
City Clerk Department’s

New Online 

Public Records Request System



• April 29, 2019  - online public records request system – GovQA

• Cloud based storage hosted on Microsoft Azure platform 

• Staff can manage all public records requests within one system

• Customized workflows and processes 

• Notifications/communication with customers and staff contained within 

the request



Online Public Records Center

Ease of use and Benefits for Customers

Direct links from 

the City’s website



Customer Links from website

Top Searches 

click - records

Green space links

click - Public Records Requests



City Clerk webpage

Public Records tab

click - MAKE A PUBLIC RECORDS REQUEST



Online Public Records Center



Customers can submit a request:

Public Records Menu select

Submit Records Request

Or

click - Submit Records Request button

Submit a Request



Customers can choose:

Police Department Request

or

City Request



Returning Customers

• Login

Request temporary 

password

New Customers

• Create Account

Submit Anonymously



Check Request Status and Update Customer Account

Customers can track their requests or update their account

Public Records Menu select

My Request Center

Or

click – My Request Center button



View My Requests – view and check status of requests submitted, view/reply to notifications,

view/download responsive documents

View My Invoices – view invoice history 

Edit Customer Account Information – customers can edit their account, change passwords, 

etc.



Customers can look up their request by Reference Number

Public Records Menu select

Search by Reference Number

Enter Reference Number

click - Search

Search by Reference Number



Public Records Archive

Public Records Archive 
• City requests and responsive documents can be made visible for 

the general public to search/review

Public Records Archives will include requests for:

• Email

• Calendars

• Minutes

• Ordinances

• Resolutions



Search Archive Records

• by keywords

Filter search

• by request number

• by create date

Review Archive List

• Click Details icon(s) to view 

responsive documents

• Download documents one at a time 

• Download All



CURRENT UPDATES

January 28, 2020 – Fee Changes Implemented

• Customer notification verbiage updated to reflect changes in the new Public Records Policy

February 2020 – Public Record Archive

• Requests regarding email, calendars, minutes, ordinances and resolutions are now being published on 

the Archive for general public access

FUTURE UPDATES

March 2020 – Online Payments

• Planning stages, met with Finance to discuss reconciliation process. Will be meeting with USAePay

and GovQA regarding integration, reconciliation process and reporting.

April 2020 – Police Records Request deflection with the implementation of ProPheonix

Laserfiche deflection for online lookup of Minutes, Resolutions, Ordinances, Agreements and Contracts 


