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Menu Bar: Allows the user to access Permits 
records without Registering or Logging in.

Using the Menu Bar
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PERMIT SEARCH and PLAN REVIEW SEARCH

IMPORTANT!

The “Apply” option 
under “Permits 
below Search” isbelow Search  is 
only accessible 

through the Citizen 
Access Portal
when logged in.
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Hint:  Less is MORE!

 When searching 
for a specific 
address theaddress, the 
street number 
and the first few 
letters of the 
street name  are 
all that are
needed.

 You must click 
the Search 
button at 
bottom right.  g
Enter key will 
not work.

To conduct a PERMIT SEARCH, you only need to enter text in either the Address Fields OR Permit Fields.  
To conduct a PLAN SEARCH, you only need to enter text  in either the Address Fields OR Plan Fields.
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Search Examples:
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INSPECTIONS

IMPORTANT! Inspection requests are only accessible through the Citizen 

Access Portal when logged in.  Only registered users who are attached to a 
permit can request an inspection. Only appropriately licensed contractors 
may request inspections under their permit.  All others that request an 
inspection may have their registration privileges revoked. 7



Utilizing the Search Tools

SEARCH TOOLS Filter and                                    are located within all displayed tables in eTRAC.  These tools allow the user to perform more 
narrowed and tailored searches. 
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Hint: The 
“Contains”Contains
option is a 

wildcard filter
that can retrieve 
a record with 
one word or 

1:

number(s).

1. Filter allows you to narrow your search by any category. 
a)Select the parameter by which you want to search for a permit.  
b) Click                              to begin your search.
c) To clear your selection, click          and “Clear Filter”. 8



2.                               gives you the option of excluding all inspections that have been completed and only showing
pending inspections.

Excludes completed inspections from the 
search results.
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To undo the selection, click                             ,  deselect “exclude 
completed”, click                      .



To REGISTER 

On the eTRAC homepageOn the eTRAC homepage, 
click “Register” on the upper 

right hand corner.
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Once you have registered, you will not be able to log on until your request has been 
approved.   Once approved, you will be notified via email from EnerGov.

IMPORTANT!

Process for getting Approved 

 Alvin McGrath will receive notification of pending registration

 If needed,  you will be contacted for additional information (such as a business 
tax certificate, contractor’s license, etc.)

 Registration Approval will be received within two business days Registration Approval will be received within two business days.
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To LOG ON 

On the  eTRAC homepage,  click “Log On” 
on the upper right  hand corner.

If you forget your password, click                    . 

EnerGov will automatically generate and reset a 

new password for you Your new password willnew password for you.  Your new password will 

be sent via email. 
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After successfully logging in, the Citizen Access Portal will open.  eTRAC will upload all permits, plan reviews, 
etc that are attached to your name

Citizen Access Portal

etc. that are attached to your name.  
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MANAGE MY ACCOUNT 

“Manage My Account” allows users to update and change their contact information or password.

Once you have made all desired changes, click “submit” to forward your information.

Note: You will not receive a confirmation emailNote: You will not receive a confirmation email.
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Once you have 
successfully logged intosuccessfully logged into 
eTRAC, four tables will 
appear on screen: 
1) Permits, 2) Plans, 
3) Certificates and 
4) Invoices These4) Invoices. These 
tables are populated with 
information  that is 
attached to you.  

Note: Each table can beNote: Each table can be 
filtered or searched 
using the           Filter. 

Each table in 
the Citizen 
Access Portal
allows the user 
to view critical 
information 
associated with 
each permit 
that is attached 
to them.
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1. To view the work description,  click         .  You will not be able to edit  or  change the description.

2. To view and print details 
of a Permit, click on the 
desired  permit number 
in the Permits tablein the Permits table
from the home screen to  
view the Permit   record.
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X
X

2. To view and  or print the o e a d o p e
Permit Detailed Report, 
click the printer from the 
permit page.  This works for 
issued and approved  
permits only.

a. To review and print
Permit Detailed Report,  
on the Permit record 
screen,  click         .

b. To print a Permit Detailed 
report, click          in the 
upper left hand corner.  
Another window will open

X

Another window will open 
prompting you to install 
software that will support 
the printing.   Select 
“install.”
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To view details of a Plan Review,  from the permit page scroll down to the “Plans “ table and click on the desired plan number.

From the plan page, click        .
To view and or printer Plan 
Review Comments. 
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To print the detailed report, click          in the upper left hand corner.  Another window will open prompting you to install 
the software that will support the printing.   Select “install.” 

Hint:

Comments are displayed in 
reverse chronological order.
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To Export a report into a PDF, Microsoft Word or Microsoft Excel file, click                 in the upper left hand corner. 
An Export window will open.   

At File Format, select the format desired from the drop down window.   Click          to begin the conversion.  When completed, 
the report will open in a new window at which time you can save it to your files.
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is an excellent tool that allow users the ability to connect to  one or more permits on their radar.  
This tool works as a quick-link to pull only selected permits into a separate window for a quick view of any updates
without having to scroll through the table.  

Subscribe

g g

a. To subscribe, select  a permit by clicking the permit number in the Permits table.  On the Permit Number screen,   
Click                            .       

b. To view only the subscribed permits, click         .
c. To unsubscribe a permit, open the permit and click                             in the upper right hand corner.

Subscribed permits that 
have not been updated will 
not appear in the table.    
To view all subscribed 
permits including non-
updated permits clickupdated permits, click

,   select  
“included non-updated”. 
and .
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APPLY for a PERMIT 
IMPORTANT!

ONLY Standalone and TemporaryONLY Standalone and Temporary 

Electrical, Mechanical and Plumbing 
permits are being accepted 
electronically at this time! 

To apply for a permit, you must be 
logged into eTRAC. At the menu 
bar, go to PERMIT and select 
APPLY from the drop-down menu.

1. Permit Fields:
Once you select the TYPE and  
WORK CLASS, the Valuation slot 
will appear on the screen and anwill appear on the screen and an 
ADDITIONAL INFO window will 
open.  The additional information 
request is different and specific to 
each trade.  See below for more 
detailsdetails.

Complete the Description, detailing 
the work to be performed.  The 
opening will not expand but it will 
advance to accept more text. 
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ad a ce to accept o e te t



2. ADDRESS to Use:  Click “New Search” to open another 
window to completewindow to complete.

25



3. Contact Search: Click “Add 
Contact” to open another window 
to complete.

4.  eTRAC gives the user  the option of attaching any required documents to support your permit 

application, e.g.  Pictures, Asbestos reports, Rodent certification, and plans.  

l b i d l i ll ill l h b i i f h d i d iNote: Plans submitted electronically will not replace the submission of hard copies.  Hard copies 
are still required for plan reviews. 
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To Request an Inspection
IMPORTANT! Inspection requests are only accessible through the Citizen 

Access Portal when logged in.  Only registered users who are attached to a 
permit can request an inspection. Only appropriately licensed contractors 
may request inspections under their permit.  All others that request an 

1. To request an inspection, at the 
Citi A P t l li k

inspection may have their registration privileges revoked.

Citizen Access Portal, click on a 
permit number from the Permits 
table. 

2.   In the Request Inspections table,
click Request next to the TYPE of 
inspection desired.

3. A window will open that will 
allow you to select a date 
and provide your name, 
phone number and any 
additional information that 
will be helpful to the 
inspector in  Comments slot 
.  

4. Click Schedule to submit 
your request.

27



For further assistance with eTRAC, please 
contact:

Alvin McGrath
Development Services Department

651 6530651‐6530
amcgrath@savannahga.gov
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