[bookmark: _GoBack]ML2000 
Logging On
 
[bookmark: top]ML2000 is accessed by means of the user's Web Browser.  The user shall open “Internet Explorer” by positioning the mouse pointer over and double clicking on the shortcut for this application on his/her desktop. 

Staff persons for whom issuing marriage licenses is a primary function of their job duties are recommended to set the main “ML2000” page as a “Favorite” page.  Instructions for doing this can be found in the Web Basics portion of this manual. 
  When accessing the ML2000 Login page, users will be greeted by a login window that requests a User Name and a Password.   
  The User Name will be the first initial and last name (up to 8 characters total) of the issuing clerk.  
  That user shall now type in his/her assigned password.  
  After the password has been entered, move the pointer to the “Login” button and click once with the left mouse button. 


  When the user has successfully logged in, he/she is greeted by a menu on the left-hand side of the screen.  The options available to the user depend upon the security level that has been assigned to that user's login ID.  By moving the pointer over and clicking on any of the selections provided, the user may see the options available in the sub-menus. 

From the ENTER LICENSE submenu, the user is offered the choices of 
· Traditional 
· By Mail 
· Covenant 
· Conversion 
· Manual

From the FORMS submenu, the user is offered the choices of 
· Abstract 
· Affidavit 
· Affidavit by Mail 
· Covenant DOI (Declaration of Intent) 
· Conv2Cov DOI (Conversion to Covenant Declaration of Intent) 
· Conversion Cov Cert (Certificate) 
· Marriage License

From the REPORTS submenu, the user is offered the choices of 
· Conv To Covenant (Conversion to Covenant) 
· Recorded 
· Recorded by User 
· Transmittal  
· Zero ML List 

From the MAINTENANCE submenu, the user is offered the choices of 
· List Users 
· Add New User 
· List Location 
· Add New Location 
· List ID 
· Add New ID

From the REFERENCE submenu, the user is offered the choices of 
· Internal 
· ARS 
· Covenant

The ONLINE HELP link will connect the user to this document for assistance in completing any of the processes detailed within. 
The LOGOFF link allows the user to exit the application and return to the initial Login screen. 
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