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1.0 Getting Started

1.1 Welcome to Ada County Highway District Web Portal called eTRAKIT.
Developers, engineers, and contractors who create a “CONTRACTOR"” eTRAKIT
account can securely view records and pay fees through the portal. Please note
that “PUBLIC" accounts do not allow access to pay fees and the project
information provided is minimal.

Future system enhancements may include inspection scheduling and
cancellation functionality.

1.2 Contacting Us
1.1.1 For assistance with setting up an account, please contact:

Breann Shearer

Ada County Highway District Development Services
5800 N. Meeker

Boise, ID 83713

Phone: 208-387-6173

Email: bshearer@achdidaho.org

Kaci Bader

Ada County Highway District Development Services
5800 N. Meeker

Boise, ID 83713

Phone: 208-387-6184

Email: kbader@achdidaho.org

Cynthia Rasavage

Ada County Highway District Development Services
5800 N. Meeker

Boise, ID 83713

Phone: 208-387-6338

Email: crasavage@achdidaho.org

For access to the latest version of this manual and eTRAKIT updates, please visit
Ada County Highway District home page at www.achdidaho.org . Hover your
mouse over the “PROJECTS” label and under Permits & Approvals select eTRAKIT
(far right side of the page) click on the link eTRAKIT Online Permitting System.
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2.0 Access eTRAKIT

21 The eTRAKIT website address is https://adac-trk.aspgov.com/eTRAKIT/ . You may
also access eTRAKIT through Ada County Highway District homepage at
https://www.achdidaho.org . Hover over the PROJECTS tab and select eTRAKIT

under Permits & Approvals. Then select the eTRAKIT Online Permitting System
link.
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3.0 Contractor (Contractors, Engineers, Developers) Login

31 Contractor Login: First-time users must contact ACHD to obtain an initial
password. You can call Development Services at 387-6170 or send an email to all
the previously listed contacts.

3.2 After ACHD 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.

John Doe Construction

Apply / New Pay Fees Pay Fees Search Apply AEC Search Contractors
Permit Search Permit Pay Fees

[ License |

Search Cancel Scheduled Pay Fees Search
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4.0 Searching and Viewing Records

4] 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.

My Dashboard

Project Search

Permits SearchBy: | Project Name | [Begins With v eTRakit #1
» Search
» Pay Fees

Click here for search
examples

Projects

» Search Projects
» Pay Fees

Contractor
» Search Contractors

Properties
» Search

Inspections
* Schedule
» Cancel

» Scheduled

Violations
» Search
» Pay Fees

CRM
*» Report Issue
» Search Issues

Shopping Cart
» Pay All Fees

42  Search Results: Click on the row you would like to view details on.

My Dashboard

Project Search
Permits SearchBy: | Project Name | Begins With v eTrakit uime.::“r::am.
» Search
» Pay Fees
Projects Projects

» Search Projects
» Pay Fees

Contractor
» Search Contractors

% Search Results

Project Number Address Project Name | Ovmer Name Developer Name

Pmperlies SUBP14-0214 3775 N ADAMS ST eTRAKIT #1 ADA COUNTY HIGHWAY DISTRICT
» Search

Inspections
» Schedule

» Cancel

» Scheduled

Violations
» Search
» Pay Fees

CRM

» Report Issue

» Search Issues
Shopping Cart
» Pay All Fees




43  Viewing Search Results: The project record has tabs that can be clicked on for

details. Search results remain visible on the left side of the screen and can be
used to navigate between project records.

My Dashboard

Permits Project Name ~ | | Begins With v SEARCH

Search

Pay Fees

Projects Search Results Project #SUBP14-0214
Search Projects
Larliee Q4 Search Add To Cart

Contractor Results
Search Contractors | Projectinfo | sitenfo Contacts Fees $579,836.50 Inspections Condi

- Project Number \ \ \ \ nm

Properties -

Search SUERTHOZE Description:  &TRAKIT #1

Inspections )

Schedule Type: SUB PLAN REVIEW
Cancel 5 ]
Scheduled ubtvpe:

S aTatons planner:  Kaci Bader
Search Status: 15T SUBMITTAL
Pay Fees

CRM 1 8/14/2014
Report Issue Report Iss:

Search Issues
. Closed:

Shopping Cart

Pay All Fees Plns Accpt:
Plat Apprv:
Accp Maint:




5.0

Paying Fees

51

52

53

Login: In order to pay fees, users must be logged in under their “CONTRACTOR"
account.
Find: Search for the Permit or Project that has outstanding fees to pay.

Pay: Click on the Pay All Fees button. Note: If you do not want to pay all fees at
once, you may select which fees to pay after clicking on the Pay All Fees Button.

My Dashboard

Permits Search By: | Project Name || Begins With ™| eTrakit

Search

Pay Fees
Projects Search Results | Project #SUBP14-0214
Search Projects
Pay Fees
¥ Q4 Search ﬂ Add To Cart
Contractor Results
Search Contractors [ Project Info \ Site Info \ Contacts Fees $579,636.50 Inspections Conaily |
. Project Number
Properties
Search SUBP14-0214 Description Amount Paid Date
q SUBDIVISION PLAN REVIEW $1,136.50 Pay All
Inspections
Schedule LICENSE AGREEMENT $100.00 Pay All
Cancel PLAT REVIEW $1,600.00 Pay All
Scheduled INSPECTION DEPOSIT $8,500.00 Pay All
Violations CALCULATED SURETY $568,500.00 Pay All

Search
Pay Fees
CRM

Report Issue
Search Issues

Shopping Cart
Pay All Fees

Total Fees: $579,836.50  Balance Due: $579,836.50 Pay All Fees




54  Shopping Cart: Confirm the Permit or Project you are about to pay, and then click

on the PROCEED TO CHECKOUT BUTTON.

My Dashboard

Permits
Search
Pay Fees

Projects
Search Projects
Pay Fees

Contractor
Search Contractors

Properties
Search

Inspections
Schedule

Cancel
Scheduled

Violations
Search
Pay Fees

CEM

Report Issue
Search Issues

Shopping Cart
Pay All Fees

55 Click on the payment type you would like to use. You will then be routed to the

Fee Description

Amount Due

REMOVE SELECTED ITEMS

State of Idaho Payment Portal.

My Dashboard

Permits
Search
Pay Fees

Projects
Search Projects
Pay Fees

Contractor

Search Contractors

Properties
Search

Inspections
Schedule

Cancel
Scheduled

Violations
Search
Pay Fees

CRM

Report Issue
Search Issues

Shopping Cart
Pay All Fees

3775 N ADAMS 5T

SUBDIVISION PLAN REVIEW

LICENSE AGREEMENT
DEVELOPMENT RELATED APP

PLAT REVIEW

INSPECTION DEPOSIT

Total Fees:

BACK TO SHOPPING CART

PAY BY CREDIT CARD

PAY BY TRUST ACCOUNT

John Doe Construction Balance: $0.00

| PROJECT PLAT REVIEW 1850.00
(SUBP14-0049)

| CALCULATED SURETY 1658100.00

| LICENSE AGREEMENT 100.00

| PROJECT SUBDIVISION PLAN REVIFW 1136.50
(SUBP14-0214)

O LICENSE AGREEMENT 100.00

| PLAT REVIEW 1600.00

| INSPECTION DEPQSIT 8500.00

| CALCULATED SURETY 568500.00

[ PERMIT (ZONE14- LOCAL 12500

0673)
Total: $0.00

PROCEED TO CHECKOUT

$1,136.50
$100.00

$1,600.00
$8,500.00

$11,336.50




5.6 Enter your Contact Information. Click on the NEXT button.

m Official Payment Site of the

JDAHQO State of Idaho
_ @) Customerinfe  €)) Pyment information () Submit Payment Transaction Summary

Daviment ACHD Permitting $14,050.00
Service Fee $35125
Idaho.gov price $14.401.25

Payment Type v

Credit/Debit Card

Need Help?

Customer Information
Contact Tyler Idaho at {208) 332-0102 or toll free
Comalete 3l recuired felgs ]~ ] at 1-877-443-3468.

Country®

United States v

First Mame * Last Mame™

John Doe Construction

Address*
3775 M Adams

Address 2
City* State*
Boise ID-1daho v

ZIP/Postal Code*

83714
Phone Number *
Ernail * @

bshearer@achdidaho.org

Payment Information

10



57 Enter your payment information whether it is credit card or banking accounting
information. Click on the NEXT button.

e T
Transaction Summary

P ACHD Permitting 51405000
Sarvice Fas £35125
Idahe, $14,40125
Payment Type v o price
Meed Help?
Customer Information v
Contact Tyler Idaha at (208) 332-0102 or tall fre=
3%1-877-443-3448.
Edit
Address Phone Number
Johin Doe Construction 2033875100
3773N Adams
Boise, ID 23714
Country Email Address
United States jetrakit@achdidahaorg
Payment Information
Complatwal| rageiens faier (4]
Cradit Card Number * Credit Card Type
@ visa ) [
Expiration Marth * Expirstion Year®
Select s Manth - Select 3 Year -
Security Code * @
Name on Credit Card *
Payment Address is the same 35 Customer Information *
Coundry *
United Ststes -
First Name * Last Name"
Agdress
Address 2
Cikr® State*
Salmct State -
ZIP/Postal Code *
58 Verify all information including credit card or banking accounting information is

correct. Click on SUBMIT PAYMENT

11



/h Official Payment Site of the

JDAHQ State of Idaho
| @rumervee @ommeie @ ramentiomstan Q) sumitraret

Payment

Payment Type

Customer Information

Address
John Doe Construction
3775 N Adams
Boise, ID&3714

Country
United States

Payment Information

Credit Card

(T

United States

Phone Number

Email Address
bshearergachdidaho.orz

Nare on Credit Card
L]

12

Transaction Summary

ACHD Permitting 001
Idaho.gov price $0.01
v
Need Help?
v Contact Tyler Idzho at (208) 332-0102 or toll free
at 1-877-443-3468.
Edit
v
Edit




Payment will process and you will be redirected back to eTRAKIT with the
payment status of information.

You will receive two emails to the email address you provided in the payment
system.

The first email will be from no-reply@tyleridaho.com

This will provide you with all your payment details from Idaho Payport.

The second email will be from noreply@centralsguare.com

This is ACHD eTRAKIT system showing you your payment as well with ACHD
Receipt number. That number will be WEBXXXXX

Payment Status: Paid Purchase Receipt ACHD
Receipt No: WEB26614

Bttt FTEDN Redirection back to ACHD

e TRAKIT website after payment

Company: John Doe Construction
Address: 5800 N Meeker Ave
City, State, Zip: Boise, ID 83706
Phone: (208) 387-6100

Email: bshearer@achdidaho.org

ZONE26-  |SS00 N MEEKER
N el -l Tl -
LOCAL $0.01

Subtotal $0.01

Total amount paid: $0.01

13
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ACHD Permitting Receipt

no-reply@tyleridaho.com

B Summarize

®

< Reply

% ReplyAll | —» Forward ‘ | s

Thu 5/14/2026 1:22 PM

@ If there are problems with how this message is displayed, click here to view it in a web browser.

Caution: This message orginated outside ACHD. Use caution with links and attachments. If you were not expecting this email, verify via a trusted contact or report it

using the Phish Alert Button.

Payment Receipt Confirmation

Thank you for your payment

Transaction Summary

Description

Amount

ACHD Permitting

30.01

Idaho.gov price

30.01

Customer Information
Customer Name

Local Reference ID
Receipt Date

Receipt Time

John Doe Construction

31472026
01:21:55 PM MDT

Payment Information

Payment Type Credit Card
Credit Card Type -

Credit Card Number [ ]
Order ID —_—
Mame on Credit Card [ )

Account Holder Information
Billing Address

Billing City, State
Billing Zip/Postal Code
Country

Phone Number

This receipt has been emailed to the address below.
Email Address

i

eTRAKIT Online Payment

noreply@centralsquare.com
To @ Breann Shearer

edcaaldde17464c3eb0e1bETiE7dn4642

bshearerf@achdidaho.ong

THIS IS TYLER
TECHNOLOGY RECEIPT

% Summarize

©

< Reply

%y ReplyAll | —» Forward |

L

Thu 3/14/2026 1:22 PM

Caution: This message originated outside ACHD. Use caution with links and attachments. If you were not expecting this email, verify via a trusted

contact or report it using the Phish Alert Button.

Paymethod: CREDIT
Receipt No.: WEB26614
Amount Paid: $0.01
Paid Date: 5/14/2026

PERMT  |ZONE26-0724 5800 N MEEKER AVE BOISE, ID 83713-0000 RIGHT OF WAY

Total Amount Paid:

Mame: John Doe Construction
Address: 5800 N Meeker Ave
City, State, Zip: Boise, |D 83706
Phone: (208) 387-6100

Email: bshearer@achdidaho.org

LOCAL
Sub Total:

$0.01
£0.01

$0.01

THIS IS ACHD eTRAKIT
RECEIPT

14




6.0

My Dashboard

6.1 My Open Permit Applications: Applicationsthat are not completed will show up in
this section. You can choose to complete or delete the application.

6.2 My Active Permits: This section allows you to print the permit or go to the permit
record.

6.3 My Active Inspections: This section allows you to schedule an inspection.
6.4 My Active Projects: This section allows you to view the status and details of a
project.

My Dashboard Hello John Doe Construction.
Below is a Dashboard of your current activities.
Permits
» Search
» Pay Fees
.y @ My Active Permils
Pr()_]ects 1 total record(s).
o __-
ZONE14-0673 N MAIN ST,... RIGHT OF WAY UNDER REVIEW $125.00 &
Contractor
» Search Contractors
Properties ﬁ' My Active Inspections
» Search 1 total record(s).
—
» Schedule ZONE14-0673 PERMIT UNDER REVIEW N MAIN ST, ... GENERAL
» Cancel
+ Scheduled
Violations u Muy Acti -
. ctive Projects

» Search Y ) 1 total record(s). E’
» Pay Fees

I R R N T

. SUBP14-0214 3775 N ADA... SUB PLAN REVIEW 1ST SUBMITTAL $579,836.50 &

» Report Issue
» Search Tssues

Shopping Cart
» Pay All Fees
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