
ETRAKIT  

INSTRUCTION MANUAL 

Town of Windsor  

Online Development Review Software 



GENERAL INFORMATION 

 

ETRAKIT LINK: 

• http://community.windsorgov.com/eTRAKiT3/ 

• Internet Explorer works best. 

 

NEW MUNICIPAL CODE LINK AND LOOK: 

• http://www.windsorgov.com/municipalcode  

 

APPLICATIONS, FORMS & HANDOUTS: 

• http://www.windsorgov.com/index.aspx?nid=133 

• Applications will be updated by Fall 2015. 

 

NEW SUBMITTAL REQUIREMENTS AND STANDARDS: 

• Will be available on the ‘Applications, Forms & Handouts’ Planning webpage. 

 

 

…NEW TOWN WEBSITE & PLANNING DEPARTMENT WEBSITE UPDATES ANTICIPATED 2016… 
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COMMUNITY  

PORTAL 

NO LOGIN REQUIRED: 

• Search for Project 

• Review Basic Project 

Information 

• Search for Property 

Information (based on 

Assessor records) 

• View Project and/or 

Property on GIS Map  

 

LOGIN REQUIRED: 

• To Apply for a New 

Project or to View your 

firm’s Applications/ 

Projects as a ‘Contractor’ 

• Note: The Town 

establishes permissions. 

Your firm will receive a 

unique username and 

temporary password. 

There will only be one 

login per firm, not by 

individual. 
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PROJECT 

SEARCH 

SEARCH BY: 

• Project Title 

• Address 

• Project Type 

• Status 

• Project Number 

 

SEARCH PARAMETERS: 

• Used to narrow the 

search results and/or 

include a broad range 

of search results. 

 

MAP (ON/OFF): 

• View contextual GIS 

map of search query. 

 

SEARCH RESULTS: 

• Shows general 

project overview. 

• Click on project to 

view additional 

Project Information. 
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PROJECT 

INFORMATION 
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PROJECT INFO TAB: 

• General Project 

information including: 

Type and Subtype, 

Planner, Status and 

specific project dates. 

 

SITE INFO TAB: 

• GIS based site 

information from 

Assessor data, if 

available. 

 

SEARCH RESULTS PANE: 

• Remains along the 

left side for quick 

reference and to select 

another search result 

from your original 

search parameters. 



APPLYING FOR A NEW PROJECT 
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BEFORE YOU BEGIN… INITIAL PROJECT SETUP 

MY PROJECT INCLUDES MORE THAN FIVE (5) PARCELS: 

• Email the Planning Technician a completed Pre-Submittal Form (found in the Applications, 

Forms & Handouts page on the Planning Department website). 

• Within one (1) business day, the Planning Technician will set up your project in eTRAKiT. 

• You will receive notification that the project has been set up with the assigned project 

number. 

• Login to eTRAKiT to view your dashboard. 

• The project now shows up on your “My Active Projects” dashboard with a status of 

“Pending”. 

• You must now complete the application process by uploading the required application 

materials and paying the application fee, per Town standards. All fees are to be paid at 

Town Hall. Credit Card payments may be paid over the phone. 

 

 

MY PROJECT INCLUDES FIVE OR FEWER PARCELS: 

• Login to eTRAKiT. 

• There are two (2) places in eTRAKiT where you can apply for a new project: 

• the ‘HOME’ screen; or 

• your ‘DASHBOARD’. 
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HOME  

SCREEN 
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DASHBOARD 
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APPLICATION INTERFACE 
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APPLICATION  

INTERFACE  

(STEP 1) 

PROJECT: 

• Select Project Type 

• Short Description = 

Subdivision name and 

filing. Do not use the 

word ‘subdivision’ in the 

description. ex. TOWN 

OF WINDSOR 5TH 

• Use parcel or address to 

select your one property. 

 

ATTACHMENTS: 

• All documents shall be 

uploaded via 

attachments, using the 

“Development Review – 

Electronic File Naming 

Conventions” as the 

Description. 

• Note: Incomplete or 

piecemealed submittals 

will be rejected. 
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APPLICATION 

INTERFACE 

(STEP 2) 
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APPLICATION INTERFACE (STEP 3) 
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APPLICATION INTERFACE (STEP 3) 

 



YOUR DASHBOARD INTERFACE 
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MY DASHBOARD OVERVIEW 
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VIEW/EDIT PROFILE 
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VIEW CART 
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MY ACTIVE PROJECTS IN MY DASHBOARD 

PROJECT NO. 

• Your unique Project Number – used for referencing, searching and archiving. 

ADDRESS 

• Represents the address linked to your project. Staff can fix or update. 

TYPE 

• Type of project. Does not reflect ‘SUBTYPE’, which would be Prelim., Final, Qualified, etc. 

STATUS 

• The current status of your project. 

FEES DUE 

• Shows application fees due on your project.  

FILES & MAP ICONS 

• Paperclip Icon represents attachments; Location Icon represents system map feature. 
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PROJECT NO. 

PROJECT INFO TAB 

• General project information 

• Linked Activities includes 

other projects linked to this 

site or project record (ex. 

waiver tied to a site plan; 

final sub. tied to a prelim. 

sub.; etc.) 

• Attachments are all 

documents linked to this 

project record for all 

submittals 

SITE INFO TAB 

• Assessor and parcel info., if 

available 

CONTACTS TAB 

• Owner, Applicant & Ap. Rep. 

FEES TAB 

• Fee info. 
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ADDRESS 

• Provides general parcel and 

address information.  

• Information is derived from 

the Assessor and Town’s GIS 

layers. 

• Shows any projects linked to 

that parcel or address. 
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STATUS 

THE STATUS OF YOUR PROJECT WITH THE TOWN: 

• Pending – The Town is awaiting a complete application/submittal and/or the Planning    

      Technician is checking for Completeness. 

• Rejected Application – Your application is not complete per Town requirements. An email 

         will be sent notifying you as to why your application was rejected and 

         how to fix. 

• Under Review – Your project is being reviewed by Town staff. 

• Review Complete – The project is in the applicant’s court to address staff’s comments. A 

    resubmittal is deemed incomplete and must be corrected by the 

    applicant. 

• Project Approved – The project has been approved by the Board and/or staff has requested 

    mylars on administratively approved projects. 

• Project Denied – The project has been denied by the Board. 

• Project Finished – The project has been completed, inspected and/or received Final  

  Acceptance. 

• Withdrawn – The project has been withdrawn by the applicant by formal email or letter. 

• Inactive – The project has been inactive for more than one (1) year. 

• Expired – The project has expired due to Board conditions or per the Municipal Code. 
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UPLOADING AND DOWNLOADING FILES 

• Reference: 

‘Development 

Review – File 

Naming 

Conventions’ 

standards 

• Correct 

naming 

conventions 

must be used 

for all 

attachments 

as the 

“Description” 
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VIEWING ON ETRAKIT MAP 

• Interactive 

bing map 

using Bird’s 

Eye view. 
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MOVING FORWARD… 

• All applications and submittals shall follow the Town’s new “Development Review – 

Electronic Submittal Requirements” and “Development Review – Electronic File Naming 

Conventions”. 

 

• Staff is using TRAKiT to review all submittals, with all review comments being on one set of 

plans: 

• Planning – red  

• Engineering – magenta 

• Parks – green 

• SAFEbuilt & WSFR – separate document or comments on Transmittal Letter 

 

• The Transmittal Letter, sent via email, will advise of any additional requests from staff or 

general comments and next steps for the applicant and applicant’s representative. 

 

• All staff redline comments will be available through eTRAKiT, via the file attachments for 

your project. 

 

• All resubmittals require an applicant response form stating that a staff comment has been 

addressed and/or the reason why a comment has not been addressed. Please reference 

“Development Review – Electronic Submittal Requirements”. 

 



QUESTIONS? 

Please contact the Town of Windsor Planning 

Department at (970) 674-2400 


