

P

Step 4 Select Payment option by pressing corresponding number on the pinpad then
press the green enter button

SELECT OF ERATIOMN

L. Payment (1]
2. Wiid
3. Print Last Receipt J .

4, &clmin

5
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Step 5

Step 6

134

Select Product screen displays with available product options

Note - agencies with multiple products use the purple key above the
number 1 to scroll

1. Citation
2. Misz
%, Parmits
4, Titl=

i

ioeeo® .IL]
=)= (=)
@) &) @™
@@ @
Jol

Select Product by pressing the corresponding number on the pinpad
then press the green enter button

For agencies with more than 10 product selections, press # for the
first 1. Ex 10 = #0, 11 = #1, 12 = #2, etc

1. Citation
2. Misc
%, Permits
4, Title
5

ileeg® -IE
@ @
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Step 7

Step 8
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Reference Number screen displays (if applicable)

N - 3\

P

Enter Agency defined Reference Number (if applicable) and press
the green enter button

Note: Alphabetic characters are obtained by hitting a number field
multiple times to scroll through. For example: for the letter "a",
press the 2 color twice

fr—

hmﬁma VXK 520

Prod uct Mame | '

@
12345574 '
| @

L%
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Step 9 Enter Amount screen displays

| .'I &Venﬁ:ne VX 520

Bl  ENTERAMOUNT:

!, S— —_—

N - A

i O o

Step 10 Enter the Payment Amount using the numeric keypad. Do not
include the VCN Fee. The VCN Fee will be added automatically.
Press the green enter button
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Step 11 Another Product screen displays, use the purple buttons to select
Yes or No.

If Yes, return to step 5 for each additional product.

|
- Another Product? ® |

YES NO

N - A

g

Step 12 Select Yes or No by pressing the corresponding purple button

h e

P verifone ¥X 520

Anacther Product?
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Step 13

138

Waiting on Card Swipe screen displays on terminal

|
!I &_VE!'IEJI’E :
I
| WAITING ON CARD SWIPE | &

Pin pad prompts customer to swipe card

h“hh‘ﬁ:ne
SWIPE CARD

WYX BOS

299 e
{4GHI ] (SJHL i (Bum
G Cld G
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Note: If the card will not swipe (the magnetic strip is worn or
damaged), after 3 bad swipes, you will be prompted to manually
enter the card number, expiration date, CV2 Code and card billing
address Zip Code by using the key pad on the terminal.

Step 15 If applicable, the Debit/Credit screen displays on terminal and Pin Pad
hﬁh‘ﬁr‘e VX 805
F1. Debit | (3

F4. Credit

Step 16 Select Debit or Credit by pressing the corresponding F1 or F4 button
Note - If DEBIT is selected, the cardholder will be prompted to
enter their PIN number on the PIN pad with terminal displaying:
"Ask customer to enter PIN. Please Enter PIN"

Step 17 Payment screen displays on terminal

139
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Total Amount screen displays on Pin Pad

. Select F1 for Yes or F4 for No and press the green enter button.

hﬁh‘ﬁm VX 805
F1 YES w
Total Amount w
§22.50 B
F4 NO .L:J

Step 18 Authorizing message displays on both Terminal and Pin Pad

Step 19 The Agency Receipt automatically prints and the Print screen displays on

the terminal. Select Yes to print customer receipt and press the green enter
key.

Note - Printed on the receipt is the payment confirmation number and the
agency reference number.

140
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55 How to Void a POS Transaction

How to Void a POS POS transactions may be voided using the POS terminal.
Transaction

| = Verifone VX 520

| | SELECT OPERATION |

1. Payment

2. Void
3. Print Receipt !

o
-
o
4. Admin @
d

'i.L-_—" =—-"_'I—-f

e A Fmennty FAaneeh

Step 1 User inputs POS Operator ID and then presses the green enter button to
logon to the terminal

Note - if the Operator ID was entered incorrectly of does not have
the authority for the transaction, an error message wiill be displayed
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Step 2

Step 3

Select Operation screen displays

Select the Void option and press the green enter key

5

| | SELECT OPERATION

N - 3\

How to Use the VitalChek Product Suite -

1. Payment
2. Void
3. Print Last Receipt !

o
-
o
4, Admin !J
d

\L\-—— ——

P

SELECT OF ERATIOMN

L. Payment B
2. Wiid
3. Print Last Receipt J .

4, &clmin

0 e Gl
‘L—m}%% How to Use the VitalChek Product Suitd
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Step 4 VOID screen displays

ENTER CONFIRMATION #:

i p'

P

Step 5
green enter button

ENTER COMFIRMATIORN &

122456785

5

ileeg 0@ @l
=) .=
|

144

Enter the confirmation number located on the receipt and press the

How to Use the VitalChek Product Suitd




How to Use the VitalChek Product Suite -

Step 6 Void confirmation screen displays

(T

123456789 $22.50

YES NO

F N i W i Ny

Step 7 Verify the amount on the terminal, press Yes or No and press the
green enter key
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Step 8 After pressing Enter to confirm Yes, the terminal displays the card swipe
message
|
' I Z
I
Please swipe e
card endingin Q |
HiHHH '
@
e —
W
e T ol o
Pin Pad prompts the user to swipe the same card that was used for payment
h‘uh'ﬁ:ne VX 805
U
SWIPE CARD
¢
U
G
146 ' ) ) e i | ‘ How to Use the VitalChek Product Suitg
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Note - if the original transaction was Debit, the terminal will display the
message: "Press Enter when ready to enter PIN on the PIN pad...”

User presses green enter button to OK and the customer is asked to enter PIN
and press the green enter button on the PIN pad.

Note - The void amount displayed is the amount of the transaction plus the VCN
fee

After pressing Enter to confirm Yes, the Agency Receipt automatically prints

VOID RECEIPT - Agency Copy

Agency Mame
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999

Terminal 1D: 9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card # tttttttttrttgggg
Expiration: HH

Transaction Type: Void -$13.52

Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit

Card Type: MasterCard

Approval Code: 9999399

Product Name $11.02
12345

Agency Amount: - $11.02

LexisMexis Service Fee: -%2.50

Total Fee: -%13.52

Cardholder Signature

Merchant Copy
How to Use the VitalChek Product Suitd
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Note - Transactions using a VISA card will display 2 authorization lines:

VISA VOID RECEIPT - Agency Copy

Agency Name
Agency Address
Agency City, State, Zip

Transaction Type:
Payment/Purchase/Sale

Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Expiration: I
Transaction Type:
Payment/Purchase/Sale

Payment Type: Credit
Card Type: Visa
Approval Code: 999999

Product Mame
12345

Cardholder Signature

Card # tttttttrttrtgggg

Agency Amount:
LexisMexis Service Fee:

Total Fee:

MID: 999999

TID: 9999999999999

Terminal 1D: V9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card # #t##t#t##t##gggg
Expiration: I

-52.50
Transaction Date: 99/99/99 99-99 PM EDT

-51.00
Transaction Date: 99/99/99 99:99 PM EDT

$1.00

- $1.00
-$2.50

-$3.50

Merchant Copy
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Step 8 Terminal prompts the user to select Yes or No and press the green Enter button
to print the Customer Receipt

| .'I &Venﬁme VX 520

' CUSTOMER COPY? ‘

I."\-i"'=. —_—

o
O
o
Yes Mo @
]

's AR N\

| e |

Step 9 The terminal prints the Customer Receipt and returns the user to the Enter
Operator ID screen

Agency Name
Agency Address
Agency City, State, Zip

MID: 999999
TID: 9999999999999
Terminal 1D: V9999999
Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999
Card #: ########*###9999
Expiration: HHIHH
149 Transaction Type: Void -$513.52  How to Use the VitalChek Product Suite

Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit

el T [ [P S
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Note - Transactions using a VISA card will display 2 authorization lines:

VISA VOID RECEIPT - Customer Copy
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Agency Name
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: V9999999

Date / Time: 99/99/99 99:99 AM EDT
Confirmation # 99999999

Card #: ************9999
Expiration: i

Transaction Type:

Payment/Purchase/Sale - $2.50
Transaction Date: 99/99/99 93:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Card #: ############9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale -$1.00
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Mame £1.00
12345

Agency Amount: - $1.00

LexisMexis Service Fee: -%2.50

Total Fee: -%3.50

Customer Copy
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56 How to Print Last Receipt
How to Print Last Users can reprint the last receipt that was printed on the POS
Receipt terminal.

| .'I hVenFare VX 520

| | SELECT OPERATION ||

pE—

1. Payment i
2. Void
3. Print Last Receipt !

o
O
o
4, Admin !] _
d

Step 1

153

User inputs POS Operator ID and then presses the green enter button to logon to
the terminal

Note - if the Operator ID was entered incorrectly of does not have the
authority for the transaction, an error message wiill be displayed

| p—y

-

How to Use the VitalChek Product Suitd
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Step 2

Step 3

154

User is now logged on to the terminal and Select Operation screen
displays

| .'I = VeriFone VX 520

| | SELECT OPERATION

1. Payment ;
2. Void

3. Print Last Receipt
4, Admin

— —_—

«s 000

A ™

P

Select Print Last Receipt option and press the green enter key

1. Payment
2, Woid

3. Print Last Receipt
4. Aclrmin

i

ioeeo® lIL]
(=) (2 @)

G Gat
@ E™ @)
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Step 4 The Agency Receipt will automatically print

Agency Mame
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999
Terminal 1D: /9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card #: ************9999
Expiration: T

Transaction Type:

Payment/Purchase/Sale $13.52
Transaction Date: 99/99/99 93:99 PM EDT
Payment Type:  Credit
Card Type: MasterCard
Approval Code: 999999

Product Mame B11.02
12345

Agency Amount:  $11.02
LexisMexis Service Fee:  32.50

Total Fee: $13.52

Cardholder Signature

X

Merchant Copy

Note - Payment made with a Visa card will display 2 authorization lines:

155 Agency Mame How fo Use the VitalChek Product Suitg
Agency Address
Agency City, State, Zip
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Step 5 The terminal will prompt the user to select Yes or No then the green enter button
to print the customer copy of the receipt

' CUSTOMER COPY? ‘ :

I"‘\n."'=. —_—

Q
-
o
Yes Mo @
]

7 A N

plom—

Step 6 Customer receipt prints

Agency Name
Agency Address
Agency City, State, Zip

MID: 999999
TID: 9999999999999
Terminal 1D: V9999999
Date / Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999
Card #: #**#*#**#**#9999
Expiration: T
Transaction Type:
156 Payment/Purchase/Sale $13.52  How fo Use the VitalChek Product Suitg

Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit

T E A ™
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Note - Payment made with a Visa card will display 2 authorization lines: |
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Agency Mame
Agency Address
Agency City, State, Zip

MID: 999999

TID: 9999999999999

Terminal 1D: /9999999

Date [ Time: 99/99/99 99:99 AM EDT
Confirmation# 99999999

Card #: ############9999
Expiration: T

Transaction Type:

Payment/Purchase/Sale $2.30
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Card #: ############9999
Expiration: I
Transaction Type:

Payment/Purchase/Sale $1.00
Transaction Date: 99/99/99 99:99 PM EDT
Payment Type:  Credit
Card Type: Visa
Approval Code: 999999

Product Mame £1.00
12345

Agency Amount:  $1.00

LexisMexis Service Fee:  32.50

Total Fee:  $3.50

Customer Copy
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57 Point of Sale Keys

Point of Sale Keys Additional keys are used periodically to initiate actions/jobs.
Key Function Action Required
- Cancel an un-submitted transaction Press Cancel button
Backspace to remove alpha or numeric characters Press back button
. Type alpha characters Press Alpha button
I | Scroll to another screen Press scroll button
e
1des
™ &
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58 Helpful Hints for POS (Point of Sale)

Helpful Hints Tips for using your Point of Sale terminal

Please be aware that before every transaction, the cardholder is aware of the VCN fee and that
the amount is correct before completing the application.

The VCN fee is added automatically, so when you are prompted to enter the transaction
amount, do NOT include the VCN fee.

The yellow back button functions as a backspace

If you need to cancel out of a transaction before receiving an authorization number, press the
red cancel button. You will be returned to the main entry screen.

To shut down the terminal and the PIN pad, ALWAYS unplug the power from the electrical
outlet FIRST and then disconnect all the cables.

Cardholder PIN number must be at least 1 digits and no more than 6 digits.

If the debit network is down, a message will be displayed: "Debit Network Unavailable. Would
you like to try another card?”
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59 Troubleshooting Tips for POS (Point of Sale)

Troubleshooting Tips for POS (Point of Sale)

Problem - Error on the display screen states: Main Error. Page Cannot be
Opened

Step 1 Press the F3 button
Step 2 Locate the Go to Home Page option by pressing the F1 button
Step 3 Once highlighted, press the green enter button

Step 4 The user will be returned to the Enter Operator ID screen

Problem - A new paper roll is needed.

Step 1 To insert a new paper roll, open the printer cover by pulling the release on
the top of the cover

Step 2 Hold the roll of paper with the leading end coming from the botton of the
roll and toward the front of the terminal then place into the paper roll
cradle

Step 3 Close the printer cover making sure the leading edge of the paper remains
on the outside, and that the lid has snapped down securely

Problem - No receipt tape is available.

The user will still be able to process transactions, however an error message will be received
when the receipt attempts to print. Press the cancel button to clear the terminal.

User may print a receipt from the VPS application.

Problem - A terminal needs to be restarted.

Step 1 Enter Operator ID and press the green enter button
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Step 2 Select Operation screen displays, press #, then *, then green enter button |
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60 Point of Sale Equipment

Point of Sale Equipment There are several components that arrive in the box
with your Verifone equipment.

Verifone
VX520

Terminal

Verifone

164 How to Use the VitalChek Product Suite



VX520 Power
Supply

Verifone VX
805 Pin Pad

165
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Verifone VX
805 Pin Pad
Cord

Ethernet
Cable
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61 How to Install Point of Sale Equipment

eua8y12

How to Install Point of Sale There are several components that arrive in the box
Equipment with your Verifone equipment.

Verifone
VX520

Terminal
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Verifone
VX520 Power

Supply

Verifone VX
805 Pin Pad
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Verifone VX
805 Pin Pad
Cord

Ethernet
Cable

Step-by-Step Installation Guide

If you experience any issues while installing your Ingencio terminal,
please contact our Technical Help Desk:

Phone: 1-866-628-9244, option 3.
Email: vcn _helpdesk@vitalchek.com
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Step 1 Turn the Verifone VX 520 terminal over and lift cover

Step 2 The ports are exposed

A\

The pin pad cord comes connected in the RS-232 port.
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Step 3 Connect the ethernet cable - insert into the ETH port

Step 4 Connect the power cord to the surge protector - once all 3 cables/cords
are in place replace the rear cover on the terminal and plug-in the power
cord to the surge protector

Step 5 Once the power cord is plugged in the terminal and pin pad will start up.
The pin pad has powered up and shows Welcome, select VitalChek on the
terminal by using the F2 or F3 button. The terminal will then go to the
Operator ID screen
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62 How to Handle a "No Record” with Multiple Copies

How to Handle a "No  When an order:
Record"” with Multiple e Is paid in full

Copies e Has multiple copies
e The record is not able to be located

a search fee will be charged.

Step 1  View the order in the Order Details tab.

Note - Order must have multiple copies and a Paid in Full Payment Status.
Girder: 13007 504

Crder Diegalls Comesgoesdence Ordes Summary Commenis

Sypplc am Data - Sralus
. Entslemeni | Enl & It ﬂT
Firsi Mame | lasi '1'-”";:;: Dosasii = City |East -..‘\iruse- ‘ Ordar DOpen ada
”p::.!:": Zip Coge | 13057 Simie |NY ,.. Payment Paid in Full
Last Hame | iesiing Bddress 1 | 12 any st Country | Unitad Siates of ;‘_f'ﬂ On Hobd
Suffix T fiddress # Fhone |[B15555-5555 cmre | Phane Tl
Email Fag
Faa Diaca
h‘ Ay 1500
Cariificate Duta — Ezpadiie 1]
Wamr 111
Salec Maw Frodu i - Athiorizad Capy ; Sudid ‘l.::::"!:: = Iiﬂ
: : Othar oo
. Prosssct ay | e TSt EventDase ity County fotal a2
Birih - Auihorizad Capy | 5 FeTney 17 2MANSTT Acampo | San Joaguin
Wlpdain! have
Step2  Click the pencil icon to open the Product Information page to edit
Cartificate Data -
Solect Noew Product Tl Add
Lire Product e Las1 First Event Dale Cir Coun
item ¥ Nama Mame ¥ ty
1 Birth - Authoried Cogy | 5 tasling tasl 12157 Acampo | San Joaquin | 4
Step3  The Product Information pages opens, change the Product Quantity to 1
Births - Buthorized Copy
Product information
Evean Date jmii'®8y ) | 12020977 Ciny | Acaimps Ridationship | Sl ;I Loty OF Llga L
Couily | Ean JodgiEn L dsnn | Ermgloysant ;I
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Step 5
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Payment Status changes to Overpaid

Status
Entitlement |Ent Approved
Order Open '
Payment Overpaid

Note - when the agency completes Closeout, Agency will only be paid for 1
certificate order

Contact VitalChek at (800) 669-8312, option 2 with the order number to process the
customer's credit.
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63

How to Export Search Results

How to Export
Search Results

Search results may be exported into an Excel file and/or saved.

o Sedich ] [ E [EngeisiT
= - Exchpds Lneesd, Canceled snd Dechned Urgsrs
Page [1al1) 1 15 v (Towml Records 3)
Hm‘;far Oidhés [uaba ?ﬂ:: pﬁ"‘ Prdisct hlﬂlcﬂl't:l "r""' Evwaiil [Laba Apphcain heam m Shappail
1J006142 | 89162813 | Open | Unsubmitted Ehimn i;_:'l‘.r"""':i"' ol Tast Tnt WIHTOTA | Compnden Tast | (RISFIT2-TE24 | LIPS &ir
1306135 | B9AGEHI | Open  |PaidinFul | SO0 Cemeata (Tity o gy g EIMIMSTE | Casandra Tast | [E1S)-I72-7528 | UPS Ak
Paga  [1al1] 1 15 v|  (Total Reconds 2

Note: To export search results when using Internet Explorer 9, please review Accessing VPS

(on-line documentation)
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Step 1  After search results have been displayed, click Export button
a Semrch Q Cleonr & Empeont ‘
Page  [1nf1] " 15 =| (Total Records 13
e s [t | ot Comteote £t pgpican
13305520 GuD12813 | Open | Unsubmibipd E:I-'I]I'Fff:fl"""* ! Gy of Tost Tesi %2985 | Dosl estn
Step 2  Order Search Results box opens
Opening OrderSearchResults.cov
You have chosen te open
] OrderSearchResults.cov
which is a: Microsoft Excel 97-2003 Worksheet
from: hittps://qa.agency.vitalchek.risk.regn.net:Td43
What should Firefex do with this file?
T Microsoft Excel (default) - |
Lawe File
Dk this gutamatically for files like this from now on,
L]
i
Step 3  Choose Open with, Save File and/or Do this automatically options
Step4  Click OK to submit selection




How to Use the VitalChek Product Suite -

Step 5 Order is displayed in Excel (for Open with option) or saved (for Save File option)

Il == OirderesrchResuits - Miomsoft e
Horme Insert Paget Layout Fommulas Daka Rewiew VW Add-Ins Asrobat

A O Caibri i v 4 o || A =p Wrap Text General -

i Cogy =

j'l-mmprr-urﬂqu B S O~ EH" Ty - d EE3X i! 1 :Hmlg!&l:-mln . £ - % o i =

Chpbngrd a Fom a Alignment a Humer
Al - £ | Order Murmber

& B c o E F G H | 1 K
Order Mur Order Date  Ovder Stal Payment {Product  Certificate Event Date  Applicant Shig Ta  Applicant Phane
13005520 11,2013 Open Ungulsrnit Birth Cert Test Test 31271965 test testin Best Lastir |615)-372-7524
13005519 11,2013 Open Cwerpaid Birth Cert Test Test 31271985 test testin test Lastir |615)-372-7524

13004992 13/10/2012 Open Paid in Fu Birth Cert test testin 1/1/1950 test bestin test testic {355)-111-1111
13004990 1301042012 Open Paid in Fu Birth Cert test testin 1/1/1950 test bestin test testic {355)-111-1111
130048990 121042042 Open Paid in Fu Birth Cert test testin 1/1/1950 test bestin test testic {355)-111-1111
130048985 121042042 Open Paid in Fu Birth Cert test testin 1/1/1950 tet bestin test testic {355)-111-1111
130048985 121042042 Open Paid in Fu Birth Cert test testin 1/1/1950 tet bestin test testic {555)-111-1111
13004987 1201042012 Open Ursubrmdt Birth Cert test testin 1/1/1950 te-st bestin test tegtic {355)-111-1111
10 13004984 1241042012 Open Paid in Fu Birth Cert test testin 111950 test bestin test testic {355)-111-1111
11 13002983 12/1042012 Open Paid in Fu Birth Cert test testin 111/1950 et bestin test testic {355)-111-1111
12 130038H 11/5/2012 Open Paid in Fu Birth Cert Test Teg 3/ 1271985 teat teatin Reet tastie (615)-372-7524

[T - - N - T E R R TR R
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64 Index

Administration
How to Search for Users, 117-118
How to Reset a User's Password, 119-121
How to Unlock Users2, 89-90
How to Add New Users, 114-116
Closeout
How to Close Orders with a Check, 36-39
How to Reprint a Report, 40-42
How to Process an Incomplete Close, 43-45
Definitions, 125-127
Fulfillment
How to Print Batch Receipts, 5-9
How to Create Batch Receipts Using a Saved Config, 10-12
How to Reprint a Batch Receipt, 13-15
How to Reprint a Batch Receipt Summary, 16-17
How to Ship Funeral Home Orders, 18
How to Generate Shipping Labels, 19-20
How to Void Shipping Labels, 21-22
How to Print a Detail Report with Manifest, 23-25
How to Generate a New UPS Manifest, 26-27
How to Reprint a Previous UPS Manifest, 28-30
How Do | Contact UPS for Pick-Up, 128
How to Process Regular Mail, 31-32
How to View Orders in the Scanned Image Queue, 101-102
Getting Started
How to Select an Agency, 105-106
How to Create a New Password, 107-108
How to Login to VitalChek Product Suite , 4
How to Reset a Forgotten Password, 109-110
How to Change an Expired Password , 111-112
How to Reset a Password, 113
Helpful Hints for POS (Point of Sale), 161
How Do | Contact UPS for Pick-Up, 128
How to Add Comments to an Order, 87-88
How to Add New Users, 114-116
How to Cancel an Order, 122-123
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How to Change an Expired Password , 111-112

How to Change the Entitlement Status, 103-104

How to Change the Status of an Attached Image, 98-100
How to Close Orders with a Check, 36-39

How to Comment on Attachments, 95-97

How to Copy Orders, 80-81
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How to Create Batch Receipts Using a Saved Config, 10-12
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How to Enter Birth Certificate Data, 51-54

How to Enter Death Certificate Data, 55-57

How to Enter Divorce Certificate Data, 61-63

How to Enter Marriage Certificate Data, 58-60

How to Enter Official Records Data, 64-65

How to Enter Payment with a Credit Card, 74-77

How to Enter Payment with a Personal Check (electronic), 68-73
How to Enter Shipping Data, 66-67

How to Export Search Results, 174-175

How to Generate a New UPS Manifest, 26-27

How to Generate Shipping Labels, 19-20

How to Handle a "No Record” with Multiple Copies, 172-173
How to Install Point of Sale Equipment, 167-171

How to Log Off the POS Terminal, 131

How to Log on to the POS Terminal, 129-130

How to Login to VitalChek Product Suite , 4

How to Print a Detail Report with Manifest, 23-25

How to Print Batch Receipts, 5-9

How to Print Last Receipt, 153-159

How to Process an Incomplete Close, 43-45

How to Process Regular Mail, 31-32

How to Reinstate a Cancelled Order, 124

How to Reprint a Batch Receipt, 13-15

How to Reprint a Batch Receipt Summary, 16-17
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How to Reset a Forgotten Password, 109-110

How to Reset a Password, 113

How to Reset a User's Password, 119-121
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How to Run a POS Transaction, 132-141
How to Search for Orders Using Advanced Criteria Order Search, 33-34
How to Search for Users, 117-118
How to Select an Agency, 105-106

How to Send New Correspondence, 82-84

How to Ship Funeral Home Orders, 18

How to Unlock Users2, 89-90

How to Use Quick Search, 35

How to View and Resend Previous Correspondence, 85-86
How to View Attachments, 93-94

How to View Comments , 91-92

How to View Orders in the Scanned Image Queue, 101-102
How to Void a Payment, 78-79

How to Void a POS Transaction, 142-152

How to Void Shipping Labels, 21-22
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How to Enter Marriage Certificate Data, 58-60
How to Enter Divorce Certificate Data, 61-63
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How to Enter Shipping Data, 66-67
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How to Enter Payment with a Credit Card, 74-77

How to Void a Payment, 78-79

How to Send New Correspondence, 82-84

How to View and Resend Previous Correspondence, 85-86
How to Add Comments to an Order, 87-88
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How to View Attachments, 93-94

How to Comment on Attachments, 95-97

How to Change the Status of an Attached Image, 98-100
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How to Cancel an Order, 122-123

How to Reinstate a Cancelled Order, 124

How to Handle a "No Record” with Multiple Copies, 172-173

Point of Sale (POS)
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How to Log on to the POS Terminal, 129-130
How to Log Off the POS Terminal, 131
How to Run a POS Transaction, 132-141
How to Void a POS Transaction, 142-152
How to Print Last Receipt, 153-159
Point of Sale Keys, 160
Helpful Hints for POS (Point of Sale), 161
Troubleshooting Tips for POS (Point of Sale), 162-163
Point of Sale Equipment, 164-166
How to Install Point of Sale Equipment, 167-171
Point of Sale Equipment, 164-166
Point of Sale Keys, 160
Reference
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Search
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