New #(Wi;lféfr&
Department of Transportation N
NHDOT OVERSIZE

OVERWEIGHT (OSOW)
PERMITTING SYSTEM

NHDOT PERMITS CARRIER TRAINING PACKET

Version: 0.1
Date: 01/02/2019



Table of Contents

Carrier USEI TTAINING ..ovviieieiieee ittt a e e e e s e et e e ss e s et et e s e st e s et e sesese s e sennenes 1
Welcome to NHDOT Permits - Introduction to Carrier Dashboard..........cc.ccoceovviinenne. 1
REQUESTING 8N ACCOUNT......cuiiieiiiieiirie ettt 2
(08 L T o T - RSOSSN 7
ENQINEEIING REVIBW.......ocviiiiciicieeee et 9
LS o] 0SSOSR 13

Submitting an ESCIOW DEPOSIL.........cciiieiiiie et rae e 13

Generating a Carrier ESCrOW REPOIT ........coiviiieeiie ettt neee s 14
V22T 0T o] [ 11 ] o[ SO TSR 15
SNOPPING CAIT...eiiiiiicee ettt e et n e e s 17
Request Live Chat @S @ CarTIBr .........cuieiieeiieise et 19
Request Support Call BaCk @S Carlier ......cocvvvviieiiieie e 21
Creating a Carrier Account as a Permit SEIVICE.......ccuvvvviiiiiiciieieiereesese e 22
PEIMIT SEAICH ..ottt e e et et e e et et e nne e 29
View Permit Action (Permit DetailS).......cccocvveieiiiiiiicc e 30
(@00 o)V o= 1 011 0 £ o] o 36
RESUME PEIMIT ACTION ...ttt sr et naenens 39
REQUESE BN AMEN ...ttt bbb 40
Submitting an Application that Requires an Engineering ReVIEW ..........cccccvcvvvvenennenne. 43
Creating a ROULE SUIVEY @S @ CAITIEN ......ccuiueiiieiiisieeisiee st 45
Submitting a Completed Route SUrvey as a Carrier ........ccoocvveiereiveenieieseseeeseseseseenens 48

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



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

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

the user.

an officist NEW HAMPSHIRE g

&
New Hasmprhive N
Department of Transportation
Need Help? Logout
Bosmae Carrier Dashboard ® (2 Pemits | @
Carrier Data
Engineering Reviews Messages @
Bl Escrow Permits issued and permits requiring further processing. ) . 11/1/2018:
Reports m Mew Parmit... Show: | All v o% Refresh ':‘%‘J Search Permits v Welcome to
Route Surveys the New
Saved Trips Permit No/ID Type Submitted Status Action gi:rzisz:ire
El Shopping Cart (22) Permits 1015248 Annual - Statewide PO Pending payment  Select Overweight
Vehicle Import 1015243 single Trip - One-Way Unfinished Select (05‘3.‘"")
1015242 Single Trip - Cne-Way PO Pending payment  Select Permitting
System!!!
- 1015241 Single Trip - One-Way PO Pending payment  Select...
Chatis Offline " 1015240 Single Trip - One-Way PO Pending payment  Select... Statistics "
Request Call Back U 1015239 Annual - Statewide PO Pending payment  Select... ‘: Refresh
e “ 1015237 Annual - Statvede PO F‘endfng payment  Select . Permits Issued 0
[ Frermit Kules | 1015234 Annual - Statewide PC Pending payment  Select... Today:
1015233 Single Trip - One-Way Unfinished Select.. permits Self- 0
012000774 Annual - Statewide 12/26/2018 09:55 AM  Issued Select... Issued Today:
012000772 Annual - Limited Radius 12/26/2018 08:53 AM  Issued Select Escrow $7141.18
1015227 Annual - Limited Radius PO Pending payment  Select Balance:
1015226 Annual - Statewide Unfinished Select
1015225 Annual - Statewide 12/26/2018 08:43 AM  Pending Select
013000771 Annual - Statewide 12/26/2018 08:42 AM  Issued Select
1015223 Single Trip - Supermove - One-Way Unfinished Select
1015222 Single Trip - One-Way 12/26/2018 09:31 AM  Pending Select...
012000770 Annual - Statewide 12/26/2018 08:33 AM  Issued Select...
1015220 Single Trip - Roundtrip 12/26/2018 09:07 AM  Pending Select...
013000782 Annual - Statewide 12/26/2018 08:27 AM  Issued Select...
1015218 Annual - Statewide Unfinished Select...
012000763 Single Trip - One-Way 12/26/2018 08:03 AM  Issued Select...

rnment website

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

e  Administrative Panel

e  Customer Support Panel
e  Permits Panel

e  Shopping Cart Panel

e Messages Panel

e  Statistics Panel

e Help
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Requesting an Account

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

Step Description

1. e 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. e Click the Create account link on the Login Page.

MNew Haspithive

Department of Transportation

MNeed Help?

Documents

5 Welcome to 0S/0W Online Permitting! Username: [ |
Tutorials
Frequently Asked . ) . . . Password: I:l
Questions Our NHDOT Permitting Web site will streamline your Oversize/Overweight vehicle

B permitting process. If you are moving a vehicle and/or a non-divisible load on New Forgot password? Submit
Spring Thaw Restrictions

Hampshire state maintained highways and you exceed the legal requirements, you can
Create Account now apply for your permits online, 24 hours a day, 7 days a week.

Contact Us Permits will be processed in the order they are received, by date and time requested,

Meonday - Friday between the hours of 5:00 AM - 4:00 PM EST/EDT, except holidays. - -
Permit Office: {603) 271-2691 Fax: (603) 271-5950. (Phones are shut off at 3:45 pm.)
Email: nhdotpermits@dot.nh.gov 0OS/OW Travel: Network:

Mormal MNormal
Important News and Announcements

? OVERLENGTH AND OVERHEIGHT LOADS

* CONSTRUCTION TRAVEL RESTRICTIONS AND ANNUAL ROAD
POSTINGS:

? HOLIDAY NOTICE: Monday, May 28th, 2018, Memorial Day is
observed.

¢ 2018 HOLIDAY TRAVEL RESTRICTIONS
? OVERSIZE/OVERWEIGHT PERMITTED LOADS - "Checklist Required”

? OVERWEIGHT LOADS: VIEW DOCUMENT BEFORE ORDERING PERMITS
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http://www.nhdotpermits.org/

Step Description

3. The Create New Account screen will be displayed.

Create New Account

Do you have a valid USDOT Number? |Select.. ~

e Select the appropriate answer from the dropdown list.

a. lhave 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. lam 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. ldonothave 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. Ido nothave 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 | 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.

Create New Account

Do you have a valid USDOT Mumber? [I do not have a USDOT number and do not have a New Hampshire plated vehicle. v|

To create your account with NHDOT Permits, you will be required to upload a copy of your
wehicle registration for proper verification.

Browse... Upload Registration

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

NHDOT Permits Carrier Training V0.1 3 01/02/2019



Step Description

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

e Double click the file to be imported.
The file name will be listed on the Create New Account screen.

e C(Click the Upload Registration button.

Create New Account

Do you have a valid USDOT Number? || do not have a USDOT number and do not have a New Hampshire plated vehicle. v|

To create your account with NHDOT Permits, you will be required to upload a copy of your
vehicle registration for proper verification.

C:\Users\tammy\Docume| Browse... Upload Registration

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

e Click the Request Account button.

Create New Account

Do you have a valid USDOT Number? || do not have a USDOT number and do not have a New Hampshire plated vehicle. w|

To create your account with NHDOT Permits, you will be required to upload a copy of your
vehicle registration for proper verification.

I Registration Uploaded successfully. I

| Cancel | I Request Account I

7. The Request New Account — Account Information screen will be displayed.

Request New Account - Account Information

To request a new account, fill out the form below and dlick the Submit button.

An asterisk (*) indicates required fields.

Name and Contact Physical Address
Carrier Name*: I:l Address*: I:l
carriervpa: [ ] ) —
Phone*: (l:l) I:H:l Ext. l:l State®:

O o) E—
il
Email*: l:l Mailing Address Same as physical

Permit Delivery Method*: Address 1%: l:l

Login Information Address 2: I:l
FirstName*: [ | cws[_ ]
LastName*: [ | State*:
Username*: l:l Zip Code*: l:l

posswora®: [ |
Retype passworars ||

Password Reguirements Passwords are case sensitive

e
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Step Description

8.

e 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.

e 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.

Permit Delivery Method*:
Fax

Login Information Web
Email

First Name*:
Last Name*:

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.

e 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.

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

Request New Account - Account Information

To request a new account, fill out the form below and click the Submit button,

An asterisk (*) indicates required fields.

Name and Contact Physical Address
Carrier Name*: |Truckway Trucking, Inc Address*: (3300 Qld Hill Rd_
Carrier DBA: City*:

Phone*:

State*: |New Hampshire ~
Zip Code*: |D3101

Fax:

Email*: Mailing Address Same as physical
Permit Delivery Method*: Address 1*:
Login Information Address 2: l:l
First Name*: ‘Tom City*:
Last Name*: State*:
Username*: Zip Code*:
Password*:
Retype Password*:

Password Reguirements Passwords are case sensitive

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.

Message from webpage =)

Password Requirements:

Must be at least 8 characters in length.
Must have at least 1 lower-case letter.
Must have at least 1 upper-case letter.
Must have at least 1 number.

[=]
=
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Step Description

9. The Request New Account screen will be displayed.

Request New Account

‘Custom message goes here. This message will indicate that the registration document, account details and user details have been submitted, and that the NHDOT Permit
Office will contact you by email when your registration has been approved.

e  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. e Click the Carrier Data link in the Administrative Panel on the Carrier Dashboard.
Annual Permit Routing
Bid Route
B Engineerinﬂuiews
Escrow
2. The NHDOT Permits Carrier Management Portal screen will be displayed.

NHDOT Permits Carrier Management Portal

An asterisk (*) indicates required fields.

Carrier Information b
Carrier™ ProMiles Test 1

DBA™ |Pr0MiIes Test 1

Phone® (| 409 ) | 555 - | 1212 | Ext.

Fax (409 ) |555| - | 1212 | Ext.

Email* |cchurch@promiles.com

USDOT Mumber 200000

Delivery Method:

Escrow contract on file? ves Escrow Balance: $10549.18

No registration uploaded

| Sync with USDOT Data | v | Update | | Close |

Carrier Assets i’
s v e ][] o
i o] o
B “Tea) o
T — o
A, ,

1 PETERBEILT 2005 s | Edit N (7]
Vehicles | I ! |

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. e 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.

o Click the Update button.

4, A confirmation message will be displayed.

Message from webpage I&I

l . Carrier data has been updated.

e Click the OK button to confirm the update.

5. e 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. e  Click the Engineering Reviews link in the Administrative Panel on the Carrier Dashboard.

Annual Permit Routing
Bid Route

Engine Erinﬂviews

B Escrow

2. The Engineering Reviews screen will be displayed.

Engineering Reviews

‘You may also assign a name to your reviews. To change the name, click on the name, medify it, and then click 'Update’.

Engineering Review Search Parameters

valid Date  [is M |
Permit £ [is Ml |
Application ID ‘is V|| |
Height [is | O [
Length [is | |[in. |
width [is v i ]

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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Description

3. To Search Engineering Reviews

Engineering Reviews can be searched using one or more criteria.

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

e Choose a search parameter or group of parameters to refine the search.
e Enter the search criteria in the corresponding field.
e  Click the Search button.

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

Engineering Reviews

Use this page to search for approved engineering reviews for your company, and create new permits using them. When creating a permit using an engineering review, the
new permit's dimensions and route will be populated to match those of the engineenng review and cannot be edited.
You may also assign & name to your reviews. To change the name, click on the name, modify it, and then click "Update”.

Engineering Review Search Parameters

valid Date  [is on or after v|[1211012018 |
Permit # [is V| ‘
Application ID [is v |
Height [is V[t in ]
Length [is ME i |
Width [is NMIGEIE |

Records Found: 36

;;B"“" ﬁ::“: valid Origin Destination Height Length Width GVW Permits Using Review
106 PSDC 11/20/2018 Church 1-83; NHIMA 132 52'0" m 200240 1014240 1014250 1014251 1014270 1014483 1014454 1014620 1014621 New
- StreetlArch Stste Line 1" Permit
12/20/2018 Bridge; NHWT Salem
State Line:
North Walpale
114 ProMiles 112772018 |-88:; NHNVT 1-85: NHIME 128" 78 m 200240 1014312 1014321 1014322 1014228 New
- State Line: State Line: 10" Permit
12/27/2012 Lebanon Portsmouth
113 Review 11/26/2012 |-20: NHNT 1-83; NHNVT 12'8" B86'0" 12'0° 152000 1014232 New
ForMe - Siste Line; Stste Line Permit
12/26/2012 Lebanon Litdeton

NHDOT Permits Carrier Training V0.1 10 01/02/2019



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.

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

Records Found: 36
f;““" ﬁ;"r:: valid Origin Destination Height Length Width GYW Permits Using Review
114 ProMiles | 11/27/2018 180 NHWVT 1-85: NHME 128" e 0" 11 200240 1014310 1014321 1014322 1014322 MNew
- State Line; State Line: 10" Permit
12/27/2018 Lebanon Portsmouth
113 Review 11/26/2018 1-88; NHWVT 1-93; NHNT 12'@" 65'0" 12'0" 152000 1014288 New
For Me - State Line; Sitate Line Permit
12/26/2018 Lebanon Littleton
An editable text box will be displayed.
114 I ProMiles Iwzr-‘zmg 189 NHVT -95;NHIME 136" 750" 11" 200240 1014318 1014321 1014322 1014328 New
Upaste - State Line: State Line 10" Permit
12/27/2018 Lebanon Portsmouth

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

e 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.

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

Records Found: 36
Group GrouP  valid  Origin Destination Height Length Width GYW |[Permits Using Review
114 ProMiles  11/27/2018 |-88; NHAVT 1-85; NHME 128" E 0" 1 200240 | 1014319 1014321 1014222 1014338 New
- State Line; State Line; 0" Permit
12/27/2018 Lebanon Portsmouth
112 Review 11/28/2018 1-28: NHVT 1-83: NHVT 178" 850" 12'0" 152000 1014283 New
For Me - State Line; State Line; Permit
12/26/2018 Lebanon Litleton

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

e 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.

e Click the New Permit link.

Records Found: 36
f;"“"ﬁ;“r:: valid Origin Destination Height Length Width GYW Permits Using Review
The Order Permit: Carrier Contact Information and Permit Type screen will be displayed.
e Verify the Carrier contact information and make any necessary changes.
e Click the Next button.
The Order Permit: Load and Vehicle Configuration screen will be displayed.

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

e Proceed through the permit application by clicking the Next button until the Enter a Route screen is
displayed.

e 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.

e Click the Next button.

The Permit Summary screen will be displayed.

e 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.

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

e 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.

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

7. e  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.

E Annual Permit Routing
E Bid Route
Carrier Data

Engineering Reviews

Reports {b

Route Surveys
Saved Trips
Vehicle Import

The Escrow screen will be displayed.

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

Esaow

" Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report

Report Date: 12/20/2018 11:58:3% &AM
Current Balance: $10640.68

| Print Escrow Deposit Submittal Form |

Generate Report...

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. e  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.

Annual Permit Routing
Bid Route
Carrier Data

Engineering Reviews

E Reports {b

Route Surveys
Saved Trips
Vehicle Import

The Escrow screen will be displayed.

Click the Generate Report... link.

Escrow
7Y Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report

Report Date: 12/20/2018 11:44:44 AM
Current Balance: $10640.68

Print Escrow Deposit Submittal Form

IGenerate ReEort. . I

The Report Parameters will be displayed.

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

Click the Generate Report button.

Escrow
u Below is a list of recent Escrow transactions for your account.

Escrow Transaction Report

Report Date: 12/20/2018 11:44:44 AM
Current Balance: $10640.58

Print Escrow Deposit Submittal Form

Generate Report...

Select Year:|2018 v‘ Select Monlh:\January V|| (Generate Report | I

The NHDOT Permits Statement Report will be displayed.

Close the NHDOT Permits Statement Report.

The Escrow screen will be displayed.

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.

Annual Permit Routing

E Bid Route

Carrier Data

E Engineering Reviews

E Escrow

Reports

Route Surveys

B saved Trips

B Shopping Cart (13) Permits

b

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.

Import Vehicle Inventory L7

ProMiles Test 1

Select a .csv, .xls, or .xlsx file on your computer that has information about your fleet, The file must
contain unit numbers, model year, vehicle make, VIN number.

Select File:

Choose File | No file chosen Upload File

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.

Import Vehicle Inventory Step 2

The first part of your file is shown below. Match the column numbers with the data type. Columns marked with a = are required.

*The Unit Type is in column | Column 1 v *The Type Code is in column | Column 2 v

*The Trailer Length is in column [Column 3 v *The Axle Count is in column | Column 4 ¥

*The Registered Weight is in column |Column & v *The GVWR is in column | Column 6 v
*The Unit Number is in column | Column 7 ¥ *The Unit Model Year is in column | Column & v

*The Vehicle Make is in column [Column & ¥ *The VIN is in column | Column 10 ¥

*The License Plate Number is in column | Column 11 ¥ “The License Plate State is in column | Column 12 ¥

The Terminal Name (optional) is in column | Column 13 v

*Data starts on row Row 1 v Import Sheet
Preview
Row/Col 1 2 3 4 5 13 7 8 9 10 11 12 13
Unit Type Type Code Trailer Length Axle Count Registered Weight GVWR  Unit Number Year Make VIN Plate Stste Terminal

2 H TA 2 80000 30000 200 2017 KENWORTH 1NKDX4TXOHR155697 741352 NH

3 H TU 3 79500 78500 201 2011 PETERBILT XPHD49X7BD 125650 228353 IN

4 H Ta 4 202 2005 DODGE 1XPHD49X7BD128651 TL9852 T

5 H TU 5 203 2001 Peterbilt XPHD43KLKD123650 KGS58% NH

[ H TA 2 0 204 2016 LANDROVER 1XPHD49XTBD654863 NY1357 NH

7 H TU 3 79500 79500 205 2007 Peterbilt 1XPHD49X7BDES4864 J4458FG  NH

3 H TA 4 80000 50000 206 2007 Peterbilt XPHD49XTBDTE9463  J4455FG  NH

4, Click the Import Sheet button.

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

Vehicle Import Results

View the results of your vehicle import below.

Results

s MNumber of vehicles successfully imported: 15

s MNumber of failures: 0
Return to Dashbeard

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

Annual Permit Routing
Bid Route

E Carnier Data
Engineering Reviews
Escrow

E Reports

E Route Surveys

Saved Trips

B Vehicle Import @

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

e Select the Pay checkbox next to each individual permit to pay for the selected permit in the Shopping
Cart.

Permits ready for payment and/or printing. v

1015078: Pay $8.50

Single Trip - One-. View Permit ‘ | Cancel Permit ‘

1D#: 1015058 ehicle:  Company: SroMiles Test 1 Skart Dake: 12/18/2018

1014737: Pay $13.50
Single Trip - One-Way View Permit ‘ | Cancel Permit ‘
I0#: 1014737 Vehicle: Campanys FroMiles Test £ Skart Dater 12/:5/2018
[J 1014170: Pay $14.50
Single Trip - Supermove - One-Way (2 notes) ‘ View Permit ‘ | Cancel Permit ‘
I0#:1014170 Vehicle: Campanys FroMiles Test i Start Dater 12/37/2018
[ 1014971: Pay $12.00
Single Trip - Roundtrip (2 notes) | View Permit | [ Cancel Permit |
ID#: 1014871 Vehicles  Companys FroMiles Test 1 Start Dabes 12/18/2018 Order Total
[] 1014610: Pay $8.50 $22.00
Single Trip - One-Way (2 notes) [ View Permit | [ Cancel Permit | (2) Permits selected to
purchase
ID#:1024610 Vehicle:r Company: FroMiles Test 1 Start Date: 12/8/2018
Pay Now
[ 1014104: Pay $5.50 _
Single Trip - One-Way (2 notes) ‘ View Permit ‘ | Cancel Permit ‘

ID#: 1014104 Vehicle: Companys ProMilzs Test 1 Skart Dates 11/8/2018

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.

e Click the Pay for Verified Permits button.

Pay for permits.

The following permits have been previously authorized and are verified for payment:
1015078,1014737

I Pay For Venfied Permits I| Cancel |

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

Order Permits: Payment Permit ID: 1015078 and 1 other(s).

An asterisk (%) indicates required fialds.

Payment Information

The amount you owe and options for paying are presented below. Please select a payment option and click the Submit button.

Amount Owed: $22.00 for 2 Permit(s)

Select Payment Method: \Selecl . ~

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

e  Click the Submit button.

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

6. The Issued Permits screen will be displayed.

Issued Permits

Permit finalization complete.

The payment process is complete! The permit(s) generated for this order are listed
below. To view or check the status of your permit(s), return to the Dashboard.

* Return to the dashboard
s Order another permit

Permits Issued

Permit ID Permit #
1014737 013000701

1015078 018000702

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. e C(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.

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

Request Live Chat
Session

L)
Request Call Back L
Permit Rules | &

2. The NHDOT Live Chat Support screen will be displayed.
e Enter the name to display in the message center during chat sessions in the Name field.
e Click the Log In to Chat button.
NHDOT Live Chat Support
Please tell us your name and press Log In to request your chat session.
Name: |Mary
3. The NHDOT Live Chat Support screen will be displayed with a welcome message.
NHDOT Live Chat Support
[Welcome, Mary, to NHDOTPERMITS Live Chat Support. A support specialist will be with you shortly.
4. e 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.

NHDOT Live Chat Support

Welcome, Mary, to NHDOTPERMITS Live Chat Support. A support specialist will be with you shortly.

[all suppert specialists are currently helping customers. Please wait and one will be with you shortly. If
lvou would like to request a Call Back instead please click here.

Send Text Send Copy of My Screen
End Chat Session
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Step Description

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

e (lick the Send Text button.

NHDOT Live Chat Support

Welcome, Mary, to NHDOTPERMITS Live Chat Support. A support specialist will be with you shortly.

Pam: Hello, Mary. How may I help you?

I need help amending a permit.

Send Text h Send Copy of My Screen
End Chat Session

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

Chat is Offline | @

Request Call Back |

Permit Rules | '

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

NHDOT Support Call Back Request

Please leave your name and contact information.

Name: ‘ |

Phane: ‘ |

Email: ‘ |

Message:

Request Call Back

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

e Type the question or request in the Message field.

4, e Click the Request Call Back button.

The following message will be displayed.

Thank you. A support specialist will contact you within 1 business day.
This window will automatically close.

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.

Annual Permit Routing
Bid Route

Carrier Data
Engineering Reviews
Escrow

Repg:?s

Route Surveys

Saved Trips

Shopping Cart (0) Permits
Vehicle Import

a.

2. The Create New Account screen will be displayed asking if the carrier has a valid USDOT Number.
Create New Account
Do you have a valid USDOT Number?
| have a USDOT number.
I am a permit service and will not be issuing permits in my carrier name.
I do not have a USDOT number and have a New Hampshire plated venicle.
I do not have a USDOT number and do not have a New Hampshire plated vehicle.
Government Agency
3. e Select the appropriate answer from the dropdown list.

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.

| 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.

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.

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.

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 | have a USDOT number from the dropdown list.

The USDOT Number field will be displayed.

Create New Account

Do you have a valid USDOT Number? \I have a USDOT number. ~

Please enter valid USDOT Number.

[ cancel | [ clear | [ validate Numbers |

e 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.

e (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 | 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.

e [f the return information is correct, click the OK button on the confirmation message and click the
Create Account button to continue.

Create New Account

Do you have a valid USDOT Number? |I have a USDOT number. b4

Please enter valid USDOT Number.

USDOT Number: | 20000

Message from webpage |
| Cancel ‘ ‘ Clear ‘ ‘ Create Account ‘
USDOT Number matched! If the correct carrier is displayed, click
I % "Create Account”.
Carrier Name: ProMiles 1
Address: 1900 Texas Ave
Bridge City, TX 77611

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.

Create New Account

L andtry again.
Please enter valid USDOT Number.

USDOT Number: 200000000 “

Message from webpage e
Do you have a valid USDOT Number? |1 have 2 US| The USDOT Number entered was not found., Please check the number

[ cancel | [ ciear | [ Validate Numbers |
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Step Description

5. The Create New Account - Account Information screen will be displayed.
Create New Account - Account Information
To create a new account, fill out the form below and click the Submit button.
An asterisk (*) indicates required fields.
Name and Contact Physical Address
Carrier Name#*: | | Address*: | |
Carrier DBA: | | City*: | |
phone=: (| [ | Ext| | State*: [Select . v
Fax: (l:l) |:|—| | Ext. | | Zip Code*: | |
_—
Email*: | | Mailing Address Same as physical
i i £ LW
Permit Delivery Method*: Address 1%: | |
Login Information Address 2: | |
[] Create Account Without Login City*: | |
First Name State*: |Select v|
Ha
tastName: [ 21 Code | |
usernamer: |
password®s ||
Password Requirements Passwords are case sensitive
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. e Complete all known information and all required fields.

e 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.

e  C(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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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.

Create New Account - Terminals

An asterisk (*) indicates required fields.

| V] eat | [New

| Next Page |

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

Cc. Vehicles
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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.

e C(Click the New button to create a new Terminal.

e Complete the fields on the Terminal Information screen.
Note: The Delivery field indicates the default delivery method for permits once they are approved.

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

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

| o] ar | [ew

Terminal Information w

Terminal Name* ‘ |

Emait: ]
Phone: (I:I) I:I— l:l Ext. I:I
Fax: (l:l) l:l I:l Ext. l:|
Delivery*

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

st [

e Click the Next Page button to enter Users.
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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.

e  Click the New button to add a new user.
e Complete the fields on the User Information screen.

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

User Information w
— —

Lot amer —

Phone: (|:|) l:l’ |:| Ext. l:|

Terminal

Prompt Question: 1

Password* I:l

Password Requirements Passwords are case sensitive

Start Date: L1 Ena: [ ]
ser Typex

e Click the Next Page button to enter Vehicles.
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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.

e Click the New button to create a new Vehicle.

e Complete the fields on the Vehicle Information screen.

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

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

A [ v| Edit | | New

Vehicles
Vehicle Information w
Unit Type* Type Code* Trailer Length (in)* l:l

Unit Number* |

Make* | ‘ Year* I:l

VINK | |

Plate: | | state:
Terminal: [select .. M

Note: Multiple vehicles may also be added later by uploading a spreadsheet.

You can add individual vehicles now, add them later from the Carrier Information screen, or import them via uploading a spreadsheet below.

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

A [1022 PETERBILT 2015 | Edit | [ New k,
Vehicles
| Back to Dashboard | | Setup Escrow Account |
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 o Click the Expand Chevron icon for Search Permits in the Permits Panel on the Carrier Dashboard.

Carrier Dashboard

Permits issued and permits requiring further processing.
it... Show: “¥ Refresh %) Search Permits
ﬁ MNew Permit ~ Q‘h @

Permit . .
No/ID Type Submitted Status Action

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

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

Carrier Dashboard

Permits issued and permits requiring further processing.

ﬁ New Permit... Show: <% Refresh  (z)Search Permits @

Search By: J2=inia Nnle=s Go
Application 1D
" Vehicle
Permit - 3
No/ID Permit Type Submitted Status Action
_ Issue Date
018000681 Start Date 122002018 10:42 Issued Select. .

VIN Number AM

018000675 [Carrier Reference 120202018 10:42  Issued Select..
Terminal AM

e Enter the corresponding search information.

3. e C(lick the Go button.

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

4, e Click the Collapse Chevron icon to close Search Permits.

Carrier Dashboard

Permits issued and permits requiring further processing.

ﬁ New Permit... Show: % Refresh  (3) Search Permits @

&

Search By: [Application 1D v| [1015052 |[ eo |
Permit No/ID Type Submitted Status Action
1015052 Annual - Single Trip Supplemental - Cne-Way Unfinished  Select
Show:
5. e 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. e Locate a permit in the Permits Panel on the Carrier Dashboard with a status of Issued or Issued Prior.

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

Carrier Dashboard

Permits issued and permits requiring further processing.

E New Permit... Show: <% Refresh  (¥)Search Permits o

Permit " .

No/ID Type Submitted Status Action

018000653 Single Trip - Cne-Way 1202002018 11:33 Issued Sefect.
AM {E’)

018000681 Single Trip - Cne-Way 1202002018 10:42 Issued Select
AM

012000687 Single Trip - Cne-Way 12/20/2018 10:25 lssued Select..
AM

2. A list of actions will be displayed.

e (lick the View Permit link.

Carrier Dashboard

Permits issued and permits requiring further processing.

E New Permit... Show: %% Refresh  (¥)Search Permits @

Permit : -
No/ID Type Submitted Status Action
018000553 Single Trip - One-W: 12/20/2018 11:38  Issued Selige:
- g ° # A il Vleu:hit
018000681 single Trip - Cne-Way 1202012018 10:42  Issued Selt E Copy Permit
AM Request Amend
018000657 Single Trip - One-Way 1202002018 10:25  Issued Select...
AM
3. The Permit Details screen will be displayed.

Permit Details

Below is detailed information about permit number 018000688.
Permit Number: 018000688

Application ID: 1015077

Carrier: ProMiles Test 1

Type: Single Trip - One-Way

Commodity Type: Boats and Miscellaneous
Status: Issued

Delivered by Email to cchurch@promiles.com (=

Delivered by Fax to 409-555-1212 @&

Resend by Fax or Email to | =Y

Submit Date: 12/20/2018 11:21 aMm Issue Date: 12/20/2018 11:38 AM Start Date: 12/19/2018 End Date: 12/26/2018

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats
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4, To Resend a Permit PDF

e Enter afax number or email address in the Resend by Fax or Email to field on the Permit Details
screen.

e C(Click the Email/Fax icon.

Permit Details

Below is detailed information about permit number 018000688,
Permit Number: 018000688

Application ID: 1015077

Carrier: ProMiles Test 1

Type: Single Trip - One-Way

Commodity Type: Boats and Miscellaneous
Status: Issued

Delivered by Email to cchurch@promiles.com [«

Delivered by Fax to 409-555-1212 @

Resend by Fax or Email to [s44-837-4165 | [2=

Submit Date: 12/20/2018 11:21 aM Issue Date: 12/20/2018 11:38 AM Start Date: 12/19/2018 End Date: 12/26/2018

vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

—

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

Message from webpage @ Message from webpage [&J

[9_ Resend permit by Email? [e] Resend permit by Fax?

e Click the OK button to close the message.

A confirmation message will be displayed.
Message from webpage &J Message from webpage LE-J

! b Email sent successfully. l . The permit was resent by Fax successfully
k

e C(Click the OK button to close the message.
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Description

5. Vehicle and Load Tab

e Click the Vehicle and Load tab.

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

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats
Vehicle and Load
Load Description

Vehicles Used For This Permit
Unit Number Type Make Year VIN
Truck PETERBILT 2007 1XPHD49XTBO730463

Load and Dimensions
Below is a table containing the dimensions used when creating and routing this permit.

Dimensions
width: 10 ft. Height: 10 ft. Length: 65 ft.
Weight: 30000 Front O'Hang: Legal Rear O'Hang: Legal

Lowboy: No Hydraulic: No

Axles
Axle: 1 2
Distances:
Wweights:
# of Tires:

Tire Sizes:

6. Changes Tab
e 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.

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

Permit Changes
Below is a list of changes that have been recorded for this permit

Permit Office Actions
A list of Permit Office actions for this permit are listed below.

Date User Action Permit Status
Thu Dec 20 2013 11:39:05 GMT-D600 {Central Standard Time) Pay and Issue Permit Issued

Thu Dec 20 2013 11:35:43 GMT-0500 {Central Standard Time) Haley Brack Open Permit Pending

Thu Dec 20 2013 11:19:09 GMT-0600 {Central Standard Time) Haley Brack Open Permit User

Thu Dec 20 2018 11:19:0% GMT-D600 {Central Standard Time) Haley Brack Begin Copy Permit From Application ID 1015070 User

Permit Change Auditing
The dates the permit was edited in the database are listed below.

Date User View Changes

No audits found
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Doc/PDFs Tab

7.

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.

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

Permit Documents and PDFs

Below is a list of documents associated with this permit. Use the Upload Document form to add a document.

Permit Documents

Document Type Document Description Upload Date View

No documents found

Add New Document:

Description: | |

Document Type: |Route Survey Vl

Notes:

Upload Document

Permit PDFs
Document Date View

Thu Dec 20 2018 11:38:11 GMT-0600 (Central Standard Time) Open

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.

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Cenditions Chats
Permit Documents and PDFs
Below is a list of documents associated with this permit. Use the Upload Document form to add a decument.
Permit Documents
Document Type Document Description Upload Date View
|sehematics test 120202012 11:55 AM Open |
Add New Document: Browse...
Description: ‘
Document Type: ‘Rﬂute Survey hd
Notes:
Upload Document

Permit PDFs
Document Date View
Thu Dec 20 2018 11:39:11 GMT-0800 (Central Standard Time) Open

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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8. Notes Tab
e C(Click the Notes tab. Click the Add New Note link.

vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

Notes

Motes for this permit are listed below. Click Add Note to add a note to this permit.

Add New Mote

Mo notes found.

A blank field will be displayed.

Add Mew Note

Save Note | Cancel

e 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.

vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

Notes
Notes for this permit are listed below. Click Add Mote te add a note to this permit.

Add New Note

Posted By: Me Posted On: 12/20/2018 12:00 PM

Enter new note here.
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9. Provisions Tab
e C(Click the Provisions tab.

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

Vehicle and Load Changes Docs / PDFs Fee Items Special Items Payments Notes Route Conditions Chats

Permit Provisions
Provision

Turnpike Toll Plazas - All aver size and over weight loads must utilize the extreme right lane at toll plazas.

15: Permit vehicles may travel on designated routes during daylight from 30 minutes prior to sunrise until 30 minutes after sunset and during daylight from 30 minutes prior to sunrise unfil 8
amon Saturdays from Memorial Day to Labor Day.

16: Permit vehicles may travel on designated routes during daylight from 30 minutes prior to sunrise until 30 minutes after sunset and during daylight from 30 minutes prior to sunrise unfil 9
am.on Saturdays from Memorial Day to Labor Day on I-35, and during daylight from 30 minutes prior to sunrise until 12 p.m. on Saturdays on other state roads.

1: The driver shall carry the signed permit and a copy of the general provisions in the permitted vehicle and shall have same available for inspection by any police officer or representative of
the Department/Agency empowered to issue such a permit.

2: Listed provisions are in consideration of your vehicle and load configuration but are not comprehensive. Permitiee must comply with all applicable federal, state, and local laws and
regulations governing Oversize and Overweight Vehicle Permits.

3: All truck drivers must complete New Hampshire Department of Safety form 'Oversize/Overweight Checklist for each Permified Load' prier to driving on New Hampshire roadways for any
travel authorized by a New Hampshire Depariment of Transpertation Cversize/Cverweight permit.

4:'\When fraffic following a permit move has accumulated to 7 or more vehicles, the permit load and escorts shall yield the right-of-way for these vehicles to pass at the nearest, accessible,
safe location

5: No travel is allowed when road conditions, weather conditions, or visibility make traveling hazardous to the operator or to the driving public. Vehicles which are underway when inclement
weather occurs must exit the road at the first available location and park in a safe place unfil the weather clears, or until the road conditions improve. Also, must be compliant with the status of
the OS/OW Travel Nofification on the first page of the permitting web site. Mo travel is allowed if the "Inclement Weather Advisory” or red traffic light is displayed.

17: Permit vehicles may travel on designated routes during daylight from 30 minutes prior to sunrise until 30 minutes after sunset and approved night time moves.

27: Two waming signs reading OVERSIZE LOAD shall be evidence during all movements and placed on front and rear of haul vehicle and load. Warning signs shall be at least 7 feet wide
and 18 inches high with yellow background and black lettering. Letters should be at least 10 inches high with a 1.4 inch brush stroke. The hauling vehicle shall have an operating, top-
mounted, flashing or strobe amber light visible for 1,000 feet in all directions.

28: Any motor vehicle having a load or vehicle component which exiends beyend the sides more than 4 inches or more than 4 feet beyond the rear shall have the extremities of the load

marked longitudinally and laterally by 4-6 fluorescent red, fluorescent orange, or MUTCD standard flags, not less than 18 inches square, secured by at least 2 adjacent corners or mounted on
a staff.

10. e C(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.

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

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

Carrier Dashboard

Permits issued and permits requiring further processing.
ﬁ New Permit... Show: 2% Refresh  (¥)Search Permits @

Permit

No/ID Type Submitted Status Action

018000675 Single Trip - Cne-Way 1272002018 10:12 Issued Select...
AM @

013000673 Annual - Limited Radius 12202015 09:09 Issued Select...
AM

018000672 Annual - Limited Radius 12/20/2018 09:08 Issued Select...
AM

013000665 Annual - Limited Radius 12202013 08:56 Issued Select...
AM

2. A list of actions will be displayed.
e Click the Copy Permit link.
Carrier Dashboard
Permits issued and permits requiring further processing.
@ New Permit... Show: %% Refresh ¥) Search Permits Y
:s?:gt Type Submitted Status Action
018000675 Single Trip - One-Way 121202018 10:12 Issued Select
AM E View Permit
018000673 Annual - Limited Radius 12/20/2018 09:09 Issued Selec] 'If Copy, Permit
AM Request Amend
018000672 Annual - Limited Radius 1212072018 09:03 Issued Selecc
AM
018000868 Annual - Limited Radius 12202018 D3:56 Issued Select.
AM
3. The Order Permits screen will be displayed.
e Click the Next button.
4, The Order Permit: Load and Vehicle Configuration screen will be displayed.
e Review all populated fields and make any necessary changes.
5.

e 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.

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

Order Permits: Fees Application ID: 1015067

Below is the permit fee summary. Please review the permit details. If changes are needed, go back and make them before continuing. If the Pay / Submit buttons are not
visible at the bottom of the page, make sure the attest statement is agreed to first.

ProMiles Test 1 Haley Brack Ph: 409-555-1212

» Permit Fee Summary

Ttem Unit/Rig # Fee Amount Total
Single Trip - One-Way $8.50 $8.50
Total $8.50 $8.50

» Attest Statement

D By submitting this Application, I hereby certify that I am familiar with all New Hampshire traffic, motor vehicle, and A
other laws, requirements, and rules governing this move including, but not limited to, time, date, location, as well as
size of load, and will be in full compliance during mevement. I certify that all information I have included in my
application, including but not limited to, dimensions and weights are correct. I agree to move at my own risk and
assume all responsibility for injury to persons or damage to public or private property caused directly or indirectly by
the transportation of the vehicle or load under the permit. I agree to hold harmless the State of New Hampshire
Department of Transportation and other State agencies from all suits, claims, damages or proceedings of any kind

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

7. e  Click the Submit button.

8. The Order Permits: Payment screen will be displayed.
e Select the payment method from the Select Payment Method dropdown list.

e Click the Submit button.

Order Permits: Payment Application ID: 1015067

An asterisk (*) indicates required fields.

Payment Information

The amount you owe and options for paying are presented below. Please select a payment option and click the Submit button.
Amount Owed: $8.50 for 1 Permit(s)

Select Payment Method: g

Select... v

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

9. The Submission Complete screen will be displayed.
Submission Complete
Permit Submission Successful!
Your permit has been submitted. The permit(s) generated for this
order are listed below. To view or check the status of your permit,
return to the Dashboard.
* Return to the dashboard
* Order ancther permit
Application ID Permit Number
1015067 015000881
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. e 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. e Locate a permit in the Permits Panel on the Carrier Dashboard with a status of Unfinished.

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

Carrier Dashboard

Permits issued and permits requiring further processing.

ﬁ New Permit... Show: <% Refresh  (¥)Search Permits o

Permit T Submitted Stat Acti

No/ID ype ubmitte atus ion

1015051 Single Trip - Cne-Way Unfinished Select .

018000653 Annual - Limited Radius 121202018 08:56 Issued Si:rlt...
AM

015000685 Annual - Limited Radius 12/20/2013 03:4% Issued Select...
Al

1015030 Annual - Single Trip Supplemental - Cne- Unfinished Select...

Way
2. A list of actions will be displayed.

e Click the Resume Permit link.

Carrier Dashboard

Permits issued and permits requiring further processing.

E] New Permit... Show: 2% Refresh  (¥)Search Permits o

Permit . .

No/ID Type Submitted Status Action

1015051 Single Trip - One-Way Unfinished Selech T Y r—

018000668 Annual - Limited Radius 12/20/2018 03:56 Issued Selec
AM E ancel Permit

018000665 Annual - Limited Radius 1212002018 02:4% Issued Select...
AM

1015030 Annual - Single Trip Supplemental - One- Unfinished Select...

\J'\.ra-?;
3. The Order Permits screen will be displayed.

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

4, The Permit Summary screen will be displayed.

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

» Attest Statement

] By submitting this Application, I hereby certify that I am familiar with all New Hampshire traffic, motor vehicle, and
other laws, requirements, and rules governing this move including, but not limited to, time, date, location, as well as
size of load, and will be in full compliance during movement. I certify that all information I have included in my
application, including but not limited to, dimensions and weights are correct. I agree to move at my own risk and
assume all responsibility for injury to persons or damage to public or private property caused directly or indirectly by
the transportation of the vehicle or load under the permit. I agree to hold harmless the State of New Hampshire
Department of Transportation and other State agencies from all suits, claims, damages or proceedings of any kind

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

5. e Click the Submit button.
The Order Permits: Payment screen will be displayed.
6. e Select the payment method from the Select Payment Method dropdown list.
e Click the Submit button.
Order Permits: Payment Application ID: 1015051
An asterisk (*) indicates required fields.
Payment Information
The amount you owe and options for paying are presented below. Please select a payment option and click the Submit button.
Amount Owed: $8.50 for 1 Permit(s)
Select Payment Method: @
Select... ™
Cancel
e Continue processing through the payment screens entering the required information.
7. The Submission Complete screen will be displayed.
Submission Complete
Permit Submission Successfull
Your permit has been submitted. The permit(s) generated for this
order are listed below. To view or check the status of your permit,
return to the Dashboard.
* Return to the dashboard
* Order another permit
Application ID Permit Number
1015051 015000675
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. e 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. e Locate a permit with a status of Issued or Issued Prior in the Permits Panel on the Carrier Dashboard.

e C(lick the Select link in the Action column for the desired permit.

Carrier Dashboard

Permits issued and permits requiring further processing.

ﬁ New Permit... Show: <% Refresh  (¥)Search Permits

Rernit T Submitted Stat Acti

No/ID ype ubmitte us ion

018000632 Annual - Statewide 121942018 217 PM  Issued Select..

018000631 Single Trip - Cne-Way 121972018 216 PM  |ssued Select. .

018000630 Single Trip - Cne-Way 12192018 213 PM  Issued Se{b&..

018000629 Single Trip - Cne-Way 121972018 1:50 PM  |ssued Select.

018000628 Single Trip - Cne-Way 121972018 1:23 PM  |ssued Select.

018000627 Single Trip - Cne-Way 121972018 1:00 PM  |ssued Select.

2. A list of actions will be displayed.
e C(lick the Request Amend link.
Carrier Dashboard

Permits issued and permits requiring further processing.

E New Permit... Show: <% Refresh  (¥)Search Permits o

Bermit T Submitted Stat Acti
No/ID ype ubmitte us ion

018000632 Annual - Statewide 12192018 217 PM  Issued Select. ..

018000631 Single Trip - Cne-Way 12192018 2216 PM  Issued Selr= . .

E View Permit
018000830 Single Trip - Cne-Way 12192018 213 PM  Issued Sel
E Copy Permit

018000629 Single Trip - Cne-Way 121192018 1:50 PM  Issued Sel

018000628 single Trip - One-Way 12119/2018 1:23 PM  Issued sl Req”"“fh e
018000627 Single Trip - Cne-Way 12192018 1:.00 PM  |ssued Select...

3. The Amend Reason Request screen will be displayed.

®

The NHDOT Permit Office will consider amendments to issued permits
on a case-by-case basis. Generally, amendments are allowed
equipment breakdown and weather conditions. A NHDOT Permit Office
staff member will grant or deny most amendments requests within 1
business day.

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

e (lick the Submit button.
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Step Description

4, A confirmation message will be displayed.

Message from webpage [&J

l " Amend Request Submitted.

e 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.

Order Permits: Fees Application ID: 1015292

Below is the permit fee summary. Please review the permit details. If changes are needed, go back and make them before continuing. If the Pay / Submit buttons are not
visible at the bottom of the page, make sure the attest statement is agreed to first.

ProMiles Test 1 Natasha Wilcox Ph: 409-555-1212

» Permit Fee Summary

Item Unit/Rig # Fee Amount Total
Single Trip - Supermove - Roundtrip $12.00 $12.00
Total §12.00 $12.00

» Attest Statement

By submitting this Application, I hereby certify that I am familiar with all New Hampshire traffic, motor vehicle, and other
laws, requirements, and rules governing this move including, but not limited to, time, date, location, as well as size of
load, and will be in full compliance during movement. I certify that all information I have included in my application,
including but not limited to, dimensions and weights are correct. I agree to move at my own risk and assume all
responsibility for injury to persons or damage to public or private property caused directly or indirectly by the
transportation of the vehicle or load under the permit. I agree to hold harmless the State of New Hampshire Department
of Transpertation and other State agencies frem all suits, claims, damages or proceedings of any kind arising out of,
directly or indirectly, the transportation of the vehicle or load.

4, Click the Submit button.
Back Save And Exit Delete Permit
5. A message from webpage will be displayed.

An engineering review of the route and load is required for this permit.
Additional fees may be added during the Engineering Review process.
Press OK to continue. The application will be enqueued for further
review. Press cancel to modify or save the application.

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.

Order Permits: Fees Application ID: 1015292

ProMiles Test 1 Natasha Wilcox Ph: 409-555-1212

Permit Submission Successful!

Your permit has been submitted. The permit(s) generated for this
order are listed below. To view or check the status of your permit,
return to the Dashboard.

= Return to the dashboard
+ Order another permit
The following permits were enqueued for further processing.

Application ID

1015292

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

ep Description

1. e 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.

Enter a Route Application ID: 1015088

Back ‘ ”—| N RV
—— Route Survey Confirmation D

The dimensions for this permit require a Route Survey. If you
have a NHDOT Route Survey number appropriate for this
permit, enter it below and click Validate. If not, click the Enter

a Route button.

Origin Border Crossing
— Route Survey Number  permit
Validate Number
1-93 MA Line
de.
Via Points None If you don't have a Route Survey number, click Enter a Route e city of the intersection location
below. Enter a Route jocation markers for you to select
pse the marker that best represents
Destination Border Crossing
aving New Hampshire, select your
Select: Jine.
1-93 VT Line 7 it. Example: 43.170199,

a location on the map.

{Avoid Crawl Bridges on Route: [} in of travel

Validate and Run

vel on your trip

= Highway — Enter a single higl r a series of highways you would prefer to

= Find on Map — Click on “Select on Map" to open the map and select your higl via points.

Click Validate and Run (or Validate and Run with Return Trip if the permit type is round trip). The router wil
al route for your truck based on the weight and load parameters you entered earlier. For
round trip permits, the return trip will automatically populate as the reverse of the original trip.

If you need to modify your route after it runs, click the expand arrows to access your roufing options. Make the

desired changes, and then validate and run the frip again

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

Route Survey Confirmation l:l

The dimensions for this permit require a Route Survey. If you
have a NHDOT Route Survey number appropriate for this
permit, enter it below and click Validate. If not, click the Enter
a Route button.

Route Survey Number

l:l Validate Number
If you don't have a Route Survey number, click Enter a Route
below. | Enter a Route

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

e 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.

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

The Permit Summary screen will be displayed.
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Description

5. e C(lick the Create Route Survey button at the bottom of the screen.

Order Permits: Fees Application ID: 1015088

Bl 5 the parmit foe sumemary. hease neview the pesit detsls. I charges are nesdad, g0 back and maks them bafsce cortinuing. f the Pay / Submit bustors arg not
visible atthe bottaem of the page, maie sure the attest satement s agreed to irst

ProMiles Test 1 Haley Brack Ph: 409-555-1212

» Permit Fes Summary

Ttem Unit/Rig # Fee Amount Total
Single Trig - Supermave - One-Way §14.50 5§14.50
Total 514.50 $14.50

» Attest Statement

1-93 NORTH==> 1-93 VT Lin

» Order Review
Permit Type: Single Trip - Supermove - One-Way
Start Date: 12/20/2018  End Date: 12/24/2018

Vehicle And Load

Load Description: Boat Mold

Vehi ed For This Permit
Unit Number Type Make vIN
Tractor anymake dfac87927546
151 Traler peterbilt Isdijizosars
Permit Dimensions
Width: 100 Height: 13f 8. Length: 65 ft. 0 in.
Vicight: 80000 Front O'Hana: 0 Oin Rear 0°Hang: 0. 0in.
Lowboy: Ho Eave O'H 0ft. 0 in.
Axle Spacing!
Aslesgg 1 2 3 4
Distances: 204 0. 204, 0ir 126, 0in
Weights: 20000 20000 20000 20000
# of Tires: z a a a

Orig

n and Destination
i Destination: 1-93; NH/T State Line; Littieton
Turn by Tu

Seq  Miles  hhmm  Route To Distance  Time:
o op Origin: 1-93; NH/MA State Line; Salem 0.0 00:00
[T Beginning State-Maintained Travel 0.0 00:00
2 1319 0145 I93NORTH  Continue straight on -3 NORTH 13190 o145
3 oo Destination: 1-93; NHAVT State Line; Littleton 0.0 00:00

» Permit Provisions

Seq  Condition
1; The driver shall carry the signed permit and a copy of the general provisions in the permitted wehicle and shall have
same available for inspection by any police officer or representative of the Department/Agency empowered to issue such a
permit.
2: Listed provisions are in consideration of your vehicle and load configuration but are not comprehensive. Permittee must

2 comply with all applicable federal, siate, and local laws and regulations governing Gversize and Overweight Vehicle
Permits.
3¢ All truck drivers must comglete New Hampshire Department of Safety form Oversize/Overweight Checklist for each

3 permitted Load" prior to driving on New Hampshire roadways for any travel autherized by 3 New Hampshire Department of
Transportation Oversize/Overweight permit.

4: When traffic following & permit mave has accumulated to 7 or more vehicles, the permit load and escorts shall yield the

right-cf-way for these vehicles to pass at the nesrest, accessible, safe location.

5; No travel is allowed when road conditions, weather conditions, or visibility make traveling hazardous to the operator or
able

tothe driving public. Vehickes which are underway when inclemant weather occurs must exit the road at the first o

and park in a safe place until the weather clears, or until the road conditions improve, Also, must be compliant
the status of the O o the first page of the permitting web site. Mo travel is allowed if the
“Inclement Weather Advisory v iaht is displayed.

27: Two warning signs
haul vehicle and load, Warning signs shall be at least 7 feet wide and 18 inches high with yellow background and black
letzering. Letters should be at least 10 inches high with 3 1.4 inch brush stroke, The hauling vehicle shall have an
operating, top-mounted, flashing or strobe amber light visible for 1,000 feet in all directions

28: Any motor vehicle having a lead or vehicle compo
than 4 feet beyond the rear shall have the extremit
red, fluorescent erange, or MUTCD standerd flags, not less than 18 inches square,
or mounted on & stalf

ing OVERSIZE LOAD shall be evidence during all movements and placed on front and rear of

which extends beyand the sides more than 4 inches or more
of the load marked longitudinally and laterally by 4-6 fluoreseent
cured by at least 2 adjacent cormers

[ 31: See attached Route Survey.

6. The Submission Complete screen will be displayed.
e  C(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. e 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. e 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. e Click the Route Surveys link in the Administrative Panel.

Annual Permit Routing
Bid Route

Carrier Data
Engineering Reviews
Escrow

Reports

Savegﬁrips
Shopping Cart (13) Permits
Vehicle Import

2. The Route Survey Search screen will be displayed.

e Perform a search using the dropdown lists in the Route Survey Details section or locate the Route
Survey # in the Records Found table.

3. o C(lick 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.

Route Survey Search

Enter at least one search filter below and dlick search.

Route Survey Details

is ~
Starting permit £ ]
Starting Application ID _

Records Found: 136 Print Report
1-100 | 101-136

View Route Survey # Approved Start Date End Date Form Permits
1478 12/20/2018 01/19/2013 =
Upload 1477 12119/2018 01/18/201% ':'_
Upload 1476 12M19/2018 01nsz019 by e
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Step Description

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

Upload Signed Route Study %

Select Route Study:

e (Click the Browse button.

Browse...

e  Locate the file from your computer you wish to upload.
e Double click the file to be attached.

e  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.

Route Survey Search

Enter at least one search filter below and click search.

Route Survey Details

Route Survey #  [is ~[ |
Starting Permit #  [is ~[ |
Starting Permit ID [is ~[ |

Records Found: 16 Print Report

MSUWBV# Approved Start Date End Date Form

i 87 09/10/2018 101022018 ")
Upload 86 09/10/2018 10/10/2018 n__'
fw 84 v 4 09/17/2018 10172018 "
Upload 83 09/07/2018 10/07/2018 “:_
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.

NHDOT Permits Carrier Training V0.1 49 01/02/2019



