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Registration and Record Retrieval 
TER-participating local registrars can use the system for a variety of functions.  

• To retrieve only those birth records are associated with the registration district. 

• To create birth records for the following types of non-institutional births: 

• Home Births 
• Foundling 
• Born at Non-Participating Facility 
• Born En Route to Non-Participating Facility 

 
 

Search Features 
Local registrars using TER also have capacity to search for birth records that are needed 
for updating, printing and/or viewing. 
 
      Quick Search 

This feature is for conducting a ‘quick search’ by viewing a list of birth records that 
are unresolved and/or not yet filed with the TDSHS.  The Quick Search/Unresolved 
Work Queue contains the following filters: 
• Unsent Paternity 
• Uncertified Records 
• All 

 
The Quick Search/Unresolved Work Queue lists the records in alphabetical order 
and identified by the following 

• Child’s Last Name 
• Child’s First Name 
• Child or Mother Indicator (C or M) 
• Date of Birth  

     If the child’s information is not available, the child’s name will be replaced by the        
     mother’s name.  This will be followed by an (M) to indicate mother. 
 
     Search Engine/Open Birth Record  
     TER has the capacity to conduct a random access search that will return only records 
     associated with a given local registrar.  
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The Search Engine/Open Birth record will return only records that are associated with the 
Local Registrar.  This includes the following records: 

1. Records that have been created by the local registrar and are resolved or 
unresolved. 

2. Records that were NOT created by the Local Registrar; however, the place of 
birth is associated with the Local Registrar’s district. 

 
The system will support the following search criteria for the Search Engine/Open Birth 
Record: 

• Child’s First Name 
• Child’s Middle Name 
• Child’s Last Name 
• Child’s Suffix 
• Child’s Date of Birth 
• Child’s Sex 
• Mother’s First Name 
• Mother’s Middle Name 
• Mother’s Maiden Surname 
• Mother’s Suffix 
• Mother’s Date of Birth 

 

Local Registrar Work Queue 
Once a birth record is batch printed and has a corresponding State File Number assigned, 
the system routes the electronic data to the associated Local Registrar Work Queue.  The 
Local Registrar retrieves the birth record from the queue and subsequently assigns a 
Local Registrar Number/Local File Date and prints the record for the local’s files. 
 
TER retrieves the record to the screen where the Local Registrar responds to the 
following fields: 

• Local File Number 
• Local File Date 

 
TER provides the capability to print the birth certificate formatted to follow the state’s 
form VS 111.3 Rev 9/03 (Local Registrar Version).  The system also supports a 
mechanism to reprint the birth certificate should the initial print be unsuccessful. 
 
 
 
 
 
 
 
 
 



 

Go to Queues
then Records 
Acceptance.

Local Registrar – Records Acceptance
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose a file 
from the ‘Current
Record’ pick-list

Local Registrar – Records Acceptance
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Assign your 
local file 
number and 
local file date 
to the record, 
then click 
‘Save’.

Local Registrar – Records Acceptance

 
 

Choose the 
“Print” icon

After the 
certificate is 
successfully 
printed, 
complete the 
Local 
Registrar’s 
signature 
item, then 
index and 
issue as 
usual.

Local Registrar – Records Acceptance
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Birth Certificate (Local Version) 

Local Registrar Birth Lookup

• Log in to TER.
• Processing/Birth/Queues/Record Acceptance
• Search 
• Enter local registrar file number
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LR Birth Lookup continued. . .

• Use if local registrar file number is unknown.
• Processing/Birth/Functions/Registration Inhouse.
• Search.
• Enter child’s information/ search / select record.
• Obtain local registrar file number.
• Follow previous slide steps.
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