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Local Registrar / Birthing Facility – Starts Birth Record 

� Log into TxEVER and Select the BIRTH Tab 
�Start a new Record 
�Complete All yellow fields on all tabs 

 Some Tabs will appear based on selections 
� Print Verification of Birth Facts and have Parents Sign 

Birth Certifier – Certifies and Releases Record 

� Log into TxEVER and Select Birth Tab 
�Reviews Birth Data for Accuracy 
�Certifies Birth Record 
�Releases Birth Record to the State 

~ State Office Reviews and Accepts the Record ~ 
Local Registrar – Accepts and Prints the Record 

� Log into TxEVER and Select the BIRTH Tab 
�Accept the record 
� Print the Local Copy – the Local file number and Local File Date will be 

automatically assigned. 
� Index the new record within the Local’s Files 



 4 

Enters current date in any date field.             T or 
Enters the current date and you can populate a day before or after.         T and  or 
Moves forward from one box/field to another box/field.          Tab or 
Moves backward from one box/field to another box/field.  Shift Tab or  + 
Activates the next button on the page.       Enter or 
Enters selection from pick list of a dropdown list. Scroll through that letter.  1st Letter of a Word 
Selects a radio button or check box.  Space Bar or 
Moves from one radio button to the next. Right to Left or Left to Right.  Arrow Keys or  or 
Opens a dropdown list.  Down Arrow or  
Closes a dropdown list. Escape or  
Saves the current record.  Ctrl + S or  + 
Selects the associated State by typing the first letter. State Abbreviations 
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ALT Code Name  ALT Code Name 
128 Ç Diacritical Mark  0200 È Diacritical Mark 
142 Ä Diacritical Mark  0205 Í Diacritical Mark 
144 É  Diacritical Mark  0207 Ï Diacritical Mark 
153 Ö Diacritical Mark  0204 Ì Diacritical Mark 
154 Ü Diacritical Mark  0211 Ó Diacritical Mark 
165 Ñ Diacritical Mark  0210 Ò Diacritical Mark 
0193 Á Diacritical Mark  0213 Õ Diacritical Mark 
0194 Â Diacritical Mark  0218 Ú Diacritical Mark 
0192 À Diacritical Mark  0217 Ù Diacritical Mark 
0195 Ã Diacritical Mark  0221 Ý Diacritical Mark 
0235 Ë Diacritical Mark    

TxEVER will allow the use of Diacritical Marks.  To insert a diacritical mark within 
a name, Press and Hold the “ALT” key and type the 3 or 4 digit code.  Release the 
“ALT” key and the respective diacritical mark will appear.  Example: ALT+128 = Ç 

Diacritical Marks 



 6 

BASIC BIRTH REGISTRATION 
Creating the Birth Record 
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Step 1: Click here to 
open the TxEVER log in 

Click here to enroll OR 
update your user account 

Click here to report 
issues with TxEVER 

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

LOG INTO TxEVER 
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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: Click “Log In” 
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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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The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding registration.  
The Dashboard is the most efficient way to track multiple record statuses. 

Step 7: Select Birth Module 
Tab to start the Birth 

Registration. 

Helpful Tip: Click “Show Dashboard” 
for a list of different reports regarding 

records 

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “All Unresolved” or 

“Certification Ready” records 
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DASHBOARD DISCRIPTIONS: 
RECORD NOT FILED WITHIN 5 DAYS OF BIRTH: This will display a list of records that are older than 
5 days from the date of birth.  These records should be filed as soon as possible. 

 

RECORD RETURNED FOR CORRECTION FROM STATE:  Any record flagged for correction will appear 
in this dashboard for your office to review and make corrections.   

 

AOP PENDING:  Based on the registration of a birth record, if the field stated that an AOP is re-
quired, the record will be queued here waiting for AOP matching.  IF your office has indicated an 
AOP is required, submit it as soon as possible to avoid delays. 

 

READY FOR CERTIFICATION:  Birth records that have be fully completed and are waiting for the cer-
tifier to certify and release the record. 

 

ALL UNRESOLVED:  This dashboard will show the entire list of records waiting for resolution.  It will 
include all the listed dashboards and any records that are still within the 5 days. 
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Step 8: Click the dropdown arrow 
next to “FUNCTION” to be taken to 

the Birth Registration 

Step 9: Select “Birth Registration” to start a new 
birth record, search, save, or abandon a record 

from your work queue. 

Abandon Records are removed from the system.  This option should only be used if there are major errors 
and it would be quicker to start a new record, or if the family never completed the parent survey. 
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Start NEW 
Record 

Search for 
a Record 

Save 
Current 
Record 

CANCEL 
current 
changes 
since last 

save 

ABANDON 
a record 

Navigation buttons for 
switching between 

records 

Navigation buttons for 
switching between 

registration tabs in a 
record 
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Step 10: Click NEW Icon to start a 
new record. 

Red Asterisks (*) 
are MANDATORY 
Fields and 
cannot be left 
blank 

Yellow Fields 
without red 
asterisks (*) 
need to be 
addressed but 
are not 
mandatory and 
can be left blank 
or with Unknown 
or a ? mark 
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Use your keyboard’s TAB key to move the cursor to each field.  

Step 11: Fill out all fields by tabbing between each field.  The active field will 
change green.  Some fields will require Double Data Entry.  This helps ensure 

accuracy and to minimize mistakes. 
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Helpful Tip: The Search Icon (    ) can be used to search for a 
registered name or facility and related fields will be automatically 
populated.  Home Births will need all the applicable fields filled 
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Helpful Tip:  Tabs along the Left will 
appear or disappear based on the 

Record type, Marital status, and AOP 
selected 
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Verify a tab has been resolved by looking for the Green Check 
Mark (     ) in the Unresolved/Stakeholders Queue. 

Tabs without the Green Check mark mean there is a field in that 
tab that needs to be resolved before certification can take place. 

Remember to save often using the save icon (     ) at the top of the page or 
the “Save” button at the bottom of the page so you don’t lose information.  
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Step 12: Click Save to Create 
the record. 

Step 13: Click “Next” to advance 
through the Tabs. The Green Arrows 
(           ) on the icon bar can also 
be used to navigate between tabs. 
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Helpful Tip:  Before saving the first 
time, all information on the Newborn 

Tab must be filled out. 
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Step 14: Click “Yes” to proceed. 
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Confirmation boxes will appear 
confirming saves and other 

important information.  

Step 15: Click “Ok” to continue. 
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Helpful Tip:  The “Mother’s Name” on the Newborn Tab is her current 
“LEGAL” name.  The “Mother’s Name” on the Mother Tab is her name prior 

to first marriage or “Maiden Name”. 
 

Helpful Tip 2: This is now the same for the FATHER on the Father’s TAB. 
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Helpful Tip:  The Attendant and Certifier can be searched by Last Name 
using the Green Magnifier Icon (     ). 

Step 16: Click the Green Magnifier 
Icon to Search for the Attendant. 
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Step 17: After Searching Attendant, 
select them from the Dropdown box. 

Helpful Tip:  The Attendant’s Information 
will populate from the TxEVER Database. 

Helpful Tip 2:  The Attendant cannot be located, then clicking the “Add New-” will 
open the fields to allow the attendant to be manually entered. 



 27 

Steps 18 & 19: Repeat Steps 16 & 
17 for Certifier 

Helpful Tip:  If the Certifier cannot be located, selecting other will open the 
fields for the certifier’s information to be entered. 
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Steps 20: Print the Verification of 
Birth Facts for the Mother and 

Father to review and Sign.  It is 
located under “RECORD -> Print -> 

Verification of Birth Facts” 
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Step 21:  Capture the Mother’s and Father’s signatures.  

Helpful Tip: The Signatures can be captured electronically 
or uploaded from a scanned paper copy. 
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BASIC BIRTH REGISTRATION 
Certify & Release Birth Record 
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Step 1: Click here to 
open the TxEVER log in 

Click here to enroll 
Click here to report 
issues with TxEVER 

Once the Record is completed the Birth Certifier 
will need to log in to Certify and Release the birth 

record. 

Click here to enroll OR 
update your user account 
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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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The TxEVER Dashboard is a tool that helps track, analyze, and displays information regarding registration.  
The Dashboard is the most efficient way to track multiple record statuses.  Refer to page 12 for a descrip-

tion of the dashboards. 

Step 7: Select Birth Module 
Tab to start the Birth 

Registration. 

Helpful Tip: Click “Show Dashboard” 
for a list of different reports regarding 

records 

Helpful Tip: Click on Dashboard Filters to see a 
dropdown of record options like “All Unresolved” or 

“Certification Ready” records 
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Step 8: Click the dropdown arrow 
next to “FUNCTION” to be taken to 

the Birth Registration 

Step 9: Select “Birth Registration” to start a new 
birth record, search, save, or abandon a record 

from your work queue. 



 37 

Step 10: Select “Ready for 
Certification” from the 

Dropdown 

Step 11: Select the record 
that is ready to be certified 

and released. 

Step 12: Verify all the Tabs 
have been completed. 
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Step 13: Select Certify from 
the RECORD dropdown. 

After you have Certified a record, and if you discover a mistake, you can select “De-Certify” to go back and 
fix that mistake.  After the mistake has been corrected, repeat this step to certify it again. 
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Step 14: After Reviewing the data, 
Click the Check Box and Enter your 

PIN.  Click OK to Certify. What if I forgot my Pin? 

Click Forgot Pin and your Pin 
will be emailed to the address 
associated with your account. 
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Step 15: Click “Yes” 
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Step 16: After Successfully 
Certified, Click Release from 

the RECORD dropdown. 
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Step 17: The system will 
check the record again and 
ask if you wish to release 
the record.  Click “Yes” to 

release the record. 
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Step 18: Click “OK”.  The 
record has been 

successfully released to the 
State for review. 
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The state will review the records, assign a state file 
number, and print the state’s copy of the record.  

Once this is completed the record will be sent on to 
the Local Registrar. 
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BASIC BIRTH REGISTRATION 
Local Registrar Accept & Print 

Birth Record 
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The Local Registrar will review the records 
assigned under the “Local Acceptance Queue” and 

click the Check (  ) to accept.  The system will 
automatically assign the Local File Number. 
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The Local Registrar will then be able to print their 
copy of the record with the local file number and 

Local Registrar’s signature. 


