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IMS USER GUIDE FOR PLANNING PROJECTS 
THIS STEP-BY-STEP GUIDE SHOWS HOW TO APPLY FOR PROJECTS USING KOOTENAI COUNTY’S IMS 
SYSTEM AS WELL AS HOW TO FOLLOW AND UPDATE THE PROJECT THROUGHOUT THE PROCESS.  

ACCOUNT SET UP AND/OR LOGIN 

All new users will need to set up a new iMS account, even if they had an eTrakit account. Contractors 

should reference the Contractor Registration Guide 

1. Select ‘Register as a New User’. There are multiple spots to select this option. 

 
2. Fill out the spots for email address and password and click ‘Register’ 
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3. Login 

 

APPLY FOR A PROJECT 

1. From the home page, select ‘+ Apply for a Project’ 

You can also search for existing projects with the ‘Search Planning Projects’ button 
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SELECT PROJECT TYPE 

2. Select project application type. Some projects applications, like Conditional Use Permit,  are 

available directly from this first page, others like major and minor subdivision, require selecting 

a category. This guide will follow a Conditional Use Permit application. 

  
3. Select subtype. 
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4. Select Variant, if applicable. 

 

ENTER PROJECT INFORMATION 

5. Select location by either tying in the address (not temporary address), AIN, or parcel number 

into the ‘Find Address’ field’. A list of parcels will show up below for you to select the correct 

one. 

 
Or use the ‘Use Map’ Option. With this option you can only select the parcel by navigating the 

map, not by entering in information. The fields will show the information for the selected parcel. 
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If your project is tied to multiple parcels, select one and list the rest in the project description. 

6. A list of required and optional documents appears next, customized for the project type. If you 

do not have all required documents ready, the application should not be submitted. 

7. Enter the project title and description.  

a. For projects with plats, enter the name (e.g. Shaw Acres) in the title field.  

b. For other projects, an identifier such as business name for CUP (e.g. Gov Way Resort or 

a combination Owner Name and project (Shaw Cargo Container) are good options. 
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8. Enter project details. The contents of this tile vary greatly depending on the application type.  

 
If you have not completed a Pre-application meeting, you will not be able to move forward with 

the application.  

9. Enter contact information. The applicant can click ‘Me’ in the banner to automatically fill in the 

contact information from their iMS profile.  

The owner name and address will be automatically filled from county records, which may not be 

up-to-date. If ownership has changed or the owner’s address has changed, these should be 

updated in this step (this does not officially change these records for purposes like tax billing).  
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A phone number and/or email address should also be entered for the owner. 

 

NOTE: DO NOT ENTER CONTACT INFORMATION FOR THE OWNER THAT ACTUALLY BELONGS TO 

SOMEONE ELSE. For example, if you are a consultant filling out an application on behalf of a 

property owner, your phone number or email address should not be used for the owner.  
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SUBMITTING DOCUMENTS 

10. Documents are submitted in individually in the following tiles. Specific documents are asked for, 

and required documents must be uploaded to submit the application. Please pay attention to 

the heading. 

 

 

ACKNOWLEDGMENTS 

11. Read the acknowledgements and either accept them or discard the application 
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APPLICATION REVIEW 

12. Review project information, edit if necessary, and submit 

 
NOTE: This screenshot is from iMS testing. You will not be able to skip required documents 

13. You will automatically receive an email about your submittal 

INCOMPLETE PROJECTS 

Incomplete projects will show up in your user dashboard as “Pending Projects.  

1. Click the dashboard icon in the header 
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2. Under Pending Records, select Planning Projects 

 
3. If there are multiple projects, select one from the list to continue the application 
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WORKING WITH ACTIVE RECORDS 

1. To view active projects, select Planning Projects from the Active Records Tile 

 
And select the record 

2. Here you can view the project information. What you are able to view changes if you are not 

one of the contacts in the file for the project.  


