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eTRAKiT COR CONNECT:  

A Brief How-To Apply for Permits Guide  
Access the City of Richmond’s “eTRAKiT” COR CONNECT Web Portal at 

https://etrakit.ci.richmond.ca.us 

Public User (Homeowner, Community Member) account allows for scheduling inspections, 
uploading/downloading PDF documents, and to pay fees.  To set up an account click on Public Account 
Setup to register. Contractors, registered design professionals or licensed trade professional please use 
your Contractor/Landlord/Utility account. Select from the login Drop Down “Public User”. 

For contractors, registered design professionals or licensed trade professionals doing business within the 
City of Richmond, please select Contractor/Landlord/Utility from the drop down menu above, enter your 
company name.  If you are one of the above trades and not registered with the City of Richmond, please 
contact the appropriate department to set up your account. Select from the login Drop Down 
“Contractor/Landlord/Utility”. 

Enter Your Registered Contractor Name with the City or your Permt Technican will supply you with login 
and password. Check the “Remember Me” to always have your login appear. 

 

https://etrakit.ci.richmond.ca.us/
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City of Richmond 
eTRAKiT Building Permit Application Process  

FIRST TIME USERS  and for all online Application 

Instructions click on the option “Click here” 

Understanding the simple 4 step application submittal 

process will get you thru the process. 

 
Under the Permits menu select Apply/Submit Application. The Electronic Permit Submission Agreement 
will appear. If you agree click “ I agree” and the “Continue”. 

  

 



 

 
 

       Page 3 of 13 
 

City of Richmond 
eTRAKiT Building Permit Application Process  

If you selected Apply/Submit Application before logging you will get the following login screen. 

 

 Step 1. Permit Information.  

1. Pick the Permit type “ONLINE BUILDING PERMIT APPLICATION” or what applies 
2. Choose the Sub type that best describes the work (this will be updated by your permit tech). 

• RESIDENTIAL 
• COMMERCIAL  - only available when logged in as a contractor 
• INDUSTRIAL      - only available when logged in as a contractor 
• DEMOLITION 
• BACKUP BATTERY – POWER WALL 

3. Enter a description of the scope of work (use the extended if more than 60 characters) 
4. Enter the Estimated Job Valuation; this value shall include foundations, site preparation, 

contractor's charge, plan preparation, soil reports, HVAC equipment, labor, etc. 
5. Enter the location address – USE THE SEARCH OPTION, first type in part of the address, street 

name or number. Locate your address when you see “Select from Address Below”. YOU MUST 
press the “Search” button. 

If not listed or you see “There were no street names found.”  Click the “Enter address manually”  
and  enter the location address. 

6. Check your relationship to the permit.  Property Owner    Contractor 
Just a label, Contractors include Architects, Planning Associates everyone else that is not the 
Property Owner. 

7. Use the select button to search for the fillable PDF Building Permit Application “PAF” that you 
filled in, signed and dated, and an Owner-Builder declaration if applicable. Name each 
attachment  appropriately. 

8. Click the Next step button at the bottom 

 

Example on 
next page 
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City of Richmond 
eTRAKiT Building Permit Application Process  
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When uploading files, drawings or plans you must click the upload 

button.  

Click the Next step button at the bottom of the page to go to step 2. 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

Step 2. Verify the Applicant and Contractor contact Information. You cannot change the license or ID 
number in the contractor information. That was assigned by our organiztion. If blank enter the assigned 
California State License Board Number. 

 

 

Click the Next step button at the bottom of the page to go to step 3. 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

 

Step 3. Permit Fees. A Filing fee is automatically assessed but once reviewed additional filling fees may  
             be incurred. Additional permit fees will be added by a permit technician based on the scope of 
             work. 

 

 

 

 

Click the Next step button at the bottom, to proceed to the review and submit step. 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

 

Verify permit application details (Review the information prior to submitting) 

Any additional attachments can be uploaded here. For large files over 50mb please refer to the 
document ‘How to upload large files’ on the Required Forms and instructions page. 

 

Click on the  button to proceed to the check summary (cart)  step 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

 

Payment (Checkout Summary) 

 

 

 

Click on the Pay now Button to view cart and complete transaction. 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

Credit Card Payment Details 

Enter your credit card information 

 

Click the Pay Now Button. You will be emailed a receipt 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

Your application has been received and will now be reviewed, and the permit type and subtype will be 
updated accordantly. You can follow the review process by clicking on the review tab. Once the fees are  
added and approved you will receive an email with the instructions on how to pay. 
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

You should receive a confirmation email like the one shown below acknowledging receipt of your 
application.
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City of Richmond 
eTRAKiT Building Permit Application Process  

 

 

At any time, once logged in, you can click on the Dashboard option to view all current activity in regards 
to licenses, permits projects and open issues. You can view the location, status, fees due or upload any 
documents needed to complete your application by clicking on the paper clip.  

 

 

By clicking the red circle X you will remove that activity from your dashboard. Only if paid and completed. 

 

Paying Your Outstanding Permit Fees Tax  Click here to login and pay 

• Login: In order to pay fees, users must be logged in. 
• Using your Dashboard: Click on the application number and then click on the Add Fees to Cart 

button. 
• Find: Search for the Permit application that has outstanding fees to pay. 
• Pay: Click on the Pay All Fees button. 
• Shopping Cart: Confirm the Application you are about to pay,  and then click on the PROCEEDTO 

CHECKOUT button. 

Click on the PROCEED TO PAYMENT button 

 

 

http://etrakit.ci.richmond.ca.us/login.aspx?lt=public&rd=~/ShoppingCart.aspx

