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Overview 
 
The Maine Online Municipal Vital Records Request Service is fast convenient way for citizens to 
request vital records.  
 
The administrative website allows municipal staff to: 
  

• Review and track requests and send status emails to customers  
• Print shipping labels 
• Access financial reconciliation reports  

 
NOTE: Municipal records fees and USPS shipping fees will be automatically ACH’d to the bank 
account provided on a daily basis.   
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1.0 User Login 
After receiving your emailed account information including user ID and temporary password, you 
will link to the administrative site and login for the first time.  The system will require you to change 
your password on your first login attempt.  
NOTE: Both your user ID and password are case-sensitive.   
Before logging in or upon logging out, you may want to bookmark the administrative web address, 
for future use.  
 

 
 
User Access:  
 
This user ID and the password you choose can be shared with staff that will be reviewing and 
filling requests   
 
With these credentials, staff will be able to access all functions within the Municipal Vital  
Records Request Service administrative site, as described in this user guide, including reviewing 
and tracking requests, sending status emails to customers, printing shipping labels, and accessing 
financial reports. 
Passwords: If you have forgotten your administrator password please select the “Forgot 
Password?” link on the login screen of the administrative site to receive a new temporary 
password sent via email. 
Login Security: It is very important that you safeguard your user login information. This information 
should not be shared with anyone not employed by your municipality or authorized to use the 
system. If you have any concern about the security of a user login, it is recommended that you 
change the password for that user account, by using the forgot password feature. 
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2.0 Welcome Screen  
Once you have entered your user ID and password, you will be directed to your Maine Municipal 
Vital Records Request Service – Administrative Site Welcome Screen.  
This home page will provide you with access to all of the administrative features, including 
Request Fulfillment, Bulk Print, and Reports. 
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3.0 Request Fulfillment 
This page will allow the admin user to search for and edit requests for your municipality (Search 
by date range, customer name, transaction number, certificate type, name of individual being 
searched or by status). The system defaults to display received requests. Select the “Clear” button 
to reset the search criteria. For a full list of results select “All” from the “Status” drop down menu to 
the right of TPE Order ID field. 
 
To export search results from the table on the search screen, select “Export To CSV” button at the 
bottom of the page. 
 
To review the full details of a particular request, select the “Confirmation Number” link to the left of 
the item. 
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3.1 Request Details  
The Request Details page will allow you to view, edit and update the request.  
 

 
 
To change shipping information select “Update Shipping” link under Shipping Method. After 
changes have been entered select “Save shipping” or “Cancel Update” link, to exit without saving 
changes. 
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3.1.1 Changing Request Status 
 
To change the status of the request and/or add a note for the customer or for internal staff 
select the blue “Update” button under Staff Notes.  
 
After selecting the “Update” button, you will see the editable fields. 
You must confirm or cancel each request. Shipping labels will not be generated until you have 
confirmed (completed) the request. A confirmation email will be sent to the customer once the 
request has been either confirmed (completed) or cancelled, with any note you have added. Do 
not confirm any request until sufficient proof of relationship documentation has been received 
(if required). 
NOTE: If you are unable to fill a request for any reason, you must set the status to “cancelled” 
and contact InforME about issuing a refund for the customer. The user’s credit card will not be 
refunded until you have done this. Refunding will also cause the town record fees and USPS 
shipping fees to be netted off a future disbursement. 
 

 

 
 

 
You 

can change the status by selecting the desired option 
from the Request Status drop down.   
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Request Status options include: 
• Received – request entered in the system 
• Pending – request waiting for review  
• Completed –all documentation has been received and approved and request has been filled  
   and shipped 
    [NOTE: Customer receives automatic email about status change for completed requests] 
• Cancelled – request cannot be filled and refund has been issued through admin site 
   [NOTE: Customer receives automatic email about status change for cancelled requests] 
 
Status updates will be saved to the record by selecting “Save”.  To exit out of the editable view 
without saving any changes select “Cancel”.  
 
3.1.2 Adding a Status Note 
Type a note related to the request for the customer or for internal staff in the boxes to the right 
of “Insert”. 
 

 
 
 

 
 

 
 

 
 

 
 
 
Notes will be saved to the record and status note emails will be sent to the user by selecting 
“Save”.  To exit out of the editable view without saving any changes select “Cancel”.  
 
3.1.3 Issuing Refund 
Unfortunately refunds cannot be issued directly through the application. Please contact 
InforME to have a refund issued to your customer. 
 
3.1.4 View Uploaded Documents 
 
To view supporting (proof) documents that have been uploaded select the “View” link to the 
right of the file name.  
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4.0 Print Shipping Labels 
 
Print Labels 
On the home screen for “Request Fulfillment” select the “Label” link next to the customer 
name. If the order is not appearing make sure you have “All” selected status search drop down 
and click submit. (Note: This Link Will Only Appear if the Order Status has been Updated 
to Completed) 

 
 

A shipping label for that order will be generated in a PDF.  

 
 
You can also generate shipping labels from the “Bulk Print” icon on your Welcome Screen. 
Here you will want to select the carrier type and select a completed on/fulfillment date and it 
will tell you how many labels are available and give you the option to generate them by clicking 
“Submit”. 
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5.0   Transaction Report 

Financial Reconciliation Reports 
Select the  “Report” icon from the Task Menu of the Welcome Screen (Admin Home). 
 

 

You will then have the option to select the “Transaction Detail” report for the service 

 

Enter the Date of disbursement in the text box provided. The report is generated as a CSV file 

 

 
Select “Run Report” to generate report. 

 
 “Open” or “Save” file to computer file when prompted. 
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Report File includes: Requester Name, Confirmation #, Transaction Date, Disbursement Date, 
Disbursement Amount, Certificate Type, Certificate Total, Fulfillment Date, Postal Provider, 
Municipality and Status. 
 
 
Sample Report 
 

 


