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1.0 Change Control

Date Change Modified By Comment
2/24/2010 I Lucie Delorme Initial Release
3/22/2010 1 Lucie Delorme Added 7.1.2, 10.0
9/10/2012 i Lucie Delorme Updated Manual to

eTRAKIT 3

2.0 Getting Started

2.1 Welcome to the City of Oceanside’s Development Services Web Portal called eTRAKIT.
Through eTRAKIT users have the ability to view records and check project status without
logging in. Public registered users, who create an account, will have the ability to pay
fees and view records in detail. And, Contractors will have the ability to pay fees, apply
for permits, schedule and cancel inspections on their permits and view records.

2.2 CONTACTING US

2.2.2 For additional assistance with eTRAKIT, please contact:

Lucie Delorme, System Administrator
Development Services Dept., Building Division
300 N Coast Highway

Oceanside, CA 92054

Ph: 760-435-3923

Fax: 760-435-3926

Email: ldelorme@ci.oceanside.ca.us

For access to the latest version of this manual, the Contractor User Registration Application, and
eTRAKIT updates, please visit the City of Oceanside home page at www.ci.oceanside.ca.us and
click on the eTRAKIT Online Permitting System Quick Link.

1
Created by: Ldelorme Version: Il February 24, 2010
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3.0 Access eTRAKIT

3.1 The web site address for eTRAKIT is www.oceansidepermits.com. You may, also access
eTRAKIT through the City of Oceanside homepage at www.ci.oceanside.ca.us and click on
the Quick Link, eTRAKIT Online Permitting System.

Public -

Home  Setup an Account

LoGIN

Forgot Password

p Permits

* Apply
* Search

! ' ' Projects

* PayFees

g

* Search

i Properties

* Schedule
* Scheduled

* PayFees

* PayFees

|

= Cancel

* Apply * Search

* Renew

¢ @ Intemet | Protected

Figure 1-eTRAKIT Home Page

4.0 Public Registered User Login

4.1 Public Login: Enter your User Name and Password or Register to create a Login.

LOGIH

Forget Password

Home  Setup an Account Fublic -
My Dashboard Public Login T
Permits
r 8 New Permit
User Name:
Password:

LOGIN

ngtr[actors I::> * New users Click here to Register.
—— Forgot your password?
F'_raperties
2
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4.2

button.

Register for a Public Login: Enter the required information and click the CREATE ACCOUNT

Home  Setup an Account Public -

LOGM Forgot Password

My Dashboard Create New User Account

Projects
& for Ne

Contractors

Search

Properties

Search

Inspections
Scheduls

Ext

- 1 s Log-in Hame:
Vv Ia:wns (lettersinumbers only)
Shopping Cart . Password:
Pay Al Fees (6 to 15 letters/numbers only)

« Confirm Password:

* Required fields

Company Name:
« First Name:
» LastName:
» Address:
« City:

« State: -
.« Zip:
» Emait:

« Phone: ( )_ -

Figure 2-Create New User Account

5.0

Searching and Viewing Records

5.1 Enter Search Parameters-Choose the field you would like to search by, then select the
parameter (i.e. contains, begins with etc) and enter the value to search for, then click on the

5.2

SEARCH button.

LOGIN

Home  Sebup an Account Publie v Forgot Password
My Dashboard =
y Permit Search
Permits Search By:  PermitNumber = CONTAINS - SEARCH 7

Apply for & Hew Permit
rch Permis

Pay Fees

Projects
Apply for Mew Propct
rch Projects
Pay Fees

Search Results: Click on the Row you would like to view details on.

Created by: LDelorme
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LOGIN

Home  Setup an Account Public - Forgot Password
My Dashboard )
Permit Search
SearchBy:  Permit Number ~ | CONTAINS - SEARCH 7
Permits

! Search Results

Contractors
Properties WEB12-0281 08/06/201 08/DG2012 08/06/2013  SFD AC REPLACEMENT
arch WEB12-0282 08/06/2012 SFD AC REPLACEMENT
Inspectlons WEB12-0283 08/0G2012 H0G/2013 SFD AC REPLACEMENT

h WEB12-0284 08/07/2012 SFD ROCFING

WEB12-0285 = 0BI0/2012 08/09/2012 SFD AC REPLACEMENT
WEB12-0286  0B/09/2012 08/09/2012 SFD AC REPLACEMENT
L!CEHSES WEB12-0287 08102012 osnorz2Mmz2 SFD AC REPLACEMENT
s wER42.No0na ARMMNINAD NRMANMDON1D NN 2EM AM RDERI ANEUMENT

Figure 3-Search Results

5.3 Viewing Search Results: The permit record has tabs that can be clicked on for details. Also,
the Search Results appear to the left and can be navigated while viewing permit records.

LOGIN

schedule
Cancel
A n Map
heduled

LICGI‘ISES

Shopplng Cart

Pay All Feas

Reviews

SFD WATER HEATER REP

ISSUED
8Ms2012
815012

81512012

Change Record Permit #WEB12-0294
{ Search Results B Permit
Permi Site info
Type:
Subtype:
- Description:
-0286
B12-0287 Status:
12-0288 Applied Date:
12-0289
Issued Date:
EB12-0290
12-0291 Approved Date:
WEB12-0292 Finaled Date:

EB12-0293
Expiration Date:

WEB12-0297
WEB12-0298
12-0299
12-0300

M 4 kM

page 150 13

8Ms2013

Home  Setup an Account Public - Fargot Password
My Dashboard .
Permit Search
pemms SearchBy:  Permit Number ~ | CONTAINS » | WEB12- SEARCH ?

Created by: LDelorme
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6.0 Paying Fees

6.1 Login: In order to pay fees, users must be logged in.

6.2 Find: Search for the Permit or Project that has outstanding fees to pay.

6.3 Pay: Click on the Pay All Fees button.

HOME DASHEBOARD VIEW/EDIT PROFILE VIEW CART LOG OUT

My Dashboard

Permit Search

Permits Search By:  Permit Number * | COMNTAINS ~ | rowp12
Permits.

Change Record Permit #ROWP12-0220

Contractors q
Search 'Q Search Results = permit Pay Fees

SEARCH e

ROWP12-0201
ROWP12-0202
ROWP12-0203
ROWP12-0204
ROWP12-0205
ROWP12-0208
ROWP12-0207
ROWP12-0208
ROWP12-0209
ROWP12-0210
Shopplng Cart ROWP12-0211

Pay All Fees ROWP12-0212
ROWP12-0213
ROWP12-0214

Description

ENG-RIGHT OF WAY PERMIT (MAJOR)

Viplations

P!:E?I’TIES Permit Number | Permit Info \'._ Site Info \"._ Contacts (4) ] Fees 5966.00 \ Reviaws[ﬂ}"._

$966.00 Pay All

ROWP12-0215
ROWP12-0216
ROWP12-0217 Total Fees: $966.00
ROWP12-0218

Balance Due: $966.00 Pay All Fees

6.4 Shopping Cart: Confirm the Permit or Project you are about to pay, and then click on the

PROCEED TO CHECKOUT button.

HOME DASHBOARD VIEWEINT PROFILE  VIEW CART  LOG OUT

My Dashboard Shopping
Cart

Shopping Cart

L[ tem | dype | Site Address | Amount ]

¥| | PERMIT (ROWP12-0220) | ROW PERMIT | 825 DOUGLAS DR | $966.00
Totak $966.00

P

Contractors

Search

. REMOVE SELECTED ITEMS PROCEED TO CHECKOUT
Properties

Search

5
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6.5 Click on the PROCEED TO PAYMENT button.

HOME DASHBOARD VIEWEDIT PROFILE VIEW CART  LOG OUT

My Dashboard

Checkout Summary

PERMIT (ROWP12-0220) 825 DOUGLAS DR
ENG-RIGHT OF WAY PERMIT (MAJOR) $966.00

Total Fees: $965.00

Contractors PROCEED TO PAYMENT < I

Search

roperties

Search

6.6 Enter your Credit Card information

OCEXNSIDE

ONLINE WEB PAYMENTS

View Cart Retumn to Online Payment Servic

Payment from credit card

Credit Type: Visa Card -

Card Number:

Expiration Date: - -

Charges
SubTotal : §343.0
Shipping Charge : 5.0
Tax : 5.0
Total{ Price Includes Tax): $343.0

[ Complete Transaction

6.7 Click on the COMPLETE TRANSACTION button.

7.0  Permit Application
7.1 To apply for a Permit, users must register by filling out the eTRAKIT Registration Application.
7.2 Select the Apply for a New Permit menu option under the Permits menu.

7.3 Enter the Company name and Password (provided by the City of Oceanside).

6
Created by: LDelorme Version: Il September 12, 2012
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Home  Setup an Account

LOGIH

My Dashboard

Permits
Apply for a New Permil
Permis

Projects
A for Ne

Contractors

Search

Properties

Public - Forgot Password
Contractor Login .
Company: John Smith Construction -
Password:  sesssess|
LOGIN

7.4 Permit Declaration: Please read the Permit Declaration and click CONTINUE

HOME

DASHBOARD  VIEWEDIT PROFILE

VIEW CART LOG OUT JOHN SMITH CONSTRUCTION

My Dashboard

Permits

r @ Hew Parmit
Pay Fee:

Projects

Contractors

Search

Properties

Search

Inspections

Violations

Search

You hereby affirm under penalty of perjury that you are licensed under provisions of Chapter 9
(commencing with Section 7000) of Division 3 of the Business and Professions code, and your
license is in full force and effect You agree to comply with all city, county, and state laws relating
to building construction and hereby authorize representatives of the City of Oceanside and
County of San Diego to enter upon the property for inspection purposes. All permits will be
verifie i i .

y P and roofing pe 15 i ense

Expiration: This permit will expire if the work has nol stared within one calendar year from the
issuance date, or if the work starts and then stops for a period of six months. One extension of
up lo six manths may be granted if requested in writing. All work authorized by this parmit must

be completed within 3 years from the issuance date
Fees: Totalfees due” rafer lo Bullding Division feas only, All other feas (1.2, traffic, drainage,

waler meter, school, inclusionary housing, elc.) are paid separately.

2

1agrese 1 disagree

CONTINUE

7.5 Step 1 Enter Permit Information

Permit Application

STEP 1 ENTER PERMIT INFORMATION

Permit Type Information

PERMIT Type -

Description

*Job Value

Location

Enter part or all of address.

SEARCH

CANCEL

Created by: LDelorme
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7.5.1

7.5.2

7.5.3

7.5.4

Permit Type Information: Select the Permit Type and enter the Description and Job

Value

Additional Information: Some of these fields have default values, since permits
obtained online must be for single family dwellings. Click on the arrow to view drop down

lists.

Location: Enter part or all of the address and click SEARCH

7.5.3.1 Select the correct address by clicking on the highlighted row.

Click NEXT STEP

Permit Application

STEP 1 ENTER PERMIT INFORMATION

Permit Type Information

PERMIT Type SFD WATER HEATER REP =
Description REPLACE WATER HEATER
*Job Value 1500
Additional Information
OCCUPANCY R3 ~
TYPE:
CONSTRUCTION o
TYPE: .
Location
2300 FALLINGLEAF RD

OCEANSIDE, CA 92056

Address Lookup

PERMIT Subtype

-

CANCEL NEXT STEP

7.6 Step 2 Enter Contact Information

7.6.1

7.7 Step 3 Review and Submit

7.7.1

Please enter the Contractor, Owner and Applicant Contact Information

This tab allows you to review your application and make changes.

7.8 Step 4 Payment-Checkout Summary displays the fee amount(s) that you are about to
proceed with. Click the PROCEED TO PAYMENT button to pay and complete the permit
application.

7.9 Enter Payment Information and click on Complete Transaction.

Created by: LDelorme
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OCEANSIDE

ONLINE WEB PAYMENTS

iew Car

Return to Online Payment Services

Payment from credit card

Card Number:

Credit Type: -

Expiration Date: -

Charges

SubTotal : $55.00

Shipping Charge : .00

Tax: £.00

Total( Price Includes Tax): $55.00

Complete Transaction

79.1

The Payment Summary will display whether or not your transaction was approved.

OME  DASHBOARD

My Dashboard

Projects

Apply for New Project

Contractors

Search

Properties

Search
Inspections
Schedule
heduked

Licenses

VIEWIEDIT PROFILE

VIEW CART  LOG QUT JOHN SMITH CONSTRUCTION
Permit Application
STEP 4 Prayment
Payment Summary

The Transaction is Approved

Receipt No: WEB995
Amount Paid: $55.00
Paid Date: 9/11/2012

Company: John Smith Construction
Address; 1234 Any Town Sireet
Cily, State, Zip: Oceanside, CA
Phone: (T60) 222-2222

VIEW FERMIT PRINT SUMMARY REQUEST INSPECTION FRINT PERMIT

8.0

My Dashboard

8.1 My Open Permit Applications: Applications that are not completed will show up in this
section. You can choose to complete or delete the application.

8.2 My Active Permits: This section allows you to print the permit or go to the permit record.

9
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8.3 My Active Inspections: This section allows you to schedule an inspection.

DASHEOARD  VIEWEDIT PROFILE  VIEW CART

LOG OUT

JOHN SMITH CONSTRUCTION

y Dashboard

ermits
Apply for a New Permil
Search Permils

Apply for New License CRW.PERMIT
WEB12-0301
WEB12-0302
WEB12-0303

hopping Cart

Pay All Fees REC NO

Conlinue
Continue
Continue
Continue
Conlinue

Continue

1500 BELMO
1006 MORSE

1300 BELLI

Hello John Smith Construction.
Below 1s a Dashboard of your current activities.

Pay Fees ! ? My Open Permit Applications
' T N T

SFD WATER HEATER REP

! ? My Active Permits

1111 ANYWH

SFD WATER REPIPE

SFD WATER HEATER REP
SFD WATER HEATER REP
5FD WATER HEATER REP

%z My Active Inspections

ISSUED
ISSUED
ISSUED
ISSUED

8M0z012
annzo12
anmuzoz
a2
8132012

8132012

51.466.11
50.00
50.00
50.00

I--

® e

Delels
Deleta
Delete
Delele
Delele

Delels

CRW-PERMIT PERMIT 1111 ANYWH .. 430 PLUME MISC SM220M2 ISSUED ~7
WEB12-0301 PERMIT 1500 BELMO =920E FINAL Schedule ISSUED “ - .
WEB 120302 PERMIT 1006 MORSE =920E FINAL Schedule ISSUED -
WEB12-0303 PERMIT 1300 BELLI **920E FINAL Sehedule ISSUED s
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