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HOW TO USE ROSWELL POLICE 2 CITIZEN WEBSITE 

 

 

USERS MUST AGREE TO THE 

DISCLAIMER TO PROCEED TO 

THE NEXT PAGE 

USERS MUST HAVE ADOBE 

READER INSTALLED AND ANY 

POP-BLOCKERS DISABLED. 

USERS THAT HAVE INTERNET EXPLORER AS THEIR 

DEFAULT BROWSER MUST CHANGE THEIR BROWSER TO 

COMPATIBILITY MODE TO ENSURE OPERABILITY 

[INSTRUCTIONS IN THE LINK]. ONLY FIREFOX HAS 

PROVEN TO WORK WITHOUT ISSUES. OTHER 

BROWSERS HAVE NOT BEEN TESTED. 
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1)  USERS ONLY NEED TO ENTER THEIR 

CASE NUMBER IN THE CASE # FIELD—NO 

ADDITIONAL INFORMATION IS 

REQUIRED. 

2)  CLICK THE SEARCH BUTTON—THE 

CASE SHOULD DISPLAY FOR PURCHASE 

[AS DISPLAYED IN THE YELLOW BOX]. 

IF THE CASE IS RESTRICTED OR LOCKED 

IT WILL NOT DISPLAY. 

3)  Users MUST click ADD TO CART to 

purchase the report. 
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ALL USERS will get this pop-up AFTER they add the report to their Cart.  

IF this pop-up is NOT seen, a pop-up blocker needs to be disabled BEFORE proceeding. 
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ALL USERS MUST re-enter their credentials to obtain their report. 

The credentials MUST match the credentials entered in the Accident Report [Errors will result if it does not]. 

 

 

AFTER THE SUBMIT BUTTON 

IS CLICKED—THIS POP-UP 

WILL APPEAR… 
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Users MUST click VIEW CART 

to proceed… 
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Users MUST click CHECK OUT 

to proceed… 
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THE USER IS PROMPTED 

TO RE-ENTER THEIR 

PERSONAL INFORMATION 

FOR VERIFICATION 

PURPOSES. 
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THIS INFORMATION MUST MATCH 

THE INFORMATION IN THE REPORT 

THE USER IS PURCHASING—OR IT 

WILL ERROR OUT. 
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Users MUST click the PAYPAL 

CHECK OUT to proceed… 
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USERS ARE PROMPTED FOR A METHOD OF PAYMENT: 

 

IF THE USER HAS A PAYPAL ACCOUNT THEY CAN USE THAT 

PORTAL TO PURCHASE THE REPORT [RED ARROW—

FOLLOW SCREENSHOTS ON PAGE 14] 

 

IF THE USER DOES NOT HAVE A PAYPAL ACCOUNT, A 

CREDIT CARD/DEBIT CARD CAN BE USED [GREEN ARROW –

FOLLOW SCREENSHOTS ON PAGE 11]. 
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SCREENSHOTS USING CREDIT CARD/DEBIT CARD PORTAL: 

 

OPTIONS ARE OFFERED TO USE A 

CREDIT OR DEBIT CARD—OR TO SIGN 

UP FOR A PAYPAL CREDIT ACCOUNT 

Users MUST click CONTINUE 

to proceed to the credit card 

portal 
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USER IS PROMPTED TO ENTER THEIR 

CREDIT CARD CREDENTIALS: 

Users MUST click 

REVIEW AND CONTINUE 

to proceed… 
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Errors will occur if the Credit Card/Debit Card billing address does not match the address of the report: 
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SCREENSHOTS USING PAYPAL PORTAL: 
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THIS CONFIRMATION SCREEN WILL DISPLAY WHEN THE TRANSACTION IS COMPLETE: 

 

IF THIS LINK IS CLICKED—THE SCREENSHOT 

ON PAGE 16 DISPLAYS… 

THE CONFIRMATION SCREEN 

DISPLAYS THE EMAIL ADDRESS 

THE REPORT WILL BE SENT TO: 
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THE EMAIL WITH THE ATTACHED 

REPORT WILL BE FROM 

KLEE@ROSWELLGOV.COM 

AN EMAIL WITH A PDF ATTACHMENT IS 

SENT TO THE EMAIL ADDRESS THAT WAS 

ENTERED IN THIS SCREEN [see PAGE 7] 

mailto:KLEE@ROSWELLGOV.COM
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SCREENSHOT OF THE EMAIL 

OPENED.  USERS RECEIVE THIS 

EMAIL AFTER PAYMENT HAS BEEN 

SUCCESSFULLY PROCESSED. 

IF USERS DO NOT SEE THE PDF 
ATTACHMENT IN THEIR EMAIL—

THEY CAN CLICK THE LINK          
IN THE EMAIL WHICH WILL TAKE 

THEM TO A SCREEN TO 
DOWNLOAD THE REPORT 

[SEE PAGE 19 FOR SCREENSHOTS]. 
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THIS PAGE IS DISPLAYED WHEN THE LINK IN THE EMAIL IS CLICKED:  

USERS CAN DOWNLOAD THEIR REPORT FROM THIS SCREEN [BUTTON HIGHLIGHTED IN YELLOW] 

 

 


