
 SEARCHING CITY RECORDS USING ALCHEMY WEB 
 

 

STEP ONE  
 

Double click on the “Search” 
tab located at the upper left 

corner of the screen. 
 

 

 
  
  

STEP TWO  
 
Use the scroll bar to view the 
names of available databases.  

Select the appropriate 
database from the right hand 
column by double clicking on 
the database.  If you do not 

know the name of the 
database or are not sure 

which database to use, select 
“All Databases.” 

 

 

 
  
  
STEP THREE  

 
Type the subject matter for 

which you would like to search 
in the query box in the middle 
of the left hand column and 

hit “Enter.” 
 

 

 

  
 



 
STEP FOUR  

 
 

Using the drop down box in 
the middle of the right hand 

column, select which database 
you would like to begin 

reviewing. 

 

 
  
  

STEP FIVE  
 
 

Using the scroll bar on the 
right side of the screen, 
select the document you 

would like to view by double 
clicking on the document 

name.  You may also download 
documents by checking the 

boxes to the left of the 
document names.  
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