
This quick reference guide is meant to assist in the application process for online permits through 
eTRAKiT. Please note that each permit type is specific and may ask slightly different questions. All 
required fields must be filled in, and fees paid, in order to submit the permit application. A completed 
permit application does not guarantee that a permit will be issued. Starting work prior to the issuance of
a permit will result in penalties and fees. Online permit applications will be processed within 1-2 
business days. Permits requiring review have an estimated turn around time of 10-14 business days. 

For questions please email permits@largo.com or call the Building Division at 727-586-7488. 

The first step is to locate 
your contractor name from 
the drop down list on the 
main eTRAKiT webpage.

If you do not find your 
company name listed there 
please contact 
contractor@largo.com so an 
account can be created for 
you. Please indicate you 
would like access to online 
permitting and include 
copies of your Pinellas 
County Construction 
Licensing Board card, state 
license and local business 
tax receipt.
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A disclaimer page will then load. Read the disclaimer.

From your dashboard on the 
left hand side click apply/new 
permit.

If you agree click
I agree and then continue.



The next page that loads is the permit information page. This is where you will enter the information 
about the permit that you are applying for. Please note that each permit type requires specific 
information to be entered in. That information will populate once a permit type has been selected. All 
fields with an asterisk (*) are required fields and must be completed before moving forward.

Once you have selected the permit type, additional information boxes will appear.

Select the permit type you are 
applying for from the drop 
down list.

Select the subtype – residential or commercial.

Provide a brief description of 
the work being done.

Input the job value for labor 
and materials.

In this instance sq ft is required 
to be listed.

Remaining information that is 
permit type specific must be 
completed.



Type in the address where the work 
will be performed and click search.

Click on the address in the box, this will link 
the permit to the address. If the address does 
not appear you may have to adjust the 
positioning of the N/S directional to before or 
after the street name/number.

Please ensure the 
contractor box is 
selected.

If your permit requires attachments please 
locate the file name in your files; provide a 
description based on the guidelines listed; and 
click upload. Note: You must select upload in 
order for the file to be uploaded to the permit.

Once you have completed all steps 
for permit information click next 
step.



Step 2 is to verify the contact information for the permit. Here you will enter in the applicant 
information, confirm the owner information, and ensure all fields under contractor information have 
populated. You will need to fill in anything with an asterisk (*) that may be incomplete in the contractor
field.

Once complete click 
next step.



Step 3 is to review the information about the permit and to submit. 

This field will 
indicate what fees are 
being applied toward 
your permit at this 
time. For permits 
coming back for 
review that is review 
fees only. Permits 
that are typically 
done over the counter 
will have all permit 
fees loaded. **Please 
note that additional 
review fees may be 
required if the permit 
must go to different 
divisions.**

Any attachments you have 
uploaded will appear here.

Once you have reviewed click 
next step.



Step 4 is to review the fees due and checkout.

The next screen that appears is the payment screen. Please note we only accept Visa, Mastercard and 
Discover. We DO NOT accept American Express. Once you have completed this page and click pay 

you will be given a receipt and the permit will appear on your 
dashboard with a status of apply. 

This is the fee that is 
due for this permit.

When you have 
reviewed and are 
ready to pay click 
pay now.



Here on the dashboard is where you will see the status of 
your permit. The permit will remain in “Apply” status 
until all reviews are complete. When the permit is ready 
to be issued the status will read as “Ready for Pickup” 
and you will be contacted to meet any requirements 
remaining for the permit to be issued.


