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Background: This system was built in 2017 to provide a new way for Utility Owners and/or agents to
submit applications for Utility Permits. The goal of the system is to create a more efficient mechanism
for utility owners and the department to manage the entire process.

The purpose of this guide is to focus on the issues faced by the utility owner / agent as the user works
with OKUP.

In order for a user to be able to work in OKUP, the user must register with the system and create a
userid. The first person to do so for the organization name will become the administrator for that
organization profile. Additional users can register with that organization, and the administrator must
grant access to those new users to work on behalf of the organization.

Main steps to use the system:

1) Register as a user — specify your company
2) Retrieve your temporary password from your email
3) Login and change the password
4) Verify your user account and company profile
5) Create Project Groups and Subgroups (if needed)
6) Create Email Groups (if needed)
7) Enter application data and submit it for processing
a. Create a new Application Record
Upload Attachments to support the application
Drag a marker on a map to show the “central location” of the permit asset
Create Map Segments (lines on a map) that show the linear asset location
Submit the application
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System Processing and flow of data through the permit process

This diagram shows the typical flow of data through the system. The utility owner begins the process by
creating a record for the application. All of the textual information on the permit must be entered. And,
documents can be attached (such as project plans) to the record. There is no need to attach the
document for the Cultural Resources review — all of the data can be entered into the system, and there
is a link for everyone to use that can generate that document when needed. Then, the owner should
use the page that allows you to drag a map marker to the geographical location of the project. This
central coordinate is used by the map pages to center the map on the location of the utility asset. And,
the owner can use the map pages to draw the physical location of the linear (or a single point) asset on
a map so the system can collect the lat/long coordinates. These map segments will allow users to see
the physical location characteristics of the planned asset. Also, the user can use the annotation
mechanism to provide specific information about the segment spans.

Once all of the data is ready, the owner uses the Submit button. This changes the status of the
application record from “Started” to “Submitted” and emails go out to the owner contact and
representatives of the Cultural Resources office.

Next, the Cultural Resources office personnel will work the application and make a determination as to
the status of the request. Once it is approved by this office, they have a button on their page that will
mark the application as “Reviewed by OCR” and emails will be sent to the Owner contact and the ODOT
Division Utility Coordinator.

Once the ODOT Division office has the application, they will work the request and will take actions that
might notify a Residency office that an application has been received. Also, they may determine that
additional info might be needed, and they have the ability to return the application to the Owner. A text
message field can be entered and then a button will perform a process that will change the status and
send email to the Owner contact letting them know that the application is being returned. When doing
this, the Utility Coordinator should make a determination as to the route the application takes as it
comes back — either it goes to Cultural Resources again, or it can skip that step and come back to the
Utility Coordinator for processing.

When the Utility Coordinator approves the request, the system will capture the Division Engineer name,
date, Division Engineer Proxy name. It also generates the Division Permit No. And, it will update the
status to show that it has been “Approved” for moving forward. Emails will be sent to the Owner
contact, County Maintenance office, Residency office (if identified), and the field division Utility
Coordinator.
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Getting Started — Create a userid and Log in to OKUP

Connect to the ODOT web site at http://odot.ok.gov and look for the Doing Business menu item. Hover
the mouse over it and it extends a list. Click on the Utility Permits link.
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This brings you to the login screen for OKUP. If you don’t have a userid, then you must register with the
system and have your account registered to do business for the company. If you are a new user, use the
Create A New Userid button and go through the process to get your account established. Once you
have it set up, return to this screen and enter your credentials to log in to the system.

For those entering an application for Emergency
Relief - use the Emergency Relief tab after you log
in to get to the correct page to start the application
process.

Of, use this bulon 1o downlcad an Excel file N3t can be used 10 provioe Me
Emergency Reliel information

DODIR Excel File
—
Click on Mis bution to view ihe solicitations, but you can NOT SUDM 3 eSpONSe Vi [«
this bufon View Solicitations ]
@
O if you want 1o be able 16 SubMit a résponse packel you must register with the

SyS18M USINg Mis buton... Create AMew Userid _andnen come dackhers and
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Login
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If you need to create your new userid, the page will appear similar to the following image:
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Step 1) Complete this form and submit your request.

Step 2) Go to your email and look for the message from this process.

Step 3) Follow the link to log in using the userid and password in the email. You will be asked to change your password.
Step 4) You can then log in and begin using the system.

Contract Administration Access Request

Company Name

First Name Middle Last Name
Street

City

Oklahoma City, Tulsa, Norman, Edmond, Moore
State

OK
Zip

include the dash if entering zip + 4
Email

Phone
Enter as 9999999999

Title

User Name / User ID (this will be your login id - please do not use spaces in the name)

submit |

After you click the submit button, the system will create your user account, and then it will send a
message to your email address that contains a temporary password. Go and retrieve that email
message and then come back to the initial screen so you can log in with your userid and that temporary
password. You will be prompted to change the password.
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After you change your password to one that you create, you will have to come back through the logon
Once you do that, your screen should look like the one below:

process again.

Utility Permit Home

Navigation

jser Training Document

ODOT 8-Year Work Plan Map
List My Applications

Show Apps | Permits on Map
Spatial Query by County
Project Groups

Project Sub-Groups

Group Email Addresses
Creale DB User

Edit Utiiy Permit Message

My Organization Info

Organization

Felit Nama Strat

Addmss

Addrass?

(8) Ethics and Compliance -y Change Password [ Logout

Message
Welcome to ODOT's Utility Permit system
For applications submitted through the on-line system, there will no longer be a fee of $5.00
Training sessions are scheduled each Tuesday, Wednesday, and Thursday from %.00am to 11:00am

If you want to participate in a web conference session, go to hitps:/fodot webex.com/odot and enter 808 455 566 for the conference id - password is NyNPJVER

For questions. in regards to Utility Permits, please contact the appropriate Division Utility Coordinator

For assiatance, contact PRED YWallace B pwalice@odolorg  of  Frank Arambuia at Irank Mambuia Gomes. ok gov

Created TAR

Addmmssy  Citv Stats  Zin Fmail Phane Nate Primarv AcctMar O Tvoe  Frabled
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Getting around in the system — navigation elements

Key features that will make the user experience less frustrating begin with understanding the navigation
elements.

Your home page has a menu navigation block in the upper left corner of the screen. Links in this block
take you to various pages that help you manage your data. Each of those links will be covered in more
detail in this document. Other features are identified here so that you get an understanding of where
to look for those components that make the web site easier to work with.

A very important area is the breadcrumb region of the page. That is the portion where links appear as

you move deeper into the web site structure that will help you get back to where you started (or
anywhere along the way). Here is an image of what this region might contain:

Utility Permit Home > List My Utility Permit Applications > Edit Utility Permit Application

1 2cad Ma e csada

As you can see, the current page breadcrumb entry is at the end of the string, with the greater than sign
between the entries. Each portion of the breadcrumb is a link that will take you back to a specific page
that you visited.
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We also use icons that represent “edit a specific record”

%

Utility Permit Home

List My Utility Permit Applications

Qv Go Actions ¥
Company Company USor
Project Project Company Priority OCR Form Interstate SH Temp App
Edit Group Subgroup Project Project Doc 311 Route Route Permit County Stat
Test for Testing
i (::ompan-,z b test123 N PDF ALFALFA Starl
roject subgroup
Group 1 1
<

That icon (the pencil and paper) is typically on the left side of the screen on each record when you are
allowed to edit it. Itis the method we use to navigate to the page used for data entry.

Filter and sorting Options: Another feature you need to be aware of is the ability to filter the report
section of some of the pages so you only see specific records. That feature lives in the “gray bar” that
holds links for specific things. Any time you see this bar, you should know how to help limit the amount

of data that is being displayed:

ﬁ

Utility Permit Home

List My Utility Permit Applications

Qr Go Actions ¥
Company  Company us or
Project Project Company Priority OCR Form Interstate SH Temp Application Date
Edit Group subgroup Project Project Dot n Route Route  Permit County Status Application ID  Submitted
Test for Testing 1= = Bx =
Company the A A PR 2 A =
testi23 N - POF - ALFALFA O Einer

Project subgroup

Group 1
Started

release 1.2

If you click on the column headings in that bar, a small window will open that allows you to filter the
data based on the value you select in the list. Also, you can sort the data as well as create control breaks
for the data values in this column. Once you work with this user interface a bit, it will be very easy for
you to operate.

11
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Your organization profile

The company profile specifies which user accounts are authorized to submit files and invoices on behalf

of the company. From your home page, you can click on the edit icon for the organization (if you are
the company profile manager, you will be allowed to edit the data). That will take you into a page

similar to the one shown below.

) OKLAHOMA DEPARTMENT OF TRANSPORTATION

Transportation Online Professional Services

Home > Edit My Company Info

Edit My Company Info

Company Name: ICFI
Street 11601 KINGS RD
Address
Address2
Address3
City MEEKER

oK
Stat
€ oK

Zip 74855 include - (dash) ifzip + 4
Email PWALLACE@ODOT ORG
Phone 4055221082 example: 9999999999 Enter as numbers ONLY.

Primary Company Profile Manager PHILIP WALLACE + The User Primary Account Manager value must be a ¥’ to appear in this list.
Created Date: 27-AUG-13
Invoice Enabled: N

Users Authorized to act on behalf of My Company

gdit. User First  last Address City State Zip  Email Phone
Name MName HName

@ DHEID?  DHEID? WAL ACE DIl D6 ADEVOISTAMNESIRNG MET

Cancel Apply Changes

Title

Self-Serve
Company
Name

wEl

Authorized
Company

Name

rEl

12
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Website Page Structure

Oklahoma Department of Transportation
TOPS Utility Permit Applications
Web Site Map

List
Project Groups

Edit
Project Groups

List Apps [
Permits

List Group
Email Addresses

Edit
Group Email
Addresses

Ickrytify
central
Coardinates

Drag marker to location

Annotate
Coordinates Tl =
Click to Click to mark, Howver to id
mark the Right click to delete,  the anchor
path Hover to id anchor

13
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Project Groups

The system provides a way for a company to organize their permit applications in a way that facilitates
the search / filter functions available to the user. There are 3 levels of project grouping: 1) Project
Group, 2) Project Subgroup, and 3) Project Id. By using this set of data elements, you should be able
to keep the applications set up in ways that let the natural filter and search capabilities help find specific
records. Menu options for Project Group allow you to create your own values such as these:

Utility Permit Home

List Utility Company Project Groups

a-

Go
Actions ¥
Edit Company Project Group T

Test for Company Project Group 1

Test for Company Project Group 2

Project Subgroups provide another data element that can be used to help filter the records. You have
the ability to create those records in the same way you do groups:

Utility Permit Home

List Utility Company Project Sub-Groups

o

Go
Actions ¥
Company
Project
Edit Subgroup

Testing the subgroup 1

Testing the Subgroup 2

And, each application record can be identified with a Project Identifier.

14
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Email Groups

The system provides a way for a company to create group email addresses. If you want to notify
multiple people when events happen to your application, use this capability to manage who is
associated with a group, and then use that group on the application record.

Utility Permit Home

List Utility Group Email Address

a-

Go

Actions ¥

Group Group Email
Edit Name Address

Group
1 -just pwallace@odot.org
Philip

Group
2=
Just
Frank

frank.arambula@omes.ok.gov

Remember to use the appropriate group email address when you create your application record.

15
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Create Permit Applications

The user will normally start the process of creating an application request by using the “List My
Applications” from the main page.

Utility Permit Home

Navigation

User Training Document
ODOT 8-Year Work Plan Map
List My Applications

Show Apps / Permits on Map
Spatial Query by County
Project Groups

Project Sub-Groups

Group Email Addresses

This list will show all existing records, and will allow you to Create a new application record. Look to the

far right side of the screen to find the button.

Once you click on it, you are presented with the page to edit the data. You will notice that the system

will pre-fill a portion of the fields with your organization and user information. If that data isn’t correct,

simply type over it to provide the correct information.

16
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Utility Permit Home - List My Utility Permit Applications

Edit Utility Permit Application

Steps you MUST complete in order to successfully submit an application.
1. Enter your Application Information
2. Upload attachments (plan and profile)

3. Use the Map Coordinate button to show the central location of the asset by dragging a pin to the location
4. Use the Map Segments button to draw a line that shows where the asset will be located.

THE SUBMIT BUTTON WILL ONLY BE AVAILABLE AFTER YOU PROVIDE ALL OF THE INFORMATION.

Application Information

Show Utility on map

Application status: Started Permit ID:
* Is this a Permanent | Permanent - If temporary,
or Temporary Permit? how many days?
Describe Purpose of Temp Per-
mit
Company ~ SubGroup - Company

Project Group Project

*County LOGAN
ODOT Division  Div 4 - Perry

* Mamer | Annlicant Name ONAT LTHITY PERMITS - NIVISION 4

Create Record
Fill out all of the fields and options, and then you will find a button at the bottom of

the page. If all of the data passes the edit checks, the record will be created.

Next, you should see a section toward the top-right side of the page where you can upload attachments.

These should be plans, profiles, and any other associated documentation that will be needed to process
the request:

My Attachments
Edit Document Created
T= Seq Link Description date
. = 29- applicati
y 1 Download desc AUG-17 officedoc
Create
ODOT Attachments

17
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Use the Create button to open a page where you browse to the file you want to upload, provide a

description of what is in the document, and then Upload the Attachment:

Upload Application Attachments

Cancel Upload Attachment

* Attachment

* Description

Create as many attachment records as you need.

Browse...

18
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Central Map Coordinates for an application request

The ability to show the location of the linear assets is one of the features of the system that is needed to
make it easier to identify and quickly communicate information about those assets. There are 2 levels of
georeferenced data — one is a single lat/long coordinate that is used to show the existence of a record
on a map, and it is used as the center point of a map that provides a linear representation of the asset.
This single coordinate is created when a user drags a marker on a map and drops it in the exact location
that is to be georeferenced. The instructions that follow assume that the left and right mouse buttons
are the traditional default values. However, if you have switched your configuration so that your mouse
buttons have been switched, then just be aware of that issue.

The default location of the marker when you first begin the process of encoding that single coordinate is
in Oklahoma City (on the Skydance Bridge). Put the pointer on the marker and then click and drag the
marker to move it. Zoom in on the map (a wheel mouse makes this very easy, but you can use the zoom
buttons on the map too) so that you can be accurate in the placement of the marker. Select a location
that represents the central portion of your asset location (remember that this will be the center of a
map where the actual polyline shows later) and place the marker there. Then click on the button to
save the coordinates.

To get to the page for encoding the single lat/long coordinates, edit the specific application record and
scroll to the bottom of the page. Toward the right side, you should see a group of buttons like these:

1d all other utility facilities in the area of this permit shall be provided with the permit
actual profile and cross-section view, regardless of the type of facility being installed. All
roved by the Division Engineer

Map Coordinates  Map Segments Submit My Application

Save

rsonnel, based on information submitted as part of this application.

Click on the Map Coordinates button to go to the page to encode that single location:

19
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%ﬂ( Home Invoices Supplemental Agreements Task Orders Local Gvt TAP Emerg:

Utility Permit Home - List My Utility Permit Applications - Edit Utility Permit Application

Get Coordinates for Application

This page allows you to provide a single gps coordinate for the Application. Do this by clicking-and-dragging the pin (marker) on the map to the location (center point of the project). '
several times as you get closer to the location so that you can be accurate. And, you can change to the satellite view to make it easier. Once you have the marker on the location, cli

button.

Cancel
Cross Interstate
Organization User Utility or us SH Route
Name Name Org Type Permit id Type Commodity paraliel route route Ind
ICFI Philip Wallace Utility Owner 201706136ICFI Storm Sewer Storm Sewer cross and parallel 62 N
1-1
Save Coordinates
Canadian (e (m) YL Marker status:
Map  Satellite Watonge. 7 Click and drag the marker to desired location.
: '?.7 Curmrent position:
Edmond &7
Cheyenne o 377) 34 638478660965745, -98 40425113101196
Clinton Weatherford . N -
P ki o s Oklahoma City ) Closest matching address:
o Elk City o __“_1 < 1021-1099 US-62, Lawton, OK 73503, USA
& {281 M 40 40
Sayre New Cordell T e w Sha\.:vnee @ Resulting position latitude:
oar ~« _—— 4 N 3 < 4
280 shamrock L40) Fman S P Resulting position longitude:

By saving this single coordinate, the high-level map that is available from the menu will show a marker
for the application / permit record. And, if you click on the marker on that map, an Infowindow will
open that provides data about the record as well as a link that opens the page that will let you edit the
data. Also, there are a number of filter elements on that map page that are useful in helping you find
specific record markers. You are encouraged to use that map page to find out which data elements help
you query the database and find your information.

20
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Map Segments — drawing lines on a map

“Map segments” is a term used in this system to refer to a line that represents the linear asset on a
map. It can be as simple as a beginning point and an ending point. This would be represented by 2
geographical locations — each with a lat/long coordinate. While a single coordinate can also be a valid
map segment, we normally are going to be referring to a line that has at least a begin and an end. In
order to use the maps to show the existence of a linear asset, these segments will be collected using the
concept of opening a map and simply clicking the mouse (normally the left mouse button if using
defaults) once for each location where there might be a change in direction (even very slight). This
allows us to store lat/long coordinates that represent the linear asset on the map.

Once you understand this concept, you should be able to provide the coordinates needed for what you
might see referred to as a polyline. The goal of this capability in the system is NOT to provide survey-
grade 3 dimensional geometry. We are simply trying to show the existence of an asset on a map that is
at best in the range of 1-meter accuracy. With that in mind, you can use the functions to create the
polyline that has a starting point, and an ending point at a minimum.

Edit your application/permit record and scroll down to find the button for map segments:

1d all other utility facilities in the area of this permit shall be provided with the permit
actual profile and cross-section view, regardless of the type of facility being installed. All
woved by the Division Engineer

Map Coordinates  Map Segments Submit My Application

Save

rsonnel, based on information submitted as part of this application.

Clicking on that button takes you to a page that lists the map segments for this record. Remember that
there can be multiple segments for a single record — and we are providing a distinction between the
route that is planned for the asset as well as one that can show the actual route that gets installed. This
is not a mandatory function for the system, but does provide a way to show the distinction between the
2 routes. Also, there are data elements that help to further identify the segment (such as the name of it
and a description).

21
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To get started, there is a create button that is used:

M Home Invoices Supplemental Agreements

ility Permit Home - List My Utility Permit Applications - Edit Utility Permit Application

ist Segments

Application / Permit Info

Cross

Project T= Project Utility or us SH
Group Subgroup Project type parallel route  route
Test for Company Project Group 1 Testing the subgroup 1 Div 7 Test Project Storm Sewer cross and parallel 62
1-1
Q- Go  Actions ¥
Segment Segment
Edit Name Desc

Task Orders

Local Gvt

TAP Emergency Relief W

Create

Segment
Type

Enter the descriptive data for the segment and create the record. Once you have done that, you return
to the list of map segments. Use the edit icon to begin the process for creating the map coordinates. As
long as there are no coordinates, you will see a button that will let you Map this segment:

% Home Invoices Supplemental Agreements

Uhility Permit Home > List My Utility Permit Applications - Edit Utility Permit Application > List Segments

Edit Segment

Segment Name  test segment2
Segment Type  As Planned

Segment Desc

Cancel

List of Coordinates for this segment

Q v | Search All Text Columns Go Actions ¥ Edit Save Add Row
7 | =|| Sequance Latitude Longitude  Coordinate SOan
No T= Type
v E
<

1 rows selected

Task Orders

Local Gvt TAP Emergency Relief Utility Permits

Map this segment

o

[5 Reset

Conduit
Type

Total 1

This will put the system into a mode where you locate the mouse pointer at a coordinate and simply
click the left mouse button to save that coordinate. Then, move to the next location and click again.
Zoom in to be accurate, and continue clicking on the map to save the location. As you store these
coordinates, they are saved with a sequence number that will identify the order in which the points are
saved. This is what allows us to show the line on the map. Try to be as accurate as you can —zoom in
and position the cursor for accuracy. By clicking and dragging, you move the map without saving a
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coordinate. If you can save the entire length of the line in this initial attempt at encoding the
coordinates, you are doing a good job. But, there is a way to come back in and extend the line, insert a
coordinate between 2 others, remove a coordinate, and move a coordinate to a new location. Those
functions will be covered in the next section. Each time you click, you are saving a location in the
database that represents an extension of the line as you move across the map.

Editing Map Coordinates

Editing map coordinates for a map segment is provided via a map interface. Go to the edit page for the
segment and scroll down. On the right side of the screen you should see these buttons:

Edit Map Coordinates  Annotate Map Segment Spans

WVASCHMl  Apply Changes

Click on the Edit Map Coordinates button to bring up the map. Remember that the system uses a
sequence number for each coordinate — when the map opens, the maximum sequence used is shown.

Anchor Seq No: (if you left-click, your new point will be after this sequence number.)
330

Sequence Key To Delete: (if you right-click on this marker, the point will be deleted.
330

This becomes the anchor sequence that will be used to add new coordinates if you need to extend the
line. If you click on the map, it will automatically add a coordinate after the max sequence. But, if you
need to add a new point between 2 existing coordinates (points), then hover the mouse pointer over
the point with the lowest sequence number of the 2 and the system changes the anchor point
coordinate. Then, if you click on the map, a new point will be added to the segment between the anchor
and the next one in the sequence chain. Also, you can move an existing coordinate by clicking and
dragging the marker to a new location. When you release the mouse button the system replaces the
lat/long coordinate for that sequence number. And, if you right click on a marker, that coordinate will be
deleted. Think of the markers as “handles” that let you control the shape and length of the line (map
segment).

In order to make the system faster, the line will not be redrawn until you refresh the page (the map will

be redrawn with the new line). This may be changed in the future to redraw each time a coordinate is
saved, but for now you must refresh the map manually.

23
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Map Segment Spans

This term refers to the individual pieces of the map segment. For example, a utility might parallel a road
for a length, then turn and cross that road. For the piece that crosses the road, this “span” can be
annotated to identify if it is overhead or underground. This function is not a required feature within the

system, but can be used to provide a way to store more descriptive information about the utility.
To get to this data, use the Annotate button:

Edit Map Coordinates Annotate Map Segment Spans

OGS Apply Changes

This brings up a page similar to the one that is used to edit the coordinates. But, the markers that show
on the map are positioned on the central point of the span. This allows the user to make sure they are
associating the data with the correct span. By hovering the mouse over the marker, the anchor point

sequence no is identified. Then you can key the data into the text entry boxes and save the annotated
data.

%ﬂ( Home Invoices Supplemental Agreements Task Orders Local Gvt TAP Emergency Relief Utility Permits

Utility Permit Home - List My Utility Permit Applications - Edit Utility Permit Application - List Segments - Edit Segment

Annotate a Map Segment Span
Cancel

Cross. Intersiate  Intersiate

Organization Utility or Route Freeway us SH Segment Segment
Name Application id Type Commodity paraliel Ind Route route route Name Type Segment Description
ICFI 201706136ICFI  Storm Sewer  Storm Sewer  cross and paraliel N 62 Segment1  AsPlanned  Storm Sewer
1-9
Update this span
Span type -SelectOne- ~ Conduit type Conduit size (in inches)
% Sequence No:
Map  Sateflit
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Printing My Permit (and other documents)

Documents are generated out of the data that is stored in the system. The actual Permit document, 311

Form, and Archeological document can be generated by clicking on links that exist on the list of
application records:

Utility Permit Home

List My Utility Permit Applications

Q v Go Actions ¥
Company Company USor
Project Project Company Priority OCR Form Interstate SH Temp

Edit Group Subgroup Project Project Doc n Route Route Permit County
Test for Testing

A | Coeany | e test123 N L i B pen | B ALFALFA
Project subgroup
Group 1 1

<

When an application is approved, an email will be sent to the contact email address, and there is a link
in that message that provides a way to open the pdf file. Either method can be used to obtain the
document so you can print it to have it on-site when work is being done.

And, you can use the map interface to find the application record, and use the link in the infowindow to
generate your document:

4 Lusning e

Organization: ODOT UTILITY PERMITS - DIVISION 2 X

Application Date: 08/30/2017

ermit Date
Permit ID: e

Permit Document

‘al

Nearest
Nearest

TGO
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Searching for Records — How to find my permit

The ability to find specific records is one of the capabilities of the system that each user must
understand. As noted above, when you go to the List My Applications page, all of the headings of the
columns of data provide a way to filter and sort the data presented to the user. By simply clicking on
the heading, you can control the record set that shows on the screen. Be aware that the application
status field will identify where in the process your record is — the values and descriptions here should
help you.

Application Status Value and Meaning:

Started — The user has started the application, but has not submitted it for consideration.
Submitted — The user has provided the minimum required data and OCR is reviewing the info.

Reviewed by OCR — OCR is finished with their review and ODOT personnel are working on the request.

Recommend to DE — The Utility Coordinator has recommended approval to the Division Engineer.
Approved — The application has been approved and you have a valid Permit.

Returned by OCR — OCR personnel need additional info in order to review the request.
Returned by ODOT — ODOT personnel have returned the application for more info.

Deny — The request has been denied.
Cancel — The request has been cancelled.

By using the filter mechanism for the application status, you should be able to see where each request is

in the process cycle.
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Utility Permit Home

List My Utility Permit Applications

Qv Go  Actions ¥
Company Company usor
Project Project Company Priority OCR Form Interstate SH Temp Application Date
Edit Group Subgroup Project Project Doc n Route Route Permit County Status Application ID Submitted
Test for Testing S 1= Ex —
s  Company the =
3 Project subgroup e o - - POF ALFALFA Q Filter...
Group 1 1
Started
<

release 1.2 Set Screen Reader Mode On

You can also use the search bar to select which column you want to search along with the value you are
looking for. Then use the Go button to perform the query.

Qv Go Actions ¥
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Simple Map Interface — Finding My Permit

Being able to use a simple map interface to locate your records is another way that makes the user more
effective with getting to the correct information. Since the system requires the user to create a
“Central Coordinate” for the request, it provides a way to use that coordinate to display the presence of
an application on a map. Use the Show Apps / Permits on Map option from your navigation menu to
open a page that represents a state-wide view of your records. Each record is identified by a pin
(marker). This map interface allows you to zoom in to a specific area and to also switch between a
terrain map and satellite view.

If you click on a marker, an infowindow will open that shows you some of the information about the
request. And, there is a link at the bottom of the infowindow that you can click on to open the
application record — which provides you a way to get to the attachments as well as all of the data
pertaining to your request.

Utility Permit Home

Show Map of my Utility Apps and Permits

Application status - All Values -
Project Group - All Values- Project Sub-Group - All Values- = Project - All Valw
Priority project - All Values-  ~ County - AllValues- ~ Utility Type - All Valw

Contact Name - All Values -
(54)

Dndqgczy ttl
wm;nla SEPover Chanute

e
(400) Pratt (=~ Kingman

fieo} Bucklin Haviland — Fredonia
™ Sublette "-'_-:".-'\ 1 Organization: ODOT UTILITY PERMITS - DIVISION 4 £
Medici Application Date: 07/25/2017 fizs) Parsons
Mesde Coldwater == Lodgl County: 42 - LOGAN 7
Ashland Protection i bat ODOT Div: Div 4 - Perry Independence
— : —~ Project Group: fesy
3 i Gy Project Sub-Group -
= K Project:
Lol R Contact Name: TERRY SHREVE
Application Status: Started
il 77 Alva Application 1D: 2017072510DOTUTILITYPERMITS-DIVISION4
- 7 Permit Date:
] Permit ID: jska
2 et ot opt Wavncka Utility Type: pipeline
° 1 Cross or Parallel: cross
Interstate Route Ind: ¥
Interstate Route: 35
US Route: Pryor
= SH ROU]? Owasso
iea) Nearest Highway Junction: US-77 Tulsa

(&} View Application Data iprings= groken T

s Cushing Sapulpa

Canadian ]
f Watonga @ 673}
= = ~ Muskogee

Also, there are filter data items that you can use at the top of the map that help to narrow your search.
Simply click on the drop-down list to select the value for that specific data item and the map will
automatically refresh.

T Coffeyville

Hooker ”‘.. FT:'-V Buffalo

Bartlesville

Laveme

Woodward
" Mooreland
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You can also use the map interface to generate the permit document. Simply click on the link in the
infowindow:

%4 uus‘?mq gy

Organization: ODOT UTILITY PERMITS - DIVISION 2 X

Application Date: 08/30/2017 skoge
County: 07 - BRYAN f
ODOT Div: Div 2 - Antlers (s2)
il Project Group: 5
Project Sub-Group: f
Project: '
n Contact Name: MONTE NABORS '
| Application Status: Reviewed by OCR ‘
Application ID: 201708301MONTERWD#500
Permit Date:
Permit ID:
Permit Document
: Utility Type: Waterline
a Cross or Parallel: Parallel
Interstate Route Ind: N b
Interstate Route: {
US Route:
SH Route: 70E
Nearest Highway Junction: JCT SH78 and SH70E
View Application Data

Wilburty
| o

ATUITOTeE - I A .
° \/
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Spatial Query — Finding records in a county

This map query is useful for looking at the records after you have gone through the step of annotation
for the segment spans. The top portion of the page has a number of drop-down lists that can be used
to select values of data for the query. Simply click on the list and select one of the values, and the map
will be redrawn automatically. It allows an organization to track pipeline sizes, conduit sizes, and other

data items that keep track of the assets they are placing. The link from the main navigation page will
bring up a page that resembles this image:

) ETICS 310 LOMpEance 3 CRANge RSSO I LOgOu

tility Permit Home ~ Spatial Query by County

Breadcrumb

County LOGAN Utility type Applicant Name Application Status
Spon Type  Underground Conduit Type - Al Vatues Conduit Size

Pipefine Material - Al Vakues Pipefine Diamite

The map marker is active like other maps — simply click on the marker to open an infowindow that

shows information about the record. And, the link at the bottom of the infowindow will take you to the
record so you can see the detail information and attachments.
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City Review of Permit Applications

Certain cities in the state review applications prior to them being approved. The system supports this
requirement by allowing the Utility Coordinator to assign an application record to a city. Once that is
done, an authorized user working for that city can log in and review the information for the request.
The link to get to this review page is accessed from the navigation menu:

ODOT Utility Permit Home

Navigation
Welcome tc
User Training Document For applicat
ODOT 8-Year Work Plan Map Training sess
List My Applications If you want tc
Show Apps / Permits on Map go to https:
Spatial Query by County enter 804 6

Project Groups

For questions i
Project Sub-Groups
Group Email Addresses
Sample Documents
Create DB User
Edit Utility Permit Message For assistance. c¢

City Review of Application

My Organization Info
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Click on that link to bring up a list of application records that have been assigned to your city. Use the
edit icon (left end of the record) to open the page where you can enter comments and indicate if you
are going to Approve or Deny the application from the City’s perspective. Simply enter your comments

that let ODOT know information that needs to be communicated, and then click on the button to either
Approve or Deny the request.

%

Utility Permit Home - List City Review Utility Permit Applications

Edit City Review for Application

Application Information

Show Utility on map

City Review Status | -SelectOne- -~ Approve Application Deny Application
City Review Comments
Application status: Permit ID:

When you click the button, an email will be sent to the ODOT Utility Coordinator for the division to let
them know that you have reviewed the application.
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