HOW TO PAY FOR AND
PRINT PERMITS ONLINE
(FOR CONTRACTORS)

The eTrakiT system allows contractors to pay for and print permits online ONCE you have
received an email stating that the permit is ready for payment.

1 visit www.ci.stcloud.mn.us

With the eTrakiT system,
as a Contractor, you
are able to:

2 log into eTrakit

- See your ACTIVE,
open permits.
- Search your
permits by address
or permit number.
- View and print
your permits and
inspection record
cards.
Dashboard:
- On your dashboard
you will find all your
ACTIVE permits.
*You will not be able
to see permits that
have expired or been
finaled on the
Dashboard. You can
search for these by
address or permit
number.

If you cannot find your company name on the drop-down list you
DO NOT have a Contractor login. Please contact the Building
Safety Department at 320-255-7239 to get login information.
YOU CANNOT CREATE A CONTRACTOR LOGIN YOURSELF.

Change
Log In from
"Public" to
"Contractor,"
find your
company
name on
the drop
down list
and enter
your
password.

3 active permits

The "Fees
Due" that are
blue in color
are the ones
that are
ready for
payment.

ST. CLOUD

GREATER

The "Fees Due" that are
black in color are
ESTIMATE of permit fees
for projects that are
under review and not
ready for payment.
Permits must be paid
for and printed before
you can schedule any
inspections.

If your project included
a Land Disturbance
Permit you must
remember to pay for
that permit in addition
to the Building Permit.

4 select first permit to pay for

Click on
the blue
fee for the
first permit
you want to
pay for.

5 pay for multiple permits

Go back to Step #4 and click on the blue fee for
additional permits. Repeat as needed.

6 pay for permit(s)

Inspection Record
Cards MUST be printed
and available onsite at
all times during
construction. Each
permit type will have it's
own Inspection Record
Card that prints with
the Permit.

Click
"Back To
Dashboard"
to pay for
multiple
permits.

Once all
the permits
are added
click on
"Proceed To
Checkout".

On the next screen
click on "Proceed To
Payment".
On the next screen enter your credit card information,
change fee type, and enter the credit card billing
information,then click on "Process".

7 print permit(s)
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Click on "Print Permit", a
new screen will pop up
where you can print the
permits. Close the pop-up
screen after printing and click
"Print Permit" for additional
permits as needed.
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