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CARRIER USER TRAINING 

Welcome to NHDOT Permits - Introduction to Carrier Dashboard 

The Company Dashboard, also the Home Page, is designed to allow Company Users to quickly access different tools 

and functions of the system. 

Step Description 

1. The links available on the Carrier Dashboard are dependent on the Login Roles and Permissions assigned to 
the user.  

 

The Carrier Dashboard is divided into seven (7) main parts. 

• Administrative Panel 
• Customer Support Panel 

• Permits Panel 

• Shopping Cart Panel 

• Messages Panel 

• Statistics Panel 
• Help 

 

  



NHDOT Permits Carrier Training V0.1                 2                               01/02/2019 

Requesting an Account 

This Training Packet details steps for a Carrier to request a carrier account. 

Step Description 

1.  • Access the NHDOT Permits Login Page directly at www.nhdotpermits.org   

Note: This interface will require pop-ups. Users should disable the browser’s pop-up blocker. 

2.  • Click the Create account link on the Login Page. 

 

http://www.nhdotpermits.org/
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Step Description 

3.  The Create New Account screen will be displayed. 

 

• Select the appropriate answer from the dropdown list. 

a. I have a USDOT number – Carriers with a valid USDOT number can establish an account in 

NHDOT Permits without State intervention. The system interfaces with SAFER for USDOT number 

validation and populates carrier information associated with the USDOT number. 

b. I am a permit service and will not be issuing permits in my carrier name – Permit Service Users 

can request an account. This account request will be verified by a State User. A Permit Service 

account allows the user to order permits on behalf of other carriers. The carriers the Permit 

Service is ordering a permit for must also have a valid account in NHDOT Permits. 

c. I do not have a USDOT number and have a New Hampshire plated vehicle – Carriers without a 

USDOT but are registered in NH can establish an account by providing company and vehicle 

information. This account can be created without State intervention. The system interfaces with 

MAAP for registration validation. 

d. I do not have a USDOT number and do not have a New Hampshire plated vehicle – Carriers 

without a USDOT number and do not have a NH registration can request an account by uploading 

a copy of a valid registration to the system and providing company information. This account 

must be approved by a State User. 

e. Government Agency – Carriers can request an account as a Governmental Agency by providing 

company information and proof of governmental agency status. This account must be approved 

by a State User.  

For this example, we will select I do not have a USDOT number and do not have a New Hampshire 

plated vehicle from the dropdown list. 

4.  The Create New Account screen will expand to include a new field to upload vehicle registration. 

 

To add a document, it must already be saved to the computer.  
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Step Description 

5.  • Click the Browse button to locate the file on the computer that contains the vehicle registration.  

• Double click the file to be imported.  

The file name will be listed on the Create New Account screen. 

• Click the Upload Registration button.  

 

6.  The Create New Account screen will be displayed, with a Registration Uploaded successfully message. 

• Click the Request Account button. 

 

7.  The Request New Account – Account Information screen will be displayed. 
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Step Description 

8.  • Complete all known information and all required fields, including the Username and Password. The 

Login Information will allow the user to log in to NHDOT Permits. 

• Select the Primary Delivery Method. The Primary Delivery Method is how permits will be delivered 

when ordered. This will be the default delivery method. During the Order Permits process, the delivery 

method can be changed for any permit.  

 

Note: Web means that issued permits will be accessed from the Carrier Dashboard once logged in to 

NHDOT Permits. Regardless of the delivery method, all issued permits can be accessed from the Permits 

Panel on the Carrier Dashboard. 

• Click the Same as physical link next to the Mailing Address heading to pre-populate the fields if the 

Carrier’s Mailing Address is the same as the Physical Address. 

• Click the Submit button once all information has been entered.  

 

Note: The information entered will be validated to ensure all of the proper fields have been completed and 

to verify that the account does not already exist. If the account does exist, the system will alert the user 

that this account request is a duplicate. If this account is a duplicate, contact the New Hampshire Permit 

Office for log in credentials. 

Note: If the password entered does not meet the minimum password requirements, the following message 

will be received after clicking the Submit button. Passwords must be at least 8 characters in length, have at 

least 1 lower-case letter, have at least 1 upper-case letter, and include at least 1 number.  
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Step Description 

9.  The Request New Account screen will be displayed. 

 

• Click the Exit button to return to the Login Page. 

NHDOT Users will be notified of the carrier’s request for a new account. The account request will require 
approval before the carrier can access their account. 

Note: The carrier will be notified once NHDOT has reached a decision on their account request.  
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Carrier Data 

This Training Packet details the steps needed for a Carrier User to edit and maintain Carrier Data. 

Step Description 

1. • Click the Carrier Data link in the Administrative Panel on the Carrier Dashboard.  

 

2. The NHDOT Permits Carrier Management Portal screen will be displayed. 

 

Note: If a copy of the carrier’s registration was uploaded during the account creation process, the 

document will be available to view from this screen.  
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Step Description 

3. • Edit the applicable fields. This includes adding, editing, and deleting terminal locations, users, and 

vehicles.  

Note: The NHDOT Permits Carrier Management Portal screen contains all of the carrier information. If the 

information is acquired from the USDOT Data, it cannot be changed. It must be updated with the FMCSA 

and synched with NHDOT Permits by clicking the Sync with USDOT Data button. 

• Click the Update button. 

 

4. A confirmation message will be displayed. 

  

• Click the OK button to confirm the update. 

5. • Click the Dashboard tab to return to the Carrier Dashboard. 
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Engineering Review 

This Training Packet details the steps needed for a Carrier User to use the Engineering Review functionality. 

Step Description 

1. • Click the Engineering Reviews link in the Administrative Panel on the Carrier Dashboard.  

 

2. The Engineering Reviews screen will be displayed. 

 

Use this page to search for approved Engineering Reviews for your company, and create new permits using 

a previously approved Engineering Review. 

Note: Engineering Reviews are available for use for a configurable number of days. Currently Engineering 

Reviews can be used for 30 days after approval.   
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Step Description 

3. To Search Engineering Reviews 

Engineering Reviews can be searched using one or more criteria. 

Element  Function 

Valid Data The on-after-before-between date the Engineering Review was approved 

Permit # The is-greater than-less than-between number assigned to the permit 
once the permit has been issued 

Application ID The is-greater than-less than-between number assigned to the permit 
application  

Height The is-greater than-less than-between height of the permitted load in feet 
and inches 

Length The is-greater than-less than-between length of the permitted load in feet 
and inches 

Width The is-greater than-less than-between width of the permitted load in feet 
and inches 

• Choose a search parameter or group of parameters to refine the search. 

• Enter the search criteria in the corresponding field. 

• Click the Search button. 

A list of results will be displayed providing basic information about each Engineering Review in the list. 
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Step Description 

4. To Rename an Engineering Review 

Once an Engineering Review Search has been performed, the Records Found will be displayed below the 
search parameters.  

• Click the Group Name link for the Engineering Review to update. 

 

An editable text box will be displayed. 

 

• Enter the new name for the Engineering Review in the text box. 

• Click the Update link. 

The new name will be assigned to the Engineering Review. The Engineering Reviews screen will 

refresh. 

5. To View Details for Permits Associated to Engineering Reviews 

Once an Engineering Review Search has been performed, the Records Found will be displayed below the 
search parameters.  

• Click the Permit Number link in the Permits Using Review column. 

 

The Permit Details screen will be displayed for the selected permit. 

• Close the Permit Details screen to return to the Engineering Reviews screen. 
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Step Description 

6. To Create a Permit Using an Engineering Review 

When a permit is created using an Engineering Review, the new permit’s dimensions and route will be 

populated to match those of the Engineering Review and cannot be edited. 

Once an Engineering Review Search has been performed, the Records Found will be displayed below the 

search parameters.  

• Click the New Permit link. 

 

The Order Permit: Carrier Contact Information and Permit Type screen will be displayed. 

• Verify the Carrier contact information and make any necessary changes. 

• Click the Next button. 

The Order Permit: Load and Vehicle Configuration screen will be displayed. 

• Verify the Permit Start Date and make any necessary changes. 

• Proceed through the permit application by clicking the Next button until the Enter a Route screen is 

displayed. 

• Click the Validate and Run button. Although the route cannot be changed, it is necessary to validate 

the route to ensure current restrictions have been applied. 

The Trip Results Panel will be displayed. 

• Click the Next button. 

The Permit Summary screen will be displayed. 

• Review the permit summary for accuracy. If any changes are needed, click the Back button. Click the 

Save and Exit button to save the permit to process at a later time. Click the Delete Permit button to 

delete the permit. 

• Select the Attest Statement if all information is correct and the terms are agreeable. 

• Click the Submit button. 

The Permit Submission Successful screen will be displayed. If the permit was issued, a Permit Number 

will be displayed next to the Application ID. If the permit was submitted to NHDOT for review, a 

message will be displayed stating the permit has been enqueued for further processing. 

 

• Click the Order another permit link to order an additional permit. 

7. • Click the Return to the dashboard link or Dashboard tab to return to the Carrier Dashboard. 
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Escrow 

Submitting an Escrow Deposit 

This Training Packet details the steps needed for a Carrier User to fund an escrow account. 

Step Description  

1.  • Click the Escrow link in the Administrative Panel on the Carrier Dashboard.  

 

The Escrow screen will be displayed. 

2.  • Click the Print Escrow Deposit Submittal Form link.  

 

 The NHDOT OSOW Escrow Deposit Submittal Form will be displayed in a new window.  

3.  • Print the form and follow the instructions to mail an escrow deposit check. 

4.  • Close the NHDOT OSOW Escrow Deposit Submittal Form window.  

The Escrow screen will be displayed. 

5.  • Click the Dashboard tab to return to the Carrier Dashboard. 
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Generating a Carrier Escrow Report 

This Training Packet details the steps needed for a Carrier User to generate an Escrow Report. 

Step Description 

1.  • Click the Escrow link in the Administrative Panel on the Carrier Dashboard.  

 

The Escrow screen will be displayed. 

2.  • Click the Generate Report… link.  

 

The Report Parameters will be displayed. 

3.  • Select a year from the Select Year dropdown list. Select a month from the Select Month dropdown list.  

• Click the Generate Report button. 

 

4.  The NHDOT Permits Statement Report will be displayed. 

5.  • Close the NHDOT Permits Statement Report.  

The Escrow screen will be displayed. 

6.  • Click the Dashboard tab to return to the Carrier Dashboard. 
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Vehicle Import 

This Training Packet details the steps needed for a Carrier User to import vehicles using a spreadsheet. 

Step Description 

1. Click the Vehicle Import link in the Administrative Panel on the Carrier Dashboard.  

 

2. The Import Vehicle Inventory screen will be displayed. 

Click the Choose File button to locate the file on the computer that has the Vehicle Inventory listed. Double 

click the file to be imported.  

Click the Upload File button. 

  

Note: The file must contain the Unit Number, Unit Model Year, Vehicle Make, and VIN.  
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Step Description 

3. The Import Vehicle Inventory Step 2 screen will be displayed.  

Designate which column the data is located in each dropdown list, as well as the row the data starts on. 

 

4. Click the Import Sheet button. 

The Vehicle Import Results screen will be displayed indicating the number of vehicles successfully imported. 

 

Note: If there are any errors in the data, the Vehicle Import Results screen will indicate the number of 

failures. Users can click the View Load Failures button to open the Vehicle Import Exceptions Report. 

5. Click the Return to the Dashboard link to return to the Carrier Dashboard. 
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Shopping Cart 

This Training Packet details the steps needed for a Carrier User to access the Shopping Cart and pay for permits.  

Note: Permits are removed from the Shopping Cart if not purchased by the end of the day on the permit start date. 

These permits will be given a status of No Payment and will need to be reordered before they can be issued.   

Step Description 

1. • Click the Shopping Cart link in the Administrative Panel on the Carrier Dashboard.  

 

2. The Permits ready for payment and/or printing. screen will be displayed. 

• Select the Pay checkbox next to each individual permit to pay for the selected permit in the Shopping 

Cart. 

 

The total dollar amount of the permits selected for payment will be displayed in the Order Total 

Panel. 

Note: Click the View Permit button to view the Permit Details before completing payment to verify it is the 

permit intended for purchase. Click the Cancel Permit button to cancel this permit application and have it 

removed from the Shopping Cart. 

3. • Click the Pay Now button. 
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Step Description 

4. The Pay for permits screen will be displayed. 

• Click the Pay for Verified Permits button.  

 

5. The Order Permits: Payment screen will be displayed. 

 

• Select the payment method from the Select Payment Method dropdown list. 

• Click the Submit button. 

• Continue processing through the payment screens entering the required information.   

6. The Issued Permits screen will be displayed.  

 

The permit will be delivered via the delivery method selected during the Order Permits process.  

Note: The permit can also be accessed from the Permits Panel on the Carrier Dashboard. 

7. • Click the Return to the dashboard link to return to the Carrier Dashboard. 
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Request Live Chat as a Carrier 

This Training Packet details the steps needed for a Carrier User to request a Live Chat. 

Step Description 

1. • Click the Request Live Chat Session button in the Customer Support Panel on the Carrier Dashboard.  

 

2. The NHDOT Live Chat Support screen will be displayed. 

• Enter the name to display in the message center during chat sessions in the Name field. 

• Click the Log In to Chat button.  

 

3. The NHDOT Live Chat Support screen will be displayed with a welcome message. 

 

4. • Wait for the NHDOT User message stating an NHDOT Live Chat Support Specialist has joined.   

Note: If all of the NHDOT Live Chat Support Specialists are assisting other customers when the user signs in, 

the following message will be displayed on the NHDOT Live Chat Support screen. 
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Step Description 

5. • Type a question in the empty text box.  

• Click the Send Text button.  

 

• Continue back and forth correspondence with the NHDOT Live Chat Support Specialist until all questions 

have been answered.  

Note: To provide additional information, click the Send Copy of My Screen button to send a copy of the 

current NHDOT Permits screen to the NHDOT Live Chat Support Specialist.  

6. • Click the End Session button to end the Chat Session and return to the Carrier Dashboard.  
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Request Support Call Back as Carrier 

This Training Packet details the steps needed for a Carrier User to request a callback.  

Step Description 

1.  • Click the Request Support Call Back button in the Customer Support Panel on the Carrier Dashboard.  

 

2.  The NHDOT Support Call Back Request screen will be displayed. 

 

3.  • Complete all of the requested information including your Name, Phone number with the area code, and 
Email address.  

• Type the question or request in the Message field.  

4.  • Click the Request Call Back button.  

The following message will be displayed. 

 

5.  The user will be returned to the Carrier Dashboard when the window automatically closes.  
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Creating a Carrier Account as a Permit Service 

This Training Packet details steps for a Permit Service to create a carrier account. 

Step Description 

1. • Click the New Carrier link in the Administrative Panel on the Carrier Dashboard.  

 

2. The Create New Account screen will be displayed asking if the carrier has a valid USDOT Number. 

  

3. • Select the appropriate answer from the dropdown list.  

a. I have a USDOT number – Carriers with a valid USDOT number can establish an account in NHDOT 

Permits without State intervention. The system interfaces with SAFER for USDOT number 

validation and populates carrier information associated with the USDOT number. 

b. I am a permit service and will not be issuing permits in my carrier name – Permit Service Users 

can request an account. This account request will be verified by a State User. A Permit Service 

account allows the user to order permits on behalf of other carriers. The carriers the Permit 

Service is ordering a permit for must also have a valid account in NHDOT Permits. 

c. I do not have a USDOT number and have a New Hampshire plated vehicle – Carriers without a 

USDOT but are registered in NH can establish an account by providing company information. This 

account can be created without State intervention. The system interfaces with MAAP for 

registration validation. 

d. I do not have a USDOT number and do not have a New Hampshire plated vehicle – Carriers 

without a USDOT number and do not have a NH registration can request an account by uploading 

a copy of a valid registration to the system and providing company information. This account 

must be approved by a State User. 

e. Government Agency – Carriers can request an account as a Governmental Agency by providing 

company information and proof of governmental agency status. This account must be approved 

by a State User.  

Note: Selections b., d., and e only request the accounts. An NHDOT User must approve the account request 

in order to fully establish the account in NHDOT Permits.  
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Step Description 

4. For this example, we will select I have a USDOT number from the dropdown list. 

The USDOT Number field will be displayed. 

 

• Enter the USDOT Number in the USDOT Number field. 

Note: This number will be validated so it must be associated to the carrier and entered correctly. 

• Click the Validate Numbers button to create a carrier account, click the Clear button to return to the 

dropdown list, or click the Cancel button to return to the Permit Service Dashboard. 

Note: If a carrier does not have a USDOT Number, they can create an account by selecting I will be issuing 

permits in my carrier name but do not have a USDOT Number from the dropdown list. If the carrier 

acquires a USDOT Number at a later date, they can contact the Permit Office to update their account.  

If the USDOT Number matches, the Create New Account screen will be updated to reflect the carrier name 

and address.  

• If the return information is correct, click the OK button on the confirmation message and click the 

Create Account button to continue. 

 

Note: If the USDOT Number does NOT match or cannot be found, click the OK button on the confirmation 

message.  Click the Clear button to return to the dropdown list or click the Cancel button to return to the 

Permit Service Dashboard. 
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Step Description 

5. The Create New Account - Account Information screen will be displayed. 

 

Note: Any available information from SAFER that corresponds to the USDOT Number will be populated. 

Fields marked with an asterisk (*) must have a value entered. Fields that are grayed out were pulled from 

SAFER and cannot be changed within NHDOT Permits. This information must be changed with FMCSA and 

synched with NHDOT Permits. 

6. • Complete all known information and all required fields. 

• If the carrier’s mailing address is the same as the physical address, click the Same as physical link next 

to the Mailing Address heading to pre-populate the fields. 

• Click the Submit button once all information is completed.  

The information entered will be validated to ensure all of the proper fields have been completed and to 

verify that the account does not already exist. If the account does exist, the system will display a 

message stating this account application is a duplicate. 
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Step Description 

7. Once the new carrier has been created, Permit Service Users have the ability to add information to the 

Carrier Assets. This is not required, however will assist in the Order Permits process since information from 

the Carrier Assets will auto-populate as needed on the permit application.  

After clicking the Submit button on the Create New Account - Account Information screen, the next screen 

displayed will be the Create New Account - Terminals screen.  

 

This is the beginning of the Carrier Assets process. The following Carrier Assets can be created and edited 

during the Create New Carrier process. 

a. Terminals  

b. Users 

c. Vehicles 
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Step Description 

8. Terminals 

Terminals are used if a carrier has multiple yard or terminal locations. The user must select a Terminal for 

separation of permits by Terminal locations. This information is helpful when reporting on permit activity 

and being able to tell which Terminal ordered which permits. 

Note: If the user does not wish to enter Terminals at this time, click the Next Page button or the Dashboard 

tab to return to the Permit Service Dashboard. 

• Click the New button to create a new Terminal. 

• Complete the fields on the Terminal Information screen. 

Note: The Delivery field indicates the default delivery method for permits once they are approved. 

• Click the Insert button to save the Terminal, or click the Cancel button to exit without saving. 

• Continue adding Terminals until you have entered all you would like to enter. 

 

Once a Terminal is saved, it will be displayed in the Terminals dropdown list.  To make changes to the 

Terminal, click the Edit button. 

 

• Click the Next Page button to enter Users. 
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Step Description 

9. Users 

If the Permit Service User created a user on the Create New Account – Account Creation screen, that user is 

defaulted to a User Type of Supervisor. A Supervisor User for a carrier can see and edit all Carrier 

information and Carrier Users’ information. A Carrier User that has a User Type of User can edit only their 

information. All Carrier Users can order permits. 

Note: If the User does not wish to enter Users at this time, click the Next Page button or the Dashboard tab 

to return to the Permit Service Dashboard. 

• Click the New button to add a new user. 

• Complete the fields on the User Information screen.  

• Click the Insert button to save the User Information entered.  

 

• Click the Next Page button to enter Vehicles. 
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Step Description 

10. Vehicles 

Vehicle Inventory is used during the Order Permits process. 

Note: If the user does not wish to enter Vehicles at this time, click the Next Page button or the Dashboard 

tab to return to the Permit Service Dashboard.  

• Click the New button to create a new Vehicle. 

• Complete the fields on the Vehicle Information screen. 

• Click the Insert button to save the Vehicle, or click the Cancel button to exit without saving. 

• Continue adding Vehicles until you have entered all you would like to enter. 

 

Once a Vehicle is saved, it will be displayed in the Vehicles dropdown list.  To make changes to the Vehicle, 

click the Edit button. 

 

11. Click the Back to Dashboard tab to return to the Carrier Dashboard. 
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Permit Search 

This Training Packet details the steps needed for a Carrier User to search for permits from the Carrier Dashboard. 

Step Description 

1. • Click the Expand Chevron icon for Search Permits in the Permits Panel on the Carrier Dashboard.  

 

2. The Search By: dropdown list and text field will be displayed. 

• Select one Search by: criteria from the dropdown list. 

 

• Enter the corresponding search information. 

3. • Click the Go button.  

 

The matching result(s) will be displayed in the Permits Panel. 

4. • Click the Collapse Chevron icon to close Search Permits.   

 

5. • Click the Refresh button  to return to the full list of unfiltered results in the Permits Panel on the 

Carrier Dashboard. 
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View Permit Action (Permit Details) 

This Training Packet details the steps needed for a Carrier User to view and verify Permit Details: Resend by Fax, 

Resend by Email, View Vehicle and Load information, View Permit PDF, Upload a document and View Notes. 

Step Description 

1. • Locate a permit in the Permits Panel on the Carrier Dashboard with a status of Issued or Issued Prior.  

• Click the Select link in the Action column for the desired permit.   

 

2. A list of actions will be displayed.  

• Click the View Permit link.  

 

3. The Permit Details screen will be displayed. 
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Step Description 

4. To Resend a Permit PDF  

• Enter a fax number or email address in the Resend by Fax or Email to field on the Permit Details 

screen.  

• Click the Email/Fax icon. 

 

The Resend permit by Email/Fax? message will be displayed.  

     

• Click the OK button to close the message. 

A confirmation message will be displayed. 

   

• Click the OK button to close the message. 
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Step Description 

5. Vehicle and Load Tab 

• Click the Vehicle and Load tab.  

This tab will contain the vehicle and load information used during the Order Permits process.  

 

6. Changes Tab 

• Click the Changes tab.  

The Permit Changes section will be displayed. Under Permit Office Actions, review the list of actions. If 
the permit was Amended, Copied, Renewed, Copied from a Denied Permit, or Issued, those actions will 
be listed here. 
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Step Description 

7. Doc/PDFs Tab 

• Click the Docs/PDFs tab.  

• Click the Browse button in the Permit Documents section if you are using Internet Explorer. If you are 
using Google Chrome, click the Choose File button. The Choose File to Upload screen will be displayed. 
Select the document to upload. Click the Open button. The Permit Details screen will be displayed. 
Select a Document Type and enter a Description along with any desired Notes. Click the Upload 
Document button. The document has now been saved to the permit record.  

 

The Permit Documents section will list previously uploaded documents. Click the Open link in the View 
column. A confirmation message will be displayed. Click the Open button.  

 

The previously uploaded document will be displayed. Close the document. 

• Scroll to the bottom of the screen to the Permit PDFs section. Click the Open link in the View column to 
view a copy of the issued permit PDF. 

The Permit PDF will be displayed.  

• Close the Permit PDF to return to the Permit Details screen. 
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Step Description 

8. Notes Tab 

• Click the Notes tab. Click the Add New Note link. 

 

A blank field will be displayed.  

 

• Enter a brief note in the text field. Click the Save Note button.  

The Posted By section will display showing the previously entered note with the Posted On date 
displaying the current date. 
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Step Description 

9. Provisions Tab 

• Click the Provisions tab.  

The Permit Provisions associated to the specific vehicle and load being permitted will be displayed.  

 

10. • Click the Dashboard tab to return to the Carrier Dashboard. 
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Copy Permit Action 

This Training Packet details the steps needed for a Carrier User to copy an existing permit. 

Step Description 

1. • Locate a permit in the Permits Panel on the Carrier Dashboard with a status of Issued or Issued Prior. 

• Click the Select link in the Action column for the desired permit.  

 

2. A list of actions will be displayed.  

• Click the Copy Permit link. 

 

3. The Order Permits screen will be displayed.  

• Click the Next button. 

4. The Order Permit: Load and Vehicle Configuration screen will be displayed.  

• Review all populated fields and make any necessary changes.  

5. • Proceed through the permit application by clicking the Next button and making any desired changes. 
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Step Description 

6. The Permit Summary screen will be displayed. 

• Review and attest to the required Attest Statement by clicking the corresponding checkbox. 

 

Note: The Submit button will not be available until the Attest Statement has been acknowledged. 

7. • Click the Submit button.  

  

8. The Order Permits: Payment screen will be displayed. 

• Select the payment method from the Select Payment Method dropdown list.  

• Click the Submit button.  

 

• Continue processing through the payment screens entering the required information.   
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Step Description 

9. The Submission Complete screen will be displayed. 

 

The permit will be delivered via the delivery method selected during the Order Permits process.  

Note: The permit can also be accessed from the Permits Panel on the Carrier Dashboard. 

10. • Click the Return to the dashboard link to return to the Carrier Dashboard. 
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Resume Permit Action 

This Training Packet details the steps needed for a Carrier User to resume a permit from the Carrier Dashboard. 

Step Description 

1. • Locate a permit in the Permits Panel on the Carrier Dashboard with a status of Unfinished.  

• Click the Select link in the Action column for the desired permit.  

 

2. A list of actions will be displayed.  

• Click the Resume Permit link. 

 

3. The Order Permits screen will be displayed. 

• Proceed through the permit application by clicking the Next button and entering all required 
information. 

4. The Permit Summary screen will be displayed. 

• Review and attest to the required Attest Statement by clicking the corresponding checkbox. 

 

Note: The Submit button will not be available until the Attest Statement has been acknowledged. 
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Step Description 

5. • Click the Submit button.  

 

The Order Permits: Payment screen will be displayed. 

6. • Select the payment method from the Select Payment Method dropdown list. 

• Click the Submit button.  

 

• Continue processing through the payment screens entering the required information.   

7. The Submission Complete screen will be displayed.  

 

The permit will be delivered via the delivery method selected during the Order Permits process.  

Note: The permit can also be accessed from the Permits Panel on the Carrier Dashboard. 

8. • Click the Return to the dashboard link to return to the Carrier Dashboard. 

 

Request an Amend 

This Training Packet details the steps needed for a Carrier User to request an amendment on an issued permit from 

the Carrier Dashboard. 

Step Description 
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Step Description 

1. • Locate a permit with a status of Issued or Issued Prior in the Permits Panel on the Carrier Dashboard.  

• Click the Select link in the Action column for the desired permit.  

 

2. A list of actions will be displayed.  

• Click the Request Amend link.  

 

3. The Amend Reason Request screen will be displayed. 

 

• Enter the amend request reason in the empty text field.  

• Click the Submit button.  
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Step Description 

4. A confirmation message will be displayed.  

 

• Click the OK button to confirm and return to the Carrier Dashboard. 
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Submitting an Application that Requires an Engineering Review 

This Training Packet details the steps needed for a Carrier User to submit an application that requires Engineering 

Review. 

Note: An Engineering Review will be required for all loads exceed 149,999 pounds, loads exceeding 15’ wide, and 

loads traveling on particular road segments.  

Step Description 

1. Process a permit application to the Permit Summary screen entering all required information. 

2. The Permit Summary screen will be displayed. Review and verify the Start and End Dates, Vehicle and 
Load, and Load Dimensions.  

Note: The fee for this permit will change based on Engineering Review fees accessed during the Engineering 
Review process.  

3. Select the Attest Statement checkbox.  

 

4. Click the Submit button.  

 

5. A message from webpage will be displayed. 

 

Click the OK button to continue or click the Cancel button to modify the application.  
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Step Description 

6. The Permit Submission Successful screen will be displayed. 

 

Note: The permit has been submitted for an Engineering Review.  

7.  Click the Return to the dashboard link or the Dashboard tab to return to the Carrier Dashboard.  
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Creating a Route Survey as a Carrier 

Step Description 

1. • Process a permit application to the point of entering a route. 

The Enter a Route screen and the Route Survey Confirmation window will be displayed.  

 

2. • Click the Enter a Route button to enter a route for the permit requiring a Route Survey. 

 

3. The Route Survey Confirmation screen will close and the Enter a Route screen will be displayed. 

• Enter the routing information and generate a route by clicking the Validate and Run button.  

4. The Trip Results Panel will be displayed.  

Note: When the system doesn’t have any problems with the information entered, the Trip Results Panel 
will display the route. Review the route and driving directions. Expand the Enter Trip Panel to make any 
changes. Changes will require the user to click the Validate and Run button to update the route. 

• After reviewing the route and driving directions, click the Next button.  

The Permit Summary screen will be displayed. 
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Step Description 

5. • Click the Create Route Survey button at the bottom of the screen.  

 

6. The Submission Complete screen will be displayed. 

• Click the Print route survey link to print the New Hampshire Route Survey document.  

The Route Survey document will be displayed in a new window.  The document can be saved and/or 
printed. 

7. • Close the Route Survey document. 

Note: The Route Survey form is also available to the customer in the Route Surveys link on the Carrier 
Dashboard to provide to the Survey Company. 
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Step Description 

8. • Click the Return to the dashboard link or the Dashboard tab to return to the Carrier Dashboard.  
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Submitting a Completed Route Survey as a Carrier 

Step Description 

1. • Click the Route Surveys link in the Administrative Panel. 

 

2. The Route Survey Search screen will be displayed. 

• Perform a search using the dropdown lists in the Route Survey Details section or locate the Route 

Survey # in the Records Found table. 

3. • Click the Upload link next to the Route Survey # that corresponds to the Route Survey being worked.  

Note: The Upload link will only be available until a document has been uploaded. Once a document has 

been uploaded to the Route Survey, additional documentation cannot be added. All supporting 

documentation should be scanned together in one file. 
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Step Description 

4. The Upload Signed Route Study window will be displayed. 

 

• Click the Browse button.  

• Locate the file from your computer you wish to upload. 

• Double click the file to be attached. 

• Click the Upload button.  

5. The Upload Signed Route Study screen will close and the Route Survey Search screen will be displayed. 

The View column now shows a Document icon next to the Route Survey #. The Document icon 

confirms the file has been successfully uploaded.  

 

6. • Click the Dashboard tab to return to the Carrier Dashboard. 

Note: Once the Route Survey has been approved, the carrier can resume their permit application. The carrier will 

enter the approved Route Survey Number and click the Validate Number button in the Route Survey Confirmation 

window on the Enter a Route screen. 

 

 


