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Introduction

The Carlton County Transportation Department has implemented an ePermitting application for
utility permits. The ePermitting application is an internet based utility permit where an applicant
submits a utility permit application through a website. The paper form of the Carlton County
utility permit application will no longer be available January 1%, 2014. The ePermitting
application provides more efficient, accurate processing and management of utility permit
applications and utility permits.

This reference manual provides instructions for creating a new user account, submitting a utility
permit application, and managing your utility permits.

The ePermitting link is located on the Carlton County Transportation Department website at:

https://permits.co.carlton.mn.us/



New User Account Set-Up

You are required to possess a user account to submit a utility permit application. Setting up a
new user account is free. You must possess a valid email address to create a user account. It is
recommended that you create one user account for your agency. Automatic email notifications
are sent to the email listed in the account.

To create a new user account, click “New User” in the upper right corner of the ePermitting
application.
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Enter your profile information into the spaces provided. Make sure you save your email address
and password because they are required to log into your user account.
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General Information
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Email Addrass: *

Confirm Email Address: *

&4 Passwords
As you typa your password, vie will Password: *
check o ensure your password is
strong enough 1o keep your accaunt
sale and secure,

Confirm Password. *

FirstMame: *
Middle Initial
LaslMame: *

HAddress:*

City. *

After completing your profile information, click “Submit” at the bottom of the page. After you
submit your information, you will receive an email stating the new ePermitting account must be
activated. To activate your account, open the email and click on the web link contained in the

email. A new window will open stating your account has been activated.



Account Log-In

To log into your user account, click “Login” in the upper right corner of the ePermitting
application.
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Enter your email address and password then click “Login”. When you are logged in, you may
change your password at anytime by selecting “Change Password” under “User”. Make sure you
save your password. If you lose your password, click on “Forget your password” to generate a
new password that will be sent to your email address used for the account, or contact the Permit

Administrator at 218-384-9150.
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Submitting a Utility Permit Application

To complete a Utility Permit application, click on the Utility application.
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You will be automatically directed to the utility permit main dashboard. The main dashboard is
where you create a new utility permit application. It also lists utility permit applications that were
previously submitted. Click “Create Application” to begin a new utility permit application.
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Step 1: Information
In this step, you will identify the general information related to the permit application.

You are required to select a date range that you anticipate your work to be completed within. It is
important to provide your best estimate. Utility permits expire one year from the approval date if
no work has occurred.

Scroll down and complete the other description fields. The description fields marked with an .
are required. When finished, click “Next”.
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pulldown.



Step 2: Location

In the search field above the map, enter the description of the worksite location and click “Find
it”. For example, if the worksite is located near Carlton, enter “Carlton, MN”. You may also use
the navigation tools on the left side of the map to navigate to the worksite. Once you find the
worksite, use the drawing tools in the upper right corner of the map to draw the area of your
worksite. You may draw a polygon or place a dot to represent this area. Review the instructions
on the left side of the map to assist you with the drawing tools.
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location Relative to Road. To select multiple options in this field, hold down the “Ctrl” key on
your keyboard while left clicking with your mouse.




Step 3: Aerial
If the utility permit application involves above ground facilities, complete the description fields

in this step, then click “Next”.
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Step 4: Underground

If the utility permit application involves facilities at or below ground level, complete the
description fields in this step then click “Next”.
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Step 5: Sketch/Site Plan

To attach a sketch/site plan, click “Browse” and navigate to the file(s) on your computer. After
locating the file(s), click “Attach new file/Save new names for files”. You may proceed with the
utility permit application without attaching a sketch/site plan. However, you may be required to
submit a hard copy of a sketch/site plan during the utility permit application review.

m
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Step 6: Applicant

In this step, verify your profile information. If any information is not accurate or up-to-date, you
can complete any changes in this step. When you have reviewed all the information to be
accurate, click “Next” to proceed with the application.

Welceme, support@rtvision.com!
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Step 7: Confirmation

You are required to agree to the utility permit application terms. Click the checkboxes to accept
each term. When finished, click “Next”.
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Step 8: Payment

In this step, you are required to select a payment method.
After the payment method is selected, click “Next”.

Carlton County ePermitting Welcome, suppert@nision.com!
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Utility Permit application

Payment method: CheckBond ¥

Quantity Total
] §1,000.00

4.(den_|1mur_||!‘ e Apply Name Instructions

54 Bond  Ifprivate indwidual, requirsd 51000 bend.

5. s_[&élqhi Site Plan
Grand Tolal ~ §1,000 00

8.Payment

Enter ycur payment def
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Step 9: Finish Permit Application

This step provides an opportunity to review your utility permit application. THIS IS THE
LAST OPPORTUNITY TO REVISE THE UTILITY PERMIT APPLICATION PRIOR
TO SUBMITTING FOR APPROVAL.

Click on the “Check for Errors” button to view any required information or any problems with
information entered.

Cal'l t0n County ePEI’mitﬁng Welcome, suppori@rtvision.com!

Log out | Accaunt Settings | License aqreanant
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Utility Permit application

1, Information ; @v'm_ﬁl [@

2. Localion
Check lor errors

Check For Errors

4._Un|fa.rmwnﬂ, j Previewr

e Click Presizvi. This will d 3w windaw of 125 - simply losa thatta return here.
3:Sheten  3na Rlay . ..@ Ssignatures

Please check for errors belora s
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8. Payment
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If there is any information that needs to be completed or modified, the step will highlight in red.

Click on the step to complete the requirements.
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Once the errors have been corrected, click on Preview to view all of the information on one
screen view. Click to “Finish and Approve Application” to electronically approve and submit
the application.

Carlton County ePermitting

Welcome, support@rtvision,com!
oo ou! | Accaunt Seitings | Licenss agreament

Utility Permit application

Check for errgrs
Checking for

Mo errors wi

Preview

Click Erewiew, This will opan In a new windew of tab - simply clos thalta return hera
Signalures

Fimish and Approve Application

il |<Previous. @]

You will be automatically directed back to the main dashboard. The utility permit application
you just submitted will be listed under “Your completed utility applications”. Click on the

document icon to view your utility permit application. The permit application is pending review.
Once it has been approved, it will move to an “Active” status. You will be notified via an

automatic email notification. You can click on the link to open up the approved permit. You can

also check on the status by logging into your user account.

™ Incompizte ¥ Fending Keview ¥ Heady lar Inspactien L Work Camplete
I L I e e Active ™ Cancelled
Jpal LI DS Appant
R 1 Incomplete 03/05/2012 1:66 PM  Utility Permit PENDING #2 Wayne Olson 50.00
Statistics
. (5] Incomplete 03/12/2012 9:13 AM  Utility Parmiit PENDING #8 mine Milt Hagan 50.00
Incomplete: & i e
Completed: 2 | {2} Incomplete 03/28/2012 9:33 AM  Agate Picking Permit PEMDING #17 Barb Bassa §0.00
oo Tohakd A [ |31 Incomglete 04/23/2012 916 AM Uty Permit PENDING #27 Jenifer Thielen 50.00
Resources (2} Panding festew (0 of 2} 0410/2012 3.05 PM Utility Permit PENDING #20 Martheast Senica Codperativa Tiffany And 50.00
Tiffany Anderson
L} Panding revisv {0 of 2} 04/10/20123:20 PM  Utilty Paimit PENDING #21 Northeast Senice Cooperative Tiffany Anderson $0.00
| Terms and condtions Tiffany Anderson
Inspection niap (23 Panding review (0 of 2) 04/12/2012 10.35 AN Utility Permit PEMDING #22 N Senice Coop Tiffany Andi $0.00
| —— Tiffany Anderson
— - L] Papding review (0 of 2) 04/12/2012 11:23 AM Uility Permit PENDING #23 Notheast Senice Cooparaliva Tiffany Anderson $0.00
Tiffany Anderson
Contact Info ] Panding review (0 of 2} 04/12/2012 11:56 AM Utility Parmit PENDING #24 Northeast Senice Cooperalive Tifany Anderson 50.00
e A i TN Tiffany Anderson
e () Panding tevaw (0 of 2) 04/12/2012 12:28 PM Utifity Permit PENDING #25 Rlortheast Senice Cooparalive Tiffany Anderson 5000
Carlton County Transportation - 0= Andaisop
Department { ¥} Pending review |0 of 2} 74/23/2012 9:13 AM  Utility Permit PEHNDING #28 RtVision Jennifer Thielen §0.00
1630 County Road 61 / Jennifer Thielen
Cace Dbt | S R R
*If you have submitte ment, but Carlton County has not yet confirmed receipt of it, thal amount will sfill show in the Amount Due
column.
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YOU MAY NOT BEGIN WORK UNTIL THE UTILITY PERMIT APPLICATION IS
APPROVED.

Work Authorization

Upon submission of your utility permit application, you will receive an email stating Carlton
County has received your utility permit application. YOU ARE NOT YET AUTHORIZED

TO BEGIN WORK.

Once Carlton County has reviewed and approved your utility permit application, you will receive
an email stating your utility permit application is approved and the utility permit status will be
changed to “Active” on your main dashboard. Upon receipt of this email confirming the utility
permit is approved, you may start your work. YOU ARE NOW AUTHORIZED TO BEGIN

WORK.

While viewing the utility permit, you can print by clicking the “Print” icon in the upper right
comer of the ePermitting application. Your utility permit is automatically assigned a pending
permit number when submitted and a permanent permit number when approved. The permanent
permit number is listed on top of the permit as XXXX-XXX. The first four numbers are the year
and the second three numbers are the series number of the permit.

You may edit the permit when it is in a “Pending Review” and “Active” status by clicking on
“Remove Signatures” box on the left hand side. You can then make revisions and resubmit the
permit for review. The permit will be in a “Pending Review” status until the County approves
the changes. You will then receive an email notification when the status changes to “Active”.

Applications

Aclive

You must i from
this permit befare you may editit

Remove signatures.

Permit Application

Application for Utility
| cariton County
| cariton County Transportation Department
| 1630 County Road &1
' | Carlton, MN §5718
(218) 384-9150

e s f e e
Jennifer Thielen Hame:

(320) 6320760 Address: £8 East broadviay
jent@rision.com Little Falls, MH 56364

P Arnuecy
@ Inzpadfipn ngles

#8 Cancal

= ?'_-ﬂ'l

Taukiala Dr

@ Earmznauil; dalsls

Change ID number

PR L S o T A A DN
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YOU MUST POSSESS A COPY OF THE UTILITY PERMIT IN THE FIELD DURING
CONSTRUCTION OPERATIONS. YOU WILL BE CONSIDERED UNAUTHORIZED
TO BE IN THE RIGHT-OF-WAY IF YOU DO NOT POSSESS A COPY OF THE
UTILITY PERMIT IN THE FIELD.

Final Inspection

Upon completion of the work identified in your utility permit, YOU ARE REQUIRED TO
FLAG YOUR UTILITY PERMIT FOR INSPECTION. Click the “Flag” icon next to the
utility permit that is ready for inspection. This will notify Carlton County to inspect your
worksite. Once the utility permit has been inspected and work accepted by Carlton County, the
utility permit status will be changed to “Complete”. Carlton County will not close-out your
utility permit until the worksite has been inspected and has been satisfactorily restored to original
condition in accordance with the utility permit terms and conditions.

IT IS YOUR RESPONSIBILITY AS A PERMITTEE TO REQUEST FINAL
INSPECTION. FAILURE TO REQUEST INSPECTION AND/OR RESTORE THE
WORKSITE PROPERLY MAY RESULT IN THE SUSPENSION OF APPROVAL FOR
FUTURE UTILITY PERMIT APPLICATOQ.

Applications Reparts

12232011 153 FA FENDNIC 43 4
1122012 40 08 ALY 2012:002 i

01232012 9 32 £1) 2012303 2
0122012 1040 AR 2012001 k13

ilted a payment, bul Public Wor h.;s'm‘.yel confinned receipl of iL; Ihal amount vl still show in the Amotnt Due columa

Coniact Info

Managing Your Utility Permits

The main dashboard of the ePermitting application is divided into sections by permit status. The
first section is for incomplete utility permit applications you are currently working on and have
not yet submitted to Carlton County. These utility permit applications are listed under “Your
incomplete utility applications”. The permit listing for this section includes the date you last
worked on the permit and the step you last worked on. When working on a new utility permit
application, you may exit the ePermitting application at anytime and return later and continue
your incomplete application. Click on the “Pencil” icon to continue working on the utility permit
application. If you want to delete an incomplete utility permit application, click on the “X” icon.



To view other permits by current status, check the box next to the status(s) you wish to view.
The corresponding permit applications or active permits will display below. Only the permits
created for that user account will display on the user account dashboard. The permit listing for
this section includes the permit status, date submitted, permit number (ID), the city the worksite
is located in or near, and the amount due. You may view a completed utility permit application
by clicking the document icon next to the utility permit. While viewing a utility permit, you can
print by clicking the “Print” icon in the upper right corner of the ePermitting application. If you
would like to cancel a utility permit application, click the “X” icon. You will not be charged the
permit fee for canceled utility permit applications.

The following are definitions for each permit status.

Pending review (0 of 2): The utility permit was submitted by the Permittee but has not
" been reviewed or recommended for approval by the Permit
Administrator.

Pending review (1 of 2): The utility permit was reviewed and recommended for approval
by the Permit Administrator. It is awaiting final approval by the
County Engineer.

Active: The utility permit has received final approval. The Permittee may
begin work at anytime.

Ready for Inspection: ~ The Permittee has requested final inspection of the worksite.

Complete: The utility permit has had a final inspection and was marked as
complete. All restoration work is complete and satisfactory.

In the “Statistics” pod located on the left side of the main dashboard, you can track the number
of utility permits that are incomplete or complete.

In the “Resources” pod located on the left side of the main dashboard, you can access a copy of
the utility permit terms and conditions.

In the “Contact Info” pod located on the left side of the main dashboard, you can view the
contact information for the Carlton County Transportation Department.

Resources
If you have questions regarding the ePermitting application, please contact the Permit
Administrator at the following.
Phone number: 218-384-9150
Carlton County Transportation Department Address:
Carlton County Transportation Department
1630 County Road 61
Carlton, MN 55718
‘Carlton County Website: http://www.co.carlton.mn.us/
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