Accessing an IBTH Search

Affirmative proof of United States citizenship or lawful presence in the United States must be provided to be eligible
to receive public benefit.

This requirement affects participants who are referred to the:
e Adult Brain Injury (ABI) Program, regardless of age.

e Children and Youth with Special Health Care Needs (CYSHCN) Program, seventeen (17) years of age or
older.

Service Coordinator’s from either program will contact designated Central Office staff for assistance by email. The
designated Central Office members are divided by Programs:

CYSHCN Program: ABI Program
Debi Smith, CYSHCN SOSA Ellen Whittington, ABI SOSA
debi.smith@health.mo.gov ellen.whittington@health.mo.gov
Linda Wilkerson, HPR 11 Linda Wilkerson, HPR 11
linda.l.wilkerson@health.mo.gov linda.l.wilkerson@health.mo.gov
Jennifer Braun, Training Coordinator Jennifer Braun, Training Coordinator
jennifer.braun@health.mo.gov jennifer.braun@health.mo.gov

Any designated Central Office staff member who receives a Lawful Presence verification request will access the

Missouri Department of Social Service System, Missouri Department of Health Birth Name Inquiry (IBTH) screen to
determine if a Missouri Birth Certificate registration exists.

Otherwise a Service Coordinator will need to require a referred party to produce another form of affirmative proof:

e Valid Missouri Driver or Non-Driver License;

e U.S. Birth Certificate - issued by a state of local government (hospital-issued birth certificates are not
acceptable);

e U.S. Passport;
o Certificate of Citizenship, Naturalization, or Birth Abroad; or

e Anydocument issued by the federal government that confirms an alien’s lawful presence in the United States.

To access the Missouri Department of Social Service System, Missouri Department of Health Birth Name Inquiry
(IBTH) screen open the ‘3270’ or ‘Prod’ icon on the desktop.
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Accessing IBTH System

The Missouri Department of Social Services Network screen has two (2) tabs:

e One tab to access PROD screens. The tab istitled ‘1: dns-term’.

e The second tab to access IFOX screens. The tab is titled ‘2: GTE’.
1) Toaccess IBTH, the PROD (1: dns-term) tab must be used.
2) Type the letters ‘prod’ on the prompt line (at the lower left of the screen).

3) Select the ‘enter’

'=1: dns-term - TH3270 Plus

button to proceed.

Host Edit “iew Setup Macroz  Intemnet Language Help

4|+ =] B|E Bl

Rec el ] = T i e 5 A A

MISSOURI DEPARTMENT OF SOCIAL SERVICES HETWORK

TERMINAL ID : T0400986

IF ADDRE3S : 10.33.115.140

ENTER DESIRED APPLICATION, FOR EXAMPLE :

PROD CICS PRODUCTION

WE E-MATL/STARPRO

FAPC FAMIS PRODUCTION

MAPC MACES PRODUCTION

1: dns-term | 2 GTE

Connected to sdoipod.intra. state. mo.us port 1023 102411314

00:00.000 |24.14 | TO400386

MLIM

The Missouri Department of Social Services screen will post the copyright/HIPAA notice explaining the user’s access
rights and proper use of information.
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Accessing IBTH System

The information obtained in the system is for authorized users only and any unauthorized access/use is prohibited.

1) Users must clear the screen, before typing a command.
2) Select the “pause/break’ button (in the upper right corner of the keyboard).
3) This function will clear the screen.

| 12 dns-term - TN3270 Plus
ozt Edit “iew Setup Macroz  Intemnet Language Help

o 1.2 et a1 =) O A M
l2/03/2010 07:59:45

MISSOURI DEPARTHMENT OF SOCIAL SERVICES PRODUCTION CICS

RELEASE 0650

ATTENTION: THIS IS A PRIVATE HETWORK FOR THE USE OF AUTHORIZED USERS ONLY. BY
PROCEEDING, YOU ARE CONSENTING TO HAVING YOUR ACTIVITIES MONITORED AND RECORDED.
UNAUTHORIZED ACCESS AND NHON-BUSINESS USE IS PROHIBITED PURSUANT TO STATE AND
FEDERAL STATUTE AND DSS POLICY. ANY UNAUTHORIZED ACCESS, NON-BUSINESS USE AND/OR
DISCLOSURE OF INFORMATION MAY RESULT IN DISCIPLINARY ACTIONS UP TO AND INCLUDING
TERMINATION, CIVIL AND/OR CRIMINAL PENALTIES.
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1: dns-term | 2 GTE

Connected to sdoipod.intra. state. mo.us port 1023
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Accessing IBTH System

1) On the cleared screen, type ‘cesn’ on the command line.
2) Select the “enter’ key to proceed.

= 1: dns-term - TN3270 Plus I [=] 3
Hozt  Edit “iew Setup bkacroz Intemet Language Help

+ | |=| 2rlE ] F B2 E ] Fr F|FF||—2|3|4|5|B|?|8|9||

‘I dns-term 2 GTE
Cormected bo sdoipod.intra, state.mo. us port 1023 [10z41.13.14 |00:00.016 (0105 [TO400936 MM e

The CICS Sign-on screen will display.

A user must enter their Userid and Password in order to access any information.
e The Userid will not change from what is originally assigned.

e Itis made up of the first four (4) letters of a user’s last name and three (3) random alpha characters assigned
by the Missouri Department of Social Services system.

e Passwords will expire every thirty-one (31) days, with system notifications when it is time to change the
password.

e Passwords must be at least seven (7) characters but no more than eight (8) characters in length.
e Passwords should be alpha characters, with at least one (1) numeric character.
If a user does not access the system on a regular basis, a user will be revoked.

e To gain access again, the user will need to contact DHSS ITSD and request their Userid be reset.
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Accessing IBTH System

Example Login:

I ] 4

=l 1: dns-term - TN3270 Plus
ost  Edit View Setup Macros Internet Language Help

+| e Bl k|E|@) @] S| FlF[Fe|[1 2]a|als|o]7]o]a]
CICS Sign—on

Type ¥Your userid and password:
Uszsexrid =
Password =1
Language =1

New Password ==

PF 3=End
DFHCE3520 Please type your userid.

10.241.13.14 00:00.000 08,24 [TO408423 MLIM

Connected to sddpo.intra.state.mo.us port 1023

A user has successfully accessed the system if the ‘Sign-on is complete’ command is displayed on the bottom of
screen.

The system will notify a user if they are not successful, by posting an error message.

e The user should again enter the call letters ‘cesn’ on the command line and attempt access again.

Host  Edit Wiew Setup Macros Internet Language Help

+[ 3|3 EefE|R| o |E|e| B S| FlFlFef [ 2] ] a]s]e]7]e]o]

{Language E) .

DFHCE3549 Sign-on is complete

1: dns-term | 2 GTE
102411314 0000016 |01.01 | TO400336 MU

Connected to sdoipod.intra. state. mo.us part 1023
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Accessing IBTH System

To access the Department of Health Birth Name Inquiry screen:

1) Type the call letters “ibth’ on the command line and select the ‘enter’ key to proceed.

=l 1: dns-term - TN3270 Plus

Host Edit Wiew Setup Macros Internet  Language Help

b 2 = T3 s e = e e = ) o TR N A N A ) i

DFHCE3549 Sign—on is complete {(Language E) _

1: drsterm | 2: GTE

Cannected to sdoipod.intra. state mo. us port 1023

10.241.132.174 0000016 |01.05 TO400936 MR

The Department of Health, Birth Name Inquiry screen will display. There are four (4) fields of entry that must be
completed in order to conduct a search and all four (4) fields must be entered. Select the ‘enter’ key to conduct a

search.
1. Last Name field 3. Month (of birth) field; in a two (2) digit format
2. First (Initial) field 4. Year (of birth) field; in a four (4) digit format
Note:

» The use of hyphens or punctuation of any sort will result in an error; use only alpha characters.

> If ahyphenated last name is searched both names should be typed together without space or punctuation.

= 1: dns-term - TH3270 Plus

Host Edit “iew Setup Macros Intemet Language Help
|| Bojoe| | fEsle] B | FlerlEc|[a 2| o o]e]afe]a]

DEPARTHENT HEALTH — BIRTH HAME INQUIRY
LAST HAME : FIRST - MONTH - YEAR : RETURH :
FhAFE XA KX XA XX A X N> THFORMATION ON THIS SCREEN IS CONFIDEHTIATLL * % % % %%k & i ok dor ok oo e o
FhEFE XA XX A XX AND SHALIL BE USED FOR OFFICIATL STATE PURFPOSES OHLY # %% %% & &k ki ki ik

82 CERT HO CHILD LAST FIRST HMIDDLE BIRTHDATE SEX REMARK
DCH HO MOTHER LAST FIRST M FATHER LAST FIRST M SFX

Fl= FZ2= F3=— Fd=
F7=RESTART F8=FORWARD F9= F10=
ENTER CHILDS LAST HAME, FIRST INIT, DATE

1: dns-term | 2 GTE

Connected to sdcipod.intra state. mo.us port 1023

F&=RETURN
Fl2=

1002411314 0:00.015 (0213 | TO400386 LA
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Accessing IBTH System

Search Example:
1. Brown (entered in the “Last Name’ field)
2. C (entered in the “First’ field)
3. 01 (entered in the “Month’ field)
4. 1961 (entered in the “Year’ field)

ns-term - TN3270 Plus

Host Edit “iew Setup Macros Intemmet Language Help
t[ 4|8 olen|R| & [ss[e] B S Flerlrel[v 2| s]ale6]7]e]9]

DEPARTMENT HEALTH - BIRTH HNAME INQUIRY
LAST NAME: FIRST: 1 MONTH: 01 YEAR: 1961 RETURN:
Fhkkkkkkkkkxxxx THFORMATION ON THIS SCREEN IS CONFIDENTIAL ***%%&kddkdkkkiitiird
*kkkkkiiiid AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY *%%dddaddkddiidd

8 CERT HO CHILD LAST FIRST MIDDLE BIRTHDATE SEX REMARK
DCH HO MOTHER LAST FIRST M FATHER LAST FIRST M SFX

Fl= F3= F&6=RETURN
F7=RESTART F8=FORWARD F&= Fl0= Fl2=
ENTER CHILDS LAST HAME, FIRST INIT, DATE

1: dns-term | 2 GTE

Contected to zdcipod. intra. state.mo.uz port 1023 10.241.13.14 00:00.015 (08,02 |TO400936 MUK
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Accessing IBTH System

The results of the example search display on the last two (2) lines of the search screen.

e The first line contains the birth information results from the party search:

o The Birth Certificate number issued for 0 The full date of birth (month, day and
the searched party. year) of the searched party.
0 The full name (last, first, and middle 0 The sex of the searched party.

name) of the searched party.

e The second line contains the parental information results from the party search:

0 The Mother’s maiden name (last, first, and middle initial) of the searched party.
0 The Father’s name (last, first, and middle initial) of the searched party.

dns-term - TN3270 Plus

Host Edit “iew Setup Macros Intermet Language Help
t[ 4|9 elEnfR| &[ms[ef B S| Flerlee|[v 2]l als (6] ]e]9]

DEPARTMENT HEALTH - BIRTH HAME INQUIRY
LAST NAME: [ FIRST: JONTH: 01 YEAR: 1961 RETURN:
*hkkkhkdhihhdrdrk THFORMATION ON THIS SCREEN IS CONFIDENTIAL ***%&ddddkidhkddiidd
*hkkkkkkiik AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY *%&ddkdkdkdddidd

& CERT HO CHILD LAST FIRST MIDDLE BIRTHDATE SEX REMARK
DCH HO MOTHER LAST FIRST M FATHER LAST FIRST M SFX
01 21 1861 F
D JOHN H

Fl= F2= F3= Fd= FS= F6=RETURN

F7=RESTART F8=FORWARD F&%= Fl0= Fll= Fl2=

SEARCH COMPLETED FOR CHILD HAME - DOB AS INDICATED S=SELECT REC FINISHED
1: dng-term | 2 GTE

Contected to zdcipod. intra. state.mo.uz port 1023 10.241.13.14 00:00.063 (0213 |TO400249 MUK

When a Missouri birth certificate is located in the IBTH system, a copy of the IBTH screen is to be saved in a Word
document and filed in the ‘I drive’ folder titled ‘IBTH Records’.

IBTH search results can be a single search return or a multiple search return, based on the search criteria used. Both
results (single or multiple) are to be saved.

If the search result is a single return, a screen shot of the IBTH screen is to be obtained and pasted into the Word
document.

e To obtain a ‘screen print’, select:
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Accessing IBTH System

0 Both the ‘shift’ key
0 AND the “Print Scrn/Sys Rq’ button (located in the upper right corner of the keyboard).
If the “Shift’ key is not used, the *Print Scrn” button will automatically send a screen shot to the user’s default printer.

Z11: dns-term - TN3270 Plus
Host Edit “iew Setup Macroz Intermet  Language Help

ool 21" e e 8T W =Y e =) O 2 R M A

DEPARTMENT HEALTH - BIRTH NAME INQUIRY
LAST NAME: FIRST: L MONTH: 01 YEAR: 1961 RETURN:
Fhkkkkkkkkkkkkkd THNFORMATION ON THIS SCREEN IS CONFIDENTIAL *****kddkkdkkdidkid
*Frkkkkikxxx AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY ****xkdkkdidiid

8 CERT HO CHILD LAST FIRST MIDDLE BIRTHDATE SEX REMARK
DCH NO MOTHER LAST FIRST M FATHER LAST FIRST M SFX
01 21 1961 F
D JOHN H

Fl= F2= F3= Fid= FS= F6=RETURN
F7=RESTART F8=FORWARD F9= Fl0= Fll= Fl2=

SEARCH COMPLETED FOR CHILD HAME - DOB AS INDICATED S=SELECT REC FINISHED
1: dns-term | 2 GTE

Connected to sdoipod. intra, state.mo, ug port 1023 10.241.13.14 0000063 0213 |TO400349 ML

If the search result has multiple names returned from the IBTH search, the information on the IBTH screen is to be
‘copied’ and ‘pasted’ into a Word document.

The IBTH screen result will be edited to display only the information about a specific party that matches the search
request.
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Accessing IBTH System

To “copy’ the IBTH screen so it can be edited:

1) Use the mouse to highlight the search results (be sure to capture all the necessary lines for the party that most

closely matches the search request).

2) Use the ‘copy’ button provided, to copy the highlighted portion of the IBTH screen.

":l 1: dns-term - TN3270 Plus

Host  Edit  Wiew Setup  Macros

|3 || Bl sfs|@y &5 S| FlcF[Ff [ 2| sfa]s]e] s

o =] |
net  Language  Help

Sopy DEFPARTHMENT HEALTH - BIRTH NAME INQUIRY

LAST NAME: FIRST: FE MOMNTH: 12 YEAR: 19%6% RETURHN:
FhAkkdkhkdkhkdkkdkdid THEFORMATION ON THIS SCREEN IS CONFIDENTIAT, ****%*&dkdkkikkidididik
FhAkhkdkhkdhkdkd AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY **%*%xkdkkdkdkididid

8 CERT HO CHILD LAST FIRST

MIDDLE BIRTHDATE SEX REMARK
DCH HNHO MOTHER LAST FIRST

M FATHER LAST FIRST M SFX

Fl= F2= F3= Fd= FS5= F&6=RETURN
Fll= Flz2=
— DOB AS INDICATED S=SELECT REC

F7=RESTART F8=FORWARD FO9= Fl0=
SEARCH COMPLETED FOR CHILD HAME

1: dins-term | 2 GTE

FINISHED,

Copy the selaction and put it on the Clipboard

To exit the IBTH system:

10.241.15. 14 o0:00.109 17,80 TO403636 rLIM

1) Type ‘off’ on the command line, i.e., where ‘IBTH’ is typed, insert the letters ‘off’ (remove the ‘H’ that

remains, otherwise an error message will display).

e A user can use the “‘Home’ button to move the cursor to the command line.
[ ]

command line.

2) Select the “enter’ key to proceed.

=) 1: dns-term - TN3270 Plus

_ 1ol x|
Host Edit  Wiew Setup Macros Intermet  Language Help
|3 | ErlEn|a| lss|@| mH| S| FlcRlEe|[1 2| s]als]elv]el9]

DEPARTHMENT HEALTH - BIRTH HAME IHQUIRY

LAST HAME: FIRST: HMONTH : YEAR : RETURHN :
EhEkkhkkAkAkxkhkdrdx THNFORMATION ON THIS SCREEN IS CONFIDENTIAL % % % %% kkdkdkk ok d ok dkookodo&
*hAkhkikkkhdkd AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY *dxdxdxdddddkdhihhd

S CERT HO CHILD LAST FIRST

HMIDDLE BIRTHDATE SEX REMARK
DCH HO HMOTHER LAST FIRST

M FATHER LAST FIRST M SFX

Fl= F2= F3= Fd=
DFHAC2001 12/07/2010 12:04:07 CICSPROD
Check that the transaction name is correct.

1: ds-term | 2: GTE

Connected to sdcipod.intra.state.mo.us port 10235

FS5= F&6=RETURN
Transacticon "OFFH'™ i=s not recognized.

10.241.135.14 00:00.000 |01,01 TO405556 LI

Or the user can place the cursor on the command line by using their mouse to “click’ the cursor onto the
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Accessing IBTH System

A user is successfully logged off the system when the system displays the “login’ screen for the Missouri Department
of Social Services Network screen.

The user can close the screen by selecting the “x” in the upper right corner of the screen.

'=1: dns-term - TN3270 Plus

Host  Edit “Wiew Setup Macros Intermet  Language Help

t| v (B eelERl x| B &) Fcrlee [ 25| as(6] [s]9]

MISSOURI DEPARTMENT OF SOCIAL SERVICES NETWORK
TERMINAL ID : T0400986
IP ADDRESS : 10.33.115.140

ENTER DESIRED APPLICATION, FOR EXAMPLE

PROD CICS PRODUCTION

WE E-MAIL/STARPRO

FAPC FAMIS PRODUCTION

MAPC MACES PRODUCTION

1: dns-term | 2 GTE

Connected to sdcipod. intra. state. mo.us port 1023 10.241.13.14 00:00.015 |24.10 |TO400336 HUM

When a Missouri birth certificate is located in the IBTH system, a copy of the search result is to be saved.
e A Word document will be used to capture the results of the IBTH search.

e The Word document is to be filed on the ‘I drive’ in a folder titled ‘IBTH Records’.
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Accessing IBTH System

When the IBTH search is a single party:

e Select both the ‘shift” key AND the ‘Print Scrn/Sys Rq’ button (located in the upper right corner of the
keyboard) to capture a screen shot of the IBTH screen information.

e ‘Paste’ the screen shot into a Word document.

r"' NEFEEFEAY- A== =[]al & i Ruer |5 icro d X
- Home Insert Page Layout References Mailings Review View Developer Add-Ins Ly
%
g
Host Edt Wiew Setup  Macros Internet Language Help
]3| oejmR| b|%\®| B &) FlrElFef v 2]afals|s]ile]9]
LAST NAME: FIRST IONTH: 01 YEAR: 1961 RETURN:
*kxakkkrkkxxwxx INFORMATION ON THIS SCREEN IS CONFIDENTIAL ***#askkkadkdsdkasns
Akkkkkkkkks AND SHALL BE USED FOR OFFICIAL STATE PURPOSES ONLY *#&&dkkkkdkkdaks
S CERT NO CHILD LAST FIRST MIDDLE BIRTHDATE SEX REMARK
DCH NO MOTHER LAST FIRST M FATHER LAST FIRST M SFX
000635 01 1961 F
Fl= F2= F3= Fd= F5= F6=RETURN
F7=RESTART F8=FORWARD F9= Fl1l0= Fll= Fl2=
SEARCH COMPLETED FOR CHILD NAME - DOB AS INDICATED §S=SELECT REC FINISHED
1; dng-term ]2' GTE E
Connected to sdeipod intra. state. mo.us port 1023 10.241.13.14 00:00,000 02,13 [TO403696 UM i x
=]
¥
il I ;
Page:l of1 | Wordsi0 | <% | &3 EEEEETT e i+

Save the Word document in the ‘I drive’ folder titled ‘IBTH Records’.

e Title the Word document using the information from the search, i.e., last name, first name, and middle name;

month, day and year of birth.
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Accessing IBTH System

Example: Brown, Charles L_01-21-1961
-loix]

‘@T)G | |~ Computer ~ Shared (\\SDHLFILP4097, state.mo.us) (L) = CPHDivision = SHCN = IBTH Records - Lﬁ_:] | Search IETH Records @

Organize *  Bum  New folder 2= - O @

i Favorites 21 Mame - | Date modified | Type | Size |

‘Eg Brown, Charles L_01-21-1961 10/2/2014 11:44 AM Microsoft Office Wa... 18 KB
L Libraries

1M Computer
&, ospisk (c3)
5 0D0 (G:)
o Wilkel (WSDUPFILP4085.state.mo.us\HLusers) {H:)
# Shared (\\SDHLFILP4057. state.mo.us) {I:)
., CPHDivision
. DCPH
.. DCPH References and Procedures
| Eguity
SHCM
| DER Sweeper
| 1Administrative
|, 1Contracts
|, AFER Workgroup
|| DCPH
| Dental Survey
. FISCAL
| Forms
. IBTH Records:
. Programs
. Reports
, RESOURCES
|, Rules
|| SBARs
| STAFF

|, Training Material
. LNIT

SHS |4l | »]
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Accessing IBTH System

When the IBTH search returns multiple parties:
¢ Highlight the IBTH screen information.
e ‘Paste’ the highlighted information into a Word document.

e Edit the entry in the Word document, by deleting any search return information that does not match the search
criteria provided in the request.

Only the edited Word document is to be saved on the ‘I drive’ folder titled ‘IBTH Records’.
[@.' QEEAY- L 35'|§rﬂ%l 45 Tl Ruler | # Documents - Microsaft Word = B

Home Inzert Page Layout References Mailings. Review: Wigw Developer Add-Ins l@'

il
[BTHDEPARMNTI{EALTH-B[RTHNAI\[EH‘IQU[RY',T
LAST-NAME:-ATLLEN-- - FIRST: R-MONTH:-12-YEAR:-1960-RETURN:-

Aok ook Rk TN TORMATION-ON-THIS SCREEN-IS-CONFIDENTIAL- *******************r
Hodetocolekl AND-SHALL BE-USED-FOR-OFFICIAL-STATE-PURPOSES-ONLY- ***************{

I'

3:CERTNO---CHILDLAST----~FIRST~- MIDDLE -BIRTHDATE-SEX REMARK

DCN-NO-MOTHERLAST - FIRST++~M-FATHERLAST~-FIRS T~ M-SFX-
077421 Brown Charles L 01211961
Baxter Brenda L Brown John H
"
Page:1ofl | Words:122 | 5 | 53 | Idgiﬁ.ia-zuzm
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Accessing IBTH System

1. The designated Central Office staff member will return the IBTH search results in an email to the Service
Coordinator who made the request.

2. Ifthe IBTH search located a Missouri Birth Record, the email will include a uniform statement that is to be used
in SHS Information System to document the results of the IBTH search.

Documentation in the SHS Information System is only required if a party becomes a registered SHS participant.
4. The uniform statement to be used for documentation purposes when an IBTH search confirms Lawful Presence:

A Department of Health Birth Name Inquiry screen search confirmed a registered Missouri birth certificate
CERTIFICATE NUMBER for PARTY NAME.

5. If additional documentation is required, the email will include a statement that indicates:
e A birth certificate number was located for a person matching the search criteria provided, but
e Additional verification is needed to link the name the party is currently using to the IBTH search results.

The uniform statement to be used for documentation purposes when additional verification is needed to confirm
Lawful Presence is:

A Department of Health Birth name Inquiry screen search confirmed a registered Missouri Birth Certificate,
number CERTIFICATE NUMBER, for PARTY NAME AS IT APPEARED IN IBTH. Additional
documentation is required to verify current name to IBTH search information.

6. The uniform statement to be used for documentation purposes when an IBTH search cannot confirm Lawful
Presence:

A Department of Health Birth Name Inquiry screen search was unable to locate a registered Missouri birth
certificate for PARTY NAME.
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