
MOBILE HOME SET UP PERMIT – ONLINE PROCESS FOR PUBLIC ACCOUNTS 

 

MOBILE HOME SETUP permits online public agency portal link: 

https://etrakit.rcgov.us/etrakit/login.aspx?lt=either&rd=~/PermitApplication/confirmation.aspx 

 

MAKE SURE YOU SELECT PUBLIC LOGIN 

YOU WILL CREATE AN ACCOUNT AND ENTER YOUR CREDENTIALS BY SELECTING * NEW USERS CLICK 
HERE TO REGISTER 

WHEN ALL REQUIRED FIELDS ARE COMPLETE- CLICK CREATE ACCOUNT 

 

 

 

 

ALL FIELDS WITH AN 
ASTERISKS (*) MUST BE 

FILLED IN TO MOVE TO THE 
NEXT STEP. 

https://etrakit.rcgov.us/etrakit/login.aspx?lt=either&rd=%7E/PermitApplication/confirmation.aspx


WHEN YOU LOGIN AND SELECT APPLY FOR PERMIT, BEFORE YOU CAN CONTINUE READ AND AGREE TO THE TERMS OF 
THE DISCLOSURE PAGE: 

 

 

 

STEP 1: PERMIT INFORMATION 

 

ONCE YOUR ACCOUNT IS SET UP, YOU WILL APPLY FOR THE MANUFACTURE HOME PERMIT 

 

 
FOLLOW THE PROMPTS AND FILL IN ALL REQUESTED INFORMATION, AND YOU WILL BE ABLE TO UPLOAD YOUR 
ATTACHMENTS. THEN PROCEED TO NEXT STEP 



SEE STEPS BELOW 

 

 

 

WHEN REQUIRED DOCUMENTS ARE ATTACHED 
YOU WILL UPLOAD 

REQUIRED DOCUMENTS LISTED UNDER 
MANUFACTURE INFO 



STEP 2 : CONTACT INFORMATION 

 
COMPLETE THE CONTACT INFORMATION: THE OWNER AND APPLICANT INFO WILL BE AUTO POPULATED. ENTER 
MH OWNER INFORMATION. THEN PROCEED TO NEXT STEP 
 
 

 
 

 

 

 



STEP 3: REVIEW AND SUBMIT 

REVIEW THE INFORMATION FOR CORRECTNESS. YOU CHANGES ARE NECESSARY YOU CAN SELECT PREVIOUS STEP TO GO 
BACK OR CONTINUE TO NEXT STEP 

 

 

 

 

 

 



STEP 4: COMPLETE 

YOU WILL BE REDIRECTED TO MY DASHBOARD HOME PAGE. THE PERMIT APPLICATION INFORMATION CAN BE VIEWED 
BY SELECTING THE TAB. 

 
 

 

PERMIT INFORMATION  

 
YOU CAN GET TO THIS INFORMATION FROM YOUR DASHBOARD AND CLICK ON THE PERMIT NUMBER (MH21-00012) 
WHICH IS A HYPERLINK 

 

 
TO VIEW YOUR PERMIT APPLICATION STATUS, CORRESPONDENCE FROM RC STAFF OR PAY FEE, SELECT THE TAB 

 
 



REVIEW – SEE APPROVAL FROM RC STAFF OR IF ADDITIONAL INFORMATION IS REQUESTED (SELECT MORE INFO) 

 
 

 
 

 
 

 

ATTACHMENTS – YOU CAN SEE ALL ATTACHMENTS OR UPLOAD ADDITIONAL DOCUMENTS. YOU CAN ALSO VIEW ATTACHMENTS ON 
HOME PAGE UNDER PERMIT APPLICATION INFORMATION  

 

YOU CAN ALSO VIEW ATTACHMENTS ON HOME PAGE UNDER PERMIT APPLICATION INFORMATION 

 

FEES CANNOT BE PAID UNTIL PERMIT IS APPROVE 



WHEN PERMIT STATUS IS APPROVED – FEES CAN BE PAID. THE FEES CAN BE PAID FROM THE DASHBOARD HOME PAGE OR 
THE PERMIT APPLICATION PAGE 

• TO PAY FEES FROM THE DASHBOARD HOME PAGE, SELECT THE FEE AMOUNT (THIS IS A HYPERLINK).  
• YOU CAN ALSO CLICK ON PAY FEES ON THE RIGHT SIDE UNDER MY DASHBOARD.  
• YOU WILL BE DIRECTED TO THE SHOPPING CART. PERMIT MUST BE SELECTED TO SHOW IN YOUR SHOPPING 

CART. 
 

 

 
 

 

• YOU WILL BE DIRECTED TO CHECKOUT.  
• YOU WILL SELECT PAYMENT TYPE. YOU WILL SELECT THE PAYMENT TYPE AND PAY FEES 

 

 
 

• ENTER PAYMENT FORM INFORMATION. IN THE DESCRIPTION ADD YOUR ADDRESS OR PERMIT NUMBER. 
 

 



WHEN PERMIT FEES ARE PAID. THE PERMIT STATUS WILL CHANGE TO ISSUED. THE PERMIT CARD WILL BE IN THE 
ATTACHMENTS. 

 
 

 
 

• THE PERMIT CARD MUST BE POSTED UNTIL THE FINAL INSPECTION AND PASSES 
• THE PERMIT FORM WILL LIST THE PERMIT APPLICATION DETAILS. 
• YOU WILL SEE THE INSPECTION LIST AND INSTRUCTION FOR SCHEDULING INSPECTION ( (877)) 200-1489) 

 

 


