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1.0 INTRODUCTION

1.1 About This Manual

This manual introduces the main features and operations of the web- based HAPTrak™, referred
to internally as the E-Permitting system for the New Jersey Department of Transportation
(NJDOT). The E-Permitting system manual explains how to use the application. This manual was
specifically designed for NJDOT to assist in managing the process of real estate permitting. It also
provides descriptions of the components and features of HAPTrak™ and presents instructions
and examples.

This manual is intended for the sole use of NJDOT and should not be distributed to anyone
without prior authorization from the system administrator.

Note that this manual is NOT a procedural manual, rather it provides instructions on how to use
E-Permitting.

This manual provides a “live” table of contents and section cross-references to facilitate easy
reference to the specific section of the document that a user needs to see. The intent is to
provide an easy-reference that allows users to quickly get to the section of text that s/he needs
in order to complete a specific task without having to read large portions of text at one time.

1.2 E-Permitting Overview

The E-Permitting system is a web-based application developed by BEM Systems, Inc. (BEM) to
facilitate and manage all phases of Real Estate permitting workflow processes. E-Permitting can
also be used as a management tool to oversee the state’s permitting activities.

PAECETrak™ simplifies and reduces the time and costs associated with the acquisition process

by:

* Providing the ability for the public to apply for permits and communicate with NJDOT through
a public web portal;

* Providing the ability to pay for application and permit fees online;

* Providing a platform to standardize the permitting activities;

¢ Serving as a central repository of permit data, documents, photos, drawings and maps that
can be accessed by all stakeholders on the internet in a secure manner;

* Automating the production of standard form letters, transmittals, and reports needed to
manage the permitting process on a day-to-day basis.
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2.0 CREATING AN ACCOUNT

A new user will access the URL for the customer portal and will be directed to the login screen
below:

E-Permitting System
NJDOT offers online applications for Major Access permits. NJDOT customers can check the
status of applications and view a list of existing permits and related information.

If you do not yet have an account, please create one by clicking on "Create New Account".

Otherwise, please log in to continue.

Login

Don't have an account ?

Create New Account

NJDOT recommends using the latest version of Google Chrome, Microsoft Edge Chromium or Mozilla Firefox to use this web site.

The user will have to create an account by clicking “Create New Account” button and the
following screen will open:

Account Registration

* The applicant must fully complete and submit the account registration form.

Company Details Contact Information

If you work for a vendor already on our vendor list, select the "Link"” icon to perform a search and link
your account in the system

‘Company/Designer/Engineer Firm (search from existing list) * Contact First Name = Mi Contact Last Name
[ ] I ) | I
Mailing Address = Role *
[ ] l —Select Role-- v I
[ ] Mailing Address * Select if agent address is same as the company mailing address
City * State * Zip Code * i I
[ E ) I T |
Phone * Secondary Phone City * State * Zip Code =
[ | ) I ] [ d [ I
Email * Email Address *

Phone * Extension Fax

Secondary Phone Attach Authorization Document
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All required fields must be entered. There are three possible scenarios for a user account:
individual, company with one location and one or more contacts/users, company with many
locations and one or more users per location.

In scenario 1, the individual should enter their information for both the
company/designer/engineer and again for the contact information.

In scenario 2, the user should enter the company details and then enter their contact
information. Once the account is created, this user will be the primary contact and can add other
contacts, as necessary.

In scenario 3, one company can have multiple office locations. The company can decide if they
want to have one account that includes all office locations or one account for each individual
office location.

It is the business’s role to communicate within their organization and decide which scenario
works best for their future permitting needs.

Once all the details are entered, the user will click the <Submit> button. If the user decides they
are not ready or do not wish to create the account, they can click the <Back> button.

The user will be redirected to the myNewlersey portal screen, as shown below:

S L ST T T ST e B e Governor Phil Murphy + Lt. Governor Sheila Oliver

NJ.gov | Services | Agencies | FAQs

njoit

@ Jersey

Link DOT ePermits to myNewJersey

Do you have a myNewJersey Logon ID? If you already have a myNewJersey
n \oﬁun ID, more information is available
O Yes when you answer "Yes, | have a

myMNewlersey Logon ID” an this page

ONo

Here are answers to commen
questions

Choose ‘Yes' if the user already has a myNewlersey Logon ID or ‘No’ if you do not.
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If ‘Yes’ is selected enter the logon credentials and click continue.

OFFICIAL SITE OF THE STATE OF NEW JERSEY ST AT T A L er

NJ_gov | Services | Agencies | FAQs

@NewJersey

njoit

Link DOT ePermits to myNewJersey

If you created a myNewJersey Logon
1D before but forgot what it is, we can
send it to you: tap or click here.

Please don't create another logon ID.
® Yes

Do you have a myNewJersey Logon ID?
O No

Information about your existing myNew.Jersey account:

If you have a myNewJersey Logon 1D

but forgot your password, we can

myNewJersey Logon ID: 'r_'esel it and send it to you: tap or click
are

Password

Here are answers to commen
questions.
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If the user does not have a myNewlJersey Logon ID and ‘No’ is selected an account will need to

created:

OFFICIAL SITE OF THE STATE OF NEW JERSEY

@NewJers_ey

njoit

Link DOT ePermits to myNewJersey

Do you have a myNewJersey Logon ID?

OYes

®MNa

Information to create your new myNewJersey account

Choose a myNewJersey Logon 1D:
Choose a password:

Retype your password:

First name:

Last name:

If you forget your 1D or password later, we'll ask you the following question. If you
answer it correctly, we'll send your ID or a new password to your email address

Question you want us to ask:
Your answer:
Email address:

Retype your Email address:

Forgot the Logon ID to a myNewJersez' account you already set up?
If you created a myNewJersey Logen D before but forgot what it is, we can send it to
you by tapping or clicking here. Den't create another logon ID

Governor Phil Murphy « Lt Governor Sheila Oliver

NJ.gov | Services | Agencies | FAQs

If you already have a myNewJersey
logon |0, mere infermation is
available when you answer "Yes, |
have a myNewlJersey Logon ID" on
this page.

Here are answers to common
questions.
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3.0 CUSTOMER PORTAL LOG-IN

Once a myNewlersey account has been set up, the user will go to
https://www.njdotepermits.net/Accounts/Account/Account and be brought to the login

screen:

E-Permitting System
NJDOT offers online applications for Major Access permits. NJDOT customers can check the
status of applications and view a list of existing permits and related information.

If you do not yet have an account, please create one by clicking on "Create New Account".
Otherwise, please log in to continue.

NJDOT recommends using the latest version of Google Chrome, Microsoft Edge Chromium or Mozilla Firefox to use this web site.

Login

Don't have an account ?

When the user clicks on Login, they will be brought to the myNewlersey portal to login there:

{9 OFFICIAL SITE OF THE STATE OF NEW JERSEY

Governor Phil Murphy » Lt. Governor Tahesha Way
NJ.gov | Services | Agencies | FAQs

Newlersey

powered by Mot

&

Log In to myNewlJersey

Login ID:
|

Password:

Login

Forgot your login ID?
Forgot your password?
Need help?

If you need to register for
Unemployment Benefits
please go to
Unemployment services
are only accessed through
that site.

Otherwise, register for
myNewJersey services here

Sign Up

After logging in, the following screen will open:

BEM&


https://www.njdotepermits.net/Accounts/Account/Account

- Governor Phil Murphy » Lt Governor Ta
=i OFFICIAL SITE OF THE STATE OF NEW JERSEY phy

MO0V | Semvices | Agen

Welcome Metin:
ey logout | my_account | auth code | layout | help
o |

% NewJers

GIECT

department of transportation Locate Events | Travel & Tourism Home | Add an Even
DOT ePermits

Click on the ‘DOT ePermits’ link to be redirected to the E-Permitting system. The following screen
is the main dashboard screen within the customer portal.

0 8 B

Action Items.

Submit Application

Applications/Permit List Payment Activity
Start here when applying for a permit Communicate with NJDOT and complete your saved View your submitted applications and granted permits here View your payment history.
applications

From this screen, the user can review or update account information, submit an application,
review and respond to action items, or view a list of submitted applications and granted permits.
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4.0 ACCOUNT OPTIONS

Under Account, the user can view/update the User Profile or Company Profile and can also
change their password.

4.1 Account - User Profile

To update user account information, hover the mouse over “Account” at the top of the screen
and click on User Profile. The following screen will open:

User Profile

To update your profile. change the information below and click the "Submit" button

Company Details Contact Information

Company/Designer/Engineer Firm (search from existing list) Contact First Name * MI Contact Last Name *
BCR Assodates [ Kelly I [ I [ Paridy I
Mailing Address Raole *

33 Baptist Church Road [ Applicant it l

[ 33 Baptist Church Road

City State Zip Code
o | |
Primary Phone Secondary Phone City * State * Zip Code *
(908) 246-0439 _ [ Hampton ] l NJ v ] l 08827 I
Email Email Address *
Primary Phone * Extension Fax

[ {908)-246-0439 ] I ] I l

Secondary Phone

Update the details as necessary and click the <Submit> button.

BEM&



4.2 Account — Company Profile
If the user is the primary contact for the company, they can update the company information.
Hover the mouse over “Account” at the top of the screen and click on Company Profile. The
following screen will open:

Company Profile

To update your profite, change the information below and click the "Submit” button

Company/Designer/Engineer Firm(Search from existing list) * Active Admin Contact Name Usemame

[ BCR Associates l i -
Kelly Paridy (908)-555-5555  kellyparidyi7@gmail..  Applicant

Mailing Address *

[ 123 Main Street ]

[ l

City * State* Zip Code *
[ Hampton ] l N v ] l 08827 ]
Phone * Secondary Phone

[ (908} 555-5555 l l ]

Email *

[ kellyparidy@gmail.com

1-1of 1items

Temsottie Cosawoor T oo s
Update the details as necessary and click the <Submit> button.

The user can also make existing contacts inactive or change the admin contact to someone else.
If the admin contact is changed, the current user will no longer be able to update the company
profile details.

o BEM&



5.0 HELP

The Help option on the top of the screen provides the users with a list of Frequently Asked

Questions. When this option is clicked, the following screen will open.

ermitting System - FAQ Sectiol

1. How do | update my account information?

At the top of the E-Permitting System screen you'll see "Account”, Hover over this and then click "User Profile".

~

. How do | submit an application E-Permitting System?

Click the “Submit Application” button, then choose the type of permit you want to apply for.

. How do | use the GIS mapping feature to locate the point for my sign?
After you have chasen an application, fill in the information at the top of the screen and then press the button labeled “Maps.™ You can use this map feature to specify the location for your permit application. Identify the location to the
best of your knowledge. Note that you can turn on the satellite image by clicking on the map layer button on the top right of the screen, which may help you find the desired location. While an address is not required for your permit
application location, you can enter an address in the map's location tool at the top right of the screen to get you close to where you want your sign to be.

4. What if my GIS location says it's not in compliance? Can | still submit my application?

Yes, you can still submit the application. The NJDOT Supervisor will review the details of your application and determine if a permit is necessary for the chosen location or if the application meets all of the regulations.
5. How do | contact the E-Permitting office?
Along the bottom of the screen, there is an option labeled "Contact NJDOT". Click on this and you will be directed to the NJDOT website where you will find contact information.

6. How can | check the status of my application?

Submitted applications can be viewed under “Application History". From this screen you are also able to view the status of your Application, request an appeal for a denied application, and download issued permits from the list of
permits on your account.

7. Which types of permits can | submit online?

You can submit a sign permit application or request a permit transfer or name change.
8. Where can | find my applications that | have saved for later?

Saved applications are listed in the “Action Items". Select the saved application and it will open the application screen.
9. What documents do | need to submit with my online sign application?

Within the application you can submit anline copies of your documents.

10. How can | reply to the requests and discussions initiated by NJDOT?

To return to the main dashboard screen, click the Home at the top of the screen.

-10 -
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6.0 SUBMIT APPLICATION

To submit an application, the user will click on Submit Application from the main dashboard
screen and the following screen will open:

Instructions: Apply for a Permit by using the application forms below. Start by clicking the Apply button next to the application you wish to submit.
her permit forms

Click here to view the reg language for ¢

Application Name Description Action

Major "Major access application™ or “major access permit” means an access application or permit for a lot or site with an expected two-way traffic
volume of 500 or more daily trips between it and a State highway.
“Major with planning review access application” means an access application or permit for a lot or site with an expected two-way traffic volume of

Major with Planning
500 or more daily trips and 200 or mare new trips in any peak hour between it and a State highway.

Minor Access
or two (one-way) driveways with an expected two-way traffic volume of 499 or LESS daily trips between it and a State highway.

et irmeciion Street application” or “street permit” means an application or permit for closing a street, changing the number of lanes on a State highway or on

an existing street intersecting a State highway, or constructing a new street intersecting a State highway,

Lot consolidation” means the combination of two or more tax map parcels, at least one of which fronts a State highway. “Lot subdivision® means

“Minor access application” or “Minor access permit” means an access application or permit for a lot or site requesting for one (two-way) driveway

Lot Consolidation/Subdivision
the division of a tax map parcel into two or more tax map parcels, at least one of which fronts on a State highway.

ply
Handicapped ramp, Landscape/Tree Trimming/Vegetation Control, Pedestrian Over/Underpass, Guiderail, Test Holes or Borings, Monitoring Wells,
Crosswalks, Bus Shelter or Benches, Banners/Decoration/Temp Anr ide Signs, Parades or Temporary Use, Detours on/off

State Highways, Lane or Shoulder closing on State Highways, Traffic Enumerator, Charitable Solicitation, Railroad Grade Crossings, Miscellaneous

Highway Occupancy

Grading, Curb/Sidewalk, Wireless Communications Site Survey, Sponsor a Highway, Street Improvement, Street Intersection, Streetscape,
g Canopy - Site 3 Canopy - Plan.

Bridge Attachment Bridge attachments, which are for installing, laying, or connecting pipes, conduits, wires, cables, or other appurtenances on, over, under, or
through viaducts, bridges. or other structures within any portion of State highway rights-of-way or property under the jurisdiction of the

Department.

property. This includes construction or modification of inlets, manholes, headwalls, and other appurtenances, and any temporary connections to
Department drainage facilities. If drainage activity is included in a highway access permit issued by the Department’s Access Management Bureau,
a separate drainage facilities highway occupancy permit shall not be required.

reciion o Poke Poles, which are for the erection, relocation, or replacement of poles, appurtenances, or other pole attachments located within any portion of
State highway rights-of-way or property under the jurisdiction of the Department. Appurtenances shall include cable or guy anchors, and low
mounted transformer supports. Pole attachments include, but are not limited to, call boxes, climbing rungs, transmission lines, cross arms, and

transformers

Utility Opening Utility openings, which are for trenchless or open excavations for the purpose of ining (if no traffic interruption is involved), or

Drainage Drainage facilities, which are for connecting to any Department drainage structure or installing drainage facilities within any portion of State
highway fights-of-way or property under the jurisdiction of the Department, including any drainage work that impacts such rights-of-way o

installing subsurface utilities such as sewer lines, water lines, gas lines, fiber optic lines, telecommunication or electric conduits, or service
connections within any portion of State highway rights-of-way or property under the jurisdiction of the Department.

The user will find the permit they would like to apply for and click the <Apply> button. This will
open the details screen for that permit. Each type of permit includes the following sections:
Applicant Information, Location Information, Permit Information, Application and Permit Fees,
Attachments, and Acknowledgement. The Permit Information and Attachments sections will vary
depending on the type of permit that is selected. For Major and Major with Access applications,
there is also a Lot/Development/Frontages section.

o BEM&



6.1 Applicant Information

The applicant information is to be filled in when the applicant is submitting the application on
behalf of the lot owner. All required fields must be entered.

Applicant Information

| am submitting this permit on behalf of myself or my company

Lot Owner Company Name * Lot Owner Address *

| | | \

Lot Owner Contact First Name * Lot Owner M Lot Owner Contact Last Name *

[ ) | | ]

Primary Phone *

I ) | | | | ]

Email * Upload Authorization Certificate *

| w

Secondary Phone City * State * Zip Code *

To attach the authorization certificate to show that the applicant it allowed to submit this
application, click the <Select files...> button. This will open the explorer window on the user’s
computer. The user will find and choose the file/attachment. The screen will show which items
have been uploaded.

If the logged-in user is submitting the permit application for another party, they will check the “I
am submitting this permit on behalf myself or my company”.

Applicant Information

& ! am submitting this permit on behalf of myself or my company

Company Name *

Address *

[

| ]

Contact First Name * Contact Last Name *

| | O |

| | l

Secondary Phone

City * State * Zip Code *

[ | |

) | | | | |

Upload Autharization Certificate *

I Select files...

This will make the fields read-only and auto-populate with the logged-in user’s information. If
this information is incorrect, it can be updated under the Account option, as described in section
2.3.

In either instance, the logged-in user will be the primary contact for NJDOT to communicate with
during the application review and approval/denial process.

-12 -
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6.2 Location Information
The next section of the application is the location information.

Location Information

Route * Milepost * Suffix Direction = AN
[ ] [ ] [ --Select Suffix-- '] [ --Select Direction-- v ] Block Lot Edit Delete
County Municipality

Description of Location Other Counties Other Municipalities

"o Pagenofﬂ »oom No items to display

P

Enter the required fields. To enter the Block and Lot information click the <Add New> button and
a line will be added to the table.

Block Lot Edit Delete

| | | I8 ©

M4 Page of 1 L 1-1o0f1items

Enter the block and lot and click the < v > button. If you do not need to add a block and lot,
click the <©> button. This can be repeated for as many blocks and lots as necessary. At least
one Block and Lot needs to be entered in order to submit the application.

6.3 Permit Information
The data fields for this section will vary depending on the type of permit being applied for.

When Major or Major with Planning is selected, the following field will be available:

Permit Information

This permit request includes: (check all that apply)
Lot Consolidation/Subdivision Street Intersection Curb Drainage Sidewalk

Note: Please capture the customer reference number on submission of the application. You may reference the number when submitting affiliate
applications to avoid additional fees

Check if Low and Medium Income Housing Applicable

Check if Waiver is needed for this application

-13 -
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When Street Intersection is selected, the following field will be available:

Permit Information

Type of Street Intersection Permit

Street - Less than 500 vehicle trips per day
Major - 500 or more vehicle trips per day and less than 200 Peak Hour vehicle trips.

Major with planning review - 500 or more vehicle trips per day and 200 or more Peak Hour vehicle trips.

Check if Low and Medium Income Housing Applicable

Check if Waiver is needed for this application

When Lot Consolidation/Subdivision is selected, the following field will be available:

Permit Information

This permit request includes: (check all that apply)
Lot Consolidation Lot Subdivision

Note: Please capture the customer reference number on submission of the application. You may reference the number when submitting affiliate
applications to avoid additional fees

Check if Waiver is needed for this application

When Highway Occupancy is selected, the following will be available:

Permit Information - Highway Occupancy (MT-120A)
(Street, Bridges or other existing distinct landmarks. Give street number if possible.)

Type* Number - Unit *

[ —Select Type-- v

[ ]

Location in Reference to Intersection * for the installation, operation and maintenance of the following described project: *

The field options may vary depending on the selected ‘Type’.

When Bridge Attachment is selected, the following will be available:

Permit Information - Bridge Attachment (MT105A)

Number-Unit/Feet *
0.00

State location exactly in reference to intersection, river, stream or other landmark * Purpose of attachment: *

Where a municipality or public utility corporation has entered onto an agreement or filed a bond with the State of New Jersey, the following shall be completed.

A

Bond Information (MT105A)

Covered by bond dated: Covered by Agreement dated:

[ B =

-14 -
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When Drainage is selected, the following will be available:

Permit Information - Drainage (MT39A)

Number-Unit/Feet *

[ o)

State location exactly in reference to intersection, river, stream or other landmark * Purpose: *

Bond Information (MT39A)

N
| Ny

Where a municipality or public utility corporation has entered onto an agreement or filed a bond with the State of New Jersey, the following shall be completed.

x

Covered by bond dated: Covered by Agreement dated

[ B

When Erection of Pole is selected, the following will be available:

Permit Information - Erection of Pole (MT32A)

Location in Reference to Intersection * Number of pole(s) or pole appurtenance(s) to be erected: *

[ o)

(Street, Bridges or other existing distinct landmarks. Give street number if possible.)

Reason for Installation Voltage not to exceed * Work to be completed by: *
New Installation Upgrade Repair ] [ X
Attached Utility Compan ies) * Attached Appurtenance(s) to Pole(s) *
J 4
Existing Underground: Proposed Underground:
O Yes No O ves No

When Utility Opening is selected, the following will be available:

Permit Information - Utility Opening (MT-17A)

Location in Reference to Intersection (include additional information such as Job number if available) * for the purpose of:
New Service New Main Existing
Upgrade Repair Abandonment
J Emergency

(Street, Bridiges or other existing distinct landmarks. Give street number if possible.)

Location of Opening Size of Opening + Add New

Grass Sidewalk Road
Length Width Quantity Total Sqft Delete

Work will be started on: * Completed by: *

B B

oo« Pageﬂofﬂ » oo No items to display

Bond Infor

n (MT17A)
Where a municipality or public utility corporation has entered onto an agreement or filed a bond with the State of New Jersey, the following shall be completed.

Covered by bond dated: Covered by Agreement dated

[ B B

Select the appropriate options and enter the details, as necessary.

-15 -
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6.4 Lot/Development/Frontage Information

When the application type is Major or Major with Planning, the application will include a
Log/Development/Frontages Information section, as shown below:

Lot/Development/Frontage Information

Total size of development Lot Comments

# of 1-way driveways # of 2-way driveways

°J

List of the development land use type & size

Bxisting or Proposed Land Use Code

Spacing # Left Spacing

o |

0.00 l [

)

Land Use Type

Right Spacing

Lot sharing Access
With Neighbor Lot?

+ Add New

Delete

Delete

o items to display

Enter the fields on the top of this section. To add development land use details, click the <Add
New> button above this table and the following will open:

Add/Edit New Land Use

O Existing Proposed

Land Use Type *

® Cance'

[ --Select Land Use Type--

Land Use Code

Unit

[

|

Development Units/Size *

[

0.00 }

Enter all information and click the <Save> button.

To add spacing details, click the <Add New> button above this table and the following will open:

-16 -
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Add/Edit Spacing =

Lot Size In Acres *
Is the lot a corner lot? * --Select Option--
Traffic Signal Involved in lot? --Select Option--
Is the lot sharing access with neighbor lot? * -Select Option—

Will the lot be served by alternative access? * --Select Option—
Does the depariment own any denial access along the lot frontage? * —Select Option-—
How many feet of frontage does the lot have on the state highway? *
Have you attached an affidavit for any afferdable housing on the lot? —Select Option-—

single Family Resiclential? --Select Option--

NOTE: Spacing computation not applicable if this application is for  single family residential lot.

Left Spacing Computation Right Spacing Computation
+ Add New + Add New
Lot# Type Frontage (Feat) Edit Delete Lot# Type Frontage (Feet) Edit Delete
, ,
“ 4 page ﬂ ofo > ™ No items to display M < Ppage n ofg *» M No items to display

Complete all required questions. For some of the questions, additional fields will become
available when the question is answered to provide further information. For the Left Spacing
Computation and Right Spacing Computation tables, click the add button to add a row to the
table, as follows:

Lot # Type Frontage (Feet) Edit Delete

L] [soeampe- L) aa =

L Page - of 1 LA 1-10of1items

Enter the information and click the < v > button. If you do not need to add the information,
click the <©> button. This can be repeated for as times as necessary.
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6.5 Application and Permit Fees
The information for this section will vary depending on the type of permit being applied for.

When Major, Major with Planning or Street Intersection is selected, the following information
will be shown:

Application and Permit Fees

Is this application linked to an existing Major or Major w/Planning application?

NEW JERSEY DEPARTMENT OF TRANSPORTATION

CASH WILL NOT BE ACCEPTED

FEES ARE NOT REFUNDABLE
FEES
STREET INTERSECTION APPLICATION TYPE APPLICATION FEE PERMIT FEE RENEWAL FEE
Street $265.00 $880.00 $440.00
Major $6,600.00 $2,200.00 $440.00
Major with Planning Review $15,800.00 $5,300.00 $440.00

FEES FOR LOW AND MODERATE INCOME HOUSING ONLY

For applications with low and ! income | ing the appli should submit an affidavit from the Municipal approving authority with his application, certifying to the Department that

the development contains at least 10 percent set-aside for low and ! income ing pi to the Fair Housing Act P.1_1985, c222(N.J.5.A. 52:27D-301 et seq.) or court settlement as

per NLA.C. 16:41-2 et seg. The Department, upon approval of access, will reduce the permit fee by 10 percent of the total application and permit fees combined. The renewal fees are not subject
to reduction.

APPLICATION TYPE APPLICATION FEE PERMIT FEE RENEWAL FEE
Major Same as Above $1,320.00 $440.00
Major with Planning Review Same as Above $3,190.00 $440.00

When Lot Consolidation/Subdivision is selected, the following will be shown:

Application and Permit Fees

Is this application linked to an existing Major or Major w/Planning application?

NEW JERSEY DEPARTMENT OF TRANSPORTATION

CASH WILL NOT BE ACCEPTED

FEES ARE NOT REFUNDABLE
AR BIEAT] GIN I ERemm——m——_" L5 (1 (]
PERMIT FEE ....
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When Bridge Attachment is selected, the following will be shown:

Application and Permit Fees

Is this application linked to an existing Highway Occupancy application?

NEW JERSEY DEPARTMENT OF TRANSPORTATION

FEE SCHEDULE
APPLICATION PERMIT
Bridge Attachments Unit Application Permit Extension
0to 100 LF $395.00 $130.00 §130.00
Greater than 100 LF £790.00 $265.00 $265.00

APPLICATION FEES ARE NON-REFUNDABLE

When Drainage is selected, the following will be shown:

Application and Permit Fees

NEW JERSEY DEPARTMENT OF TRANSPORTATION

FEE SCHEDULE

APPLICATION PERMIT

Drainage Facilities APPLICATION PERMIT EXTENSION
1105 Unit $230.00 $65.00 $65.00
Greater than 5 Unit $525.00 $200.00 $200.00
010 200 Square Feet $230.00 $65.00 $65.00
Greater than 200 Square Feet 525.00 $200.00 $200.00

When Erection of Pole is selected, the following will be shown:

Application and Permit Fees

Is this application linked to an existing Highway Occupancy application?

NEW JERSEY DEPARTMENT OF TRANSPORTATION

FEE SCHEDULE
ERECTION OF POLE(S) OR POLE APPURTENANCE(S) APPLICATION PERMIT EXTENSION
1to 10 $330.00 $100.00 $100.00
Greater than 10 $625.00 $200.00 $200.00

©Only submit required Application Fee. Do not submit Permit Fee with this application.

APPLICATION FEES ARE NON-REFUNDABLE

When Utility Opening is selected, the following will be shown:

Application and Permit Fees

Is this application linked to an existing Highway Occupancy application?

NEW JERSEY DEPARTMENT OF TRANSPORTATION

FEE SCHEDULE
OPENING APPLICATION PERMIT EXTENSION
0-20 Square feet $525.00 $200.00 $200.00
Greater than 20-200 Square feet $790.00 $265.00 $265.00
Greater than 200 Square feet $1,185.00 $395.00 $395.00

BEM
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If the application that is being submitted is linked to a Major, Major with Planning or Highway
Occupancy application that has already been submitted, click the “Is this application linked to an
existing Major or Major w/Planning application?” checkbox or the “Is this application linked to
an existing Highway Occupancy application?” checkbox. A field for entering the Customer
Reference # for the previously submitted application will become available. Enter this number.
When the application is submitted, the payment portal will be bypassed. This will only work if
you have a valid Customer Reference # and the Lot Owner Company entered in the Applicant
Information section and the applicant/user is the same as the previously submitted application.

6.6 Attachments

This section includes several options for uploading various attachments. Some are required, while
some are optional. Depending on selections within the Permit Information section, there may be
additional attachment options. To submit the application, the required attachments must be
uploaded.

The following file types can be attached: doc, docx, pdf, xls, xisx, txt, jpeg, jpg, png, tiff. Multiple files can be attached to each of the "Attach” buttons below, however the total file size for each "Attach"
button is 70 MB.

Application Attachments (multiple allowed) * Additional Attachments (multiple allowed) Application Checklist * POA Attachment *

The following links are provided for reference in pleting this permit appli

Click here to download the Major Access application checklist.

Note: Please fill this out and submit along with the application. Be advised documentation Click here to download a sample POA.

submitted with security features may result in a delay of pr ing this applicati brission. Click here to Straight Line Diagram (SLD) information,
Click here to download the Regulations. Click here to download the Waiver application document.

To upload a file/attachment, click the <Select Files...> button. This will open the explorer window
on the user’s computer. The user will find and choose one or more files/attachments, and can be
the following file types: .doc, .docx, .pdf, .xls, .xIsx, .txt, .jpeg, .jpg, .png, .tiff, .stsw, .hcp, .hce,
.her, .huh, .hci, .hcc, .gpw, .pcp, cds, .idf, .pcp, .hy8, .inp, .ini, .dss, .gage, .hms, .met, .run, .txt,
.basin, .out, .prj, .g0X, .f0OX, .POX, .00X, .u0, .ROX, .hdf, .rasmap, .h5, .ppc, .dwh, .mdb_, .cpg, .dbf,
.sbn, .sbx, .shp, .shx, .mxd, .adf, .dgn, .dwg, .syn, .sim, .sip9, .vsl, .ies, .agi, .hst, .yn..

The user can select more than one file at a time, as long as the total size of all selected files does
not exceed 650 MB. The screen will show which items have been uploaded.

The lower portion of this section provides the user with links to access reference documentation
or sample documents to help the user complete the permit application and describes some of
the required documents/ attachments that need to be submitted along with a permit application.

-20 -
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6.7 Acknowledgments and Submittal

The final section of the application is the Acknowledgements. The Acknowledgement checkbox
must be checked before the user can submit the application.

Acknowledgement

| CERTIFY THAT THE ABOVE INFORMATION IS TRUE AND ACCURATE. | AM AWARE THAT, IF ANY OF THE ABOVE INFORMATION IS FALSE, | AM SUBJECT TO PUNISHMENT. | AGREE TO COMPLY
WITH ALL APPLICABLE LAWS AND REGULATIONS OF THE STATE OF NEW JERSEY, INCLUDING BUT NOT LIMITED TO THE STATE HIGHWAY ACCESS MANAGEMENT ACT, N.J.S.A. 27:7-97 ET SEQ,,
AND THE STATE HIGHWAY ACCESS MANAGEMENT CODE N.J.A.C.16:47-1.1 ET SEQ. | AGREE NOT TO PERFORM ANY WORK WITHIN STATE RIGHT OF WAY UNLESS IT IS AUTHORIZED BY A FULLY-
EXECUTED PERMIT. IF THE PERMIT IS FOR A STREET THAT IS TO BE CONSTRUCTED ON PRIVATE PROPERTY, | AUTHORIZE DEPARTMENT REPRESENTATIVES TO ENTER AND PARK A VEHICLE UPON
THAT PROPERTY FOR THE PURPOSE OF PERFORMING A SITE INSPECTION. ANY CLAIM FOR DAMAGES ARISING FROM SUCH ENTRY WILL BE SUBJECT TO THE PROVISIONS OF THE TORT CLAIMS
ACT NJ.S.A. 59:1-1 ET SEQ, AND THE AVAILABILITY OF FUNDS.

Owner or Authorized Representative * Date

[ ) | |

Once all required data is entered, the required attachments are uploaded and the
acknowledgment is checked, the <Continue to Payment> button will become enabled. To submit
the application to NJDOT, click the <Continue to Payment> button. An acknowledgment will pop
up on the screen with the Customer Reference No, which should be noted. NJDOT will not be
notified that an application has been submitted until a payment is completed.

Your application with Customer Reference No: #AP002394,

is saved for later and can be accessed from the action
items. Please continue to make a payment and complete
your application submission.

The user will then be re-directed to the payment portal website to complete the transaction. If
Credit/Debit Card is selected, the user will enter credit/debit card details. If Electronic Check is
selected, the user will enter banking account details.

Once the payment is completed, the system will send an email to the applicant so they will have
a record that the application was submitted. The Customer Reference No., which should be used
for any communication with NJDOT, will be included in the email. An email will also go to the
NJDOT to let them know an application has been submitted so that they can begin their review.

If the payment is cancelled, the application will remain in Saved for Later status. NJDOT will not
be notified until a payment is completed.

The application will now appear in the Permit List screen (Section 2.12). The applicant can access
this screen to see the status of their application. The applicant can also view the application
details, request an extension to a permit, or download an application, as described below.

BEM
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6.8 Save for Later

If for some reason the applicant is unable to complete the application, but has already entered
some data, the application can be saved for later. The user will scroll down to the bottom of the
screen and click the <Save for Later> button. An acknowledgment will pop up as follows:

You have saved your application. It will be available for 90
days and can be accessed within Action Items from the
main dashboard.

NOTE: The Department cannot access or retrieve your
application and it is not deemed submitted until the
application process is completed and the fee has been

paid.

All data that was entered will be saved, except the acknowledgment checkbox. To access the
saved application, the user will go to Action items (Section 2.11) from the main dashboard screen.
The saved application will appear on the screen. The user will click the button in the Complete

Item column. This will open the application details screen. The user will complete the application
as described above.
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7.0 ACTION ITEMS

The Action Items screen will include saved applications and communications from NJDOT, such
as a request for additional information, a permit communication or a permit fee request.

Action Item Type: Complete Item

Permit Communication

Following information has been provided for customer reference #: AP0D2331
Requested Date: 03/24/2023

Due Date: 04/24/2023

about customer reference #: AP002331

Payment Requested

A payment is required for your custemer reference #: AP002331
Requested Date: 03/24/2023

Due Date: 04/24/2023

Saved for Later

If the Action Item type is ‘Permit Communication’ or ‘Additional Information’ the following screen
will open when the user clicks the button in the Complete Iltem column:

DOT Comments Your Response *

Please provide more information about your project.

DOT Documents

Attach Documents

4 Return to Action Iltems

The user can enter their response in the ‘Your Response’ field. If NJDOT had attached documents,
they will be visible under the ‘DOT Documents’ label. The user can click on an attachment to open
and view the file. Documents can be attached to be submitted back to NJDOT by clicking the
<Select files...> button. This will open the explorer window on the user’s computer. The user will
find and choose the file/attachment. The screen will show which items have been uploaded. Once
the user has completed their response, they will click the <Submit> button. An acknowledgment
email will be sent to the user. An email will also be sent to the NJDOT.

If the Action Item type is ‘Payment Requested’, when the user clicks the button in the Complete
Item column, they will then be re-directed to the payment portal website to complete the
transaction. If Credit/Debit Card is selected, the user will enter credit/debit card details. If
Electronic Check is selected, the user will enter banking account details. An acknowledgment
email will be sent to the user. An email will also be sent to the NJDOT. If the payment is
cancelled, the Action Item will remain in the list and NJDOT will not be notified until a payment
is completed.

If the Action Item type is ‘Saved for Later’, when the user clicks the button in the Complete Item
column, the saved application screen will open. The user can complete the application as
described above in Section 6.
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8.0 APPLICATION/PERMIT LIST

When the user clicks Application/Permit List from the main dashboard screen, the following will
open:

Permit History

Instructions: Click the download button to see your permit package.

Applications submitted in[ -Select- ¥ ] I ]

Application/Permit History

Customer Ref #/ Permit # Type of Applications Date Received Date Deemed Complete Status Permit Issued Date Download Permit
AP002331 Lot Consolidation 03/18/2023 Awaiting Applicant Response
APOD2304 Driveway 03/13/2023 Application Received
AP002301 Driveway 03/10/2023 Application Received
AP002244/A-T9-C-33963-
Driveway 03/08/2023 Permit Withdrawn
2023
AP002286/-10-N-33970-2023 Driveway 03/08/2023 T e

Acceptance

1-8ofgitems

This screen will show the user the applications they have submitted and permits they have been
granted. This screen allows the user to see the status of the application(s) they have submitted
as well as giving them the ability to view the download the permit.

8.1 Download

If the user would like to download the permit they have been granted, they will click the button
in the Download column. This will open the permit package, which includes the permit along with
the attachment(s) that the NJDOT included in the package that was created when the application
was approved.
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9.0 PAYMENT ACTIVITY

When the user clicks the Payment Activity from the main dashboard screen, the following will
open:

Payment Activity

Payment activity in

Last & months - Export

Customer Reference # Payment Type Received Date Amount Status
AP002226 Performance Bond 02/27/2023 $ 10,000.00 Paid
AP002331 Permit Fee § 46.00 Requested
AP002286 Application Fee 03/08/2023 $ 15,800.00 Paid
AP002304 Application Fee 03/13/2023 $ 15,800.00 Paid
APD02234 Application Fee 02/28/2023 $ 350,00 Paid

1-5 of 14 items

This will show a listing of all of the payments that have been made by the company that the user
is logged in for. The user can click the <Export List> button to export the list to an Excel file.
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