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 eTrac User Guide
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Savannah Fire Marshal’s Office
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ETRAC QUICK-START GUIDE

First step, please make sure you are using your laptop/desktop not a 

phone to apply for a permit.

Apply for an account:

1. Go to this link: https://etrac.savannahga.gov

2. You should see a skinny picture of a construction site across the top. 
On the right you will see “Good Morning, Guest”. Click on Guest. 
Select Register to create an account. Enter your company email. A 
link will automatically be emailed to that address. Open that email. 
Now you can finish your eTrac registration. When finishing your eTrac
registration, you must have a company email address.

Once you get your registration complete,

Here are a few tips.

1. Click on GUEST again. This time pulldown LOGIN. Enter your 

email & password.

2. Click on APPLY in the black line at the top  of the page. Then a list of 

permit types pops up. At the bottom of that list, click on ALL. Now 
you will get a page with all our permit types listed. Click on your 
permit type. The next screen will have the beginning of your permit  
information.

Permit application glitches

1. LOCATION- in the search box, only type the name of the project 

location address. For example, if you are working at 123 
Washington Avenue, you only enter Washington. When the search 
results pop up, you will get a list of all the addresses on that street. 
If you do not see your address, go to the bottom of the screen, and 
change the “results  per

https://etrac.savannahga.gov
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page” from 10 to 100. Once you see your address #, click on the blue
ADD button. Now hit the blue NEXT button on bottom right. Note: If 
your address does not show up on the list, call for help. You cannot 
apply without an address.

2. PERMIT DETAILS- Enter a full detailed project description. Note for 

Valuation & Square Footage- please enter ONLY the digits. No $ or 
commas or decimals.

3.
4. ADD CONTACTS – Make sure to select “Enter Manually”

 instead of “Search”. Then you will need to enter the contact 
information for each person you add as a contact. Everything with a 
red asterisk beside it is required. Complete all 3 phone numbers by 
entering the same number in all 3 blanks. You can also add 
contractors, architects, project mgrs., etc. to a permit.

5. ATTACHMENTS- The system requires you to attach documents. 

Please save them as separate files. Please attach copies as a PDF 
ONLY.

6. MORE INFORMATION – If the permit you’re applying for is under a building 
permit you must add this here. This is important because we will have to 
connect this to the building permit.

7. FEES – You must pay the fee before the permit will be submitted for 

review.

Need further assistance?

              Please contact Amy Collins at (912) 644-5960
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HOW TO CREATE AN ETRAC ACCOUNT

Go to this link: https://etrac.savannahga.gov

The initial screen looks like this:

In the top right corner, you will see, “Good Morning, Guest”.

 Click on Guest.

 Login & Register pops up.

 Select Register to create a new account.

https://etrac.savannahga.gov
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THE NEXT SCREEN LOOKS LIKE THIS:

After you enter your company email, you will see this 

message beneath the box where you typed your email 

address.

 For security, an email is sent to you to confirm that your email

account is active and that you applied for eTrac access.

 Check your email for a message from CSS

 OPEN the email and click on the link to confirm your email

address.
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NEXT – Return to eTrac website & log in. Now you will create a

password.

https://etrac.savannahga.gov

The screen will look like this.

 Click on Guest

 Log In & Register pops up.

 Select Log In

 Enter your email address and set up a password.

Now you are ready to officially sign in and apply for permits.

https://etrac.savannahga.gov/
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ONCE YOU LOGIN, THIS IS THE FIRST SCREEN

This is called the DASHBOARD.

It is a summary of your current permits & fees.
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PERMIT SUMMARY

GLOSSARY OF TERMS

Attention - an application that needs more info. Staff have asked for more info. 

Pending – application has been submitted but not yet entered in the system.

Active – application has been approved & permit issued

Draft – an incomplete application that you can re-open and complete later

Recent – the last applications you accessed
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HOW TO APPLY FOR A PERMIT

In the black line at the top, click on APPLY.

This pull-down menu automatically comes up with 5 types of permits.

If you don’t see the type of permit you need, click on ALL 

(46) at the bottom of the left list. A page opens ith a list of 

every type of permit we issue.
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The table below shows every available permit type & the order in 

which they appear in eTrac.

Find your permit type & click on the blue APPLY button

CONGRATULATIONS!

YOU CAN NOW START YOUR PERMIT APPLICATION

This is where 
you can look 
up your 
permit type.
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Notice the circles at the top of this picture. There are 7 steps to 

complete a permit application. As you progress through eTrac, the 

blue circle will advance to the next step.

STEP 1: LOCATION

Click on the

white PLUS

mark.

The address you add here is where 
the work is going to take place. This 
is important for the Fire Marshal 
who is reviewing your permit; this 
will allow us to find and attach it to 
the building permit.
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From this window you can search by address or by parcel number.

`

NEXT

The little black circle at 

the bottom left should 

spin indicating that the 

system is searching for all

addresses on that street.

In the search box, type in

the street name only. NOT

THE STREET NUMBER!!!

Example:

Project address is 

500 Washington Ave

Enter WASHINGTON in the

box. Nothing else.
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The system will automatically bring up the first 10

addresses on the street.

If you do not see the address for your project, scroll

down to bottom of screen.

When you find your project address, click on the blue

ADD button.

If you cannot find your project address, you can search by parcel 
number.

Change the Results 

per page from 10 to

100.

You can look up parcel number
in Sagis map viewer if you 
don’t know the address.

Sagis link is: 
www.Sagis.org/map
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Note: Put a space after the first 5 numbers, 
then enter the next 5 numbers and press enter
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This is the next screen:

Click the blue NEXT button to move to the next step.

If you do not see your address, call

The Fire Marshal’s Office for help. 912-644-5960
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STEP 2: TYPE

ENTER A FULL DESCRIPTION OF THE PROPOSED PROJECT

All boxes are required to be completed.

Description: FULL explanation of the job. This box has unlimited characters.

Example: “Install a new fire alarm system in Jenkins High School”

Square feet: square feet of the building or the area affected by

construction, if you don’t know this leave blank.

HINT: Only enter numbers. No commas.

Valuation: Total estimate for the labor + materials.

HINT: Only enter numbers. No commas, dollar signs, or

periods/decimals.
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Your completed description should look like this:

If everything looks correct, click on the blue NEXT

button.

Do you need to stop here to look up the information? If

yes, save a draft by clicking on the grey SAVE DRAFT.

button.
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STEP 3: CONTACTS

This is where you can add other people to the permit.

Example: Low voltage contractor, Sprinkler 

contractor, owner, and/or general contractor. 

Whoever is added to the contacts page will be able to

see the permit in eTrac if they have an account.
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Click on “Enter Manually”

The screen switches to this:

Note: Everything with a red * is required. If you

only know one phone number for a contact, put the

same number in each box.
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ENTER CONTACT:

From this pulldown menu, select the type of contact 

you are adding. In this example, the architect, Mickey

Mouse is being added.
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After adding architect Mickey Mouse & General 

Contractor Bob the Builder, this is what it looks like:

When you are finished adding contacts to your

project, click the blue NEXT button.

Note: There is no limit to the number of contacts you

can add.
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STEP 4: MORE INFO

This is where, if you have an issued building 
permit number, it must be added here.

When you have entered the
building permit number 
click the “Next” button.

This is where you enter the 
issued building permit number. 
Please use this format.
             Ex: 22-12345-BC
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STEP 5: ATTACHMENTS

This is where you attach the required paperwork.

Read and follow the required documents that 

some permits might require. If the required 

documents are not included, it will slow the 

review process.

ALL ATTACHMENT MUST IN PDF FORMAT!!!

Click on the white PLUS mark to add a file.
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Click on the white plus sign to add a document. The

3rd. box can be used for other documents.

In this example, construction drawings are being

added.
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STEP 6: SIGNATURE

This is where you prepare an electronic signature. 

Type your name in the 1st rectangle. Then click on 

the button next to “Enable Type Signature”

Signature is added as you type your name in the box which

appears when you click on “Enable Type Signature”.

STEP 7: REVIEW & SUBMIT

This is the final step.

This is the final chance to review this permit application. Once you click the 

blue submit button, the permit enters the eTrac system.
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                                                     Click the blue submit button.

Once you click the submit button, the permit will be 
submitted, and you will see a success page.

Congratulations, you have successfully submitted your permit!

You’re not done yet ….
You will still need to pay the fee for your permit!

HOW DO I PAY THE INVOICE?

Once you’re in your cart click on the permit invoice number to pay.

To pay for your 
permit click the 
“Add to Cart”
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Once you’re in your
invoice click the “Pay 
Now” blue button. 
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            Your final step to pay for your permit is here!!

                 

The final step is done!!

You can now follow the status of the permit from your dashboard.

Thank you, if you have any questions, please contact the Fire Marshal’s Office at 912-644-5960

The next page will have the top 10 frequently asked questions.
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FREQUENTLY ASKED QUESTIONS

1. Are eTrac accounts free?

Yes

2. Does my company need an account?

Yes, if you plan to apply for permits through eTrac

3. Can everyone in my office share one eTrac account?

No. Every employee needs their own personal account.

4. Who can access the company account?

Only those individuals are authorized by the company. Consider adding 

project managers, administrative personnel, and those authorized to pay 

fees.

5. Who can see my permits?

Anyone who has an eTrac account and is added to the contact’s page. 

All permit information is considered a matter of public record.

6. Is eTrac the only method to apply for permits?

All commercial project permits must be applied for using eTrac. We do not 

accept paper permit applications for commercial projects. 

7. How do I pay for a permit fee?

If you apply through eTrac, you may pay online with credit or debit or 

deliver/mail a check or money order. If you

apply in person or mail in your application, you can only pay by

company check or money order made payable to “City of Savannah.”

Debit & credit cards & cash cannot be accepted in the office.

8. Can I cancel the permit?

Yes. Call The Fire Marshal’s Office (912) 644-5960 and speak to Amy 

Collins. You cannot do it through eTrac.

9. How can I change information on my permit such as adding a new 

contractor? 

Call The Fire Marshal’s Office (912) 644-5960 and speak to Amy 

Collins. You cannot do it through eTrac.

10.How can I update my contact information?

Call The Fire Marshal’s Office (912) 644-5960 and speak to Amy Collins.




