
Online Citizen Request Tutorial

www.RichmondGov.com



Click - “Citizens Request”



Click - “Sign In” Button



Fill Out Account Info



Click - “Sign Up”

A confirmation E-Mail will then be sent to the  
E-Mail address you filled out during the 

application process.

Click on the link in the E-Mail to activate the 
account.



Defect Filing
After Account Activated and Log-in



Select Defect With Dropdown Menu
Click “Next Step”



Fill Out Location
Click - “Next Step”



Fill In Exact Narrative - Enter Security 
Verification Word - Click “Next Step”



Submission

After submitting the defect, a summary screen 
will be displayed and a confirmation E-Mail 

will be sent to your account.



Click – “Your History”
Status of All Filed Defects 



OCR Details

After completing an OCR the defect request must be sent to the 
correct department to resolve the issue.

Some defects may not be resolved due to budgeting, scope of 
request, or scheduling of other maintenance.

Defects may be closed but not resolved, this may mean that 
action is currently being taken.

Any defects that require immediate attention should be handled 
through contact with the appropriate department.  If a defect is
not handled to your satisfaction, or further information is 
needed please contact the correct department using the 
Contact Directory.



Thank You For Taking Time to 
Improve the City of Richmond

Ofc. H. Kuper


