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New Certified Entity 



 4 

Use this checklist when creating a new AOP certified entity. 

Skip step 1 if the facility already exists in TxEVER. 

TxEVER AOP Checklist: New Certified Entity 

☐ 1. Login and go to library maintenance 

☐ 2. Create a location 

☐ 3. Create a user 

☐ 4. Add locations to the user 

☐ 5. Add contact information and processes to user 

☐ 6. Designate as AOP user in AOP User Management 

☐ 7. Updating Training and Certification Dates 

☐ 8. Deleting Active Entry of Former Employee 
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1. Login and go to library maintenance 

Step 1: Click here to open the 

TxEVER login page. 

Click here to report 

issues with TxEVER 

Log into TxEVER via the web https://txever.dshs.texas.gov/TxEverUI/Welcome.htm 

You can also contact the TxEVER Local Administrator of your facility to create an account for you in TxEVER. 

You can also send an email to the TxEVER Help Desk from within TxEVER. 

Click “User Enrollment” to: 

• enroll in TxEVER for the first time,  

• change your location, or 

• add a new location to your account. 

https://txever.dshs.texas.gov/TxEverUI/Welcome.htm
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1. Login and go to library maintenance 

Step 1: Select Birth Module Tab. 

Step 2: Click dropdown arrow next to TOOLS to 

be taken to library maintenance options. 

Step 3: Select Attorney Office to start 

a create, edit, or disable an attorney 

office. 
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Edit a location by clicking on the facility in the table and then clicking “Edit.” 

2. Create a location 

Step 5: Click “Save” 

Step 4: Fill in information on the form 
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3. Create a user 

Step 1: Select Global Module Tab. 

Step 2: Click dropdown arrow next to TOOLS. 

Step 3: Select “Security” then “User 

Maintenance” to add, edit, or 

deactivate users. 
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The user will then receive an email with their username and a temporary password. 

You can also reset a password or unlock a user from this screen by selecting their name in the table. 

3. Create a user 

Step 3: Enter user’s information then 

click “Save” 
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If you are not creating a new user, you can also get to location maintenance by clicking 

“Add/Edit Locations” in the center of the screen or within the Record menu. 

3. Create a user 

Step 3: Click “OK” to go to location 

maintenance. 
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The locations will appear as a list on the right side of the page, but sometimes you need to search for the facility first. 

4. Add locations to the user 

Step 3: Select the location type. 

Step 3: Click on search to find a facility.  

Type the first 3 characters of the facility name, 

then those locations will populate the dropdown. 
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4. Add locations to the user 

Step 3: Select the location. 

Step 3: Click on the bottom arrow to 

assign the selected location to the user 

by moving it to the right. 

Step 3: Click “Save” once the 

appropriate locations are on the 

right side. 
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5. Add contact information and processes to user 

Step 3: Add contact information for 

user. The Email Subscription type 

should be “AOP users” 

Step 3: Click “Generate Pin” to 

send an email with the new pin 

to the user. 
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5. Add contact information and processes to user 

Step 3: Click on the top arrow to assign 

the selected process to the user by 

moving it to the right. 

Step 3: Click “Save” once the 

appropriate locations are on the 

right side. 
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5. Add contact information and processes to user 

AOP User Management 

Go to: Global   -->  Tools   -->  Security   -->  
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6. Designate as AOP user in AOP User Management 

Step 3: Select location type. 

Step 3: Select location name. 

The user ids are displayed in the bottom half of the screen. 



 17 

6. Designate as AOP user in AOP User Management 

Step 3: Select a user ID. That user’s information will prepopulate in gray area below. 

Step 3: Enter user’s AOP information. 

Step 3: Click save to designate that 

user as an AOP user for that facility. 

If a user is certified for AOPs at multiple locations, then you need to designate them as an AOP user in each location. 

To edit or remove an AOP user, click the user in the table then click “Edit” or “Delete.” 
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7. Update Training and Certification dates 

Search for User > Edit > Save 

Select Location Type and Location Name. At the bottom you will see all of the users. 

Select the user you wish to update. Click “Edit”; update the dates and click “Save”. 

• Edit 

• Update fields 

• Save 

Select the User 
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8. Delete the Active Entry of a Former Employee 

Search for User > Edit > Save 

Select Location Type and Location Name. At the bottom you will see all of the users. 

Select the user you wish to update. Click “Edit”; update the dates and click “Save”. 

Click ‘Delete’. You 

will be prompted to 

confirm. 

Select the User 
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AOP Registration User Guide: 

View AOP (OAG) 
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Use this checklist when viewing an AOP (OAG or State users only). 

TxEVER AOP Checklist: View AOP 

☐ 1. Login and go to View AOP 

☐ 2. Search for an AOP 

a. “Search for Birth Records” to find AOPs 

attached to birth records. 

b. “Search for Completed AOPs Not Attached to 

Births” to find AOPs not attached to birth 

records. 

☐ 3. Print the AOP (From Where = “B”)  
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1. Login and go to View AOP 

Step 1: Click here to open the 

TxEVER login page. 

Click here to report 

issues with TxEVER 

Log into TxEVER via the web https://txever.dshs.texas.gov/TxEverUI/Welcome.htm 

You can also contact the TxEVER Local Administrator of your facility to create an account for you in TxEVER. 

You can also send an email to the TxEVER Help Desk from within TxEVER. 

Click “User Enrollment” to: 

• enroll in TxEVER for the first time,  

• change your location, or 

• add a new location to your account. 

https://txever.dshs.texas.gov/TxEverUI/Welcome.htm
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1. Login and go to View AOP 

Step 1: Select Birth Module Tab to 

start the AOP registration. 

Step 2: Click dropdown arrow next to FUNCTION 

to be taken to registration options. 

Step 3: Select View AOP to start a 

search, view, and print an AOP. 
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The binoculars icon has the same function as the “Search Birth Records” option. 

2. Search for an AOP Step 4: Click the dropdown arrow next 

to “Record” to see a list of actions you 

can do with this record. 

Click “Search Complete AOPs Not Attached to 

Births” to locate AOPs that are not attached 

to a birth record. 

Step 5: Click “Search Birth Records” to 

locate AOPs attached to birth records. 
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Hold down the SHIFT or CTRL keys to select multiple records. 

2. Search for an AOP 

Scroll down to see more search fields such as AOP number. 

Step 6: Enter information into 

search screen. 

Step 7: Click the record(s) then click 

“Select Record(s)” to view them 



 26 

 

 

AOP/Birth information displayed on screen. 
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3. Print the AOP (From Where = “B”)  
Step 8: Click the dropdown arrow next to 

“Record” to see a list of actions you can do 

with this record. 

Step 9: Click “View AOP forms” to view the 

AOP form(s) for this record. 
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Columns can be adjusted so that more information is hidden/visible. See page 43. 

3. Print the AOP (From Where = “B”)  

Step 10: Click “View AOP form” to view the 

AOP form. The AOP will appear as a PDF that 

can be printed, saved, or zoomed. 

Scroll to see more information about AOP. 
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The “B” AOP is the official AOP that should be used. It contains the final AOP 

information that was released to the Texas Vital Statistics Section. 

3. Print the AOP (From Where = “B”)  

Some AOPs have multiple AOPs. 

Scroll to the right to view “From Where.” The 

“B” AOP is the official AOP that should be used. 
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3. Print the AOP (From Where = “B”)  

AOP appears as a PDF in a 

popup window. 

 

Step 17: Print or save the 
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View and print the signature for each signatory with “signature document on file.” You may need to print up to 4 different forms. 

Forgot your password? 

 

Click here to reset password. 

Type your TxEVER user 

name and password. 

 

Click Login. 

Enter father’s 

information 

 

Hover over 

“View Signatures” 

If a signed AOP is uploaded, then “Signature Document on File” will print on the 

AOP form instead of a signature. 

 

View and print a signed AOP form by using “View Signatures.” 
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AOP Registration User Guide: 

State (VSS) AOP Registration 
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Use this checklist when viewing an AOP (OAG or State users only). 

TxEVER AOP Checklist: State AOP Review 

☐ 1. Login and go to State AOP Review 

☐ 2. Open “AOPs Completed only on Paper” queue 

☐ 3. Record —> “Print” the AOP  

☐ 4. Look at the marital status boxes to see if it is a 2 

or 3 party AOP  

☐ 5. Verify that there are 2 signatures for a 2 party 

AOP or 4 signatures for 3 party AOP 

☐ 6. Click “Record —> Accept”  
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You can also contact the TxEVER Local Administrator of your facility to create an account for you in TxEVER. 

You can also send an email to the TxEVER Help Desk from within TxEVER. 

1. Login and go to State AOP Review 

Step 1: Click here to open the 

TxEVER login page. 

Click “User Enrollment” to: 

• enroll in TxEVER for the first time,  

• change your location, or 

• add a new location to your account. Click here to report 

issues with TxEVER 

Log into TxEVER via the web https://txever.dshs.texas.gov/TxEverUI/Welcome.htm 

https://txever.dshs.texas.gov/TxEverUI/Welcome.htm
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1. Login and go to State AOP Review 

Step 2: Select Birth Module Tab. 

Step 3: Click dropdown arrow next to FUNCTION to 

display the birth record functions 

Step 4: Select Review to display the 

birth review queues. 

Step 5: Select State AOP Review to 

review AOPs submitted to the state. 
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Records in the right drop down menu are organized by date of birth. 

State AOP Review Queues 

Step 6: Select an AOP Review Queue 

Filter. 

Step 7: Select a name from the 

Unresolved queue. 
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State AOP Review Queues 

Partial AOPs Not Attached to Registered Birth Records queue 

contains submitted partial pre/post-birth AOPs that are not 

matched to a birth. 

Partials appear in this queue 6 months after submission, and 

they are deleted 2 years after submission 

Partial AOPs Attached to Released Birth Records 

queue contains any birth records with partial AOPs 

that were submitted within 5 days of birth. 

Birth records are automatically rejected back to 

facility’s “rejected records” birth queue after 5 days 

after date of birth. 

AOPs Completed Only on Paper and Not Through Electronic 

Signature queue contains submitted complete pre/post-birth 

AOPs that are not matched to a birth. 

AOPs appear in this queue 6 months after submission. 

Complete AOPs Not Attached to Registered Birth Records 

queue contains submitted complete pre/post-birth AOPs that 

are not matched to a birth. 

AOPs appear in this queue 6 months after submission. 

Complete AOPs Attached to Birth Records queue contains 

complete pre/post-birth AOPs that have been matched to a 

birth and released to the state. 
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State AOP Review Queues 

Step 7: Select a name from the 

Unresolved queue. 

Record information appears 

on the left side of page. 
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State AOP Review Queues 

Step 8: Use the record menu to 

process the selected AOP record. 
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State AOP Review Queues: Record Menu 

VIEW AOP FORMS 

All queues: View and print the AOP forms associated with the AOP/birth 

SEARCH FOR BIRTH MATCH 

Complete AOPs Not Attached queue: Search for a matching birth record 

using child, mother, and/or father information 

LINK TO BIRTH RECORD 

Complete AOPs Not Attached queue: Link the selected birth record to the 

AOP. User must search for a birth match and select a potential match first 

REJECT 

Complete AOPs Attached queue: Reject the AOP-birth match back to facility 

AOPs Completed Only on Paper queue: Reject the uploaded AOP form back 

to facility after verifying it is NOT signed or complete 

ACCEPT 

Complete AOPs Attached queue: Accept the AOP-birth match 

AOPs Completed Only on Paper queue: Accept the uploaded AOP form after 

verifying it is signed and complete 

PRINT —> ACKNOWLEDGEMENT OF PATERNITY 

All queues: View and print the official birth AOP form 

VIEW SIGNATURES —> AOP/DOP 

All queues: View and print uploaded signed AOP forms for each signatory. 

Use this option if “Signature Document on File” appears on printed AOP, or 

when monitoring the AOPs Completed Only on Paper queue. 
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AOP Registration User Guide: 

Certified Copies of AOPs 
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Use this checklist when viewing an AOP (OAG or State users only). 

TxEVER AOP Checklist: Certified Copy of AOPs 

☐ 1. Login and go to View AOP 

☐ 2. Search for an AOP 

a. “Search for Birth Records” to find AOPs 

attached to birth records. 

b. “Search for Completed AOPs Not Attached to 

Births” to find AOPs not attached to birth 

records. 

☐ 3. “Print” the AOP (From Where = “B”)  

☐ 4. Click the AOP (To make a blue box)  

☐ 5. Copy the AOP onto the word document with 

certification statement and black squares 
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AOP Registration User Guide: 

AOP Rescission 
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Refer to View AOP on page 17 for more details. 

1. Search for a record in View AOP 

Close transaction by clicking Complete Request 
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Be sure that a proper AOP rescission form or court order has been received! 

2. Rescind the AOP 

Step 1: Click the record menu to 

access actions for the AOP. 

Step 2: Click Rescind to 

rescind the AOP 
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Enter “T” to enter today’s date! 

3. Enter Rescission Details 

Close transaction by clicking Complete Request 

Step 3: Enter rescission 

details for an administrative or 

court ordered rescission. 

Step 4: Scan or upload AOP 

rescission paperwork 
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Enter “T” to enter today’s date! 

3. Enter Rescission Details 

Close transaction by clicking Complete Request 

Step 5: Click Rescind. 
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TxEVER may take up to 10 seconds time to rescind the AOP. Do not re-click “OK.” 

3. Enter Rescission Details 

Close transaction by clicking Complete Request 

Step 6: Enter mandatory 

comment. 
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3. Enter Rescission Details 

Close transaction by clicking Complete Request 

Step 9: Click AOP 

Rescission Review 

Step 7: Click Functions to access 

different birth processes. 

Step 8: Click Review to see 

the birth review queues 
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3. Enter Rescission Details 

Close transaction by clicking Complete Request Step 10: Select an 

unresolved work queue filter 

Step 11: Select a record. 
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3. Enter Rescission Details 

Close transaction by clicking Complete Request 
Step 10: Select an 

unresolved work queue filter 

Step 11: Select a record. 

Step 13: Click Accept to 

accept the AOP rescission. 

Step 12: Click the record menu to 

access actions for the AOP. 
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3. Enter Rescission Details 

Close transaction by clicking Complete Request 
Step 10: Select an 

unresolved work queue filter 

Step 11: Select a record. 

Step 13: Click Accept to 

accept the AOP rescission. 

Step 12: Click the record menu to 

access actions for the AOP. 

Congratulations! The AOP is now rescinded, and the AOP form cannot be printed. 
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The AOP rescission letter is not uploaded to TxEVER yet. 

A fee transaction may or may not accompany the AOP rescission. 

3. Generate Rescission Letter 

Close transaction by clicking Complete Request 
Step 10: Select an 

unresolved work queue filter 

Step 11: Select a record. 

Step 13: Click Accept to 

accept the AOP rescission. 

Step 12: Click the record menu to 

access actions for the AOP. 

Congratulations! The AOP is now rescinded, and the AOP form cannot be printed. 

Step 13: Click Generate 

Rescission Letter 

Step 14: Click the record menu  
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AOP Registration User Guide: 

Appendix E: Logging in 
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1. Login and go to Birth Registration 

Step 1: Click here to open the 

TxEVER login page. 

Click here for the initial 

enrollment in TER. Click here to report 

issues with TxEVER 

Log into TxEVER via the web https://txever.dshs.texas.gov/TxEverUI/Welcome.htm 

https://txever.dshs.texas.gov/TxEverUI/Welcome.htm


 57 

 

Step 2:  Click Yes to agree to 

the terms and conditions and 

gain access to TxEVER. 
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Forgot your password? 

 

Click here to reset password. 

Step 3: Type your 

TxEVER user name and 

password. 

Step 4: Type your 

TxEVER user name and 

password. 
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Forgot your password? 

 

Click here to reset password. 

Type your TxEVER user 

name and password. 

 

Click Login. 

Step 5: Select your user location. Use 

dropdown if you have multiple locations/

offices. 

Find important news and updates in the 

TxEVER broadcast message area. 

Step 6: Click “OK.” 
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AOP Registration User Guide: 

Appendix B: State AOP Review 

Queues 
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Records can only be accepted or rejected in the “Complete AOPs Attached to Birth Records” and “AOPs Com-

pleted Only on Paper” queues. 

State AOP Review: Accepting and Rejecting 

Step 10: Review the record on the right 

and the left. 

 

Step 11: Click “Accept” or “Reject” as 

necessary. 
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State AOP Review: Accepting and Rejecting 

Review the record on the right and the left. 

 

Step 10: If the records do not match, then 

click “Reject.” 

Step 12: If the AOP-birth match is rejected, 

then add a comment for the facility. 
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State AOP Review: Searching and Linking to Birth 

Step 9: Select “Search for a Birth 

Match.” 
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State AOP Review: Searching and Linking to Birth 

Mother and child information will be 

prepopulated in form. 

 

Step 10: Click “Search.” 
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Potential birth matches will be shown in a table at the bottom of the page. If no matches are found, you 

may need to change what was entered into the search window. 

State AOP Review: Searching and Linking to Birth 

Step 11: Select a potential birth 

match. It’s information will appear in 

the right column. 
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“Link to Birth Record” can only be selected if a record has been searched and displayed in the right column. 

State AOP Review: Searching and Linking to Birth 

Step 12: Select “Link to Birth Record.” 
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AOP Registration User Guide: 

Appendix C: Change AOP from 2 

to 3 party   
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1. AOP is currently a 2-party AOP 
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Refer to the AOP Registration user guide for more details. Be sure to submit the AOP! 

2. Create new post-birth AOP signed by all parties 
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Email a copy of the AOP to the VSS AOP specialists with the subject line: 

Change 2 party AOP to 3 party: AOP #(__). 

3. Certified Entity Notifies VSS 

Certified entity should 

notify VSS that AOP is 

complete, and that it is 

changing from 2 to 3 

party 
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The AOP sent from the certified entity will be 3 party, but the current AOP will still be 2 party. 

Print out both for your reference. 

4. Print the emailed AOP and the current AOP 

Current 2-party AOP printed from 

Birth Legal View or View AOP New emailed complete 3-party AOP 
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An authorization correction will allow you to change information 

on the birth record without a formal amendment.  

5. File an authorization correction 

Step 2: Click Corrections to see birth 

correction types. 

Step 1: Click Record to access actions 

for the birth record. 

Step 3: Click 

Authorization Correction. 
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Only marital status, AOP involved, presumed father information, and paternity questions should be changed 

when converting an AOP from 2-party to 3-party (even if other items are different on submitted AOP). 

5. File an authorization correction 

Step 5: Make an 

appropriate change. 

Step 7: Upload the 2-

party and 3-party AOP as 

supplemental documents. 

Step 6: Add a comment. 

Step 8: Save the 

documents. 
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Only marital status, AOP involved, presumed father information, and paternity questions should be changed 

when converting an AOP from 2-party to 3-party (even if other items are different on submitted AOP). 

5. File an authorization correction 

Step 9: Click Confirm 

Changes to save the changed 

fields. 
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The father information will be deleted if you change mother’s marital status. 

5. File an authorization correction 

Step 10: Click Yes. 

Step 11: Click Yes. 
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Although presumed father’s information is being added to birth record, 

it will not appear on the legal birth record. It will only be on the AOP. 

5. File an authorization correction 

Step 12: Go to 

presumed father tab 

Step 13: Enter blank 

information by clicking 

on the wrench. 
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The father information will be deleted if you change mother’s marital status. 

Go back and cancel the changes. 

6. Cancel Father Changes 

Step 14: Remove all 

father changes. 
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There should only be changes to fields for presumed father, date AOP signed, 

married within 300 days, mother married, and paternity genetic testing. 

6. Verify that changes are correct 

Step 15: Verify changes 

are correct 
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Although presumed father’s information is being added to birth record, 

it will not appear on the legal birth record. It will only be on the AOP. 

5. File an authorization correction 

Step 16: Submit the 

authorization correction 
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Although presumed father’s information is being added to birth record, 

it will not appear on the legal birth record. It will only be on the AOP. 

5. File an authorization correction 

Step 16: Submit the 

authorization correction 
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There should only be changes to fields for presumed father, date AOP signed, 

married within 300 days, mother married, and paternity genetic testing. 

6. Verify that changes are correct 

Step 18: Select 

Authorization Correction. 

Step 19: Select 

registrant. 

Step 20: Accept 

the correction 

using the green 

check 
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6. Supervisor approves authorization 

Step 12: Verify changes 

are correct 

Step 21: Enter a 

supervisor pin. 
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6. Supervisor approves authorization 
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6. QA approves authorization 

Step 18: Select 

Authorization Correction. 

Step 19: Select 

registrant. 
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6. QA approves authorization 

Step 18: Select 

Authorization Correction. 

Step 19: Scroll down and click “Go” 
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Once the authorization adding presumed father is approved, 

the original signed/complete AOP will not be attached to the birth record. 

6. QA approves authorization 

Step 20: Accept 

the correction 

using the green 

check 
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6. Go to State AOP Review 
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This AOP must be connected to the birth record in State AOP R AFTER an authorization  

correction is completed to change the AOP fields on the birth record. 

6. Go to State AOP Review 

Step 18: Select Complete AOPs Not 

Attached to Registered Birth Records 
Step 19: Select 

registrant. 
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Mother and child information will be already filled in. 

If there is already a father on the record, you can search using his information too. 

6. Go to State AOP Review 

Step 19: Click search. 
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The original AOP number and information will print onto the AOP. Only the signatures, date signed, marital 

status, genetic testing, and presumed father information will be different. 

6. Go to State AOP Review: Select a birth record 

Step 19: Select link to birth record 

to link this 3-party AOP to the birth. 
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View and print the signature for each signatory with “signature document on file.” You may need to print up to 4 different forms. 

 

File an authorization correction on the 

birth record to add a presumed father. 

Upload a copy of the new and the old 

AOPs as a supporting document 

(put the entire process in the appendix) 
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View and print the signature for each signatory with “signature document on file.” You may need to print up to 4 different forms. 

 

Go to state AOP review and lo-

cate the submitted AOP. Search 

for a match and link to birth rec-

ord 
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View and print the signature for each signatory with “signature document on file.” You may need to print up to 4 different forms. 

 

Go to view AOP and verify that 

the new 3 party AOP can be 

printed out. 
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AOP Registration User Guide: 

Appendix E: Upload AOP Form 
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The original AOP number and information will print onto the AOP. Only the signatures, date signed, marital 

status, genetic testing, and presumed father information will be different. 

6. Go to Upload AOP Form 

Step 19: Select link to birth record 

to link this 3-party AOP to the birth. 
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6. Go to Upload AOP Form 

Step 19: Select link to birth record 

to link this 3-party AOP to the birth. 

Search for an incomplete AOP. 

Upload an AOP form to a 

specific AOP record. 

Upload an AOP form to a 

specific location. 
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6. Go to Upload AOP Form 

Step 19: Select link to birth record 

to link this 3-party AOP to the birth. 

Search for an incomplete AOP. 

Upload an AOP form to a 

specific AOP record. 

Upload an AOP form to a 

specific location. Upload an AOP form to a 

specific AOP record. 
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6. Go to Upload AOP Form 

Select signatures on the form. 

Choose a file to upload. 

Click Save. 


