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Freedom of Information Act

Michigan Freedom of Information Act, Public Act

442 of 1976, MCL 15.231, et seq.

How to View Records

Download Records From the Portal - https:

dhd10-mi.nextrequest.com

1. Login to the portal as the requester user
2. Navigate to the All Requests tab

PUBLIC RECORD REQUESTS

CX TEST PORTAL  MAKEREQUEST

ALL REQUESTS

DOCUMENTS

A\ You are now signed in

3. Click on the Requester filter under My Requests and click the Apply Filters button:

Filters Resetfilters

Y 21 Requests found

Search requests @ Request Status Due Date Requester Request Description
l Search by keyword in a request 23-21 = 05/19/2023 Mo name available  |would like a copy of 1
My Requests
23-18 = 05/13/2023 No name available  test
Requester
Request status 23-1 = 01/10/2023 No name available  HAPPY NEW YEAR!
Closed
|l 22-44 = 12/27/2022 No name available  Custom Calendar Test
(J &0pen
_70)- ,/ i i
et Ex-20-721 04/17/2022 Mo name available  test request for multiy
| Search Departments ‘ Ex-20-72 04/17/2022 No name available  test request for multiy
Ex-19-90 07/24/2022 Mo name available  test request for staff t
Apply filters
Ex-1234567 01/01/2000 No name available  testrequestto seeifr

4. Click the request number in the table's Request column to open the request

Filters Resetfilters

Y 2 Requests filtered by Requester ids

Search requests ® Request Status Due Date Requester Request Description
[ Search by keyword in a request 23-21 = 05/19/2023 No name available [ would like a copy of
My Requests

23-18 = 05/13/2023 No name available  test

Requester

Request status

(] & Closed


https://www.nextrequest.civicplus.help/hc/en-us/articles/12331846092439-Download-Your-Records
https://dhd10-mi.nextrequest.com/

5. Select the Documents tab

Request

| would like a copy of the city council meeting minutes

Timeline Documents

= Request Opened Public
Request received via web

May 12, 2023, 1:22pm by

6. Click the download icon next to the document(s) you wish to save to your computer

Folders Y 1/ 1 resultsin'All Documents'

Filter by folder name Filter by document name

filter by folder name

l [ filter by document name ]

O Selectall @ 3 & [0

Uploaded: 04/20/2023 pdf Requester

Documents not in folders O 2020 Annual Revenue Report.pdf & ﬁl_]@, sese

All Documents

Note: If you’re unable to access the documents the first thing to check is if you are logged in.
Some requests are public but the documents are private, meaning that you can get to the
request itself without being able to see the documents.
e Check the boxes next to multiple documents and click the Download documents
icon at the top of the list

Folders ¥ 6 /6 resultsin 'All Documents’

Filter by folder name Filter by document name

l filter by document name

0 select all & Dlé, i
All Documents

2 documents sely
Download documents
Documents not in folders Uploaded: 032025 pdf Requester

NextRequest Guide for Department Admins.docx-redact...

filter by folder name

Uploaded: 04/24/2023 docx Staff Only

NextRequest Guide for Department Admins.docx

7. This will create and download a ZIP file to your computer/device.

These instructions along with other helpful instructions can be found on the Next Request —
Civic Plus Help Page - LINK


https://www.nextrequest.civicplus.help/hc/en-us/articles/12331846092439-Download-Your-Records

