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Introduction

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

This reference manual provides instructions for creating a new user account, submitting a
moving permit application, and managing your moving 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 moving 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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4 Adds security
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Utility/ROW Moving
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4.7 Required fields
Thera are a number of r2quired flelds
on the signup farm. You can idenlify
required fields by the astarisk to the
right of thera name.

3 Passwords

As you type your password, we will
check lo ensure your password is
strong enough 1o kaap your accounl
sale and secure.

Your Profile

Genecal Information
Emall Addrass: ®

Confirrm Email Addrass: *

Passwaord: ©

Conflrm Password, *

FirstMame: *
Kliddle Initial:
LastName: *

Address.*

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.

Carlton County ePermitting Hinsy usor

Please Login
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Password ’ )
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Submitting a Moving Permit Application

To complete a Moving Permit application, click on the Moving application.

Walcome, Guest!
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You will be automatically directed to the moving permit main dashboard. The main dashboard is
where you create a new moving permit application. It also lists moving permit applications that
were previously submitted. Click the type of moving permit under the “New Application”

heading to begin a new moving permit application.
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Below the new applications is the “Manage” tool. You can enter your vehicle and trailer
information ahead of time and then select from those options when completing a new

application.

Step 1: Vehicle
In this step, you will identify vehicle information related to the permit application.

You are required to enter in vehicle information with an * asterisk next to the field. For some
moving permit types you have the option of attaching a state permit. Click Choose File to
navigate to the file to upload. This attachment will then be saved with the vehicle if the vehicle

is used on new permit application.

When finished completing the information, click “Save your vehicle”. You will then be able to
click “Next” to move to the next step in the application.

M
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Step 2: Move

If the permit type selected requires information on the move or trip, step two will collect this
information.

Enter in the Object or Material to be moved along with the overall dimensions. Then click “Save
overall dimensions”. You will be brought back to enter or select additional information on the

move,
T e Y B A

Add overall dimensions

AT VISIONES

Applications

You are here: Your overall dimensions

Step 1.
Filin any required fielos Mlelds marked 1. Description
with an asterisk) and any optianal

fields. i, On,2ct or Liatarial i 7]
Step 2,
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¢ Save your overall u}mensinnsf

Enter in your axle information by clicking on the image. You can also enter the information into
a text only version by clicking on the button located on the right hand side. To display the axle
spacing, drag the tire icon to show the distance between the two axles. The description will
provide you a place to name the axle configuration to be reused on other moves.

TOU afe Nere! ploing gramiynag » MOAITY aXIe CONNgUrations
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Enter in the entire route on the move. Below the route, enter in the County Roads that will be
traveled on. Save your route to be reused on another permit application.

Velcome, support@rtvision.cam!

Carlton County ePermitting

Log oyt | Yhat's Hew | Licgnse sgrezmen

Applications

You are here: Your rautes
Add route

1. Route

Step 1.
Fill in an; raguired fialds (fields marked
with an asterisk} and any optianal

fizlds. 4 Route From / To!

i, Ceunty Roads

Step 2.
Veiify your information 1s cormect and
cllckthe savz button al the boltom of the : : i
pags. {Saveyourroule ' Resume application |

If the permit type require a trailer to be specified for the move. Enter in the information and
click “Save your trailer. This can be reused on another permit application.

Welcome, suppori@rtvision.com!

Carlton County ePermitting
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Step 1.
Flt In any reguired fizlds (ietds marked
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After information has been entered or selected on your move, select the date of move. The
permit will be valid for 5 days from the approval date.

* Axle configuration (Add)
C 0312

3adesin 3 groups 34.000 paunas

* Trailers (Add)
™ dozer

intemationat 224

Dates

J Moe start data

Final Location

‘Save yourmove| Resume application |

Has a parmit seen issuz for the final lacation®

Step 3: Applicant

The applicant and company information will be auto-filled from your user profile. If additional
information is required, complete before moving to the next step.

Applications

Applicant info

* dgplicantnama.

* £pplicant emall.

* Apphcant ghane:

* Apphicant fac

Applicant cei:

Company info

* Company name’

' Company street addrass
* Cornpany slate:

* Company z:p.

Insurance information

* Insurance campany nama:
! Insuranca policy numbsar.

" Amaunt insurad.

! Use my profile Information ]

s e

Single Trip Oversize Move permit application

A voaymis primitpe

Jennitar Thislen |
‘suppan@nsion.com
(320 4632 - 0760
1 ]

| 3

Rtsisian
‘53 EaslBroadnay
i

55245

Slate Farm
HLL-234-44 400
51.000000¢

1 Modity tis permit ype




Step 4: Terms

Read the terms of the permit and if you can meet the conditions of the permit, check the box and
move to the next step.

%
Carlton County ePerm itting Wielcoma, support@visian.com!
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Single Trip Oversize Move permit application 416
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5, Payment |
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Step 5: Payment

In this step, you are required to select a payment method. Payment must be received prior to the
permit being issued.
After the payment method is selected, click “Next”.

%

Carlton County ePermitting Vistcoma, suppon@rvision.caml

Log out | What's Hew | Lense agisment

Applications Reports

single Trip Oversize Move permit application 516

- Vehicle
2 Moves
Paymant method' Chack ¥

Apply  Fee Hame Instructions

3. AppHcant
Cost Quantity  Tolal

§1000 1 51000
§i0.00

4. Terms

Singlg Trp Quarsize Wowe  Permitissued aftarreceiptof fee

5. Paymenl

1 Updatetotal] a2 Asgater! |7 tanagalass

1) Modty his permit ype
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Step 6: Review

This step provides an opportunity to review your moving permit application. THIS IS THE
LAST OPPORTUNITY TO REVISE THE MOVING PERMIT APPLICATION PRIOR

TO SUBMITTING FOR APPROVAL.

Applications

1. Vehicls [<Previoss [pinisn]

2 Moves

s.éppu:nn[

; Carltan County
4, Terms

1630 Count; Road 61
Cartton, LIN 55713

5. Payment
— (218) 384-9150

6. Review
Applicant Information
Appilcant name

Applicant email

#gplicani phona
Company namea

Campany strazl addrzss
Company stalz

Company dp

Ameunt Insursd
Insurance company nams

Insurance palicy numbar

Application for Single Trip Oversize Move permit

Single Trip Oversize Move permit application

Carftan Count; Transpartation Department

Vehicle Information

Jennifer Thisien Vahicta maxa Kanwath
suppon@rtision.com Vehicle model 5500
(320} 632-0730 Vshide flicans# FTG1233
Risslan vEhicls slale L

£0 EastBroadway
1]

28345

3000

Stalz Farm
PILI-234-44448

£ Uodi'y tus pormi time

After you click finish, you will be automatically directed back to the main dashboard. The
moving permit application you just submitted will be listed under “Your completed moving
applications”. Click on the document icon to view your moving permit application. The permit
application is now 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.

YOU MUST POSSESS A COPY OF THE MOVING PERMIT IN THE TRUCK.

11



While viewing the moving permit, you can print by clicking the “Print” icon in the upper right
corner of the ePermitting application. Your transportation 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.

Applications

You are here: [nd¢x > Dashboard

New applicatio
Bt SN
Annual Oversize Move |8

Seasonal Overwt Farm [
e 48 4
Singl Trip Oversize Move

Incomplete Pending Open Clased Dates m i
F Incorplete I PendingReview M Active I Cancalted I Hodified
F On Hold I Dened ™ Appoed
W Expited

i)

03/21/20123.25 PM Ho Annual Oversize Move

Panding rmlen (D of 1) 02/25/2013 1:50 PM PEMDING: #6  Kenworth FTG1233 No. Singla Tip Ovarsize Mo 1

02252013 133PM  SWL2013-01  Westem Star PRY0593  Yes Seasonal Overvt Refuse

Seasonal Ovevit Refuse 1
Single Trp Oversize Koz

Weslern Star PRYDS93  Yes

International HIKL2H

03/27/2012 10:21 AM
031122012 1044 Al

Expirdd

Expired o

a payment, but Cariton Gounty has not yet confirmed receipt of il that amount will still show in the Amount Due column.

Resources

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

Pending review {0 of 1)

Actions Hide 2

77 Aoprgee this soulication
$ Managa fegs forthis apolication

$¢ Cangallhis seplication

Attachment Hide

RivislgnLogo iog

Hide

Edit Moves

WARMING: To editthis parmitin any
way vill raquira all the signalures ta be
ramov2d and hen re-oblalned

Details for permit #6 Print &

Application for Single Trlp Oversize Move permit Paeid 19, PEHOINE: o2

Carllon Counly

Carifon Caounly Transpartation Deparment

1430 Counly Raad 81

Carlton, 1N 55713

(218) 204-2150

Applicant Information Vehicle Information

Applicant name Jannifer Thislen Vehiclz maks Kenworlh

Epphcant email support@asion com Vehicle modzl 2200

&pplicant phane 320)532-0780 Vahicls licanse FTG1233

kaplicant fay 320} 632-0760 Vahiclz stan [AL)

Company name Rfision

Cormpany state 1

#mountinsurzd $1.000,000 00

I*surance company name State Faim

Insurancs policj numoas HUN-234-40444

Payment Information

Feename [nstructions Amaunt Quantity Total
Parmitissuad aferrzcaiptol fee 51000 1 510.00

e Singlz Tnp Ouarsize Loz
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Pending review (0 of 1): The moving permit was submitted by the Permittee but has not
been reviewed or recommended for approval by the Permit

Administrator.

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

Expired: The moving permit end date has expired.

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

In the “Manage” pod located on the left side of the main dashboard, you can create a database of
vehicle and trailer information to be used on the permit application.

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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