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About this Manual 
About this Manual 

The Georgia Permit Application System (GPAS) manages the submission, review, and approval of 
the various permit types, such as access permits, signal permits, speed zone permits, and utility 
permits. This manual discusses how internal applicants can use GPAS to manage utility permit 
requests. 

This manual introduces the following GPAS topics: 

 Background information on utility permits 
 Access GPAS 
 Sign in to GPAS 
 The GPAS user interface 
 Search, sort, and filter permits 
 Permit application process overview 
 Emergency Utilities permit applications submittal 
 Review, approve, or reject applications in My Queue 
 Track permit application status 
 Access approved utility permits 
 Access help 

How to Use This Manual 

This manual has 13 chapters. Each chapter focuses on a key topic, each of which is broken down 
into easy-to-follow concepts and workflows. 

Throughout the manual, you will see callouts that contain notes, pro tips, and important information 
to help you use GPAS efficiently and boost productivity. Look out for these callouts to quickly 
become a super user! 

 

 

 

 

 

 

 

  

 
These callouts contain tech 
tips, productivity tips, and 

other useful nuggets of 
information that will make 

you more efficient. 

Pro Tip 

 
These callouts contain 

supplementary notes that 
will help you choose the 
appropriate settings and 
provide background info. 

Note 

 
These callouts contain 

information that will 
prevent errors from 

occurring and help you 
troubleshoot issues. 

Important 
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Background 
Background 

GDOT requires a permit for Utility Work in a right-of-way (new 
installations, maintenance of existing utilities, and utility relocations, 
mainly for municipalities and utility companies.) Such permits are 
necessary when working within the right-of-way of an Interstate,  
U.S. State route, Georgia state route, or state-maintained roadway. 

 

Permit Categories 
There are nine permit categories for which a utility permit can be submitted. The permit categories 
and what each one includes are listed in the following table. 

Permit Category Cases 

Electrical Distribution, Transmission, and Lighting System 

Gas Natural Gas, Oil, Petroleum, Gaseous Materials, and Steam 

Non-Potable Water Reclaimed Water, Irrigation, Slurry, and Chilled/Hot Water 

Potable Water Distribution and Transmission 

River Gauges  

Sanitary Sewer Gravity, Force Main, and Combination Storm/Sanitary 

Telecommunication Telephone, Internet, Cable T.V., Security System, Broadband 

Vegetation Mowing, Pruning, Tree Removal, and Chemical 

Wireless Antenna 

 

 

 
A utility company may have multiple categories for which they can submit permits. 

Note 

 
A permit must be 

obtained prior to the start 
of any work. 

Important 
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Permit Types 
There are four types of utility permits that can be submitted. The table below lists the type of permit 
and its use. 

Permit Type Use 

Emergency As its name indicates, this type of permit is used for a utility 
emergency situation. 

 

Project ID This type of permit is used when a utility permit is required for an 
existing project.  

Railroad This type of permit is used when a utility service crosses a 
railroad track. 

Regular Encroachment This is the most typical utility permit. Use this type of permit 
when the others do not apply.  

 

  

 
A regular (non-emergency) permit must be 

submitted within 5 business days of 
submitting the emergency permit. 

Important 
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Introduction 
Introduction 

Accessing GPAS Utilities 

1. Open Google Chrome. 

 

2. Access GPAS from 
http://gpasinternal.dot.ga.gov/ 

3. You may need to enter your 
username and password. 

4. Select Sign in. 

 
 

5. Select UTILITY PERMITS. 

 
 

  

 
Google Chrome is the preferred web browser. 

Note 

http://gpasinternal.dot.ga.gov/
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Sign In 
Existing Users Sign In 

1. Read the Important 
Notice. 

2. Select GDOT Users Sign 
In. 

 
 

3. Enter your email address. 

4. Select Next. 
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5. Enter your password. 

6. Select Sign in. 

 

7. Select No. 

 



 

GPAS – Utilities Permits – Internal 
 

Introduction 12 
 

Existing Users Sign In – Forgot Password 

1. Select Forgot your 
password? 

 

2. Enter your GDOT email or 
username. 

 

 
 

3. Enter the characters in the 
picture or words in the 
audio. 

4. Select Next. 

 

 
This is not your personal 

Email address. 

Important 
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5. Choose I forgot my 
password. 

6. Select Next. 

 
 

7. You will be presented with 
options for verifying your 
account. Select your 
preferred method for 
verifying your account. 
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8. Once the validation is 
completed, you will be 
prompted to enter a new 
password. 

9. Select Finish. 

 

 

 

10. A message displays 
indicating that your 
password has been reset. 

 
 

  

 
Your password must be at 

least 16 characters long  
(containing uppercase, 

lowercase, special character, 
and number). 

Important 
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User Interface Overview 
User Interface Overview 

GPAS Utilities Permits Page 
The GPAS Utilties Permits page shows Draft/Sent for Correction Permits and Submitted Permits 
applications. 

 

From here, you can edit and delete draft permit applications and view the details of submitted 
permits. 

 

 

 

From the top left of the page, you can access two of the main sections, which are: 

• (a) Home 
• (b) Search 
• (c) Admin (only visible to 

Administrators)  

From the top right of the page, you can access two of the main sections, which are: 

 
You can only make changes to permit applications in draft 

status or those that have been sent for correction. 

Note 
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• (d) My Profile 
• (e) Logout 
• (f) Help  

 

From the top left Admin drop-down list, Admins can access: 

• User Administration 
• Welcome Notification 
• Permit Status Update 
• Review Days 

 

You can filter the lists of permits by selecting the Filter ( ) icon next to any of the columns. You 
can also sort by selecting the column headings in ascending or descending order. 

 

 

You can move from one page of permits records to the next by selecting the page number or the 
arrows next to it at the bottom of each section. 

 

 

You can change the number of items per page by 
selecting the down arrow in any of the sections 
and choosing the number of items per page you 
want to see. 
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User Permit Actions on the Utilities Permits Page 
The Draft/Send for Correction Permits appears at the top of the page. For permits that appear on 
this table, you can: 

a. Select the Permit ID/Reference ID to edit and submit a permit in Draft Status or a permit 
that was Sent for Correction. 

b. Select the DELETE button to remove the application from the list. 
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The Submitted Permits appears towards the bottom of the page. For permits that appear on this 
table, you can: 

a. Select the arrow on the left side 
of the Reference ID/Permit ID to 
review the workflow history of 
a permit. 

b. Select the Reference 
ID/Permit ID link to see the 
details of the permit. 

c. See the current permit status of 
all your submitted permits. 

 

 

 

You can filter the lists of permits by selecting the Filter ( ) icon next to any of the columns. You can 
also sort by selecting the column headings in ascending or descending order. 

 

You can move from one page of permits records to the next by selecting the page number or the 
arrows next to it at the bottom of each section. 

 

You can change the number of items per page 
by selecting the down arrow in any of the 
sections and choosing the number of items per 
page you want to see. 

 
  

 
You can only make changes to permit 

applications in draft status or those that have 
been sent for correction. If a permit you 

submitted was sent for correction, it will appear 
on the Draft/Send for Correction Permits table. 

Note 
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User Roles 
User Roles 

User Roles within GPAS-Utilities 
The GPAS Application is role-specific. The role you are assigned dictates your level of access to the 
system. 

The following are the user roles available in the application for Utilities: 

• Utility Entity Owner 
• Utility Entity Representative 
• District Utility Manager 

User Roles within My Queue 
User Role within My Queue for Utility Entity Approval 
The Utility Entity Admin is the only one that completes the review and approval process of any 
Utility Entity registration. 

 

User Roles within My Queue for Utilities Permits’ Approval Process 
• Area Inspector 
• District Utility Manager 
• Utility Permit Specialist 
• District Utility Reviewer 

 

  



 

GPAS – Utilities Permits – Internal 
 

User Interface Overview 20 
 

Workflow Approval Role Matrix 
The My Queue application has multiple user approver roles. Each role determines which tasks a user 
can perform within My Queue at any given time. 

 

 

Utility Entity Registration 
 Approve Reject Send for 

Correction 
Add Adhoc 
Approver 

Add Adhoc 
Reviewer 

Utility Entity Admin      

 

An application can be submitted by an applicant or by GDOT personnel (internal users). 

The following tables show the tasks that the GDOT personnel may perform during the review and 
approval process of any Utility permits. 

Emergency Permits 
 Approve Reject Send for 

Correction 
Add Adhoc 
Approver 

Add Adhoc 
Reviewer 

Area Inspector      

*Adhoc users can only approve or reject applications. 

Regular Encroachment, Railroad and Project ID Permits 
 Approve Reject Send for 

Correction 
Add Adhoc 
Approver 

Add Adhoc 
Reviewer 

District Utility Reviewer      

Utility Permit Specialist**      

District Utility Manager      

Area Inspector***      

*Adhoc users can only approve or reject applications. 
**Utility Permit Specialist review is required only if the permit is associated with any Bond or Fee. 
***Area Inspector is not part of the review and approval process for Project ID permits. 

  

 
Before an applicant can submit any permit, they must register a New Entity as a 

Member and the Utility Entity Admin needs to review and approve their registration 
and permit categories in GPAS and in My Queue accordingly. 

Important 
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Administrative Functions 
Administrative Functions 

GPAS Administrators manage: 

• User Administration 
• Welcome Notification 
• Permit Status Update 
• Review Days 

 
 

 

 

 

User Administration 
The User Administration menu is where you can edit, add, or delete users. 

GPAS Application Roles 
Within GPAS there are different application roles which determine the level of access for each user. 
The available GPAS application roles are: 

• Utility Entity Owner 
• Utility Entity Representative 
• District Utility Manager 

 

 
The Admin menu is permission-based, meaning if 
you do not have an admin role assigned to your 

user account, you will not see this menu. 

Note 
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Edit a User 

1. From the top of the page, select Admin. 
 
2. Select User Administration. 

 

3. To find the user you want to edit faster, you may use the filters. 

 

a. Select Filter. 
 

b. Select the Type of Filter from the drop-
down list. 

 
c. Enter a value in the field to filter the users. 

 
d. Select FILTER. 

 

4. Select EDIT. 
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5. Make the changes. 
 
6. Select UPDATE. 

 
 

Adding New User - Internal 

1. From the top of the page, select  
Admin. 

 
2. Select User Administration. 

 

3. Select the + ADD NEW USER button. 
 

4. Select the Role Type field. 
 
5. Select the Role Type. 
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6. Enter at least three characters of the 
NT User Id and a list of matching users 
is displayed. 

 
7. Select from the list. 

 

 

 

 
You can only select from the 

list to add existing employees 
and / or contractors. If the 

person you are looking for is 
not in the list, contact the 

Solutions Center at 
SolutionsCenter@dot.ga.gov. 

Note 

http://myqueue.dot.ga.gov/
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8. Verify the information. 
 
9. Select UPDATE. 

 

 

 
 

 
Depending on the NT User Id, 

the First name, Last name 
and Phone Number fields are 
auto populated. You can enter 
information in the Title, Phone 

Type and Email Address 
fields. 

Note 
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Deleting a User 

1. From the top of the page, select Admin. 
 
2. Select User Administration. 

 
 
 

3. To find the user you want to delete faster, you may use the filters. 

 

a. Select Filter. 
 

b. Select Type of Filter from the drop-down 
list. 

 
c. Enter a value in the field to filter the users. 

 
d. Select FILTER. 

 

4. Select DELETE next to the user you want to remove from the list. 
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Welcome Notifications 
The Welcome Notifications menu is where you can add, change, or delete the welcome messages 
that are displayed on the GPAS sign-in screen. 

1. Welcome Notification Message 
2. Select the buttons to display other Notification Messages. 

 

 

1. From the top of the page, select Admin. 
 
2. Select Welcome Notification. 

 
3. You can view the current welcome messages. 

 
4. You can edit or delete an existing message. 

 
5. You can add a new welcome notification. 

 
6. Allows you to select the first, previous, next, or 

last page of notification messages. 
 

7. Indicates the total number of messages and the 
number of messages you’re currently viewing. 
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8. The list of current messages includes: 
- Description: the actual text that will appear on the sign on screen 
- Active: indicates if the message is active (Yes) or inactive (No). Only messages that are 
active will appear on the sign-on screen. 
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Adding a New Notification 

1. To add a new notification, select  

2. The Add New Notification screen displays. 
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3. Enter the text you want to display for the notification in the Description field. 
4. By default, the message is automatically Active. Unselect the Is Active check box if you 

don’t want the message to display. 
5. Select +SAVE to save the new notification. 

 

Editing an Existing Notification 

1. To edit a notification, select EDIT. 

 

2. An edit window displays. 
3. Make any necessary changes to the notification’s Description. 
4. By default, the notification is not active. Select the Is Active check box to make the 

notification active. 
5. Select UPDATE to save your changes. 
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Deleting an Existing Notification 

1. To delete a notification, select DELETE. 

 

2. A confirmation window displays. 
3. Select OK to delete the notification. 

 
 

Permit Status Update 
The Permit Status Update menu option allows you to view the status of an existing permit request. 

1. From the top of the page, select Admin. 
 
2. Select Permit Status Update. The Manage 

Permit Status screen displays. 

 

3. Enter the Permit number. 
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4. The permit’s details are displayed along with its current status. 
5. To change the permit’s status, select a new status from the Select Permit Status pulldown 

menu. 
6. Select SAVE. 

 

7. Select YES to change the permit’s status. 

8. A message displays indicating the change has been made. 

 

9. Select OK to continue. 
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Review Days 
The Review Days menu option allows you to set the default 

1. From the top of the page, select Admin. 
 
2. Select Review Days. The Utility Permit Review 

Days screen displays. 

 

 

3. Select the Select Utility Permit Type menu pulldown and choose a permit type from the list. 
4. Select the Select GDOT District menu pulldown and choose a district from the list. 

 

5. The current number of Review Days for this type of permit in this GDOT District is displayed. 
Select this field and enter the new value. 

6. The current number of days allowed for a permit to be Returned for Correction is shown. 
Select this field and enter the new value. 

7. Select SAVE. A message displays indicating your changes have been saved. 
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Application Status 
Application Status 

The Utility Permit application is a process that has a clear start and end. In general, the application 
process can be visualized as below. Once a utility permit application has been submitted, it enters 
the initial GDOT review process. The applicant may be required to update the application after its 
initial submission. The final step is the GDOT review and approval.  

 

As soon as a permit application is submitted, it will be listed in the Submitted Permits table and its 
status becomes Pending. The status will change to:  Issued (if applicable), Approved, Rejected or 
Complete depending on where it is in the approval process, the type of permit submitted and if it 
was approved or denied. 

Start

Applicant Submission

GDOT Review

GDOT Approval

Permit Approved or 
Rejected

End

Collaboration, if sent back for corrections 
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All permits’ drafts are in the Draft/Send for Correction Permits table. Applicants may finish and 
submit the permit at any time. In the event a permit application is sent back for corrections, it will 
appear in the Draft/Send for Correction Permits table as well however, the status will be as Send 
for Correction. Permits with Send for Correction status should be completed promptly. 
 

 
 

Permit Approval Process Permit Status 

 

 
 
 
 
 
 

Pending 
 
 

Issued, Approved, 
Rejected or 
Complete 

 
 

Start

Submission

GDOT Review/Approval

Approved or Rejected

End
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The permit status (a) of Pending is displayed in the header status column. If you expand the permit 
information (b), what you see is the permit review workflow status (c) – which changes from Claimed, 
Sent for Correction, Rejected or Approved as it moves through the workflow of various approvers. 

 

 

Permit Application Process (Flowcharts) 
This section shows all the steps for the different Utility permit applications and approval process. 
Where: 

• Emergency: The reviewers/approvers in the workflow are the District Utility Reviewer and the 
Area Inspector. 

• Project ID: District Utility Reviewer and District Utility Manager review and approve permits. 
• Regular Encroachment & Railroad: These two types of permits have the same review 

workflow.  

  

 
The permit review workflow status continuously changes as the permit enters and 
leaves the queue of various approvers. A workflow status of Approved does not 

mean that the permit has reached final approval. The permit is approved when the 
approval process is complete and permit status shows Approved. 

Important 
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The Utility Permit Specialist participates in the review workflow process if the permit is associated 
with any Bonds or Fees. 

Project ID Regular Encroachment 
Railroad 

 

 
 

  

Submitter

District Utility Reviewer

Utility Permit Specialist 

District Utility Manager

Submitter

District Utility Reviewer

Utility Permit Specialist 

District Utility Manager

Area Inspector
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Search and Filter Permits 
Search/Sort/Filter Permits 

The search page allows you to search and filter all permit records, except for those in Draft status. 

Search for Utility Permits 
You can perform a grid search or a map search. Review each section to learn more details. 

Grid Search 

1. Select Search. 

 

2. Enter information for at least 
one filter. 

• Permit Id 
• County 
• PI# 
• Permit Category 
• Entity Name 
• Permit Status 
• Recurring Bond? Y/N 

 

3. Select SEARCH. 

 

 
Enter more than one filter to 
narrow down your search. 

Pro Tip 
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4. The system validates and displays available records on the results grid below the map, along 
with the details. 

5. In this example, the system shows 18 records for the Fulton County. 

 

You may (A) see the permit details or (B) see the permit location on the map. 

A. See the Permit Details 

a. Select the desired (A) Permit ID link to access the permit details. 

 
You can enter a word in the Search field at the top left of the filtered records table to narrow 

down further the information listed on such table. 

Pro Tip 
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The view of the permit is read-only. 

b. Review the information 
as necessary. 

i. All the permit details 
are at the top of the 
page. 

ii.  All the documents 
related to that permit are 
located at the bottom of 
the page. 

 

c. Select CANCEL to go to 
the GPAS Utilities Home 
page or close the 
browser tab to return to 
the search page. 

 

 
 

 
If you select the File Name of 
the attachment, the system 

will download the selected file 
to your computer. 

Note 
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B. See the Permit Location on the Map 

a) Select the map ( ) icon next to the permit ID to zoom to that area of the map.  

b) Once the map zooms into the permit, select the permit line (light blue line) to see a 
quick summary of the permit. 
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The Permit Information summary dialog is displayed. 
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Map Search 
There are several tools in the map area that can aid in your permit search. The tools are: 

Left Side 

 
Zoom In Zooms in the view of the map. 

 
Zoom Out Zooms out the view of the map. 

 
Default Map View 

Resets the map to display all the districts in 

the state of Georgia. 

 
Switch Basemaps Changes the display of the basemap. 

 
Find Address or Place Input field to find an address or place. 

 
Show Hide Data Layers Shows or hides data layers on the map. 

 

Right Side 

 

Search Features by Rectangle Allows you to search a region on the map by 

drawing a rectangle around it. 

 

Distance Measurement Tool Displays the definition of the symbols on the 

map. 

 

Area Measurement Tool Displays the location on online mapping. 

 

Clear Map Graphics Clears any current map graphics displayed. 

 

Tri View Displays the location on online mapping. 
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Zoom In 

To zoom into the map, select Zoom In ( ) icon as many times as needed to achieve the desired 
scale view. 

 

Zoom Out 

To zoom out the map, select Zoom Out ( ) icon as many times as needed to achieve the desired 
scale view. 

 
If you are working on a computer, and your computer mouse 

has a wheel, you can roll up the wheel to zoom in. 

Pro Tip 
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Default Map View 

When you open the search tab, the map shows all the districts in the state of Georgia. You can go 

back to the default view by selecting Default Map View ( ). 

 
If you are working on a computer, and your computer mouse 

has a wheel, you can roll down the wheel to zoom out. 

Pro Tip 
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Switch Basemaps 

Use the Switch Basemaps ( ) icon to change the display of the basemap for easier viewing. 

By default, the Streets type is visible. 

 
If you select the Imagery basemap type from the list, the display changes as shown below. 
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Other basemap options you may consider are:  

• Imagery Hybrid. 

 

• Topographic. 
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• Streets (with Relief). 

 

• Streets (Night). 
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• Navigation. 

 

• Navigation (Night). 
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• Light Gray Canvas. 

 

• Dark Gray Canvas. 
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• Terrain with Labels. 

 

• Oceans. 
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Check the other basemaps available. There might be one that you prefer. 

Find Address or Place 

Use the Find address or place ( ) input field to find it on the map. 

1. Select the Find address or place input field. 

2. Notice the Use current location notification that appears under the input field. If you select the 
notification, you will be given the choice to allow Utilities to know your location this time, on 
every visit or never. 
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3. Start typing the address or the name of the 
place you want to locate on the map. As you 
type, the look-ahead feature updates the 
potential places. Enter as many characters 
as necessary. 

4. Select an option from the list. 

 

5. The map zooms into the location displaying the address in a pop-up dialog box 

 
Show Hide Data Layers 

Use the Show Hide Data Layers ( ) icon to show ( ) or hide ( ) data layers at any time. 
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By default, the Counties layer is visible. 

 

If you hide the Counties layer, and show the District layer, this is what you will see. 
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If you show the GDOT_Interstates layer, the system will highlight any US Routes visible on the 
map for the State of Georgia. 

 

If you show the Utilities Permit layer, the system will highlight all Utilities Permits on the map. 

 

Other layers include Cities, Railroad, Projects, and more. 
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Search Features by Rectangle 

Another option for searching GPAS Utilities records is to use the Search Features by Rectangle  

( ) icon. 

1. Zoom into the general area you would like to conduct your search. 

2. Select the Search Features by Rectangle icon. 

3. Press and hold the left button on the mouse at the top left of the region you want to select. 

 

4. Drag the mouse diagonally across the desired area. 

5. Release the mouse button to complete drawing the rectangle on the map. 
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6. The search results are displayed below the marked map. 

7. Selecting the map ( ) icon next to the permit ID in the results table will zoom to that area of 
the map. 
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Distance Measurement Tool 

The Distance Measurement Tool ( ) icon helps you measure the distance between two points 
on the map. 

1. Zoom into the general map area where you would like to make a distance measurement. 

2. Select the Distance Measurement Tool icon. 

3. The program displays a message box at the lower right corner as it waits for you to select 
the first point on the map. 
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4. Once you have selected the first point on the map, move the cursor towards the second point. 

5. Notice that the measurement is displayed along the line between the points. By default, the 
units are meters.  

 

6. If you want to change the measurement’s units, expand the down arrow in the dialog at the 
lower right. 

7. Select the new measurement unit from the list. 
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8. Double-click to select the second point to complete the measurement. The distance shows 
the value along with the new units selected and in the dialog box. In the example below, the 
units were changed to miles. 

9. If necessary, select the New measurement button to measure a new distance. 
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Area Measurement Tool 

The Area Measurement Tool ( ) icon helps you measure the area delimited by three or more 
points on the map. 

1. Zoom into the general map area where you would like to make a measurement. 

2. Select the Area Measurement Tool icon. 

3. The program displays a message box at the lower right corner as it waits for you to select 
the first point on the map. 
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4. Once you have selected the first and second points on the map, move the cursor towards 
the third point. 

5. Notice that the measurement is displayed inside the area delimited by the points selected. 
By default, the units are square meters. 

6. If necessary, you can specify as many points as needed. Make sure to double-click to define 
the last point selection. 
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7. If you want to change the measurement’s units, expand the down arrow in the dialog at the 
lower right. 

8. Select the new measurement unit from the list. 

 

9. The value appears inside the delimited area with the new units selected and in the dialog 
box. In the example below, the units were changed to square miles. 

10. If necessary, select the New measurement button to measure a new area. 
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Tri View 

The Tri View ( ) icon helps you visualize a specific location on the map. 

1. Zoom into the general map area you would like to visualize on the map. 

2. Select the Tri View icon. 

3. Select the desired location on the map to open the Tri View. 
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4. A new browser page opens. Select the View Map link. 

 

5. The program displays 3 windows in different formats for the same area.  

6. The location you selected on the map is marked with the placement of the Pegman. 

7. Use the tools on the map to familiarize yourself with the area. 
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Submitting an Emergency Utilities Permit Application 
Submitting an Emergency Utilities Permit Application 

Emergency Permits are used when an urgent situation requires immediate utility service.  

 

This chapter introduces: 

• The emergency permit requirements 
• The emergency permit application submittal 

Emergency Permit Requirements 
In this section you will find the requirements needed to submit an emergency permit. Use this 
section as a check list to ensure you have all the information handy before you begin entering the 
permit application in the system. Having all the requirements at a glance will help you enter 
applications more efficiently and accurately. 

Application/Main Information Tab 
• Entity Type (auto-populated) 
• Utility Entity Name (auto-

populated) 
• Member Code (auto-

populated, assigned during 
registration) 

• Utility Permit Type: 
o Emergency 
o Project Id (Requires 

Project ID) 
o Railroad 
o Regular Encroachment 

• Permit Category: 
o Electrical 
o Gas 
o Non-Potable Water 
o Potable Water 
o River Gauges 
o Sanitary Sewer 
o Telecommunication 
o Vegetation 
o Wireless 

*Utility Entity Rep (fields are only 
visible if the entity has Reps) 

• First Name (auto-populated) 
• Last Name (auto-populated) 
• Company (auto-populated) 
• Email (auto-populated) 
• Phone (auto-populated) 

Utility Entity POC 
• First Name (auto-populated) 
• Last Name (auto-populated) 
• Email (auto-populated) 
• Phone (auto-populated) 

*If a Rep is the one submitting the permit, they will see the Utility Entity Rep information fields and the Entity 
Point of Contact fields. If the POC is submitting the permit, no Rep fields are displayed. 

 
Internal GDOT personnel can submit Emergency Permit Applications. After an 

emergency permit request has been submitted, the Utility POC or Representative must 
submit a regular (non-emergency) permit within five business days. 

Important 
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Permit Location Tab 
• County 
• Primary County 
• City 
• District 
• US Route 
• State Route 
• Beginning Mile Point 
• End Mile Point 
• Beginning Lat 
• Beginning Long 

• End Lat 
• End Long 
• Beginning User Defined Lat 
• Beginning User Defined Long 
• End User Defined Lat 
• End User Defined Long 
Near By GDOT Active Projects (auto-populated if any exist) 
Protected Routes (auto-populated if any exist) 

Standard Information – Requirements for Emergency Permits 
• Applicant First Name 
• Applicant Last Name 
• Applicant Phone Number 
• Facility Type 

o Cable 
o Electrical 
o Gas 
o Sewer 
o Water 

• Line Type 
o Main 
o Service  

• Travelling Lanes Shutdown Y/N  
• Pavement Cutting Y/N 
• Problem Noticed Date 
• Date Submitted 
• Will Transfer Be Needed By Other Attachees? Y/N 
• Emergency Description 
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Emergency Permit Submittal 
Home Page 

1. Select the + APPLY NEW PERMIT 
button on the upper right. 

 

2. Proceed to fill out the Utility Permit Application form. 

 
 

Application/Main Information Tab 
1. Select the Entity Type from the drop-

down list. 

 

2. Enter the Utility Entity Name. 
 

 

 
 
 
 
 

 

 
If the Utility Entity has multiple Reps 

associated with it, select the appropriate 
Rep from the drop-down list. 

Note 
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3. Select Emergency from the Utility Permit 
Type* drop-down list. 

 

4. Select the Permit Category* from the 
drop-down list. 

 

 

5. Verify the information that appears in the following Entity fields. These are auto-populated 
from the Entity registration. 
• Entity Type 
• Utility Entity Name 
• Member Code (GDOT assigns this, and it is unique to the particular entity) 

 

6. If you are a Utility Entity Rep, you will need to verify the information that appears in the 
following Utility Entity Rep fields. These are also auto-populated from the Entity 
registration. 
• First Name 
• Last Name 
• Company 
• Email 
• Phone 

 
The Permit Categories shows the 
categories approved for your Utility 

Entity. The image shown is an example 
and it may be different to what you see. 

Note 
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7. Verify the information that appears in the following Utility Entity POC fields. These are also 
auto-populated from the Entity registration. 
• First Name 
• Last Name 
• Email 
• Phone 

8. Select NEXT. 

 
 

Permit Location Tab 

 

1. Enter the first three letters for the county you are for in the County field. 

2. Select the County from the list. 

3. The application will zoom into the county selected. 

 
The location information should be accurate. Make sure that all the information you enter in  

the PERMIT LOCATION tab is complete and accurate since that information is what  
will appear in the permit. 

Note 
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4. Zoom into the area you would like the 
permit. 

5. Make sure you are zoomed in enough 
into the map, you should see the 
message Please Draw a Permit Line at 
this Map-Scale on the lower right 
corner. 

 
 

 

6. Select the Draw Permit Lines ( ) button. If necessary, use the Clear ( ) button to 
delete the lines drawn. 

7. Select the starting location (road or highway) for the utility permit you need to submit.  

8. Select a point or points along the way. 

9. Double-click to select the ending location (road or highway) for the utility permit you need to 
submit. 

10. The application shows a red line for the permit you are applying for. 
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11. Scroll down. Notice that the system auto-populates the information for the area selected. 

12. Primary County. 

 

13. Verify the information that appears in the following fields and add any necessary data. 

• City 
• District 
• US Route 
• State Route 
• Beginning Mile Point 
• End Mile Point 
• Beginning Lat 
• Beginning Long 

• End Lat 
• End Long 
• Beginning User Defined Lat 
• Beginning User Defined Long 
• End User Defined Lat 
• End User Defined Long 

 

 

  

 
In the event that the permit location line is at the boundary between two counties, 

you may adjust the Primary County selection from the drop-down list. The Primary 
County will define the County under which the permit is requested. 

Note 

 
If the District field is not auto-populated, it indicates that the map was not zoomed in enough. 

Select the Clear ( ) button to remove your selection. And select the Draw Permit Lines ( ) 
button and repeat the selection making sure you select the black road line. 

Important 
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14. If there are any active projects close by within a 1-mile radius, those will appear in the Near 
By GDOT Active Projects table.  

15. If there are any protected routes close by within a 1-mile radius, those will appear in the 
Protected Routes table. 

16. Select NEXT. 

 
 

 

  

 
Once all the information is entered and you select NEXT, the type of permit application is locked. 

You may change the application’s information. To change the permit application type, you will 
need to delete the application draft and submit a new one. 

Important 
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Permit Data Tab 

 

Standard Information 
1. Enter the Applicant FirstName*. 

 

2. Enter the Applicant LastName*. 

 

3. Enter the Applicant Phone Number*. 

 

4. Select the Facility Type* from the 
drop-down list. 

 

 

5. Select the Line Type* from the drop-
down list. 

• Main 
• Service 

 

 
Wait for the system to load. A notification that the application & location information was saved 

successfully appears momentarily on the lower right of the screen. The system generates a 
permit Reference ID which is listed at the top of the page. At this point you may save the draft 

and finish the permit submittal later. 

Note 
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6. Select Yes or No for the Travelling 
Lanes Shutdown*. 

 

7. Select Yes or No for Pavement 
Cutting*. 

 

8. Enter the Problem Noticed Date*. 

 

 

9. The Date Submitted* field auto 
populates with today’s date. 

 

10. Select Yes or No for Will Transfer Be 
Needed By Other Attachees?*. 

 

11. Enter the Emergency Description*. 

12. Select SUBMIT EMERGENCY. 

 

 
You can enter the date manually or set 

the date using the calendar icon. 

Pro Tip 
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13. Make a note of the reference id number 
and provide it to the person that will be 
submitting the regular permit.  
This allows you to associate the regular 
permit with the emergency one that you 
are submitting. 

14. Select Exit Message.  
 

Review Utility Permit Application 
1. Review carefully all the 

information on the permit 
application form. 

2. If you need to make any 

changes, select the Edit ( ) 
button for the specific section 
and make the appropriate 
changes. 

3. Once the permit form is 
correct, select the check box 
for “By clicking the submit 
button below, I confirm that I 
have reviewed all the details.” 

4. Select SUBMIT. 
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5. Select OK to acknowledge 
the permit application has 
been submitted successfully. 

 

The permit displays in the Submitted Permits section and the status is Pending. The identifier 
shows an ‘E’ at the end of the number indicates that it is an emergency permit. 

 

    

  

 
Upon successfully submitting your 

request, you may check the 
submission status by following the 
steps outlined in the Track Permit 

Application Status section. 

Note 

 
Remember to provide the Reference ID number to the 
person who will be submitting the regular permit. The 
Utility POC or Representative must submit a regular 

permit within the next five business days. 

Important 
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Track Permit Application Status 
Track Permit Application Status 

Permit Application Status 
After the Utility permit application has been submitted, you can check the status of the application 
directly from the GPAS Utilities Home page. 

1. Sign into GPAS Utilities. 

2. Locate the utility permit application from the Submitted Permits table. 

 

3. Expand the arrow on the left of the permit application number. 

 

 

 

 
If the submitted permit application was sent back for correction, it will be listed in the 

Draft/Send for Correction Permits table.  

Important 
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4. The permit expands showing more information regarding the review process. In this 
example: 

a. The Permit Status is Issued. 

b. The Workflow Status is Claimed. 

 

 

Depending on the type of permit there might be one or more GDOT reviewers and approvers.  

 

 

 

 

 

 

 

 
The difference between Permit Status and Workflow Status is explained on the next page. 

Note 

Submission

•Application 
Submission

GDOT Review

•District Utility 
Reviewer

•Specialist (only 
when permit is 
associated with a 
Bond/Fee)

•District Utility 
Manager

•Area Inspector

Application Update

•Application 
Update (only if it 
was sent back for 
correction)

GDOT Approval

•Permit 
Approval
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Difference Between Workflow Status and Permit Status 
The difference between the Workflow Status and the Permit Status shown in the Submitted 
Permits table and the Draft/Send for Correction Permits table is that the Permit Status shows 
the status of the overall process. While the Workflow Status shows the step in which the 
application is and what everyone has done during their review.  

a. Permit Status can be:  

• Approved – Status when the permit is 
approved. 

• Canceled – Status when the Area 
Inspector cancels the permit. 

• Complete – Status when the work 
related to the permit is completed. 

• Draft - Status when the permit has 
not been submitted. 

• Issued – Status when the Area 
Inspector issues the permit. 

• Pending – Status when the Applicant 
submits the permit and is waiting for 
the GDOT review process to start. 

• Rejected – Status when the permit is 
declined. 

• Sent for Correction -- Status when 
GDOT personnel sends the permit 
application back to the Applicant for 
correction. This requires collaboration 
between the Applicant and GDOT. 
More details are listed on the next 
page. 

b. Workflow Status can be:  

• Approved -- Status when the reviewer 
approves the permit during the review step. 

• Assigned -- Status when the application 
permit gets assigned to the recipient. 

• Claimed – When a permit submitted to a 
group of reviewers is assigned by one of 
them. 

• Group Assigned – Status when a permit is 
submitted to a group of users for one of 
them to complete the review. 

• Re-Assigned -- Status when the reviewer 
reassigns the review task to a different 
GDOT user. 

• Rejected -- Status when a reviewer rejects 
the permit during the review step. 

• Submitted - Status when the Applicant 
submits the permit and is waiting for the 
GDOT review process to start. 

• Unclaimed – Status when a reviewer: has 
not been assigned or has not claimed the 
permit application waiting to be reviewed or 
if the reviewer who claimed the permit is no 
longer able to review it. 

 

  

 
Once a Permit Status shows it is Approved the work can start. However, for permits where 
the Area Inspector is part of the review process, the work can start once the Permit Status 

shows Issued. 

Important 
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My Queue – Review Applications 
My Queue – Review Applications 

About My Queue 
My Queue provides access to workflows in a variety of 
applications used by GDOT personnel such as: GPAS, 
CMIS Invoicing, CATS, Site Manager and more. As 
discussed in the Application Process, the process may be a 
little different depending on the type of permit, yet the 
general workflow to review and approve is the same. The 
Utilities Administrator will review an entity’s application and decide for which permit categories they 
may be approved. 

The available tasks and functionality depend on the role of each user. 

The different sections highlight the specific task each reviewer may complete during the process. 

In the following sections, we review the steps performed by: 

• Utility Entity Admin as they process new entities’ applications. 
• District Utility Reviewer and District Utility Manager as they process new permit 

applications. 
• Utility Permit Specialist, which processes bonds and fees if they are applicable. 
• Area Inspector review tasks. 

Start the Entity/Permit Application Review 
When an entity or permit application is submitted, they will be routed to the specific Permit Engineer 
Group for approval. An email is sent to the users in that Permit Engineer Group. The email 
notification appears in the Approvers inbox indicating their approval is needed. All request which 
needs your approval are in the My Queue application. To make this a seamless process, a link to the 
request in the My Queue application is included in the email notification. 

Select the link (shown in the email below) to start the review and approval process for an entity 
application. 

The My Queue application is used 
for all GDOT personnel. 

Note 
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Select the link (shown in the email below) to start the review and approval process for a permit 
application. 
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My Queue User Interface 
Here is the list of the elements of the My Queue user interface. Each element’s functionality will be 
explained along with the tasks you can perform within My Queue. 

From the top left of the My Queue landing page, you can access six of the main sections, which are: 

a. My Queue 
b. My Approved 
c. My Rejected 
d. Search 
e. Delegation 
f.  Workflow Errors (only 

visible to some users) 

 

From the top right of the My Queue landing 
page, you can access Help. 

 
  

From the top right of the subheader, you can: 
a. Claim/Unclaim 
b. Approve 
c. Reject 
d. Send For Correction 
e. (e) Add Adhoc Users 

 
 

  

  
 

You first need to claim the permit request (or have it assigned to you) to 
be able to Approve, Reject, Send For Correction, or Add Adhoc Users. 

Note 
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Claim a Task 

1. Expand GPAS. 

2. Expand Utility Permit. 

 

3. Notice the request application was submitted to the District Utlity Reviewer Group for 
approval. Because the application was submitted to a group, someone in that group must 
claim the request. 

 

 

4. Select the checkbox to the right of the application you want to claim. 
 
5. Select Claim/Unclaim. 
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6. The application permit is now assigned to you. 
 

 

7. Select the triangle to the left of the Permit Reference ID. 
 
8. Notice the workflow permit status will display as Claimed. 
 

 

Unclaim a Task 
In the event you are not able to work on a permit that you have claimed, follow the steps 1 through 8 
of the Claim a Task, selecting Unclaim for Step 5,and finally verifying that your name does NOT 
appear in the Assigned To column and that the application workflow status shown states: 
Unclaimed. 
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Entity Application Review 
When you, the Utility Administrator, review an entity application, you have two options for what to 
do with the application: Approve or Reject. 

 

 

 

 

 

 

 

 

Review the Entity Application 
Once an entity application has been assigned to you (or you have claimed it), you need to review the 
application before you choose to approve or reject. 

1. Select the Entity Name of the application you want to review. 

 

The first step in the application review process is to review the application. 

Note 
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2. The system opens the 
application in GPAS. 

 
 
 
 
 
 
 
 
 
 
 
3. Review the application 

and verify that all the 
information is complete. 

4. The lower portion of the 
screen is where you 
select each of the permit 
categories applied for by 
the entity and: 
- decide if a permit 
request is approved or 
rejected. 
- Add any Billing or 
Fees. 
- Add any Agreements 
or Bonds 

 
 
 
 
 

If you are not already signed 
in to GPAS, you’ll be asked 

to do so at this time. 

Note 
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5. The Permit Categories section displays the status (Applied for, Approved, or Denied) for 
each of the permit categories the entity has applied for. 
 

 
 

6. Select the Parent Category pulldown menu and choose one of the permit categories the 
entity has applied for. 

7. If you want to copy the settings of one permit category to another, select the Copy 
Constraints From pulldown menu and select the permit category whose constraints you 
want to copy. 

8. To paste the constraints you just copied, select the Copy Constraints To pulldown menu 
and select the permit category to which you want to paste constraints. 

9. Select COPY to copy the constraints from the one permit category to the other. 

 
 

10. The Billing and Fees area allows you to define any fees or expenses that will be associated 
with the permit category. 

11. If no fees are to be associated with a permit category, select the No Fee? Checkbox. 
Continue with step 17. 

12. If a permit category is to be used exclusively by the entity, select the Yes radio button 
below Exclusive Use Only. (add example) 

13. Select each of the Fee options and then enter the actual fees as dollar amounts. 
14. Select the Underground Rates check box if underground rates will apply for this permit 

category. 
15. Select the Aerial Rates check box if aerial rates will apply for this permit category. 
16. Select the Permit Category Status pulldown menu and choose the status (Approved or 

Denied) for the permit category. 
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17. The Agreements and Bonds area allows you to select what Agreements or Bonds are 
required as part of the selected permit category. 

18. Select the ADD button to add an Agreement or Approval document. 
19. Select the Bonds Required radio button to indicate whether or not a bond is required for 

the permit category. 
20. Enter any general comments that you have regarding the permit category request that 

anyone with access to the permit category can view. 
21. Enter any comments that you want added to the permit category that only GDOT personnel 

can view. 
22. Enter any comments that are specific to the permit category that anyone with access to the 

permit category can view. 
23. Select SAVE to save your entries. 
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24. You can now return to the approval My Queue tab and select the application you’ve been 
working with. 

25. Select Approve. 
 

 
 

Enter any comments. 

Select Done. 

 

Alternatively, you can select 
Continue without 
comments to approve the 
application. 

 

 

 
 

 

 
You can view the permit under 

My Approved tab in My Queue. 

Note 
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Permit Application Review 
Once a utility permit application has been submitted, the first person to review the permit is the 
District Utility Reviewer. When you review a permit application, you most likely have four options 
for what to do with the application, which are: 

• Add Adhoc Users (optional) 
• Send Back for Correction 
• Reject 
• Approve 

 

 

 

 

 

The choices available to you depend on the type of permit application you are reviewing, the current 
step in the review/approval process for the application, and on your role. Each option is explained in 
the next sections. 

 

Review the Application 
Once a permit application has been submitted, you need to review the application before you 
choose to approve, reject, or send it back for corrections. 

1. Select the Permit /Reference ID of the application you want to review. 
 

 

The first step in the permit application process is to review the application. 

Note 
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2. The system opens the 
application in GPAS. 

 
3. Review the application 

and verify that all the 
information is complete. 
 

4. If necessary, use the 
Edit icon (which is 
visible to the respective 
assigned user) to make 
changes to the permit 
during the review. 
 

5. Check that all the 
requirement documents 
have been submitted 
and are correct. 
 
 
 
 
 
 
 
 

 
 

 

 
6. Once you have reviewed the permit application, go back to the My Queue application to 

approve, reject, or send the permit application back for corrections. 
 

 

 

 
Select the document links 
to open the attachments 

and review them. 

Note 
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Add Adhoc Users 
During the application review, you have the option to Add Adhoc Users (Approver or Reviewer). It is 
important to understand what each one does to the workflow so you can make the best choice. 

 

Differences Between an Adhoc Approver and an Adhoc Reviewer: 

Adhoc Approver Adhoc Reviewer 
• Add & Approve button. • Add button. 

 

 
 

 

 
 

• Task is assigned to the Adhoc 
Approver. 

• Task is still assigned to you to approve 
or reject. 

• Task leaves your queue. • Your approval is NOT dependent on 
the reviewer completing the review. 

 

 
 

 

 

 

 

 
If necessary, you will be able to 

add multiple users as Adhoc 
Approvers or Adhoc Reviewers. 

Note 
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How to Add an Adhoc Approver 

1. Within My Queue, select and claim the permit for which you want to add an Adhoc Approver. 

2. Select Add Adhoc Users. 

 

3. Ensure the Adhoc 
Approver radio button is 
selected. 

4. Enter at least the first 
three letters of the Adhoc 
Approver’s name in the 
field. 

5. Select the user from the 
list. 

6. If necessary, repeat 
steps 4 & 5 to add more 
Adhoc Approvers. 
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7. Enter Comments. 
 
8. Select Add & Approve. 

 
9. Notice that the permit workflow status is updated and displays that an Adhoc Approver has 

been assigned. 

 
10. The system sends an email task notification to the user you selected as an Adhoc Approver. 

11. The Adhoc Approver can select the link in the email which will take them to the My Queue 
application. 

 

12. Once in My Queue, the Adhoc Approver approves or rejects the permit (only 2 choices). 
  

 
The task is assigned to the Adhoc 
Approver and it leaves your queue. 

Note 
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How to Add an Adhoc Reviewer 

1. Within My Queue, select and claim the permit for which you want to add an Adhoc Reviewer. 

2. Select Add Adhoc Users. 

 
 

3. Select Adhoc Reviewer. 
 
4. Enter the first few letters 

of the Adhoc Reviewer’s 
name in the field. 

 
5. Select the user from the 

list. 
 

6. If necessary, repeat steps 
4 & 5 to add more Adhoc 
Reviewers.  

 



 

GPAS – Utilities Permits – Internal 
 

Permit Application Review 103 
 

7. Enter any Comments. 
 
8. Select Add. 

 
 

 
 

9. Notice that the permit status is updated and displays that an Adhoc Reviewer has been 
assigned. 

 

10. The system sends an email task notification to all users you selected as Adhoc Reviewers. 

11. Adhoc Reviewers may select the link in the email which will take them to the My Queue 
application. 

 
The task is still assigned to you to 

approve or reject it and your 
approval is not dependent on the 
reviewer completing the review. 

Note 
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12. Once in My Queue, an Adhoc Reviewer can only review the application and add comments 

to it. 

 

13. The system sends an email to the user who assigned the Adhoc Reviewers, informing them 
when a reviewer has completed the review. 

14. Select the link to go to My Queue where you can check the workflow status of the permit. 
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15. Once in My Queue you can review the comments and then approve, reject, add adhoc 
users or send the application back for corrections. 

 

 

  

 
You may approve or reject the permit whether or not the Adhoc Reviewer completed the review. 

Note 
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Send Back for Correction 
Once you have reviewed a permit application and if you determine it has errors, you will need to 
send it back for corrections. To send a permit application back for your corrections you need to: 

1. Select the checkbox next to the permit. 

2. Select Send For Correction. 

 

3. Select Form Edits from 
the top field. 
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4. Select the user or group 
who needs to complete 
the correction. You can 
select only one approver 
or group to send the 
permit application 
corrections back to. 

 
a. Whom you send 

the permit 
application 
correction back to 
depends on where 
you are in the 
process. If you are 
the first approver, 
you can only send 
it back to the 
submitter as 
shown here. 

Or  
 

b. If you are further 
along in the 
approval process, 
you can send it 
back to any 
previous approver 
or group as shown 
in this example. 
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5. Enter any additional 
comments to explain why 
the permit application is 
being sent back for 
corrections. 

 
6. Select the check box if 

you want the permit to 
be immediately 
reassigned to you after 
the correction is made. If 
left unchecked, the 
permit will not 
immediately come back 
to you. Once the 
correction is made by the 
selected user, it will 
continue through the 
normal approval process 
until it reaches you again. 

 
7. Select Done to submit 

the corrections request. 

 

 

 

 

  

 
The user will be required to log into GPAS 

to make the requested corrections. 

Note 
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Reject a Permit Application 
Once you have reviewed an application, if you decide to reject it, you will need to: 

1. Select the checkbox next to the application you want to reject. 

2. Select Reject. 

 

3. When rejecting an 
application, you must 
enter a reason in the 
comment section. 

4. Select Done. 
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5. An email notification is sent to the reviewer and the applicant notifying them that the 
application has been rejected. It lists the reason for the rejection. The email also contains a 
link to GPAS. 

 

6. The application has been rejected, and it appears in the list of submitted Permits as such. 

 

 

 

  

 
Once you reject an application, it no longer appears in your 
queue. It will appear under your My Rejected in My Queue. 

Note 
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Approve a Permit Application 
Once you have reviewed the application in GPAS, if you find that all is complete and correct, you are 
ready to approve it in My Queue. 

1. Select the checkbox next to the application you want to approve. 

2. Select Approve. 

 

3. Enter any comments. 

4. Select Done. 

 

Alternatively, you can select 
Continue without 
comments to approve the 
application. 
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Once approved, the request is moved out of your queue 
and onto the next approver. 
The next approver in the workflow will receive an email 
notification. 
This process will continue until the final approval. The 
workflow status of the application will change accordingly. 

 

My Approved / My Rejected Applications 
You can view the permits you have approved or rejected under the My Approved and My Rejected 
tabs. 

Access My Approved Applications 
1. Select My Approved. 

2. Expand GPAS- Approved Tasks. 

3. Expand Utility Permits. 
 

 

 

 

 

 

 

 

 

 
You can view the permit under 

My Approved tab in My Queue. 

Note 
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Access My Rejected Applications 
1. Select My Rejected. 

2. Expand GPAS- Rejected Tasks. 

3. Expand Utility Permit. 
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Utility Permit Specialist Review 
As discussed in the Application Status chapter, the Utility Permit Specialist participates in the review 
workflow process of all permits (except for the emergency ones), if the permit is associated with any 
bonds or fees. 

If the Utility Permit Specialist needs to review the permit, they would do so after the District Utility 
Reviewer. This section covers the tasks Utility Permit Specialist will perform for all permit application 
types for which they are part of the review process. 

1. As the Utility Permit 
Specialist, you will receive an 
email informing you that a 
utility permit application 
needs your attention. 

2. Select the link to go to the 
permit application in My 
Queue. 

 
3. Once in My Queue, expand the GPAS section. 

4. Expand the Utility Permit section. 

5. Select the checkbox for the permit application you need to review. 

6. Select the + Claim/Unclaim button to claim it. 

7. Select the permit application link to review it in GPAS. 
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GPAS Utilities opens and 
displays the Utility Permit 
Specialist Review page. 

From this page, the Utility 
Permit Specialist can: 

A. View permit details. 
B. Add attachments. 
C. Enter bonds. 
D. Enter fees. 

All these tasks will be 
reviewed on the following 
pages.  
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Review the Permit 
1. Select the VIEW PERMIT DETAILS 

button in the upper right corner. 
 

2. Review the application to ensure all is 
complete and correct. 

3. Close the browser tab to return to the 
Utility Permit Specialist Review 
page. 
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Upload Attachments 
Upload any necessary attachments, keeping in mind the following: 

 

1. Select the + button to upload a new document or a revision of an existing document. 

 

2. Select the file. 

3. Select Open. 

 

 

• The documents required are marked with an asterisk (*). 
• The only file type you may upload is a PDF file.  
• All attachments are limited to 100 MB per file. 
• You may upload more than one document in the Reviewer Miscellaneous section. 
• You may upload the same file more than once to create multiple versions of the file. 
• Upload one document at a time. 

Note 
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4. Select UPLOAD. 

 

5. Wait while the system uploads the file. 

 

6. The system will display a document link next to the file once it has been uploaded 
successfully. 

 

7. Repeat steps 1 through 6 to upload any other documents given you may upload several files 
under the Reviewer Miscellaneous section. 
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Bonds 
In this section you enter all the information related to the Bonds, if any was set for this Entity and 
permit category. 

1. Enter the Bond Amount. 

 

2. Enter the Date Sent. 

 

3. If applicable, select the checkbox for Recurring 
Annually. 

 

4. Select the Bond Type from the drop-down list. 

 

5. Enter the Date Received. 

 

6. Select the SAVE BOND INFO button. 

 

7. Select the SAVE AND SEND BOND COUPON 
button. 
The application generates a PDF of the Bond 
Type selected and sends an email with the Bond 
Coupon as an attachment to the submitter and 
all the permit reviewers. 
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If you would like to see the Bond Coupon: 

a. Select the VIEW PERMIT DETAILS 
button.  

b. Scroll down to the Permit Attachments section. 

c. Select the link for the Coupon PDF. 

d. Once done, close the browser tab to return to the Utility Permit Specialist Review 
page. 
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Fees 
In this section you enter all the information related to the Fees, if any was set for this Entity and 
permit category. 

1. If applicable, select the No Fees checkbox.  
Otherwise, continue to enter the data listed in 
the following steps.  

2. Enter the Application Fee. 

 

3. Enter the Check No. 

 

4. Enter the Date Sent. 

 

5. Enter the Annual Permit Fee ($). 

 

6. Enter the Amount Received. 

 

7. Enter the Date Received. 

 

8. Select the SAVE FEE INFO button. 

 

9. Select the SAVE AND SEND FEE COUPON 
button. 
The application generates a PDF of the 
Coupon and sends an email with it as an 
attachment to the submitter and all the permit 
reviewers. 
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If you would like to see the Fee Coupon: 

a. Select the VIEW PERMIT DETAILS 
button.  

b. Scroll down to the Permit Attachments section. 

c. Select the link for the Coupon PDF. 

d. Once done, close the browser tab to return to the Utility Permit Specialist Review 
page. 
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Approve the Permit in My Queue 
Since your tasks in GPAS are now complete, you must approve the permit in My Queue. This 
process is outlined in this section. 

1. Go back to My Queue (http://myqueue.dot.ga.gov), you might want to refresh the page. 

2. Select the checkbox for the permit you want to approve. 

3. Select Approve. 

 

4. Enter any comments.  

5. Select Done. 

 

 

 

 

 

 

Once the Utility Permit Specialist 
approves the permit, it is moved 
out of their queue and goes on 

to the next approver. 

Note 

http://myqueue.dot.ga.gov/
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Area Inspector Review 
As discussed in the Application Status chapter, the Area Inspector is the last reviewer for regular 
encroachment and railroad permits, and it is the only reviewer for emergency permits. This section 
describes the tasks Area Inspectors will perform in their part of the review process. 

8. As the Area Inspector, you 
will receive an email informing 
you that a utility permit 
application needs your 
attention. 

9. Select the link to go to the 
permit application in My 
Queue. 

 
10. Once in My Queue, expand the GPAS section. 

11. Expand the Utility Permit section. 

12. Select the checkbox for the permit application you need to review. 

13. Select the + Claim/Unclaim button to claim it. 

14. Select the permit application link to review it in GPAS. 
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GPAS Utilities opens and 
displays the Area 
Inspector Review page. 

From this page, the Area 
Inspector can: 

A. View permit details. 
B. Add attachments. 
C. Enter meetings and 

inspection 
information. 

D. Enter Punch 
List/Inspector Log. 

E. Add Inspector Work 
Log. 

All these tasks will be 
reviewed on the following 
pages. 

 

 

 

  

 
The ticket will remain as claimed by you in My Queue while the work is performed 

by the Utility Entity. 

Note 
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Review the Permit 
1. Select the VIEW PERMIT DETAILS 

button in the upper right corner. 
 

2. From the application, 
you may retrieve the 
applicant's information 
to coordinate meetings 
and inspections as 
needed. 

3. Review the application 
to ensure all is 
complete and correct. 

4. Close the browser tab 
to return to the Area 
Inspector Review 
page. 
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Upload Attachments 
Upload any necessary attachments, keeping in mind the following: 

 

1. Select the + button to upload a new document or a revision of an existing document. 

 

2. Select the file.  

3. And select Open. 

 

 

• The documents required are marked with an asterisk (*). 
• The only file type you may upload is a PDF file. For pictures you can upload them using 

various formats. 
• All attachments are limited to 100 MB per file. 
• You may only upload one document for each type (except in the Reviewer Miscellaneous 

section). 
• You may upload the same file more than once to create multiple versions of the file. 
• Upload one document at a time. 

Note 



 

GPAS – Utilities Permits – Internal 
 

Area Inspector Review 128 
 

4. Select UPLOAD. 

 

5. Wait while the system uploads the file. 

 

6. The system will display a document link next to the file once it has been uploaded 
successfully. 

 

7. Repeat steps 1 through 6 to upload any other documents. 

8. You may upload several files under the Reviewer Miscellaneous section. 

 

You can schedule meetings and inspections by selecting the ADD button for each meeting or 
inspection needed. These meetings and inspections may be scheduled in one session or over the 
Area Inspector permit review cycle. 

• Pre-construction meeting 
• Final inspection requested 
• Final inspection scheduled 

  



 

GPAS – Utilities Permits – Internal 
 

Area Inspector Review 129 
 

Pre-Construction Meeting 
1. Select the +ADD button under Pre-Construction Meeting. 

 

2. Fill in the Pre Construction info. 

a. Enter the meeting 
Description. 

b. Select the Meeting Date.  

c. Select SAVE. 

 

3. The pre-construction meeting is added to the list. 

4. You can (a) EDIT or (b) DELETE the existing meeting. Or (c) ADD more as necessary. 
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Final Inspection Requested 
1. Select the +ADD button under Final Inspection Requested. 

 

2. Fill in the Final Inspection 
Request. 

a. Enter the inspection 
Description. 

b. Select the Inspection 
Requested Date. 

c. Select SAVE. 
 

3. The final inspection requested is added to the list. 

4. You can (a) EDIT or (b) DELETE the existing meeting. Or (c) ADD more as necessary. 
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Final Inspection Scheduled 
1. Select the +ADD button under Final Inspection Scheduled. 

 

2. Fill in the Final Inspection 
Scheduled. 

a. Enter the inspection 
scheduled Description. 

b. Select the Inspection 
Scheduled Date. 

c. Select SAVE. 
 

3. The final inspection scheduled is added to the list. 

4. You can (a) EDIT or (b) DELETE the existing meeting. Or (c) ADD more as necessary. 
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Punch List/Inspector Log – Issue Permit 
1. Select the +ADD button under Punch List/Inspector Log. 

 

2.  Fill in the Punch List. 

a. Enter the punch list 
Description. 

b. Select the Comment Date. 

c. Select SAVE. 
 

3. The punch list/inspector log item is added. 

4. You can (a) EDIT or (b) DELETE the existing entry. Or (c) ADD more as necessary. 
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5. Expand the Permit Status from the drop-down list. 

 

6. Select Issued from the list. 

 

7. Scroll down. 

8. Select SAVE. 

 

 
Notice that, as the Area Inspector, you have three options to select: Canceled, 

Complete, and Issued. 

Note 
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9. The Permit Issue Date is recorded. 

 

10. If you go to the Home page, you will see that the application changes the status of the permit 
to Issued.  

GPAS will send an email to the applicant so they may proceed to start the work described on the 
permit. 

 

 

 

 

Inspector Work Log 
1. Select the +ADD button under Inspector Work Log. 

 

  

 
The ticket will remain as claimed by you in My Queue while the Utility Entity performs the 

work. This may take days, weeks, or months. As the Area Inspector, you may return to 
GPAS as often as necessary to add information to the Area Inspector Review page. 

Note 
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2. Fill in the Inspector Work Log. 

a. Enter the Representative Onsite. 

b. Enter the Weather Condition. 

c. Enter the Weather Condition Comments. 

d. Enter the Site Activities. 

e. Enter the Traffic Control Compliance. 

f. Enter the Erosion Control Compliance. 

g. Enter any Safety comments. 

h. Enter the Site Visit Date. 

i. Enter any Site Visit Notes. 

j. Select SAVE. 
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3. The Inspector Work Log item is added. 

4. You can (a) EDIT or (b) DELETE the existing entry. Or (c) ADD more as necessary. 

 
 

Punch List/Inspector Log – Complete Permit 
Once the work related to the permit has been completed to your satisfaction, you will need to go 
back into GPAS and change the permit status. 

1. Open the Area Inspector Review page. 

2. Expand the Permit Status from the drop-
down list.  

3. Select Complete from the list. 

 

4. Scroll down and select SAVE. 

 

5. The Permit Completion Date is recorded. 

 

6. If you go to the Home page, you will see that the application changes the status of the permit 
to Complete. 

 

7. Since the permit is now complete, you must approve the permit in My Queue. This process is 
outlined in the next section. 
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Approve the Permit in My Queue 
1. Log into My Queue, you may use the following link http://myqueue.dot.ga.gov 

2. Select the checkbox for the permit you want to approve. 

3. Select Approve. 

 

4. Enter any comments.  

5. Select Done. 

 

 

 

 

 

 

Once the Area Inspector 
approves the permit, it is moved 

out of their queue, and the 
review process ends. 

Note 

http://myqueue.dot.ga.gov/
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Delegate your Tasks 
You can delegate your tasks to other users. Enable Delegation actions by selecting the Delegation 
button on top of the page. 

1. Select the radio button next to Delegation. 

 

2. The radio button status changes from OFF to ON and is now green. 

3. Select the application from the Application field in the Delegation dialog. 

 

4. Select GPAS Utility Permit. 
You might need to scroll down 
to find it. 

5. Click outside of the list to finish 
the selection. 

 
 

You can select more than one 
application to delegate. 

Note 
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6. Type at least three letters of the 
name of the person you want to 
delegate your tasks to in the 
Delegate To field. 

7. Select the person from the list. 

 

8. Enter a Start Date. 

9. Enter an End Date. 

10. Select Done. 

 

11. Review carefully the delegation 
settings. 

12. Select Yes. 

 

      

  

 
If you need to make any corrections, 

select No and repeat steps 1 through 12. 

Note 
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Search / Sort / Filter (within My Queue) 
You can sort, filter, and search permit records within My Queue. 

Sort 
Column headers allow you to sort in ascending or descending order. 

 

• Select the header once to sort the column in ascending order. 

 

• Select the header for a second time to sort the column in descending order. 
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Filter 
The filter ( ) button allows you to search for a specific record or multiple records which meet all 
your criteria. 

1. Select the Filter icon at 
the top of the column 
you want to filter. In this 
example, it is the 
Permit/Reference ID 
column. 

 
2. The Filter dialog 

appears. In this dialog 
box you will add the 
criteria for the records 
you want to find. 

 
The default value set is: 
Contains. If you expand the 
drop-down list, you will be 
able to select different 
values. 
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Using the And / Or will 
allow you to restrict or 
extend your search. 

 

3. Enter the value you want 
to search for in the box. 

 
4. Select Filter. 

 

5. The record(s) you want to see will be returned from the hundreds in the list. 
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6. To clear the filter, select 
the Filter button. 

 
7. And select Clear and all 

the records will be 
visible again. 

 
Search 
The search option allows you to perform an advanced search within the permit records. 

1. Select the Search drop-down list. 

 

2. Select GPAS Utility 
Permit. 
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3. The column headings change, displaying entry fields for the columns. 
 

 
 

4. Enter the value under the column heading field of your choice. In this example, a 
Permit/Reference ID was entered, which is shown with an X button. If you select the X, it 
clears the search. 
 

 
 

You can enter more than one search criteria at a time. 
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Export My Queue Records 
1. Display the records you 

want to export. 
 
2. Position your mouse 

over . 
 

3. Select . 
 

 

4. Open the Excel file the system exported. 
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Access Approved Utility Permit 
Access Approved Utility Permit 

Once all parties have reviewed and approved the utility permit application, an email notification will 
be sent out to all interested parties. This process also applies for permit types which an issued 
permit is required for the work to start. 

1. From “The Utility Permit Application has been APPROVED” email, select the link at the 
bottom of the page to go to the GPAS Utilities Application. 

 

2. If necessary, sign into the GPAS Utility application. 

3. From the Utility Permits home page, locate your Approved permit under the Submitted 
Permits table. 

4. Select the Permit ID/Reference ID link to access the permit information. 
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5. Scroll down to the Permit Attachments section. 

6. Select the Document Link for the Permit Data file which was generated by the system.  

 

7. Review the document. 

8. If your computer didn’t download the file 
automatically, select the download button. 

9. Repeat steps 5 through 8 to download any other 
files you would like. 

 

 

  

 
Make sure to download a copy 
of the permit for your records. 

Important 
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Help 
Help 

FAQs 

Access Help 
Besides this manual, there are many resources available to you for this application. 

GDOT Certification & Training 
The GDOT GPAS Training Guides page https://www.dot.ga.gov/GDOT/Pages/GPASTraining.aspx  
has links to videos and other manuals including manuals which may answer your questions. 

Support Contact Information 

 

 

  

 
If the answers to your questions are not in this manual nor in the GDOT Training Tutorials GPAS 

page, or if you experience any problems with this application, please contact the Solutions 
Center at 404-631-1220 or solutionscenter@dot.ga.gov. 

Note 

https://www.dot.ga.gov/GDOT/Pages/GPASTraining.aspx
mailto:solutionscenter@dot.ga.gov
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Glossary 
Glossary 

AI GDOT Area Inspector 

ADTE Assistant District Traffic Engineer 

AMPS Access Management Permit System 

Applicant Government authority applying for a permit 

ASTE Assistant State Traffic Engineer 

ATESD Automated Traffic Enforcement Safety Device 

B.U. Business Unit or Business User 

C.E. Chief Engineer 

DBA Doing Business As 

DE District Engineer 

DOP Director of Operations 

DPE District Permit Engineer 

DTE District Traffic Engineer 

DTOM District Traffic Operations Manager 

DTS District Traffic Supervisor 

DUM GDOT District Utility Manager 

ETI Engineering Traffic Investigation 

GPAS Georgia Permit Application System 

Governing Authority Governing Authority applying for a permit 

HRIS Human Resources Information Systems 

MEA Master Exhibit A 

OR GDOT Office Reviewer 

POC Point of Contact 

POST Staffing Report Georgia Peace Officer Standards & Training Staffing Report 

SAME State Access Management Engineer 

SAMS Sate Access Management Supervisor 
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SPA Signal Permit Application 

STE State Traffic Engineer 

STOM State Traffic Operations Manager 

Submitter Person that submits a permit application 

SZ Speed Zones 

TCC Transportation Control Centers 

TE Traffic Engineer 

TMC Transportation Management Center or Traffic Management Center 

TMC STE TMC State Traffic Engineer 

TMC SAME TMC State Access Management Engineer 

TMC SAMS TMC State Access Management Supervisor 

TMC STOM TMC State Traffic Operations Manager 

TMC TE TMC Traffic Engineer 

UAS Utility Adjustment Schedule  

U.C. Utility Company 

UCO Utility Company Owner 

UCR Utility Company Representative 

UPS GDOT Utility Permit Specialist 

UR GDOT Utility Reviewer 
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