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PURPOSE:

· To provide instructions for correcting errors in ML2000.
OBJECTIVE:
· To provide the necessary direction to ensure that errors in ML2000 are properly corrected.
GENERAL INFORMATION:
Pursuant to A.R.S. §25-123, the Clerk of Superior Court is responsible for the recording of marriage certificates. Name and date corrections are sometimes necessary when misspellings or incorrect dates are identified on the marriage license after it has been recorded.  Minor and obvious misspellings can be corrected prior to recording the license.  Upon receipt of the copy of the minute entry order directing the Clerk to correct a misspelling or wrong date on a marriage license, update ML2000 with the correct information immediately. “Pending issue” corrections are needed in order to record a license.
EVENT DRIVER:

A court order correcting information on the marriage license will be received via interoffice mail or the customer will return to CSC with a recent “copy for certification” from the court.
PROCEDURES:
1. Administrator, Supervisor or Recording Services staff will access ML2000 program using individual login code. 
2. Select “Enter License” from the menu bar on the left and enter the marriage license (ML) number to be corrected. 
3. Click “search”. 
4. Select the highlighted ML number under “search results”. 
5. Verify the information in the search screen with the provided order to ensure the correct license will be corrected. 
6. Make any corrections needed for the name, date or ages per court order. Select “update”.
7. Select “issue/record” function. 
8. Add notes to the “recording information” section. (Example: court order filed 3/11/10 changing grooms name from John Doe to John Smith, 3/12/10 cm [supervisor’s initials])

9. Select “update”. 
10. By customer request or if directed by court order, a copy of the license and court order can be certified as one with the court order placed on top.  
11. The original court order shall be given to Recording Services staff to be scanned. 

PENDING ISSUE CORRECTIONS:

12. Administrator, Supervisor or Recording Services staff will access ML2000 program using individual login code. 
13. Select “Enter License” from the menu bar on the left and enter the marriage license (ML) number to be corrected. 
14. Click “search”. 
15. Select the highlighted ML number under “search results”. 
16. Verify the information in the search screen to ensure the correct license will be corrected. 
17. Select the “issue/record” function. You will notice that “pending issue” is listed as the status and that the “license” option is highlighted. 
18. Select the “initial entry” function. Click “License” at the bottom of the screen. The “status” of the license will change from “pending issue” to “issued”. This step will “issue” the license and it can now be recorded. 
19. Select “update”. 
20. Record the license per established procedures. 

POLICIES / RELATED DOCUMENTS:
N/A
OTHER PARTIES INVOLVED:
· The Public

TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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