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Welcome to IN OSOWPS 

Scenario 1 – Creating an Account 
New users of IN OSOWPS can create their company account on the Login Page. Users must have an account in IN OSOWPS 
to order a permit.  

Scenario Steps  

Step Description 

1.  • Log in to the Indiana Department of Revenue – Motor Carrier Services (MCS) site to access the IN OSOWPS 
Company Dashboard.  

https://motorcarrier.dor.in.gov/loginHome.html  

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

• Click the OSW button. 

 

• Click the Apply for OSW Account link. 

 

https://motorcarrier.dor.in.gov/loginHome.html
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Scenario Steps  

Step Description 

2.  The Create New Company Account screen will be displayed. 

 

• Enter one of the following combinations of company information. These numbers will be validated so they must 
be entered correctly. 

Note: The FEIN is the Federal Employer Identification Number, also known as the Tax Identification Number. 

a. USDOT Number and FEIN Number 

b. USDOT Number and SSN 

c. USDOT exempt checkbox and FEIN Number 

d. USDOT exempt checkbox and SSN 

Note: The Next button will be displayed once all necessary fields are complete. 

• Click the Next button to verify the information entered. 

3.  If Company Account Already Exists 

If the company’s OSW account already exists, the following error message will be displayed.  

 

• Click the OK button to close the error message and return to the Create New Company Account screen. 

• Click the Clear button to clear the entries and start over. 

• Click the Cancel to close the Create New Company Account screen and return to MCS. 
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Scenario Steps  

Step Description 

4.  If Company Cannot Be Found 

If the company cannot be found in MCS and/or SAFER, the user will still be able to create the new account. The 
user will not receive a pop-up message and the Next button will be displayed. When the user proceeds to the next 
screen, the user will be required to manually complete all of the fields. 
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Scenario Steps  

Step Description 

5.  If Company Is Found 

If the company is found, the Company Name and Address will be displayed based on the information entered. If the 
Company Name and Address are not correct, check the entered information for accuracy.  

 
There are three possible messages that will be displayed when the company is found. 

o If the company is found in MCS, and the company does not already have an OSW account, the following 
message will be displayed: 

 
o If the company is not found in MCS, but is found in SAFER, the following message will be displayed: 

 
o If the company is found in MCS, and has an OSW account, the following message will be displayed:  

 

• Click the OK button to proceed with the account creation. 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

5 

Scenario Steps  

Step Description 

6.  The Request New Account - Account Information screen will be displayed. 

Note: Any available information from MCS that corresponds to the information entered will be populated. Fields 
marked with an asterisk (*) must have a value entered. Fields that are grayed out were pulled from MCS and 
cannot be changed within IN OSOWPS. This information must be changed with MCS and synched with IN OSOWPS.   

 

• Complete all known information and all required fields.  
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Scenario Steps  

Step Description 

7.  OSW Account Type 

• Select Carrier if the account is being created for a trucking company. 

• Select Permit Service if the account is being created for a Permit Service who will be ordering permits on behalf 
of a trucking company. 

 

8.  Business Type 

• Select the business classification from the Business Type dropdown list. 
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Scenario Steps  

Step Description 

9.  Permit Delivery Method 

The company’s default delivery method will determine how permits will be delivered to the customer once the 
permit is issued. 

 

• Select Email if permits should be emailed to the email address on file for the customer once the permit is 
issued. 

• Select Web Download if the customer will access permits from their Company Dashboard. 

• Select Fax if permits should be faxed to the number on file for the customer once the permit is issued. 

Note: If Email or Fax are selected, issued permits will be delivered to the email address or fax number in Company 
Information. Users can change this information on the permit application. The change will only affect that 
particular permit application and will not change the default selections in Company Information. 

o The Primary Delivery Method can be changed. 

o An optional Additional Delivery Method can be added. 

o The default email address can be changed to a different email address, when Email is selected as the 
delivery method. 

o The default fax number can be changed to a different fax number, when Fax is selected as the delivery 
method. 
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Scenario Steps  

Step Description 

10.  Mailing Address 

• Click the Same as Physical button next to the Mailing Address heading to pre-populate the fields, if the 
company’s mailing address is the same as the physical address. 

 

11.  • 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.  

Note: If the account does exist, the system will display a message stating the company is already on file. If the 
account does not exist in the system, a confirmation message will be displayed. 

• Click the OK button. 

The Legal Conditions screen will be displayed.  

 

• Click the Agree button. 

The Request New Account screen will be displayed. 

 

12.  • Click the Exit button to return to MCS.  
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Scenario 2 – Navigating IN OSOWPS 
There are several useful tools to help navigate IN OSOWPS. These tools are located throughout the interface so that users 
can access them from all applicable pages. The buttons available are dependent on the page the user is on in IN OSOWPS. 

Scenario Steps 

Step Description 

 Company Dashboard 

The Company Dashboard is broken into four (4) main parts.  

• Navigation Bar 
• Administrative Panel 
• Permits Panel 
• Company Support Panel 
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Scenario Steps 

Step Description 

 Navigation Bar 

The bar across the top of the Company Dashboard is called the Navigation Bar.  

 

Function Description 

Menu Click the Menu button to display the Administrative Panel. 

Home Click the Home button to close the current screen and return to the Company 
Dashboard. 

Help  Click the Help button to display the Page Help for the page the user is 
currently on in IN OSOWPS.  

MCS Home Click the MCS Home button to navigate to the Indiana Department of Revenue 
Motor Carrier Services website.  

Log Out Click the Log Out button to log out of IN OSOWPS. 
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Scenario Steps 

Step Description 

 Administrative Panel 

Click the Menu button to access the Administrative Panel. The Administrative Panel allows each company 
access to functionality such as altering their account information, running reports, importing vehicle inventory, 
obtaining routes for Annual Permits, and for quoting loads. Permit Services can additionally set up new 
companies and import vehicle spreadsheets on behalf companies from the Administrative Panel. Click the Close 
Menu link at the bottom of the listing to close the Administrative Panel. Refer to Administrative Panel on page 
20 for more information.  
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Scenario Steps 

Step Description 

 Permits Panel 

The Permits Panel on the Company Dashboard is the central location of most of the company’s permit business 
within IN OSOWPS. From the Permits Panel, users can order a New Permit, Search Permits, and Filter Permits in 
the queue and perform actions such as View, Copy, Resume, and Cancel permit applications. Refer to Permits 
Panel on page 57 for more information. 
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Scenario Steps 

Step Description 

 Company Support Panel  

The Company Support Panel allows the company to access functionality such as renewing the account, Shopping 
Cart, Special Weight Registration, Messages, Statistics, and Call Backs. Refer to the Company Support Panel on 
page 72 for more information. 

  

 Home 

Click the Home button to close the current screen and return to the Company Dashboard. 

 

 Help 

Click the Help button to access Page Help for the page the user is currently on in IN OSOWPS. 

 

 MCS Home 

Click the MCS Home button to navigate to the Indiana Department of Revenue Motor Carrier Services website. 

 

 Log Out 

Click the Log Out button to log out of IN OSOWPS. 
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Scenario Steps 

Step Description 

 Back 

Click the Back button to return to the previous page of the current process. 

 
Note: Throughout the application when the Back button is an option, click the Back button to go back one page 

rather than using the arrow back     in the browser. 

Note: New information will not be saved if the user clicks the Back button before saving or before going to the 
next screen.  

 Next 

Click the Next button to move to the next page of the current process. 

 

 Save and Exit 

Click the Save and Exit button to save progress in a permit application and exit the current process. 

 

 Delete Permit 

Click the Delete Permit button to delete a permit application. 

 

 Cancel 

Click the Cancel button to close without saving. This will not delete the permit application in most circumstances. 
One exception to this is on the first screen of the permit application; clicking the Cancel button from this screen 
will delete the permit application because it has not yet created a Permit ID. 

 

 Section/ Page Help 

Hover over a Section Help icon  to access Section Help for the section the user is currently on in IN OSOWPS. 
These Section Help items will explain the purpose of that section or provide an explanation to help determine 
what information needs to be provided. For more detailed information for the entire page, click the Page Help 
button.  

Note: Not all Section Help icons  have the click Page Help functionality. Some, such as those on the Special 
Items page in the Order Permits process, are hover only. 
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Scenario Steps 

Step Description 

 Validate and Run 

Click the Validate and Run button to generate a route based on Origin and Destination choices. This option is also 
used when changes are made to Route Via Points, Origin, or Destination. 

 

 Permit ID 

Once a permit application proceeds past selecting a Permit Type, the screens that follow will display the Permit 
ID number as a reference for the user to identify the Permit ID that is being worked. 

 

 Permit Notes 

Click the Permit Notes button to add or view any notes for a permit application. Company and State Users can 
add and view notes for the application.  

 
If there is a previously added note, there will be an envelope icon on the Permit Notes button letting the user 
know there is a note waiting.  
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Scenario Steps 

Step Description 

 Permit Documents 

Click the Permit Documents button to add or review any documents for a permit application. Company and State 
Users can add or view documents. To add a document, it must already be saved to the computer. Users can 
browse computer files to locate the document, select it, and then upload it to IN OSOWPS. Users must select a 
document type from the dropdown list to better identify the type of document being added such as a Bucket 
Truck Waiver, Local Permit, or Utility Letter.  

 
If there is a previously added document, there will be a Document icon on the Permit Documents button letting 
the user know there is a document waiting.  

 

 Radio Buttons 

Radio Buttons are used throughout IN OSOWPS. A radio button, or option button, is a type of graphical user 
interface element that allows the user to choose only one of a predefined set of options. Only one radio button 
can be chosen for each selection. In the example below, the Start Date radio button is selected. Click in the circle 
to select a radio button. 

 

 Permit PDF 

From reports and/or Permit Details, the user can view the Permit PDF. Click the Permit PDF icon or Permit 
Number hyperlink to view a copy of the permit. The Permit PDF can be printed. 

 

http://en.wikipedia.org/wiki/Graphical_user_interface
http://en.wikipedia.org/wiki/Graphical_user_interface
http://en.wikipedia.org/wiki/Elements_of_graphical_user_interfaces
http://en.wikipedia.org/wiki/Set_(computer_science)
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Scenario Steps 

Step Description 

 Expand/Collapse 

On the Enter a Route screen, users can Expand and Collapse the Enter Trip Panel to display or hide the routing 
points. To edit the route, expand the Enter Trip Panel to change any of the routing points. The Expand and 
Collapse feature is available whenever the Expand/Collapse Chevron icons are displayed throughout the system. 

 

 Spell Check 

On certain screens in IN OSOWPS where there is free form text that can be entered that will be displayed to End 
Users, IN OSOWPS provides Spell Check. When a user has completed the text entry, click the Check Spelling 
button. A Spell Check box will be displayed similar to those available in Word. This Spell Check box will display 
each suggested spelling error and give the option to Ignore Once, Ignore All, Replace, Replace All or Cancel. It 
will also provide suggestions to replace the word identified as a spelling error. Click the Cancel button to close 
the Spell Check box to continue in IN OSOWPS. 
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Scenario Steps 

Step Description 

 Calendar Selections 

Throughout IN OSOWPS, clicking in a Start Date or End Date field for a date selection will result in a calendar 
display. To select the date to use, click the appropriate date on the calendar.  

 

 Map Layers 

IN OSOWPS offers three features to aid in creating permit routes.   

• The On-System checkbox turns the green highlighted roads on and off. When the box is checked, 
Indiana state maintained roads are designated on the map with green highlights.   

• The Restrictions checkbox turns the red highlighted areas that contain restrictions on and off. When the 
box is checked, restrictions are designated on the map with red highlights.   

• The Crossed Bridges checkbox allows users to view all bridges that were crossed for the selected route. 
When the box is checked, the bridges crossed are designated on the map with green checkmarks.  
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Scenario Steps 

Step Description 

 Travel on State Maintained Roads 

Roads approved for OS/OW travel, which are managed by the State of Indiana, are called state maintained roads. 
If a location is selected that is not on state maintained roads, the system will prompt the user to pick another 
location and all state maintained roads will be displayed in green highlight to aid in selection. Users must zoom in 
very close for the map to display separate directions of travel on divided highways. Be sure to pick the proper 
direction of travel when selecting routes on divided highways. 
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Administrative Panel  
This scenario details the steps needed for a Customer User to utilize the Administrative Panel. The Administrative Panel 
allows each company to access functionality such as defining and altering their account information, running reports, 
importing vehicle inventory, and quoting loads. Permit Services can additionally set up new companies and import vehicle 
spreadsheets on behalf of companies from the Administrative Panel. Click the Close Menu link at the bottom of the listing 
to close the Administrative Panel.  
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Scenario 3 – Annual Permit Route 
The Annual Permit Route feature allows an IN OSOWPS suggested route to be generated for an Annual Permit. These 
routes are good for a configurable number of days as defined by the State.  

Scenario Steps 

Step Description 

1.  • Click the Annual Permit Route link in the Administrative Panel on the Company Dashboard. 

 
The Time Period Routes screen will be displayed. 

• Enter the Permit Number for an Annual Permit assigned to your company.  

  

• Click the Find button.  

Note: A message will be displayed if the Permit Number entered is not associated to an Annual Permit. 

2.  The Time Period Routes screen will be displayed. The Dimension fields will be populated with the road dimensions 
that were saved to the permit during the Order Permits process. 

 
Note: The saved dimensions can be used, or dimensions can be entered that are lower than the saved dimensions. 
If dimensions need to be higher than those that are saved, a new permit should be ordered.  

• Click the Next button to continue. 
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Scenario Steps 

Step Description 

3.  The Enter a Route screen will be displayed.  

 
Proceed to enter a trip as described in Scenario 30 – Generating a Route on page 134. 

• Click the Validate and Run button and review your trip results once your trip points are entered.  

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. 

4.  • Click the Print Route link at the top of the Trip Results Panel to print once satisfied with your trip results. 
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Scenario Steps 

Step Description 

5.  The Route for Permit screen will be displayed. 

 
Note: The printed document will reference the Permit Number entered and is to be used in the conjunction with 
the permit. This route is only valid for a configurable number of days as defined by the State. 

• Close the Route for Permit screen to exit and return to the Enter a Route screen. 

6.  • Click the Return to Dashboard link or click the Home button to exit the Enter a Route screen and return to the 
Company Dashboard. 
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Scenario 4 – Bridge Studies 
Bridge Studies are used in Indiana as part of the analysis process to determine if very heavy loads can safely travel over 
bridges. This scenario details the steps needed to view Bridge Studies.  

Scenario Steps  

Step Description 

1.  • Click the Bridge Studies link in the Administrative Panel of the Company Dashboard.  

 
The Customer Bridge Studies screen will be displayed. 

 

• Select the desired parameters and enter the criteria in the Bridge Study Search Parameters fields. 
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Scenario Steps  

Step Description 

2.  Bridge Study Parameters 

Bridge Study Parameter Bridge Study Parameter Description 

Permits Pending Status Select Any permit status to see all Bridge Studies including Bridge Studies 
associated to issued or expired permits.  Select Has only pending permits to 
view Bridge Studies that are associated to pending permits.  

Starting Permit # To select the Bridge Study associated to a single permit, select the is option 
and enter the Permit Number. To select Bridge Studies associated to permits 
with a Permit Number greater than or equal to a selected number, select the is 
greater or equal to option and enter the number. To select Bridge Studies 
associated to permits with a Permit Number less than or equal to a selected 
number, select the is less than or equal to option and enter the number. To 
select Bridge Studies associated to permits with a Permit Number between 
two numbers, select the is between option and enter the two numbers. The 
numbers entered must be valid IN OSOWPS Permit Numbers. 

Starting Permit ID To select the Bridge Study associated to a single permit select the is option and 
enter the Permit ID. To select Bridge Studies associated to permits with a 
Permit ID greater than or equal to a selected number, select the is greater or 
equal to option and enter the Permit ID. To select Bridge Studies associated to 
permits with a Permit ID less than or equal to a selected number, select the is 
less than or equal to option and enter the Permit ID. To select Bridge Studies 
associated to permits with a Permit ID between two numbers select the is 
between option and enter the two Permit IDs. The numbers entered must be 
valid IN OSOWPS Permit ID numbers. 

Search Bridge Studies button After selecting the desired parameters, click the Search Bridge Studies button.  
 

3.  • Click the Search Bridge Studies button.  

The Bridge Studies that meet the selected parameters will be listed in the Records Found section below the 
Bridge Study Search Parameters section. The Bridge Studies are listed in date order with the most recent first. 

4.  • Click the Home button to return to the Company Dashboard. 
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Scenario 5 – Company Data 
The Company Data link opens the IN OSOWPS Company Management Portal screen. This screen is partially populated from 
the information entered or obtained from Indiana’s Motor Carrier Services system (MCS) when the account was created. If 
the information displayed is acquired from MCS, it cannot be changed. It must be updated in MCS and synced in IN OSOWPS 
by clicking the Sync with USDOT Data button.  Other information can be added for use when ordering permits.  

The IN OSOWPS Company Management Portal screen is a place for users with the proper permissions to add, edit, and 
delete items from the Company Assets. Here users can add contacts and users, edit addresses, and maintain the vehicle 
inventory for the company.  

Note: The IN OSOWPS Company Management Portal screen will display company information to users created with the User 
Type of Supervisor. All other users will only be able to view User Information regarding their personal username. 

Scenario Steps  

Step Description 

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

 
The IN OSOWPS Company Management Portal screen will be displayed.  
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Scenario Steps  

Step Description 

 Company Information 

Note:  All Company Information will be maintained in MCS. All updates to Company Information such as Company 
Name, USDOT Number, Phone Number, Address, etc. must be updated in MCS, not IN OSOWPS. Once MCS is 
updated, the new information will be pulled in to IN OSOWPS. 

Field Description 

Company The official company name 

DBA The company’s DBA (Doing Business As) if applicable 

Phone The primary contact phone number for the company 

Fax The primary fax number for the company 

Email The primary email address for the company 

Receive Electronic 
Communications Currently not used but has been left in place for future implementation. 

USDOT Number 

The company’s United States Department of Transportation Number (if the 
company has one) 

A State User can add a USDOT Number for a company account at a later date if 
the company acquires a USDOT Number. 

Delivery Method 

The company’s default delivery method to be used for issued permits 

The delivery method can be changed from the Primary Delivery Method when 
ordering a permit. 

Note: Regardless of the delivery method, all issued permits can be accessed 
from the Permits Panel on the Company Dashboard. 

Email Permits will be emailed to the email address on file. 

Web Download 
Permits will be downloaded by the company. These and 
all other issued permits can be accessed from the Permits 
Panel on the Company Dashboard.  

Fax Permits will be faxed to the fax number on file. 

MCS Account Number The company’s account number in Indiana’s Motor Carrier Services system 

MCS Company Type The company type listed in Indiana’s Motor Carrier Services system. This is a 
read-only field. 

Escrow contract on file? 
Does the company have an escrow account on file agreeing to terms and 
conditions? 

Default = No; Yes = the account has an escrow contract on file 
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Scenario Steps  

Step Description 

 
 

 

Field Description 

Escrow Balance The company’s escrow balance 

Sync with USDOT Data Click to sync with MCS and update the company information in IN OSOWPS. 

Update Click to save any edited or updated information on the IN OSOWPS Company 
Management Portal screen. 

Close Click to close the IN OSOWPS Company Management Portal screen without saving 
any changes made to the Company Information.  

2.  To Update Company Information 

• Edit the applicable fields. 

 
Note: The IN OSOWPS Company Management Portal screen contains all of the company information. If the 
information displayed is acquired from MCS, it cannot be changed. It must be updated with MCS and synced in IN 
OSOWPS.  

• Click the Update button. 

A confirmation message will be displayed. 

• Click the OK button. 
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Scenario Steps  

Step Description 

 Company Assets 

Field Description 

Contacts List of contacts for the company 

The user has the ability to edit contacts for the company. A contact must be set up 
as a User to order permits. 

Note: Contacts can only be added in MCS. 

Addresses List of addresses for the company 

The user has the ability to view addresses for the company.  

Note: Addresses are maintained and must be updated in MCS. 

Terminals Contact information for separate terminals or locations for the company 

The user has the ability to add, edit, and delete terminals for the company. 

Users Contact information for Company Users 

The user has the ability to view users for the company. Users are able to order 
permits through IN OSOWPS.  

Note:  Users are maintained and must be updated in MCS. 

Vehicles Listing of the company’s vehicle inventory in IN OSOWPS 

These vehicles can be used to populate information on the permit application. The 
user has the ability to add, edit, and delete vehicles for the company. 
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Contacts  
Any person that may need to be contacted by the Permit Office during the Order Permits process should be added into the 
system as a Contact.  

Note: Entering a Contact into the system does not give that person the ability to log in to IN OSOWPS. Each Contact must 
be set up as a user to log in to IN OSOWPS and order permits. 

Scenario Steps  

Step Description 

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

  
The IN OSOWPS Company Management Portal screen will be displayed. 
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Scenario Steps  

Step Description 

 

 

• Choose the Contact to be edited from the Contacts dropdown list. 

 

• Click the Edit button to the right of Contacts. 

 
The Contact Information screen will be displayed.  
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Scenario Steps  

Step Description 

2.  To Edit an Existing Contact 

• Edit the desired Contact Information. 
• Click the Update button to save the changes or click the Cancel button to exit the Contact Information screen 

and return to the IN OSOWPS Company Management Portal screen without saving changes.  

• Click the Home button to return to the Company Dashboard. 

Note: To edit other Company Assets, follow the same steps as editing a contact. 

3.  To Delete a Contact 

• Click the Delete button to delete the Contact or click the Cancel button to exit the Contact Information screen 
and return to the IN OSOWPS Company Management Portal screen without deleting the Contact. 

 

• Click the Home button to return to the Company Dashboard.  

Note: To delete other Company Assets, follow the same steps as deleting a contact. 
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Addresses 
The Mailing and Physical Address information is stored in IN OSOWPS for the company. An Address cannot be added or 
deleted, but can be edited. USDOT information must first be updated with MCS and then synced with IN OSOWPS by 
clicking the Sync with USDOT Data button on the IN OSOWPS Company Management Portal screen. 

Scenario Steps  

Step Description 

1.  To Edit an Existing Address 

• Select a Physical or Mailing from the dropdown list to edit. 

 

• Click the Edit button to the right of the Addresses.  
The Address Information screen will be displayed. 

 

• Edit the desired Address Information. 
Note: Fields marked with an asterisk (*) are required fields. 
• Click the Update button to save the changes or click the Cancel button to exit the Address Information screen 

and return to the IN OSOWPS Company Management Portal screen without saving changes.  

• Click the Home button to return to the Company Dashboard. 
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Terminals 
Some carriers divide their operations into separate operating units such as yards, divisions, terminals, or other 
terminology.  

Scenario Steps  

Step Description 

1.  To Add a Terminal 

• Click the New button to the right of the Terminals. 

 
The Terminal Information screen will be displayed.  

 

• Enter the desired Terminal Information. 
Note: Fields marked with an asterisk (*) are required fields. 
• Click the Insert button to save the changes or click the Cancel button to exit the Terminal Information screen 

and return to the IN OSOWPS Company Management Portal screen without saving changes.  

• Click the Home button to return to the Company Dashboard. 
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Scenario Steps  

Step Description 

2.  To Edit a Terminal 

• Select a Terminal from the dropdown list to edit. 

 

• Click the Edit button to the right of the Terminals.  

 
The Terminal Information screen will be displayed. 

 

• Edit the desired Terminal Information. 
Note: Fields marked with an asterisk (*) are required fields. 
• Click the Update button to save the changes or click the Cancel button to exit the Terminal Information screen 

and return to the IN OSOWPS Company Management Portal screen without saving changes.  
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Scenario Steps  

Step Description 

3.  To Delete a Terminal 

• Select a Terminal from the dropdown list to delete. 
• Click the Edit button to the right of the Terminals.  
• Click the Delete button to delete the Terminal or click the Cancel button to exit the Terminal Information 

screen and return to the IN OSOWPS Company Management Portal screen without deleting the Terminal. 

Note: To delete other Company Assets, follow the same steps as deleting a contact. 

4.  • Click the Home button to return to the Company Dashboard. 

 

Users 
Company Users have the ability to log in to IN OSOWPS and order permits. Users must be added through MCS.  

Vehicles 
To add, edit, and delete vehicles from the company, follow steps as listed for Terminals in this scenario on page 34. A 
company can also choose to keep a list of its vehicle Inventory. These Vehicles can be used to populate information on the 
permit application. Vehicle Inventory can also be uploaded to IN OSOWPS using a spreadsheet. Refer to Scenario 13 – 
Vehicle Import on page 52 for more information. 
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Scenario 6 – Escrow 
The Escrow feature in IN OSOWPS allows the company to maintain their Escrow account and supplies reports to reflect 
Escrow activity. This is provided to the company to enable Escrow activity and reconciliation directly from the Company 
Dashboard. If a company has an established Escrow account, the Escrow balance will be displayed in Statistics in the 
Company Support Panel on the Company Dashboard.  

Scenario Steps  

Step Description 

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

 
The Escrow screen will be displayed.  
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Scenario Steps  

Step Description 

2.  To View Escrow Account Activity 

• Click in the From field and select a beginning date from the calendar that will be displayed.  

• Click in the To field and select an ending date from the calendar that will be displayed.  

The records for the entered dates will be displayed in the Transaction list. 

  

• Click the Refresh Transactions link to refresh the list of displayed transactions.  

 

3.  To View Permit Details linked to an Escrow Transaction 

• Click the Permit Number link in the Permit(s) column. 

 
The permit PDF will be displayed in a new window.  

• Close out of the window to return to the Escrow screen. 
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Scenario Steps  

Step Description 

4.  To Deposit into an Escrow Account 

• Click the Deposit to Escrow using Online, Walk-In or Mail-In Payment link. 

 
The Escrow Processing screen will be displayed. 

 

• Enter the dollar amount in the Deposit Amount field.  

• Click the Submit button. 

The user will be redirected to Indiana’s online payment processor to continue the payment process. Once the 
transaction is complete, it will be displayed on the Escrow screen. 

5.  • Click the Home button to return to the Company Dashboard. 
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Scenario 7 – Pre-Trip Routing 
The Pre-Trip Routing interface allows a user to enter dimensions for a truck and load to create a route without submitting 
a permit application to IN OSOWPS. This feature is provided as a service to companies for quoting loads. A valid permit and 
route will be required for travel. The suggested route should not be used in place of a permit. This tool is for quoting 
purposes only.  

Note: Be aware when using Pre-Trip Routing that axle spacings are not taken into consideration for routing. Any route 
suggested in Pre-Trip Routing is subject to change if the Permit Type requires axle spacings or a Bridge Analysis. 

Scenario Steps  

Step Description 

1.  • Click the Pre-Trip Routing link in the Administrative Panel on the Company Dashboard. 

 
The Pre-Trip Routing: Enter Load Dimensions screen will be displayed. 
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Scenario Steps  

Step Description 

2.  • Enter your load dimensions into the appropriate fields using numbers only. If there are not inches for a 
parameter, leave the field blank. Do not enter zero as a dimension.  

Note: All fields for dimensions can be left blank. Leaving these fields blank will assume that all dimensions are legal.  

• Click the Next button to continue. 

The Enter a Route screen will be displayed.  
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Scenario Steps  

Step Description 

3.  • Proceed to enter a trip as described in Scenario 30 – Generating a Route on page 134. 

• Click the Validate and Run button. 

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. 

 
Note: For all routing options, refer to Scenario 30 – Generating a Route starting on page 134.  

4.  • Click the Return to Dashboard link above the map or click the Home button to return to the Company 
Dashboard once satisfied with the trip results. 
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Scenario 8 – Reports 
IN OSOWPS provides reports for company accounts to reconcile their permit and payment history. Reports allow the user 
to select parameters for the reports. Such parameters can include: 

• Payment Method 
• Permit Type 
• Format Type: PDF or Excel 
• Date Range 

 

Scenario Steps  

Step Description 

1.  To Print a Report 

• Click the Reports link in the Administrative Panel on the Company Dashboard. 

 
The Customer Permit Reports screen will be displayed. 
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Scenario Steps  

Step Description 

2.  • Select the desired Report Type and Report Parameters. 

• Select the desired format for the report, PDF or Excel, by clicking the corresponding radio button. 

 

• Select the date range for the report by clicking in the Start Date and End Date fields and selecting a date from 
the calendar.  

Note: The Start Date and End Date default to today’s date.  

 

• Click the Generate Report button. 

 
Note: Users will need to enable pop-ups before a report will be generated. The report will be displayed in the 
format that was chosen. The report can be viewed, saved, or printed. 
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Scenario Steps  

Step Description 

3.  A report will be generated showing the payment and permit history for the given date range. 

 

• Close the Customer Reconciliation Report screen to exit the report and return to the Customer Permit Reports 
screen. 

4.  • Click the Exit button or click the Home button to exit the Customer Permit Reports screen and return to the 
Company Dashboard. 
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Scenario 9 – Route Surveys 
Permits for very large loads require a Route Survey before a permit can be issued. A Route Survey is a document that the 
trucking or survey company, if used, will sign attesting they are able to safely navigate the system generated route with 
the load weight and dimensions stated in the permit application. Refer to Route Surveys starting on page 176 for further 
information. 

Scenario 10 – Saved Trips 
Saved Trips are used by companies to manage trips that were saved during the Order Permits process. Saved Trips are only 
available to Company Users with a User Type of Supervisor.  

Scenario Steps 

Step Description 

1.  • Click the Saved Trips link in the Administrative Panel on the Company Dashboard.  

 
The Saved Trips screen will be displayed. 
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Scenario Steps 

Step Description 

2.  To Edit a Saved Trip Name 

• Click the Edit Trip Name button on the trip to be edited.  

 
The Enter the name for this trip box will be displayed.  

 

• Enter the new name for the trip in the Enter the name for this trip field.  

• Click the Save Name button to save the new trip name or click the Cancel button to close the Enter the name 
for this trip box without saving the new trip name and return to the Saved Trips screen. 
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Scenario Steps 

Step Description 

3.  To Delete a Saved Trip  

• Click the Delete Trip button to the right of the trip to be deleted.  

 
A confirmation message will be displayed.  

 

• Click the OK button to delete the selected trip or click the Cancel button to cancel deleting the trip and return 
to the Saved Trips screen.  

4.  • Click the Home button to return to the Company Dashboard. 
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Scenario 11 – Shopping Cart 
Once a permit application has been approved by a State User or has been self-issued by IN OSOWPS, the permit will be 
available for purchase in the Shopping Cart. The Shopping Cart can be accessed from the Shopping Cart link located in the 
Administrative Panel or by clicking the Shopping Cart button located on the Company Dashboard. The button provides a 
summary of what is in your Shopping Cart awaiting payment. Approved permits will remain in the Shopping Cart until they 
are purchased.  Refer to Scenario 22 – Shopping Cart starting on page 79 for more information. 

Scenario 12 – Travel Violations 
The Travel Violations interface allows companies to view uncleared travel violations and upload a violation letter. 
Companies with uncleared travel violations will be suspended and unable to order new permits. A red message box will be 
displayed in Messages in the Company Support Panel on the Company Dashboard stating that the account is on hold for a 
travel violation. The company will be required to upload a Travel Violations letter for the suspension to be lifted. 

Scenario Steps 

Step Description 

1.  • Click the Travel Violations link in the Administrative Panel on the Company Dashboard.  

 

The Travel Violations screen will be displayed. 
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Scenario Steps 

Step Description 

2.  To Upload a Travel Violation Letter 

• Click the Upload Violation Letter link.  

 
The Upload Violation Letter window will be displayed.  

• Click the Choose File button. 

 
The Choose File to Upload screen will be displayed. 

• Select the document to upload. 

• Click the Open button. 

The Upload Violation Letter window will be displayed.   

• Click the Upload button. 

A confirmation message will be displayed.  

 

• Click the OK button to close the message box. 

The Travel Violations screen will be displayed.  

A notification will be sent to a State User that the document has been uploaded and is awaiting approval.  
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Scenario Steps 

Step Description 

3.  To Search For Cleared Travel Violations 

• Select an option from the Show Previously Cleared Violations dropdown list. 

 

• Click in the blank field to display the calendar. 

• Select a date from the calendar.  

• Click the Go button.  

The list of Travel Violations matching the selected criteria will be displayed below. The Travel Violations are 
listed in date order with the most recent listed first.  

• Click the Violation Letter link to view the Travel Violation letter. 

 
Note: If your computer settings do not allow the letter to download, click the Download File button from your 
warning notice and rerun the report.  

The Travel Violations Letter will be displayed. The document can be viewed, printed, or saved.  

• Close the Travel Violations Letter and return to the Travel Violations screen. 

4.  • Click the Home button to return to the Company Dashboard. 
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Scenario 13 – Vehicle Import 
Vehicle Import is made available to assist in easy entry of Vehicle Inventory by allowing user s to upload a spreadsheet of 
multiple vehicles. The Vehicle Information saved in the Vehicle Inventory is used to populate information on the permit 
application. To add individual vehicles to the company’s Vehicle Inventory, refer to Scenario 5 – Company Data starting on 
page 26.   

Scenario Steps 

Step Description 

1.  To Import Vehicle Inventory 

• Click the Vehicle Import link in the Administrative Panel on the Company Dashboard.  

 
The Import Vehicle Inventory screen will be displayed.  

 

• Click the Browse button to locate the file on the workstation. 

• Select the file to be imported. 

• Click the Open button.   

The file name will be displayed on the Import Vehicle Inventory screen.  

 

• Click the Upload File button.  

Note: The file must contain the Unit Number, Unit Model Year, Vehicle Make, VIN, and optionally, Terminal 
information. 
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Scenario Steps 

Step Description 

 The Import Vehicle Inventory Step 2 screen will be displayed. 

 

• Designate which column the data is located in by selecting the column number from each dropdown list.  

In the example above, the Unit Number is found in Column 1.  Additionally, in this example, the data starts on 
Row 2. Go through all of the dropdown lists and designate which column the listed data is located. 

• Click the Import Sheet button.   

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

 
If there are any errors in the data, the Vehicle Import Results screen will indicate the number of failures.  
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Scenario Steps 

Step Description 

 • Click the View Load Failures button. 

• Click the Open button to view the Vehicle Import Exceptions Report. 

The Vehicle Import Exceptions Report will be displayed. 

• Correct any errors in column numbers associated to the data and verify that there is data in all of the required 
fields.  

• Repeat the steps above to correct load failures.  

If all errors have been addressed, a confirmation message will be displayed confirming the vehicles were 
successfully imported. 

• Click the Return to Dashboard link or click the Home button to exit the Vehicle Import Results screen and 
return to the Company Dashboard. 
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Scenario Steps 

Step Description 

2.  To View Imported Vehicle Inventory 

• Click the Company Data link in the Administrative Panel on the Company Dashboard. 

 
The IN OSOWPS Company Management Portal screen will be displayed. 
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Scenario Steps 

Step Description 

 • Click the arrow on the Vehicles dropdown list. 

 

• Verify the list of vehicles. 

 

• Click the Excel icon to view an Excel List of your vehicles. 

• Close the Excel spreadsheet to exit the document to return to the IN OSOWPS Company Management Portal 
screen. 

3.  • Click the Close button or click the Home button to exit the IN OSOWPS Company Management Portal screen 
and return to the Company Dashboard. 
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Permits Panel  
The Permits Panel on the Company Dashboard is the central location of most of the company’s permit business within IN 
OSOWPS. From the Permits Panel, users can order a New Permit, Search Permits, and Filter Permits and perform actions 
such as View, Copy, Request Amend, Self Service Amend, Resume and Cancel permit applications. 

 
The list of permits displayed can be filtered by the Permit Status to show All, Unfinished, Pending, Issued, Expired and On 
Hold permits. 
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Permit Status Filter 

Permit Status Filter Permit Status Filter Description 

All Select to display All permits in the queue with the most recent listed first 

Unfinished Select to display Unfinished permit applications in the queue 

These permit applications were started by a Company User and have not been 
completed. Click the Select button, then the Resume Permit button to complete 
this permit application. 

Pending Select to display Pending permit applications in the queue 

These permit applications were started by a Company User and submitted to the 
Permit Office for review. These permits have not been approved.   

Issued Select to display Issued permits 

These are permits that have been approved and purchased and are currently 
active. 

Expired Select to display Expired permits 

These are permits that have been approved and purchased, but are no longer 
active. 

On Hold Select to display On Hold permits 

These are permit applications that have been submitted to the Permit Office, but 
are on hold waiting for additional approvals.  
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Scenario 14 – Filter Permits to be Displayed 
Permits listed in the Permits Panel can be filtered by the six status options in the Show: dropdown list: All, Unfinished, 
Pending, Issued, Expired and On Hold.  

Scenario Steps 

Step Description 

1.  • Select a Permit Status Filter from the Show: dropdown list in the Permits Panel. 

For this example we will select Unfinished. 

 
Permits for the selected filter will be displayed. 

2.  • Change the filter in the Show: dropdown list to All to return to the unfiltered results list in the Permits Panel. 

 
All permits will be displayed in the Permits Panel on the Company Dashboard. 
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Scenario 15 – Number of Permits to be Displayed 
The number of permits listed in the Permits Panel can be adjusted by the five options in the Show: dropdown list at the 
top of the Permit Panel. The default number of permits shown is 25 Records, but users can select 50 Records, 100 
Records, 150 Records, or 200 Records. 

Scenario Steps 

Step Description 

1.  • Select the number of Records to be displayed by from the Show: dropdown list located at the top of the 
Permits Panel.  

 
The selected number will determine the number of permits displayed in the Permits Panel. 

Note: The default number of permits shown is 25. To return to the default permits shown, select 25 Records from 
the Show: dropdown list.  
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Scenario 16 – Search Permits  
Permits listed in the Permits Panel can be searched by the options in the Search By: dropdown list: Permit Number, 
Permit ID, Vehicle, Permit Type, Issue Date, Start Date, VIN Number, or Submitted By. 

Scenario Steps 

Step Description 

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

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

 

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

 

• Enter the corresponding search information. 

• Click the Go button. 

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

• Click the Collapse Chevron icon to close Search Permits.  

 

4.  • Click the Refresh button to return to the full list of unfiltered results in the Permits Panel on the Company 
Dashboard. 
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Scenario 17 – Sort Permits  
Permits listed in the Permits Panel can be sorted by four of the five column headers: Permit No/ID, Type, Submitted and 
Status. 

Scenario Steps 

Step Description 

1.  • Click the column header in the Permits Panel on the Company Dashboard.  

For this example we will sort by Permit No/ID. 

 
The permits will be sorted and displayed numerically.  

Note: Permits will be sorted in alphabetical order or numerical order depending on which column header is used to 
sort by. Click the header once to sort the permits in order from A-Z and click again to sort Z-A.  

• Click the other column headers to sort by those headers. 

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

All results will be displayed in the Permits Panel on the Company Dashboard. 
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Scenario 18 – Permit Actions 
From the Permits Panel several actions can be performed including Viewing the Permit Details or Permit PDF, Editing a 
permit application, Copying a permit application, Resuming an unfinished application, Canceling an unfinished application, 
checking the Status of a submitted application, Self Service Amend, or Requesting an Amend for a permit.  

Note: The various actions available to users are dependent upon the Permit Status. 

Permit Actions 

Element Content 

Cancel Permit This action deletes the permit application. This action is available for permits with 
a status of Unfinished or Pending.  

Copy Permit This action allows a new permit application to be started containing the 
information from the permit being copied from. All fields, except Company Name 
and Permit Type, can be changed on this copied permit. This action is available for 
permits with a status of Issued, Expired, or Pending.  

Edit Permit This action allows a user to make changes to a permit that has not yet been 
worked by a State User. This action is available for permits with a status of 
Pending. 

Request Amend This action allows a user to request to make changes to an already issued permit. 
This action is available for permits with a status of Issued.    

Resume Permit This action allows a user to continue an existing incomplete permit application. 
This action is available for permits with a status of Unfinished.  

Self Service Amend This action allows a Customer User to amend permits without Permit Office 
review. This action is available for specific Permit Types that meet the criteria as 
determined by the State.  

View Permit This action allows a user to view the Permit Details screen. This action is available 
for permits with a status of Issued, Expired, or Pending.   
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Scenario 19 – Permit Details 
From the Permit Details screen the user can view the history for a particular permit or permit application including the 
Permit PDF.  

Scenario Steps 

Step Description 

1.  • Click the Select… link in the Action column in the Permits Panel on the Company Dashboard. 

• Click the View Permit button. 

 
The Permit Details screen will be displayed.  
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Scenario Steps 

Step Description 

2.  Vehicle and Load Tab 

• Click the Vehicle and Load tab. 

The Vehicle and Load tab will contain the vehicle and load information used during the Order Permits process. 

 

3.  Changes Tab  

• Click the Changes tab.  

The Permit Changes section will be displayed.  

Under Permit Office Actions, review the list of actions. If the permit was Amended, Copied, or Issued, those 
actions will be listed here.  
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Scenario Steps 

Step Description 

4.  Docs/PDFs Tab – Uploading Documents 

• Click the Docs/PDFs tab. 

The Permit Documents and PDFs section will be displayed.  

• 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 will be saved to the permit record.  
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Scenario Steps 

Step Description 

5.  Docs/PDFs Tab – Viewing Uploaded Documents 

The Permit Documents section will list uploaded documents.  

 

• Click the Open link in the View column. 

A confirmation message will be displayed. 

• Click the Open button. 

The previously uploaded document will be displayed. 

• Close the document. 

6.  Docs/PDFs Tab – Viewing Permit PDFs 

The Permit PDFs section will list all Permit PDFs created for this permit. 

 

• 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. 

7.  Fee Items Tab 

• Click the Fee Items tab.  

The Fee Items tab will display a list of fee items associated to the permit.   
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Scenario Steps 

Step Description 

8.  Special Items Tab 

• Click the Special Items tab.  

The Special Items tab will display any special items required during the Order Permits process.  

 

9.  Payments Tab 

• Click the Payments tab.  

The Payments tab will contain all payment transactions related to the permit. 
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Scenario Steps 

Step Description 

10.  Notes Tab 

• Click the Notes tab. 

The Notes tab will allow users to add notes and/or view any previously added notes. 

• Click the Add New Note link. 

 
A blank field will be displayed. 

 
Note: The note will default to public, meaning all users can view the note, unless the checkbox next to Make Note 
Private is checked.   

• Enter a brief note in the text field. 

• Click the Save Note button. 

The note will be added to the bottom of the Notes tab. The Posted By field will display the user who entered the 
note and the Posted On field will display the date that the note was entered. 
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Scenario Steps 

Step Description 

11.  Route Tab 

• Click the Route tab.  

The Route tab will display all route information for this permit. 
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Scenario Steps 

Step Description 

12.  Conditions Tab 

• Click the Conditions tab. 

The Conditions tab will display any Permit Conditions associated to the permit.  

 
Note: The conditions will also print on the Permit PDF. 

13.  • Click the Home button to return to the Company Dashboard. 
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Company Support Panel  
The Company Support Panel consists of Renew Account, Unpaid Deferred Permits, Shopping Cart, Special Weight 
Registration, Messages, Statistics, and Support Call Back.  

Scenario 20 – Renewing an Account 
Every customer account will be assigned a renewal date; two (2) years for a Permit Service and five (5) years for a 
company. The system will send an account renewal letter to the customer thirty (30) days before the renewal date. A 
message will also be displayed in the Messages Panel and a Renew Account button will show on the Company Dashboard.  

Scenario Steps  

Step Description 

1.  • Click the Renew Account button in the Company Support Panel on the Company Dashboard. 

 

2.  The Renew New Account – Account Information screen will be displayed.  

 
Note: Company Information will be pre-populated based on the current information in the system. Fields marked 
with an asterisk (*) must have a value entered. 
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Scenario Steps  

Step Description 

3.  • Update any necessary fields.  

• Click the Renew button to submit the account renewal to the Permit Office.  

The Account Renewal screen will be displayed. 

 

4.  • Click the Return to Dashboard button. 

A verification message will be displayed in the Messages section of the Company Support Panel. 

 
When the Permit Office approves the account, the system will update the renewal date to either two (2) years 
for a Permit Service or five (5) years for a company. 
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Scenario 21 – Unpaid Deferred Permits 
The Unpaid Deferred Permits Shopping Cart will contain all permits that were previously deferred to a bond, with an 
outstanding balance. 

Scenario Steps  

Step Description 

1.  • Click the Unpaid Deferred Permits button in the Customer Support Panel on the Company Dashboard. 

 

The Deferred to bond permits ready for payment and/or printing screen will be displayed. 
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Scenario Steps  

Step Description 

2.  • Select a search parameter from the Showing Permits Deferred During dropdown list.  

 
The list of permits associated to the search criteria selected will be displayed. 

3.  View the Permit 

• Click the View Permit button to view the details of the permit. 

 
The Permit Details screen will be displayed. 

• Click the Back to Shopping Cart button to return to the Shopping Cart.  
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Scenario Steps  

Step Description 

4.  Pay for the Selected Permit(s) 

• Select the Pay checkbox next to each individual permit to pay for the selected permit in the Unpaid Deferred 
Permits Shopping Cart.  

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

Step Description 

5.  • Click the Pay Now button. 

 

6.  The Pay for permits screen will be displayed.  

 

• Click the Pay For Verified Permits button to continue the payment process or click the Cancel button to close the 
Pay for permits screen without completing the payment process.  

7.  The Payment Information for Permit ID: XXXXXXX screen will be displayed.  

 

• Click the Submit button.  

The user will be directed to the Indiana MCS site to complete the payment. Once the payment is finalized, the user 
will be re-directed to the IN OSOWPS to view the Permit PDF. 
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Scenario Steps  

Step Description 

8.  The Permit finalization complete screen will be displayed. This screen will list the Permit ID and the Permit Number. 

 

9.  View the Permit PDF 

• Click the Permit # link.  

The Permit PDF will open in a new window. 

• Review the Permit PDF. 

• Close the Permit PDF window. 

The Permit finalization complete screen will be displayed. 

Note: The permit is now issued. The Permit Details can be viewed from the Permits Panel. Refer to Scenario 19 – 
Permit Details on page 64 for more information. 

10.  Order another Permit for the Same Company 

• Click the Duplicate link to order another permit of the same Permit Type for the same company.  

11.  Begin Another Permit Application 

• Click the Order another permit link to begin a new permit application for any company. 

12.  • Click the Return to the dashboard link or the Home button to return to the Company Dashboard. 
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Scenario 22 – Shopping Cart 
Once a permit application has been approved by a State User or has been self-issued by IN OSOWPS, the permit will be 
available for purchase in the Shopping Cart. Approved permits will remain in the Shopping Cart until they are purchased.  

Scenario Steps 

Step Description 

1.  To Purchase Permits in the Shopping Cart 

• Click the Shopping Cart button in the Company Support Panel on the Company Dashboard.  

 
A summary of permits waiting in the Shopping Cart will be displayed. 

• Click the Go to Cart link.  

 
Note: Click the Pay for all Permits link to proceed to pay for all permits in the Shopping Cart.  

Note: The Shopping Cart can also be accessed by clicking the Shopping Cart link in the Administrative Panel on the 
Company Dashboard.  



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

80 

Scenario Steps 

Step Description 

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

 

• Select the Pay checkbox above each individual permit to pay for the selected permit, or select the Select All 
checkbox to pay for all permits in the Shopping Cart.  
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Scenario Steps 

Step Description 

 The Order Total will display the total dollar amount of the permits selected for payment. 

 
Note: Users can purchase an unlimited number of permits in a single transaction. Approved permits will remain in 
the Shopping Cart until they are purchased. If the permit is not purchased within 72 hours, the company account 
will be suspended and the company will not be able to order additional permits until the balance is paid. 

Note: On this screen the user can additionally 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.  

• Click the Pay Now button.  

The Pay for permits screen will be displayed.  

 

• Verify the permit(s) listed for payment are those intended to purchase. 

• Click the Pay for Verified Permits button to continue the payment process or click the Cancel button to cancel 
and return to the Company Dashboard. 

The Payment Information screen will be displayed.  

 

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

• Click the Submit button. 
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Scenario Steps 

Step Description 

2.  No Charge Permits 

• Select the Print checkbox above each permit to print or select the select all checkbox to select all permits in the 
Shopping Cart.  

 

• Click the Print Now button.  

 

Note: Printing the permit is equivalent to issuing the permit.  

Note: The permit will be delivered via the delivery method selected during the Order Permits process. The permit 
can also be accessed from the Permits Panel on the Company Dashboard. Refer to Scenario 19 – Permit Details on 
page 64 for more information. 
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Scenario Steps 

Step Description 

3.  The Permit finalization complete screen will be displayed.  

 
This screen will list the Permit ID and the Permit Number. 

To View Permit 

• Click the Permit # link.  

The Permit PDF will open in a new window. 

• Review the Permit PDF. 

• Close the Permit PDF window. 

The Permit finalization complete screen will be displayed. 

Note: The permit is now issued. The Permit Details can be viewed from Search results. Refer to Scenario 19 – 
Permit Details on page 64 for more information. 

To Order another Permit for the Same Company 

• Click the Duplicate link to order another permit of the same Permit Type for the same company. 

To Begin Another Permit Application 

• Click the Order another permit link to begin a new permit application for any company. 

4.  • Click the Return to the Dashboard link or the Home button to return to the Company Dashboard. 
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Scenario 23 – Special Weight Registration 
Companies are required to have a Special Weight Registration on the file to order a Special Weight Permit.  

Scenario Steps 

Step Description 

1.  To View Special Weight Registration 

• Click the Add/Edit Registration link in the Company Support Panel on the Company Dashboard.  

 
The Special Weight Registration screen will be displayed.  

 
From this screen you can view Carrier Details, view Registration Status, and add a New Registration.  

Note: A maximum of two (2) registrations are allowed on file for a company. One (1) for the current year and one 
(1) for the following year. A user can use the Edit Vehicles link to modify an existing registration.   
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Scenario Steps 

Step Description 

2.  To Add a New Vehicle  

• Click the Edit Vehicles link.  

 
The Special Weight Registration Vehicles screen will be displayed.  
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Scenario Steps 

Step Description 

 • Enter the Vehicle Information in the Add New Vehicle Panel. 

• Click the Add New Vehicle button.  

 
The vehicle will be added to the list of vehicles in the Registered Vehicles Panel.  

• Continue adding vehicles to the Special Weight Registration until all vehicles have been entered.  

Note: Companies may add an unlimited amount of vehicles to the Special Weight Registration. Vehicles can be 
added, edited, and deleted at a later time. 

• Click the Save button. 

3.  To Edit an Existing Vehicle 

• Click the Edit link associated to the vehicle to be edited in the Registered Vehicles Panel.  
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Scenario Steps 

Step Description 

 The Edit Vehicle screen will be displayed. 

• Edit the applicable information.  

• Click the Submit button.  

 
The Special Weight Registration Vehicles screen will be displayed.   

• Click the Save button. 

4.  To Delete a Vehicle 

• Click the Delete link for the associated vehicle to be deleted in the Registered Vehicles Panel. 

 
A confirmation message will be displayed.  

• Click the OK button.  

The vehicle will be removed from the list of vehicles in the Registered Vehicles Panel. 

• Click the Save button. 
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Scenario Steps 

Step Description 

5.  To Delete Multiple Vehicles 

• Select the checkboxes next to the appropriate vehicles to be deleted.  

• Click the Delete Selected Vehicles button.  

 
A confirmation message will be displayed.  

• Click the OK button.  

The vehicles will be removed from the list of vehicles in the Registered Vehicles Panel. 

• Click the Save button. 

6.  • Click the Cancel button or click the Home button to return to the Company Dashboard. 

 

Scenario 24 – Messages  
The Messages Panel will display messages regarding permit and routing information. Scheduled down times for IN 
OSOWPS maintenance will also be displayed in the Messages section of the Company Support Panel. 
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Scenario 25 – Statistics  
The Statistics Panel is a quick reference to monitor the progress for the current day. This display allows a Company User to 
view the total number of permits issued today for the company, and shows how many of those permits were self-issued, 
and also the bond balance. This display allows a Permit Service User to view all of the same statistics as a Company User 
with the addition of how many permits were issued today for customers. To ensure the most recent statistics are 
displayed, click the Refresh link.  

 
COMPANY STATISTICS PANEL 

 
PERMIT SERVICE STATISTICS PANEL 

 

 

        Element Function 

Refresh Refreshes the Statistics Panel to display the most recent information 

Permits Issued Today Allows the user to view the total number of permits that have been processed today 
for their company, including both self-issue permits and State issued permits 

Permits Self-Issued 
Today 

Allows the user to view the total number of permits that have been self-issued today 
for their company 

Bond Balance Allows the user to view the balance of the bond on file 

Permits Issued Today 
for Customers 

Allows Permit Service Users to view the total number of permits that have been 
processed for other customers for the current day 
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Scenario 26 – Call Backs 
Company Users can request to receive a call back from a State Support Specialist to answer permitting and routing 
questions. Submitted call back requests will be sent to a Support Call Queue and will be answered during normal Permit 
Office business hours.  

Scenario Steps  

Step Description 

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

 

2.  The IN OSOWPS Support Call Back Request screen will be displayed.  

 

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

• Type the question or request in the Message field.  

• Click the Request Call Back button. 

4.  The following message will be displayed.  

 

5.  The user will be returned to the Company Dashboard when the window automatically closes.  
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Permits 
This scenario details the steps needed for a Customer User to create permit applications. 

Scenario 27 – Creating a Single Trip Permit 

Scenario Steps  

Step Description 

1.  • Click the New Permit link in the Permits Panel on the Company Dashboard. 

 

2.  The Order Permits screen will be displayed.  
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Scenario Steps  

Step Description 

3.  The saved contact information will pre-populate in the permit application from the IN OSOWPS Company 
Management Portal screen. 

• Complete the fields not pre-populated. 

o The Primary Delivery Method will pre-populate from the IN OSOWPS Company Management Portal screen; 
however, it can be changed for this permit application. Changes made to the Primary Delivery Method in the 
permit application will NOT affect the Primary Delivery Method saved on the IN OSOWPS Company 
Management Portal screen.  

o The Additional Delivery Method and Company Reference are optional fields. 

Additional 
Delivery 
Method 

An optional field on the permit application that enables the customer to choose a 
second delivery method for their permit delivery.  Example: the customer could 
choose to have the permit both emailed and faxed to them.  

Company 
Reference 

An optional field on the permit application that enables the company to associate 
a permit to a particular job, job number, or some other internal tracking reference. 
This field is searchable, reportable, and can print on the permit. 

 

 

 

 

 

4.  • Select the type of permit from the Permit Type: dropdown list. 

 
Note: Once a Permit Type is selected, the Next and Save and Exit buttons will be displayed. 
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Scenario Steps  

Step Description 

5.  The Permit Type selected will determine if an additional dropdown list will be displayed.  

Permit Type Additional Dropdown List Displayed 

90 Day Permit Permit Subtype 

Annual Permit Permit Subtype 

Bulk Milk Permit N/A 

Overweight Commodity Permit Commodity Type 

Pre-Approval Superload N/A 

Single Trip Permit Additional checkboxes will be displayed.  

For this example, Single Trip Permit will be selected.   

 
Additional checkboxes will be displayed.  

Note: For demonstration purposes, the remainder of this scenario follows the workflow as if none of the additional 
checkboxes were selected. 

Note: Users are not required to select one of these options; however, if one of these options is selected, the 
requirements of the permit application will change.  
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Scenario Steps  

Step Description 

6.  Note: The From: date will auto-populate the current date; however, it can be changed. The From: date cannot be 
earlier than today and is limited by the Permit Type as to how many days in advance it can be ordered.  

• Enter the start date for the permit by clicking in the From: field and choosing a date from the calendar. 

Note: The To: date will not be populated at this time. 

• Click the Next button. 

Note: Once the user advances to the next screen, the Permit Type cannot be changed for this permit application. 

 
Note: Click the Save and Exit button to close the permit application without losing the entries made. The permit 
application can be resumed from the Permit Panel on the Company Dashboard at a later time. 

7.  The Truck and Load Information screen will be displayed.  

 
Note: Throughout the permit application, when the company name appears in blue, it is a hyperlink to access the IN 
OSOWPS Company Management Portal screen.  

Note: The Permit ID will be displayed at the top of the permit application. It is helpful to note the Permit ID in the 
event the permit application must be saved and reopened at a later time. 
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Scenario Steps  

Step Description 

The following table defines all possible fields on the Truck and Load Information screen for all Permit Types.  

All fields will not be applicable to all Permit Types. 

 Set Truck and Load Information 

Element Function System Required? 

Vehicle Information for the vehicle that in on the permit application 

Add Power Unit 
Button   

Create another permit for another vehicle on this 
application. All Truck and load parameters and the permit 
dates must be the same for each vehicle to use this option. 

No 

Delete Power Unit 
Button  

Delete a permit request for an additional vehicle on this 
application. This only will be displayed if a user has clicked 
the Add Power Unit button. 

No 

Vehicle Inventory List of saved vehicles in the company’s IN OSOWPS 
account 

No 

Unit/Rig Number Unit number of the vehicle on the permit No 

Year Year of the vehicle on the permit Yes 

Make Manufacturer of the vehicle on the permit 
Enter the full name of the manufacturer such as Volvo, 
Mack, Freightliner, etc. 

Yes 

VIN Vehicle Identification Number Yes 

Plate Number License plate number of the vehicle on the permit Yes 

State State that issued the registration for the vehicle on the 
permit 

Yes 

Country Country where the registration State is located 
Note: The Country field will auto-populate based on the 
State chosen.   

Yes 

Vehicle Type Type of vehicle on the permit 
Note: The Vehicle Type selected will determine the 
maximum dimensions allowed on the permit application.  

Yes 

Load 
Description 

A brief description of the load being hauled.  
Note: The Permit Type selected will determine if the Load Description will auto-
populate or if the user will enter the Load Description in a free-form text box. 

Yes 

Load Serial # / 
Bill of Lading # 

The serial number or Bill of Lading number associated to the load being hauled. 
This is an alpha-numeric field. 
Note: If there is no such number for the load, enter N/A. 

Yes 
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Scenario Steps  

Step Description 

 Set Truck and Load Information 

Element Function System 
Required? 

I attest that the load 
is non-divisible 

By checking this option users confirm that the load being hauled cannot be 
broken down further or disassembled as per Indiana permitting rules. If the 
load IS divisible then the legally stacked option must be confirmed. 

Yes/or below option 

I attest that hauling 
multiple items does 
not create an 
additional over-
dimension 

This checkbox confirms to the State that the load is legally stacked per 
Indiana permitting rules. 

Yes/or above option 

How Loaded The way the truck was loaded. 
Note: The Loading Method options available will be determined by the 
Attest Statement selected. The Loading Method selected will determine the 
maximum dimensions allowed and if additional requirements must be met.  

Yes, if “I attest that 
hauling multiple 
items does not 
create an additional 
over-dimension” is 
selected. 

Load Measurements 
All measurements are performed according to Indiana permitting regulations. 
The fields in this section are related to describing the dimensions of the load. 

Load Parameter Dimension values of the load 

Feet Number of complete feet and inches of each 
load parameter 
Note 1: When rounding, the Inches value should 
be rounded up.  
For example, if the Loaded Width is 13 feet, 7.5 
inches, then enter the Feet value of 13, and the 
Inches value of 8. 
Note 2: This value is not applicable to the 
Loaded Weight parameter. 

Yes 

Inches 

Loaded Width Greatest width of the truck and load  Yes unless grayed out 

Loaded Height Greatest height of the truck and load Yes unless grayed out 

Overall Length Overall length of the vehicle and trailer Yes unless grayed out 

Trailer and Load 
Length 

Greatest length of the trailer and load Yes unless grayed out 

Loaded Weight Gross weight of the Truck and load 
This value is either set automatically by the 
Enter Weights button or by the Permit Definition 
configuration.  

Yes unless grayed out 

Enter Weights Enter the axle weights for the truck and load. 
This feature is required if the weight exceeds 
legal. This feature can be used for optimal 
routing if the weight is less than legal. 

Yes unless grayed out 
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Scenario Steps  

Step Description 

 Set Truck and Load Information 

Element Function 

Permit Type The Permit Type selected will be displayed at the bottom of the Truck and Load Information screen.  
Note: When Single Trip is selected as the Permit Type, the system will determine the exact type of 
Single Trip permit needed once the dimensions and weights are entered. Once the Permit Type is 
determined, the correct Permit Type will be displayed. 

Back Return to the previous screen 
New information on the current screen will not be saved if the user clicks the Back button before 
saving or before going to the next screen. 

Next Continue to the next screen 

Save and Exit Save the permit and load information and exit 
This application can be resumed at a later time. 

Delete Permit Delete a permit application 
 

8.  • Select a unit from the Vehicle Inventory dropdown list if the company has saved Vehicle Inventory.  

 
Note: If the company has saved Vehicle Inventory, all saved vehicle information will auto-populate once a vehicle is 
selected from the Vehicle Inventory dropdown list. 

• Enter the Year, Make, VIN, Plate, and State of the vehicle if the company does not have saved Vehicle Inventory.   

The system will determine the Country once the State is selected. 

• Select the type of vehicle to permit from the Vehicle Type dropdown list. 

 
Note: The Vehicle Type dropdown list will only contain vehicle types allowed for the Permit Type selected.  

Note: The Vehicle Type selected will determine the maximum dimensions allowed for the permit application. 

9.  Load Description 

• Enter a description of the load in the Load Description field. 

Load Serial #/Bill of Lading # 

• Enter the serial number or Bill of Lading number in the Load Serial #/Bill of Lading # field. This is an alpha-numeric 
field. 

o If there is no such number for this load, enter N/A in the field. 
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Scenario Steps  

Step Description 

10.  • Select the appropriate Attest Statement. 

When an Attest Statement is selected, the How Loaded dropdown list will be activated, with the applicable options 
listed.  

  

 
Loading Method 

• Select the loading method from the How Loaded dropdown list. 

The Loading Method selected will determine the maximum dimensions allowed and if additional requirements 
must be met. 

If Crated is selected as the loading method, the following screen will be displayed. 

 
Note: If Crated is selected as the loading method, the permit cannot be self-issued and will be sent to the Permit 
Office for review/approval. 

• Complete the fields. 

• Click the Submit button. 

The Truck and Load Information screen will be displayed. 
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Scenario Steps  

Step Description 

11.  At this time, the Permit Type has not been determined. Once the dimension and weight information is entered, the IN 
OSOWPS will determine the Permit Type. The determined Permit Type will be displayed under the Load Parameters. 

• Single Trip Oversize 

• Single Trip  Overweight  

• Single Trip Oversize/Overweight 

• Single Trip Oversize Superload 

• Single Trip Overweight Superload 

• Single Trip Oversize/Overweight Superload 
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Scenario Steps  

Step Description 

12.  • Enter the load information in the Loaded Width, Loaded Height, Overall Length, and Trailer and Load Length 
fields. 

 
Rear Steerable Axle 

As the dimensions are entered, if an Overall Length greater than 130’ is entered, the following message will be 
displayed. 

 

• Click Yes if the vehicle has a rear steerable axle. If this option is selected, a Route Survey will NOT be required for 
this permit application. 

• Click No if the vehicle does not have a rear steerable axle. If this option is selected, a Route Survey will be required 
for this permit application. The Route Survey will be created at the end of the process. 

13.  • Click the Enter Weights button to enter the axle weights and spacings. The axle weights and spacings entered will 
determine the Loaded Weight. 
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Scenario Steps  

Step Description 

14.  The Set Axle Weights screen will be displayed.   

• Enter the number of axles for the truck in the Number of Axles: field.  

Note: If the number of axles changes, press the Tab key to allow the specified number of axle fields to load. 

Note: Select the # Tires, Non-Standard Gauge, Axle Type, and/or Tread Width and Rim Size checkbox (es) to display 
those entry fields. 

• Enter the axle spacings for each axle in the fields provided.  

 
Note: As axle weights and spacings are entered, the Total Spacing, Total Weight, and ESAL calculation will be updated. 
The final ESAL calculation will determine the Permit Type needed. If it is determined that the Permit Type needs to 
change, the following message will be displayed. 
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Step Description 

 Set Axle Weights 

Element Function 

Number of Axles Total number of axles for the truck and load 

# Tires Select this checkbox to display column for entering number of tires on each axle 

Non-Standard 
Gauge 

Select this checkbox to display column for entering width of each axle 

Axle Type Select this checkbox to display column for selecting axle type of each axle 

Tread Width and 
Rim Size 

Select this checkbox to display column for selecting the tread width and rim size 

Total Spacing Total axle spacing for the truck and load 
This is an informative feature that is auto-updated as axles are entered. 

Total Weight Total weight for the truck and load 
This is an informative feature that is auto-updated as weights are entered. 

ESAL The Equivalent Single Axle Load calculated by the system based on the axle weights and 
spacing entered. The ESAL will determine if additional requirements will be applied to the 
permit application. 

Axle The order of the axles from the front to the rear of the vehicle or any combination 

Spacing  
 

The space between the current axle and the axle in front of it, in feet and inches, measured 
according to Indiana permitting regulations 
Spacing must be entered in feet and inches.  

Weight The load borne by the current axle  
Note: The weight measurements are performed according to Indiana regulations. 

Display 
Configuration 

Displays the axle configuration in a diagram with a side or top view: 
 
 
 
 
 

 

Validate Weights & 
Close 

Once weights are entered this validates that the axle weights and spacings are legal and 
closes the window. 

Cancel (Clears all 
axles) 

Clears all axle information for this permit application 

Clear all axles and 
Close 

Clears all axle information for this permit application and closes the Set Axle Weights 
screen 
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Step Description 

15.  • Click the Display Configuration button to view a side or top view diagram of the axle configuration.  

  

• Click the Close button. 

The Set Axle Spacing screen will be displayed. 

• Click the Validate Weights and Close button.   

The Truck and Load Information screen will be displayed.  

Note: Based on the load information entered, the IN OSOWPS will determine the type of Single Trip permit required. 
That Permit Type will be displayed under the Load Parameters.  

 

• Click the Next button to proceed to the next page of the permit application. 

Note: The Vehicle Type and Loading Method selected will determine the maximum dimensions allowed for this permit 
application. If a dimension entered exceeds the maximum allowed, a message similar to this will be displayed. 
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Scenario Steps  

Step Description 

16.  The Enter a Route screen will be displayed. 

 
Note: For more detailed information on obtaining a route, refer to Routing starting on page 127. The process 
described here is meant as a high level explanation of the Order Permits process. 

From this screen, users can: 

● Generate a simple point-to-point route  

● Generate a route through specified map points 

● Generate a route over specified highways  

● Generate multiple routes each with a separate Origin and Destination when:  

o A split trip is generated 

• Choose the Origin and Destination to be any combination of specific Addresses, Intersections, Border Crossing, 
and Latitude/Longitude.  

Note: Each of these multiple routes can be simple point-to-point or routed over specified roadways. For example, one 
leg of a split trip can be generated as simple point-to-point, and select the Origin by an intersection and the 
Destination by an address. Another leg could stipulate that it will travel over specified roadways, and the Origin could 
be a border crossing and the Destination could be selected by selecting a lat/lon on map. 
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Scenario Steps  

Step Description 

17.  • Enter the Origin, Destination, and any Via Points.  

• Click the Validate and Run button when all routing selections have been made. 

The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results starting on 163 for 
more information. 
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Scenario Steps  

Step Description 

18.  Note: If the system requires additional information to generate the route or if it cannot generate a route based on the 
information provided, the Validation Results Panel informs the user why the trip failed and provides alternative 
routing points to enter to calculate the desired route of travel.  Modify the route details in the Enter Trip Panel. When 
the system has collected sufficient information to generate a route, the Trip Results Panel will display the route and 
additional information about the route. 

• Click the Next button if the trip looks satisfactory. 

 
Note: If the user is unable to get the desired route, click the I have a problem with the route and would like it 
reviewed checkbox. The permit application will be sent to the Permit Office to process and review the route. 
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Step Description 

19.  The Order Permits: Permit Summary screen will be displayed providing a summary of the permit application including 
the total cost of the permit being ordered.   
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Scenario Steps  

Step Description 

24a From the Order Permits: Permit Summary screen, a Company User can do the following: 

o Review the payment and route information 

o Add or review notes and documents for the permit application.  

Refer to Steps 24b to 24k in this scenario for a better understanding of the Order Permits: Permit Summary screen.  

24b The top section of the Order Permits: Permit Summary screen displays the Company Name, Contact Name, Permit ID, 
Permit Type, Unit/Rig Number, Permit Fee, and effective dates for the permit. 

Note: When the company name appears in blue, it is a hyperlink to access the IN OSOWPS Company Management 
Portal screen.  

Note: The Start and End Date will reflect a Single Trip permit. 
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Scenario Steps  

Step Description 

24c The next section of the Order Permits: Permit Summary screen will display all the load information entered in the 
permit application. Users should review these fields for accuracy. If changes are needed, click the Back button to 
return to the previous screens. 

 

24d The next section of the Order Permits: Permit Summary screen will display the route information selected for the 
permit application. If the Origin and/or Destination need to change, click the Back button to return to the Enter a 
Route screen. 
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Scenario Steps  

Step Description 

24e The Route Description is an abbreviated route excluding turn-by-turn driving directions, distance, and time 
calculations. The abbreviated route mimics manual routing terminology. 

 

24f Permit Provisions 

The Permit Provisions section will display all provisions assigned to the permit. 
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Step Description 

24g Add a Note to the Permit Application 

Company Users can add and view notes for the permit application.  

 

• Click the Permit Notes button to add or view notes for the permit application. 

The Notes and Directions screen will be displayed. 

 

• Enter the text of the note in the free-form text box. 

• Click the Clear Text button to remove the note text entered. 

• Click the Add Note button to save and add the note to the permit application. 

• Click the Close button to close the Notes and Directions screen without saving the changes. 

Note: If there was a previously added note, there will be an envelope on the Permit Notes button letting the user 
know there is a note waiting. Any previously added note(s) will be displayed at the top of the Notes and Directions 
screen, with the User Name, Time Stamp, Note Preview, and a View link to view the note.  
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Scenario Steps  

Step Description 

24h Add a Document to the Permit Application 

Company Users can add or view documents from the permit application. To add a document, it must already be saved 
to the computer. Users can browse computer files to locate the document, select it, and then upload it to IN OSOWPS. 
Users must select a document type from the dropdown list to better identify the type of document being added. Users 
can also add a description to give any explanation needed for the document. 

 

• Click the Permit Documents button to add or view documents for the permit application. 

The Permit Documents screen will be displayed. 

 

• Select the type of document from the Document Type dropdown list. 

• Click the Browse button to locate the document. 

• Enter the title of the document in the Title field. 

• Enter a description of the document in the Description field. 

• Click the Close button to close the Edit Documents screen without saving the changes. 

• Click the Upload Document button to save and add the document to the permit application. 

Note: If there is a previously added document, there will be a Document icon on the Permit Documents button letting 
the user know there is a document waiting. 
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Step Description 

25.  I Attest/Accept Statement 

Both of the following attest statement boxes must be checked to process through the Order Permits: Permit 
Summary screen.   

 

26.  Once the Order Permits: Permit Summary screen has been reviewed, and the Company User feels that no changes are 
needed, the permit application can either be saved or submitted to the next step in the permit process workflow. 

 

• Click the Back button to return to the previous screen. 

• Click the Save and Exit button to close the permit application and process at a later time. The permit application 
will be placed in the Permits Panel on the Company Dashboard. The permit can be processed from the Permits 
Panel at a later time.  

• Click the Delete Permit button to delete the permit. 

• Click the Submit button to complete the Order Permits process. 

Note: If the permit dimensions are eligible for self-issue, the customer will have the option to pay for the permit once 
submitted.  

Note: If the permit dimensions are NOT eligible for self-issue, the permit will be sent to the State for review.  
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Step Description 

27.  The Permit Submission Successful screen will be displayed.  

 

• Click the Return to Dashboard link to return to the Company Dashboard without paying for the permit.  

Note: If the permit is not paid for at this time, it will be available in the Shopping Cart for payment. 

The Customer User will receive an email notification letting them know the permit has been approved and is ready 
for payment. 

• Click the Order another permit link to order a new permit. 

• Click the Pay for the Permits now link to proceed with the payment process. 

28.  The Pay for permits screen will be displayed.  

 

• Click the Cancel button to close the Pay for permits screen without completing the payment process. 

• Click the Pay For Verified Permits button to continue the payment process. 
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Scenario Steps  

Step Description 

29.  The Payment Information for Permit ID: XXXXXXX screen will be displayed.  

 

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

Note: If the company has a bond on file, skip to Step 30 as the permit will automatically defer to the bond.  

• Click the Submit button. 

30.  The Permit finalization complete screen will be displayed.  

 
To View the Permit PDF 

• Click the Permit # link.  

The Permit PDF will open in a new window. 

• Review the Permit PDF. 

• Close the Permit PDF window. 

The Permit finalization complete screen will be displayed. 

To Order another Permit for the Same Company 

• Click the Duplicate link to order another Oversize/Overweight (Single Trip) permit for the same company. 

To Begin Another Permit Application 

• Click the Order another permit link to begin a new permit application for a new company. 

To Return to the Company Dashboard 

• Click the Return to the Dashboard link or the Home button to return to the Company Dashboard. 

Note: The permit is now issued. The Permit Details can be viewed the Permits Panel.  
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Scenario 28 – Creating an Oversize Annual Permit 

Scenario Steps  

Step Description 

1.  • Click the New Permit link in the Permits Panel on the Company Dashboard. 

 

2.  • Select Annual Permit from the Permit Type dropdown list. 

The Permit Subtype dropdown list will be displayed. 

• Select Oversize from the Permit Subtype dropdown list. 

The From date will auto-populate the current date; however, it can be changed. The From date cannot be 
earlier than today and is limited by the Permit Type as to how many days in advance it can be ordered.  

Note: The To date is automatically populated based on the particular Permit Type requested. 

 

• Click the Next button to proceed with the permit application or click the Cancel button to cancel without saving 
this permit application.  

Note: Once the user advances to the next screen, the Permit Type cannot be changed for this permit application. 

Note: Click the Save and Exit button to close the permit application without losing the entries made. The permit 
application can be resumed from the Permits Panel on the Company Dashboard at a later time. 
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Step Description 

3.  The Truck and Load Information screen will be displayed. Refer to Set Truck and Load Information on page 95 for 
more information. 

Note: Throughout the permit application, when the company name appears in blue, it is a hyperlink to access the IN 
OSOWPS Company Management Portal screen.  

Note: The Permit ID will be displayed at the top of the permit application. It is helpful to note the Permit ID in the 
event the permit application must be saved and reopened at a later time. 

• Select a unit from the Vehicle Inventory dropdown list if the company has saved Vehicle Inventory.  

Note: If the company has saved Vehicle Inventory, all saved vehicle information will auto-populate once a vehicle is 
selected from the Vehicle Inventory dropdown list. 

Note: The company Vehicle Inventory is saved in the IN OSOWPS Company Management Portal. Refer to To View 
Imported Vehicle Inventory on page 55 for more information. 

 

• Enter the Year, Make, VIN, Plate, and State of the vehicle if the company does not have saved Vehicle 
Inventory.   

The system will determine the Country once the State is selected. 

• Select the type of vehicle to permit from the Vehicle Type dropdown list. 

Note: The Vehicle Type dropdown list will only contain vehicle types allowed for the Permit Type selected.  

Note: The Vehicle Type selected will determine the maximum dimensions allowed for the permit application. 

Note: Click the Add Power Unit icon and complete the information for the additional power unit to purchase 
multiple permits at once. 

The Load Description will auto-populate to Varies and cannot be edited.   
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Step Description 

4.  The vehicle’s Loaded Width, Loaded Height, and Loaded Weight dimensions will automatically populate for the 
maximum dimensions allowed for the Permit Type. The Overall Length will automatically populate for the 
maximum length allowed for the Vehicle Type selected. 

 
Note: New information will not be saved if the user clicks the Back button before saving or before going to the next 
screen. If exiting the permit without granting approval, click the Save and Exit button to save progress. 

• Click the Next button to proceed to the next page of the permit application. 
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Step Description 

5.  The Order Permits: Permit Summary screen will be displayed providing a summary of the permit application 
including the total cost of the permit being ordered. 
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Scenario Steps  

Step Description 

6a From the Order Permits: Permit Summary screen, a Company User can do the following: 

o Review the payment information 

o Add or review notes and documents for the permit application. 

Refer to Steps 6b to 6k in this scenario for a better understanding of the Order Permits: Permit Summary screen. 

6b The top section of the Order Permits: Permit Summary screen displays the Company Name, Contact Name, Permit 
ID, Permit Type, Unit/Rig #, Permit Fee, and effective dates for the permit. 

Note: When the company name appears in blue, it is a hyperlink to access the IN OSOWPS Company Management 
Portal screen.  

Note: The Start and End Date will reflect an Annual Permit. 

 

6c The next section of the Order Permits: Permit Summary screen will display the vehicle selected and the load 
dimensions pre-set for this permit application. Users should review these fields for accuracy. If changes are needed, 
click the Back button to return to the previous screens. 
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Step Description 

6d The next section of the Order Permits: Permit Summary screen will display the Allowable Travel statement specific 
for this Permit Type. 

Note: This statement will print on the Permit PDF. 

 

6e The Permit Provisions section will display all provisions that were assigned to this Permit Type in Permit Definitions. 
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Step Description 

6f Add a Note to the Permit Application 

Company Users can add and view notes for the permit application.  

 

• Click the Permit Notes button to add or view notes for the permit application. 

The Notes and Directions screen will be displayed. 

 

• Enter the text of the note in the free-form text box. 

• Click the Clear Text button to remove the note text entered. 

• Click the Add Note button to save and add the note to the permit application. 

• Click the Close button to close the Notes and Directions screen without saving the changes. 

Note: If there was a previously added note, there will be an envelope on the Permit Notes button letting the user 
know there is a note waiting. Any previously added note(s) will be displayed at the top of the Notes and Directions 
screen, with the User Name, Time Stamp, Note Preview, and a View link to view the note.  
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Step Description 

6g Add a Document to the Permit Application 

Company Users can add or view documents from the permit application. To add a document, it must already be 
saved to the computer. Users can browse computer files to locate the document, select it, and then upload it to IN 
OSOWPS. Users must select a document type from the dropdown list to better identify the type of document being 
added. Users can also add a description to give any explanation needed for the document. 

 

• Click the Permit Documents button to add or view documents for the permit application. 

The Permit Documents screen will be displayed. 

 

• Select the type of document from the Document Type dropdown list. 

• Click the Browse button to locate the document. 

• Enter the title of the document in the Title field. 

• Enter a description of the document in the Description field. 

• Click the Close button to close the Edit Documents screen without saving the changes. 

• Click the Upload Document button to save and add the document to the permit application. 

Note: If there is a previously added document, there will be a Document icon on the Permit Documents button 
letting the user know there is a document waiting. 
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Step Description 

7.  I Attest/Accept Statement 

The following attest statement boxes must be checked to process through the Order Permits: Permit Summary 
screen.   

 

8.  Once the Order Permits: Permit Summary screen has been reviewed, and the Company User feels that no changes 
are needed, the permit application can either be saved or submitted to the next step in the permit process 
workflow. 

 

• Click the Back button to return to the previous screen. 

• Click the Save and Exit button to close the permit application and process at a later time. The permit application 
will be placed in the Permits Panel on the Company Dashboard. The permit can be processed from the Permits 
Panel at a later time.  

• Click the Delete Permit button to delete the permit. 

• Click the Submit button to complete the Order Permits process.  

Note: If the permit dimensions are eligible for self-issue, the customer will have the option to pay for the permit 
once submitted.  

Note: If the permit dimensions are NOT eligible for self-issue, the permit will be sent to the State for review. 
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Scenario Steps  

Step Description 

9.  The Permit Submission Successful screen will be displayed.  

 

• Click the Return to Dashboard link to return to the Company Dashboard without paying for the permit.  

Note: If the permit is not paid for at this time, it will be available in the Shopping Cart for payment. 

The Customer User will receive an email notification letting them know the permit has been approved and is 
ready for payment. 

• Click the Order another permit link to order a new permit. 

• Click the Pay for the Permits now link to proceed with the payment process. 

10.  The Pay for permits screen will be displayed.  

 

• Click the Cancel button to close the Pay for permits screen without completing the payment process. 

• Click the Pay For Verified Permits button to continue the payment process. 
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Scenario Steps  

Step Description 

11.  The Payment Information for Permit ID: XXXXXXX screen will be displayed.  

 

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

• Click the Submit button. 

12.  The Permit finalization complete screen will be displayed.   

 
To View the Permit PDF 

• Click the Permit # link.  

The Permit PDF will open in a new window. 

• Review the Permit PDF. 

• Close the Permit PDF window. 

The Permit finalization complete screen will be displayed. 

To Order another Permit for the Same Company 

• Click the Duplicate link to order another Oversize/Overweight (Single Trip) permit for the same company. 

To Begin Another Permit Application 

• Click the Order another permit link to begin a new permit application for a new company. 

To Return to the Company Dashboard 

• Click the Return to the Dashboard link or the Home button to return to the Company Dashboard. 

Note: The permit is now issued. The Permit Details can be viewed from the Permits Panel.  
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Routing  

Scenario 29 - Enter a Route Screen  
This scenario provides a general overview of the Enter a Route screen components. This scenario is not intended to be 
followed step by step. For detailed steps on generating a route, refer to Scenario 30 – Generating a Route on page 134. 

Scenario Steps  

Step Description 

 The Enter a Route screen is the starting point for generating a route and is broken into 3 main parts: 

• Enter Trip Panel 
• Enter Trip Information Panel 
• Trip Results Panel 

Note: The Trip Results Panel will not be displayed until a route is generated by clicking the Validate and Run 
button.  

 
Note: A route can be generated by any of the following: Address, Intersection, Border Crossing, Selecting a 
Location (Lat/Lon / Map), or by Landmark. 
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Scenario Steps  

Step Description 

 Enter a Route Screen Elements 

 Element Function 

Enter Trip Panel The Enter Trip Panel is used to enter details about routes to be generated.  

Enter Trip Information 
Panel 

The Enter Trip For This Permit Panel provides information on Origin and 
Destination location options.  

Validation Results Panel The Validation Results Panel provides information on Origin and Destination 
location options when IN OSOWPS is unable to generate a route based on the 
information submitted. 

Trip Results Panel The Trip Results Panel provides an overview of the current generated route. 

Back Button Click to go back one page in the Order Permits process 

Note: Once the route has been validated, if a user clicks the Back button, the 
following message will be displayed:  

 
o Click the OK button to save the route information.  

o Click the Cancel button to go back without saving. 

Save and Exit Button Click to save progress and exit the permit application 

Save Button Click to save any progress 
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Step Description 

 Enter Trip Panel 

The Enter Trip Panel is used to enter the following details about routes to be generated: 

• The Origin and Destination of the route 
• Path conditions of the route such as the highways it should attempt to use or the Via Points it should 

pass through 
• Multiple route segments each with a separate Origin and Destination when the Split Trip feature is used 

The fields and options available vary based on the Origin and Destination selections. 
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Step Description 

 Enter Trip Panel Elements 

 Element Function 

Origin/Destination 
dropdown list 

The beginning and ending locations of a route 
The available fields for each vary based on the selected routing option for the Origin 
or Destination.  
The following types of routes can be generated: 

o From one location to another location 
o From one location to another location along specified highways or through 

specified intersections 
o From one location to another location through specified Via Points selected 

on the map 
Users can also use the above option to: 

o Generate multiple route segments each with a separate Origin and 
Destination when utilizing the Split Trip feature 

Via Points dropdown 
None option 

Select to generate a basic point-to-point route with no specified 
highways or Via Points 
Note: Via Points and Via Highways are for use when editing the 
route. It is recommended that the user first try to create the 
route with only an Origin and Destination. If the desired route is 
not generated, edit the route by expanding the Enter Trip Panel 
and adding Via Points and Via Highways.  

Note: Users can 
also use any of 
these methods 
for the routes of 
a Split Trip. Via Points dropdown 

Highway  option Select to display fields to specify road names to use in the route 

Via Points dropdown 
Find on Map option 

Select to display the Select on Map link to pick a location from 
the map 

Avoid Toll Roads Select to avoid being routed on any toll roads in the state of Indiana.  Note: This 
checkbox will be selected by default. 

Add Split Trip Select to display extra route fields for two or more separate route legs under the 
same permit 
This feature is used primarily when entering and exiting the state maintained road 
network. 

Generate a Round 
Trip 

Select to display extra route fields for two separate routes under the same permit 
This feature is primary used when a vehicle/load travels to a destination and will 
return to their origin on their return trip.  
Note: The Generate a Round Trip checkbox will not be available if the permitted 
load is greater than 200,000 pounds or if the route includes a Border Crossing. 

Validate and Run Click to generate a route based on the selections 
This action will collapse the Enter Trip Panel. Users can expand the panel to change 
the routing options by clicking the Expand Chevron icon. 
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Step Description 

 Types of Routes 

The following types of routes can be generated: 

• From one location to another location  
• From one location to another location along specified highways or through specified intersections 
• From one location to another location through specified Via Points selected on the map  

Users can also use the previously listed options to: 

• Generate multiple route segments each with a separate Origin and Destination when using the Split Trip 
feature 

 Selecting an Origin and Destination  

When generating a route, users can enter the details of the Origin or Destination using a variety of methods. 
Different fields are available depending on the method chosen. The methods are: 

• Address (refer to By Address on page 135) 

• Intersection (refer to By Intersection on page 137) 

• Border Crossing (refer to By Border Crossing on page 141) 

• Select Location on Map (refer to By Selecting a Location on a Map (Lat/Lon / Map) on page 144) 

Origin and Destination Methods 

Element Description 

Address An Address is used as an Origin or Destination if the trip needs to begin or end at a 
specific point. This route point is a street address and city, and an optional ZIP code.  

Intersection An Intersection is used as an Origin or Destination if the trip needs to begin or end at 
the cross section of two roads. This route point is the intersection of two roadways 
with the option of specifying a city.  

Border Crossing  A Border Crossing is used as an Origin or Destination if the trip needs to begin or end 
at the border of a neighboring state. This route point is a road name and State that 
the Border Crossing is with.  

Note: The Generate a Round Trip option will not be available on routes that include 
a Border Crossing.  

Selecting a Location on 
a Map  (Lat/Lon / Map) 

A Lat/Lon is used as an Origin or Destination if the trip needs to begin or end at a 
specific point. This route point is a location on the map manually selected by the 
user.  
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Step Description 

 Routing Methods 

Users can generate a basic point-to-point route or stipulate that a route be generated in the following ways. 

• Along specific highways and through designated intersections (see page 153) 
• Through specified Via Points (see page 155) 

 

Note: Via Highways and Via Points are for use when editing the route. It is recommended that the user first try to 
create the route with only an Origin and Destination. If the desired route is not generated, edit the route by 
expanding the Enter Trip Panel and adding Via Highways or Via Points.  
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Step Description 

 Trip Results Panel 

Once an Origin and Destination have been entered and the user has clicked the Validate and Run button, the Trip 
Results Panel will be displayed as shown below. Refer to Scenario 31 – Working With Your Trip Results on page 
163 for more information.  
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Scenario 30 – Generating a Route 
This scenario details the steps needed to generate a route.  

Scenario Steps  

Step Description 

1.  The Enter a Route screen is the starting point for generating a route.  
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Scenario Steps  

Step Description 

2.  By Address 

A user may route a trip using a specific address as an Origin and Destination if the trip needs to begin or end at a 
specific point. This route point is a street address and city, and an optional ZIP code. 

• Select Address from the Origin and/or Destination dropdown list in the Enter Trip Panel. 

The fields will change to allow users to enter the details regarding the address.  

 

• Enter the street address in the Address field.  

• Enter the city in the City field and/or the ZIP code of the address in the Zip field.  

• Enter the remainder of the Origin or Destination.  

• Click the Validate and Run button.  

Note: If the system cannot locate the address entered, the following message will be displayed: 

 
Note: If the system located the address, but the address is not on a state maintained road, the following message 
will be displayed: 
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Step Description 

 If the system can loate a valid address, the Trip Results Panel will be displayed. Refer to Scenario 31 – Working 
With Your Trip Results on page 163 for more information.   

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. 
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Step Description 

 • Click the Next button to continue the Order Permits process.  

Note: If the route has been validated and the Back button is clicked, a Do you want to save trip information 
message will be displayed.  

o Click the OK button to save the route information.  

o Click the Cancel button to go back without saving.  

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit. 

Helpful Hints:  

If the system cannot locate the entered address: 

• Verify the address. If the address is correct, verify the spelling.  
• Some addresses, especially industrial or residential location addresses, may not be in the state maintained 

road network. 
• If the address includes a prefix direction such as N, NE, etc., try the address without the prefix. 
• If the address includes an indicator such as road, street, drive, etc., try the address without the indicators. 

3.  By Intersection 

A user may route a trip using an intersection as an Origin or Destination if the trip needs to begin or end at the 
cross section of two roads. This route point is the intersection of two roadways with the option of specifying a 
city.  

• Select Intersection from the Origin and/or Destination dropdown list in the Enter Trip Panel. 

The fields will change to allow the user to enter or select the details regarding the intersection. 
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 • Click the Find Intersection button beneath the Origin or Destination dropdown list.  

The Find Intersection on Map screen will be displayed.  

 

• Enter the two street locations in the Street 1 and Street 2 fields.  

Note: Users can also enter a city in the City field, but it is not required. If city boundaries are unknown or 
uncertain, users may get better results without the city name. Refer to INDOT Highway Names on page 154 for 
suggested street name entry.    

 

• Click the Go button.   

Note: If users click the Done button instead of the Go button, users will be returned to the Enter Trip Panel to 
make a different routing selection.  
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 All possible intersection matches will be displayed on the map. Each will be marked with a numbered pushpin. 

 

• Zoom in and click the pushpin that marks the location to be used. The location will be added to the Origin or 
Destination field in the Enter Trip Panel. 

Map Zoom Tool 

Element Description 

Full Screen View Click to view map in full screen view 

 

Zoom Level Click the Zoom Level icons (+/-) to zoom in and out of the center of the map. 
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Step Description 

 • Enter the remainder of the Origin or Destination.  

• Click the Validate and Run button.  

 
The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results on page 163 
for more information. 

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. 
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 • Click the Next button to continue the Order Permits process.  

Note: If the route has been validated and the Back button is clicked, a Do you want to save trip information 
message will be displayed.  

o Click the OK button to save the route information.  

o Click the Cancel button to go back without saving.  

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit.   

Helpful Hints:  

If the system cannot locate the entered intersection: 

• Enter the Street 1 or Street 2 names using the format for Highway Names as described in INDOT 
Highway Names on page 154. 

• Remove the city name to see all possible matches. 
• When there are multiple possible matches, select the intersection that best represents the desired 

Origin or Destination. 
• If Street 1 or Street 2 names include a prefix direction such as N, NE, etc., try the street name without 

the prefix. 
• If Street 1 or Street 2 names include an indicator such as road, street, drive, etc., try the street name 

without the indicator. 

4.  By Border Crossing 

A user may route a trip using a Border Crossing as an Origin or Destination if the trip needs to begin or end at the 
border of a neighboring state. This route point is a road name and the State line that the Border Crossing is with.  

• Select Border Crossing from the Origin and/or Destination dropdown list in the Enter Trip Panel.  

The fields will change to allow users to select a Border Crossing in to or out of the state.  

 

Note: The Generate a Round Trip checkbox is not display on routes with Border Crossings as the Origin and/or 
Destination.  
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 • Select the desired Border Crossing from the dropdown list beneath Origin or Destination. The Border Crossing 
list displays the Indiana road name and State that the Border Crossing is with.  

 

• Enter the remainder of the Origin or Destination.  

• Click the Validate and Run button.  
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 The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results on page 163 for 
more information. 

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. 
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 • Click the Next button to continue the Order Permits process.  

Note: If the route has been validated and the Back button is clicked, a Do you want to save trip information 
message will be displayed.  

o Click the OK button to save the route information.  

o Click the Cancel button to go back without saving.  

Note: New information will not be saved if the user clicks the Back button before saving or before going to the 
next screen. 

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit.  

5.  By Selecting a Location on a Map (Lat/Lon / Map) 

A user may route a trip using a latitude and longitude coordinate as an Origin or Destination if the trip needs to 
begin or end at a specific point. This route point is a location on the map manually selected by the user.  

• Select Lat/Lon / Map from the Origin and/or Destination dropdown list in the Enter Trip Panel.  

The fields will change to allow users to enter latitude and longitude coordinates.  

 

• Enter the latitude and longitude values of the location to be used in the Lat and Lon fields if the coordinates 
are known. If the latitude and longitude coordinates are unknown, click the Find on Map button to the right 
of the Lat and Lon fields. 
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 The Find Lat Lon on Map screen will be displayed.  

 

• Use the Find Lat Lon on Map screen to select a routing Origin and/or Destination by clicking on the map.  

• Use the Focus City (refer to Using the Focus City Tool on page 149) and the Zoom tool to locate the Origin 
and/or Destination location. Be sure to zoom in close enough to see both directions of travel.  

• Click the Select radio button.  
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 Select Location Screen Elements 

Element Description 

Drag  Map Radio Button Select to drag the map to the area the user would like to view 

Select Radio button Select to set an Origin or Destination location to route 

Focus City field Enter the name of a city or town and click the Go button to center the map on that 
city and zoom to a level where the city fills the screen. 

Go Button  Click to go to the city or town the user wants to zoom in to after entering the city 
name in the Focus City field 

Done Button Click to return to the Enter Trip Panel  

Map Area 
Note: These tools are 
provided by Google 
Maps and could change 
at any time. PSDC has 
no control over the 
availability of these 
tools. 

Displays roads in the State 

Map button The Map button allows the user to toggle to Map view. 

Terrain checkbox The Terrain checkbox allows the user to view terrain on the 
map. 

Satellite button The Satellite button allows the user to toggle to Satellite 
view. 

Labels checkbox The Labels checkbox allows the user to turn labels on the 
map on and off.  

Full Screen View Click to view the map in full screen view 

Pegman icon The Pegman icon allows users to view a specific location on 
the map, in Street view. 

Zoom Level Click the Zoom Level icons (+/-) to zoom in and out of the 
center of the map.  
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 • Click the desired location on the map.  

The Find Lat Lon on Map screen will be closed and the location will be entered in the Lat and Lot fields in the 
Enter Trip Panel.  

 

• Enter the remainder of the Origin and/or Destination.  

• Click the Validate and Run button. 
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Step Description 

 The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results on page 163 for 
more information. 

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. 

 

• Click the Next button to continue the Order Permits process. 
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 Note: New information will not be saved if the user clicks the Back button before saving or before going to the 
next screen. 

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit.  

Helpful Hints: 

• When selecting a location, zoom in sufficiently to view both lanes of travel for divided highways.   
• Select the location traveling in the correct direction. 
• If the user clicks too close to an intersection, the system will assume the intersection as the location 

selection. 
• If the user selects a location that is not on a state maintained road, the system will prompt the user to 

pick another location and will display all state maintained roads highlighted green to aid in selection. 

Note:  If IN OSOWPS is unable to generate a route based on the Origin and Destination submitted in the Enter 
Trip Panel, the Validation Results Panel is used to inform the user why the trip failed and provide alternative 
routing points to enter to calculate the desired route of travel. See Validation Results Panel on page 161 for 
more information. 

6.  Using the Focus City Tool 

• Select Lat/Lon / Map from the Origin and/or Destination dropdown list in the Enter Trip Panel.  

The fields will change to allow users to enter latitude and longitude coordinates.  

 

• Click the Find on Map button to the right of the Lat and Lon fields. 
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 The Find Lat Lon on Map screen will be displayed.  

 

• Enter the name of a city or town within the State in the Focus City field.  

 

• Click the Go button.  

The map will center to the city or town entered and will zoom to a set level.  

Note: If the Done button is clicked instead of the Go button, the user will be returned to the Enter Trip Panel to 
make a different routing selection. 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

151 

Scenario Steps  

Step Description 

7.  Using the Drag Map Tool 

• Select Lat/Lon / Map from the Origin and/or Destination dropdown list in the Enter Trip Panel.  

The fields will change to allow users to enter latitude and longitude coordinates.  

 

• Click the Find on Map button to the right of the Lat and Lon fields. 

The Find Lat Lon on Map screen will be displayed.  

 

• Leave the Drag Map radio button selected. This is the default radio button. 

• Place the cursor in the map area. 

• Click and hold the mouse button down.  

• Drag the cursor around. 

The map area will move with the cursor. 
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8.  Google Map Tools 

IN OSOWPS interfaces with Google Maps. Google Maps provides additional tools for navigating the map. 

Note: The following tools are provided by Google Maps and could change at any time. PSDC has no control over 
the availability of these tools. 

Google Map Tools 

Legend Element Symbol Function 

1 Map button  The Map button allows the user to toggle to Map view. 

2 Terrain 
checkbox 

 The Terrain checkbox allows the user to view terrain on the 
map. 

3 Satellite button  The Satellite button allows the user to toggle to Satellite view. 

4 Labels 
checkbox 

 The Labels checkbox allows the user to turn labels on the map 
on and off.  

5 Pegman icon 
 

The Pegman icon allows users to view a specific location on 
the map, in Street view. 

 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

153 

Scenario Steps  

Step Description 

9.  Using Via Points – Highway  

The Via Highways routing method is for use when editing the route. It is recommended that the user first try to 
create the route with only an Origin and Destination. If the desired route is not generated, edit the route by 
expanding the Enter Trip Panel and adding Via Highways or Via Points.  

• Expand the Enter Trip Panel by clicking the Expand Chevron.  

The Enter Trip Panel will be displayed.  

 

• Select the Highway option from the Via Points dropdown list.  

The Highway Names field will be displayed.  
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 • Enter the names of roadways that the system should use to generate the route in the Highway Names field in 
the order of travel separated by commas.  

Note: It is best to not duplicate the Origin and/or Destination in the list of Via Highways.  

 

• Click the Validate and Run button.  

Note: If the route requested is blocked by restrictions or is perceived to be otherwise non-routable as entered, 
the system will ignore the request and route an approved route.  

For best results, use the official INDOT Highway Names:  

INDOT Highway Names 

Road Type Naming Convention Examples 

Interstate Highways I-XX where XX is the route number I-275 

US Highways US-XX where XX is the route number US-36 
 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

155 

Scenario Steps  

Step Description 

10.  Using Via Points – Find on Map 

The Via Points routing method is for use when editing the route. It is recommended that the user first try to 
create the route with only an Origin and Destination. If the desired route is not generated, edit the route by 
expanding the Enter Trip Panel and adding Via Highways or Via Points.  

• Expand the Enter Trip Panel by clicking the Expand Chevron.  

The Enter Trip Panel will be displayed.  

 

• Select the Find on Map option from the Via Points dropdown list.  

The Select on Map link will be displayed.  

 

• Click the Select on Map link. 
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 The Select Lat/Lon Vias on Map screen will be displayed.  

 

• Zoom in and move around the map. Be sure to zoom in very close to click a location on the map as a Via Point.  

• Select a Via Point by clicking the Select radio button and clicking the map in the selected location to add a Via 
Point.  

The Via Point selected will be added to the list beneath the map and a numbered marker will be added to the 
map.  

 
The same Via Point location will be placed in the Via Points section of the Enter Trip Panel.  
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 • Add additional Via Points to the list by repeating the previous steps.  

Note: When selecting each Via Point, decide if this point should be added to the end of the list or before a 
specific Via Point.  

 
Via Points can be individually removed from the list by clicking the Remove link on the line. The entire list can 
be removed by clicking the Clear Lat Lon Vias link in the Via Points section on the left.  

 

• Click the Done button once finished.  

The Via Points will be entered into the trip between the Origin and Destination.  

Note: If the route requested is blocked by restrictions or is perceived to be otherwise non-routable as entered, 
the system will ignore the request and route an approved route. It is best to not duplicate the Origin and 
Destination in the list of Find on Map vias. 
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11.  Generating a Split Trip 

Split Trips are two or more separate routes under the same permit. Split trip permits are used when vehicle and 
load will leave the state maintained road network and re-enter on the same or different road segment or when a 
vehicle and load must travel on off-system roadways in the middle of a route. 

Note: Permits containing a split trip cannot be self-issued and will be sent to the Permit Office for review and 
approval before the permit can be issued.  

• Select the Add Split Trip checkbox in the Enter Trip Panel.  

An additional Enter Trip Panel for the Split Trip will be displayed.  

 

• Choose the Origin and Destination for each leg of the trip.  

Note: Split trips can be routed over specified roadways as described in Using Via Points – Highway on page 153. 
Users can also route split trips through specified locations as described in Using Via Points – Find on Map on 
page 155.   

• Click the Validate and Run button.  

Note: If the route requested is blocked by restrictions or is perceived to be otherwise non-routable as entered, 
the system will ignore the request and route an approved route. It is best to not duplicate the Origin and/or 
Destination in the list of Find on Map vias. 
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 The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results on page 163 for 
more information. 

 

The driving directions will be split for each leg of the Split Trip.  

• Click the Next button to continue the Order Permits process. 

Note: New information will not be saved if the user clicks the Back button before saving or before going to the 
next screen. 

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit. 

Note: If IN OSOWPS is unable to generate a route based on the Origin and Destination submitted in the Enter Trip 
Panel, the Validation Results Panel is used to inform the user why the trip failed and provide alternative routing 
points to enter to calculate the desired route of travel. Refer to Validation Results Panel on page 161 for more 
information. 
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12.  Load Saved Trips 

The Load Saved Trip feature allows a user to use the Origin, Destination, and other routing points from a 
previously saved trip. The system will always validate the route and provide a route based on current restrictions. 

Note: Refer to To Save This Trip on page 166 for more information on how to save a trip.  

• Select a trip from the Load Saved Trip dropdown list in the Enter Trip Information Panel. 

• Click the Load Trip button.  

 
The routing information will be populated in the Enter Trip Panel.  

 
Note: The routing options can be edited or kept the same.  

• Click the Validate and Run button.  

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. 
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 • Click the Next button to continue the Order Permits process.  

Note: If the route has been validated and the Back button is clicked, a Do you want to save trip information 
message will be displayed.  

o Click the OK button to save the route information.  

o Click the Cancel button to go back without saving.  

Note: On the Order Permits: Permit Summary screen users have the option to Delete Permit, click the Save and 
Exit button to save any progress and return to the Company Dashboard, or to Submit. 

13.  Validation Results Panel 

If IN OSOWPS is unable to generate a route based on the Origin and Destination submitted in the Enter Trip 
Panel, the Validation Results Panel is used to inform the user why the trip failed and provide alternative routing 
points to enter to calculate the desired route of travel.  If the location entered was found, but is not on a state 
maintained road, the Select On-System Road button will be displayed to allow the user to select a point from the 
map.   
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 Validation Results Panel 

Element Function 

Location Submitted routing point 

Type Routing point type selected from the Enter Trip Panel 

Address Route point is a street address and city/town, and/or ZIP code 

Intersection Route point is the intersection of two roadways 

The user has the option of specifying a city/town. 

Border 
Crossing 

Route point is a Border Crossing 

Lat/Lon / 
Map 

Route point is a location on the map manually selected by the user 
or entered latitude and longitude coordinates 

Alternatives Potential routing points based on the information entered in the Enter Trip Panel  

Select On System Road Click to display the map and manually select a point on the map 

Edit Route Expand 
Chevron 

Click to return to the Enter Trip Panel to re-enter the route point information 
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Scenario 31 – Working With Your Trip Results 
This scenario details the steps needed to understand the trip results after a route is generated.  

Scenario Steps  

Step Description 

1.  Once an Origin and Destination have been entered and the user has clicked the Validate and Run button, the Trip 
Results Panel will be displayed.  
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 Trip Results Panel Elements 

Element Description 

Next button Click the Next button to proceed to the next page in the Order Permits process once 
routing is complete. 

Expand Chevron Click the Expand Chevron icon to expand the Enter Trip Panel to view/edit the route 
points. 

Route Review Checkbox Select the checkbox to have the route reviewed. An empty field will be displayed to add 
notes describing the reason for the route review request.  

Trips The generated trip and any alternate routes calculated 

Origin/Destination The Origin and final Destination of the current route 

Trip Distance The total distance of the calculated trip in miles 

Trip Time The estimated traveling time for the vehicle and load calculated 

Save this trip... link Click the Save this trip link to name this trip and have it recalled for future permit 
applications. Refer to To Save This Trip on page 166 for more information. 

Drag Map This radio button allows users to click on the map and drag it to view different areas of 
the map. Refer to Drag Map on page 167 for more information. 
Note: This is the default radio button. 

Get Restriction Information 
for Road 

Select this radio button to view restriction information for a red highlighted road segment 
on the map. After clicking this option, click the road segment in question. Users must be 
zoomed in very close. Refer to Restrictions Affecting a Route on page 167 for more 
information.  

Restrictions in Box Select this radio button and then click the Select area button to view the restrictions for 
multiple roadways. Resize the box and zoom in so the area is clearly seen within the box. 
Refer to Restrictions in Box on page 169 for more information. 

Map Area The roadways that are restricted for the current vehicle and load are displayed on the 
map as red highlights. 
The Zoom tool provides methods to quickly zoom in and out of the Map Area.  

Load Dimensions Used 
During Routing 

Expand this section to view the load dimensions used in the permit application. Refer to 
Trip Results: Load Dimensions Used During Routing on page 171 for more information.  

Route Description Expand this section to view the abbreviated route without the turn-by-turn driving 
directions, distance, and time calculations. The abbreviated route mimics manual routing 
terminology. Refer to Trip Results: Route Description on page 172 for more information.  

Driving Directions This section will display the detailed turn-by-turn driving directions, distance, and time 
calculations. 
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2.  To Submit a Route for Manual Review 

A route may be submitted for manual review if the user is unable to get the route needed for travel. If the user is 
unable to get the necessary route due to restrictions, a State User may be able to obtain temporary override 
permission if the load is needed in the restricted area. Enter the Origin and Destination and click the Validate and 
Run button before submitting a route for manual review. 

• Generate a route as part of a permit application as described in Scenario 30 – Generating a Route on page 134. 

The Trip Results Panel will be displayed showing the details of the generated route.  

 

• Check the box next to I have a problem with the route and would like it reviewed.  

 

• Enter the reason for the route review in the text box. 

• Click the Next button to continue the Order Permits process. 

The permit application will be submitted to the Permit Office for review and routing assistance. 
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3.  Alternate Routes 

By default, the system will display the “preferred” route in the Trip Results Panel; however, there will be times when 
alternate routes are also available. The alternate routes will be displayed above the Origin and Destination.  

 

• Click the Alternate X button to view the route on the map.  

• Continue viewing the alternate routes until the desired route is determined. 

• Click the Next button to proceed with the Order Permits process. 

4.  To Save This Trip 

• Generate a route as part of a permit application as described in Scenario 30 – Generating a Route on page 134. 

The Trip Results Panel will be displayed. 

• Click the Save this trip… link to open the Save Trip window.  

 

The Save Trip window will be displayed. 

 

• Enter a name for the trip in the Save Trip As field. 

• Click the Save Trip button or click the Cancel button to exit the Save Trip box and return to the Trip Results Panel 
without saving. If saved, the Origin, Destination and other routing points are saved to recall for a later permit. 
Refer to Load Saved Trips on page 160 for more information on how to load a previously saved trip. 
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5.  Drag Map 

Drag Map allows users to click on the map and drag it to view different areas of the map.  Refer to XX on page XX for 
more information.  

6.  Restrictions Affecting a Route 

After generating a route, restrictions that apply to the vehicle and load dimensions used during the Order Permits 
process will be displayed on the map as red highlights. Viewing the details for these restrictions can assist in 
identifying the areas where travel is restricted for the specific load size. 

• Select the Get Restriction Information For Road radio button above the map area.  
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 • Zoom to a level where the restricted roadway to be examined can be clearly seen. 

• Click the restricted roadway.  

The Restriction Information screen will be displayed for the selected roadway. 

Note: The Restriction Information screen will list any restrictions associated to the particular road segment that was 
selected. Each restriction will include the official Indiana text for that restriction and the associated dimension(s). At 
least one of the restrictions for that section will apply to the vehicle and load being routed since it was highlighted in 
red.  

 

Note: If a No restrictions found message is displayed, click the OK button, zoom in closer on the map and be sure to 
click the road segment that is highlighted in red.  

• Click the Close button to exit the Restriction Information screen and return to the Trip Results Panel. 

• Click the Next button to continue the Order Permits process.  
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7.  Restrictions in Box 

From the Trip Results Panel, users can view restrictions by clicking the restricted road segment as described in 
Restrictions Affecting a Route on page 167, or users can draw a box on the map to display all restrictions within the 
shape. 

• Select the Restrictions in Box radio button from the Trip Results Panel. 

 
The following message will be displayed. 

 

• Click the OK button. 

A hand and a rectangle will appear at the top of the map area. 

 

• Zoom to a level where the restricted roadway to be examined can be clearly seen. 
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 • Click the rectangle box and drag over restricted area to form a box.   

 
The Restriction Viewer screen will be displayed. 

All restrictions contained within the highlighted area on the map are listed on the Restriction Information screen. 

 
Note: If there are a large number of restrictions displayed, reduce the size of the box for the best results. 

• Click the Close button to return to the Trip Results Panel.   
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8.  Trip Results: Route Details 

This section of the Trip Results Panel provides details about the load and roadways used in the current route. This 
information is also available in the Permit Details. Refer to Scenario 19 – Permit Details on page 64.  

 
Trip Results: Route Details 

Elements Functions 

Load Dimensions Used During Routing Expand this section to view the load dimensions used during the 
Order Permits process. 

Route Description Expand this section to view the abbreviated route without the turn-
by-turn driving directions, distance, and time calculations. The 
abbreviated route mimics manual routing terminology. 

 

9.  Trip Results: Load Dimensions Used During Routing 

The Load Dimensions Used During Routing section will list the load dimensions entered during the Order Permits 
process. This is provided as an entry error checking feature to ensure that the route generated matches the truck and 
load parameters as intended. 

 
Trip Results: Route Details 

Elements Functions 

Width Greatest width of the truck and load 

Height Greatest height of the truck and load  

Length Total length of the truck and load  

Weight Total weight of the truck and load 

Front Overhang Length of the load extending beyond the foremost point of the truck and load 

Rear Overhang Length of the load extending beyond the rearmost point of the truck and load 
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10.  Trip Results: Route Description 

The Route Description is an abbreviated route excluding turn-by-turn directions, distance, and time calculations. The 
abbreviated route mimics manual routing terminology. The Route Description will be displayed when the Expand 
Chevron icon is clicked.  

Note: Road conditions and closures will also be listed in this section.  

Trip Results: Route Description 

 

 
 

  



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

173 

Amends 
Depending on the Permit Type and the reason for the amend, there are some Self-Service Amends that Customer Users 
can process themselves without any Permit Office interaction. Any other amend reasons outside of the Self-Service Amend 
reasons can only be requested by Customer Users. The Amend Requests must be reviewed and approved by a State User. 

Scenario 32 – Requesting and Performing Amends 

Scenario Steps  

Step Description 

1.  To Perform a Self-Service Amend 

Note: When applicable, Customer Users can perform a Self-Service Amend during the first 72 hours after the permit 
has been issued. After the 72 hour period, Self Service Amends are only allowed for date extensions on active (not 
expired) permits. 

• Click the Select… link in the Action column in the Permits Panel on the Company Dashboard. 

• Click the Self Service Amend link. 

 

2.  The Customer Self Service Amend popup box will be displayed. 

 

• Select a Self Service Amend option and complete the information needed. 

Note: Amended permits must be paid for within 72 hours of the amend approval. If an amended permit remains in the 
Customer Shopping Cart for more than 72 hours with no payment, the Customer’s account will be suspended and the 
customer will not be able to order permits.  
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Scenario Steps  

Step Description 

3.  To Request an Amend  

• Click the Select… link in the Action column in the Permits Panel on the Company Dashboard. 

• Click the Request Amend link. 

 
The Request Amend window will be displayed. 

 

• Enter a reason for the Amend Request in the text box. 

• Click the Submit button. 

The Amend Request Submitted screen will be displayed.   
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Scenario Steps  

Step Description 

 • Click the OK button.  

The Amend Request will be sent to the Permit Office for processing. 

Note: If the Amend Request is approved, the user will receive notification that the amended permit has been sent to 
the Shopping Cart. The Shopping Cart can be accessed from the Company Dashboard. Refer to Scenario 22 – Shopping 
Cart on page 79 for more information. Once the Payment has been processed, the permit PDF will be sent via the 
delivery method selected during the Order Permits Process. The PDF will also be available from the Company 
Dashboard once the permit is approved. Customer Users will only have access to the most recent Permit PDF. 

Note: Amended permits must be paid for within 72 hours of the amend approval. If an amended permit remains in the 
Customer Shopping Cart for more than 72 hours, with no payment, the Customer’s account will be suspended and the 
customer will not be able to order permits. 
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Route Surveys 
Permits for very large loads require a Route Survey before a permit can be issued. A Route Survey is a document that the 
trucking or survey company, if used, will sign attesting they are able to safely navigate the system generated route with 
the load weight and dimensions stated in the permit application. The company will create the route for the Route Survey 
and print the document. In some instances, restrictions will have to be overridden for the route to be created. In these 
instances, State Users will have to create the Route Survey. After the route survey has been created and signed, it has to 
be submitted and approved. Once it has been approved, the user will be able to complete the Order Permits process and 
pay for the permit. 

Route Surveys are valid for a predetermined time period from the date a State User approves it or when a new restriction 
makes the route unusable. Companies are able to use an approved Route Survey again for the same route for vehicles with 
the same or smaller dimensions and within a set number of days of the Route Survey’s initial approval.  

Scenario 33 – Accessing Route Surveys  

Scenario Steps 

Step Description 

1.  • Begin a permit application to the point of entering a route as described in Scenario 27 – Creating a Single Trip 
Permit starting on page 91. 

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

Step Description 

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

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

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

The Trip Results Panel will be displayed.  

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

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

The Permit Summary screen will be displayed. 

• Select the Attest Statement checkboxes, if applicable.  

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

The Route Survey Information screen will be displayed.  
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Scenario Steps 

Step Description 

 • Enter all known information into the Route Survey Information fields, making it as complete as possible. 

• Select the checkbox to attest that the performing company certifies that there are safe and sufficient clearances 
throughout the route detailed above.  

• Click the Submit button.  

The Submission Complete screen will be displayed.  

 

• Click the Print route survey link to print the Route Survey form.  

• Click the Order another permit link to create a new permit.  

• Click the Return to the dashboard link to return to the Company Dashboard.  

2.  To Search For a Route Survey 

• Click the Route Surveys link in the Administrative Panel on the Company Dashboard.  

 
The Route Survey Search screen will be displayed. 

 

• Select the desired parameters and enter the criteria in the Route Survey Details box. 
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Scenario Steps 

Step Description 

 Route Survey Search Parameters 

Route Survey Parameter Route Survey Parameter Description 

Route Survey # • To select a specific Route Survey, select the is option and enter the 
Route Survey Number.  

• To select Route Surveys associated to permits with a Route Survey 
Number greater than or equal to a selected number, select the is 
greater or equal to option and enter the number.  

• To select Route Surveys associated to permits with a Route Survey 
Number less than or equal to a selected number, select the is less 
than or equal to option and enter the number.  

• To select Route Surveys associated to permits with a Route Survey 
Number between two numbers, select the is between option and 
enter the two numbers. 

Starting Permit # • To select the Route Survey associated to a single permit, select the 
is option and enter the Permit Number.  

• To select Route Surveys associated to permits with a Permit 
Number greater than or equal to a selected number, select the is 
greater or equal to option and enter the number.  

• To select Route Surveys associated to permits with a Permit 
Number less than or equal to a selected number, select the is less 
than or equal to option and enter the number.  

• To select Route Surveys associated to permits with a Permit 
Number between two numbers, select the is between option and 
enter the two numbers. 

Starting Permit ID • To select the Route Survey associated to a single permit, select the 
is option and enter the Permit ID Number.  

• To select Route Surveys associated to permits with a Permit ID 
greater than or equal to a selected number, select the is greater 
or equal to option and enter the number.  

• To select Route Surveys associated to permits with a Permit ID less 
than or equal to a selected number, select the is less than or 
equal to option and enter the number.  

• To select Route Surveys associated to permits with a Permit ID 
between two numbers, select the is between option and enter the 
two numbers. 
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Scenario Steps 

Step Description 

 • Click the Search button.  

The Route Surveys that meet the parameters chosen will be listed in the Records Found section listed below the 
Route Survey Details box. The Route Surveys are listed in numerical order by Route Survey #. 

Note: Click the Reset Form button to enter new search criteria. 

3.  To View the Route Survey Form 

• Click the PDF icon in the Form column to view the Route Survey Form.  

 
The Route Survey Form will be displayed. 

Note: If the Route Survey form was completed electronically, the information entered will auto-populate on the 
Route Survey form.  

If the Route Survey form was created during the Order Permits process, but was not completed electronically, the 
Route Survey form will only contain information from the permit application; the Route Survey information will not 
auto-populate on the Route Survey form. 

  

• Review the Route Survey Form.  

• Close the Route Survey Form to return to the Route Survey Search screen. 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

181 

Scenario Steps 

Step Description 

4.  To Upload a Signed Route Survey 

• Click the Upload link. 

 

The Upload Signed Route Survey screen will be displayed. 

 

• Click the Browse button. 

The Choose File to Upload screen will be displayed. 

• Select the document to upload. 

• Click the Open button. 

• Click the Upload button. 

The Upload Signed Route Survey screen will be closed and user will be returned to the Route Survey Search 
screen. A PDF icon will replace the Upload link when complete. 

 
Note: Once the Route Survey information is uploaded, it is sent to the Permit Office for approval. After the Route 
Survey has been approved by a State User, a green checkmark will be displayed in the Approved column.  
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Scenario Steps 

Step Description 

6.  To Print a Route Survey Report 

• Click the Route Surveys link in the Administrative Panel on the Company Dashboard.  

  
The Route Survey Search screen will be displayed. 

 

• Select the desired parameters and enter the criteria in the Route Survey Details box. 

• Click the Search button to produce a list of all route Surveys that fit the search criteria or click the Reset Form 
button to reset the entries. 
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Scenario Steps 

Step Description 

 The Records Found screen will be displayed with all Route Surveys that match the search criteria. 

 
Note: If there is more than one route Survey found, the Route Surveys will be listed by the Route Survey # with the 
most recent first. 

• Click the Print Report link. 

 
The Select Print Option screen will be displayed. 

 
Users now have the option of selecting the criteria for the information that will appear in the report. The criteria 
chosen will be applied to the report created for the Route Surveys listed in the Record Found results. 
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Scenario Steps 

Step Description 

 • Click the Print Report button to print the report with the selected criteria or click the Cancel button to cancel 
printing the report.  

 
Note: A prompt will ask if the user would like to Open or Save the Excel file. Click the Open button to open the file. 
Click the Save button to save the file to your computer. An Excel spreadsheet will be generated. 

 
The Excel Report will be displayed. 

The Excel report can be viewed, printed, saved and can be manipulated for other reports from here. 

• Close the Excel report to return to the Route Survey Search screen. 
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Scenario Steps 

Step Description 

7.  To View Permits Associated to a Route Survey 

• Click the View link.  

 
The Route Survey Permits screen will be displayed.  

 

8.  • Click the Home button to return to the Company Dashboard. 
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Bridge Studies 

Scenario 34 – Bridge Route Failure 
In order to route a specific Permit Type with predetermined dimensions in IN OSOWPS, the user must utilize a Bridge 
Study. The route will be tied to the Bridge Study, and the user will not be able to make changes to the route.  

Scenario Steps 

Step Description 

1.  • Begin a new permit application that requires axle entry as described in Scenario 27 – Creating a Single Trip 
Permit on page 91. 

• Select a Permit Type from the Permit Type dropdown list. 

• Select a Start Date for the permit.  

Note: The Start Date will default to today’s date. 

 

• Click the Next button. 

The Truck and Load Information screen will be displayed. 

• Enter the Truck and Load Information. 

• Click the Next button. 
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Scenario Steps 

Step Description 

2.  The Enter a Route screen will be displayed. 

• Generate a route as described in Scenario 30 – Generating a Route starting on page 134. 

The following message will be displayed if the route is unable to generate due to a Bridge Route Failure. 

 

• Click the Continue your order to have your trip reviewed link.  

A confirmation message will be displayed. 

 

• Click the OK button to add a note to the permit. 

3.  The Attach Notes screen will be displayed.  

 

• Enter a note in the text box.  

• Click the Submit button.  
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Scenario Steps 

Step Description 

4.  The Order Permits: Permit Fee Summary screen will be displayed. 
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Scenario Steps 

Step Description 

4a From the Order Permits: Permit Summary screen, a Customer User can:  

• Review the fee and route information 

• Add notes or documents to the permit application 

• Submit the permit application to the Permit Office for review  

Refer to Steps 4b to 4j in this scenario for a better understanding of the Order Permits: Permit Summary screen.  

4b The top section of the Order Permits: Permit Summary screen displays the Company Name, Contact Name, 
Permit ID, Permit Type, Unit/Rig Number, Permit Fee, and effective dates for the permit.  

Note: When the company name appears in blue, it is a hyperlink to access the IN OSOWPS Company 
Management Portal screen.  

Note: The Start and End Date will reflect a Single Trip permit.  
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Scenario Steps 

Step Description 

4c The next section of the Order Permits: Permit Summary screen will display the load information entered in the 
permit application. Users should review these fields for accuracy. If changes are needed, click the Back button to 
return to the previous screens.  

  

4d The next section of the Order Permits: Permit Summary screen will display the route information selected for 
the permit application. If the Origin and/or Destination need to change, click the Back button to return to the 
Enter a Route screen.  
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Scenario Steps 

Step Description 

4e The Route Description is an abbreviated route excluding turn-by-turn driving directions, distance, and time 
calculations. The abbreviated route mimics manual routing terminology. 

  

4f The next section of the Order Permits: Permit Summary screen allows Customer Users to view the Permit 
Provisions automatically applied to the permit.  

 

4g The next section of the Order Permits: Permit Summary screen contains any attestation statements required 
prior to processing through the screen.  
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Scenario Steps 

Step Description 

4h Add a Note to the Permit Application 

Company Users can add and view notes for the permit application.  

 

• Click the Permit Notes button to add or view notes for the permit application. 

The Notes and Directions screen will be displayed. 

 

• Enter the text of the note in the free-form text box. 

• Click the Clear Text button to remove the note text entered. 

• Click the Add Note button to save and add the note to the permit application. 

• Click the Close button to close the Notes and Directions screen without saving the changes. 

Note: If there was a previously added note, there will be an envelope on the Permit Notes button letting the 
user know there is a note waiting. Any previously added note(s) will be displayed at the top of the Notes and 
Directions screen, with the User Name, Time Stamp, Note Preview, and a View link to view the note.  
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Scenario Steps 

Step Description 

4i Add a Document to the Permit Application 

Company Users can add or view documents from the permit application. To add a document, it must already be 
saved to the computer. Users can browse computer files to locate the document, select it, and then upload it to 
IN OSOWPS. Users must select a document type from the dropdown list to better identify the type of document 
being added. Users can also add a description to give any explanation needed for the document. 

 

• Click the Permit Documents button to add or view documents for the permit application. 

The Permit Documents screen will be displayed. 

 

• Select the type of document from the Document Type dropdown list. 

• Click the Browse button to locate the document. 

• Enter the title of the document in the Title field. 

• Enter a description of the document in the Description field. 

• Click the Close button to close the Edit Documents screen without saving the changes. 

• Click the Upload Document button to save and add the document to the permit application. 

Note: If there is a previously added document, there will be a Document icon on the Permit Documents button 
letting the user know there is a document waiting. 
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Scenario Steps 

Step Description 

4j Once the Order Permits: Permit Summary screen has been reviewed and no changes are needed, the permit 
application can be submitted to the next step in the Order Permits process.  

 

• Click the Back button to return to the previous screen. 

• Click the Save and Exit button to close the permit application and process at a later time. The permit 
application will be placed in the Permits Panel on the Company Dashboard. The permit will be given a status 
of “User” and will not be available for State Users to see. The permit can be resumed by the customer at a 
later time.   

• Click the Delete Permit button to delete the permit. 

• Click the Submit button to submit the permit application to the Permit Office for help with getting a route. 

5.  The Permit Submission Successful screen will be displayed.  

 

• Click the Return to the dashboard link.  

The Company Dashboard will be displayed. The permit application will be displayed in the Permits Panel 
with a status of Routing Assistance. 
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Permit Service 
In IN OSOWPS, a Permit Service is the same as a Company User with a few distinct differences. In most cases, the Permit 
Service will not have a USDOT Number. All companies that receive a permit must have an account in IN OSOWPS. The 
Permit Service can create an account for companies that do not already have one.  

Note: The Account Type must be set to Permit Service when the OSW account is created.  

Scenario 35 – Permit Service Permits Panel 
The Permit Service Permits Panel is separated by companies. The functions are the same as described in Scenario 18 – 
Permit Actions on page 63. 

 

Scenario 36 – Permit Service Orders a Permit 
The process for a Permit Service ordering a permit is the same as the Order Permits Process as described in Scenario 27 – 
Creating a Single Trip Permit on page 91 with one exception; the Permit Service must select a company for the permit. 
The company can be selected by its USDOT Number or Company Name.  

Scenario Steps  

Step Description 

1.  • Click the New Permit link in the Permits Panel on the Company Dashboard. 
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Scenario Steps  

Step Description 

2.  The Order Permits screen will be displayed.  

 

• Select US DOT Number or Company Name from the Search By dropdown list.  

  

• Enter the company name to search for in the text box.  

Companies matching will be displayed in the Records Found section. 

• Click the Name link of the company to order a permit.  
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Scenario Steps  

Step Description 

3.  The saved contact information will pre-populate in the permit application from the IN OSOWPS Company 
Management Portal screen. 

 

• Complete the fields not pre-populated. 

o The Primary Delivery Method will pre-populate from the IN OSOWPS Company Management Portal screen; 
however, it can be changed for this permit application. Changes made to the Primary Delivery Method in the 
permit application will NOT affect the Primary Delivery Method saved on the IN OSOWPS Company 
Management Portal screen.  

o The Additional Delivery Method and Company Reference are optional fields. 

Additional 
Delivery 
Method 

An optional field on the permit application that enables the customer to choose a 
second delivery method for their permit delivery.  Example: the customer could 
choose to have the permit both emailed and faxed to them.  

Company 
Reference 

An optional field on the permit application that enables the company to associate 
a permit to a particular job, job number, or some other internal tracking reference. 
This field is searchable, reportable, and can print on the permit. 
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Scenario Steps  

Step Description 

4.  • Select the type of permit from the Permit Type: dropdown list. 

 
Note: Once a Permit Type is selected, the Next and Save and Exit buttons will be displayed. 

5.  The Permit Type selected will determine if an additional dropdown list will be displayed.  

Permit Type Additional Dropdown List Displayed 

90 Day Permit Permit Subtype 

Annual Permit Permit Subtype 

Bulk Milk Permit N/A 

Overweight Commodity Permit Commodity Type 

Pre-Approval Superload N/A 

Single Trip Permit Additional checkboxes will be displayed.  

For this example, Single Trip Permit will be selected.   

 
Additional checkboxes will be displayed.  

Note: For demonstration purposes, the remainder of this scenario follows the workflow as if none of the additional 
checkboxes were selected. 

Note: Users are not required to select one of these options; however, if one of these options is selected, the 
requirements of the permit application will change.  
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Scenario Steps  

Step Description 

6.  Note: The From: date will auto-populate the current date; however, it can be changed. The From: date cannot be 
earlier than today and is limited by the Permit Type as to how many days in advance it can be ordered.  

• Enter the start date for the permit by clicking in the From: field and choosing a date from the calendar. 

Note: The To: date will not be populated at this time. 

• Click the Next button. 

Note: Once the user advances to the next screen, the Permit Type cannot be changed for this permit application. 

 
Note: Click the Save and Exit button to close the permit application without losing the entries made. The permit 
application can be resumed from the Permit Panel on the Company Dashboard at a later time. 

7.  The Truck and Load Information screen will be displayed.  

 
Note: Throughout the permit application, when the company name appears in blue, it is a hyperlink to access the IN 
OSOWPS Company Management Portal screen.  

Note: The Permit ID will be displayed at the top of the permit application. It is helpful to note the Permit ID in the 
event the permit application must be saved and reopened at a later time. 
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Scenario Steps  

Step Description 

8.  The following table defines all possible fields on the Truck and Load Information screen for all Permit Types.  

All fields will not be applicable to all Permit Types. 

 Set Truck and Load Information 

Element Function System Required? 

Vehicle Information for the vehicle that in on the permit application 

Add Power Unit 
Button   

Create another permit for another vehicle on this 
application. All Truck and load parameters and the permit 
dates must be the same for each vehicle to use this option. 

No 

Delete Power Unit 
Button  

Delete a permit request for an additional vehicle on this 
application. This only will be displayed if a user has clicked 
the Add Power Unit button. 

No 

Vehicle Inventory List of saved vehicles in the company’s IN OSOWPS 
account 

No 

Unit/Rig Number Unit number of the vehicle on the permit No 

Year Year of the vehicle on the permit Yes 

Make Manufacturer of the vehicle on the permit 
Enter the full name of the manufacturer such as Volvo, 
Mack, Freightliner, etc. 

Yes 

VIN Vehicle Identification Number Yes 

Plate Number License plate number of the vehicle on the permit Yes 

State State that issued the registration for the vehicle on the 
permit 

Yes 

Country Country where the registration State is located 
Note: Once the State is selected, the IN OSOWPS will auto 
assign the Country. 

Yes 

Vehicle Type Type of vehicle on the permit 
Note: The Vehicle Type selected will determine the 
maximum dimensions allowed on the permit application.  

Yes 

Load 
Description 

A brief description of the load being hauled.  
Note: The Permit Type selected will determine if the Load Description will auto-
populate or if the user will enter the Load Description in a free-form text box. 

Yes 

Load Serial # / 
Bill of Lading # 

The serial number or Bill of Lading number associated to the load being hauled. 
This is an alpha-numeric field. 
Note: If there is no such number for the load, enter N/A. 

Yes 
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Scenario Steps  

Step Description 

 Set Truck and Load Information 

Element Function System Required? 

I attest that the load 
is non-divisible 

By checking this option users confirm that the load being hauled cannot 
be broken down further or disassembled as per Indiana permitting rules. 
If the load IS divisible then the legally stacked option must be confirmed. 

Yes/or below option 

I attest that hauling 
multiple items does 
not create an 
additional over-
dimension 

This checkbox confirms to Indiana that the load is legally stacked per 
Indiana permitting rules. 

Yes/or above option 

How Loaded The way the truck was loaded. 
Note: The Loading Method options available will be determined by the 
Attest Statement selected. The Loading Method selected will determine 
the maximum dimensions allowed and if additional requirements must 
be met.  

Yes, if “I attest that 
hauling multiple items 
does not create an 
additional over-
dimension” is selected. 

Load Measurements 
All measurements are performed according to Indiana permitting regulations. 
The fields in this section are related to describing the dimensions of the load. 

Load Parameter Dimension values of the load 

Feet Number of complete feet and inches of each 
load parameter 
Note 1: When rounding, the Inches value should 
be rounded up.  
For example, if the Loaded Width is 13 feet, 7.5 
inches, then enter the Feet value of 13, and the 
Inches value of 8. 
Note 2: This value is not applicable to the 
Loaded Weight parameter. 

Yes 

Inches 

Loaded Width Greatest width of the truck and load  Yes unless grayed out 

Loaded Height Greatest height of the truck and load Yes unless grayed out 

Overall Length Overall length of the vehicle and trailer Yes unless grayed out 

Trailer and Load 
Length 

Greatest length of the trailer and load Yes unless grayed out 

Loaded Weight Gross weight of the Truck and load 
This value is either set automatically by the 
Enter Weights button or by the Permit Definition 
configuration.  

Yes unless grayed out 

Enter Weights Enter the axle weights for the truck and load. 
This feature is required if the weight exceeds 
legal. This feature can be used for optimal 
routing if the weight is less than legal. 

Yes unless grayed out 
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Scenario Steps  

Step Description 

 Set Truck and Load Information 

Element Function 

Permit Type The Permit Type selected will be displayed at the bottom of the Truck and Load Information screen.  
Note: When Single Trip is selected as the Permit Type, the system will determine the exact type of 
Single Trip permit needed once the dimensions and weights are entered. Once the Permit Type is 
determined, the correct Permit Type will be displayed. 

Back Return to the previous screen 
New information on the current screen will not be saved if the user clicks the Back button before 
saving or before going to the next screen. 

Next Continue to the next screen 

Save and Exit Save the permit and load information and exit 
This application can be resumed at a later time. 

Delete Permit Delete a permit application 
 

9.  • Select a unit from the Vehicle Inventory dropdown list if the company has saved Vehicle Inventory.  

 
Note: If the company has saved Vehicle Inventory, all saved vehicle information will auto-populate once a vehicle is 
selected from the Vehicle Inventory dropdown list. 

• Enter the Year, Make, VIN, Plate, and State of the vehicle if the company does not have saved Vehicle Inventory.   

The system will determine the Country once the State is selected. 

• Select the type of vehicle to permit from the Vehicle Type dropdown list. 

 
Note: The Vehicle Type dropdown list will only contain vehicle types allowed for the Permit Type selected.  

Note: The Vehicle Type selected will determine the maximum dimensions allowed for the permit application. 

10.  Load Description 

• Enter a description of the load in the Load Description field. 

Load Serial #/Bill of Lading # 

• Enter the serial number or Bill of Lading number in the Load Serial #/Bill of Lading # field. This is an alpha-numeric 
field. 

o If there is no such number for this load, enter N/A in the field. 

 



Indiana Oversize/Overweight Permitting System 
Customer User Guide 

203 

Scenario Steps  

Step Description 

11.  • Select the appropriate Attest Statement. 

When an Attest Statement is selected, the How Loaded dropdown list will be activated, with the applicable options 
listed.  

  

 
Loading Method 

• Select the loading method from the How Loaded dropdown list. 

The Loading Method selected will determine the maximum dimensions allowed and if additional requirements 
must be met. 

If Crated is selected as the loading method, the following screen will be displayed. 

 
Note: If Crated is selected as the loading method, the permit cannot be self-issued and will be sent to the Permit 
Office for review/approval. 

• Complete the fields. 

• Click the Submit button. 

The Truck and Load Information screen will be displayed. 
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Scenario Steps  

Step Description 

12.  At this time, the Permit Type has not been determined. Once the dimension and weight information is entered, the IN 
OSOWPS will determine the Permit Type. The determined Permit Type will be displayed under the Load Parameters. 

• Single Trip Oversize 

• Single Trip  Overweight  

• Single Trip Oversize/Overweight 

• Single Trip Oversize Superload 

• Single Trip Overweight Superload 

• Single Trip Oversize/Overweight Superload 
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Scenario Steps  

Step Description 

13.  • Enter the load information in the Loaded Width, Loaded Height, Overall Length, and Trailer and Load Length 
fields. 

 
Rear Steerable Axle 

As the dimensions are entered, if an Overall Length greater than 130’ is entered, the following message will be 
displayed. 

 

• Click Yes if the vehicle has a rear steerable axle. If this option is selected, a Route Survey will NOT be required for 
this permit application. 

• Click No if the vehicle does not have a rear steerable axle. If this option is selected, a Route Survey will be required 
for this permit application. The Route Survey will be created at the end of the process. 

14.  • Click the Enter Weights button to enter the axle weights and spacings. The axle weights and spacings entered will 
determine the Loaded Weight. 
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Step Description 

15.  The Set Axle Weights screen will be displayed.   

• Enter the number of axles for the truck in the Number of Axles: field.  

Note: If the number of axles changes, press the Tab key to allow the specified number of axle fields to load. 

Note: Select the # Tires, Non-Standard Gauge, Axle Type, and/or Tread Width and Rim Size checkbox (es) to display 
those entry fields. 

• Enter the axle spacings for each axle in the fields provided.  

 
Note: As axle weights and spacings are entered, the Total Spacing, Total Weight, and ESAL calculation will be updated. 
The final ESAL calculation will determine the Permit Type needed. If it is determined that the Permit Type needs to 
change, the following message will be displayed. 
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Step Description 

 Set Axle Weights 

Element Function 

Number of Axles Total number of axles for the truck and load 

# Tires Select this checkbox to display column for entering number of tires on each axle 

Non-Standard 
Gauge 

Select this checkbox to display column for entering width of each axle 

Axle Type Select this checkbox to display column for selecting axle type of each axle 

Tread Width and 
Rim Size 

Select this checkbox to display column for selecting the tread width and rim size 

Total Spacing Total axle spacing for the truck and load 
This is an informative feature that is auto-updated as axles are entered. 

Total Weight Total weight for the truck and load 
This is an informative feature that is auto-updated as weights are entered. 

ESAL The Equivalent Single Axle Load calculated by the system based on the axle weights and 
spacing entered. The ESAL will determine if additional requirements will be applied to the 
permit application. 

Axle The order of the axles from the front to the rear of the vehicle or any combination 

Spacing  
 

The space between the current axle and the axle in front of it, in feet and inches, measured 
according to Indiana permitting regulations 
Spacing must be entered in feet and inches.  

Weight The load borne by the current axle  
Note: The weight measurements are performed according to Indiana regulations. 

Display 
Configuration 

Displays the axle configuration in a diagram with a side or top view: 
 
 
 
 
 

 

Validate Weights & 
Close 

Once weights are entered this validates that the axle weights and spacings are legal and 
closes the window. 

Cancel (Clears all 
axles) 

Clears all axle information for this permit application 

Clear all axles and 
Close 

Clears all axle information for this permit application and closes the Set Axle Weights 
screen 
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Step Description 

16.  • Click the Display Configuration button to view a side or top view diagram of the axle configuration.  

  

• Click the Close button. 

The Set Axle Spacing screen will be displayed. 

• Click the Validate Weights and Close button.   

The Truck and Load Information screen will be displayed.  

Note: Based on the load information entered, the IN OSOWPS will determine the type of Single Trip permit required. 
That Permit Type will be displayed under the Load Parameters.  

 

• Click the Next button to proceed to the next page of the permit application. 

Note: The Vehicle Type and Loading Method selected will determine the maximum dimensions allowed for this permit 
application. If a dimension entered exceeds the maximum allowed, a message similar to this will be displayed. 
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Step Description 

17.  The Enter a Route screen will be displayed. 

 
Note: For more detailed information on obtaining a route, refer to Scenario 30 – Generating a Route starting on page 
134. The process described here is meant as a high level explanation of the Order Permits process. 

From this screen, users can: 

● Generate a simple point-to-point route  

● Generate a route through specified map points 

● Generate a route over specified highways  

● Generate multiple routes each with a separate Origin and Destination when:  

o A split trip is generated 

• Choose the Origin and Destination to be any combination of specific Addresses, Intersections, Border Crossing, 
and Latitude/Longitude.  

Note: Each of these multiple routes can be simple point-to-point or routed over specified roadways. For example, one 
leg of a split trip can be generated as simple point-to-point, and select the Origin by an intersection and the 
Destination by an address. Another leg could stipulate that it will travel over specified roadways, and the Origin could 
be a Border Crossing and the Destination could be selected by selecting a Lat/Lon on map. 
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Step Description 

18.  • Enter the Origin, Destination, and any Via Points.  

• Click the Validate and Run button when all routing selections have been made. 

The Trip Results Panel will be displayed. Refer to Scenario 31 – Working With Your Trip Results starting on 163 for 
more information. 
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Step Description 

19.  Note: If the system requires additional information to generate the route or if it cannot generate a route based on the 
information provided, the Validation Results Panel informs the user why the trip failed and provides alternative 
routing points to enter to calculate the desired route of travel.  Modify the route details in the Enter Trip Panel. When 
the system has collected sufficient information to generate a route, the Trip Results Panel will display the route and 
additional information about the route. 

• Click the Next button if the trip looks satisfactory. 

 
Note: If the user is unable to get the desired route, click the I have a problem with the route and would like it 
reviewed checkbox. The permit application will be sent to the Permit Office to process and review the route. 
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Step Description 

20.  The Order Permits: Permit Summary screen will be displayed providing a summary of the permit application including 
the total cost of the permit being ordered.   
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Step Description 

21b From the Order Permits: Permit Summary screen, a Company User can do the following: 

o Review the payment and route information 

o Add or review notes and documents for the permit application.  

Refer to Steps 21b to 21k in this scenario for a better understanding of the Order Permits: Permit Summary screen.  

21c The top section of the Order Permits: Permit Summary screen displays the Company Name, Contact Name, Permit ID, 
Permit Type, Unit/Rig Number, Permit Fee, and effective dates for the permit. 

Note: When the company name appears in blue, it is a hyperlink to access the IN OSOWPS Company Management 
Portal screen.  

Note: The Start and End Date will reflect a Single Trip permit. 
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Step Description 

21d The next section of the Order Permits: Permit Summary screen will display all the load information entered in the 
permit application. Users should review these fields for accuracy. If changes are needed, click the Back button to 
return to the previous screens. 

 

21e The next section of the Order Permits: Permit Summary screen will display the route information selected for the 
permit application. If the Origin and/or Destination need to change, click the Back button to return to the Enter a 
Route screen. 
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Step Description 

21f The Route Description is an abbreviated route excluding turn-by-turn driving directions, distance, and time 
calculations. The abbreviated route mimics manual routing terminology. 

 

21g Permit Provisions 

The Permit Provisions section will display all provisions assigned to the permit. 
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Step Description 

21h Add a Note to the Permit Application 

Company Users can add and view notes for the permit application.  

 

• Click the Permit Notes button to add or view notes for the permit application. 

The Notes and Directions screen will be displayed. 

 

• Enter the text of the note in the free-form text box. 

• Click the Clear Text button to remove the note text entered. 

• Click the Add Note button to save and add the note to the permit application. 

• Click the Close button to close the Notes and Directions screen without saving the changes. 

Note: If there was a previously added note, there will be an envelope on the Permit Notes button letting the user 
know there is a note waiting. Any previously added note(s) will be displayed at the top of the Notes and Directions 
screen, with the User Name, Time Stamp, Note Preview, and a View link to view the note.  
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Step Description 

22.  Add a Document to the Permit Application 

Company Users can add or view documents from the permit application. To add a document, it must already be saved 
to the computer. Users can browse computer files to locate the document, select it, and then upload it to IN OSOWPS. 
Users must select a document type from the dropdown list to better identify the type of document being added. Users 
can also add a description to give any explanation needed for the document. 

 

• Click the Permit Documents button to add or view documents for the permit application. 

The Permit Documents screen will be displayed. 

 

• Select the type of document from the Document Type dropdown list. 

• Click the Browse button to locate the document. 

• Enter the title of the document in the Title field. 

• Enter a description of the document in the Description field. 

• Click the Close button to close the Edit Documents screen without saving the changes. 

• Click the Upload Document button to save and add the document to the permit application. 

Note: If there is a previously added document, there will be a Document icon on the Permit Documents button letting 
the user know there is a document waiting. 
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Step Description 

23.  I Attest/Accept Statement 

Both of the following attest statement boxes must be checked to process through the Order Permits: Permit 
Summary screen.   

 

24.  Once the Order Permits: Permit Summary screen has been reviewed, and the Company User feels that no changes are 
needed, the permit application can either be saved or submitted to the next step in the permit process workflow. 

 

• Click the Back button to return to the previous screen. 

• Click the Save and Exit button to close the permit application and process at a later time. The permit application 
will be placed in the Permits Panel on the Company Dashboard. The permit can be processed from the Permits 
Panel at a later time.  

• Click the Delete Permit button to delete the permit. 

• Click the Submit button to complete the Order Permits process. 

Note: If the permit dimensions are eligible for self-issue, the customer will have the option to pay for the permit once 
submitted.  

Note: If the permit dimensions are NOT eligible for self-issue, the permit will be sent to the State for review.  
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Step Description 

25.  The Permit Submission Successful screen will be displayed.  

 

• Click the Return to Dashboard link to return to the Company Dashboard without paying for the permit.  

Note: If the permit is not paid for at this time, it will be available in the Shopping Cart for payment. 

The Customer User will receive an email notification letting them know the permit has been approved and is ready 
for payment. 

• Click the Order another permit link to order a new permit. 

• Click the Pay for the Permits now link to proceed with the payment process. 

26.  The Pay for permits screen will be displayed.  

 

• Click the Cancel button to close the Pay for permits screen without completing the payment process. 

• Click the Pay For Verified Permits button to continue the payment process. 
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Step Description 

27.  The Payment Information for Permit ID: XXXXXXX screen will be displayed.  

 

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

Note: If the company has a bond on file, skip to Step 30 as the permit will automatically defer to the bond.  

• Click the Submit button. 

28.  The Permit finalization complete screen will be displayed.  

 
To View the Permit PDF 

• Click the Permit # link.  

The Permit PDF will open in a new window. 

• Review the Permit PDF. 

• Close the Permit PDF window. 

The Permit finalization complete screen will be displayed. 

To Order another Permit for the Same Company 

• Click the Duplicate link to order another Oversize/Overweight (Single Trip) permit for the same company. 

To Begin Another Permit Application 

• Click the Order another permit link to begin a new permit application for a new company. 

To Return to the Company Dashboard 

• Click the Return to the Dashboard link or the Home button to return to the Company Dashboard. 

Note: The permit is now issued. The Permit Details can be viewed the Permits Panel.  
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