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Application Type 

To manage your account, sign in using your credentials.  
 
 

 

To manage your 
account, click on the 

‘Sign In’ button 
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To create a new permit 

• Click the ‘Permits’ drop-down button 

• Select ‘Create Permit’ button 
 

 
 
 

Click the ‘Permits’ 
drop-down button 

Select ‘Create 
Permit’ button 
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On the ‘Application Type’ screen 

• Enter ‘CDOT Building Canopies’ in the application type text-field 

• Click on the ‘Let’s get started’ button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Enter ‘CDOT 
Building Canopies’ 

in the text-field 

Click on the ‘Let’s 
get started’ button 
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Basic Job Information 
 
Enter the required Basic Job Information 
 

• Enter the ‘Project Name’ 

• Select the ‘Type of Work’ from the drop-down list 

• Click ‘Next Step’ button to proceed 
 

  
 

All fields 
with a 
 *  
are 
required. 

Enter ‘Project Name’ 

Select the ‘Type 
of Work’ from the 
drop-down list 

 
Click ‘Next 

Step’ button 
to proceed 
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Application Information 
 
Add Emergency Contact Information 

• Click the ‘+Add Emergency Contact Information’ button 

 
 
 
 
 

• Click on the ‘Add Emergency Contact Information’ button 

• Enter the required Emergency Contact Information 

• Click the ‘Add Emergency Contact Information’ button 

 
 
  

Click the ‘+Add Emergency 
Contact Information’ button 

All fields 
with a 
 *  
are 
required. 

Enter the 
required 

emergency 
contact 

information 

Click the ‘Add 
Emergency 

Contact 
Information’ 

button 
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The Emergency Contact Information has been recorded 

 

• Click ‘Next Step’ button to proceed. 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the 
‘Next Step’ 
button to 
proceed 
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Canopy Information 
 

The ‘Canopy Information’ section is displayed 
 

• An application number has been generated and application has been saved 

• Enter Building Owner’s Name  

• Enter Building Owner’s Phone 

• Enter Description of Work 

• Click the ‘+ Add Canopies’ button 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

An application 

number has 

been generated 

and application 

has been saved 

 

Enter Building 

Owner’s Name  

 

Enter Building 

Owner’s Phone  

 

Enter Description 
of Work 

Click on ‘+ Add 
Canopies’ button 

All fields with a 
 *  
are required. 
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• Click on the ‘Add Canopy button; 

• Enter the required canopy information 
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All fields 
with a 
 *  
are 
required, 

Enter the required 
canopy information 

Click on the ‘Add 
Canopies’ button 
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• Click on the ‘Confirm’ button 

 

   
 

 

 

 

   

 

• Click on the ‘Next Step’ button 

 
 

 
 

Click on the 
‘Confirm’ button 

Click on the ‘Next 
Step’ button 
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Documentation 
• The yellow box will indicate what documents are needed to move forward 

(Templates/examples are available at the blue links below) 

• Click on the ‘+ Add Document’ button 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on the ‘+ 
Add Document’ 
button 
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• Click on the ‘Choose File’ button to find your document to upload 

• Select the option that meets what you are uploading (Each document you are uploading will 

need to be done separately) 

• Click on ‘Upload’ button 
 

 
 
 
 
 
 
 
   

 

• When all documentation has been uploaded, messages will be gone 

• Click on the ‘Next Step’ button 
 

  

Click on 
‘Upload’ button 
 

Click on the 
‘Choose File’ 
button 

Required 
documentation 
messages are 
gone 

Click on ‘Next 
Step’ button 
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Legal Agreements 
The legal agreement must be acknowledged 

• Read legal agreement 

• Select ‘I Accept’ option 

• Click on ‘Submit’ button 
 

 
 
 

Read legal 
agreement 

Select ‘I 
Accept’ option 

Click on 
‘Submit’ button 
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Status 
• All previously entered information will be on this page 

• Page will let user know what the status of the application is 
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