
 

 
 
 

 
 

 
 
 
 
 

 

 
Submitting for Permits Electronically  

for Contractors and Professionals 
 

Pre Intake Record Application Instructions 
 

We are now accepting electronic submission of permit applications, plans, and forms. 
In order to submit permit documents electronically we require you to first fill out a 
Pre Intake Record application online to obtain a pre-intake number (PIN). You will 
use the PIN when you upload your application(s) and supporting documentation. 
Follow the instructions below to obtain a PIN. 
 
 
1. Go to the City of Shoreline eTRAKiT portal at 

https://services.shorelinewa.gov/etrakit/ and select Apply/New Permit under 
Permits. 
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2. Log-in with your Contractor/Professional account. 
a. Under Contractor Login select your company name from the drop-down list, enter your Password 

and select LOGIN. 

 
 

3. Review and agree to the Online Application Agreement. 

 



 
 
 
 
 
 
 

 
 

     

4. STEP 1 PERMIT INFORMATION: Provide the initial details of the work to obtain a pre-intake number 
(PIN). 

 
a. PERMIT TYPE: Select PRE INTAKE RECORD from the drop-down menu 
b. Short Description: Enter a description of the work you need a permit for. 
c. Job Value: Enter the value of the job. 
d. Location: Search for and select the address for the work site. 

TIP: Enter the beginning of the address but not the whole address in the search box and abbreviate 
North, South, East, and West to the first letter without a period, like “N” for North or “NW” for 
North West. If the correct address does not appear in the Select window then try shortening the 
search entry. 

 
e. Your Relation to this Permit: If you are the Property Owner or Contractor check the corresponding 

box. Otherwise, leave these unchecked. You will be able to provide additional contacts in STEP 2. 
f. Attachments: Do not attach any documents at this point. You will receive instructions of how and 

where to upload your application and supporting documents from Permit Services after they have 
reviewed this Pre intake number application. 

g. Select NEXT STEP to go to STEP 2. 



 
 
 
 
 
 
 

 
 

     

5. STEP 2 CONTACT INFORMATION 
The Applicant and Owner contact information is required. Additional contacts, such as the contractor, 
architect, engineer, developer, designer, or other can be added here.  

 
a. Applicant Information: This will be prefilled with the information from the contractor/professional 

account you logged in as.  
i. If you need to make changes to your contact info, you can do so here, but these changes will 

only be applied to this permit. Please contact Permit Services to permanently update your 
contractor/professional account information in TRAKiT, our permitting system. 

b. Owner Information: This will be prefilled with the information from the County Assessors’ records 
for this address.  
i. The owner’s Phone is required but it is not included in the Assessors’ records, so it is not pre-

filled in. You will need to provide this phone number. 
ii. The owner’s Email Address is not included in the Assessors’ records and is not required, but 

please add it if available.  
iii. If you need to make changes to the owner contact info, you can do so here, but these changes 

will only be applied to this permit. Please contact Permit Services if the owner contact 
information is incorrect in any way. 

c. Contractor Information: This contact information is not required but should be included if 
available. If you are the Contractor, then this information should be the same as the Applicant 
Information.  



 
 
 
 
 
 
 

 
 

     

d. Architect, Designer, Developer, Engineer, and Other Information: These contact types are not 
required but should be included if available. 

e. Select the Next Step button at the bottom when you have finished updating and adding 
contacts. 

 
 
6. STEP 3 REVIEW AND SUBMIT 
Review the information submitted and select SUBMIT when ready.  
Note: No fees are due at this time. Permit Services will contact you when the application fees are due. 

 



 
 
 
 
 
 
 

 
 

     

7. STEP 4 CHECKOUT/CONFIRMATION 
When you have successfully submitted the Pre Intake Record application you will see this Confirmation 
screen and you will receive an email. Permit Services will review the application to determine the required 
application and documentation checklist, which they will send you with instructions on how to upload the 
permit application and documentation. 

 

 
 
 


