
 

eTRAKiT Guide 

The Village of Pinecrest eTRAKiT online portal provides access to apply for permits and projects and 
register for contractor accounts; search properties; request and cancel inspections; search violations; 

report issues; and pay fees. 
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Creating a Public Account 

Public accounts are not intended to be used by contractors. If you are a licensed contractor, please fill out the 
Contractor Registration Form and send the required documents to renewals@pinecrest-fl.gov .  

SIGNING UP FOR A PUBLIC ACCOUNT 

 Navigate to the top of the Building and Planning Web Portal eTRAKiT page and click "Setup an 
Account.” 

 

 Complete all the information in the form. Fields that have an asterisk (*) next to them indicate that they 
are required. When finished, click "Create Account." 

mailto:renewals@pinecrest-fl.gov


 Once your account has been created, you will be directed to your “DASHBOARD.” As you start to create 
activities on the eTRAKiT Portal or link your new account to permits, all the linked permits will show on 
the dashboard. From the dashboard you can pay fees, review comments, and notes from staff.

 

 

 

 

 

 

 



Creating a Contractor Account 

Contractor accounts are not intended to be used by the public. If you are creating a public account, please 
refer to page 2 on how to create a public account. 

SIGNING UP FOR A CONTRACTOR ACCOUNT 

Click on the link provided to access the Contractor Registration Form. "Contractor Registration Form.” 
Complete all the information on the form. Please select a pin/password for your portal. 

The form must be signed and notarized. 

Send the required documents and the registration form to renewals@pinecrest-fl.gov.

https://www.pinecrest-fl.gov/files/sharedassets/village/v/1/government/building-and-planning/forms/contractor-registration-2023.pdf
mailto:renewals@pinecrest-fl.gov


 Once you have emailed us the forms and documents, you will receive an email confirmation stating you 
have been registered. Click on the link to log in to your contractor profile. 

 Navigate to the middle of the Building and Planning Web Portal eTRAKiT page and click the dropdown 
button and switch it from “PUBLIC to “CONTRACTOR.” 

a. Find your company name and enter the 4-digit pin you created.  

 Once you have logged in, the system will ask you to reset your password and choose a security 
question.

 Once your account has been created, you will be directed to your “DASHBOARD.” As you start to create 
activities on the eTRAKiT Portal or link your new account to permits, all the linked permits will show on 
the dashboard. From the dashboard you can pay fees, review comments, and notes from staff.

 

 

 

 



Resetting Passwords for Contractors and Public Accounts

Navigate to the top of the Building and Planning Web Portal eTRAKiT page. 

1. Click “Forgot Password/Username” at the top right of page. 

 

2. Click “Contractor” or “Public Registered” to begin the password recovery process. 

 

3. Enter the email address or username associated with your account and click on reset password. An 
email will be sent to the email address on file (be sure to check your spam folder if you do not receive an 
email). 

 

4. Confirmation message. 

 

 



5. Click on the reset password link once you receive the email. 

 

6. Follow instructions to reset your password and click submit. 

 

7. Once your password is reset, you will be directed to your dashboard. You can now begin submitting 
applications online. 

8. If you receive “Unable to process your request.” After clicking the link, it means the link has expired, 
and you will need to contact the Building Department. 

 



Application Process 
The process for submitting applications will be the same for public users and contractors/design professionals. 

1. Log in to your account. 
a. Log in with a contractor account if you are a contractor. 
a. Log in with a public account if you are a homeowner, design professionals, or other.  

 
2. Click on the “APPLY/NEW PERMIT” on the left-hand side of the website under “PERMITS.”  

 
 

3. Read and agree to the city disclaimer. Choose “I Agree” to continue; if you choose “I Disagree,” you will 
be taken back to the homepage. Click “Continue.”  
 

 

 

 



STEP 1: Permit Information 

1. Fill out the following fields; fields marked with * are required fields. Information will vary based on 
project type selected. 

 
 

2. Under Location in the “Search By” box, select address or site_apn (folio #) and enter the site address or 
parcel number for location and click search and click on the address in the results window. 
Permits must be linked to a valid VILLAGE OF PINECREST parcel or address. 
*If your address or parcel number is not found, please make sure that you are using the correct address 
format. TIP: Omit “street”, “road”, or “avenue” and just type in part of the street name. If the address does 
not populate and you have verified the address is within city limits, please contact the Building 
Department at 305-234-2121. 

 

3. Once you click on the address, you will see the address you selected as shown below: 

 

 



4. Upload any documents required. You must select the file and also click “UPLOAD.” Click “Next Step.” 
a. Visit the Village of Pinecrest Building and Planning Division Website for lists of what is required for 

submitting. https://www.pinecrest-fl.gov/Government/Building/Apply-for-a-Permit/All-Permits  
b. Please name your files using the description field’s name listed below and do not combine 

documents from different trades. For example, if you attach your civil plan to the electrical plans, 
they may not notice it was received.  

c. City staff will review your application and notify you if you need to submit additional 
documentation. 

*The following document types are accepted:  PDF, DOC, DOCX, XLS, JPG, and PNG* 

 

 

Files Names for An Initial Upload of Documents 
Document Name Description Field Name 
Building Permit Application Initial Submittal 
General Initial Submittal 
Civil Plans  Initial Submittal 
Landscape Plans  Initial Submittal 
Architectural Plans Initial Submittal 
Structural Plans Initial Submittal 

File Names for Corrected Documents While in Review 
Document Name Description Field Name 
Architectural Plans Correction 
Architectural-Narrative Narrative 
Landscape Plans Correction 

https://www.pinecrest-fl.gov/Government/Building/Apply-for-a-Permit/All-Permits
https://www.pinecrest-fl.gov/Government/Building/Apply-for-a-Permit/All-Permits


STEP 2: Contact Information 

1. Fill out the following fields; fields marked with * are required fields, and click “Next Step.” 
*Most of this information will be completed based on your profile information. 
The owner information should pre-populate based on the owner of record according to the Property 
Appraisers Office. This may not reflect recent changes made in ownership. 

 

  



STEP 3: Review and Submit 

1. Review Information. You will be able to review and make edits to your application if needed. When 
done with any edits needed, click “SUBMIT.” 
Upon submission of your application, City staff will review your application and notify you if the 
application is incomplete or if more information is needed. 

 

 

 

 



2. Click “View Permit” to view your application and obtain your permit number. 

 

 

Example of permit below: 

 

 

 

 



PAYING UPFRONT FEE 
Payment requirements will vary by application type: 

• If an upfront fee is required, you must select “Add to Shopping Cart” and pay just the UPFRONT FEE. 
• If no upfront fee is required, we will proceed with the permit reviews. 

 
1. Log in to your account. 

• Log in with a contractor account if you are a contractor. 
• Log in with a public account if you are a homeowner, design professionals, or other.  

2. Click on “Search Permit” on the left side of your screen under “Permits.” 

   

3. Click “View Permit” to view your application and obtain your permit number. 

   

4. Click on the permit number.  

 
 
 

5. Select “Add to Shopping Cart.”

  



6. Verify the checkmark is there and click on “Proceed to Checkout.” 

 
7. Confirm the permit number and press “Pay Now.” 

 
8. Write the permit # you are paying and press “Process Payment.” 

 

 



Dashboard 
Your permit will now be shown in your dashboard; from here you will be able to monitor overall progress, pay 
fees if applicable, request inspections, and follow progress with reviews and inspections. 

 

 

  



Inspections 
Once your permit is in an “Issued” status, you will be able to request inspections. 

Only the assigned contractor can request an inspection for the permit; public accounts cannot schedule 
inspections through eTRAKiT.  

Please note our inspections policy: 

• Inspections can be scheduled for the next day from the current date. 
• Inspections are active once an inspector's name has been assigned.  
• Inspection times are updated daily by 8:00 AM. 
• *Construction work is no longer permitted in Pinecrest on SUNDAYS and STATE HOLIDAYS.* 
• Inspections may be subject to cancellation due to inclement weather.  

Request an Inspection:  

1. Click on the “Request” link to begin the request. 

 

2. Fill out the following fields; fields marked with * are required fields, and click “Submit.” 

  

http://www.pinecrest-fl.gov/Home/ShowDocument?id=9209


3. Read and click “Accept” to accept the disclaimer. 

  

4. You will now see the chosen inspection date in your dashboard. 

 
5. You will also receive an email confirmation that the inspection has been scheduled.  
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