Citizen Portal Guide
The citizen portal is going to be utilized within the City of Palatka to allow more interaction and
make information more accessible to the public. When you are in the portal be sure to read
the information listed and follow the instructions provided.
To Report a Possible Violation:
1. If you have any questions about whether the complaint you wish to submit is actually a
violation, use the Click Here to reference the Palatka Code Ordinance.

2. To go to the Complaint form where you will provide your contact information, possible violation
information, and upload supporting documents, click on the Purple check box icon.

3. The property search at the top of the form should be used to select the property where the
possible violation is taking place NOT your address. You can search by Address, Parcel Number,
or Owner Name. This is a smart search and will start pulling after you input 3 characters. Pay
attention and select the correct property once it is displayed.

4. Fill out the information on the form, all required fields are noted with an asterisk*. Please be as
specific as possible with the description you provide.
5. Upload any supporting documents or photos PRIOR to submitting the complaint. You may
attach several documents.

6. Submit the Complaint form.

To Find an Existing Case: (Submit an Information Request form, Upload additional documents, or View
the progress of a case.)
1. To download and fill out an Information Request Form use the Click Here. You will need to fill
this document out and upload it into the case you are requesting information on.

2. To find an existing case click on the Orange search icon. You will then be able to search by the
Case # or Address of Violation.

3. Once you have input your search it will give you a summary of the existing case. To view case
progress, send a message, or upload additional information you will click on VIEW.

4. To upload files or Send a message you will need to know the file ACCESS CODE. If you do not
know the code, please contact the City of Palatka. Upload your files or send a message from the
corresponding areas.

