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1 Logging In to eTRAKIT

1.1 Public Applicants

To use the eTRAKIT system, public applicants need to setup an account. Listed below are
instructions for setting up an account, logging out, and logging in once you have an account.

111 Setting Up an Account

To setup a public account:
1. From the Home screen, click Setup Account.

LOGIN [ ]

The Setup screen displays.
B LoGiN [

Permits
Apply
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Pay Fees
View on Map

Projects
Apply for Ner
Search
Pay
View on Map

Contractor

Licenses
Apply
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Pay Fees
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Search Property
View on Map
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2. Enter the following information:
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Field

Description

Profile

Company Name

Type you company’s name.

* | First Name Type your first name.
* | Last Name Type your last name.
* | Addressl Type your address.
* | City Type your city.
* | State From the drop-down list, type your state abbreviation.
* | Zip Type your zip code XXXXX Or XXXXX-XXXX
* | Email Type your email address.
* | Phone Type your phone number—numbers only.
Ext If you have an extension, type here.

Username and Password

*

Log-in Name

Create a Login-in name using letters and numbers only—no
special characters.

Password

Create your password:

% Must be contain minimum 6 and maximum 25 characters.
4 At least one number.

% At least one lower- & upper-case letter.

% At least one special character.

Note: Password is case sensitive.

Confirm Password

Retype the same password.

Security Question

*

Security Question

From the drop-down list, select a question.

Secret Answer

Type your case-sensitive answer.

Re-enter Secret Answer

Retype your case-sensitive answer.

3. Click Create Account.

The following message displays.

HOME | DASHBOARD | VIEW/EDIT PROFILE | VIEW CART LOG QUT

Thank you for registering on the Commerce City eTRAKIT website

CONTINUE
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4. Click Continue.
You are logged in.

\
Youare
logged in

Commerce | Quality Communi
TY%forlter Ml i

1.1.2 Logging Out
To logout, click Log Out.

You are logged out of the system.

1.1.3 Logging in Moving Forward

To login after you created your account:
1. Go to the eTRAKIT Homepage eTRAKIT (csqrcloud.com).
The Home page displays.

2. On the top navigation bar, from the Login drop-down, list, select Public.

1
Q
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3. Inthe User Name field, type your User Name.
. In the Password ficld, type your Password.

5. Click Login.

The following screen displays.

Hello =
Below is a Dashboard of your current activities.

| LINK TO PERMITS, PROJECTS, AND LICENSES |

YYou have no current activities.

el e
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6. Do any of the following:
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Permits

Projects

The following screen displays.

My Dashboard Link a Record to my Account

Apply Link to a:

Search

Pay Fees

View on Map Permit #:
Issued Permiis Report

Project |
License

Apply for New Project
Search Projects me (;ANI:EL
Pay Fees

View on Map

From the drop-down list, select the type of ticket you want to link.

Type the Permit, Project, or License #.
Click Link.
The ticket is linked and your Dashboard displays.

Hello - !

Below is a|Dashboard|of your current activities.

LINK TO PERMITS, PROJECTS, AND LICENSES

My Active Permits
1 total record(s).
PERMIT
ADDRESS STATUS | INSPECTION ATTACHMENT | MAP | UNLINK
CAPITAL
clp22- 10086
IMPROVEMENTS | ISSUED Request 50.00

00032 PITK

PROJECT PERMIT

@ My Active Inspections
4 total record(s). Y E
REC NO ADDRESS INSPECTION DATE
STATUS
10086
CIP22-00032 PERMIT ISSUED BITK ROUTINE INSPECTION Schedule 43*
10086 R
CIP22-00032 PERMIT ISSUED BITK TRAFFIC CONTROL INSPECTION Schedule k2
10086 PROJECT MANAGEMENT CLOSE .
CIP22-00032 PERMIT ISSUED -
PITK out
10086 INFRASTRUCTURE INITIAL .
CIP22-00032 | PERMIT ISSUED Schedule | <&
PITK. ACCEPTANCE

wmmw"“——-

o To view your Dashboard, click Dashboard.

Your Dashboard displays your current work.

Private and Confidential © 2023 Commerce City, Co.
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o To create a link to current work, click Link to Permits, Project, and Licenses.
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1.1.4

Resetting a Forgotten Password

Commerce

If you have forgotten your password, but know your username, you can easily reset your password.

1.

Go to the eTRAKIT Home page.
The Home page displays.

Commeree: O ety Community
i CITY \foraLfefime
Welcome to Commerce City's Permitting and Land Use Portal
VHEcome 1 ETRAKIT Carieses CI' cstamer prtalfr consiulin parS, Geipe: espactions an0
Contacio iecreing. SOcET9m T CpIRs bl INEIE T SaIGE Vol UG, 1 cet ca50s. Yo il nocd 1
e T 5 58 0 ICSAEALCOrE 1)t 1 e L1 M o e 1 e 14 el
“First e users, ceste an accountresst cessuond
N CErUacIoe - ADRY COMaCIT 1anas b
i e g out s

Ne
e rivacioes - Ut forgal parsswort e your
g

Do the following:

a. For Log In, select the type of account.
b. For User Name, type your User Name.
Click Forgot Password.

The following screen displays.
s TN ST A pemee, | e

Please select one of the options below to begin the password recovery process.

PUBLIC REGISTERED CONTRACTOR

Depending on your role, select a role.

Note: In this example, I selected Public Registered.

The Forgot Password screen displays.

Forgot Password ?

To begin the process for getting your password piease enter your

USER NAME below and click the RESET PASSWORD button

Frrtmne [ ]

Type your User Name, and click Reset Password.

The following message displays.

Forgot Password

‘You will receive an email with instructions for resetting your password.
Click the RESET PASSWORD link in the email to complete the process.

The email is generated and sent to you.

From the email link, click Reset Password.

The Reset Password screen displays.

Reset Password
YYou have chosen to RESET your password. An email will be
sent to you with instructions on completing this process.
Sacurty Question What was your childhose nickname?

Secret Answer

Password must be between & and 64 characters.
At least one number.

At least one lower & upper case letter.

At least one special character.

Note: Password is case sensitive

Password Rules:

e —
e —
| sumr |

Do the following:

a. Inthe Secret Answer field, type the answer to your secret question.

b. Type a new password following password rules, and retype your new password.

Click Submit.
Your password is changed.
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1.2 Contractors

For instructions on how to create a Contractor’s account and how-to login to eTRAKIT, refer to the
Building Contractor’s Quick Start Guide.
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