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eTRAKiT Paying Fees

PAYING FEES

For permits, Public Registered Users, and Registered Contractors have the ability to pay fees.

For projects, only Registered Contractors have the ability have the ability to pay fees.   

STEP 1:  LOGIN 

In order to pay fees, users must be logged in as a Public Registered User or a Registered 
Contractor (for permits), or logged in as a Registered Contractor (for projects).  

STEP 2:  FIND 

Search for the Permit or Project that has outstanding fees to pay.  Click on the record 
number hyperlink to open the record.  Note – for permits only, the status of the permit must 
be set to READY TO ISSUE in order to pay fees.  
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OR

Search for the permit:



P:\CD\2014-15 Audit\TRAKIT PROJECT\WORKFLOW\SOPs\1  eTrakIt_SOPs\18.2 HF 4 Page 3 of 8
10-11-2021

In the Permit Search window, select an item to search by in the Search by dropdown:

Choose how you want to search in the Contains dropdown:

Input the information to search in the blank field and click Search:
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Click the permit to open the details:

STEP 3:  PAY 

Click on the Add To Cart or Pay All Fess hyperlink.  
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STEP 4:  SHOPPING CART 

Confirm the permit or project you are about to pay, and then click on the PROCEED 
TO CHECKOUT button.  Make sure the check box is marked in order to proceed to 
checkout.  
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Click on the PAY BY CREDIT CARD or PAY WITH ECHECK button, depending on how 
you will be paying. 
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Enter your Credit Card or eCheck Information.  Note – a 2.85% service fee will be added 
when making credit card payments.  eChecks do not have a service fee.  

Click Process Payment. 

Please make sure to input the permit or project number 
associated with the payment.  If paying a contractor 
registration fee, please input the contractor license 
number or business name.
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A payment summary will print which you can choose to print for your records.  


