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NAVIGATION 
 

Click on the breadcrumb to navigate through folders. 
 

 
 

To go back to the previous page, click the back arrow.  
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Otay Water District’s Public Records Portal  
Laserfiche Weblink 

Page 2 of 3 
 

 
To go back to the otaywater.gov homepage, click on the logo. 
 

 
To sort column in ascending or descending order, click on the column header. 
 

 
 
SEARCH 
 

Quick Search 
 

Searching in Weblink is similar to a Google Search.  
Type in a key word(s) in the Search field located at the top of the page.  
Click on the drop-down arrow to search within the current folder or all folders.   
The default option for Quick Search is set to search within current folder. 
To search for an exact phrase, enclose the search term in quotations. 
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DOWNLOAD AND PRINT DOCUMENTS 
 

To print documents in Weblink, download document.  
Located of the top of the document, click on the down arrow icon to download document.  
Document will open in a new browser window. 
Click Print icon in new window. 
 

 

 


