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Clerk of Court — LEERS Sales and Management Users

Beginning May 21, 2012, Clerks of Court users will be able to send partial birth records to be
updated electronically. This process normally takes from 1-3 hours, and allows the Clerk of
Court office to issue long-form birth certificates within the same day even when a record’s
status is partial.

Previously, these records could only be sold as birth cards. Long form certificates needed to be
updated at a Vital Records Service Center or by purchasing the record via mail. As of May 21,
this can be done from any issuing Clerk’s office.




The process begins when you search for the document in SAM. You would begin your search normally, until
you see that the document is a partial record.

Below is an example of a partial record. Partial records will display the SFN, Mother Name, Father Name, DOB,
Sex, and Parish in red text. Once you have confirmed that this is the correct record, click on the pencil to link
the record to your case.
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Once the record is linked to your case, you will be taken to the Documents and Services tab. Be sure to check
the ‘Paid’ box and enter payment on the Case tab before proceeding.

Clicking the ‘Update Partial Record’ option will send the record to Vital Records, who will begin working on
updating the record from the archives. This process usually takes 1-3 hours.
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When your record has been successfully submitted to Vital Records for updating, it will move to the queue
labelled ‘Submitted to State.’
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When the record has been updated from the archives, the case will automatically move from the ‘Submitted
to State’ queue to the ‘Ready To Print’ queue. From that point, you can click on the underlined text to bring

up your case, and proceed normally to complete the printing process.
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If you have any questions or comments about this new process, please call the LEERS Helpdesk at (504) 593-

5101, or email leers@la.gov.
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