How to: Sign License and Renewal Application

1.0 Getting Started: Be prepared before you log in
1.1 Know that

e eTRAKIT will timeout after 20 minutes if you have not completed your application. When
you sign-in again click continue. You will have to re-enter most information.

e Do not use the browser back button.
1.2 Setup an Account

Create a User Name and Password to apply for licenses and to view detailed information. Click
“Setup An Account” to create your free account. Contractors licensed with the State of North
Dakota can register to pay by invoice by contacting the City of Bismarck Building Inspections
Division in one of the following ways:

In Person City/County Building
Community Development Department
Building Inspections Division
221 N 5 St.
Bismarck, ND 58506-5503

By Phone (701)355-1465
By Email buildinginspections@bismarcknd.gov
1.3 Payment

If you want to be billed by the City of Bismarck first open an account by contacting Building
Inspections at 701-355-1465. eTRAKIT will otherwise only accept VISA, MasterCard, and
Discover card payments.

1.4 Submittal Requirements

Prior to beginning the application process, have all required submittal items ready to upload
electronically. Required submittal items can be found HERE.

2.0 How to Access eTRAKIT

2.1 The website address for eTRAKIT is https://trakitapi.bismarcknd.gov/etrakit/ You may also
access eTRAKIT through the City of Bismarck homepage at www.bismarcknd.gov and click on
the eTRAKIT Online System link in the left margin.


mailto:buildinginspections@bismarcknd.gov
https://nd-bismarck.civicplus.com/index.aspx?nid=122
https://trakitapi.bismarcknd.gov/etrakit/
http://www.bismarcknd.gov
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3.0 Log In one of two ways

3.1 Registered User Login (able to use BILL ME option having called Building Inspections and
registered)

3.1.1 Change login type to Registered Contractor/Developer/Builder. Choose Contractor
Name from Username drop down list, and enter password.

Home | SetupanAccount | Logifi Public

BISHATCK

.Welcome to the
City of Bismarck, ND

3.1.2 Click button and you will be directed to change your password only the first
time you login.

| I | LOGOUT LOGGED INAS: SICK CONTRACTING

You are reguired to change your password.

Permits | |

Re-type New Password: | |

Fees Estimator

Projects

Password Rules:

Minimum of 6 characters
Contractor Maximum of 25 characters
At least one letter and 1 number

Properties Mote: Password is case sensitive

3.2 Public User Login Option to pay by credit card

3.2.1 Click “Setup an Account” to create your free account.
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4.0 To Apply for or Renew a Sign License

4.1 Select Apply for new Licenses from the Menu in the left margin.

My Dashboard Hello SICK CONTRACTING.
Below is a Dashboard of your current activities.

Permits
Apply For New Permit
Search = B . .
Pay Fees - My Open Permit Applications

Fees Estimator 3 totalrecordish. [ =]

View on Map

Applications In Progress Permit Type
Projects Continue 4972015 Delete
BT = Cantinue 402015 Delete
Search Projects
Pay Fees Cantinue 41772015 Delete
Fees Estimater
View on Map

Contractor /M Op. i Applis i
i en License lications

Search Contractors e Y P P ——
Properties Applications In Progress icense Type Created Date

Search Property Continue 4/9/2015 Delete

View on Map

Continue SIGN 4/9/2015 Delete

Inspections P 4712015 Detete

Schedule
Cancel

View onMap
aefigGiled

3? My Active Permits

4 total record(s). [=]

Licenses
rseores | oo | o T T e R
Search Licenses - -
BRES2015-0008 Z21NSTH . BUILDING RESIDENTIAL NEW ISSUED S0.00 & @ ("]
5 5:;?;" ons BRES20150013 = 20SEDENV..  BULDINGRESIDENTIALNEW  APPROVED 5114425 ? | @
BRES2015-0025 1221 N1IT. BUILDING RESIDENTIAL NEW SUBMITTED S0.00
Map
View Map BRES2015-0026 2Z21NSTH BUILDING RESIDENTIAL NEW SUBMITTED $604.80
Locate My Address.
Shopping Cart == ) )
Pay All Fees - My Active Inspections
2 coralvecordis. | =)

4.2 Sign License Application Step 1 Enter Sign Information
4.2.1 Select Type and Subtype from drop down menus.

e Use New Sign Installer for new licenses.
e Use Renew Sign Installer for existing licenses that have expired.

4.2.2 Enter Licensee Name

4.2.3 Enter ND License Number.

STEP 1 ENTER LICENSE INFORMATION

License Information

Type |SIGN b SubType | NEW SIGN INSTALLER W

*licensee Name | |

el m B S

4.2.4 Upload Required Submittal Items outlined in 1.4 above. Save documents with appropriate
titles.

4.2.5 Upload the Required Submittal Items by clicking = Find the file you want to upload
on your computer. Select the file. Then type in the file description including the address of
the property.
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4.2.6 Click Upload.

Attachments
P  CERTIFICATE OF LIABILITY INSURANCE pdf = Remove
Descripion | CERTIFICATE OF LIABILITY] x|

4.2.7 Once the attachment has been uploaded, the file will be listed to the right, under the

Attachments heading. The process may be repeated to add additional files. Or, if the wrong
file was uploaded, it may be deleted using the associated Delete button.

Attachments
Filename | Select Attachments:
HOUSE PLAN.docx

LOT SURVEY.docx

LOT SURVEY 221 N 5TH 5T

HOUSE PLAN m

4.2.8 Click Next Step.

4.3 Step 2 Address and Contact Information

4.3.1 Enter the Name, Email Address and Phone Number of the primary contact for the License.

STEP 2 ADDRESS/CONTACT INFORMATION

Application for a SIGN License

License Address

Enter all or part of the address and press search

Print Name As

Email Address

i

Emergency



How to: Sign License and Renewal Application

4.3.2 Enter Mailing Address and confirm additional Contact Information

Mailing Address

[ samess ticense Address

Street Number ‘ | City | ‘
e | | | |
e \ | = [ J-[_]

Applicant Information
Name [ SIcK CONTRACTING | Phone
Address [221N5THST | Emoil Address [ CSICK@BISMARCKND. GOV |
ciry [ BISMARCK |

s - oo ][]
Lo ]

4.4 Step 3 Review and Submit

4.4.1 If everything is correct click Next Step.

BT -

Forviems Hhe Infoamartion sl pric 13 cwbmitting the spplicatan

Tips SIGH
Fafink Farm fa. Chargd Sick
Sty FIHIW SEN RSTALLCA
Dol Aricvea T T NEYREES
Bcerass S [OHTIACTIRG
FPrass
—— e L L
Pumbr
Corpormts Mama. .
Muiling Address =2
LN ShE
Dwmarck, KO SRS - £550
ey . Cortacls
Additional Information n ﬂ
Apphcant Information
S [CHTIACTRG 1320 =140
121 NETH ST TSI PORSMARC EMD GO
BERASFY, RO SO0
Dwwmar Indoermtion
Oifice informmtion
Dwearl isorrrardss
[astrarsar infosration:
SN [OHTIACTIRG 1320 1m=-14e8
121 NETH ST CEICE S OSMARC EHD GO
BESPASRLY, KD 00
Fees
Tape L] Attachrrents
At = 1 eaponec Sl nftuchere i chck Hars.
Total Fam s1n00
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45 Step 4 To Pay for a License

Checkout Summary

SIGN

Description

SIGN

SIGN LICENSE

. T T

5.0 Payment Options
5.1 Payment Option 1

5.1.1 The City of Bismarck accepts VISA, MasterCard and Discover credit cards.

5.1.2 From Checkout Summary select Proceed to Payment. Enter credit card information
and select Process Payment. Upon approval a receipt will be emailed to the Applicant’s

Credit Card

email address.

Total Fees: $1,144.25

Total Payment: $1,144.25

First Name | |
cretc cart e

Credit Card Number |

Expiration Date

Billing Address

City

State

Tip

|221N5THST |

[ BISMARCK |

Morth Dakota W

EEI

Email Confirmation. | CSICK@BISMARCKND.GOV |

5.2 Payment Option 2

5.2.1 Contractors who have not been set up for billing with the City of Bismarck can register
by contacting the Building Inspections Division.

5.2.2 From the Checkout Summary select Bill Me. The Fiscal Department will generate an
invoice to be received in the US Postal mail.

Bill Me (Contractors Only)





