Build Shasta
User Manual

A guide for using the online permitting system, Build Shasta
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1.0 Getting Started

11

1.2

Welcome to Shasta County Department of Resource Management on-line portal Build Shasta.
Through Build Shasta users have the ability to view records and check project status without logging
in. Contractors and Public registered users, who create an account, will have the ability to pay fees
and view record in detail, apply for permits, file a complaint and schedule and cancel inspections on
their permits.

Contacting Us

For additional assistance with Build Shasta, please contact Shasta County Department of Resource
Management in person, by email or by phone:

In person: 1855 Placer Street Suite 1855 Placer St, Redding, CA 96001
Email: resourcemanagement@co.shasta.ca.us
Phone: (530) 225-5761

2.0 Accessing Build Shasta

The website address for Build Shasta is https://permits.co.shasta.ca.us/etrakit/

3.0 Public Registered User Login

3.1

Switch the Log In to Public. Enter your Username and Password or Register to Create a Login.

Home | Setupan Account | Login ETHINRG | R 2P ocin

Shasta Coun

Our coun

3.2 To Register for a Public Login:

3.2.1 Click on Setup an Account

Home  Setup an Account | Login EYPHINRA LOGIN |

— 07/21/2018
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3.2.3

3.2.2 Then click Public Registration

Contractor V| | \ LOGIN

L]

| PUBLIC REGISTRATION I CONTRACTOR REGISTRATION

For all non-contractors (without a state issued license), please select Publit
Licensed Contractors, please use your State License # as your login 1D wh

Fill out the required information fields (*) and Click Create Account.

Profile

Company Name:
# First Name:
» Last Name:

» Address:
* City:

* State:

% Email:

* Phone:

License #

JOHN
PUBLIG
1855 PLACER
REDDING
w1 -
EMAIL@EMAIL COM

(530) 555-5555

Username and Password

* Log-In Name:
(letters/numbers only)

Password Rules:

Minimum of & characters
Maximum of 25 characters

At least one letter and one
number

Note: Password is case sensitive

*l

JPUBLICA

+ Confirm P; d:

Security Question
Security Question:

* Secret Answer:

+ Re-enter Secret Answer:

What was your childhood nickname?
PUBLIC

PUBLIC

| CREATE ACCOUNT I

Click Continue to be sent to the main page.

3.2.4 The account is created and automatically logs the user into Build Shasta as indicated below.

Thank you for registering on The County of Shasta eTRAKIT website.
If you did not create the account, please call Shasta County Department of Resource Management at (530) 225-

5761 immediately.

07/21/2018



4.0

5.0

Contractor Login

4.1 Contractor Login: First time users will need to contact Resource Management at
resourcemanagement@co.shasta.ca.us

4.2 After Resource Management sets up your initial password you will login as a Contractor. You will be

prompted to change your password the first time you log in.

Reset Login

You are required to change your account information at this time

State License No.: 659042

Password Rules:

Minimum of & characters
Maximum of 25 characters

At least one letter and 1 number
MNote: Password is case sensitive

# MNew Password:

+« Confirm Password:

Security Question

Security Question:  what was your childhood nickname? [V
* Secret Answer:

* Re-enter Secret Answer:

SAVE AND LOGIN

Searching and Viewing Records

5.1 Enter Search Parameters- Choose the field you would like to search by, then select the parameter
(i.e. contains, begins with, etc.) and enter the value to search for, then click on the SEARCH button.

= Miidahl —

Permits Permit Search
Apply / New Permit Click here fo
Search Permit . i ere for
Search By: |ADDRESS W||Contains W
Pay Fees By: | | | m search
Fees Estimator examples
View on Map

Projects
Apply for New Project
Search Projects MAP
Pay Fees m
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections
Schedule
Cancel

S — 07/21/2018
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5.2

53

Search Results:

Click on the row you would like to view details on.

Permits
Apply [ New Permit
Search Permit
Pay Fees
Fees Estimator
View on Map

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections
Schedule
Cancel
View on Map

Violations
Search

CRM
Report Issue
Search Issues
View on Map

Map
View Map

Permit Search
- Click here for
Search By: |ADDRESS ~|[Contains | 1855 Placer x m search
examples
we 1
permits [
PERMIT # ADDRESS PARCEL NUMBER
BPO7-00706 1855 PLACER ST
BPO7-00135 1855 PLACER ST 101760062000
BURN18-0004 1855 PLACER ST 101780062000
CHVAC18-0002 1855 PLACER ST 101780062000
CHVAC18-0003 1855 PLACER ST 101780062000

M o4 » M

page 1of 2

Viewing Search Results: The permit record has tabs that can be clicked on for details. Also the
Search Results appear to the left and can be navigated while viewing permit records.

Permits
Apply / New Permit
Search Permit
Pay Fees
Fees Estimator
View on Map

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections
Schedule
Cancel
View on Map

Violations
Search

CRM
Report Issue
Search Issues
View on Map

Map
View Map
Locate My Address

Shopping Cart
Pay All Fees
Paid Items

Contact
Contact us

Permit Search

Search By: |ADDRESS

v| | Contains

~| 1855 Placer

MAP m

Click here for
search
examples

Search Results

PERMIT #

BP07-00706
BP07-00135
BURN18-0004

CHVAC18-0002

CHVAC18-0003

page 1 of 2

B permit

Permit #CHVAC18-0002

Expiration Date:

Notes:

6/5/2020

Type: COMMERCIAL HVAC
Subtype: REPLACEMENT PACKAGE UNIT GAS AND ELECTRIC
Short Description: Testing Permit Application
Status: ISSUED

Applied Date: &/4/2018
Approved Date: ©6/6/2018

Issued Date: 6&/6/2018

Finaled Date:

6/4/2018 9:47:41 AM Using this permit to see where language goes

and permit app language

07/21/2018



6.0 Permit Application

6.1 To apply for a Permit users must register and be logged in as shown in Section 3.0 or 4.0.

6.2 After Logging in, Click Apply/New Permit menu option under the Permits menu.
My Dashboard

Permits
Apply / New Permit

=earcn Fenmit
Pay Fees

Fees Estimator
View on Map My (}}.
Issued Permits Report

Applicatig

Projects c
Apply for New Project '
Search Projects Ci
Pay Fees
Fees Estimator Ci
View on Map o
6.3 Permit Declaration: Please read the Entire Permit Declaration, at the bottom of the page the User

must select | Agree and Click Continue to proceed with an application.

DECLARATION BY CONSTRUCTION PERMIT APPLICANT
By my agreeing below, | certify | am one of the following:

| am a California licensed contractor OR the property owner* OR authorized to act on the property
owner's behalf*.

| have read the required information above for this construction permit application and | agree to
the information as stated.

| agree to comply with all applicable city and county ordinances and state laws relating to building
construction. | authorize representatives of this city or county to enter the property for inspection
purposes where the work for which this permit is issued.

California Licensed Contractor, Property Owner* or Authorized Agent*

*Fill out appropriate sections on the Owner Builder form

By clicking Agree you are certifying you have read the language show above.

') I Agree
O 1 Disagree

e —— 07/21/2018




Step 1: Enter Permit Information. ALL fields with * are required to proceed.

6.4.1 Permit Type Information: Select the Permit Type and Subtype then enter the Short
Description and Job Value

6.4.2 Locations: Enter part or all of the Address OR Parcel and click SEARCH. Select the correct
Address or Parcel by clicking on the highlighted row.

6.4.3 Attachments: Make sure any additional documents are attached as indicated in the
supplemental forms on line.

6.4.4  Click NEXT STEP

Permit Application

STEP 1 PERMIT INFORMATION STEP 2 STEP 3 STEP 4

Permit Type Information

PERMIT Type [Hvac v]

PERMIT [PACKAGE UNIT GAS AND ELECTRIC /|
Subtype

*Short CHANGE OUT PACKAGE UNIT

Description:

Notes: NO NEW DUCTING
*Job Value $15,000.00
Location

101780062000
1855 PLACER 5T
REDDING, CA 6001

Address Lookup

Your Relation to this Permit

@ Property Owner D Contracll:nr .
«Check this box if you are the Property Owner Check this box if you are the Contractor
Attachments

Please ensure to include required attachments with your
application. Failure to do so may delay in the issuance of your

permit.
Filename Select
Description
plaosey
[ cancer Jf wexrsre |
e —— 07/21/2018



https://www.co.shasta.ca.us/docs/libraries/resource-management-docs/etrakit/list_of_permits.pdf

6.5 Step 2: Enter Contact Information. IMPORTANT: Email Address must be accurate, all notifications
regarding the application will occur by email.

Permit Application
STEP 1 STEP 2 CONTACT INFORMATION STEP 3 STEP 4
Application for a HVAC Permit
Applicant Information
Name JOE PUBLIC Phone (530) 225-5761
Address 1833 Email Address EMAIL@co.shasta.caus
City Redding
State ca Zip 95001 =
Owner Information
*Name JOE PUBLIC *Phone (530) 225-5761
*Address 1835 *Email Address EMAIL@co.shasta.caus
*City Redding
*State Ca *Zip 96001 -
Contractor Information
Name Phone -
Address Email Address
City License or ID
State Zip -

[cance, [l rreviovssveo il vt o |

S — 07/21/2018




6.6 Step 3: Review all the information closely and Click Submit. Fees are added by the County and made
available to pay after approval of the application.

Permit Application
STEP 1 STEP 2 STEP 3 REVIEW AND SUBMIT STEP 4

Application for a HVAC Permit

Permit Information m Location m
Type HVAC 1855 PLACER ST
Subtype PACKAGE UNIT ALL TEREITE T, 8 EFTTN
ELECTRIC !
Description CHANGE OUT PACKAGE ...
Job Valua 15,000
Fee Information
Contacts m Type Amount
Applicant Information Total Fees $0.00
JOE PUBLIC (530) 225-5761
1855 EMAIL@co.chasta.ca.us Attachments

Redding, CA 95001

To upload additional attachments click  Here
‘Owner Information

JOE PUBLIC {530) 225-5761
1855 EMAIL@co.shasta.ca.us

Redding, CA 96001

‘Contractor Information

Review the information prior to submitting.

CANCEL PREVIOUS STEP SUBMIT

6.7 An Email will be sent when the application has been reviewed and/or if additional information is
required. Login to determine the following:
If the permit status is READY TO ISSUE proceed to the next section.
If the permit status is NOT READY TO ISSUE a response is required.

S — 07/21/2018
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6.8 Responding to an Incomplete Application

6.8.1

6.8.2

Login Build Shasta

Number.

Below is a Dashboard of your current activities.

LINK TO PERMITS AND PROJECTS

ﬁ My Active Permits

CHVAC1E-
o002z
HWAC18-
0003
RELEC18-

0042

6.8.3

1B55

COMMERCIAL HVAC ISSUED
PLACE...
1855
HWAC INCOMPLETE
PLACE...
7411
RESIDENTIAL ELECTRIC APPLIED
BRIDG...

Click on the REVIEWS TAB then Click on Respond.

8 total record(s).

PERMIT FEES
ADDRESS TYFE
NO. DUE

In My Dashboard locate the application indicated in the email and Click on the Permit

Permit #HVAC18-0005

f_‘;’oﬁ.ttachment B permit

| Permit Info

. Siteinfo ' Contacts (2)

k' Inspections(7)

' Canditions ] Reviews (1) |

APPLICATION INTAKE

Submitted

ADAM FIESELER INCOMPL... 7r21/2018

Completed
T2AZ2018

2172016 Respond

07/21/2018
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6.8.4 Respond to the Questions in the Response or Comment box then Click Submit. Please be
detailed in your response, and include any additional information.

An email is sent to the Reviewer.
IMPORTANT: A new email will be sent to the applicant as soon as the response is reviewed.

Review - APPLICATION INTAKE ]
Review Group: AUTO
Review Type: APPLICATION INTAKE
Status: INCOMPLETE
Date Sent: 7/21/2018
Date Due: 7/21/2018
Date Returned: 7/21/2018
Reviewer: ADAM FIESELER
Remarks:
Notes:

7/21/2018 2:26:01 PM - ADAM FIESELER
WILL DUCTING BE REPLACED?
IS THIS A NEW CUT IN OF. LIKE FOR. LIKE REPLACEMENT?

Response or Comment
N0 NEW DUCTING
| [THIS IS A LIKE FOR LIKE IN THE SAME LOCATION, NOT A NEW CUT IN.

Press "Submit” only when you are ready to transmit your response to the Reviewer

S — 07/21/2018
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7.0 Paying Fees and Printing the Permit
7.1 Login: Users must be logged in to pay fees.

7.2 Locate the permit in My Active Permits and Click on the dollar amount in the Fees Due Column.
My Dashboard Hello Adam Fieseler.
Below is a Dashboard of your current activities.

B pemi

Search Permit
Pay Fees

Fees Estimator c o =
View on Map n My Open Project Applications 2 total record(s), =]
Issued Permits Report =
sopictons i prres
Projects :
A T [ B Continue 6/26/2018 Delete
Search Projects Continue 6/21/2018 Delete
Pay Fees
Fees Estimator
View on Map 0
_ My Active Permits
Contractor 7 total record(s).
Search Contractors
Search Property
View on Map CHVAC18- 1835
COMMERCIAL HVAC ISSUED $0.00 47 e
Inspections 0002 PLACE...
Schedule RELEC18- 7411 -
Cancel RESIDENTIAL ELECTRIC ~ APPLIED $000 & <+ 8 @
View on Map 0042 BRIDG...
. . READY
Violations REROOF18- 7800 REROOF 0 50431 - . 8 13
5 . o
Search 0080 PRINC... . - .
CRM
Report Issue RFIRE18- 19955 RESIDENTIAL APPLIED 0o @ b 8
] &
Search Issues 0005 PINE..  WOODSTOVE/FIREPLACE - : "
View on Map
ROOF18- 2885
Map REROOF APPLIED £20431 & < B I
View Map 0001 SACRA...
Locate My Address RWHTR18- 15872 RESIDENTIAL WATER | .
APPLIED 3000 & <+ B I
Shopping Cart ooos CLOV... HEATER . -
Pay All Fees WH1s- 25668 .
Paid Items WATER HEATER APPLIED $000 & <+ @B I
0001 HIGH... :
Contact
7.3 Verify the permit is correct and selected. Click Proceed To Checkout or add additional permits your

Shopping Cart by going back to your Dashboard and follow step 7.2.

7.4 Shopping Cart: Confirm the Permit or Project you are about to pay, and then click on the PROCEED
TO CHECKOUT BUTTON.

My Dashboard Shopping Cart

Permits _ Shopping Cart for Online Payments
Apply / New Permit

Search Permit

Pay Fees

Fees Estimator

View on Map

Issued Permits Report

| ltem | Fee Description | Amount Due

BUILDING 204.31

Projects
Apply for New Project

gear:h IR REMOVE SELECTED ITEMS BACK TO DASHBOARD VIEW PAID ITEMS PROCEED TO CHECKOUT
ay Fees

Fees Estimator
View on Map

Total: $%$204.31

If you choose to pay onling, then complete payment of the total amount due is required at the time of payment.

Contractor The online payment method is credit card. Only MasterCard, Visa and Discover are accepted.

e —— 07/21/2018
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7.5

My Dashboard

Permits
Apply [ New Permit
Search Permit
Pay Fees
Fees Estimator
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections

7.6

Click on the PROCEED TO PAYMENT button.

Checkout Summary
Below are the current fees due for your permit(s)/business license(s). Please select the permit(s)/business
license(s) you wish to pay and select "Proceed to Checkout". Verify comrect item(s) to pay and select "Proceed to
Payment". Enter the required information and select "Process Payment".

REROOF18-

PERMIT
0080

7800 PRINCESS PINE PL

Description Quantity Amount

BUILDING 1
BUILDING FEE

$204.31
204.31

Total Fees: $204.21

Total:

BACK TO SHOPPING CART PROCEED TO PAYMENT

$204.31

Enter your Credit Card Information and Click on the PROCESS PAYMENT button

Shasta County
~3 -1

Secure Payment Form

Order Summary:
order Date: 07/21/18
Order Amount: 204.31
W29
192.159 8.106

Order Number:
Customer IP:

Description:

Credit Card Information:
Card Type:

Name as on Card: | |

Card Billing Address: | |

Card Billing Zipcode:
Card Number:
Card Expiration Date:

Card ID (CVV2/CID) Number:
‘What is the Card ID?]

[ ]

Process Payment >>

14
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7.7 Print Payment Summary then click on the highlighted permit number.
My Dashboard

Permits
Apply / New Permit
Search Permit
Pay Fees
Fees Estimator
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections
Schedule
Cancel

Payment Summary

Please print this page as your receipt of payment. You will also receive an e-mail confirmation.

The Transaction is Approved

Receipt No: W29
Paymethod: ONLINE CREDIT

Paid Date: 7/21/2018

7800 PRINCESS PINE PL
PERMIT REROOF13-0030 SHINGLETOWN,

I -

CA 96088
BUILDING
BUILDING FEE $204.31
SUB TOTAL: $204.31
TOTAL AMOUNT
PAID: VAT

PRINT SUMMARY

7.8 The Permit Status is now Issued and can be printed by Clicking Permit. IMPORTANT: The Permit
must be onsite, and contains the required Inspections.

My Dashboard

Permits
Apply / New Permit
Search Permit
Pay Fees
Fees Estimator
View on Map
Issued Permits Report

Projects
Apply for New Project
Search Projects
Pay Fees
Fees Estimator
View on Map

Contractor
Search Contractors

Properties
Search Property
View on Map

Inspections
Schedule
Cancel
View on Map

Violations
Search

CRM
Report Issue

Search Issues
View on Map

Map
View Map

Permit Search
- Click here for
Search By: |PERMIT # v|[Contains v m conrch
examples
map [T
Permit #REROOF18-0080
& .
@ Attachment = permit
Permitinfo . Sieinfo . Contacts (2) Inspections(4) Conditions  \ Reviews (1)
Type: REROOF
Subtype: TEAR OFF AND INSTALL ASPHALT SHINGLE
Short Description: TEAR OFF/RE-ROOF SFR OMLY
Status: ISSUED
Applied Date: 7/3/2018
Approved Date: 7/3/2018
Issued Date: 7/21/2018
Finaled Date:
Expiration Date: 7/20/2020
Notes: 7/3/2018 8:36:53 AM
S —— 07/21/2018
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