
 
 
 

OPEN RECORDS REQUEST 
 
Most of the records kept by the Town are available to the public. Those not located online are 
made available by request and require the person requesting the documents to fill out an Open 
Records Request through the Town Clerk’s Office. 
 
 
BEFORE WE BEGIN – Create an Account: If this is your first time using eTRAKiT, you 
will first need to setup an account. Click the “Setup an Account” link to get started. 
 
 
 
 
 

 
  

Click here to setup an account. 



Please fill out all of the fields on this page that are accompanied by an asterisk (*) to create an 
eTRAKiT account. When finished, click the “Create Account” button. 

 

 

  



Now that you have created an account, you are ready to make your Open Records Request 
application. Click the “Apply” link under the “Projects” heading to begin. 

 

 

 

 
  

Click here to begin your Open Records 
Request application. 



STEP 1 – Enter Request Information: On this page, you will select “Open Records 
Request” from the first drop-down menu. Then provide both a short description for reference, in 
addition to the full description of your request under the “Additional Information” heading. Also 
include the time of day that you are making the request. 
 
 

 
 

 

 

 

 

 

 

 

 

Select the appropriate issue from the drop 
down menu listed. 

Include a short description of the records that 
you wish to request. 

Use this space to provide a full description of the records that you 
wish to request. 

Provide the time of day that you are requesting 
this information. 



After entering the time of day of your request, please leave the remaining fields on this page 
blank (Location Search, Property Owner Check Box, Attachments Upload and Description). 
These are related to other project requests and are not needed for an Open Records Request. 
Click the “Next Step” button to continue.  
 
 

 

  

These fields are not applicable and should 
be left blank. 



STEP 2 – Enter Contact Information: Since you earlier created an account, your contact 
information should be prefilled in the “Applicant Information” section. You will also need to fill 
out the fields under the “Owner Information” heading to proceed. When finished entering all 
fields, click “Next Step.” 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
STEP 3 – Review and Submit: Review the information on this page for any inaccuracies. If 
you need to change any information, click the “Previous Step” button to go back. When all 
information has been reviewed and is correct, click “Next Step.” 
 
 

 
 
 
 
 
 
 
 
 
 
 



STEP 4 – Confirmation: Congratulations! You have successfully submitted an Open Records 
Request. No fees are due at the time the request is submitted. The Town Clerk Department will 
contact you if any additional information is required, and, if applicable, the amount due for 
research, retrieval and copies. If you would like to review your submission, click “View Project.”  
 

 
 
 
DASHBOARD – Returning and Checking Status: You can always return to eTRAKiT 
whenever you want to check on the status of your request. After logging in, you will be 
automatically directed to the Dashboard, where you will find a list of your active requests. If you 
are still logged on when you visit eTRAKiT, click the “Dashboard” link on the main page. 
 

 
 
 
After logging on or clicking the “Dashboard” link, this is where you will be directed to review 
your requests. 
 

 

The link to your Dashboard on the home 
page is located here. 


