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I. Submitting a Public Records Request Form  

 

Click on the blue box and click the “Request Public Records” button.  

You will now be redirected to the City’s Public Records Request form.    

This is where you will enter your request details for your Public Records Request.  
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Please fill out the form completely, including your contact information, request type (if 
known), and provide as much detailed information on the records being requested in the 
“request details” box.  

Once all the information is provided, scroll to the bottom and select “submit”.  

Your response will then be routed to the City Clerk’s Office for processing. Please note, you 
will receive an email confirming receipt of your request.  

Your request has now been submitted. Please note, all documents will be sent via email.   
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II. Laserfiche Public Portal  

From the City Clerk main page, select “Search Public Records”  

 

You will now be redirected to the City’s “Public Repository”. In this repository, you can find 
all City Resolutions, Ordinances, Minutes, Agendas, Agreements, as well as past public 
records requests which have been responded to. 

To access the records in the “Public Repository” select “Moreno Valley – Full Repository, 
which will be the blue link in the middle of the page.  
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Once you select “Moreno Valley – Full Repository” you will be taken to a new web page.  
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Select the “City Clerk” folder.   

 

You will now see the records available to the public. The records include all the City’s 
Resolutions, Ordinances, Minutes, Agendas, Agreements, and past Public Records Request 
responses.  

At the top of the page, you will have a search function. You may put in key words, titles, 
reference numbers, and any other information that may assist you in finding the records you 
are requesting.  

This portal is publicly available, and you can download any documents you may need.  
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III. Searching the Portal  

When finding records in the portal, you can access each folder one by one and examine its 
contents for the records you are seeking. To speed up the process, you can also use the 
search bar located at the top of the page (highlighted below in yellow).   

 

When using the searching function, you can search for documents using key words, 
document titles, document text, and file number for the document(s) you are seeking.  

To use the search function, click in the box at the top that says “Search in Public Portal”  

Once selected, please type in the key word you are using to search for the document. Once 
your search terms are selected, click on the green magnify glass to begin.  
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The results of your search will now pop up. You will be able to sort through the results and 
determine if the search found the documents you are seeking.   
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When seeing the results on your search, you will see options on the top left to customize 
your search. You can customize your search by selecting specific fields within the document 
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to search for. For example, you can specifically search by text, name, field, creation date, 
and modification date, just to name a few.   

Once you find your document in the list, please click on the blue title of the document.  

 

Once you open the document, you will have the ability to view, print, and download these 
items.   
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The download button can be found at the top of the document with an “arrow” pointing 
down. Please click this button if you would like to download the document.  

Right next to the download “arrow”, you will find the print button. Please click the print 
button if you would like to download the document.  

 

 

You can view, download, and print as many documents as needed from the City’s public 
portal.  
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If there are any documents you are having issues finding, please reach out to the City Clerk’s 
Office by email: cityclerkstaff@moval.org or by phone at 951.413.3001.  
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