
ETRAKIT TRAINING
https://trakit.idahofallsidaho.gov/etrakit3/



LOGIN SCREEN



DASHBOARD
- This is the main page for your account

- Home/Dashboard = different layout but 

same options

- Active Permits – permits that are under 

review

- Active Inspections – all of  your inspections 

- Use the “Permits” tab to navigate to specific 

permits, pull a new permit or pay fees.



SEARCH PERMIT

- Some addresses have directional abbreviations 
included in the street name. Most common 
street names with directions: 
1. Addresses in the numbered streets (E 13th or 
E 9th) 
2. Hitt Road ( ____ S 25th E)
3. S Woodruff  or N Woodruff
4. Downtown  (N Shoup or N Park)

- If  you are searching by permit number. Type 
in the full permit including the prefix (RCOM-
or COM-)

- You will repeat these steps and use this 
screen the most throughout the whole 
review/inspection process.



NAVIGATING THE TABS

- Click the tabs to view more information.

- Attachments – add additional attachments to the 

permit.

- Permit Info – permit type, description, status, and 

dates.

- Site Info – address, parcel ID, legal description  and 

lot size.

- Contacts – applicant, general contractor, owner info

- Fees – itemized costs, pay for fees

- Inspections – schedule, view results, view notes

- Reviews – view status, view completed date, and 

view notes

Use the arrows to navigate 
through the tabs



FEES

- Plan check fee or fees associated with a foundation 

permit can be paid individually.

- Click on the fee to take you to the payment screen.

- Do not pay for the full permit unless the permit is 

ready to be issued. You will be notified when the 

permit is ready to be issued. 

Paying the full permit fee before your permit is ready 

to be issued does not mean you can begin building. 

You will not be able to schedule inspections.

Example: The plan check fee will need to be paid before 
plan review can start for commercial permits. Click on 
the fee to take you to the payment screen.



SHOPPING CART

- Use the boxes to the left of  the ‘Fee Description’ 

to pay for specific fees or check all of  the boxes 

and ‘Proceed to Checkout’ to pay for the full 

amount.



INSPECTIONS
- View all inspections associated with this permit

- To check to see if  an inspector left any notes, click on ‘More Info’

- Click on ‘Schedule’ and you will be directed to this page

- Come back to the inspection tab to view the results



REVIEWS

- Shows the type of  review, who the reviewer is, 

when the review was completed and the status of  

that review.

- To view the notes specific to that review, click on 

‘More Info’

- Always contact the listed reviewer if  you have 

questions.



OTHER USEFUL TOOLS

• Properties: To make sure permit is for a property within our jurisdiction

• Inspections: View scheduled inspections for the day

• License: View license information only

• Projects and Violations tabs are not 

related to building permits. 



VERIFY THAT THE 
PROPERTY IS LOCATED IN 
OUR JURISDICTION

- Not all Idaho Falls addresses are in the 

city limits. Check the property address 

with our ‘Search Property’ tool to 

make sure that the property is in our 

jurisdiction.

- All properties within the City of  Idaho 

Falls has a parcel ID that starts with 

RPA. 

- If  the parcel ID starts with RP0 or 

RPO or RPB…those are not properties 

in our jurisdiction.



INSPECTIONS
SCHEDULED TAB

- Shows all inspections for the day.

- If  you want to see your specific 

inspection, search for your permit.

- Schedule and Cancel tabs will bring you 

to the dashboard.



SEARCH LICENSE

- This tool allows you to find information on 

your Idaho Falls contractor license.

- Search by company name.

- License Info: License number, type of  license, 

status, expiration date

- Additional Info: contact information

- Contacts: License holder (applicant) and 

company name

- Fees: Renewal fees owed

- Chronology: City Clerk’s renewal notices.

Use the arrows to 
navigate through the 
tabs



APPLYING FOR A NEW 
BUILDING PERMIT

Permit Types:

- Commercial Building:
New Construction, Addition, Remodel, Roof

- Residential Combination:
Accessory Building, Addition, Basement Finish, Mobile 
Homes, New Construction, Remodel
(Any permits that will require mechanical, plumbing and/or 
electrical work)

- Residential Building:
Accessory Building, Deck, Patio Cover, Egress Window
(Mechanical, plumbing and/or electrical not included)

- Residential Roof

- Plumbing/Mechanical/Electrical COMMERCIAL
(There is no combination permit for commercial so all 
plumbing, mechanical and electrical work will have individual 
permits based on the valuation)



APPLYING FOR A NEW 
BUILDING PERMIT

Short Description: 

- Example of  residential for new home:

New SFR ____ sf, Gar ____ sf, FinBa ____ sf, UnFinBa
___ sf, CovPat ____ sf.

- Example of  residential basement 
finish/addition/accessory:

Garage ___ sf  or Addition ____ sf  or Basement Finish ____ 
sf.

- Example of  commercial:

Name of  business
Name of  business TI (Tenant Improvement) or Remodel



Shorten the address for best results. Refer to 
‘Search Permits’ slide of  this PowerPoint for 
tips on searching an address.

Attach all necessary documents and plans for review.

- Information can be uploaded in separate files (ex: heat 
calculations, plot plan – separate files)  but all files need 
to be uploaded in order for us to start the review. 
- We are not accepting partial submittals just for a 

foundation permit. 
- PDF format preferred.



STEP 2 
- Enter all of  the information. If  subcontractor is TBD, please leave blank but we will need that information before we can issue the permit.



STEP 3

- Review the information, review the fees, and click submit to notify the permit technician that the plans have been submitted for review. 

- The permit tech will make sure that we have all of  the necessary information and will contact you if  anything is missing. 



APPLYING FOR A 
FOUNDATION PERMIT
- Same steps as applying for a full 

permit. 

- Choose Foundation for ‘Permit Type’ 

and the ‘Permit Subtype’ will be 

commercial or residential

- Use the same short description as the 

main permit.

- Inspections for your foundation 

permit will be done under this permit 

so use the foundation permit number 

instead of  the main permit number.

- Do not duplicate attachments here.
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