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Work Instruction

CREATING A GUEST ACCOUNT FOR NEXTREQEST: 
1. Go to Abqrecords.cabq.gov
2. Click on REQUEST A PUBLIC RECORD: 
[image: ]
3. Click MAKE REQUEST: 
[image: ]
4. Enter request on the MAKE REQUEST page: 
[image: ]


5. Create your password: 
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTML882203.PNG]

6. Refer to your email to confirm email address: 
[image: ]

7. Click on the CONFIRM MY ACCOUNT link: 
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTML18ab7e1.PNG]

8. Enter your sign in you just created: 
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTML9cfc7a.PNG]

VIEWING YOUR REQUEST AND CORRESPONDENCE
1. Refer to the notification in your email with the request ID, and click on the link with the request number: 
[image: ]


2. Click SIGN IN to sign into your profile: 
[image: ]

3. Enter your email and password: 
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTML1906214.PNG]
4. Click SIGN IN: 
[image: ]
5. View your request:
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTMLb4cd9e.PNG]
SEND A MESSAGE TO CITY OF ALBUQUERQUE RECORDS CUSTODIAN (STAFF) 
1. Click on the envelope icon: 
[image: ]
2. Type your message: 
[image: ]



3. Click ADD MESSAGE: 
[image: ]
UPLOADING AN ATTACHMENT
1. Click on the paperclip icon: 
[image: ]

2. Click UPLOAD FILES: 
[image: ]

3. Click on document that you want to attach from your library (operating systems may vary): 
[image: ]


4. Click SAVE: 
[image: ]

5. Attachment will appear under the DOCUMENTS section: 
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTMLbbd6c2.PNG]

VIEWING RESPONSIVE RECORDS TO YOUR REQUEST
1. Click on the link(s) to download the record under DOCUMENTS:
[image: C:\Users\e35502\AppData\Local\Temp\SNAGHTMLb42b28.PNG]
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ABQ Records

Find or request public records at the ity of Albuquerque.

Requests to Inspect Public Records

Any person may submit their request to inspect public records to the Office of the City.
Clerk by clicking on the following link to request records using our ABQ Records portal, in
person at the Office of the City Clerk, or by mail.

= View a video tutorial on "How To Request a Public Record."
= Job Aid: How to submit a Public Records Request [}
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ABQ Records

ABQ Records allows you to submit your public records request online as
send and receive updates regarding your request. This is part of the City's ongoing
effort to make government more transparent and easy for you to request the
records you are seeking. To get started, click the MAKE REQUEST button on this
page
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REQUEST A PUBLIC RECORD
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Account Setup

You'l receive email updates about your request at

By setting up your account using the form below, you'll be able to sign in to see the status of your request(s) whenever you choose, download your documents, set
your email preferences, and seamlessly track your communication with CABQ sandbox.

*Email

Pick a password, at least 8 characters long
*Password

+Password confirmation

- Dothis later
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Almost Done!

We just need you to confirm your email. Please look for an email from CABQ sandbox and lick the confirmation link to activate your account. Make sure to check
your spam folder!
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CABQ Public Records Portal

Powered by

Hello

You can confirm your CABQ sandbox public records portal account through the link below:

Confirm my account
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— Write ABOVE THIS LINE to post a reply

£ NextRequest

City of Albuquerque Public Records Requests

Your record request #17-1012 has been submitted. You can see it anytime at the link
below.

w Request #17-1012] _

Too many emails? Change your email settings here
Like NextRequest? Recommend us to another government!
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CITY OF ALBUQUERQUE ~ MAKEREQUEST  ALLREQUESTS  DOCUMENTS

Request #17-1418

This request is not currently available for you to view. If you are the requester and would like to view this request and you
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