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Searching
From the main menu of ML2000, the user has available two separate options for searching. 
  If the case number is known, it may be entered in the field located in the upper left-hand portion of the screen that is labeled “Enter License Number”.  The user shall then click on “Search”.  The “Enter License Number” field and “Search” button are both activated by moving the cursor/pointer over that item and clicking once with the left mouse button. 

  Doing so will return the common search results criteria in the format displayed below.  Placing the pointer/cursor over the desired license number and clicking once with the left mouse button will provide the user with all of the pertinent, publically available data for that license. 

  The results will be displayed in the same format utilized in the Initial Entry and Issue/Record screens. 

  If the user is unsure of the license number being queried, he/she may search by any number of additional criteria by moving the pointer/cursor over and clicking on the “Advanced” link of the search section of the site. 

Doing this will display to the user a new screen in which all the search criteria may be established. 

The user may search by: 
· Groom's First, Middle and/or Last Name.  Up to 25 characters may be entered in either the First or Middle Name fields.  Up to 40 characters may be entered in the Last Name field. 
· Bride's First, Middle and/or Last Name   Up to 25 characters may be entered in either the First or Middle Name fields.  Up to 40 characters may be entered in the Last Name field. 
· Social Security Number (the SSN will not be displayed as a result of this search).   This field will accept up to 9 numeric characters. 
A search based upon only Social Security Number data will work only for party data entered after the implementation of ML2000. 
· Location Code is selected from a drop down box that allows the user to determine which location is to be queried.  The user activates this drop down list by moving the pointer/cursor over, and clicking on, the small downward facing arrow to the right of the field. 
· Sort By option is selected from a drop down box that allows the user to determine the order in which the displayed results are returned.  The options available are by: 
1. License Number - displays the results in order by the license number 
2. Bride Name - displays the results in order by the Bride's last name 
3. Groom Name - displays the results in order by the Groom's last name 
4. Date Issued - displays the results in order by the date the license was issued 
5. Marriage Date - displays the results in order by the date of Marriage 
6. Issuing Clerk - displays the results in order by the initials of the Clerk responsible for issuing the license numbers returned 
7. Recording Clerk - displays the results in order by the initials of the Clerk responsible for recording the license numbers returned 
8. Location - displays the results in order by the location at which the license numbers returned were issued.
The user activates this drop down list by moving the pointer/cursor over, and clicking on, the small downward facing arrow to the right of the field. 
· License Number (singular or by range)* 
· Issue Date (singular or by range)* 
· Marriage Date (singular or by range)* 
· Issuing Clerk 
· Recording Clerk 
· License Types - these selections are made by checking, or un-checking, the boxes to the left of each license types 
The checking/un-checking is accomplished by moving the pointer/cursor over the item to be changed and clicking once with the left mouse button or by pressing the space bar when this particular item has focus or is highlighted.
* Beginning and ending criteria must be entered when searching by range.  Furthermore, the order in which all results are displayed is determined by the “Sort By” drop down box. 
  When all the available criteria has been entered, the user may click on the “Search” button to conduct the search.  The results will be displayed in the next screen. 

  The results displayed include the License Number, Marriage Date, Groom Last Name and First Name, Bride Last Name and First Name, and notations as to whether or not the license was a covenant license and whether or not the license has been voided.  This information is provided to enable the user to more easily determine which of the results returned is the correct one.  
  When the appropriate data has been identified, the user needs only to move the pointer/cursor over, and click on, the desired license number to retrieve all of the related data. 
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