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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 Ultilities permit applications submittal
Review, approve, or reject applications in My Queue
Track permit application status

Access approved utility permits

Access help

LAKKKK8K8K8K88S

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!

‘[‘/,. ooz "-.\\\.
e

These callouts contain These callouts contain tech These callouts contain
supplementary notes that tips, productivity tips, and information that will
will help you choose the other useful nuggets of prevent errors from
appropriate settings and information that will make occurring and help you
provide background info. you more efficient. troubleshoot issues.

BT TR

About this Manual 6



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

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 B
necessary when working within the right-of-way of an Interstate,

U.S. State route, Georgia state route, or state-maintained roadway.

A permit must be
obtained prior to the start
of any work.

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.

Background 7
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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.
W

A regular (non-emergency) permit must be
submitted within 5 business days of
submitting the emergency permit.

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.

Background 8



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

Introduction

Accessing GPAS Utilities

1. Open Google Chrome.

Google Chrome is the preferred web browser.

2. Access GPAS from

http://gpasinternal.dot.ga.gov/ | Signin
3. You may need to enter your hitpi//gpasintemal dotgagov

username and password Your connection to this site is not private
4. Select Sign in. Username a

Pazsword
o—»m Cancel

5. Select UTILITY PERMITS. GDT=w Georgia Permit Application Systern (GPAS) (ﬁp&‘&

Welcome to Georgia Permit Application System (GPAS)

Select the Permit Type

Introduction 9
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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.

Introduction

GPAS - Utilities Permits - Internal

Georgia Permit Application System (GPAS)

Welcome to GPAS Utilities

By SIgn IN/Sign Up, you 3gree to GDOT Terms and ConaMons.

orizing qualibed Local Public Agencies (LPA) to manage core activitics

The Local Administored Project C

Thisis a GDOT sppication i s provided to s

a folow use
paiicy and procedures defined by Eheir individuai Agencies of as dafined by GDOT's appropriate use puiicy

You 2 5 users onéy. By logging into
an ise, State snd Federal poicies govering the sparopriate use of Stale of Geos s Unauthorized use of
- iminal prosecution. By proceeding, your use of his system consltules your consent 1o moniforing, rerieval, and discosus
an, ate by GOOT, Inciing purposas

For any issues?

Fiease contadt Solhons Cenfer via emall al SolusionsCenter@dol.0a.00%

GPAS,

% Microsoft

Sign in

Email, phone, or Skype

Can't access your account?

Qh Sign-in options

10
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5. Enter your password.

6. Select Sign in.
B Microsoft

& 01234567@dot.ga.gov
Enter password

a Passwaord

Forgot my password

7. Select No.

B Microsoft

01234567@dot.ga.gov
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

D Don't show this again

z

Introduction 11
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Existing Users Sign In - Forgot Password

1. Select Forgot your
password?

B8 Microsoft
« 00 _

Enter password

Password

Fargot my password

©

2. Enter your GDOT email or
username. G D QT

N Get back into your account
R Who are you?
Th|S iS nOt your personal To recover your account, begin by entering your email or username and the characters in the picture or audio below.

Email address. .
Email or Usemame: *
l P@dot.ga.gov 9

Example: user@contoso.onmicrosoft.com or user@contoso.com

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

4. Select Next.

Introduction 12
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5. Choose | 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.

Introduction

GPAS - Utilities Permits - Internal

GDQT

Get back into your account

Why are you having trouble signing in?

GDT

Get back into your account

verification step 1 > choose a new password

c):l my mobile phone

L Call my mabile phone

to enter your complet
u to enter your complet

hen receive a text

ur password

) Answer my security questions | Enter your phone numbe

Text

Cancel

message with

a

13
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8. Once the validation is
completed, you will be G D i)T

prompted to enter a new e

password. Get back into your account
9. Select Finish.

verification step 1+ > choose a new password

* Enter new password:

Your password must be at (I ] ]
least 16 characters long

(containing uppercase, M
lowercase, special character,

and number).

10.A message displays q
indicating that your G D i T

password has been reset.

Get back into your account
® vour password has been reset

Introduction 14
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User Interface Overview

GPAS Utilities Permits Page

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

G DQT;%??ZZ?,LW Georgia Permit Application System (GPAS) @P&'S,J‘

QMyProfile  Ghlogout @ Help

Utility Permits

< APPLY NEW PERMIT

Draft / Send for Correction Permits

Submitted Permits

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

permits.
/ \

You can only make changes to permit applications in draft
status or those that have been sent for correction.

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

: Eg)) g;’;‘;gh Q, Search & Admin ~

e (c) Admin (only visible to
Administrators)

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

User Interface Overview 15
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e (d) My Profile S MyProfile @ Llogout (@ Help
e (e) Logout o = £
o (f)Help

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

User Administration

Welcome Notification
Permit Status Update User Administration
Review Days

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.

Permit ID/Reference ID Project ID Permit Category County Status Submitted By Submitted Date

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.

items per page 21 - 30 of 239 items

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. 50

100

150

200

10 | = | items per page

User Interface Overview 16



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

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.

Draft / Send for Correction Permits

Permit ID/Reference Project ID Permit Category County Status Updated By Updated Date b
Vegetation Fulton Draft Jane Doe 02/12/2024 11:57 AM

U-121-002043-7 Telecommunication Fulton Draft Jane Doe 02/12/2024 08:19 AM DELETE

U-117-002042-1 Electrical Forsyth Draft Jane Doe 02/12/2024 07:57 AM DELETE

U-121-001916-7 Electrical Fulton Send for Correction Tonia Hinton 02/07/2024 07:39 PM

U-117-001969-1-E Sanitary Sewer Forsyth Draft Jane Doe 01/26/2024 08:48 AM DELETE

- P 5

User Interface Overview 17
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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.

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

See the current permit status of

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.

all your submitted permits.

Submitted Permits

Utility Entity Name County Status

River Gauges Fulton Pending Mary Jane Doe 01/25/21

Electrical AZ Utilities Fulton Issued Jane Doe 01/17/2024 09:06 AM

Vegetation AZ Utilities Jane Doe 01/18/2024 11:51 AM

Non Potable Water AZ Utilities Bulloch Jane Doe 01/17/2024 03:43 PM

Gas AZ Utilities Jane Doe 01/09/2024 03:37 PM

¥ items per page

You can filter the lists of permits by selecting the Filter (7) icon next to any of the columns. You can
also sort by selecting the column headings in ascending or descending order.

Permit ID/Reference ID Project ID Permit Category Status Submitted By Submitted Date

County

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.

. 2 5 items per page 1-50f 7items
You can change the number of items per page
by selecting the down arrow in any of the m
sections and choosing the number of items per 10
page you want to see. 20
100
E 2 5 v [ items per page

User Interface Overview 18
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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:

o Utility Entity Owner
e 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
e Area Inspector
e District Utility Manager
e Utility Permit Specialist
e District Utility Reviewer

User Interface Overview 19
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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.

Ao 4

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.

Utility Entity Registration

Approve Reject Send for Add Adhoc Add Adhoc
Correction  Approver Reviewer

Utility Entity Admin | v v

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 Add Adhoc Add Adhoc
Correction  Approver Reviewer

Area Inspector | v

*Adhoc users can only approve or reject applications.

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

Correction Approver Reviewer
District Utility Reviewer | v v v 4 v
Utility Permit Specialist** | v v v v v
District Utility Manager | v v v
Area Inspector*** | v’

*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.

User Interface Overview 20



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

Administrative Functions

GPAS Administrators manage:

User Adminisiration

Welcome Notification
Permit Status Update User Administration
Review Days

Welcome Notification

Permit Status Update

Review Days

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.

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:

o Utility Entity Owner
o Ultility Entity Representative
¢ District Utility Manager

Administrative Functions 21
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Edit a User

1. F the t f th lect Admin.
rom the top of the page, select Admin @ Admin ~

2. Select User Administration. User Administration

Welcome Notification
Permit Status Update

Review Days

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

User Administration

+ ADD NEW USER

First Name Last Name Phone Number Email Address

a. Select Filter. E
b. Select the Type of Filter from the drop- Show items with value that
down list.
|z equal o v
c. Enter a value in the field to filter the users. e
d. Select FILTER. Aand  w
Is equal to \d
CLEAR FILTER

4. Select EDIT.

User Administration

+ ADD NEW USER

First Name Last Name Phone Number Email Address 4
Arthur Huggins @tgdotga.gor DELETE
Candice Smithe @tgdot.dot.ga.gov # EDIT DELETE

Administrative Functions 22
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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.

Administrative Functions

»*
Add’Edit User

Unar Ty

Irdarnal L

Fois Typa
UITILITY ENTITY OWHER 3 LTI ADRIMIS TRATOR 2

NT Usar
Obwian

First Nama.
Kevin D
Lass Mame
S Jr

Tl
EPPE

Pt Troa
O -

Progsrag Munnior

Bl Address <

kcovwaniihgdol dol ga.goy

S CANCEL

User Administration

Welcome Notification
Permit Status Update

Review Days

+ ADD NEW USER

Role Type L
Utility Submitter/Reviewer
UTIL Administrator
GPAS Administrator
23
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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.

Administrative Functions

NT User Id

Type to search...

First Name: =

Last Name: *

Title

Phone Type
Mobile

Phone Number *

Email Address: =

(S CANCEL RVl N}

24
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8. Verify the information. X
Add/Edit User

9. Select UPDATE.

User Type
Internal M

Role Type
UTIL ADMINISTRATOR 3¢

Depending on the NT User Id,
the First name, Last name e

and Phone Number fields are S

auto populated. You can enter

information in the Title, Phone First Name: *
Type and Email Address
fields. Last Name: *

“ Title

Magr 2, Transport Specialist

Phone Type
Office v

Phone Number *

Email Address:
mtgdot.dot.ga.gov

9

() CANCEL ’ +" UPDATE

Administrative Functions 25
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Deleting a User

1. From the top of th lect Admin.
rom the top of the page, select Admin & Admin ~

2. Select User Administration.

User Administration

Welcome Notification
Permit Status Update

Review Days

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

User Administration

+ ADD NEW USER

First Name Last Name Phone Number Email Address

a. Select Filter. E
b. Select Type of Filter from the drop-down Show items with value tha
list.

|= equal to v

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

d. Select FILTER. And v
|s equal to L
CLEAR FILTER

4. Select DELETE next to the user you want to remove from the list.

User Administration

+ ADD NEW USER

First Name Last Name Phone Numbes Email Address 4
Arthur Huggins @tgdot.ga.gov /' EDIT
Candice Smithe @tgdot. dot.ga.gov # EDIT DELETE
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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.

Welcome to GPAS Ultilities

By Sign In/Sign Up, you agree to GDOT Terms and Conditions.

s @

You are about to access Georgia Department of Transportation computer system that is intended for authorized users only. By logging into this application.

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

2. Select Welcome Notification. User Administration

3. You can view the current welcome messages. Welcome Notiﬁcationle

4. You can edit or delete an existing message. Permit Status Update

Review Days

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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Welcome, Mihok, Chris

GDQT Georgia Permit Application System (GPAS) GPA@

Manage Welcome Notification 5
# ADD NEW NOTIFICATION
EDIT DELETE
EDIT DELETE
EDIT DELETE
. - * EDIT DELETE
s * EDIT DELETE
EDIT DELETE
No EDIT DELETE
gnn No EDIT DELETE
; 3 4 5 6 7 B ] 0 » » 10 v ifemsperpage w Pl

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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Description Active

TikpBM Mo
TIkpBN Mo
TIkpEN Mo

You are about to access Georgia Department of Transportation computer systern that is intended for authorized users only. By logging into this

application. e
‘Welcome to GPAS Litilities new application. fes
The Local Administered Project Certification covers uniform practices for authorizing gualified Local Public Agencies (LPA) to manage core activities No
for Federal-aid funded projects

CXTgnn Mo
CXTgnn Mo
CXTagnn ha
CXTgnn Mo

Adding a New Notification

< ADD NEW NOTIFICATION

1. To add a new notification, select E

2. The Add New Notification screen displays.
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x
Add New Notification

Description *

Is Active "

+ SAVE -+

Enter the text you want to display for the notification in the Description field.

. 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.

B w

Editing an Existing Notification
1. To edit a notification, select EDIT.

The Local Administered Project Certification covers uniform practices for authorizing qualified Local Public Agencies (LPA) to manage core activities

No * EDIT DELETE
for Federal-aid funded projects &

. An edit window displays.

2
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.

o
Edit Notification

Description *
The Local Administered Project Certification covers uniform practices for auths

-0 ©

( CANCEL
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Deleting an Existing Notification
1. To delete a notification, select DELETE.

The Local Administered Project Certification covers uniform practices far authorizing qualified Local Public Agencies (LPA) to manage core activities
for Federal-gid funded projects

No EDIT DELETE

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

I
I
o

[§
[0
=2
£}
]
1)
)
[a T}
]
—
[}
[
i
i
iE]
]
w
(&}
()
()
(=8
=

CANCEL

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 User Administration
Permit Status screen displays.

Welcome Notification

Permit Status Update e

Review Days

3. Enter the Permit number.
Please enter permit number to change status:

Permit 10
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Permit (D:

Permit Type: Regular Encroachment Last updated date:

Change Status: e

Change Status To o

Manage Permit Status

Please enter permit number to change status:

U-121-002252-7

Mon Apr 22 2024 County: Fulton

Select Permit Status v

Current Status:

Pending

o

7.
8.

9.

The permit’s details are displayed along with its current status.

menu.
Select SAVE.

Are you sure you want to change permit status?

Select YES to change the permit’s status.

A message displays indicating the change has been made.

Request Saved successfully!

Select OK to continue.

Administrative Functions

. To change the permit’s status, select a new status from the Select Permit Status pulldown
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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.

User Administration

Welcome Notification

Permit Status Update

Review Days 9

Utility Permit T Gdot District

SelecTYJTiIiTy Perm H% pe v

Utility Permit Review Days

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.

Ytiity Permit Type % Bt R nesvine

Utility Permit Review Days

UtliityPermit Avea inspector D1

) OW

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.

Data saved

successfully

Administrative Functions
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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.

Applicant Submission
Collaboration, if sent back for corrections
GDOT Review

GDOT Approval
Permit Approved or
Rejected

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.
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‘ermit 1D/Refere.. Project ID Permit Category

21-001918-7 Electrical

T001036 Non Potable Water

Gas

135-001923-1 Electrica

H 5 v items per page

Submitted Permits

County status

Fulton Pending
Bulloch Approved
Gwinnett Complete
Gwinnett ssued

Submitted By

Jane Doe

Jane Doe

Jane Doe

Jane Doe

ubmitted Date

01/17/2024 0906 AM

01/11/2024 0147 PM

01/09/2024 0337 PM

01/05/2024 03:08 PM

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.

Draft / Send for Cormection Permits

pELETe

Permit Approval Process

Submission

Permit Status

GDOT Review/Approval

Search and Filter Permits

Approved or Rejected

End

Pending

Issued, Approved,
Rejected or
Complete
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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.

Submitted Permits

T001036 Non Potable Water AZ Utilities Bulloch Jane Doe 01/11/2024 07:47 PM

UtilityPermit Utility Permit Specialist 01/18/2024 Clzimed 01/18/2024 John Doe

UtilityPermit Utility Permit Specialist 01/17/2024 Group Assigned e 01/17/2024

UtilityPermit District Utility Reviewer

DS 01/17/2024 Approved 01/17/2024 Alan Jones
UtilityPermit District Utility Reviewer
i 01/17/2024 Claimed 01/17/2024 Alan Jones
5
P \
4
\ /,_.‘

—

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.

Permit Application Process (Flowcharts)

This section shows all the steps for the different Utility permit applications and approval process.
Where:

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

e 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.
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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 Submitter

District Utility Reviewer

District Utility Reviewer

Utility Permit Specialist Utility Permit Specialist

District Utility Manager District Utility Manager

_ -
h ) 4
_ -
v gt
— _
h v
_ _
v
-

Area Inspector
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Search and 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 detalils.

Grid Search
1. Select Search.

Georgia
i Department
of Transportation

Q, Search

Georgia Permit Application System (GPAS)

2. Enter information for at least

one filter.

Permit Id

County

Pl#

Permit Category
Entity Name

Permit Status
Recurring Bond? Y/N

Enter more than one filter to
narrow down your search.

3. Select SEARCH.

Search and Filter Permits

Georgia Permit Application System (GPAS)

Utility Permits Search

Permit Id

2t

Entity Name

ecurring Bond?

Tunealooia

‘‘‘‘‘‘‘
o

........

uuuuuuuuu
o

!
a 3
i

wwwwwwww

-]

mmmmm
o

a

=

pnington

Charleston
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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.

O

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.

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.
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Permit Id

21-00

% Pending

Complete

@ | sendfor
¥ I corection

@ Pending
. =
/
§ | complete
; Pending
¥ ssued
pending
‘., Pending
¢ | Fending
@ | rencing
¢ [ reccts
@[ rering

Pending

Pending

GPAS - Utilities Permits - Internal

01/22/2024

01/23/2024

06/12/2024

11/30/2023

06/03/2024

0010047

0010047

Sanitary Sewer

Sanitary

Electrical

Wireless

River Gauges

Electrical

Electrical

Vegetation

Vegetation

Vegetation

River Gauges

Electrical

Electrical

Sanitary Sewer

Electrical

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fulton

Fufion

Futton

Fulton

Fulton

CHATTOOGA
COUNTY
DISTRICT

ER

AZ Utilities

CITY OF EAST
POINT

Bhuvanes Inc

AZ Utilities

AZ Utilities

Bhuvanes Inc

AZ Utilities

Bhuvanes New

Corp Inc.

QA Entity
©€OBB EMC
AZ Utilities
GEORGIA
DEPARTMENT
oF

TRANSPORTAT.

Bhuvenes Stete
Agency

00000800
00614007
No
00000800 No
No

501517

0600

00390917

00075903

00

0.04

0.08

58.46

0.04

3

P

01/29/2024 01/20/2024
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The view of the permit is read-only. -

eview Utility Permit Application
ferenc

b. Review the information
as necessary.

i. Allthe 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.

City: Fzswel

If you select the File Name of 5 b

Beginning User Defined Lat: Beginning User Defined Long End User Defined Lat: End User Defined Long:

the attachment, the system

will download the selected file
to your computer.

Waork Description:

Distriet: Dt US Route: State Route: Beginning Mile Poirt 6 6

Beginning Long: 4 31425 End Lat: 34 013403 End Long: -3+ 315262

3 Faund

Facility Tr outien & Transissic Facility Placement Longil.din| and Crossing Total Installation Length: 15 ‘Sorvics Tap Type: Shorida & Installation Type: Licieraron
Langerte only
Instalkation Imcluges new lignt poleamxtures: o Are thers any exlsting Iight poles/Xtures In the ROW?: .= Datalls ot exlsting lignt poiea/ leat

c. Select CANCEL to go to e

the GPAS Utilities Home v
page or close the
browser tab to return to . B
the search page. Luncpen

Assaclate Aneter permit : i

Inderground Gy

Traffic Control Type

Traffie Contral Type: 1o Conricl 12 Blasting Involved?: 1.2

e —
Permit Attachments

BRI 1710010167 ekt
520 ) 11210018127
i DD 1121 001918 Tl
TR T —— il Williams
Letter 01 Es d Sl Williams.
iy Checkd Ben Adams
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B. See the Permit Location on the Map

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

¥

e

M 44 @ @ 4 4 & 4 4 4 4 4 4 &

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.

I |
Permit Information o x
PermitID U-121-001918-7
mit Ty Regular Encroschment

Pormit Category Electrical (Distribution
Transmission, Lighting system)

Status 1SSD
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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.

Resets the map to display all the districts in

A Default Map View .
the state of Georgia.
Switch Basemaps Changes the display of the basemap.
a | 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
o Search Features by Rectangle Allows you to search a region on the map by
1
drawing a rectangle around it.
— Distance Measurement Tool Displays the definition of the symbols on the
Lol
map.
5 Area Measurement Tool Displays the location on online mapping.
& Clear Map Graphics Clears any current map graphics displayed.
0 Tri View Displays the location on online mapping.

Search and Filter Permits 44



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

Zoom In

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

Vine City ] € R - . Inman Park i
3 West Lake z Washington | A\ e : — =
i Hunter Hills e e MIIATL | Downtown Y| Le |22 |8 | 0| U
o “i Atlanta "‘ | ir ||1A
- ‘| | }Swest Auburn |pame |:‘
) _j: Just Us ;I :‘}#’ . |;!
& on B obioy Rari—H ) |
":J’ _E% N . e 3 Allanta.UnIveIsity g ?'If g 7 " 4 Cabbagetown Reynoldstown !‘t}
o e Center 4 7 C 4 1
: Q /'.”C Wy Atlant a’/ i / Oakland 1l DF 5\!";
(2 o < —Tg e £l =22 Capitol ; | e e S
3 _ .‘\,\a\HErris Chiles %L‘ : ._  EsE T " &
: 2 =
b e
Westview raplichs | l
1 If you are working on a computer, and your computer mouse
- has a wheel, you can roll up the wheel to zoom in.
Zoom Out
To zoom out the map, select Zoom Out ( icon as many times as needed to achieve the desired

scale view.
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2 & P T
 Kansas Gi B ! Cincinnati W 7 o5
i+ = i iﬁo“\ ,-“wr / ... Washington G =& @ 0
anl’fnrsun City éSt- Louis r'.j — ey o A P ) |
— k suisvile "L Charleston y o f 4 |
N ¢ | S
T frdsg ™ T L3 - —
o T 3 Cﬁl TR A ¢ 4 Richmond
\,.. (_F, Kentucky ’f\,\ 3 Virginia o
28 ﬂ{x - Norfolk
3 o
il A In - = o 8 T
o S O?; S\? ON“M“I- Knoxville .‘L;__‘_"N Greenshoro
: Tannessea P Raleigh
el rkansas g e
hall” e ‘{)Mamphls F | fgnarore
| Littie Rock é[ .3 Ay ! —r,—--" Grsenville R
J-'? | \ > ‘
‘ < [ \ OC()‘U"IIIII
g 1 I | \ Atlanta \
Ml b, £ | Birmingham | o N
=1 B f o | ~
= ¢ | ., \
4 Mississippl || Alabama \ )
4 Jackson J Montgomery Gesrgla 1\
= o | -
g
\ i (
f1 5 |
5 Louisigna . 3 i
i : | b If you are working on a computer, and your computer mouse
Baton Rouge )
{ £ =i has a wheel, you can roll down the wheel to zoom out.
OHnustnn J ONewOrIeans

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 ( f ).
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Switch Basemaps

Use the Switch Basemaps (|

GPAS - Utilities Permits - Internal

By default, the Streets type is visible.

) icon to change the display of the basemap for easier viewing.

Vine Cily '] Tnman Park
WostiLak Washington |
7 Sy Lake Park | O = 8 = 0
: + Hunter Hills /4 Downtown i Gt Bl Bnl i
| Atlanta - [ 1]
— ) i |”
- (| 'Swaet Auburn ll‘
3 -
I |
fm § [ | &
3 [ § N & :F!
— & , State g
 } ¥
= & 7 ‘//"w Cabbaget Reynoldstown |F!
Atlanta University y s 4 abbagetown v i
L ¥ > 4 i
LIS castieberry il Atlanta i ]
y N - Oakland yor 5%
Jorehous # 5 =W .1} wls =i | Memort 5
st Capitol = i
sl o, oAt sl
I | > = il i }._;_ % ol O = fijfiC _r_///— Ui
y Hybori is Chiles g h{l,,y} = ST o Sl e e N i
el & Eult T4 1
! . Y Tl J s
} o5 hve SE
Topographic iechiahinedils Summerhill % Grant Park "
,,,,,, i @ @
_‘ = Ormewood 3
% ? Park dl‘ z
ts y | . . U=
‘\ == h ' 7 Jl.'., Ormond-St-SE Ezhians I
: Y | [
Adair Park / I
Pittsburgh / Peoplestown e |
LR Streets (with Relief) P / |
| ': |
& '/- Boulevard ‘I
/ %, Heights &
- - = [ Sl sidoni o ke ”/ % i Woodland Hills!

If you select the Imagery basemap type from the list, the display changes as shown below.
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Topegraphic

Strests (with Relisf)
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Other basemap options you may consider are:

Imagery Hybrid.

Image

ry Hybrid «
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o Streets (with Relief).
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e Terrain with Labels.
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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 (| Q |) 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 P : i
place you want to locate on the map. As you el e
type, the look-ahead feature updates the 600 wectprachied X

potential places. Enter as many characters
as necessary.

4. Select an option from the list.

i | 600 W Peachtree St,
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| JAL, 36535, USA
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Atlanta, GA, 30308, USA
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600 W Peachtree Ave, Foley,

B PSP L —

l
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Search result

600 W Peachtree St NW, Atlanta, Georgia, 30308

Pl
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Windsor over
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B Zoomt Bank of |
Jr } AT ' ] Cliie flg i"
Show Hide Data Layers
Use the Show Hide Data Layers ( icon to show ( ) or hide ( data layers at any time.

Search and Filter Permits

56



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

By default, the Counties layer is visible.
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If you show the GDOT _Interstates layer, the system will highlight any US Routes visible on the

GPAS - Utilities Permits - Internal

map for the State of Georgia.
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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

(5 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.

: '*.?_}-___* Crosaing
+ | e 1 Roswell
Cross Roads H . 5 \
| <
2 . 3 H
() Park Piace 14 A
|
7] | N | Y N Comers
ee
N m

Sneliville,
=2 . -4
s -

Loganyllle
P

A

i - - un; N
TR - / : \ i
dy
| . = \
| . { e =4 / b
| (380} - hador ’ L] A
| Litburn Fairfild/Farms # =
\ ,
/ G
Hiram I o s e
/ / H
| Inings’ Willow Wind - 3
A b) i =
/ P _Tucker i
/ T fountain Parl
. =

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.

L]
7. Selecting the map (¥ ) icon next to the permit ID in the results table will zoom to that area of
the map.

112100198876 @ renoing 172672024 Sanitary Sewer Fullo AZ Utlities 00142623 01 025 i
v
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Distance Measurement Tool

The Distance Measurement Tool (L=21)) 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.

Select the Distance Measurement Tool icon.

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.
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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.
Select the Area Measurement Tool icon.

The program displays a message box at the lower right corner as it waits for you to select
the first point on the map.

Oakland____ ——

Capitol ;
Gateway %

i ilanta {496

{ Olymple m'rmu
‘ Hammog Kk PISE < "
n
|| 5 : L
o Loy Richiardson §t SE & o =
T I NERS=) < | 2 5 ‘
| g : 3 a
il o T P\ (B A & 5 ‘ 3 kil E
sy Richiond STSE _ C. 1 o
g | E
Crumiey SUSE 4 S}), i L v ‘ = >
o | u a L‘K’iﬁu:‘wﬁu- Va4l | H 7
Summerhil Pl School i Mitlodge Ave SE o d s n |
: 3 f \ N @
Goorgia Stata B # "‘ 18 o 4 =
stadion SE P 1 o g i
i - = 5 g ‘ s
Summerhill e 'y £ Iy
E J I £ < Grant Park Killian St SE d
o812 Ave g, Phosnix il Park | i 4= [ g
- ) | i | )
= Georgia Ave SE —r = | | ! Bort
1 et = ‘ = Start to measure by clicking in the map to
| w Il place your first point
B eissiog suersise JER=: \ i hl ol i _ i
penStreetMap, Microsoft, Esri, TomTom, Garmin, SafeGraph, GeoTechnologies, Inc, METI/NASA, USGS, EPA, NPS, US Census Bureau, USDA, USFWS ? i s Powered by Esri

Search and Filter Permits 64



GDQT

Georgia Department
of Transportation

GPAS - Utilities Permits - Internal

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.
lower right.

8.
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Select the new measurement unit from the list.

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

Search and Filter Permits

66



.« GPAS - Utilities Permits - Internall

Georgia Department
of Transportation

Capitol Polics,
Division )

Supremo Taco:

Capitol

Gateway i et " woodward Ave SE

\Community
Agtian Authérity
Resource Conter |

Fraser St SE
King St

Gapital - Bryan St SE

Gateway
~ Park
| r ‘ Glenwood Ave SE '
Fultbn-| \ $
et | o S U SE Giniiood I \ [ o,
Tl = Lk o | A
J | Olympi Fime '~
‘ | ‘ Hammock Pl SE ¥y $e'se”
| | ol = a
ardsan St-sw— L ‘ Richardson St SE H {et =
1k 1 23 H =
| | L 2 i 3 2
| ‘ 3 : . 2 BEl H iFrale " ool
| ‘ = e {111 1111+ - - S— | - o Unit </ |
E 3 L :
fsrsw FeE rlimiey stsE “ I Square miles v B
‘ E % Pumlr.h i W - b
‘ | ummerhil f Mitledgo Ave SE 4
| = : & el
7 Geargia Siatd | ol w N
;\ ° \ stadlu. & of o A Area . )
» - (R i - o 3 0.11 mi "
5 N . Summerhill £ £ ! I
= E [ g £ Ky , |
IS = = o) J | ‘ 8 [oF Perimetar
S oenix I P | =
L ]} : 1 | | 143 mi
——— o Ll _|= § | )
=] F==] ) [ 1 ‘ '
| ‘ | | s ’ = New measurement
| 0 ‘ L
Bass StSW = =
o 1 7 | B SirStE_Barstse— | 7 £ [ Sipon Sementary <, e 1 | - —
Esri Community Maps Contributors, City of Atlents, © OpenstreetMap, Microsoft, Esri, TomTom, Garmin, SafeGraph, GeoTechnologies, Inc, METI/NASA, USGS, EPA, NP5, US Census Bureau, USDA, USFWS Powered by Esri

Search and Filter Permits 67



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

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.

AAAAAA

Williams St Nw

MN IS Swe|iim

) \ |
s0ft, Esri, TomTom, Garmin, SefeGraph, GeoTechnologies, Inc. METI/NASA, USGS, EPA. NP5, US Census Bureau, USDA. USFWS

Powered by Esri

L
Esri Community Maps Contributors, City of Atlents, ® OpenSweetMap, Micros
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4. A new browser page opens. Select the View Map link.

v g% GPAS - Georgia Permit Applicatior X @ GPAS - Georgia Permit Application X B Dual Maps : Road Map, Aerial Vie. X i GPAS - Georgia Permit Applicatior X +

« > C 23 data.mapchannels.com/mm/dual2/map.htm?x=-84.3877866860047 8y=33.770810681380628:z=168gm=08ve=38gc=08xb=-84.3877866860047&yb=33.7708106813!

Dual Maps

Please click the link below to view the Dual Map

Earth View & Satellite Maps

SatelliteViewMaps

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

View R

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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v % GPAS - Georgia Permit Applicatior X 7% GPAS - Georgia Permit Applicatior X Dual Maps : Road Map, Aerial Vie: X ' GPAS - Georgia Permit Applicatios X | + = o X
a3 @l @

€ > © & data.mapchannels.com/mm/dual2/map.htm?x=-84.387786686004 78ty =33.77081068138062&z=168gm =08&ve=38&gc=08xb=-84.38778668600478yb=33.770810681380628zb = 18&db=0&bar=0&mw=18&sv=18svb=0&mi=0&mg=.. W W a H

Bmap HsiectView PAeial Einio @ POl

[Enter a location

| [ My Location | o

Earth View & Satellite

Map Satellite

600 W Peachtree StNW

Google

Keyboe 24 Google - Image Date: January 2023 | Terms
= = | 2 X
g Y | 2 3rd st NE e
. Map Satellite i“ = i L : ¢i"
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e Gy ® 2 fNetsatend) @ e T
4L =enll | = 9 :
8 il t Torched Hop
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a Tech..  North Avenue NW' orth Avenue NE
e Tl
g I
\ Publ
H Croynelplaza Atianta Market at Picamont
- o @ {ibtisicien, sn 1HG
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R Charter School { Emory Umv@ $ yLinden ve NE =
1 9 Hospital Midtown = QS\ena atR
& o i +1°
£ Merritts Ave iy 3 Poor Calvin's Q
g s ¥ Shakespea:eo
E § Tavern Playhouse REHEF\SS:"CQ
Pine StNW 2 N H] an L e
g ) N7k g T R, ase Techngopies | 10m i | Term
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Submitting an Emergency Utilities Permit Application

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

,/ 2 \\\

\\ ’.//"

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 (hon-emergency) permit within five business days.

This chapter introduces:

e The emergency permit requirements
e 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

e Entity Type (auto-populated) | e Permit Category: *Utility Entity Rep (fields are only
e Utility Entity Name (auto- o Electrical visible if the entity has Reps)
populated) o Q@Gas e First Name (auto-populated)
e Member Code (auto- o Non-Potable Water e Last Name (auto-populated)
populate_d, assigned during o Potable Water e Company (auto-populated)
registration) o River Gauges e Email (auto-populated)
. Ut|||'lc5yml3eer5n;:c'|;lypei o Sanitary Sewer e Phone (auto-populated)
O . .
o Project Id (Requires ©  Telecommunication Utility Entity POC
Project ID) © Vggetatlon e First Name (auto-populated)
o Railroad o Wireless e Last Name (auto-populated)
o Regular Encroachment e Email (auto-populated)

e 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.
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Permit Location Tab

GPAS - Utilities Permits - Internal

e County

e Primary County

° Clty

e District

e US Route

o State Route

e Beginning Mile Point
e End Mile Point

e Beginning Lat

e 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

Application Status
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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.

Utility Permit Application

FILL OUT BELOW INFORMATION ABOUT THE PERMIT.

Reference ID:

'APPLICATION/MAIN INFORMATION PERMIT LOCATION PERMIT DATA ATTACHMENTS

Application/Main Information Tab

1. Select the Entity Type from the drop- . .
down list.
Select Entity Type
County a
Federal Agency

Individual
Local Government

Municipal Corperatien
N -

2. Enter the Utility Entity Name. Sty Entiy ame

( \

If the Utility Entity has multiple Reps
associated with it, select the appropriate SeloctUser .
Rep from the drop-down list.
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3. Select Emergency from the Utility Permit | iy permit Typer .
Type* drOp-dOWﬂ list. ‘ Select an Utility Permit Type — ¥ .

Emergency g

Project Id

Railroad

Regular Encroachment

4. Select the Permit Category* from the _ Permit Category*
drop-down list. Select a Permit Category —) ¥

( \
Electrical (Distribution, Transmission, Lighting system)

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.

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

Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)

Entity Type Utility Entity Name Member Code:

Gompay Utility Entity Name 012345

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.

o First Name

e Last Name
e Company
e Email

e Phone
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Utility Entity Rep

Company: Email:
Any Company JohnDoe@AnyCompany.com
Phone

T70-123-4567

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

8. Select NEXT.

Utility Entity POC

First Name: Last Name:
Jane Doe

Email: Phone:
JDoe@AZUtilities.com 404-123-4567

O—EEl

Permit Location Tab

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.

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.
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APPLICATION/MAIN INFORMATION PERMIT DATA

County

ba

Barrow
Bartow iefgkee

4. Zoom into the area you would like the

permit.

5. Make sure you are zoomed in enough Ralph McGill Blvd NE Willoughbya
into the map, you should see the
message Please Draw a Permit Line at "'3@"3’%5?@?5@t"'tFiE'iﬁan-a o
this Map-Scale on the lower right T VO —— =
corner. i, 244 | UsAensus burzad, '\oed ... owered oy CsI)|

. . fas (]
6. Select the Draw Permit Lines (L) 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.

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.

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

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

End User Defined Long

State Route

Primary County

Fu

City: District US Route @-
Atlanta city District Seven- Chamblee 002900

State Route: Beginning Mile Point End Mile Point:
00000800 62.86

62.30

Beginning Lat: Beginning Long End Lat:
33.773688 -84.370988 33.772553

End Long Beginning User Defined Lat Beginning User Defined Long
-84.320488

End User Defined Lat: End User Defined Long:

o
._\\“- --//J_.‘
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.
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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.

15.1f there are any protected routes close by within a 1-mile radius, those will appear in the
Protected Routes table.

16.Select NEXT.

14
Near By GDOT Active Projects
Project ID N or Nar Let Date D p
S Under SR 8/US 29 FROM CS 520/BOULEVARD DR/MONROEDRTO SR 10 -
- Construction Lel
Protected Routes
- E== Ex ©

a
@

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.
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Permit Data Tab

/ @

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.

Standard Information
1. Enter the Applicant FirstName*. Applicant FirstName *

3. Enter the Applicant Phone Number*. Applicant Phone Number *

2. Enter the Applicant LastName*. Applicant LastName * E

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

Cable

Electrical

Gas

Sewer

Water

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

e Main

. Senvice et e T

Main
Service
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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*.

GPAS - Utilities Permits - Internal

Travelling Lanes Shutdown *

OYesONo e

Pavement Cutting *

O Yes O nNo o

— Problem Noticed Date *

O

You can enter the date manually or set
the date using the calendar icon.

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.

mm/dd/yyyy 6 |

Date Submitted *

01/26/2024 Q

Will Transfer Be Needed By Other Attachees? *

O ves O No @

Emergency Description(Maximum 250 characters) *

€ PREVIOUS © CANCEL

: =) SUBMIT EMERGENCY

Application Status
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13. Make a note of the reference id number ) \
and provide it to the person that will be SRS L :
submitting the regular permit. EIt P o pa—
This allows you to associate the regular regula )
permit with the emergency one that you
are submitting. 14
. EXIT MESSAGE
14.Select Exit Message.
Review Utility Permit Application
1. Review Carer”y all the Review Utility Permit Application
information on the permit B
application form. T
2. If you need to make any :::Z:w::fh Utility Entity Name: 47 = Member Code: 10162

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

Permit Location

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

4. Select SUBMIT.

District: D5t hamblee US Route: Beginning Mile Point; .13

Beginning Long: 62 40354 nd Lat: 35 End Long: £4351395

Beginning User Defined Lat: Beginning User Defined Long: End User Defined Lat: End User Defined Long:
Near By GDOT Active Projects

No Active Project(s) Found

Protected Routes

Permit Data 2 -
Standard Information

Emergency Contact Information

Applicant Name: Jans Dag Applicant Phone Numbr; 204123 4567

Emergency Quick Reference Information

Facility Type: Sevver Line Type: Service. hutdovm; =5 g: Vo5 Problem Noticed Date: 01/26/2022  Dafe Submitted: 01/26/2024

Will Transfer Be Needed By Other Attachees: .. Emergency Description; Problerm v th sewver ssrvcs ins

m 1By clicking the submit bution below, | confirm that | have reviewed all the details.

- R
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5. Select OK to acknowledge
the permit application has Success
been submitted successfully.

Your Permit Application has been submitted successfully.

oK

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.

Georgia Permit Application System (GPAS) @P&@

2 My Profile B Logout @ Help

=+ APPLY NEW PERMIT
48 MANAGE USERS Draft / Send for Correction Permits
Permit ce Project ID Permit Category stility Entity Name Status Updated By Updated Date
a
U-135-002151-1-RR Electrical AZ Utiities Gwinnett Draft Jane Doe 06/13/2024 1107 AM DELETE
U-215-002150-3 0013373 Electrical AZ Utilties Muscogee Draft Jane Doe 06/13/2024 1019 AM DELETE
U-121-002149-7-E Gas AZ Utilities Fuiton Draft Jane Doe 06/13/2024 1015 AM DELETE
U-121-002148-7-RR Elecirical AZ Utilties Fulton Draft Jane Doe 06/12/2024 11:21 AM DELETE
1210021467 Electrical AZ Utilties Futton Draft Jane Doe 06/12/2024 1022 AM DELETE
v
5 6 7 8 % 10 . 8 5
Submitted Permits
e ID
Telecommunication Sushmita J Baker Pending Theophilus T. Parker 05/31/202404:22 PM I i
y N

Upon successfully submitting your
request, you may check the
submission status by following the
steps outlined in the Track Permit
Application Status section.

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.
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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.

If the submitted permit application was sent back for correction, it will be listed in the
Draft/Send for Correction Permits table.

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

Welcome, &MyProfle  GhLogout @ Help

GDQT Georgia Permit Application System (GPAS) @Pﬁé

+ APPLY NEW PERMIT
A MANAGE USERS Draft / Send for Correction Permits
Permit ID/Reference ID Project 1D Permit Category ity Entity Name Coun Status o
a
U135-002151-1-RR Electrical AZ Uilities Gwinnett Draft Jane Doe 06/13/2024 11:07 AM DELETE
U215-002150:3 0013373 Electrical AZ Utilities Muscogee Draft Jane Doe 06/13/2024 10:19 AM DELETE
UA21-002149.7E Gas AZ Utilities Fulton Draft Jane Doe 06/13/2024 10:15 AM DELETE
UA21-0021487-RR Electrical AZ Utilties Futton Draft Jane Doe 06/12/2024 1121 AM DELETE
U121-0021467 Electrical AZ Utilties Fulton Draft Jane Doe 06/12/2024 10:22 AM DELETE
v
ﬁ 2 3 4 &5 6 7 8 9§ 40 . 5
Glick here to Approve/Reject GPAS Tasks
Submitted Permits
ence ID
v 0700213348 Telecommunication Sushmita J Baker Pending Theophilus T. Parker 05/31/2024 04:22PM &
GEORGIA DEPARTMENT OF
007:002132:4 Telecommunication Baker Pending Theophilus T. Parker 05/31/2024 04:09 PM
TRANSPORTATION
005-002131-5-RR Vegetation Sushmita Test Corp Bacon Pending Sushmita J 05/31/202403:41 PM

Submitting an Emergency Utilities Permit Application 84



GDQT

Georgia Department
of Transportation

GPAS - Utilities Permits - Internal

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.

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

Permit ID/Reference ID

U-121-001618-7

Group Name

UtilityPermit Area Inspector D7

UtilityPermit Area Inspector D7

UtilityPermit District Utility
Manager D7

UtilityPermit District Utility
Manzger 07

utilityPermit District Utility
Manzger 07

utilityPermit Utility Permit

Specialist

UtilityPermit Utility Permit

pecialist

Project ID

Electrical

Assigned Date

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

Permit Category

Status

Claimed

Group Assigned

Approved

Claimed

Group Assignad

Approved

Claimed

Submitted Permits

County

Fulton

Status Date

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

01/22/2024

Status

Issued

Submitted By

Janz Dos

Last Updated By

Ben Adams

Alan Jones

Alan Jones

Elly Brown

Elly Brown

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

.

eApplication

Submission

J

GDOT Review

eDistrict Utility
Reviewer

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

eDistrict Utility
Manager

eArea Inspector

.

Application Update

eApplication

Update (only if it
was sent back for
correction)

Submitting an Emergency Utilities Permit Application

GDOT Approval

ePermit
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.

/
F

a\\

.__\
Y

y

-

Once a Permit Status shows it is Approvéd 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.

Submitting an Emergency Utilities Permit Application
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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, The My Queue application is used
CMIS Invoicing, CATS, Site Manager and more. As for all GDOT personnel.

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:

o Utility Entity Admin as they process new entities’ applications.

o District Utility Reviewer and District Utility Manager as they process new permit
applications.

e Utility Permit Specialist, which processes bonds and fees if they are applicable.

e 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.
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Search Mail and People O

Inbox 1

tems

A Hinton, Tonia
Inbox n
Drafts
Sent ltems
Deleted ltems
Junk E-Mail

Notes

@ New|v [ Delete &= Archive Junk|v Sweep MovetoV Categories ¥  »e

Inbox Filter v
@tgdot.dot.ga.gov RN ]

“The Utiity Entity Application has been submitted and needs to be reviewad. 927 AM

n ng Utity pplicatio action: Member Code : 101693 Entity Typ.

Last week

@tgdotdot.ga.gov

The Utility Entity Application has been submitted and needs to be reviewed, il 126

T ng Utity Entity Appiicatio your action: Member Code y Typ.
1@tgdot.dot.ga.gov

The Utility Entity Application has been submitted and needs to be reviewed. Fi 126

The following Uity Entity Applicatio v action: Member Code - 101674 Entity Typ.

gy = 1@tgdot.dot.ga.gov
The Utility Entity Ap
The folloving Utilty

lication has been submitted and needs to be reviey

y Appiica Membe

1@tgdot.dot.ga.gov
The Utility Entity Application has been submitted and needs to be reviewed. Tue 1/23

ng Utilty

y Applicatio Mermber

The Utility Entity Application has been submitted and needs to be reviewed.

min@tgdot.dot.ga.gov

n; Fields, Nicholas; Hinton, Tonia; J Phelps ¥

This item will expire in 30 days. To keep this item longer, apply a different label

Label: GDOT TestDey_Delet

olicy (1 month) Expires: 3/2/2024 927 AM

The following Utility Entity Application require your action:

Member Code : 101693

Entity Type : Company

Entity Name: Acme Utility Company
Submittal Date: 2/1/2024 9:27:41 AM

Click here to respond to the MyQueue task .

Reply all
Ply

v

GPAS - Utilities Permits - Internal

Select the link (shown in the email below) to start the review and approval process for a permit

application.

Search Mail and People O

~ Favorites
Inbox 152
Sent ltems
Drafts
~ Smith, John
Inbox 152
Drafts
Sent Items
Deleted ltems
Junk Email

Notes

@ New|Vv T Delete & Archive Junk|Y Sweep Moveto ¥ Categories V  soe

Inbox Filter v The Utility Permit Application has been submitted and needs to be reviewed.

Three weeks ago

gpassysadmin@tgdot.dot.ga....
The Utility Permit Application has been subr 1192024
The followin

Permit Application require your
Last month

gpassysadmin@tgdot.dot.ga....
The Utility Permit Application has been subr 1/5/2024

The following

Older

gpassysadmin@tgdot.dotga....
The Utility Permit Application has been subi 12/28/2023
The following

e your

gpassysadmin@tgdot.dotga....
The Utility Permit Application has beensubr  12/28/2023
The following Utiit t Application require your

gpassysadmin@dot.ga.gov

Tue 1/9, 337 PM

The following Utility Permit Application require your action:

Utility Permit Reference #: U-135-001924-1-RR

Permit Type: Railroad

Permit Category: Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)
Entity Name: AZ Utilities

Submittal Date: 01/09/2024

Previous Reviewer Notes:
If you have any questions or concerns about this request, please contact Jane Doe

Click here to respond to the MyQueue task .

S Reply all

v
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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:

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

From the top right of the subheader, you can:
a.

b.
C.
d
e

"o a0oe

My Queue

My Approved

My Rejected

Search

Delegation

Workflow Errors (only
visible to some users)

ne: John Doe Help

"I" Claim/Unclaim
Claim/Unclaim

Approve

Reject

Send For Correction
(e) Add Adhoc Users

ﬂ; Approve
) Reject

Send For Correction

i 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.
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Claim a Task

1. Expand GPAS.
2. Expand Utility Permit.

@)

Welcome:

Q My Queue l./j My Approved Q My Rejected Q Search OE?' Delegation g Workflow Errors

Utility Permit (7)

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.

B o

Pe it/Refe
‘DE”"‘ e Y| PermitCategory Y| EntityName Y| RouteNumber Y| District Y| County Y| PemitStatus Y| Assigned On Y| AssignedTo T

4 GroupName: District Utility Reviewer D1 Al -

T
b U-187-001961-1 2 HHMPIC.C0 BORRD Dt OO Lumpki Pend Jan-24-2024 0345 PM
kit e n N 'OF COMMISSIONERS Gainesville g, ending an-esnels :

Vegetation (Mowing. | 0 0 BOARD District O
o e ne Lumplin Pending Jan-24-2024 03:42 PM

> U-187-001960-1 Regular Encroachment Pruning, Tree _
OF COMMISSIONERS Gainesville
Removal, Chemical)

Vegetation (Mowing, | LUMPKIN COUNTY
N— n . - o District One-
b U-187-001958-1 Regular Encroachment Pruning, Tree WATER SEWERAGE Lumpkin P

ending Jan-24-2024 0253 PM

4. Select the checkbox to the right of the application you want to claim.

5. Select Claim/Unclaim.

Welcome:

Oy MyQueve My Approved  E) My Rejected QO Search v (Jo Delegation ] Workflow Errors

& gpas (7) >*
==
2
Claim/Unclaim

Y| PermitStatus Y| Assigned On Y| AssignedTo T

Permit/Reference ¥

i Permit Type Y| PermitCategoy Y| EntityName Y| RouteNumber Y| District T county

4 GroupName: District Utility Reviewer D1

> U-127-001960-1 Regular Encroachment

o
LEMPKIN 0D 0ARD. e endin Jan-24-2024 03:42 PM
oy | OF COMMISSIONERS Gainesville

LUMPKIN COUNTY
WATER SEWERAGE e Lumpkin Pending Jan-24-2024 0253 PM

AUTHORITY

> U-167-001958-1 Regular Encroachment
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6. The application permit is now assigned to you.

Utility Permit (7)

B o

P it/Refe e
‘D”’”‘ hse A e Y| PermitCategory Y| Entity Name Y| RouteMNumber Y| District Y| County Y| PermitStatus Y| Assigned On Y| AssignedTo T
4 GroupName: District Utility Reviewer D l Al -
Vegetation (Mo
I U-187-001961-1 Regular Encroachment D:Jw: Ijve(e SR e o sosmo [DitieeLne Lumpiin Pending Feb-01-2024 11:46 AM Jane Doe I
i o E: OF COMMISSIONERS Gaincaiilc e d >
S EE =R
Veges B LUMPKIN CO BOARD District Or
) U-187-001960-1 Regular Encroachment Pn 2 i S Lumpkin Pending Jan-24-2024 0342 PM

OF COMMISSIONERS Gainesville

uning, Tree
Removal Chemical)

7. Select the triangle to the left of the Permit Reference ID.

8. Notice the workflow permit status will display as Claimed.

Vegetaton (Mowing, | |01 co 80ARD District One-

U-187-001861-1 Regular Encroachment Pruning, Tres OF COMMISSIONERS Comenile Lumpkin Pending Feb-01-2024 11:46 AM Jane Doe
Removal, Chemical)
Group Name T | Assigned Date T| AssignedTo T Status T | Status Date Y | LastUpdated User T | Comments T
I District Utility Reviewer G1 Feb-01-2024 11:46 AM Jane Doe Claimed Feb-01-2024 11:45 AM -
District Utility Reviewer D1 Jan-24-2024 03:45 PM Group Assigned Jan-24-2024 03:45 PM

101-24-2024 03:45 PM-Utility Permit
ubmitter Jan-24-2024 0345 PM John Doe Submitted Jan-24-2024 03:45 P John Doe Application Submitted directly to
UtiltyPermit District Uity Reviewer D1
group v

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.

Group Name Y | Assigned Date Y | Assigned To Y| Status T
District Utility Reviewer D1 Feb-01-2024 11:46 AM Unclaimed 6 |
—
District Utility Reviewer D1 Feb-01-2024 11:46 AM Jane Doe Claimed
Submitter Jan-24-2024 0345 PM John Dos Submitted
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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.

o

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

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.

Utility Entity (1)
B O

| Entity Name Y| Entity Type T| POCName Y| Status Y| Assigned On T | AssignedTo T

All

4 GroupName: UtilityEntity Admin
John Smith ot

John Doe Submitted Feb-01-2024 02:12 PM

I » Acme Utility Company I(c.mpany

“a O v |-
. 10 items per page

1-10f1 items
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2. The system opens the
application in GPAS.

If you are not already signed
in to GPAS, you’ll be asked
to do so at this time.

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

Entity Application Review

GPAS - Utilities Permits - Internal

GDET==

Internal Account Review

et Lol

Srirg Brreny Prosim

ankhn

mid

.......

.............
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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.

Permit Categories @cind Propoed P Denies

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

. 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.

@ ﬂ Permit Categories and Constraints e
Parmit Catagory Copy Constrainis From Copy Constraints To
Select Category Ld Select Category v Select Categary L —

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

11.1f no fees are to be associated with a permit category, select the No Fee? Checkbox.
Continue with step 17.

12.1f a permit category is to be used exclusively by the entity, select the Yes radio button
below Exclusive Use Only. (add example)

18. 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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@ Billing and fees ﬁ
1 1 Exchriior Lie Ddy PA—— y Bapica

P
) Mn

-~
W
'\..:l hui

Annual Fee Per Mile

Base Amounl |_-| Undergroond Fates

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.

Comments

Agreements and Bonds

I Internal Comments

Permit Comments

= (23_owe |
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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.

Utility Entity (1)

~
L&

| Entity Name Y| Entity Type Y| POCName Y| Status T| AssignedOn T | Assigned To

4 GroupName: UtilityEntity Admin
» Acme Utility Company Company John Doe Submitted Feb-01-2024 02:12 PM John Smith @ .
bl .
1-10f 1items

. > m v |-
. 10 items per page

Enter any comments

Se|eCt Done This application is complete
Alternatively, you can select ECnmments (Optional) [ x|
Continue WithOUt Enter your comments here...
comments to approve the
application. l
Done Continue without comments
You can view the permit under
My Approved tab in My Queue.
96
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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

Add Adhoc Users

Send Back for
Corrections

GPAS - Utilities Permits - Internal

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.

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

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.

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

4 GroupName: District Utility Reviewer D1

LUMPKIN CO BOARD
OF COMMISSIONERS

U-187-001960-1

LUMPKIN COUNTY
WATER SEWERAGE
AUTHORITY

U-187-001958-1

GEORGIA
DEPARTMENT OF
TRANSPORTATION

U-187-001957-1

.
- = .
1 e 10 items per page

District One-

Lumpkin

District One-
Gainesville

Lumpkin

District One-

Lumpkin

ending

ending

Jan-24-2024 03:42 PM

Jan-24-2024 02:53 PM

Jan-24-2024 01:59 PM

11 - 13 of 13 items

Permit Application Review
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2. The SyStem opens the Review Utility Permit Application
application in GPAS. RoplcariViain nformation
Utility Permit Type: Seqular Encroachmen
3. Review the application - — = —
and verify that all the e rerr—— e

information is complete. Permit Location

County: Lumpkin

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

Beginning Mile Point: &1 43

and are COI‘I’eCt Ll £ EndLong: 23044523
Beginning User Defined Lat: Beginning User Defined Long: End User Defined Lat: End User Defined Long:
Near By GDOT Active Projects

Protected Routes
Permit Data
Stmﬂardmllun . - ! .
Select the document links ——
to open the attachments M—
and review them.

“ e

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.
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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

e Add & Approve button. e Add button.

® Adhoc Approver O Adhoc Reviewer

O adhoc Approver @® adhoc Reviewer

John Doe Mary . Doe ®
Comments: = Comments: *
Flease review and approve the permit request. Flease review and add Gfmmenls.|

Add & Approve Cancel Add Cancel
e Task is assigned to the Adhoc e Task is still assigned to you to approve
Approver. or reject.
e Task leaves your queue. e Your approval is NOT dependent on

the reviewer completing the review.

J

O adhoc Approver @ adhoc Reviewer

I Mary J. Doe ® John Smith ® I

If necessary, you will be able to Comments: =
add multiple users as Adhoc
Approvers or Adhoc Reviewers.

Enter your comments here...

Cancel

Permit Application Review 99



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

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.

Q My Queue ﬂ] My Approved Q My Rejected Q search v ( ) Delegation g Workflow Errors

Permit/ReferencelD T | Permit Type Y| PermitCategory Y| Entity Name T| RouteNumber Y| District Y| County Y| PemitStatus Y| Assigned On Y| AssignedTo T L Reject
d For Correction

4 GroupName: District Utility Reviewer D1 - Al

LUMPKIN COUNTY o
»  U-187-001858-1 Reguiar Encroachment P WATER SEWERAGE et ne

o Lumpkin Pending Jan-24-2024 02:52 PM
AUTHORITY o
Vegetatio GEORGIA
> U-187-001957-1 Regular Encroachment B DEPARTMENT OF Lumpkin Pending Jan-24-2024 01:59 PM
emo TRANSPORTATION
e v . .
1 @ 10 items per page 11- 13 of 13 items

3. Ensure the Adhoc
Approver radio button is

,11’_‘; Adhoc User

i

@ Adhoc Approver O adhoc Reviewer

selected.

4. Enter at least the first Lot -
three letters of the Adhoc ﬂm_es
Approver’s name in the Rar Ssiiee

Jen Giles

fleld Joe Cargile e
5. Select the user from the Mary J. Giles

. Mike D. Giles
list. willam A. Giles
6. If necessary, repeat Zack Giles

steps 4 & 5 to add more
Adhoc Approvers.
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7. Enter Comments.
® adhoc Approver O adhoc Reviewer
8. Select Add & Approve.
John Doe

Comments: *

Please revizw and if appropriste approve this pemmit]

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

w Add & Approve Cancel

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

Submitted Permits

Approved

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.

Search Mail and People O @ New|v T Delete & Archive Junk|Y Sweep MovetoV Categories ¥  =se

~ Favorites Inbox Filter v The Utility Permit Application has been submitted and needs to be reviewed.
Inbox 152 )
Sent ltems Three weeks ago gpassysadmin@dot.ga.gov D Replyall |v
Drafts gpassysadmin@tgdot.dot.ga... Tue 1/9, 337 FM

The Utility Permit Application has been subr /972024

~ Smith, John The following Utility Permit Application require your ..

Inbox 152

et Last month The following Utility Permit Application require your action:
rafts

gpassysadmin@tg » .
Sent Items The Utility Permit ,: lic ha sr2024 Utility Permit Reference #: U-135-001924-1-RR.
Deleted Items. The followir our Permit Type: Railroad

“ Permit Category: Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)

Junic Emal olaer Entity Name: AZ Utilities
Notes

gpassysadmin@tg
The Utility Permit Applic
The followir

Submittal Date: 01/09/2024
12/28/2023

Previous Reviewer Notes:

gpassysadmin@tgdot.dotaa... If you have any questions or concerns about this request, please contact Jane Doe
The Utility Pe it Applicati b b b 12/28/2023 "
,ke,, . yer‘, ?p fa mf' m mﬁif”: R Click here to respond to the MyQueue task .

e following Utiity Permit Application require your ..

12.0nce in My Queue, the Adhoc Approver approves or rejects the permit (only 2 choices).
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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.

£ My Queue ﬂ] My Approved Q My Rejected O search (I Delegaticn g Workflow Errors
GPAS (13)

Utility Permit (13)

Permit/ReferencelD T | Permit Type Y| PermitCategory Y| Entity Name T| RouteNumber Y| District Y| County Y| PemitStatus Y| Assigned On Y| AssignedTo T ) Reject

4 GroupName: District Utility Reviewer D1

LUMPKIN COUNTY

> U-187-001058-1 Requiar Encroachment WATER SEWERAGE i Lumpkin Pending Jan-24-2024 02:52 PM
AUTHORITY s
GEORGIA
o District One-
> U-187-001957-1 Regular Encroachment DEPARTMENT OF SE Lumpkin Pending Jan-24-2024 01:59 PM
Remaval Chemical TRANSPORTATION
e v . .
1 @ 10 items per page 11- 13 of 13 items

3. Select Adhoc Reviewer. 2% Adhoc user

P

. (O adhoc Approver 3 @ adhoc Reviewer
4. Enter the first few letters =
of the Adhoc Reviewer’s gile N
name in the field. | Carl Giles > =

||St Joe Cargile e
Mary J. Giles
Mike D. Giles
6. If necessary, repeat steps Wikam A Gl
4 & 5 to add more Adhoc Zack Giles

Reviewers. .

Dan Giles
5. Select the user from the Jen Giles l
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7. Enter any Comments.

8. Select Add.

( \

The task is still assigned to you to
approve or reject it and your
approval is not dependent on the
reviewer completing the review.

O adhoc Approver

Mary 1. Doe b

Comments:

GPAS - Utilities Permits - Internal

® Adhoc Reviewer

p—
Please review and add cfmmenls. |

(7]

w Add Cancel

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

assigned.

Electrical Shenk Enterprises

Submitted Permits

ATLANTA GAS LIGHT COMPANY Oconee

Approved George Shenk 02/06/2024 1114 AM
Pending Lucia Benchea
Pending Lucia Benchea 02/09/2024 1201 PM

Lucia Benchea@byers.com

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.

Permit Application Review
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Search Mail and People O (® New|V T Delete &= Archive Junk|¥ Sweep MovetoV Categories ¥
~ Favorites Inbox Filter v The Utility Permit Application has been submitted and needs to be reviewed.
Inbox 152 )
Sent ltems Three weeks 200 gpassysadmin@dot.ga.gov 9 Replyall |V
Drafts gpassysadmin@tgdot.dot.ga... Tue 1/9, 337 FM
The Utility Permit Application has been subr 17972024
~ Smith, John The following Utility Permit Application raquire your ..
Inbox 152 Last month
oot astmen The following Utility Permit Application require your action:
e gpassysadmin@tgdot.dot.ga... » i
Sent Items The Utility Permit Application has been subr 572024 Utility Permit Reference #: U-135-001924-1-RR
Ear s s The following Utlity Permit Application require your Permit Type: Railroad
Permit Category: Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)
Junk Email Older ! 4 \
Entity Name: AZ Utilities
Notes gpassysadmin@tgdot.dotga.... Submittal Date: 01/09/2024
The Utility Permit Application has been subr  12/28/2023
The following Utility Permit Application require your Previous Reviewer Notes:
gpassysadmin@tgdot.dota... If you have any questions or concerns about this request, please contact Jane Doe

The Utility Permit Application has been subr  12/28/2023

The fallowing e Click here to respond to the MyQueue task .

12.0nce in My Queue, an Adhoc Reviewer can only review the application and add comments
to it.

GDQT My Queue ».7@

Welcome: Tina Apperson Help
)y MyQueve ¢y MyApproved B MyRejected Q) Search v (I Delegation  (£] Workflow Errors
GPAS (13)

Utility Permit (13)

- Claim/Uncizim

Permit/Reference 1D Y| Permit Type Y| PermitCategory T | Entity Name T| RouteNumber V| District i

County Y Permit Status Y | Assigned On Y | AssignedTo

) Reject
Send For Correction
{ Add Adhoc Users

4 GroupName: District Utility Reviewer D1 - Al

oval, Chemical)
Vegetation (Mowing, | LUMPKIN COUNTY o

> U-187-001858-1 Reguiar Encroschment Bruning, Tree WATER SEWERAGE G“ retens Lumpkin Pending Jan-24-2024 0253 PM
Removal, Chemical) | AUTHORITY s
Vegetstion (Mowing, —

b U-187-001957-1 Regular Encroachment Pruning, Tree Sripnie Lumpkin Pending Jan-24-2024 01559 PM

Z . Gainesville
Removal, Chemical)

PR R v
1 @ 10 items per page

11 - 13 of 13 items

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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Search Mail and People O ® New|V [ Delete &= Archive Junk|¥ Sweep MovetoV  Categories v
~ Favorites Inbox Filter v The Utility Permit Application has been submitted and needs to be reviewed.
Inbox 152 i
Th week:
Sent ltems resweskeage gpassysadmin@dot.ga.gov 9 Replyall | v
Drafts gpassysadmin@tgdot.dot.ga... Tue /9, 337 PM
The Utility Permit Application has been subr 1/9/2024
~ Smith, John The following Utility Permit Application require your ...
DilE 52 Last month

The following Utility Permit Application require your action:

Drafts

gpassysadmin@tgdot.dotga... »
Sent Items The Utility Permit Application has been subr 1/5/2024 Utility Permit Reference #: U-135-001924-1-RR
Deleted ltems The following Utility Permit Application require your ... Permit Type: Railroad

Permit Category: Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)

JunkEmal older Entity Name: AZ Utilities
Notes gpassysadmin@tgdot.dot.ga... Submittal Date: 01/09/2024
The Utility Permit Application has been subr  12/28/2023
The following Utility Permit Application require your ..

Previous Reviewer Notes:

gpassysadmin@tadot.dotga.. If you have any questions or concerns about this request, please contact Jane Doe
The Utility Permit Application has b by 12/28/2023 .
© ey e Ep eation hes been =t Click here to respond to the MyQueue task .

The following Utility Permit A on reqire your ..

15.0nce in My Queue you can review the comments and then approve, reject, add adhoc
users or send the application back for corrections.

My Queue

{MyQueve )My Approved B} MyRejected  Q Search v ([0 Delegation  (E] Workflow Errors
GPAS (13)

Utility Permit (13)

- Claim/Unclaim
) Approve
Permit/Reference D Y| Permit Type Y| PermitCategory Y| Entity Name T | RouteNumber Y| District T | cCounty Y| permitStatus Y| Assigned On T | AssignedTo Y. . Reject

Send For Correction

7. Add Adhoc Users.

4 GroupName: District Utility Reviewer D1 - Al

oval, Chemical)

Vegetation (Mowing, | LUMPKIN COUNTY Seti

b U-187-001958-1 Regular Encroachment Pruning, Tree WATER SEWERAGE G‘S rerens Lumpkin Pending Jan-24-2024 02553 PM
Removal, Chemical) | AUTHORITY =nes
Vegetation (Mowing e

> U-187-001957-1 Regular Encroschment Pruning, Tree o Lumpkin Pending Jan-24-2024 O1:59 PM
Removal, Chemical) i

PV o o ;
1 @ 10 items per page 11-13 0f 13 items

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

My Queue .,.7@

Welcome: Tina Apperson Help
) MyQueve ¢y MyApproved B MyRejected Q) Search v (0% Delegation  (£] Workflow Errors

& GPas (13)

Utility Permit (13)

Permit/Reference 1D Y| Permit Type Y| permitCategory Y| Entity Name Y| RouteNumber Y| District Y| County Y| PermitStatus Y| Assigned On Y| AssignedTo

4 Add Adhoc Users

- Al

LUMPKIN COUNTY

District One-

b U-167-001958-1 Regular Encroachment WATER SEWERAGE Gu ict ° e- i o e
AUTHORTY | | come e
GEORGIA e

b U-187-001957-1 Regular Encroachment DEPARTMENT OF o S o JR—
Removal, Chemical) | TRANSPORTATION Gainesville
@ ) v B .
- - —== 11 - 13 of 13 items

the top field. -
| Form Edits a

Enter your comments here

Reassign the request form to me after corrections are made.

Cancel
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who needs to complete —

the correction. You can | Form Edits x
select only one approver
or group to send the
permit application

corrections back to.

Select a previous Approver/Group

Select a previous Approver/Group
Submitter

a. Whom you send
the permit
application
correction back to
depends on where
you are in the
process. If you are ne | Ccancel
the first approver,
you can only send
it back to the
submitter as

Reassign the request form to me after corrections are made.

shown here.
Or
" aongmne
along in the
approval process, Form Edits x
)b/(;l::ftaon asr?;d t Select a previous Approver/Group e
previous approver Select a pre
or group as shown Submitter
in this examp|e_ District Utility Reviewer D7 o
Utility Permit Specialist

Reassign the request form to me after corrections are made.

Cancel
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comments to explain why .

the permit application is o St
being sent back for
corrections.

Submitter =

Comments:™

6. Select the check box if
you want the permit to
be immediately
reassigned to you after
the correction is made. If
|eft UnCheCked, the Reassign the request form to me after corrections are made.
permit will not
immediately come back
to you. Once the o » oone || cancel
correction is made by the
selected user, it will
continue through the
normal approval process
until it reaches you again.

Incorrect data in the form

7. Select Done to submit
the corrections request.

The user will be required to log into GPAS
to make the requested corrections.
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Reject a Permit Application
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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.

GDQT

2} My Queue ﬂ] My Approved 5:;\ My Rejected
GPAS (13)

Utility Permit (13)

Permit/Reference D T | Permit Type

4 GroupName: District Utility Reviewer D1

Y| PermitCategory Y | Entity Name

My Queue

Q Search v (ﬁ? Delegation f;——:' Workflow Errors

- Claim/Unclaim
) Approve

7 e

Send For Correction

Y| Route Number Y| District Y| County Y | Permit Status Y | Assigned On Y | AssignedTo

2 Add Adhoc Users

- Al

> U-187-001958-1

> U-187-001957-1

@ " (v

¥ | items per page

LUMPKIN COUNTY
WATER SEWERAGE et Lumpkin Pending Jan-24-2024 02:53 PM
AUTHORITY

District One-

- Lumpkin pending Jan-24-2024.01:59 PM
Gainesville

11 - 13 of 13 items

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

4. Select Done.

Permit Application Review

This is a duplicate permit request.

Cancel

‘N 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.

Search Mail and People O

(® New|V 1 Delete & Archive Junk|Y Sweep Moveto ¥ Categories v

~ Favorites Inbox Filter v The Utility Permit Application has been submitted and needs to be reviewed.
Inbox 152 )
Sent ltems Three weeks 200 gpassysadmin@dot.ga.gov 9 Replyall | v
Drafts gpassysadmin@tgdot.dot.ga... Tue1/8, 337 PM
The Utility Permit Application has been subr 1/9/2024
~ Smith, John The following Utility Permit Application require your ..
Inbox 152 Last month
o astmon The following Utility Permit Application require your action:
rafts
gpassysadmin@tgdot.dot.ga... . .
Sent ftems The Utility Permit Application has been subr 15/2024 Utility Permit Reference #: U-135-001924-1-RR
Deleted ftems The following Utility Permit Application require your Permit Type: Railroad
Permit Category: Gas (Natural Gas, Oil, Petroleum, Gaseous Materials, Steam)
Junk Email Older 3 ! -
Entity Name: AZ Utilities
Notes gpassysadmin@tgdot.dot.ga... Submittal Date: 01/09/2024
The Utility Permit Application has been subr  12/28/2023
The following Utility Permit Application require your

Previous Reviewer Notes:

gpassysadmin@tgdot.dot.ga If you have any questions or concerns about this request, please contact Jane Doe
@ .

The Utility Permit Application has been subr  12/28/2023 .
Click here to respond to the MyQueue task .

The following Utility Permit Application require your

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

Submitted Permits
MPKIN CO BOARD €
Vegetation LUMPHIN CO 20450, 0F Lumpkin Rejected Chris Mihok 124/2024 03:42 PM
Electrica Shenk Enterprises Chatham Approved George Snenk 02/06/2024 1114 AM
Gas ATLANTA GAS LIGHT COMPANY Oconee Pending Lucia Benchea 02/09/202412:14 PM
=8 ATLANTA GAS LIGHT COMPANY Henry Pending Lucia Benchea 01 PM
T002053 Eleciric AZ Uiilities Zarmow Pending Jane Doe 10 AM
N : 4 6 3 10 5 ftems per page

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

D MyQueve )My Approved B} My Rejected O Search v (JoP Delegation (£ Workflow Errors

& GPAs (13)

Permit/ReferenceID T | Permit Type i Y| entity Name T | RoutsNumber V| District

4 GroupName: District Utility Reviewer D1 — Al

LUMPKIN COUNTY
> U-187-001958-1 Regular Encroachment g 3 WATER SEWERAGE ) Lumpkin Pending Jan-24-2024 02:53 PM

AUTHORITY
GEORGIA
2 U-187-001957-1 Regular Encroachment DEPARTMENT OF Lumpkin Pending Jan-24-2024 01:59 PM
Re TRANSPORTATION
1 @ B 10 7 | items per page 11 - 13 of 13 items
3. Enter any comments. | B comments (Optional)
4. Se|eCt Done. This application is complate. 3

P Done

Continue without
comments to approve the

application. l

Enter your comments here...

Done Continue without comments
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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. You can view the permit under

This process will continue until the final approval. The My Approved tab in My Queue.
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.

My Queue »7@

Welcome: Tina Apperson  Help

T 4
B >

i O\ Search v OE?‘ Delegation g Workflow Errors
GPAS- Approved Tasks (123 >

Utility Permit (127

EE ~
s
Permit/Reference ID Y| permitType T | PermitCategory Y| Entity Name Y | Route Number Y| District Y| County T | Permit Status T| Assigned On Y| AsignedTo Y
4 GroupName: District Utility Reviewer D1
b U-013-002030-1 Project ld AZ Uil District One- Gainesvil Pending Feb-03-2024 10:12 AM Tina Louise Apperson
» U-135-002029-1-RR Railroad AZ Utilities. District One- Gainesvi G tt Appr d Feb-08-2024 08:58 AM Tina Louise Apperson
b U-157-001986-1 Project ld Spivey Electric District One- Gainesvil kson | Approve d Jan-31-2024 01:56 PM Tina Louise Apperson
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Access My Rejected Applications
1. Select My Rejected.

2. Expand GPAS- Rejected Tasks.
3. Expand Utility Permit.

My Queue »7@

Welcome: Tina Apperson  Help

£2) My Queue 6 My Approved l@ My Rejected FZ (X0 Delegation g Workflow Errors

GPAS- Rejected Tasks (2)
Utility Permit (2) 3
B O
L%
Permit/Reference ID Y| permitType Y| Permit Category Y| Entity Name T | Route Number T | District T| County T permit Status T Assigned On T Assigned T T
4 GroupName: District Utility Reviewer D1
Vegetation (Mowi
» U-187-001960-1 Regular Encroachment PYE\?N: ‘ jre‘e ::W“"ni_‘ LUMPKIN CO BOARD OF District One- Gainesville umpkin Rejected Feb-00-2024 02:02 PM Tina Louise Apperson
N < = Franing ol | coMMISSIONERS sierine FumE et 2Ry fouise fppers
Chemical)
Gas (Natural Gas, Oil
b U-135-001924-1RR Railroad Petroleum, Gaseous AZ Utlties District One- Gainesville | Ginnett Rejected Jan-17-2024 0212 PM Tina Louise Apperson
Materials, Steam) -
1-2o0f2items

e O v .
6 10 items per page
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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 Uti|ity Permit The Utility Permit Application has been submitted and needs to be reviewed.
Spe(.)I.allst, yOU WI” receive an Q gpassysadmin@dot.ga.gov 9 Replyall | v
email informing you that a Tocy 1013 AM
utility permit application
needs your attention The following Utility Permit Application require your action:

. Utility Permit Reference #: U-013-002030-1
2. Select the link to go to the Permit Type: Project Id
H H H H Permit Category: Electrical (Distribution, Transmission, Lighting system)

permlt appllcatlon In My Entity Name: AZ Utilities

Queue. Submittal Date: 02/08/2024
Previous Reviewer Notes:
If you have any questions or concerns about this request, please contact Jane Doe
Click here to respond to the MyQueue task .

Once in My Queue, expand the GPAS section.
Expand the Utility Permit section.
Select the checkbox for the permit application you need to review.

Select the + Claim/Unclaim button to claim it.

N o 0k~

Select the permit application link to review it in GPAS.

B GPas (17)

Utility Permit (17)

& = claim/unclaim
6]

Permit/Reference T Permit T Route A4 F
ik Permit Type e Entity Name T District Y| county Y| permitstatus Y| Assigned on Y| Assigned To T K
D Category Number

4 GroupName: Utility Permit Specialist = Al

Baker pending

»  U-007-001936-4 Regular Encroachment River Gauges Sushmita Entity Test District Four- Tifton Feb-06-2024 09:17 AM
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GPAS Utilities opens and GDOT:E.
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.

Utility Permit Specialist Review

GDOT =
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Upload Attachments
Upload any necessary attachments, keeping in mind the following:

- ™

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.

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

Utility Permit Application
Reference ID: U-013-002030-1
Utility Permit Specialist Review

@ VIEW PERMIT DETAILS

GDOT Reviewer Attachments

Document Type Document Lin Uploaded by Date Uploaded Upload

Reviewer Miscellzneous m

2. Select the file.
3. Select Open.

Utility Permit Specialist Review

& Open = @ VIEW PERMIT DETAILS

< > v 4 5« Approvals Document > Deskiop » GPAS v o Search GPAS o
Organize v New folder =~ 0O @ |
" ~
GDOT Reviewer Attachments Name Status Date modified Type Size
=7 New folder [-] 1/5/2024 3:01 PM File folder
—— — —

Document Type Upload
LightingFiles.PDF o 5/2/2023 9:51 AM Adobe Acrobat D... 11KB
Miscellaneous.PDF (-] 5/2/2023 9:51 AM Adobe Acrobat D... 11KB

e R e PermitPlans.PDF (-] 5/2/2023 3:51 AM Adobe Acrabat D... 11KB _
TrafficControlFiles.PDF o 5/2/2023 9:51 AM Adobe Acrobat D... 11KB

-
I Ut\\i&Chack\ist.PDF [-] 5/2/2023 9:51 AM Adobe Acrobat D... 11 KB
— —

File name: | Miscellaneous.PDF 3‘ Adobe Acrobat Document (*.pt
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+

Misc... i:;

10.05 KB

CLEAR UPLOAD
Document Type Document Link Uploaded by Date Uploaded Upload

Reviewer Miscellaneous e Uploading... “

Misc... @B
10.05 KB

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

Reviewer Miscellansous | Miscellaneous.POF !3 X John Smith 02/08/2024 _

7. Repeat steps 1 through 6 to upload any other documents given you may upload several files
under the Reviewer Miscellaneous section.

5. Wait while the system uploads the file.

GDOT Reviewer Attachments
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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.
2. Enter the Date Sent. Date Sent *

mm/dd/yyyy e m

1. Enter the Bond Amount. Bond Amount *

3. If applicable, select the checkbox for Recurring

Annually. ge:urring Annually? e
4. Select the Bond Type from the drop-down list. Bond Type
(Select Bond Type —

Irrevocable Letter Of Credit

Letter Of Escrow

No Bond

Performance Bond

5. Enter the Date Received.
Date Received *

mm/dd/yyyy a (]

6. Select the SAVE BOND INFO button.

B SAVEBONDINFO 6

7. Select the SAVE AND SEND BOND COUPON
button. 2@ SAVE AND SEND BOND COUPON ?
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.

Once done, close the browser tab to return to the Utility Permit Specialist Review

page.
Permit Attachments
Document Type Document Link Uploaded By
Form 8413A E8413A U-013-002030-1.pdf SYSTEM SYSTEM 45 i
General Provisions GPRV_U-013-002030-1.pdf SYSTEM SYSTEM 45
Permit Data PRMTDA U-013-002030-1.pdf SYSTEM SYSTEM 45
Permit Plans PPL_U-013-002030-1.pdf Jane Doe
Letter Of Escrow Letter and Coupon h LELC_U-013-002030-1.pdf John Smith
Reviewer Miscellaneous Miscellanecus.PDF John Smith
Schedule SCH U-013-002030-1.pdf SYSTEM SYSTEM 45
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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.

No Fees?
Otherwise, continue to enter the data listed in 0528_0

the following steps.

2. Enter the Application Fee. Application Fee *

)

3. Enter the Check No. Check No *

1,

4. Enter the Date Sent.

Date Sent *
mm/dd/yyyy ﬂ O
5. Enter the Annual Permit Fee ($). annual Permit Fee($)
6. Enter the Amount Received. Amount Received *
7. Enter the Date Received. Date Received *
mm/dd/yyyy

8. Select the SAVE FEE INFO button.
BSAVEFEEINFO 8§

9. Select the SAVE AND SEND FEE COUPON
button. i@ SAVE AND SEND FEE COUPON 9
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.

S
l D
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If you would like to see the Fee Coupon:

a. Select the VIEW PERMIT DETAILS @ VIEW PERMIT DETAILS
button.

b. Scroll down to the Permit Attachments section.
c. Select the link for the Coupon PDF.

Once done, close the browser tab to return to the Utility Permit Specialist Review

page.

Permit Attachments
Document Type Document Link Uploaded By
Form 8413A F8413A U-013-002030-1.pdf SYSTEM SYSTEM 45 i
General Provisions GPRV._U-013-002030-1.pdf SYSTEM SYSTEM 45
Permit Data PRMTDA_U-013-002030-1.pdf SYSTEM SYSTEM 45
Permit Plans PPL_U-013-002030-1.pdf Jane Doe
Fee Coupon °—> FECOUP_U-013-002030-1.pdf John Smith
Letter Of Escrow Letter and Coupon LELC U-013-002030-1 pdf John Smith
Reviewer Miscellaneous Miscellaneous PDE John Smith
Schedule SCH U-013-002030-1.pdf SYSTEM SYSTEM 45
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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.

O MyQueue ¢y MyApproved K} MyRejected  Q Search v (IO Delegation (& Workflow Errors

& Gpas (20)
| 4 claimunclaim

Cianioe

R RN T permit Type St Y entityName T| ROUe T| oiiet Y| county Y| pemitstatus T | Assigned On T| Assigned To o ) Reject

D Category Number
«= send For Correction

| %1 add adhoc users

- Al

4 GroupName: Utility Permit Specialist

4. Enter any comments.

5. Select Done. This permit s approved

( \

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

to the next approver.
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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 The Utility Permit Application has been submitted and needs to be reviewed.
will receive an email informing
.- . dmin@dot.ga.
you that a utility permit Jpesysaamin@dotaagoy
application needs your
attention . The following Utility Permit Application require your action:
. Utility Permit Reference #: U-121-001964-7
9' SeleCt the “_nk 150 go to the Permit Type: Regular Encroachment
perm|t app“catlon 1] My Permit Category: River Gauges
Queue Entity Name: AZ Utilities

Submittal Date: 1/25/2024

Previous Reviewer Notes:
If you have any questions or concerns about this request, please contact Mary Jane Doe

Click here to respond to the MyQueue task .

10.0nce 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.

B GPAS (147)
AMPS (141)

Utility Permit (6)

CES

| ®-

Permit T Route hd

Permit Type b 4 Entity Name T District Y| County Y| PermitStatus V| Assigned On Y | Assigned To T
D Category umber

Permit/Reference

4 GroupName: Area Inspector D7 All
District Seven- _
> U-121-001964-7 Regular Encroachment River Gauges AZ Utilities Chamblee Fulton Approved Feb-02-2024 10:49 AM
14
ravity, Force .
o District Seven-
> U-121-001968-7-] Emergency ain, AZ Utilities. Fulton Pending Jan-26-2024 08:45 AM
Chamblee
on
i
HENRY COUNTY District Seven-
»  U-067-001952-7-E Emergency Cobb pending Jan-22-2024 11:08 AM

pot Chamblee
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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.

GPAS - Utilities Permits - Internal

Georgia Permit Application System (GPAS)

=3l
GPASY
2u;ufie Bhlogut Gleo

Utility Permit Application
Reference ID: U-121-001964-7

Area Inspector Review
e

n

Final Inspection Scheduled

Punch List/Inspector Log

[

Inspector Work Log

E

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

Area Inspector Review
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Review the Permit
1. Select the VIEW PERMIT DETAILS
button in the upper right corner. o*

@& VIEW PERMIT DETAILS

2. From the application, elola) E= aval,
you may retrieve the Review Utility Permit Application
applicant's information [ oA
to coordinate meetings '
and inspections as
needed.

3. Review the application

to ensure all is +
complete and correct. b

ity Entity N

Company: Tai= Emsil: MJUostT slecommunicationshlow.com Phone: 404.078-7654
Utility Entity POC
Name: Jane Doe Email: JDos@AZ Ut tea com Phone: 4041234567

4. Close the browser tab
to return to the Area
Inspector Review

page.

|
City: District: US Route:
End Mile Point; Beginning Lat: Baginning Long;
Beginning User Defned Lat- Beginning User Defined Lang: End User Dafined Lat- End User Defined Lohg:
Near By GDOT Active Projects

roject 1D Num nirsctor Narme Staws e Date Deseripiion

SR 120 FROM NORTH POINT PKWWY TO KIMBALL BRIDGE

Consirussion Work Frogram
i ROAD

No Protected Route(s) Fourd

Standard Information

Viork Description: tc<.i

1 gauges

Bridge Attachment Required: Y.

Associate Anather permit : 1o

Traffic Control Type
5 .

Traffic Control Type: 1= Canfic atunnel?: Ve: s Blasting Involved?: (i<

iment Type Uploaded B

om aa134 84132 1121 001981 7 pff SVSTEM SYSTEM a5
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Upload Attachments

Upload any necessary attachments, keeping in mind the following:

/

e The only file type you m
various formats.

e You may only upload on
section).

e The documents required are marked with an asterisk (*).

e All attachments are limited to 100 MB per file.

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

~

ay upload is a PDF file. For pictures you can upload them using

e document for each type (except in the Reviewer Miscellaneous

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

GDOT Reviewer Attachments

Document Type Document Link

* Ut ity Checklist

Reference ID: U-121-001964-7

Area Inspector Review

@ VIEW PERMIT DETAILS

Uploaded by Date Uploaded Upload

O—mm

2. Select the file.
3. And select Open.

Area Inspector Review
G Open x @ VIEW PERMIT DETAILS
& 3 v 4 5« ApprovalsDocument » Desktop > GPAS » v G| SeachGPAS »
Organize v Newfalder =~ O
GDOT Reviewer Attachments Name Status Date modified Type Size
| 73 New folder ° 1/5/2024 101 PM File folder
Document Type Upload
[8) LightingFiles PDF e 5/2/2023 8:51 AM Adobe Acrobat D... 11 KB N
[® Miscellaneous.PDF ° 5/2/2023 %:51 AM Adobe Actobst D... 11 KB
.
Utility Checklist PermitPlans.PDF ] 5/2/2023 951 AM Adobe Acrobat D... 11K8B -
[B TeofficCantrolFiles.PDE [} 5/2/2023 51 AM Adobe Acrobat D... 11KB
[#) UtiityChecklist.PDF o 5/2/2023 51 AM Adobe Acrobat D.. 11 KB
Reviewer Miscellaneous
File name: | UtilityChecklist PDF b | Adobe Acrobet Document (*pc _
& it
- s

Area Inspector Review
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4. Select UPLOAD.

utility... €

10.05 KB

5
>
CLEAR UPLOAD 4

5. Wait while the system uploads the file.

GDOT Reviewer Attachments

Document Type Document Link Uploaded by Date Uploaded Upload

i Utility Checklist e’ Uploading... I
Utility... )
o | 10:05KB

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

successfully.
X John Smith 02/02/2024 _

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

* Utility Checklist

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.

e Pre-construction meeting
e Final inspection requested
e Final inspection scheduled
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Pre-Construction Meeting
1. Select the +ADD button under Pre-Construction Meeting.

Pre-Construction Meeting oI> jFaen

Meeting Date

Description

. No items to display
Pre Construction Add

a. Enter the meeting
Descri ption . Description * Meeting Date *
Enter description mm/dd/yyyy [m]
b. Select the Meeting Date. o

c. Select SAVE. m

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.

Pre-Construction Meeting n
Description Meeting Date o o

Pre-construction meeting 02/12/2024 # EDIT | X DELETE

. 1-10of 1items

-
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Final Inspection Requested
1. Select the +ADD button under Final Inspection Requested.

+ ADD
Final Inspection Requested

Description Inspection Requested Date

. Mo items to display
Final Inspection Request Add
Request.

Inspection Requested Date *

a. Enter the inspection o DRI S
Description. B e Do
b. Select the Inspection
Requested Date. mm
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.

Final Inspection Requested m

Description Inspection Requested Date

Final inspection request e 03/11/2024 & EDIT = X DELETE

. 1-1of 1items
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Final Inspection Scheduled
1. Select the +ADD button under Final Inspection Scheduled.

Final Inspection Scheduled m

Description Inspection Scheduled Date

. No items to display
Final Inspection Scheduled Add
Scheduled.

a. Enter the |nspect|on Description * Inspj:ldijn Scheduled Date * =
scheduled Description. B i D

b. Select the Inspection m
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.

C + ADD
Final Inspection Scheduled

Description Inspection Scheduled Date o
Final inspection scheduled e 03/11/2024 # EDIT | X DELETE

. 1-10of 1 items
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Punch List/Inspector Log - Issue Permit
1. Select the +ADD button under Punch List/Inspector Log.

Punch List/Inspector Log

Description

US Proposed Work Start Date

US Prosposed Work Complete Date

Comment Date

o items to displa
Permit Issue Date Permit Status *
Select Permit Status v
Permit Completion Date Actual Work Start Date
mm/dd/yyyy [m|

Permit Cancel Date

2. Fill in the Punch List.

a. Enter the punch list
Description.

X
Punch List Add

Description *

mm/dd/yyyy

Comment Date *

"0

b. Select the Comment Date.
c. Select SAVE.

(c pg o

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.

Punch List/Inspector Log

Description

Comment Date

-

Punch list test

02/05/2024

/ EDIT

1-10f 1items
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5. Expand the Permit Status

from the drop-down list.

GPAS - Utilities Permits - Internal

Notice that, as the Area Inspector, you have three options to select: Canceled,
Complete, and Issued.

6. Select Issued from the list.

US Proposed Work Start Date

US Prosposed Work Complete Date

Permit Issue Date

Permit Completion Date

Permit Cancel Date

Permit Status *
(Selecl Permit Status

e_>'

Canceled

Complete

Issued @

7. Scroll down.
8. Select SAVE.

US Proposed Work Start Date

US Prosposed Work Complete Date

Inspector Work Log
Weather
Weather Conditi...
Representative Onsite Conditi... Comme...

Permit Issue Date

Permit Completion Date

Permit Cancel Date

Trafic Erosion
Site Control Control
Activities Compli... Compli.. Safety

Site Visit

Date

Permit Status *
Issued v

Actual Work Start Date

Site Visit
Notes

4_—_

No items to display

@} BSAVE
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9. The Permit Issue Date is recorded.

US Proposed Work Start Date Permit Issue Date Permit Status *

02/05/2024 e Issued v

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.

[} Click here to Approve/Reject GPAS Tasks

Submitted Permits

Permit ID/Referen Project ID Permit Category Utility Entity Name County Status Submitted By Submitted Date
U-121-001964-7 River Gauges AZ Utlities Fulton 1 ﬂ Mary Jane Doe 01/25/2024 01:44 PM
U-067-001984-7-RR Electrical Test Cobb County Cobb Rejected 01/30/202412:21 PM

U-067-001985-7 Nen Potable Water GDOT Cobb Pending 01/30/2024 12:08 PM

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.

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

Inspector Work Log W

ompliance ompliance Safety te Visit Date Site Visit Notes

Representative Onsite Weather Conditions

. No items to displa
m

Area Inspector Review 134



CIPI®IM  GpAS - Utilities Permits - Internal

Georgia Department
of Transportation

2. Fillin the Inspector Work Log.
a. Enter the Representative Onsite.
Enter the Weather Condition.
Enter the Weather Condition Comments.
Enter the Site Activities.

Enter the Traffic Control Compliance.

~ ® o 0o T

Enter the Erosion Control Compliance.

Enter any Safety comments.
Enter the Site Visit Date.
Enter any Site Visit Notes.
j. Select SAVE.

X
Inspector Work Log Add

> @

Representative Onsite * Weather Condition

Weather Condition Comments - Site Activities

Traffic Control Compliance Erosion Control Compliance

Site Visit Date

mm/dd/yyyy o

Safety

m]

Site Visit Notes

9 9990 ©

O[T
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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.

Inspector Work Log m
Weather Conditions Traf o Erosion Contr

Representative Onsite Weather Conditions Comments Site Activities pmpliance Compliance Safety {isit Dat te Visit Notes

John Doz Rain e Light rair Scheduled visit in compliance in compliance Adequate 02/09/2024 Allin order / EDIT 3 DELETE

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. Permit Status * _
Issued v
2. Expand the Permit Status from the drop- e
down list. Select Permit Status
3. Select Complete from the list. Canceled
Complet
4. Scroll down and select SAVE.
4 BISAVE
5. The Permit Completion Date is recorded.
US Proposed Work Start Date Permit Issue Date Permit Status *
02/05/2024 Complete v
US Prosposed Work Complete Date Permit Completion Date Actual Work Start Date
02/05/2024 e 02/07/2024 (m]

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

B Click here to Approve/Reject GPAS Tasks

Submitted Permits

Permit ID/Reference D Y Project ID Y Permit Category h § hility Entity Name Y County Y Status T Submitted By b 4 Submitted Date ¥

AZ Ut Ful Mary Jane Doe 01/25/2024 01:44 PM I
‘est G 01/30/2024 1221 PM
U-067-001985-7 Non Potable Water GDOT Cobb Pending 01/30/2024 1208 PM

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://mygqueue.dot.ga.gov

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

3. Select Approve.

Welcome:

£} My Queue [_’:j My Approved l@ My Rejected Q Search v CJ@ Delegation g Workflow Errors

B AMPS (141)

B Utility Permit (6)

B O

- claim/unclaim
) Approve
Permit/Ref ¥ Permit T Rout Y .
erni/Relersnce o & ¢ b District. Y| County Y | PermitStatus Y | Assigned On Y | Assigned To

Permit Ty Entity N
D EHREES ¥ Category REVHERS Number

4 GroupName: Area Inspector D7

4. Enter any comments.

5 . Se|eCt Done This permit is approved.

{ \

Once the Area Inspector
approves the permit, it is moved
out of their queue, and the
review process ends.

@ Done
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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.

€2y My Queue ﬂ] My Approved !a My Rejected Q Search v OE Delegation @ Workflow Errors

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.

Delegation
Application:” Select Applications... ﬂ

Delegate To:* | Type at least 3 characters here..

Start Date:” End Date:*

¢ Cancel

4. Select GPAS Utility Permit. S x
You might need to scroll down "
to flnd |t- CMIS (Consultant Management Information System) i
. . . . Delegate To:* GDOT Publications
5' CIICk OUtSIde Of the ||St to fInISh GDOT Publications (Policies Procedures)

Start Date:”

the selection.

jlitv Eotity
I GPAS Utility Permit I
LMIG (Local Maintenance Improvement Grant)
Project Change Request Form({PCRF) -

You can select more than one
application to delegate.
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6. Type at least three letters of the Delegation -
name of the person you want to e Ghds Uity Perit
delegate your tasks to in the petegtzTor* [lsod Q -]
Delegate To field. e | Alina Doster |
Janna Doe
7. Select the person from the list. Richard 0. Varnadoe Jr G

Rosheda Jamika Lavender-Doe

8. Enter a Start Date. Delegation b
Application:* GPAS Utility Permit =
9. Enter an End Date.
Delegate To:* Janna Doe i
1 0. Se|eCt Done Start Date:* 8 End Date:* 'g I%,
10 s

1. Review carefully the delegation I

settings.
You are about to delegate for the application(s) -"GPAS Utility Permit” from- 2/12/2024
1 2 Se|ect Yes_ to- 2/16/2024 to the user- Janna Dos.
Are you sure you want to continue? m

12 K

If you need to make any corrections,
select No and repeat steps 1 through 12.
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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.

O MyQueue )My Approved K} MyRejected Q@ Search v (_J9P) Delegation ] Workflow Errors

& GPas (12)

Utility Permit (12)

Permit/Reference [0 T | Permit Type Y| PermitCategory ¥ | Entity Name Y| RouteNumber Y| District Y| County Y | Permit Status T | Assigned On T | Assigned To h g

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

fyMyQueue ) MyApproved K ) MyRejected Q) search v (CIe#®> Delegation & workflow Errers

& GPas (12)

Utility Permit (12)
s istri
B o
«
Permit/ReferenceID T | Permit Type Y | PermitCategory Y | Entity Name Y RouteNumber Tl District & Y | County Y| Permit status. Y | Assigned On T | Assigned To T
4 GroupName: District Utility Reviewer D1 A
Vegetation (Mowing, | LUMPKIN COUNTY et
istrict One-
b U-187-001958-1 Regular Encroachment Pruning Trae /ATER SEWERAGE — Lumpkin Pending Feb-09-2024 0337 PM Tina Louise Appersan
Removal, Chemical) | AUTHORITY einesvilz
~ District Qne-
b U-157-001998-1 Project Id River Gauges Shenk Enterprises Jackson Pending Feb-05-2024 0350 PM
Gainesville
Telecommunication
N (Telephone, Internet, _ District One-
> U-119-002004-1 Regular Encroachment GDOTD1testing - Franklin Pending Feb-06-2024 11:00 AM
Cable tv, Security Gainesville
System, Broadband)

e Select the header for a second time to sort the column in descending order.

O MyQueve ¢ MyApproved  E) MyRejected O Search v  (_J9P Delegation & Workflow Errors

Utility Permit (12)

& O

Permit/ReferenceID T | Permit Type Y| PermitCategory T | Entity Name Y| Route Number Tl District & Y | County Y| Permit Status Y | Assigned On T Assigned To

4 GroupName: District Utility Reviewer D1 All

Vegetation (Mowing, | LUMPKIN COUNTY

» o U-187-001958-1 Regular Encroachment Pruning Tree WATER SEWERAGE Lumpkin Pending Feb-09-2024 03:37 PM Tina Louise Apperson
Remaval, Chemical) | AUTHORITY
§ . . District One-
»o U-157-001988-1 Project Id River Gauges Shenk Enterprises Jackson Pending Feb-05-2024 03:50 PM
Gainesville
Telecommunication
(Telephone, Internet, . District One-
» o U-119-002004-1 Regular Encroachment GDOTD1testing - Franklin Pending Feb-06-2024 11:00 AM
Cable tv, Security Gainesvillz

System, Broadband)
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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

examp|e7 it is the 2} My Queue C) My Approved l@ My Rejected
Permit/Reference ID =
CO|Umn. B GPAS (12)
Utility Permity* 2
. . Permit/Reference,
2. The Filter dialog D
appears. In this dialog
box you will add the
criteria for the records _ . e
. Permit/Reference ID | T Permit Type T
you want to find. e e i
Contains v
4 GroupMame: District Utility Re
And M
»  U-187-001938-1 Contains v
¥ U-157-001999-1 Silter Clesr

The default value set is:

Contains If you expand the Permit/Referenc= 1D T | Permit Type

drop—down list you will be Show items with value that:
H
. Contain v
able to select different o
values.
4 GroupName: District Utility Revi
|| And Y
¥ U-187-001958-1 Contains D
¥ U-157-001999-1 Doesn't contain
| Is equal to

Is not equal to

4 U-119-002004-1 Ends with

Starts with
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USIng the And / O'r wil Show items with value that:
allow you to restrict or e :
extend your search. ontains

Filter Clear

3. Enter the value you want
y Show items with value that:

to search for in the box.
Contains =

4. Select Filter. e
u-187

And i

Contains

Filter Clear

5. The record(s) you want to see will be returned from the hundreds in the list.

)y MyQueve )My Approved  B() MyRejected Q@ Search v (9% Delegation (£ Workflow Errors
Utility Permit (12)
~
L=
[
Permit/Reference 10 ¥
N Permit Type Y| rPermitCategory T Entity Name Y| RouteNumber T | District Y| County T Permit Status T | Assigned On Y | Assigned To \s
GroupName: District Utility Reviewer D1 All

—
GEORGIA

> U-187-001957-1 Regular Encroachmen DEPARTMENT OF Lumpkin Pending Jan-24-2024 01:50 M
TRANSPORTATION
LUMPKIN COUNTY

- District One- .

b U-187-001958-1 Regular Encroachmen WATER SEWERAGE o Lumpkin Pending Feb-09-2024 03:37 PM Tina Louise Apperson
AUTHORITY e

» U-187-001961-1 Regular Encroachment HUMPEIN €O BOARD Lumpkin Pending Jan-24-2024 03:45 PM
OF COMMISSIONERS ¢

l 3 » v . i
0 10 items per page 1-3of3items
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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

Q My Queue

= GPAS (12)

Utility Permityy* 7

Permit/Reference ID | T § Permit Type T
Show items with value that:
Contains v
4 GroupName: District Utility Re
And v
»  U-187-001958-1 Contains M
» U-157-0019939-1 Filter Clear

C} My Approved l:;_l My Rejected

Permit/Reference,
ID

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

1. Select the Search drop-down list.

£ay My Queue (’2} My Approved

Q My Rejected

Q Search » C:]EI' Delegation @ Workflow Errors

2. Select GPAS Utility
Permit.

Application Status

CATS

GPAS
GPAS
LMIG

CMIS -
CMIS -
CMIS -

- Signal Permit Application
- Grants

Q Search v OEI' Delegation @ Workflow Errors
AASHTOWare Project

- Contract Authorization Tracking System

Electronic Invoicing
Vendor Evaluation

Area Class Evaluation

- Access Management Permit System

RTS - Procurement Requisition Form
Publications - Policy Procedures
Single Audit

Site Manager

Project Change Request Form(PCRF)
SZ (Speedzone Permits Application)
GPAS Utility Entity

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

) MyQueve My Approved B My Rejected Q) Search v (o Delegation 5] Workflow Errors

Utility Permit (Advanced Search) (174)

Permit/Refrence D+ Permit Type Permit Category Entity Name District County Permit Status Route Number Assigned To Assigned Date App GUID

B041341E-3965-  ©
02/09/2024 417A-B6DE-

Elbert Approved 3
799FD

» U-105-001992-1 Project Id
o Gainesuile
0BACK
District Fis 8041541E-3065-
isrict Fiv
o U0510019955 Regular Encraachman River Gauges Shenk Enterprises — Chatham Issued John Louis Kent Jr 02/09/2024 417A-B6DE-
i 06ACO7D799FD

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.

42} My Queue ﬁ My Approved Q My Rejected Q search v (oD Delegation g Workflow Errors

Utility Permit (Advanced Search) (174)

@ ~
L2
Permit/Refrence ID # Permit Type Permit Category Entity Name District County Permit Status Reute Number Assigned To Assigned Date App GUID
u-109
x
Electrical (Distribution, Tr n, | NEW CINGULAR District O Steaey |
» U-105-001992-1 Project Id e e e ekl ChEs Elbert Approved 02/09/2024 417A-B6DE-
- Lighting system) WIRELESS PCS, LLC Gainesville -
06ACOTDTSOFD

1-1of 1items

e V] =
@ 10 items per page

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. £a> My Queue !’:] My Approved

Utility Permit (Advanced Search) (174)

2. Position your mouse

over .

3. Select E Export To Excel

4. Open the Excel file the system exported.

File Hoﬂ Insert Draw Page Layout Formulas Data Review View Help Acrobat I Comments & Share
?c“‘ Calibri == & Bwepre General - A % Bad fo=gre @ T AutoSum - Ay p E}’
P romarae | 8 1 U S= === Bvegeacew - §-% 9| @8 | Crtorn formte [Good eutal | [o] | et Do Formt | o S Feda STy, Gy
Clipboard Il Font 5l Alignment I Number Il Styles Cells Editing Sensitivity Adobe Acrobat ~
AL - f< || Permit/Refrence ID # v
A B C D E F G H I -

Permit/Refrence ID # B permit Type B permit Category B Entity Name B District B Permit Status [- B Assigned To
U-105-001552-1 Project Id Electrical {Distribution, Transmis NEW CINGULAR WIRELESS PCS, L District One- Gainesville Elbert Approved
U-051-001995-5 Regular Encroachment River Gauges Shenk Enterprises District Five- Jesup Chatham Issued

U-051-002002-5 Regular Encroachment Electrical (Distribution, TransmiShenk Enterprises District Five- Jesup Chatham Issued John Louis Kent Jr
U-187-0015960-1 Regular Encroachment Vegetation (Mowing, Pruning, T LUMPKIN CO BOARD OF COMMI¢ District One- Gainesville Lumpkin Rejected
U-051-001998-5 Regular Encroachment Electrical (Distribution, TransmisShenk Enterprises District Five- Jesup Chatham Issued John Louis Kent Jr
U-219-002040-1-E Emergency Gas (Natural Gas, Oil, Petroleum ATLANTA GAS LIGHT COMPANY  District One- Gainesville Oconee Pending
U-151-002035-3 Regular Encroachment Gas (Natural Gas, Oil, Petroleum ATLANTA GAS LIGHT COMPANY  District Three- Thomaston Henry Pending
U-013-002030-1 Project Id Electrical (Distribution, Transmi<AZ Utilities District One- Gainesville Barrow Pending
U-187-001956-1 Regular Encroachment Vegetation (Mowing, Pruning, T GEORGIA DEPARTMENT OF TRAR District One- Gainesville Lumpkin Pending
U-187-001555-1 g, T GEORGIA DEPARTMENT OF TRAN District One- Gainesville Pending

© o~ oo W[

Regular Encroachment
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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.

The Utility Permit Application has been APPROVED.

Q gpassysadmin@dot.ga.gov
Yesterday, 3.49 PM

The following Utility Permit Application for Permit Reference #: U-031-001929-5 has been APPROVED on 1/17/2024 3:49:32 PM.

Permit Reference #: U-031-001929-5

Permit Type: Project Id

Permit Category: Non Potable Water (Reclaimed Water, Irrigation, Slurry, Chilled/Hot Water)
Entity Name: AZ Utilities

Submittal Date: 01/17/2024

Please go to the GPAS Ufilities Application and login to view the details/status.

If necessary, sign into the GPAS Utility application.

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.

Submitted Permits

Permit ID/Reference ID Project ID Parmit Category County Status Submitted By Submitted Date

Vegetation Cobb Pending Jane Doe 01/18/2024 11:51 AM

Non Potable water Bulloch Approved -Jane Doe 01/17/2024 0343 PM

Gas Gwinnett Rejected Jane Doe 01/09/2024 03:37 PM

U-121-001918-7 Electrical Fulton Pending Jane Doe 01/17/2024 09:06 AM

> U-031-001926-5 T001036 Mon Potable Water Bullech Pending Jane Doe 01/11/2024 0147 PM

n 2 v > 5 ¥ items per page
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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.

Permit Attachments 5
Document Type Document Link Uploaded By
Form 8413A F8413A_U-031-001929-5.pdf SYSTEM SYSTEM 45
General Provisions GPRY_U-031-001929-5 pdf SYSTEM SYSTEM 45
Permit Data % PEMTDA_U-031-001929-5.pdf SYSTEM SYSTEM 45
Traffic Control Files TCFE_U-031-001929-5 pdf Jane Dos
Permit Plans PPL_U-031-001929-5 pdf Jane Dos
Schedule SCH_U-031-001929-5 pdf SYSTEM SYSTEM 45
7. Review the document. AN
8. If your computer didn’t download the file L
automatically, select the download button. Make sure to download a copy
9. Repeat steps 5 through 8 to download any other of the permit for your records.

files you would like.

= PRMTDA_U-D07-002686-4 (1).pdl

DEPARTMENT OF TRA
STATE OF GEORGEA
ATLANTA GEOREIA 300541007

£

» Ergining il Point: 474
[T Brgiumieg Lang: 52 ¥
Beginaing User Defimed Lat: Begianing Lser Defincd Lang:

Wit Ui Dl | - ¥t Lier Defimed L omg:

e view Permit Data Details
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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

M )

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.
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Al 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

T™MC 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

Glossary
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