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PURPOSE:

To provide instructions for adding new users or new locations, changing user locations, or voiding Unrecorded Marriage Licenses.
OBJECTIVE:
· To provide the necessary direction for proper and consistent administration of the ML2000 Marriage License database application.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-121, §25-123, §25-901 and §25-902 the Clerk of Superior Court shall maintain a record of all marriage licenses issued, marriage licenses returned to the Clerk’s Office for recording after solemnization, and certificates of covenant conversion.  ML2000 is a browser-based application developed to provide a more uniform level of access to those parties issuing marriage licenses on behalf of the Clerk’s Office.  ML2000 is utilized to issue marriage licenses, record marriages, add new users, add new locations and change user locations for assigned individuals.  The supervisor of License Services shall maintain the data and make necessary changes within ML2000.
EVENT DRIVER:

· Managing user or location information, or voiding an Unrecorded Marriage License on the ML2000 application as needed. 
PROCEDURES: 
1. Adding New Users:
A. Contact ITG for clerk's computer login ID and use this for the User ID.
B. Access ML2000 and then click Maintenance.
C. Click Add New User.
D. In the User ID box, enter the computer login ID received from ITG.
E. In the User Name box, enter the full name of the clerk.
F. In the Clerk's Initials box, enter the clerk's initials.
G. At the Location box, click on the drop down menu and select the appropriate location for the clerk.
H. Once all information has been completed, click Add to accept the changes.
I. Contact the Director, Quality Assurance who will then assign the appropriate level of ML2000 access for the individual(s).
2. Adding a New Location:
A. Access ML2000 and click on Maintenance.
B. Click Add New Location.
C. In the Location # box, input the next sequential location number. To obtain this number: 

a. Click List Locations.
b. Navigate to the last page of listed locations to obtain the last number used.
D. In the Location Name box, input the full name of the facility.
E. In the Location Address box, input the full address of the facility, to include zip code.
F. In the Primary Contact box, input the name of this individual (in most cases, this individual should be the manager/director of the facility).
G. In the Primary Phone box, input the phone number of the primary contact, to include extension, if applicable.
H. Review the data for accuracy.  If there are any errors, click Reset to erase all inputted data.  New/corrected data can now be reentered.
I. If there are no errors, click Add to accept the data.
3. Change User Location:

A. Access ML2000 and then click Maintenance.
B. Click List Users which will then display all ML2000 authorized users.
C. Click on Login ID of individuals to access their information.
D. When the Edit User screen appears, click on the Location drop down menu and select the new location for the identified user.
E. Click Update to accept the changes.
4. Voiding Unrecorded Marriage Licenses - to be completed by Public Records Administrator only.
A. Access ML2000.
B. Input the marriage license number into the Enter License Number box located at the top left of the welcome screen.
C. At the next screen, click on the highlighted license number.
D. Click Void.
E. A message box will display to verify that the marriage license is to be voided.  Click Yes to void the marriage license.
F. If the marriage license has already been recorded, contact the ITG Help Desk for assistance with voiding the license. 
POLICIES / RELATED DOCUMENTS:
· ARS 25-121: Marriage license; application; affidavit
· ARS 25-123: Recording licenses; endorsement of solemnization; recording return; lost licenses
· ARS 25-901: Covenant marriage; declaration of intent; filing requirements
· ARS 25-902: Existing marriages; conversion to covenant marriage; recording requirements
OTHER PARTIES INVOLVED:
· ML2000 user/location
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· ML2000 Marriage License database application

REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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