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How to Complete a Request for Availability of Sewer Service (RASS) in ezTrak 

 

Overview 

This guide will help you create an ezTrak account, log in, submit your Request for Availability of 
Sewer Service (RASS), and track your application online. Follow each section in order for the 
best experience. 

If you need help, contact MSD at msdavailability@cincinnati-oh.gov 

 

 

1. Registration 
1. Go to https://eztrak.cagis.org/CitizenAccess/Default.aspx 
2. Click Register in the upper right corner of the page. 
3. Complete Step 1 – Login Information. 

o Fill in your username, password, and security question. 
o Read the Terms and Conditions and check the box to agree. 
o Click Continue. 

 
4. Complete Step 2 – Contact Details. 

o Enter your contact information, then click Submit. 
5. Open your email inbox and find the confirmation message from ezTrak. 

o Click Verify Account in the email. You must verify your account before you can 
access ezTrak. 
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2. Login 
1. Go to the ezTrak homepage. 
2. Click Login in the top right corner. 
3. Enter your username and password, then click Sign In. 
4. After logging in, you will see the ezTrak Action Center, where you can view: 

o Payments due 
o Pending responses 
o Pending renewals 
o Unfinished applications 
o Documents awaiting review 

 
 

3. Creating a New Application 
1. Hover over New at the top of the screen and click Application. 
2. In the Address Search Bar, type the street number and at least three characters of the 

street name. 
o Select the correct address from the dropdown and click Next. 
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3. Select Site Development and click Next. 

 
4. Choose Request for Availability of Sewer Service (RASS) and click Apply. 
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Step 1 – Property Information 

Information will auto-populate based on your address. Click Continue Application. 

 

Additional Parcels 

If your RASS includes multiple parcels: - Click Add a Row and select how many parcels to add (1 
row per parcel). - Enter each parcel number and click Submit. - Review your parcel list and click 
Continue Application. 
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Step 2 – Contact Information 
• Click Select From Account to use the information you entered during registration. 
• To add other contacts (e.g., property owner or consultant): 

o Click Add New under Contact List. 
o Choose a Contact Type and fill in their information. 

Note: The Primary Contact will receive all notifications in the Action Center and My Records. 
Additional contacts will only receive the final decision notice. 

When all contacts are entered, click Continue Application. 
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Step 3 – Project Description 
• Enter a short, descriptive Project Name. 
• Provide a detailed Description of Project. 
• Click Continue Application. 

 
Step 4 – Project Information 

Complete all required project fields under: - Previous Site Development and Proposed Site 
Development 

Some answers may generate additional fields. Scroll down to ensure all required information is 
completed. Click Continue Application. 

Step 5 – Document Upload 
• If your RASS includes more than one parcel, a Site Utility Plan (PDF) is required. 
• Click Select and choose the document type you are uploading. 
• Upload all documents, then click Import. 
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Note: Only PDF files are accepted. There is also a short video tutorial on the upload page for 
assistance. 

Once all files are uploaded, click Continue Application. 

Step 6 – Review and Submit 
• Review all information carefully. 
• Check the acknowledgment box confirming your information is accurate. 
• Click Continue Application to submit. 
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4. Tracking Your Application – Go to the CAGIS ezTrak, login your account.  
1. Hover over Records and click My Records. 
2. Under My Record Details, locate your RASS record. 
3. Click the Record Number to view your application details. 
4. Click Record Info → Processing Status to view your progress checklist. 

o A green arrow means the task is complete. 
o An hourglass icon means the task is in progress. 

 

5. Correcting Application Errors 

If the MSD reviewer identifies missing or incorrect information: - You will receive an email 
explaining the issue. - Log in to your ezTrak account to make corrections. - Resubmit your 
application through the portal. 

Your application will not be accepted until all corrections are completed. 

 

6. Need Help? 

For questions or assistance: - Email msdavailability@cincinnati-oh.gov- Include your application 
record number and a brief description of your issue. 

 

Metropolitan Sewer District of Greater Cincinnati (MSDGC) 
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