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1. Application Type 

To manage your account, sign in using your credentials. 
 

 

                     

To manage your 
account, Sign In 
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To create a new permit 
 

• Click the ‘Permits’ drop-down. 

• Select ‘Create Permit’ 
 

 

 
 
 
 
 
 
 

 
  
 

1. Click ‘Permits’ 

2. Select ‘Apply for 
Permit.’ 
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On the “Application Type’ screen 
 

Click on ‘Let’s get started’ under CDOT Occupy the Public Right of way. 
 
 

               

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                
 
 
 
 
 
 
                                                                                                                                                                                                                       

Click on ‘Let’s 
get started.’ 
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2. Basic Job Information 
 

 
 
 
 
 

1. A ‘Project Name’ (optional) - will help identify your application in the future. 
 

                                   2. ‘Activity Type’ – Select from the drop-down list. 

                                                                                                  

* Indicates a required field 

1. Enter the ‘Project Name’ (optional) 

2. Select from drop-down 
list 

3. Click the ‘Next Step’ button to Proceed. 
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• ‘Description of Work’ (optional) – Enter a brief description of the work to be done. 

•  Click ‘Next Step’ to proceed. 

 

 

 
 

                                                                    

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the ‘Next Step’ 
button to Proceed. 
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3. Applicants 

 
The company associated with your web login will display as the ‘Primary Applicant’. 

 

If an entity other than you or your company should be listed as Subcontractor, 
 

• Click the ‘Add Subcontractor’ button to add them to this application. 
 
 

 
 
 

If another company should be listed, 
Click the ‘Add Subcontractor’ button. 

Note: If your company is the only one to be listed on the application, Click ‘Next Step’ to proceed 
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A search window pops-up to identify the Sub-Contractor 
 

• Enter part of the Company’s name 

• Click the ‘Search’ button to look up entries. 
 

 

 

 

 

 

Enter part of the Company’s name 
and click the ‘Search’ button. 

Note: More information typed into the search box will provide a closer set of search results 
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A window displaying the search results will display. 
 

• Click the ‘Select’ button beside the Subcontractor you wish to add to the    application 
 
 
 
 

Click the ‘Select’ button beside 
the Subcontractor you wish to 

add to the application. 
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The new Subcontractor will be added to the application. 
 

• Click the ‘Next Step’ button to proceed. 
 
 

Click the ‘Next Step’ button to Proceed. 
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4. Application Information 

 
 Add Emergency Contact Information 

 

• Click the ‘+Add Emergency Contact Information’ button. 
 

Note: Emergency Contact Information is required 

Click the ‘+Add Emergency 
Contact Information’ button. 

Note: City Contract / Ordinance Information is not required 
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                     Entering Emergency Contact Information 
 

 

 

* Indicates a required field 

Click the ‘Add Emergency 
Contact Information’ button. 
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The Emergency Contact Information has been recorded. 
 

• ‘City Contract / Ordinance Information’ (not required) can be entered in the space 

provided. 

• Click ‘Next Step’ to proceed. 

 

 

 
‘City Contract / Ordinance Information’ 
can be entered here. 

Click the ‘Next Step’ button to Proceed. 

Note: City Contract / Ordinance Information is optional. If that information does not apply, 
click ‘Next Step’ to proceed. 
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Clicking in the space for ‘City Contract / Ordinance Information’ will pop up an entry window 
 

Entering City Contract / Ordinance Information 
 

 

• Enter the ‘City Contract #’ 

• Select the department that the contract was issued for. 

 

• Enter the ‘Ordinance #’ if this application is being carried out under a City ordinance 

• Enter the ‘Page #’ – the page number of the applicable ordinance. 
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• Select the ‘Date of Passage’ - Date of the passage of the ordinance that applies 

o Clicking in the field pops up a calendar. 

o Click a date to select. 

 

                  
 
 

• Select the ‘End Date of Ordinance’ – End date of the ordinance. 

o Clicking in the field pops up a calendar. 

o Click a date to select. 

 
 

                              

Click the ‘Date’ to 
select. 

Click the ‘Date’ to 
select. 
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City Contract / Ordinance Information has been entered. 
 

 
 
 
 
 

• Click the ‘Next Step’ button to proceed. 

Click the ‘Next Step’ button to 
Proceed 
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5. Occupy Information      

        General Occupy 

 

 
 
 
 
 

 
 
 
 
                                                                                                                                                                                                                                                                          

  

Note: At least one activity is required (Barricades, Operating Equipment, Parking 
Work Vehicles, Temporary Driveway) 

The ‘Application Number’ has 
been created. 

Select the Nature of the Work 

Enter Your Approved OUC number. 

Click on the ‘Add Location’ button to enter your 
location. 
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                 Clicking in the space for ‘Add Location’ will pop up an entry window 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the ‘Add Location’ button 

1. Enter ‘From’ Street Number 

2. Enter ‘To’ Street Number 

3. Select from drop-down list 

4. Enter/Select ‘Street Name’ 

5. Select from drop-down list 

6. Select from drop-down list 
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                  Once the Address gets added you will be asked to fill the following details. please fill all those 

                       details for the location you have added. 

 

 

Add Barricades 

Add Operating Equipment 

Add Work Vehicles 

Add Temporary Driveways 
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Adding Barricades 
 
 

1. Select from 
drop-down list 

2. Enter ‘Length (ft.)’ 

3. Enter ‘Purpose of Obstruction.’ 

4. Click & Select the  
‘Start Date’ 

5. Click & select the  
‘End Date’ 

*  

 Indicates a required field. 

6. Click the 
 ‘Add Barricades’ button to 

Proceed. 
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         Adding Operating Equipment 
 
 

1. Select from 
drop-down list 

2. Enter 
‘Length (ft.)’ 

3. Enter 
‘Equipment 

Stored’ 

4. Click & Select the 
‘Start Date.’ 

5. Click & Select 
the ‘End Date.’ 

6. Click the ‘Add 
Operating 

Equipment’ button to 
Proceed 

*  

Indicates a required field. 
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  Adding Work Vehicles 

 

 

 

 
 
 
 
 

 
 

 

 

 
 

 

 
 

 

 

 

 

 

 

 
 

1. Select from 
drop-down list 

2. Enter ‘Length (ft.)’ 

3. Enter ‘Type of Vehicle.’ 

4. Enter ‘License Plate Number.’ 

5. Enter ‘License State/County.’ 

6. Click & Select the ‘Start Date’ 

7. Click & Select the ‘End Date.’ 

8. Click the ‘Add 
Work Vehicles’ 

button to Proceed. 

*  

Indicates a required field. 
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Adding Temporary Driveways 
 
 

 
 
 
 
 
 
 
 
 

                      After Adding an Activity, the information displays 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 

1. Enter 
‘Width (ft.)’ 

2. Click & Select the ‘Start Date’ 

3. Click & Select the ‘End Date.’ 

4. Click the ‘Add 
Temporary 

Driveways’ button 
to Proceed. 

* Indicates a required field 

After Providing all the 
information. 
click on the 
Next Step 

To proceed further 
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Utility Pole Storage 

 
 
 

 
 
 
 

 

 
 
 
 
 
 
 
 
 

 
  
 

 

 

The ‘Application Number’ 
has been created 

1. Click & Select the ‘Start Date’ 

2. Click & Select the ‘End Date’ 

3. Click ‘+ Add Location’ (required) 

* Indicates a required field 
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Entering Location Information 
 
 

             
 

 
 

 

 

 
 

 
 
 
 

 

 
 
 
 
 
 

 

 

  

1. Enter ‘From’ Street Number 

2. Enter ‘To’ Street Number 

3. Select from drop-down list 

4. Enter/Select ‘Street Name 

5. Select from drop-down list 

6. Enter ‘Number of Poles’ 

7. Click ‘Add Location 
Information’ to add 

* Indicates a required field 
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Location Information has been added. 

 

 

 

Click the ‘Next Step’ to proceed. 



Account Management Page 27 of 45 
 

Media Parking 
 
 

 
 
 
 
 
 
 
 
 
 
 

The ‘Application Number’ 
has been created 

1. Click & Select the ‘Start Date’ 

2. Click & Select the ‘End Date’ 

3. Click ‘+ Add Location’ 
(required) 

* Indicates a required field 
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Adding Location Information 
 
 
 
 

 
 
 
 

 
 
 

 

 
 
 
 
 
 

 

 

1. Enter ‘From’ Street Number 

2. Enter ‘To’ Street Number 

3. Select from drop-down list 

4. Enter/Select ‘Street Name’ 

5. Select from drop-down list 

* Indicates a required field 

6. Click ‘Add 
Location 

Information’ to add 
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Location Information has been entered. 

 

 

Click the ‘Next Step’ to 
proceed. 
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                       Manhole Access 
 
 

 
 

 

1. Click & Select 
the ‘Start Date’ 

2. Click & Select 
the ‘End Date.’ 

3. Click ‘+ Add 
Location’ (required) 

* Indicates a required field 
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Adding Location Information 

 
 

                           When you click on Add Location an Address pop up Window will be displayed 

 

1. Enter ‘From’ Street Number 

2. Enter ‘To’ Street Number 

3. Select from drop-down list 

4. Enter/Select ‘Street Name.’ 

5. Select from drop-down list 

6. Click ‘Add Location 
Information’ to add 
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                  Location Information has been added. 

 

 

 
 

Click the ‘Next Step’ to 
proceed. 
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Moving Van Parking 

 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

 
 
 

 

 

 

The ‘Application 
Number’ has been 

created 

1. Click & Select the ‘Start Date’ 

2. Click & Select the ‘End Date’ 

3. Enter the ‘Total Number of Vehicles Parked at One Time’ 

4. Enter the ‘ICC Vehicle Number’ 

5. Click ‘+ Add Location’ (required) 

* Indicates a required field 
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Adding Location Information 
 
 

 
 
 
 
 

 

 
 
 
 
 
 
 

 

 
 

1. Enter ‘From’ Street Number 

2. Enter ‘To’ Street Number 

3. Select from drop-down list 

4. Enter/Select ‘Street Name’ 

5. Select from drop-down list 

6. Click ‘Add 
Location’ to add 

* Indicates a required field 
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Location information has been added. 

 

                        

 
 

Click the ‘Next Step’ to proceed 
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6. Documentation 
To add a document to the application 

 

• Click the ‘+Add Document’ button. 
 

 

 

• Click the Add Document…’ button the locate a document. 

 

 

Click the ‘+Add Document’ 
button to add a document 

Note: Only JPG, pdf, or PNG files can be 
added 

Click the ‘Choose File’ button to locate a 
document. 
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• Add the file. 

 

 
 

• Select the type of document that you uploaded 

      

 

Check all of the categories that apply to your document. 
If your permit is for work on an Arterial Street, you must 

upload a Work Zone Sketch. 

1. Highlight the document 
to be added 

2. Click the ‘Open’ button 
to select the document 
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• Click the ‘Upload’ button to add the document to the application. 

 

 

 

  The document has been added. 
 

• Click the ‘Next Step’ button to proceed. 
 

 

Click the ‘Upload’ button 
to add the document to 

the application. 

Click the ‘Next Step’ button to Proceed. If your 
permit is for work on an arterial street, you will 

not be allowed to leave this page until you 
have uploaded a Work Zone Sketch. 
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7. Legal Agreements 
The legal agreement must be acknowledged. 

 

• Click the ‘I Accept’ checkbox. 

• Click the ‘Submit’ button to proceed. 

 

 

 

1. Click the ‘I Accept’ checkbox to accept the agreement 

2. Click the ‘Submit’ button to Proceed 
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8. Status 

 
Congratulations! You have finished entering the application. 

The application is being processed and sent to CDOT for review. 

Note: the remainder of the application can be viewed by scrolling down the page. 
 
 

 
 
 
 
 
 

  If a Service Request is needed  
 

‘Adding a Service Request’ is the next step… 

 
 
 
 
 
 
 

 

                    

Note: Scroll down the page to see additional application information 
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 Adding a Service Request: 

 
• Click the ‘Manage Parking Restrictions’ button. 

 

 
 
               Once you click the ‘Manage parking Restrictions’ button you will be navigated 

   To the below page. 

 

    
 
 
 
 
 
 
 

Click the ‘Manage Parking 
Restrictions’ button to raise 

a service request. 

Click the ‘+Add Service 
Request(optional) button. 
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Entering Service Request Information 

 

• Enter the ‘Purpose of Posting.’ 

• Select the ‘Side of the Street’ from the drop-down list. 

• Select the ‘Posting Begins’ date. 

 

 
 

• Select the ‘Posting Ends’ date. 

 

       
 

• Enter ‘Special Instructions for Traffic Services’ (optional) 

• Click the ‘Add Service Request’ button. 

 
 



Account Management Page 43 of 45 
 

 

 
 
 
 
 
 
 
 
 
  
 
 
 
 

* Indicates a required field 

Enter the from street number. 

Enter the to street number 

Enter Side of the Street 
 

Click/Select the date. 
 

Click/Select the date. 
 

Enter posting begin 
time. 

Enter posting end date. 

Enter the purpose. 

Click the ‘Add Service 
Request button to add 
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Your Service Request has been added. 

 

• Click the ‘View Permit Status’ button to Know the application status. 

 Click ‘View Permit 
Status’ 
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Sign Out 

 
When finished, be sure to sign out. 

 

• Click the drop-down arrow beside your username. 

• Select ‘Sign Out’ to log off. 

 

 

1. Click the drop-down arrow 

2. Select ‘Sign Out 


