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CREATING AN ACCOUNT 
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You can use either link to setup your 

account. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You can use any question you would like for your security question such as, Favorite Color, name of 

your cat/dog. 
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YOUR DASHBOARD 

LINKING PERMITS 
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Use the link to permits to add your permit to your 

dashboard. Once you add your permit you will be 

able to schedule inspections. 
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Type in your permit number it must be 

an exact match. 
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Permit Number 
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This x will unlink the permit to your 

dashboard. 



Identifying and Navigating the Dashboard 
 

First:  My Active Permits 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

You can click on your permit 

number to take you to that 

permit. 

 

See page 7. 

Click the blue paper 

clip to take you to 

attachments where 

you may download or 

upload files. 

 

See page 13. 
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Click on the blue 

fees to add to 

shopping cart and to 

pay fees. 

 

See page 11. 

Click on the address to take 

you to the Geo record for the 

property. 

 

See page 15. 



 
 

 

Second:  My Active Inspections 
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Under the Active Inspections screen you can click the permit number to take you to that permit or the 

address to take you to the Geo screen for parcel information. From here you may also schedule your 

inspection by clicking on Schedule next to the inspection you need, you may only schedule an 

inspection on issued permits any other status, such as review or approved as examples you can not 

schedule inspections. If Schedule is not there for an issued permit, please call 540-853-1142. 



 

Third:  My Active Projects 
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Click on the Click the blue 

blue fees to paper clip to 

add to take you to 

shopping cart attachments 

and to pay where you 

fees. may 

 download or 
See page 11. upload files. 

 See page 13. 

 

You can click Click on the 

on the Project address to 

number to take take you to the 

you to that Geo record for 

Project. the property. 

See page 7. See page 15. 

 



 

Identify and Navigate the Permit Link 
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Attachments that are viewable or 

available for download will be 

displayed here. 

On this page you can view all your permit 

information. By clicking on the various tabs 

above you can view your Site Info, Contacts, 

Fees, Inspections, Chronology, Conditions, and 

Reviews. For example, under the Inspection Tab 

you can see inspection results as well as 

schedule your inspections, and under your 

Review Tab you can see your review comments 

in real time, see who is performing the review 

and when it is due. 

You may click Add To Cart to add any 

remaining fees to the shopping cart to pay. 

Click the paper clip to access your 

attachment as well as to upload any 

attachments for review. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you have paid, you will see the paid 

date here. If the fee is in blue you may 

click on it to pay or click the blue Pay All 

Fees below. 
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Clicking More Info after 

your inspection is complete 

will show the inspector’s 

notes. 

Here you will see the date the 

inspection was scheduled. To 

schedule an inspection from here just 

click on Schedule next to the 

inspection you need. 

Once your inspection has 

been completed the results 

will be displayed here. 
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Under the review tab you can see the name of your reviewer, the status of your review, the date it was 

submitted, the date it was completed, and the date it is due. Clicking the More Info tab you will find the 

reviewers notes. You can sort the reviews by clicking the column header title. The best way to get the 

latest reviews is to sort by the Submitted Date. 



 
 

 

Scheduling an Inspection 
 
 
 
 
 
 

 
Please ensure this is 

the correct information. 

This is who the 

inspector will contact if 

there are questions. 

 

 
This is notes section for 

the inspector. Keep in 

mind any notes here 

are viewable to the 

general public, so you 

will want to refrain from 

lock box codes or 

hidden key locations. 
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Verify this is the correct Inspection Type. 

 
You will need to submit your inspection 

request before 4pm for the next business 

day. You can request an Inspection date 

up to 10 business days in the future. 

 

Time -  you may pick am or pm. 



 

Canceling an Inspection 
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If you need to cancel your inspection, click the x to cancel as late as 

6am the day of your inspection. If you cancel after 4:15pm the day 

before your inspection it is recommended that you call your 

inspector to let him know. 



 
 
 
 

Paying Fees 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16 

Proceed to checkout This will give 

you a chance to verify the fees being 

paid before proceeding to official 

payments. 

You can use these 

check boxes to 

uncheck or check 

individual fees. 

Click here to uncheck 

or check all fees. 
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This will redirect you from eTRAKiT to 

Official Payments. You will need to 

follow the instructions to complete 

payment. Please print and save a copy 

of the receipt for your records. 



 

Uploading of Documents 
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When submitting plans please submit as a file not as individual 

pages. Please see the Electronic Submission Guidelines link on 

the home page of eTRAKiT. 

Click select to go to your 

computer to search for 

the document to upload. 

Preferred type of file is 

PDF; WORD docs are not 

accepted. 



 
 
 
 
 
 
 
 
 
 
 
 

Under Description rename the 

file: 

 

Permit number first then the 

description of Document. 

Building plans, site plans or third 

party inspection results are just a 

few examples. Please see the 

Electronic Submission 

Guidelines link on the home 

page of eTRAKiT. 

 

Once you have selected your file and 

entered a description, click the 

upload button to upload to your 

permit / project. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

19 



 

Parcel Link 
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This is a link to view the property on a map. 


