
DOCUMENT PORTAL 
INSTRUCTIONS 

 

1. Open Firefox  
2. Type in the address bar the following: waynegov.com/docs  (This can be saved as a 

favorite. 
3. This will take you to a page that has two document portals.   

 

  



4. The public forms are the forms that are on the public website for the public to view. 

 

5. The internal forms are for internal use that are not shared publicly. It requires a 
password to sign in.  If you don’t have an account sign up for an account and use 
county email address. If you don’t know your password you can reset it on the 
bottom. 

 

6. When you sign up sign up as a visitor.  Use your county email address. After you 
finish creating your user contact I.T. for the completion of the activation of your 
account.  
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7. The page opens up to: 

 

8. Click on County of Wayne 

 

9. Folders are listed to which ones that you need. 



 

10. For example, if you click on “Int-Finance” a page opens up with the finance forms 
that are available online (Personnel Requisition Form, PAF).   



 

11. When you get to the form there are two buttons for each form.  The first is ‘Form 
Details’. If you click on it there are details and steps to fulfil the process. 

 



 

12. After reading the instructions you can click on “Complete Now” and it will take you 
to the form to fill out.   

13. After filling out the form you may download or print yourself a copy.  The form will 
automatically forwarded to the appropriate people for processing. 


