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From the “Forms” link, the user is offered the choices of: 

· Abstract 
· Affidavit 
· Affidavit by Mail 
· Covenant DOI (Declaration of Intent) 
· Conv2Cov DOI (Coversion to Covenant Declaration of Intent) 
· Conversion Cov Cert (Coversion to Covenant Certificate) 
· Marriage License
These selections will not only provide the requestor with the desired forms, but also for any previously generated document.  Below are brief descriptions of each of the listed forms. 

[bookmark: Abstract]Abstract
The Abstract is a document that serves the same purpose as a certified copy of the parties' marriage certificate.   It contains the names of the bride and groom, the date of the marriage, the license number and the date that the license was recorded.  This document, when complete, will also bear the signature of the Deputy Clerk attesting to its authenticity. 
Of note:  When issuing a license, and having selected from the menu bar the type of license to be issued, the very first dialog box presented to the user asks “Has the Abstract been or will be prepaid?”  This is the document to which that question refers. 

The clerk, having selected “Abstract” from the menu under Forms, will be presented with a screen requiring the input of the license number for which the abstract is desired. 

Having entered the license number, the clerk shall click on either the “Show Form” button to preview the Abstract or the “Reset” button to enter a different number.   The initial selection of “Abstract” and accessing the License Number field is accomplished by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner.  The Abstract, once verified as correct in the preview window, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
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[bookmark: affidavit]Affidavit
The Affidavit option from the Forms menu allows users to re-print an affidavit at any time following the issuance of the marriage license.  Having selected “Affidavit” from the menu under Forms, the user will be presented with a screen requiring the input of the license number for which the affidavit is desired. 

Having entered the license number, the user shall click on either “Show Form” button to preview the Affidavit or the “Reset” button to enter a different number.   The initial selection of “Affidavit” and accessing the License Number field is accomplished by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner. The Affidavit, once verified as correct in the preview window, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
This same procedure is also employed when a user is experiencing difficulty making corrections to an affidavit in the “Issue” screen.  If the desired corrections are not reflected in the re-printed document when it is generated in the “Issue” screen it should be attempted again, here. 
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[bookmark: affbymail]Affidavit By Mail
The Affidavit By Mail option from the Forms menu is restricted to Supervisor level security.  This allows the supervisor to re-print an affidavit at any time following the issuance of the marriage license.  Having selected “Affidavit By Mail” from the menu under Forms, the supervisor will be presented with a screen requiring the input of the license number for which the affidavit is desired. 

Having entered the license number, the supervisor shall click on either the “Show Form” button to preview the Affidavit or the “Reset” button to enter a different number.   The initial selection of “Affidavit by Mail” and accessing The License Number field is accomplished by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner. The Affidavit, once verified as correct in the preview window, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
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[bookmark: CovDOI]Covenant - Declaration of Intent
The CovenantDOI option from the Forms menu is provided to allow the supervisory-level user to re-print this document for any previously issued Covenant license.  

Having entered the license number, the supervisor shall click on either the “Show Form” button to preview the Declaration or the “Reset” button to enter a different number.   The initial selection of “CovenantDOI” and accessing The Enter License Number field is accomplished by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner. The Declaration of Intent, once verified as correct in the preview window, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
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[bookmark: Conv2Cov]Conversion to Covenant
Declaration of Intent
The “Conv2Cov DOI” option under the Forms menu provides the requestor with any previously issued Conversion Declarations of Intent.  The clerk shall enter Conversion ID Number and shall then click either the “Show Form” button to preview the Declaration or the “Reset” button to enter a different number.  The initial selection of “Conv2CovDOI” and accessing The Conversion ID Number field is accomplished by moving the pointer/cursor over that field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner.  The Declaration of Intent, once verified as correct in the preview, may be printed by clicking on the printer button in the preview screen. 
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[bookmark: ConvCert]Conversion to Covenant
Certificate
The “Conversion Cov Cert” option under the Forms menu provides the requestor with any previously issued Conversion to Covenant Certificates.  The clerk shall enter Conversion ID Number and shall then click either the “Show Form” button to preview the Certificate or the “Reset” button to enter a different number.  The initial selection of “Conversion Cov Cert” and accessing The Conversion ID Number field are accomplished by moving the pointer/cursor over that field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner. The Certificate, once verified as correct in the preview, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
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[bookmark: ML]Marriage License
The Marriage License option from the Forms menu allows the users to re-print a marriage license at any time following the issuance of the original license.  Having selected “Marriage License” from the menu under Reports, the user will be presented with a screen requiring the input of the license number for which the marriage license is desired.  The user shall also define the license type at this time: Traditional and Covenant.  
Blank marriage licenses may be printed for facilities which issue on behalf of our office but do not have access to the World Wide Web.   Also, off site issuing facilities may wish to print a small number of blank licenses to keep on hand for use during those occasions when there are interruptions in network availability. 

Having entered the license number, the user shall click on either the “Show Form” button to preview the License or the “Reset” button to enter different criteria.  The initial selection of “Marriage License” and accessing the criteria fields, including license type, are accomplished by moving the pointer/cursor over the desired field and clicking once with the left mouse button.  The “Show Form” and “Reset” buttons are used in the same manner. The Marriage License, once verified as correct in the preview, may be printed by moving the pointer/cursor over and clicking on the printer button in the preview screen. 
This procedure is also employed when a user is experiencing difficulty printing a marriage license from within the “Issue” screen.  If the desired license is not printable via the “Issue” screen, printing it should be attempted again, here.  An original, authentic marriage license may be printed from the Forms menu option. 
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